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Introduction

Becoming a Power Publisher

lease don’t skip this introduction. Yes, we know that many

authors use the introduction just to say hello. Many
readers, therefore, skip to Chapter One so they can get right
to business.

This introduction, however, has several crucial functions.
First, it explains the most productive, efficient way to use
Publishing Power with Ventura. Second, it explains how to
prepare your computer system so you can work along with the
projects. Third, it contains a key formula you will use over and
over again. The Ventura Formula explained at the end of this
introduction is the foundation for the rest of the book.

Goals and objectives

Publishing Power with Ventura will help you tap the full
potential of Xerox Ventura Publisher.

It’s no secret that Ventura has more horsepower than ordinary
page layout programs. Ventura can create virtually any type
of document, from one-page ads to 500-page directories and
anything in between.

With Ventura, you have the power to create almost any docu-
ment. The samples on page ii were all created entirely with
Ventura.
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Why this Book is different il

Yet with all that power at their disposal, some users complain.
They feel like a beginning driver who hasn’t learned to shift
into high gear. They can get Ventura up and running, they can
point it in the right general direction, but they can’t seem to
fine-tune its performance for maximum productivity.

This book will move you into the fast lane. Best of all, it will
show you how to stay in control the whole time. You’ll know
where to start and where to go next, no matter what kind of
document you are preparing. In short, you will always be in
the driver’s seat.

How do we plan to accomplish these goals? First, we put you
behind the wheel right from the start. In every chapter, you
“test drive” Ventura by creating an actual business document.
There’s no better way to acquire skills than with hands-on
practice. Second, you start with simple documents before
moving on to difficult ones. For example, Part One teaches
fundamentals. You can follow along even if you are new to
Ventura. Part Two, on the other hand, shows how to rev up
your publishing with advanced techniques.

Don’t be too impatient. Ventura Publisher is one of the most
powerful applications ever written for the IBM PC. It will take
some time before you reach expert status. To make the journey
easier, we start each project with a roadmap, a before-and-
after look at the document that shows where you are starting
and where you are going. As we proceed, we provide you with
signposts to check your progress. Simply check your results
against the sample screens and printouts. You will always
know if you're on the right track.

Why this Book is different

Publishing Power with Ventura differs from other books and
tutorials. First, it is not just a beginner’s session. It is a
complete training course in Ventura, from novice to advanced.
Second, it takes you step-by-step through real-life applica-
tions. If you complete all the chapters, you will have a per-
sonal library of industrial-strength business documents and
style sheets. You will also have the skills to modify those
documents to fit the unique requirements of your business.
Third, Publishing Power provides more than how-to skills. It



iv

How to use this book

also teaches you strategies, systems, techniques, and for-
mulas for working through design problems.

We believe that if you follow the examples in this book, you
will be able to gain full control over Ventura’s sophisticated
capabilities. You will be able to create virtually any kind of
document — books, ads, newsletters, manuals, forms, reports
— right on your desktop.

Now that’s true publishing power.

How to use this book

Publishing Power with Ventura contains two sections. Part
One, Getting Started, teaches basic skills. Part Two, Ad-
vanced Documents, teaches advanced techniques as they
apply to specific business applications. Part Two also includes
a chapter that teaches the advanced features of Ventura’s
Professional Extension. We recommend that everyone com-
plete Part One (Chapters One, Two, and Three). Even ex-
perienced Ventura users should skim Part One, because it
does more than clarify basic features. Part One also provides a
systematic plan for using Ventura. The advanced chapters in
Part Two assume that you understand the building blocks
explained up front.

How to use part two

Although Part One is essential, not everyone needs to go
through all of Part Two. The method you use for the second
half will depend on your needs. If you are an occasional user,
produce only one type of document, or are short on time, select
chapters that teach the skills you need right now. If you later
expand to different documents, return to Part Two to learn
more. Table 1 suggests an abbreviated curriculum based on
the type of document you produce.
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Table 1. An Abbreviated Curriculum
L
Document to Produce Chapters to Study Key Skills
Part One Basic skills

Chapter Eight — A Book

Multi-Chapter, footnotes, indexing,
table of contents, equations, update
counters, chapter templates

Newsletters, Magazines

Books
Chapter Nine — A Technical Manual Egﬁf;enjm”gg‘r’iﬂg,gs'pi;’m‘:mbe””9’
Chapter Ten — Using the Profes- | Advanced typography, cross refer-
sional Extension ences, tables
Corporate Part One Basic skills
Documents Chapter Four — An Invoice Box Text
Part One Basic skills
Directories, Chapter Seven — A Directory \%ﬁftzgactttj:gt ;re})gh;::::ases and
Catalogs Chapter Eight — A Book g}tgg{gr:;t;g‘ efcsaotnotes, indexing,
Chapter Nine — A Technical Manual F rames and anchqring, auto-number-
ing, figure numbering
Part One Basic skills
Marketing Chapter Four — An Invoice Box Text
Chapter Five — An Advertising Flyer | Advanced graphics and typography
Chapter Nine — A Technical Manual | Spot color
Part One Basic skills

Chapter Three — A Two-Column-
Newsletter

Newsletter-style layout, captions
sizing and scaling images

Chapter Four — An Invoice

Box Text

Chapter Five — An Advertising Flyer

Advanced graphics and typography

Chapter Six — A Three-Column-
Newsletter

Advanced newsletter-style layout,
captions, table of contents,calendar,

Chapter Ten — Using the Profes-
sional Extension

Advanced typography
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On the other hand, if you plan to use Ventura for many
different documents, try to finish Part Two from start to
finish. Completing all ten chapters guarantees that you will
understand Ventura’s full range of features.

If you have installed the Professional Extension

If you have installed Ventura’s Professional Extension, your
screen will show several more dialog box options than the
sample screens in this book. Do not be concerned if your
screen looks slightly different. It will not effect your ability to
complete the step-by-step instructions.

We suggest you master the basics in Chapters One through
Nine before you tackle the advanced table editing and typo-
graphic features of the Professional Extension explained in
Chapter Ten.

How each chapter is organized

Each chapter is divided into four sections: skills checklist,
theory, tutorial, and tips. The skills checklist at the beginning
gives you an overview of learning skills and key words. A
glance at the list tells you what you will learn.

The theory section discusses the concepts and principles be-
hind each chapter. Take the time to read the background
information before you start the hands-on project. That way
you will understand why you are making specific selections.

The tutorial section includes detailed instructions in bite-size,
easy-to-follow steps. Usually, you can produce the desired
result just by imitating the sample screens.

Finally, the tips section summarizes and expands on the tech-
niques mentioned throughout the chapter. Some people like to
skim through these tips before starting.

A note to instructors

If you are using Publishing Power for classroom instruction,
you should know that each chapter has one or more stopping
points. If you have time for extended sessions, ignore them
and proceed straight through. However, if you want to pause
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periodically, you will find clearly marked break points, with
instructions on how to stop and resume.

Instructors may also want to assign advance reading. We
suggest that students prepare by reading the theory section at
the beginning and skimming the tips section at the end.

A final tip for instructors: If you want to focus on certain
techniques, you can confine the classroom session to one por-
tion of a chapter. Step through the project yourself up to the
point at which you wish to begin. Save your work and dis-
tribute this partially completed chapter to students on floppy
disks (or via network). Have the students load up the partially
completed project at the beginning of the session. That way
you and they can concentrate only on the specific skill you
wish to present.

The ground rules

While we are explaining how to use this book, we should
acquaint you with a few ground rules. The checklist that
follows spells out six conditions. These are the assumptions
that operate during the self-paced publishing projects. Before
starting with Chapter One, make sure that your system
matches all six.

WARNING: You may have difficulty recreating the examples if you do not meet all the
assumptions explained below.

1. You are using Ventura 2 or higher. The sample projects in
this book use Ventura 2 features. If you have installed the
Professional Extension, your screen will include Table mode
(in the Side-Bar) and several additional dialog box options.
The slight variations you see between your screen and ours
will not affect your ability to follow along.

The sample style sheets on the accompanying Publishing
Power software disk will not work with version 1 or 1.1 Con-
tact your local dealer or Xerox for upgrade information if you
are working with the older version.

/

2. Ventura is located on drive C:. If you use a different letter
for the hard disk containing Ventura, substitute that letter
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whenever you see C:. Consider, for example, an exercise that
asks you to move to the C:\POWER subdirectory. If your hard
disk is D:, you would type D:\POWER instead.

3. You have the original Ventura examples intact on the
CA\TYPESET subdirectory. If you have moved these style
sheets or picture files, or if you have modified them in any
way, copy the originals from the Ventura installation disk
labelled “Examples.” The command “COPY A:&*.STY
C:\TYPESET” will copy all the style sheets you will need for
this book. The commands “COPY A:*.IMG C: \TYPESET” and
“COPY A:*.GEM C:\TYPESET” will copy all the picture files
you will need for the book. You do not need to copy these files
unless 1) you have erased the examples or 2) you answered
“no” during installation when Ventura asked if you wanted to
install the examples.

w» NOTE: If you have modified the example style sheets in any
way, delete or move them from the \TYPESET subdirectory
and recopy the originals from the installation disk.

4. You have a Hercules-compatible graphics adapter. The
sample screens in this book were created from a Hercules-
compatible monitor. If you have a VGA, an EGA, a CGA, or a
big-screen monitor instead, your display may look slightly
different than the illustrations. This should not affect your
ability to follow along.

5. You use a mouse. To gain the maximum productivity from
Ventura we recommend a mouse. If you do not have a mouse,
refer to the section “Operation without a mouse” in the Xerox
Ventura Publisher Reference Guide.

6. (Optional) You have installed PostScript as one of your
printer choices. Although you can follow along without install-
ing a PostScript printer, a few of your dialog boxes will look
slightly different from the examples. You may want to install
PostScript as a second printer while you work through the
projects. That way your screen will match our examples. You
can quickly and easily install PostScript as a printer choice
even if you do not own a PostScript printer and even if you
have already installed Ventura. Simply reinstall the program.
When it asks if this is the first time you are installing, answer
No. Then select PostScript as one of your printer choices.
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printer choices. When you load Ventura, select Set Printer
Info from the Options menu and change to a PostScript
printer. Before you print at the end of each chapter, switch
back to your original printer.

Rules for Ventura prep

Each chapter contains a section called Ventura prep. This
section explains the file management operations to create the
sample document. These operations include loading and
renaming text files, loading and renaming style sheets, load-
ing graphics files, and saving chapters. What you do in this
section depends on whether or not you own the Power disk.

The Power disk

The optional Power disk contains the sample text files from
Appendix A, thereby saving you the trouble of typing them in
yourself. In addition, it has style sheets and, in a few cases,
sample chapters, for the advanced documents in Part Two.
These samples give you a headstart. You can order the Power
disk with the postage-free card at the back of the book, or by
phoning New Riders’s toll-free number.

If you own the Power disk

If you already own the Power disk, go to Appendix C to learn
how to install it on your hard disk. During the tutorial, turn to
the Ventura prep subsection marked with the disk icon:

If you do not own the Power disk

Appendix A gives a complete print out of all the text files and
the style sheets used in the book. If you do not own the Power
disk, turn to the subsection in Ventura prep displaying the no
disk icon:
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This section will tell you which text file and style sheet to copy
from Appendix A.

The Ventura formula

One important task remains before you are ready for Chapter
One: a brief explanation of the strategy that forms the founda-
tion for this book. Every Ventura document, no matter how
complex, is made up of just three parts: text (the words), a style
sheet (the format), and pictures (the illustrations). Typically
the text comes from word processing files and the pictures
from graphics files, while the style sheets are created with
Ventura Publisher. This formula helps explain how the
software operates. It also becomes a good model for working
with Ventura Publisher:

Text + Style + Pictures = Chapter

This formula illustrates not only the components, but also the
best order for building a document. As we will show you, this
simple idea is a powerful tool. It can serve as a blueprint for
any document, long or short. Table 2 illustrates how the For-
mula will guide the construction of our projects.

Table 2. Using the Ventura Formula

Text Load the text file(s)

Load a style sheet
Style

Apply it to the text file

. Create the frame(s} for the picture(s)
Pictures

Load the graphics file(s) into the frame(s)

Save the chapter

Chapter
Print the chapter

As Ventura authors and consultants, we’ve talked with
hundreds of users. Most have similar troubles. When con-
fronted with the complexities of page design and the power of
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Ventura, they don’t know where to start. They flounder be-
cause they don’t have a systematic approach. When they do
get underway, they get lost among the menus. Or they forget
key steps and have to redo the document. In short, they're
often a bit confused.

It doesn’t have to be that way. As you will see in the next three
chapters, the Ventura Formula can rescue you from confusion.
No matter how complex the project, you can always fall back
on the Formula. As you grow proficient, you may decide to
modify the Formula or abandon it entirely. As you are learn-
ing, however, it should be the foundation for everything you
do. We have used it throughout this book.

Rather than belabor the theory, let’s see it in practice by using
the Formula to prepare a business report. Turn to Chapter
One for your first hands-on Ventura project.



Chapter One
Skills Checklist

Theory

[0 How Ventura manages files and
builds chapters

[0 Renaming and relocating files with
Ventura prep

[ The Ventura user interface
O Multi-Chapter — a built-in copying
function

Text
[ Loading and placing text
[0 Renaming and relocating text

Style
[0 Loading a style sheet
[0 Renaming and relocating style sheets

[0 The Ventura Formula — easy rules
for faster formatting

O The secret of the “Big Three” dialog
boxes

[J Why you should always start
formatting with Body Text

[J How to create a standard spacing unit

Picture
[0 Adding a frame

[0 Using padding to separate text from
pictures

O Loading and placing a picture

Chapter
O Saving and printing
[0 How to back up Ventura chapters




Chapter One

A Single-Column Report

Theory

R eady to start putting Ventura through its paces? This first
chapter provides a solid grounding in Ventura fundamen-
tals. It also demonstrates how the Formula guides you step-
by-step through a work session. The checklist to the left sum-
marizes some of the skills you will acquire. You will find a
similar list in every chapter.

A few preliminaries before we begin. All the projects in this
book start with a before-and-after look at the document. In
other words, we start by showing you where you are going.
Then it’s on to the sample project. In most cases, you can
produce the results just by imitating the screens on the page.
When you see an explanation followed by an illustration,
simply make your dialog box match the one in the book.

That’s all there is to it. Merely by following along, you will
learn to handle Ventura like a pro.

We know you are eager to get started. Before you get behind
the controls, however, you need to understand a few fun-
damentals. The hands-on practice will make more sense if you
understand how Ventura manages files.

Parts of a chapter

Most other programs do all their work in one large file. By
contrast, Ventura works with many different files. A master
file, called the chapter file, stores pointers to other files, plus
instructions on how to assemble these files onto the page.
When you format on screen or print on paper, the chapter uses
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instructions on how to assemble these files onto the page.
When you format on screen or print on paper, the chapter uses

Chapter

Style

Pictures

Figure 1-1. Ventura chapter files contain pointers that specify the
location of the other component files.

its pointers to find the files it needs, and then uses its instruc-
tions to put the document together (Figure 1-1).

What kinds of files go into a document? The Ventura Formula
provides the answer:

Text + Style + Pictures = Chapter

As Ventura builds a document, it creates additional files on its
own if it needs them. For instance, if you put captions on the
page, Ventura creates a separate caption file. If you use the
drawing tools, Ventura opens a graphics file. When it opens
these files, Ventura uses the same name as the chapter, but
with a different extension. Thus, if the chapter is called
SAMPLE.CHP, the caption file becomes SAMPLE.CAP and
the graphics file SAMPLE.VGR. Table 1-1 gives a more in-
depth look at the components of a typical Ventura chapter.

Renaming and relocating files

One more bit of theory about Ventura’s file management and
you will be ready to start the project. Ventura permits you to
rename and/or relocate most of the files that make up a chap-
ter. Ventura doesn’t care where you store those files, as long as
you tell it where to find them.
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Table 1-1. Typical file names for a Ventura chapter

File Type

File Name(s)

File Contents

TEXT

SAMPLE.TXT

Text file created with word proces-
sor and imported into Ventura (can
be more than one)

SAMPLE.CAP

Caption file created and named by
Ventura to match the chapter
name

STYLE

SAMPLE.STY

Style sheet with format instruc-
tions

PICTURE

PICTURE.IMG

Picture file created with outside
graphics program and imported
into Ventura (can be more than
one)

SAMPLE.VGR

Ventura graphics file for drawings
created inside Ventura to match
the chapter name

CHAPTER

SAMPLE.CHP

Chapter file containing pointers to
all other files

SAMPLE.CIF

Chapter information created and
named by Ventura to match the
chapter name

In Ventura’s eyes, the location of a file is part of its name. The
four files below are completely different as far as Ventura is
concerned:

A:\SAMPLE.TXT
C:\SAMPLE.TXT

C:\TEMP\SAMPLE . TXT
C:\POWER\ SAMPLE . TXT

Renaming and relocating are accomplished in the same
fashion (in fact, we use the word rename to mean either
function). Although the procedure is slightly different for dif-
ferent files, the principle is the same. By entering a new name
and/or a new location, you tell Ventura where to find it in the

future.
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¢ You make a copy of the file under the new name at the new
location (you will have to delete the old one if you don’t
want it anymore).

¢ You change the pointers in the chapter file. From then on,
Ventura looks for that file under the new name in the new
location (Figure 1-2).

C:\ POWER

e

C\ (ROOT) CHAPTER

CATEMP

New \i“‘fﬁ’zﬁ":‘x’:
C:\POWER\
NEW.TXT

This is Greek Toxt. This s more
Gresk Tuxt. This b yot mare Greek
| Dext. And bere bs sorse more Grosk
et Grook Dt yot aguin. Addition
ol Grook Tvat. Btill merw Grosk That.

Figure 1-2. When you save and rename a file, you change
the pointers in the chapter file. From then on, Ventura looks
for that file under the new location.

WARNING: Do not use standard DOS functions to move Ventura chapters. Use
Ventura's Multi-Chapter function instead, as taught at the end of this chapter.

DOS is able to copy files, but it does not change the pointers
inside the chapter file. If you reopen the chapter at the new
location, Ventura will be unable to reassemble the document.
It will look for the files in their old locations, because the
pointers were never changed.

By contrast, Ventura’s built-in copying function not only
moves the files, but changes the pointers as well. In addition,
it moves all the files at once. By telling Ventura to copy a
chapter, you are telling it to copy not only the chapter file, but
also every other file associated with that document. You do not
have to specify the individual files. Ventura remembers them
for you, finds them on the disk and copies them to their new
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location. This copying function is located in the Multi-Chapter
dialog box.

W TIP: Even though the name Multi-Chapter implies that it is
intended only for multiple chapters, you can also use Multi-
Chapter to copy a single chapter. You will have several oppor-
tunities for hands-on practice with Multi-Chapter in both Part
One and Part Two.

So much for your first exposure to the principles behind Ven-
tura Publisher. You will need to learn additional theory before
youre ready to strike out on your own. In the meantime,
however, we suggest concentrating on the project that follows
without worrying too much about the wherefores and whys.
We will present more fundamentals in Chapters Two and
Three.
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Planning the report

The first step in producing a business document is to consider
its purpose and audience. Your goal is two-fold: (1) to make the
appearance appropriate to the readership and (2) to make the
document easier and more efficient to use. Ventura’s vast
array of capabilities can help you achieve both goals.

Our first project is a business report. We use the word “report”
to refer to a simple, straightforward document, usually in-
tended for internal use (as opposed to proposals and annual
reports, which often go outside the company). Target readers
are other members of the company, usually at your own level
or higher. Since reports often summarize difficult or dull infor-
mation, they must use page design to make that information
easily accessible. They should include charts, graphs, and
other illustrations when possible, to help get the message
across.

Because a report is an internal document, it does not demand
high-end, cutting-edge graphic effects. At the same time, be-
cause most reports go up the ladder to management, they
need a professional image: clean, simple and uncluttered
without being loud or flashy. Look at the “before” example of
the report. It is a typical report from the days before desktop
publishing. Here are a few ways to enhance its effectiveness
and appearance:

¢ An easy-to-read line length
¢ Bullets to make lists stand out

¢ A header and page numbers to help readers find their way
around

* Prominent headlines and subheads
¢ Spacing based on a uniform, standard unit
e Additional white space for an open look

You will implement these ideas in this project.
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Before you start

We assume that you are sitting in front of your computer with
Ventura Publisher on the screen. If you have not already
powered up Ventura, type: VP at the DOS prompt (VPPROF if
you are using the Professional Extension).

If you have the Power disk

If you are using the optional Power disk, you should have
installed it already following the instructions in Appendix C.
If not, stop and do so now.

If you do not have the Power disk
You do not need to do anything special yet. Read on.

If you just started Ventura, the screen will be empty. If not,
and there is a previous document active, select New from the
File menu to clear the screen. Do not worry about what file
names appear at the top of the screen. You will be changing
the files you use anyway.

The Ventura user interface

Your screen should look similar to Figure 1-3. If it does not,
select the View menu and Reduced View. If you are new to
Ventura, take a moment to familiarize yourself with the key
features of the Ventura user interface as shown in Figure 1-3.

The Menus at the top of the screen drop down when you point
to a name with the mouse cursor. Move the cursor over the
menu you want until it is displayed in reverse video (white on
black). Then click the left button on your mouse to select an
option. Menu options displayed in gray are not available for
selection.

The Title Bar displays the current chapter and style sheet. As
you step through the projects in this book, check to make sure
the names of the chapter and style sheet in the Title Bar
match the ones we show in the sample screens.
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Menus ——— apterFrane _Par ,
5 " “\TYPESET\UNT ITLED, CHP — Title Bar
ero poin Iy
Mode Selector — " Scrofl up
Addition Button —» §iid teu rrancl one line
e Column — Vertical
Assignment List | ¥ guides scroll bar
]
)lE"\
ERN 7
o .
Current Selection o Sizing buttons
Box n %
\ — _E
Page Numb R
age Number —{ R Pg # ae01 || 3 .
9 mn- E n | Horizontal
scroll bar

Figure 1-3. The Ventura interface.

The Mode Selector shows four pictures at the top of the Side-
Bar. Each picture represents one of the four major modes in
Ventura: (from left to right) Frame, Paragraph, Text, and
Graphic mode. In Figure 1-3, Frame mode is enabled. Each
mode allows you to perform a group of related tasks:

e Irame mode lets you create new frames on the page and
place text and pictures inside. You can also cut, copy, paste,
or delete frames.

e Paragraph mode lets you define, change, and apply a set of
formatting rules, called tags, to individual paragraphs.

¢ Text mode lets you add or delete text on-screen, as well as
change its font and attributes (for example, bold or italic).

® Graphic mode lets you add, delete, copy, size, or paste
graphic lines, rectangles, circles, and Box Text (text inside
a box).

The Addition Button lets you add a frame, tag, or text at-
tribute, depending on which mode is enabled. Click on the
Addition Button to choose the action (or function) specified in
the Addition Button.

The Assignment List displays an alphabetical listing of items
that you can choose for Frame, Paragraph, and Text mode. (In
the Professional Extension, items are listed for Table mode.)
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Button controls ——

Pop-up menu —|

The Current Selection Box shows the name of the selected file,
tag, graphic, or text attribute.

The Page Number shows the number and side (Right or Left)
of the page. '

The Sizing Buttons (also known as “handles”) show the frame
that is currently selected.

The Column Guides display the borders of the columns. You
can turn them on or off. They do not print out.

The Page (referred to as the Underlying Page in earlier ver-
sions of Ventura) is the blank frame that appears when you
first start Ventura or when you select New from the File
menu. You define the size and orientation of the Page in the
Page Size & Layout dialog box from the Chapter menu. You
can place text and pictures directly onto the Page, or you can
put text and pictures into frames on top of the Page.

w» NOTE: If you are using the Professional Extension, you have
a fifth mode called Table mode. See Chapter Ten.

The other key feature of Ventura’s user interface is the dialog
box. Let’s take a moment to review the major controls inside

. (Figure 1-4).
==
SIZING & SCALING [1]}| +— Help menu
bl |

Flou Text Around: ¥ On

Upper Left ¥: 10,00 Rl Upper Left v: 29,08 (-]
Frane Width: 20, Frane Height: 14,60
Horiz. Padding: 01,08 Uert. Padding: 90,80 picas & points || «— Measurement

T
Picture Scaling: By Scale Factors
Aspect Ratio: [Haintained

% Crop Offset: 01,08 [El[=] V Crop OFfset: e2,01 -]
Scale Width: 26,00 Scale Height: 16,89

(5] (=

Figure1-4.
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Pop-Up menus appear when you place the cursor over an
option followed by the double up-down arrow symbol. The
pop-up menus show you all possible choices available for one
option. To make your choice, place the cursor on the arrow
symbol and click the left mouse button. Now hold down the
button and drag the cursor up or down until you highlight the
option you want, then release.

w» NOTE: For easier viewing, we've chosen to hide the up-down
arrows in all our illustrations.

Help menus are included in each dialog box. To get on-line
help, click on the question mark inside the square and follow
the prompts.

At any point you can cancel a dialog box choice by pressing
Ctrl-X. To save your choices in a dialog box, press the Enter
key or click the OK button. You’ll get plenty of practice using
dialog boxes as soon as you begin the tutorial section.

Our starting configuration

Ventura Publisher is easier to work with if you use the Op-
tions menu to make the selections shown in Table 1-2. There’s
nothing that says you can’t configure Ventura differently.
However, our experience has shown that these settings make
page design easier and more accurate.

As you progress, you may decide to use other settings that you
find more suitable to your own working style. In the begin-
ning, however, we suggest that you follow these suggestions.
Otherwise, your display and your results may differ slightly
from ours, making it more difficult to follow along.

Take a moment now to make sure all your settings in the
Options menu match those shown in Table 1-2. Select the
Options menu and choose each option in turn.
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Table 1-2 Suggested settings for use with this book

Horizontal Zero Point: 00,00 picas

Vertical Zero Point: 00,00 picas

Option Setting What It Does
Generated Tags: Shown Elsss'?;]ﬁ é?\??_ icsrteated by Ventura at the bottom of the
. Speeds screen redraw by showing unreadably small
Text to Greek: 6 text as blocks
. Ventura automatically makes a backup copy of all
Set Preferences | Keep Backup Files: Yes related chapter files each time you save
On-Screen Kerning: None Eg;?:: up screen drawing by eliminating screen
A ! Does not automatically adjust the inter-ine spacing
" when you change the font size
Auto-Adjustments:None hen you change the font s
i . Displays arrow symbol next to choices that offer
Pop-Up Menu Symbole: Shown pop-up menus in dialog boxes
Horizontal and Vertical Units: | Displays ruler in picas to match the units we use in
Picas this book
Set Ruler

Sets the zero point at the upper left comer of the
Page

Set Printer Info

Device Name: PostScript

(Optional) Can be used even if you do no have a
PostScript printer so font dialog boxes match those
in the book

Width Table:
\VENTURA\QUTPUTWID

Uses the default width table so style sheet can be
interchanged between systems with different printers

Show Side-Bar

Menu reads "Hide Side-Bar”

Displays Side-Bar on left side of screen

Show Rulers

Menu reads “Hide Rulers

Displays rulers on top and left side of the Page

Displays lines to show the boundaries of the

Shap On

off’

Show Column | Menu reads "Hide Column | ‘i c™yic it easier to fine up frames on the
Guides Guides Page
' T Displays on-screen the visible. marks in the text
Sh;w Tabs & I\A;S::‘S,,r eads “Hide Tabs & denoting tags, returns, line breaks, footnotes, etc.
eturns Makes text editing easier
Turn Column Dis“p!ay reads “Tum Column Snap Forces frames to align with the edges of the column
Snap On Off
Turn Line Display reads “Tum Line Snap | Forces the frame to align vertically with the inter-line

spacing of Body Text
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When you are finished, check that your settings in the Set
Preferences dialog box and in the Options menu match ours in
Figure 1-5 and Figure 1-6:

Set Preferences...

Set Ruler...

Set Printer Info...
Add/Remove Fonts...
Hide Side-Bar “u
Hide Rulers

Hide Column Guides
Hide All Pictures
Hide Tabs & Returns T
Show Loose Lines

Turn Column Snap OfF
Turn Line Snap Off

Multi-Chapter...
Figure 1-5.

SET PREFERENCES [ﬂ

Generated Tags: Shown
Text to Greek: 6
Keep Backup Files: VYes
Double Click Speed: 3
On-Screen Kerning: None
Auto-Adjustments: None
Pop-Up Menu Symbols: Hidden
Menu Type: Drop-Doun

Decinal Tab Char: B46l (ASCID)

| ok ] [Cancel

Figure 1-6.

If you cannot duplicate the results in a project, check to see
that you are configured as shown in Figure 1-5 and Figure 1-6.

= NOTE: You will learn more about these settings as you work
through the projects in the book.
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Step one — file maintenance

If you don’t tell Ventura where to put a file, it defaults to the
location used last. The original default location is the
CA\TYPESET subdirectory. Many beginners continue to store
all their files in that one single directory. It soon becomes too
crowded.

If you installed the optional Power disk for this book, you
created a subdirectory called C:\POWER. This subdirectory
stores sample documents and style sheets — the starting
points for your documents. As part of this first project, you will
create a subdirectory to store the results. From now on, you
will always place your documents into this new subdirectory.
Although you can create subdirectories in DOS, you can also
do so within Ventura. Let’s try it right now. Follow the step-
by-step instructions below at your computer to create a sub-
directory called C:\TEMP.

& Select DOS File Ops from the File menu.

HMow
Open Chapter. ..

Save ~8
Save As...

fBbarrion. ..

Load Text/Picture...
Load Diff. Style...
Save As New Style...

To Print...
DOS File Ops...
Buit

¥ Move the cursor to the File Spec line and click once. Then
press the Esc key to clear the line. Type: C: \TEMP

¥ Choose Make Directory and Done.
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DOS FILE OPERATIONS m

File Spec: C:\TENP)

Operation: | Select Different File Specification |

Make Directory) | Remove Directory |

{ Delete Matching File(s) |

If you already have a C:\TEMP subdirectory, choose another

name. In future chapters, substitute that name whenever you
see C:\TEMP.

W TIP: The best way to organize the hard disk is to create a
Separate subdirectory for each project, and use it to store all
the files for that project — text, style, pictures, and chapter.

Ventura prep

File management is one of the most difficult aspects of
desktop publishing. Novice users sometimes encounter
problems:

e They can’t find files when it comes time to load them into
Ventura

¢ They use the DOS copy command improperly and cannot
get the chapter to load

e They make permanent, unwanted changes to original text
files

¢ They destroy new versions by copying the old one on top
¢ They forget to save and thereby lose their work

To avoid such problems, you will start every project with a
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Ventura prep section. You will load, rename, relocate, and
save all the files for the exercise before you begin working.
After you practice this file maintenance a few times, we hope
it will become a habit.

By taking these steps at the beginning of every document, you
can avoid losing work. In addition, you can easily take a
break. Because all the files you will need are already loaded
and renamed, all you have to do is save the chapter and quit.
When you are ready to resume, you simply load Ventura, open
the chapter and start where you left off.

WARNING: Renaming and relocating files does not take effect until you save the
chapter. If you quit without saving, you lose the benefit of the Ventura prep process.

You will step through the Ventura prep section in the same
order as the Ventura Formula: text, style, pictures, chapter. If
you are used to working with DOS, it may take you a few
times before you are comfortable with Ventura’s methods.
Although you can type in paths and file names, as in DOS, it
is usually faster to navigate with the mouse.

We will step you through the Ventura prep process the first
few times until it becomes second nature. It may seem lengthy
at first, but with experience you can perform the entire
process in a few moments.

If you have the Power disk

Follow the steps outlined below to load, place and rename a
text file called 1IRPRT.TXT. This text file is provided on the
optional Power disk. If you did not purchase the disk, skip to
the section below titled “If you do not have the Power disk.”

When you load text, Ventura retrieves the original word
processing file. It does not make a separate copy. It temporari-
ly places hyphens in this file, then makes it a permanent part
of the chapter by storing a pointer. This pointer tells Ventura
where to find the text file the next time the chapter is loaded.

8 Select Load Text/Picture from the File menu.
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Neres
Open Chapter...

Save ~8
Save As...

fbarwdon. ..

Load Text/Picture...;
Load Diff. Style...
Save As New Style...
To Print...

DOS File Ops...

fuit

8 Choose Type of File: Text, Text Format: ASCII, # of Files:
One, Destination: List of Files, and OK.

LOAD TEXT/PICTURE

v of Fill:

Text Fornat: 31 [VordStar 3 | [#S4.8/5.8 ]

[MS-Hard | [WordPerfect | [ HyWrite | [ 8-Bit ASCII |

[DtA] [Multitiate | [PRN-to-Table | [WardPerfect §

H of Files: [N

Destination: JEEARIEZICSN | Text Clipboard | | Jext Duvson

KN &=

The Item Selector dialog box appears. Its listing shows both
file names and subdirectories. Subdirectories are distin-
guished by a diamond in front of the name.

In the next section, you will practice moving around the hard
disk with the mouse. To move “backward,” you click on the
Backup button in the upper lefthand corner of the listing box.
To move “forward” to a given subdirectory, click on the
diamond that precedes its name, or the subdirectory name

itself (Figure 1-7).
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ITEM SELECTOR - File fitter

Directory line Directory: C:\TVPESETQ::;
Backup button L% Selection® A Selection line
Subdirectory name ¥ BUSINESS i

+ NEWSLET d—

o TECHDOCS Scroll bar
! &BOOK-P1.8TY
File name > §BOOK-P2.STY

&BRO-L2 .8TY
&BRO-P3 .STY
&INV-P1 STV
&LSTG-P2.8TY

ok

— Scroll arrow I Cancel

Figure1-7. The Item Selector lets you locate any file on your
hard disk. Use the Backup button to move to the next
higher level of subdirectories. Open a subdirectory by click-
ing on the diamond or the subdirectory name.

To move to a new subdirectory, click on its name:

¥ Click on the Backup button until the C:\POWER subdirec-
tory appears on the list (preceded by a diamond). Click once
on the diamond or the name to move to that subdirectory.
The Directory line now reads C:\POWER\*.TXT.

To find the file you need, click on the scroll arrows to move
down or up one line at a time. Click on the gray area to move
one screen at a time. To move a distance you select, press and
hold the mouse button to drag the scroll box in the direction
you want to move.

# Use the scroll box and arrow to scroll through the list of text
files until you see 1IRPRT.TXT.

¥ Select the file IRPRT.TXT by clicking once on 1IRPRT.TXT
and once on OK.
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ITEM SELECTOR

Directory: C:\POUER\*.TRT

Selection: 1RPRT  .TKT

1RPRT_. 141 M
2PROPOS . THT

3NEWSHED. THT
3NEWSLGOD. TRT
3NEWSONE. TKT
NEWSTWO. THT
oAb JTRT
6NEWSLT1. THT
6NEWSLT2, TKT

0K

w NOTE: Once you click on a file, its name appears on the
Selection line. You can also select a text file by typing the
name directly onto the Selection line and clicking OK or press-
ing the Enter key, or by double-clicking on the file.

Ventura loads the file and the name 1RPRT.TXT appears in
the Assignment List. If the Underlying Page is selected when
you load a text file, Ventura automatically places the file on
the Page.

w» NOTE: If you are in Paragraph, Text, or Graphic mode when
you load a file, Ventura will not place the file on the Page.

If you do not have the Power disk

To follow along, you will exit Ventura and load a word proces-
sor. You will type the text IRPRT.TXT from Appendix A and
save it in ASCII file format under the name and location
CAPOWER\IRPRT.TXT. Then you will return to Ventura
and follow the steps in the section above for loading the text
file.

Place the text file

After you load a text file you must place it — that is, tell
Ventura where you want it to appear. You can place text onto
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the Page, or into separate frames on top of the Page. For this
business report, you will place the text onto the Page.

w NOTE: Ventura may have already put the file on the Page
without your intervention. If you select an empty frame or a
Page before loading a single file, Ventura assumes that you
want the file in that location, and places it without being asked.

- If Ventura placed the file for you, read through the following
section without doing anything.

Select the Page

¥ Enable Frame mode by clicking on the Frame button in the
Mode Selector.

§¢ Select the Page by clicking once anywhere on the Page.

Notice the eight black handles, known as sizing buttons,
around the border of the Page. They show you what has been
selected and where Ventura is going to place the text.

# Click once on the file name 1IRPRT.TXT in the Assignment
List to place the file onto the Page.

The text fills the Page. The text file name is displayed in the
Current Selection Box (Figure 1-8).

pter Frane Parag
<\POUER\1RPRT .CHP
1%

6 12 24 30 36 42
! *tuLLu‘uL.uulu u.lumlm.lumlmu

dd New Fram

IRPRLTXT B 44

-

' i

1RPRT.THT B ¢o3
R Pg & 0001

+

Figure 1-8.
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Don’t worry if your screen differs slightly from the example
shown here. You may have started the project with something
other than the DEFAULT.STY style sheet. That other style
sheet may have different margins and columns. You will soon
load a different style sheet.

Because you placed the file on the Page, Ventura continues to
make new pages until the entire file is placed. If you were to
press the PgDn key to move ahead in the document, you would
find the additional pages already created.

Rename the text file

Once the file is on the Page you can change its name and/or its
location. When you make changes to text they are reflected
back to the original file. If you do not want the original to be
permanently modified, you must rename it before you save the
chapter.

8§ Select File Type/Rename from the Edit menu.

Ed_

Sl Frame it
fopy Frase i
iuh e Frose it

3 s opvciﬁi Bes,., "0
%éz oﬁ?bzd§ Bew,,. "B

Remuue Text/Flle...

File Type/Renane...

8 Move to the New Name line and press Esc to clear the line.
Then type in the new location and name:
C:\TEMP\1REPORT. TXT

8 Click on ASCII and OK to close the dialog box.
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FILE TYPE / RENAME
01d Mane: C:\POMER\IRPRT.TXT

New Name: C:\TEMP\REPORT.TKT

Text Fornat: [WordStar 3 | [S 4.8/5.8 ]
[MS-Yord | [WordPerfect | [Rylirite | [ 8-Bit ASCIT |

[DCA | | MultiMate | | PRN-to-Table | |MordPerfect S

WARNING: If you did not make a CATEMP subdirectory, Ventura will not know where
to relocate this file. Go back to the section “Step one — file maintenance” to learn

how to make the C\TEMP subdirectory.

w TIP: You can correct typing mistakes by pressing the Back-
space key to delete one character to the left, or the Del key to
delete one character to the right. Use the Esc key to clear the
line.

If you prefer, you can save the file in your favorite word
processing format instead. Follow the steps above and choose
the text format you want rather than ASCIL.

Load a style sheet

To continue the Ventura prep, you will load one of the original
style sheets included with the Ventura software package.

WARNING: If you have moved or changed the style sheets in any way since buying
Ventura, reload the originals as explained in the introduction to this book.

& Select Load Diff. Style from the File menu.
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New
Open Chapter. ..

Save ~3

Save As...

Abandon. ..

Load Text/Picture...
_Load Diff. Style... |

Save As New Style...

To Print. ..
DOS File Ops=...
Quit

8 Use the Backup button to find the C:\TYPESET subdirec-
tory. The Directory line reads C:\TYPESET\*.STY. Now
select the style sheet &PRPT-P1.STY and click OK.

ITEM SELECTOR

Directory: GC:\TYPESET\*.STVY

RNEWS-P3.STY
&PHON-P2..STV
RPREL-P1.STY
[ PRPT-P1.STY &
8PRPT-P2.STY
RTBL-P1 .STY
RTBL2-L1.STY
RTCHD-P1.STY
&TDOC-P1.STY

Selection:

&PRPT-P1.STY

If you cannot find the style sheet, check that you are in the
correct subdirectory. Scroll down the listing until &PRPT-

P1.STY appears.

w» NOTE: You can move from subdirectory to subdirectory either
by clicking on the Backup button and the diamonds, or by
typing the desired subdirectory onto the Directory line and

pressing Enter.
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Rename the style sheet

If you save a chapter without renaming the style sheet, you
will permanently change the original. It’s better to leave the
original intact for future use, and rename the new version.

& Select Save as New Style from the File menu.

New
Open Chapter...

4

Save ~8
Save As.
nbandon

Load Text/P1cture
Load Diff. Styvle..
Save fAs Hew Style...

To Print...
DOS File Ops...
Quit

& Move the cursor to the Directory line, press Esc and type
C:\TEMP\* STY and press Enter.

The Item Selector searches the C:\TEMP subdirectory for
files with the .STY extension. Because you haven’t put any
here yet, the list is blank.

i Move to the Selection line and type: 1REPORT and click OK.
Ventura stores the style sheet as C:\TEMP\1REPORT.STY
(Figure 1-9).

W TIP: Ventura automatically assigns a .STY extension to style
sheets and .CHP extensions to chapter files. You do not need
to type them in.

The new style sheet name appears in the Title Bar at the top
of the screen.



Load a picture file

ITEM SELECTOR

Directory: C:\TEMP\*.STV

Selection: 1REPORTL.

Figure 1-9.

Load a picture file

Loading pictures is very similar to loading text. In fact, you
use the same option from the File menu: Load Text/Picture. As
with text, you first load the file onto the Assignment List and

then place it where you want it.
¥ Select Load Text/Picture from the File menu.

8 Select Type of File: Line-Art, Line-Art Format: GEM, # of

Files: One, and OK.

LORD TERT/PICTURE B
v of File:
Line-frt Format: [ AutoCad .SLD | [Lotus .PIC| [Mentor Gr |

[VideoShow | [MAC PICT | [PostScript |

# of Files: |[IIY
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Ventura displays the Item Selector, which you will use to
choose a picture file to load.

& If you are not already in the C:\TYPESET subdirectory,
click the Backup button until C:\TYPESET shows on the
list (preceded by a diamond). Click once on the name to

move to that subdirectory. The Directory line now reads
CA\TYPESET\* GEM.

8 Scroll down until you see NOZZLE.GEM.
§ Select NOZZLE.GEM and click OK (Figure 1-10).

ITEM SELECTOR

Directory: C:\TYPESET\#.GEM

Selection: NOZZLE .GEM

+ BUSINESS

¢ NEWSLET

+ TECHDOCS
COLUMBIA.GEM

n

Figure 1-10. Selecting NOZZLE.GEM from the ltem Selector.

Ventura loads the file. The name NOZZLE.GEM appears in
the Assignment List. Do not place the picture for the moment.
Later in this chapter you will draw a frame and place this
picture inside it.

w NOTE: Although you can rename text files and style sheets

with Ventura, you cannot rename picture files. You must exit

 Ventura and use the DOS Rename command to rename a
picture file or use a third-party utility like Desktop Manager.

Save the chapter

When you save a chapter for the first time, use Save As from
the File menu to specify the new name and location.
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8 Select Save As from the File menu.

New
Open Chapter...

Save “8
Abandon. . .

Load Text/Picture...
Load Diff. Style...
Save As New Style...
To Print...

DOS File Ops...
Quit

§ Move the cursor to the Directory line and press Esc. Type in
the new location C: \TEMP\*.CHP and press Enter or click
OK to move to that subdirectory.

% Move to the Selection line and type in the name: 1REPORT
and click OK.

ITEM SELECTOR

Directory: C:\TEMP\x.CHP

Selection: 1REPORT|.

iy

w» NOTE: If you lose a chapter through a computer malfunction,
you may be able to restore it from the backup files.

Ventura maintains backups of all key files, provided you
choose Keep Backup Files: Yes from the Set Preferences dialog
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box in the Options menu. Each time you save a chapter Ven-
tura renames the backup files with a $ extension. Thus the
backup filename for SAMPLE.CHP is SAMPLE.$HP.

The backups represent files as they were the last time you
saved the chapter. To restore the backups, you must return to
DOS. Delete the original files. Then rename the backups to
their original names. Thus, you would rename SAMPLE.$HP
to SAMPLE.CHP. SAMPLE.$TY would become
SAMPLE.STY, etc. Be sure you delete and rename all the
chapter files, including those with the extensions CHP, STY,
VGR, CAP, and CIF files.

Stopping point

You have reached the first of our recommended breaking
points for Chapter One. Before you do anything else, save
what you have done so far.

& Press Ctrl-S (or Select Save from the File menu).

At this point you can stop and shut down the computer if you
do not have time to continue. To restart, load Ventura and
open the sample chapter, C\TEMP\1REPORT.CHP. If you
have the time, you should simply go straight to the next
section without stopping.

Even if you plan to continue on without stopping, we recom-
mend that you save your work to prevent loss in the event of a
power surge or computer malfunction.

Text

Even though you havent yet started to work on the actual
document, you have already acquired a collection of valuable
Ventura skills. Most Ventura users learn about file main-
tenance the hard way — by accidentally destroying or losing
some of their work. The Ventura prep section you just com-
pleted is the key to avoiding such disasters.
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What to do if you make a mistake-

If you've never made a mistake and don’t ever plan to, you can
skip this next section. Otherwise, you may want to know what
to do in the event of a major error. If you goof and can’t recover,
you can always choose Abandon from the File menu. Abandon
reverts to the previous version — that is, it goes back to where
you were the last time you saved the file. For this reason, you
may want to save fairly often. If you make a serious mistake,
it may be simpler just to go back to the previous version with
the Abandon option.

Now you are going to step through the construction of the
sample document. In case you don’t have time to finish the
entire project in one session, we will suggest another stopping
point about halfway through.

The normal progression through a Ventura document follows
the Formula: Text + Style + Pictures = Chapter. You already
have a head start on the text portion, since you loaded and
placed a text file during Ventura prep. Normally you would do
some text editing at this stage. However, to prevent this first
project from dragging on too long, we will postpone teaching
you about text editing until the next chapter. Instead, you will
take a quick look at moving around and viewing the Page.

Move around the page

Before proceeding to the style section of this sample project,
take a moment to practice getting around. To move a few lines
at a time, click on the arrows at the ends of the scroll bars at
the far right of the screen. To move one screen at a time, click
on the gray area. To move a distance you determine, drag the
scroll bar (click and move while holding the mouse button
down).

To move to the next page, use the PgDn key on the numeric
keypad. Use the PgUp key to move to the previous page. Press
the Home key to move to the first page of a chapter and the
End key to move to the last.
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WARNING: If the keys on the numeric keypad do not work, it's likely that you
accidentally enabled keyboard mode. You can turn it off by pressing the Ctrl and the
right Shift key (you will hear a beep).

View the page

Ventura provides four views of the page. You will experiment
with three of them in this exercise.

¢ Use the View menu to cycle between Enlarged, Normal, and
Reduced Views (Figure 1-11).

Facing Pages View

Reduced View “R
Normal View (1x) “N
Enlarged View (Px) *

W Frane Setting U
Paragraph Tagging *I
Text Editing 0
Graphic Drawing  “P

Figure 1-11. To zoom in, press Ctr-E
or select Enlarged View from the View
menu.

You can also use keyboard shortcuts to cycle between different
views. Press Ctrl-E, Ctrl-N, and Ctrl-R to change from En-
larged to Normal to Reduced View.

W T/P: To zoom into a selected area, place the mouse cursor
where you want the upper left corner of the magnified view.
Then press Ctrl-E (or Ctrl-N).

Style

In accordance with the Formula (Text + Style + Pictures =
Chapter), the next section is concerned with style. More
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specifically, you will load an existing style sheet and modify
some of its tags.

A style sheet contains formatting rules. Some apply to the
overall Chapter — margins, columns, vertical rules, and so
forth. Others, called tags, apply to individual text elements.
Style sheets are the key to Ventura’s power. In fact, they are so
powerful and so sophisticated they can intimidate a beginning
user. Ventura has so many options you may have trouble
knowing where to begin or remembering where you've been
already. Fortunately, there are several easy ways to make
sense of style sheets.

Rules of thumb

Three rules of thumb can help keep you from becoming disor-
ganized and forgetting important steps.

> TIP: Concentrate on three key menus during the style phase:
Chapter, Frame, and Paragraph.

= TIP: Format the overall chapter before the individual text para-
graphs.

w» TIP: Work from left to right (from Chapter to Frame to Para-
graph) and from top to bottom (from Font to Alignment to
Spacing, etc.) in the menus.

These three suggestions are guidelines only. You will find
occasional exceptions to these rules as you work through the
publishing projects. Nevertheless, they work well together.
Most chapter formatting occurs in the Chapter and Frame
menus. Most of the individual text formatting occurs in the
Paragraph menu. Thus, if you move from left to right (Chap-
ter to Frame to Paragraph), you automatically perform chap-
ter functions first.

When we say to work from top to bottom, we do not mean that
you must open each and every dialog box in a given menu. In
the very beginning you may indeed want to do so, as a way of
learning your way around. As you grow more accomplished,
you’ll soon know which menu options to ignore. But even if
you skip menu options along the way, it’s best to work from the
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top to the bottom of the menu. If you work randomly you're
likely to overlook an important menu choice.

You will follow these rules of thumb while in the style section
of this first document. You will concentrate on the Chapter,
Frame, and Paragraph menus. You will start with the design
choices that affect the entire document — margins, columns,
headers, footers, and so on. These layout decisions are applied
to all the pages of the chapter.

You will begin with the first option in the Chapter menu.

Open the Page Size & Layout dialog box
&8 Select Page Size & Layout from the Chapter menu.

# Choose Orientation: Portrait, Paper Type & Dimension:
Letter, Sides: Single, Start On: Right Side. Click OK to
close the dialog box.

— — —

PAGE LAVOUT 1]

Orientation; Portrait )
Paper Type & Dinension: letter, 8.0 x 11 in,
Sides: Single
Start On: Right Side

m Cancel

Page Size & Layout contains several options that affect the
size of the Page and how pages are printed. Figure 1-12
summarizes the effects of some of these choices.

Single sides applies to documents that are printed on only one
side. Later in the book you will work with double-sided docu-
ments, where print appears on both sides and such things as
headers and footers and margins may be different for the left
and right versions of the page.
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8.5x11 in. 5.5x8.5 in.
Portrait size Half size

11x17 in.
Landscape

Figure1-12. Letter, Half and Landscape are the most common
paper size options.

Create a header with page numbers

Our rule of thumb says that you should work from top to
bottom in the Chapter menu. In this document, you will not be
concerned with the Chapter Typography dialog box, or with
any of the counting options. You can, therefore, move down to
the Headers & Footers option.

Although we are using a header as an example, most of the
concepts you are learning apply equally to footers. You can
achieve similar effects in footers instead of headers, or you can
combine both headers and footers on one page. For example,
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you could place the document title in the header and the page
numbers in the footer. In this example, however, you will place
both a descriptive title and a page number in the header.

8] Select Headers & Footers from the Chapter menu.

Page Size & Layout...

Chapter Typography...

Update Counters...
Auto-Numbering. ..
Roruwmber Chapter B
Re-Anchor Frames...
Turn Header 0On

Turn Footer On
Footnote Settings...

Insert/Remove Page...
Go to Page... “G

§8 Select Define: Right Page Header, Usage: On.

8 On the line labeled Left, type:
Ventura Implementation

This action positions the report title (“Ventura Implementa-
tion”) on the left side of the page.

& Move the text cursor to the line labeled Right (click once
next to the word “Right”). Now type: Page followed by a
blank space.

] Choose the Page # button from the bottom of the dialog box.

The page numbering code, [P#], appears on the line. Then
click OK.



Create a header with page numbers 1-35

HEADERS & FOOTERS m

Define: | Left Page Header | ETINANET R GRS

| Left Page Footer | | Right Page Footer |

Usage: m

Left: Ventura Implementation

Center:

Right: Page [P]|

Inserts: | Chapter ¥ | [ Page # | | 1st Match | | Last Match |

oo, iz

| Text Attr, | [ Copy To Facing Page |

When you enter the page numbering code [P#] in the Headers
& Footer dialog box, you tell Ventura to display the current
number of each page in the header. If you prefer, you can also
enter such codes into dialog boxes by typing them directly.
Most people, however, prefer to use the buttons, thereby
eliminating the need to memorize codes.

As soon as you close the dialog box, the header you created
appears at the top of the page. (Since you are working with an
existing style sheet, the format of the header has already been
defined. Later you will change its style.) However, most
reports do not include headers and footers on the first page.
Let’s turn the header off for the first page only while permit-
ting it to remain on the following pages. Move further down
the Chapter menu.

& Check to make sure you are on page one. If not, press Home
to return to the first page of the document.

& Select Turn Header Off from the Chapter menu.

w NOTE: When you turn the header (or footer) off, the Chapter
menu displays “Turn Header On” or “Turn Footer On.” This
menu option affects the current page only.
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Page Size & layout...
Chapter Typography. ..

Update Counters...
Auto-Nunbering. ..
Renunber Chapber B
Re-Anchor Franmes. ..
Headers & Footers...
Turn Header 0OfFf

Turn Footer OfFf
Footnote Settings...

Insert/Remove Page...
Go to Page... “G

Change the margins

Since you are finished with the Chapter menu, the rule of
thumb says you should now move to the Frame menu.
Proceeding top to bottom, you come first to Margins &
Columns. You will use this option to increase the margins
from their original setting.

¥ Enable Frame mode (click the Frame button in the Mode
Selector) and select the Underlying Page by clicking the
mouse cursor anywhere on the workspace.

¥ Select Margins & Columns from the Frame menu.

If the dialog box shows measurements in units other than
picas & points, place the mouse cursor anywhere on top of the
unit measurement (e.g. inches or centimeters) and click until
“picas & points” appears. If you are unfamiliar with picas and
points, simply enter the settings for the time being. We will
explain this measurement system in Chapter Two.

¥ Leave the top and bottom margins at 06,00 picas & points.
Move the cursor to the Left line, press Esc to clear the line
and type: 09, 00. Then move to the Right line, press Esc
and type: 09, 00. Then click OK.
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MARGINS & COLUMNS E]

# of Columns: n EE E]E E

Widths Gutters Margins
Column 1: 33,60 00 .06 Top: 86,80 picas & points
2: @88 .0, Bottom: 86,00
3. @8 00'00 Left: 69,080
4: #3.98 : Right: 89,08)
L s st 06,00
5: 94,49
L e ot 00,060
6: a6 00,00
7 BB 00’00 Calculated Width = 51,00
8: .68 ’ Actual Frame Width = 51,88

Inserts: [Make Equal Widths | [ Copy To Facing Page |

KN

Reset the header to the new margins

Take a moment to look at the header on page two. It is aligned
with the old margin settings. That’s because Ventura sets the
margins of the header equal to the margins of the Page.
Because you built the headers before you changed the margins,
the header margins remain at the old value. Therefore, you
must now reset the header to match the new margin settings.
Here’s how.

¥ Select Headers & Footers from the Chapter menu and turn
Usage: Off for both the right and left page header. Click OK.

This turns the header off for the entire document. Your set-
tings are retained even though the header is no longer active.

® Now reselect the same dialog box and turn Usage: On.
When you return to the document you will discover that the
headers have been reset to match the current margins.

W TIP: In actual practice, you may want to want to vary our
left-to-right rule of thumb, and change the margins before
creating the header. This way you can eliminate the extra step
of changing the header margins.

If you are feeling overwhelmed about now, remember this: you
are learning valuable tips and techniques at the same time
that you are learning basic skills. If you meet a concept that
confuses you, don’t stop. Go on to the next section. Come back
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to the trouble spot later. Then you will see things from a new
(and calmer) perspective. Believe it or not, everything will
begin to fall into place.

Modifying tags

That’s all the chapter formatting you will do for this first
document. Now let’s take a look at formatting individual para-
graphs.

To Ventura, a paragraph is any line or lines of text that ends
with a carriage return. A paragraph may be a single letter, a
word, or several lines of text — as long as it is ended by
pressing the carriage return (Figure 1-13).

Desk File Edit View Chapter Frame Paragraph Graphic Options
TYPESET\IPRGHING.CHP  (1PRGHING.STY,

% Report on Installation and Implementation of Ventura Publisher®

1
Paragraphs %ﬂ Summanyf

\ XYZ Corporation has embarked on a program to implement Ventwa Publisher
software on existing [BM AT-compatible computers as needed throughout the
company, The Marketing C ications department will oversee and supervise

this project Marketing Communications makes the following recommendations:f

Use of Ventura in every department for all publishing/ ications tasks¥

¢]

Figure 1-13. Ventura considers every line that ends with a Return as a
separate paragraph, even “empty” lines.

You can make Ventura treat two or more sentences as one
paragraph if you end a line with a line break (press Ctrl-
Enter) instead of a carriage return. The line break appears as
a backward arrow on the screen. Line breaks are useful when
you want to break up information on separate lines, but you
don’t want to change the format (Figure 1-14).

For the most part, the formatting of individual paragraphs
occurs in (surprise!) the Paragraph menu. The bad news: the
Paragraph menu gives some users headaches because it packs
so much power into so little space. The good news: we have a
suggestion to make it simpler.
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pter Frane Paragraph Graphi
:\TEMP\IREPORT.CHP (REPORT.STV) &

Report on Installation A
and Implementation of A
Ventura Publisher ¥

= | ine breaks

Paragraph
return

¢]

Figure 1-14. Line breaks let you start a new line without ending the
paragraph.

W TIP: Roughly 75% of all paragraph formatting is done in the
first three dialog boxes: Font, Alignment, and Spacing.

If you follow our previous suggestion to work from top to
bottom, you'll soon make a discovery. By the time you finish
with Font, Alignment, and Spacing, you've probably ac-
complished most of what you needed to do. In the beginning,
concentrate your efforts on the “Big Three” dialog boxes and
you’ll soon gain a sense of control.

Let’s pause for a moment to remind ourselves where we've
been and where we’re headed. You've completed the text por-
tion of the report and now you’re working on style. You've
completed the chapter formatting and you’re ready to start
formatting the individual paragraphs. As you proceed
through the rest of the style section, you will assign tags to
individual paragraphs. Tags include attributes such as font
type and size, alignment, spacing, and so forth. The style
sheet you loaded at the beginning of the chapter comes with
pre-defined tags.

Assigning a tag begins by enabling Paragraph mode and
selecting a paragraph. While the paragraph is still high-
lighted, you tell Ventura which tag you want by clicking on a
name from the Assignment List. The Assignment List in-
cludes all the style sheet’s tags in alphabetical order.
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w» NOTE: The tags that begin with a “Z” are generated by Ven-
tura. You will learn about generated tags in Chapter Two.

Your next question might be “Which paragraph should I work
on first?” Here’s a guideline that applies to all documents:

> TIP: When you are ready to start working on individual para-
graphs, format Body Text first.

As you will discover later in this chapter, the choices you make
for Body Text affect the rest of the document. Thanks to
Ventura’s style sheet approach, the changes you make to the
first Body Text paragraph are automatically reflected in each
and every Body Text paragraph throughout the document.
There is no need to format each one individually. Any format
change to one tag affects them all.

Change the Body Text font

¥ Enable Paragraph mode (click on the Paragraph button
from the Mode Selector).

# Change to Normal View to select the first Body Text para-
graph “XYZ Corporation has embarked...” (Figure 1-15.)

Desk File Fdit Uiew Chapter Frame Paragraph Graphic Options

Body Text

| eenee Report on Installation and mplementation of Ventura Publisher

Change Bar

Head level 1 Executive Summary

Kead level 2
Page Sreok [

{YZ Corporation has embarked on a program to imp]en.gt v
software on existing IBM AT-compatible computers as needed

Title
Z_CAPTION
Z_FOOTER
Z_HERADER
Z_LABEL F1G

company. The Marketing Conaraunications departraent will overs
this project, Marketing Communications makes the following reco

} " ?UseofVentuxaineverv‘ partment for all publishing/
T H

Body Text Designation of an inhouse deskiop publishing specialist with 1
R Pg # 0901 | ] iraining, maintenance and standards

¢]

Figure 1-15.

& Select Font from the Paragraph menu.

% Choose Face: Helvetica, Style: Normal, Color: Black, and
Size: 012.0 points. Click OK (Figure 1-16).
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"Body Text” FONT d

£ E Color i
White

Nornal

Symbol t-lvalie | | Green
fivant Garde Gothic Book/Deni N-Italic | |Blue
ITC Boockman Light/Deni B-Italic | | Cyan

i Helvetica Narrow Vellow
Palatino Magenta

Custom Size: Bl?.lﬂ points

Overscare: OFf
Strike-Thru: OfFf
Underline: Dff

Dauble Underline: Off

m Cancel

Figure 1-16. The Font dialog box for PostScript printers.

If you do not have a PostScript printer

Your Font dialog box may differ slightly from the one shown
here if you did not choose PostScript as your printer. Do not
worry about the slight variation (Figure 1-17). As you can see,
there are only two differences. One is that you substitute
Swiss for Helvetica. The second is that you choose the point
size from a list rather than entering it on a line.

Body Text" FONT ]

& E Color

- fvalic
N-Italic
B-italic

Custon Size! B842.8 points

Overscore: Off
Strike-Thru: Off
Underline: DOff

Double Underline: OFf

Cancel

Figure 1-17. The Font dialog box for the Hewlett-Packard LaserJet.

All of the documents in the first section are constructed with
the two basic fonts: Times and Helvetica. If you have a non-
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PostScript printer, you know these fonts as Dutch and Swiss.
As you may recall, we recommend that you install PostScript
as one of your printer options even if you do not have a
PostScript printer. You can switch to a PostScript printer
during the projects with Set Printer Info from the Options
menu. By selecting PostScript as your printer your screens
will match the ones in the book. Then you would switch back
(using Set Printer Info again) to your actual printer when it’s
time to print.

However, if you prefer not to install or use PostScript, you can
use another printer. When you see instructions to use Post-
Script fonts, substitute your own font names instead. When
you see Times, substitute Dutch. When you see Helvetica,
substitute Swiss. (As an aid to remember which is which, it
may help to recall that Helvetica is another name for Switzer-
land.)

w TIP: If you did not install a PostScript printer, substitute Dutch
whenever you see Times; substitute Swiss whenever you see
Helvetica.

Change the Body Text alignment

Most dialog boxes have multiple choices. We do not have the
time to discuss every choice for every dialog box the first time
we encounter it. For the moment, make the choices we suggest
and leave the others unchanged. Rest assured that almost
every choice in every dialog box is covered somewhere in the
ten chapters of Publishing Power with Ventura.

¥ With the Body Text paragraph still highlighted, select
Alignment from the Paragraph menu.

8 Choose Horz. Alignment: Justified and click OK.
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“Body Text" ALIGNMENT

Horz. Alignment: Justified
Vert. Alignment: Top
Text Rotation: None
Hyphenation: USENGLSH
Successive Hyphens: 2
Overall Width: Column-Wide
First Line: Indent
Relative Indent: OFfFf

In/Outdent Width: 88,08 picas & points
In/Outdent Height: 881 lines

in From Right bo Decisal: 00,00
Maxismut Rovated Hedghtt 80,00

o Jozmae

Change the Body Text spacing

The Spacing dialog box is one of the most complex, so take a
deep breath. We need to spend a few paragraphs to get you
started in the right direction. If you bear with us for a few
minutes, you will have an easier time from now on.

The Spacing dialog box controls both vertical and horizontal
spacing. Vertical spacing is handled in the top half (Above,
Below, Inter-Line, Inter-Paragraph) and horizontal spacing is
handled in the bottom half (In From Left, In From Right).

Vertical spacing has four variations: Above, Below, Inter-Line,
and Inter-Paragraph. Above, Below, and Inter-Paragraph add
space between paragraphs. Inter-Line puts space between
lines (Figure 1-18).

w» TIP: Use Inter-Line Spacing for all tags. Use Above Spacing if
you need additional space above the paragraph. Do not use
Below unless you cannot get the effect you want with Above
andyor Inter-Line. Avoid Inter-Paragraph.

In other words, for additional space between two paragraphs,
add Above Spacing to the lower paragraph. For instance,
Figures 1-19 and 1-20 show what two paragraphs look like
before and after you add Above Spacing.

Limiting spacing to Above and Inter-Line has advantages.
Above spacing can be suppressed when a paragraph starts at
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Desk File Edit Uiew Chapter Frame Paragr:
TEHP\REPORT.CHP (

Report on Installation and
Implementation of Ventura.
Publisher

AboveSpacing
Executive Summary

BelowSpacing
Y2 Corporation hasembarked on a program to implement
erineSpating den(urﬁ Publisher software on existing IBM AT-compatible
computers as needed throughout the company. The Marketing
Communications department will oversee and supervise this

project, Marketing Communications makes the following
recommendations:

"+ Use of Ventura in every department for all publishing/com-

¢

Figure 1-18.

Desk File Edit View Chapter Frane Paragraph Graphic Options
3 C:\TEMP\IREPORT,.CHP  (1REPORT.STY)
sheets. Every document produced with these style sheets will automatically:
meet minimum standards for graphic design and qualify; and all documents;
seen by the public will reinforce the same image.

We have identified potential uses in five departments; more will be develop

Body Text ————————» s users become more proficient with Ventura and discover new applica
ons,

Head level1 ————» Accounting Department:

Creation and maintenance of electronic forms, including purchase orders
invoices, collection notices, plus formaiting of financial statements and:
reports. The creation of direct mail fiyers, brochures and, resulting in im
provediumaroundtime and reducedfees from outside agencies and service;
bureaus. H

¢]

Figure1-19. Here are two paragraphsbeforé adding Above
Spacing.

the top of a column by choosing Add in Above: When Not at
Column Top. What’s more, if two paragraphs have conflicting
Above and Below spacing, Ventura uses the larger value of the
two. If Body Text had 18.00 fractional pts Below Spacing and
Head1 had 24.00 fractional pts Above Spacing, Ventura would
use the 24.00 fractional pts from Head1l to add space between
the paragraphs (Figure 1-21).

If you start by setting Below to zero, you don’t have to worry
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Desk File Edit View Chapter Frame Paragraph Graphic Options

ery document pvoduced with these sMe sheeﬁs
meet minimum standards for graphic design and quality; and all documents:
seen by the public will reinforce the same image.¥

‘We have identified potential uses in five departments; more will be developed:
as users become more proficient with Ventura and discover new applica

Body Text - foned

Head levell —T——— Accounting Department:§

Creation and maintenance of electronic forms, including purchase orders,
invoices, collection notices, plus formaiting of financial statemerts and
reports.{

Figure1-20. With Above Spacing you add extra space above
the Head1 paragraph to separate it from the Body Text.

C:\TEMP\IRERORT.CHP _ (1REPORT STV}

We have identified potential uses in five departments; more wil
be developed as users become more proﬁcwnt with Yentura
d di icati 4—— BodyText
and discover new applical |ons—| 1nframona|pu
pts pating
Mum Spacing

Heaiwet — ACcoUNting Department:

Creation and maintenance of electronic forms, including pur-
chase orders, invoices, collection notices, plus formatting of
financial statements and reports,

¢]

Figure 1-21. When conflicts arise between the spacing values of tags,
Ventura chooses the largest value.

about one tag overriding another, and you always know where
your spacing effect was created.

It is important to be consistent when working with Ventura. If
you follow the tip above you will minimize the confusion some
beginners experience with the Spacing dialog box. It’s a
simple system for first-time users. Nevertheless, there are
exceptions to this rule. We'll explain the exceptions as you get
to them. In general, however, you can get the look you want
about 80% of the time using just Above and Inter-Line.
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Let’s put this rule of thumb into practice with the paragraph
you were working on previously.

¥ With the paragraph “XYZ Corporation has embarked...”
still highlighted, select Spacing from the Paragraph menu.
Click on the unit of measurement until it reads fractional
pts.

# Move the cursor to Above, press Esc to clear the line, and
type: 14 .

There is no need to type the .00. Ventura treats blanks as
zeros. Thus, 14.00 and 14.__ are the same.

& Move the cursor to Below. Press Esc to clear the line. Leave
it blank.

Since Ventura treats blanks as zero, leaving the line blank is
equivalent to entering 00.00.

¥ Move the cursor to Inter-Line. Press Esc and type: 14

¥ Move to Inter-Paragraph. Press Esc to clear the line. Leave
it blank.

¥ Choose Add in Above: When Not At Column Top. Click OK.

When Not at Column Top eliminates the above spacing if the
paragraph occurs at the top of a page or column (Figure 1-22).

“Body Text" SPACING
Above: 14.__ fractional pts
Below: _ .
Inter-Line: 14.__ fractional pts

Inter-Paragraph:

Add in Above: When Not at Column Top
Settings For: Right Page

In From Left: 88,88 picas & points
In From Right: 00,00

Inserts: | Copy To Facing Page |

o, [

Figure 1-22.
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Here’s a second tip on vertical spacing:

= TIP: Spacing values should be an integer multiple of the inter-
line spacing of Body Text.

You create a more pleasing page design by using standard
vertical spacing, including spacing above headings, captions,
subtitles and padding around pictures. That unit should be
equal to or a multiple integer of Body Text’s inter-line spacing.
With consistent vertical spacing you can be assured that text
will align across columns (Figure 1-23).
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Figure 1-23. To align across columns, make spacing
an integer of Body Text spacing.

In the example above, Inter-Line was 14.00 points, and we
chose 14.00 fractional pts for Above. Other good choices might
have been 07.00 fractional pts, 28.00 fractional pts, 42.00
fractional pts or other multiples of 14.00. If the inter-line
spacing had been 12.00, then 06.00, 24.00 and 36.00 would
have been valid options.
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About horizontal spacing

Hang in there. You’re halfway home. You've covered vertical
spacing. Stick with it for a few more paragraphs as we'explain
the horizontal spacing options in the Spacing dialog box.

= TIP: Treat In From Left and In From Right as “extra” margins
when the original margins set in the Frame menu are not
enough.

In certain cases, you want an overall margin for most of the
document, but different, smaller margins for other text ele-
ments. In such a case, use the Spacing dialog box to create
secondary margins with In From Left and In From Right.

Create a secondary margin for Body Text

Try creating a secondary margin for the Body Text tag with In
From Left. Shortening the line length will make the text
easier to read.

¥ Select Spacing from the Paragraph menu or press Ctrl-X to
bring up the last dialog box. If necessary, change the unit
measurement. (Put the mouse cursor on top of the measure-
ment units next to In From Left spacing and click until
picas & points shows.)

® Make In From Left spacing 06,00 picas & points. Click OK.

“Body Text" SPACING 2]

Above: 14.88 fractional pts
Below: 68.808
Inter-Line: 14.88 fractional pts
Inter-Paragraph: 00.60

Add in Above: When Not at Column Top
Settings For: Right Page

In From Left: 06,00 picas & points
In From Right: 66,00

Inserts: | Copy To Facing Page |

B, [
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w NOTE: In From Left is measured from the edge of the margin
not from the edge of the paper.

When you return to the document, the Body Text now starts
six picas & points from the original left margin (Figure 1-24).

Desk File Edit View Chapter Frame Paragraph Graph
TENP\{REPORT.CHP  (1REPORT.S

19 24
fAdd New Tag B <
Bady Text b Report on Installation and Implementation of Yentura Publishe
' Bullet
B Chanse Bor
Hoaa Jeved 1§ 12] Executive Summary
Head level Z b
Page Breok 1 XYZ Corporation has embarked on a program to implement
Title ] Ventura Publisher software on existing IBM AT-compatible
2_CRPTION computers as needed throughout the company. The Markeling
wroomer B ] Communicalions depariment will oversee and supervise this
Z_HERDER = project. Marketing Communications makes the following
T Z_LABEL FIG recommendations:
R Use of Ventura in every department for all publishing/com-
munications tasks

Figure 1-24.

You have already used the Big Three: the Font, Alignment,
and Spacing options. Since there is nothing more that needs to
be done to Body Text, you are ready to move to another text
paragraph.

O Stopping point

You have reached another recommended stopping point. If
your time is limited, save your work and exit Ventura. Return
to complete the project when your schedule permits.

Change the Title tag

If you are restarting after leaving Ventura, select Open Chap-
ter from the File menu to open C:\TEMP\1REPORT.CHP.

If Body Text should always be the first tag you modify, what
should be the second? We recommend starting at the top and
marching through in order. The next paragraph is the title. In
the next few steps, you will apply the Title tag. Then you will
modify it by changing its font, alignment, and spacing.
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8 Select the paragraph “Report on Installation and Im-
plementation of Ventura Publisher.” Select Title from the
Assignment List to apply the tag (Figure 1-25).

Desk File Edit View Chapter- Fr-ane Paragraph Gr‘aphic Options

oy Text
sullet

Report on Installation and Implementation
‘entura Publisher

Executive Summary

Change Bar
Head level 1§ 12
Head level 2

XYZ Corporation has embarked on a program to implement
Ventura Publisher software on existing IBM AT-compatibls
computers as needed throughout the company. The Markeling
Communications department will oversee and supervise thig
18] project. Marketing Communications makes the foll
E recommendations:

Page Break

Z.CAPTION E
Z_FOOTER
2_MEADER
Z_LABEL FIG

Use of Ventura in every department for all publishing/com:
munications tasks

M-
R Pg © 0001 | 4]

Donisnsil £onein b daals daliak:

Figure 1-25.

8 Select Font from the Paragraph menu. Make the Size:
024.0 points and click OK.

Change the Title alignment

8 Select Alignment from the Paragraph menu. Choose Horz.
Alignment: Left and Hyphenation: Off. Leave the remain-
ing settings unchanged. Click OK.

In/Outdent Width:

“Title" ALIGNMENT
Horz. Alignment: Left
Uert. Alignment: Top
Text Rotation: None
Hyphenation: OFff
Successive Hyphens: Unlimited
Overall Width: Column-Wide
First Line: Indent

Relative Indent: Off

88.08] inches

In/Outdent Height: 881 lines
I Fros Right bto Becinalc 00.060
Maximunm Rovabed Hedght o 00.00

| o« i
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The title appears flush against the left margin.

Notice that you turned off hyphenation. Titles and display
type over 18.00 fractional pts. should generally not be
hyphenated.

Adjust the Title spacing

8§ Select Spacing from the Paragraph menu. Verify that the
units of measurement are displayed as fractional pts.

8 Move to Above, press Esc to clear the line and type: 42.00

¥ Move to Below and press Esc to clear the line. Leave it
blank. Move to Inter-Line, press Esc and type: 28.00

§ Move to Add in Above and choose Always. Click OK.

As you can see, the settings in the Spacing dialog box adhere
to the rule of thumb. You set Below Spacing to zero and
created the space between paragraphs with Above Spacing.
Because the Body Text inter-line spacing is 14.00 fractional
pts, you used a multiple of 14 for the inter-line and above
spacing in the Title tag.

WARNING: As you proceed through the additional tags, your results may not match
the book unless you select Auto-Adjustments: None from Set Preferences in the
Options menu (Figure 1-26).

SET PREFERENCES

Generated Tags: Shoun
Text to Greek: 6
Keep Backup Files: VYes
Double Click Speed: 3
On-Screen Kerning: None
Auto-Adjustments: None
Pop-Up Menu Symbols: Hidden
Menu Type: Drop-Doun

Decinal Tab Char: B46| (ASCII)

| ok | |[Cancel |

Figure 1-26.
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The Auto-Adjustments setting in the Options menu affects the
settings you use in the Spacing dialog box. If Auto-Adjust-
ments is set to Styles, Ventura will automatically adjust the
inter-line spacing of a tag each time you change its font size. If
you increase the font size by 20%, Ventura will increase the
inter-line spacing by the same percentage. This automatic
adjustment may seem like a convenience. In practice, how-
ever, it usually results in hard-to-use fractional spacing. We
recommend spacing related to the standard unit of the Body
Text. Auto-Adjustments throws off this standardization. For
these reasons, we recommend working with it off. Instead, you
will manually adjust spacing as necessary.

In addition, as you get further along, we will not tell you each
and every choice to make in each and every dialog box. In-
stead, we will mention only the changes. You will leave every-
thing else unchanged. If you have Auto-Adjustments set to
Styles, the inter-line spacing may differ from what we expect
you to have.

The Head level 1 tag

Now that you are finished with the Title tag, you are ready to
move on to the next paragraph down the page. Tag it as Head
level 1 and then change the way it looks.

& Select the next paragraph “Executive Summary.” Select
Head level 1 from the Assignment List (Figure 1-27).

Desk File

Edit View Chapter Frame Paragraph Graphic Options
TEHP\REPORT .CHP (1REPORT ST

18

Builet

| Gy 1 Report on Installation and

k| Implementation of Ventura

Page Breok

Title E H
Publisher
Z_FOOTER 131 H
Z_LRBEL FIG H
i XYZ Corporation has embarked on a program to implement
i Ventura Publisher software on existing IBM AT-compatible
. 1 computers as needed throughout the company. The Marketing
Communications department will oversee and supenvise this

Figure 1-27.
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The format that appears is part of the original style sheet that
you loaded at the beginning of the project. For instance, the
ruling line below was created by selecting the Ruling Line
Below option in the Paragraph menu (you’ll learn more about
ruling lines later in the book).

w» NOTE: If you are curious to know how a format was created,
look for clues in the Paragraph menu options. Exploring on
your own can lead to discoveries. But before you start to
experiment, save the chapter. Then, if you make a mistake,
you can choose Abandon to return to the last saved version.

Change to the abbreviated format

Now that you have assigned the Head level 1 tag, you can go
through the “Big Three” — Font, Alignment, and Spacing — to
change its appearance.

To speed the process, we will use a shorter method to note
changes. For example, to change the Head level 1 font we will
use:

& Font Size: 018.0 points

This abbreviated format means that you should open the Font
dialog box, change the point size to 018.0 points, leave every-
thing else unchanged, and click OK to close the dialog box.

w» NOTE: Make only the changes indicated. Leave anything not
listed the way you found it when you opened the dialog box.
After making the indicated changes, click OK to close the
dialog box.

Change the Head level 1 spacing

You will use Above Spacing to add extra space between the
Head level 1 and the Title tag.

& Spacing Above: 42.00 fractional pts
Inter-Line: 28.00 fractional pts
Add in Above: When Not at Column Top
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The Bullet tag

& Select the paragraph “Use of Ventura in every depart-
ment...” and tag it as Bullet (select Bullet from the Assign-
ment List). (Figure 1-28.)

Desk File Edit View Chapl:er Frane Paragraph Graphic Options

Publisher

Executive Summary

Change m\
Head Jeved 1
Head level 2

XYZ Corporation has embarked on a program to implement

Page Break Ventura Publisher software on existing IBM AT-compatiblg

Tatle compulers as needed throughout the company. The Marketing
Z_CAPTION 1 Communications depariment will oversee and supervise this
ZFOOTER 1 project. Marketing Communications makes the follwmg

| zweaoen [ 0 recommendations:
T_LRBEL FIG

Bullet
R Pg # 8901 16 Designation of an in-house desktop publishing specialist with

Figure 1-28.

w NOTE: You may have to scroll up or down the page to find the
paragraph to select.

The attributes from the original style sheet are applied to the
paragraph.

To change the tag, you will step through Font, Alignment, and
Spacing. Since you have already encountered these dialog
boxes several times, we will list the changes in abbreviated

form.
# Font Face: Helvetica
® Spacing Above: 07.00 fractional pts

Below: 00.00 fractional pts

Inter-Line: 14.00 fractional pts

Add in Above: When Not at Column Top
In From Left: 06,00 picas & points

(or 72.00 fractional pts)

When you are finished, the Bullet tag should look similar to
Figure 1-29:
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[ New Tag |

Executive Summary

sullct = XYZ Corporation has embarked on a program to implement
|71 change sor Ventura Publisher software on existing IBM AT-compatible
Head level computers as needed throughout the company. The Marketing
Head level 2 Communications depariment will oversee and supenise thig
Page dreak project. Marketing Communications makes the followi
Title ke recommendations:

Z_CAPTION

2_Fo0TER o Use of Ventura in every department for all publishingfcom:

Z_KERDER munications tasks

Z_LABEL FIG

) se Designation of an in-house desktop publishing specialist with
e responsibility for training, mainienance and slandards
R

A company-wide training program to teach basic Vi

Figure 1-29.

Select multiple paragraphs

Next, you will tag three more paragraphs as Bullet using the
Shift-Click technique. Shift-Click lets you tag several para-
graphs at one time. Click on the first paragraph as you would
normally. Then hold down the Shift key while clicking on the
additional paragraphs. All the paragraphs are highlighted
simultaneously and the Current Selection Box shows the word
Multiple.

w TIP: Use Shift-Click whenever possible when giving several
paragraphs the same tag name.

& Select the paragraph “Designation of an in-house... ” While
holding down the Shift key, select the paragraph “A com-
pany-wide... ” Without releasing the Shift key, select the
third paragraph “Advanced workshops....”

¥ When all three paragraphs are selected, release the Shift
key. Then choose the Bullet tag from the Assignment List.

When you have finished, your document should look like Fig-
ure 1-30. Now you will finish the page by assigning the Head
level 1 tag to the paragraph immediately below the bullets.
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Desk File Edit View

Chapter Framne Paragraph Graphic Options

12 1 24 30 2

XYZ Corporation has embarked on a program to implement
Ventura Publisher software on existing [BM AT-compatible
compulers as needed throughout the company. The Marketing
Communications depariment will oversee and supervise this
project. Marketing Communications makes the following
thanse sor § 303 recommendations:
Head leved o
Meed Jeved 2 + Use of Ventura in every department for all publishing/com
Page break munications tasks
Title
Z_CAPTION 361

o Designation of an in-house desktop publishing specialist
with responsibility for training, maintenance and standards

T_FOOTER

2_KEADER « A company-wide training program to teach basic Ventura
T ZABEL FIG skills
S — o Advanced workshops as needed lo teach specialized skills

*

Use of Ventura Company-Wide

;
Figure 1-30.

& Select the paragraph “Use of Ventura Company-Wide” and
tag it as Head level 1 (Figure 1-31).

Desk - File Edit View Chapter Frame Paragraph Graphic Options

1 'C:\TEMP\IREPORT.CHP  (1REPORT.STV)
0,0 lt In |u |u lu 'u +
ex + Advancedworkshops as needed lo teach spec
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Add New Tag
t Body Text e 0 O 0 DA de |
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Change Bar [ 44
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Head level 2 munications has determined that Yentura Publi
Page Breck used for every type of document currently prodi
Title company. Company-wide use of Yentura will red,
il I ingfprinting costs by 35% over the next two yea
Z_caPTION next page). lt will reduce the confusion and duplical

| | z-rfoomer now in evidence, whereby every depariment ha
i zi—:::“"w dfferent (and often incompatible) solutions t

problems. k wil aiso permit the company to e:
enforce appearance and image standards. Since

Figure 1-31.

The Head level 2 tag

Next go to page two, where you will assign the Head level 2
tag and change its attributes.

#® Press the PgDn key to go to page two (if necessary, scroll to
the top of the page).
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8 Select the paragraph “Accounting Department:” and tag it
as Head level 2.

With the paragraph still highlighted, make the changes
shown below in abbreviated form.

& Font Size: 014.0 points

& Spacing Above: 28.00 fractional pts
Below: 00.00 fractional pts
Inter-Line: 14.00 fractional pts
Add in Above: When Not at Column Top
In From Left: 06,00 picas & points

£ Use Shift-Click to assign the Head level 2 tag to the follow-
ing paragraphs: “Advertising Department,” “Market Com-
munications,” “Internal Publications,” and “Engineering.”

Complete the tags

You have made all the changes to tags. All that remains in the
style section is to assign these tags to a few more paragraphs.

8 Select the paragraph “In-House Desktop Publishing
Specialist” and tag it as Head level 1.

Because of the tag’s Above Spacing, the paragraph is forced
onto the next page.

8 Press PgDn to go to the next page (page three).

¥ Select the two paragraphs at the bottom of the page that
begin “It will explain...,” and “It will teach...” and tag them
as Bullet.

& Now select the paragraph “Company-Wide Basic Training
for Ventura” and tag it as Head level 1.

8 Press PgDn to go to the next page.

88 Select the paragraph “Advanced Workshops” and tag it as
Head level 1.

Pictu reé

Congratulations. You have finished the style portion of this
document. By now you should already be seeing some im-
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provement in the appearance of the report. Before you finish
this first project, you will add a picture by drawing a frame on
the page and placing a picture file inside.

Add a frame

Before placing a picture, you must add a frame to contain it.
Check to make sure the rulers on the top and left side of the
screen are displayed in picas. If not, use Set Ruler from the
Options menu to change the units. Click once on the 0,0
square in the upper left corner. This sets the zero point to its
original position and ensures that your rulers match ours
(Figure 1-32).

Desk File Edit View Chapter Frane Paragraph Graphic Options
\TENP\REPORT.CHP  (1REPORT.S

¢ 12 1
T PRI FPTS NTTRTTRTIN P

\ Venturalmplementation
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Head level 1

1%

« I will teach the basic skills needed to implem

sheets designed by the desktop publishing spe
2] she will show attendees the rudimentary skills of
printing a document,

Head level 2
Page Breck
Title
TCAPTION

Z_FOOTER . . . .
2_ERDER The teaching portion of the seminar will be acco

e completing the first three chapters of POWER P
+ 1£] WITH VENTURA, a self-paced teaching guide
panying software disk, Each aitendee will receive a
— book for further self-study as desired. Marketing
R Pg # 9604 tions also recommends that every Ventura wol

¢

Figure 1-32.

Now you will go to the second page and add a frame.

8 Select Go to Page from the Chapter menu. Choose Selected
Page: 0002 and click OK.

Ventura takes you to page two.
8 Enable Frame mode.

8% Click on the Addition button from the Side-Bar. The words
Add New Frame are highlighted (Figure 1-33).
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Desk File Edit Uiew Chapter Frame Paragraph Graphic Options
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R Pg # 8062 Accounting Department:1
+
Figure 1-33.

8 Place the corner of the cursor where you want the upper left
corner of the frame to appear. Use the ruler to position the
frame cursor so it lines up with the left margin of the Body
Text and the top of the column guide (Figure 1-34.). Perfect
accuracy is not important for this first attempt.

ter Frame Paragraph Graphic
C:\TEWP\TREPORT.CHP (IREPORT.STV

Add Ne ane} I Ventwalmplementation

{REPORT. TXT ¢
NOZZLE.GEN [Firer uses style sheets to store formatting infort
company can create a library of approved desi
them into style sheets. Every document produc
style sheets will automatically meet minimum
graphic design and quality; and all document;
public will reinforce the same image.

We have identified potential usesin five departm
be developed as users become more proficien

T 1] and discover new applications.

TR

'R Py © poo? | Accounling Department: 4]
dl [+]1]
Figure 1-34.

It may help to position the frame if you change to Normal
(Ctrl-N) or Enlarged (Ctrl-E) View.

¥ Press and hold down the mouse button. When the cursor
changes to a picture of a pointing finger, drag the lower
right corner of the frame downwards and to the right mar-
gin. Release the mouse button when you reach the 21-pica
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position on the vertical ruler and position 42 picas on the
horizontal ruler (Figure 1-35).

pter Frane Paragraph Graphic

I C:\TENP\IREPORT.CHP (IREPORT,STY).
I 12 IZA

[30

NOZILE.GEN

Position 21 picas|

lisher uses style sheets 1o store formatting information, the
company can create a library of approved designs and code

Figure 1-35.

Ventura’s column snap and line snap force the new frame to
line up properly. Column Snap forces the frame to align with
the margins. Line Snap, which is automatically set to Body
Text’s inter-line spacing (14.00 fractional pts), makes the the
frame an integer relationship to the other page elements.

If you have a problem placing or sizing the frame use one of
the following tips:

e To delete a frame, select it and press the Del key (or select
Cut Frame from the Edit menu).

¢ To adjust the size of the frame, point to one of the black
sizing buttons around the frame. Then press and hold down
the mouse cursor until the pointing finger appears. Then
push or pull the frame into shape.

e To move a frame, place the cursor anywhere inside the
frame (not on one of the sizing buttons) and hold down the
mouse button. When the four-way arrow appears drag the
frame to a new location.

Add padding to the frame

After you set the location of the frame, you should add some
padding — extra breathing space that keeps surrounding text
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from touching the border of the frame. In the following ex-
ample, you will set vertical padding to 14.00 fractional pts —
the standard spacing unit derived from Body Text.

The vertical padding option places a white space buffer both
above and below the frame. Thus, in the example above, the
frame will have 14.00 fractional pts of padding at the top and
14.00 fractional pts at the bottom. Text will not be allowed to
come within 14.00 fractional pts at top or bottom.

¥ With the frame still highlighted, select Sizing & Scaling
from the Frame menu.

SIZING & SCALING [

Flow Text fround: On

Upper left X: ™"." E] Upper Left ¥ 72.60 HB

Frame Width: "™ Frane Height: ="~
Horiz. Padding: 80.68 Uert. Padding: 14.08] fractional pts

Bicture Scaling: it in frase | i By Scale fuctors |

fispect Rabio: | Maintained | | Disterted |

¥ Crop Offset:

¥ Crop Offset: 00.00 |
Scale Width:

Scale Heght: 63,00

KN =0

§ Choose fractional pts as the unit of measurement.

& Move to the Vert. Padding line, press Esc to clear the line,
type: 14.00 and click OK.

The frame now has a 14-point cushion of white space above
and below it.

Place the picture

¥ With the new frame still selected, select the picture file
NOZZLE.GEM from the Assignment List.

The picture appears inside the frame (Figure 1-36).



1-62 Chapter

Desk File Edit View Chapter Frane Paragraph Graphic Options
\TEHP\TREPORT.CHP  (1REPORT.STV)
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. lisher uses style sheets to store formatting information, the
NOZZLE.GEM & * company can create a library of approved designs and code
them into style sheets. Every document produc i

Figure 1-36.

Chapter

With text, style and picture finished, you need only complete
the chapter portion of the report.

Print the chapter

The only real test of a document is how it looks on paper. In
the chapter section of this project, you will print the report
you just created. Then we will show you how to back it up on
a floppy disk using Ventura’s Multi-Chapter function.

# Press Ctrl-S to save the chapter.

B Select To Print from the File menu.

WARNING: If you installed PostScript as your printer for the purposes of this project,
but you do not have a PostScript printer, use Set Printer Info to switch back to your
original printer. Chapter Three contains a detailed explanation of the Set Printer Info
dialog box.

# Choose Which Pages: All, Printing Order: 1st to Last. Leave
all other settings alone. The Configuration line should
match the default printer you selected when you installed
Ventura. Click OK to print a single copy of the four-page
report (Figure 1-37).
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PRINT INFORMATION (POSTSCRIPT - Ultimate)
Which Pages: All
From Page: 8081
Through Page: 9999
Number of Copies: 61
Collated Copies: OFFf
Printing Order: 1st to Last
Paper Tray: Default
Crop Marks: Off
Spot Color Overlays: Off
Hudtd - Chp . Peint Files: Donbived
Device Name: POSTSCRIPT
Qutput To: COM1:
"o |

Figure 1-37.

Ventura displays a message that it is printing. If you need to
cancel the printing command, press Esc. Ventura will then
give you the choice of stopping or continuing.

Back up a chapter

As explained earlier, Ventura uses pointers to keep track of
the files in a chapter. If you use DOS to back up a chapter with
the COPY command, you will move all the files to a new
location but the pointers will still be set to the old location. The
chapter will load from the new location, but when the chapter
looks for the text, style, and picture files it needs it will be
unable to locate them. The chapter will still be looking for
them at the old location.

To solve this dilemma, use Multi-Chapter from the Options
menu to back up chapters. This utility not only copies the
files, it automatically changes the pointers to correspond to the
new locations.

Ventura permits you to create a publication, which can be a
collection of many chapters. You can then copy or print all of
the chapters in the publication with a single command. You
will practice this skill in Chapter Three. But you don’t have to
create a publication just to copy a single chapter. Here’s how it
works:

¥ Place a formatted floppy disk in the A: drive.
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§& Select Multi-Chapter from the Options menu. If you
haven’t already saved the chapter, Ventura will ask you if
you want to Save or Abandon your changes. Choose Save.
The Multi-Chapter dialog box appears and the name of the
current chapter, C:\TEMP\1REPORT.CHP is highlighted
in the list (Figure 1-38).

HULTI-CHAPTER OPERATIONS ]

Hew
Open
filose

C:\TYPESET\UNTITLED.PUB
\1REPORT.CHP

Add Chapter...
Remove Chap
Point. .,

Hale 00,
Halee Index. ..
Remanbern, ..
Copy All...

Figure 1-38.

§ Select Copy All.
The Copy All dialog box appears (Figure 1-39).

COPY ALL ml
SOURCE (from this file)
PUB or CHP: C:\TEMP\1REPORT.CHP

DESTINATION (to these directories)

|

PUB & CHPs: A:
ST¥s & WIDs: A:
Text Files: A:

A:
A:

Graphic Files:
Inage Files:

o o e ot

Command: | Make A1l Directories the Same As the First |

Figure 1-39.
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The name of the chapter is displayed at the top of the dialog
box. The destination lines show the disk drive and subdirec-
tory to which each file will be copied. When you first select
Copy All, Ventura will “guess” where you want to copy the
files. You will change this guess to the actual destination (the
A:\ drive).

# Move the cursor to the line PUB & CHPs. Press Esc to clear
the line and type: A: \

As you can see, you have the option to copy different kinds of
files to different subdirectories. In this case, however, you will
copy all the chapter files to the A:\ drive. Luckily, Ventura has
a feature that makes it unnecessary to type A:\ on each line.

§# Choose Command: Make All Directories the Same As the
First. Click OK.

Ventura copies all the files to the A:\ drive. When the copy
function is complete, you return to the Multi-Chapter dialog
box.

# Choose Done to close the Multi-Chapter dialog box.

If Ventura asks you if you want to abandon or save changes
made to the publication, click on Abandon to return to the
work area.

Once you have completed printing and backing up the chap-
ter, you can go onto the next project or exit from Ventura. To
exit:

# Select Quit from the File menu.

If you haven’t saved recently, Ventura will ask you if you want
to Save or Abandon. Choose Save.

You made it. You created a business document with Ventura.
Although some of the new concepts and theory may have been
tough going for beginners, you have already learned many of
the basics — basics you will reuse again and again. Along the
way, you made a big improvement in the appearance and
efficiency of the sample report.

And you can do even more to enhance basic business docu-
ments. Turn to Chapter Two for more ideas and techniques for
power publishing with Ventura.
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@. Tips and techniques

Text tips

[1 Use File Type/Rename from the Edit menu to relocate text
files (copy them to a new subdirectory) or to convert them to
a different word processing format.

[0 Do as much editing, changing, adding, and spell checking
as possible in the word processor before bringing the file
into Ventura. Text editing in Ventura is slower and less
efficient.

Style tips

[0 Always rename the style sheet at the beginning of the work
session to avoid corrupting the original.

[J To avoid confusion, many users give the style sheet the
same name as the chapter (for instance, SAMPLE.CHP and
SAMPLE.STY).

[0 Perform the Chapter formatting first, then move to in-
dividual paragraph formatting.

O You will feel less confused if you concentrate on the Chap-
ter, Frame, and Paragraph menus during the style phase of
a document.

[0 Work from left-to-right and from top-to-bottom in Ventura’s
menus to avoid overlooking important operations.

[J When working in the Paragraph menu, focus on the Font,
Alignment, and Spacing menus.

O Use Inter-Line spacing for every tag. Use Above spacing if
necessary to provide additional separation from the preced-
ing paragraph. Use Below spacing only if you cannot get the
effect you want with Inter-Line and Above. Use Inter-Para-
graph only as a last resort.

[0 If possible, make all vertical spacing an integer multiple of
Body Text’s. inter-line spacing. This applies to spacing
above and below headlines, subheads and bullets, as well as
to frame sizes and frame padding (white space around
pictures).
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O For faster tagging, use Shift-Click to select several para-
graphs at once.

Chapter tips

[0 Use Save As to rename (and/or relocate) the chapter at the
beginning of every work session. Once you have renamed
the chapter you can save it as you go along simply by
pressing Ctrl-S.

[J Create a separate subdirectory for each project. If the docu-
ment is very large, subdivide the hard disk even further.

[ Never use DOS copy to move chapters and associated files.
Use Multi-Chapter so the internal pointers are changed to
match the new location. Exception: You can use DOS to
move files between two identically configured computers.
For instance, you could move SAMPLE.CHP from the
C:\TEMP subdirectory of one computer and put it on the
C:\TEMP subdirectory of a second computer. As long as
each and every file is found in the same location on both
computers, the chapter will load properly on the new com-
puter.

I You can type the new subdirectory location on the Directory
line and move to it by pressing Enter (or clicking OK).
However, the easiest way to navigate around the hard disk
is with the mouse and the backup button.
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Skills Checklist

Theory
[J Understanding picas and points

[0 Preformatting text in your word
processor

[ Inserting special characters with
bracket codes

Text
O Ventura’s editing tools
[J Adding text attributes with Text mode

Style
[ The benefit of a two-column page
format

[0 Adding and changing tags

[ Creating a title page

1 Creating a page break tag

[ Setting off lists with bullets

O Using horizontal tabs to make a table

Pictures
O Placing text inside a frame
[J Adding a ruling line around a frame
[J Attaching captions to frames

Chapter
[ Print the current page




Chapter Two

A Two-Column Proposal

lthough you may not realize it yet, you have already

acquired a solid grounding in Ventura fundamentals just
by completing the first chapter. Chapter Two reinforces these
basics while teaching the new skills summarized in the check-
list to the left.

Why you should not get discouraged

This may be a good time to reassure novice users. If Ventura
seems a bit intimidating during the first few weeks, remember
that you are really tackling two things at once. First, you must
learn the software, not a trivial task considering that Ventura
is one of the most powerful packages ever written for a per-
sonal computer. At the same time, you must learn about
layout and design, a separate (and complex) discipline of its
own. This dual struggle frustrates some beginners. The best
solution is to keep practicing.

After each chapter, you may want to apply what you’ve
learned to a real-life project. If you get stuck, go back to the
book for guidance. Remember, mastery of Ventura is a matter
of hands-on experience over a period of time. The more docu-
ments you work on, the sooner you’ll gain confidence and
reach true proficiency. If you continue to follow along with the
projects in the book, things will soon fall into place.

Theory

In this section, we will introduce you to the measuring system
the professionals use when working with Ventura. The second
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half of the theory section discusses how to preformat text with
your word processor to save production time in Ventura.

Picas and points

Most Americans are comfortable with inches. But for desktop
publishing, the method called printer’s measure or the point
system is superior. Since type sizes are always specified in
points, it makes sense to use printer’s measure for everything
on the page so you don’t waste time converting back and forth.
In addition, the point system has units that are much smaller
than inches, so it is rarely necessary to complicate things with
fractional units. By contrast, using inches requires you to
make many fractional computations.

For these reasons, printer’s measure is the easiest way to talk
to a page layout program. (Most programs let the user choose
between inches, centimeters or printer’s measure.) The two
most important units in printer’s measure are points and
picas.

Points are very small unit, about Y42 inch. They are used to
measure type sizes and rules. The point size of a typeface is
roughly the measurement from the highest ascender (the top
of a “b” for instance) to the lowest descender (the bottom of a
“g”). This is only an approximation, since point sizes originate
from the metal body used to carry type in the days before
phototypesetting. The best way to get familiar with point sizes
is by example. You’ll soon develop an eye for the most common
sizes.

Picas are a larger unit. Don’t confuse them with the
typewriter style of the same name. They are equal to 12 points
(about ¥ inch). Printers and typographers use picas to
measure lines, margins and columns. Table 2—1 will help you
convert common sizes from one system to the other.
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Table 2-1. Conversion table for common measurements.

Inches Picas & Points Fractional Pts.
Y in. 1 pica & points 12 fractional pts.
V4 in. ?11 ;Sap ;\Cri;s g‘ &c:;]r:tss) 18 fractional pts.
i, 02,00 picas & points 24 fractional pts.
Y%in. 03,00 picas & points 36 fractional pts.
1in. 06,00 picas & points 72 fractional pts.

51%in. 33,00 picas & points

814in. 51,00 picas & points
11in. 66,00 picas & points

Preparing text for Ventura

You can make life with Ventura a lot easier if you learn how to
prepare text files for Ventura in advance. All the sample files
that you use for the publishing projects in this book are al-
ready prepared for you, so you won’t have to worry about
doing it now as long as you have the Power disk. Still, we want
you to understand the theory so you can use it for files you
create on your own. Preformatting text files can save you time
in Ventura.

You've probably heard the expression “less is more.” When
creating text files for Ventura, however, less is less when it
comes to inserting global formats such as indents, centering,
page numbering, and so forth. The less you format with the
word processor — the less formatting, the less extra spaces,
the less extra carriage returns — the less work you will have
when you bring the file into Ventura. At best, global format-
ting from a word processor is ignored by Ventura. At worst, it
creates extra spaces, tabs, or characters that must be manual-
ly removed.
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w» TIP: Do as little global formatting as possible with the word
processor. Perform global formatting in Ventura instead.

Here are some of the things you should not do with the word
processor. Do not:

¢ Center text

o Justify text

¢ Indent the first line of a paragraph

¢ Create temporary (secondary) margins

¢ Put more than one space after a period, colon, or
question mark

¢ Put more than one carriage return between paragraphs
¢ Put more than one tab stop between columns

As you can see, we recommend only one carriage return be-
tween paragraphs. Although this reduces the time spent
deleting extraneous returns in Ventura, it does make the file
hard to read in the word processor. Luckily, Ventura has a
built-in feature to handle this problem: the @PARAFILTR ON
= code. By using this code you can put an extra carriage return
between paragraphs and Ventura will filter it out for you.

The @PARAFILTR ON = code must be inserted as the very
first line of the document and it must be typed correctly, or
Ventura will ignore it. Make sure you place a space before and
after the word “ON” and a space before and after the equals
sign (Figure 2-1).

One advantage a word processor has over Ventura’s current
version is an easy search and replace function. For instance,
you could use search and replace to remove all extra spaces
after periods. Likewise, if you make a text change throughout
a document — for example, substituting one name for another
— do it with search and replace before starting Ventura.

We said that “less is less” for global formatting. When it comes
to formatting individual paragraphs, however, we could say
the opposite: more is more. The more individual formatting
you do in the text file, the more efficient you'll be.
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iE=[esoersece Leeevececs Z2ecevoesos EXID Goesesaase Geesvovses
BPARAFILTR ON = T
Consulting Proposal to ABC Companyll

1
X¥Z Corporationfl
1

September 1, 139897

q

Consulting Proposal to ABC CompanyTl
q

Project Descriptionfl

1

XYZ Corporation proposes to advise ABC Company on all
aspects of desktop 1

publishing systems, including needs analysis, product and
market surveys, specifications 7

and purchase, and system implementation.l

a

The initial short-term goal is to computerize the production
of ABC’s 1
-ZPROPOS. TXT:
COMMAND: Copy Delete Format Gallery Help Insert Jump Library
Options Print Quit Replace Search Transfer Undo Window
Microsoft Word Uersion 4.8 C(S/N 834893-406-0037786)
Pgl CoSH o K CL Ricrosoft Word

Figure 2-1. Place the @PARAFILTR ON = code as the first line of a
document to filter out double carriage returns between paragraphs.

Individual formatting in text files

Individual formatting falls into two categories. The first is
text attributes: boldface, italics, underlines, etc., when applied
to a few words within a paragraph. The word italics in this
sentence is an example of individual formatting (if the entire
paragraph was in italics, it would be considered global format-
ting). The second category is typographic characters. Ventura
Publisher provides the capability to insert true typographic
characters, including characters that don’t appear on the com-
puter keyboard, such as the em dash (—), the copyright sym-
bol (©), and so on.

w» TIP: You can enter text attributes and typographic characters
with Ventura, but it's faster with a word processor.

Bracket codes

Some people use the search and replace to convert standard
keyboard characters into true typographic characters. For
instance, after typing the text file, they search and replace
characters such as “ or — with the bracket code that repre-
sents true open (“) and closed () quotes and an em dash (—).
When Ventura encounters the bracket code, it substitutes the
correct typographic character and displays it on-screen.
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Other people use keyboard macros instead of search and
replace. They program the keyboard to insert the proper
bracket codes as they go along. Thus, they might program the
key combination Alt-C to insert the code <189>. When Ven-
tura sees this bracket code, it inserts the copyright symbol
( © ) onto the page. Figures 2-2 and 2-3 show a coded para-
graph from a word processor and the same paragraph in
Ventura.

!169)!0& initially thought that desktop publishing would enly
have

advautages for one or two departments,{178> said President
Zygniewski,

{16Pbut our study revealed that it could save time and
money throughout

the company while improving the appearance and effectiveness
of our

documents.<178>

COMMAND: Alpha Copy Delete Format Gallery Help Insert Jump Library
Options Print Quit Replace Search Transfer Undo Window
3229 characters
Page 1  {} 2 Hicrosoft Word: BRACKETS.DOC

Figure 2-2. Bracket codes are used to insert true typographic
characters in Ventura.

“We initially thought that desktop publishing would only have advantages for
ione or two departments,” said President Zygniewski, “but our study revealed
that it could save time and money throughout the company while improving
the appeatance and effectiveness of our documents.”¥

a

Figure 2-3. Ventura displays the bracket codes as true typographic
characters.
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Table 2-3 provides the proper substitutions and codes for the
most common typographic characters not available from the
keyboard, as well as their keyboard shortcuts (if any). You can
use this table as a reference whether you use the search and
replace method or the keyboard macro method.

Table 2-3 Common Typographic Characters

Character Symbol Code }éehyobr?: l:?
open quote “ 169 Ctrl-Shift-|
close quote ” 170 Ctrl-Shift-]
em dash — 197 Ctrl-]
en dash - 196 CtrH{
copyright © 189 Ctrl-Shift-C
registered : ® 190 Ctrl-Shift-R
trademark ™ 191 Ctrl-Shift-2
bullet . 195
cents symbo! ¢ 155
pounds symbol £ 156
yen symbol ¥ 157
franc symbol f 159
section sign § 185
paragraph § 188
ellipsis 193
degree symbol d 198
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= TIP: If you set Auto-Adjustments to “ and — in the Set

Preferences dialog box (Options menu) Ventura will automat-
ically convert all standard keyboard quotes (") and hyphens
(—) to true open and closed quotes and em dashes when it
loads a text file.

The next time you begin a project with Ventura, try preparing
the text files with the guidelines we give in this chapter. Look
through the text files in Appendix A for examples of how to
prepare text in advance.

Planning the proposal

In the first chapter you prepared an in-house document. Now
you will work on a document that you might send to a prospec-
tive customer outside your company.

The typical proposal serves as a sales document. Sometimes it
goes to another department in the same company, or to upper
management. Often, however, it is sent to customers. Since a
proposal may go to the outside world, it must represent your
company in the best light. The graphic design should work
together with the words to reinforce the image your company
wishes to project.

Although we kept our example short to conserve time and disk
space, a real-life proposal may be many pages long. It may
also incorporate graphics and/or financial tables. The docu-
ment needs headers or footers for easy reference, plus cap-
tions to help readers correlate the visuals with the text.

Take a look at the “before” and “after” pictures of the proposal.
Here are some of the effects you will work on in this chapter to
improve its appearance:

A separate title page

A banner headline

A two-column format to get more information on the page
while enhancing readability

A spreadsheet file integrated with the text
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Ventura Prep

If you have the Power disk

For the purposes of this publishing project, we will assume
that you have prepared a text file (2PROPOS.TXT) and a
spreadsheet file (LOTUS.TXT) in accordance with the prefor-
matting tips given in the theory section. (In actual fact, the
sample text files on the Power disk have been preformatted
for you.) Now they are ready to be loaded into the Assignment
List. ‘

Loading multiple files

In Chapter One you learned how to load one file at a time.
Now we will show you how to load several files at once.

¥ If you are continuing from the last project, select New from
the File menu to clear the work space.

w NOTE: You can only use the New option after you have
opened an existing chapter. It is not available when you start
Ventura for the first time. If you are starting from the DOS
prompt, Ventura begins with an untitled chapter and you do not
need to select New from the File menu.

B Select Load Text/Picture from the File menu.

8 Select Type of File: Text, Text Format: ASCII, # of Files:
Several, Destination: List of Files, and OK.

§ If necessary, use the Backup button to find the C:\POWER
subdirectory. Click on the diamond to go to the POWER
subdirectory. = The Directory line should read
CAPOWER\*TXT. (If the Directory line reads differently,
press ESC to clear the line, type C:APOWER\*TXT, and
press Enter.)

Scroll through the listing until you see the file
2PROPOS.TXT. Select the file by double-clicking on the name
or by typing the name on the Selection line and pressing
Enter. This action loads it into the Assignment List.
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After the first file is loaded, the Item Selector reappears and
you can continue to load the next file.

8 Scroll through the file listing again to locate the text file,
LOTUS.TXT. To return to the document select the file name
and choose OK, or double-click on the name, which has the
same effect.

# Click OK to return to the work space.

w» NOTE: From this point on, when we ask you to select an item,
use whichever selection method you prefer — typing the name
on the selection line, double clicking, or clicking on the name
and then OK.

If the Page is selected when you load a file, Ventura immedi-
ately places the file on the Page. When you load several files
at once, Ventura can’t judge which files should be placed
where, so it doesn’t place any of them. When you are ready to
place a file, first select the Page, then select the text file from
the Assignment List.

Renaming the document files

We want you to get in the habit of renaming text files, style
sheets, and chapters immediately to avoid making permanent
changes to the originals. Start by renaming the text files.

To rename the text files, you must place them one at a time
onto the Page. Once they are placed, use File Type/Rename to
rename them and relocate them to a different subdirectory.

¥ Select the Underlying Page. When the sizing buttons are
visible around the border of the Page, select the text file
name LOTUS.TXT from the Assignment List.

Ventura places the text on the Page. Now rename and relocate
the file.

¥ Select File Type/Rename from the Edit menu.

& Move to the New Name line, press ESC, and type:
C:\TEMP\TABLE. TXT Choose ASCII and OK (Figure 2-4).
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FILE TYPE / RENRHE []

01d Name: C:\POWER\LOTUS.TKT

New Nane: ~C:\TEWP\TABLE. THT]

Text Format: E3IR [VordStar 3 | [¥S 4.8/5.0 |
[ MS-Word | [YordPerfect | [Hylrite | [8-Bit ASCII ]

[DCA | |MultiMate | | PRN-to-Table | | WordPerfect 5

Figure 2-4.

The new file name, TABLE.TXT, appears in the Assignment

List (Figure 2-5).

ter Frame Paragraph Graphi
C:\POYER\LDTUS .CHP  (1REPORT.STY

Phase Three1600.001600.000,0
Phase Four1500,001500.003750.00

Phase Five2500.002500.002500,00

NET= Newfile name
_& TRBLE.TXY > *—
[ TOTALS$13100.00§9525.0049370.00

4

AR,
TABLE. TRT o

R Pg & 8881
+

Figure 2-5.

Next you will remove the first file and place the second text

file on the Page.
® Select Remove Text/File from the Edit menu.

Ventura displays the file name, TABLE.TXT in the dialog box.

#& Choose Remove from: Frame and click OK.
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> TIP: You can also remove a file from the Page by selecting
another file from the Assignment List. Ventura automatically
replaces one text file with the other.

Now place the proposal text on the Page.

B Select the file name 2PROPOS.TXT from the Assignment
List.

Rename the second text file.
§ Select File Type/Rename from the Edit menu.

¥ Move to the New Name line, press ESC to clear the line,
and type: C:\TEMP\PROPOSAL.TXT

8 Choose ASCII and OK.
Leave the file on the Page.

w NOTE: File Type/Rename works for text files only. Use the
DOS command Rename to rename picture files before or after
the Ventura work session.

Load and rename a style sheet
After renaming the two text files, load the style sheet.

8 Select Load Diff. Style from the File menu. Use the Backup
button to locate the style sheet &PRPT-P1.STY in the
C:\TYPESET subdirectory. Then load it into the document.

Now save the style sheet with a new name.

8§ Select Save as New Style from the File menu. Locate the
C:\TEMP subdirectory with the Backup button. At the
Selection line type: 2PROPOS and click OK.
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ITEM SELECTOR

Directory: C:\TEWP\x,STY

Selection: 2PROPOS|.___

1REPORT .8TY

Lo

Rename and save the chapter
Now save the new chapter with the new text and style sheet.
¥ Select Save As from the File menu.

¥ Find the C:\TEMP subdirectory. Move to the Selection line
and type: 2PROPOS. Click OK.

If you do not have the Power disk

§ Use your favorite word processor to type in the two text
files PROPOSAL.TXT and TABLE.TXT from Appendix A.
Save them (or copy them) in the C:\TEMP subdirectory.
Then follow the steps explained above to load the text files,
and to load and rename the style sheet and chapter files.

w NOTE: If you want, you can use any text file in place of the
ones we include in Appendix A. However, it will be harder to
follow along and match your screen with our sample illustra-
tions unless you use the same text.

Now that you've organized the chapter files, you are ready to
begin. Where to start? As you know from the previous chapter,
the Ventura Formula (Text + Style + Pictures = Chapter)
helps with that question. As always, therefore, you will begin
with text.
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Text

Ventura’s editing tools

Although it is usually easier to edit large sections of text with
a word processor, Ventura provides a text editing toolkit for
last-minute changes. You can cut, copy, and paste text or
change the attributes of selected words within a paragraph.

Change text attributes

Before you begin, check to make sure the zero point is set
correctly. Click once on the 0,0 square in the upper left corner
of the Page. You may also want to use Normal or Enlarged
View so you can easily position the text cursor.

§ Enable Text mode (click on the Text mode button in the
Mode Selector). When you click on the work space, the
mouse cursor turns into an “ I-beam” (Figure 2-6).

Desk File Edit Vi
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] Overscore
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Figure 2-6.
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When you enable Text mode, Ventura displays attributes —
Normal, Bold, Italic, Small, and so forth — in the Assignment
List and the words Set Font in the Addition Box.

In Chapter One you changed the font using Paragraph mode.
But as you can see, Ventura also allows you to change text
attributes in Text mode. What'’s the difference?
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= TIP: Use Text mode to change one or two words within a
paragraph. Use a paragraph tag to change the text attributes
of an entire paragraph.

Let’s use Ventura’s text-editing tools to italicize several key
words in the proposal. The italics will add emphasis and set
them off from the rest of the paragraph. To italicize the text,
first select the text then select the attribute.

§&¥ Change to Normal (Ctrl-N) or Enlarged View (Ctrl-E).

& Move the cursor in front of the “M” in the word “Market
Research” near position 38 picas on the vertical ruler. Press
and hold the mouse button as you drag the cursor to the end
of the word “Research.” The selected text appears in reverse
video. Release the mouse button (Figure 2-7).

Desk File Edit View Chapter Frame Paragraph Graphic Options

:\TEMP\2PROPOS.CHP  (2PROPOS.STY) &
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through ar-site and telephone interviews. We will consider such areas as#

[Double UndrLn
Strike-thry

._,j Word p and editorial requi ts

Upper Case N .
{Graphicsrequirementst

‘Laser printer requirements®

Figure 2-7.

w NOTE: The traditional rule is not to italicize punctuation.
Therefore, try not to select periods and commas when italiciz-
ing (or bolding) a phrase.

Now make the text italic.

#8 Select Italic from the Assignment List. The words “Attr.
Setting” appear in the Current Selection Box (Figure 2-8).
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The action you just took placed markers into the text file to
turn the italics on and off. If you were to return now to the text
file in your word processor, these markers would be visible as
bracket codes (Figure 2-9):

Phase One

{MIDHarket Research{D>. XYZ will analyze commercially
available products

for suitability. Phase One will culminate in an in-depth
report outlining

alternatives and recommendations.

Phase Two

Evaluate Needs.XYZ will gain an in-depth knouledge of ABC's
cowputerization .

needs through on-site and telephone interviews. We will
consider such

areas as:

Word processing and editorial requirements

COMMAND: Alpha Copy Delete Format Gallery Help Insert Jump Library
Options Print Quit Replace Search Transfer Undo Window
Edit document or press Esc to use menu
Page 1 {} 2 CL Hicrosoft Word: PROPOSAL.TXT

Figure 2-9.

In Ventura, however, the markers are invisible on the screen.
Nevertheless, you can locate them using the left and right
arrow keys and the Current Selection Box at the bottom of the
Side-Bar.
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w» NOTE: Ventura places the hidden text attributes immediately
before and after the word or phrase that was italicized, bolded,
underlined, etc. '

& Place the cursor between the “M” and the “a” in Market
Research and click once. Press the left arrow key on your
keyboard several times until the words “Attr. Setting” ap-
pear in the Current Selection Box. This shows the location
of the hidden marker.

w» NOTE: To remove the text attributes, select the text then select
Normal from the Assignment List. Or, use the arrow key to find
the hidden marker (the words “Attr. Settings” appear in the
Current Selection Box) and press the Del key.

Dragging the mouse is one way to select text. However, there
is a more accurate way called the “Shift-Click” method.

§ Place your text cursor before the “E” of “Evaluate Needs”
(two paragraphs down from “Market Research” near posi-
tion 44 picas on the vertical ruler) and click once. While
holding down the Shift key, move the text cursor to the end
of the phrase (after the “s”) and click again. Now release the
Shift key.

¥ Now select Italic from the Assignment List.

w NOTE: You can change the amount of text selected by moving
the cursor to another position and clicking again while holding
down the Shift key. You can move forward or backward.

8 Press PgDn to go to the next page and scroll to the top of the
page.

8 Use the Shift-Click method to select the three following
phrases and make them italic as explained above: “Installa-

tion,” “Data Conversion,” and “Training and Implementa-
tion.”

When you are finished applying text attributes, your screen
should look like Figure 2-10:
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Figure 2-10.

Now use Ventura’s cut and paste tools to rearrange the copy in
the proposal. It works like this: First you select the text you
want (by dragging or by using the Shift-Click method). With
the text highlighted, you then select Cut Text or Copy Text
from the Edit menu. After you cut or copy text, Ventura stores
it in temporary memory, called the Text Clipboard. To insert
text from the Clipboard onto the page, select Paste Text from
the Edit menu.

> TIP: Use keyboard shortcuts to speed text editing. Press Del to
cut, press Shift-Del to copy, and press Ins to paste.

& Press PgUp or Home to go back to page one. Select the
paragraph starting with “Market Research” as shown
below. Make sure you include the end of paragraph mark
(D in the text selection by dragging the cursor down to the
beginning of the next paragraph (Figure 2-11).

w NOTE: If the paragraph symbol is not displayed on-screen,
select Show Tabs & Returns from the Options menu (or press
Ctrl-T).
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§§ Press the Del key.

w NOTE: If you delete the wrong text, press the Ins key immedi-
ately to paste the text back on the page. Then try again.

The text is cut from the document and placed on the Clip-
board. Now you can paste it into a new location:

& Place the cursor before the word “Evaluate.” Click the cur-
sor once.

& Press the Ins key (Figure 2-12).
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w» NOTE: Text remains in the clipboard until something else is cut
or copied.

8 Select the text starting with “Evaluate Needs” and ending
with “Speed and throughput requirements” as shown in
Figure 2-13. (Be sure to include the end of paragraph mark
in your selection. If you have trouble, move the cursor down
below the line and to the beginning of the next paragraph.)

Italic
Smoll
Superscriot
Subscript
Underiane
Doubla UnarLe
Strake-thru

hase Theee
23

Figure 2-13."

§ Press the Del key.

Now paste the text back into the document below the para-
graph “Phase One.”

# Place the cursor in front of the “P” of “Phase Two” and press
Ins.

After you rearrange the text, click once anywhere on the work
space to deselect the text. Your screen should look similar to
Figure 2-14:

= NOTE: Do not be concerned if the italics change or disappear
during cut and paste. Sometimes when you move text in a
document, you also move a text attribute. Use Normal and
Italic from the Assignment List to get the text looking the way
you want again.
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Nice work. With just a little practice, you've learned the basics
of text editing.

Style

You will begin the style portion of this project by completing
the chapter layout. Then you will add tags to a style sheet and
use a special tag named Page Break to isolate text on a page.
These steps may save you some of the mistakes and confusion
we experienced as first-time Ventura users.

Page layout strategy

Let’s take a moment to review the formatting strategy we
introduced in Chapter One, a strategy that helps you stay on
course when working on the style of a document. First you
make the global changes to the chapter. Then you tag in-
dividual paragraphs, starting with Body Text. As you make
changes, you step through the menus from left to right, and
from top to bottom.

Change the page layout

8 Select Page Size & Layout from the Chapter menu. Choose
Sides: Single and Start On: Right Side. Click OK.
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Build the footer

Next, build a footer that includes the name of the proposal and
the page number.

& Select Headers & Footers from the Chapter menu.

¥ Choose Define: Right Page Footer, Usage: On. Move to the
Left line and type: ABC Proposal

& Move to the Right line and type: Page followed by a space.
Then choose the Inserts: Page # button. The [P#] code
appears on the line, instructing Ventura to insert page
numbers in the footer. Click OK to close the dialog box.

— ——

HEADERS & FODTERS

Define: [ Left Page Header | { Right Page Header |

Left Page Footer Right Page Footer
Usage: [[IN

Left: ABC Proposal

Center:

Right: Page [PRI_

Inserts: | Chapter # | [ Page # | | 1st Match | [ Last Match |

N =1

| Text fttr. | [ Copy To Facing Page |

Now turn off the footer for the first page only.
8 Verify that you are on page one. If not, press Home.
8 Select Turn Footer Off from the Chapter menu.

Change to two-column format

After making the footer, you're ready to change the page
margins and columns. As we explained earlier, a two-column
page layout lets you fit more text on a page and enhance its
readability. When you change from one to two-column format,
watch how easily Ventura reflows the text.

& Enable Frame mode.
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8 Click the cursor anywhere on the work space to select the
Underlying Page.

8 Select Margins & Columns from the Frame menu. Choose #
of Columns: 2. Make the top and bottom margins 06,00
picas & points and the left and right margins 07,06 picas &
points. Do not press OK yet.

After you set the page margins, you enter the column and
gutter widths. To make the columns equal widths, enter the
first column width, then enter the gutter width (the space
between columns), then choose Make Equal Widths. Do things
in this order to ensure that Ventura accurately calculates the
columns.

w NOTE: The Make Equal Widths button does not stay high-
lighted after you choose it.

# Move to the Column 1 line, press Esc to clear the line, and
type: 1700

¥ Move to the first line of the Gutters column, press Esc and
type: 0200

¥ Choose Make Equal Widths. Click OK.

MARGINS & COLUMNS

# of cotams: [T] Bl [3] [ (5] (8] [ [E]

Widths Gutters Margins
Column 1: 17,00 62,60 Top: 86,80 picas & points
2: 17,60 oo Botton: 66,08
3 @ o Left: 87,86
4: @609 > Right: 87,06
PN 660
5: 3,08
POELES e 60
6 #ABE o57ng
7. .08 (}{}’ 66 Calculated Width = 51,00
8: w844 ’ Actual Frame Width = 51,00

Inserts: | Make Equal Widths | | Copy To Facing Page |

N =
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Turn column balance on

To balance the text in adjacent columns, turn Column Balance
on in the Chapter Typography dialog box. Without Column
Balance on, Ventura fills the first column with text before
starting the second. With Column Balance on, Ventura fills
both columns equally. (You will notice the effects of column
balance on page two.)

& Select Chapter Typography from the Chapter menu.
Choose Column Balance: On and click OK.

CHAPTER (DEFAULT) TYPOGRAPHY SETTINGS m

Widows (Min Lines at Top): 2
Orphans (Min Lines at Bottom): 2
Colunn Balance: On

Move Down To 1st Baseline By: Cap Height
Pair Kerning: On

R =

Modifying individual tags

Since there are no more overall changes to make, you can
begin to tag individual paragraphs. Start with Body Text,
because its inter-line spacing is the basis for all other tags.
Once you complete Body Text, proceed systematically through
the document from top to bottom. You can achieve most of the
effects you want with the Font, Alignment, and Spacing op-
tions in the Paragraph menu. In this section, you will build up
your tagging repertoire by learning about the Breaks menu.
But first let’s modify the Body Text tag.

Change the Body Text tag

The only change you need to make to Body Text is in the
Alignment dialog box.
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& Enable Paragraph mode.

8 Select the paragraph that begins “XYZ Corporation
proposes to advise...” (Figure 2-15).
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The tag name Body Text appears in the Current Selection
Box. Make the following changes:

& Alignment
In/Outdent Width: 01,00 picas & points

w NOTE: Ventura measures indents from the left margin of the
column, not the left edge of the page.

¥ Spacing

Inter-Line: 14.00 fractional pts
Inter-Paragraph: 00.00 fractional pts

Change the tags on the title page

Now that you’ve finished changing the Body Text tag, you can
change the other tags on the title page of the proposal.

& Select the first paragraph “Consulting Proposal to ABC
Company” and tag it as Title (Figure 2-16).
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W TIP: If you tag the wrong paragraph, just retag it as Body Text
and select again.

The current format of the Title tag is part of the original style
sheet you loaded at the beginning of this project. Now you will
modify its design to better suit the new page design. You will
make the Title tag stand out on the page by centering it
frame-wide, enlarging its type size, and adding extra space
above and below. When you are finished the paragraph will
look like Figure 2-17.
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Figure 2-17.
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i Font Face: Times

Size: 024.0 points
& Alignment Overall Width: Frame-Wide
& Spacing Above: 98.00 fractional pts

Below: 28.00 fractional pts
Inter-Line: 28.00 fractional pts

A note about spacing: In Chapter One we said that (1) you
should avoid using Inter-Paragraph spacing and (2) you can
do without Below spacing about 75% of the time. The Title tag,
however, is an exception to the rule. Because it is a banner
headline — a headline that stretches across two or more
columns — it usually requires extra space below to separate it
from the following text.

After changing the attributes of the Title tag, apply it to the
next paragraph.

& Select the paragraph “XYZ Corporation” and tag it as Title
(Figure 2-18).

f Desk File Edit View Chapter Frame Paragraph Graphic Options

Consulting Proposalitc ABC Company

I_FOOTER H ; .
v B XYZ Corporation

September 1, 1989 Evaluate Needs. XY2Z will gain an in
1: Consulting Proposal to ABC Company depth knowledge of ABC's i

Figure 2-18.

Add a new tag

The next paragraph to tag is the date. To make it better match
the Title tag, you will center it frame-wide and make it 12-
point Times Bold. Since there are no tags in the Assignment
List with these attributes, you will add a new tag.
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To make a new tag, Ventura copies the attributes from an
existing tag to the new one. Then you add or subtract at-
tributes to the new tag name until you get the right effect.
Here are the steps to add a new tag.

1. Enable Paragraph mode.

2. Select a paragraph with attributes similar to the tag you
want to add.

3. Select Add New Tag from the Side-Bar.
4, Type in the name of the new tag.

5. Go through the Paragraph menus and add or subtract
attributes to achieve the right effect.

Don’t worry if this sounds confusing at first. You will get the
hang of it as soon as you work through a few examples. So let’s
get started. Create a tag named “BodyCenter” and apply it the
date paragraph.

| Select the paragraph “September 1, 1989.”
8 Select Add New Tag from the Side-Bar.

& Move to Tag Name to Add and type: BodyCenter and click
OK to close the dialog box.

ADD NEW TRG 7]
Tag Name to Add: Bndyl]enter'l_

Tag Name to Copy From: Body Text

" m Cancel

Ventura copies the attributes of Body Text — its Font, its
Alignment, its Spacing, etc. — to the new tag.
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Modify the new tag

Now that you've added a new tag, you can change its at-
tributes. Simply work through the Paragraph menu from top
to bottom until you achieve the right effect.

i Font Style: Bold

i Alignment Horz. Alignment: Center
Overall Width: Frame-Wide
In/Outdent Width: 00,00 picas & points

& Spacing Add in Above: When Not at Column Top

Add a page break

With the first three paragraphs tagged, the title page is com-
plete. Now you must separate the title page text from the rest
of the document. To do this you use a special Page Break tag.
The Page Break tag includes a Page Break: After (Breaks
menu) that pushes everything after it onto a new page. The
Page Break tag was already defined in the original style sheet
with the Breaks options from the Paragraph menu.

Here’s how to use the Page Break tag to create a separate title
page.

Make sure that Show Tabs & Returns is turned on from the
Options menu (the menu will read “Hide Tabs & Returns”).
This allows you to see an on-screen display of all the text
symbols (tabs, returns, line breaks, etc.).

¢ Enable Text mode. Place the text cursor after the “9” in the
word “1989.” The words “Paragraph End” appear in the
Current Selection Box. Now press the Enter key once. This
action creates an empty paragraph, that is, a paragraph
containing an end of paragraph symbol () and no text
(Figure 2-19).
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> TIP: You can apply tags to empty paragraphs as well as to text.

Now tag the empty paragraph as Page Break, just as you
would tag any other paragraph.

£ Enable Paragraph mode.

& Select the empty paragraph (click on the q symbol) and tag
it as Page Break (Figure 2-20).
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Figure 2-20.

The remaining text is pushed on to the second page. To under-
stand this effect, leave the empty paragraph highlighted and
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select Breaks from the Paragraph menu. There you see that
the Page Break: After option was specified (Figure 2-21).

"Page Break" BREAKS cl

Page Break: Before & After

[ Before/intil Left | [ Before/Until Right |

Colunn Break: |[EN [Before | [After | [Before & After |

Line Break: [After | [Before & After |

Next ¥ Position: [Beside Last Line of Prev. Para |
Allow Within:
Keep With Next: [ No |

Figure 2-21.

The page break effect is an important one. Use the Page Break
tag whenever you want to start text on a new page. Try to
avoid the common mistake of entering a string of carriage
returns to force text to another page (Figure 2—22).
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Figure 2-22. Wrong. To create a page break, use a page break tag —
not a string of carriage returns.

This is not the right way to make a page break. If you later
add text, or change the attributes of a tag, some of the extra
carriage returns will “float” onto the next page causing every-
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thing in the document to be pushed out of place. Remember to
use the Page Break tag instead.

O Stopping point

You have finished page one and reached a stopping point for
Chapter Two. Continue on to page two if time permits. If not,
you may wish to save the chapter, then print out page one.
Check that your document matches Figure 2-23.

Consulting Proposal to ABC Company

XYZ Corporation

September 1, 1989

Figure 2-23.
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Apply a tag to multiple paragraphs

If you are beginning fresh,

open the

chapter

C\TEMP\2PROPOS.CHP and start from where you left off.

Go to page two to continue tagging.

¥ Press PgDn to go to page two

& Tag the paragraph “Consulting Proposal to ABC Company”
as Title.

Next you will change the Head level 1 tag. Since there are
several Head level 1 tags on the same page, you can use the
“Shift-Click” selection method to tag multiple paragraphs at

one time.

¥ Select the paragraph “Project Description.”

8 While holding down the Shift key, select the paragraph
“Statement of Work.” Tag both paragraphs as Head level 1
(Figure 2-24).

=

Body Text

B

BodyCenter
Bullet
Change Bor
Head level
Head level 2 [
Page Break
Title
Z_CAPTION
Z_FOOTER
2Z_HEADER 3£]
Z_LABEL FIG

e
HULTIPLE
R Pg ¥ 0082

|

-

{ianc Company on all aspects of desktog

implementation §

12 it

24 30
[

XYZ Corporation proposes to advise!

publishing systems, including needs
analysis, product and market surveys
spedfications and purchase, and system:

The initial short-term goal is to comn
puterize the production of ABC's intemal
and external publications using personal
computers and desktop publishing
software, This short-term goal must be sub-
stantially completed before the end of
ABC’s fiscal year six months from now,
The long-range objective is to integrate al
of ABC's putlications into a company-
wide system with common procedures

databases and shared output devices.f

n-depth teport outlining alternatives an
L ttone &

PhaseThree ¥
Installztion Once ABC makes it pur-
chasedecision, XYZ will oversee installa-
ion, setup and conversion. This will in-
tludeintegration of hardware, software and:
peripherals, plusthe initial setup. Setup will:
nclude the creation of electronic format
Style sheets and document ternplates fo
yeuse by ABC persomnel §

Phase Fourf

Dala Conversion Once the system i
installed, XYZ will supervise the conver
sion of current databases and publications
20 an electronic form. This will i

Figure 2-24.

Change the Head level 1 tag

With the two paragraphs still highlighted, change the tag.
First remove the ruling line below that was specified in the
original style sheet, then change its Font, Alignment, Spacing,
and Breaks.
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& Select Ruling Line Below from the Paragraph

Choose Width: None and click OK.

"Head level 1" RULING LINES BELOW

Width:
Color:
Pattern:
Dashes:

Space Above Rule 1:
Height of Rule 1:
Space Below Rule 1:
Height of Rule 2:
Space Below Rule 2:
Height of Rule 3:

Space Below Rule 3:

None
Black
Solid
Off

06.00
01.98
06.00
046.00
06.00
06.00

0000 §

8|

Custom Indent:
Custon Width:

Dash Width:
Dash Spacing:

W Overall Height:

01.98

36.00

00,00 [
60,60

40.08

60.08 fractional pts

o Je=n

# Font

# Alignment
#& Spacing

Face: Times
Size: 018.0 points

Horz. Alignment: Center

Above: 28.00 fractional pts
Inter-Line: 28.00 fractional pts

menu.

Add in Above: When Not at Column Top
When you are finished, the tag should look like Figure 2-25:

To keep Head level 1 from becoming isolated at the bottom of

Desk File Edit View Chapter Frame Paragraph Graphic Options

TEWP\2PROPOS.CHP  (2PROPGS. ST

[ ]
e i [ ¥
Add New Tag
D B
wmnre § 10 Consulting Proposi

Head level f

Kead level 2

Page Breok ?

Title

Z_CAPTION
2Z_FOOTER
Z_HEADER 247
2_LABEL FIG

-

R Pg ¥ 0662

Project Description¥

XYZ Corporation proposes to avise:
ABC Company on all aspects of desktop:
publishing systems, including needs
analysis, product and market surveys,
spedfications and purchase, and system;

implementation §

o_inifial shavt-t gnal is tn enm:

al

o ABC Company%

Ease of learning and useft

Speed and throughput reguirements®

Phase Twof

Market Research XYZ will analyz
cormercially available products fo
suitability. Phase One will culminate in ai
ndepth teport outlining alternatives an

secommendations f
i PhacaThran®

Figure 2-25.
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a column or page, use the Breaks option Keep With Next.
Keep With Next guarantees that a tag stays next to the para-
graph that follows it. :

& Select Breaks from the Paragraph menu. Choose Keep
With Next: Yes and click OK.

“Head level 1" BREAKS ]
Page Break: [ [Before | [After | [Before & After |
{ Before/Until Left | | Before/Until Right |

Colunn Break: |[IJ [Before | [After | [Before & After |
Line Break: | After | [Before & After |
Next ¥ Position: [Beside Last Line of Prev. Para |

Allow Within:
Keep With Next:

o, i

w» NOTE: Headlines, headings, and subheads should have Keep
With Next set to Yes to keep them from becoming isolated at
the bottom of a page or column.

The Head level 2 tag

Now tag each paragraph on page one that begins with the
word “Phase” as Head level 2. You may want to change to
Reduced View so that all four paragraphs are visible at once.

& Select the first paragraph “Phase One.” Then use Shift-
Click to select the paragraphs, “Phase Two,” “Phase Three,”
“Phase Four.” and “Phase Five” (Figure 2-26). Tag them as
Head level 2. (If you select the wrong paragraph, simply
click on it again to deselect it.)
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Desk File Edit View Chapter Frame Paragraph Graphic 0Options
:\TEP\ZPROPOS.CHP (2PROPOS . STV)

W 1

saaasan

24
L

Body Taxt
TodyCenter
soidet
Cthange Bor
Heag Jevel |

Page Break l

Titla
Z_CAPTION
Z_FOOTER

|~

EROT

1 of ABC’s publicati
] wide system with common procedures,

publishing systems, including needs
analysis, product and market surveys
kpedfications and purchase, and system
implementation.®
The initial short-term goal ie to comr
puterize the production of ABC's internal
and external publications using persomal
computers and desktop pudlishing:
software. This shorl-term goal must be sub-
stantially completed before the end of
ABC’s fiscal year six months from now.
The long-range objective is to integrate al

Market Research XYZ will analyz
commercially available products for

rdepth report outlining altermatives and:
yecommendations.

|
Installation Once ABC makes it purs
thase decision, XYZ will oversee installa+
ion, setup and conversion This will in
chudeintegration of hardware, software and:

into a company

T Z_HEADER Hatabases and shared output devices.f style sheets and document templates fo
Z_LABEL FIG
-PII:TIPLE “ yeuse by ABC persomnel
R o ¥ 0od2 Statement of Workf ,

ipherals, plus the initial setup. Setup wilk
nclude the creation of electronic formats,

P Data ¢

Figure 2-26.

w» NOTE: Because of the above spacing in the Head level 2 tag,
the phrase “Phase Five” will move to the next page as soon as
it is tagged.

Change Head level 2 tag

Now change the attributes of the Head level 2 tag.

8§ Font Face: Times

Above: 14.00 fractional pts
Inter-Line: 14.00 fractional pts
Add in Above: When Not at Column Top

Like Head level 1, Head level 2 includes a Break: Keep With
Next to prevent it from becoming isolated at the bottom of a
page or column.

& Breaks Keep with Next: Yes
Check that the tag you just completed looks like Figure 2-27.

¥ Spacing

Select the Bullet tags

The next tag you encounter is the Bullet tag. You will make
the bullet size larger and you will reduce the Above and In
From Left Spacing.
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e by
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fdd New Tag
Body Text
BodyCenter

Bullet
Chonge Bar
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Head level 2
Page Breok
Title
2. CAPTION
2_FOOTER

] computers and desktop publishing
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Z_LABEL FIG
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] Fhase Oneff
R Pg ¥ 9062 Evaluate Na’ds XYZ will gain an in
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l’hase Threet
Instellztion Once ABC makes it plr-
chasedecision, XYZ will oversee inst
wn setuy and conversion This will
----- ion of hardware, software and;
pmyhmh plusthe initial setup. Setup wd.E
include the creation of electronic formats;
style sheets and document templates for
yeuse by ABC persormelf

Thase Fourk

Data Conversion Once the system i 19
srstalled, XYZ will supervise the canvers
sian of current databases and publications;
o an electronic form. This will include the:
use of optical character recogrition whens
2ye1 possible fo minimize the time and cost
of data entry. Where it is not powhle ¢

Figure 2-27.

| Select the following five bullet paragraphs using the Shift-
Click method and tag them as Bullet.

“Word processing and editorial requirements”

“Graphic requirements”

“Laser printer requirements”

“Ease of learning and use”

“Speed and throughput requirements”

> TIP: As long as you keep the Shift key depressed, you can
scroll up and down the page to select multiple paragraphs.
Select the first bullet at the bottom of the first column, hold
down the Shift key, then scroll to the top of the second column
and select the rest of the bullets.

Change the Bullet tag

With the paragraphs still highlighted, you can change the
attributes.

8 Spacing

Above: 00.00 fractional pts

Below: 00.00 fractional pts

Inter-Line: 14.00 fractional pts

Add in Above: When Not at Column Top

In From Left: 01,00 picas & points
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w» NOTE: If you tend to confuse Spacing/In From Left with Align-
ment/Indent, remember this rule of thumb: Alignment/Indent
affects only the first few lines of a paragraph. Spacmg/ln From
Left affects every line.

& Breaks Keep With Next: No

Setting the Keep With Next option to No allows Ventura to
split a list of bullets across a column or a page. Otherwise, if
the list is too long, Ventura pushes all the bullets to the next
column or page, leaving a big, empty gap in the document.

Increase the Bullet size

To change the size of the bullet itself, use the Special Effects
dialog box in the Paragraph menu.

8 Select Special Effects from the Paragraph menu. Choose
Set Font Properties.

"Bullet" SPECIAL EFFECTS [
Special EFfect: [HNone] [Big First Char |

[EULETGEE Set Font Properties),

Space for Big First: [ o | 000 lnes

Shou Bullet fis: HEIEEEHZIDEIEIIEI
D [2—_] - [Hollow Box | [ Filled Box | [ Other |
Bullet Char: 195 (ASCII)

Indent After Bullet: 81,88 picas & paints

The Set Font Properties dialog box looks familiar, doesn’t it?
It’s the same Font dialog box you’ve seen before. You simply
got here a new way. The changes you make in this dialog box
will affect only the bullet, not the rest of the paragraph.

§ Enter Size: 014.0 points. Then click OK to return to the
Special Effects dialog box. Click OK again to complete the
effect and return to the document.
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Change the Footer tag

Footers are among the special tags that Ventura creates on its

own called “generated” tags. These tags are given names that
begin with the letter Z (for instance, Z_HEADER for the
header, Z_FOOTER for the footer, and so on) to distinguish
them from others in the Assignment List. As with all tags, you
can change the attributes of a generated tag simply by work-
ing through the options in the Paragraph menu. Let’s change
the font of the Z_FOOTER tag so it matches the rest of the
proposal.

w» NOTE: If you do not see any generated tags in the Assignment
List, check to make sure that Generated Tags: Shown is
selected in the Set Preferences dialog box in the Options
menu.

¥ Select the footer on page two.

& Font Face: Times
Style: N-Italic
Size: 010.0 points

When you are finished, the footer should look like Figure
2-28:

Desk File Edit View Chapter Frane Paragraph Graphic Options

) | IFETTIITI PTTTITITN PRI
B SHHEHEIT-or WoTKr : se Fourk
1 XvZ sroposes to accomplish end com Data Conversion. Once the system is
Add New T j X MR installed, XYZ will supervise the conver-
4] plele‘ lhz§ project in five phases, as sion of cumrent databases and publications
Body Text 1 Hescribed in mare detail-# 0 an electronic form. This will include the:
t BodyCenter ] use of optical character recognition whens
buttet ] m}“z’“"y ods XY will gain an iever possible tominimize the time and cos
Chanse sor e m;’. ate Neads £ ABC"S QN AN It gata entry, Where it is not possible to
heao sever 1 5435 ‘e o aputer optically read existing infonmation, XYZ;
{4ion needs through onsite and ) 1
fead deved 2 iews. Wewill considersuchazeasas:K; il sup data entry whe
Page Bresk JEE > 8 RSO willrekey thedata into the computers, XY Z
Tikeas * Word processing and editorial re? i) design and implement custom key
TaLs quirements§
G mue [ e, 2 Graphicsrequiromentst
Z_CRPTION
‘ Z_FOOTER
45C Froposit Fege
R Pg # 0862 1

Figure 2~-28.
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Finish tagging the document

After you change the footer, finish tagging the remaining
paragraphs in the document.

& Press the End key to go to the last page of the document.
§ Tag the paragraph “Project Costs” as Head level 1.

Pictures

Now that you’ve completed the text and style sections of this
project, let’s continue with pictures.

To add a picture to a document, you load a picture file and
place it in a frame. You can make a frame any size or shape to
fit with the page design and the artwork.

In Chapter One, you added a frame to hold a picture. How-
ever, frames can also contain text. One common example is a
spreadsheet file. Instead of retyping a worksheet from
scratch, you can load it into Ventura and place it in a frame.
Once you have it in the frame, you can format it into a table.
In this section, you will learn how to place and format a simple
spreadsheet file.

For this project, you will place and format the TABLE.TXT file
from the Power disk, which has already been prepared for you.

If you don’t have the Power disk, you can type in the file from
Appendix A.

Add the frame

Before you place a text file, you must add a frame to contain it.

w» NOTE: Placing text files in frames allows you to place several
different text files on the same page.

To make frame placement easier, make sure Column and Line
Snap are turned on (Options menu). If they are on, the Op-
tions menu will read “Turn Column Snap Off” and “Turn Line
Snap Off.” These snap-to functions ensure that frames align
with the margins and the inter-line spacing of Body Text.

¥ Go to page three.
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§# Switch to Reduced View (press Ctrl-R). Then make sure you
reset the zero point to the upper left corner of the Page
(click once on the 0,0 square).

¥ Enable Frame mode.
¥ Select Add New Frame from the Side-Bar.

§ Starting at position 29 picas on the vertical ruler, place the
upper left corner of the frame next to the left margin. Then
hold down the mouse cursor until it turns into a pointing
hand.

¥ While holding down the mouse button, drag the lower right
corner of the frame downwards and to the right. When the
bottom of the frame aligns with the right margin of the
page and reaches about 50 picas on the vertical ruler,
release the mouse button (Figure 2-29). Don’t worry about
exact placement yet.

5 ¢ l:z Iu 24 36 3¢ Iq' 4

Rrovomm)

Figure 2-29.

Resize the frame

Now that you put the frame in the approximate position, you
can fine-tune its placement. The Sizing & Scaling dialog box
allows you to precisely control the placement and size of
frames. The dialog box uses the terms “Upper Left X” and
“Upper Left Y.” Upper Left X shows the horizontal distance
from the edge of the page to the upper left corner of the frame.
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Upper Left Y shows the vertical distance from the edge of the
page to the upper left corner of the frame (Figure 2-30).

> \TEHP\2PROPOS.CHP (2PROPOS .STV)

PROPOSAL. TXT
TRELE. TXT

Figure 2-30. Upper Left X is the horizontal distance from the edge of
the page to the upper left corner of the frame. Upper Left Y is the vertical
distance.

¥ Select Sizing & Scaling from the Frame menu. Make sure
the unit measurements are set to picas & points. Make the
Upper Left X: 07,06 picas & points (if this is not the current
value, press Esc to clear the line and type in 07,06 picas &
points). Make the Upper Left Y: 29,00 picas & points. Make
the frame width 36,00 picas & points and the frame height
21,00 picas & points.

SIZING & SCALING B
Flow Text fround: On
Upper Left X: 07,00 (=] Uper tert v: 29,00 (-]
Frane Width: 36,00 Frane Height: 21,08
Horiz. Padding: 09,00 Uert, Padding: 08,08 picas & points

Bisture Scaling! i Fib in frase | | By Scale Fachors |

flspect Rabio: | Mainbained | | Distorted |

% Crop Offset: 10T Crop OfFset: 00,00 |
Scale Width: 65,00 Scale Height: 00,00

|
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Place the spreadsheet file

After you position and size the frame, place the sample
spreadsheet file.

& Switch to Normal View (press Ctrl-N).

§ With the frame still highlighted, select the text file name
TABLE.TXT and place it in the frame (Figure 2-31).

Desk File

fdit View Chapter Frane Paragraph Graphic Options
5 C:\TEWP\2PROPOS.CHP ™ (2PROPOS .STV) E

12 13

B JANUARY/FEBRUARYMARCHS |
PhaseCnes5000,00+2750,00+1225,008

PhaseTwos2500, 000117500405, 008
‘PhaseTheee+1600.00+1600.000.0%
‘Phase Four+1500,00+1500.0053750.00%
3691 PhaseFivev2500.00+2500,00+2500.00%
TOTALSE 1310000459525, 0045370003

TRBLE.TAT |
Pt

Figure 2-31.

Add margins to the frame

To center the spreadsheet text within the frame, add margins
to the frame. These margins will affect only the selected
frame. They will not affect the Underlying Page beneath the
frame.

W NOTE: Frames that you place on top of the Page can have
their own margins and columns, independent of the Page.

8 Margins Top: 02,00 picas & points
& Columns Bottom: 02,00 picas & points
Left: 02,00 picas & points
Right: 02,00 picas & points
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Place a box around the frame

Next visually separate the frame from the above text by
making a ruling box around the frame.

& Select Ruling Box Around from the Frame menu.

¥ Choose Width: Frame. Make sure the unit measurements
are set to fractional pts. Give Rule 1 a height of 00.50
fractional pts. Click OK.

RULING BOX AROUND ]

Width: Frame

Color: Black

Pattern: Solid
Dashes: Off

Space Above Rule 1: 89,69 '
Height of Rule 1: P@.58 Custon Indent: 0006 { ¢

Space Below Rule 1: 88.80 Custom Width: 00.08
Height of Rule 2: 08.80
Space Below Rule 2: 08.80 Dash Width: #0.00
Height of Rule 3: 0@.80 Dash Spacing: {0.0¥ Ffractional pts
Space Below Rule 3: ba.00 H[-]
Overall Height: 08.50
| o )|

When you are satisfied with the appearance of the frame, you
can continue to format the table.

Format the table

There are several ways to format tabular material, but the
easiest and simplest way is to use horizontal tabs.

= TIP: Use horizontal tabs for tables that do not exceed one line
per entry, and vertical tabs (explained in Chapter Eight), for
more tables with multiple lines. If you require very complex
table formats, we recommend using the Table Editing feature
in the Professional Extension (explained in Chapter Ten).

Ventura allows up to sixteen tab positions per paragraph,
with left, right, decimal, or center alignment. The sample
table uses both right-aligned and decimal tabs. To format the
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table properly you need to create two new tags — one for the
table heading and one for the table listings.

Format the table heading

First you must add a new tag for the table heading and modify
its Font, Alignment, and Spacing.

§ Enable Paragraph mode and select the paragraph
“JANUARY, FEBRUARY, MARCH.”

¥ Select Add New Tag from the Side-Bar. Move to the Tag
Name to Add line and type: Tb1Head

ADD NEW TAG 7]
Tag Name to Add: TblHead!

Tag Name to Copy From: Body Text

m Cancel

& Font Face: Helvetica
Style: Bold
Size: 010.0 points

¥ Alignment Horz. Alignment: Left

In/Outdent Width: 00,00 picas & points

w» NOTE: We changed the alignment of the tag to Left because
tabs will not display when text is justified.

Set the first tab stop

Now you will place tab settings at 15,03, 23,03 and 29,03 picas
& points from the left margin of the frame. One at a time, you
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will choose the number of the tab, select the tab alignment,
and enter the tab location.

w» NOTE: Tab locations are measured from the left margin. Be-
cause the left margin of the frame is 02,00 picas in from the
frame edge, Ventura begins measuring each tab location
02,00 picas in from the edge.

8§ Select Tab Settings from the Paragraph menu.
Tab number 1 is already selected for you.
§ Set the unit measurement to read picas & points.

8 Choose Tab Type: Right, Tab Shown As: Open Space. Move
to the Tab Location line, press Esc, and type: 15, 03

Do not choose OK yet, since you still have more tabs to set.

"ThlHead" TAB SETTINGS [:]
Tab Nunber: [¢[ 1 [#]

Tab Type: Right

Tab Shown As: Open Space
Tab Location: 15,83[ picas & points

Leader Char: Spaces 832 (ASCID)

Leader Spacing: @
Auto-Leader: Off

| ok | |Cancel |

Set the second tab stop

8 Choose Tab Number: 2 by clicking once on the right arrow
next to the Tab Number line. Choose Tab Type: Right, Tab
Shown As: Open Space. Move to the Tab Location line,
press Esc, and type: 23, 03
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Tab Number:
Tab Type:

Tab Shown RAs:
Tab Location:

Leader Char:

Leader Spacing:
Auto-Leader:

"TblHead" TAB SETTINGS

(¢]2 9]

Right
Open Space
23,83 picas & points

Spaces @32 (ASCID)

a
off

| 0K ] [Cance

s————

=

Set the third tab stop

#¥ Click again on the right arrow again to choose Tab Number:
3. Then choose Tab Type: Right, Tab Shown As: Open
Space. Move to the Tab Location line, press Esc, and type:

29,03
“ThblHead" TAB SETTINGS m
Tab Number: |[€] 3 [ %]
Tab Type: Right
Tab Shown As: Open Space

Tab Location:
Leader Char:

Leader Spacing:
Auto-Leader:

29,93| picas & points

Spaces

a
off

832 (ASCII)

| oK ] |Cance

1]

& Click OK to close the Tab Settings dialog box.
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Format the listings

If tab settings seem confusing at first, don’t worry. The more
tables you format, the easier tabs will become. You’ll get more
practice with tabs right away by formatting the table listings.

& Select the paragraph “Phase One ...” and tag it as ThlHead.

& Select Add New Tag from the Side-Bar. At the Tag Name to
Add line type: TblList then click OK.

ADD NEW TAG 7]
Tag Name to Add: TblListl

Tag Name to Copy From: ThlHead

m Cancel

When creating a new tag, Ventura starts by copying the at-
tributes of an old one. It makes sense, therefore, to copy from
the tag that is most similar to the new effect you want. In this
case, ThlHead is nearest to the final format.

= TIP: When adding a new tag, always copy from the tag that is
nearest in appearance and format.

Since you copied from TblHead, the listing tag should be
pretty close to the correct style. To finish the tag, change the
font style to Normal and change the Above Spacing.

N Font Style: Normal

# Spacing Above: 14.00 fractional pts
Add in Above: Always
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Set the tab stops

Since the font, alignment, and spacing are already correct,
you need only modify the tab settings to get the new TblList
tag to look the way you want. When you choose tab settings
this time, use decimal tabs to line up the numbers with the

decimal character in each column of the table.
§ Tab Settings

Tab Number: 1

Tab Type: Decimal

Tab Shown As: Open Space

Tab Location: 14,00 picas & points

Tab Number: 2

Tab Type: Decimal

Tab Shown As: Open Space

Tab Location: 22,00 picas & points

Tab Number: 3

Tab Type: Decimal

Tab Shown As: Open Space

Tab Location: 28,00 picas & points

Check the appearance of your tag with Figure 2-32.

Body Text

BodyCenter
Bullet
Change Sor
Head level 4
Head level 2
Page Breok
TbiHead
Toltist

Z_CPTION
2Z_FOOTER

Figure 2-32.

w» NOTE: If your table doesn’t match our illustration, check the

Phase Ones

FhaseTwo+2500,00+1175, 004895, 00K
PhaseThree 1600.00+1600,0040.08
PraseFours1500.00+1500.0043750.00%
PraseFive+2500,00+2500.0042500,00%
TOTALSE1310.00+59525.00¢9370:00CF

5000.00- 2750.00+ 1225.009

tab locations for the TbIHead and TbliList tags.
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Apply TbiList to the other paragraphs

Now that you've completed the attribute and tab settings for
the new tag, apply it to the remaining paragraphs in the table.
Remember, you can select multiple paragraphs using the
Shift-Click method.

§ Select the five paragraphs shown in Figure 2-33 and tag
them as ThlList.

Desk File Edit View Chapter Frame Paragraph Graphic Options
ST o GRS TV B

FEBRUARY- MARCHY

BodyCenter
Bullet

2750.00 1225.000

ZCAPTION
Z_FOOTER

WLTIPLE § 3

Figure 2-33.

Add a caption

To put the final touch on the spreadsheet, attach a caption and
label to the frame.

§ Enable Frame mode and select the frame that contains the
spreadsheet.

& Select Anchors & Captions from the Frame menu.
8 Choose Caption: Below and OK.
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ANCHORS & CAPTIONS [
Anchor:
Caption: Below

Label: !

Inserts: |Table # | [Figure H] [ Chapter 4 | | Text Attr., |

K =

Ablank caption frame appears below the existing frame.

Enlarge the caption frame
8 Click in the caption frame so the sizing buttons appear.

§& Place the cursor on any handle at the bottom of the frame.
Press and hold down the mouse cursor until the pointing
hand appears. Drag the frame downwards about 3 lines
and release the cursor. You should see an end of file marker
() in the middle of the frame. If the marker is not visible,
stretch the caption frame downwards a few more lines.

The caption frame should look like Figure 2—34:

$952600+  $8370.000

TOTALS

$13100.00+

PROPOSAL.TXT
TRBLE.TXT 1 L}

LBC Proposit

Figure 2-34.
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Add the caption text

¥ Enable Text mode. Place the cursor in front of the end of file
marker in the caption frame. Type: Project Costs for
Desktop Publishing Implementation

Format the caption text

You've just created your first caption. Now you can change its
format just as you would change any other tag. Notice that the
caption paragraph is another one of Ventura’s generated tags,
as signaled by a name beginning with Z_ — in this case,
Z_Caption.

& Enable Paragraph mode. Select the caption paragraph
“Project Costs for Desktop Publishing Implementation.”

& Font Style: Bold
Size: 012.0 points
¥ Alignment Horz. Alignment: Center

Overall Width: Frame-Wide
In/Outdent Width: 00,00 picas & points

& Spacing Inter-Line: 14.00 fractional pts
Your caption should look like Figure 2-35:

ter Frame Paragraph Graphic
:\TENP\2PROPOS .CHP (2PROPUS.STY) &

12 1 24
N IVTTTITITITE ATTRTRIT sV

- WE TOTALS» $13100.00- $9525,00« $s370.000
Add New Tag

Body Text
BodyCenter

Bullet
Chanse bor Project Costs for Desktop Publishing Implementation]
Head level | -t
Head level 2

Page Break

TbiHead
Toatist
Title

I_CAPTION
Z_FOOTER

Figure 2-35.
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w NOTE: If the caption text disappears from view, do not be
concerned. Simply enable Frame mode, select the caption
frame, and stretch it downward until the text appears.

Chapter

Now that you've completed text, style, and picture, it’s time to
complete the chapter part of the proposal. But first take a
breather and save your work.

& Select Save from the File menu (or press Ctrl-S).

Print the current page

To evaluate the editorial and stylistic changes you've made on
screen, and to determine if you've achieved a more pleasing
page design, print out the proposal. This time we will show
you how to print the current page of a chapter.

8 Select To Print from the File menu.
8§ Choose Which Pages: Current and OK.

PRINT INFORMATION (POSTSCRIPT - Ultimate) |
Which Pages: Current

Fron Page: Bﬂﬂﬂ
Through Page: 0083 ]
Number of Copies: 01

Collated Copies: Off
Printing Order: 1st to Last
Paper Tray: Default
Crop Marks: Off
Spot Color Overlays: Off
hedtd Dhp. Print Files: Dosbined

Device Name: POSTSCRIPT

Output To: Filename
| o e

Ventura prints out the current page.

To print out the entire report, press Ctrl-X to bring up the To
Print dialog box, choose Which Pages: All and click OK. Ctrl-X
is a keyboard shortcut that recalls the last dialog box.
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In the first two chapters you have learned how to build a
report and a proposal using basic Ventura techniques. In the
next chapter, you will polish off the remaining fundamentals
while learning how to construct a new and important type of
document — the newsletter.

g_ Tips and techniques

Text tips

[0 Use a word processor to globally search and replace double
spaces before loading a text file into Ventura.

[0 When you prepare text in your word processor for Ventura
follow these guidelines. Do not: center or justify text; indent
the first line of a paragraph; create temporary margins; put
more than one space after a period, colon, or question mark;
put more than one carriage return between paragraphs; or
put more than one tab stop between columns.

[0 Use the @PARAFILTR = ON code to filter out extra carriage
returns in a text file. It must be inserted as the very first
item in the document and it must be typed accurately or
Ventura will ignore it.

O If you want to load a single file into Ventura without it
automatically being placed on the Page, select Load
Text/Picture from the File menu while you are in Para-
graph, Text, or Graphic mode.

[0 Rename text, style sheet, and chapter files before you make
any changes to the document. Renaming files eliminates
the possibility of permanently changing the originals.

[0 Use a word processor to make changes to large sections of
text. Use Ventura’s text-editing tools to make small, last-
minute changes to text. You can cut, copy, or paste text or
change text attributes of selected words within a para-

graph.

[0 Use Text mode to change one or two words within a para-
graph. Use a paragraph tag to change the attributes of an
entire paragraph.

[0 Keyboard shortcuts can be used to speed up text editing in
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Ventura. Press Del to cut text, Shift-Del to copy text, and
Ins to paste text.

0 When you cut or copy text, it remains on the Clipboard
until something else is cut or copied. This feature allows
you to insert text from one chapter to another. Simply copy
or cut the text, close the current chapter, then open another
chapter. Press Ins to insert the text into the new chapter.

Style tips

[0 To make column widths equal, enter the value of the first
column width, then the first gutter width, then choose
Make Equal Widths from the bottom of the Margins &
Columns dialog box. Use this order so that Ventura makes
the column widths equal.

O Turning Column Balance on from the Sizing & Scaling
dialog box tells Ventura to fill all columns on the page
equally. Without Column Balance on, Ventura fills the first
column before starting the next.

O Ventura measures the In/Outdent Width from the left mar-
gin of the column.

[0 When you create a new tag, always copy from the tag that
is nearest in appearance and format the new tag to the
effect you want.

[0 To isolate text on a page, use a Page Break tag instead of a
string of carriage returns. If you change a tag or add extra
text, the carriage returns will “float” to the next page and
push everything in the document out of place.

O] You can use the Shift-Click method to tag multiple para-
graphs.
[0 Headlines, headings, and subheads should include a

Breaks: Keep With Next: Yes to keep them from becoming
isolated at the bottom of a page or a column.

[ Headers, footers, and captions are tags that are automat-
ically generated by Ventura. Like all tags their attributes
can be changed by working through the paragraph menu
options. Generated tags have names that begin with a Z to
distinguish them from other tags in the Assignment List.
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Picture tips

0 The Sizing & Scaling dialog box allows you to precisely
control the position and size of a frame.

[0 Use horizontal tabs to format a table that does not exceed
one line per entry. Use side-by-side paragraphs (see Chap-
ter Eight) to format more complex tables.

O The tab location is always measured from the left margin.

[0 Turn off all tabs you do not use in a tag definition. Unused
tab settings just take up extra memory.

[0 The caption labels you type directly into the Anchors &
Captions dialog box can only be edited through that dialog
box. For longer captions, type text directly into the caption
frame.



Chapter Three
Skills Checklist

Theory
[J Frames versus the underlying page
(1 Newsletter-style layout

Text
O Typing text inside a frame
[] Creating a text file inside Ventura

[ Faster tagging with function keys in
Text mode

Style
[ Double-sided page format
[ Vertical rules
[0 Renaming and removing tags
[0 How to create leader dots
1 More effects with ruling lines

Pictures
[0 Sizing and scaling an image
[ Creating caption labels

Chapter
[0 Manually inserting a page
[ Creating a publication

[J Backing up multiple chapters with
Multi-Chapter

[ Printing selected pages
[0 Switching printers properly




Chapter Three

A Two-Column Newsletter

N ow that you’ve gained some momentum with Ventura, are
you ready to step up the pace? In Chapter Three, you will
create a newsletter, a document with different design require-
ments than business reports and proposals. This project will
introduce you to some of Ventura’s most powerful features.
The checklist on the left lists some of the techniques you will
learn.

Theory

By the time you've finished with Chapter Three, you’ll have
been exposed to all of Ventura’s fundamental skills. You'll be
equipped with the basic tools to construct virtually any type of
document. You are not ready to graduate, however, until you
understand the difference between frames and the Underly-
ing Page, and how to use this difference to build newsletter-
style layouts.

Understanding frames

Ventura uses frames to contain text and pictures. You can
draw frames anywhere on the page.

To work on a frame — to change its size or to place something
inside — you must first select it. To select a frame, enable
Frame mode, then click once anywhere inside the frame
boundary. Black sizing buttons appear around the edges (Fig-
ure 3-1).

You can use these sizing buttons to change the size of the
frame. Place the cursor on top of a button and press the mouse
button until the pointing finger appears (Figure 3-2). Now
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Desk Fil.e Edit View Chapter Frame Parag Graphic Options
\IVPESET\UNTITLED.CHP (DEFAULT.S] )
(2o @A e pe e t
&
Hew Franel 3
t "
| ¥
303
|
23
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{ s 1
R
o R ' '
R Pg ¥ 0001 : 1
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Figure 3-1. The black sizing buttons show which frame you
selected.

drag the mouse — that is, move the mouse while holding the
button down. When the frame is the proper size, release the
button.

| Desk File Edit View Chapter Frame Paragraph Graphic Options
1 S2== (:\TYPESET\UNTITLED,CHP (DEFAULT.STY)
: ] O R O e WO
Aeds Ll )
£
New Franeff |3
t Y
| ¥
]
3
3,
]
| 443
‘ 54
R
1Y ¥
R Pg # 0001 ui &
) 4

Figure 3-2. A pointing hand appears when you resize a
frame.

You can also move frames with ease. Place the mouse cursor
anywhere inside the frame. Press and hold the button until
the four-way arrow appears (Figure 3-3). Then drag the frame
to the new location (move the mouse while holding the button
down).
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View Chapter Frane Paragr-aoh E
c:'\wpsssf\mnumun K

12 It u 30 3( 2
(W R PR o

New Frane]

Figure 3-3. A four-way arrow appears when you move a
frame

You can copy a frame onto the frame clipboard (also called
temporary memory) and then paste as many copies as you
want onto the Page. Initially, the copy is invisible because it
appears on top of the original. When you move the copy away,
you will see the original underneath. You can also overlap
frames (Figure 3—4).

Desk File Edit View Chapter Frare Par-agrwh Eraphlc Options
\TVP ST

\TVPESET\UNTITLED .CHP (DI

12 18 24 30 3¢ 42

Hew Framef

Figure 3-4. You can overlap multiple frames on the Page.

All frames have a boundary. That boundary can be invisible.
Or, if you prefer, you can put a ruling line above, below or
around the frame. The thickness of the ruling line is up to you.



Theory

Picture in frame
Rule above and

As you can see in the Figure 3-5, the boundary acts as a
container. You can place text or pictures inside.

Desk File Edit Uiew Chapter frame Paragraph Graphic Options
S\ TVPESENINTITLED.(

Body Text

below frame

Text in frame

Double ruling box
around frame

Frames can have
their own margins

Frames can have
their own columns

[
R Pg # 00a1
¢

Figure 3-5. Aframe acts as a container to hold text or pic-
tures.

Suppose, that you pour a long file into a small frame. Ventura
fits as much of the text as it can, then waits. You can draw
additional frames to contain the rest of the text file. You can
link these frames so the text file chains from one to the next.
Frames can have margins and columns inside their boun-
daries. For instance, you might place a margin inside a frame
to keep a picture from butting up against the edge (Figure
3-6). Or, you might create two columns within a single frame.

= ik OV OOV A PP
=== i | -
£ fnchors & Captions..
Hew Frane]l .3 i Repeating Frane
NERSONE. 1T B 3 % Uertical Rules...
siastr-s.cenl 3 Ruling Line fbove...
[ cnerec.ing [ 243 . Ruling line Below...
Ruling Box Around. ..
303 frane Background.
TE | s
4 Inage Pebbin
=
N
' o
BT,
EMPTY 403
R Pg A 0601 § . :
o [

Figure 3-6.
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If you place a frame on top of the Page, the margins and
columns of the frame will override the margins and columns of
the Page. For instance, in Figure 3-7, a three-column frame
has been placed on top of a two-column Page.

Chapter Frane Paragraph Graphic
:\TVPESET\UNTITLED.CH (DEFRULT.STV

0,0 € gz 08 24 30 36 A e

15X

New Framef§

INEHSONE. TXT &
ILASER-4,GEH
CHANEL . IHG 24
FPR00.06C

\ 54
i
EPTY @3

R Pg # 9001 .
¢ L

Figure 3-7. Frames can have different columns and mar-
gins from the Underlying Page.

You can also create a caption for any frame. This caption is a
separate, smaller frame attached to the original. If you move
the original frame, the caption moves with it. The text of the
caption is contained within the caption frame (Figure 3-8).

Desk File Edit Uiew Chapter Frame Paragraph Graphic Options

YPESET\UNTITLED.CHP _ (DEFAULT.

CHANEL. ING
t

Caption frame —» | Ms.JoanBelden, DTP Specialists
L B
R Pg # 0001

Figure 3-8. A caption frame is a separate frame aftached to the
original.
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Understanding the Page

When you first learn Ventura, it is easy to become confused by
Ventura’s Page (referred to as the Underlying Page). Think of
the Page as a large frame. Its boundaries equal the edges of
the page (for instance, 8.5x11 in. for standard letter-size
paper). Even though you can’t see the boundaries, they are
there, just as for smaller frames. In most respects, the Page
acts like any other frame. For instance, you can change its size
with the Sizing & Scaling dialog box. And you can give it
margins and columns just like a frame (Figure 3-9).

{
SR

T
EMTY

R Pg # 0881
¢

Figure 3-9A. The Underlying Page at normal size

"C:\TYPESET\INTITLED.CHP (DEFAULT.STY)

1%

®,

-
I

4

LI NP P

S
2
B,

Figure 3-9B. The Underlying Page can be reduced in size.
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w» NOTE: You cannot change the size of the Underlying Page
interactively with the sizing buttons. You must change its size
through the Sizing & Scaling dialog box.

But the Page differs in one key aspect. When you place a text
file into a frame, Ventura fits as much as possible, then waits
for you to tell it where to put the rest. When you put text onto
the Page, on the other hand, Ventura fits as much as possible
onto the first page, then automatically creates as many pages
as necessary to accommodate the rest of the file.

Frames versus Pages

You have placed text on the Page in the previous two chapters.
Placing text on the Page is the method of choice when most of
the chapter is made up of a single text file. But some docu-
ments contain many different text files. Newsletters are a
prime example. Theoretically, you could combine all the copy
for a newsletter into one large file, and then format that file on
the Page. In practice, however, it is much easier to keep each
article as a separate text file.

But how do you keep the articles separate when you bring
them into Ventura? Simple: you draw frames on top of the
Page. Then you place the articles into those frames.

By the way, you can combine both frames and pages in the
same document, as we did in Chapter Two. The bulk of the
proposal was in a single text file on the Page. The worksheet,
however, was a separate file that resided inside a frame. That
frame had been drawn on top of the Page.

Newsletter-style layout

Let’s summarize what we've learned. Frames create boun-
daries that separate files. You can use frames to place one text
file into the left column and a second file into the right column
(Figure 3-10). When you put text into a frame, it flows to the
end of that frame. Even if there is text left over, Ventura does
not create additional frames. Instead, it remembers where it
left off, and waits for you to place the remainder. You can put
part of a file into column one on the page one, and continue the
rest of it onto page two (Figure 3-11).
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the same page.
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Figure 3-11. Text in frames can flow from one page to another.
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Ventura remembers this path. As you make editing changes,
the text automatically flows back and forth between page one
and page two. In addition, articles can “leap-frog” one another.
This automatic link between frames on different pages is
sometimes called “chaining.”

w» TIP: When building newsletter-style documents composed of
several different text files, put the text into frames, not onto the
Page.

How do you know where to position the frames? Simple: for-
mat the Page with the correct margins and columns. Then use
the Page as a guideline. Thanks to Ventura’s snap-to features,
your frames will automatically align with the columns on the
Page.

W TIP: Use the Page to create a snap-to grid for positioning
frames in a newsletter-style layout (Figure 3—12).

c 0

Figure 3-12. To create a newsletter-style layout,
first create a snap-to grid by formatting the
Underlying Page (A). Then stretch frames over
the Page (B,C,D). You will place your text and
pictures inside the frame.
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There is one more crucial principle you need to know before
you are ready to start building a newsletter: Ventura can only
flow text in a “forward” direction.

We put quotes around the word forward, because it means
different things to Ventura than it does ordinarily. On a page-
by-page basis, the meaning is straightforward. Ventura can-
not flow text backwards to a previous page.

The “forward-only” restriction also applies on a single page
with several frames. On a single page, however, the flowing
order depends on which frame was drawn first. Ventura can
flow text from the first frame to the second frame, but it
cannot flow “backward” from the second frame to the first.

The position on the page makes no difference. Ventura deter-
mines text flow strictly on the basis of the order the frames
were placed on the page. For instance, in Figure 3-13, Ven-
tura can flow text from frame #1 to frame #2 — not the reverse
(Figure 3-13).

6 12 08 24 20 36 &
" { PPN PO DOV P PP PP

Figure 3-13. Since frame #1 was drawn ifrst, text can flow from frame
#1 to frame #2. Text cannot flow in the reverse direction.

WARNING: The sample project in this chapter uses numbered frames. Draw these
frames in the order shown. If you draw them in a different sequence you may be
unable to flow the text properly.

Fortunately, Ventura provides a simple method for changing
the order of frames. To make a frame the “last” one, simply
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select the frame, delete it, and reinsert it again. In Ventura’s
eyes, it is now the last frame on the page. If you accidentally
draw frames out of order, use this method to correct the
problem.

You will use the principles explained above to construct the
newsletter in this chapter. First you will format the Page.
Then you will draw frames on top, using the margins and
columns of the Page as your guide. Finally, you will put text
into the frames.
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'I'Dlanning the newsletter

The goal of a newsletter is to provide timely information to a
specialized audience. This chapter’s example is a corporate
newsletter, an in-house organ for the fictitious XYZ Corpora-
tion.

Most newsletters are 8.5x11 in. The simplest design consists
of two pages stapled together or printed on both sides. Even
the most complex newsletters rarely exceed 24 pages or so.
Overall design should be informal and relaxed to help convey
a sense of timeliness. The best design is simple, open and
uncluttered.

Look at the “before” picture of the newsletter. Below is a list of
the methods you will use to enhance its appearance and effec-
tiveness.

¢ Large type for a logo

¢ Rules to separate and define different sections

A kicker and a banner headline

A table of contents

Two-column format

Uniform spacing to align text across columns

Ventura prep

As you did in the previous two chapters, you will start the
project by loading and renaming the text, style, picture and
chapter files.

If you have the Power disk

For this project you will load four files at once. Later in the
chapter, you will place them into frames — one for the logo,
one for the headline, and two for articles. The text files are
provided on the Power disk and should have previously been
copied to the C:\POWER subdirectory according to the direc-
tions with the disk. These files have been preformatted with
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Ventura prep

tag names and non-keyboard character codes. (Refer to Chap-
ters Two and Seven for more on preformatting.)

w» NOTE: If you did not purchase the Power disk, skip to the
section below entitled “If you do not have the Power disk.”

8§ If you are continuing from the previous chapter, select New
to clear the last project from the screen. Ventura removes
the text files and frames but keeps the style sheet.

¥ Select Load Text/Picture from the File menu.

& Choose Type of File: Text, Text Format: ASCII, # of Files:
Several, Destination: List of Files, and OK.

LOAD TEXT/PICTURE ]

Type of File:
Text Format: AT | WordStar 3 ] [WS 4.6/5.8 |

[S-Word | [WordPerfect | [ ByMrite | [ B-Bit ASCII |

[DEA] [MultiMate | [PRN-to-Table | [WordPerfect 5
# of Files:
Destination: [ Text Clipboard | { fext Duvson
o

#& Find the C:\POWER subdirectory and scroll through the
list until you find the file SNEWSHED.TXT. Select the file.

After you select the first file, Ventura loads it, then redisplays
the Item Selector so you can load more files.

# Load the files SNEWSLGO.TXT, SNEWSONE.TXT, and
SNEWSTWO.TXT. When you are finished, choose Cancel or
OK to close the dialog box.
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Rename the text files

In Frame mode, you will place each of the text files on the
Page in turn. '

& Using File Type/Rename from the Edit menu, rename the
files as shown below:

Load from C:\POWER Save to C:\TEMP
C:\POWER\3SNEWSHED.TXT C:\TEMP\3HEAD.TXT
C:\POWER\3NEWSLGO.TXT CA\TEMP\3LOGO.TXT
C:\POWER\3NEWSONE.TXT C:\TEMP\3NEWS-1.TXT
C:\POWER\SNEWSTWO.TXT C:\TEMP\3NEWS-2.TXT

8§ Use Remove Text/File from the Edit menu to remove the
last text file from the frame. Remember to remove them
from the frame but not from the list of files.

Load and rename a style sheet

As before, you will be modifying one of the style sheets
provided with the Ventura program disks.

| Select Load Diff. Style from the File menu.

& Use the Backup button if necessary to go to the
C:\TYPESET subdirectory. Load the style sheet named
&NEWS-P2.STY.

& Select Save as New Style from the File menu.

¥ Go to the C:\TEMP subdirectory and save the new file as
3NEWS.STY. Then click OK.

Load a picture

¥ Select Load Text/Picture from the File menu. Choose Type
of File: Image, Image Format: GEM/HALO DPE, # of Files:
One, and OK.

& Move to the C:\TYPESET subdirectory and load
CHANEL.IMG.
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If the picture is placed on the Page, use Remove Text/File to
remove it from the frame (not from the list of files).

w» NOTE: CHANEL.IMG was copied to the \TYPESET subdirec-
tory during Ventura installation. If you have deleted or moved
this file, use DOS to copy it back from the original Ventura
examples disk.

Rename the chapter

When you have finished loading and renaming the text and
style sheet files, save the chapter with a new name.

¥ Select Save As from the File menu. Go to the C:\TEMP
subdirectory and type in the new chapter name, SNEWS,
and click OK.

If you do not have the Power disk

8 Exat from Ventura.

# Use your word processor to type in the text files
3HEAD.TXT, 3NEWS-1.TXT, 3NEWS-2TXT and
3LOGO.TXT from Appendix A. Copy them to the C:\TEMP
subdirectory.

§ Then load Ventura and proceed through the Ventura prep
section starting at “Load and rename a style sheet.”

Text

Normally you would place the text files at this point. However,
since you will be putting those files into frames, and not onto
the Page, you must deviate slightly from the Ventura For-
mula. The only change is to delay placing the text files until
you build frames to contain them. To build these frames,
proceed to the Style section.
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Your goal is to create frames of the right size and position to
hold the text files. To make this job easier, first construct the
Underlying Page. Then you can use the Page as a guide for
placing frames.

w» NOTE: Remember our rule of thumb: complete the chapter
formatting before the individual text paragraphs. This rule is
even more important when using newsletter-style layout.

Change to double sides

The in-house newsletter will be printed on both sides of the
paper, so you must switch to double-sided page layout. Ven-
tura then makes a mirror image of headers, margins, etc.,
from the right to the left page. For instance, the page number
format on the right side of a right-page header will be copied
to the left side of the left-page header.

§ Select Page Size & Layout from the Chapter menu. Choose
Sides: Double, and Start On: Right Side.

Change the margins

Now increase the size of the page margins and the gutter
margin. You are altering the original style sheet to make the
columns shorter and to add more white space around the
edges of the page.

¥ Enable Frame mode.

& Select Margins & Columns from the Frame menu. Make
the top and bottom margins 04,06 picas & points, the left
and right margins 06,00 picas & points. Make the Column
1 width 18,06 picas & points and the first gutter 02,00 picas
& points. Make the Column 2 width 18,06 picas & points.
Choose Copy to Facing Page and click OK. (The Copy to
Facing Page button does not stay highlighted after you
choose it.)
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MARGINS & COLUMNS m
# of cons: [1] 1 (3] (2] (5] (6 (@) (&)
Settings For:
Widths Gutters Margins
Colunn 1: 18,06 a2 Bﬂ| Top: 04,06 picas & points
2: 18,86 09,08 Bottom: 84,86
3: w8 00,98 Left: 06,00
q: .88 09’09 Right: 06,00
5 WL 070
6: @388 !
Vet 06,06 .
7. BB.u8 06’08 Calculated Width = 51,808
, 8: .U ’ - Actual Frame Width = 51,88
Inserts: | Make Equal Widths | | Copy To Facing Page |
W =0

Create a vertical rule

’

Vertical Rules creates a ruling line between columns. The rule
is always the same height as the columns.

& Select Vertical Rules from the Frame menu.

¥ Place the cursor on the Rule 1 Width line and change the
unit measurement to fractional pts.

¥ Select Settings For: Right Page, Inter-Col. Rules: On,
Width: 00.25 fractional pts. Choose Copy to Facing Page to
mirror these settings to the opposite page. Click OK to close

the dialog box.

VERTICAL RULES
Settings For:
Inter-Col. Rules:

Rule 1 Position:
Rule 1 Width:

Rule 2 Position:
Rule 2 Width:

Inserts:

On Width: 8@.25

88,88 picas & points
08.88 fractional pts

0e,a8
66.00

Copy To Facing Page

I 0K | |[Cancel |
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Add a header

To complete the chapter format, add a header that includes
the newsletter’s name, the page, and the month of the issue.

# Select Headers & Footers from the Chapter menu.

8 Choose Define: Right Page Header, Usage: On. Move to the
Left line and type: The Newsletter, move to the Center
line and type: Page [P#], and move to the Right line and
type: Fall/Winter 1989

w» NOTE: You can also use the Inserts: Page # button to insert
the [P#] code.

#& Choose Copy to Facing Pages to mirror the header settings
to the left page. Click OK to close the dialog box.

HEADERS & FOOTERS E]

Define: | Left Page Header | QET:LIANEY LWL

| Left Page Footer | | Right Page Footer |

tesse: [

Left: The Newsletter

Center: Page [PH]

Right: Fall/Ninter 1989]

Inserts: [Chapter ¥ | [ Page # | | 1st Match | [ Last Match |

Copy To Facing Page,,

Now turn the header off for the first page only.
8 Select Turn Header Off from the Chapter menu.

Fine-tune the chapter format

Now that you are warmed up, we’re going to pick up the pace
and show you how to use some special typographic techniques
to fine-tune the chapter format.
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8 Select Chapter Typography from the Chapter menu.

There’s a lot to the Chapter Typography menu. We will ex-
plain only those options you need for this project — so don’t
panic. The other options we will leave for later chapters.
Because Chapter Typography is complex, you may want to
read through this section more than once.

Let’s start with the option: Widows and Orphans.

A widow is a single line of text at the top of a frame or column.
An Orphan is a single line of text at the bottom of a page or
column. The Widows and Orphans option lets you control the
number of lines you will permit on a page.

Normally, the default setting for both widows and orphans is
2. However, for a newsletter-style document, we suggest that
you disable Widows and Orphans completely (by setting both
values to 1). With Widows and Orphans turned off, Ventura
can place a single line of text at the top or bottom of a frame.
This makes it easier for text files to reach the bottom of the
frame and reduces the change for a white-space gap at the
bottom.

& Move to the Widows (Min Lines at Top) line and choose 1.
Move to the Orphans (Min Lines at Bottom) line and once
again choose 1.

Next, verify that Column Balance is off. With Column Balance
on, Ventura fills all the columns on the Underlying Page
equally with text. In a newsletter-style document, however,
you achieve balanced columns by placing text files in in-
dividual frames on the Page.

& Choose Column Balance: Off. Do not close the dialog box
yet.

The next option, Move Down to 1st Baseline By, lets you
control the position of text at the top of a column or page. You
can choose either Move Down to 1st Baseline: By Cap Height
or Move Down to 1st Baseline: By Inter-Line.



Fine-tune the chapter format 3-21

Move Down to 1st Baseline by Cap Height places the baseline
of the first line of text so the tops of capital letters touch the
top of the column guide. On the other hand, Move Down to 1st
Baseline by: Inter-Line, positions the baseline a distance
equal to the tag’s inter-line spacing. Both methods affect the
way that Ventura will flow the text on the page (See Figures
3-14 and 3-15).

Tibrary oI professional-quality style sheets. The sty
library will consist of over fifty different business
cal documents including reports and proposals, foy
house flyers, newsletters and manuals for XYZ’s
documentation. Using one of the pre-defined temp
XYZ employees can obtain the benefits of graphio
and typesetting. All they will need to do is select g
propriate style sheet and use it to process their dog
“The average consumer is becoming increasing
to high-quality graphic design,” said President Zyj{
“They have come to expect it. In the future, comp

Continued on page 2

Figure 3-14. Although the differences between By Cap Height and By
Inter-Line are not obvious at first glance...

library will consist of over fifty different business
cal documents including reports and proposals, fof
house flyers, newsletters and manuals for XYZ’s
documentation. Using one of the pre-defined temp
XYZ employees can obtain the benefits of graphic
and typesetting. All they will need to do is select &
propriate style sheet and use it to process their doo

“The average consumer is becoming increasing
to high-quality graphic design,” said President Zyj{
“They have come to expect it. In the future, compa
do not produce attractive documents will be ata d
vantage. We are determined that the documents wi
Continued on page 2

Figure 3-15. ...they can add up in a multi-column document.The only
change between these two examples is that the top one is By Cap Height
and the bottom is by Inter-Line.
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The position of the text baseline affects the alignment of text
across columns. For best results in a newsletter, we suggest
that you 1) choose Move Down to 1st Baseline By: Inter-Line
and 2) make all vertical spacing an integer multiple of Body
Text. That way you get

¢ an integral number of Body Text lines per page

* a more uniform-looking page

e text that is aligned across multiple columns

Now go ahead and change the baseline position of the text.

¥ Choose Move Down To 1st Baseline By: Inter-Line. Then
click OK to close the dialog box.

— e eva— ~—— —— —

CHAPTER (DEFRULT) TYPOGRAPHY SETTINGS [:]

Widows (Min Lines at Top): 1
Orphans (Min Lines at Bottom): 1
Colunn Balance: Off
Move Doun To 1st Baseline By: Inter-Line
Pair Kerning: On

KR o

You made it. You got through the hardest part of the Chapter

Typography menu. Now catch your breath and take a moment
to save your work.

= TiP: Save every 15 minutes or less to reduce the risk of losing
work due to a computer glitch, software crash, or power out-
age.
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Add frames

From now on, we will not remind you to save. We will assume
that you are regularly pressing Ctrl-S as you progress through
the chapter.

With the structure of the Underlying Page complete, you can
draw frames on the Page.

Before you start, go to the Options menu and confirm that
Line Snap and Column Snap are turned on (when Column
and Line Snap are on, the Options menu displays “Turn
Column Snap Off’ and “Turn Line Snap Off”) and that the
column guides are visible (the Options menu displays “Hide
Column Guides”).

These snap-to features help line up frames properly. Thanks
to Column Snap, frames automatically snap to the column
guides on the Page. Use the ruler to gauge the approximate
height.

w» T|P: Before you place any frames, check that the zero point is
reset to the upper left corner of the Page (click the 0,0 square
in the upper left corner). Otherwise, the ruler settings on your
screen will not match ours.

¥ Enable Frame mode. Select Add New Frame from the Side-
Bar. Place the frame cursor at the upper left corner of the
dotted column guides on the Page.

& Press and hold down the mouse button. Drag the lower
right corner of the frame downwards and to the right.

i Release the button when the bottom of the frame reaches
the right margin and lines up with position 16,06 picas on
the vertical ruler (Figure 3-16).
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-ﬂddb New Frane

3HEAD.TXT e
3L000.TXT
BNEMS- 1, TXT
BNEWS-2.TXT
CHANEL . ING

4]

R Pg # 8681
¢

Figure 3-16.

§ Repeat the step above to place all the frames on the page.
Place the frames in the numeric order (1 through 6). Use
Figure 3-17 as a guide before you fine-tune the frame size
as explained in the next step.

Try to get the frame sizes approximately right, but don’t worry
about precise placement yet. Some users prefer to make the
initial placement in Reduced View, before switching back to
Normal View for fine-tuning.

w NOTE: If you place a frame in the wrong position, delete it and
try again, or move it with the mouse cursor.

After drawing the frames, you can use the Sizing & Scaling
dialog box to make sure they match the values shown in
Figure 3-17.

§& Select each frame in turn.
§ Select Sizing & Scaling from the Frame menu. If necessary,

change the frame height, width, or upper left X,Y position.

W TIP: You can use Ctrl-X to bring up the Sizing & Scaling dialog
box again. Ctrl-X is the shortcut for “recall the last dialog box.”
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Frame #1

Upper Left X: 06,00 picas
Upper Left Y: 04,06 picas

39,00x11, 00 picas

Frame #2

Upper Left X: 06,00 picas
Upper Left Y: 15,06 picas

39,00x08,00 picas

Frame #3
Upper Left X: 06,00 picas
Upper Left Y: 23,06 picas

Frame #4

Upper Left X: 26,06 picas
Upper Left Y: 23,06 picas

18,06x20,00 picas

Leave a one-pica space
between the frames

Frame #5
Upper Left X: 06,00 picas
Upper Left Y: 44,06 picas

18,06x 7,00 picas

18,06x37,00 picas

Frame #6
Upper Left X: 26,06 picas
Upper Left Y: 60,06 picas

18,06x01,00 picas

02,00 picas

Figure 3-17
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For instance, Figure 318 shows the correct Sizing & Scaling
settings for frame #1.

— e =
SIZING & SCALING ]

Flow Text Around: Dn
Upper Left X: 06,00 JRN[-] Upner Left v: 04,06 [EH[-]

Frame Width: 39,00 Frame Height: 11,
Horiz, Padding: 68,08 Vert. Padding: 88,00 picas & points

Pioture Scaling: | Fib in frase | | By Scale Factors |

fispect Ratis: | Maintained | | Disterted |

X Crap DFfset: 06,00 | ¥ Crop Offset: 00,80 |
Scale Width: (0,00 Scale Height: 00,08

_ =)

Figure 3-18.

w» NOTE: Don't be concerned if the small ‘jump text frame” at the
bottom of the page overlaps the frame above it. Later, when
you change the Body Text inter-line spacing, you will make the
frame line up with the bottom column guide.

Add a ruling box around the TOC

Before you place the text, add a Ruling Box Around the frame
reserved for the Table of Contents (frame #5). This box will
visually separate the TOC from the adjacent articles.

8 Select frame #5.

# Ruling Box Width: Frame
Around Height of Rule 1: 00.25 fractional pts

Place the text files

With the frames in place and correctly sized, you are ready to
place the text files. Since the text files were pretagged, they
will be partially formatted as soon as they are placed. You will
do the rest of the formatting later.

& Select frame #1, then place the file 3LOGO.TXT by select-
ing its name from the Assignment List (Figure 3-19).
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G |

3L0G0. 4T
INEHS -1 IXT R
INERS-2.TXT
CHANEL_ THG

3L060. TNT_§ «o]
R Pg # 0001

+

Figure 3-19.

8 Select frame #2 and place SHEAD.TXT inside of it (See
Figure 3-20).

. TXT
| erser.mer
INEHS -2, TXT 3
cuanee. e [ 223

i 5]

EAD. 1T § oc]
ol B

¢

Figure 3-20.

& Select frame #3 and place SNEWS-1.TXT inside.

Ventura fits as much of SNEWS-1.TXT into the frame as it can
and then stops. To continue placing the text file, select
another frame and click again on the file name in the Assign-
ment List.

8 Select frame #4 and select SNEWS-1.TXT again from the
Assignment List.
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Ventura picks up where it left off and flows more of the file
into frame #4. It stops again when the frame is filled. Later
you will place the remainder of the article on page two. Before
going on, check to make sure your first page resembles the one
we show in Figure 3-21.

News and information for. of the X¥Z C« jon
Vol iNed
ot s puied
company-wide
h“‘.“l .N“%& m““:“ﬂ"
wsmmiets B ot Dt
T Wty emet Smonn YL Gk, | b bl wik Mo g
oy & Sy Ay P b V2L S B DYt
e Mg dins Commeioning. W i 83
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e o ek s | Ry Sttt Pt it

%
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Figure 3-21. After placing the text on the first
page, your page should look like this
illustration.

Create a table of contents

To create a table of contents, you will type text directly into a
frame. The text you enter will be treated as a separate file
when you save the chapter.

w» NOTE: Text typed into a separate frame is saved as part of the
caption file unless you rename it as shown below.

{8 Enable Text mode. Change to Normal or Enlarged View.
Make sure Show Tabs & Returns is selected from from the
Options menu. Click the cursor anywhere inside frame #5.

The end of file marker appears at the top left corner of the
frame.
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= TIP: Remember, you can zoom into a selected area on the
page by placing the mouse cursor at the spot which will be the
upper left corner of the magnified view and pressing Ctrl-N or
Ctrl-E.

¥ Place the text cursor in front of the marker and type: Table
of Contents [Enter]

Now type the TOC entries, line by line. Press the tab key once
between the text and the page number (Figure 3-22).

[ Desk File Edit View Chapter Frane Paragraph Graphic Options

2
o

+

atible computers akeady in place at KYZ Many of the omplished electronially on {

423 dther softwire piciages would have required the pur; puter§
hase of new or incompatible compulers. Mr. Zyg- These timeand test savings
o adoption of deskiop publs!
pnly benefits. “We are firmly
Noragl ‘Tuble of Contentst flesktop publishing program wi
(0] Presidentappeoves desktop publishing+1§ he Yook and the impact of XY
KYZ hires specialisi2f Depthorne. “If youwant a docu

Tralic 4 New plant eomes on-line<3% ance, it must look important. Vel

Smad People on the move-S% very department the aditity
Superscrapt Letterstofheeditor-68 ages™y
Subscript Qbnda The new desktop publishing|
libraty of professional-qual

Ungerisne
[ocupse undrLel
Strike-thry

% overscore duse it to process thek document.
including business, techniaal 4

upper Case

fnd of File B ] “Th gt ons
R Pg # 0631 44 uned fo highquility graphic
+
Figure 3-22

President approves desktop
publishing[Tab]l[Enter]

XYZ hires specialist [Tab]2 [Enter]
New plant comes on-line [Tab] 3 [Enter]
People on the move [Tab] 5 [Enter]
Letters to the Editor[Tab] 6 [Enter]
Calendar[Tab] 8 [Enter]

w NOTE: If you make a mistake you can delete a letter by
pressing the backspace or Del key.
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Once you type text into a frame, you can give it a name and
save it in the text format of your choice (Figure 3—23).

% Enable Frame mode. Select the table of contents frame
(frame #5).

The default file name, “FRAME TEXT,” appears in the Cur-
rent Selection Box.

& Select File Type/Rename from the Edit menu.

¢ Move to the New Name line. Press Esc to clear the line and
type: C: \TEMP\3NEWSTOC . TXT

8 Choose Text Format: ASCII and click OK to close the dialog
box.

p—— — —— e ———— — ————

FILE TYPE / RENAME ]

01d Name:

New Nane: C:\TENPASNEWSTC. TXT|

Text Fornat: [Generated | {WordStar 3 | [¥S 4.8/5.8 |
[¥S-Vord | [WordPerfect | [Rylirite | [8-Bit ASCIT |

{DCA | [MultiMate | | PRN-to-Table | [ WordPerfect 5 |

KN =

Figure 3-23,

This saves the table of contents text as the file
3NEWSTOC.TXT in the C:\TEMP subdirectory and displays
the new file name in the Assignment List.

There’s one thing left on the first page: the jump text at the
bottom of the page. You will create it just as you created the
TOC text: by typing directly into the frame. This time, how-
ever, you will not give it a new file name. Because you are not
renaming the file, the text you type will be stored in the
chapter’s caption file.
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& Enable Text mode and click anywhere inside frame #6 (See
Figure 3-24). Then type: Continued on page 2

er  Frane Paragrap
C:\TEMP\INEUS.CHD  (3HEWS.ST
0,0 Ill IZI 30 3¢
- e——— g 5. "We we [Emly oRvine e
feskiop publishing program will substantially improvi
fktep publishing+1§ the look and the impact of XYZ's doruments,” s2id Mr;
F Depthorne. "4 you want a documend fretted with impor-
et fance, it must ook impactant, Ventura Publisher wil giv
very department the ability o ereate great-hooking
ages'
‘The new desktop publishing specilist will be making

Ttalic library of professioral-quatiy siyle sheets, KYZ
Smald employees an obtain the benefils of graphic design ané
superscraot [§ 343 $ypesetting evenif they have no special ruining. ANl theys
Juill need to do is seleet an appropriate style sheet and
Subscript Luse 1t 10 process {heir document, Libearies of style sheel:
Underline nchuding business, technial documents, and newslel
boupae undeLn) bars will be developed for inhouse use throughout XYZ
Strike-thry Cogoration. §
“The average consumes is becoming inerexsingly at:
m Overscore

o] tuned fo high-quality graphie design,” s President

iouied

Upper Case

End of File

Figure 3-24

O Stopping point

Are you keeping up with the pace? If not, take a moment to get
out of your chair and stretch. When you’re recharged, sit back
and review what you’ve done and what remains to be com-
pleted in the style section. First you made format changes to
the overall chapter. Then you laid out page one by adding
frames and placing text inside.

Now you are ready to tackle page two. Once this layout work
is complete, you can begin to format the text by working
systematically through each paragraph in each frame.

If you must stop now, save your work by pressing Ctrl-S, then
select Quit from the File menu. Return to this spot in the text
when you are ready to resume the project. Otherwise, move on
to the next section now.

Insert a page

If you are starting up again, load Ventura and open the chap-
ter C:\TEMP\3NEWS.CHP to begin where you left off. Once



Style

you are on page one of the document, you are ready to proceed
with the instructions that follow.

When you place text in frames (as opposed to putting it on the
Page), Ventura does not create new pages automatically.
Therefore, you must manually insert a new page.

i Select Insert/Remove Page from the Chapter menu. Choose
Operation: Insert New Page After Current Page. Click OK.

INSERT/REMOVE PAGE [7]

Operation: | Insert New Page Before Current Page |

Insert New Page After Current Page

| Renove Current Page |

m Cancel

Ventura inserts the new page and moves you to it.

At this point, you can add frames to the new blank page as you
did earlier on page one. Use Figure 3-25 to gauge the ap-
proximate positions and sizes.

You can use several strategies for placing frames on the page.
One idea is to draw the frames in approximate position, then
return to each frame one by one to check its position with the
Sizing & Scaling dialog box (as explained below). In that case,
we recommend that you press and hold the Shift key as you
click on the Add New Frame button. As long as the Shift key is
depressed, Ventura will let you continue to draw frames
without the need to choose the Add New Frame button each
time.
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Frame #8

Upper Left X: 06,00 picas
Upper Left Y: 06,06 picas

18,06x16, 00 picas

Frame #9
Upper Left X: 06,00 picas
Upper Left Y: 22,06 picas

T~ Frame #7

Upper Left X: 06,00 picas
Upper Left Y: 04,00 picas

18,06x02,00 picas

Frame #10
Upper Left X: 26,06 picas
Upper Left Y: 04,06 picas

18,06x34, 00 picas

18,06x39, 00 picas

Leave a two-pica space
between frames for the caption
7
Frame #11

Upper Left X: 26,06 picas
Upper Left Y: 40,06 picas

18,06x21, 00 picas

Figure 3-25
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If you prefer, you can draw and position each frame as you go.
First, draw the frame as closely as you can. Then, with the
frame still highlighted, choose Sizing & Scaling, you can
return to this dialog box for the next frame by pressing Ctrl-X,
a keyboard shortcut that tells Ventura to bring up the last
dialog box again.

w» NOTE: If you make a mistake, you can always delete a frame
by pressing the Del key or selecting Cut Frame from the Edit
menu.

Finally, you can also create frames by drawing the first one,
then copying it to the clipboard. Create new frames by press-
ing the Ins key to put a copy on the page. Move the copy into
position and change its size. This is particularly useful when
creating multiple frames of the same size.

Size and scale the frames

After adding the frames, check the dimensions one by one
with Sizing & Scaling from the Frame menu. Use Figure 3-22
as your guide.

Place the text

Finish placing the text files by selecting the frame, then
choosing a file name from the Assignment List. At this stage,
don’t worry whether or not the text fits perfectly inside the
frame.

& Select frame #8 and place the remainder of text file
3NEWS-1.TXT inside.

B, Select frame #9 and place SNEWS-2.TXT inside.
8 Select frame #10 and place SNEWS-2.TXT inside.

When you have finished, change to Reduced View to check
that your screen looks similar to Figure 3-26:
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Figure 3-26.

S

Add jump text on page two
Enable Text mode.

i Change to Normal or Enlarged View. Place the text cursor
anywhere in the small frame (frame #7) at the top of the left
column (Figure 3-27). Type: Continued frompage 1

FalUWinter 1389+ Page 2+
Set Font 1

Continued from page 1h his fibeary to areate dotuments

1 N::::" B ext and graphics fikes into the
Zygniewski “They have come boexpert it. In the future, “A style shee! defines the
B ] sompanies that do not produce atiractive documents vl ontinued Belen. “Once these

smal1 E ¢ at 3 disadvantage. We e determined that the docus | ypeseilers an quikly achieve
superscrast § 3 iments we produce at XTZ, both internal and externali | §MPly by tigging the paragrap
Subscrapt 4 f4ill demonstrale the same commitment to quality that 15 4 Headline, SubHead, ele. St

12] hus thvays set this company apart from the cowd."f ers achieve 2 typeset look,

Undarlane ] According to President Zygniewski, the desklop} | Tesults that previously required
oouble unar) bublishing project is the first step toward tohal om} | Y higheprieed profussiona’s™
Strike-thew puteizationat KYZ.0 Ms. Belden will be institu

3 help XYZ personnel get up to
overscore ] be compleling approximately fo
Il 1 yreek from 1 list compiled
Upper Case =] managers. Once eompleted and
fnd of File
L Pg # 0982
*
Figure 3-27.

As before, the text you type into the frame is automatically
saved to the caption file the next time you save the chapter.
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Mission accomplished. Since frame #11 is reserved for a pic-
ture file (to be added later), you have finished the basic layout.
Now you can start tagging. As always, you should start with
Body Text and then step through the document from begin-
ning to end.

Format the Body Text

You may want to change to Normal View (Ctrl-N) as you tag
the document.

& Press the Home key to return to the first page of the
document.

§8 Enable Paragraph mode.

8 Select the paragraph in frame #3 that begins “We initially
thought... ” (Figure 3-28). Refer back to Figure 3-17 if
necessary to recall the frame numbers and positions.

Desk File Edit View Chapter Frame Paragraph Graphic Options

12 H
NPT YSUTTTITIT A I

President Xavier Y. Zygniewski announced today his: niewski confirmed that the
pprmlof Yy 12mn‘lh plan to instaTl desktop publishing! in over 1 12-month period on
i key throughout XYZ Cor- ment basis, beginning with Marl

poration. The announcement follows & three-month pilot; “We are delighted 0 be
study conduckd by the Marketing Communications; deskiop publishing for XYZ,
Marager of Marketing Comm

| Add Hew Tag |
| ecaress
Body Text

sullet 309

Byitne

Credo
DATE
beckheod
Head1ime hnologial advinces make the company-l | ihatHYZ ean expect cost saving
Hostheod 3 wide strategy feasidle. First, KYZ vas able 1o stind: Ahe manual means now used i
ardize an a single software program for all appliations: Bocuments. I addition, turnar
This standardiztion will reduce starlup, training ind; rut by 60% as well, since the d
TOC entry support costs. Second, the selected softvwre, erox Venr o be sent to an cutside com)
TOC Tatde fura Publisher, will run on the [BM KT- and AT~omr Hypesetting and pasteup. The:
: g B patible computers akeady in place at KYZ Many of thel | tomplished electroniaally on 4
Body Text pther softvare packages would hive required the pur y\ﬂerl

passing on what we Jearn in th
seminars for employees in o
Marketing Communications I
desktop pudlishing spe¢ uhst

Subheod

®

R Pg # 6@81 hase of new or intompatible computers. Mr. Zyg- These hmeu\dcoslm::gs
+
Figure 3-28.
& Alignment Horz. Alignment: Left
& Spacing Inter-Line: 12.00 fractional pts

Add in Above: When Not At Column Top
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w» NOTE: From this point on, any spacing values not specified
should be set to 00.00 fractional pts (or 00,00 picas & points).
In the example above, for instance, you would set Above,
Below, and Inter-Paragraph to 00.00 fractional pts.

Format the Logo

A newsletter’s nameplate, or logo, should be the dominant
element on the page. It should be easy to read and large
enough so it doesn’t vie for attention with the credo or the
headlines.

§{ Go to frame #1. Select the paragraph “The Newsletter,”
which has been defined as the Masthead tag in the original
style sheet. Let’s change some of its attributes.

& Font Size: 072.0 points

w» NOTE: Your printer may not be capable of 72-point type.

You have several choices if your printer cannot produce 72-
point type. First, you can use the Set Printer Info dialog box to
switch to PostScript just for the on-screen examples. Switch
back before printing. When you switch back, Ventura will
make an attempt to substitute font and font sizes.

Second, you can simply use your original printer, and sub-
stitute the largest font available in place of 72-point type.
Keep the line spacing and other selections the same so your
screen will match the book’s as closely as possible. Your ex-
ample will not look quite as good at printout time, but you
should be able to follow along for learning purposes without
any problems.

Third, you can add a 72-point font to your system, either by
buying it from a third-party vendor, or by generating it with a
font building program.

Don’t worry yet about the way the logo looks (Figure 3-29). In
a moment you will adjust it to fit. First work through the
Paragraph menu and change the Alignment and Spacing.
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Figure 3-29.
¥ Alignment Overall Width: Frame-Wide
& Spacing Below: 12.00 fractional pts

Inter-Line: 48.00 fractional pts

The logo is too large for the current frame. You could reduce
the font size, but that would diminish the impact of the logo.
Instead, you can use one of Ventura’s typographic functions to
tighten up the spacing between individual characters. This
technique, called tracking, has two benefits: It fits the word
into the frame and it enhances its readability. Tracking is
most often used to improve the look of large banner headlines.
Headlines tend to appear loose if spaced with the same
proportion as sub-heads or Body Text. Figure 3-30 shows how
different tracking values affect the apperance of a headline.

By changing the tracking of the Logo tag you can make it fit
into the frame without changing the font size or the frame
size.
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wyign  1NE Newsletter
«« 1he Newsletter
wma 1NE Newsletter
w«» The Newsletter

woe 1HE Newsletter

D

Figure 3-30

& Select Paragraph Typography from the Paragraph menu.

8 Choose Automatic Pair Kerning: On, Letter Spacing: Off.
Choose Tracking: Tighter. Press Esc to clear the tracking
line and type 0.048 Ems. Click OK.

.’_ —— =
"Masthead" TYPOGRAPHY SETTINGS m
| Autonatic Pair Kerning: On
Letter Spacing: OFf Up to: 6.160 fus
Tracking: Tighter 0.048 Ens
Grow Inter-Line To Fit: On

Minimun Space Width:
Normal Space Width:
Maxinun Space Width:

B.6B0 * (space width) = 8.167 Ens
1.008 * (space width) = 0.278 Ens
2.808 * (space width) = 8.555 Ens

K =1
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w» NOTE: Don't worry if the text overlaps on-screen. When you
print out the document, the text will appear correctly.

There’s a lot of power in the Paragraph Typography dialog
box. For now, we’ll talk about tracking and leave the other
features for later. Tracking controls the space between letters.
It is measured in ems. An em space is equal to the point size of
the type. For 10-point type, an em space is 10 points, for
18-point type it is 18 points, and so on.

w» TIP: Standard spacing is generally too wide for display type
larger than 24.00 fractional pts. To make your pages look more
professional, use tracking to tighten display type.

Once you adjust the tracking, the logo should fit neatly into
the frame on one line. If not, use tracking to tighten it further.

Change the Credo paragraph

If you continue with our suggested top-down order, the next
paragraph you should format is the credo. You will change the
font and increase the width of its ruling line.

# Select the next paragraph in frame #1 starting with “News
and Information....”

# Confirm that it is tagged as Credo.

& Font Face: Times
Style: Normal
& Alignment Overall Width: Frame-Wide
¥ Spacing Inter-Line: 18.00 fractional pts

Now add a ruling line below. Notice that when you widen the
rule, you also add extra space above it. The extra white space
helps visually separate the rule from the text.

& Select Ruling Line Below from the Paragraph menu.
Choose Width: Frame. Make Space Above Rule 1: 06.00
fractional pts and Rule 1: 10.00 fractional pts.



Create a dateline

Width:
Color:
Pattern:
Dashes:

Space Above Rule 1:
Height of Rule 1:
Space Below Rule 1:
Height of Rule 2:
Space Below Rule 2:
Height of Rule 3:

Space Below Rule 3:
Overall Height:

“Credo" RULING LINES BELOW

Frane
Black
Solid
Dff

B6.60
10.80
00.60
00.60
b8.608
0.0

ba.ae
16.08

36.00
Custon Indent: 00.60
Custon Width: 68.00
Dash Width: 08.60
Dash Spacing: 006.60 fractional pts
=]

R =1

When you are finished the frame should look like Figure 3-31:

Desk File Edit View Chapter Frame Paragraph Graphic Options
ENP\NEWS.CHP  (3NEWS. STV,

{'6dd Mew Tag |

I

Syline
Credo
DATE
Deckhead

Hasthead

Subhead

TOC entry
TOC Title

Neodline FaliWinter 13898
Vol 1He.40

Cost savings predictedt
«IPresident approves des
company-widell

=|1TThdNewsletter

News and Information for En

ployees of the XYZ Corporationf

ktép publishing

Figure 3-31.

Create a dateline

Next you will create a dateline that puts two different tags —
Date and Volume — on the same line.

8§ Select the next paragraph “Fall/Winter 1989.”

Since this paragraph was already pretagged, the tag name
(DATE) appears in the Current Selection Box. However, since
the format for this tag doesn’t yet exist in the style sheet,
Ventura displays it with Body Text attributes and in all caps
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in the Assignment List. You will adjust its font, alignment,
and spacing and add a rule below.

i Font Size: 008.0 points
8 Alignment Horz. Alignment: Left

' In/Outdent Width: 00,00 picas & points
& Spacing Inter-Line: 12.00 fractional pts

8 Select Breaks from the Paragraph menu. Confirm that Line
Break is set to Before.

Now add a frame-wide rule below the tag.

#8 Select Ruling Line Below. Choose Width: Frame. Enter
06.00 fractional pts of Space Above Rule 1, and give Rule 1
a height of 00.25 fractional pts (Figure 3-32.)

— =]

"DATE" RULING LINES BELOWN
| Width: Frame
Color: Black
Pattern: Solid
Dashes: Off

36.00

Space Above Rule 1: 06.60 .
Height of Rule 1: 00.2 Custon Indent: 00.00 |« i~}

Space Below Rule 1: 00.68 Custon Width: 00.0¢
Height of Rule 2: 00.68
Space Below Rule 2: 08.68 Dash Width: 08.00
Height of Rule 3: 00.00 Dash Spacing: 06.0¢ fractional pts
Space Below Rule 3: 60.60 [ =)
Overall Height: 86.25

m Cancel

Figure 3-32.

Change the Volume tag

Now you will select the paragraph pre-tagged as Volume. To
allow it to reside on the same line as the Date, make it
right-justified and set the Line Break after the tag instead of
before. (A Line Break Before would cause a break between the
date and the volume paragraphs.)

¥ Select the last paragraph in frame #1, “Vol.1 No. 4.”
¥ Font Size: 008.0 points



Add the Kicker tag

§# Alignment Horz. Alignment: Right
In/Outdent Width: 00,00 picas & points
& Breaks Line Break: After

Check that your screen resembles Figure 3—-33 (if you do not
see the tab and end of paragraph symbols, make sure Show
Tabs & Returns is turned on in the Options menu).

pter Frane Paragraph Graj

18 24 20

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

=
>
<24
=
D
-x
—

News and Information for En ploéees of the XYZ Corporation®

ToWher 1969m w1

Cost savings predicted®
9 President approves desktop publishing
‘company-widell

Figure 3-33.

You've just learned a valuable skill: How to make two different
tags reside on the same line. As you saw, the trick is to give the
first tag a line break before and the second tag a line break
after.

You have to be careful when putting two paragraphs on the
same line or the text will overlap. In the example above, you
kept them separate by making one flush left and the other
flush right. You could also have used In From Left and In
From Right spacing to separate the two.

Add the Kicker tag

A kickeris a lead-in heading that introduces a headline. Since
the tag name and format does not exist in the current style
sheet, you will add a new tag.

8 Select the paragraph “Cost savings predicted.”
8 Select Add New Tag from the Side-Bar.
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¥ When the dialog box appears, move to the Tag Name to Add
line and type: Kicker (Figure 3-34).

ADD NEW TG 7]

Tag Name to Add: Kicker!

Tag Name to Copy From: Body Text__

m Cancel

Figure 3-34.

Format the Kicker tag

& Font Face: Helvetica
Style: N-Italic
Size: 012.0 points

# Alignment Overall Width: Frame-Wide

¥ Spacing Above: 12.00 fractional pts
Inter-Line: 24.00 fractional pts
Add in Above: When Not at Column Top

Now you will add a ruling line below the kicker to separate it
from the headline.

# Ruling Line Width: Text
Below Space Above Rule 1: 03.00 fractional pts
Height of Rule 1: 00.25 fractional pts

By selecting Text in the Ruling Line Below dialog box, you are
telling Ventura to make the ruling line exactly as long as the
text. If you write a longer kicker, the rule will automatically be
lengthened. For a shorter kicker, the rule will be shortened.
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Change the Headline tag

To make the headline in frame #2 easier to read, increase its
size and its inter-line spacing.

¥ Select the paragraph,“President approves desktop publish-
ing company-wide” in frame #2.

& Font Size: 030.0 points

¥ Spacing Below Spacing: 00.00 fractional pts
Inter-Line: 30.00 points
Add in Above: When Not at Column Top

& Paragraph Tracking: Tighter
Typography Ems: 0.035

When you are finished making these changes, the headline
should look like Figure 3—-35:

\TEMP\BNEWS.CHP_ (3NEWS.STV) |

TheNewsletter

News and Information for En;pluyfees of the XYZ Corporationf

| Add New Tag |
Body Text
Bullet
Byline
Credo
DATE

Decknead

Nead1ine itk

Kicker
Hosthead
Subhead
TOC entry
TOC Titde

Cost savings predicteds
President approves desktop
publishingcompany-wide[ ]

Figure 3-35.

Are you beginning to notice improvements? By enlarging the
logo and the headline and adding rules, you have made the
front page easier to read and less cluttered.

We realize you are working very hard in this chapter. You are
duplicating the steps you must go through in real life to
construct a professional-looking newsletter. Although taking
the “real-life” approach means spending a few extra minutes,
it pays off. By the end of this chapter, you will be familiar with
all of Ventura’s basic functions. Stick with it.
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Add a BodyFirst tag

To distinguish the lead-in paragraph from Body Text, you will
create a tag called BodyFirst. The tag will be aligned flush left
with no first-line indent.

8 Select the paragraph that begins “President Xavier Y. Zyg-
niewski announced...” in frame #3.

¥ Add New Tag Tag Name to Add: BodyFirst
¥ Alignment In/Outdent Width: 00,00 picas & points
The first paragraph should look like Figure 3—-36:

ter Frane Paragraph Graphi

Cost savings precictedf
it -
s | President approves desktop
ex 1
BodyFirst
publishingecompany-wide[]
Byline "
Credo -] President Xavier Y. Zygniewski announced today his wouM have required the purchase of n
DATE approval of 3 $2:month plan o inshall desktop publish- patible computers. Mr. Zygniewski con!
ing ions in key ighout XYZ Jew software will be phased in over 3
Corperation. The announcement follows a three- period on 1 department-by-department
wmonth pilot study conducted by the Marketing Comr ning with Marketing Communiations!
' ynuniations Departmentf h ‘W are delighted to be pioneering
05 the: =] ‘e inititlly thought that desktop publishing woull desktop publishing for KYZ," id John|
Subhead only have advantiges for one or two departments,” Minages of Markeling Communicatior
TOC entry j said President Zygniewski, "but our study revealed Passing on what we Tearn in the form o
that it couMd save time and money throughout the comr and seminars for employees in other 4
pany while improving the appearance and effective- The Marketing Communications Depar
R Pg & 0001 3¢ mess of our documents."¥ 4 desktop publishing specialist fo over n

Figure 3-36.

Change the TOC Title

The last frame (frame #5) on the page includes the text for the
table of contents. To format the TOC, first tag the text, then
change the tag attributes.

| Select the paragraph “Table of Contents” and tag it as TOC
Title, which was already defined in the original style sheet
(Figure 3-37).

§ Font Face: Times
§ Alignment Horz. Alignment: Left
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Table ot Contents spur fo adoption of desktop publishing,
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T0C Title
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Figure 3-37.

Use the In From Left spacing option to move the TOC Title in
from the left margin of the frame.

& Spacing Above: 12.00 fractional pts '
Inter-Line: 12.00 fractional pts
In From Left: 01,00 picas & points

# Ruling Line Width: Text
Below Height of Rule 1: 05.00 fractional pts
Space Below Rule 1: 30.00 fractional pts

After adding the ruling line below, the TOC Title should look
like Figurg, 3-38

1
[P

Table of Contents¥ These time nd eost savings provide
fdd New Tag E———— ‘spur to adoption of desktop publishing,
not the only benefits, “We are firmly co;
the new desktop publishing program wil
ot President approves deskiop publishings
HYZ hives specitist ot
New phnt comes on-lines 3F
Headline People on {he moves o

Kicker =] Letters to the editore o
Masthead Calendarr €0

Subhead
TOC entry
Toe T1tle

VoLUNE training. AN Lhey will need to do is sel
r Jroprizte style sheat and use if 1o proces]

inued anpige.20.

Deckhead

Z_CAPTION
Z_FOOTIR

Figure 3-38.
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> TIP: We used Below Spacing to visually separate the Title of
the TOC from the following TOC entries.

Modify the TOC entry tag

8 Select the paragraph “President approves desktop publish-
ing... ” and tag it as TOC entry.

8| Font Face: Times
Style: Bold
¥ Spacing Above: 18.00 fractional pts

Inter-Line: 06.00 fractional pts

You will use Tab Settings to create leader dots. As the name
implies, these dots help lead the eye across the page. They are
useful for indexes, tables of contents, and other lists.

| Select Tab Settings from the Paragraph menu. Choose Tab
Number: 1, Tab Type: Right, Tab Shown As: Leader Char.,

- Tab Location: 17,00 picas & points. Then choose Leader
Char: (...) and Leader Spacing: 1.

[
“TOC entry" TAB SETTINGS [7]

Tab Numbenr: m

Tab Type: Right
Tab Shown As: Leader Char
Tab Location: 1?,BB| picas & points

Leader Char: ... 846 (ASCII)

Leader Spacing: 1
Auto-Leader: OfFf

o i

® Tag the remaining paragraphs in the table of contents as
TOC entry. (Hint: use the Shift-Click method to tag them
all at once.)

The finished TOC should look like Figure 3-39.
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Desk File Edit View Chapter Frane Paragraph Graphic Options
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Newplat comes on-limes................3F

Pespleon themeves................... 5
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TOC Title Aesign and typesetting even if they hav
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propriate style sheet and use it o procesy
Z_CAPTION Cantinued anoige 288
z_ro0TER

Figure 3-39.

Add the Jump tag

There’s only one more paragraph to tag on page one: the jump
text.

B Select the paragraph “Continued on page 2.”
¥ Add New Tag Tag Name to Add: Jump

& Font Style: N-Italic
Size: 010.0 points
§ Alignment In/Outdent Width: 00,00 picas & points

w» NOTE: If necessary, adjust the frame size so the text aligns
with the bottom of the column guide.

After you finish making these changes, your screen should
look similar to Figure 3—40.

Do not be concerned if your screen doesn’t match ours exactly.
Different monitors and slight differences in frame sizes can
vary the position of elements on the page. The important
thing is to understand how to adjust for these differences. You
may have to experiment with font size or frame size to make
the small jump text appear correctly. Remember, we are
giving you guidelines, not a rigid structure for creating docu-
ments. You should feel free to explore on your own if you don’t
like the way something turns out.
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Figure 3-40.

O Stopping point

With only a page to go, take a break and admire your work.
(Hint: Save what you’ve done so far before you start patting
yourself on the back.) Your efforts have paid off: The newslet-
ter is really shaping up. If you must pause, you can quit now
and resume at a later time. Otherwise, continue on to the next
section.

Assigning function keys

If you are starting up anew, load Ventura and open the chap-
ter C:\TEMP\3NEWS.CHP. Before you go to page two, we
want to introduce another time-saving Ventura feature that
speeds up tagging.

Until now you have always tagged text with the mouse while
in Paragraph mode. You can decrease formatting time by
assigning tag names to Function Keys in the Update Tag List
Option (Paragraph menu). By assigning key tags to each of
the 10 function keys, you can edit and tag simultaneously,
without switching back and forth between Text and Para-
graph modes. Here’s how:

8 While you are in Paragraph mode, select Update Tag List
from the Paragraph menu.
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w» NOTE: You can also bring up the Assign Function Keys dialog
box by pressing Ctrl-K. If you press Ctrl-K while you are in
Paragraph mode, Ventura displays the Update Tag List dialog
box. Then you choose Assign Func Keys button to view the
function keys. If, however, you press Cirl-K while you are in
Text, Frame, or Graphic mode, Ventura automatically displays
the Assign Function keys dialog box.

§ If Ventura asks you if you want to Save or Abandon your
work, choose Save.

8 Choose Assign Func Key from the dialog box. A list of ten
function keys appears.

& Move to the F2 line and type: BodyFirst

§ Now complete the dialog box as shown in Figure 3-41.
Make sure you match the existing tag names character for
character and space for space. Click OK to return to the
dialog box. Click OK again to return to the document. When
Ventura asks if you want to Save, Save As, or Abandon the
changes to the style sheet, choose Save.

ASSIGN FUNCTION KEYS m
F1: Address F2: BodyFirst____
F3: Bullet F4: Byline
Fa: Credo F6: Date
F7: Deckhead F8: Headline___
F?: dump F18: Body Text|

m Cancel

Figure 3-41. The Assign Function Keys dialog box.

Notice that we have listed the tags in the same alphabetical
order as they are found in the Assignment List. Alphabetical
order makes it easier to remember which tags are assigned to
which function keys. However, feel free to use any order that
makes sense to you. For instance, you might choose to assign
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Headl to F'1, Head2 to F2, and so on. Many people reserve the
F10 key for Body Text, to follow the convention established
with the style sheets that come with Ventura.

> TIP: It is generally best to assign tag names to function keys in
the same alphabetical order as they appear in the Assignment
List. If you have more tags than function keys, assign the most
commonly-used tags to the ten keys.

Now go to page two and try out the new function key assign-
ments.

# Press End to go to the last page of the document.

8 Go to frame #9. Enable Text mode. Place the text cursor
anywhere within the paragraph “By Joe Smith.” Press the
F4 key to tag it as Byline (See Figure 3-42).

Desk File Edit View Chapter Frame Paragraph Graphic Options

S\ TEMPAINENS.CHP  (GNEWS.S
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Bold puterizationat KYZ.0 fuired typesetting and paste-up
Italsc Honals."f
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pwn ¢consuliing firm, is a noted authority on electronic il be distributing the firs editf:
W 367 'ublish.ing in general, ind Ventura Publisher sofivare ned month.00
in_partiular®
+
Figure 3-42.

Now you will use the function keys again to tag the first
paragraph of the article as BodyFirst.

¥ Place the text cursor anywhere in the paragraph “The
Marketing Communications Department...” Press F2 to tag
it as BodyF'irst.
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w» TIP: If you forget which tags are assigned to which function
keys while you are tagging in Text mode, press Ctrl-K to bring
up the Assign Function Keys dialog box and review the key
assignments. When you are finished, click OK to close the
dialog box.

¥ Go to small frame (frame #7) at the top of the page. Move
the text cursor to the paragraph “Continued from page 1.”
Press F'9 to tag the paragraph as Jump.

w» NOTE: You can use function keys to apply tags, but you must
switch to Paragraph mode to change or add tags.

Change the Z_Header tag

Now you will continue to format page two by adding a ruling
line below the header text. As you will see, you can change the
appearance of the header just as you can change any other
paragraph on the page. The difference, however, is that any
changes apply to all the headers throughout the document.

& Enable Paragraph mode. Select the header paragraph
“Fall/Winter 1989 Page 2 The Newsletter,” (Figure 3-43)

24

llllllllllIlIIlIIIIllllll|Il|||lllll||llllll|II

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

wn!mmf from pape 182 ‘be agr
; i | Hesign
'ment Libraries of style sheets including business, tech-: | stylesh
mca] documents, and newsletters will be developed for: | unyone
‘m house use throughout XYZ Corporation. # E task of
5 “The average tonsumer is becoming increasingly at-1 | KYZ 1
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| Alignment Overall Width: Frame-Wide

In/Outdent Width: 00,00 picas & points
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# Ruling Line Overall Width: Frame
Below Space Above Rule 1: 02.00 fractional pts
Height of Rule 1: 10.00 fractional pts

Add a Headline2 tag

Since the original style sheet contained only one tag for head-
lines, you will add a second tag to achieve a different look. The
new Headline2 tag will include a rule with a custom width.

8§ Select the paragraph “XYZ hires DTP specialist” in frame

#9.

# Add New Tag Tag Name to Add: Headline2

§ Font Face: Helvetica
Style: Bold
Size: 024.0 points

8 Alignment Overall Width: Frame-Wide
In/Outdent Width: 00,00 picas & points

§& Spacing Above: 24.00 fractional pts

Inter-Line: 24.00 fractional pts
Add in Above: When Not At Column Top

¥ Select Ruling Line Above. Choose Width: Custom. Make the
Height of Rule 1: 06.00 fractional pts and the Space Below
Rule 1: 06.00 fractional pts. Now switch from fractional
points to picas & points by clicking on top of the unit
measurements several times. Next move to Custom Width,
press Esc to clear the line and type: 14,00 and click OK.
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I "Headline2"” RULING LINES RBOVE m

Width: Custon
Color: Black
Pattern: Solid
Dashes: OFf
03,00
Space fibove Rule 1: 00,00
Height of Rule 1: 08,86 Custon Indent: 66,60 -]

Space Below Rule 1: 89,86 Custon Width: 14,66
Height of Rule 2: 00,80
Space Below Rule 2: 09,80 Dash Width: ©8,08
Height of Rule 3: 08,80 Dash Spacing: 60,00 picas & points

Space Below Rule 3: 00,60 Rl [-]
1 Overall Height: 01,00

m Cancel

Change the Deckhead tag

Only two more tags to change. Then we will show you how to
rename and remove tags and you will be ready to move on to
the picture section.

A deckhead is a short lead-in paragraph that follows the
headline and introduces the body copy. Change the format of
the deckhead paragraph.

8 Select the paragraph “Joan Belden joins Marketing Com-
munications... ” in frame #9.

§§ Font Face: Helvetica
Style: B-Italic
8 Spacing Above: 12.00 fractional pts

Inter-Line: 12.00 fractional pts
Inter-Paragraph: 00.00 fractional pts

The finished tag looks Figure 3—44:
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Figure 3-44.

Change the Byline tag

8 Select the Byline paragraph “By Joe Smith.”
& Font Style: N-Italic

& Spacing Above: 12.00 fractional pts
Below: 00.00 fractional pts
Inter-Line: 12.00 fractional pts

Rename a tag

After tagging the text, take a moment to clean up the Assign-
ment List. Remove tags you don’t need, and rename tags with
unclear names. When you rename and remove tags, the
results are reflected in the current style sheet and in every other
document that uses that style sheet. If you do not want to
rename or remove a tag in every document, remember to
choose Save As and enter a different style sheet name when
you close the dialog box.

In this section you will rename the tag “Masthead” to “Logo.”
Then change the DATE and VOLUME tags from all caps to
upper and lower case. Since this is the only document so far
that uses the style sheet SNEWS.STY no other documents will
be affected by these changes.
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w» NOTE: The masthead is a listing of the staff and publisher of
the newsletter that is normally placed on the inside or last
page. People commonly confuse the terms logo and mast-
head.

§® Select Update Tag List from the Paragraph menu and
choose Save.

& Scroll through the tag name list at the top of the dialog box
until you see the name Masthead. Click once on the name
to highlight it.

& With the name selected, choose Rename Tag. Move to the
New Tag Name line and type: Logo then click OK.

RENAME TAG ?

01d Tag Name: Masthead

New Tag Name: Logo

m Cancel

§ Scroll through the list again and highlight the tag name
DATE. Choose Rename Tag. Then move to the New Tag
Name line and type: Date

8 Repeat the step above to rename the VOLUME tag to
Volume (from all caps to initial capital only).

w» NOTE: Do not use Ctrl-X to bring up the Rename Tag dialog
box again. This will cancel the Update Tag List dialog box
without saving your changes.
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Remove a tag

& While you are still in the Update Tag dialog box, scroll
through the tag name list until you see the name Address.
Click once on the name to highlight it. Choose Remove
Selected tag, then click OK. The Remove Tag dialog box
appears.

REMOVE TAG [7]

Tag Name to Remove: Address

Tag Name to Convert to: Body Text_

Cancel

. &N

& Click OK again to close the dialog box and choose Save to
save your changes.

w» NOTE: When you remove a tag, Ventura converts all occur-
rences of this tag to Body Text unless you tell it otherwise.

Pictures

Give yourself another pat on the back. You’'ve completed the
style portion of this document. With text and style complete,
you're ready to add a picture to your newsletter. In this section
you will load and place a picture, and then add a caption.

& Make sure you are on page two.

8 Enable Frame mode. Click anywhere on the empty frame
(frame #11).

& Select CHANEL.IMG from the Assignment List.
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The picture is placed into the frame. Now size the picture to
fill the frame.

w NOTE: If the picture is not visible, select Show This Picture
from the Options menu.

8 Select Sizing & Scaling from the Frame menu.
& Choose Fit in Frame and Aspect Ratio: Maintained.

————

SIZING & SCALING

———

Flow Text Around: On

Upper Left K: 26,06 (=] Upoer teft v: 40,06 N[
Frane Width: 18,86 Frane Height: 21,08
Horiz. Padding: B9,00 Vert. Padding: 60,08 picas & points

Picture Scaling: By Scale Factors
fispect Ratio: Distorted

% Crop Offset: 00,00 JE[-] Y Crop OFfset: 66,00 [E[-]
Scale Width: 8,06 Scale Height: 21,00

KN =

Choosing Fit in Frame and Aspect Ratio Maintained fits the
picture in the frame and maintains the same horizontal and
vertical proportions.

Once the picture has been placed, you can add a caption to the
frame. In the previous chapter, you created a caption by
typing directly into the caption frame. This method allows you
to create long captions and edit them in text editing mode.

This time you will create a caption label. Caption labels are
entered and edited in the Anchors & Captions dialog box. They
cannot be entered or changed in text editing mode. Chapter
Nine explains how to use caption labels for automatic num-
bering. Right now, however, you will simply use this feature to
add a short, unnumbered label.

¥ Select Anchors & Captions from the Frame menu.

¥ Choose Caption: Above. Move to the Label line and type:
Ms. Joan Belden and then click OK.
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Pictures

ANCHORS & CAPTIONS
finchon:
Caption: Above

Label: Ms. Joan neldenf

Inserts: | Table # | [Figure #] | Chapter # | | Text fttr. |

L Jem

w» NOTE: If the caption frame overlaps the frame above it, don't
worry. Later you will resize the frame to fit the space.

At this point you can change the attributes of the caption label
you just created.

¥ Enable Paragraph mode. Select the paragraph “Ms. Joan
Belden.”

Notice that the Current Selection Box displays a generated
tag name: Z_LABEL CAP. Ventura automatically assigned
this tag to the label when you typed it into the Anchors &
Captions dialog box. You can change this tag in Paragraph
mode as you would any other.

8 Font Style: B-Italic
Size: 010.0 points
¥ Spacing Above: 06.00 fractional pts

Inter-Line: 10.00 fractional pts
Add in Above: Always

After you change the attributes, shorten the caption frame
one line length so the caption text is visually separated from
the text above.

§ Enable Frame mode.

§ Select one of the sizing buttons on the caption frame menu
and reduce the frame by one line snap unit (Figure 3-45).
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Figure 3-45.

w NOTE: If you make the frame too small, select Sizing & Scal-
ing from the Frame menu and make the frame height 02,00
picas & points.

ChapteF

Print selected pages

Having added a picture, you are ready to print the newsletter
to see the results of your changes. The To Print option (File
menu) lets you specify which pages to print and the order in
which to print them.

& Save the chapter (press Ctrl-S).
8§ Select To Print from the File menu.

¥ Choose Which Pages: Selected. Move to Through Page,
press Esc, and type: 0002

¥ Choose Printing Order: 1st to Last and click OK.
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PRINT INFORMATION (POSTSCRIPT - Ultimate) |
Which Pages: Selected

From Page: 0001
Through Page: 30021
Number of Copies: 81

Collated Copies: OFff
Printing Order: {ist to Last
Paper Tray: Default
Crop Marks: OFff
Spot Color Overlays: Off
Maded Ohp. #ednt Files: Dosbined

Device Nane: POSTSCRIPT

Butput To: COM1:
ok,

Ventura prints both pages of the newsletter.

w» NOTE: Because of the image on page two of the newsletter,
the document will take longer to print.

Understanding set printer info

This is a good point to introduce you to the Set Printer Info
dialog box. This selection from the Options menu allows you to
change printers. Take a moment to glance through the sample
dialog box in Figure 3-43.

SET PRINTER INFO (POSTSCRIPT - Ultimate) m

Device Name: | HP LJ+, 360 dpi | EEUNEERCH

Screen Fonts: EGRI (Use those matching this File extension.)

Output To: [1PT1][1P12 |[P13 ] [ERREN[COM2] [Direct] [Filenane ]

Width Table: C:\VENTURA\DUTPUT.WID

Comnand: | Load Different Width Table (i.e., Font Metrics) |

] [

Figure 3-46.
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Let’s consider each line and its function. At the top is Device
Name. As you can see from the example above, this line
permits you to choose between different printers. If you in-
stalled only one printer during VPPREP then only one printer
name will appear on the Device Name line.

W TIP: To add a new printer after installing Ventura, insert Ven-
tura Disk #1 into the A: drive and type VPPREP, just as you did
when originally installing the program. Answer No when
VPPREP asks you if you are installing for the first time so you
will not have to redo the entire installation.

Switching printers is not as simple as making a choice from
the Device Name line. You must also confirm that the width
table matches the printer. The width table is a separate file
that tells Ventura how much space to allow for each character.
The last line in the dialog box, Quality, signals whether or not
the width table matches the printer. If Quality says “Ul-
timate,” then you have a correct match. If Quality reads
“Draft,” you have a mismatch.

Suppose you choose a new device name and notice that
Quality says “Draft.” To switch to the correct width table, click
on the Load Different Width Table button. Ventura will dis-
play an item selector. Width tables are clearly labeled with
names similar to printer names. Pick the one that matches
your printer, then click OK. When you will return to the Set
Printer Info dialog box, the Quality line will read “Ultimate.”

w» TIP: Use Draft quality to mimic one printer with another. For
instance, you could use a LaserJet Plus to imitate a PostScript
typesetter for proofing purposes. Select the LaserJet device,
but use the PostScript width table. Although the output will not
be very attractive, the line endings will be accurate.

The Screen Fonts line enables you to add screen fonts that
more closely mimic printed fonts. Adding screen fonts is out-
side the scope of this project. The Output To line lets you
change the printer port. For example, if you switch your
printer from COM1 to COM2, there is no need to reinstall
Ventura. Just make the correct selection on this line. From
then on, Ventura will send its output to the COMZ2 serial port
instead.
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The Width Table line enables you to confirm which width
table is in use. It is originally set for the default width table,
called OUTPUT.WID. Under most circumstances, OUT-
PUT.WID is the best choice for the documents you create.
Ventura saves the name of the width table with the style
sheet. As long as a style sheet specifies the default OUT-
PUTWID, it can be used on another system, even if that
system has a different printer. OUTPUT.WID automatically
matches the printer in use on that particular computer.

Back up a publication

You have already encountered Multi-Chapter, which you use
to back up individual chapters. You can also combine chapters
into what Ventura calls a publication. The chapters that make
up a publication can be copied or printed as a group.

Create a publication

You will use Multi-Chapter to create a publication called
PART_ONE. You will use this publication to back up all three
of the chapters you created in the first section of this book.

§ Place a formatted floppy disk in the A: drive.

& Select Multi-Chapter from the Options menu. If you
haven’t saved recently, Ventura asks you to Save or Aban-
don your changes. Choose Save.

The Multi-Chapter dialog box appears and the current chap-
ter, C:\TEMP\3NEWS.CHP appears highlighted in reverse
video at the top of the list.

& Choose Add Chapter.
Ventura displays the Item Selection box.

8 With the Backup button, locate the C:\TEMP subdirectory
and scroll through the listing wuntil you find the
1REPORT.CHP chapter. Select the chapter.

Ventura returns you to the Multi-Chapter Operations Box.
Use the same Add Chapter function to add 2PROPOS.CHP to
the publication list.

& Choose Add Chapter. Select the chapter 2PROPOS.CHP.
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MULTI-CHAPTER OPERATIONS &l

New
C:\TEMP\INEWS .CHP Open
C:\TEMP\1REPORT .CHP Glose
C:\TEMP\2PROPOS.CHP | Jeereeeeeenns
{ Save...

Save fis...

I Add Chapter...

Hewove Shap

Print. .,

ﬂ Hale 00, .
Hake Index. ..

Heamber. .,

Bopy 811, ..

Save the publication
§ While still in the Multi-Chapter dialog box, select Save As.

B Use the Backup button to find the C:\TEMP subdirectory
and enter the name PART _ONE (notice the underline char-
acter between the “T” and the “O”). Click OK.

1TEM SELECTOR

Directory: C:\TEMP\* PUB

Selection: PART_ONE. _

Copy the publication
¥ Make sure that none of the chapters is highlighted.
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If a chapter is highlighted, you will copy just that chapter
instead of the publication. To deselect a chapter, click
anywhere inside the dialog box.

8 Select Copy All

The name of the publication is displayed at the top of the
dialog box. The destination lines show the disk drive and
subdirectory to which each file will be copied. Tell Ventura
which disk and subdirectory you want to use.

¥ Move the cursor next to the PUB & CHPs: line, press Esc to
clear the line and type: A: \

8 Choose Make All Directories the Same As the First. The
click OK.

COPY ALL =
SOURCE (fron this file)
PUB or CHP: C:\TEMP\PART_ONE.PUB

DESTINATION (to these directories)

PUB & CHPs: A:\|
STvs & WIDs: A:\.
Text Files: A:\
Graphic Files: A:\
Image Files: RA:\

UL HE Make A1l Directories the Sane As the First I

[5] G

Ventura copies all the files for all three chapters to the A:
drive. When the copy function is complete, you return to the
Multi-Chapter dialog box.

& If you have the time, print the publication by selecting
Print from the Multi-Chapter dialog box.

# Choose Done. When Ventura asks you if you want to aban-
don or save changes made to the publication, click on Aban-
don to return to the work space.

Congratulations — you made it through Ventura boot camp.
Getting started from scratch is always the hardest part. Now
that you've completed basic training you’re in shape for al-
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most any assignment. You've got the know-how to make docu-
ments more professional, more pleasing, and more effective.

In the next section of this book, you will use this fundamental
knowledge as the jumping off point. Part Two will teach you to
put Ventura through its paces by creating a series of special-
ized, high-performance documents.

Some of you may not plan to go on to Part Two immediately.
We recommend that you skim the theory sections of the ad-
vanced chapters even if you can’t take the time to complete the
exercises. Chapter Four, for instance, introduces the impor-
tant concept of thumbnail sketches. Thumbnail sketches are
such time-and-trouble-savers that some Ventura instructors
won't let their beginning students start a document until they
have completed a sketch.

Tips and techniques

Frame tips

[0 To select a frame, click once anywhere inside its boundary
while in Frame mode.

{1 To resize a frame, place the cursor on a sizing button on the
edge of the frame and drag with the mouse to the new size.

O To move a frame, place the mouse cursor anywhere inside
the frame. Hold down the mouse button until the four-way
arrow appears. Then drag the frame to a new location.

[0 Once you copy a frame into the clipboard, it stays there
until you replace it with another frame (or until you exit
Ventura).

J You can copy several frames into memory at once. Use
Shift-Click to select the frames, then delete them or copy
them to temporary memory.

[0 You can move frames and their contents from one chapter
to another using temporary memory. Open the first chapter.
Place the frames you want to move onto one page, then copy
or delete them to put them into temporary memory. Now
open the second chapter. (Abandon the changes to the first
chapter so it will revert to its original form.) Enable Frame
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mode and press Ins. The frames will appear inside the new
chapter.

O If you will be drawing many frames with similar attributes
(frame backgrounds, ruling lines, etc.), use the clipboard to
speed the process. Draw one frame and change its at-
tributes. Copy it to memory. Now paste copies for the suc-
ceeding frames. This is faster than changing line and back-
ground attributes one by one for each frame as you draw it.

[0 Ventura can flow a long text file from one frame to another.
Select the first frame and click on the file name in the
Assignment List. Now select the second frame and click on
the file name again. If you make additions or deletions to
the text, it will flow back and forth between the frames.

O Ventura cannot flow text “backwards.” It cannot flow text to
a previous page. In addition, it cannot flow text to a pre-
vious frame (one that was drawn on the page first).

[0 Use sizing & scaling from the Frame menu to fine-tune the
size and position of frames.

[0 Think of the Page as a page-sized frame that automatically
repeats itself if necessary to accommodate large text files.

[0 You can change the size of the Page with Sizing & Scaling
just as if it were an ordinary frame.

[0 For documents with several text files, such as newsletters,
place text into frames rather than placing it on the Page.

[0 When creating a newsletter-style document with frames,
format the Page first and use it as an invisible snap-to grid
for drawing frames.

Text tips
[0 You can type text directly into frames while in Ventura.

[0 Text typed in frames is stored in the caption file unless you
specify otherwise. To save to a different file, select the
frame, then use File Type/Rename from the Edit menu to
specify the file name and format you want instead.

[0 Use the function keys to tag paragraphs while in Text
mode. First assign tag names to different function keys
using Assign Function Keys from the Update Tag List
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dialog box (Paragraph menu). Then you can retag any para-
graph in Text mode just by pressing a function key while
the cursor is anywhere within that paragraph.

[0 You can assign a tag to multiple paragraphs in Text mode.
Drag the cursor through (or use Shift-Click) the para-
graphs you want to tag. When all the text is highlighted
press a function key.

O Assign function keys alphabetically, or in any fashion that
makes the assignments easy to remember (for example, F'1
for Headl, F2 for Head2, etc.).

O If you cannot remember which tags are assigned to which
function keys while you are in Text mode, press Ctrl-K to
bring up the Assign Function Keys dialog box. Click OK to
close the dialog box.

O If you press Ctrl-K while you are in Paragraph mode, Ven-
tura displays the Update Tag List dialog box. Choose As-
sign Function keys to review the function key assignments.
Then click OK twice to return to the work space. If you are
in Text, Frame, or Graphic mode, Ventura automatically
displays the Assign Function Keys dialog box.

Style tips

O To place two tags on the same line, give the first tag a line
break before. Give the second tag a line break after.

[0 There are two ways to keep two tags on the same line from
overlapping. First, you can align one flush left and the
other flush right. This method is satisfactory as long as the
text is short enough that the tags will not meet in the
middle and overlap each other. Second you can use In From
Left and In From Right (Spacing, Paragraph menu) to
confine each tag to a specific area.

[I Create leader dots with the Tab Settings dialog box. In-
stead of showing the tab as an open space, show it as leader
dots. The dialog box also lets you vary the spacing between
the dots.
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Picture tips

[0 Use Ventura’s caption label function for brief captions, or
captions that must be numbered (for example, “Figure 1-
1”). Use the Anchors & Captions dialog box to type them in
or to edit them. Longer captions are typed directly into the
caption frame in Text mode.

[J Caption labels are automatically tagged by Ventura and
can be modified in Paragraph mode like any other para-

graph.

Chapter tips

[0 Use the Last to 1st print option if your printer produces
pages face up. If it puts out pages face down, use the 1st to
Last option.

[0 You can install additional printers by reusing the VPPREP
installation program. You will not have to go through the
entire process. Ventura will only copy over the new fonts
and drivers you need.

O Use Set Printer Info from the Options menu to switch from
one printer to another. Be sure to change width tables at
the same time.

I You can mimic one printer with another by using a different

width table. The most common use of this capability is to
use a non-PostScript laser printer to preview pages that
will ultimately be sent to a PostScript typesetter.

O To copy or print several chapters at once, place them into a
publication using Multi-Chapter from the Options menu.
Then copy or print the entire publication.






Chapter Four
Skills Checklist

Theory
O How Graphic mode works
[J Easy drawing with the snp-to grid

[0 When (and when not) to use Box
Text

I Modifying generated tags

Text
[J Typing and editing Box Text

Style
[ Adding text attributes to the header
[ Line and fill attributes
- [0 Using leader dots for a tear off line
[ Creating an underscore
[0 Number lists with decimal alignment

Pictures

[0 Enhancing graphic shapes with line
and fill attributes

[0 Adding lines and arrows
[0 Showing graphics on all pages

Chapter
[J Updating page counters
[ Inserting a page
[ Printing multiple copies
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An Invoice

elcome to Chapter Four, where you will learn a simple

but highly effective strategy for creating a standard
business form. In this first advanced chapter, we will be show-
ing you a lot of new techniques and features. The checklist on
the left lists some of the skills you will learn.

Like all of the advanced section, Chapter Four assumes that
you understand the basics from Part One. We will move faster
than we did before. We will assume you can handle standard
functions such as loading and placing files, adding and chang-
ing tags, etc., with a minimum of instructions. We will save
step-by-step explanations for techniques you haven’t seen
before.

Theory

Most of this chapter’s sample document is built using
Ventura’s Graphic mode. You will find it easier to follow along
if you understand these three important concepts:

e How Graphic mode works
e The snap-to grid
e Box Text

Graphic mode

Ventura has tools for building lines, circles, rectangles, and
Box Text (text inside a rectangle). You can use these shapes to
draw simple artwork, create tables, add crop marks, annotate
illustrations from other programs, or to build forms. Once
you’ve learned to operate these tools, you’ll find important
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uses for them in many kinds of documents. Nevertheless, we
recommend using a specialized, stand-alone graphics program
to create complex illustrations, just as we recommend using a
stand-alone word processor to create more than a paragraph
or so of text.

How graphic mode works

Sizing buttons

The five key points explained below will help you understand
how the Graphic mode operates. We use the term shape(s) to
refer to lines, boxes, or circles created in Graphic mode.

W Key Point #1: Every shape is attached to a ‘parent,” which can
be a frame or the Page.

If you move, copy, or delete the parent, the shapes are moved,
copied, or deleted as well.

W Key Point #2: The parent is the frame or Page that is active
when you select a graphic shape.

The parent can be the Page itself, or a frame on top of the
Page. Anything you draw is attached to that parent. In both
Frame and Graphic mode, look for the sizing buttons that
indicate which frame is active (Figure 4-1).

R Pg # 80a1

Figure 4-1. Sizing buttons are displayed around the edge of the active
frame or Page.
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Parent frame of
graphic shape below

w Key Point #3: Shapes do not have to be near the parent frame,
but they must be on the same page.

There is no restriction on the placement of shapes on a page.
They can be inside the parent frame; touching the parent
frame; or completely removed from the parent frame, as long
as they are on the same page. For instance, you could place a
tiny frame in the upper left corner of the page, and then draw
a shape in the lower right corner. That shape would still be
tied to the parent, even though the two are nowhere near each
other on the page (Figure 4-2).

30K TERT |
RPg

Figure 4-2. You can place a graphic shape anywhere on the page. It
doesn't need to be near the parent frame.

w Key Point #4: Different shapes can have different parents even
if they are on the same page.

To choose a new parent frame, select a new frame in Graphic
mode. The new frame will be the parent to any shapes you
draw from now on.

> Key Point #5: You can make a shape repeat on all pages of the
document.

Normally, when you draw a shape on the Underlying Page it
appears only on that page. If you want to make the shape
appear in the same position on every page of the document,
you select Show On All Pages from the Graphic menu.
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w» NOTE: In earlier versions of Ventura, the shapes you attached
to the Underlying Page automatically repeated on every page
in the document. In Version 2, you must select Show On All
Pages (Graphic menu) to make the shapes display throughout
the document.

The five points above are the major factors to consider when
using Graphic mode. There are additional tips at the end of
the chapter. If you have never used Graphic mode before, you
may want to read through the tips now. Then, after you've had
some practice drawing shapes, you can review the list again.

The snap-to grid

The most important part of graphics drawing is getting
shapes the right size and position. Ventura’s Column Snap
and Line Snap functions do not work in Graphic mode. For-
tunately, Graphic mode has its own snap-to grid function.

The snap-to grid is the secret to working painlessly and
productively in Graphic mode. If you know how to set up a
good grid, Ventura does the hard work for you. The Grid
Settings feature is found in the Graphic menu. It allows you to
turn the grid snap on and off, and to set the horizontal and
vertical grid spacing.

The invisible grid starts from the upper left edge of the page,
dividing it into horizontal and vertical units. Take a look at
Figure 4-3, which shows how a typical grid would appear ifits
lines were visible. Figure 4-3 has both horizontal and vertical
units set to six picas. The tick marks on the ruler show that
the first grid lines begin six picas from the left edge of the
paper and six picas from the top edge of the paper, and con-
tinue in six-pica increments. -

The grid acts like a magnetic field. Any shape you place on the
Page snaps to the nearest invisible line. You cannot misalign a
shape; Ventura won’t let you. With the grid shown in Figure
4-3, for example, you can draw a box that is six picas on each
side; or 12 picas; or 18 picas — or any shape with measure-
ments in units of six (Figure 4—4). You cannot, however, draw
a 10-pica box. To do that, you would have to change the grid
settings to 2, 5, or 10.
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Figure 4-3. If you could make the snap-to grid visible, you would be
able to see how it divides the page into horizontal and vertical units.

I
| R g v oao1

Figure 4-4. Any shape you place on the page automatically snaps to
the nearest grid unit. (Grid made visible for illustration purposes only.)

Planning the grid

Once you understand that the grid is measured from the
upper left corner of the page or frame no matter what the
margin settings are, then you can plan the grid settings to
coordinate with the overall page design.

First you must consider the size of the grid setting. With a
large grid setting it is harder to make mistakes. If you want to
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draw six-pica boxes and you set the grid at six picas, it will be
hard to go wrong.

Next consider the margin settings. For instance, to draw a
row of six-pica boxes across the page, you might set your page
margins and your grid settings to six picas. The grid would let
you line up the shapes with the margin. But if you were
drawing those same boxes on a page with four-pica margins,
the boxes would not line up with the margin. The grid would
allow the shapes six picas from the edge of the paper, or 12
picas, or 18 picas — but not four picas (Figure 4-5).

LI I
4 -pica margin

6 picas

B

12 picas |

18 picas |

Figure 4-5. The six-pica shapes will not align with the four-pica margin
in this illustration. To line up boxes with the margins, make the grid
setting a common denominator of the shapes and the margins.

To line up boxes with the margins, set the grid to the common
denominator of the shapes and the margins. For instance, you
might choose two picas for the grid setting in the example
above. Two picas is the lowest common denominator between
the six-pica boxes and the four-pica margins. You could even
turn the grid off and align the boxes by eye. However, you will
never be as accurate manually as Ventura’s automatic grid.

In some cases, you might want to change the grid as you go
along. For instance, you might select six picas to draw six-pica
boxes, then switch to two picas to draw narrower boxes. Be
careful, though. If you change the size of the boxes you have
already drawn, they will automatically snap to the new grid
settings.
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w» NOTE: Each frame can have a different grid setting. If you are
working inside multiple frames, make sure they all have the
same grid settings to avoid confusion.

You will learn more about how to use the snap-to grid by
following along with this chapter’s project.

Box Text is the third and final concept you should understand
before tackling the invoice. Box Text is a special type of
graphic shape. It is drawn, placed, and sized just like an
ordinary rectangle. But when you release the mouse key, the
end of file marker (01 ) appears inside the rectangle. Then you
can switch to Text mode to type your own text directly into the
box (Figure 4-6).

hapter Frane Paragraph Graphic
= C:\TYPESET\UNTITLED.CHP (DEFAULT.STY)

¢ 12 1" 24
ikl PROTVUUTINY /OITUITIN ITUUTUTNE YRPRTTOTIN

&l

Set Font

Normal

o

Bold
Italic u
small

Superscrdpt
subscript

Underline
Double Undrin

Serske-thra Typeinyourcwntextinthe
| overscore BoxTexdshape

End of File

R Pg # 68601
ol

Figure 4-6. Type your own words into the Box Text shape.

The name Box Text leads some users to believe that the text
must always appear inside a visible rectangle. In fact, you can
make the rectangle “invisible” so the text is the only thing that
shows. This is a convenient way to stick a word or two
anywhere on the page without regard to the margin or frame
boundaries. Box Text, like all shapes, can appear anywhere on
the same page as the parent frame (or Page).

You can vary the lines and the background shading of Box
Text to create a variety of effects (Figure 4—7). When combined
with Ventura’s line drawing function, Box Text is a handy way
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Figure 4-7. By changing Box Text's line and fill attributes, you can
create a variety of effects.

to create callouts — labels that point to a particular feature of
an illustration.

WARNING: Not all of the effects shown in Figure 4-7 are available with all printers.

You may have to test your printer to see just how well it
performs at overlapping one graphic shape with another. With
many PostScript printers, for example, you cannot place Box
Text with a white background over a frame with a pattern
background. The Box Text will show on screen, but it will not
print out. Here’s how to trick most PostScript printers into
printing overlapping graphics: First draw a solid white rec-
tangle shape over the frame background. Then place a white,
hollow, transparent Box Text shape on top of the rectangle.
This double overlap effect allows you to print out Box Text
shapes on patterned backgrounds.

Box Text versus frame text

In some ways, Box Text resembles text in small frames. In-
deed, there are many situations when you can create the same
effect with frame text as with Box Text. Perhaps the easiest
way to distinguish between them is to say that frame text can
be a separate file (if you want it to be). Box Text, by contrast,
must always be typed by the user directly into the chapter,
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where it is stored in the caption file. As a general rule, you
should use frames to place more than two dozen words or so.
Use Box Text to place smaller amounts of text. At the end of
the chapter we give you more tips on when to use frames and
when to use Box Text.

Box Text versus rectangles

A final point about Box Text: Sometimes you should use it
instead of the standard rectangle drawing tool. If you simply
want a box without any words inside, the rectangle tool is fine.
But if you think that you might want to place text inside at
any time, use the Box Text tool instead. You will be able to
type text into this rectangle at a later time.

For example, when creating the form in this chapter, we used
Box Text to build all the empty boxes and columns. Because of
this, an operator could fill in the form on-screen (Figure 4-8).

Chapter Frane Paragraph Graphic Options

...........

41/4'Cedar Table

Figure 4-8. Use Box Text instead of a rectangle if you plan to enter text
inside a shape.

The Z_BOXTEXT tag

Now that you understand the graphic capabilities of Box Text,
let’s take a closer look at the “text” part of Box Text. Box Text,
like headers, footers, and captions, is a generated tag (Z_BOX-
TEXT). You can format it with the attributes in the Paragraph
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menu, rename it to another tag, or remove it from the Assign-
ment List. In this chapter’s invoice, for example, all the text is
created via Box Text, then formatted with different tags from
the style sheet.

After reading the theory behind Graphic mode, you're ready to
put the theory into practice. While you work on the invoice,
you may find it helpful to refer back to this theory section or
refer ahead to the tips at the end of the chapter.
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Planning the invoice

An invoice is a standard business form for billing information.
Its goal is to present separate categories of information in an
orderly fashion, while making the most important numbers
stand out. For example, you want it to be very easy for your
customers to spot how much they owe you. Qur example uses
boxes, lines, and shading to differentiate and clarify informa-
tion.

There are other design considerations. For instance, many
invoices are divided into two parts so customers can return
one portion with their payments. The design should include a
place for the company address on both halves of the form, so
customers know where to write or call even if they have
already sent off the other half. In addition, the customer’s
mailing address should be positioned to show through a stand-
ard-size window envelope.

The method of fill-in must also be part of your planning. If the
form will be filled out with a typewriter, make the (Body Text)
inter-line spacing in increments of one pica, so it matches the
standard line spacing of typewriters. If it will be filled out by
hand, make sure the blanks and boxes are large enough for
easy writing.

The invoice you make can be used as a camera-ready master
and sent to a printer, or it can be filled in on-screen on an “as
needed” basis.

A thumbnail sketch

It is easier to work with Ventura if you draw a simple
thumbnail sketch before starting. In the first three chapters,
the “after” versions of the sample documents have served this
role. As you begin creating documents of your own, spend a
few moments planning the design with pencil and paper
before loading Ventura. Creating a thumbnail sketch forces
you to do some hard thinking and decision-making up front.

The suggestion to “start with a thumbnail sketch” is probably
- found in more books on page design than any other piece of
advice. Certainly, advance planning can speed the process of
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producing pages in Ventura. Here are a few of the elements to
consider as you draw the sketch:

e Margins

e Columns

¢ Gutters

e Size of frames or Box Text

¢ The upper left starting position of frames or Box Text on the
page

Do as many of the calculations as possible while preparing the
sketch. Jot down dimensions and positions of key page ele-
ments. While you're at it, figure out the horizontal and verti-
cal grid units by finding a common denominator between the
margins and the size of the shapes. It is much easier to do

calculations on paper than in your head while staring at a
dialog box.

Look at the pictures of the thumbnail sketch and the final
version of the invoice. Here are some of the techniques you
will use to achieve these effects:

¢ Snap-to grid
¢ Black type on a patterned background

Lines and line attributes
¢ Box Text, rectangles, and tint screens (fill patterns)
e Automatic invoice numbering in the header

¢ Dotted tear line

Ventura prep

As always, prepare for the project by loading and renaming
files to their proper location.

Start a new chapter

If you are continuing directly from Chapter Three, select New
from the File menu to start a new chapter. Selecting New
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removes the current chapter and text from your screen, but
retains the current style sheet.

# Select New from the File menu.

If you have the Power disk

If you have the Power disk, complete the next two steps, then
skip to the text section.

# Use Load Diff. Style to load the style sheet AFORM.STY
from the C:\POWER subdirectory. Then select Save As
New Style to save and rename it as C:\TEMP\4IN-
VOICE.STY.

Save and rename the chapter so you can safely save your
progress under the correct name just by pressing Ctrl-S.

8 Select Save As and save the chapter as C:\TEMP\4IN-
VOICE.CHP.

w» NOTE: Save As makes a copy of the files ((CHP, .VGR, .CIF,
etc.) linked to the chapter. It does not make a copy of the
picture files.

Since all the text for this document is created with Box Text
shapes, you do not need to type in a separate text file for this
project.

If you do not have the Power disk

You will find it a bit more difficult to follow along without the
Power disk in the advanced section. The Power disk includes
sample style sheets, text files and (in a few cases) sample
chapters with most of the basic work done already. You need
only work on advanced techniques and skills to complete the
document.

Nevertheless, with just a bit more work on your part it is
possible to complete all the sample documents without the
disk. In general, you must take these four steps:
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1. Type in the text file for that chapter from Appendix A using
a word processor. Then load it into the \TEMP subdirectory.

2. Load one of the style sheets that come with Ventura instead
of the style sheet from the Power disk. In each advanced
chapter, we give you brief suggestions on which style sheets to
use and what modifications to make.

3. Modify the columns and margins as necessary to match the
Power style sheet using the illustrations provided.

4. Find the tag table in Appendix B and change or modify the
tag attributes. The tag table describes the style sheets that
come with the Power disk. If you don’t have the disk, you must
enter these attributes manually before you start the project.

For this chapter, we recommend starting with the &INV-
P1.STY sheet from the \TYPESET subdirectory. (If you can-
not find it, then copy the style sheet from the original Ventura
Examples Disk.)

| Load the &INV-P1.STY style sheet into the new chapter
and then save it under the new name C:\TEMP\4IN-
VOICE.STY. Change the margins and columns to match
Figure 4-9.

If you do not have the Power disk, manually format your Page
as shown in the Figure 4-9.

& Change the tags to match the attributes provided in the tag
table in Appendix B.

All the text in this chapter is created with Box Text. You do not
need to load a separate text file.

After loading and renaming the style sheet, save and rename
the chapter file.

¥ Select Save As from the File menu and save the chapter as
C:\TEMP\4INVOICE.CHP.
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Figure 4-9 The margins and column settings for the Invoice.
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The Ventura Formula provides a solid strategy for completing
most documents, but you must vary it slightly for documents
where you place text in frames and boxes. In Chapter Three,
for example, you placed text files after building frames to
contain them. Similarly, to create this chapter’s invoice you
will add text after building boxes. Here’s the order to follow:

¢ Format the Page

¢ Build a snap-to grid

e Draw the Box Text shapes

e Add your own text to the boxes

After you enter the text to the boxes you can proceed with the
rest of the Ventura Formula.

w» NOTE: The Ventura Formula is a handy rule of thumb to get
you started. As you become more proficient, you will discover
new strategies to fit your personal style.

Style

Whether you loaded the style sheet from the Power disk or
recreated it on your own, you should have the correct values
for the paper size, starting page, and margins and columns. To
complete the chapter layout you only need to enter the header
text. Header text is not stored in the style sheet (although the
header format is).

Build the header

Since you learned how to create basic headers in Part One, we
are now going to show you some advanced techniques.

You already know that you can change the attributes of the
header text using the Paragraph menu. In this example, you
will learn how to make similar format changes using text
attribute codes in the Headers & Footers dialog box. By using
the dialog box, you can make part of the header display in one
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format (which you set in the dialog box) while another part
displays a different format (which you set with the Paragraph
menu).

If you refer back to the “After” picture earlier in this chapter,
you will notice that the “Invoice No.” portion of the header
displays in 14-point Times, but the “1001” portion is in 18-
point Courier Bold. Now we will show you how to achieve this
effect.

Change text attributes in the dialog box

In the instructions that follow, you will change text attributes
in the Headers & Footers dialog box. To do so, you will make
use of the buttons at the bottom of the dialog box to enter a
generic code. After you choose a button, you must then erase
part of the code and put in the information you want to use.
For instance, choosing the Text Attr. button inserts the code
<D>, which is the code to turn off all text attributes. To turn
on the text attributes you want, you must substitute another
code inside the brackets. For instance, you could substitute
the letter B inside the brackets to specify bold or I for italic.
Keep in mind that all the buttons in the dialog box merely
serve as a shortcut. You could just have as easily typed <B> or
<I> right from the start. However, most people find that it is
faster to use the buttons, since they eliminate the need to
memorize the correct codes.

w» NOTE: The buttons at the bottom of the dialog box are for
convenience only. If you prefer, you can type in the codes
without using the buttons.

8§ Select Headers & Footers from the Chapter menu. Choose
Define: Right Page Header, Usage: On. Move to the Right
line and type: No. followed by a space.

# Choose the Text Attr.button and delete the letter “D” (do not
delete the right and left brackets). Then type the following
codes inside the brackets: BF1P18
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You have just inserted the codes for three text attributes. Let’s
look at each one in turn.

¢ B tells Ventura to make the following text bold.

¢ F1 tells Ventura to switch to font #1, which is Courier.
(Ventura assigns numbers to fonts. The Xerox Ventura Pub-
lisher Reference Guide lists the font number codes).

e P18 tells Ventura to change the point size to 18 points.

Now you will tell Ventura to display the current page number
after the word “No.” As you will see, Ventura’s page counter
will then automatically number the invoices in sequence when
you add a new page.

8 Move the cursor after the right bracket and choose Inserts:
Page #. The page numbering code [P#] appears on the line.

To complete the header dialog box, turn off the attributes at
the end of the line.

8§ Choose Inserts: Text. Attr.

The last <D> symbol tells Ventura to return the font to nor-
mal.

Make sure the dialog box looks like Figure 4—-10:

— —

HEADERS & FODTERS E_]

Define: | Left Page Header Right Page Header

| Left Page Footer { [ Right Page Footer |

—

Left:

Center:

Right: No. <BF1P1B)[PHICDY]

Inserts: | Chapter # | | Page B | [ st Match | [ Last Match |

o, iz

| Text Attr, | | Copy To Facing Page |

Figure 4-10.
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After you close the dialog box, the header appears at the top
right corner of the page (Figure 4-11).

jraph_ Graphic_ Opt
EMP\AINVOICE.CHP  (INVOICE.STY) &

Address T
Bolance N
Body Text o' 1
Lobed

LabelBlack
Lobelteft

LabelLine
ListDecinal
Logo
LogoRddress
Z_BOXTEXT
Z_MEADER

Figure 4-11.

Change the page number

Right now the header displays the number 1. With Ventura’s
Update Counters feature, you can make a document begin on

any page number. For example, let’s make the first page start
at 1001.

8 Select Update Counters from the Chapter menu. Choose
Which Counter: This Page, Update Method: Restart Num-
ber, Restart Number: 1001, and Number Format: 1,2.

UPDATE CONTERS []

Which Counter: {ihis Table | {This Figre |

{ Initial Page | [ Initial Table | | Initial Figure |

Update Hethod: [ Previous Murber + 1

Restart Munber: 108

Number Formab: 1,2

K =
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When you select Which Counter: This Page, you change the
numbering starting with the current page only. On the other
hand, when you select Which Counter: Initial Page, Ventura
resets the numbering starting with the first page in the docu-
ment. In both cases, the subsequent pages follow sequentially.

Since the invoice number is based on the current page num-
ber, it will change as soon as you click OK and return to the
page (Figure 4-12).

— No.1001

Figure 4-12.

Once you finish the header, the chapter layout is complete.
Now you can begin to add the boxes, starting with the lower
half of the form and then continuing with the top half. The
dimensions in Figure 4-13 will help you gauge the size of the
shapes.

Reset the zero point

It’s easier to draw the invoice shapes if you reset the zero point
of the ruler so it lines up with the upper left corner of the
column margin. Here’s how:

& Change to Reduced View (press Ctrl-R).
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\ 12,00 picas
08,00 picas
12,00 picas
07,06 picas 07,06 picas
06,00 picas 02,00 picas |
09,00 picas | 02,00 picas
05,00 picas
02,00 picas j | |
06,00 |06,00 06,00 06,00 12,00
picas picas picas picas picas
30,00 picas
03,00

Figure 4-13 Use this illustration as a reference while building Box Text shapes for this chapter's invoice project.
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§& Place the cursor on the zero point square (0,0) in the upper
left corner of the Page. Press and hold the mouse button
until the four-way arrow appears. Drag it downwards until
the horizontal and vertical crosshairs line up with the
upper left corner of the column margin. Then release the
mouse button. Notice that “0” on the horizontal and vertical
rulers now lines up with the upper left corner of the column
margin (Figure 4-14).

ter Frane Paragraph
\T

e 30 36 4
....l.....|..,..|E...|..m|.....|....

Figure 4-14.

WARNING: If you do not reset the zero point as we explained above, your horizontal
and vertical rulers will not match the rulers we show in the project’s illustrations.

Select grid settings
After you reset the zero point, you are ready to draw.

To help you accurately line up graphic shapes, you should use
Grid Settings from the Graphic menu. You will set the
horizontal and vertical spacing to the largest common meas-
urement between the margins and the graphic shapes. In this
example, we recommend that you set the horizontal spacing to
01,06 picas & points and the vertical spacing to 03,00 picas &
points.

8 Enable Graphic mode (click on the Graphic button in the
Mode Selector).

& Select the Box Text tool from the Side-Bar.
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8 Now select Grid Settings from the Graphic menu. Change
the unit measurements tp picas & points.

¥ Choose Grid Snap: On. Make the Horizontal Spacing: 01,06
picas & points and Vertical Spacing: 03,00 picas & points.
Click OK. '

GRID SETTINGS [7]
Grid Snap: On
Horizontal Spacing: 01,86 picas & points

Vertical Spacing: 03,00

m Cancel

Draw Box Text

¥ Place the upper left corner of the Box Text 21 picas down
from 0,0 so it lines up with the left page margin.

¥ Drag (press and hold down the left mouse button) the box
downwards and to the right until it lines up with position
51 picas on the vertical ruler and 6 picas on the horizontal
ruler. Release the mouse button (Figure 4-14).

The end of file marker ( O ) appears inside the shape.

= NOTE: You may have to change to Normal or Enlarged View
to see the end of file marker.

If you need to change the dimensions of a shape after it is
drawn you can resize it with the cursor. Place the cursor on
one of the black sizing buttons around the outside of the
shape. Then press and hold the mouse button until the point-
ing hand appears. Stretch the shape to the new size and
release the mouse button. To delete a shape, select it and press
the Del key (or select Cut Graphic from the Edit menu).
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File Edit View Chapter Frane Paragraph Graphic Options

End of file marker

BOX TEXT  f i
R Pg 0001

Figure 4-15.

& Now move the shape until it snaps to the horizontal and
vertical grid.

Change line attributes

When you are satisfied with the size of the first Box Text, save
the line and fill attributes so they will automatically apply to
the other Box Text shapes you draw.

& Select Line Attributes from the Graphic menu (or press
Ctrl-L).

# Choose Thickness: Thin and Color: Black. Make both End
Styles: Square. Choose Save To and click OK.

LINE ATTRIBUTES for BOX TEXT H|
Thickness: Thin 03,66 fracvional phy
| Color: Black

End Styles: v < I

L I
| Defaults: |Lload From... | |Save To... |

| Coc |
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= NOTE: The Save To button does not stay highlighted after you
choose it in the dialog box.

Save To stores these line attributes as default values. Ventura
remembers your choices the next time you draw a Box Text.

Let’s take a moment to explain Ventura’s application of end
styles, which can be confusing. Ventura doesn’t care which
end is left or right. It only cares which end was drawn first.

Look again at the Line Attributes dialog box. The End Styles
field on the left applies to the starting point. The End Styles
field on the right applies to the ending point. This holds true
whether you draw from left to right, from right to left, from
top to bottom, or from bottom to top.

Change fill attributes

& With the Box Text still selected, select Fill Attributes from
the Graphic menu (or press Ctrl-F). Choose Color: White,
Pattern: Hollow, Result: Transparent, and Defaults: Save
To. Now click OK.

e ————————— ——

FILL ATTRIBUTES for BOX TEXT E

Color: White
Pattern: Hollow

Result: | Opaque |

Defaults: | Load From... |

| 0K | |Bancel|

Copy the Box Text

Now that you’ve made one Box Text, we will show you a
shortcut for the next four. Instead of using the Box Text tool to
draw each shape, use the copy and paste commands to
reproduce four copies of the original.
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W With the first Box Text still selected, press Shift-Del (or
select Copy Graphic from the Edit menu).

You have just copied the Box Text onto the Graphic clipboard.

w» NOTE: Ventura uses the same copy and paste procedures for
Graphic, Text, and Frame mode. Since Ventura treats all three
independently, you can copy or delete to three clipboards at
the same time.

Paste the Box Text

8| Press the Ins key (or select Paste Graphic from the Edit
menu).

You will see the screen redraw itself, which is your sign that
Ventura has pasted a new Box Text onto the Page. Otherwise
you might not know for sure, since Ventura pastes the copy
directly on top of the original.

Move the copy
Once you paste the copy, you can move it to a new position.

8 Press and hold the cursor anywhere in the middle of the
Box Text until the four-way arrow appears. With the mouse
button still depressed, move the Box Text to the right of the
original as shown in Figure 4-16.

BOR TERT  § o
RPo ool |

Figure 4-16.
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§ Repeat the above step by pasting and moving three more
Box Text shapes into place. The snap-to grid should make
aligning the shapes easy (Figure 4-17).

Desk File

I,

BB

NI

="

]
R Fg ¥ 8001

Figure 4-17.

w» NOTE: Once you copy a shape onto the clipboard, it remains
there until replaced by something else. To insert another copy,
simply press the Ins key again.

Stretch the last Box Text

Now you will stretch the last Box Text so it lines up with the
right edge of the right page margin.

B Select the last Box Text (the one on the far right).

8 Place the cursor on any black sizing button on the right
side. Press and hold down the mouse button until the point-
ing hand appears.

& Stretch the Box Text until it lines up with the right page
margin. Release the mouse button. The Box Text is now
twice the size as the other shapes (Figure 4-18).

Resize Box Text

You will shorten four of the Box Text shapes to make room
above for the next Box Text shape.
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Figure 4-18.

| Click on the right-most shape. Then as you hold down the
Shift key select the three shapes to the left (the left-most
Box Text is not selected). The word MULTIPLE appears in
the Current Selection Box.

w» NOTE: If you accidentally click on the wrong graphic shape,
while holding down the Shift key, click on the shape again to
“deselect” it. Then choose another shape.

After all four shapes are selected, you can resize them
together.

¥ Place the cursor on the black sizing button at the upper
right corner of the right-most Box Text. Press and hold the
mouse button until the pointing hand appears. Drag the
boxes downwards one snap grid unit (Figure 4-19).

See how quick and easy it is to draw when you use a grid? Now
that you've resized the four boxes, you’re ready to draw the
next Box Text shape.

Draw Box Text

5 Select the Box Text tool from the Side-Bar.,



Style

Figure 4-19.

w NOTE: You can draw several shapes, one after another, by
holding down the Shift key while you draw. The cursor stays in
the current shape drawing mode (Box Text, rectangle, line, or
ellipse) and you can draw a second shape without reselecting
a graphic tool from the Side-Bar.

# Line up the Box Text cursor with the upper right corner of
the first rectangle. Stretch it down one snap grid unit and
all the way over to the right so it lines up with the right
column margin (Figure 4-20).

Desk File Edit View Chapter Frane ar‘ag Graphic Options
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Figure 4-20.
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Draw more shapes

Now that you have the basics of Graphic mode under your
belt, you can draw the bottom section of the form.

8 Select the Box Text tool.

& Align the cursor with the bottom left corner of the right-
most box. Stretch the Box Text down one snap grid unit and
over to the right margin (Figure 4-21).

: nell
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423
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Figure 4-21.

Now you will add another Box Text shape immediately below.

8 Select Box Text.

8 Align the cursor with the lower left corner of the Box Text
just drawn. Stretch the shape down one snap grid unit and
over to the right column margin. The bottom of the shape
extends below the column guide (Figure 4—22).

w» NOTE: You could also copy and paste the graphic to create
the second shape.

Draw the final shape

Only one more shape and you are finished with the lower half
of the form. '

§ Select the Box Text tool.
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Figure 4-22,

]| Align the cursor with the lower left corner of the left-most
column. Stretch the shape down two grid snap units (06,00
picas & points) and over two columns to the right, as shown
in Figure 4-23.

Desk File Edit Uiew Chapter Frame Paragraph Graphic Options

Figure 4-23.

O Stopping point

Good work. You've already completed more than half of the
invoice. Now that you’ve learned how to draw and resize
shapes, the second part of the invoice should be easy. Take a
moment to evaluate your progress. You may want to change to



Draw the final shape

4-33

Normal or Enlarged View to make sure each shape is correctly
placed. Check that your screen matches Figure 4-24.

No.1001

Figure 4-24 Check to make sure your form matches this illustration
before you continue.

This is a good point in the exercise to take a break and save
your work (press Ctrl-S to save). If you'’re short on time, quit
now and start again later. If your schedule permits, continue
on to the next section without stopping. If youre in a real
rush, you can simply read through the next few pages without
actually drawing in the rest of the box text, and skip to the
section titled “ReCap,” where we show you how to type in your
own text. However, we highly recommend that you complete
the entire project if you possibly can. The more time you
devote to practice now, the easier it will be to do your own
projects later. And drawing the last shapes should only take a
few more minutes.
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If you are starting again after a break

If you are starting fresh, reload Ventura and open the chapter
C:\TEMP\4INVOICE.CHP. Continue to the next section
where you will finish drawing the invoice.

Change grid settings

To create the narrower boxes in the top portion of the form
(refer back to Figure 4-12), make the vertical spacing smaller.
The horizontal grid spacing stays the same.

¥ Make sure you are in Graphic mode with the Page selected.

8 Grid Settings Grid Snap: On
Horizontal Spacing: 01,06 picas & points
Vertical Spacing: 01,00 picas & points

Draw Box Text

You will now draw the next five box shapes, which will contain
the words Date, Invoice #, Charges, Credits, and Balance. Use
the same shortcut you did to create the first set of boxes —
draw one shape, then copy and paste it to make four more.

w NOTE: Depending on your display screen, you may find it
easier to draw these smaller shapes if you change to Normal
(Ctrl-N) or Enlarged (Ctrl-E) View.

§§ Select Box Text.

& Starting at position 19 picas on the vertical ruler, draw a
Box Text shape that is 02,00 picas high and 06,00 picas
wide. Since the vertical spacing is 01,00 picas & points and
the horizontal spacing is 01,06 picas & points, the box is
two snap grid units high and four snap grid units wide
(Figure 4-25).

You will now copy the Box Text to the clipboard and paste it
back onto the page.

¥ With the first Box Text still selected, press Shift-Del to
place a copy into the clipboard.
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Figure 4-25.
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Paste and place the copies
8 Press the Ins key to paste a copy back onto the page.

¥ Insert three more Box Text shapes to the right of the first
ones and move them so they line up side-by-side as shown
in Figure 4-26. Then stretch the last Box Text so it snaps to
the right page margin. After you make the copies, the in-
voice should look like this:

Desk File Edit Uiew Chapter Frame Paragraph Graphic Options
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Figure 4-26. Here's what your invoice should look like at this stage.
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Add Box Text for the tear off line

You will add another Box Text above the five just drawn. You
will use it later to contain the dotted tear off line. (The dotted
line itself will be created with the Tab Settings option from the
Paragraph menu.)

§ Select the Box Text tool.

§ Starting at position 17 picas on the vertical ruler, stretch
the Box Text shape so it measures 02,00 picas high and the
width of the entire column (Figure 4-27).

w» NOTE: If your monitor won't allow you to draw the Box Text the
entire column width, stretch it as far as you can to the right.
Then scroll to the right side of the page and stretch the Box

Text to the right margin.
Chapter Frame Paragraph Graphi.
V\TEMP\ATNOOICE.CHP (4 1NUOICE.S]
dd New Fra
47
B g
i{o o |o o
\EOR i|o o
mm E o o o
BOX_TEXT E
R Pg ¥ 6001

Figure 4-27.

Add two Box Text shapes

Now you will add two more Box Text shapes to contain the text
“Please Return Top Portion With Payment” and “Amount of
Payment $.” Initially, these shapes will overlap the Box Text
shapes below them by one pica. Later, when you change the
line and fill attributes, the overlap will become “invisible.”

¥ Select Box Text.

# Starting at position 16 picas on the vertical ruler, draw a
Box Text shape that measures 02,00 picas high and 21,00
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picas wide. Draw a second shape next to the first and make
it 02,00 picas high and 15,00 picas wide. It will automat-
ically snap to the right page margin (Figure 4-28).

Chapter Frane Paragraph Graphic 0Op
C:\TENP\GINVOICE.CHF (4TWVOICE.STV) :

2picas T &

Figure 4-28. Draw the two shapes that appear shaded in the above
illustration.

w» NOTE: The shading in the Figure 4-27 is to help you distin-
guish the shapes on-screen. Do not fill them in with a pattern.

Draw the final shapes

Only six more shapes to go. Now that you’ve had some prac-
tice, you're ready to step out on your own. For the last part of
the layout, refer to Figure 4—29 for placing and drawing the
final shapes.

Here are some tips to help you get started:

= TIP: Reset the zero point to line up with the upper left corner of
the Box Text that will contain the word “DATE” (Figure 4-29).

= TIP: Use the zero point and rulers to align and measure
shapes. Simply place the zero point of the ruler on one corner
of the shape. Then count off the tick marks to measure the
width and height of the shape.
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A Recap

Desk File Edit View Chapter- frane Paragraph Graphic Options

Figure 4-29. Finish by drawing the six shapes that are shaded in this
drawing.

> TIP: If you draw a Box Text that is too small for the text size
inside it, Ventura displays the message, “This frame has text
which won't fit on any page...” To cancel the message, choose
OK. Then draw a larger Box Text or make the Box Text font
smaller.

When you finish, your screen should look like Figure 4-30:

At this point, you have built a header and added Box Text.
Now you are ready to add text. As explained earlier, you will
type this text directly into the Box Text shapes. You will use
Text mode to enter your own words. (You may want to change
to an Enlarged View while you type.)

Add the logo text

Start at the top of the page and work downwards. Do not be
concerned yet with appearance of the text, which you will
later reformat with tags from the style sheet.

§8 Enable Text mode.

88 Place the cursor in front of the end of file mark in the
top-most shape (Figure 4-31).
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Figure 4-30.
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Figure 4-31.
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& Now type:

XYZ [Ctrl-Enter]
CORPORATION [Enter]

The line break (hold down the Ctrl key and press Enter) tells
Ventura to treat the first two sentences as the same para-
graph even though they are on separate lines. Line breaks are
useful when you want information on separate lines, but you
don’t want to bother retagging each line.

Add the logo address
| With the text cursor still in the first box, type:

123 Main Street [Ctrl-Enter]
Los Angeles, CA 90000 [Ctrl-Enter]
(213) 555-1111

Add the shipping address

When typing the shipping address, make a line break after
each sentence so Ventura treats all the lines as one para-

graph.

& Place the cursor in front of the end of file mark in the
shipping address box (immediately below the top box) and
type:

Ship to: [Ctrl-Enter]

International Papexr Co. [Ctrl-Enter]

1701 Broad Street [Ctrl-Enter]
Philadelphia, PA 19000

Add the amount of payment

Now place the text cursor in the Amount of Payment box
(Figure 4-32). Type: Amount of Payment [Space] §

Add the remaining text

To add the rest of the text, remain in Text mode and reposition
the text cursor from box to box. Use Figure 4-33 as your guide.
Don’t worry about matching the font of the illustration.
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Figure 4-32.
No.1001
XYZ
CORPORATION
123 Main Street
Los Angeles, CA 90000
(213) 855-1111
Ship to:

Intemational Paper Co.
1701 Broad Street
Philadelphla, PA 13000

| ACCOUNT [ DATE

Ploase Rolum Top.Forlon Vit TAmountot Py
¥ 1 ¥
DATE INVOICE # ] CHARGES | CREDITS l BALANCE
PREVIOUS BALANCE
150.00 100.00 50.00
150.00 00.00 150.00
XYZ CORPORATION 200.00
123 Maln Street
Los Angeles, CA 90000
PLEASE PAY THIS
AMOUNT

Figure 4-33 Use this llustration to finish adding text.
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Tag the text

The style sheet loaded at the beginning of the chapter already
includes pre-defined tags. This will make formatting go fairly
fast — all you need to do is apply the right tag to the right
text. Once you apply the pre-defined tags, we will show you
how to create the tear off line with a new tag. Otherwise, the
tags we provide in the style sheet will create the effects you
need without modification. (If you did not purchase the Power
disk, you must build the tags on your own from Appendix B.)

Apply the first tags

Start at the top of the document and work down. Although
Box Text starts as a generated tag, you can retag it as any
other tag name.

§¥ Enable Paragraph mode. Select the paragraph “XYZ COR-
PORATION” and tag it as Logo.

| Select the company address paragraph and tag it as Logo-
Address (Figure 4-34). ’

hapter Frame Paragraph Graphic
:\TENP\ATNVOICE.CHP  (4INWOICE.STY
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ListDecimal =
il Ship toid
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| o 1701 Broad Strestd ACCOUNTO | DATEQ
Z_HEADER . Philadelphia, PA 190000
LogoRddress §f a o
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Figure 4-34.

| Select the “Ship To” address paragraph and tag it as Body
Text.

| Use Shift-Click to select the next three paragraphs, “AC-
COUNT,” “DATE,” and “Please Return Top Portion With
Payment,” and tag them as Label.
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In the Label tag, we used Vert. Alignment: Middle to vertically
center the text within the Box Text shapes. As a general rule
use Middle alignment to center text within Box Text or
frames. Figure 4-35 shows the alignment settings for the

Label tag.

"Label" ALIGNMENT

Horz. Alignment:
Vert. Alignment:
Text Rotation:
Hyphenation:
Successive Hyphens:
Overall Width:
First Line:
Relative Indent:

In/Outdent Width:
In/Outdent Height:

In Fror Right bo Decimal:
Haxinus Rovabted Hedighb:

|

Center
Middle
None

OFf

2
Column-Wide
Indent

Off

68,00
001

picas & points
lines

80,60
00,00

] 0K ] |Cancel |

Figure 4-35. The alignment settings for the Label tag.

8| Select the paragraph “Amount of Payment $” and tag it as
LabelLine (Figure 4-36).
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Figure 4-36.
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Create an underscore

Let’s pause for a minute to show you how we got the under-
score effect in the LabelLine tag above. Open the Tab Settings
dialog box so you can see what we did.

| With the “Amount of Payment” paragraph still selected,
select Tab Settings from the Paragraph menu.

"Labelline" TAB SETTINGS [:]

Tab Number: {&] 1 [ 4]

Tab Type: OFff
Tab Shown As: Leader Char
Tab lLocation: BB,BBI picas & points

Leader Char: _ 899 (ASCID)

Leader Spacing: 8
Auto-lLeader: 0On

I 0K | ICancelI

To make the solid line, we turned Auto-Leader on in the Tab
Settings dialog box. Auto-Leader creates a leader line from the
end of the paragraph all the way to the right margin. The
leader character itself is a series of small straight lines (__)
with no space between. In other words, the solid line was
created by placing small underline characters side-by-side
with no spaces between them.

= NOTE: Do not be concerned if the lines appear dashed on-
screen. When you print out the invoice, the lines will be solid.

Create the tear off line

You will use the Auto-Leader technique to construct the
dotted line in the next Box Text shape. First you will add a tag
named TearOff. Then you will turn Auto-Leader on to create a
line to the right margin. In this case, however, the leader
character will be a dotted line instead of a solid line.
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& Select the end of file marker ( O ) just as you would select
any other paragraph you wanted to tag (Figure 4-37).

Chapter Frame Paragraph Graphic 0
C:\TENP\GTNVOICE.CHP (4 INVOICE.STY)

End of file Ragi
marker

S~ DATER | INVOICE#o
= o PREVIOUS BALANC

I

Figure 4-37.

& Add New Tag Tag Name to Add: TearOff

To create the dotted tear line effect turn Auto-Leader on in the
Tab Settings dialog box.

8 Select Tab Settings from the Paragraph menu. Choose Tab
Number: 1, Tab Type: Off, and Tab Shown As: Leader Char-
acter. Then choose the Leader Character (...) with 1 Leader
Spacing and choose Auto-Leader: On.

“TearDfF" TAB SETTINGS H

Tab Number: [4| 1 | % |

Tab Type: OFFf
Tab Shown As: Leader Char
Tab Location: 18,88 picas & points

Leader Char: ... 846 (ASCII)

Leader Spacing: 1
Auto-lLeader: 0On

W =

The dotted line extends across the Box Text to the margin.
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‘Tag the remaining text

Now finish tagging the invoice using the pre-defined tag
names from the Assignment List. Change views as necessary.

§& Select the paragraphs “DATE,” “INVOICE #,” “CHARGES,”
“CREDITS,” and “BALANCE” and tag them as Label.

88 Select the paragraph “PREVIOUS BALANCE” and tagit as
LabelLeft.

# In the Balance column tag “50.00, 150.00, and $200.00” as
Balance. Then tag “150.00 and 150.00” in the Charges
column and “100.00 and 00.00” in the Credits column as
ListDecimal.

¥ Select the paragraph “PLEASE PAY THIS AMOUNT” at
the bottom of the page and tag it as LabelBlack.

| Select the paragraph at the bottom of the page that begins
“XYZ CORPORATION, 123 Main Street...” and tag it as
Address.

Number lists with decimal alignment

If you work with lists of numbers on a regular basis, you may
want to know how we got all the numbers to line up in the
columns. (If you do not work with tables, feel free to skip to the
next section.) The trick is to use Ventura’s Decimal Alignment
feature (Alignment, Paragraph menu). With Decimal Align-
ment you tell Ventura how far from the right margin you want
to position the first decimal point of the paragraph. For the
Balance tag in the example above, we specified In From Right
To Decimal spacing as 05,06 picas & points. Then all the
paragraphs tagged as Balance line up under the decimal
point. Figure 4-38 shows the Alignment dialog box settings
for the Balance tag.
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“"Balance" ALIGNMENT

Horz. Alignment: Decimal
Vert. Alignment.: Top
Text Rotation: None
Hyphenation: OFff
Successive Hyphens: 2
Overall Width: Column-Wide
First Line: Indent
Relative Indent: OFff
In/Outdent Width: 08,80 picas & points

In/Outdent Height: 801 lines
In From Right to Decimal: 85,86
Maximun Robated Hedight o 00,00
{ 0K | |Cancel |

Figure 4-38. The Alignment settings for the Balance tag.

With Text and Style behind you, you can look ahead to the
next part of the formula: Pictures. Now that you've placed and
positioned the shapes, you can modify the line and fill at-
tributes of the shapes to create new effects. In this section you
will create a gray pattern (tint screen) effect and make the
border lines around selected Box Text invisible.

Change fill attributes

Start by selecting the shapes you want to fill with a pattern.
¥ Enable Graphic mode.

8 Use Shift-Click to select the boxes that will be shaded. Use
Figure 4-39 as your guide. (You may want to change to
Reduced View to select the shapes.)

w» NOTE: If you click on the wrong box, simply click it again to
deselect it. Then select another shape.

| Select Fill Attributes from the Graphic menu (or press
Ctrl-F). Choose Color: Black, Pattern: 2, and Result:
Transparent and click OK (Figure 4-40).
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No. 1001
XYz
CORPORATION
123 Main Streot
Los Angeles, CA 90000

(213) 865-1111
Ship to:
international Paper Co.
1701 Broad Street
Phitadelphia, PA 19000

Plasse Return Top Portion With Payment Amount of Payment §

50.00
150.00

XYZ CORPORATION $200.00

123 Main Streot

Los Angeles, CA 90000 PLEASE PAY THIS AMOUNT

Figure 4-39 Select the boxes that are shaded in this illustration.

e— — e —————————

FILL ATTRIBUTES for BOX TEXT

Color: Black
Pattern: 2

Result.:

Defaults: | Load From... | | Save To... |

v— wre—

"o i

Figure 4-40.
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Change line attributes
Now you will remove the lines around selected shapes.
B Use Shift-Click to select the Box Text shapes highlighted in

Figure 4-41.
Desk File Edit Uiew Chapter Frame Paragraph Graphic Options
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Figure 4-41. Select the Box Text shapes shown in this illustation.

w» NOTE: Make sure you select the Box Text shapes, “Please
Return...,” “Amount of Payment,” and the tear off line.

¥ Select Line Attributes from the Graphic menu (or press
Ctrl-L). Choose Thickness: None. Click OK.

LINE ATTRIBUTES for BOX TEXT m

Thickness: None 06.60  frecbional phs
Color: Black

End Styles: v <Y N

aEE e
Defaults: [Load From... | [Save To... |
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If any of the Box Text still have borders, simply reselect the

box and change its line attributes to none.
Check that the invoice resembles Figure 4—42.

Ship to:
International Paper Co.
1701 Broad Street

Philadelphla, PA 19000

Please Rewrn Top Portion With Paymant

PREVIOUS BALANCE

XYZ

CORPORATION
123 Main Street
Los Angeles, CA 90000
(213) 555-1111

No. 1001

Amount of Payment §

150.00
150.00

XYZ CORPORATION
123 Main Street
Los Angeles, CA 90000

50.00
150.00

$200.00

PLEASE PAY THIS AMOUNT

Figure 4-42 After shading some of the boxes, and removing some lines,

the invoice should look like this.

Add line and arrow

To add the finishing touches to the form, you will add an arrow
after the words “Previous Balance.”

& Select the line tool from the Side-Bar. When the slanted
pencil appears, place its “point” after the e in the word
Balance. You may want to change to Enlarged View to draw

the line (Figure 4-43).
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Figure 4-43,

8 Press the Alt key as you drag the line to the right. (The Alt
key keeps the line perfectly straight as you draw.) Stretch
the line until it lines up with the letter “B” in the word
BALANCE on the line above.

Use the Line Attributes dialog box to put an arrow at one end
of the line.

# Select Line Attributes (or press Ctrl-L). Choose Thickness:
Thin, Color: Black and choose the arrow in the right column
of End Styles.

LINE ATTRIBUTES for LINE
Thickness: Thin 38,06 fractional pis
Color: Black
End Styles: v I | ]
o =P
GEE

Defaults: [Load From... | [Save To... |
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Show the graphics on all pages

To create more numbered invoices you will add pages and tell
Ventura to repeat the graphics on all pages. Because the
header includes the page numbering code ([P#]), when you
add a page the invoice number will increase by one.

You must select all the graphic shapes before you tell Ventura
to repeat them on all pages of the document.

& Choose Select All from the Graphic menu (or press Ctrl-Q).
§& Select Show On All Pages from the Graphic menu.

Graphic

Show On A1l Pages
Send to Back !
Bring to Front  “A

Line Attributes... *L
Fill Attributes... *F

Select All 0

Grid Settings...
PWO4RPTG.IMG
To see the shapes repeated, you will insert a new page.

= NOTE: When you use Box Text as the only text in the docu-
ment, Ventura doesn’t automatically create a new page for
you. Therefore, you must insert one manually.

¥ Select Insert/Remove Page from the Chapter menu. Choose
Operation: Insert New Page After Current Page and click
OK.

Ventura adds a page and moves you to it. Because you in-
serted a page manually, you must update the page counter so
that the invoice number will change.

® Select Update Counters from Chapter menu.

8 Choose Which Counter: This Page, Update Method: Pre-
vious Number + 1, Number Format: 1,2 and click OK.
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The header now reads “1002.” Now every page you insert will
increase the page number by one (Figure 4—44).

pter Frane Paragraph Graphic

) .

1+ 24 3%
Lo e, i

No. 10020

XYZ

CORPORATIONY

123 Main Streety
i i Los Angeles, CA 900004
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Figure 4-44.

Chapter

Now that you’ve seen the invoice on the screen, let’s see how it
looks printed out. Ventura’s print option allows you to print
multiple copies of a document. When you print this time, tell
Ventura to make three copies of the form.

¥ To Print Which Pages: Current
Number of Copies: 3

Ventura prints out three copies of the invoice. Incidentally,
once a laser printer has processed one copy of a single page, it
takes less time to make additional copies, because the fonts
are already in memory.

In this chapter, you learned how to create a graphics-intensive
document using Ventura’s graphic tool kit. In the next chap-
ter, you will learn how to create another document that relies
heavily on graphics to convey a message: an advertising flyer.
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@. Tips and techniques

When to use Box Text
Use Box Text to contain text if you want to:

0 Quickly place less than two dozen words. For longer selec-
tions, consider using a frame so the text can be placed into
a separate file if desired.

[0 Attach the text to something else. If, for example, you wish
to create callouts for an illustration, you want the text to be
tied to that frame. When you move the frame, the Box Text
automatically moves with it. And since you can anchor a
frame to a text reference, the graphics attached to the
frame will move according to the text reference.

[ Move Box Text shapes as a group. Box Text can be grouped
by attaching them all to the same parent frame. When you
move the parent you automatically move all the Box Text.
Frames, on the other hand, cannot be permanently linked
(although you can temporarily group them using shift-click
to select several at a time).

When to use frames
Use a frame to contain text if you want to:

O Import a file. You cannot load a file into Box Text. You must
always type Box Text directly onto the page.

[J Rename the text to a separate file. Even if you originally
type the text into the chapter, you may sometimes want to
rename text into a separate file. A stand-alone text file can
be easily edited or updated with a word processor.

J Create more than one column inside the rectangle. You can
create multiple columns inside a frame, but not inside Box
Text.

OO Flow text around the rectangle. Text can flow automatically
around a frame. By contrast, Box Text coexists with
whatever else is in the same space.

00 Put more than one ruling line around the rectangle. Box
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Text can have only a single ruling line around. Frames can
have up to three.

More graphic drawing tips

O Align Box Text shapes along a grid. The snap-to grid avail-
able in Graphic mode is more versatile than the column-
and line-snap available in Frame mode.

[0 When you draw a shape it appears on that page only. To
repeat graphic shapes on all pages of the chapter select
Show On All Pages from the Graphic menu.

[0 When selecting the parent, make logical groupings so all
related shapes can be moved as one by moving the parent.
For instance, if you were constructing a two-part form
using frames instead of the Page, you could attach all the
shapes on the top half to one parent, and all the shapes on
the bottom half to a different frame. That way the two
halves could be adjusted independently.

O Ctrl-Q is the keyboard shortcut for Select All from the
Graphic menu. This graphics command operates even in
Frame mode. (It is the only one that works in this manner.
To use any other graphic commands, you must switch to
Graphic mode.)

[0 Establish snap-to grid settings before you start to draw.
There may be a few exceptions where you wish to turn grid
settings off for complete freedom in placing a shape. In
most cases, your drawings will be more accurate and attrac-
tive if you establish a snap-to grid in advance.

O Set the grid as large as possible. The larger the units of the
grid, the smaller the possibility for error.

[0 Consider the margin when setting the grid. If possible,
make the snap grid units an integer multiple of the mar-
gins so the shapes can also snap to the margin.

[0 To move a very small shape, attach it to a larger frame.
(The frame can be “invisible” if you do not want it to print.)
Then move the frame. The shape moves with it.

[0 To draw several shapes at once, hold the Shift key down
while dragging the mouse. The cursor stays in shape draw-
ing mode and you can draw a second shape immediately.
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[J To speed the creation of identical shapes, use the Save To
button in the Line Attributes and Fill Attributes dialog
boxes. This saves the attributes you have just chosen. From
then on, every shape you draw is identical to the previous
one.

[J To select several shapes at once, use the same Shift-Click
method that operates in Paragraph mode. Once you have
selected more than one shape, you can move, resize, or
change the attributes of these shapes as a group.

[0 To select a shape that is underneath another, hold down the
Ctrl key while clicking on the shape with the mouse. Each
time you Ctrl-click, Ventura selects the next lowest “layer,”
no matter how many shapes are piled one on top of the
other.






Chapter Five
Skills Checklist

Theory
[J How Ventura manages pictures
[J Line-art versus bit-mapped images
[J Encapsulated PostScript

Text

[ Improving headlines with manual
kerning

[J Entering non-keyboard characters
O Understanding letter spacing
[0 Reducing loose lines

Style

[0 Combining two page formats in one
document

O Improviing display type with
interactive tracking and kerning

[0 Adding columns to frames

[ Adjusting the vertical spacing in
frames

[ Rotating text

Pictures
[ Sizing and scaling pictures
[J Cropping pictures
O Loading and placing PostScript files
[J Creating text runarounds
[0 Adding drop shadows to frames

Chapter
[ Printing to a disk file
[J Creating PostScript files
[J Printing hidden pictures




Chapter Five

An Advertising Flyer

Theory

dvertisements and flyers are invaluable promotional

tools. In Chapter Five, you will learn how to create a
self-mailing ad. Although we constructed this project as a
direct mail piece, many of the techniques apply equally well to
print advertisements. In essence, we will show you the basics
of creating an ad plus the added techniques to turn that ad
into a self-mailing flyer. The checklist on the left lists some of
the special skills you will learn.

In Chapter Four, you learned how to use Ventura’s built-in
graphics to create simple box, line, and rectangle shapes.
These basic shapes are useful for forms, annotations, and
simple artwork. But for the sophisticated graphics required of
an advertisement, you need dedicated, stand-alone graphics
programs. Programs like AutoCAD, Adobe Illustrator, and PC
Paintbrush provide specialized drawing and painting tools for
creating high-quality images. Fortunately, Ventura makes it
easy to import these complex images into a document.

The advertising project you will complete in this chapter
depends heavily on graphics effects. You will find it easier to
follow along if you understand these three key concepts:

e How Ventura manages picture files
e The two kinds of pictures

¢ How to change the size and position of pictures inside the
frame
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How Ventura manages pictures

After you create a picture, you load and place it in a frame.
However, the chapter file doesn’t store the image itself, it
stores a pointer to the picture file with information about how
to display and assemble the picture in the chapter. Picture
files cannot be changed from inside Ventura.

Two kinds of pictures

Ventura accepts two kinds of picture files: bit-mapped images
and line-art. Paint programs, scanners, and screen capture
utilities create bit-mapped images. These images are a collec-
tion of thousands of individual dots (or bits). As you draw, the
computer makes a map of the screen and figures out which
dots to turn on and off (Figure 5-1).

Figure 5-1. With a bit-mapped image, the picture is made up of
individual dots.

Since an image is a map of the screen, the final quality of the
picture is only as good as the screen’s resolution. Few screens
can match the 300 dots-per-inch resolution of a laser printer.
Therefore, at print time, bit-map curves and diagonals appear
jagged. Despite this trade-off in quality, a paint package can
provide subtle, artistic effects, shades and shadows that are
difficult to achieve with line-art.

By contrast, line-art programs such as AutoCAD, MacDraw,
and GEM Draw do not use bit-maps. They combine basic
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geometric shapes to build up pictures. Shades, surfaces, and
planes are rendered as lines, arcs, circles, and other geometric
objects. Hence the term “object-oriented” graphics.

These objects are stored as mathematical expressions. A circle
is described as a center point and a radius, a line is described
as a starting and ending point, an arc as three consecutive
points, and so forth. Line-art has several advantages. When
you print an object-oriented picture, the computer sends its
description to the printer. The picture is then printed at
whatever resolution the printer or phototypesetter is capable
of — 300, 600, 1200, or 2500 dots per inch. As a result, lines
and curves appear smooth (Figure 5-2).

Figure 5-2. When you print an object-oriented picture, you send its
mathematical description to the printer. The picture is printed at the
resolution of the printer or typesetter.

Line-art has another advantage. You can enlarge or reduce it
without losing picture quality. You don’t have to worry about
creating it at the same size as the final version.

Encapsulated Postscript files

If you have a PostScript printer you can also use a special kind
of line-art. With the Encapsulated PostScript (EPS) format
you can create a small facsimile of each of your Ventura
documents and insert them as line-art in a frame. For in-
stance, we used the EPS format to produce the “after” pictures
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near the beginning of each chapter. When you place a Encap-
sulated PostScript file created in Ventura, the picture is not
displayed on screen. Instead, the picture appears as a large
“X” (Figure 5-3). The picture, however, is visible when you
print. You will have a chance to use Encapsulated PostScript
to build the sample advertisement in this chapter.

Chapter Frame Paragraph Graphic 0
C:\TPPESET\BUSINESS\ADFULLPG .CHP _ (ADFULLPG.

£p5
SCOURIER.EPS
abpRESS. TXT B 24
ADFULLPG. TXT
L0Go. TXT 3

4
e
EHPTY 0@
R Pg # 0681
+

Figure 5-3. Encapsulated PostScript files generated by Ventura
appear on-screen as a large X.

w» NOTE: Programs that embed TIFF image or Windows metafile
representations of PostScript within the EPS file will be visible
on-screen.

Sizing and scaling pictures

Both line-art and images can be scaled and cropped through
the Sizing & Scaling dialog box (Figure 5-4).

For many beginners, Sizing & Scaling is one of the most
difficult Ventura functions to grasp. We will present you with
basic concepts here in the theory section, but don’t be too
surprised if you don’t understand all the ins and outs until
you’ve had some hands-on practice.

The dialog box gives you two options: Fit in Frame and By
Scale Factors (Figure 5-5). Fit in Frame enlarges the picture
until it fills the entire frame. (If you’ve set margins, Ventura
will fill the frame up to the frame margins.)
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SIZING & SCALING [l

Flow Text Around: On

Upper Left X: 06,00 [[=] Uprer Left v: 13,08 (<]
Frame Midth: 17,08 Frame Height: 22,00

Horiz. Padding: 09,00 Uert. Padding: 08,08 picas & points

Picture Scaling: By Scale Factors
fispect Ratio: Distorted

K Crop Offset: 00,00 JEB[-] ¥ Crop OFfset: 60,00 [Ef[-]
Scale Width: {7,90 Scale Height: 22,00

Cancel

Figure 5-4.

CHANEL. THG

Figure 5-5. Fitin Frame enlarges the picture to fill the frame up to its
margins.

When you fit a picture into a frame, you can instruct Ventura
whether to maintain or ignore the original aspect ratio. By
setting Aspect Ratio: Maintain Ventura enlarges the picture
as much as it can without changing the original horizontal
and vertical proportions. This may leave some extra white
space around the image. Aspect Ratio: Distorted, on the other
hand, stretches the picture as necessary to fill the frame even
if it has to distort the proportions (Figure 5-6).

Remember when we warned you earler that Sizing & Scaling
can be confusing at first? Here comes the part that trips up
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Figure 5-6. You can maintain or distort the aspect ratio to achieve the
desired effect.

many beginners. When you choose Fit in Frame, Ventura
scales (resizes) the picture for you. If you want to resize the
picture manually, you must choose By Scale Factors.

Maybe it’s the name that puzzles people. By Scale Factors is a
fuzzy phrase that doesn’t really explain what’s going on. Per-
haps it will be easier for you to grasp if you think of it as
Manual Resizing or Changing Dimensions. Here’s the idea in
a nutshell: Ventura displays the old dimensions. You type in
the new ones. Simple, isn’t it? Now let’s examine the operation
in more detail.

When you choose Picture Scaling: By Scale Factors, Ventura
displays the picture’s original size (on the lines Scale Width
and Scale Height). To change the size, you enter a new width
or height (or both). Suppose you start with a picture 06,00
picas & points wide by 08,00 picas & points tall. To double the
picture’s width, you would choose Picture Scaling: By Scale
Factors and then enter 12,00 picas & points as the new width.
After you enter the new width, you can choose whether or not
to keep the original proportions. Aspect Ratio: Maintain calcu-
lates the height to maintain the same proportions as the
original. In the previous example, if you entered a new width
of 12,00 picas & points, Ventura would double the height to
16,00 picas & points to maintain the original width and height
ratio. With Aspect Ratio: Distorted you can choose any com-
bination of widths and heights (Figure 5-7).
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Desk File Edit View Chapter Frane Paragraph Graphic Options
= C:\TYPESET\UNTITLED.CHP (DEFAULT.S

1200 ricas

0800 picas 10,00 picas

16,00 picas

Originalsize ByScale Factor: ByScale Factor:
Asped Ratio Maintain Aspect Ratio Distored

¢l

Figure 5-7. When you increase the size of a picture By Scale Factors,
you can maintain or distort the aspect ratio.

= TIP: When working with scale factors, the height and width in
the Sizing & Scaling dialog box represent the current size of
the picture. To change the dimensions of a picture, enter a new
height and width.

Cropping pictures

While scaling enlarges or reduces a picture, cropping moves it
up, down, right, or left within the frame to display selected
portions of the picture.

With both bit-mapped and line-art images, you can crop inter-
actively by moving the picture within the frame with the
mouse cursor. Here’s how: In Frame mode, you select the
frame containing the picture to crop, and place the mouse
cursor somewhere in the middle of the frame (or picture).
Then you hold down the mouse button while pressing the Alt
key. A picture of a hand appears. You hold the mouse button
down and drag the hand to move the image (Figure 5-8).

If you need more precision, you can crop the picture by enter-
ing a positive or negative X or Y offset. The offset is the
distance the picture moves from its original position. Imagine
a horizontal and vertical axis starting at the upper left corner.
You can slide the picture along the horizontal (X) axis or the
vertical (Y) axis. A positive X offset moves the picture left; a
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CHANEL. THG

Figure 5-8. You can crop bit-mapped and line-art pictures interactively
by pressing the Alt key and holding down the button as you move the
mouse inside the frame.

negative X offset moves it right. A positive Y offset moves the
picture up; a negative Y offset moves it down.

If you want to practice cropping, try changing one variable at
a time: enter a positive X offset only, then a positive Y offset,
and so forth. Then try combining a positive X and a positive Y
offset; a negative X and a Y. The more you practice, the better
you'll be able to visualize the position of the picture in the
frame. Figure 5-9 shows one example.

Desk File Edit View Page Frane Paragraph Graphic Options
| C:\PONER\@5\SAKPLE\SSCALYID.CHP  (5AD.STY)

,00 picas moves the X Offset-4 00picas
picture4,00 picas to the left picture4,00 picas to the right
— ——— "

¢

Figure 5-9. You can also crop pictures by entering numbers into the
Sizing & Scaling dialog box.
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Planning the flyer

Consider the thousands of advertisements you see each year.
How many do you remember? In a small amount of space an
advertisement must provoke, lure, entice (or annoy) the
prospect into reading the copy and (hopefully) buying the
product. Advertisements also carry another responsibility:
They project the company name and image to the outside
world. For these reasons, good design is crucial to the success
of an advertisement. Some documents — reports, proposals,
memos — can get by with an adequate page design. But
adequate is not good enough for an ad. The public is bom-
barded by hundreds of advertisements each day. Sales
materials that are merely average will be ignored.

The design of an advertisement carries several burdens. First,
it must attract attention. Second, it must lead the eye into the
copy and keep it moving. And third, it must reinforce the
underlying theme and message of the words. Meeting these
goals requires attention to all the details that make up good
design — the layout, the typography, the white space, the
graphics, and so on. Fortunately, Ventura Publisher provides
the tools to fine-tune your pages so they stand out from the
crowd.

This chapter’s sample advertisement is a self-mailer — it can
be folded in thirds, stapled, and mailed without needing an
envelope. The first page is the mailer. It has been divided into
three panels as illustrated in Figure 5-10. The top panel (#1)
is the inner flap. It is tucked inside when the flyer is folded
and stapled for mailing. The center panel (#2) is the back flap.
Both the inner and the back flap contain “teaser copy,”
designed to entice the reader into opening the mailer and
reading further. The bottom panel (#3) is for the address. It
appears on top when the flyer is folded and contains the
return address, mailing label, and stamp.

The second page of this document is the advertisement itself.
It will be printed on the opposite side from the mailer. When
the readers open the flyer, they can see the ad as a single,
full-page unit.
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Figure 5-10. The first page of the flyer has three panels that can be
folded for mailing.

w» NOTE: If your company does not prepare mailers, you can
skip the instructions for page one and produce only the ad on
page two. The principles and theories taught for page two
apply equally to print advertisements.

The thumbnail sketch for the the advertisement shows you
some of the techniques you will use to create these effects:

¢ Frames on the Page
¢ Box Text

e Text runarounds

¢ Kerned headlines

® Drop shadows

¢ Special non-keyboard characters for a trademark symbol,
ellipsis, and em dash

e Typographic controls to fine-tune the headlines and body
copy
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Ventura prep

If you have the Power disk

§ If you are continuing from the previous chapter, select New
from the File menu to clear the screen.

& Enable Frame mode and select the Page.

& Select Load Text/Picture to load the ASCII format text file
5AD.TXT from the C:\POWER subdirectory. The text auto-
matically flows onto the Page. Use File/Type Rename to
rename it as C:\TEMP\5MAILER.TXT.

Because the Page was selected when you loaded the file,
Ventura placed the file on the Page for you (when you load
several files, Ventura does not attempt to place any of them.
You must remove the file from the Page, however, before you
can add frames to contain text and graphics.

¥ Select Remove Text/File from the Edit menu. The file name
SMAILER.TXT appears on the File name line. Choose
Remove from: Frame.

w» NOTE: As we explained earlier in Chapter Two, Ventura will
not allow you to rename a text file until it has been placed on
the Page.

8 Select Load Diff. Style to load the style sheet 5AD.STY from
the C:\POWER subdirectory.

M Use Save As New Style to save it as
CA\TEMP\5MAILER.STY.

Now load the two PostScript files.

8 Select Load Text/Pictures and choose Type of File: Line-Art,
Line-Art Format: PostScript, and # of Files: Several. Load
the two files, 5AD.EPS and 5COURIER.EPS in turn from
the C:\POWER subdirectory. When you are finished, click
OK or Cancel to return to the document.

Next, load the line-art picture.
8 Press Ctrl-X to redisplay the Load/Text Picture dialog box.
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Choose Type of File: Line-Art, Line-Art Format: GEM. Load
the file COMPUTER.GEM from the C:\POWER subdirec-
tory.

= TIP: You can use Ctrl-X whenever you want to redisplay the
previous dialog box.

MUse Save As to save the chapter as
CATEMP\5MAILER.CHP.

If you do not have the Power disk

§ Using your word processor, type the text file for Chapter 5
from Appendix A and save it as C:\TEMP\5MAILER.TXT.

¥ Load the original Ventura style sheet &PREL-P1.STY from
the C:\TYPESET subdirectory. Change the margins and

columns to match Figure 5-11. Rename it as
C\TEMP\5MAILER.STY.

% Change the tags to match the ones listed in the tag table in
Appendix B.

¥ Load three Ventura sample line-art picture into the Assign-
ment List. If you don’t have any line-art pictures of your
own, load the Ventura sample picture COLUMBIA.GEM
from the C:\TYPESET subdirectory.

§8 Save the chapter as C:\TEMP\5MAILER.CHP.

Text

In this project, you will use three techniques to place text. You
will place a file into a frame; you will type text directly into a
frame; and you will use Box Text. This is a good opportunity to
apply what you’ve already learned about text to a design that
requires a combination of different skills. Like the newsletter
and form in Chapters Three and Four, this sample document
relies heavily on text in frames and Box Text. Therefore, you
will vary slightly from the Ventura Formula and delay placing
text until you build frames and boxes to contain it.
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03,00 picas & points

— 03,00 picas & points

One column.
Live area: 45,00 x 60,00 picas & points

Trim size: 51x66 picas
& points (8.5x11 in.)

Figure 5-11. If you do NOT have the Power disk, change &PREL-P1.STY to match these
dimensions.

Style

Your first task is to size and position frames and Box Text. If
you start by laying out the margins and columns on the Page,
you can use them later as a guide.
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w» TIP: Even when creating a free-form, graphics-intensive docu-
ment, start by formatting the Page as a framework.

Select the page format

Since this piece is a self-mailer, it will be printed on both sides
— the mailing information on the outside and the ad on the
inside. As you know from Chapter Three, a double-sided for-
mat allows you to mirror identical headers, footers, margins,
etc., on right and left pages. For this advertisement, however,
you will create left and right pages that have completely
different values (Figure 5-12).

hapter Frane Paragraph Graphic
C\TEHP\SHAILER.CHP  (SMAILER.STY)

12 18 24 30 3¢ 42 4 54 60 66 (72 78 B4 90 96
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|
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SCOURTER.EPS
SMAILER.TXT & 2.
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Figure 5-12. This project has ditferent formats for the left and right
pages.

8 Select Page Size & Layout from the Chapter menu. Choose
Sides: Double, Start On: Right Side.

Layout page one

The style sheet you loaded (or created) contains the column
and margin settings for the first page. This one-column format
lets you easily place and size frames for the mailing panels.
Continue on to add frames and Box Text to the page.

® Verify that Column Snap and Line Snap are turned on from
the Options menu. (The menu displays “Turn Column Snap
Off” and “Turn Line Snap Off.”)
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8 Reset the zero point to line up with the upper left corner of
the column guide (Figure 5-13).
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Figure 5-13.

w» NOTE: If you reset the zero point (to a point other than the
upper left corner of the Page), the Upper Left X and Y values
in the Sizing & Scaling dialog box do not change to reflect the
new ruler positions. The Upper Left X and Y values are always
measured from the upper left corner of the page.

Draw three frames on page one

® Draw three frames on top of the Page. Draw frame #1
starting at position 0,0 picas on the ruler. Draw frame #2
starting at position 21 picas on the vertical ruler and frame
#3 starting at position 42 picas on the vertical ruler.

Use the horizontal and vertical crosshairs and rulers, and the
Sizing & Scaling dialog box to position and size the frames on
the Page. Figure 5-14 will help you gauge the frame dimen-
sions.

= T/P: For more accuracy, you may want to change to Normal
View . Place the upper left corner and stretch the frame as
large as possible. Then enter the width and height of the frame
through the Sizing & Scaling dialog box.
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Frame #1
Upper Left X: 03,00 picas
Upper Left Y: 03,00 picas

45,00x17,06 picas

Frame #2

Upper Left X: 03,00 picas
Upper Left Y: 23,06 picas

45,00x18,06 picas

Frame #3
Upper Left X: 03,00 picas
Upper Left Y: 45,03 picas

45,00 X18,00 picas

Figure 5-14. Draw these three frames on page one.

You will notice that the frames are not of equal size; nor are
they spaced equally. Rather, they have been sized so that the
smaller inner flap can fold up comfortably beneath the ad-

dress flap.
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Draw Box Text shapes in the bottom frame (frame #3)

Now that you have placed the three frames, you will add the
Box Text and rectangle shapes that show the position of the
return address, mailing label, and stamp in the bottom frame.
Start by setting a snap-to grid.

& Enable Graphic mode. Select the bottom frame (frame #3).

¥ Select Grid Settings. Choose Grid Snap: On. Make both the
Horizontal and the Vertical Spacing 01,00 picas & points.

GRID SETTINGS 7]
Grid Snap: On
Horizontal Spacing: B1,BBI picas & points

Uertical Spacing: 61,88

m Cancel

Draw the return address Box Text

Draw the return address using Box Text.

¥ Reset the zero point of the ruler to line up with the upper
left corner of the bottom frame (Figure 5-15).

¥ Select the Box Text tool from the Side-Bar. Starting at
position 01,00 picas on the vertical ruler and position 01,00
picas on the horizontal ruler, draw a box 05,00 picas high
and 12,00 picas wide.

> TIP: Remember, you can check the size of a Box Text or
rectangle by placing the ruler’s zero point on one corner of the
shape.
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R Pg # 0001 § 1]

Figure 5-15.

Next you will change the line attributes for the Box Text.

# Line Attributes  Thickness: Thin
End Styles (Beginning and End): Square
Defaults: Save To

§ Fill Attributes Color: White
Pattern: Hollow
Results: Transparent
Defaults: Save To

Draw the mailing label

Now you will use the Box Text shape to draw a mailing label
06,00 picas high and 24,00 picas wide (1 inch by 4 inches, a
standard label size) in the bottom frame (frame #3).

8 Select the Box Text tool. Starting from position 08,00 picas
on the vertical ruler and 13,00 picas on the horizontal ruler,
draw the box 06,00 picas high and 24,00 picas wide (Figure
5-16).

Ventura remembers the line and fill attributes from the last
Box Text.
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S\TEWP\SMATLER.CHP  (SMAILER.STY)

1 24 30
Liveanenianaliy [

Figure 5-16.

Draw the stamp
Now you will draw the “stamp” with a rectangle shape.

¥ Grid Settings Grid Snap: On
Horizontal Spacing: 00,06 picas & points
Vertical Spacing: 00,06 picas & points

& Select the rectangle tool from the Side-Bar. Draw a rec-
tangle 03,00 picas high and 04,06 picas wide in the upper
right corner of the frame (Figure 5-17).

If necessary, move the rectangle into position.

N
L0

" RECTANGLE
R Pg # 0001

Figure 5-17.
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w» NOTE: Judge the position as best you can from previous
illustrations. Accuracy is not essential.

Change the rectangle’s attributes

¥ Line Attributes  Thickness: Thin
End Styles (Beginning and End): Square
Defaults: Save To

8 Fill Attributes Color: White
Pattern: Hollow
Results: Transparent
Defaults: Save To

Layout page two

You have completed the layout for page one. Before you con-
tinue, reset the zero point back to its original position at the
upper left corner of the column margin. As you saw earlier,
when you place text in frames (instead of on the Page), Ven-
tura doesn’t automatically create new pages. Therefore, you
must add one manually.

8 Select Insert/Remove Page from the Chapter menu to in-
sert a new page after the current one.

8 Choose Operation: Insert New Page After Current Page
and click OK.

On the second page, you will create a two-column format with
different margins and columns from the first page. The new
format will make it easier to size and place the frames for the
finished layout.

§ Enable Frame mode and select the Underlying Page.

& Select Margins & Columns from the Frame menu. Choose #
of Columns: 2. Set the top and bottom margins at 03,00
picas & points. Make the left and right margins 08,00 picas
& points. Make the Column 1 width 16,03 picas & points
and the first gutter width 02,06 picas & points. Choose
Make Equal Widths and click OK.
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MARGINS & COLUMNS E]

« of cotonns: [17] 1l (3] [0 (5] (] (] [E])
Settings For:

Widths Gutters Margins
Column 1: 16,0 82.06 Top: 83,00 picas & points
2: 16,03 00,80 Bottom: 03,88
3: #4388 (}8)00 Left: 88,08
q: .88 ? Right: 8,80
DTt 06,00
0: .88
D oo 66,60
6: .88 g
7. Lug (}8) 06 Calculated Width = 51,80
8: ,a8 ’ Actual Frame Width = 51,00

Inserts: JEICHTGUDYRELIICS | Copy To Facing Page |

C®] ==

W TIP: As a general rule, always enter the top, bottom, left, and
right margins before you enter the column widths. If you want
all the columns equal, use this sequence: enter the first
column width, then the first gutter width, and then choose
Make Equal Widths. If you want unequal columns, enter the
first column width, then the first gutter width, and then man-
ually enter the second column width.

Add frames to page two

Once you set the margins and columns for page two, you are
ready to add the frames. Use the ruler plus Line and Column
Snap to accurately position the frames as shown in Figure
5-18. Use the Sizing & Scaling dialog box to verify the posi-
tion and size of the frames.

8 Draw the frames on page two using Figure 5-18 as a guide.

w NOTE: We intentionally placed the bottom-most frame (frame
#6) so it extends below the bottorn column guide.

Add a ruling box around the center frames

To make the two center frames (frame #6 and #7) stand out on
the page, and to enclose the pictures that will be placed inside,
add a Ruling Box Around.

§ Select the left frame (frame #6).
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Frame #4
Upper Left X: 08,00 picas
Upper Left Y: 03,00 picas

35,00x12,08 picas

Frame #5

Upper Left X: 08,00 picas
Upper Left Y: 19,00 picas

35,00x02,08 picas

Frame #6 Frame #7

Upper Left X: 08,00 picas
Upper Left Y: 22,11 picas

Upper Left X: 26,09 picas
Upper Left Y: 22,11 picas

16,03x21,00 picas

16,03x21,00 picas

Frame #8
Upper Left X: 08,00 picas
Upper Left Y: 46,11 picas

35,00x13,04 picas

Frame #9
Upper Left X: 08,00 picas
Upper Left Y: 60,02 picas

35,00x04,03 picas

Figure 5-18. Draw frames matching these dimensions on page two.

& Select Ruling Box Around from the Frame menu. Choose
Width: Frame. Give Rule 1 a height of 00.25 fractional pts
and click OK.
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RULING BDX ARDUND

Width:
Color:
Pattern:
Dashes:

Space Above Rule 1:
Height of Rule 1:
Space Below Rule 1:
Height of Rule 2:
Space Below Rule 2:
Height of Rule 3:

Space Below Rule 3:
Dverall Height:

Frane
Black
Solid
Off

68.68

80,25

60,06
00.08
68.60
66,00

80.p8
00.25

36.00
Custom Indent: (0.00
Custom Width: §0.00
Dash Width: §0.60
Dash Spacing: 60.00 fractional pts
-]

KN T

Repeat the step above for the right picture frame (frame #7).
When you are finished the frames should look like Figure
5-19: ‘

i |

pter Frane Paragraph Graphi
C:\TEMP\SHATLER.CHP  (SMAILER. STV

$AD.EPS

SCOURIER.EPS & 18]

SMRILER.TXT

comPuTER. GEM J§ 243

T
EHPTY

L Pg # 6062 § S

*

Figure 5-19.

Change the number of columns in one frame

When you place a frame on the Page, Ventura gives it a single
column and sets all the margins to 00,00 picas & points. With
Margins & Columns you can change the margins of a frame.

Select the frame reserved for the body copy (frame #8).

# Select Margins & Columns. Choose # of Columns: 2. (Notice
that Ventura remembers the two-column and gutter set-
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tings from the Page.) Leave the column and gutter settings
as they are and keep all the margins at 00,00 picas &
points. Then click OK to close the dialog box.

MARGINS & COLUMNS E

# of Columns: m E E E E E
Settngs For:

Widths Gutters Margins
Column 1: 16,83 o, o Top: 00,80 picas & points
2: 16,63 . Botton: 08,08
3 om0 Left: 00,00
4: @ o000 Right: 00,00
5 W4,W 4
6 wm 00,00
70 WL o000 Calculated Width = 35,00
8: 8,88 4 Actual Frame Width = 35,08

Inserts: | Make Equal Widths | | Copy Te Facing Page |

N =

Now the frame has the same column and gutter settings as
the Page (even though the column guides are not visible inside
the frame).

Add text to page one

With the frames in their proper place you can enter the text.
Start on page one and work frame-by-frame until you have
placed all the text.

8 Press PgUp to go to page one.

& Enable Text mode and click the text cursor anywhere inside
the top frame (frame #1).

w» NOTE: You may want to change to Normal or Enlarged View
as you lype in the text.

Type the first teaser

Use a non-keyboard character to create the ellipsis at the end
of the first teaser headline. At this point, do not worry about
the appearance of the text. You will format it later.
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& Type:
Introducing a cure for the common document

Now make the ellipsis:

¥ Hold down the Alt key and use the numeric keyboard to
type: 193 :

Then release the Alt key.

Type the second teaser

Now enter the second headline, which includes another non-
keyboard character — the em dash in frame #2.

8 Place the text cursor anywhere in the middle frame (frame
#2), and type the text shown in the Figure 5-20. Place a line
break (press Ctrl-Enter) at the end of each line.

(To make the em dash, hold down the Alt key and type: 197 on
the numeric keypad, or type Ctrl-]).

= Norned
bola r Learn how to turn your ideas into 1
l,::: polished, professional-looking documents ~
Superserapt ight on your desktop!D
Subscript
Underline

R Pg # Bed1
+

Figu\re 5-20.

Type the return address
Now move to the bottom frame (frame#3).

§§ Type the text into the Box Text shape as shown in Figure
5-21. Place line breaks (press Ctrl-Enter) at the end of each
line. If the text doesn’t fit, make the Box Text shape bigger.
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|

Tex'ﬁ FETRTETRTE (TTETNTETETE S TTUSEVETOI ETNCTET AR T ANV R YO TRUN IV TR N on
L

| Set Font 31 XYZ Corporalion ]
. 123 Main Street |
porned Los Angeles, CA 900000
Bole

taite
smal1

Superseript
Subseript
underline
Double Undrin)

Strike-thru

7 overscors

Upper Case

End of File
R Pg # 0891

Figure 5-21.

Type the mailing address
& Type in the mailing address in Figure 5-22.

ter Frame Paragraph Graphic
S\ TEMP\SMAILER.CHY  (SHAILER.STY)

O v TR W

3

» HYZ Corporation |
e 1123 Main Street,J

be e B 11 Los Angeles, CA 900000

Beld
talic
Smaly 1
superscraot B [nternational Paper Company,|
swserspt |3 1701 Broad Street,)

ungerasne § 1 Philadelphia, PA 190000

ooubic undrinf
Strike-thru

ET] overscors

| ER

Figure 5-22.

8 Enable Graphic mode \and‘ select both address boxes.
Change their line attributes to none.

# Line Thickness: None
Attributes



5-28 Style

Add text to page two

| Continue on to page two and finish adding text.
& Press PgDn to go to page two.
& Enable Text mode.

8 Place the cursor inside the top frame (frame #4) (Figure
5-23) and type:

The Ventura [Ctrl-Enter]
Makeover

Desk File Edit View Chapter Frame Paragraph Graphic Options
\TENP\SMAILER.CHP  (SHAILER.ST

0 3 12?

:f'I'heVenl 1a,]
Makeove!rl

talic

I

sma1i
Superscript
Subscript
Underlane

vvvvvvvv

.
End of File [
TR
+

Figure 5-23.

8 Now place the text cursor in the second frame (frame #5)
(Figure 5-24) and type:

Take a great idea [tab] [A1t-193] [tab] and make it
greater .

Place a text file on page two

The two frames in the middle of the page are reserved for
pictures. Skip them for now and move to the frame that is
second from the bottom (frame #8). It will contain the body
copy you loaded at the beginning of the project.

¥ Enable Frame mode and select the frame.
¥ Select the file SMAILER.TXT from the Assignment List.
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ter Frame Par'agraphw Graphic
\TEMP\SHATLER.CHP  (SHAILER §1V)

€ 0 Il ‘u ]u lu

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

Normol
vold
Iralic

Smol1

Superscript

Subscript

underiane § o4 Takeagreatidea=...and make it greater 0
{oouble Undrinf
Strike-thru

ET7] avarscore

Upper Case

fnd of File
L Pg # 8062

+

Figure 5-24.

Ventura flows the text into the frame and stops (Figure 5-25).
Do not be concerned that the text doesn’t fill the frame. When
you get to the picture section, you will insert a small frame
between the text columns, which will reflow the text to the
end of the frame.

Desk File Edit View Chapter Frame Paragraph Graphic 0Options

i C:\TEMP\SHAILER.CHP  (SMAILER.S

%Wﬁ : ol A5
'- oW you can give an ordinary per-t © week only, when you come in for
g onal computer the power of 2 pro:  ho-risk demonsiralion, we wil}
scounnen.ers f 4] fessional print shop. With Xerest  Yedesign one of your corponate
SHAILER. TXT Ventura Publisher and expert train- documents, while you watch! Buf
CORPUTER. GEM ipg from the people at XYZ Cor{  humy—owr offer is limited. Call
poration, you can learn to create 213) 555-1111 foday.0
professional-quality documents
psing a personal compuler and an:
nexpensive laser printer, For this
. ]

'
L S
SHAILER. TXT |

L Pg # 0882

Figure 5-25.

Type the remaining text on page two

Now you will place text in the bottom-most frame (frame #9)
(Figure 5-26). Use a non-keyboard character to create the
registered sign after the word Xerox.



& Enable Text mode.

& Place the text cursor in the bottom-most frame (frame #9)

and type:

Contact your nearest XYZ representative for fur-

ther information. [Ctrl-Enter]

XYZ Corporation, 123 Main Street, Los Angeles, CA

90000 [Ctrl-Enter]

Xerox

[A1t-190]

Corporation.

is a trademark of Xerox

Desk File Edit View Chapter Frame Paragraph Graphic (Options
EMP\SMAILER.CHP  (SHAILER,S

o ¢ [
N FTTTTRTETT FRTTTTT PR DT PeTN

Set Font

Normol
t Bold 447
1talc
Small
Superscrapt
Subscript

Now you can give an ordinary pet-
3 Sonal computer the power of 2 pro

essional print shop. With Xerox
Ventura Publisher and expert train-
ng from the people at XYZ Cor
poration, you can learn to create

week only, when you come in for 2
no-risk demonstration, we will
edesign one of your corporaie
documents, while you watch! But
hurry — owr offer is limited. Call
213) 5551111 today.0

ungersine B sa] Professional-quality documents;

ouble Undrtn) 1sing 4 personal compuler and an
Strake-thru {nexpensive laser prinier. For this

Overscore

-] Contact your nearest XY 2 represeniative for further information.

b wprer core ] XY2 Corporation, 123 Main Slreet, Los Angeles, CA 90000}
§ End of File Xeror © is a trademark of Xerox Corporation.0
L Pg & 0662

Figure 5-26.

Apply tags to page one

Now it’s time to format the text. Because the tags have been
predefined in the style sheet from the Power disk, all you need
to do is to choose the right paragraph and apply the proper
tag. Start on page one and apply the first two headline tags. If
you have questions about any tags or effects, take a few
moments to examine the appropriate dialog boxes from the
Paragraph menu.

w» NOTE: If you are not using the pre-defined style sheet from the
Power disk, you must create the tags as you go along, using
the tag table provided in Appendix B.

¥ Press PgUp to go to page one.
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& Enable Paragraph mode.
8 Select the teaser headline in frame #1 and tag it as Head3.

B Select the teaser headline in frame #2 and tag it as Head-
Rotate (Figure 5-27).

Desk File Edit View Chapter Frame Paragraph Graphic Options
f TEP\SMATLER .CHP
R p—

ﬂdren
Body Text 1%
SodyCenter —?
Neadt
Heod2

Head

Heockotate €

HeadRotate
R Pg # 6001 § 3

+

Figure 5-27.

8§ In frame #3, select XYZ’s return address and tag it as
Address.

¥ Select the mailing address and tag it as BodyCenter.

Your screen should look like Figure 5-28:

fdd New Tag
ﬁ't’i

Body Text
Sadycenter

Heast
Headz

RYZ Corporationd
123 Main Streety
Los Angeles, CA 900000

LT

LI
Headrotate
Z_BOXTEXT

Figure 5-28.
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w» NOTE: If your screen shows tab and line break symbols, you
know that Show Tabs & Returns is on from the Options menu.

Before you go to page two, let’s take a moment to show you
how we got the effect of rotated text.

& Select the teaser headline (the HeadRotate tag) in the
second frame.

& Now select Alignment from the Paragraph menu.

Notice that Text Rotation is set to 180. Because we want the
teaser to appear right-side up when the mailer is folded, we
made it upside-down — that is, rotated 180 degrees on-screen.
You can edit rotated text by placing the text cursor through
the “invisible” rotated text. In practice, however, it is easier if
you edit your text before rotating it.

Apply tags to page two

§ Press PgDn to go to page two.

8 Select the first headline “The Ventura Makeover” and tag it
as Headl.

¥ Select the second headline “Take a great idea ... and make
it greater” and tag it as Head2 (Figure 5-29).

Desk File Edi

Thalenturas
Makeover[ ]

Body Text T, 39 x4 g
BodyCenter

Headt

HegdRotate
Z_BOXTEXT

" Head?
T Pg ¥ 0062

+

" Figure 5-29.
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Leave the main body copy tagged as Body Text.

& Go to frame #9 and select the paragraph that begins “Con-
tact your nearest... ” and tag it as BodyCenter (Figure
5-30).

Desk File Edit View Chapter Frame Paragraph Graphic Options

EP\SHATLER.CHP (SHAILER.STV.

¢ s
TN FTETETTT IV

Iu

e
fidd New Tog | Now you can give an ordinary per-
sonal computer the power of a pros
fessional print shop. With Xerox
Ventura Publisher and expert train-
ng from the people at XYZ Cor-

fddress
Body Yext 8 44

t

Headt

week only, when you come in for a
no-risk demonstration, we will
yedesign one of your corporate
documents, while you watch! But
hurry — our offer is limited. Call

Head2

poration, you can learn to create 213} 555-1111 today.0
professional-quality documents
nsing 2 personal compuler and an

nexpensive laser prinfer. For this;

Heads

Heodhotate [ 547
Z_BOXTEXT

Lt oo DENGST XVZ reesadtie ke Arta vkt

l @ 2 Oomporatin, 123 Mup St 1o Angeks, OA 90000,

0 | oo @ i 3 o ok Xao Coreestion O NSNUOROTOR
BodyCenter
L Pg # 6082

Figure 5-30.

That was fast, wasn’t it? The more you tag, the easier it
becomes. Before you continue, let’s examine the Head2 tag
more closely. You may recall that you entered two tab charac-
ters as part of the Head2 text. The first tab setting is a center
tab and the second tab setting is right-aligned (Figures 5-31
and 5-32). To position the tabs correctly you should measure
their locations from the edge of the frame (not the edge of the
page). The location of the second tab forces the text past the
visible column guides. We chose this tab location so the text
would line up with the right-most picture frame.

w» NOTE: The second tab setting pushes the text outside the
normal frame and column boundaries.
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—

“Head2" TAB SETTINGS [z]
Tab Nunber: [¢[ 1 [%]

Tab Type: Center
Tab Shown As: Open Space
Tab Location: 1?,B6| picas & points

Leader Char: Spaces 832 (ASCII)

Leader Spacing: 8
Auto-Leader: Off

| oK | |[Cancel |

Figure 5-31.

"Head2" TAB SETTINGS [7]
Tab Number: [¢] 2 [# ]

Tab Type: Right

Tab Shown As: 0Open Space
Tab Location: 35,36' picas & points

Leader Char: Spaces 832 (ASCII)

Leader Spacing: ©
Auto-Leader: Off

| oK | |Cancel |

Figure 5-32. Tab settings for Head2

O Stopping point

This is a good place to stop and save what you’ve done so far.
Check your progress against the sample page in Figure 5-33.

If you wish, you can quit now and return to this project later.
If you have the time, continue on to the next section. In the
pictures section you will learn some helpful tips and tech-
niques.
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The Ventura
Makeover

Take a great idea

and make it greater

Now you can give an ordinary per-
sonal computer the power of a pro-
fessional print shop. With Xerox
Ventura Publisher and expert train-
ing from the people at XYZ Cor-
poration, you can learn to create
professional-quality documents
using a personal computer and an
inexpensive laser printer. For this

week only, when you come in for a
no-risk demonstration, we will
redesign one of your corporate
documents, while you watch! But
hurry—our offer is limited. Call
(213) 555-1111 today.

Contact your nearest XYZ representative for further information.
XYZ Corporation, 123 Main Street, Los Angeles, CA 90000
Xerox ®is atrademark of Xerax Corporation

Figure 5-33.
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Pictures

In this section you will add the final graphic touches to the
advertisement by placing three line-art pictures into frames
on page two.

Place pictures on page two

An advertisement relies heavily on visual imagery to create
an impact and convey a message. For this example, you will
place three pictures. Two of them are Encapsulated Postscript
Files (which Ventura treats as line-art) and the third is a
standard line-art picture (in GEM format). If you do not have
a PostScript printer, leave the two EPS frames blank, or fill
them with any picture of your choice.

w» NOTE: EPS files will not print on non-PostScript printers.
¥ Make sure you are on page two.
¥ Enable Frame mode.

| Select the left frame (frame #6) and place the file
5COURIER.EPS.

8| Select the right frame (frame #7) and place the file
5AD.EPS (Figure 5-34).

Desk File Edit View Chapter Frane Paragraph Graphic Options

SCOURIER.EPS'E 134  BASsvos p—

SMAILER.TXT
COMPUTER. GEN 8 243

LN 2

| R
iy

T
SAD,EPS
L Pg # 0882

Bunls

Figure 5-34.
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= TIP: If you see the message, “You're about to overwrite an
existing caption. You won't be able to recover the caption text.
Is that OK?,” choose Yes. Ventura displays this message if you
previously typed in text or added a caption to the frame.

When Ventura loads the Ventura-generated PostScript file
into a frame, it displays an “X” on the screen. You will not see
the picture until you print the chapter.

W TIP: Since it is impossible to preview a Ventura-generated
EPS file on-screen, it is important to make the frame size the
same aspect ratio as the original EPS file.

Add drop shadows to the frames

A drop shadow gives the illusion of depth to a two-dimensional
object. One way to create a drop shadow is to lay one frame on
top of another. The bottom frame, which is gray or black, is
offset slightly so that only the two edges show. However, this
method may not work on all printers, and slows down some
others. We recommend a second method: drawing two rec-
tangle shapes with a gray screen pattern at right angles to
each other.

Before you start drawing, choose a grid value that will make it
easy to place your shapes on the page.

§§ Enable Graphic mode and select the left picture frame
(frame #6).

88 Grid Settings Grid Snap: On
Horizontal Spacing: 00,03 picas & points
Vertical Spacing: 00,03 picas & points

w> TIP: Every frame on the Page can have its own grid settings.

Draw a horizontal shadow

¥ Draw a rectangle along the bottom edge of the left frame.
Stretch it to the right to create the bottom shadow (Figure
5-35).
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1 C:\TEWP\SMAILER.CHP (SMAILER.STY) i

] 12 it
S PPTTRTETOTI IVTTTRTTTE N APTTTn

Figure 5-35.

Change the rectangle’s attributes
Now change the line and fill attributes of the rectangle.

¥ Line Attributes Thickness: None
Defaults: Save To

§ Fill Attributes Color: Black
Pattern: 4
Result: Transparent
Defaults: Save To

Draw a vertical shadow

¥ Draw a second rectangle at a right angle to the first as
shown in Figure 5-36.

w» NOTE: Do not be discouraged if it takes some time to draw the
two drop shadows. If you want, go on to the next section
(placing and sizing an image) and complete the shadows later.

When you are satisfied with the size and position of the drop
shadow, you must use the Send to Back option, so the rec-
tangles don’t cover up the frame’s ruling lines.

WARNING: If you omit this next step, the ruling lines at the bottom and side of the
frame will not be visible when you print the page.
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Frane Paragraph Graphic
WASHAILER.CHP (SHAILER.STY)

Figure 5-36.

¥ Use the Shift-Click method to select both rectangles. Then
select Send to Back from the Graphic menu (or press Ctrl-
Z), as shown in Figure 5-37.

[ Desk File FEdit Uiew Chapter Frame Paragraph JUEUNUH Options

q Show On A1l Pages
~

Send ta Back

Select All
Grid Settings...

Figure 5-37.

Shadow the second frame

To eliminate a drawing step, you will copy the drop shadows
from the left frame (frame #6) to the right frame using the
following steps.

® Use Shift-Click to select both rectangles. To copy them into
the Graphic clipboard, press Shift-Del (or select Copy
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Graphic from the Edit menu). To paste them back onto the
Page, press Ins (or select Paste Graphic from the Edit
menu). While the rectangles are still selected, press and
hold down the mouse button and drag the shapes over to
the right frame. Carefully line them up with the edges of
the frame. You may want to switch to Normal or Enlarged
View to fine-tune the placement of the rectangles (Figure
5-38).

HP\GHAILER.CHP  (SHAILER.STY) EEEE

12 i 24
P I TTTITOTY ITITITTIN WV,

Figure 5-38.

8 While the two rectangle shapes are still selected, choose
Send to Back from the Graphic menu.

Place and size an image

Now that you’ve completed the drop shadows, you will place a
picture of a computer in the next frame (frame #8) the one
which contains the body copy. First, however, you will need to
add a smaller frame within the frame to contain the picture.

¥ Enable Frame mode. Add a frame with the dimensions
shown in Figure 5-39. Position the center of the frame in
the center of the gutter margin. Use Sizing & Scaling to
verify its position and dimensions.
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Now you can give an

ordinary per-  learn to create professional-uality

rrorreas sonal computer the

scounzen.ps |§ 443 i)ower of a pIDfES'
[ [ smnen v sional print shop,
CORPUTER. GEM With Xerox Venturs
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Figure 5-39. Draw a frame with the dimensions shown here to contain

the picture of the computer.

SIZING & SCALING

Flow Text firound: On

Frame Width:
. Horiz. Padding: 00,88

Upper Left %: 18,00 [E[-]
14,08

Upper Left v: 49,07 (-]
Frane Height: 18,08
Uert. Padding: 08,08 picas & points

Picture Svaling: | Fib in Frave | | By Scale Faclors |

flspect Ratio: | Mointained

i i Distorted |

X Crop Offset: 06,%0 |
Scale Width: 60,80

Y Crop Offset: 60,00
Scale Height: 6,08

¥ =

Ventura automatically flows the Body Text around the new
frame. Do not be concerned how the text fits into the frame or
if it matches the illustration we show below. You will have a
chance to make adjustments later.

Now you will place the picture of the computer inside.

¥ With the small frame still highlighted, place the file COM-
PUTER.GEM from the Assignment List.
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Scale the image

After placing the picture, you can use the Sizing & Scaling
dialog box to scale the picture in the frame and to make the
text runaround.

| Select Sizing & Scaling from the Frame menu. Choose Flow
Text Around: Off, Picture Scaling: By Scale Factor, and
Aspect Ratio: Distorted.

Now crop the image.

B Enter X Crop Offset: (+) 7,00 picas & points, Y Crop Offset:
(+) 11,06 picas & points. Scale Width: 30,00 picas & points
and Scale Height: 30,00 picas & points.

.

SIZING & SCALING ]

Flow Text Around: DFF

Upper Left ¥: 18,00 I[-] Upper Lere v: 49,07 (-]
Frane Width: 14,88 Frane Height: 10,88
Horiz. Padding: 60,00 Uert, Padding: 88,00 picas & points

Picture Scaling: By Scale Factors
Aspect Ratio:

X Crop Offset: 07,00 JR[-] v Crop Offset: 11,86 JEI (-]
Scale Width: 38,00 Scale Height: 30,00

"o iz

w» NOTE: You can also interactively crop the image. Place the
mouse cursor inside the picture frame. Then press the Alt key
as you hold the mouse button. Slide the image back and forth
until you achieve the placement you want.

When you turn Flow Text Around: Off, Ventura allows the text
to flow into the frame and the over the picture inside it (Figure
5-40). '
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Figure 5-40.

Create a text runaround

Now that you've turned Flow Text Around off, you will now
place small frames over portions of the computer to create an
irregular text runaround. Place the frames in a pyramid ar-
rangement to make the text run around in a stair-step
fashion.

Before you add your frames, make sure that Line Snap is on
and Column Snap is off (the Options menu).

> TIP: Turning Line Snap on guarantees that the new frames will
be sized in increments of the Body Text inter-line spacing. You
will be able to create frames exactly one or two lines deep.

¥ Add four small frames over the computer image as shown
in Figure 541. If you want absolute accuracy, check each
frame’s dimensions with the Sizing & Scaling dialog box. If
you don’t have the time, use your best judgment to gauge
the sizes of the frame.

Copy fit the body copy

Now that you’ve created the text wraparound, it’s time to
copy-fit the text so it fills the frame exactly. With Ventura you
can copy-fit in several different ways:

1. Add or delete from the text.
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Desk File Edit View Chapte:

SAD.EPS
SCOURIER.EPS
SHATLER. TXT

COMPUTER. GEH.

:
Figure 5-41.

The traditional way to copy-fit is to add or delete words to
make the text fit the space. If you trim all the excess from your
copy and the text still won’t fit the space, try one of the other
options.

2. Change the size of the frame containing the text.

When text is placed in a frame on top of the Page, you can
increase or reduce the size of the frame to make the text fit.
With Line Snap On you can add to or subtract from the frame
size by one-line increments.

3. Fine-tune the frame typography settings.

Initially, Ventura makes all the Frame Typography settings
equal to the Chapter Typography settings (e.g. Widows and
Orphans, Column Balance, and Move Down to 1st Baseline).
You can, however, change a setting in the Frame Typography
menu so it overrides the chapter settings you defined in the
Chapter Typography menu.

In this project, you will adjust the Frame Typography to make
the body copy fit into the frame.

¥ Enable Frame mode and select the frame reserved for the
body copy (frame #8).

& Select Frame Typography from the Frame menu.

¥ Choose Widows (Min Lines at Top): 1, Orphans (Min Lines
at Bottom): 1.
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—

FRAME TYPOGRAPHY SETTINGS

Widows (Min Lines at Top):
Orphans (Min Lines at Bottom):
Colunn Balance:

Move Doun To 1st Baseline By:
Pair Kerning:

B |

1

1

On
Inter-Line
Default

& Select Column Balance: On and Move Down to 1st Baseline
By: Inter-Line. Then click OK to close the dialog box.

With the baseline position of text changed to inter-line, the
text will align across columns (Figure 5-42).

pter Frane Paragraph Graphi
C:\TEWP\SMATLER.CHP  (SHAILER.STY

ey sonal computer the poseerof apxo:
" [scomzencrs B 443 Jessional print shop With
SPAILER. TKT Xerox Ventura Pub] and! [}
COMPUTER. GEM i

arpert training

people at XYZ Cuxfnraliin

¥ :
sonal computer and an inexpensive

~-Jaserprinter,

For this week only,
you come in for a no
smonstration, we will
7o one of your corg
idocuments, while you
teh! Bul hurry~ our
er is limited. Call
13) 555-1111 today.

E

4

R
SHAILER. TXT

L Pg # 0082

Figure 5-42.

These adjustments should make the text reach to the bottom
edge of the frame. If not, try adding or deleting a few words

until it looks right.

Kern the headline

Before you complete this project, we’ll show you how to make
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some adjustments to your headlines and body copy. Because of
space limitations, we will not go through all the fine-tuning
that would ordinarily occur for an advertisement. We will,
however, introduce you to the methods. Once you grasp these
techniques, you can use them to adjust this and other docu-
ments until all the details are perfect.

Kerning is a typographic technique that allows you to selec-
tively reduce the amount of space between individual letter
pairs and leave the rest of the word the same. Kerning (or the
lack of it) is most noticeable in display type of 18 points or
larger. Ventura has two ways to kern: automatically and
manually.

Automatic pair kerning occurs only if the fonts for your
printer come with special files called kerning tables (Ventura
2 includes kerning tables for most printers). Kerning tables
contain information about special letter pairs that look better
spaced more closely. Certain letter combinations are improved
by kerning, such as AV, YO, Ve, LY, and Te. Figure 5-43 shows
how kerning alters the appearance of the word “wave.”

Unkerned WAVE
Kerned WAVE

Figure 5-43,

w NOTE: You will not do any damage if you specify automatic
kerning for fonts that do not have kerning information. Ventura
will simply ignore the command.

In our example, the kerning table contains information that
told Ventura what to do if it found a capital letter A followed
by a capital V. More specifically, it told Ventura just how far to
move the V to the left to improve the appearance of this letter
pair. Although we used “AV” as an example, most kerning
tables also include information on 200 or more combinations.
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To implement automatic kerning, you must take two steps: (1)
turn it on globally for the entire document and (2) turn it on
for each tag that you want kerned. You must take both steps.
Turning kerning on globally has no effect if you haven’t turned
it on for the individual tags. Likewise, turning it on for an
individual tag does nothing unless you also remember to turn
it on globally.

Enable automatic kerning for the headline

Let’s begin by enabling automatic kerning for the headline.
Later you will do some manual kerning as well. First you
should verify that kerning is globally on.

8 Select Chapter Typography from the Chapter menu.
Choose Pair Kerning: On then click OK.

¥ Enable Paragraph mode. Select the headline “The Ventura
Makeover” in frame #4.

5 Select Paragraph Typography from the Paragraph menu.
Verify that Automatic Pair Kerning is on, Letter Spacing is
off, and Tracking is set to 0.040 Ems Tighter. Click OK.

"Head1" TYPOGRAPRY SETTINGS m
Automatic Pair Kerning: On
Letter Spacing: Dff Up to: 0.0 fas
Tracking: Tighter B.040| Ens

Grow Inter-Line To Fit: On

Mininun Space Width: 1.P88 # (space width) = 0.277 Ens
Normal Space Width: 2.008 * (space width) = 8.595 Ens
Maxinun Space Width: 3.008 * (space width) = 0.832 Ens

With the Paragraph Typography dialog box, you can also
tighten type with the tracking command. Refer to Chapter
Three for an explanation of tracking.
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Perform manual kerning on the headline

You can also kern manually in addition to, or instead of auto-

matic pair kerning. For example, here’s how to move the “e” in
the word “Ventura” close to the “V”.

§ Enable Text mode. Select the letter “V” in the word “Ven-
tura” (Figure 5—44).

Desk File Edit Uiew Chapter Frame Paragraph Graphic Options
\TEMP\SHATLER.CHO  (SMAILER.S

12 1% 24 30 36
T L Livas N ETTITETITE P

-1 The Jentura

Superscrapt
Subseript

Underline :
Double Undrln)
strake-thru |§ 303

eeeeeeee

Takeagreatidea ... andmake itgreate;

Figure 5-44.

¥ Hold down the Shift key and press the left arrow key 8
times to move the letter “e” closer to the V.

w NOTE: When you kern manually, the letter following the
selected letter moves in the direction of the arrow.

This moves the “e” closer to the V. The amount of kerning is a
matter of personal taste. We suggest you experiment with
different values until you come up with the best look.

w» NOTE: Do not be concerned if the letters overlap on-screen.
When you print out the page, the two letters will look right.

You can also kern manually using the Set Font Addition but-
ton in Text mode. Highlight the letter “V” and choose Set Font
from the Side-Bar. Choose Kern: Tighter and enter the
amount in Ems to kern. When you close the dialog box you can
see the result of the kerning.
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FONT SETTING FOR SELECTED TERT

Nornal

Bold

L-Tvalie
vant Garde Gothic Book/Demi N-Italic
TC Bookman Light/Deni B-Italic

fl Helvetica Narrow s
Palatino

Custom Size: B74.8 points

Overscore: OFf Shift: Up 00.08 fractional pts
Strike-Thru: OFF Kern: Tighter 0.89 Ens
Underline: OFF

Double Underline: Dff

m Cancel

About screen kerning

You may not notice much difference on the screen when you
apply kerning. Check Set Preferences from the Options menu
to see if On-Screen Kerning is on for all display type 18 points
and larger.

& Select Set Preferences from the Options menu. Choose On-
Screen Kerning: 18. Click OK.

SET PREFERENCES [:]

Generated Tags: Shown
Text to Greek: 6
Keep Backup Files: VYes
Double Click Speed: 3
On-Screen Kerning: 18
Auto-Adjustments: None
Pop-Up Menu Symbols: Hidden
Menu Type: Drop-Down

Decimal Tab Char: B46| (ASCII)

KW =

Ventura permits you to select the size at which to show kern-
ing on the screen. In general, it is best to show on-screen
kerning only for large type sizes or not at all. Otherwise,
on-screen kerning slows down the display. And because of the
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low resolution of computer screens, it is not effective or ac-
curate at lower point sizes. In fact, don’t be surprised if your
monitor doesn’t show any visible on-screen kerning. Because
Ventura uses generic screen fonts, on-screen kerning is an
approximation at best.

w» TIP: The only way to accurately gauge the effects of typo-
graphic adjustments is to print out the page.

WARNING: Remember to reset On-Screen Kerning to None before you continue on
to the next section.

About letter spacing

Ventura has another typographic control called Letter Spac-
ing. To understand letter spacing, it is first necessary to un-
derstand how Ventura justifies text. Although the explanation
below is not technically thorough, it will help you understand
the letter spacing option. As it flows text onto the page, Ven-
tura fits as many words as possible onto each line before
moving to the next. If the words do not fit, Ventura adds or
subtracts space between words, but not between letters. Ven-
tura will not reduce the word space beyond the minimum or
maximum word spacing values. Ventura has default maxi-
mum and minimum space widths, but you can change them in
the Paragraph Typography dialog box (Figure 5-45).

"Body Text" TYPOGRAPHY SETTINGS
Automatic Pair Kerning: Off
Letter Spacing: On Up to: 0.100. Ens
Tracking: Tighter 8.600 Ens

Grow Inter-Line To Fit: On

Mininum Space Width: 0.408 * (space width) = 0,190 Ens
Nornal Space Width: 1.800 * (space width) = 8.249 Ens
Maxinum Space Width: 2.800 * (space width) = 0.498 Ens

ooz

Figure 5-45.
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Quite often Ventura cannot fit the words onto the line without
exceeding the maximum or minimum values. In that case, it
searches for the discretionary hyphens that were placed in the
text file when it was loaded. If it can find a hyphenation point,
Ventura will split a word, so part goes on one line and part
goes on another.

Even with the help of hyphenation, Ventura still encounters
some lines that cannot be justified without exceeding the
maximum space width. These lines, which have too much
white space between the words, are known as loose lines. You
can instruct Ventura to highlight these lines by selecting
Show Loose Lines from the Options menu.

There are several ways to reduce the number of loose lines:

e Manually hyphenate words (sometimes Ventura’s hyphena-
tion algorithm misses opportunities)

e Edit your text

o Allow Ventura to use its Letter Spacing feature to adjust
the space between individual letters as well as the space
between words

w» NOTE: Even if you fix the loose lines with letter spacing,
Ventura will still highlight them on screen.

Enter letter spacing

Let’s use the letter spacing technique to fine tune the body
copy. You will tell Ventura that it is allowed to add a small
amount of space between letters if necessary to justify a line.

8 Enable Paragraph mode and select the Body Text para-
graph in frame #8.

® Paragraph Letter Spacing: On
Typography Up to: 0.100 Ems

Experiment with fixing loose lines

As we mentioned above, letter spacing is just one of the ways
you can avoid loose lines in body copy. If you are interested,
you may want to take some time to experiment on your own to
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Chapter

further reduce the number of loose lines in the ad copy. Try
adding a discretionary hyphen or two (place the text cursor
where you want and press Ctrl-Hyphen), edit the text, or
stretch one of the small frames. To continue practicing these
adjustments, refer to Figure 546 for places to hyphenate
text. Since this is for practice only, do not be concerned if your
text is off a word or letter. The important thing is to under-
stand that you have several powerful typographic tools at
your command.

o _
E%T&mﬁ
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Figure 5-46.

Now that you’ve completed the ad, let’s see the results of your
efforts and print the chapter.

Take a moment to save your work (press Ctrl-S). Then use the
Print option to print out the entire document.

w» NOTE: Because of the size of the Encapsulated Postscript
files, you should allow extra time for printing.

¥ Select To Print from the File menu. Choose Which Pages:
All.
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PRINT INFORMATION (POSTSCRIPT - Ultimate) m
Which Pages: All
From Page: 8881[
Through Page: 9999
Number of Copies: 61
Collated Copies: Off
Printing Order: 1st to Last
Paper Tray: Default
Crop Marks: Off
Spot Color Overlays: Off
HALE - Ohp. Print Flles: Bosbived
Device Name: POSTSCRIPT
Output To: COMT:
"o |

Print hidden pictures

Print to file

If you customarily work with documents that use many pic-
tures, you can save time printing a rough draft if you hide all
the pictures in the document. When you hide pictures, Ven-
tura prints out a gray box in place of the picture.

To hide pictures, choose Hide All Pictures from the Set
Preferences dialog box (Options menu). When you print the
document, Ventura first tells you that the document contains
at least one hidden picture and then asks if you want to print
all hidden pictures or keep them hidden. Choose Hide Them to
hide the pictures.

W T/P: You can also use Hide Pictures to decrease screen
redraw time.

As you see from the final printed version of the advertisement,
an Encapsulated Postscript file allows you to take a “snap-
shot” of a page and make it part of a document. If you have a
PostScript printer, you can make your own EPS file by using
the print option Print To File. Before we conclude this chapter,
we’d like to show you how you to make an EPS file from the
second page of this document.

¥ Go to the second page (the advertisement itself).
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w NOTE: You can only make an EPS file of one page at a time.
i Select Set Printer Info from the Options menu.

In this dialog box you can select which printer port (LPT1,
COM1), to print a file to or you can choose to print to a
filename.

# Choose Output To: Filename.

SET PRINTER INFO (POSTSCRIPT - Ultimate) E

Device Name: | HP LJ+, 300 dpi | JRINEES(HS

Screen Fonts! EERI (Use those matching this file extension.)

Qutput To: [TPTY (P12 |[TP13] [COMT][CONi2] [Birect]

Width Table: C:\VENTURA\DUTPUT.WID

Command: | Load Different Width Table (i.e., Font Metrics) |

w» NOTE: You may want to review Chapter Three for an explana-
tion of the other printer options in this dialog box.

WARNING: Remember to use Set Printer Info to return the settings to the original
output device (e.9. COM1, COM2) after you are finished making the EPS file.

§ Select To Print from the File menu. Select Which Pages:
Current and click OK.

Ventura displays the Item Selector, which asks you for the
name of the print file.

8 Move the cursor to the Directory line and replace the
filename extension CO0 with EPS.

8 Locate the C:\TEMP subdirectory and type in the file
name, SMAILER.EPS on the Selection line. Click OK.
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ITEM SELECTOR

Directory: C:\TEMP\x EPS

Selection: OSMAILER .EPS

w TIP: Always use the .EPS extension when printing to a
filename.

Ventura prints as normal, except the output goes to the file
instead of to the printer. Once you create an EPS file, you can
load it into a frame like any other picture.

@. Tips and techniques

Picture tips

[0 Use a stand-alone graphics program for complex illustra-
tions. Ventura’s built-in graphics tools are most useful for
annotating existing drawings or producing very simple il-
lustrations such as organization charts.

[0 Ventura does not store or modify outside graphics files. It
stores a pointer to the file.

[J If you revise a picture with an outside program and give it
the same name as the old version, Ventura will load the
new picture the next time you open the chapter.

[0 When sizing pictures with By Scale Factors, remember that
the numbers shown in the dialog box represent the original
size of the picture. To change the picture, enter the new
values you want.

[0 When using By Scale Factors together with Aspect Ratio:
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Maintain, Ventura lets you choose the width. Then it auto-
matically calculates the necessary height to avoid distort-
ing the aspect ratio.

[0 Scanned images look better if you leave them at their
original size. If you must enlarge or reduce, do so in integer
amounts.

[0 A positive X offset moves the picture to the left. A positive Y
offset moves the picture up.

[0 Reset the zero point of the ruler for more accurate position-
ing of graphics elements.

O To create a text runaround, turn Flow Text Around to Offin
the original frame. Then use smaller overlapping frames to
keep the text away from the object inside the frame.

More Box Text tips

[J Use the snap-to grid for easy, precise sizing and placement
of Box Text.

[0 Once the first Box Text looks correct, use the Save To
buttons in the Line and Fill Attributes dialog boxes. These
buttons store the attribute settings. From then on, every
Box Text you draw will have the same attributes.

U If you must position a Box Text with extreme accuracy,
attach the upper left corner of the Box Text to the upper left
corner of a small, invisible frame. Use Sizing & Scaling to
position the frame. Since the Box Text is attached, it will
move to the correct position too.

O If you must size a Box Text with extreme precision, first
draw a frame of that size. Use Sizing & Scaling to verify the
size. Then place the Box Text over the sizing frame. You can
then delete the frame. Be careful to attach the Box Text
where you really want it, and not to the sizing frame, which
will be deleted.

[0 Use Send to Back and Bring to Front from the Graphic
menu to force graphics shapes to overlap in the order you
want them to.

0] See Chapter Four for more tips on Box Text.
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Other tips

[0 Always format the Chapter first, even when creating a
free-form document. Use the Page as a guide to positioning
page elements.

O Type non-keyboard characters by holding down the Alt key
while typing the decimal code on the numeric keypad.

O To select a frame underneath another, hold down the Ctrl
key and click the mouse button on the frame you want.
Each time you press Ctrl-Click, Ventura selects the next
layer down. Continue clicking until you see sizing buttons
around the frame you want.

O To achieve automatic kerning, you must (1) turn it on
globally using Chapter Typography from the Chapter menu
and (2) turn it on for the individual tag using Paragraph
Typography from the Paragraph menu.

[0 Use the Set Preferences dialog box from the Options menu
to set On-Screen Kerning to None. Screen kerning slows
down the display and is generally not very accurate.

0 Enter additional discretionary hyphens on-screen with
Ctrl-Hyphen.

[J To keep Ventura from hyphenating a word, enter a discre-
tionary hyphen immediately before the word.

O Enter additional discretionary hyphens permanently by ad-
ding the word to the user hyphenation dictionary. This
dictionary is called HYPHUSER.DIC and is found in the
Ventura subdirectory. Use the ASCII mode of your word
processor to load the file. Then type in the words as you
want them hyphenated.

[0 To permanently prevent Ventura from hyphenating a word
(such as a product name), enter it into the user hyphena-
tion dictionary without a hyphen.

00 To create an EPS file, choose the PostScript printer and
print the page to a file, using the Set Printer Info dialog
box.



Chapter Six
Skills Checklist

Theory
[J The grid system

[J Using frames to design a complex
page layout

Text

O Converting file formats from different
word processors

[J Adding jump text
[ Typing a pull quote

Style
[0 Adding editorial color to frames
[ Improving display type with tracking
and kerning

[0 Using pull quotes for spacing and
graphic effect

[ Adding style with big first characters
(drop caps)

[0 Understanding chapter and frame
typography

[ Creating boldface lead-in heads

O Advanced effects with double and
dashed rules

Pictures
[ Building a calendar with Box Text
[ Placing and sizing an image
[ Adding captions to illustrations

Chapter

[ Saving production time with chapter
templates
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A Three-Column Newsletter

Producing newsletters is one of the most popular desktop
publishing applications. With Ventura and a laser printer,
there is virtually no limit to what you can do. In Chapter
Three you learned how to build a simple, two-column newslet-
ter. In this chapter, you will tackle a second newsletter, a
three-column format that shows off some of Ventura’s ad-
vanced design capabilities. You will create this sophisticated
layout using the skills and effects listed to the left. At the end
of the chapter we will also explain two time-saving production
tips that make newsletter production faster and easier.

Theory

The grid system

It is easiest and most efficient to build newsletters by pouring
text into frames. The format of the Page determines the size
and placement of those frames. For example, a two-column
page presents two columnar alternatives: (1) frames that are
one column wide or (2) frames that are two columns wide
(Figure 6-1).

A three-column Page offers more alternatives. Frames can be
one, two, or three columns wide (Figure 6-2).

As you can imagine, four- and five-column pages offer even
more possibilities. However, more alternatives also mean
more decisions. In general, four- and five-column grids are
best left to those with graphic arts experience.
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Desk File Edit View Chapter Frame Paragraph Graphic Options
"C:\TYPESET\UNTITLED.CHP (DEFAULT.STV) 22
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Figure 6-1. On atwo-column page you can place frames that are one
column or two columns wide.

Desk File

Chapter Frame Paragraph Graphic 0
\TYPESET\WNTITLED.CHP(DEFAULT.STV)
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Figure 6-2. When you use a three-column grid, frames can be one,
two, or three columns wide. .

The three-column format is a good compromise (Figure 6-3).
It is simple enough that production doesn’t become too time-
consuming. Yet it is also flexible enough to provide the variety
and visual excitement lacking in one- and two-column for-
mats. You can fit more text on the page with three columns
than with one or two. And you have many more ways to
present illustrations. In short, you can solve almost any
layout problem within the framework of a three-column grid.
For these reasons, it is the most popular newsletter style. You
will learn it in this chapter.
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Figure 6-3 Three-column newsletters are one of the most versatile
and popular design formats.

The danger of overdesign

As you venture into more complex layouts, beware of an afflic-
tion that strikes many first-time desktop publishers: Over-
designitis. This disease results in an overwhelming urge to
cram as many fonts, rules, patterns, and other effects onto one
page as possible.

Good page design doesn’t call attention to itself. For instance,
when readers pick up a business-oriented newsletter, you do
not want their first reaction to be surprise, amazement or
shock. Rather, you want the design to pull them into the page
and entice them to start reading. Overdesign shouts. It says
“Stop! Look at me first! See what I can do!” Proper page
design, by contrast, talks in a quiet voice: “Come on in, make
yourself comfortable, here’s something you’ll enjoy....”
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So don’t let Ventura’s power lure you into the trap of over-
design. Don’t let your layouts become a barrier to communica-
tion. Yes, you want enough pizzazz so pages look pleasing and
professional. But your main goal is to make it easier for busy
readers to find information.
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6-6 Planning the newsletter

Planning the newsletter

The first thing you see on the front page of a newsletter is the
logo or nameplate. The logo draws attention to the page and
identifies the publication. Most newsletters need a carefully
thought-out logo design because it sets the tone for the rest of
the publication. For instance, as you proceed through this
chapter, you will see how several effects from the logo are
repeated elsewhere. Newsletters benefit from a design theme
that is repeated throughout. This consistency improves the
look while helping readers identify different parts of the pub-
lication.

The headlines are sized in proportion to the logo and to each
other. This hierarchy — the bigger the story the bigger the
headline — helps the reader judge which information is most
important.

Since this newsletter will be mailed, the back page includes
space for a label and a stamp. Depending on the amount of
editorial space you need, you can allocate a full, half, or frac-
tion of a page to mailing information.

As you create layouts of your own, you will discover that
Ventura contains lots of built-in power you can put to work in
your newsletters. Here are some of the effects you will learn to
use to add character and punch to your newsletter designs.

o Three-column format

Frame backgrounds

[ ]

Custom and double rules

Big first character

Boldface lead-ins
e Box Text for a calendar of events

Even though this newsletter is more a complex layout than -
the one from Chapter Three, the same basic principles apply.
First you will format the Page. Next you will place frames
using the Page as your guide. Then you will put text into the
frames.
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Ventura prep

Verify that the settings from the Options menu are the way
you want them. In particular, be sure that Column and Line
Snap are turned on so frames automatically snap to the Page.
Choosing Show Column Guides also makes it easier to posi-
tion frames.

If you have the Power disk

Instead of building the newsletter chapter from scratch, you
will use the sample newsletter chapter from the Power disk.
The chapter file contains the newsletter style sheet and most
of the frames for the newsletter text.

& Open the chapter C\POWER\6NEWSLET.CHP.

#® Load the ASCII text files 6NEWSLT1.TXT,
6NEWSLT2.TXT, 6NEWSLT3.TXT, 6NEWSLT4.TXT,
6NEWSLT5.TXT, and 6NEWSTOC.TXT from the
C:\POWER subdirectory.

8 Use Save As New Style to save the style sheet as
CA\TEMP\6NEWS.STY

8 Load the image file, WPVP.IMG (GEM/HALO DPE format)
from the CAPOWER subdirectory.

w» NOTE: If Ventura automatically places the image on the Page,
use Remove Text/File to remove the image from the frame (do
not remove it from the list of files).

Before you place the text files, we want to show you how to
convert text files from one word processing format to another.

Converting file formats

If you publish a newsletter composed of articles from several
writers, you are likely to receive files in different formats.
Ventura can convert from one file format to another. After
loading a text file you can use File Type/Rename from the Edit
menu to convert it to a different word processing format.
Thanks to File Type/Rename you can standardize the text
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format of the newsletter without restricting writers to any one
word processor.

For practice, convert the six ASCII text files you just loaded
into your favorite word processing format (at the same time
you rename them).

Change formats

Follow these instructions for each of the six files in turn. First,
place the text file on the Page. Then call up the File
Type/Rename dialog box. Type in the new name (and new
location) and choose the new file format. As always, you will
be placing the new file in the \TEMP subdirectory along with
the projects from other chapters. Figure 64 shows how it
would look if you were changing BNEWSLT1.TXT to Microsoft
Word format:

FILE TYPE / RENAHE ]
01d Name: C:\POHER\GNEWSLT1 , TXT

New Name: C:\TEMP\GNEWS-1.TRT

Text Format: [Generated | [ASCIT | [WordStar 3 | [WS 4.6/5.8 |

Rl | WordPerfect | | Hylirite | | B-Bit ASCIT ]
[ DCA | [MultiMate | [PRN-to-Table | [WordPerfect 5

N =

Figure 6-4.

If you were changing to MultiMate format, the dialog box
would look identical except that the MultiMate button would
be highlighted instead.

When you have finished, put the next file on the Page and
repeat the process.

w» NOTE:When you place a new file on the Page, Ventura auto-
matically replaces the old file with the new one.



Change formats

Here’s a listing of the new file names (you can change the
extension to your own word processing format if you prefer):

Load from C:\POWER Save to C:\TEMP
6NEWSLT1.TXT 6NEWS-1.TXT
6NEWSLT2.TXT 6NEWS-2.TXT
6NEWSLTS.TXT 6NEWS-3. TXT
6NEWSLT4.TXT 6NEWS-4.TXT
6NEWSLT5.TXT 6NEWS-5.TXT
6NEWSTOC.TXT 6TOC.TXT

WARNING: Neither the format change or the name change/relocation takes effect
until you save the chapter.

Using File Type/Rename merely tells Ventura, “Please make
these changes the next time you save to the disk.” If you
abandon the chapter without saving you will lose the changes.

¥ After you rename all the text files, use Remove Text/File to
remove the last file from the frame.

W Select Save As to save the chapter as
C\TEMP\6NEWS.CHP.

If you do not have the Power disk

] Using your favorite word processor, type the text files for
Chapter Six from Appendix A. Save them under the
C:\TEMP subdirectory using the names listed in the right
column in the table above.

¥ Load the original Ventura style sheet &NEWS-P3.STY
from the C:\POWER subdirectory. Change the margins
and columns to match Figure 6-5. Change or add tags
according to the tag table for Chapter Six in Appendix B.
Save  and rename the style sheet as
C:\TEMP\6NEWS.STY.
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Figure 6-5.

¥ Load the sample image file, CHANEL.IMG from the
C:\POWER subdirectory or substitute your own bit-

mapped image in place of the one provided on the Power
disk.
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Style

Since the newsletter is composed of text files in frames, it is
easier to add frames before placing text. Start by formatting
the Page, then use it as a guide for drawing the frames.

Verify the page layout

Although the BNEWS.STY style sheet should have the correct
values for page layout, margins, columns, and global kerning,
verify that the values match Figure 6-5.

Add a footer

¥ Select Headers & Footers from the Chapter menu. Choose
Define: Right Page Footer, Usage: On. Type: Fall/Winter
1989 on the Left line and Page [P#] on the Right line.

HEADERS & FOOTERS m

Define: | Left Page Header | | Right Page Header |

Left Page Footer Right Page Footer
—

Left: Fall/Winter 1989

Center:

Right: Page [PH][

Inserts: |Chapter # | [ Page # | | 1st Match | | Last Match |

| Text Attr. | | Capy To Facing Page |

I 0K I Cancell

# Choose Define: Left Page Footer, Usage: On. Type: Page
[P#] on the Left line and Paginations on the Right line.

¥ Choose Turn Footer Off from the Chapter menu for the first
page of the newsletter.

Change the chapter typography

Now you will change the settings in the Chapter Typography
dialog box to complete the chapter format. (See Chapter Three
for a detailed explanation of these settings.)
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8§ Select Chapter Typography from the Chapter menu.

& Choose Widows (Min. Lines at Top): 1 and Orphans (Min.
Lines at Bottom): 1.

8 Choose Mové Down to 1st Baseline By: Inter-Line.
§ Verify that Column Balance is off.

Chapter Typography settings ensure that the text will align
across multiple columns and reach the bottoms of the frames.

Add frames to page one

& Place nine frames on page one using Figure 6-7 as a guide
for their size and position.

$ Use Sizing & Scaling to fine-tune the size and placement.

Don’t forget that you can use temporary memory to create
identical frames. See Chapters Two and Three.

w» NOTE: With Line Snap turned on, the frames (frames #6 and
#7) at the bottom of the page will extend below the column
guide. Nevertheless, the text you pour into the frames will line
up properly with the bottom of the column guide.

Place the two “jump text” frames (frames #8 and #9) inside the
column frames as shown in Figure 6-6. (Shading in the figure
is for illustration purposes only. Do not add shading.)

ter Frame Paragraph Gra)

3¢
Lo

SNEWS 4. TXT

Jump text frame

Jump text frame

—
SNEWS -2 TXT

NEWS -3, TXT
GNEMS- 4. TXT

SNEWS-5.TXT
£T0C.TXT
PP ING

IR Pg & 0081

Figure 6-6.



Add a ruling box around

Frame #1

Upper Left X: 04,06 picas
Upper Left Y: 04,06 picas

42,00x12,00 picas

Frame #2

Upper Left X: 04,06 picas
Upper Left Y: 16,06 picas

Upper Left Y: 47,06 picas
27,06x13,00 picas

Frame #9
13,00x01,00 picas

42,00 x 07,00 picas

Frame #3 Frame #4 Frame #5
Upper Left X: 04,06 picas Upper Left X: 19,00 picas Upper Left X: 33,06 picas
Upper Left Y: 23,06 picas Upper Left Y: 23,06 picas Upper Left Y: 23,06 picas

13,00x24,00 picas 13,00x24,00 picas 13,00x24,00 picas
Frame #8
13,00x02,00 picas _|
~
Frame #6
Upper Left X: 04,06 picas Frame #7

Upper Left X: 33,06 picas
Upper Left Y: 47,06 picas

o

13,00x13,00 picas

Figure 6-7. Use this illustration to draw the frames on page one.
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Add a ruling box around

When you are finished adding the frames, you will make a
ruling box around the frame reserved for the logo.

¥ Select the top frame (frame #1).
¥ Ruling Box

Around

Add a pattern

Width: Frame
Height of Rule 1: 00.25 fractional pts

To add intrest to the page design, put a gray fill pattern inside

the Logo frame (frame #1).

# Select Frame Background from the Frame menu. Choose
Color: Black and Pattern: 1. Click OK.

S—

Color:
Pattern:

Result:

FRAME BACKGROUND

Black
1

[]

o e

Change columns

Use Margins & Columns from the Frame menu to change the
bottom left frame (frame #6) to a two-column format. The size
of the columns inside this frame will match the columns on

the Page.

¥ Select frame #6.
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& Margins & # of Columns: 2
Columns Column 1: 13,00 picas & points
Column 2: 13,00 picas & points
Gutter 1: 01,06 picas & points

Add a ruling box around the TOC
8 Select the frame that will contain the TOC (frame #7).

¥ Ruling Box Width: Frame
Around Height of Rule 1: 00.25 fractional pts

Add frames on page two

If you are using the Power disk, proceed directly to the section
entitled, “Add a dashed ruling line.”

If you do not have the Power disk and the sample newsletter
chapter file, use Figures 6-8, 6-9, and 6-10 as guides to lay out
the remaining frames on pages two, three, and four.

8§ Insert/Remove Operation: Insert New Page
Page After Current Page

Use Figure 6-8 to guide the placement of frames on page two.
Then check for accuracy with Sizing & Scaling.

Add margins and a ruling box around

If you do not have the Power disk, you will add margins and a
ruling box around the frame reserved for the staff box (frame
#12). Start by adding margins to the frame. This keeps the
text in the frame from touching the ruling box around it.

& Select the frame for the staff box (frame #12).

& Margins & Top: 02,00 picas & points
Columns Bottom: 02,00 picas & points
Left: 01,00 picas & points
Right: 01,00 picas & points

& Select Ruling Box Around. Choose Width: Frame. Give Rule
1 a height of 00.25 fractional pts.
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Frame #13
13,00x02,00 picas
/
/

Frame #10 Frame #11
Upper Left X: 04,06 picas Upper Left X: 33,06 picas
Upper Left Y: 04,06 picas Upper Left Y: 06,06 picas

27,06x48,00 picas 13,00x46,00 picas

Frame #12

Upper Left X: 04,06 picas
Upper Left Y: 52,06 picas

42,00x07,06 picas

Figure 6-8. If you do NOT have the Power disk, you must draw these frames on page two.




On to page three

RULING BOX AROUND ||

Width: Frane
Color: Black
Pattern: Solid

Dashes: Off
34.00
Space flbove Rule 1: 00.88
Height of Rule 1: 88.25
Space Below Rule 1: 08.88
Height of Rule 2: 88.80
Space Below Rule 2: 008.88
Height of Rule 3: 00.00

Custon Indent: 08.00
Custom Width: £0.00

Dash Width: 00.00
Dash Spacing: 00.0¢ fractional ptg

Space Below Rule 3: 00.80 =]
Overall Height: 08.25

m Cancel

On to page three

Good work — you're halfway through placing the frames (If
you have the Power disk, these frames were drawn for you).
Two more pages to go. Insert another page before drawing the
frames on page three.

¥ Insert/Remove
Page

Operation: Insert a New Page
After Current Page

Add frames to page three

Using the Figure 6--9 as a guide, draw the five frames on page
three, then check your results with Sizing & Scaling. The
upper right frame (frame #18) is reserved for a picture and a
caption. You will add a caption to the picture frame in the
picture section of the chapter. For now, simply leave enough
space for the caption.

Add a ruling box around the picture frame

To visually separate the picture from the rest of the text, add
a ruling box around the frame that will contain it.

8 Select the frame that will contain the picture (frame #18).

& Ruling Box Height of Rule 1: 00.25 fractional pts
Around
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Frame #18

Upper Left X: 19,00 picas
Upper Left Y: 04,06 picas

27,06x24,00 picas

Frame #14

Upper Left X: 04,06 picas
Upper Left Y: 04,06 picas

13,00x56,00 picas

Allow 03,00 picas for caption frame 13 0'33312%%1; cas
7
Frame #15 Frame #16

Upper Left X: 19,00 picas
Upper Left Y: 31,06 picas

Upper Left X: 33,06 picas
Upper Left Y: 33,06 picas

13,00x29,00 picas

13,00x27,00 picas

Figure 6-9. If you do NOT have the Power disk, draw these frames on page three.




Insert page four

Insert page four

i Insert/Remove  Operation: Insert a New Page
Page After Current Page

Add frames to page four
Add the two frames shown in Figure 6-10.

Frame #19
Upper Left X: 04,06 picas
Upper Left Y: 04,06 picas

42,00x27,00 picas

Frame #20
Upper Left X: 04,06 picas
Upper Left Y: 31,06 picas

42,00x29,00 picas

Figure 6-10. If you do NOT have the Power disk, draw these frames on page four.
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Add a dashed ruling line above

To create a fold line, you will add a dashed rule above the
bottom frame on page four.

¥ Go to page four.

8| Select Go To Page from the Chapter menu (or press Ctrl-G).
Move to the Selected Page line and enter 0004

8 Select the bottom frame (frame #20).

¥ Select Ruling Line Above. Choose Width: Frame, Dashes:
On. Make the Dash Width: 02.16 fractional pts and the
Dash Spacing: 02.16 fractional pts. Give Rule 1 a height of
00.50 fractional pts.

RULING LINES RBOVE m

Width: Frane
Color: Black
Pattern: Solid
Dashes: On
36.80
Space Above Rule 1: B0.68

Height of Rule 1: B8.50 Custon Indent:
Space Below Rule 1: 0@.00 Custon Width:
Height of Rule 2: 00.68
Space Below Rule 2: D0.88 Dash Width: @2.16 m.su
Height of Rule 3. 09.80 Dash Spacing: B2.1é fractional
Space Below Rule 3: 08.80 |4
Overall Height: $8.50 - E

m Cancel

Place text files

Now that the frames are completed, you are ready to place the
text. Start with the two articles on page one.

¥ Press Home to go to page one.
¥ Select frame #3.
8 Select BNEWS-1.TXT from the Assignment List.

Ventura pours as much of the text file it can fit in the frame
and then stops.
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w» NOTE: Most of the sample text files have been pretagged.
Ventura will automatically format these paragraphs as you
place the text.

Finish placing the first article.

B Select frame #4 then select BNEWS-1.TXT from the Assign-
ment List.

§ Select frame #5 then select NEWS-1.TXT from the Assign-
ment List.

You will place the rest of GNEWS-1.TXT when you get to page
two. For now, continue working on page one. Place the article
“Ventura Complements CAD” (6NEWS2.TXT).

8 Select frame #6 and place the text file SNEWS-2.TXT.

Ventura flows the text in the two columns and stops when it
reaches the end of the second frame (Figure 6-11). You will
place the remaining text when you get to page three.

NERS 2. TXT
BRI D
ENEHS - 4. TXT
enens-s.7xr [§ 3
£10C.7x1
WPUP.IKG

i H
ey o |
R Pg # 8001

¢

Figure 6-11.

| Select frame #7 and place the text file 6TOC.TXT.

= TIP: You do not have to place all of a file at once. Ventura will
“remember” where you left off when you get to the next page.
Generally, the most efficient way to work is to do everything
you can on one page before moving on to the next.
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After placing the last text file, take a moment to compare your
first page to Figure 6-12. Your newsletter is now starting to
shape up.

Desk File Edit View Chapter Frame Paragraph Graphic Options

I

[

SNENS -1, TXT
ENEHS -2.TXT

B

ENEHS -3, TXT

GNEHS -4, TXT

SNEHS 5. TXT
$T0C.TXY
HPUP . 1IMG

B

I

# 8

4

'
TPy
R Fg % 001

+

i3

Figure 6-12. The first page so far.

Add logo text on page one

To complete the text on page one, add the logo, headline,
dateline, and jump text to the proper frames. Change to Nor-
mal or Enlarged View (your choice) so you can see the text as

you type.
¥ Enable Text mode.

| Click anywhere in the logo frame (frame #1) and type the
following three paragraphs:

PAGINATIONS [Enter]
NEWSLETTER [Enter]
Design and Production News for Ventura Publishers

Add dateline and headline

¥ Click anywhere in frame #2 and type the next two para-
graphs:

Volume 1, Number 1 [Tab] Wintex 1989 [Enter]
Training workshops underway
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The text in the first two frames should look like the sample
screen in Figure 6-13.

Italdc
smald
Superserapt
Subscript
Underdine
Double Undein|

Strike-thru
Volume 1, Numbes 1<¥inter
Training workshops underva H

Figure 6-13.

Add jump text

8 Click once inside the small frame (frame #8) above the
Table of Contents and type: (Figure 6-14)

See WORKSHOP next page

& Click anywhere in the small frame at the bottom of the page
(frame #9) and type: (Figure 6-14)

See CAD page 3

w» NOTE: If you do not see the end of file marker after clicking on
the frame, make the jump text frame larger. Later, you can
resize the frame so it measures 01,00 pica high. The logo,
headline, and jump text will be stored as part of the chapter’s
caption file.

If you wish to place this text into separate files, switch to
Frame mode. Select the frame containing the text you want to
put in a separate file. Select File Type/Rename from the Edit
menu. Ignore the name you see listed as Old Name. Clear the
New Name line and type in the new name and location. Then
click OK.
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Figure 6-14.

Place text on page two

8 Press PgDn to go to page two and enable Frame mode.

& Select frame #10 and place the text file BNEWS-3. TXT.

Now continue the article from page one in frame #11 and put

a new article into frame #12.

# Select frame #11 and place the text file GNEWS-1.TXT.

#® Select frame #12 and place the text file 6NEWS-4. TXT.
Upon finishing, your page will look similar to Figure 6-15:

Desk File Edit Uiew Chapter Frane Paragraph Graphic Options
\TEMP\GNEUS.CHP |

cnnu:‘aacuu

osnin

GNEHS -3, TXT
SNEHS - 4. TXT
onems-s 1xr f§ 30
£T0C.TXY .
WPUP.IHG

i
EMPTY @
L Pg # 8062

¢

Figure 6-15. Page two as it should appear at this stage.
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Notice that the text does not completely fill frame #11. What
do you do with the empty space? You could type in additional
text. Or you could add something to take up space, like an
illustration or a pull quote (sometimes called a lift out).

Add a pull quote

A pull quote is a short quotation or extract that can be used as
a graphic element to fill space and to attract attention to an
article.

To create the pull quote, you will add a small frame inside the
existing frame (frame #11). To set it apart from the rest of the
text add vertical padding and rules to the frame. The style of
the rules is derived from the graphic look of the logo. After you
add the frame, you will type in the pull quote text.

& While still in Frame mode, select Add New Frame from the
Side-Bar.

¥ Make sure that the zero point is set to its original position
at the upper left corner of the Page (click the 0,0 square in
the upper left corner of the Page).

§§ Starting at position 19,06 picas on the vertical ruler, draw a
frame 13,00 picas wide by 09,00 picas high inside frame
#11las shown in Figure 6-16. You can check for accuracy
with the Sizing & Scaling dialog box.

Desk Ffile Edit View Chapter Frane Paragraph Graphic Options

 C:\TEMP\GHEUS.CHP_ (ANEWS. ST

24 30 3¢
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Add padding

Add vertical padding to keep the text from butting up against
the pull quote frame.

8 With the frame still highlighted, select Sizing & Scaling
from the Frame Menu. Make the vertical padding 00,06
picas & points.

SIZING & SCALING 8]
Flow Text Around: On
Upper Left X: 33,06 (=] Upver Lere v: 19,86 R[]

Frane Width: 13,08 Frane Height: @9,60
Horiz. Padding: 00,00 Vert. Padding: BG,B&| picas & points

Picture Scaling: | Fib in frase | | By Scale Fachors i

fepect Ralis: | Maintained | | Distorbed i

# Crop Offset:

Scale Width: Scale Height: 00,00

You have just added padding of 06.00 fractional pts above
(00,06 picas & points) and 06.00 fractional pts below the frame
— a total of 12.00 fractional pts which is equal to the inter-line
spacing of the Body Text. By making the frame padding an
integer of the Body Text inter-line spacing, you maintain even
spacing throughout the document.

Add ruling lines to the pull quote frame
With the frame still highlighted:

¥ Ruling Line Width: Frame
Above Height of Rule 1: 00.25 fractional pts
¥ Ruling Line Width: Frame

Below Height of Rule 1: 00.25 fractional pts



Add the pull quote fext

Add the pull quote fext

¥ Enable Text mode. Click anywhere inside the pull quote
frame. Type the following pull quote text using non-key-
board characters to create the quote marks. (For example,
[Alt-169] means “type 169 on the numeric keypad while
holding down the Alt key.” This procedure creates an open
quote mark when you release the Alt key.) (Figure 6-17.)

[Alt-169]Anyone who wants to make an impression on
should attend a Ventura training
workshop. [Alt-170]

paper

= TIP: You can also enter open and close quotes with Ventura’s
built-in keyboard shortcuts, Ctrl-Shift-[ (open bracket) and Ctrl-
Shift-] (closed bracket).

Bold
Ttalic
small
Superscript

Subscript
Underiine
IDouble Undrln)
strike-thre

End of File
L Pg 6002

Figure 6-17.

Add jump text
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Next type in the jump text at the top of the right-hand column
and change its attributes.

& While still in Text mode, click anywhere inside the small
frame at the top of the right-hand column (frame #13) and
type: WORKSHOP frompage 1
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§ Select the word “WORKSHOP” and change its attributes.
Highlight the word and choose Bold. Then choose Italic
from the Assignment List (Figure 6-18).

ter Frane Paragraph Gra
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Figure 6-18.

Create boldface lead-in heads

In addition to using headings on a separate line, you can also
draw the reader’s attention to an article with lead-in heads.
Lead-in heads use boldface, italic, or small capitals for the
first few words of a paragraph. To create the boldface lead-in
heads in frame #10, highlight the text (by dragging or the
Shift-Click method), then choose Bold from the Assignment
List.

¥ Make sure you are still in Text mode.

8 Select the two following phrases in the first two paragraphs
in frame #10 and make them bold:

“Ventura Workstations...”

“Digital Laser Corporation... ”
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w» NOTE: If you accidentally click your text cursor on the Under-
lying Page instead of in the desired frame, Ventura asks you if
you intend to type text on an empty page. Choose Cancel to
remove the message.

The rest of the lead-in heads have been completed for you.
When you are finished the page should look like Figure 6-19:
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The 19-inch monitor and add-in graphies adapter will ship

Figure 6-19. Check your progress against this illustration.

Place text on page three
¥ Press PgDn to go to page three.

Now you will place the article “Preformatting Ventura Docu-
ments” in frame #14 and frame #15 and the rest of the article
“Ventura Complements CAD” in frame #16 as explained
below.

¥ Enable Frame mode.

& Select frame #14 and place 6NEWS-5.TXT.

i Select frame #15 and place the rest of 6NEWS-5.TXT.
| Select frame #16 and place the rest of 6NEWS-2.TXT.
Your page should look like Figure 6-20:
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NERS 2. TXT
| SNEWS-2.TXT
GNEHS 4. TXT
SNEHS-5.TXT

470C.TXT
NPUP.ING

tersearmco
EPTY
Pg # 6663

Figure 6-20. At this stage, your page should look like this.

Add jump text

# Enable Text mode. Click anywhere inside the small frame
above the right-hand column (frame #17). Then type:

CAD frompage 1

8§ Select the word “CAD.” Choose Bold, then Italic from the
Assignment List (Figure 6-21).

w» NOTE: If you select the wrong attribute from the Assignment
List, choose Normal to return the text to its original format.
Then reselect another attribute.

Desk File Edit View Chapter Frame Paragraph Graphic Options
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Figure 6-21.
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Add text to page four
You’re almost done with the text on page four.
Use Text mode to create the address panel on page four.

#8 Press PgDn or End to go to page four.

8 Click anywhere in the bottom frame on page four (frame
#20) and type the following address (use Ctrl-Enter to cre-
ate a line break): -

New Riders Publishing [Ctrl-Entex]
31125 Via Colinas, Unit 902 [Ctrl-Enter]
West Lake Village, CA 91362 [Entex]

8 Start a new paragraph for the postage text and type:

Bulk Rate [Ctrl-Enter]

US Postage [Ctrl-Enter]
PAID [Ctrl-Enter]

LOS ANGELES, CA [Ctrl-Enter]
PERMIT # XXXX

& Select the text “PAID, LOS ANGELES, CA, PERMIT #
XXXX” and make it Bold.

B Now select the text “LOS ANGELES, CAPERMIT # XXXX”
and make it Small.

When you are finished, check that your page looks similar to
Figure 6-22.

New Riders Publishing ¢
$1126 Via Colinas, Unit 9024
West Lake Villuge, CA 91362F

Bulk RateJ
{JS Postage)

PAID}
$.05 ANGELES, OA
Froare 4

Superscript

Subscript
Underline
[pouble Undrinf--
Strike-thru

Figure 6-22. At this point, your page four should look similar to this
illustration.
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O Stopping point

This is a good point to stop, take a break and save your work
(press Ctrl-S). You’ve already done a lot of work, so we should
probably remind you the first time through a newsletter is
always the hardest. Make no mistake — it takes a substantial
effort to produce a newsletter the first time around. But don’t
become discouraged. Once you’ve set up your pages and
finished the first issue, the production gets easier each time,
particularly if you use the techniques we show you at the end
of this chapter.

If you want to take a break now, and start again later, save the
changes to the document and quit Ventura. When you have
more time, load Ventura, open the chapter
CA\TEMP\6NEWS.CHP and start from where you left off.

If you're ready to forge ahead, proceed directly to the next
section.

Tagging the newsletter

With the text in place, you can format the rest of the newslet-
ter with tags. As always, start with the Body Text tag. Then
proceed from the first frame to the last until all the text is
tagged.

% Go to page one.
& Enable Paragraph mode.

8 Select the second paragraph in frame #3, which starts “Ms.
Belden will conduct basic skills workshops....”

Confirm that the Body Text matches the following attributes:

& Font Face: Times
Style: Normal
Size: 010.0 points

§ Alignment Horz. Alignment: Justified
Overall Width: Column-Wide
First Line: Indent
In/Outdent Width: 01,00 picas & points
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& Spacing Inter-Line: 12.00 fractional pts
Add in Above: When Not At Column Top

When youre finished with Body Text, you will then go to
frame #1 and add a new tag called Logo.

Add the Logo tag

The logo is the most important element on the front page. It
distinguishes a newsletter from others, projects the overall
tone, and lends consistency from issue to issue. A logo can be
letters and pictures or just letters and rules combined in a
visually exciting way. The logo’s size should relate to the other
elements on the page. It should be easy to read without con-
flicting with the headlines.

8 Select the paragraph “PAGINATIONS.”
& Add New Tag Tag Name to Add: Logo

& Font Style: Bold
Size: 072.0 points

WARNING: If you are using a non-Postscript printer, you may not be able to print
fonts as large as 072.0 points. Use the largest size available to you instead.

& Alignment Horz. Alignment: Center
Width: Column-Wide
In/Outdent Width: 00,00 picas & points

w» NOTE: In this style sheet, tags are copied from Body Text,
which has a first-line indent of 01,00 picas & points. Therefore,
you must remove this indent for all the tags that follow.

¥ Spacing Inter-Line: 80.00 fractional pts
Add in Above: Always

Now use kerning and tracking to reduce the space between
the individual letters and improve the appearance of the type.

§ Select Paragraph Typography from the Paragraph menu.
Choose Automatic Pair Kerning: On, Letter Spacing: Off.
Make Tracking 0.050 Ems Tighter.
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"Logo" TVPOGRAPHY SETTINGS [

Autonatic Pair Kerning: On

Letter Spacing: Off Up to: 8.108 fue
Tracking: Tighter 0.050 Ens

Grow Inter-Line To Fit: On
Mininun Space Width: 8,680 * (space width) = 6,150 Ens

Normal Space Width: 1,808 * (space width) = 8,208 Ens
Maximun Space Width: 2.880 » (space width) = 0.508 Ens

You can also track the letters interactively. Enable Text mode
and select the letters you want to track. With the letters
highlighted press the Shift key and the left arrow about five
times. Each time you press the left arrow key you move the
letters together about .01 Em. (Conversely, you can press the
right arrow to move the letters further apart.) To find out the
how much tracking you’ve done on-screen, choose Set Font
from the Side-Bar while the letters are still highlighted.

Add Logo2 tag

Now you will add a tag named “Logo2.”
B Try to select the paragraph “NEWSLETTER.”

You may find it impossible to select the NEWSLETTER para-
graph. The inter-line spacing of the Logo tag is so large (80.00
fractional pts) that it causes the Logo paragraph to overlap
the paragraph below. Fortunately, there are a few techniques
to get around this problem:

o Select the second paragraph before you tag the Logo para-
graph. This is a good method only if you know ahead of time
that one tag will overlap the next.

¢ Tag the Logo paragraph as Body Text. This reduces the
Logo tag to the size of Body Text and lets you select the
paragraph below. After you add the Logo2 tag (to the
Newsletter paragraph), retag the paragraph above it as
Logo.



Review move down to 1st baseline 6-35

¢ Change the Frame typography. Select the frame reserved
for the logo and change the setting for Move Down to 1st
Baseline By from Default to Cap Height (Frame Typo-
graphy, Frame menu). This action raises the baseline of the
logo text and lets you select the paragraph below.

w» NOTE: If you are interested in understanding the subtle dif-
ferences between Move Down to 1st Baseline By: Cap Height
and Move Down to 1st Baseline By: Inter-Line, we encourage
you to read the next section. On the other hand, if you have
little interest in advanced typographic techniques, just follow
the step-by-step instructions and watch what happens.

Review move down to 1st baseline

In Chapter Three we introduced you to the concept of Move
Down to 1st Baseline By in the Chapter Typography menu.
Because most beginners have a hard time with this concept,
we're going to take the time to review it.

Move Down to 1st Baseline By affects the starting position of
text at the top of a column or page. For instance, when you
select Move Down to 1st Baseline By: Inter-Line, Ventura
positions the baseline (the imaginary line on which the text
rests) of the word PAGINATIONS 80.00 fractional pts from
the top of the margin (the value of its inter-line spacing).
When you select Move Down to 1st Baseline By: Cap Height,
Ventura “hangs” the word PAGINATIONS from the column
margin by the tallest capital letter in the word. (Imagine the
word PAGINATIONS hanging down from the top of the
column like laundry hanging from a clothesline.)

Using Move Down to 1st Baseline By: Cap Height causes the
word to be raised upward in the frame (Figure 6-23 and
Figure 6-24).
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H Volume 1, Number 14#¥inter 13891 H
¢ Truining werkshops undenvy

Figure 6-23. Move Down to 1st Baseline By: Inter-Line.

ter Frane Paragraph Graphi
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Volume 1, Number 14¥inter 1389
§‘l‘m’1mgwlshopsWerwnyll -

Figure 6-24. Move Down to 1st Baseline By: Cap Height.

If you're still struggling with this concept, you may under-
stand it better if you step through the process. Go ahead and
change the frame typography and watch what happens.

Change the frame typography
& Enable Frame mode.
& Select the logo frame.
i Select Frame Typography from the Frame menu.
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& Choose Move Down to 1st Baseline By: Cap Height and
click OK.

The word PAGINATIONS is raised up and you can now select
the paragraph below.

§ Enable Paragraph mode and select the paragraph
“NEWSLETTER” in frame #1.

¥ Add New Tag Tag Name to Add: Logo2

& Font Style: Bold
Size: 030.0 points
8 Alignment Horz. Alignment: Center
In/Outdent Width: 00,00 picas & points

& Spacing Above: 02.00 fractional pts
Inter-Line 34.00 fractional pts
Add in Above: Always

As you saw earlier, you can use tracking to reduce the in-
dividual space between characters and make a headline more
legible. You can also use tracking to add space between char-
acters for special effects. You will now add extra space be-
tween letters in the Logo2 tag.

8 Select Paragraph Typography. Choose Automatic Pair
Kerning: On, Letter Spacing: Off. Choose Tracking: Looser
and enter 0.750 Ems.

When you are finished, the tag should look like Figure 6-25:

ter Frane Paragraph Graph:

! . ‘Training workshops underwayD

Figure 6-25.
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Add a ruling line above and below the Logo2 tag
With the paragraph still highlighted, add ruling lines above

and below.
8 Ruling Line Width: Frame

Above Height of Rule 1: 01.00 fractional pts
§ Ruling Line Width: Frame

Below Height of Rule 1: 01.00 fractional pts

Add the Motto tag

8 Select the paragraph “Design and Production News for
Ventura Publishers.”

¥ Add New Tag Tag Name to Add: Motto
& Font Size: 012.0 points

8 Alignment Horz. Alignment: Center
Overall Width: Frame-Wide
In/Outdent Width: 00,00 picas & points

Now use tracking to tighten the spacing between letters.

& Paragraph Letter Spacing: Off
Typography Tracking: Tighter
Ems: 0.030

Add a custom rule to the Motto tag

To create the effect of a double line — one thick and one thin
— you will add a custom rule above the Motto tag. Even
though these two lines look like one unit, they are not. The
top, thinner rule is part of the Logo2 tag above. The bottom,
thicker rule will be attached to the Motto tag.

¥ With the Motto paragraph still highlighted, select Ruling
Line Above. Make the unit measurement picas & points.
Choose Width: Custom. Make the Space Above Rule 1:
00,01 picas & points. Give Rule 1 a height of 00,10 picas &
points. Enter a Custom Indent of (+) 06,00 picas & points
and a Custom Width of 30,00 picas & points.
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"Motto" RULING LINES ABOVE

Width:
Calon:
Pattern:
Dashes:

Space fbove Rule 1:
Height of Rule 1:
Space Below Rule 1:
Height of Rule 2:
Space Below Rule 2:
Height of Rule 3:

Space Below Rule 3:
Overall Height:

Custon
Black
Solid
Off

00,81
80, 18
90,00
00,00
8,00
00,88

08,00
00,11

Custon Indent:
Custon Width:

Dash Width:
Dash Spacing:

B

o Wi

w» NOTE: If the text below the motto paragraph disappears
belows the frame try 1) enlarging the frame, 2) reducing the
Height of Rule 1, or 3) reducing the Space Above Rule 1.

Add a Dateline tag

Now move to the next frame to create the Dateline and Head-

line tags. In Chapter Three, you learned how to create a
dateline by placing two different tags on the same line. Now
we will show you another way to achieve the same effect, but
this time with Tab Settings.

#8 Select the paragraph “Volume 1, Number 1....”
& Add New Tag

B Font
B Alignment

Tag Name to Add: Dateline
Style: N-Italic

Horz. Alignment: Left
In/Outdent Width: 00,00 picas & points

| With the paragraph still highlighted, select Tab Settings
from the Paragraph menu. Choose Tab Number 1, Tab
Type: Right, Tab Shown As: Open Space. Make the Tab
Location: 42,00 picas & points and the Leader Char:
Spaces. Click OK.
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“Dateline* TAB SETTINGS E

Tab Number: m

Tab Type: Right
Tab Shown As: Open Space
Tab Location: 42,BB| picas & pointe

Leader Char: Spaces 832 (ASCII)

Leader Spacing: B
Auto-Leader: OFfFf

"o, TN

Tab settings are always measured from the left margin. By
setting a right tab at 42,00 picas & points (the width of the
frame) you position the words “Winter 1989” flush against the
right margin.

Tag the headline

Since most of the text on this page has already been prefor-
matted for you, there are only a few more paragraphs to tag.

¥ Tag the paragraph “Training workshops underway” as
Head1 (Figure 6-26).
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Figure 6-26.
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# Select both jump text paragraphs (in frames #8 and #9) and
tag them as JumpRight (Figure 6-27).

pter Frane Paragraph Graphi
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kan aceept!  gnd 3D capabilities make it the perfect

Doteline

Figure 6-27.

8 Select the paragraph “Ventura Complements CAD” and tag
it as Head2.

To create the banner headline (“Ventura complements CAD”)
we gave the tag a frame-wide alignment. Ventura stretches
the text across the full width of the frame. If you are unclear
about the difference between frame- and column-wide align-
ment, open the Alignment dialog box for Head2 and switch
back and forth a few times.

W TIP: You can also create a banner headline by placing text in a
separate frame that spans more than one column. You used
this second technique to create the Head1 headline above the
first article.

Tag the TOC

The last format changes on this page are in the Table of
Contents (TOC) in the bottom right frame (frame #7). Add a
new tag called DeptTitle.

%t Enable Paragraph mode.
§ Select the word “INSIDE” in the bottom right frame.
8 Add New Tag Tag Name to Add: DeptTitle
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& Font Style: Bold

Size: 018.0 points
& Alignment Horz. Alignment: Center

In/Outdent Width: 00,00 picas & points
¥ Spacing Below: 06.00 fractional pts

Inter-Line: 24.00 fractional pts

Add tracking to the DeptTitle tag

You can use tracking to add more space between the letters
and mimic the graphic effect used in the logo.

& Paragraph Letter Spacing: Off
Typography Tracking: Looser
Ems: 0.800

Add ruling lines

A ruling line above and below the DeptTitle tag separates it
from the TOC entries below.

§ Ruling Line Width: Frame
Above Height of Rule 1: 01.00 fractional pts
Space Below Rule 1: 06.00 fractional pts
§# Ruling Line Width: Frame
Below Space Above Rule 1: 06.00 fractional pts

Height of Rule 1: 01.00 fractional pts

Check the page

Page one is now complete. Take a moment to look carefully for
changes that might improve the design. For instance, examine
the TOC title (“INSIDE”). If it does not appear properly
centered you might want to use Text mode to add a thin space
(Ctrl-Shift-T) or a figure space (Ctrl-Shift-F) in front of the
word. (Figure 6-28.) Also, check that the jump text lines up
with the text in the adjacent column. Ifit does not, adjust the
size or position of the jump text frame (turn Line Snap off
temporarily).
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Figure 6-28.

= TIP: If you come across text alignment problems in a frame-in-
tensive document, try adjusting your frames so they do not
touch. Sometimes, when frames butt up against each other,
Ventura pushes the text in the upper frame up a line.

Apply the DeptTitle tag
& Press PgDn to move to the next page.
® If necessary, enable Paragraph mode before you continue.

& Select the paragraph “NEWSLINE” at the top of frame #10
and tag it as DeptTitle.

# Select the jump text “WORKSHOP from page 1” (frame
#13) and tag it as JumpLeft.

Add a PullQuote tag

Earlier, you created a special frame that separated the pull
quote from the main text. Now you will enhance its ap-
pearance by enlarging the size of the text and adding a second
ruling line above. This second line echoes the double line
effect from the logo.

¥ In the pullquote frame (in the middle of frame #13), select
the paragraph that begins “Anyone who wants....”

¥ Add New Tag Tag Name to Add: PullQuote
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& Font Style: B-Italic
Size: 014.0 points
8 Alignment Horz. Alignment: Left
- In/Outdent Width: 00,00 picas & points
& Spacing: Inter-Line: 14.00 fractional pts

In From Left: 01,00 picas & points
In From Right: 01,00 picas & points

& Select Ruling Lines Above. Make the Width: Custom. Give
Rule 1 a height of 00,08 picas & points and the Space Below
Rule 1: 01,01 picas & points. Make the Custom Indent: (+)
00,07 picas & points and the Custom Width: 10,00 picas &
points.

The pull quote should look like Figure 6-29:
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Figure 6-29.

Add a big first character to the StaffBox tag

Now let’s change the text in the staff box frame at the bottom
of page two. To set it apart from the surrounding text, change
the text to italics and add a big first character.

W Select the paragraph from the staff box “Paginations is
published....”

®| Font Style: N-Italic
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#& Select Special Effects from the Paragraph menu. Choose
Special Effect: Big First Character. Choose Set Font
Properties to bring up the Font dialog box. Choose Style:
B-Italics, and Size: 024.0 points. Click OK to return to the
first dialog box. Now choose Space for Big First: Custom
and make the custom lines 001. Click OK to close the dialog
box.

"StaffBox" SPECIAL EFFECTS ﬁ
Special Effect:
ra—
Space for Big First: 091| lines

Show Ballet fls

ox § i filled Box 1 i Obher

Bullet Chart 008 (ASCIL)

Indent Afver Bullet: 00,00 pices R poinks

If you had chosen Space for Big First: Normal, Ventura would
have made its own best decision where to place the big first
character. In this particular case — a 24-point big first charac-
ter on 12-point lines — it would have chosen two lines. It
would have set the first character on the baseline of the
second line, creating a two-line indent.

When you choose Custom instead, you get to decide which
baseline to use. By entering 1, for example, you tell Ventura to
place the big first character on the baseline of the first line. To
make a big first character start below the first line, enter a
number greater than one.

Apply JumpLeft tag
8 Press PgDn to move to page three.

8§ Select the jump text “CAD from page 1” (frame #17) and tag
it as JumpLeft.
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Add an end of article symbol on page three

To distinguish the beginnings and ends of articles in a
newsletter, it is common to place a special editorial symbol,
like a square (either hollow or solid) or a small version of the
logo at the end of the article. In a text-intensive, multi-column
format, this symbol is easy to spot and guides the reader from
the end of one story to the beginning of another. We will show
you how to create a special end of article symbol using the Ins
Special Item option. You will insert a small hollow box at the
end of an article on page three.

w» NOTE: You can also create an end of article symbol with a
character from the international character set or (if you have a
PostScript printer) Zapf Dingbats. In Text mode, insert the
code you want by pressing Alt and the number from the
numeric keyboard. Then highlight the character and choose
Set Font from the Side-Bar to change the font to either Zapf
Dingbats or Symbol.

¥ Enable Text mode. Place the cursor in front of the end of file
marker at the end of the middle frame on page three (frame
#15). (Figure 6—30.)
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Figure 6-30.

| Select Ins Special Item from the Edit menu (Ctrl-C).
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& Choose Box Char or press the F1 function key.
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& When you are asked to insert a hollow or filled box charac-
ter, choose hollow.

Ventura places the hollow box at the end of the text. Now you
can interactively change the size of the hollow box.

& While you are still in Text mode, highlight the box by
dragging or by using the Shift-Click method.

8§ Once it is selected, hold down the Shift key and tap the
down arrow key until you see the box get smaller. (To
increase the box, hold down the Shift key and press the up
arrow key.)

w NOTE: If the box does not appear smaller, press the ESC key
once to redraw the screen.

When finished, your page should resemble Figure 6-31:
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Figure 6-31.

w NOTE: When you move the text cursor over a box character
on-screen the words “Box Character” appear in the Current
Selection Box. You can cut, copy, and paste a box character
just as you would any other text character — use the Edit Text
option in the Edit menu or use the equivalent keyboard
shortcuts.

8 If you want more practice inserting box characters, repeat
the steps above to add a hollow box to the end of the each
article in the newsletter.

= TIP: You can copy the hollow box to the clipboard and then
paste it in where you want.

The final page

Since the rest of page three is already preformatted, go to the
last page of the newsletter.

¥ Press End to go to the last page.

Adding the Address tag

To complete the style section, you will add two tags that reside
on the same line: the Address tag and the BulkRate tag.
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The Address tag
¥ Enable Paragraph mode.
§ Select the paragraph “New Riders Publishing....”
& Add New Tag Tag Name to Add: Address

§ Font Face: Helvetica
§ Alignment Horz. Alignment: Left

In/Outdent Width: 00,00 picas & points
¥ Spacing Above: 24.00 fractional pts

Inter-Line: 24.00 fractional pts
Add in Above: Always
In From Left: 02,00 picas & points

As you learned earlier, you can use Breaks to place two tags on
the same line. The first tag — in this case the Address tag —
uses a line break before.

& Breaks Line Break: Before
Allow Within: Yes
Keep With Next: No

The BulkRate Tag

Now create the BulkRate tag and change the Line Break to
After so it appears on the same line with the Address tag
(Figure 6-32).

8§ Select the paragraph that begins “Bulk Rate...”
¥ Add New Tag Tag Name to Add: BulkRate

& Font Face: Helvetica
§ Alignment Horz. Alignment: Center

In/Outdent Width: 00,00 picas & points
¥ Spacing Above: 24.00 fractional pts

Add in Above: Always
In From Left: 30,00 picas & points
In From Right: 02,00 picas & points

Using In From Left and In From Right pushes the BulkRate
tag to the right margin. The In From Left and Right spacing
prevents the two tags from overlapping.
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Now place the BulkRate tag on the same line as the Address
tag.

8 Breaks Line Break: After

hapter Frane Paragraph Graphic

1"
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3¢ NewRiders Publishings Bulk Rate.s
] US Postage.s
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LOS ANGELES, CAJ
West Lake Village, CA 91362¢ permT 000, 0

Figure 6-32.

Add ruling lines to the BulkRate tag

Add the finishing touches by adding ruling lines above and
‘below the margins of the BulkRate tag.

$ Ruling Line Width: Margin
Above Height of Rule 1: 04.00 fractional pts
Space Below Rule 1: 06.00 fractional pts
¥ Ruling Line Width: Margin
Below Space Above Rule 1: 06.00 fractional pts

Height of Rule 1: 04.00 fractional pts

= TIP: We made the ruling line width equal to Margin so it lined

up with the margin created by In From Left and In From Right
spacing.
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Pictures

Illustrations are an important part of many newsletters. In
this section, you will import and scale an image file and use
Box Text shapes to draw a monthly calendar. Let’s start by
adding an illustration and caption to the article on page three.

Place the picture
# Press PgUp to move back to page three.
¥ Enable Frame mode.

¥ Select the picture frame (frame #18) and place the image
file WPVP.IMG from the Assignment List.

Scale the picture

¥ Sizing & Picture Scaling: Fit in Frame
Scaling Aspect Ratio: Distorted

| SIZING & SCALING

Flou Text Around: On

Upper Left X: 19 m| BI(-]  Uover tefev: 04,06 R[]
l Frane Width: Frane Height: 24,08
Horiz. Padding: M 08 Vert. Padding: 06,00 picas & points

Picture Scaling: By Scale Factors
Aspect Ratio:

% Crop Dffset: 00,00 R[] ¥ Crop OFfset: 60,00 R[]
Scale Width: 27,06 Scale Hedght: 24,00

o — ———— —— —

By choosing Distorted, you allow Ventura to stretch the
dimensions of the picture as much as needed to fit it exactly
inside the frame.

w» NOTE: Because the picture is close to the actual size of the
picture frame, there is very little visable distortion.
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Add a caption to the frame
With the picture frame still selected, add a caption.

8 Anchors Caption: Below
& Captions

Ventura attaches an empty caption frame to the original
frame. Now add the caption text inside this frame.

§ Enable Text mode. Place the cursor in front of the end of file
marker inside the caption frame. Type:

Insert tag names into word processing files to
preformat Ventura documents.

The caption is already formatted for you (Figure 6-33).
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Figure 6-33.

Draw a calendar

Many readers consider the calendar the most useful part of a
newsletter. It lists current and future events in an eye-catch-
ing, visual format. By placing the calendar on the back page,
you make it easy for someone to find and refer to throughout
the month.



Draw the title box

& Go to page four.

Before 'you begin to draw the Box Text, set up a snap-to grid
for the frame that will contain the calendar.

§& Enable Graphic mode.
¥ Select the top frame.

¥ Grid Settings Grid Snap: On
Horizontal Spacing: 06,00 picas & points
Vertical Spacing: 02,00 picas & points

Draw the title box

Start the calendar by drawing the Box Text shapes to contain
the calendar title and the days of the week.

¥ Before you draw the first Box Text, reset the zero point of
the ruler to the upper left corner of the frame (frame #19).

¥ Select the Box Text tool from the Side-Bar. Starting at the
upper left column margin, draw a Box Text 42,00 picas &
points wide (the width of the frame) by 02,00 picas & points
high (one grid snap unit). (Figure 6-34.)

Edit View Chapter Frame Paragraph Graphic Options

Figure 6-34.

w» NOTE:Remember, you can align the ruler with ahy edge of a
Box Text to check its measurements.
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Pictures

Now change the line and fill attributes.

8 Line Attributes
§ Fill Attributes

Draw the days of the week

Thickness: None

Color: White
Pattern: Hollow
Result: Transparent
Default: Save To

Draw one Box Text for the first day. Then use copy and paste
to duplicate the shape across the frame.

¥ Switch to Normal or Enlarged View to draw the next shape.
Starting at position 2 picas on the vertical ruler, draw a Box
Text 06,00 picas wide by 02,00 picas high (Figure 6-35).

§ Line Attributes

8§ Fill Attributes

Thickness: Thin
End Styles: Square
Default: Save To

Color: Black
Pattern: 2
Result: Transparent

ter Frane Paragraph Graphi

L Pg ¥ 8094

Figure 6-35.
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Copy the shape

¥ Press Shift-Del to copy the last shape into the clipboard.
Press Ins to paste a copy on the page.

Remember, Ventura pastes the copy on top of the original.

B Use the mouse to move the shape to the right. Thanks to
the grid, it will snap into position.

Complete the remaining boxes

& To add the rest of the boxes for the days of the week, copy
the last Box Text shape, then copy it five times across the
width of the frame.

When you are finished, your screen should look similar to
Figure 6-36:

Desk File Edit View Chapter Frame Paragraph Graphic Options

Figure 6-36.

Finish the calendar

Now you will copy the entire row of boxes four times, using
Shift-Click to select the entire row at once.

W TIP: Be careful when trying to move an entire row of boxes.
You must avoid accidentally resizing the boxes, or selecting
just one and leaving all the others behind.
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To move an entire row, use Shift-click to select all the shapes.
Now hold down the Shift key and press down the mouse
button in one of the shapes. Do not move the mouse until the
four-way arrow appears. If the pointing finger appears in-
stead, release the button immediately without moving the
mouse. Then reposition the cursor and try again.

With these precautions in mind, complete the following steps.

Draw the first box

By changing the vertical grid settings, you make it easier to
create the right size box.

¥ Grid Settings Grid Snap: On
Horizontal Spacing: 06,00 picas & points
Vertical Spacing: 04,00 picas & points

8 Starting from position 4 picas on the vertical ruler draw a
Box Text 06,00 picas wide by 04,00 picas high.

Copy the box
§ Press Shift-Del to copy the first box to temporary memory.
¥ Paste a copy of the box back onto the page.

$t Use the mouse to move the copy to the right until it snaps
into place.

Desk File Edit View Chapter Frame Paragraph Graphic Opt.

Figure 6-37.
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& Paste five more copies and move them into position to
complete one row of the calendar (Figure 6-37).

Copy the row
Now you will copy the entire row of boxes into the clipboard.

& Select the first box. Shift-Click to select the remaining
boxes. Then press Shift-Del to copy the entire row into
temporary memory.

8 Press Ins to paste a copy of the row onto the page.

¥ Hold down the Shift key and place the cursor in the middle
of one box shape. Drag the entire row of shapes down one
grid unit.

i Paste three more copies and move them into position to
complete the calendar (Figure 6-38).

Figure 6-38.

w» NOTE: If you have trouble moving the shapes as a group,
move them one at a time.

Add text to the calendar

Now that all the Box Text shapes are in place, use Text mode
to enter the calendar text. Use Figure 6-39 as a guide.



Pictures

w» NOTE: Use a line break (Ctrl-Enter) to separate lines within a
Box Text.

1 2 3 3
Basic Workshop
5 s 7 ] ] 10 n
Basic Workshop
12 13 14 15 16 17 ®
Adv. Seminar
1 20 21 22 23 2 5
Basic Workshop
2 27 28
Adv. Seminar
R
New Riders Publishing Bulk Rate
US Postage
31125 Via Colinas, Unit 902 PAID
LOS ANGELES, CA
Woest Lake Village, CA 91362 PERMIT # XXXX
L

Figure 6-39 Your calendar will look like this after typing in the text and tagging it.
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Apply tags to the calendar

Use the predefined tags in the Assignment List to format the
calendar.

& Enable Paragraph mode.

g Select the paragraph “February 1989” and tag it as Cal-
Title.

i Tag all the days of the week as CalDays.

Chapter

Nice work. You should be proud of yourself. After completing
this project, you're ready to take on any type of newsletter,
whether simple or complex. Let’s take a look at the finished
product.

& To Print Which Pages: All
Printing Order: Last to 1st

Once you have the final copy in your hands, inspect each page,
looking for small changes that will improve its appearance.
Remember, no matter how good it might appear on the screen,
the true test of your talents shows up after printing.

Creating a chapter template

As promised, we're going to finish this chapter with tips that
speed newsletter production. Once you establish a successful
format, the hard part has been done. You can reuse your
newsletter chapter over and over again for future issues.

Here’s how it works. Open the newsletter and save it under a
new name — TEMPLATE.CHP, for example, or BLANK.CHP.
Now remove all the text files and graphics files with Remove
Text/File from the Edit menu (Figure 6-40).
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Figure 6-40.
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w NOTE: You do not have to remove the logo text, unless you
are using the same template for different newsletters with
different names.

Now save TEMPLATE.CHP again. From now on, you will use
this chapter full of blank frames as your starting point. Start
by renaming the template so you preserve it intact. Then load
and place text files into the empty frames. Change the
headers and footers if necessary to reflect the new dates.
Adjust frame sizes, add frames, edit copy and make any other
minor changes as necessary to make the new text and pictures
fit. Newsletters that vary quite a bit from month to month
may require more extensive adjustments. Even so, you will
still be finished with the newsletter in a fraction of the time it
takes to build one from scratch.

Another time-saving trick

If you want to save a step, simply use the same file names for
each issue’s text and pictures. This technique is most useful if
the newsletter format is nearly the same each month. Make a
copy of the first issue under a new name, but do not remove the
text and graphics files. Keep this new version in a subdirec-
tory of its own, together with all the files that make up the
chapter. For example, you might call the copy FINAL.CHP
and store it in a directory called \FINAL because this is the
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chapter you will use to print the final version of the newsletter
each month.

Collect the text and graphics for each new issue in a separate
subdirectory (for instance, \JANUARY, \FEBRUARY,
\MARCH, etc.). When everything’s ready to go, copy the text
files to the \FINAL directory, but rename the files so they
match the names used in the first issue. Once you've updated
the files in \FINAL directory, you can load FINAL.CHP. Since
the file names are the same, Ventura will immediately flow
the new text and graphics into the old layout. You won’t even
need to place the files. You will, however, need to make some
minor adjustments before printing.

@. Tips and techniques

Text tips

[0 After you convert a text file format, or rename it to a new
location, the changes do not take effect until you save the
chapter. If you abandon the chapter without saving, you
will lose the changes.

O To create a dashed line effect, choose Ruling Line Above,
Below or Ruling Box Around from either the frame or para-
graph and select Dashes On. You can adjust the width of
the dashes and the space between them.

[0 The text you type directly into a frame or caption is stored
in Ventura’s caption file. If you wish to save the text as a
separate file use File Type/Rename from the Edit menu.
Ignore the name you see listed in Old Name. Type in the
new name and location and click OK.

Style tips

O A pull quote is a short quotation that can be used as a
graphic element to fill space or add emphasis to an article.
To make a pull quote, place and size a separate frame
within a column. Then type the pull quote text directly into
the frame. Add a new tag called PullQuote and change the
text attributes to create the desired effect.
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Chapter

[0 Use tracking to reduce or increase the space between in-
dividual letters in a word.

O To create a banner headline, tag the text as frame-wide, or
place text in a separate frame that spans more than one
column,

[J If you choose Space for Big First: Normal, Ventura makes
its best guess where to place the big first character. When
you choose Custom instead, you decide which baseline to
use. By entering 1, for example, you tell Ventura to place
the big first character on the baseline of the first line. To
make a big first character start below the first line, enter a
number greater than one.

[J Use an end of article symbol to show where one article ends
an another begins. Use the Ins Special Item to insert a
hollow or filled box at the end of a story.

Picture and frame tips

O It is easiest and most efficient to build newsletters by pour-
ing text into frames.

O Frames can have fill patterns and up to three ruling lines
around.

[J Frames that reside on top of the Underlying Page can have
the same or different margins and columns as the Underly-
ing Page.

[0 Make the vertical padding of frames equal to the current
inter-line spacing of the Body Text tag.

[ If you come across text alignment problems in frame-inten-
sive layouts, try adjusting the frames so they do not touch
each other. Sometimes when frames butt up against each
other, Ventura pushes the text in the upper frame up one
line.

[0 Be careful when you move a group (a row or a column) of
graphic shapes together. To avoid accidentally re-sizing
them, or selecting one by itself, be sure to select them by
holding down the Shift key before you go to move the boxes.
After you press the mouse button, do not move the shapes
until the four-way arrow appears.
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Chapter tip

[0 You can re-use a standard chapter format over and over
again by converting it into a chapter template. Take the
original chapter and save it as a new chapter. Then remove
all the text and picture files. Once they are removed, save
the new chapter with a name like BLANK.CHP. From now
on, you will use this chapter, including its frames, headers
and footers, and so forth, to begin your new projects.



Chapter Seven
Skills Checklist

Theory
[ The power of pretagging

[J Creating a directory from a database
file

Text
[ Line breaks versus paragraphs
[0 More timesaving tips on preformatting

Style
O Live headers and footers that change
from page to page
[ How to make your own crop marks
[ Advanced typographic effects using
reverse type

[0 Inserting the page number anywhere
on the frame

Picture
[ Creating thumb tabs with repeating
frmaes
[J Adding fill patterns to frames -

Chapter

[ Creating a publication

[ Linking page numbers from chapter
to chapter

O Using Multi-Chapter to print a
publication

[ Using chapter templates to speed
production
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A Directory

Theory

ombining the power of a database program with Ventura’s

batch formatting allows you to publish professional-
quality directories quickly and easily. In this chapter, you will
create a sample directory using the skills and techniques
listed on the facing page.

In Chapter Two, you learned the basics of preparing text in
advance, including how to use bracket codes to enter at-
tributes directly into word processing files. In this chapter,
you will also learn how to enter tag names directly. In addi-
tion, we will pass along a few ideas on how to use a database
program to generate pretagged files for Ventura.

Because of time and space limitations, you will not actually
use a database to build the sample document in this chapter.
However, the text file you will load into the sample document
resembles a file you would get from a database. If you expect
to use a database in your real-life applications, you will
benefit from understanding the theory of using a database to
generate pretagged files.

The power of pretagging

The fastest way to format text from a database is to include .
tag names in the text file. As soon as the file is loaded into
Ventura, the style sheet definitions are automatically applied.
Pretagging virtually eliminates the need to tag inside Ventura
and reduces layout time and formatting errors. You can, of
course, produce sophisticated documents without pretagging.
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course, produce sophisticated documents without pretagging.
In the long run, however, this pretagging shortcut saves time
and increases productivity.

Rules for pretagging

When you load a text file, Ventura treats all untagged para-
graphs as Body Text. For this reason, you do not need to
pretag Body Text. All other paragraphs, however, can be
pretagged using the format QTAGNAME = . The “at” sign (@)
comes first followed by the tag name (e.g. HEAD1, HEAD2,
etc.), a space, an equals sign, and a second space. Leaving out
any character or space cancels the tagging instruction.
Likewise, the tag will not take effect unless it is the first line
in the paragraph and flush against the left margin. Moreover,
the tag name in the text file must match the name in the style
sheet exactly. Ventura doesn’t care whether you capitalize or
not, but it does care that you spell both tag names the same.

In the files you will load for this chapter, @HeadSection = is
the tag code for the title of each directory section. @Head I = is
the tag code for the first-level heading (the single letters that
precede each alphabetical section); @Head?2 = is the tag code
for the second level heading, and so on. Backward arrows (J)
at the end of lines indicate line breaks. Paragraph symbols ()
indicate paragraph returns.

At first glance, it seems like extra trouble to type in tag names
at the beginning of each paragraph. Once you settle on a
standard set of names, however, you can store them as key-
board macros (with your word processor or a separate pro-
gram like Smartkey). Then you can enter tags in quickly by
pressing a single macro key. Or, as suggested below, you can
have a database program do the work for you.

You’ll find more tips on pretagging text at the end of the
chapter.

Using a database file with Ventura

Database programs are more practical than word processors
for generating lists and directories. Businesses use database
programs to maintain client lists, mailing lists, inventory
lists, and so forth. You can transform such a list into a Ventura
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document by having the database program generate an ASCII
file, which then can be loaded into Ventura. Creating an
ASCII file can be as simple as printing a report to disk.

w» NOTE: If you are not familiar with the structure and use of a
database, you may not understand some of the terminology
(e.g. fields, records, and so forth) we introduce in the strategy
section below. Don’t worry. Just skip ahead to the planning
section and read about the Ventura skills you will learn in this
chapter. You will be able to apply most of these skills to
practical projects that don’t require the use of a database.

A “raw” ASCII file, however, needs lots of formatting once
inside Ventura. You can make things even easier by using the
database to pretag the file. Here’s the strategy:

¢ Prepare a thumbnail sketch of the directory. Choose names
for the tags (for instance, Head1, Head2, Company, Phone#,
etc.).

¢ Use Ventura to create a style sheet with matching tag
names. Format it to match the thumbnail sketch.

¢ Sort the database to pull out the specific information you
need.

¢ Specify a database report with the fields in correct order.

So far you’ve done nothing out of the ordinary with Ventura or
with the database. To pretag, however, you must take two
additional steps:

¢ Use the database report generator to insert the tag names
in front of the fields.

¢ Print the report (which now includes the tag names) to
disk.

Once you've generated the pretagged ASCII file, you can load
it into Ventura. The text will be formatted as soon as you place
the file on the Page.

Line breaks versus paragraphs

The sample text file you will use in this chapter contains line
breaks as well as paragraph returns. For long documents such
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Line break

as directories, you should get in the habit of using line breaks
to create new lines whenever both lines have the same tag
name. Line breaks consume less memory than returns.
Memory considerations do not come into play for short docu-
ments, but they can become a concern with long documents,
especially those with many lines of small type and memory-in-
tensive effects such as leader dots.

A database can enter line breaks by inserting the bracket code
<R> in place of a carriage return (Figure 7-1).

LoveoresrelonecoeresZeorosssseFooeoncone

GHEAD3 = Product:q

b
BITALKUN = Model 730 Scanneril
L)

GHEAD3 = Phone:{’

‘g[TﬂLSEPQRQTE = (415> 965-79087

EHEHDZ = Digital Research Inc.l

26 Garden Cot gnterey, CA 93942%

BHEAD3 = Product™ 1

gITﬂLKUN = GEM Desktop, GEM Drau Plus, GEM PaintT
gHEﬁDH = Phone: 1

gITﬁLSEPQRﬁTE = (488> 649-3896f1

gHEﬁDl = HT

PLIST. TXT:
Hicrosoft Word|

Figure 7-1. Use line breaks instead of returns in a long directory file.
Ventura’s line break code is <R>.
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Planniﬁg the directory

Directories are text-intensive documents with detailed list-
ings of people, products, organizations, etc. Most directories
are quick reference guides. They are scanned and skimmed to
pinpoint information. As such, they should be designed to help
the reader find facts quickly and efficiently. Since most direc-
tories maintain the same format from page to page they are
fast to format, especially if you pretag the files.

The landscape page format of this chapter’s sample directory
provides three spacious columns for text. Graphic techniques
such as reverse type, ruling lines, and thumb tabs help the
reader spot different sections, headings, and entries. For in-
stance, the thumb tabs bleed to the edge of the page. Even
with the book closed, you can tell where one section begins
and another ends by the dark edges of the pages. The reverse
type effect on the heading creates a visual contrast between
major headings and minor entries and helps establish an
hierarchical order of information.

Here are some of the effects and techniques you will learn in
the directory:

¢ Live footers

Thumb tabs

* Landscape layout

¢ Reverse type (or shaded type)

¢ Crop marks

¢ Page numbers anywhere on the page

This chapter’s sample contains two partial sections of a three-
section directory. The first section is arranged alphabetically
by manufacturer, the second by category. You will create each
section as a separate chapter. At print time, you will use
Ventura’s multi-chapter operation to combine them into a
single publication. In actual practice, you may find it practical
to create directories of up to 30-40 pages as a single chapter.
For longer directories, we recommend breaking the individual
sections into separate chapters.
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Ventura prep

. If you have the Power disk
Load and rename/relocate the files for this chapter.

¥ Load the text file 7TLIST.TXT from the C:\POWER sub-
directory. Use File Type/Rename to save it as
CATEMP\7DIRECT.TXT.

¥ Load the style sheet 7LIST.STY from the C:\POWER sub-
directory. Save it as C:\TEMP\7DIRECT.STY.

& Save the chapter as C:\TEMP\7DIRECT.CHP.

If you do not have the Power disk

§ If you don’t own the Power disk, type in 7DIRECT.TXT
from Appendix A. Save it as C:\TEMP\7DIRECT.TXT.

8 Load &TBL2-L1.STY from C:\TYPESET. Modify it to
match Figure 7-2. Add or change tags using the tag tables
in Appendix B. Save it as C:\TEMP\7DIRECT.STY.

® Save the chapter as C:\TEMP\7DIRECT.CHP.

WARNING: When you type in the directory file listings in ASCII format, remember to
place two carriage returns between each paragraph. Otherwise, Ventura runs all the
lines of text together. This warning applies to database files you create on your own.

Text

For this project, you will act as if you have already used a
database program to generate and preformat the ASCII file
7TLIST.TXT. Although the text file contains tag names, those
tags have not yet been defined in the style sheet, so all the text
is displayed as Body Text. When you get to the style section,
you will build the tags while learning some new graphic ef-
fects.

8 Place the text file 7DIRECT.TXT on the Page.
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Top: 06,00
picas & points

Three columns:
14,07 picas & points,

Gutters:
02,00 picas & points

Trim size:
10X7.5 in.

Bottom: 06,00
picas & points

Figure 7-2. If you do NOT have the Power disk, modify the right page of &TBL2-L1.STY to match this illustration with
Margins & Columns, then copy these settings to the facing page.

Style

In the style section you will learn a variety of useful techni-
ques, including crop marks, live headers and footers, leader
dots, and more.

Chapter layout

If you loaded the preformatted style sheet from the Power
Disk, all the chapter settings should be intact. To be on the
safe side, confirm both the page layout and the margins and

columns.
8 Page Size & Orientation: Landscape
Layout Sides: Double

Start On: Right Side
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# Margins & # of Columns: 3

Columns Settings For: Right Page
Top: 06,00 picas & points
Bottom: 06,00 picas & points
Left: 08,00 picas & points
Right: 10,00 picas & points
Column 1,2,and 3 width: 14,08 picas &
points
Gutter width: 02,00 picas & points

Draw crop marks

Crop marks

Although the size of the paper is 11x8.5 in., the paper will be
trimmed by V% inch on all four sides to create a page size of
10x7.5 in. Crop marks (also called ¢trim marks) show the “live
area” — the area which remains after the paper is trimmed by
the printer (Figure 7-3).

z 48 @4 30 36 42 u S
P P PR RV YUY IO DI P

701RECT. TXT [ =]

24]
R
30

4 3
R
¢l

BTy
Pg ¥ 0001 & ]

Figure 7-3.

You will create the crop marks in this project using the rec-
tangle tool in Graphic mode. Then you will tell Ventura to
repeat the graphic shapes on every page of the document.
Before you draw the rectangle, plan the grid settings. Because
you are trimming the paper %% inch (03,00 picas) on each side,
you will make the grid settings 03,00 picas & points. This grid
setting guarantees that the crop marks will be exactly
03,00 picas from the edge of the Page.
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& Reset the zero point to the upper left corner of the Page
(click on the 0,0 square in the upper left corner of the
screen).

¥ Enable Graphic mode. Then select the rectangle tool from
the Side-Bar. Now set the grid for the Page.

¥ Grid Settings Grid Snap: On
Horizontal Spacing: 03,00 picas & points
Vertical Spacing: 03,00 picas & points

¥ Change to Normal or Enlarged View to draw the crop
marks.

§ Starting at position 0,0 picas on the ruler, use the rectangle
tool to draw a 03,00 by 03,00 pica shape.

The grid settings force the rectangle into position (Figure 7-4).

Desk File Edit View Chapter Frane Paragm_ﬁfaphi_c Options

Manufacturers

A

EAdobe, Inc
{1870EmbarcaderoRd.
iPalo Alto, CA 94303

Figure 7-4.

w» NOTE: If you draw the rectangle and the grid doesn't take
effect, just set the grid again while the rectangle tool is high-
lighted.

Now change the line attributes.

8 Line Thickness: Thin
Attributes End Styles: (Beginning and End) Square
Defaults: Save To
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& Fill Color: White
Attributes Pattern: Hollow
Result: Transparent
Defaults; Save To

w» NOTE: You may have to experiment a few times before you
get the hang of drawing shapes with a mouse. Keep trying until
you master this new skill.

Repeat the above steps to place crop marks at the other three
corners. Your finished page should look like Figure 7-5:

Desk File Edit View Chapter Frame Paragraph Graphic Options

WP\ZDIRECT.CHP  (7DIRECT.STY) EEEEE:

Figure 7-5.

Now that you've completed the crop marks for this page, you
will make them repeat on every page of the directory.

8 Choose Select All from the Graphic menu (or press Ctrl-Q)
to select all the line shapes.

& Select Show On All Pages from the Graphic menu.

W NOTE: You can also use Ventura’s built-in crop mark feature
from the To Print dialog box instead of drawing marks on the

page.
Although Ventura has a crop mark feature in the To Print
dialog box, we taught you to draw your own crop marks as an

alternate technique. Ventura’s automatic crop marks are
visible only on the printed page. They cannot be seen on the



7-12

Style

screen, since they are not selected until print time. By con-
trast, if you draw the crop marks you can see them on the
screen, which helps when you visualize the page design. To get
Ventura’s generated crop marks for this size directory you
would have to reduce the size of the Page to 10x7.5 in. But
reducing the size of the Page makes it harder to accomplish
bleed effects like the thumb tabs in this chapter.

In general, Ventura’s built-in crop marks are most useful
when working with the Paper Type & Dimension: Half option
from the Page Size & Layout dialog box, or for those who have
a printer that creates pages larger than 8.5x11 in. In most
other cases, we recommend drawing the crop marks yourself.

Build the footer

Headers and footers are vital to a good reference document.
They help readers zero in on the facts. For instance, a phone
book’s header shows the first and last names on the page. A
dictionary’s header tells the first and last word on the page.
Headers and footers that change from page to page are called
live headers and live footers.

For this exercise, you will build a live footer that shows the
first and last entries on each page. The commands to ac-
complish this effect are shown in Figure 7-6:

HEADERS & FOOTERS 8

Define: | Left Page Header | | Right Page Header |

Left Page Footer Right Page Footer
Usage: [[IN

Left: 1989 Edition

Center: [<HeadSection] [<Head11<196>[{Head1]

Right: Chapter [CH]|

Inserts: |Chapter # | | Page # | [ 1st Match | | Last Match |

| Text Attr. | [ Copy To Facing Page |

| 0K | |Cancel l

Figure 7-6.
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Here are the steps for creating a live footer.

¥ Select Headers & Footers. Select Define: Right Page Footer,
Usage: On.

& Move to the Left line and type: 1989 Edition

§& Move to the Center line and select Inserts: 1st Match.
Delete the words “tag name” between the brackets (do not
delete any of the brackets) and replace them with: Head-
Section

8 Next, use the right arrow key to move past the right brack-
et. Press the space bar to enter a space following the right
bracket.

You have just given the 1st Match instruction. Ventura will
look on every page and find the first paragraph tagged as
HeadSection. It will display this paragraph in the footer. If it
gets to a page and doesn’t find a new HeadSection tag, it will
use the one from a previous page.

¥ Select Insert: 1st Match again. Delete the words “tag name”
and replace them with: Headl

This command tells Ventura to display the first occurrence of
the Head1 tag in the center of the footer.

8 Move past the right bracket and select Inserts: Text Attr.
Delete the letter “D” between the brackets and replace it
with: 196

You just told Ventura to print an en dash (a dash the size of
the letter n in the current font). The decimal code for an en
dash is 196.

& Move past the right bracket and select Inserts: Last Match.
Delete the words “tag name” and replace them with: Head1l

This copies the last occurrence of Headl to the center footer.

& Move to the Right line and type: Chapter followed by a
space.

# Choose Inserts: Chapter #.

Now you will copy these settings to the left page and modify
them slightly.
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8 Choose Inserts: Copy to Facing Page to copy the footer

settings to the left page.

¥ Select Define: Left Page Footer, Usage: On. Move to the
Right line, press Esc to clear the line, and type: Desktop

Publishing Directory and click OK.

When you are finished, your page should look similar to

Figure 7-7.
Maaufacturess
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Figure 7-7.

Change the footer frame margins

When the paper is trimmed, it will later lose %2 in. from each
side. If you trimmed the page as it is, the footer text might get

clipped off (Figure 7-8).

To raise the footer into the live area of the Page, you will

change the top margin of the footer frame.

& Enable Frame mode and select the footer frame.

¥ Margins & Top: 01,00 picas & points
Columns
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} ' Product:
GEM Desktop, GEMDrawPlus

to Teat Phone:
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Figure 7-8.

Notice that the right and left margins of the footer are equal
to the Page margins (Figure 7-9). You raised the footer text on
the page by decreasing the top margin from 02,04 picas &
points to 01,00 picas & points.

NP L
Product:
GEM Desktop, GEMDrawPl

NECEES Phone:

(408)649-3896

Figure 7-9.

= TIP: You can also change the position of headers and footers
by changing the Above Spacing value in the Z HEADER or
Z _FOOTER tag (Spacing, Paragraph menu).

Spacing attributes are stored with the style sheet and can be
reused if it is easier. Document attributes, such as footer
margins, are stored with the chapter. They cannot be reused



7-16 Style

unless you construct a chapter template (as described in
Chapter Six). Sometimes, however, you cannot achieve the
effect you want without changing the header or footer mar-
gins, especially if you have large trim margins — as is the case
with this document.

Building new tags

Now that you’ve completed the changes to the Page, you are
ready to format the tags. Start with the Body Text tag, then
proceed through the document paragraph by paragraph.

Verify the Body Text tag
¥ Enable Paragraph mode.

¥ Select the paragraph “1870 Embarcadero Rd.” at the top of
the page and check that the Body Text tag matches these

settings:
# Font Face: Times
Style: Normal
Color: Black
Size: 010.0 points
® Alignment Horz. Alignment: Justified
Overall Width: Column-Wide
& Spacing Inter-Line: 12.00 fractional pts

Add in Above: When Not At Column Top

Build the HeadSection tag

The HeadSection tag uses a Ruling Line Above to create the
reverse type effect. Later, in the picture section, we will show
you how to achieve the same effect by placing white text in a
solid black frame.

w» NOTE: Certain printers may not be able to print out white text
on a black background. You can, however, achieve a similar
effect using black text over a gray patterned rule (or frame).
We will show you how to create both effects.

® Select the first paragraph “Manufacturers.”
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The tag name, HeadSection, appears in the Current Selection
Box (Figure 7-10). Now change its font.

Desk File Edit View Chapter Frame Paragraph Graphic Options

oty Text [ .
l corpany "
Heaet 24
Headz Adode, Inef Hewlett-Paclardf
Jeoes 570 Emtaradero B $0. Box 154
Meadd Palo Alo, CA N30T Boise, ID 83707¢
121 Product: £ Sroduct §
Heedsection PustSaript, Iusirater, Adode Type Libraryt,  Laserjet Plus, Laserjet I, Seanjet §
Tealkin Phonet Phone: §
Italseporote 415) 852027 1F 208) 323-3869F
Phone WTied Linotype Cot t
[ 1 thumotas 1 425 Oser Ave.d Imagen §
i Z_rooTeR 13] Hiuppauge, NY 11788¢ 2650 Stn Tomas Expressway J
Product: § Banta Clarg, CA 9505 1#
HeadSection Linotronk 100 and 300F Profuct 1
R Pg # 0001 Fhane: § DDL Linguagef
¢l

Figure 7-10.

£ Font Style: Bold
Color: White
Size: 024.0 points

Because you just made the text white, it is invisible against
the white screen. But as soon as you drop a black background
behind it, the text will become visible again.

# Alignment Horz. Alignment: Center
Overall Width: Frame-Wide

Frame-wide alignment forces the text to extend across all
three columns.

8 Spacing Below: 24.00 fractional pts
Inter-Line: 24.00 fractional pts
Add in Above: Always

8 Breaks Page Break: Before/Until Right

This Page Break selection places a page break before every
HeadSection tag. As a result, every section of the directory
starts on a separate right-hand page.

w» NOTE: If you want the HeadSection tag to start on either a new
right or a new left page, choose Page Break: Before instead of
Before/Until Right.
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Create reverse type

Now you will create the reverse type effect with Ruling Line
Above. The strategy behind this effect is simple: You make the
type white and drop a black ruling line on top of it.

w» NOTE: If your printer is incapable of reverse type, follow the
substitute procedures explained in the next section.

You will start by giving Rule 1 a height larger than the type.
In this example, HeadSection is 24.00 fractional pts and Rule
11is 36.00 fractional pts. If you did nothing else, the rule would
appear above the white type. You can, however, shift the rule
downwards, by entering a negative value for the Space Below
Rule 3. If you enter a positive value, Ventura adds space below
the rule. If you enter a negative value, Ventura subtracts
space so the rule shifts downwards.

> TIP: Although it is called Space Below Rule 3, this measure-
ment refers to the space below the last rule, whether that last
rule is the first, second, or third.

To calculate how many points to shift the rule down, use the
following formula:

e Add the ruling line height and the font size
¢ Divide the sum by two
This formula vertically centers the text within the rule.

Here’s the simple math for finding the Space Below Rule 3 in
our example above:

® 36 + 24 = 60 (fractional pts)
¢ 60 + 2 = 30 (fractional pts)

You would, therefore, make the Space Below Rule 3 equal to
negative 30.00 fractional pts to center the type exactly in the
middle of the rule. The formula, however, is only a starting
point. In many cases, you will find it necessary to adjust the
Space Below Rule 3 to create a more pleasing visual effect. For
instance, in this example, you will use 34.00 fractional pts
instead of 30.00 for the Space Below Rule 3. This places the
text slightly above the center of the rule.
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& Select Ruling Line Above. Choose Width: Frame. Give Rule
1 a height of 36.00 fractional pts. Make the Space Below
Rule 3: 34.00 fractional pts. Choose the minus sign to shift
the rule downwards (Figure 7-11).

“HeadSection" RULING LINES ABOVE

Width: Frane

Color: Black

Pattern: Solid
Dashes: OFfFf

Space fibove Rule 1: 08.68

Height of Rule 1: 36.68 Custon Indent: 00.00 [<if-}

Space Below Rule 1: 08.00 Custon Width: 006.60
Height of Rule 2: 08.88

Space Below Rule 2: ©8.80 Dash Width: 08.06
Height of Rule 3: 08.60 Dash Spacing: 08.00 fractional pts
Space Below Rule 3: 34.60 [+ |l
Overall Height: 02.80

h— m— —— . —

Figure 7-11.

If you cannot print reverse type

If your printer is incapable of reverse type, create black text
on a gray rule instead. Use the same steps as above, but
change the font color to Black and make the Ruling Line
Above a gray pattern. For instance you would select:

& Font Style: Bold
Color: Black
Size: 024.0 points

& Select Ruling Line Above. Choose Width: Frame, Color:
Black, Pattern: 3. Make the height of Rule 1: 36.00 fraction-
al pts and the Space Below Rule 3: (minus) 34.00 fractional
pts (Figure 7-12).



Change the Head1 tag

Width:
Color:
Pattern:
Dashes:

Space fibove Rule 1:
Height of Rule 1:
Space Below Rule 1:
Height of Rule 2:
Space Below Rule 2:
Height of Rule 3:

Space Below Rule 3:
Overall Height:

“HeadSection" RULING LINES RBOVE

Frane
Black
3

Off

00.08
36.68
00.68
08.00
ba.8e
0a.68

34.00
62.80

36.08

T 00.08
¢ 08.00 fractional pts]

“_f Cancel

Figure 7-12. Without special add-on cards, printers such as the
Hewlett-Packard LaserJet Series Il cannot printer reverse type, but they
can produce black text on a gray background.

The next paragraph to tag is Headl. You will use the method
described above to create reverse type. Because the file was
pretagged, every Headl paragraph will be effected by the
changes you make in the following step.

® Select the paragraph “A” that was pretagged as Head1.

& Font

§& Alignment

8 Spacing

Style: Bold
Color: White
Size: 018.0 points

Horz. Alignment: Left
In/Outdent Width: 00,06 picas & points

Above: 18.00 fractional pts
Inter-Line: 18.00 fractional pts

To prevent Ventura from isolating the Headl tag at the top or
bottom of a page or column, you will choose Keep With Next:
Yes from the Breaks dialog box.

& Breaks

Keep With Next: Yes
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"Head1"” BREAKS
Page Break: | [Before| [After | [Before & After |

| Before/Until Left | | Before/Until Right |

Colunn Break: ][I [Tefore | [After | [Before & After |

Line Break: [After | [Before & After |
Next ¥ Position: [ Beside Last Line of Prev. Para |

Allow Within:
Keep With Next:

o =

Create the ruling line above

Now you will create a black ruling line above the Headl tag
and move it down over the white type. This time you will make
the rule a custom width so it is confined to a smaller space
within the column.

8 Select Ruling Line Above. Choose Width: Custom. Give
Rule 1 a height of 24.00 fractional pts. Make the Space
Below Rule 3 (minus) 24.00 fractional pts. Then make the
Custom Width 24.00 fractional pts.

"Headi" RULING LINES ABOVE m
Width: Custon
Color: Black
Pattern: Solid
Dashes: Off
36.80

Space Above Rule 1: 00.08
Height of Rule 1: 24.00 Custon Indent: 00.00 -]

Space Below Rule 1: 09.60 Custom Width: 24.80)
Height of Rule 2: 80.60
Space Below Rule 2: 08.80 Dash Width: ©8.00
Height of Rule 3: 0£8.60 Dash Spacing: ©00.60 fractional pts

Space Below Rule 3: 24.08
Overall Height: 68.00 E-

N =
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w» NOTE: The centering formula would indicate a negative space
of 21 fractional pts (18 + 24 = 42. 42 + 2 = 21). We have
increased the Space Below Rule 3 setting by 03.00 fractional
pts to raise the text slightly above the center line of the rule.

If you cannot print reverse type

To make black text on a gray rule, change the font color to
Black and the rule Pattern to 3.

Change the Head2 tag
Now you will change the Head2 tag.
8 Select the paragraph “Adobe, Inc.”

§& Font Style: Bold
8 Alignment Horz. Alignment: Center
¥ Spacing Above: 12.00 fractional pts

Below 12.00 fractional pts
Inter- Line: 14.00 fractional pts

The space below separates the title from the entries below.
¥ Breaks Keep With Next: Yes

Keep With Next prevents the title from being isolated at the
top or bottom of a column or page.

§ Select Ruling Line Above. Choose Width: Column. Give
Rule 1 a height of 02.00 fractional pts. Make the Space
Below Rule 1 02.00 fractional pts (Figure 7-13).

¥ Select Ruling Line Below. Choose Width: Column. Make the
Space Above Rule 1 02.00 fractional pts, then give Rule 1 a
height of 00.50 fractional pts (Figure 7-14).

Change the Head3 tag
¥ Select the paragraph “Product.”
¥ Font Style: Bold
8 Alignment Horz. Alignment: Left

¥ Breaks Keep With Next: Yes
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“Head2" RULING LINES ABOVE

Width: Column
Color: Black
Pattern: Solid
Dashes: OFF |

Space Above Rule 1: 00.60 ;
Height of Rule 1: B2.688 Custom Indent: 060.00 |

Space Below Rule 1: 82.88| Custom Width: 00.06
Height of Rule 2: 00.80
Space Below Rule 2: ©8.88 Dash Width: 08.6¢
Height of Rule 3: 08.08 Dash Spacing: 08.60 fractional pts

Space Below Rule 3: 09.60 =]
Overall Height: 064.81

m Cancel

Figure 7-13.

“Head2" RULING LINES BELOW

Width: Column
Calor: Black
Pattern: Solid
Dashes: Off
36.80
Space Above Rule 1: 82.80
Height of Rule 1: M.SBI Custom Indent: 00.08 5

Space Below Rule 1: 08.60 Custon Width: 08.00
Height of Rule 2: D0.68
Space Below Rule 2: 00.08 Dash Width: 08.00
Height of Rule 3: B@.88 Dash Spacing: 08.00 fractional pts

Space Below Rule 3: 80.68
Overall Height: 82.51 E

"o, Wemy

Figure 7-14.

The Breaks dialog box accomplishes two things. Line Break
Before allows another tag to reside on the same line. Keep
With Next: Yes keeps the listing from being separated from
the following tag.

Change the ItalKWN tag

¥ Select the paragraph “PostScript, Illustrator, Adobe Type
Library.” :

The tag name ItalKWN (short for Italics Keep With Next)
appears in the Current Selection Box.
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& Font Style: N-Italic

# Alignment Horz. Alignment: Left
In/Outdent Width: 00,06 picas & points
Relative Indent: On

Relative Indent: On positions the tag next to the previous
paragraph.
§ Breaks Line Break: After

Keep With Next: Yes

Line Break: After allows the ItalKWN tag to reside on the
same line as the previous tag.

Change the ltalSeparate tag

The next tag encountered is ItalSeparate. It is identical to the
ItalKWN tag, except that Keep with Next is set to No in the
Breaks menu. Choosing No permits Ventura to split the text
to a new column after the tag.

#& Select the paragraph “(415) 852-0271.”
¥ Font Style: N-Italic

8| Alignment Horz. Alignment: Left
In/Outdent Width: 00,06 picas & points
Relative Indent: On

8 Breaks Line Break: After
Keep With Next: No

O Stopping point

Here’s the stopping point for the chapter. Take a moment to
save your work and relax. You should also congratulate your-
self for all the progress you are making. Before you continue,
check to make sure your document matches Figure 7-15.
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|

Manufacturers

Adsbe, Inc
1870 Beabarcadero Ro.

Palo Alin, CA 54308
Product: PostScry, luswaior. Adobe

Type Library
Fhaens: (415) 2520277

Allied Linetypa Ce.

Phene: (516) 4342016
Autedesk, Inc.

2320 Maciranip Way

Phoae (425)3522344

Datacopy Corp.

Pracuct: Model 730 Soanner
Pheox (413) 963.7900

Digital Research Inc.

Phoow: (408) 649.3856

Hewlett-Packard

r.0.Box13
Boise, DES20T
Product: Laserjet Plus, Laserjetl, Scan-

o
Phene: (208) 3233869

Phenc (301) 4933305
MicroPublishing

21150 Hawthome Bivd., Ste. 104
T CA 90503

Product: microPublishing Report
Newslatter, Venara Style Shests
Phone: (213) 376-5724

Liwsiad
1215 Torra Bolla Ave Phone: (403) 986-9400

Mountin View, CA 94043

1989 Edton ‘Manuechrers A-A Chpter |

1 []

Figure 7-15. Your document should look similar to this illustration at this stage of the project.

If you don’t have time to continue, quit Ventura and come back
later. Simply open the chapter C:\TEMP\7DIRECT.CHP and
jump right into the pictures section.

You are now ready to proceed with the pictures section. If you
plan to continue without a break, proceed directly to the next
section.

Pictures

Now that you have finished the style section, you are ready to
make the thumb tabs. As explained earlier, thumb tabs make
it easier to find different sections of a directory. You will create
the thumb tabs with repeating frames. As the name implies, a
repeating frame shows up on every page of the document.
Before you draw the thumb tabs you must do two things:

1. Determine how high the thumb tab should be.

For the three-section directory, the height of each thumb tab
will be ¥4 of the total column height, or 13,00 picas & points
(Figure 7-16).
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Edit View Chapter Frane Paragraph Graphic Options
EMP\ZDIRECT.CHP  (7DIRECT.

Figure 7-16.

2. Calculate how wide the thumb tab should be.

You will make the thumb tab wider than necessary, so it will
bleed off the edge of the paper. Since the margin from the live
area to the trim edge is 03,00 picas & points, you could make
the thumb tab 04,00 or 05,00 picas & points — anything larger
than 03,00 picas & points will extend past the trim area. It is
easier to position if you use a six-pica frame. Then you can line
it up with the top column guide and the edge of the paper for
perfect alignment.

Create the thumb tab frame

# Enable Frame mode. Select Add New Frame from the Side-
Bar.

¥ Make sure the zero point is reset to the upper left corner of
the Page. (Click the 0,0 square at the upper left corner of
the Page.)

§ Starting at position 60 picas on the horizontal ruler and 6
picas on the vertical ruler, draw a thumb tab frame 06,00
picas wide by 13,00 picas high. You may want to change to
Normal View to draw the frame (Figure 7-17).



Add a frame margin

ter frane Paragraph Grap ic
C:\TEW\7DIRECT.CH® _(/DIRECT.STY) EE:

20 IRECT. TXT

Figure 7-17.

L pment Corp.§

iS5 Cambridge Purkvayd
Cambritge, MA G21428

Product: ¥ Lofus 123, Synphony,

iFreslence, Graphewiterf
:l’hme: § (617 STTOQUF

Verify the position and size of the frame with the Sizing &

Scaling dialog box.

Upper Left X:
Frane Width: 06,00
Horiz. Padding: 8,00
Picture Svaling:

fspect Ratis:

R Crop Dffset:
Scale Width:

SIZING & SCALING
Flow Text firound: On

60,0 (-] Uooer Left v: 06,00 (-]

Frame Height: 13,08

[

Vert. Padding: 08,08 picas & points

{ViL in Frase | { By Scale Factors |

i Haintained | | Distorbed |

Y Crop OFfset: 06,08
Scale Height: 66,68

Add a frame margin

By adding a right margin inside the thumb tab frame, you will
center the text inside the three-pica area that remains after
trimming. Without the right margin, the text would be
centered inside the full six-pica width — and part of it would
get trimmed off by the printer.

§ With the thumb tab frame still highlighted, select Margins
& Columns. Make the right margin 03,00 picas & points.
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# of Columns: n E E E E E
Settings For:

Widths Gutters Margins
Column 1: 63,00 00,00 Top: 08,00 picas & points
2: .08 (36)00 Bottom: 80,00
CHI (33)00 Left: 08,08
q4: 4,849 ’ Right: 03,80
POELES a0 00
6: U468
Do’y 06,60
6: 8,88 4500
7: o508 00’00 Calculated Width = 86,00
8: 4,88 ’ Actual Frame Width = B6,80

Inserts: | Make Equal Widths | | Copy Te Facing Page |

MARGINS & COLUMNS E

Add a page number to the thumb tab frame

To make the vertical text within the frame, you will use line

breaks as spacers after each letter in the word.

¥ Enable Text mode and type within the thumb tab frame:

[Ctrl-Enter]
[Ctrl-Enter]
[Ctrl- Enter]
M [Ctrl-Enter]
f [Ctrl-Enter]
g [Ctrl-Enter]
s [Ctrl-Enter]
[Ctxrl-Enter]

Now you will insert a page number inside the thumb tab
frame with the Ins Special Item option (Edit menu). With the

text cursor still at the bottom of the thumb tab:

¥ Select Ins Special Item from the Edit menu (or press the

keyboard shortcut Ctrl-C).
& Choose Reference or press the F6 key.

¥ When asked if you wish to insert a reference to the current
page or chapter number, choose Page #. The number 1,
preceded by a degree symbol appears in the thumb tab

frame.
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By inserting a page number reference in the frame, Ventura
displays the current page number in the thumb tab. If you
turn on Show Tabs & Returns (Options menu) you can see the
Reference marker (a degree symbol) at the bottom of the
frame. The word “Reference” is displayed in the Current
Selection Box (Figure 7-18).

i Desk File Edit View Chapter Frame Paragraph Graphic Options
TEMP\7DIRECT.CHP (7DIRECT

54
I

sold

Italic

$mai1l
Superscript
supscrapt
Underlne

boubia undrin

Strike-thry

elopment Corp.1

Upper Case

R Pg ¥ 001

Figure 7-18.

w» NOTE: Like other text attributes, you can cut, copy and paste
a page reference using Ventura’s editing tools.

Now you will tag the thumb tab text to make it white.

8 Enable Paragraph mode. Select the letters “Mfgs” and tag
them as ThumbTab.

The white text is invisible against the screen until you change
the frame background.

Change the frame’s fill pattern
Now you will change the frame’s fill pattern to solid black.
# Enable Frame mode and select the thumb tab frame.

8 Select Frame Background from the Frame menu. Choose
Color: Black and Pattern: Solid.
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| FRAME BACKGROUND m

Color: Black
Pattern: Solid

Result:

N (=)

w» NOTE: If you cannot print white text on solid black, make the
text color black and the frame background pattern gray.

The thumb tab should look like Figure 7-19:

70 IRECT. TXT

bdel T Scarnar
12§ WS

Latus Development Corp.

gial Research Inc.

‘55 Cambridge Parkway
Cambridge, MA 02162

Product: ZLofus 13, Symphony,
Fraokines,  Graphowite

Phone: /577) STr85W

- %ur{
4 1} %0902

e 71 Desitop, GEM D
FRAME TEXT § ot

R Pg ¥ 6001 B9

Figure 7-19. The completed thumb tab.

Copy the thumb tab frame

Now you will make a copy of the frame to place on the second
page of the directory.

& With the thumb tab frame still selected, copy it into the
clipboard (press Shift-Del).
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Be sure to make this copy before taking the next step. You will
need to paste in this frame on page two.

Change the thumb tab frame to a repeating frame

To make the thumb tab repeat on every right page, turn it into
a repeating frame.

§ While the thumb tab frame is still selected, select Repeat-
ing Frame from the Frame menu. Choose For All Pages:
Right, On Current Page: Show This Repeating Frame.

REPEATING FRAME 7]

For AL Pages: Left & Right
TNETUV A CHl Show This Repeating Frane

[Hide This Repeating Frane |

[ Show R11 Hidden Franes |

Cancel

w» NOTE: You cannot copy, delete, or change a repeating frame.
To change a repeating frame, first return it to normal, then
make the changes, then make it a repeating frame again.

Create a thumb tab for the left page

Thumb tabs gain part of their effectiveness because they sit
back-to-back on both sides of a page. This creates a black area
that can easily be seen along the edge of the document. To
mirror the thumb tab from the first page, you will paste the
copy onto page two, then move it into its new position.

¥ Press PgDn to go to page two.
8 Press the Ins key or select Paste from the Edit menu.

The thumb tab frame will appear in the same position it had
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on the first page. Now move it to the left page margin, as
shown in Figure 7-20.

Desk File Edit View Chapter Frame Paragraph Graphic Options

JENP\?DIRECT.CHP (7DIRECT.STY

20 IRECT. TXT

Ricok Corp. Verticom, Ine.

'S Dedrik Plce SIS Weddel Dr.

West Culdwell, N3 07006 Sunnyvake, CA 940832114
Produel: B Sanner Produet Desityp 1230
Fhane: [fV7 880200 Phone: fiy) Mr1222

4

4

FRAME TEXT
L Pg # 0862

+

Figure 7-20.

Use Sizing & Scaling to position the frame accurately. Other-
wise, the two frames may not line up back-to-back.

¥ Select Sizing & Scaling. Make the Upper Left X: (+) 00,00
picas & points and the Upper Left Y: (+) 06,00 picas &

points.

SIZING & SCALING ]

Flow Text Around: On

Upper Left K: aa aa B toser Left v: 06,00 B[]
Frane Width: Frame Height: 13,08

Horiz, Padding: BB w Vert, Padding: 08,88 picas & points

Pictare Scaling: ik in frase | | By Scale Foctors |

fispect Rabio: | Mointained | i Distorbed

X Crop OFfset: Le1e !V Coop OFfset: 05,00 |
Scale Width: 00, (m Scale Height: 0,00

KX oo
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Verify frame margins

Check the frame margins so the text is properly centered
within the tab. (The margins should be the mirror opposites of
the margins for the right page.)

§{ Margins & Left: 03,00 picas & points
Columns Right: 00,00 picas & points

Make the left page thumb tab a repeating frame
As you did on page one, make the left page thumb tab a

repeating frame.
¥ Repeating For All Pages: Left
Frames On Current Page: Show This Repeating

Frame

Create a chapter template

Now that you've formatted the first section of the directory,
you can use it to create a blank template. Normally we would
teach this technique in the chapter section. However, we want
you to practice starting with a template. As you will see, a
template speeds production by eliminating the need to rebuild
headers and footers.

Save your chapter with its existing name before turning it into
a template.

& Press Ctrl-S.

Now you will remove the text file from the Page and save the
chapter under a new name to make a copy, which you will turn
into a template.

Remove the text file
¥ Enable Frame mode. Select the Page.

& Select Remove Text/File from the Edit menu. Choose
Remove from: List of Files.
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[ ————————— — — m—

RENOVE FILE [7]

File Nane: 7DIRECT .TH]

Remove from: List of Files

m Cancel

——— —d

Ventura removes the text file 7DIRECT.TXT from the Assign-
ment List.

§¥ Select Save As from the File menu. Save the chapter as
C\TEMP\DIRPLATE.CHP.

You just made a template — an “empty” chapter. Now you are
ready to use it to create the next section of the directory.

w NOTE: If you had selected Save As while the text file
7DIRECT.TXT was still on the Page, Ventura would have
automatically renamed and relocated the text file to
DIRPLATE.TXT.

Load text into the template

Load the text for the second section. Since the text is
pretagged and all the tag definitions are present in the style
sheet, the document is formatted as soon as you load it.

& Make sure the Page is selected.

¥ Load and place the text file 7TCATGORY.TXT from the
C:\POWER subdirectory.

w» NOTE: If you don't have the Power disk, remember that you
will have to create this file in advance.

The text flows onto the Page.
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Rename the text

8 While the Page is still highlighted, select File Type/Rename
from the Edit menu. Rename the text file as
CA\TEMP\7DIRECT2.TXT.

W Use Save As to save the new chapter as
CA\TEMP\7DIRECT2.CHP.

By saving under a new name, you preserve the template in its
original form. The empty template can be used over and over
again to create additional directory sections.

Change the thumb tab

The thumb tab for the second section of the directory will be
shifted down so it aligns with the bottom edge of the first tab.

To make a copy of the original thumb tab, select the frame and
change it from a repeating frame to a normal frame (remem-
ber, you cannot copy a repeating frame).

& Select the thumb tab frame. Select Repeating Frame from
the Frame menu. Choose For All Pages: Off.

REPERTING FRAME []

For AL Pages: [eft | [Right | [Left & Right |

On Current Page: : Show This Bepeating Foane |

FHide This Bepeating Frane |

| Show ALL Hidden Franes |

I Jem

Now you are ready to copy the frame.

s — —

WARNING: Do not delete the original frame until you place the copy. You will use the
original as a guide to line up the second thumb tab.
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§§ Select Copy from the Edit menu (or press Shift-Del).
Now you will paste a copy on top of the original.

8 Press the Ins key or select Paste Frame from the Edit
menu.

Move the frame into place below the first thumb tab, so the
top edge aligns with the bottom edge of the original (Figure
7-21).

Desk File Edit Uiew Chapter Frame Paragraph Graphic Options

P0IRECT2. TXT

+ 423
FRAME TEXT

R Pg # 8001
«

Figure 7-21.

Once the frame is properly placed, delete the original.
¢ Select the top frame and press Del.

& Select Repeating Frame from the Frame menu. Choose For
All Page: Right and On Current Page: Show This Repeating
Frame. Then click OK.

Now you will change the text in the frame to read “Products.”

§## Enable Text mode. Delete the text but do not delete the page
reference symbol (°) from the frame.

& Now type:
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[Ctrl-Enter]

P [Ctrl-Enter]
r [Ctrl- Enter]
o [Ctrl-Enter]
d [Ctrl-Enter]
u [Ctrl-Enter]
¢ [Ctrl-Enter]
t [Ctrl-Enter]
8 [Ctrl-Enter]
[Ctrl-enter]

w» NOTE: If you delete the page number by mistake, reinsert
another page reference. Select Ins Special Item (Edit menu).
Choose Reference then Page # (See the section “ Add a page
number to the left thumb tab frame” in this chapter).

Make a second thumb tab on page two

Go to the next page and repeat the previous instructions to
create a second thumb tab.

2. Select the left thumb tab frame.

3. Make it a non-repeating frame.

4, Copy it to temporary memory.

5. Paste a copy on top of the original.

6. Move the new frame into place below the first thumb tab, so
the top edge aligns with the bottom edge of the original.

7. Delete the original once the frame is properly placed.
8. Make it a repeating frame again.

9. Change the text in the frame to read “Products” and leave
the page reference as is.

When you are finished your screen should look like Figure
7-22 for page two.
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Desk File Edit View Chapter Frame Paragraph Graphic Options

C:

0,0 ¢ 1z 128 24 0 3¢ 42 44 54 0

3 Xl

Set Font

Normal
t Bold

Itelic k=

sma1d

Superseript 24 E

Subscript H
Underline

Oouble Undrin|

strike-thry

L Pg # 6062 & ]
+

Figure 7-22. Page two of the completed directory.

Because of space limitations, we will not show you how to
complete the third section of the directory. You would, how-
ever, use the identical steps and methods.

Chapter

In this section, you will renumber the chapters, place both
sections into a publication and print the publication.

Update the page counter

You will now use the Update Counters option to renumber the
second chapter to start on page three. (In this teaching ex-
ample, the first chapter was only two pages long. Normally, it
would be much longer. Nevertheless, the principles are the
same.) Ventura can link the page numbers across chapters in
a publication. Once you make a publication in the Multi-
Chapter dialog box (Options menu) you will renumber the
chapters so that the second chapter starts on the next page
number after the previous chapter.

& Press Home to go to page one of the chapter
7DIRECT2.CHP.

& Select Update Counters from the Chapter menu. Choose
Which Counter: This Page, Update Method: Previous Num-
ber + 1, Number Format: 1,2. Then click OK.
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UPDATE COUNTERS [

Which Counter: [EYCEEN | This Table | © Ihis Fgwe

{ Initial Page | [ Initial Table | | Initial Figuee |

Update Method: RARCHUIER TSR | Restart Nunber

Restart Busbes: BB

Nurber Format: 1,2

You will not actually see the new page numbers until you
perform the renumber operation in the Multi-Chapter dialog
box.

Since the directory is composed of two chapters, you can use
Ventura’s Multi-Chapter function to print both at once. First
you will put both chapters into a publication. Then you will
renumber the chapters. Finally, you will use the Print option
from the Multi-Chapter dialog box to print both chapters with
a single command. Although you are using only two chapters
in our example, you can use this same technique to print
many chapters at once.

¥ Select Multi-Chapter from the Options menu.

w» NOTE: If you have made any changes, Ventura asks if you
want to Save or Abandon. Choose Save.

Create a new publication
§§ Select New from the Multi-Chapter dialog box.

Add the two chapter names from this project to the publica-
tion.

§& Select Add Chapter. Select C:\TEMP\7DIRECT.CHP from the
Item Selector.

The chapter appears at the top of the Multi-Chapter dialog
box.
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Now add the next chapter.

¥ Select Add Chapter again. Select C:\TEMP\7DIRECT2.CHP
from the Item Selector.

Ventura returns you to the dialog box and displays the two

chapter names (Figure 7-23).

MULTI-CHAPTER DPERATIONS

C:\POWER\UNTITLED .PUB
t C:\TEMP\?DIRECT.CHP
C:\TEMP\?DIRECT2 .CHP

[

New

Open

filose

Save...

Save fs...
Add Chapter...
fenove Dhap
Prdnt, ..

Hale TOG. ..
Halee Index. ..
femumben. ||
Gopy 813...

Figure 7-23.

Now you are ready to save the chapters as a publication.

¥ Select Save As from the Multi-Chapter dialog box. If neces-
sary, use the Backup button to locate the C:\TEMP sub-
directory. Then save the publication as C:\TEMP\DIREC-

TOR.PUB.

ITEM SELECTOR
Directory: C:\TEMP\*.PUB

PART_ONE.PUB

Selection:

DIRECTOR.PUB

N
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The publication name appears in the Multi-Chapter menu
bar. Once the publication is created, you can renumber it.

w» NOTE: If a single chapter is highlighted in the list, Ventura will
not be able to perform the renumber operation.

& Choose Renumber from the Multi-Chapter dialog box.

8 When asked if you want to renumber chapters, pages,
tables, and figures across the entire publication, choose
Renumber.

Ventura displays a message telling you it is renumbering all
the chapters in the publication.

After the publication is renumbered, you are ready to print.

§ While still in the Multi-Chapter dialog box, select Print.
Choose All, Last to 1st.

w» NOTE: If your printer puts out pages printed-side down,
choose 1st to Last instead.

PRINT INFORMATION (POSTSCRIPT - Ultimate) =z
Which Pages: All
From Page: @001|
Through Page: 9999
Number of Copies: 801
Collated Copies: OFff
Printing Order: Last to ist
Paper Tray: Default
Crop Marks: OFff
Spot Color Overlays: Off
aled-Ohpy, Point Files: Gosbined
Device Name: POSTSCRIPT
Output To: COM1:
Coc |

Ventura prints out both chapters, one after another. When you

are finished, select Done to return to the work space.
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@. Tips and techniques

Pretagging tips

[0 Always use the format @TAGNAME = . Make sure the tag
name is the first thing in the paragraph.

[0 Ventura assumes that any paragraph without a tag name is
Body Text.

[0 The tag name must precede the rest of the paragraph.
Ventura applies the tag name until it encounters a hard
carriage return (). Then it switches back to Body Text, or
to the next tag name.

[J Put the @ sign in the left margin. If the @ sign is any other
place in the text file, it will not be recognized as part of the
tag code.

[0 Tag names are not case-sensitive. Ventura doesn’t recog-
nize any difference between upper and lower case.

[0 Always match the tag name in the text file with the tag
name in the current style sheet. Ventura recognizes any
minor mismatch between tag names, including spaces. For
instance, CHAP # and CHAP# would be listed as two
separate tags in the Assignment List.

[0 When Ventura finds tag names in the text file that are not
part of the current style sheet, it lists them in the Assign-
ment List in uppercase and displays them on the screen
with Body Text attributes.

O Use the @PARAFILTR = tag to strip out double carriage
returns in a document. This allows you to retain normal
spacing (two carriage returns between paragraphs) for
readability in the text file, but strips out the extra returns
when you bring the file into Ventura.

[J Tags added in Ventura with Paragraph mode will be saved
back to the original text file when the chapter is saved.

[0 When producing files in ASCII format, make sure to enter
two carriage returns between each paragraph.

[0 The fastest way to format a text generated from a database
is to include the tag names in the text file.
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Other tips

O You can create crop marks manually by drawing line
shapes on the Page. To repeat them on every page of the
document, choose Show On All Pages from the Graphic
menu. You can also use Ventura’s built-in crop marks in the
print option. Use the automatic crop marks when you are
creating half-size pages, or if you have a printer that can
print larger than 8.5x11 in. format.

[0 You can create live headers and footers that change from
page to page throughout the document in the Headers &
Footers dialog box. If you select 1st Match, Ventura places
the first occurrence of the tag in the header (or footer). If
you select Last Match, Ventura places the last occurrence of
the tag into the header (or footer). If Ventura doesn’t find
the tag on a page, it uses one from a previous page.

[0 Initially, the frame margins of headers and footers are set
to vertically center the header. You can raise or lower the
header or footer by changing the frame margins (in Mar-
gins & Columns) or by changing the space above or below
(in Spacing). The spacing attributes are stored with the
style sheet and therefore can be reused. The header and
footer frame margins are stored with the chapter and can
only be reused by creating a chapter template.

[J Areverse type effect can be created by placing white text in
a black frame, or by dropping a solid black rule down over
white text. If you want to use reverse text as a predominant
effect in your style sheet, it’s best to make it as a tag using
the rule above technique.

O Some non-PostScript printers cannot print white type on a
black background. Substitute black type on a gray back-
ground.

OJ Space Below Rule 3 refers to the space below the last rule in
the tag (or frame), whether that last rule is the first, second
or third. If you enter a positive value the Ventura adds
space below the rule and the rule shifts upwards. If you
enter a negative space, Ventura subtracts space below the
rule, so it shifts downwards.

[0 The Breaks option Keep With Next can be used to keep tags
from being isolated at the top or bottom of a column or page.
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[0 When you turn select the Relative Indent:On in the Align-
ment dialog box, Ventura makes the first line indent equal
to the length of the last line in the previous paragraph.
When this is used in combination with the Breaks option,
you can make two tags reside on the same line side-by-side.

0 To make a thumb tab that repeats on every page of the
document, use a repeating frame.

O You can insert a page number anywhere on the page includ-
ing captions, frames, and Box Text with the Ins Special
Item option.

[d Once you make a frame into a repeating frame you cannot
cut or delete it..Change it back to a normal frame with the
Repeating Frame dialog box if you need to make changes.

(0 Multi-Chapter allows you to combine a list of chapters
together into a publication. Once the publication is created,
you can print all the chapters at once.

[0 Once you create a publication you can renumber the chap-
ters so the page numbers follow sequentially from chapter
to chapter. Open a chapter and use Update Counters to
update the initial page to Previous + 1. The new page
numbers will not be displayed until you choose Renumber
from the Multi-Chapter dialog box.






Chapter Eight
Skills Checklist

Theory
[ The parts of a book

Text
O Inserting footnote references
[0 Adding footnote text
[ Working with true typographic
fractions
[ Inserting index entries
[ Changing the attribute overrides

O Preparing text for vertical tabs
(side-by-side paragraphs)

Style

[ Using a half-size page layout

[J How to update the page and chapter
counters

[0 Understanding widows and orphans

[ Creating a table with side-by-side
paragraphs

[J How to use spacing and breaks to
create multiple columns

[0 Adding a big first character to the
lead-in paragraph

Chapter
[J Creating and printing a publication
[0 Rearranging the chapter list
[J Renumbering a publication
[ Generating a table of contents
[J Creating an index
[ Printing crop marks




Chapter Eight

A Book

or book publishers large and small, Ventura can mean

faster production and lower costs. In this chapter you will
learn the special Ventura skills that apply to long documents.
You may need to make a few changes to your current produc-
tion practices to accommodate the realities of working with
Ventura.

Theory——

There are three parts to a traditional book: the front matter,
the main text, and the back matter. Each section has its own
format and style, but all three work together to complement
the overall design. It is tempting to put the entire book into
one large chapter file. For easier production, however, we
recommend a separate Ventura chapter for each book chapter,
plus separate Ventura chapters for the front and back matter.

Preformatting text files in advance can help reduce the bot-
tlenecks that typically occur in the book production cycle. By
establishing standard tag names and using bracket codes,
authors and editors can format as they write.
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— Chapter Six

Design Principles

Getting top-quality books from a desktop publishing sys-
tem requires special know-how in two arcas: design and
printing. This chapter discusses the theory of design. The
following chapter, Chapter Seven, outlines the steps t©
take before going to a commercial printer.

This chapter offers comments on the principles of
book design as they apply to desktop publishing. In some
cases, the realities of desktop publishing force changes
from traditional methods.

Design Terminology

If you're new to page design and typography, you'll
need to learn a few words. Yowll encounter this
vocabulary over and over again in software manuals and
in conversations with graphic designers and commercial
printers. This specialized terminology applies to three




Planning the book

For the example in this chapter, you will use the 5.5x8.5 in.
half-size format. This size lends itself to text-intensive books
with only a few illustrations. It is easy and economical to
produce; it is easy to bind (either perfect, sewn or saddle-
stitched); and it fits nicely in your hand. In the corporate
environment, this format is especially useful for in-house
booklets and software documentation.

The page design taught in this chapter is quiet and under-
stated. It has large right and left margins with a generous
amount of space separating the chapter title and subheads
from the Body Text. The use of white space conveys an open
feeling and makes the page more readable. Single horizontal
rules separate the header and index title from the rest of the
Body Text.

In this project, you will use several special Ventura long-docu-
ment features:

¢ Generating a table of contents

e Generating an index

¢ Inserting footnotes and fractions

¢ Big first character

e Vertical tabs (side-by-side paragraphs)
e Changing chapter and page counters

¢ Printing crop marks

To learn these long document techniques, you will work with
four chapters in all: one for a table of contents, two main text
chapters, and one for an index.
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Ventura prep

If you have the Power disk

8 Load the ASCII text files 8TBL.TXT and 8DESIGN.TXT
from the C:\POWER subdirectory. Using File
Type/Rename from the Edit menu save and rename them
respectively as CA\TEMP\STABLE.TXT and
C:\TEMP\S8BOOK.TXT. When you are finished, the file
SBOOK.TXT should be on the Page.

w» NOTE: Do not load the file 8PRINT.TXT. It will be used later in
the project.

Since there are no pictures to place in this document, load the
proper style sheet.

¥ Load the style sheet 8DESIGN.STY from the C:\POWER
subdirectory and save it under the name
C:\TEMP\8BOOK.STY.

® Save the chapter as C:\TEMP\8BOOK.CHP.

If you do not have the Power disk

§ In your word processor, rename any two existing text files
as 8BOOK.TXT and 8PRINT.TXT. Save them in the
C:\TEMP subdirectory. Choose files of more than five pages
if possible. (If you have the time and the energy you can
type in the two text files for Chapter Eight from Appendix
A.) Then type in the file STABLE.TXT from Appendix A and
save it in the C:\TEMP subdirectory.

& Load the &BOOK-P1.STY style sheet from the
CA\TYPESET  subdirectory and save it as
C:\TEMP\8BOOK.STY.

] Format the style sheet to match Figure 8-1. Then use the
tag table in Appendix B to format the necessary tags.

& Select Save As from the File menu to save the chapter
under the name and location C:\TEMP\8BOOK.CHP.
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06,00 picas & points

06,00
picas &
points

22,06 picas & points

04,06
picas &
points

Trim size 33,00x51,00 picas & points
(5.5x8.5 in.) Right Page

06,00 picas & points

Figure 8-1. If you do NOT have the Power diisk, modify 8BOOK-P1.STY as shown here.

In this section, you will learn a variety of powerful text func-
tions. You will enter footnotes, true typographic fractions, and
index references. If you do not expect to use any of these three
features, you may skip ahead to the style section. The sample
text file for this chapter (8BOOK.TXT) has, for the most part,
been pretagged and precoded for you.
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Inserting a footnote

Before you insert a footnote in Ventura, you must set the
format using Footnote Settings from the Chapter menu. Once
you choose the format, you create a footnote in two steps: (1)
you insert the reference into the text file and (2) you type the
footnote text at the bottom of the page.

Set the footnote format

Your first task is to design how the footnotes will appear on
the page. You only have to do this once for the entire docu-
ment.

8 Select Footnote Settings from the Chapter menu. Choose
Usage & Format: # From Start of Page (User-Defined),
Position of Number: Superscript.

Now create a “separator line” to visually separate the footnote
from the main Body Text above.

¥ Make the Separator Line Width 12,00 picas & points, the
Space Above Line: 01,01 picas & points. Switch from picas
& points to fractional pts and make the Space Above Line
14.00 fractional pts and make the Height of Line 00.25
fractional pts. Then click OK.

FOOTNOTE SETTINGS =

[aff] [® From Start of Page (1,2,3) |

H# Fron Start of Page (User-Defined)

| # From Start of Chapter (1,2,3) |

Usage & Fornat:

Start With #:
Number Template:

Position of Number:
User-Defined Strings:
Separator Line Width:

Space Above Line:
Height of Line:

8a01
#

Superscript

10 % 20 wx_ 3 eme_

9 & 6 4 7 e

~“."™  fractional pts

14.68

4:
8:

HXEE
+44 4

o0.29 o, ]




Insert the footnote reference 8 -7

The portion in the |

margin
will not print

w» NOTE: Be careful to make the height of the line 00.25 fraction-
al pts, not picas & points. If you switch back to picas & points,
the height will show as 00,00 picas & points. Do not be con-
cerned. Your measurements have not disappeared. They are
simply too small to show up in picas & points mode.

The separator line is measured from the left edge of the page,
not from the margin. The left margin is 06,00 picas & points,
and the separator line is 12,00 picas & points. The portion of
the separator line in the margin (the first 06,00 picas) will not
print. The portion on the live area (the second 06,00 picas) will
print (Figure 8-2).

frane Paragraph Graphi
:\TEMP\GROOK.CHP _ (BBODK..STV)
3

ex

fdd New Tag

veaneen Rl
B idl I *  Text of Footnote
Cheps

ChapTatle
Head1

-

Head2
Z.BOXTEXT
FNOT ¢

Z_FNOT ENTRY
Z_HERDER

RPg 0001 § 1 4
.

|

Figure 8-2.

The separator line is not yet visible on your screen. It will
appear after you insert the footnote reference in the following
step.

Insert the footnote reference

After setting the format, you’re ready to insert the footnote
reference in the text file.

¥ Go to page seven and change to Normal View.
§ Enable Text mode.

8 Place your cursor after the period at the end of the sentence
as shown in Figure 8-3.
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Desk File Edit View Chapter Frame Paragraph Graphic Options

also encounter a few other phrases:k
Thebaseline s the invisible line the type sits on. Some!
S yrograms use this term and/or display the baselines as &
Noruol light gray or dashed line on screen. Whether or not the:
sole ] Yerm is used by the program, line spacing is measured;
Italse = from baseline to baseline, If you were using 8-point type:
small with 2 points of leading, the baseline to baseline meas-:
Superscript irement would be 10 points (8 + 2L ¢
subscrapt ] Some programs, inchuding Xerox Ventura Publisher
Underlane 3 modify this concept slightly. Ventura Publisher con
peuble tndrLng siders the baseline to be the bottom of the lowest de
Strike-thru scender rather than the line upon which the body of the!
overscore ... type rests)
PAGE FORMAT. There are fowr basic formats, Flus

y 3 Jeti has an even left margin and a ragged right margin,
Paragraph End| For this reason it is often referred to as ragged right
r WFlush rightis the reverse: even right margin, ragged left

: arein_ g pyen_mared

Figure 8-3.

= NOTE: Do not be concerned if there are minor discrepancies
between the position of text on your screen and the text shown
here. Different monitors and graphic cards may show more or
less than our illustrations.

¥ Select Ins Special Item from the Edit menu (or hit Ctrl-C).
# Choose Footnote (or press F2).

A small cross shows the location of the footnote reference in
the text. Ventura also displays the separator line, the footnote
symbol (an asterisk), and the words “Text of Footnote” at the
bottom of the page (Figure 8-4).

Edit View Chapter Frame Paragraph Graphic Options

f W’z R Poetry often uses centered lines, Flush left is occasional-:
T ly chosen for special formats. Flush right has few ap-
3 slicationsin books outside of titles, tables and charts.
RS 3 Hyphenation and justification are crucial to achieve &
4| b e typeset look When justifying lLines, page layou
|| Sowvbreok B 3¢ programs aftempt to end lines at the space between:
BodyFarst words, When that is not pessitle, they insert a hyphen
Bullet and put part of the word on one line and the remainder on!
. the line below. Text can be justified without hyghena
ChapTatle 1
Headt @
Headz ¥§  Textof Footnotel]
I_FNOT 8
2_FNOT ENTRY
n Z_WEADER
e ]
R Pg 4 8897
+

Figure 8-4.
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Add footnote text

After you insert the footnote reference into the text, you will
delete the words “Text of Footnote” at the bottom of the page
and type in the footnote text.

8 Delete the words “Text of Footnote.” Then type:

For more information on this program, see Inside
Xerox Ventura Publisher by James Cavuoto and Jesse
Berst (MicroPublishing and New Riders, Westlake
Village, CA, 1987)

w» NOTE: If you backspace to erase the footnote text and get the
message “The paragraph you are trying to tag/edit is made up
of text that was automatically generated...,” simply press OK
to delete the message.

When you are finished the footnote should look similar to
Figure 8-5.

Desk File Edit View Chapter Fframe Paragraph Graphic Options

EMP\GBOOK.CHP  (BBODK.STY)

Iﬂ Ill 'z
Poelry;fvtenuses centered lines, Flush left is occasional-
iy chosen for special formats. Flush right has fow ap-

Set Font alicationsin ooks outside of litles, tables and charts.§
Hyphenation and justification are crucial to achieve &
t Normal typeset lock When justifying lines, page layou
Sold 4] Yrograms afterapt to end lines at the space between

1Relte

S$mall

Superscript 3% For more information on this program, see Inside:

subserapt Xerox Ventura Publisher by James Cavuoto and:
Underiane Jesse Berst (MicroPublishing and New Riders;
fruede tnaria Westlake Village,CA, 196703

Strike-thru

[

Ooverscore

Upper Case

R Pg # 6067
+

Figure 8-5.

s

The footnote symbol is a generated tag named Z_FNOT# and
the footnote text is a generated tag named Z_FNOT ENTRY.
For now, do not be concerned with their appearance. Later
when you get to the style section of the chapter, you will
change their appearance.
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w» NOTE: Like headers and footers, footnotes occupy their own
frames. You can raise or lower the footnote on the page by
changing the top margins of this frame or by changing the
space above the tag. You cannot, however, resize the frame.

To delete a footnote and its text reference, delete the footnote
symbol (the asterisk) in the text file. When the footnote sym-
bol and its corresponding footnote text are deleted, Ventura
automatically renumbers the remaining footnotes.

Insert a fraction

Delete
fraction here

In earlier chapters, we taught you how to use bracket codes to
insert true typographic characters in your word processor. In
this section we will show you how to enter true typographic
fractions directly in a text file. The Fraction option in the Ins
Special Item dialog box (Edit menu) gives you true fractions
that display as smaller-than-normal letters separated by a
fraction bar.

¥ Go to page four.

For this project, you will replace the fraction “1/6” in the
second paragraph with a true typographic fraction.

8] In Text mode, place the cursor in front of the fraction and
press the Del key three times to delete the 1, the separator
bar, and the 6 (Figure 8-6).

=R

Norwal

Exampie. Y
mon sizes. ¥
Picas are a larger unit. Don’t confuse t

typewriler style of the same name. They af
e points (qb@h). Printers and typograph
s fo measure lines, margins and columns
e | shows a page from this book with the
------------- 1 ‘expressed in picas and points. (The measu
to the full-sized page.)¥

Ems and *ens are |

Figure 8-6.
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Now you are ready to insert a real fraction.

& Without moving the text cursor, select Ins Special Item

from the Edit menu.
mu:’.ew Chapter Framne)

fub fexb Bal

Jopy toxh thel

Paste Text Ins

Ins Special Item...
£4ir Special Ibem... VB

Romove Yext/file. ..
File Yype/Renane. ..

8§ Choose Fraction (or press F4).
The fraction editing screen appears (Figure 8-7).

Desk File Edit View Chapter Frame Paragraph Graphic Options
raction Editing -- (Press “D to Exil
TPTTTITI L VRTITITIN ATPTTTIITN Y

+

Figure 8-7.

& Type:1/6
Ventura displays the typographic fraction on-screen.

# Now press Ctrl-D to return to the document, where you will
see the new fraction format (Figure 8-8).
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Figure 8-8. After you close the fraction editing screen, the true
typographic character appears in the main text file.

You can also make a fraction that looks like this: %. Select Ins

Special Item and choose fraction. When the equation editing
screen appears type: 1 over 6. Make sure you leave a space on
both sides of the word over.

After creating a simple fraction, you are ready to learn how to
index.

w» NOTE: To create complex mathematical equations, we recom-
mend the equation editing capabilities of Ventura's Profes-
sional Extension.

Insert an index

Indexing is a difficult concept to teach and to learn. The best
way to master the process is simply to go through it a time or
two. It is a three-step process: (1) insert index references into
the text file, (2) generate the index file, (3) format the
generated index file. For the moment, you will insert sample
index entries into the text file. Later, in the chapter section,
you will generate and format the index.

Before you insert your first index reference, take a moment to
review the different levels of an index as shown in Figure 8-9.
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Bodykreok
SodyFirst Seealso Text Attributes
Bullet Books
Chaps ]
ChapTatle
Headt Book publishing
Mead2 See 350 Design Guidelines for Books

Th13Co1t Page format
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13013

Z_EQUATION
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Figure 8-9.

In Figure 8-9, each major index section is preceded by a letter
heading — A, B, C, and so forth. The first entry below the
letter is the Primary Entry (for example, Books in the illustra-
tion above). The indented words are Secondary Entries (for
example, Book covers, Book design, and Book publishing). See
and See also references can also be secondary entries. For
instance, “See also Design Guidelines for Books” is a secon-
dary entry. Instead of listing a page number, the See and See
Also references direct the reader to a related entry elsewhere
in the index.

Insert an index entry

To learn how to insert references, you will place a Primary
Entry and a See Also Entry.

¥ Go to page five.
& Enable Text mode.

8 Place the cursor immediately in front of the “a” in the word
“attributes” in the third paragraph. (The word attribute is
underlined in Figure 8-10 to help you place the text cursor
on the page. Do not underline the word.)

# Select Ins Special Item from the Edit menu (or press the
shortcut Ctrl-C).
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Figure 8-10.

Upper Case

¥ Select Index Entry (or press the F3 key).

& Choose Type of Entry: Index. Place the text cursor on the
Primary Entry line, type: Attributes and click OK.

INSERT/EDIT INDEX ENTRY m
Type of Entry: Index

Prinary Entry: nttr-ihutesll
Prinary Sort Key:

Secondary Entry:
Secondary Sort Key:

Ventura inserts a degree symbol (°) in front of the word At-
tributes. If you do not see the symbol on-screen, make sure
Show Tabs & Returns is on from the Options menu (or press
Ctrl-T).

Now you will add the identical entry on another page.

¥ Go to page six.
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8§-15

8 Place the text cursor in front of the letter “A” in the word
“ATTRIBUTES” (Figure 8-11).
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Subscript
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L Pg ¥ 0066 § s desktop publishing programs offer only normal propor-
+
Figure 8-11.

$® Select Ins Special Item and press F3.

8 Select Type of Entry: Index. Place the text cursor on the
Primary Entry line and type: Attributes and click OK.

w» TIP: When you insert multiple entries be careful to use identi-
cal spelling and case.

For instance, if you were to enter the word Attributes as one
Primary Entry and the word Attribute as the other Primary
entry, Ventura would create two separate entries in the index.

Add a see also entry

Ventura permits you to go back to a reference to make changes
or additions. Let’s return to the previous index reference and
add a secondary entry.

¥ Go to page five.

& Place the cursor immediately in front of the degree symbol
(°) that precedes the word “attributes” (Figure 8-12).

§ Move the cursor back and forth with the arrow keys until
the words “Index Entry” appear in the Current Selection
box.



Text

y, different programs use different words

-1 and il attributes. The definitions given

=z § 1most common in the desktop publishing

seecrine § e cases, they vary from those in use by

fosic wrnl - Isetters.

~weere B dte gpecified in points as ex plained above.
erstand the point system to give correct

the software. Many people refer to small

Figure 8-12.

8 Select Edit Special Item from the Edit menu. Select Type of
Entry: See Also. Move the cursor next to the Secondary
Entry line and type: Text Attributes and click OK.

INSERT/EDIT INDEX ENTRY m

Type of Entry: See Rlso

Prinary Entry: Attributes
Prinary Sort Key:

Secondary Entry: Text HttributesL
Secondary Sont Key:

You will see the words “Index-See Also” in the Current Selec-
tion Box.

Because of space limitations, we will not ask you to insert
additional index entries. Instead, we have done this for you in
the files you loaded from the Power disk. We have inserted
additional entries into the text file so you will have enough
entries to generate a sample index later. If you look closely,
you will see the degree symbols marking these entries on the
screen.
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O Stopping point

You have learned two of Ventura’s most complex features,
footnoting and indexing. This is a good place to save your work
and take a break. When you'’re ready to continue, begin with
the style section.

Style

If you are returning to this project after turning off your
computer, open the chapter C:\TEMP\8BOOK.CHP to
resume where you left off. In this next section, you will learn
more about page and chapter counters, and widows and or-
phans.

Verify the page size and layout

Now you will verify the settings for Page Size & Layout and
Margins & Columns. You can do this while on any page in the
document.

& Page Orientation: Portrait
Paper Type & Dimension: Half
Sides: Double
Start On: Right Side

8§ Enable Frame mode and select the Page. Then check the
margins and columns.

8§ Margins & # of Columns: 1
Columns Settings For: Right Page
Column 1: 22,06 picas & points
Top: 06,00 picas & points
Bottom: 06,00 picas & points
Left: 06,00 picas & points
Right: 04,06 picas & points

w» NOTE: The above settings are for the right page only. The left
and right margins are reversed for the left page.



818 Style

Build the header
8 Go to page one.
§ Select Headers & Footers from the Chapter menu.

¥ Choose Define: Right Page Header, Usage: On. Type:
Design Principles on the Left line and [P#] on the
Right line.

HEADERS & FOOTERS el

Define: | Left Page Header Right Page Header

| Left Page Footer | { Right Page Footer |

Usage: [N

Left: Design Principles

Center:

Right: [PH]]

Inserts: | Chapter ® | [ Page # | | 1st Match | | Last Match |

| Text Attr, | | Copy To Facing Page |

| 0K | |Cance1|

& Without closing the dialog box, choose Define: Left Page
Header, Usage: On. Type: [P#] on the Left line and
Chapter [Ci#] on the Right line. Then click OK.

HEADERS & FOOTERS [‘ﬂ

Define: QEARELCRLEE: 08 | Right Page Header

| Left Page Footer | | Right Page Footer |

Usage: [N
Left: [PH]
Center:

Right: Chapter [CH]|

Inserts: | Chapter # | [ Page # | [ 1st Match | [ Last Match |

o JEzEn

| Text Attr. | | Copy To Facing Page |
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& Turn off the header on the first page only.

Update the chapter counter

In the header you just made, the chapter number is displayed
as part of the header text. For each consecutive book chapter,
you must update the chapter counter (Update Counters,
Chapter menu) so this number is correct. If you do not update
the counter, the header will read “Chapter 1” for every chap-
ter. The chapter counter controls both the number and the
numbering format.

¢ Make sure you are on page one of the chapter.
& Select Update Counters from the Chapter menu.

8 Choose Which Counter: Chapter, Update Method: Restart
Number, Restart Number: 0006. Do not click OK yet. In the
next section, you will change the page counter in the same
dialog box.

PDATE COUNTERS []

Which Counter: [ This Page | : This Table | i Ihis Figwe |

[ Initial Page | | Initial Table | | Initial Figure |

Update Nethod: [Previous Munber + 1

Restart Number: ﬁ986|

Nunber Format: 1,2

(5] =1

You have restarted the chapter counter at six. When you close
the Update Counters dialog box the header will now read
“Chapter 6.” If you had chosen, for example, the One, Two
button, it would read “Chapter Six.” If you had chosen I, II, it
would read “Chapter VI.”
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Update the page counter

The page counter function is similar to the chapter counter. It
allows you to reset the current page number to any number
and override the automatic page number counter. In the fol-
lowing example, let’s assume that the previous five chapters of
this book have taken 96 pages. You will, therefore, reset the
starting page number of Chapter Six to 97.

8 Choose Which Counter: Initial Page, Update Method: Res-
tart Number, Restart Number: 0097, and Number Format:
1,2. Click OK to close the dialog box.

— — — —

UPDATE COUNTERS 7]

Which Counter: | Chapter | | This Page |  his Table | { This Figme |

[initial Table ] [Initial Figue ]
lpdate Hethod: | Previous Number + 1 | JEES® RMLITI:Y

Restart Number: BBP?I

Nunber Format: 1,2

Because you turned off the header on this page, you must go
to page two to see the new page numbers.

|/ Press PgDn to go to page 2.
Check that the number in the header is 98 (Figure 8-13).

w» NOTE: The page numbers you see at the bottom of the Side-
Bar are not affected by the Update Counters dialog box. The
new page numbers appear only when you print the chapter.

Widows and orphans

As we explained in an earlier chapter, a widow is a single line
of text at the top of the page. An orphan is a single line of text
at the bottom. The Widows & Orphans dialog box determines
the minimum number of lines Ventura can leave at the top or



Widows and orphans

SBOOK. TXT
STRBLE.TXT

Frane Paragraph Graphi
TEMP\BBOOK,CHP  (BBOOK. ST

98 * Chepter60

areas: (1) descriving pages, (2) measuring pages and (3F
describing type.¥

Describing Pages F

i The most common page elements used in traditional
and desktop publishing are described below-f

i Avcalloutis a brief text label used 1o describe one part
of an illustration. Callouts are often accompanled by:
Arows.§

Afcaplion is a brief description that labels or describes:
the entire illustration Also referred 10 as a *cutline of
Yegerd

i Tha shand, har and_chantar #ilo ddantife tha e

T
el
”I

Figure 8-13.

bottom of a page or column. For this book chapter, turn off the
widow and orphan control so Ventura has the flexibility to
place single lines at the top and bottom of the page.

N Select Chapter Typography from the Chapter menu.
Choose Widows (Min. Lines at Top): 1 and Orphans (Min.
Lines at Bottom): 1.

Before you close the dialog box, change the position of the 1st
baseline:

¥ Chapter

Move Down to 1st Baseline By:
Typography Inter-Line

CHAPTER (DEFAULT) TYPOGRAPHY SETTINGS

Widows (Min Lines at Top): 1
Orphans {(Min Lines at Bottom): 1

Colunn Balance: Off

Move Down To 1st Baseline By: Inter-Line

Pair Kerning: On

K o
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Changing the position of the text baseline from cap-height to
inter-line ensures that the text reaches all the way to the
bottom of the column.

Tag the first paragraph

Now that you’ve completed the overall page format, you will
fine tune the appearance of the document by changing two
tags. First you will change the book’s first paragraph to in-
clude a big first character. Earlier, in Chapter Six, you learned
to make a big first character rise above the first line. This
time, you will create a big first character that drops below the

baseline. This effect is often called a Drop Cap.

8§ Go to page one.

& Enable Paragraph mode.

¥ Select the first paragraph of the chapter, which was

pretagged as BodyFirst (Figure 8-14).

Desk File Edit View Chapter Frame Paragraph Graphic Options

:\TENP\GBOOK.CHP  (BBOOK.STY) =

12 18
A IITTTITIY

BodyBreak
BodyFirst
Bullet
Chaps
ChopTatie
Headt
headz
2_EQUATION
Z_FNOT ¥
Z_FNOT ENTRY
Z_WERDER

4

R Pg # 6601

T,
BodyFirst -

| Demgn Prlnclplesﬁ[

Setting topguality books from a desktop publishi ing sys-

tem requires special know-how in two areas: and;
urinting, This chapter discusses the theory of o
following chapter, Chapter Seven, outlines the steps to

ake before going to a commercial printer. §
i This chapter offers comments on the principles of
ook design as Zhev apply to deskiop publishing. In some:
zases, the realities of desklop publishing force changes
from traditional methods, §

Design TerminologyF

+

Figure 8-14.

8§ Special Effects

Special Effect: Big First Char
Space for Big First: Normal

Selecting normal lets Ventura choose the number of lines the
character should take up, based on the point size of the big

first character. You will set that point size next.
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& Without leaving the Special Effects dialog box, choose Set
Font Properties. When the Font dialog box appears, choose
Style: Bold and Size: 030.0 points.

Before you exit the Font dialog box, use the Shift option to
shift the first big character down a point. This fine-tune ad-
justment will ensure that the first big character lines up
properly with the first line of the paragraph.

| Select Shift: Down. Enter 01.00 fractional pts.
= =

FONT SETTING FOR BIG FIRST CHARACTER
] -ELi.ght; =10
Nornal

Bold

£t Face EZi Size
Tines
Courier
Synbol
Avant Garde Gothic Book/Deni
ITC Bookman Light/Deni
' Helvetica Narrow

Palatino

N-Italic
B-Italic

Custom Size: B38.8 points

Overscore: OFF Shift: Down 81.88[ fractional pts
Strike-Thru: OFf
Underline: OFf
Double Underline: Off

|, Jem

Click OK to return to the Special Effects dialog box. Click OK
again to return to the workspace.

Change the footnote tag

Now you will change the attributes of the footnote tag so the
two tags (Z_FNOT# and Z_FNOT ENTRY) reside on the same
line.

8 Go to page seven and select the footnote text (the Z_FNOT
ENTRY tag) at the bottom of the page.

& Font Style: N-Italics
Size: 010.0 points
8 Spacing Inter-Line: 10.00 fractional pts

In From Left: 01,06 picas & points

For now, this is the only tag you need to change.
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Change attribute overrides

There’s one more small detail to complete in the style section.
You will change the size of the small text (small caps) at-
tribute with the Attribute Overrides option.

B Go to page five.

The lead-in heads you see on the page (for example, TYPE
STYLES) were created in Text mode by applying the small
(capitals) attribute. You can customize the size of the small
caps attribute and apply it to selected words throughout the
document. Let’s say you wanted to change all the lead-in
heads from 12 points to 14 points. Normally, you would have
to scan the document for every occurrence of the lead-in head,
and change its font to 14 points using Set Font from the
Side-Bar (Text mode). However, there’s an easier method.
Select the Attribute Overrides option from the Paragraph
menu and change the default size of the small text attribute.
Now every occurrence of small text throughout the document
automatically changes size.

Try out this feature for yourself.

§ In Paragraph mode, select the Body Text paragraph that
includes the small text lead-in head, “TYPE STYLES.”
(Figure 8-15)

Ll
lndmonal typeseiters.k H
Type sizes are specified in points as explamed above!
Y ou must understand the peint system to give comct:
instructions to the software. Many people refer to small
typeinthe9 o 12 puml range as “body type. Larger size&
nsedfor head' 28 is often called Risplay type. #
TY o3t desktop publishing programs use
yle synonymously to mean one par-
thap Each design has a name, Helvetica is}
ChapTitle 363 Jne typestyle; Century Lchmﬂbon}. is anothes; and so on.

tcuv l’:xt
BodyBreak
BodyFirst i

Sullet

Headt
Kead2
Z_EQUATION

-—-—1 :‘";':TN' 1 A font is one particular variety of a typesiyle. 'Ihus,.
i “z m:‘:“ <] most software manuals would refer to Dutch as a types—-
= dyle and 12-point Dutch beld italic as a font, Most;
Body Text 1 Publishing programs have 2 Font menu item where the;
R Pg # 0985
+
Figure 8-15.

| Select Attribute Overrides from the Paragraph menu.
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# Move to the Small Caps Size line and enter 011 points.
Then click OK.

Line Width:

Overscore Height:

“Body Text" ATTRIBUTE OVERRIDES

Text -Wide

B8.66 Shift t By:

Strike-Thru Height: ©0.66 a3.72
Underline 1 Height: ©0.24 Shift § By: 82.52
Underline 2 Height: ©0.66 62.084

[

11.94 fractional ptsJ

Shift t By: 65.64
Shift § By: 01.32

Superscript Size: 010
Subscript Size: 0610

Snall Cap Size: 611 points

KN =

Now every occurence of the small text attribute throughout
the document changes to 11 points.

O Stopping point

You've reached the stopping point for this chapter. We know
that we’re packing a lot of information into one chapter. Stick
with us. The next section includes some powerful, valuable
Ventura features. If you’re tired, get up from your desk,
stretch, and come back when you're refreshed.

Place the SsTABLE.TXT file

If you are continuing after a break, load Ventura and open the
chapter 8BOOK.CHP and go to page four.

You have finished formatting the SBOOK.TXT file. Now you
are ready to place and tag the second text file, STABLE.TXT.
To format this file you will use a technique called side-by-side
paragraphs (what the Ventura manual calls vertical tabs). It’s
a complicated procedure but extremely powerful. Even if it
seems a bit confusing, try to stick it out to the end of the
exercise.
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w NOTE: If you do not use tables in your documents, skip this
section and go directly to the chapter section. However, if you
use tables of any kind, we recommend that you learn side-by-
side paragraphs.

Before you place the text, insert a new frame to contain it.

8 Go to page four.

§ Reset the zero point to its original position at the upper left
corner of the Page by clicking on the 0,0 square in the upper
left corner of the page.

#¥ Enable Frame mode and select Add New Frame. Add a new
frame that measures 22,06 picas & points wide by 17,06
picas & points high. Place the upper left corner of the frame
at position 28,00 picas on the vertical ruler. Stretch the
frame downwards to position 45,06 picas and over next to
the right column. The frame will extend slightly below the
bottom column guide (Figure 8-16).

Frane Paragraph Graphig
\TEMP\GBOOK .CHP  (BBOOK.STY)

el 0 B e P
expressed in picas and points, (The measurements refer:
o the full-sized page.) .

m 3 |

#BOOK. TXT
STRBLE.TXT

' 4]

EPTY
L Pg ¥ 0684

+

Figure 8-16.

w NOTE: You may want to Turn Column Snap and Line Snap Off
to help you place the frame.

- M Use Sizing & Scaling to confirm that the frame measures

22,06 picas & points by 17,06 picas & points.

Before closing the Sizing & Scaling dialog box, add vertical
padding to the frame.
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& Sizing & Vertical Padding: 07.00 fractional pts
Scaling
Now add a box around the frame.
# Ruling Box Width: Frame
Around Height of Rule 1: 00.05 fractional pts
Give the frame its own margins.
§ Margins & Number of Columns: 1
Columns Top: 01,00 picas & points

Bottom: 01,00 picas & points
Left: 01,00 picas & points
Right : 01,00 picas & points

8| With the frame still selected, place the text file,
8TABLE.TXT, by selecting it from the Assignment List.

w NOTE: You will not see the entire text file when you first place
it in the frame. Do not be concerned. Later, when you tag the
text, it will become visible.

Create a table

There are several ways to create tables in Ventura. You can
use tab settings; you can use Box Text; or you can use the
technique referred to as vertical tabs in the Reference Guide.
In this chapter you will learn the vertical tabs method, which
we prefer to call side-by-side paragraphs.

We will start by reviewing the process and showing examples.
Then we will give you a chance to try it yourself.

To use side-by-side paragraphs, you must do two things. First
you must properly format the text file. Second, you create a
separate tag for each column.

W NOTE: As a general rule, use tab settings when each table
entry is only a single line. For tables with multi-line entries, it is
easier to use side-by-side paragraphs, which allows each
column to have more than one line.
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Preparing text for side-by-side paragraphs

To prepare text for side-by-side paragraphs, type each column
entry as a separate paragraph. The text file you just loaded
(8TABLE.TXT) is already in the proper format. Do not enter a
tab stop at the end of an entry. Figure 8-17 shows what the
text file looks like before loading it into Ventura.

(=L oseoovsee Toseserace Zevoseoeee Foeereoere Geoeseeses Geooveooee Joeesoossee Toroes
Enches®
L]

Picas and Pointsfl

a9

PointsT

a1

176 inchfl

q

01,00 picas & pointsT
1

12 pointsil

il

174 inchfl

q

01,06 picas & pointsf
|

18 pointsfl

a

173 inchi
TBL. TXT:
COMMAND: Copy Delete Format Gallery Help Insert Jump Library
Options Print Quit Replace Search Transfer Undo Window
Edit document or press Esc to use nenu
Pgl Col O ? Microsoft Word

Figure 8-17.

Once you create, load, and place the text, you are ready to
create the tags for each column.

Spacing with side-by-side paragraphs

Spacing and Breaks are the two keys to building columns with
vertical tabs. With In From Left and In from Right Spacing
you restrict the text to individual columns (Figure 8-18).

The hard part is calculating the column settings. Start by
deciding the width of the columns and gutters. In the example
you will build for this project, we divided the space into three
equal columns of 07,06 picas & points. Once you know these
widths, you must translate them into settings for In From Left
and In From Right. To figure these settings, subtract the
cumulative column widths from the margins (Figure 8-19).
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Col:)mn In From Right Col:.tmn 16,00 picas
In From Left Gol;mn In From Right 06,00 picas Col;mn 06,00 picas
In From Left Column 16,00 picas Col;mn
Figure 8-18. Figure 8-19.

Breaks with side-by-side paragraphs

After using Spacing to confine the text to columns, move to
Breaks. Change the line breaks to allow all three column tags
to co-exist on the same line. In the example below, the left
column has a line break before; the center column has no line
breaks; and the right column has a line break after. Now that
we’ve reviewed the key concepts, you are ready to go ahead
and create the table.

Add the tag for the first column

At this point, you will create the tags for all three columns.
¥ Enable Paragraph mode.

¥ Select the paragraph “Inches.”

# Add New Tag Tag Name to Add: Tbl13Coll

¥ Font Face: Helvetica
Style: Normal
Size: 010.0 points
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§ Alignment Horz. Alignment: Center
Overall Width: Column-Wide
In/Outdent Width: 00,00 picas & points

& Spacing Above: 06.00 fractional pts
Inter-Line: 12.00 fractional pts
Add in Above: When Not at Column Top

Do not close the dialog box yet. You will now create a tem-
porary right margin with In From Right Spacing.

8 Make the In From Left Spacing 00,00 picas & points and
the In From Right Spacing 16,00 picas & points.

—

"Tb13Co11" SPACING 2]

Above: Bé.BB| fractional pts
Below: ©0.68
Inter-Line: 12.88 Ffractional pts
Inter-Paragraph: 00.00

Add in Above: When Not at Column Top
Settings For:

In From Left: 68,88 picas & points
In From Right: 16,88

Inserts: | Copy To Facing Page |

o e

You just completed the first column. Now create the other two
tags. You can use the Thl3Coll tag as a starting point for
building the second and third column tags.

¥ Select the paragraphs “Picas and Points” and “Points” and
tag them as Thl13Coll.

Now change the attributes of both tags.

Add the TbI3Col2 tag
8 Select the paragraph “Picas and Points.”
¥ Add New Tag Tag Name to Add: Th13Col2

& Spacing In From Left: 06,00 picas & points
In From Right: 06,00 picas & points
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The In From Left Spacing and the In From Right Spacing
create a temporary left and right margin to restrict the text to

the center of the page.
§ Breaks : Line Break: No
Add the ThI3Col3 tag

Finally, create the tag for the third column.
¥ Select the paragraph “Points.”
& Add New Tag Tag Name to Add: Tbl3Col3

8| Spacing In From Left: 16,00 picas & points
In From Right: 00,00 picas & points
¥ Breaks Line Break: After

Now that you've created the tags for all three columns, you're
ready to apply them to the rest of the paragraphs in the text
file. Use Figure 8-20 as your guide to tag the rest of the table.

Desk File Edit View Chapter Frame Paragraph Graphic Options
TEMP\BBOOK.CHP  (BBOOK.ST

3 12 1" 24
| AP T [

xpressed in picas and points. (The measurements refer:
o the full-sized page.)

Inches Picas and Points Points
1/Binch 01,00 picas & points 12 points
fralze 1/4inch 01,06 picas & points 18 points

$mall N . 5 N
superserast 1/3inch 02,00 picas & points 4 points

sussersot § 344 1/2inch 03,00 picas & points 36 points
Under3ine 3 1inch 08,00 picas & points 72 points
_|peure undrin| . . .
Strike-thry 51/2inches 33,00 picas & points
8 1/2inches 51,00 picas & points
11 inches 66,00 picas & points

Figure 8-20.

To put the final touches on the table, make the column head-
ings bold.

¥ Enable Text mode.

# Select each column heading (“Inches,” “Picas and Points,
and “Points”) in turn and make it bold.

»
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Pictures

Congratulations. You made it through one of Ventura’s most
difficult and most useful techniques. Your reward awaits you
in the next section.

Since you will not be placing any pictures in this sample
project, proceed directly to the Chapter section.

Chapter

So far you have formatted the text and inserted index entries.
You are now ready to advance to the Chapter section, where
you will generate a table of contents (TOC) and an index. To do
either function, you must first make a publication. The publi-
cation would normally include all the chapters in the book.
For this example, you will include only two chapters: Chapter
Six, which you completed above, and Chapter Seven, a fully-
formatted sample chapter from the Power disk (or typed in
from Appendix A).

Prepare for the publication

Before you generate a TOC or index, you must update the
page and chapter counters for every chapter in the publica-
tion. If you were to omit this step, the page numbers in the
TOC and index would be incorrect.

Add a page to Chapter Six

Now you will go to the end of Chapter Six (§BOOK.CHP) to
find the last page number in the chapter.

W TIP: When Ventura updates the page number, it displays the
new number in the header or footer, not in the Side-Bar.

¥ Press the End key to go to the last page in the chapter.

Note that the page number is 107 and that it is a right-handed
page. Traditionally, book chapters start on a right-hand page.
Therefore, to start the next chapter (Chapter Seven) on a right
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page, you will insert a blank left page as a “spacer” page at the

end of the Chapter Six.
¥ Insert/ Operation: Insert Page After Current
Remove Page Page

Now, the last page reads as 108. Chapter Seven will start on
the right-hand page number 109.

Save the chapter.
¥ Press Ctrl-S.

- Open Chapter Seven (if you have the Power disk)

Now you will change the starting page number of Chapter
Seven.

& Select Open Chapter from the File menu and open the
chapter C:\POWER\SPRINT.CHP.

& Save the text file as C:\TEMP\SPRINT.TXT.
§ Load the style sheet C:\TEMP\8BOOK.STY.
8 Save the chapter as C:\TEMP\8PRINT.CHP.

Open Chapter Seven (if you do not have the disk)

§ Load the text file SPRINT.TXT from the C:\TEMP sub-
directory.

8 Load the style sheet 8BBOOK.STY from the C:\TEMP sub-
directory.

¥ Save the chapter as C:\TEMP\8PRINT.CHP.

Update the chapter counter

Now update the chapter counter to make the header read
“Chapter 7”.

¥ Select Update Counters from the Chapter menu.
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8 Select Which Counter: Chapter, Update Method: Previous
Number + 1, Number Format: 1,2. Do not close the dialog
box until you also update the page counter.

UPDATE COUNTERS [

Which Counter: [This Page | { This Table | { bl Flowe |

[ Initial Page | [ Initial Table | | Initial Figure |

ITESR A Previous Bunber + 1

Bestart Humben: B0

Humber Format: 1,2

Update the page counter

After setting the chapter number, reset the first page of the
chapter.

# Select Which Counter: Initial Page, Update Method: Pre-
vious Number + 1, Number Format: 1,2. Click OK to close
the dialog box.

When you select the initial page counter, Ventura resets the
first page of the chapter as you specified in the update
method. By selecting Update Method: Previous Number + 1,
Ventura makes the first page of Chapter Seven start one page
after the last page of Chapter Six. The header will not reflect
the new page and chapter counters until later, when you
renumber the publication in the Multi-Chapter dialog box.

Save Chapter Seven before continuing on.
8 Press Ctrl-S.

Create a publication

To create the publication, you will use the Multi-Chapter
dialog box in the Options menu.
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¥ Select Multi-Chapter from the Options menu.
i Select New to start a new publication.

¥ Select Add Chapter.

# Select the chapter C:\TEMP\S8PRINT.CHP.

MULTI-CHAPTER OPERATIONS E

| C:\POWER\UNTITLED.PUB
\8PRINT.CHP Open

Save...
Save fis...

Add Chapter...
Renove Bhap

Pring, .,

Hakes TR, ..
Halee Index. ..
femamber,
Goby 813, ..

Now add the second chapter to the list.
¥ Select Add Chapter.

#® Select the chapter, 8BOOK.CHP, from the C:\TEMP sub-
directory.

The chapter name 8BOOK.CHP is the second item in the list.

Rearrange the chapter list

Before saving the publication, you will practice rearranging
the chapters in the list so that SBOOK.CHP (Chapter Six) is
first and 8PRINT.CHP (Chapter Seven) is second.

# Press and hold down the mouse button over 8BOOK.CHP
until you see the hand cursor appear. Now drag the
filename to the top of the list and release the button (see-
Figure 8-21).

Before you save the publication, make sure that none of the
names are highlighted. Otherwise, Ventura will save only that
chapter. g
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t BOOK . CHP Open
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Save. ..
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Add Chapter...

Remnove Chap
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fenunber. .,
Copy All...
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Figure 8-21.

8§ Select Save As from the dialog box.

# The Item Selector appears. Use the Backup button to locate
the C:\TEMP subdirectory if necessary. On the Selection
line type the name of the publication: 8BOOK.PUB and click
OK. Ventura returns you to the Multi-Chapter dialog box.

Renumber the publication

After making the publication, you can renumber the chapter
and page counters for every chapter in the publication. This
will generate the correct page numbers in both the Index and
the TOC.

w» NOTE: Make sure that none of the chapter names are high-
lighted. Otherwise, Ventura will not let you renumber the publi-
cation.

| While you are in the Multi-Chapter dialog box, choose
Renumber. When asked if you want to renumber chapters,
pages, tables, and figures across the entire publication,
choose Renumber. Ventura displays a message that it is
renumbering the publication.

Generate a table of contents

Now you are ready to generate the TOC. A table of contents
provides an outline of a book’s major topics and sub-topics,
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along with their page numbers. Ventura generates a TOC in
two steps. First, it searches the publication for the tag names
you specify. Second, it generates a text file that shows each
instance of those tags and the page on which they appear.

The generated TOC text file can be loaded and formatted like
any other text file. Ventura assigns the different levels of the
TOC a generated tag. For example, Level One is tagged as
Z_TOC LVL 1, level two is Z_TOC LVL 2, etc. As with other
generated tags, you can change the attributes of the tags to
achieve the desired effect.

¥ While still in Multi-Chapter, select Make TOC.

l MULTI-CHAPTER OPERATIONS =

C:\TENP\SBOOK . PU New
C :\TEMP\SBOOK .CHP Open
C:\TEMP\BPRINT.CHP filnse

Save, ..
Save fis...

Add Chapter. ..
fenove Ghap

Print...

'
Make Index...

Renumber. . .

Copy All...

= TIP: You cannot select the Make TOC option if a single chapter
is highlighted.

‘The Generate Table of Contents dialog box appears. Notice
that the name of the current publication is displayed next to
TOC File except that the last three letters have been changed
to TOC and the file extension to GEN. This is the default
name that Ventura assigns to a generated TOC file. Although
you can change the name of this file, we suggest that you not
change the three-letter extension GEN.

WARNING: Make sure that the TOC File line reads CATEMP\8BOOKTOC.GEN. If a
different subdirectory name is displayed, press Esc to clear the line and type in
CATEMP\8BOOKTOC.GEN.
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For this project, you will not change the Title String that tells
Ventura to display the words “Table of Contents” at the top of
the page. You will, however, make additions to the other levels
of the TOC.

8 Place the text cursor next to the Level 1 line and select the
Inserts: Text Attr. button at the bottom of the dialog box.

The bracket code <D> appears on the line.
& Delete the D and repla