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Introduction

he personal desktop computer loaded with software programs and connected to

a laser printer has revolutionized the way many of us work. It has never been eas-
ier to combine words and pictures for all kinds of formats—from advertising dis-
plays to networked interactive multimedia. Today’s communicators cannot afford
to simply know how to write or how to take pictures. Now you must know how to
produce, use, and create designs with words and pictures that can be used for both
print and screen media.

Compurers have brought about an explosion in the number of outlets for words
and pictures. Words—both written and spoken—and pictures—both still and
moving—can be created, obtained, combined, and distributed in ways previously not
imagined. The digital convergence of words and pictures means that one machine—
the computer—can be used for all the tasks necessary for mass communications.

When words and pictures are combined in a design in which they are treated
as equal members of the communications process worthy of the same re-
spect, they form the most powerful and memorable communication possible.

You have heard, no doubt, of a coming revolution in information technology
when homes will be linked via fiber optic lines with worldwide information
sources. The fundamentals of writing and taking pictures are the same as they
ever were. What will radically change is how we will read text and images. Comput-
er technology will offer mass communication formats that will one day make pa-
per presentations seem as quaint as 8mm home movies or LP records.

Words and pictures are converging, so communicators must also converge their
abilities. One person must be familiar with a computer’s many ways of creating
and using text and images. Words, pictures, and designs are old partners in the
communication process that have traditionally been separated by machines, pur-
poses, work areas, and assignments. But with computers, these partners are united
in new and challenging ways. People who have been divided into word, picture,
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and design “camps” must now work together. Moreover, a computer allows you to
perform all those tasks yourself. But whether you find yourself in a one-person
operation or teamed with others, you should have a basic understanding of how
words and pictures are combined in designs and how the various software pro-
grams can be used to achieve your communication purpose.

Although the number of software programs available is huge, each program’s
learning curve can be exhausting. This workbook was created to smooth the
climb.

The basic functions of 15 different programs in both Macintosh and Windows
(including Windows 95) formats are discussed in this workbook. If you were to
purchase books that explain each program discussed here, they would make a vol-
ume more that 20,000 pages thick! That's because each program is enormously
complicated with many specialized features. But for a communications context,
you don’t need to know as much about a software program as you think you do.

More than any other book you will purchase for home, business, or school
applications, you will want to keep this one near your computer. Whether
you are currently working with the programs featured or are planning to
buy them, knowing the basic operations of as many computer applications
as you can makes you a skilled and valued computer user.

Included in this workbook are the basic instructions for using the following pro-
grams: CorelDraw, Director, Excel, FreeHand, HyperCard, Illustrator, Lotus 1-2-3,
Netscape, PageMaker, Persuasion, Photoshop, PowerPoint, QuarkXPress, Word, and
WordPerfect.

Desktop Computing Workbook is divided into three major parts: computer and
program basics, step-by-step guides, and a design primer.

Regardless of the program, if you have a specific task to perform, you can find
out how to complete it with this workbook. Chapters in Part One cover computer
basics, the desktop, program basics, working with text, and working with graph-
ics. For example, if you are using PageMaker or QuarkXPress and want to know
how to create a tab, simply turn to the creating tabs discussion, and read the ex-
planation under the program of your choice.

Part Two gives you the experience and confidence of producing professional
quality work for many different communication purposes by offering these de-
tailed step-by-step guides:

* Using word-processing programs

* Creating an advertisement

* Creating a brochure

* Creating a magazine

* Creating a newsletter

* Creating a newspaper

* Creating a diagram illustration

* Manipulating a picture

* Creating a chart

* Creating a screen presentation

* Creating an interactive lesson

* Creating networked interactive multimedia
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Part Three includes discussions about words, pictures, designs, colors, and
printing. This basic information helps you understand how to use words and
pictures intelligently. In particular, the layout formats of advertising displays,
brochures, magazines, newsletters, newspapers, and screen presentations are
discussed in detail. Exercises test your understanding of the programs.

You may also find Appendix A, which lists the requirements for fully functional
desktop computing workstations in various price ranges, particularly useful if you
are contemplating purcha.sing SL!Ch a System.

Also included with this workbook is a program-by-program table of contents
and a detailed index—these allow you to find a particular function or program
quickly and easily. The data disk contains text and pictures you can use for the
step-by-step guides and exercises. A glossary explains words that may be unfamiliar.

Desktop Computing Workbook, as the name implies, is a combination of computer
program basics and practical workbook assignments with a brief discussion on
desktop design aesthetics. These features make it unique among books in this
field. The purpose of this workbook is to aid you in using words and pictures that
you choose within thoughtful and pleasing graphic designs regardless of the me-
dia format and computer software employed. This workbook will not teach you
how to be a good reporter, writer, artist, designer, photographer, or computer op-
erator, but these tools will help you do any of those jobs better and help you
understand today’s communications challenges.
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CHAPTER 1

Computer Basics

Turning on the Computer

Macintosh computers can be turned
on by, depending on the model, touch-
ing the left directional arrow button at
the top-right of the keyboard, pressing
the start button on the front of the
CPU just below the disk drive, press-
ing a start button at the back-right of
the CPU, or moving a switch in the
back of the CPU to the “up” position.

For most IBM and clone comput-
ers, simply move the large switch ac
the front-right or the back of the CPU
to the “up” position or push the “on”
button in the front.

Operating Computer Systems

Macintosh computers use an operat-
ing system simply called “System” fol-
lowed by its version number. For this
workbook, it is assumed that you are
using System 7.1 or later.

Most IBM and clone computers use
two Microsoft products for computer
operations: MS-DOS and Windows.
Windows is a graphical interface simi-
lar to that of Macintosh computers,

and this workbook’s discussion is
designed for users of Windows 3.1 or
Windows 95.

Once the Macintosh computer is
turned on and the System program
starts, the desktop can be viewed and
accessed.

The Windows versions before Win-
dows 95 may automarically start on
your computer, but if they don’t, at the
MS-DOS command prompt (C:\>), type
WIN and press ENTER. The Windows
95 graphical interface will automatically
show when you turn on the computer.

Using a Mouse

Macintosh systems almost always
come with a mouse that contains only
one button. However, a Windows
mouse frequently has two or three
buttons that you can program to per-
form in separate ways. Use the middle
or right button to start a program,
display an entire pull-down menu at
once, or close an open application or
finder window. For most other opera-
tions, use the left mouse button.
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Figure 1.1 Ifthe Macintosh
hard drive is open, you can
see the items within it.
Macintosh uses icons that
stand for a hard drive, folder,
disk, or program.

File Edit Diew Label Special

cnts n

23 tems

113.2MB in disk

Folder Icon File lcon Program Icon

Figure 1.2 To open the
hard drive, double-click

on the icon.

Figure 1.3 Double-click an

Main [+]~]

icon to open it. For example, in
Windows 95 versions, double-

=

click the File Manager feinitp File Manager  Control Panel  Print Manager C{ﬁ:;zzd

display its contents. To close a

window, click the small down- = 0 P/

turned arrow at the top-right of || Windows Setup  PIF Editor MS-DOS Read Me
: Prompt

the window.

2 &5 0

Discovering the Contents of
a Hard Drive

For Macintosh and Windows 95, no-
tice the Finder’s main menu at the top
of the monitor (Macintosh) or
double-click the icons on the deskrop
(Windows 95). If the hard drive has
been opened previously, you will also
see folders and files that are located
on the hard drive (fig. 1.1). If the hard
drive is not opened already, double-
click the hard drive icon (do not dou-
ble-click the name of the hard drive,
but click the rectangle symbol)
(Macintosh) or the computer icon
(Windows 95) (fig. 1.2).

With Windows versions before Win-
dows 95, what you see on the desktop is
also determined by the previously saved
configuration. Windows divides appli-
cations into various groups. If not
opened already, you can open the
group named Program Manager to see
all the other groups. You may also want

to open the Main group within the Pro-
gram Manager so you can use the File
Manager application. Double-click the
group’s icon to view the contents of the
group. Click the down-turned arrow at
the top-right once to return the group
to an icon (fig. 1.3).

Formatting a Disk

Although you can buy disks thar are pre-
formatted, most newly purchased disks
need to be formatted. Use a 3%-inch
double or high-density disk. Slide the
disk into the disk holder face up.

For Macintosh and Windows, if the
disk is new, the computer will automati-
cally ask you if you want to initialize the
disk (fig. 1.4). For Macintosh, select the
maximum memory for the disk and
Macintosh format if you want to use
the disk on a Macintosh computer. The
next screen will tell you that the formar-
ting process will erase any files thar are
on the disk (fig 1.5). If you are sure you
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have a new disk, click erase. The final
screen will ask you to name the disk.
Type a name for the disk that will be
meaningful to you. Click OK and wait
until formatting is complete. You can
now use the disk to save your work. If
you don’t want to use the disk at the
present time, click and drag the disk to
the Trash icon. Make sure the Trash
icon is highlighted before letting go of
the mouse button. If you don’t want to
use the disk right now, simply press
the button above the disk drive to eject
the disk.

For Windows versions before Win-
dows 95, double-click the File Manager
application within the Main group. In-
sert the disk and select the drive (usual-
ly the “A” drive) that contains the disk.

.For Windows 95, double-click the disk

icon. In the dialog box select “Yes,” and
click OK. Wait about a minute until
formatting is complete. You can now
use the disk to save your work.

Using the Menubar

At the top of the Macintosh desktop
is the main menu. From left to right
are the Apple logo, File, Edit, View, La-
bel, and Special menu items. Other
main menu choices may appear de-
pending on what has been loaded into
the computer (fig. 1.6).

For Windows, the menu choices in
the Program Manager are File, Op-
tions, Window, and Help (fig. 1.7).

Choices within each menu selec-
tion can be accessed by the click-drag-
select mouse method.

Looking at Various File Views

For Macintosh and Windows 95, gen-
erally speaking, folders, applications,

and files on the hard drive are set so

+ This disk is unreadable by this Macintosh.
Do you want to initialize the disk?

Format: «Macintosh 1.4 MB
DOS 1.4 MB
ProDOS 1.4 MB

L= === s )

Figure 1.4 Choose the type of formatting you want when you insert a
new disk into a Macintosh.

Initializing will erase all
information on this disk.

Figure 1.5 Ifthis is a new disk, click Continue or press the return key.

% File Edit Uiew Label Special

Figure 1.6 Macintosh’s desktop menubar contains many commands.
You will most likely use the Apple menu to change a printer function in the
Chooser, store an item in the Scrapbook, or Find a missing file; the File
menu to create a new folder or search for a file; the Edit menu to Undo an
action or cut, paste, and copy a file; the View menu to select various file
views; and the Special menu to shut down the computer.

Flle QOptions Yindow Help

Figure 1.7 The commands in the menubar for the Windows versions
before Windows 95 desktop allow you to complete a variety of tasks. Use
the File menu to open, move, or copy a file; the Options menu to arrange
your program icons neatly; the Window menu to open the Main,
Accessories, or Applications windows; and the Help menu to get an answer
about a particular function. For Windows 95, the menubar shows File—
similar to other Windows versions; Edit—where you can select all the items
in a window; View—where you can arrange your program icons neatly;
and Help—the same as other Windotws versions. '
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Label Sp
by Small Icon
by Icon

v by Name
by Size
by Kind
by Label

by Date .

Figure 1.8 You can
decide how you want
your files to be organized
with Macintosh.
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Figure 1.9 As with the Macintosh, you can select various ways to display your files
with Windows. In this example, the files are organized alphabetically.

that you see them as familiar-looking
icons. But there are other ways to view
them. You may want to change the
view if you can’t find a file you think
is within a particular folder. For Mac-
intosh, click and drag down from the
View menu and select one of the
choices (fig. 1.8). A check mark will
appear next to a choice. Icons can
sometimes be hidden from view so
some users like the “by Name” view
that shows all of the files in the folder
in alphaberical order. You may also
want to see the files by Date, by Size,
or by Kind to find a particular file.
The choice is yours to make.

For Windows versions before Win-
dows 95, double-click the File Manag-
er icon in the Main group and select
the type of display you would like to
see under the View menu selection
(fig. 1.9). Although the program
normally shows files by their names

only, you can display the data on your
computer by date, size, or type. For
Windows 95, click and drag down
from the View menu, select Arrange
Icons, then one of the choices.

Finding a File

If you don’t know where a program or
file is located or even whether it is
loaded on your computer, you can
easily search for the file.

When you are in the Macintosh
Finder, press Command-F. The Find
File dialog box will appear (fig. 1.10).
Type in the entire or partial name of
the folder or file you are looking for.
Press the return button on the key-
board. The computer will search for the
name. If it finds a matching name, the
file will be shown to you (fig. 1.11). If
the name is not found, the compurer
will reveal an error message.
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Eindfllei=————

Find items | = on “Hard Disk”
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v ] | contains

‘ ,
[_name
| Y .
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Figure 1.10 The Find File
dialog box can be accessed
from the Apple menu. More
than likely you will use the
default settings to find a
misplaced file.

e ltems PNl =—"——————F———————8i=
Narne Size Kind Last Modified
SK Microsoft Word document  1/12/95 303PM |
[ dummy text (text) SK document 9/15/94 4:12PM
3 pies and dummy text = folder 171795 4:57 PM
D word dummy text 11K Microsoft Word document 9/14/94 4:19PM |15
€3 computer workbook his
3 Text and Picture Files ‘
8 Text =
[ dummy text &
Found 4 ltems I IE

Figure 1.11 The Find
File program will display
all files with the same
name. Double-click on the
file you need and it will
open. For example, clicking
on a file called “dummry
text” will reveal its location
within various folders in
the hard drive.

Search

Search For [Work.“

Start From: [C:'\

Scarch All Subdirectories

Figure 1.12 With pre-
Windows 95 versions, type
a file name with a “.*”
extension and the program
will look for all files with
the same name.

For Windows versions before Win-
dows 95, double-click the File Manag-
er icon within the Main group.
Choose Search from the File menu
(fig. 1.12). For Windows 95, select
Find from the File menu. Type in the
file’s name. If you don’t know the
complete name or its extension, use a
wildcard character (*). For example, if
the file is named TESTONE.DAT, but

you can’t remember which number
test it is or its suffix, type TEST*.* to
find the file. The Search Results win-
dow will show all the possible files for
that name. Double-click the name of
the file you want. To close the Search
Results window, select Close from the
Control menu (pre-Windows 95) or
the “X” button at the top right (Win-
dows 95).
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f=—————— Scrapbook ==—————1[1I=

Iq‘.’m G

S E:)]

- Item: 1 of 4
Type: picture
Size: 20K

Dimensions: 98 by 66 pixels

El

Scrapbook.

Figure 1.13 Text and pictures that have been copied can be placed in the

Figure 1.14 The
Clipboard Viewer can store

= nboard EWE S

File Edit Display Help

text or images—in this case, — =
a picture of the Print '
Manager icon. Print Manager
| bd
I | [2]
Using the Scrapbook
or Clipboard

Your computer has a place where text
and graphics can be temporarily stored.

For Macintosh, click, drag, and se-
lect the Scrapbook command from the
Apple logo and use the Copy, Paste,
and Cut commands from the Edit
menu to store, import, and remove ma-

terial from the clipboard (fig. 1.13).

For Windows, double-click the
Clipboard Viewer icon wherever it is
located. For pre-Windows 95, the icon
is usually in the main directory; for
Windows 95, it is most likely in the Ac-
cessories (fig. 1.14). If you have copied
text or a picture, select Paste from the
Edit menu to put information into the
Clipboard. Choose Save As from the
Clipboard’s File menu to save the con-
tents of a Clipboard file—be sure to
give it a name you’ll remember. To get
data, select Open from the File menu
and double-click the file you want. Fi-
nally, to clear information from the
Clipboard, select Delete from the Edit
menu and click the OK button (or
simply press the left arrow key).

Copying a File

As long there is enough room on a
disk or hard drive, you can copy a file.

For Macintosh, simply click and
drag the file you want to copy to its fi-
nal destination. The folder or disk
icon will become highlighted. When
you release the mouse, the file will be
copied (fig. 1.15a—c).

You can remove the original file
from the hard drive (if the file came
from there) by clicking it and dragging
it to the Trash icon (fig. 1.16a and b).

For Windows, double-click the File
Manager icon within the Main group
of the Program Manager window.
Drag the item you want copied to the
appropriate drive icon at the top. To
delete the original item, choose Delete
from the File menu, or simply press
the left arrow key (fig. 1.17a and b).

Solving a Printing Problem

Occasionally, you will have a problem
with printing a file. Before you assume
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Figure 1.15 To copy a file, click and drag its icon (a), and
move it to the icon of a disk (b). Make sure the disk icon
becomes highlighted. When you double-click on the disk icon,
the file will be revealed ().

E[1=———— Untitled
1 ttem 30K i cisk

B

__,ﬁ

Figure 1.16 To remove a file from the
desktop, click and drag it to the Trash icon
making sure that the Trash icon becomes
highlighted before you release the mouse
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Figure 1.17 Click and drag a file to move it to some other location on your hard drive. For example, the file “century.txt”

in the folder “borders” has been moved to the folder “papers™.
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Figure 1.18 Ifyou click and drag
the small computer icon at the top-
right of the desktop you can discover
which programs are currently running
and access the Print Monitor.

“Art File” from “Adobe Illustrator™ 5.5”
could not be printed because printer
“Printer 1” could not be found. Try again?

Printing |

Try Again

] |[cancel Printing |

Figure 1.19 When you open the Print Monitor, the dialog box reveals the
status of your printing job.

it is a software problem, check and
make sure the printer cable is attached
to the back of your computer. If the
connection looks secure, the printer is
on and has plenty of paper, you need to
check the Finder’s software connection.

For Macintosh, the small computer
icon at the top-right of the Finder will
transform into a printer icon with an
exclamation mark and blink if there is
a problem with the printer (fig. 1.18).
Click, drag and select Print Monitor
from the flashing printer icon (Macin-
tosh) to open a dialog box. You will be
told to try printing the document
again, to put more paper in the print-
er, to check the Chooser, or to Cancel
Printing (fig. 1.19). If you need to

check the Chooser, click and drag the
Chooser from the Apple logo menu.
Click on the icon of the printer type
(usually, LaserWriter 8.0) in the box at
the left. The printer’s name should
appear in the box at the right. High-
light by clicking the printer's name
and leave the Chooser by selecting the
small control box at the top-left of the
Chooser window (fig. 1.20).

For pre-Windows 95 versions,
double-click on the Print Manager
icon within the Main group of the
Program Manager window (fig. 1.21).
Check on the status of your printing
with the Print Manager dialog box
(fig. 1.22). If chere is still a problem,
choose Printer Setup from the Op-
tions menu. In the Installed Printers
list, double-click the icon of the print-
er you want to use.

If you are using a computer in a
networked lab, find the network print-
er dialog box by selecting Network
Connections within the Options
menu. Fill in the blanks in the dialog
that are appropriate for your comput-
er environment. For Windows 953, se-
lect Help Topics from the Help menu,
type Printer Problems, press the Re-
turn key, and go through the steps to
solve your printing problem.

Turning Off the Computer

If you are working in a public lab and are
finished with your computer session,
close all of the opened windows to pre-
sent a clean deskrop for the next user.
For Macintosh, click once in the
small control box at the upper-left
part of each window to close it. You
can also press the Option key and
click a control box. This procedure
will close all the windows on your
desktop automatically. Click and drag
down the Special menu and select
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0= = Thooser=—— =
= Select a PostScript Printer: =
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Laser¥Writer Prirt h"lanagar

Figure 1.21 Double-

Laseryriter 8.0 PDFWriter click the Print Manager
icon to reveal the dialog
box.

Background Printing :
® 0n O Off Special
‘ o ® Acti [ Clean Up Window
Ctive Emingiu Trash...
AppleTalk () Inactive 25 L ma

Eject Disk $E
Figure 1.20 When you open the Chooser from the Apple menu, make sure that the name Erase Disk...
of your printer is shown in the right window of the dialog box. '

Restart

Figure 1.23 When you

Figure 1.22 Make sure the

= Print Manager HE L .
View Options Help name of your printer is shown in @re ﬁms.bed W”_”J’OW
Hause I HBuosuine I Delete l the Print M“”“ger window. {f the COMBYHANG SESSION; (H1Y
The HP LaserJet 11151 on CHASQUIZHPINST (LPT2) is name of your printer is not off ﬂ"f' computer by
shown, you won’t be able to print selecting the Shut Down
HP LaserJet lISi on CHASQUIHPIIS] [Active out your - cboiceﬁom the Specz'a!

menu on the Macintosh.

«| | +

Shut Down (fig. 1.23). The computer button in the front to turn the com-

will automatically shut itself off, and
the screen will go blank.

For pre-Windows 95 versions, close
each open window by selecting Exit
from the File menu selection at the
top. To leave Windows, double-click
the small control box at the upper-left
of the window. Move the power switch
to the “off” position or press the

puter off. For Windows 95, click the
“X” top-right control box of every
window you want to close, select the
Start button on the desktop, select
Shut Down, and then the Yes button.
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CHAPTER 2

Workbook Programs and the Desktop

Programs Discussed in this Workbook

Word Processing
T % Word for Macintosh (6.0.1) and Windows (6.0)
M,-m Vo | v WordPerfect for Macintosh (3.0) and Windows (6.0)
Page Making
.& Aa, PageMalker for Macintosh (5.0) and Windows (5.0)
A

Ablus PogeMaker 50 QuarkXPrsss QuarkXPress for Macintosh (3.3) and Windows (3.3)

Drawing and Photographic Production
CorelDraw for Windows (5.0)
CorelDRAW Audus FmeHana 40 FreeHand for Macintosh (4.0) and Windows (4.0)
Ilustrator for Macintosh (5.5) and Windows (4.0)

!le E_i Photoshop for Macintosh (3.0) and Windows (2.5)
Adobe Illustrtor™  Adobe Photoshop™

Worksheet Creation

Excel for Macintosh (5.0) and Windows (5.0)
Lotus 1-2-3 for Macintosh (1.1) and Windows (5.0)

Microsott kxcel Lotus

Presentation Graphics

Director for Macintosh (4.0) and Windows (4.0)
£ - - -
Diiector 40 Avais Periusan 50 Persuasion for Macintosh (3.0) and Windows (3.0)

o PowerPoint for Macintosh (4.0) and Windows (4.0)
.

Microsoft PowerPoint
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Interactive Multimedia

HyperCard for
Macintosh (2.2)

HyperCord

Networked Intevactive Multimedia
Netscape for Macintosh
(1.ON) and Windows
(1.0N)

Netscape 1.0N

Program Functions and
Terminology

Word, WordPerfect, PageMaker, and
QuarkXPress

Create text and image combinations
on one or more printed pages.

CorelDraw, FreeHand, Illustrator, and
Photoshop

Create text and pictures (artwork or
photographs) that are primarily used
in other programs.

Excel and Lotus 1-2-3

Use a worksheet to inpurt rext and
numbers that can be converted into
informational graphics that are pri-
marily placed within a single printed
page in another program.

Director, Persuasion, and PowerPoint

Create computer frames or slides on
your monitor with words and images
that can be used for overhead or
computer-monitor presentations.

For Director, text, image, and au-
dio elements are called “Cast Mem-
bers” that can be placed in a “Score”
so that they can be played on a
“Stage” and become a “Movie” that is
viewed on a computer monitor. Frame
attributes such as the speed frames
are displaced, color palette changes,
transitional effects between frames,
and sounds are called “Sprites.”

HyperCard

Use this program to create interactive
lessons that are viewed on a computer
monitor. Individual computer-moni-
tor frames are called “Cards” that
combine into “Stacks.” Each card can
contain a variety of graphic design ele-
ments and programming instructions
to create interactive lessons. Text is
created in “Text Fields,” and interac-
tive elements are called “Buttons.”

Netscape

Use this program to combine words,
both written and as audio, and pic-
tures, both still and moving, to be dis-
played in a dynamic, interactive
presentation on the worldwide Inter-
net computer network. With a mouse,
you can click “Hypertext” links to ac-
cess other databases located on the In-
ternet (also called the World Wide
Web) so that the file becomes a net-
worked interactive multimedia pro-
gram. Netscape’s graphical interface
to the Internet has its roots in a simi-
lar program known as Mosaic, devel-
oped at the University of Illinois.

Text files are created using the
commands of the HyperText Markup
Language (HTML). Links to databases
around the world are possible when
these text files are prefaced with the
HyperText Transport Protocol
(HTTP) indicator so that the
Netscape program can find and dis-
play text and graphics. In order to
have your HTML text file connected
to the Internet, you must have access
to an HTTP (or Web) file server where
your file is stored.

A Netscape user must have the
computer directly connected to a
computer center or a modem connect-
ed through a SLIP or PPP link.
Netscape will give you an error mes-
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Word File Edit View Insert Format Tools Table Window
WordPerfect File Edit Insert Layout Tools Table Font Size Style
PageMaker File Edit Uuhities Layout Type Element LWindow
QuarkXPress File Fdit Style Item Page Nirm Iltilities
CorelDraw File Edit View Layout Arrange Effects Text Special Help
FreeHand File Edit Diew Hrrange Iype LWindow

|
Hlustrator File Edit Arrange Uiew 0Object Font Type Filter Window |
Photoshop tile kdit Mode Image Filter Select Window
Excel File Edit UView Insert Format Tools Data Winduw
Lotus 1-2-3 File Edit Worksheet Range Graph Data Style Tools Window
Director File FEdit Window Cast Score Text
Persuasion File Edit Diew Text Draw Show
PowerPoint File Edit UView Insert Format Tools Draw Window
HyperCard File Edit Gn Tools 0Objects Font Style Caolar
Netscape File Edit Uiew Go Bookmarks Options Directory Help
Figure 2.1 Menubars for the 15 programs

sage if the computer is not connected
to a network. However, you can still
display HTML formatted text files in
Netscape without being on a network.

The Desktop

Menubars

At the top of the work area is a strip
of menu items that you can access
with a mouse or keyboard to perform

the many functions of the various
programs (fig. 2.1).

The Work Area

The work area for a program is con-
sidered to be any part of the program
that is below the menubar at the top.
The work area includes toolboxes,
windows, palettes, and simulated
sheets of paper, pasteboards, frames,
slides, or cards, depending on the pro-
gram (figs. 2.2-2.16).
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Figure 2.2
Word desktop.

Figure 2.3
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=== Figure 2.8
LS llustyator desktop.
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Figure 2.10
Excel desktop.

Figure 2.11
Lotus 1-2-3 desktop.
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EE==—= My First Movie Score ==
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Figure 2,12
Director desktop.
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Figure 2.13 Persuasion
desktop.

Click here for body text
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Figure 2.14 MECEEHADEEEE D.l.@ BlE e
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HyperCard desktop. ——— =
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Figure 2.16
Netscape desktop.
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production toolbox (c).

Figure 2.17 Word main functions toolbox (a); Word typographical manipulation toolbox (b); and Word graphic

The Toolbox _

A program’s toolbox, as the name im-
plies, contains various functions that
create or manipulate elements on the
desktop. Each toolbox is slightly dif-
ferent, so the separate roolboxes must
be discussed individually (figs.
2.17-2.40).

Viewing Options

With many programs, you can use the
Magnifying tool in the toolbox. Select
the tool and click on a part of your
page to zoom in or out from that point.

You can fill or reduce the screen
with the work area of a program by
clicking in the small control box art




24 Deskror COMPUTING WORKBOOK
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Figure 2.18 For WordPerfect, the top row on the horizontal toolbox includes the main

function items, the second row is reserved for typographical manipulations, and the third
row includes some format commands.

Figures 2.19 The two a e b ey =
vertical toolboxes ‘;?' — 1 —l_ Toolbor
in WordPerfect present @ .

additional text manipulation
items and sophisticated
graphics productions tools.
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0 33 [ (= e e =3

Figure 2.22 The horizontal toolbox in CorelDraw reveals main function icons.

Figure 2.23 The Figure 2.24 T ;
CorelDraw vertical The FreeHand
toolbox is used for toolbox includes EE
sophisticated picture easily *
production. ¢ decipherable

e icons.
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Figure 2.25 The
icons in the
Hlustrator toolbox

q closely follow their
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Figure 2.26
PhotoShop offers the
4 widest variety of picture
manipulation tools in its
j toolbox.
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Figures 2.27 PhotoShop affrEas . &

includes tool palettes in [ Brushes | Paintbrush Options ™|}
which you can change the Opity o

opacity percentage (a)
and size of the brushes (b)
in the toolbox.

OFade:

[ 'Wet Edges

b [ - E
IBrusbes\ Options b
® @ [ . =

RN RE B
LR IR R ke
35 : 45 ! 65 100 &

ST =2 0= e 2 (Y 0 2 | X0 R RN [0 ] o [ 4

M= (8] z]|ul|[E]|=|

[Geneva

=) (=5 813 (=] (&) [m ]

second row is reserved for text and data manipulation tools.

Figure 2.28 The top horizontal row in Excel reveals main function tools, whereas the

Figure 2.29 Tools above

the work area in Excel

allow you to accept or reject

a line of text.

A1 w| <  fx| THE FUTURE IS NEW
m——— Workbookl
[ C [ [ e e ik
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i

Figure 2.30 The Excel drawing tools can be used to make highly detailed
illustrations.
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Figure 2.31
The Lotus 1-2-3
toolboxes are
reserved for text
and graphic

manipulations.
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1 |

1]

Olel»

Figure 2.32 You can go to a full-
screen view, retrace, advance, create
a new frame, or write programming
for a file (an advanced feature not

discussed in this workbook) with the
Director horizontal toolbox.

Figure 2.34 Create text and
graphic elements in the Persuasion
Tools palette.

Figure 2.33 [In the Director |
Text toolbox, you can make
typographic and graphic
element changes to elements
on the Stage (a). The
Director Paint toolbox offers
many tools for creating

graphic elements (b).

Helvetica

&
I =4 D[ Apply format  w|

Figure 2.35 Persuasion offers easy text manipulation within its horizontal toolbox.
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Figure 2.36 Adjust the colors of text
and grapbic elements in the Persuasion
Colors palette.

Title  |Emphasis
Subtitle | Accent 1

Body  Accent 2
Bullet | 3
Fill 4
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Figure 2.37 PowerPoint contains two horizontal toolboxes: one for main file function

items and the other for text manipulations.

the top-right of the work area. You
can also customize the size of the
work area by clicking and dragging
from the small control box at the low-
er-right of the work area.

Whenever you switch to a low per-
centage view, your text will turn into a
graphical representation of itself that is
called “greeking.” Greeking allows you
to see your text design. When you want
to work on your text, simply switch to a
higher percentage view (fig. 2.41).

Lotus 1-2-3, HyperCard, and Net-
scape don’t offer any viewing options.

Word, WordPerfect, Excel, and |
PowerPoint

Use the Zoom Control pull-down
menu in the top-right of the toolbox
for a variety of page views (fig. 2.42).

Word also allows different types of
page views from the buttons at the
lower-left of the work area or the
menu bar (fig. 2.43). Choose Normal
from the View menu to quickly input
text and graphics on pages, then select
Page Layour from the View menu to
see what the page will look like when
printed (fig. 2.44).
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Figure 2.38 The
vertical toolbox in
PowerPoint contains
tools you can use to
create text and graphic
elements.

21 e ) 0 [ g |

Figure 2.39 At the top of the HyperCard
toolbox are tools you can use to select an
element, create a button, or make a text box,

and the other tools can be used to create and
alter graphic elements and text.
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b Forward]  Home Reload | Images Open Print Find Stop
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Figure 2.40 The Netscape toolbox is filled with self-describing buttons.

100% | "*.l
2009% %
150%
125%
100%
To%
S0%
25%
10%
Fage “width

Figure 2.42 In Word, you can
change the percentage at which you
view your page.

Figure 2.41 An
example of

Now is the
time for all

Greeking (top) and
regularly sized text.

70 B
=

Figure 2.43 [n Word, click in one
of the buttons at the bottom of the
work area to change to a Page
layout, Normal, or Outline view.
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Figure 2.44 From the
View menu in Word, select
a page view.

[T Insert Format

Page Layout
Master Document

Full Screen

TN Type Elemen
View »

Guides and rulers )
Column guides...

Insert pages...
Remove pages...

v Display master items

Go to page... #806

t Window
vFit in window 3L
Show pasteboard

25% size %*0
50% size 85

75% size %87
Actual size . 31
200% size ¥®2

400% size 84
1

Figure 2.45 From the Layout menu in PageMaker, you have several

| wviews to choose.
Figure 2.46 T3 utilities
QuarkXPress allows a few Fit in Window
view choices in its View 50%
ment. 5%
v Actual Size #1

200%

Thumbnails
Figure2.47 In QuarkXPress, you can 97
type any view percentage you want in the
box at the lower-left of the work area.

TR

PageMaker
Under the Layout menu, click and
drag to the right and down from the

View selection to choose a viewing op-
tion from 25% to 400% (fig. 2.45).

QuarkXPress

To change the view, you can use the
Magnifying tool, select a range of
views from the View menu (fig. 2.46),
or click and drag to highlight the
percentage shown in the botrom-left
of the work area and type in a new
percentage (fig. 2.47). When you
click on the work area it will change
to that view.

CorelDraw

When you click on the Zoom tool,
six viewing options are displayed.
Move the mouse over to choose one
(fig. 2.48).

FreeHand

To change views, you can use the mag-
nifying tool or the pull-down menu
for changing views at the bottom-left
of the work area or you can select the
Magnification pull-down menu from
the View menu (fig. 2.49). You can see
more than one page on your desktop
at the same time by selecting the 25%
or 12% view. At the bottom-left of the
work area is a pull-down menu wich
two choices: Preview or Keyline (fig.
2.50). Select Preview if you want all
your graphic elements, including col-
ors, to be drawn on the screen. Keyline
is a faster way to work with graphics
on the screen, because only outline
representations of your graphic ele-
ments are displayed.

Illustrator

This program allows multiple views
on the desktop at the same time.
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Select New Window from the Window
menu, move the window, resize ir, and
use the Magnifying tool to create the
alternative view.

Photoshop

In addition to a magnifying tool,
three views of the desktop are avail-
able with tools at the bottom of the
toolbox. You can display your work
showing the Finder in the back-
ground, menu and work area without
the Finder, or the work area only.
Click back into another view tool to
return to that view.

Director

Various windows and tools can be select-
ed to change what you see on the desk-
top. Most likely, you will want to have
the Stage (Command-1 [Macintosh] or
Control-1 [Windows]), Control Panel
(Command-2 [Macintosh] or Control-2
[Windows]), Cast (Command-3 [Mac-
intosh] or Control-3 [Windows]), and
the Score (Command-4 [Macintosh] or
Control-4 [Windows]) showing. Click
in the small control box at the top-
right of the Cast or Score windows to
fill your screen with the window. You
can click again in the same control
box to reduce the window to its origi-
nal size. Choose Cast Window Op-
tions from the Cast menu and the
pull-down menu from the Thumbnail
Size option to increase or decrease the
size of the individual Cast members
(fig. 2.51). Choose Score Window
Options from the Score menu and
pick Magnified Cells to get a larger
version of the Score. If the desktop
gets too crowded, you can click in the
top-left control box to close that win-
dow. When playing a movie, you can
close all the windows except the Stage
by pressing Command-Shift-P (Mac-

2

Figure 2.48 Click and drag the magnifier icon in CorelDraw to select the
1:1 or actual size view and the far right icon for fit in window view.

—

Fit page
Fit all

12%
25%
50%
100%
200%
400%
800%

Figure 2.49 FreeHand offersa
variety of views of the desktop including
a Fit in Window view, or 63 percent.

v Preview

Figure 2.50 Ifyou
have many images on
your FreeHand page,
you might want to select
the keyline view.

Cast Window Options

Magrimum Uisible:

Row Width:
Thumbnail Size: Large

Cast ID Style:

Cancel

-]

-
=]
=
m
“

Cast Type lcons:

Indicate Cast Members with Scripts

Figure 2.51 You can have as many as 1,000 cells displayed in your Cast

Window with Directon
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Figure 2.53 In
Persuasion, buttons to
the right of the work
area allow you to see
your outline, to advance
to the next slide, to see
your notes, or see all the
slides you’ve created in
one frame.
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intosh) or Control-Shift-P (Windows)
instead of Command-P (Macintosh)
or Control-P (Windows). At the
bottom-left of the Score window is a
pull-down menu called Display
(fig. 2.52a). If you select Extended,
you will get a large view of the Score
where specific Sprite information
is displayed (fig. 2.52b and ¢). Click
the blue (or smaller) arrow button at
the top-right of the Score window
(above the Scroll arrow at the right of
the work area) to show or hide the
Sprite choices. Choose another
selection in the Display area to return
to the normal Score view.

Persuasion

Use the Plus or Minus magnifying
tools in the toolbox. In the Show
menu select Magnification for a vari-
ety of slide views from 25% to 400%
and Fit in Window. Under the View
menu you can also pick Slide and
then select the Slide number or New
to look at a particular slide. In addi-
tion from the View menu, choose
Slide Sorter to display the slide mas-
ter, notes, outlines, and all the slides
you've created. You can also click the
single or mulrislide icon located ar the
top-right of the work area to view one
or many slides (fig. 2.53).
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Program Basics

Starting a Program

For all programs, double-click the ap-
plication’s icon to start the program.
In some computer set-ups, you can se-
lect an application from a pull-down
menu from the top of the finder.

Word, WordPerfect, Illustrator, Corel-
Draw, Excel, Lotus 1-2-3, and Director

These applications will automatically
display a new desktop and work area.

PageMaker, QuarkXPress, FreeHand,
and Photoshop

Only the application’s menu will show
at the top of the desktop. You must
create a new file. See “Creating a New
File” (next section) for more details.

Persuasion and PowerPoint

You will be shown a set-up dialog box
at start-up. See “Creating a New File”
for more details.

HyperCard
If you double-clicked the program

icon itself, the first card in the Home
stack will be displayed. If you
double-clicked a lesson created with

| Preferences

|__Styles v

_.¥indow Styles
Show Toolbar as: () Pictures (D Text (@) Pictures and fext

Start with: (O Blank Page
(@ Home Page Location: |m!p:wav.fu1krlon edi/les /homeboy himl ]

Proportional Font: [ Times ~] size:| 18 M|
Fixed Font: Courier ~] size:| 18 M|
_..Link Styles

[ custom Link Colors [ undertine tinks
i Unfollowed link color

[ Fonowed Mok color

Followed Links Expire: (&) After @ days O Never

(cancer ] [[ ok |

Figure 3.1 Set the Home or opening page of your Netscape program by
typing in your Home Page address in the Styles Preferences dialog box.

HyperCard, the first card of that stack
will be displayed.

Netscape

The Home page thar is pre-set in the
Preferences section will be displayed.
From the Options menu, select Prefer-
ences (fig. 3.1). Click the Home Page
Location button and type the address
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Figure 3.2 You can
create a new file in many
programs by clicking the
New icon button, like
this one from Word.

Figure 3.3 Some of > : , : \
N age setup ]
the Page Setup decisions ok ]
< Page: |Letter
you can make in | - | (_Concel ] ‘
Page dimensions: |8.5 by |11 inches e
PageMaker are page (Numbers...)
tyf e tffeg orientation: @Tall O Wide (umbers-..] ‘
e, SIZE,
Start page #: Number of pages:
number of pages. peec 1] ]
Options: [X] Double-sided [(X] Facing pages ‘
[ Restart page numbering ‘
Margin in inches: Inside |1 Outside [0.75
Top 0.75 Bottom |0.75
Target printer resolution: dpi

of the Home page you would like to
see when you start up the program.

Creating a New File

Select New from the File menu, or,
in all programs except HyperCard,
Command-N (Macintosh) and
Control-N (Windows) will create a
new file. The following programs have
unique new file features.

Word, WordPerfect (Windows),
CorelDraw, and Excel

Click the New File icon in the pro-
gram’s toolbox (fig. 3.2).

PageMaker and QuarkXPress

After you press Command-N (Mac-
intosh) or Control-N (Windows), the
set-up dialog box will be displayed. Al-
though their set-up dialog boxes are
slightly different, in both programs
you can set the page type, size, orien-
tation, number of columns, and mar-
gins for the pages you want to create.
Press OK when you are done.

For PageMaker, if you know how
many pages you will require, you can
set the number of pages in the Page set-
up dialog box when you create a new
file. In Options you may want to check

Double-sided and Facing pages so that
you can see two pages on a work area
when in Window view (fig. 3.3).

For QuarkXPress, from the File
menu select New, then Document to
display a new Page setup dialog box
(fig. 3.4). Unlike the PageMaker box,
you can set the number of columns in
your document (fig. 3.5).

Photoshop

When you select New file from the
File menu, a New file dialog box will
be displayed (fig. 3.6). Set the work
area size by typing numbers in the di-
mension boxes. Click and drag the
Mode pull-down menu to set the pre-
sentation format: Bitmap, low resolu-
tion pictures; Grayscale, black and
white photographs; RGB Color,
screen presentations in color; and
CMYK Color, color for printed pieces.
Click OK.

Persuasion

When you first start the application,
make a selection in the set-up dialog
box. You can create a new presenta-
tion, open an existing file, design an
autotemplate, seek help from the
program itself, or Quit immediately
(fig. 3.7).
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S Edit 1o (e Page Uiew Utilities  Figure3.4
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New Document

—Page Size Column Guides
@ US Letter (O A4 Letter (O Tabloid el

O US Legal (O BS Letter (O Other l:l ‘
Width: Height: E Gutter umnn: ‘

~Margin Guides

[] Automatic Text Box
Top:

Inside: |0.5" |
Bottom:|0.5" Uutside:lﬂ.ﬁ" [[ BKJ] Eﬂncel]

Facing Pages

Figure 3.5 Page type, size, margins, and column guides are selected in QuarkXPress’s
New Document dialog box.

=—"Nell ==

Name: [Untitled-1 |

— Image Size: 532K
Width: I? inches vI
Height: |5 inches vl

Resolution: |?2 pitels/inch 'I
Mode:

— Contents
@ White

(O Background Color
(O Transparent

Figure 3.6 In Photoshop you can decide the size of your work area.
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Figure 3.7 Besides
creating a new file in
Persuasion, you can also get
help or take a tutorial.

Create presentation
Open presentation...
Design AutoTemplate

Help ] Tutorial

Quit Persuasion

Create a New Presentation Using
(" AutaContent Wizard

3&] " Pick a Look Wizard

| LF:J] (" Template | E
| (" Blank Presentation | } ::pvfor @

e Users
e E e T B ] The AutoContent
|| ‘Wizard is the quickest

(® Open an Existing Presantation | way tocreatea
L presentation.

Figure 3.8 Use the AutoContent Wizard in PowerPoint to make a generic
presentation that is useful when you don’t bave much time.

il Preview | |23 Color Overheads v | = Macintosh HD
bami:rgeselecnan of built- S STETRITSlETe o
nbackground pater PUTE —
::Zn use‘%;ouaurp e o bludiagc.ppt - Blue IJiftgunﬂlsk =]
g ng brknbarc.ppt - Broken Bars| | Help |
Rl . PR confetic.ppt - Confetti |
.,_"f‘_;u;:,,.mmuﬁumu dbllinec.ppt - Double Lines |
Prieiel [J) embossdc.ppt - Embossed
fl;'-n;:'i.:tél&mmmm intlc.ppt - International
e ve | marblec.ppt - Marble
‘ multbarc.ppt - Multiple Bars
neonlitc.ppt - Neon Lights |
soaringc.ppt - Soaring &
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PowerPoint

When you first start PowerPoint, you
must make a selection from the New
Presentation dialog box (fig. 3.8).

AutoContent Wizard is a creation
program that builds a presentation in
just four steps.

Pick a Look Wizard gives you a
more detailed presentation in nine
steps.

Template (recommended choice)
allows you to select a background
from a list stored in the program’s
folder. Find the template folder and
double-click a selection (fig. 3.9). You
can also pick an AutoLayourt style
(scroll down to reveal more choices).
Double-click a selection (fig. 3.10).

Blank Presentation gives complete
control of the template and layout of
the presentation to the user.

You can also open an existing pre-
sentation.

HyperCard

When you start the HyperCard appli-
cation, you automatically see the first
card of the Home stack. Explore the
selections or create your own interac-
tive multimedia lesson (fig. 3.11).

From the Home menu, select
Preferences. Choose the highest level—
Scripting—for lesson creation
(fig. 3.12). Select New Stack from the
File menu. Give your new stack a
name and decide where you want it
saved in your computer (fig. 3.13).
Decide on the size your cards will ap-
pear on the screen from the Card Size
pull-down menu at the right. Press
New, and a blank, new card will ap-
pear on your desktop. The name you
gave to your stack will be shown at the
top of the card.

=il

l Title Slide

e |

Figure 3.10 Select a standard layout with PowerPoint or select a

blank frame.

Welcome to Hyperc i

HyperCard Tour

HyperCard Help

Home

©1987-1991,1993 Apple Computer, Inc. |

All Rights Reserved.

Mew Features

Appointments

Addresses

Q

QuickTime Tools

Graph Maker

Figure 3.11 You can add or subtract buttons to the HyperCard Home
card to suit your own requirements.
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Figure 3.12 Select the
degree of access of your
HyperCard program for
yourself and others.

Preferences Home

Your Name: Dr. Paul Lester

Click the user level you want: Other settings:

Edit scripts of buttons, fields, cards,

backarounds, and stacks, E Elind Ty ping

Scripting

Create buttons and fields. Link

Authoring buttons to cards and stacks.

Use the Paint tools to change the [ Power Keys

Eatting appearance of cards and backgrounds.

Enter and edit text in fields.

Typing D Arrow Keys in Text

‘. Explore stacks but make no changes.
Browsing

Figure 3.13 You can
select the size of your
HyperCard cards in the

Card size pull-down menu.

[£3 Book Stuff v |

[0 persuasion pics

[0 powerpoint pics

[0 Les Work

[0 pics and dummy text

]

New stack name:
[My First stack |

O hypercard pics {+| = Macintosh HD

Card size: v Small

Classic
«—416 12 PowerBook
Cier ) Large
MacPaint
Window
Screen

i

Cancel

[l Copy current background
[] Open stack in new window

— —— Break =

Insert
® Page Break
| Section Breaks

| T Mewt Page
e Continuau

" Colurnn Break

(" Even Page
(" 0dd Page

Figure 3.14 In Word, create a new page or section in the Break dialog box.

Insert

Layout Tools
Page Break
Column Break

Figure 3.15 From the insert
menu in Wordperfect, create a
new page in your file.
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IETTIN Tupe  Element . _ Figure3.16 From
Uview Y Insert pages |m| the Layout menu in

- PageMaker you can
b e IZ__I RAgEASL add as many pages as

Guides and rulers () Before current page

; you want.

CEAAINECS... {@® After current page

Go to page... %G O B tween surrent pages

Insert pages... ”

Remove pages... 3
Creating a New Page, Frame, _
or Card Tl View Utilities  Figure3.17 From the Page menu
[lustrator, Photoshop, Excel, and In.t'" ‘;d%;‘::;fz;?:;::; il
Lotus 1-2-3 don’t allow additional
pages. a
Word
From the Insert menu, select Break. Insert Pages
Within the Break dialog box, select
Page Break and press OK (fig. 3.14). nEeEE I:’ nage(s) O before page: D

@ after page:
WordPerfect () at end of document
Select Page Break from the Insert [JLink to Current Text Chair
menu (fig. 3.15).
Master Page: |A-Master A

PageMaker and CorelDraw
Choose Insert Pages from the Layout
menu (fig. 3.16a). Complete the dia- — b
log box and press OK (fig. 3.16b).

QuarkXPress

Select Insert from the Page menu (fig.
3.17a). Complete the dialog box and
click OK (fig. 3.17b).

FreeHand

Display the Inspector toolbox by typing
Command-I (Macintosh) or Control-I
(Windows) and click the Page layout
icon. Click and pull-down from the Op-
tions box and select Add pages (fig.
3.18a). Complete the Add pages dialog
box and click OK (fig. 3.18b). Small,
numbered pages appear in the Inspector
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Options W
Add pages...
Duplicate

l Letter v]
® Tal (O Wide
Bleed size: \Cl

Figure3.18 Within the Inspector palette
in FreeHand you can add as many pages
as you need.

—  Rdd pages =

Number of pages: [:’

Page size:
| Letter v|

@ Tall ) Wide

Bleed size:[0 |

I!:"IGO Tools 0

Undo ¥’

Paste 3D

New Card EN

Delete Card

Figure 3.22 A new card is created |
through the Edit menu in
HyperCard.

WE == {EIE
Seript |
[¥] - :
Frame ‘I:|1 w | [N
1 S i0 15 20 25 30 E
+ i
nk + [ =
[Copy |+ EFT
Anti-Atas |2 1@
s 24
ITrails | — '?
_IMoveable ’ 2
*
_|Editable [ 3
= ——— k4
e AL 2 4 i
N T R T i R T e N
e Y I ) i B E

Member in one.

Figure 3.19 In the Director program, select a frame by putting a Cast

€
Reload

Figure 3.23 Redraw the screen for ‘
an updated version of a file in Netscape.

Figure 3.20 Tocreatea
new slide in Persuasion,

[find this button.

New Slide... ._|

Figure 3.21 In PowerPoint, find
this button to create a new slide.

window. You can click on a number
and move to that page. You can also re-
move pages by clicking on a small page
and clicking the remove page icon.

Director

New frames are already created for
you. From the Window menu, select
Score. To move to a different frame,
click a Frame and Channel cell in the
Score window (fig. 3.19).

Persuasion

Click the New Slide button at the
bottom-left of the work area (fig. 3.20).

PowerPoint

From the Insert menu, select New
Slide or press the New Slide button at
the bottom-right of the work area
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__':.._®__ Set Transition
b2 Center Out, Horizontal  [C] fransition
- m Center Out, Square B | s .
e » @ Siage fhea
+ 1 E] center Dut, Vertical G s
¥ f* ) P CrisEaridatl O Changing fivea
eckerboar
“F 2'1.-‘{- =) Cover Down Duration:
- = = Cover Down-Lert _¢“:'¢’
= =1 Couver Down-Right o Vi asaends
+ 1 BT] Cover Left Chunk Size:
< Z [} Cover Right B3
EE Cover Up : smooth rough
4 cover Up-Left i
3 Cover Up-Right ]
c

Figure 3.24 In Director, you can change the transitions between slides by pressing the up arrow (a) to review the sprites,
double-clicking a frame within the icon arrow (b, third from the top), and making a choice in the Set Transitions dialog box (c).

(fig. 3.21). Double-click an Auto-
Layout choice and click OK.

HyperCard

Command-N or New Card under the
Edit menu creates a new card (fig.
3.22). There is no confirmation that a
new card exists until you start putting
text, pictures, and butrons on the vari-
ous cards.

Netscape

Use the Reload tool in the toolbox to
redraw the current file that is dis-
played (fig. 3.23). This procedure is
useful when you have altered your
own HTML (HyperText Markup
Language) files and want to see what
they look like in Netscape. See the
Netscape step-by-step guide on page
317 in Part Two for more details.

Transitioning Between
Frames

Presentation programs such as Direc-
tor, Persuasion, PowerPoint, Hyper-

Card, and Netscape allow users to
move from one to another frame. The
other programs are designed for print
presentations in which frame transi-
tions don’t apply.

Director

From the Window menu, select Score.
If the Sprite part of the Score window
is not open, click the small arrow
above the right scroll-bar arrow (fig.
3.24a and b). Double-click a frame in
the Transition channel where you
want the transition to take place.
Click on a transition effect (fig.
3.24c). Scroll down if necessary. Most
likely, you will choose the Stage Area
and the default setting for Duration
and Chunk Size. Press Set, and the
effect will be a part of the Score.

Persuasion

From the View menu select Slide
show, then move the mouse to the
right and choose Transitions (fig.
3.25a) to see the Transitions dialog
box (fig. 3.25b). Select a slide in the
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2 Slide 2

3 Slide 3

Figure 3.25 Meﬂt Draw Show
Transition settings Outline
between frames in Slide »
Persuasion can be AL 4
. Slide sorter
accomplished
through the View Slide show Preview current slide < %P
ment. Show all slides...
Slide master 3
Background |4 Transitions...
Note master Set default transitions...
a| Handout master T
b
Transitions [m
Stide Delay ; ;

Use defaults

| Delay between slides: secunds

Layer Visual effect Sound effect

Delay

H

During sound
playback

[ None I |[ None | ]
Figure 3.26 Use the None None None
pull-down menus in the Other... Wipe left Other...
Persuasion Transitions Wipe right
dialog box to alter the 1
timing and type of effect for m Wipe down
the transition. 3 To center

Open curtain
Close curtain
Blinds down
Blinds left
Glitter right
Glitter down
Glitter across
Dissolve
Random

b Fade

= 0 0 =~ L

=

n
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Figure 3.28 [n PowerPoint you
can change the transition effect for
more than one frame at a time by
selecting the Slide Sorter View
button (a), bighlighting multiple
frames, and pulling down
transition choices from the Dissolve
button (b).
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= = e ————— Figure 3.27 The
e T ) il"mnsmon d.talog box
| Dissolve - | = in PowerPoint not
[ Cance1 | ;
v — only gives you plenty
" Slow of choices, but also
" Medium allows you to preview
S/ Fast each one with the key
‘Advance - 5 icon.
(@ Only on Mouse Click 3
(" Automatically After
Seconds
al = = b :
Il‘;‘i i [ No Build Effect
= untitled2 — — —

top window and choose a delay time
in seconds between slides in the pull-
down menu (fig. 3.26a). Select a visu-
al effect in the bottom window. Click
on a visual effect from the pull-down
at the bottom-left of the dialog box
(fig. 3.26b). Choose a time for the ef-
fect in the pull-down menu next to
the visual effect menu (fig. 3.26c¢).
Click OK when finished.

PowerPoint

When you’re creating each slide, you
can select Transition from the Tools
menu (fig. 3.27). Decide on the effect
and whether to advance the frame
with a click of the mouse or automati-
cally after the number of seconds that

you enter. You can also set all the
slides at once by clicking the Slide
Sorter View button at the bottom-left
of the work area (fig. 3.28a). Select
particular slides by holding the Shift
key and clicking on each one or type
Command-A (Macintosh) or Control-
A (Windows) or Select All from the
Edit menu to select all the slides. Enter
transitional information in the tool-
box at the top of the Slide Sorter View
work area (fig. 3.28b). Return to the
Slide view by clicking the Slide button
at the bottom of the work area.

HyperCard

Transitions between cards are chosen
within the Button Info dialog box.
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Figure 3.29
Transitions in
HyperCard are
changed in the
Button Info
dialog box. After
double-clicking a
button, click the
Effect button to

- Button Info =

make your choice.

Button Name: [New Button ]

Card button number: 1 Style:[ Round Rect |

Card part number: 1 Family:

Card button ID: 1

[<] Show Name
New Button [ Auto Hilite
[ Enabled

S T T P21 T] ..

(Text styte...) ( LinkTo... ) [ teon.. | [ 0K |

(_ script.. ][ Effect.. | [Contents..] [ Cancel |

= ~ — Uisual Effect = —

Effect for card button id 1:

visual effect dissolve

barn door open i Speed:

barn door close =] O Fast

checkerboard @® Normal

dissolue O Slow

iris open N O Uery Slow

iris close

push left

push right

push up

push down ] Cancel
b

Create a button by selecting New But-
ton from the Objects menu or, after
you have selected the Button tool un-
der the Tools menu, double-clicking an
existing button. After you double-click
the button, the Button Info dialog box
appears (fig. 3.29a). Click on a selec-
tion named Effect and select the effect
and speed and click OK (fig. 3.29b).

Netscape :

See the Netscape step-by-step guide
on page 317 in Part Two for a more
complete discussion about using
HTML files and on-line presentations.

Opening an Existing File

For all the programs, select Open
from the File menu or Command-O
(Macintosh) or Control-O (Windows)
(fig. 3.30). You may have to click
the Desktop button (Macintosh) or
the Drives pull-down menu (Win-
dows) to find the file you need. Once
its name appears in the file list box,
double-click the file’s name to open it.
See “Finding a File” on page 6. The
following programs have other open-
ing features.
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File Qifiamey ‘e Page

Figure 3.30 All program files can
be opened from the File menu.

Figure 3.31 Many programs
have an open folder icon, like this one
in Word, that will open a file.

Word, WordPerfect (Windows),
CorelDraw, Excel and PowerPoint

Use the Open File icon in the pro-
gram’s toolbox at the top (fig. 3.31).

Photoshop

To open an image that was created in
another format, select Open from the
Format menu and double-click the
name of the file (fig. 3.32).

Netscape

If you know the address or the Uni-
form Resource Locator (URL) for a
WWW (World Wide Web) site, select
Open Location from the File menu or
use the Open tool at the top of the
work area (fig. 3.33a). Type the URL
in the Open Location dialog box (fig.
3.33b). Click Open. If the URL is
valid, Netscape will connect to the site
and display the file.

To open an HTML (HyperText
Markup Language) file that’s located
on your own computer, select Open
File from the File menu and double-
click the name of the file to display it.

Using the Zero Lock

You can decide where the horizontal
and vertical rulers start (or where they
zero) in many programs. This feature
is convenient when you want to make
a graphic element an exact size.

[ alaskan scenes ¥ ]

= Macintosh HD

[ alaska map

O boat

D boat.jpeg

O boat.pict

D boat.tiff

O fishing k

0 moose

O mountain

0O mountain.pic
D scenic

]\:u Id,

Format: TIFF
[ Show Al Files

¢
oy
o
o
2
o

48K

Figure 3.32 When the Open command is invoked, find the file and

double-click its name.

A1 Fdit UDiew Go B
New Window
Open Location... ;
Open File... #0
Save As... 3#S
Save Next Link as...

Mail Document... M

. BL

Figure 3.33 Ifyou know an
Internet database address, use the
File menu in Netscape to type-in
the address and go to that link.

———————— (pen Location =

Open Location: |http://www.fullerton.edu/default.html
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Figures 3.34 You can make

Figure 3.36 Some
programs, such as Word,
allow you to undo or
vedo actions with button
choices in the toolbox.

Make sure the Ruler is shown on the
desktop. With most programs, use
Command-R (Macintosh) or Control-
R (Windows) or, from the View menu,
select Ruler or Show Ruler to display
the ruler. Click and drag from the
zero-lock corner in the top-left or
bottom-right of the work area to
move the horizontal and vertical
guide lines to the top-left corner of a
margin, box, or other element (fig.
3.34a). The Ruler will now start at the
point you've selected (fig. 3.34b). This
procedure is useful if you want to
measure the width and length of an
element in your design.

The other programs discussed in
this workbook don’t have a zero lock
feature.

Using the Undo Command

It is often useful to remember that
you can change your mind by using
the Undo or Redo command if you
delete a graphic element by accident.
For all the programs, select Undo
from the File menu or type Com-
mand-Z (Macintosh) or Control-Z
(Windows) (fig. 3.35). The Undo com-
mand will reverse the most recent
action performed with the program.

D= Style ltem Page
an accurately sized graphic _jwmﬂ_u ol O Undo Item Change %2
element if you click and drag 3 R '
the zero lock from the top-left ]
of the work area. In some 3 Figure 3.35 Most programs have
programs, such as Illustrator, 1 K a version of the Undo command in
the zero lock is at the bottom- 3 the Edit menu.
right of the work area. a b |
PageMaker, QuarkXPress, CorelDraw, The following programs have other
T T FreeHand, Illustrator, Persuasion, and undo features.
K el T e
Y | Photoshop

Word, Excel, and PowerPoint

Click the down arrows next to the
Undo and Redo buttons in the tool-
box to select a previous action to per-

form (fig. 3.36).

FreeHand

Select Preferences from the File menu.
Click in the Display pull-down menu,
drag, and select Editing. In the Num-
ber of Undo’s box, you can have as
many as 100 (fig. 3.37).

IHlustrator

Use Command-K (Macintosh only) to
see the General Preferences dialog
box. The number of times you can
undo a previous action is automati-
cally set at 10, but you can put in as
many as 200 Undo levels (fig. 3.38).
The performance of the program will
be slowed, however.

Using Master Pages, Layers,
or Backgrounds

Anytime you want text or graphic ele-
ments to appear on every page or
frame of your work, you can put those
items on a master page, on a layer, or
in the background. This option is not
available or not recommended for
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Figure 3.37 FreeHand |

Number of undo’s:
Preview drag:

Pick distance:
Cursor key distance:

Snap distance:

[ Join non-touching paths
[ Remember layer info

[J Dynamic scrollbar

Cancel

[ Changing object changes defaults

Groups transform as unit by default

allows as many as 100
undo’s set in its Editing
Preferences dialog box.
items

pirels

pixels

Edit behavior

Undo Ieuels:

[J Paste remembers layers

Figure 3.38 You can have as mawy
as 200 undo’s with Illustrator.

word processing, worksheet, and the
Netscape program.

PageMaker

In the lower-left corner of the work
area, you will see page icons that repre-
sent the Master Pages and the pages in
the document (fig. 3.39). When you
click on a page number, you will go to
that page. When you click on the Mas-
ter Pages you can place text and graph-
ics that you want to show up on all the
pages in your document. Stylistic links
such as boxes and lines are usually put
on the Master Pages to save time. On
any page of your document, if you
don’t want those master items to

Figure 3.39 Ifyou want

elements to appear on every page in
PageMaker, click in the left and right
master page icons at the lower-left of
the work area and place your
elements on these pages.

appear, simply uncheck the Display
Master Items from the Layout menu.

QuarkXPress

To open a Master Page, select Display
from the Page menu, then select a Mas-
ter Page (fig. 3.40a). To return to view-
ing your document, use the same
procedure, but select Document. As
with PageMaker, any items you put on
your Master Page will show up on your
document pages, but with one impor-
tant difference: Any master items you
don’t want to be displayed on your
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Figure 3.40 IETEN view utilities Utilities .
QuarkXPress offers many Insert... qumen “ Fit in Window %0 |
master page options. lelet 50%
Display your master pages 5%
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Go to... 38d v Snap to Guides
EP— i Hide Rulers *R
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Figure 3.41 Add master 5 Documnent Layout 15 [0 Docurnent Layout [ [ Documnent Layout 5
pages to your QuarkXPress DD' DD : W Dm '
file by clicking and dragging D A-Mester & D A—M;;{er A ] 0 .ﬂ\—M; ctar & 1]
i s () B-Master B (") B-Master B j (7} B-Master B =
icons to the master page i i
St immedz}:zteb) hialin 0 C-Master C D C-Master C D C-Master C
Add additional text pages [ o-aster 0 1= [ o-taster o [
by clicking and dragging a Y [
from the top blank page & = th E]
icons to the left or right side i fl
of the second section below. r: _Bb'
2 3z @
- B =
4[5 3
[0}
b(Paged —Jalulb [efE] ¢ [Page 3 = 22 2 5




page can be removed by selecting the
Item tool, selecting the element, and
pressing the Delete key (Macintosh) or
left arrow key (Windows).

Use the Document Layout window
to add or remove master and blank
pages to your document. Select Show
Document Layout from the View
menu (fig. 3.40b).

Click the master page icon to create
additional master pages (fig. 3.41a).
You can have as many as 50 separate
master pages. Click and drag the top
blank page icons to the page section to
add pages. If you want side-by-side fac-
ing pages, depress the mouse next to an
existing page (fig. 3.41b). If you want a
new, single page, drag the page icon to
the bottom of the page list (fig. 3.41c).

If you want to remove a page, select it,
click the Remove Page icon and com-
plete the dialog box that appears. Click
on the master page name to change its
name (fig. 3.42a and b). When you
want master page items on a particular
page, click and drag a master page icon
to a blank page in the bottom section.

CorelDraw

From the Layout menu, select Layers
Roll-Up, then choose Desktop or click
the right arrow to select New, to create
a new layer or Edit, or to alter an exist-
ing layer (fig. 3.43a). In the Edit Layers
dialog box, click the Master Layer op-
tion and click OK (fig. 3.43b). Any ele-
ments you put on this master page
will repeat on every other page.
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(2 Document Lagout CE 157 Docurnent Layout 05 Figure 3.42
a0 00 Change the name the
i -Master A — . chapter cover | |- QuarkXPressp i s
X el | gwes to master pages
— - by highlighting and
&’j — ‘f"j - replacing the text.
a 0 b 1]
=| Layers I@ =| Edil Layers
IE- [=] gfi;‘d MNare: |La,ler'[
& aiid S e
[ Guides D& Lawerl
(] Deskiop i
(&R Layei 1 Oplicns
=1 ¢ Vbl [~ Lockad
| [ ¥ Printable [~ Color Dvsnide .
3 [ Selectan | DerekotAll] (o] (==l
b |
Figure 3.43 Double-click a layer in CorelDraw to make selections in the Edit Layers
dialog box that will apply to the pages you select.
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FreeHand
Figure 3.44 From the Window menu, select Layers
FreeHand drawings to display the Layers window. Click in
can be co?rzposed of Dupticate R | |, vt e the Options pull-down menu to cre-
overlapping layers. iﬁm:’e 8 Foreground ate a new layer (fig. 3.44a). You can
A1 off ki : also display or not display and lock or
Background o Background || unlock layers by clicking the check
a b ] . .
marks in the window so that elements
— — created on a layer cannot be acciden-
tally altered (fig. 3.44b).
E] Layers E] Hlustrator
ib f 7 = : a From the Window menu, select Layers
* Elayert Delete “Layer 2" to display the Layers window. Click in
Layer Options for “Layer 2”... the right arrow pull-down menu to
create a new layer (fig. 3.45). You can
Hide Others display or hide a layer by clicking on
Artwork Others the small dot below the Eye icon. You
Unjoek Al can lock or unlock elements in a layer
Paste Remembers Layers to prevent accidental alterano-n.s by
clicking the dot below the Pencil icon
Figure 3.45 Create a new layer in Ilustrator by clicking and dragging (fig. 3.46). Double-click on a layer’s
from the down-turned arrow in the Layers window. name to rename and set various at-
tributes for the layer in the Layer Op-
- tions dialog box (fig. 3.47). Click OK
= - to return to the main view.
Figure 3.46 Which layers = Layers &
you hide or unlock in s/ b i )
; e o [Clayer2 . From the Windows menu, select
Hlustrator determines what . 2 e
part of a drawing you see : Palettes, then Show Layers. Click in
s thescresh the right-arrow pull-down menu to
’ & create a new layer (fig. 3.48). You can
also display or not display and lock or
unlock layers by clicking the check
marks in the window so that elements
Figure 3.47 == Oalions == created on a layer cannot be acciden-
Double-click on tally altered (fig. 3.49).
a generic layer Name: |Layer 2 | D
B B - . irector _
Hlustrator to give selection color:_Light Blue ] | There are 48 'possil?le channels avail-
the layer a more & show RPreview [JLlock able for the insertion of Cast mem-
meaningful ) ) . w bers within the Score menu and for
name. B . \ the Stage. Any image or text that you
' 1 want in the b:.ickground should be
copied to the highest numbered chan-

] nel so that subsequent cast members
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Figure 3.49 Lock or hide layers
you've created in Photoshop in the
Layers palette.

New Layer E— Figure 3.48 In
Photoshop, layers
Name: (VSSTi} T can easily be named
opacity: [100 | % Mode: by replacing the
ohlioht ori
[ 6roup With Previous Layer btgbhgb edgen &k
name.
D "
y 1@
Layers ™ Channels Paths
Opacity : 100% al” kl
[ Preserve Transparency
+ Layer 1 ki * .1
bl 2
Bt !.-'N | Background
iy '5
& Il =)

Figure 3.50 You can display an
element on as many frames as you
need with Director.

will be displayed in front. If you want
a specific cast member to appear on
every frame, click on it (fig. 3.50a),
press the Shift key, and drag the Cast
member across the Score to the last
frame on which you want to see it in
your movie (fig. 3.50b). Wich the
frames highlighted, use Command-B
to copy the cast members to every
frame (fig. 3.50c).

Persuasion

To use or change a template, from the
File menu, select Change Design, then
Replace masters. Open the folders pro-
vided with the Persuasion program to
select a new template (fig. 3.51).

To create a master slide, from the
View menu, select Slide master, then

mzdit View Teut Draw Show

New 2

Open... %0

Close LW
Save S

Save as...

Replace masters...
Add masters...
Copy colors...

Change design

Figure 3.51 Master slides in Persuasion are replaced or added from
the File men.
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Figure 3.52 Tocreatea
master slide in Persuasion, make
selections in the View menu.

Text Draw Show

Qutline
Slide

Note

Slide sorter

Slide show

Slide master

v

Background b —

Note master Chart

Handout master Chart & Tent
Org Chart

Windows p| Tenut [
Title [

New slide master

Name: |Master 1

|

Orientation: ) Tall @ Wide

New slide master

Name: |Master 1

a

Figure 3.53 Select the style of your Persuasion master slide
in the Based on pull-down menu. You can also name the

master slide at this point.

Based on:
Orientation: Chart
Chart & Teut
Org Chart
Tent
Title

(=] Figure3.54
= After a master
E slide style has
b been chosen in
=) Persuasion,
_E_; click the Slide
ao icon in the
ki work area.

choose a format from the pull-down
menu or select New (fig. 3.52). In the
Based on pull-down menu (fig.
3.53a), select a built-in format or
None (fig. 3.53b). You can also type a
name for your master. Click OK.
From the Master menu, choose Slide
Background Fill. In the dialog box,
choose the Pattern and two colors for
the background, then click OK. In-
clude the text and graphic elements
you want shown on every slide. See
the “Creating Text” (page 67) and
“Placing Graphics” (page 126) sec-
tions for more details. Remember the
name of the master frame shown at
the top of the work area. Click the

Slide icon at the right of the work area
to go back to the slide view (fig. 3.54).
Click and drag from the middle but-
ton in the bottom toolbox and select
Slide Master, then the name of the
Master slide you created (fig. 3.55).

PowerPoint

Press the Shift key when selecting the
Slide View icon at the bottom-left of
the work area to see the Slide Master
(fig. 3.56). Any text or graphic ele-
ments you want on every frame can be
placed on the Master Page. See the
“Creating Text” (page 67) and “Creat-
ing Graphics” (page 115) sections for
more details. To return to the normal
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Gallery...

Reapply fnaster

Figure 3.55 From the bottom
of the work area in Persuasion
you can select a slide master that
you created.

Slide master (3 None
Background 4 -
:::_::.—"' =1 Chart

Master 1

Org Chart

v Text
Title

Chart & Tesnt

O I I

. File Edit Go Tools l]IJ'!ects Font Stgle Color

------ P N B A )

Figure 3.57 In HyperCard, striped
lines around the menubar indicate
that you are in Background mode.

view, click the Slide View icon without

pressing the Shift key.

HyperCard

Select Background (Command-B)
from the Edit menu. The top menu
will now be outlined in small stripes
to remind you that you’re in Back-
ground mode (fig. 3.57a). Any text,
pictures, or buttons that you put on
this card will now appear on every
other card in the stack. If color is
available to you, select Open Coloring
Tools in the Color menu and select
Background while you are in Coloring
mode so that you can display colors
and colored images on every card (fig.
3.57b). See “Coloring Text” (page 88)
and “Coloring Graphics” (page 131)
for more information. De-select the
Background mode from the Edit
menu to return to the normal view.

Saving a File

For most of the programs, choose
Save from the File menu or Com-
mand-S (Macintosh) or Control-S
(Windows) to save a file.

Use Save as from the File menu if
you want to change the name of a pre-
viously saved file to create a new ver-
sion of it.

Type a name for the file. For Mac-
intosh and Windows 95, you can use
as many as 31 characters with spaces,
but you cannot use the colon.

For Windows versions before Win-
dows 95, a file’s name can be one to
eight characters long. The file name is
followed by a dot and an extension
that is automatically supplied by the
application. Use all the characters on
the keyboard except * ?: [ ] +=/\ | <>.

Be aware of the location where you
want your file saved (on the hard drive

Figure 3.56 Click

this button at the bottom
of the work area in
PowerPoint to create a
master slide.
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Dg@k

Figure 3.58 Many
programs use a disk
icon, such as the one in
Word, in their toolbox
that you can use to save

your files.

a &= Desktop v

o Macintosh HD

o Macintosh HD

41340K available

G ) T
[ cancel )|[( Deskiop )

( options || [ Help |

Save Current Document as:

Iumrd demo

Save File as Type:

% |

[Word Document

[~]

b Save File as Type:

Word Document

vWord Document
Document Template
Text Only
Text Only with Line Breaks
MS-DO0S Text
MS-D0S Teut with Line Breaks
Rich Text Format
Stationery
Speller Custom Dictionary
Speller Exclude [licliunarg_l

-

New [ |

Figure 3.59 Name, place, and
decide what type of file you want
to save in a program’s Save file ‘
dialog box.

or floppy disk) so you can easily find it
in the future. Click the OK button or
press Return (Macintosh) or Enter
(Windows).

If you want to use your text file in
another program, it’s best to save it as
a Text Only or a Rich Text File (RTF).

The following programs have other
saving features.

Word, WordPerfect (Windows),
CorelDraw, and Excel

Use the Save File icon in the pro-
gram’s toolbox at the top (fig. 3.58).
Click and drag from the File Type
pull-down menu (fig. 3.59a) to select
a text file formar (fig. 3.59b).

FreeHand

If you want to use your FreeHand file
in another program, you need to save
it in a format that can be formatted.
Select Export from the File menu

(fig. 3.60a). In the Formar pull-down
menu you can save your work as an
EPS or PICT file that can be used in
other programs (fig. 3.60b). Be sure to
leave the dot and suffix at the end of
the file’s name when you give the file a
name in the prefix. By this procedure,
you create a file that can be exported
to another file. You will also want to
save your original FreeHand file with
the Save command.

Hlustrator

You can save your work as the latest
or earlier versions of the application
(fig. 3.61). You can also use the EPS
(Encapsulared PostScript file) and
Acrobat, Portable Document Format
(PDF) formats so that your work can
be viewed on Macintosh, UNIX, or
Windows computer systems (Mac-
intosh) or in previous Illustrator ver-
sions only (Windows).
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G Edit Uiew Ar Export document [ ok ]

New #N
Open... 20
Close [ FreeHar

Saue ok tHnUUE

£ Freehand + rm

.:ﬁ- J. _ i Desktop

Save as... {35

Revert

= —=setacyy Untitled-1

Qutput options...

Adobe lllustrator 1.1™

Adobe lllustrator 88™ — Macinto...
Adobe lllustrator® 3

ASCII tent J

FreeHand 3.1 document :I

Generic EPS

Figure 3.60 Filesin
FreeHand can be exported
under various file formats
for use in other programs.

2 Plug-Ins _'fr_]

1 Adobe Type Folder

Acrobat (PDF) :
EPS L
INustrator 1.1
Illustrator 88

Save th

Untitled| [llustrator 3

Iustrator 4

 Illustrator 5

Format:

4

Page setup... s MAtintDS BRSSP
Print... %P : il L S
. Pages: @A p (7 file ]
Place... 48D Include| PICT2 file
 SE RTF text
Fetch™ info... a b
[£2 Adobe lllustrator™ 5.5 v | = Macintosh HD Figure 3.61 The
Hustrator program allows

you to save your file in
formats that can be used
in other applications.

Desktop |

Cancel

Photoshop

When you display the Save as dialog box,
use the Format pull-down menu to save
the image in a variety of picture formats
(fig. 3.62). See “Changing Picture For-
mats” (page 144) for more details.

Lotus 1-2-3

Save as allows you to save your file in
Macintosh or Windows formats from
the File Type pull-down menu.

Director

From the File menu, select Save or Save
as, decide on a location where you want
the file saved, then type in a file name.

Photoshop 3.0
Photoshop 2.0
Amiga IFF
BMP

EPS

JPEG
PCH
PICT File

PICT Resource
Pixar

Save thig

boat.tiff| Raw

——— Scites CT

m Targa
TIFF

Figure 3.62 Photoshop is
known for its wide variety
of file format options.
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A Edit Window
New 8N
Open... 0
Close Window W
Save &S
Save and Compact

‘ a Create Projector

Source Movies:

&3 Book Stuff « : !
O My First Mouvie ]| [ Desktop |

O director pics

— Macintosh HD Movie Play Order:

Muy First Movie

[

Options...

Save fAs...

Figure 3.63 [tisa
good idea to Save and
Compact your Director

files.

3 hypercard pics
[ persuasion pics
O powerpoint pics

O Les Work Add ANl >>
[ pics and dummy text
1 pagemaker pics I Remous

— (one )

Mouie Size: 4 K

Jil

Projector 5ize: < 5U4 K

Actual projector s1ze may be smalker
because enclosed movies will be
protected and compacted.

Figure 3.64 You can
Frojector Defions make a stand-alone
[ Play Every Mouvie : -
[ Animate in Background P’To]ecmrﬁ[e with
When Opening File: Director.
[X] Resize Stage
[] Switch Monitor’s Color Depth
to Match Movie’s
[ Center Stage on Screen
b
When you have completed a movie, PowerPoint

you should select Save and Compact
from the File menu to reduce the mem-
ory size of your movie file (fig. 3.63).

If you want to show a previously
saved movie on a computer that does
not have the Director program installed,
you must save the movie as a Projector
file. From the File menu, select Create
Projector. In the Create Projector dialog
box, find your movie in the window at
the left and click its name (fig. 3.64a).
Select Add to add it to the window at
the right. Select Options to make your
Stage decisions (fig. 3.64b). Press Create
to name and save the Projector movie. If
you change your mind about creating a
Projector file, click Done.

Persuasion

In the Save or Save as dialog box you
can save your work as a Persuasion file
in various earlier versions (fig. 3.65).

Almost always, you will save the file as
the default type, Presentation (fig.
3.66). But click inside the pull-down
menu to select PowerPoint 3.0 Presen-
tation just in case the computer on
which you want to show your presen-
tation does not have the latest version
of PowerPoint. The application comes
with a Player program that you can
freely install in any other computer to
play PowerPoint presentations with-
out the full PowerPoint program.

HyperCard

When you Quit the program, you au-
tomatically save all the cards and che
work you’ve created. Save a Copy in
the File menu (fig. 3.67a) acts the
same as a Save as command in any
other application except that the Save
a Copy command reveals the File type
pull-down menu where you can save
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FlsuG1o v Persuasion 3.0
Persuasion 2.1
[Jra{ Persuasion 2.0
Persuasion 1.0

Interchange file

Figure 3.65 In the Persuasion Save
dialog box you can save your work
in various file formats.

v& ] Presentation
32| Dutline (RTF Text)
Scrapbook (Pictures)
Stationery Pad

PowerPoint 3.0 Presentation

Save File as Type:

Figure 3.66 PowerPoint files can be saved in a variety of file formats.

your file as a stand-alone application

(fig. 3.67Db).

Netscape

In the pull-down menu at the bottom
of the Save dialog box you can save
the file chat is displayed on the
screen as either a Text or Source file.
If you save the file as a Source file,
you can see the HTML (HyperText
Markup Language) commands used
in the file (fig. 3.68). Start a word
processing program and open the
HTML file. You can also look at any
file by selecting Source from the View
menu. See the Netscape step-by-step
guide on page 317 in Part Two for a
more complete discussion about us-
ing HTML files.

Running Screen Presentations

Director

With the Score selected, preview a
movie or presentation by first pressing
Command-R (Macintosh) or Control-
R (Windows) to Rewind the program.
Press Command-Shift-P (Macintosh)
~or Control-Shift-P (Windows) to re-
move the Score window and play your
presentarion. If the program looks ac-
ceptable, save the file. See “Saving a
File” (page 53) for details.

Figure 3.67 To create a stand-alone
program in HyperCard, select Save a
Copy from the File menu and then the
Application option in the File type
pull-down menu.

F-8 Edit Go Tools
New Stack...
Open Stack... 30

Saue a :opg...

L File LR ~ Stack
Custom File Type
Application

42K

Save as:
M¥ WL Home Page

Format: «+Source

Figure 3.68 Any file you access with Netscape can be saved as a Source
file s0 you can study the file’s commands.
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Slide Show dialog box.

Figure 3.69 To run a Persuasion presentation, fill out the options in the
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Figure 3.70 PowerPoint slide shows are run from the View mentt.

Persuasion

From the View menu, select Slide
Show. Pick Show all slides and display
the Slide Show dialog box (fig. 3.69).
Choose All or a range of slides to pre-
sent. In the After last slide pull-down
menu, pick a special effect to end the
presentation. You can also decide if
you want the slides to advance with a
mouse click or automarically. Click
the Play butron and your presentation
will start. If you want to end the show,
click the Clear butron. Click Save if
you want your decisions to be a part
of the program without having to pre-
view the slide show.

PowerPoint

Once frames have been created, select
Slide Show from the View menu (fig.
3.70a). Decide if you want to see all or
a range of slides (fig. 3.70b). Advanc-
ing between the slides can be manual
or automatic depending on whether
you created transitions for the slides.
You can install the Player file that
comes with the program so that you
can show PowerPoint presentations
without having the application in-
stalled on the computer. If you want to
stop the presentation at any time, press
the Esc key on the keyboard. In Win-
dows with a two-button mouse, you
can usually move to a previous slide by
clicking the right mouse button.

HyperCard

If you have completed a HyperCard
program and want other users to run
the lesson but not alter it, select Pro-
tect Stack from the File menu and set
the level of control others will have
over your material (fig. 3.71a). If users
simply click buttons and watch a pre-
sentation, select the Browse User Lev-
el. If you want other users to only type
responses, select the Typing User Lev-
el. If you will be the only person using
your stack, there is no need to set a
user level other than Scripting. Howev-
er, you should create a password for
your stack so no one else can alter it.
When you quit HyperCard, your in-
teractive multimedia presentation is
automatically saved. The next time
you open the file, your presentation
will run. The program will run on a
Macintosh computer that has the Hy-
perCard program. You can create a
stack that is independent of the Hy-
perCard program (called a stand-
alone application). Select Save a Copy
from the file menu. If you want to in-
clude development information in the
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Figure 3.71 Ifyou don’t want users of your
HyperCard lesson to alter your work, protect your

for Finder's
"Get Info"
window:

L Fewer Choices ]

] Cancel 0K

dialog boxes thart follow, you can.
Click OK (fig. 3.71b). A stand-alone
application adds about one megabyte
of memory to your file.

Netscape

Start your exploration of the Internet
from the Directory menu and select a
site provided by the Netscape compa-
ny. Once a file is displayed, click on a
hypertext choice to travel to that site.
The tools and menus at the top of the
work area also help you navigate the
network (fig. 3.72a). Use Back (to go
to a previously seen file), Forward (to
go further up your list of viewed files),
and Home (to return to the Home
page for your site). If you find a WWW
site that you like, press Command-D
(Macintosh) or Control-A (Windows)
to add it to your Bookmark list. Pull-
down from the Bookmarks menu and
select a site in your personal Book-
mark list (fig. 3.72b).

To create your own network link,
you must program your text file with
the HTML language. See the “Making
Hypertext Links” section (page 109)
and the Netscape step-by-step guide
in Part Two (page 317) for a more

KT e sizem B (D

Welcome!
What's New?

What's Cool? %

Go to Newsgroups

Internet Directory
Internet Search
Internet White Pages
About the Internet

Netscape Communications Corporation

Figure 3.72 With the
Directory menu of
Netscape you can find
many popular database
links that you can put
into your personal
Bookmark.

2:09

uptions Directory
Add Bookmark

Uiew Bookmarks...
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PATHFINDER
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TIME Magazine Home Page

San Francisco Free Press
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Figure 3.73 Printer
dialog boxes for most of the
programs are similar to this
one and easily managed.

Printer: “Printer 17

8.0

Cupies:D Pages: @ All Orrom:l:l To:l:l

E_Paper Source ~Destination...,

' @Al O First from: [_Auto Select_v] @ Printer
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O Prir ection Only [ Range.. | ([ word Help |
[X] Collate Copies

Lik}fé

Figure 3.74 Some
programs offer a Printer
icon, such as this one
from Word, in their
toolbox to quickly get to
the Printer dialog box.

complete discussion on using HTML
files.

Printing a File

For most programs, select Print from
the File menu.

Every program has a slightly differ-
ent print dialog box (fig. 3.73). Howev-
er, print dialog boxes are all fairly easy
to interpret. Be sure to set the number
of copies, which pages you want to
print, and whether the printing
should be vertical or horizontal. You
can also increase or decrease the size of
the printed work by changing the per-
centage in the Scaling box. For some
programs, you may have to select the
Option button on the Print dialog box
or, from the File menu, select Page Set-
up to make these changes. For multi-
page documents, try selecting the
thumbnail option to check your lay-
out. You may also want to choose the
Fit on Page printing option when you
want to print a newspaper or any oth-
er large layout on an 8% by 11-inch
sheer of paper. Click OK or press Re-
turn (Macintosh) or Enter (Windows).

The following programs have other
printing features.

Word, WordPerfect, CorelDraw, Excel,
and PowerPoint

Click in the Print icon in the toolbox
at the top of the work area (fig. 3.74).

PageMaker and QuarkXPress

If you plan to take your completed
layouts to a service bureau for high-
quality print-outs, you will most
likely want to convert your work to a
PostScript file that can then be
transferred on a disk to the bureau
and printed with a high-qualicy
PostScript printer. The advantage of
this technique is that you can get the
work printed without worrying if the
service bureau has all the fonts you
need for the typographical displays.
All the fonts in the layouct will be in-
cluded in the PostScript file. For
PageMaker, within the Print dialog
box, select the Options button and
click in the square that creares a
PostScript file saved ro a disk. For
QuarkXPress, select the file button
under the Destination heading in
the Print dialog box. Click Save.
Name and save the file in the usual
way. Click the Save button and your
work will now be converted to a
PostScript file.
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Print in: (O Gray @& RGB O CMYK

Figure 3.75 Make sure that you
match the Mode of your Photoshop file
with the Printer options.

If there is a problem with the print-
ing, you may get a printer error mes-
sage. See “Solving a Printing Problem”
(page 8) for more details.

Photoshop

Choose Print from the File menu. In
the printer dialog box, click in the
Print In button that matches your
picture’s presentation format:
Grayscale, for black and white; RGB,
for screen presentation color; and
CMYK, for printed color (Macintosh)
(fig. 3.75). For Windows, select Setup
from the Print dialog box. Make selec-
tions if necessary. When finished,
click all the OK buttons.

Director

From the File menu, select Print.
More than likely, you will want to see
what your finished frames look like by
selecting the Stage button (fig. 3.76a).
Select Options under Stage and
choose Full (one frame per page), %
(two frames per page) or % (15 frames
per page) (fig. 3.76b). You can make
other print choices by selecting their
buttons. For example, you may want a
printed record of the Score and Cast
Window.

Persuasion

From the File menu, select Print. Next
to Print Choices in the Print dialog
box, click the squares to select slides,
outlines, notes, and handouts if you've
created those elements (fig. 3.77). You

a
Print Options
rPrint:—  rPrint Range:
@gstﬂge Range of Frames:
" Options... O Current Frame: 10
O score (O Selected Frames: 1 to 10
O Cast Text gm -
O Scripts O"“""D °'|:|
(O Marker o
Comments Within Range of Frames:
O Cast Art @ Every Frame
O Cast Window O Every Nth Frame, N=
(O Frames with Markers
(O When Artwork Changes
in Channel
b

Stage Options

rimage Size:
0K
OFull (O1/2 @*1/4 [—J

rFrame Printing Options: —

[ Border around Frame

[ Frame Number

O &egistration Marks

[JStoryboard Format
O Marker Command

(< Print File Name and Date in Header
[JPrint Page Footer:

[ ]

Figure 3.76 The printer options for Director allow you to custom design
your print-outs.

Print choices: [ Slides []0Outline [JNotes []JHandouts
Graphic options: []Separate layers []Badges [X Background fill

Figure 3.77 In the Persuasion Printer dialog box, make sure you select
the parts of your slide show you want printed.
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Figure 3.78 The PowerPoint Printer dialog box includes options for which part of the
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Figure 3.79 HyperCard allows you to make choices about the size of your print-outs.
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EIE view:
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Header:

can also make additional choices to
make in the Outline options section if
you select Outlines. Click the print
button to start printing.

PowerPoint

In the Print What pull-down menu in
the printer dialog box, you can decide
what you want to print (fig. 3.78).

HyperCard

Under the File menu, you can decide
to print only your text fields, an indi-
vidual card, all the cards in a stack, or
a report that gives you information
about your stack (fig. 3.79a). If you
simply want to check the layourt of the

cards in your stack, select Print Stack
and choose the Third size option to
print ten cards to a page (fig. 3.79b).

Printing Color

For printing to an ink-jet color printer
or for a screen presentation, the color
choices you make for most of the pro-
grams will be appropriate. But if you
are creating work to be printed on a
printing press, you will need to make
more sophisticated color choices. You
may need to make color separations
of your work. If you are outputting
from a laser printer, you will need to
use specially designed clear acetate
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pages for your printer that won’t melt
from the heat. See your art supply
store for such materials. However, it is
advised that you take your disk or
SyQuest cartridge to a service bureau
and the personnel can output the
work for you.

Although you can use a seemingly
infinite variety of colors with most of
the applications, it is recommended
that whenever possible you use the
Pantone color palette with the CMYK
(cyan, magenta, yellow, and black)
model selected to get accurate colors
used in the printing process. Pantone
provides a wide variety of colors to
choose from as you scroll down its
library of colors.

PageMaker

In the Print dialog box, click the Col-
or button. If your output is to a color
printer, check the Color/Grayscale
box and then click the Print button
(fig. 3.80). If you are making color
separations for a printer, choose that
option in the dialog box. Be sure and
check the proper settings for each col-
or separation with your service bureau
representative.

QuarkXPress

To make color separations of your
pages for the printing process, select
On in the pull-down menu beside the
Separation choice in the Printer dia-
log box to make separations for a
printer (fig. 3.81). Be sure and check
the proper settings for each color sep-
aration with your service bureau rep-
resentative.

CorelDraw

Select Print from the File menu.
Choose the Options button in the
Print dialog box and then Sep-
arations to make color print separa-
tions (fig. 3.82). Click in the Print

Color

@ Composite
@ Color/Grayscale
(O Print colors in black

Cancel

(O Separations
Print  lak

Process Cyan :]
Process Magenta

Process Yellow :]
Process Black ;

ol

Bl[ess<

Figure 3.80 An option in the PageMaker Printer dialog box allows you
to select the color separations you want to print.

Page Sequence: Figure 3.81 To make
Dutput: color separations in
Tiling: QuarkXPress, select the On
. button in its Printer dialog
Separation: s Off
box.
Registration:
Options: Calibrated Output
-] | Print Options
Lot ".:.‘.'.'.2'.!:"['.":'.['_',:.'_'_'.E;l.:_‘.'.l_:fi';rﬁ"e', et Ll
_-} i’ e .h, Posilion o Sea
23 TRy EET [rre [
‘—E Let ar g
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Figure 3.82 CorelDraw allows you to select the color separations you
want to print as an option of the Printer dialog box.
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Figure 3.83 To print
color separations in
FreeHand, click the Print
as radio button.

Tile: @ None O Mi
Scale: ® ‘I‘L
Print as: @éeparations

Figure 3.84 In
Photoshop, the mode of
your image should be set to
CMYK Color if you want
color separations.

IETITY image Fil

Grayscale

RGB Color

Lab Color
Multichannel

Print Options

8.0 [T_]

Cover Page: @ None (O Before

Print:[ Color/Grayscale

) After Document
ancel

PostScript™ Errors:| No Special Reporting v |

Figure 3.85 For most programs, the Color/Grayscale option should be
selected in the Print Options dialog box.

Figure 3.86 For most
programs, close a file with
the Close command under
the File menu.

318 Edit View Insert Formatl

Separations box and in the Color box
if so desired.

FreeHand

To make color separations of your
pages for the printing process, select
the Separations from the Print as se-
lection in the Print dialog box (fig.
3.83).

Photoshop

Select CMYK Color from the Mode
menu (fig. 3.84) so that your pictures
will be created with color separations
that are necessary for the color
process (Macintosh) or if you want to
print a color image in the Windows
version, select the RGB or CMYK
buttons at the bottom of the print
dialog box.

For Other Programs

Make sure the Color/Grayscale option
shows in the Print box (fig. 3.85).
Color printing should be reserved for
low-cost ink-jet color printers, or the
work you crearte in color should be
used for screen presentations only.

Closing a File

For most of the programs, select
Close from the File menu (fig. 3.86).

You can also click inside the small
control box located at the top-left of
the file’s window. Click once for
Macintosh and twice for Windows.

If you made changes to your file be-
fore the last time you saved or if you
haven’t saved the file at all, you will be
shown the Save File option box. See
the “Saving a File” (page 53) section
for more derails.
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CorelDraw, Director, and HyperCard
You can only have one movie or stack
open at a time. When you want to
close the file and open another, use
the Open File selection from the File
menu. When you select a previously
created movie or stack, the program
will close the currently displayed file.

For CorelDraw and Director, if you
made changes since the last Save, you
will get a Save File dialog box. Hyper-
Card automatically saves your work,
so no Save File dialog box is shown.

Quitting or Exiting a
Program

Select Quit (Macintosh) or Exit (Win-
dows) from the File menu.

If you made a change to the file
since the last time it was saved or if the
file has never been saved, you will get
the option to save the file or Cancel
your decision to Quit or Exit the pro-
gram. If you decide to save the file, you
will see a Save File dialog box so that
you can name and store the work. See
the “Saving a File” (page 53) section.

HyperCard

Choose Compact Stack from the File
menu before quitting to eliminate any
unused space in the file (fig. 3.87).

A1 Edit Go Tools
New Stack...
Open Stack... %0

Llose 51

Save a Copy...

Compact Stack
Protect Stack...

Figure 3.87 Itisa good idea to
compact your HyperCard stack
before you quit.
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CHAPTER 4

Working with Text

Creating Text

Word and WordPerfect

As might be expected from word pro-
cessing programs, it is easy to create
text. Once the work area is shown
on the screen, simply begin typing
(fig. 4.1a and b).

PageMaker, QuarkXPress, CorelDraw,
FreeHand, and Illustrator

You must select the text tool in the tool
box, then click and drag to create a col-
umn on your work area in PageMaker,
CorelDraw, and Illustrator (fig. 4.2a).
You can now begin typing (fig. 4.2b).

In QuarkXPress, select the Text
tool, click and drag to create a col-
umn, select the Content tool, then
type your text (fig. 4.3).

In FreeHand, after you select the
Text tool and click on your work area,
a column will be displayed with a
ruler on top. Type your text in the col-
umn (fig. 4.4a and b).

al= e b 5‘/7777 - —
-D’-a':':"' = i i u L ! . |2 A i
11. WL VRN I R ) B = = s
E PO POl R e THE FUTURE IS NEW
THE FUTURE IS NEW| |

Figure 4.1 With Word and WordPerfect, you can begin typing
immediately in the work area.

=[1= Toolboy =
L

9

THE FUTURE IS NEW[

Figure 4.2 In PageMaker (shown), CorelDraw, and lllustrator,
you must select the Text tool, click and drag to create a text box, then

begin typing.
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[THE FUTURE IS NEW

Figure 4.3 Use the Text tool in QuarkXPress to create a text box, then
the Content tool to type copy.

Figure 4.4 After you
select the Text tool in EB@EI
FreeHand, click on your :E_"’E
work area and you can !
begin typing.
) O
=———— e Type Tool S

Font: [ Helvetica ]
Size: 18 [_points v] -_
Cancel

Leading: l__—l
Spacing: I:l fAlignment
Style o=l O
& Bold [ Outline - -
[ Italic [ Shadow O=] Ol

CJunderline [ Anti-Aliased O=] O[N]

Hello World kb

Show: Font [ Size

Figure 4.5 In Photoshop, after you select the Text tool and click in your
work area, you will be able to compose and alter your text in the Type tool
dialog box.

Photoshop

When you select the Text tool from
the toolbox and click on the work
area, you will see a Type dialog box
(fig. 4.5). Select your font preferences
and your alignment preference at the
top. Type your text in the blank area
at the bottom. You probably will want
to de-select the Anti-Aliased button if
it is selected so that the text will have
clean, sharp edges. When done, click
OK with your mouse button—don’t
press the Return key. Your text will be
displayed on your work area as a
shimmering version. In this mode you
can move or delete the text. However,
be careful with your text placement,
size, and content. Once the text is un-
selected, you can’t easily edit it.

Excel and Lotus 1-2-3

Begin typing when the worksheet is dis-
played, or click in a cell and type your
copy. The line of text will go across cells
and show up at the top of the work area
just below the toolbox (fig. 4.6).

Director

There are four ways to create text: in
the Paint Window using the text but-
ton, directly on the Stage using the
Text tool, within the Auto Animate se-
lection in the Score menu, or from the
Text Window located within the
Window menu.

Paint Window Text. Use Command-5
(Macintosh) or Control-5 (Windows)
to see the Paint Window. Use the
“Plus” butron (+) to create a new text
Cast member or the arrow buttons to
move to a previously created Cast
member to add new text. Select the
Text tool. From the Text menu, select
the font, size, style, and shadow effect
for your text (fig. 4.7). Click the I-Bar
cursor where you want text to start.
Type your text in the column
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THE FUTURE IS NEW Figure 4.6 In Excel and Lotus 1-
2-3, you can add text right on the
=3 spreadsheet.
AT e g [ ek
1 |THE FUTURE I35 NEW
?
HI8 Paint Figure 4.7 Textin Director
Font can be manipulated from the
Size Text ment.
Style
Jtalic R
rdes *| Underline
in olultilin'e]
M Sh Shadom
Text Shadow Condense
Extend
;
asme——=— ——————— Paint 2 | |4:|.u 4 I Ql H |I] 2
A "".i_ this is it
i e T L e e
[ 1 :
Figure 4.8 Director allows you to create text in the Paint window
that will appear in a Cast Member window.

(fig. 4.8a). If you are sure of its con-
tents, click on the Cast window to see
the text you’ve created (fig. 4.8b).
Once you de-select the text, it can’t be
edited. However, if you create text as a
separate element, you can change its
horizontal and vertical size by chang-
ing the size of the Stage after you
place it in the Score.

Stage Created Text. Click within a
frame in the Score window that
already has placed cast members in it
or select an empty cast frame and

channel (fig. 4.9a). Use Command-4
(Macintosh) or Control-4 (Windows)
to close the Score window so you can
see the stage for this frame and chan-
nel. Select Tools from the Window
menu (fig. 4.9b). Select the Text tool
in the toolbox. Move the cursor to the
Stage. Click and drag to the right to
create a horizontal column. From the
Text menu, select the Font attributes.
Type your text (fig. 4.9¢).

Auto Animate Text. See “Animating
Text” on page 108.
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Figures 4.9 Create text on the

Cast Scor

Stage with Director by selecting a %
frame (a), clicking on the Tools Control Panel 82
choice within the Window menu -# 2 v Last #3
(b), pressing the Text tool in the w = Scurer 3847
toolbox, and typing your copy (c). + 1 Paint 55
L Text %6

Color Palettes

a 1= s |
[THE FUTURE 15 l THE FUTURE IS NEW’

MNEW

(Al

d, 2e
+ 3@
-+ 4

Figure 4.10 You can easily edit your text created in a Director Cast Member window. Select an empty window (a), type
your text (b), and click and drag from the Cast member window (c) to an empty frame in your work area (d).

Figure 4.11 Text created a
from a Cast Member window THE FUTURE IS NEW
in Director can be stretched

oreondenedlyciking — oITHE FUTURE IS NEW

and dragging from the text
box handle to the right of
the text box.

fTHEFUTURE
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Text Window Text. This method of
text creation is recommended because
you can edit the copy and create the
text as a separate cast member that
can be used independently of any oth-
er cast member. From the Window
menu, select Cast. Click in an empty
cast member frame to highlight the
frame (fig. 4.10a). From the Text
menu, make font changes. Type your
text (fig. 4.10b). Click the small con-
trol box at the top-left to close the text
window. Click and drag this texc Cast
member from the cast window to an
empty frame and channel in the Score
(fig. 4.10c and d). Use Command-1
(Macintosh) or Control-1 (Windows)
to view the Stage to see the text you've
created (fig. 4.11a). Click in the text
column. Slide the heavy line around
your text to the left or right to
decrease or increase the width of your
column or to move the column

(fig.4.11bandc).

Persuasion and PowerPoint

Click on the text tool and click in a
“Click here” text box if you’re working
on a new slide. Begin typing and your
text will replace the generic text. You
can also click anywhere in the work
area with the text tool selected and be-
gin typing to create text (figs. 4.12a
and b-4.13a and b).

HyperCard

Select New Field from the Objects
menu. A text field with a moving,
“marching ants” outline will appear
(fig. 4.14a). Select the Finger tool
from the Tools menu (fig. 4.14b). The
dotted outline of the rext field be-
comes solid. Move the cursor into the
column and watch it change to an I-
Bar cursor. Click your mouse and be-
gin typing (fig. 4.14c). When you are

Figure 4.12 Wih
Persuasion, when
you click on the
generic titles, you can
immediately begin
typing.

Click here for titl

- subtitle

Click to add title
This is My Title
Figure 4.13 In PowerPoint, click on a generic tilte so that your text will
be replaced.

Figure 4.14 After you
select the New Field
command in HyperCard,
a text box will appear (a).
When you select the
Finger tool (b) you can
begin typing in the text
box (c).

< E FUTURE IS NEW




72 Deskrop COMPUTING WORKBOOK

Figure 4.15 In

HyperCard, switch to the

THE FUTURE IS NEW
=——————Ffijedlnffo=—/——————

right-hand Field tool, and

double-click the text box to

Field Name: |

reveal the Field Info
dialog box.

Card field number: 1
Card part number: 1 A
Card field I1D: 2

[THE FUTURE IS NEW

Preview -

Texnt Style...

Style:| Rectangle

[J Lock Teut

[0 Don't Wrap

[J Auto Select

[ muitipie Lines

[J wide Margins
[JFixed Line Height
[J show Lines ‘
[J Auto Tab

[] Don't Search

Figure 4.16 You can place text from
another file in Word by using the Insert
menu and double-clicking the file’s name.

b
Select a File to Insert:

B] DUMMY.THT

INFOGRAP.THT

List Files of Type:

| Readable Files

[~]

Iml Format Tools

Break...

Page Numbers...
Annotation
Date and Time...
Field...
Symbol...

Form Field...

Footnote...
Caption...
Cross-reference...
Index and Tables...

Picture...
Object...
a | Database...

= Hard Disk

[ cancel | [ Desktop |
(FindFile...] [ Help ]

[]Link to File

[] confirm Conversions

finished creating the copy, select the
Field tool from the Tools menu.
Double-click the column to display
the Field Info dialog box (fig. 4.15).

You can also use the Text tool in
the toolbox to create text. However,
this method is not recommended be-
cause once you click the cursor some-
where else on the frame, you can’t edit
the text. You will have to use the eras-
er, lasso, or rectangle select tool to re-
move the text, and if there is any
graphic element under the text, you
will remove it along with the text.

Netscape

Create text with a word processing pro-
gram as explained in the section named
“Making Hypertext Links” on page 109.

Placing or Importing Text

Every program will allow you to paste
text from the Scrapbook (Macintosh)
or Clipboard (Windows) into a page
or frame. Highlight text from some
other program, use Command-C
(Macintosh) or Control-C (Windows)
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to copy the text, or use Command-X
(Macintosh) or Control-X (Windows)
to cut the text. Use Command-V
(Macintosh) or Control-V (Windows)
to paste the text. Some applications,
however, have more sophisticated text
placement procedures.

Word

From the Insert menu, select File (fig.
4.16a). Double-click the name of the
file that you want to insert (fig. 4.16b),
and it will be placed in your page.

WordPerfect

From the File menu, select Insert File.
Double-click a file name to place the
text on your page (fig. 4.17).

PageMaker and FreeHand

Select the Poinrter or Text tool, then
from the File menu, select Place (fig.
4.18a). In PageMaker, you can also
use Command-D (Macintosh) or
Control-D (Windows) to place a vari-
ety of text file formats, and in Free-
Hand, you can use Command-Shift-D
(Macintosh) or Control-Shift-D
(Windows) to place Text Only or RTF
files. Find che file you want to place
and double-click its name.

The Pointer tool will change to a
Place icon (fig. 4.18b). Click and drag
the icon to create a column (fig.
4.18c). When you let go of the mouse
button, the text will appear in the col-
umn (fig. 4.18d).

QuarkXPress

Create a text column or click in an ex-
isting column with the Content tool
selected. Use Command-E (Mac-
intosh) or Control-E (Windows) or se-
lect Get Text from the File menu (fig.
4.19). Find the file you want to place
and double-click its name.

Size: 4K TERT ¥
Falo aliquando fubexefa uentos |H=THILING [N b FrH 1
admiferit aeftuantes, per quos {[ 5
idonea flamrnae materies % INFOGRAP.THT
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inccendia oriantur Aetnae tuae.
Habe nunc quomnodo etiam orta
perdurent. In quo quiderm nolo
eqo te illud admirari, quod
uulqus folet. Magnu effe
feilicet tantras flammas, tam
iramen fos ignes poft hominum
mermorium fem per habuiffe.
Quo alereutur. Quid eft enim
magnum ipfi magiftrae r —
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Figure 4.17 After you select Insert File from the File menu in
WordPerfect, double-click the file’s name to import the text file.
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Figure 4.18 Use the Place command in PageMaker and FreeHand to
import text. When you see the Place icon, click and drag to create a text
box and your imported text will appear.

Figure 4.19 You must first create a

G edit Style Item Page

New L text box with the Text tool in

Huist | e QuarkXPress before you can import
Close 8L text files with the Get Text

joe %S command.

Save as... )

Get Text...

Comnn Taut : aome




74 Deskror CoMPUTING WORKBOOK

Figure 4.20 CorelDraw
allows you to import text with
the Import command in the
File menu. Double-click the
file’s name.

='| Import

File Name: Diiectories:

5 c\corel50\pragrams

autorec.dll +| [[=c\ =

bed0dl.dll

ceh2desn.dl %mem

cch3de50.dl pagrans

cehbinS0.dl 3 data

cchresS0.dll

cchutB0.dll

cdicl50.dll

List Files of 1ype: Drves: X Preview

[B Fies () [ [=cwu [¢] [Fulimage 2] |

|

e

JGIN Edit_Arrange iew

New 3#EN
Open... #0
Close #W
Save 8S
Save As...

Import Styles...
Figure 4.21 Text can be imported
into an Ilustrator file by selecting the
text tool in the toolbox, choosing
Import Text, and clicking and

dragging the mouse to create a text
box.

CorelDraw

From the File menu, select Import.
When you find the file you want to
place, double-click its name. The text
will appear in a frame on your page
(fig. 4.20).

Hlustrator

Select the text tool. Click and drag to
create a text column. Select Import
Text (Macintosh) or select Import and

then Text (Windows) from the File
menu (fig. 4.21), find the file you
want to place, and double-click its
name. The Select tool will change to a
Place icon. Click and drag the icon to
create a column.

Lotus 1-2-3

Select a cell in which you want the
text to appear. Choose Import From
from the File menu (fig. 4.22). Find
the file and double-click on its
name.

Persuasion

From the File menu select Import
Text (fig. 4.23). You can only use text
that has been saved as Text Only text
format with another program.

Creating Columns

Word

Choose Columns from the Format
menu where you can select a Preset
column, type the number of columns
you would like, or type specific dimen-
sions for each column (fig. 1.4.42).
You can also use the Column tool at
the top of the toolbox. To see the
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A Edit Worksheet
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Figure 4.22 You can import text to

use in a Lotus 1-2-3 spreadsheet with
the appropriate command.
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Figure 4.23 Textfor
use in a Persuasion
presentation can be
easily imported.
Double-click the file’s
name when you find it.
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Preview
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Figure 4.24 In
Word, simply select

columns you want

effect of your column changes, choose
Page Layout from the View menu.

WordPerfect

Click the Columns tool button at the
top of the work area to create as many
columns as you want (fig. 4.25).

PageMaker and FreeHand

Click and drag from the Text tool to
create any number of columns of copy
at any width and length. In PageMaker,

Mo Colurnns =

v Mo Colurnns
2 Colurmnns

4 Colurmns
S Columns
Other...

Figure 4.25 Pull down from the
Columns tool button to select the
number of columns you want for
your WordPerfect file.
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Figure 4.26 In PageMaker, you can type the number of columns you need in the Column Guides dialog box.
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Figure 4.27 Display the
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QuarkXPress work area so that you

can type the number of columns
you need.
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you can also select Column guides from
the Layout menu (fig. 4.26a) and type
the number of columns you want on a
page (fig. 4.26b). Make sure the guides
are displayed by selecting Guides from
the Guides and Rulers pull-down menu
under the layout menu.

QuarkXPress

You can create columns in the Setup
dialog box when you create a new doc-
ument. You can also create columns on
a master or blank page by selecting the
Text tool and making a single column
the entire length and width of the
page. If it is not displayed, select Show
Measurements from the View menu
(fig. 4.27a). Make sure you select the
column. In the Cols section of the
Measurement palette, type the number
of columns you want (fig. 4.27b). Click
on the column to see the result. You
can also select Modify from the Item
menu to see the Text Box Specifica-
tions dialog box where you can type in
the number of columns you want in a
selecred rext box. When you create or
place text in this text box, it will
automatically divide into the number
of columns you designated.

CorelDraw

From the Text menu, select Frame.
Type the number of columns you
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Columns -

MNumber of Columns: |3 %

| [X Equal Column Widths
\

= Frame Attributes

Figure 4.28
You can select

the number of

| Width [163 & [inches

Gutter: | 0.00

columns for your
text within the
frame Attributes
! dialog box in
‘ CorelDraw.

want to have on your page in the
Frame Attributes dialog box (fig.
4.28). Click OK.

You can also click and drag from
the Text tool to create any number of
columns of copy at any width and
length.

Hlustrator

Use the Text tool to create your initial
column. Select Import Text from the
File menu to place text in the column,
or create your own body copy. If you
have more text than the column can
hold, at the bottom-right of the col-
umn will be a small box with a dot
(Macintosh) or a plus sign (Windows)
in the center (fig. 4.29a). Click outside
the text column with the Select tool
to de-select it. With the Text tool,
click and drag to create another col-
umn. Click the Select tool again. The
new column will still be selected. Hold
the Shift key down and click the first
column to select it. Choose Link
Blocks (Macintosh) or Link (Win-
dows) from the Type menu and addi-
tional text moves to the new column
(fig. 4.29b and c).

For the Macintosh version, there is
an alternative method. From the Fil-
ter menu, select Text, then choose

Fab aliquando fubexefa uentos admifent aefiuan fes, a
Fﬁ:bquos idonea flammae materies hcanderetur,

s, unde mccendia oviantuy Aetnas tuas, Habe
nunc quornodo etiam orta perdurent, In Eo uidem
nolo ego teillud admirari, quod uulgus folet, Magnu
effe falicet tantras flammes, tam Immen fos 1
poft hominum memoriim fem per habuiffe, Quo
alereutur, Quid eftenim magnum ipfimagiftrae
rerwm orniw, Ex parentinatirae, quid arduum,
Quid illa tandern non poteft, Qui Hellas qui folam
quicoeliconuena, Quiterras omnes acmaria qui

li!l:l’ Filter Window Fab aliquando iumefauenhs gdm.iieritdaech.Emhes,

& szbquos idonea masmateries ncanderetur,
Size 4 es,uﬁde;‘u:cmm o:amm:a.f:\etntaelh.lae. Ha}:’f
i nunc quornodo etiam orta perdurent, In quo quidem
Leading b ol epn te il adriraiss g oloms talet. Magou:
Alignment 4 eﬁ? ﬁlc-ﬂ et tantras ﬂm‘nmagf:n’n im};nhenﬁifoes
i oft hominum memorim et Tebuiffe, Quo
| Tmc'f'“g"' o i ey Quid eftenim magmpum ipfimagifteae
Spacing... #4540 rerurn omnid, B¢ parentinabizae, quid axdium,

Quid lla tandem nion poteft. Qui ftellas qui folam
quicoeliconuexa, Qul terras omnes acmaria qui

Character... ®T
Paragraph... #4P

mundum den
ip fum, Qui
nihil e

admirabilius,
Uelpo tus
extea quem
nihi et

< Quod

Link Blocks

Figure 4.29 Afier you create an initial text box with Illustrator, make a
second column of text by using the Link Blocks command.
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Figure 4.30 In the Macintosh version of
Hlustrator, you can type the number of columns
you need in its Rows & Columns dialog box.
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Figure 4.31 Select the
style of column you want in
HyperCard by selecting the

Field tool (), double- b

THE FUTURE 1S MNEW

clicking a text box (b); and
making a selection in the
pull-down menu (c).

%

Transparent
Opaque

: v Rectangle

Shadow
Scrolling

Rows & Columns (fig. 4.30a). Type
the number of columns you need (fig.
4.30b and c). Click in the Text Flow
graphic to direct the way text is en-
tered in the columns. You may also

want to choose Preview and Add
Guides. Click OK.

Excel and Lotus 1-2-3

Each cell along the horizontal axis is
its own column, so in a sense, the
columns are already created for you.

Director

From the Window menu, select Tools,
then choose the Text tool. Click and
drag the Text cursor to create as many
columns as you need on the Stage. As
long as there is some text in the col-
umn that you create or place, the col-
umn will remain.
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HyperCard
Select New Field from the Objects T bl Fio ¢ toae. Habe
menu. Repeat this procedure for as aliguando aliguando mne
many columns of text as you need. The fubexafa uantoe futexsfa usntos fuormodo
style of column can be chosen by se- aclriferit a.d;nﬁent Fam
lecting the Field tool from l:l.ie Tools %ggzmi;:ﬁ:f a;muf%fﬁg i pzfdtxe . In
menu (fig. 4.31a), double-clicking a ﬂg . flasimmae oo quidern |
Text Field (fig. 4.31b) and using the i materies foloegote !
Style pull-down menu to decide upon 22 i i incanderetur illud
Transparent, Opaque, Rectangle, Shad- Hilisd s Habesﬁde adﬁ‘ﬂ‘:;':ﬁ]gus
ow, or Scrolling columns (fig. 4.31c). inccendia mmj: ::u: A&at - q _____________

oriantur Astnaz

Other programs

Creating columns of text is not
recommended.

Sizing and Moving Columns

Word

To resize a column, choose Columns
from the Format menu or the Col-
umn tool at the top of the toolbox
and make a change in your original
column decision.

WordPerfect

Change the number of columns by
clicking the Column tool button at
the top of the work area.

PageMaker and CorelDraw

Whether you create text with Page-
Maker or place text created in another
program, a column can be sized and
moved to meet your graphic design re-
quirements. Use the Pointer tool in
the toolbox to select the column. Click
and drag from the lower-right sizing
handle and change the size of the col-
umn. If all the text is shown in the col-
umn, the Window Shade icon in the
lower-center will be empty. If there is
more text that is not shown, the Win-
dow Shade will show a downturned

¥

N

Figure 4.32 PageMaker and CorelDraw both resize and move text
columns the same way. Click and drag from the small sizing handle to
change the size of a column or click and drag the down-turned arrow to
create a differently sized text box. When you click and hold on a text box,
the Move icon will appear. Drag the text to where ‘you want it.

arrow (fig. 4.32a). Click and drag on
the arrow to show all the text. Click
once in the arrow to place the rest of
the text in another column. You will
then see the Place icon (fig. 4.32b).
Move the mouse where you want the
rest of the text to begin and click.

In CorelDraw, the Window Shade
icons in the lower and upper center
will appear to always be empty. Never-
theless, you can manipulate columns
the same as you can in PageMaker.

To move a column, simply move
the Pointer tool anywhere inside the
column, click and stay clicked until
you see the Move icon (fig. 4.32c).
With the mouse still clicked, drag the
column to the other location.

QuarkXPress

A column is sized a?d moved the
same way as in PageMaker except that
additional text in a box is indicated by

an X icon at the end of the text shown
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Figure 4,33 Use
QuarkXPress’s Item tool
and click and drag a small
sizing handle to resize a
column of text.
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Figure 4.34 To move text
to another column in
QuarkXPress, create a new
text box, click the linking
tool, click the original text
box, and then click the
approximate location of the
new text box.

The
o quick
=| brown | !
[9%¢
= fox
_|_
N

jumpedE

(fig. 4.33a). Click and drag from the
lower-right handle (the cursor will
change into a pointing finger) to
change the column’s size (fig. 4.33b
and c).

If you want text to run down anoth-
er column, create a second, empty col-
umn (fig. 4.34a). Select the Linking
tool, click inside the first column with
the text (the marching ants will ap-
pear). Click the approximate location
of the other column. When you let go
of the mouse button, a linking arrow
quickly appears, vanishes, and the text
will show up in the second column
(fig. 4.34b). Repeat the process for as
many columns as you need.

To Unlink columns, select the Un-
linking tool (fig. 4.35a), click on a col-
umn until the arrow appears. Click at
the end of the “feather” part of the ar-
row and the columns will be unlinked
(fig. 4.35b).

To move a column, select the Item
tool. Click and drag from the center
of the column.

FreeHand

To resize a column, click and drag
with the Pointer tool on any corner
handle of the column (fig. 4.36). To
move the column, click and drag with
the Pointer tool in the middle of the
text to move it to another location.
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Hlustrator

To resize a column, choose the Direct
(or empty arrow) Select tool in the
toolbox. Click on the text block, but
be careful not to select any baselines
(click the cursor just to the left of the
column) (fig. 4.37a). Click and drag
from the middle of a vertical or hori-
zontal line of the column box to
change the size of the column (fig.
4.37b). If you click and drag from a
corner column, you can get an unusu-
ally shaped column. To move a col-
umn, choose the Select tool and click
just below the last line of the copy to
see its baseline. Click and drag a han-
dle or baseline of the column to move
it somewhere else. With the Filled-in
Select tool and the Shift key down,
click on more than one column’s

| HEEREEEEEEEEE
T
O
=z
=

Figure 4.35 To separate columns of text in QuarkXPress, click the
Unlinking tool. After you click the “Feather” part of the arrow, the two
coluwmns will be separated again.

baseline text to select them all. You

can then move all of them at once.

Use the Empty Select tool to move a Figure 4.36 With the Pointer tool

single column. [} The quick | selected in FreeHand, click and draga
=1 rown fox corner of a text box to resize it.
Photoshop :
. . . . o umped over
Text manipulation with Photoshop is e, & lazy dog.
not recommended. However, text cre- m—
ated with the Text tool can be easily WIEN 0
moved when it is first inserted in a pic- T2~
ture. New text will appear to “shim- | @),
mer.” Move the I-Bar cursor close to
the shimmering text and the cursor
will change to a Pointer tool. Click and
drag the text to another area. Be care- " ; Egn sh&um %3 E_L ‘? aliéum & Figure 4.37 Use
. exefauentos exe ) ,
ful. The‘? 15 1o ‘;’“_SY Wy tofemloye admiferit seftuantes uentps the Direct Pointer
t ;
B e i as materies aefhuantes, per tool in Hlustrator to
incanderetuy, Habes, El;?‘sidmea h e
Excel unde mecend i mae change the shape of a
oriantur Aetnae fuae, materies et b P
B . - Habenunc quomode incanderetuy, 3
or text in a chart, double-click the et Hebes;unde Py 5
chart to sel : lick th lick perdurent. In quo mnccandia e
elect it. Click the rext. Clic Elfuﬁm nolo ego te bt
and drag the text to a new position uuéﬁfﬂﬁfh e & it ﬂo’m dickitton
ithi affe feilic et tan tras _ _
within the chart. i e OB horizontal line of the
fos yznes poft ——
homInum text box and move
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For text created with the Draw Text
tool, select the Pointer tool and click

alereutur, Quid eft
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Figure 4.38 Lotus 1-2-3 allows you to change the size of a text box on
Yyour spreadsheet by clicking and dragging from a corner handle. To move
a text box, click and drag from inside the column.
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Figure 4.39 After you select the cell with text and move the cursor to the
top, text in Excel and Lotus 1-2-3 can be corrected in the top text display
window. When you have made your changes, click the Checkmark button.

_ EH;DC'( Teut

. on't Wrap
Figure 4.40 You can
prevent a HyperCard
user from changing copy
in a text box by locking
the text field.

and drag from a corner handle to re-
size the column (fig. 4.38a). To move
the column, click and drag from the
inside of the column (fig. 4.38b).

. Director

Select a column of text. Click and drag
from a text box handle to resize the col-
umn. Click and drag from any line
around the column of text to move it.

Persuasion and PowerPoint

Select the Pointer tool and click in the
middle of the text and drag it to a new
location on the slide.

HyperCard

With the Text Field shimmering (use
the Field Tool in the Tools menu and
select the text), click and drag from a
corner to resize the column. To move

it, simply click and drag the cursor
from the middle of the box.

Correcting Typographical
Errors

Typographical errors for all the pro-
grams except Excel and Lotus 1-2-3
are fixed with the same method: Select
the text tool or text cursor and move
the mouse to the desired location in
the column. Use the keyboard keys to
make the necessary changes. When us-
ing Photoshop, typgraphical errors
can be corrected only in the Type dia-
log box as explained in “Creating
Text” on page 67.

Excel and Lotus 1-2-3

Select the cell with the text in it, move
the mouse to the top text bar where
the copy is repeated, make changes,
then click the Checkmark button
(fig. 4.39).

Director

For text created with the text tool
from the Window menu, double-click
a text cast member in that window
and highlight any part of the text you
want to edit. Close the window by
clicking the top-left control box.

HyperCard

If a Text Field has been locked to pre-
vent editing, select the Field tool from
the Tools menu, double-click the
field, and de-select the Lock text but-
ton (fig. 4.40). Select the Finger select
tool from the Tools menu, move the
cursor to the text field and click to
add, alter, or remove text.

Making Font Changes

For most of the applications in this
workbook, you must highlight any
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Figure 4.41 Many programs allow you to highlight the text and make changes to it
from the toolbox selections.
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Figure 4.42 Make font
changes in WordPerfect
with the text tools at the
top of the work area or in
the Character Format
dialog box.

text—from an individual letter to
all the copy in a column—before
you can make any font changes.
To select all the text in a column,
click the cursor once in the column
and press Command-A (Macintosh)
or Control-A (Windows) to high-
light all of the copy. Once the rext
is highlighted, you can make
changes with command keys or by
the click, drag, and select technique
from the various menu and toolbox
choices.

Word, WordPerfect (Windows), Excel,
Persuasion, and PowerPoint

Highlight the text (fig. 4.41a) and
make changes to the font with the
toolbox selections at the top of the
work area (fig. 4.41b and c).

WordPerfect (Macintosh)

Click the Font tool button at the top to
show the text tools to make changes
(fig. 4.42a), or open the Character For-
mat dialog box and make selections that
will alter highlighted text (fig. 4.42b).
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Figure 4.43 Highlighted

text in PageMaker and CorelDraw can be

altered in the Type dialog box.
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Figure 4.44 The Text palette in QuarkXPress can be used to change
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Type toolbox.

Figure 4.45 Text in FreeHand is altered by making selections in the

Figure 4.46

In Hllustrator, font changes
are made in the Character
dialog box.

LT Filter Window
Size 1 4
Leading | 3
Alighment 1 4
Tracking... #4K
Spacing... %40

Character...
Paragraph...

b[&

Character

Font:|Palatino

=

I[ Rornan

Size:a

Leading:a D Auto leading 3

PageMaker and CorelDraw

Highlight the text with the Text tool
and use Command-T (Macintosh) or
Control-T (Windows) to display the
Type Specifications (PageMaker) or
Character Accributes (CorelDraw) dia-
log box to make font changes
(fig. 4.43).

In PageMaker, select the Control
Palette from the Window menu. Click
a Type Arttributes button with the rext
highlighted ro make changes.

QuarkXPress

Select Show Measurements from the
View menu to include the Text palette
on your work area. With the Content
tool selected, you can make a variety
of font changes when your text is
highlighted (fig. 4.44).

FreeHand

Use Command-T (Macintosh) or Con-
trol-T (Windows) to display the Type
toolbox to make font, style, and size
changes, or press the Text tool in the
Inspector window to make other text
adjustments to highlighted text
(fig. 4.45).

Illustrator

Select a column. From the Type menu,
select Character (Macintosh) (fig.
4.46a) or Type Style (Windows) to dis-
play the Character window on the work
area and make changes (fig. 4.46b).
Ilustrator also offers sophisticared
altering of text attributes. From the
Window menu, select Show Paint
Style if the Paint Style palette is not
shown on the screen (fig. 4.47a). With
the text selected and Auto checked in
the palette, click the Fill and Stroke
icons and the black filled color to cre-
ate a boldface appearance (fig. 4.47b
and c). Select the Stroke icon, then
the empty icon to display a typeface in
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& Window b THE FUTURE IS NEW Figure 4.47 Illustrator

New Window Gioannan 0 Paint Style allows you to treat text as if
e it were a picture. Display

Hide Toolbox . D O W the Paint Style palette on
Show Layers ; e H— your desktop and make

Show Info i

: e ol A1 changes to your selected text

Show Paint Style S ;

Shanr Gradibit by clicking the Fill and

Stroke icons and options in

: S . the dialog box.
¢ THE FUTURE I8 NEW ¢ THE FUTURE 18 NEW ;
EEE g ~ Paint Style @ S Paiat Style
B0 .. 0O =
N Tt i . Tt
its regular fonrt or select the Fill icon =— stylefont =——— Figure 4.48 Click
and then the empty icon with Stroke . 2 on a cell in Lotus 1-
set to the black filled color to display ) ;i 2-3 and select Font
; Bl Helvetica B...| & g plain [ Underline
the outline of the text (fig. 4.47d). | O eot O Shodow from the Style
Chicago O 1tali Cond 4 menu to make
Lotus 1-2-3 Couriar alic [ Condense . sl A
) ) Geneva -] [ Outline [J Extended COARETS 0 HIB.0e%;
An entire line of text in a cell is in the Style Font
changed by clicking on the cell and size:[100 | [] (Reset | dialog box.
selecting an attribute in the Style
toolbox or from the Style menu. Sample 123 '
Select Font and make changes in the ( Show In Menu ) 0K
Style Font dialog box (fig. 4.48).

You can highlight and change indi-
vidual letters or words with text
created with the text tool in the Draw

toolbox. ' Figure 4.49 To create the
it roopy effect in Director in which
A Copg Matte ;
Director | Blgnd Transparent text appears above a
[ ————
As long as the text was not creared a""‘“'-*'“‘“‘ , m}%vem F background pattern or
with the paint tools, you can edit it. ﬁh:ﬁé image, choose Transparent
. ot Copy
Select the text, and click and drag to Kisk Trapspscent from the Ink pull-down
~ 1 1 w Not Reverse ments.
highlight the part you want to i
change. If you want a text effect in Mask
4 Elend
which the words appear transparently et
on a background, select the text cast Lightest
. Add
member that has been placed in the A
Score. In the Score window, from the Subtract
b | Subtract Pin

Ink pull-down menu (fig. 4.49a),
choose Transparent (fig. 4.49b).
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é’d%eﬂ?kff ll)fﬁ"e List Bullet* to the text (fig. 4.50).
tyies diaiog box. Normal*
part head Netscarip
body copy + underline P
You have limited control over the style
and size of typographical elements in
Netscape. See the step-by-step guide for
= network interactive multimedia (page
317) to see some of the program com-
b _ A mands required for font alterations.
Edit style
Nater | | .
7 _ Setting Text Styles
Type...
Newt style: T PageMaker

bod: t: bod der i s :
ot S Set styles for various text items by se-

lecting Define Styles from the Type
menu. Select a style in the Define
Styles dialog box, then the Edit but-
ton or select the New button to create
a new style that you give a unique
name (fig. 4.51a). Click the Type but-
ton and make your choices. Click OK.
You can make other text decisions by

Tabs...
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m Style Item Pagt Style Sheets for Document! Figure 4.52 wai pel?
Can't Undo 5 T create text styles in the
fAiny Name Vou i« P QuarkXPress Style
= ew en .
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e your styles uniqie
Paste 1] Normal iamyes i q
Clear [Duplicale] [ Save ]
Select All %A
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— Leading: auto; Space Before: 0"; Space After: 0" Next Style: Care to Give;
Show Clipboard

clicking the other buttons on the
Define Styles dialog box (fig. 4.51b).
Keep clicking OK to save your
changes. From the Window menu se-
lect Style Palette to show the styles on
the desktop. To change text to a new
style, highlight the text, and click a
style in the Style palette.

QuarkXPress

Set text styles by selecting Style Sheets
from the Edit menu (fig. 4.52a). Select
a style in the dialog box, then click the
Edit button or select the New button
to create a new style that you give a
unique name (fig. 4.52b). Click the
Character button and make your style
choices (fig. 4.53). Click OK (fig
4.54a). You can make other text style
choices by clicking the other buttons
(fig. 4.54b). To save your decisions
click the Save button. From the View
menu, select Show Style Sheets to
show the styles on the desktop. To
change text to a new style, highlight
the text, and click a style name.

Edit Style Sheet
Name:

[heading] ]
R
|

Keyboard Equivalent:

Based on:
Nest Style:

Self;

Character

Palatino; 12 pt; Plain; Black; Shade: 100% ; Track Amount: O; Horiz Scale:
100% ; Alignment: Left; Left Indent:0"; First Line: 0"; Right Indent: 0";
Leading: auto; Space Before: 0"; Space After:0"; Tabs: 0.25"; Next Style:

Formats

Tabs

Figure 4.53 Use QuarkXPress’s Edit Style Sheet dialog box to name a
text style, and select buttons to change character, format, rule, and tab

configurations.
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Figure 4.54 Make text style, font changes, and alignment configurations
when you select the character or format buttons in the Edit Style Sheet

dialog box in QuarkXPress.

Using style sheets to format your
typographical decisions will help you
work faster and make your work look
more professional. Be sure to com-
plete the step-by-step guides with ei-
ther program so that you will get
practice with style sheets.

Coloring Text

See the section “Printing Color” on
page 62 for a few more details on the
color process.

You can save a tremendous amount
of money for your organization if you
use only one color for your publication.
Although it may seem thart such a re-
striction is too limiting, you can actually

give the illusion of more colors being
used in your layout by using various per-
centages of black for the color. By using
tints of the color you get a more colorful
document without incurring additional
cost. Note the following tinting instruc-
tions for PageMaker and QuarkXPress.

Word

Highlight the text to be colored. Se-
lect Font from the Format menu.
From the Color pull-down menu se-
lect a color and click OK (fig. 4.55).

WordPerfect

Highlight your text. Click in the Text
Color pull-down menu in the Font
toolbox and pick a color (Macintosh),
or select Font from the Layout menu
and click in the Color Oprtions pull-
down menu and choose a color (Win-
dows) (fig. 4.56).

PageMaker

You must complete this procedure for
every color you want to use. From the
Element menu, select Define colors. If
you want to create your own color to use
in your document for text, select the
New button. Most likely you will want
the Spot and CMYK buttons checked
for printing your work in color. Click
and drag in the Libraries arrow to select
a color library (fig. 4.57a). You can create
your own color by sliding the CMYK
bars to the left and right. You can also
create a custom tint by clicking the Tint
button, selecting a color from the base
Color pull-down menu, and sliding the
tint bar to a percentage. Be sure to name
a custom color or tint (fig. 4.57b). When
finished, click OK, and the color is
added to the base color list. Click OK.

Use Command-K (Macintosh) or
Control-K (Windows) to display the
Color palette on your work area. Click
a color (fig. 4.57c). You will see the
text you highlighted in that color.
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Figure 4.55 Color your text in Word by making a choice in the Color pull-down
menu within the Font dialog box.
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Figure 4.57 Select a color libvary in the PageMaker Edit color dialog box, then choose
a specific color from a library’s list. The name of the color you choose wilﬂ| appear in the

Colors palette.
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Figure 4.58 Highlight
your text and select a color
from the QuarkXPress
Colors palette.
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Figure 4.60 [n FreeHand you can add
specific colors from a color library’s list by
selecting the Options pull-down menu in the
Color list palette.

QuarkXPress

Highlight the text to be colored.
Select Show Colors from the View
menu to see the Colors toolbox (fig.
4.58a). Press the Text icon and choose
a color below it (fig. 4.58b). If you
want a tint of the color, click in the
percentage menu in the Colors tool-
box. If you want the background of
the text to be colored, select the fill
icon and a color.

To create a new color, from the
Edit menu, select Colors (fig. 4.59a).
Select the New button (fig. 4.59b).
Click in the Model section of the
dialog box to select a color library—
preferably, Pantone Process—from
the pull-down menu (fig. 4.59c). If
you know the number of the Pantone
color you want to use, type the Pan-
tone number in the Panton No. Box
at the lower right (fig. 4.59d). In a
few seconds the color will appear in
the dialog box. Otherwise, you can
scroll through the list of colors and
select one. Click OK, then select the

Save button in the Colors dialog box.
The color is added to the Colors
palette.

CorelDraw

Select the text with the Pointer tool.
From the View menu, select Color
Palette. Click on a color palecte li-
brary, and select a color from the list
at the bottom of the work area ).

FreeHand

Make sure Preview or Command-K
(Macintosh) or Control-K (Windows)
is checked in the View menu to see any
changes you make to the colors. Be-
fore you can use any color, you must
add the color to the Color List win-
dow. Display the Color List on your
work area by pressing Command-9
(Macintosh) or Control-9 (Windows)
(fig. 4.60a). Click and drag from the
Options pull-down menu in the Color
List to choose a color library (fig.
4.60b). Once in thar particular library,
choose a color (use the scroll bar to see
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Figure 4.61 In

FreeHand, you can make
shades of a color by sliding
the bars located within the

Color Mixer palette.

Figure 4.62 In [ Paint Style P
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all cthe choices) by selecting it or type
its number in the box at the top and
click OK. The color is added to the
Color list at the bottom. Highlight
the text you want colored. Click the
name of the color in the Color List to
color the text. Select the Pointer tool
and click outside of your highlighted
text to see the result of your color
changes.

You can also make a custom color
within the Color Mixer. To display the
Color mixer on your work area, press
Command-Shift-C (Macintosh) or
Control-Shift-C (Windows). Click a
button at the top or move the color
control bars to the left or right to
make a custom color (fig. 4.61). When
you have a color you like, pull-down

from the Options menu in the Color
List window and select New. This new
color will appear in the Color List
window at the bottom and can be
used like any other color: highlight
your text and click on the color.

Hlustrator

Highlight the text to be colored. Press
Command-I (Macintosh) or Control-I
(Windows) to display the Paint Style
palette (fig. 4.62). For Macintosh,
when you move the cursor to the col-
or square at the left, it turns to an eye-
dropper icon. Select a color by
clicking in a box. Keep the Auto box
checked. When you de-select the text,
it will display the color you picked.
For Windows, double-click the color
box and pick a color.

Photoshop

For printing purposes, you will want
to select CMYK Color from the Mode
menu. For color presentations on the
computer, use the RGB Color mode.
Click the Foreground color in the
toolbox (fig. 4.63a). In the Color
Picker dialog box, click the Custom
button, and make a Pantone color
choice (fig. 4.63b and c). Click OK.
The color you select will appear in
the toolbox. Text that you subse-
quently create will be displayed wich
that color.

Excel
Highlight the text, and use the Font

Color tool in the toolbox at the top of
the work area (fig. 4.64).

Lotus 1-2-3

You can color text and its back-
ground. Select the text tool, and
highlight a line of text or click to
highlight a cell with text in it. Click
and drag from the Text Color window
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Figure 4.63 Click Photoshop’s foreground or background icons located at the bottom
of the toolbox, select the Custom button, then make specific color choices within a
particular color library (or book) in the Custom Colors dialog box.

in the Style toolbox and select a color
(fig. 4.65a). To choose a background
color for cell or text box text, click and
drag from the background interior
color selection window and choose a
color (fig. 4.65b).

Director

In the Paint window, type a line of
text. Click the foreground (text color)
and choose a color from the pull-
down list (fig. 4.66). As long as the
text is highlighted, you can change
the color as you wish. For text created
with the Text toolbox, either decide
on a foreground and background col-
or before you type, or highlight the
text and pick your colors after the text
has been written in the Tools box.

To change to another color palette,
double-click the Bits box at the bottom
of the Paint Window toolbox. Click in
the Color palette pull-down menu to
choose from a variety of color schemes

”".'.?.'.”‘.}
IIIIHw EL-

III i

ﬁutomatlc i

|_Bor

(2 S

Figure 4.65 Text color in Lotus 1-2-3 is selected from a button at the top
of the vertical toolbox (a), and a cell’s background color is chosen from the
tool near the bottom of the vertical toolbox (b).

100% M Figure 4.64 Textin
0% Y Excel is colored using the
0% K Font Color tool.
K2
a #0 Style £ b Interior
Text
IEG TexvSolor: 255-

Background: O I

!
B

Figure 4.66 In Director,
choose the foreground or
background tool in the
Paint window’s toolbox to
select a color.
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Figure 4.67 Director allows you to change color libraries (or systems) in
its Transform Bitmap dialog box, which is accessed through the Bits button
of the Paint Window toolbox.

Figure 4.68 Select the Persuasion Text
tool, then click on a color below it to color

highlighted text.

Title  Emphasis
Subtitle  dcoent 1
|Body | Accent !
Fin

Line

(fig. 4.67). But once you make a palette
choice, all previously created work will
change to that palette.

Persuasion

Highlight your text. From the Show
menu, select Colors to display the
Colors window on the desktop. Select
the Text tool in the Colors window
(fig. 4.68). Choose a color and click in
the work area to de-select your text to
see the effect of the color change.

PowerPoint

Highlight your text. Click and drag
from the Text Color tool in the top
of the toolbox and select a color
(fig. 4.69).

HyperCard

Although you can’t color text, you can
color its background. Color must be
installed from the Color Tools stack
that comes with the program. Select
Open Coloring Tools from the Color
menu (fig. 4.70a). Select a column of
text. Choose the text field button.
When you click on a color, the col-
umn will change to that color (fig.
4.70b). When finished, select Close
Coloring Tools from the Color menu
to return to your original card view.

Netscape

Colored text should be reserved for
hypertext links wichin a file. See the
step-by-step guide for network inter-
active multimedia on page 317 for
details.

Deleting Text

For almost all the programs discussed
in this workbook, you can delete high-
lighted text or whole columns of type
that have been selected with the
Pointer tool by using the Delete key
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Figure 4.69 Use the text Color tool
in PowerPoint to make color changes
to highlighted text.

(Macintosh) or left arrow key
(Windows) if you don’t need the text
or Command-X (Macintosh) or
Control-X (Windows) if you want to
paste it in another location (fig. 4.71).

QuarkXPress

To delete highlighted text within a
column, use the Content tool and the
Delete key (Macintosh) or left arrow
key (Windows) if you don’t need the
text or Command-X (Macintosh) or
Control-X (Windows). To delete a
whole column, select column wich the
Item tool, and then the Delete key
(Macintosh) or left arrow key
(Windows) if you don’t need the text
or Command-X (Macintosh) or
Control-X (Windows).

Photoshop, Director, and HyperCard

Text created in a paint or drawing
window can only be deleted by using
the lasso, rectangular select, or eraser
tool (fig 4.72a-c).

In Director, for text created with
the Text command from the Window
menu, highlight the copy and press
the Delete key (Macintosh) or left ar-
row key (Windows) or Command-X
(Macintosh) or Control-X (Windows).
For Paint window text, use the eraser,
lasso, or rectangular select tool.

Ll Color
Open Coloring Tools
Redraw Screen

Figure 4.70 Ifyou have
installed the Color menu in
HyperCard you can work
with colored backgrounds for
your text through the
Coloring Tools dialog box.

Insert Format
®2
A

Uiew
Undo Font
Repeat Formatting

Copy

Clear
A

Clear
Select All

Figure 4.71 Most programs
allow you to delete highlighted
or selected text with the Cut
command.
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Figure 4.72 With Photoshop, Director, and HyperCard, text can be
deleted with the lasso (a), rectangular select (b), or eraser tool (c).
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Print Preview Figure 4.73 In the Word Document Layout dialog box, you can make
Print... %P margin changes.

1L Tools Tab

Hide Ruler #R
Hide Button Bar

Figure 4.74 Make
margin changes in a
WordPerfect file through
the Layout menu.

For text created with the text tool
on the Srage, click in the Score where
the text cast member was added to the
frame and channel and press the
Delete key (Macintosh) or left arrow
key (Windows) or Command-X
(Macintosh) or Control-X (Windows).

Creating Margins

Word

Select Document Layout (fig. 4.73a)
from the File menu (Macintosh) or
Page Setup from the File menu
(Windows) to set margins (fig. 4.73b).

WordPerfect

Select Margins from the Layout menu
(fig. 4.74). Set the margins in the dia-
log box, and click OK.

PageMaker, QuarkXPress, and
FreeHand

Margins are created in the set-up dia-
log boxes that are presented when the
application is started.

CorelDraw

If not already shown, click and drag
from the Text tool to the right to se-
lect the Paragraph text tool. Select the
column with the Pointer or Text tool.
From the Text menu, select Para-
graph, then choose Indents. Type a
value in the left and right margin box-
es. Click OK (fig. 4.75).

Other Programs

Creating margins is not possible or
not recommended.

Creating Tabs

You should avoid using the Space bar
to create tabs because the lines of
copy might not align properly wich
such a method.

Word and WordPerfect

Select Ruler (Macintosh) or Ruler Bar
(WordPerfect, Windows) from the
View menu (fig. 4.76a). Click in the
ruler to create a rab (fig. 4.76b). Click
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dialog box.

Cancel

Figure 4.75 In
CorelDraw, you
can change margins
in the Paragraph

and drag on the tab icon if you want
to move the tab to another position
on the ruler. To delete a tab, click and
drag the icon out of the ruler and re-
lease the mouse button.

PageMaker and QuarkXPress

In PageMaker, highlight text and use
Command-I (Macintosh) or Control-I
(Windows) to see the Tabs dialog box
(fig. 4.77a). In the ruler above the text,
click where you want a tab to be
placed. When making numerous tab
settings as with a table, always select
Apply to check the location of the tab
before setting the next one. When you
are satisfied with your selections, click
OK (fig. 4.77b) and your highlighted
text will have the tabs you made.

In QuarkXPress, highlight text and
use Command-Shift-T (Macintosh) or
Control-Shift-T (Windows) to see the
Paragraph Tabs dialog box (fig. 4.78).
In the ruler above the text, click the
mouse where you want a tab to be
placed. When making numerous tab
settings as with a table, always select
Apply to check the location of the tab
before setting the next one. When you

a Insert Format

¢ Normal
Qutline
Page Layout
Master Document

Full Screen

Toolbars...

Header and Footer

Zoom...

THl'EkFLITUFIE IS NEWY.

Figure 4.76 With Word and
WordPerfect, click within the
horizontal ruler to set a tab.

Position

‘[0.25 [>]

. 4

> (Reset |

[ Apply | [Cancel |

Figure 4.77 Highlight your PageMaker
text, click in the ruler within the
Indents/tabs dialog box, and click the OK
button to set tabs.
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Figure 4.78 In QuarkXPress, highlight and make Tab changes in the
Paragraph Tabs dialog box.
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Figure 4.79 Double-click a column
of text in FreeHand, and click in the
ruler above the text to select a tab.

Figure 4.80 In
Persuasion, double-click a
text box and click in the
ruler to set a tab.

¥ ¥
| k|1 | 12 | 2

This is My Title

‘. are satisfied with your selections,
| |4l = press OK and your highlighted texc
will have the tabs you made.

Figure 4.81 Use the

: CorelDraw
left and right arrow : . ;
As when creating margins, click and
buttons at the top of the ;
4 drag from the Text tool to the right to
PowerPoint desktop to
select the Paragraph text tool. Select the
remove or add a tab.

column with the Pointer or Text tool.
From the Text menu, select Paragraph,
then choose Tabs. Click in the ruler or
type values in the boxes. Click OK.

FreeHand

If not shown above a text column, dou-
ble-click in the column to see the ruler
window. Highlight text. Click and drag
from the top-left arrow icon and place
it on the ruler where you want a tab
(fig. 4.79). Click and drag the arrow up
to remove the ruler window.

Persuasion

Select the Pointer tool. Double-click
the text to get the ruler at the top of
the text. Click and drag on the small
tab arrows to move the tab positions
(fig. 4.80).

PowerPoint

Select the text, and use the left and
right arrow buttons at the top-right of
the toolbox to eliminate or create tabs
(fig. 4.81).

Other programs

Creating tabs is not possible or not
recommended.

Leading and Kerning

Leading is the space between lines of
type, and kerning is the space between
individual letters.

Word

For leading, select Paragraph from the
Format menu (fig. 4.82a). Choose In-
dents and Spacing. Within the Line
Spacing part of the dialog box, click
the up or down arrows in the At boxes
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Figure 4.82 Make leadiﬁg and
kerning changes from the Word
Format menu.
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to increase or decrease the leading
(fig. 4.82b). For kerning, select Font
from the Format menu (Macintosh),
or from the Format menu choose
Character Spacing (Windows) and dis-
play the dialog box. Click the up or
down arrows in the By boxes to in-
crease or decrease the kerning. Click
OK (fig. 4.82c¢).

WordPerfect

For leading, click in the pull-down
Line Spacing tool in the top of the

toolbox and make a selection (fig.
4.83).

For kerning (Macintosh), click the
cursor between the two letters for
which you want to change the kern-
ing. Select Kerning from the Layout
menu, and display the kerning dialog
box (fig. 4.84). Select Move Together
or Move Apart, and type a value in the
box. Click OK.

For kerning (Windows), highlight
your text and from the Layout menu,
select Typesetting and then choose

Figure 4.83 Use the
WordPerfect Line
Spacing tool for leading
changes.
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Figure 4.84 Use the
WordPerfect Kerning dialog box
from the Layout menu to make
kerning changes.
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Figure 4.85 Display the PageMaker Control m

palette, and click the bottom set of up or down
arrows in the middle of the palette to make
leading changes and the top-right set of left or right
arrows to alter the kerning of highlighted text.

Help...
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Figure 4.86 Leading and kerning
changes in QuarkXPress can be
made within the Measurements
palette.

Word/Letterspacing. Click the Percent
of Optimal button under Letterspac-
ing and Set Pitch higher or lower than
the value shown in the box. Click OK.

PageMaker

Select the Control Palette from the
Window menu (fig. 4.85a). Highlight
your text. Click the up or down ar-
rows to adjust the leading and the left

or right arrows to change the kerning
(fig. 4.85b).

QuarkXPress
Highlight the text. Display the Mea-

surements palette from the View menu.
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Use the up and down arrows for lead-
ing and the left and right arrows for
kerning changes (fig. 4.86).

CorelDraw

As when creating margins, click and
drag from the Text tool to the right to
select the Paragraph text tool. Select
the column with the Pointer or Text
tool. From the Text menu, select Para-
graph, then choose Spacing. Type val-
ues in the Line box for leading and the
Character box for kerning changes.

FreeHand

For leading, with the Pointer tool se-
lected, drag a top or bottom column
handle to make changes (fig. 4.87a).
Drag from a middle handle in a col-
umn of text with the Pointer tool se-
lected to decrease or increase the

kerning (fig. 4.87b).

Hlustrator

Make sure the text is highlighted. For
leading changes with a Macintosh, in-
crease or decrease leading with the Op-
tion key and either the down or the up
arrow key. For Windows, select leading
from the Type menu and select the
leading value in the pull-down menu.

For kerning changes with a Macin-
tosh, increase or decrease kerning
with the Option key and the right or
left arrow key. For Windows, select
Tracking/Kerning from the Type
menu and type a number in the track-
ing dialog box. A value of -100 is tight
kerning, and 500 is loose.

Photoshop

In the Type tool dialog box, type a
number in the Leading and Spacing
(kerning) boxes. Double spaced lead-
ing is usually about half as much
more than the size of the font, and a
moderate kerning effect can be

a e quEk Sown DX bi'he Tuviuare 13 nev&

umped over the lazy r_l

log.
i ! Figure 4.87 In FreeHand, click and drag from
a bottom text handle to change leading and from
the right side bandle to alter the kerning.

Line and paragraph spacing

- Line spacing - - Paragraph spacing -

@Hum - percent ﬂhuue: 1] points

Fmed.- points Beluw: 0 points

Figure 4.88 Line spacing in Persuasion is changed in the Line and
Paragraph Spacing dialvg box.

achieved with a value between 5 and a
10. Create your text in the box at the E‘gmeu Line Height
bottom and your leading and kerning Show Lines
changes will be disPlayed on your b
work area after you click OK. style:
[J Boid
Persuasion [ 1talic
Highlight your text. From the Text L] Underline
menu, select Line Spacing. Click th L1 0utling
, se pacing. Click the ClShadow
Fixed button and type a value (fig. E‘klfondense
4.88). Click OK, and check the result. ClExtend
Make changes as desired. D Group
HyperCard :gu;24'j91 Ir:{'
For leading, select the Field tool from A
changes are made by
the Tools menu. Double-click a text oy T : y
clicking in the Fixed Line
box and select Fixed Line Height (fig. ; ;
: _ Height box, and kerning
4.89a). Click OK. For kerning, select . .
: : of text is accomplished by
the Finger Pointer tool from the Tools -
s selecting either the
menu, highlight the text, press Com-
; ; Condense or Extend
mand-T to display the Text Properties ;
. option from the Text
dialog box, and choose Condense or Piseeitas o bioms
Extend (fig. 4.89b). 8 o0%
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Figure 4.90 The style of a
drop cap or enlarged
opening letter can be
selected in the Word Drop
Cap dialog box.

Ifildu:l@l Tools Table Windou

== Drop Lap &=

Font...

Pozition — e I
Paragraph... - [
Tabs... W=(8 W= il
Borders and Shading... [ i
Columns... _ Drapped  InMargin |
ntase... e
= [Hetveties o Y

Lines to Drap : S '@

Distance from Text: ]gi ) .@

Figure 4.91 In
PageMaker you can use
Aldus Additions to
determine the size of your
drop cap.

= Ilrup cap b

Drop cap

Size: I?_—Ilines ( Apply ] (Remove)

(cancel

Go to paragraph
‘7[ Prev ][ Nent ]

Left Indent: E
Firstline:  [0" ]
Right Indent: [0° ]
[J Lock to Baseline Grid
Ekl]rnp Caps

Character Count: [I

Line Count:

Leading: 12 pt

T

Space Before: ‘

Space After:

[JKeep with Next 9
[JKeep Lines Together

O
O

I

Hlignment:
HEJ:

0K ] Cancel

Figure 4.92 Use the Paragraph Format dialog box to select the size of

your drop cap in QuarkXPress.

Other Programs

Create leading by clicking the text cur-
sor at the end of a line and pressing the
Return (Macintosh) or Enter (Win-
dows) key more than once. This creates
double (or more) spacing. Create kern-
ing by clicking the cursor key between
letters and pressing the Space bar.

Making Drop Caps

Word

Highlight the first lecter in a column
of text that will act as the drop cap or
enlarged letter. Select Drop Cap from
the Format menu (fig. 4.90a). Com-
plete the dialog box, and click OK
(fig. 4.90b). Switch to the page layout
view (from the View menu) to see your

drop cap.

PageMaker

Highlight the letter you want to en-
large. From the Utilities menu, select
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Aldus Additions, then Drop Cap.
Type 3 to make a cap three lines tall,
and click OK (fig. 4.91).

QuarkXPress

Highlight the letter you want to en-
large. Use Command-Shift-F (Macin-
tosh) or Control-Shift-F (Windows) to
see the Paragraph Format dialog box
(fig. 4.92). Click the Drop Caps box to
create a drop cap. Type a number for
the Character count (usually 1) and
Line count (usually 3). Click Apply to
preview the change, then click OK.

Other Programs

With other applications, making drop
caps is not recommended, but you can
highlight the first letter in a text col-
umn and make it a larger size than

the body copy.

Wrapping Text

You will need to have a picture on your
page or frame in order to wrap text
around it. See the section on placing
graphics starting on page 126.

Word

Insert a picture into a column of text.
Click to select the image (fig. 4.93a).
Select the Drawing tool from the tool-
box, then choose the Insert Frame tool
button at the bottom-right of the work
area (fig. 4.93b). Click Yes in the page
Layout View dialog box (fig. 4.93c). A
frame is then created around the pic-
ture with the text wrapped around it.
Click and drag the picture to move it
into the text (fig. 4.93d).

WordPerfect

Insert a picture into a column of text,
and the copy will automatically wrap
around the image (fig. 4.94).

a admirabilius. Uel po tius extra quernr
admiratione intuemur, Nifdem nob
‘fistam 1mprudens fili, Ut tuid putem
éetna eft quod mirum uoces fi rem.

1:ia+ |

i) e | bl

the image (d).

Figure 4.93 In Word,
select a picture (a), click on
the Insert Frame tool (b),
switch to the Page Layout
view (c), and you will see
that text is wrapped around

You are inserting a frame in normal view. Switeh o
page lagout view to see, resize, or reposition the

C frame.

Do you want to switch to page Tayout view now?

o | [ camcel | [ Help |

d rari, quod uulgus folet. Magnu effe frilicet tantras flammas,

pes poft hominum memonum fem}:ner habuiffe, Quo alere
o Ly

um 7 & 7 magnum |
ftrae Z \ ;rerum om
ati é B naturae, q
illa Z 4 tandermn ne
tellas qui % / folem qui
exa, Qui 7 % terras orny
aundum 7 7 deni ip fur
7 admirabili

axtra quem 7 7 nihil eft, (

; Z v

reris faepe 7 7 fine admiz
‘mur, /")/777/27‘/772)'//////)/i’////;’/‘.?////x////f////m/ Nifdemn ne

a miraculum poteft, Caue fistarn imprudens fili, Ut tuid pu
ram refpicimus. Nihil in Aetna eft qued mirum uoces fi ren

In quo quidem nolo ego te ilh
tantras flammas, tam immen

1o tius extra quem nihil eft, (O
dem nobis effe Aetna miracub

Figure 4.94 Simply move a picture
into a column of text to wrap the text
around the image in WordPerfect.
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Test wrap

Wrap option:

Standoff in inches:

Left[0.167 | Right [0.167
Top Bottom [0.167

b FRio aliquando fubexafa uantos admiferit aaftuantas, per
quee idonea flammas materizs incanderetur, Hates, unds

imc endia .................. sassrassans wntur A&tm ula.&
Habe  nunc (Y guomodo etiar
ona percurent ; In quo quidem nolo ago
te o ackondrar ; ;
guod uulgug folet. Magnu affe feilicat
tantras flammas; tarn
immen fos ignespoft hominum

alersutur. Quid aft anim magnum ipfi ma giftrae eoum orandu.
Er parenti naturae, quid axduom. Quid illa tandem non

Figure 4.95 In the PageMaker Text Wrap dialog box,
select the style and standoff dimensions of the text wrap.
Click and drag from the text wrap outline to alter the shape

and size of the wrap.

Figure 4.96 Use the LI Page  Uiew Utilities Runaround Specifications
Runaround Specifications
. i Mode: [1tem]

dialog box in QuarkXPress (ltem]

to make text wrap Runaround... Top: On

decisions. & Left: 1 pt
Bottom: 1 pt [L]
Right: 1 pt [ cancel |

b
=—— Texst wrap =—— PageMdker

Left:
Right:
Top:

Select a picture or other graphic ele-

- Standoff Distances -~

Bottom:

%

ment. Choose Text wrap from the
Element menu. Select the Wrap op-
tion, text flow, and Standoff dimen-
sions (fig. 4.95a). Click OK. The
graphic will now contain a dotted line
with handles around it to indicate the
text Wrap distance. Click and drag the
entire graphic over a column of text to
see its effect in your layourt (fig.

Figure 4.97 Wiap text around an
image using the FreeHand Text
Wrap dialog box.

4.95b). You can click anywhere on the
dotted line with the Pointer tool to
create more handles and click and
drag around the element for an un-
usual shape.
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Figure 4.98 When both a column
of text and an image placed on top
of it are selected, Illustrator’s Make
Wrap command will produce the
desired effect.

a ; - b Fab aliguando fubenefauentos admiferit
Filter Window aeftuan fes , per auos d onea flamnas materes
Size 3 tncanderetir, Habes, unde inccendia orantue
. Aetnae fuae, Habe nunc quomnode etiam oxta
Leading [ 2 gﬁxduxe‘nt. In;un%uzdm?olo g0 tef:f]b.téﬂt \
i miracl, quod uulzus Macnu effe &
Flllgl'll'_l'lent » tan teas 2 flarnnas, tam 1mm en
Tracking... ELK fos knes poft lummu.ﬁ?h
g TEMO 1T ot
Spacing... #40 habuiffe, Quo aleyeutur, Quid
: L = eft enim magnumn ol
magiftras zexu.'m arrniy, Exparentinafurae quid
Character... &T arduum, illa tandern vion poteft, Cui
Paragraph %P ftellas qui la'n qui coeliconuexa, Ouil ferzas
omnes acmaciaquirnundum deni o fum, Oul
— nﬂ eg agmxéazdﬂms Ueflago 11;15 exatéa quem
& M ) o mireris faepe fine admxations
Link Blocks #C0 mbsemuz. Nifdem nobis effe Aetna mzaculum
Inlink Blot U poteft, Caue fistam mmprudens fl1, Uttuid
: putesnam finaturam refprcamus, Nihilin Astna
Make Wrap aft quod mirum woces £ xem,
Release Wrap
QuarkXPress

Select a picture box. Choose Run-
around from the Item menu (fig.
4.96a). Select Item in the Mode pull-
down menu. In the Runaround Speci-
fications dialog box, make changes to
the wrap dimensions and click OK
(fig. 4.96b). When you move the ele-
ment over a text column, the text will
wrap around the box.

FreeHand

Select a picture you want to wrap text
around. Select Text Wrap from the
Arrange menu. Choose the over or
around picture style. Type the Stand-
off Distances for each side of the text,
and click OK (fig. 4.97).

Illustrator

Select a picture and a column of text
by using the Select tool with the
Shift key pressed. Select Make Wrap
(Macintosh) or Make Text Wrap
(Windows) from the Type menu and
the text will wrap around the graphic
(fig. 4.98a and b).

PowerPoint

From the Format menu, select Text
Anchor and click the Word-Wrap Text

~~  Text Anchor

Figure 4.99 The

[ Middie ¥]

Box Margins i

pedor @ |
= oos B |

[T Adjust Dbject Size to Fit Text

[ Word—wrap Text in Objact

Anchor Point: | \“|

PowerPoint Text
Anchor dialog box
contains a small box
that you can check so
that your text will be
wrapped.

in Object square in the Text Anchor
dialog box (fig. 4.99).

Otbher programs

Wrapping text is not available or
recommended.

Checking Your Spelling

You can check the spelling of several
documents, a single story, or an indi-
vidual section or word. Spelling
checkers, regardless of the program,
will allow you to replace the mis-
spelled word or leave it as it is written.
A spelling checker is no substitute for
careful copy editing. Many words can
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Figure %100 ..g ER R R B R TR R XS ERR T SRS
Several pro
Pregnims THE FUTURE IS NEEW
have a Spell Check F—
tool on their a [I-———————— — Spelling: English (US) e
desktops that will Mot in Dictionary : [uEEw |
reveal the Spelling Change To: Inew 5
dialog box, such as Suggestions ! s iy
these in Word. NEED f Al ]
HEWEL I | | Change All
MEWER = r——
MET o (_Aed ) [ sugmest ]
Add Wards Ta: Custar Dictionary VI
b m‘toCurrect] [ Options._. ] [ lindo Las ] [ Cancel ] { Help ]
a ! ) b I i
rTHE FUTURE IS NEEW] [ THE FUTURE 1S (I35
= = Spelling = =3 : Spelling 2 ———
Ready... [ start ;| Unknown word : NEEW
[Repiace[!
Change to: | | (Replace) Change to: [NEW | |Replacef,
NEED
i NEE 1
KNEL i \
Options: [J Alternate spellings Show duplicates Options: fAlternate spellings  [X] Show duplicates
Search document: @ Current publication ) All publications Search document: @ Current publication O Rl publications
Search story: O @ Current story O All stories Search story: (O Selected text @ Current story O All stories

Figure 4.101 You can easily replace a misspelled word using the PageMaker Spelling dialog box.

Cl Utilities

Check Spelli

Ausiliary Dictionary...

HE FUTURE 15 NEEW

Word Count

ng
Total: 4

Unique: 4
Suspect: 1

Document... 365

Check Document

Suspect Word: NEEW

Figure 4.102 The
QuarkXPress Check
::En (Lookup) szl{ing.c?lmmami (Z)
NELW will inttially reveal the
i nuwmber of suspect
Replace with: [NEW | words (b), then allow

you to replace them (c).
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Current Range:  Tewt Block
Unkrown Word:  Neew

AT Spell Check

ChangeTo  [NEB

Dictionary;

Contexl:

[2] [ g ] (Nee
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The Fuive is Neaw

Changa All
el

: —_ﬁl_ti;l.ﬂll }

Figure 4.103 You can quickly
replace misspelled words with the
CorelDraw Spell Check dialog
box.

be spelled correctly, yet be the wrong
word for the context.

Word, WordPerfect, Excel, and PowerPoint

Select the Spelling button in the tool-
box at the top of the work area (fig.
4.100a). Change a misspelled word
identified by the program or add a
word to your computer’s dictionary

file (fig. 4.100b).

PageMaker

Select a text box for spell checking by
clicking on the text with the Pointer
tool. Type Command-E (Macintosh)
or Control-E (Windows) to edit the
story, then Command-L (Macintosh)
or Control-L (Windows) to show the
spelling checker. Click on the Start
butron (fig. 4.101a).

Replace any words that are mis-
spelled. You can ignore or add words
to the dictionary (fig. 4.101b). Once
the whole document is searched, click
inside the small Control boxes at the
top left corners of the Spelling and
Editing windows to get back to your
work area.

QuarkXPress

Select Check Spelling from the Urtilities
menu and Word, Story, or Document
from the menu displayed at the right
(fig. 4.102a). A word count window

appears. Click OK (fig. 4.102b). Sus-
pect words will be shown in the Check
Story dialog box where you can replace,
lookup, skip, or cancel the operation
(fig. 4.102c). When all the suspect
words have been reviewed, the dialog
box will automatically disappear.

CorelDraw

Select the text with the Pointer or Text
tools. From the Text menu, choose
Spell Checker. Click the Range button
to decide on a Word or a Text Block to
check. Click Begin Check and change,
add, or ignore found words. When
you're done, a message box will be dis-
played. Click OK (fig. 4.103).

Hlustrator

For the Macintosh only: Highlight
your text. From the Filter menu,
choose Text, then Check Spelling. In
the Check Spelling dialog box, click a
suggested spelling thar the program
finds, type an alternative, or click
Learn to add the word to the spell
checker’s list. Click Done when fin-
ished (fig. 4.104). The Windows ver-
sion of Illustrator does not include a
check spelling feature.

Persuasion

Type Command-L (Macintosh) or
Control-L (Windows) or, from the
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Figure 4.104 The Check
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THE FUTU

Figure 4.105 Persuasion highlights misspelled words so you can ignore,

change, or add them to the dictionary.

Edit menu, select Spelling. Click the
Start button and change, ignore, or
add words to the dictionary. A Search
Complete dialog box will appear at
the end of the spelling check. Click
OK (fig. 4.105).

Other Programs

There are no spelling checking capabili-
ties available for the other applications.

Animating Text

Director

Click on the Score’s frame and chan-
nel where you would like the text ani-
mation to begin. From the Score
menu, choose Auto Animate, then a
variety of options to the right (fig.
4.106a). Type the text you want dis-
played at the top of the dialog box.
Decide which text style you prefer, the
speed of the animation, and whether
it repeats. The Bullet Chart dialog box
has the most choices (fig. 4.106b). If
you want to have control over a bul-
leted item (as during a presentation),
be sure to click the Advance at Mouse
Click button. Explore all the options
offered to you, and use the Preview
butron to decide if an effect will work
for your presentation.

Persuasion

Wicth the Pointer tool, select a text
box. From the Draw menu, choose
Autoanimate. Set the direction, speed,
and play area for your text. Click the
Preview button to check the effect,
then choose OK (fig. 4.107).

PowerPoint

Create a column of text composed of
bulleted items. Select Build from the
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Sprite Info... 28K
Delete Sprites

Insert Frame ]
Delete Frame £ |

Switch Cast Members #E

Auto Animate

Score Window Options...

Bar Chart...
Bullet Chart...

Credits...

Teut Effects...
Zoom Text...

P—=—- Bullet Chart ==
Title ([ create ||
First Bullet Tent
Second Bullet Text
[ cancel )
rTent Formats:
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Ending Delay: [0 S0 seconds T
Help
b

Figure 4.106 Create moving text with the Director Auto Animate
command. Notice all the possible decisions you can make within the

Bullet Chart dialog box.

109

Tools menu. Decide on a color for the
dimmed previous points (fig. 4.108a).
Choose how you want the text to en-
ter the frame with the pull-down ef-
fects menu (fig. 4.108b). Click the
Slide Show icon at the lower-left of
the work area to check the effect.
Click OK.

Making Hypertext Links

Hypertext is the name given to text,
pictures, and buttons that allow a
user to interact with a program.
Hypertext can be clicked so that frame
transitions within a program, links to
other files, or connections to data-
bases around the world are possible.
At the present time hypertext links are
reserved for applications such as
Director, HyperCard, and Netscape.

Autoanimate

Direction:
[ Enter from top @Q
Speed: Sample:

Play area:

Figure 4.107
Persuasion bas
text animation
within its
Autoanimate

dialog box.
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b Randarn Effects

- Build S

Fly From Right

- [X Build Body Text

[ Dim Previous Points:

| B Effest:
[ Fuy From Left |

Fly From Battomn
+Fly From Left

Fly From Top

Elinds Vertical

Blinds Horizontal

Brox Out

Etos In

Chackerboard deross

Checkerboard Down

Figure 4.108 The PowerPoint Build
dialog box provides a long list of text
animation effects.

[rizzolve

Randorn Barz Horizontal
Random Bars Vertical
Split Horizontal Out
Split Hordzontal In
Split Vertieal Out
Split Yertical In
Strips Down-Left
Stripz Down-Right
Strrips Up-Left

v

.
:
%

Figure 4.109
HyperCard buttons
move you to various
cards within a stack.
When you double-click a
button, you can make
changes to it from the
Button Info dialog box.

e - Button Info

€| Transparent

Button Name: |New Button

Card button number: 1 Style:| Round Rect

Card part number: 1
Card button I1D: 4

Famity: Nome ~]

Standard
& Show Name Default
New Button [] Auto Hilite oval
(< Enabled
Popup

Opaque
| Rectangle
74 v'Round Rect

Check Box !

Radio Button

[Tent styte...) [ LinkTo... ) [ tcon.. | [L 0K |

d (] Show Name

( script.. ][ Effect.. | [Contents..| [ Cancel |

[ Auto Hilite

(4 Enabled

Director

Creating hypertext links is possible,
but beyond the scope of this work-
book. Use the program to create slide
shows, overhead presentations, and
movies without an interactive feature.

HyperCard

You will need at least two cards for hy-
pertext links. Create additional cards

with the New Card command in the
File menu. Select New Button from
the Objects menu. A button appears
in the center of the card (fig. 4.109a).
Double-click the button to display the
Button dialog box (fig. 4.109b). Select
a style of butron with the pull-down
menu (fig. 4.109¢). Decide whether to
show or not show the button’s name.
(If you want the program to display
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~— — Choose Icon

Figure 4.110

Icon 1D: (none)

From the

G ¥ ¢ 9 o

HyperCard
B Button Info

dialog box you

can select one of

several icons to
use for your
button.

Link to

( This card ) [ This Stack | [ Cancel |

Link to

M[This Stack ] [ Cancel }

Figure 4.11 Links between
HyperCard cards or stacks are
made from the Button Info dialog
box and the Link to window.

the name, you must type a name at
. the top of the dialog box) (fig.
4.109d). Select Auto Hilite if you want
the button to reverse out when it is se-
lected. To decide on a button’s icon,
click Icon to select an image from a
list of images you can scroll (fig.
4.110). Double-click to select an icon.
Double-click the button to return to
the dialog box. Select a transitional ef-
fect. See “Transitioning Between
Frames” (page 41) for more details.
Double-click the button again to re-
turn to the dialog box. Select Link to
and its dialog box will appear over the
card (fig. 4.111a). Find the card you
want to link to by pressing Com-
mand-3 to advance to the Next card.

When you find the card for the hyper-
text link, click in the This Card choice
in the Link to dialog box (fig. 4.111b).
You will be automarically recurned to
your original card. Select the Finger
Pointer tool from the Tools menu to
try out your new button. To remove a
burton, choose the Button tool in the
Tools menu, click on the button, and
press the Delete key.

Netscape

Use a word processing program to cre-
ate an HTML (Hypertext Markup
Language file used for on-line data-
bases) Text Only file for your text, pic-
tures, audio, and links to other files
and databases anywhere in the world.
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Figure 4.112 Sound can be
recorded with the Director program

familiar to you.

R[m|[u][] <

with audio tools that should be Resotd BUF Fuse T

o
EX
2
c
=3
o
w

=R TS

Sound Cast Member Info

sound test

Cast Member: 3 sound test |
of [JLooped
: Purge Priority:
a
Size: 63.0K

b

Cancel 3:sound test

i Ll

Figure 4.113 Once you have saved audio in Director, a Cast Member windo

the Window to reveal the Sound Cast Member Info dialog box (b). When you name the sound, it will appear in the Cast

Member window (c).

w displays a sound icon (a). Double-click in

Save your Text Only file with the
“html” (Macintosh) or “htm” (Win-
dows) suffix. In the Netscape step-by-
step demonstration in Part Two (page
317), you can create your own Home
Page and learn about HTML files.

Creating Narration

Narration can greatly enhance your
presentation. But audio can also add
considerably to your file’s memory
size. Make sure that any audio effect
you want to add is necessary for the
program. Obviously, your computer
must be equipped to record and play-
back audio. A sound card or driver
must be included in your computer.

Director
For the Macintosh, create sounds by
selecting Record Sound from the Cast

menu. Use the control buttons to
record and playback narration that
you create (fig. 4.112). Click Save and
the audio is added to the last available
Cast member window (fig. 4.113a).
Double-click the window to display
the Sound cast member dialog box
(fig. 4.113b). Decide whether the
sound should be played once or be
looped (played over and over), and
type a name for the sound. Click OK.
Now the Cast member window in-
cludes your title (fig. 4.113c). Click
and drag the Sound Cast member to
the first sound channel on your Score
(fig. 4.114a). Double-click in the Tem-
po channel above the sound’s frame
(fig. 4.114b). If you want to hear the
entire audio track in your movie, se-
lect Wait for Soundl to Finish. Click
OK (fig. 4.114c).
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Figure 4.114 To use a sound in your Director presentation, click and drag from the Cast Member window (a) to one of the
sound channels in your work area (b). Double-click the Tempo sprite (the clock icon), and make changes in the Set Tempo

Import sounds previously recorded
by selecting Import from the File
menu. Select the audio from the pull-
down Type menu (fig. 4.115). You can
use WAV or AIF sound files. Find a
sound that has been previously record-
ed. Press Import and the sound will be
transferred to the last available spot in
your Cast member window. If your
computer is so equipped, you can have
two channels of audio. One can be re-
served for narration and the other for
music and special sound effects.

HyperCard

Five seconds of audio at the Best qual-
ity secting represents abour 100K in
memory. From the Edit menu, select
Audio. If your computer has a micro-
phone and sound card, click cthe
record button and record your narra-
tion (fig. 4.116a). At the Best setting,
you have 22 seconds of audio for each
track. If you can live with a slightly
lower quality recording, the Good set-
ting allows 45 seconds of audio. Play
back your recording and record an-
other take if necessary. To display the
entire audio dialog box, choose Edit
(fig. 4.116b). A visual representation

:(v@E PICT
MacPaint

= Scrapbook
MY B pics

H Director Movie
B 0OuickTime Movie

Figure 4.115 In Director, you
can import previously created
sounds by using the Import
command from the File menu.

of the sound waves is displayed. You
can cut, copy, and paste the parts of
the wave to create special effects.
When you have decided upon an au-
dio track, click the Save button and
name the track (fig. 4.116c). To use a
previously named sound, use the pull-
down menu next to the file name and
select a sound. Click OK. Close the
audio dialog box by clicking the small
control box in the top-left corner. A
button with the name of the sound
you typed will appear on your card.
Select the Button tool from the Tools
menu to move the button where you
want in on the card. Double-click the
button to change its attributes. Click
the top-left control box to eliminate
the message box that appears below
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Figure 4.116 You can record and
edit sounds in HyperCard through its
Audio command located through the
Edit menu. When you click the Save
button, you can give your sound a
name.

[untitied | +|
Save Edit

|@Il|rr| I ||-(

Rec. Stop Pause Flay
{ 00 |
3] Minutes 0151
| |

[ Play Through Compression:

[ Auto Rec. Level | Rec. Quality :
o | ¢ i ¢) [Delete... | |

Give this sound a name:

| |

|sound tesf

[Cncel] [ 0K k‘_]

the card. See “Making Hypertext
Links” (page 109) for more details.

Netscape

Sound files can be heard if your com-
puter is equipped with a sound card
and player. Use AIF, AU, SND, or WAV
sound files. See the networked interac-

tive multimedia step-by-step guide in
Part Two (page 317) for the correct
HTML file command protocol.

Other Programs

Although audio annotation is avail-
able with some of the other applica-
tions, it is not recommended.
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Working with Graphics

Creating Graphics

Word and WordPerfect

Perhaps a surprise, but these word-
processing programs contain sophis-
ticated picture creation toolboxes in
which you can make drawings that
can be easily put into a document.

For Word, you will need to switch
to the Page Layout View from the
View menu. Click the Drawing tool at
the top of the toolbox (fig. 5.1b). Cre-
ate a drawing right on your page of
text using the tools at the bottom of
the work area (fig. 5.1a).

For WordPerfect, click the Graph-
ics Editor tool at the top of the left-
hand toolbox (Macintosh) or the
Draw tool (fig. 5.2a) at the top of the
work area (Windows) (fig. 5.2b). Use
the tools to create a drawing.

When you are done, select the
Close Graphics Editor tool and the
picture will be inserted at your last
cursor click in the text (Macintosh).
For Windows, from the Draw tool’s
File menu, select Exit, then Return to
Document and decide if you want to

-

;I@IID”F i

THE FUTURE [3 NEW.

Figure 5.1 Click the
Drawing tool in the top
horizontal toolbox in Word
to reveal the drawing palette
in which you can make
illustrations. l

il

b

Z|

WordPerfect, select the
Graphics Editor or Draw
tool to open a palette so you
can make a drawing When
you've completed the
picture, click on the Close
Graphics Editor button.

Figure5.2 In !
|
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save the changes to your file by adding
the drawing.

PageMaker

Because PageMaker is not a drawing
program, the graphic elements you
can produce with it are limited to the
lines, boxes, and circles selected from
the toolbox. Nevertheless, by clicking
and dragging from the Element menu
and the Line or Fill options, you can
select a variety of line widths and
styles and fill shades and textures (fig.
5.3). Remember that as with text,
make sure the line, box, or circle on
the page is selected before you make
any changes.

Fill and line lmi
Fr
Color: Color:

[J overprint [] overprint

[ Transparent background
[J Reverse line

Figure 5.3 Alter the
shading, color, and
thickness of fills and lines in
the PageMaker Fill and line
dialog box.

Figure 5.4 Use the
QuarkXPress Polygon tool
to create an odd-shaped
graphic element.

/HRIQIK

QuarkXPress

Like PageMaker, QuarkXPress is not
considered a drawing program. Howev-
er, with the Polygon tool, you can cre-
are shapes that can be combined into a
picture (fig. 5.4a). Select the Polygon
tool and click at various points that
outline your drawing. Double-click the
endpoint and the program will auto-
matically join the first and last point to
create the polygon (fig. 5.4b). Line at-
tributes can be changed in the pull-
down selections in the Measurements
window when a line is selected. To fill a
box, circle, or polygon, select the ele-
ment, select Show Colors in the View
menu, select the Fill icon, and make a
choice from the list.

You can also use the fill effects
pull-down menu in the Color paletre.
Many of these fill effects require that
you pick a starting and ending color.
Click the Number One button and se-
lect a color, then click the Number
Two button and select its color. Click
your mouse on the work area to see
the effect (fig. 5§.5). For a shade of
gray, select Black and a percentage in
the pull-down list at the top of the
Colors window.

Double-click on any tool to display
the Tool Preferences dialog box. Select
Modify, Frame, or Runaround to
make changes (fig. 5.6).

If you want a frame, make sure thata
width is selected in the frame dialog box.

CorelDraw

Use the drawing tools to create draw-
ings. When you click and hold on a
tool, several options are usually avail-
able that you will want to explore

(fig. 5.7).

FreeHand

FreeHand is considered a drawing
program, so it contains more tools for
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Figure 5.5 After you display the Color palette in

QuarkXPress, you can produce gradient fills

within a box by selecting the first and second color
choices in the Colors palette.

I [Cinear Blend]
) ECEAE
Q Black 13
i BElue
Cyan
Green
s | | Magenta
Red
(574] Registration
“White
Y Yellow
+
‘\\
rassasseinied
330
@io 5
7

Tool Preferences for Document1

Figure 5.6 Use
QuarkXPress’s Tool
Preferences dialog box to
make changes to various
tools.

/

| Figure 5.7 CorelDraw offers selections or “flyouts” from its drawing
i tools that allow various illustration techniques. For example, a pencil
—— tool (a) can be changed into a bézier curve tool.
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sy

Figure 5.8 The FreeHand Pen tool is
useful for delicate drawings. You can
use the Freehand tool (first column,
fourth row, b) for quick drawings. If a
line is enclosed and the Inspector
palette is set to fill the graphic element,

Path
|§] Black
D Owverprint

that purpose. In addition to the usual
line and box tools, the tool box has
several drawing tools. The best tool to
use for accurate drawings is the Pen
tool. Clicking with this tool creates
points that are linked by lines. If you
make numerous points along an arc,
you will create circular shapes (fig.
5.8a). To create a filled-in shape, make
sure you overlap the ending and be-
ginning points to close the line

Type Command-I (Macintosh) or
Control-I (Windows) to display the
Paint Style palecte. Use the pen,
brush, freehand, circle, or box tools to

Decide the type of fill and stroke

you can fill in the shape.
aliE [} Paint Style 3
[
* k . Black ED
Q. == OUNREER
¥ Tint
Q < m___“H%
] lmy
b
[ 5] Paint Style =
¥
k‘ k n Black [I:“EI
==}
& O‘, - Stroke E]{D ! X EE (fig. 5.8b)
SK» "l ! —H%
yAca Hlustrator
iy
SIT
Siq i Eon Stroke
M 5. 1001:% Black Overprint: | ¢35 [ Stroke create drawings.
" [jo [ aute

Figure 5.9 Illustrator has many drawing tools you can use. You have

many additional coloring effect options with

the Paint Styles palette.

(line) ro make with the Paint Style
palette. Click the Auto box. Click the
Fill box at the left. Pick a pattern at
the right (fig. 5.9a). Click the Stroke
box at the left. Choose a pattern at the
right. Select the Stroke Weight (the
thickness of a line) in points at the
lower-right (fig. 5.9b). Uncheck the
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Brush =—————
—LWidth
[ tarinbie
~Style
[<] calligraphic angle °
AN (LS pad B0 -
|
Ry
Cancel 0K

Figure 5.10 Double-click on the
Illustrator Brush tool to reveal the
Brush dialog box.

Auto box. Type a number. Click the
Apply button twice. You must perform
this procedure every time you want to
change a graphic element’s attributes.
Double-click the Brush tool to vary
the point size width. You can also se-
lect the Calligraphic Angle button for
a dramatic type design (fig. 5.10).
Click the Scissors tool to cut a sec-
tion of a line you've drawn. Select a
line, click on a non-ending point, and
use the Select tool to click and drag
the piece of the line away (fig. 5.11).

Photoshop
Although Photoshop is primarily used

for picture manipulations, it has many
drawing tools you can use to create
drawings. Double-click almost any tool
to display the Brushes and Options
palette (fig.5.12a and b). Select a brush
coverage size. Move the up arrow selec-
tor in the Opacity section to create a
line that blends with the background
or is a solid color (fig. 5.12¢c). In the
pull-down effects menu, you can se-
lect darker, lighter, dissolve, and other

iy

ik

—

Figure 5.11 Use the Illustrator Scissors tool to cut away part of a

drawing.
afE. T THET Figure 5.12 Photoshop
| Brushes “_Options ™, 4 offers precise control over
i e o |® . L its drawing tools with the
Brushes and Options
N BN BE . . dialog boxes. For
P YL ) Ul example, you can use the
o sliding Opacity arrow in
35 | 45 | €5 [ 100 Hi fgp{y.
the Line Tool Options
dialog box to create
L e e .
= = graphic elements that are
[ Brushes | Paintbrush Options ™| fiad .
e < = ey i, FPRRENG
it
= W= i
[0 wet Edges

¢ IR e e o S i e g

| Brushes “{ Line Tool Options ™ b

eyl 508
Opacity: 50

Line Width: pixels [ Anti-aliased

Arrowheads: [JStart [JEnd [:
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® Norral
Dissalve

Multiply
Screen
Overlay
Soft Light
Hard Light

Darken
Lighten
Difference
Hue
Saturation

Calor

Figure 5.13 Drawings
made in Photoshop can

be manipulated with

several effects using the

right-pointing, pull-

down menu in the Tool

Options dialog box.

Figure 5.14 Ifyou

want to draw a picture
in Excel, use its Drawing

tool to reveal the
drawing palette.

I = b \ Figure 5.15 Charts can be quickly
A T b produced in Excel by highlighting a series
1 5 of figures, clicking the ChartWizard
2 10 button, and clicking the Finish button in
i ig the first ChartWizard dialog box.
3
C = ChartWizard - Step 1 of 5 = =

range now.

appear on the chart,

If the selected cells do not contain the data you w'ish to chart, select a new

Include the cells containing row and column labels if you want those labels to

Range:  [=$A$1:5484

[ Hetp ][ cancel ][ Back

dig =— ~ Workbook!
A [ B [ C | D I E I
1 5
2 10
3 20 | 404
4 40 | 35
5 30
6 25
7 20
8 15
9 10
10 5 [
11 [ | :
12
13 1 2 3 4
14
15

effects (fig. 5.13). It is better, however,
to use FreeHand or Illustrator for
drawing original works.

Excel and Lotus 1-2-3

These programs are used primarily for
producing the informartional graphic
known as the chart. However, you can
also make drawings with the tools in-
cluded with the applications.

In Excel, select the Drawing tool
and use the tools to make a picture
right on the worksheet (fig. 5.14). To
create a chart, highlight a set of num-
bers on the worksheet that represent
the values for your charrt (fig. 5.15a).

Click the ChartWizard button in the
toolbox at the top (fig. 5.15b). Click
where you want the chart to be dis-
played on the worksheet. Click Finish
in the first dialog box to create a
generic chart or go through the steps
on the subsequent dialog boxes by
clicking the Next button to cus-
tomize your graphic (fig. 5.15¢c and
d). To add tcitles, data labels, and a
legend, double-click the chart to se-
lect it, and click and drag from the In-
sert menu (fig. 5.16). To change a
graph’s style, click and drag from the
Chart Type button in the Chart tool-
box (fig. 5.17).
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Edit Uiew QA
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Figure 5.17 The Excel Chart Type
button shows all the different types of
infographics you can create.

In Lotus 1-2-3, display the Draw
and Style toolboxes to make drawings
on the worksheet and charts. From
the Draw toolbox, select a Box tool.
Click and drag on the worksheert to
create a box (fig. 5.18). Use the tools
in the Draw toolbox to make a draw-
ing and those in the Style toolbox to
select colors and shadings for this
box. Choose the thickness and style of

Interior

(-]

Edge /Line

e
Shadow

Figure 5.18 In Lotus 1-2-3 you can
create an illustration right on the
spreadsheet by selecting the Box tool
in the Draw toolbox.
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Figure 5.20 To change a
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line with the pull-down menu selec-
tions under Edge/Line.

For a graph, highlight a set of num-
bers in your worksheet, click the Graph
icon, then click on the worksheert to
create a simple line graph (fig. 5.19).
Select Change Type under the Graph
menu to make changes to the graph’s
style (fig. 5.20). To add ritles, dara
labels, and a legend, select the chart.
From the Graph menu, make a
selection.

Director

Press Command-5 (Macintosh) or
Control-5 (Windows) to display the
Paint Window. Use the tools in the
toolbox to create a picture. But be
careful because editing the elements is
difficulc. It is best to create elements
on different Paint windows so that
you can alter their positions and sizes
separately on the Stage after you place
them in the Score. Double-click the
Paint Bucket icon to set the direction
of a gradient fill (fig. 5.21a). Double-
click the Paint Brush icon to set the
brush size and style (fig. 5.21b).
Double-click the Air Brush icon to set
that tool’s controls (fig. 5.21c). Line
width is set by clicking on a line at the
bottom of the toolbox.

You can also make lines and out-
lined and filled boxes on the Stage
with the Tools box (fig. 5.22). Use
Command-7 (Macintosh) or Control-7
(Windows) to display the Tools box.
Click to select a tool, and click and
drag a graphic element on the Stage.
The advantage of using this method
over creating work in the Paint win-
dow is that any element you create
with the Tools box can be easily edited.

Persuasion and PowerPoint

Use the tools in the toolbox to create
drawings on your slide.

a
Gradients
Desti nation -y
Foreground..» EI
Backaround....s
1 Patter n—s —
Direction:| Left to Right
Method: | Dither Best Colors |
Spread: |_Equal |
Range:| Paint Object
b
Brush Shapes
° |-
® n e Paste Al
ER BE 4
L o
Air Brushes
O Normal ) Speckle @ Brush Shape
Size:
s W
Dot Size:
4 : MQ pixels
Flow Speed:
R——
|

Figure 5.21 Through the Director Paint Window, you can change
gradient fills (a), brush shapes (b), and air brush sizes (c).

7

can use to produce drawings directly on the Stage.

| Figure 5.22 The Director Tools box contains tools you
| & @ g i
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| .

Figure 5.24 Once you
make a drawing in
HyperCard and de-
select the image, you can
erase it with the eraser
tool,

Figure 5.23 Patterns b
Select the Draw Grid E
Filled command FatBits
in HyperCard v Power Keys m | I I I I
to create a filled PR .
hic element or Line Size... Tm] 0 e e |
Eroie & Brush Shape...
select Line Size to Edit Pattern... ” ‘
change the size of Polygon Sides...
a line. - =
Draw Centered
a| Draw Multiple +
J
HyperCard Rectangular Select tools to cut the ele-

HyperCard has many tools that allow
you to make sophisticated drawings
on your cards. Unfortunately, it is dif-
ficult to edit the graphic elements
once they are created. It is best, then,
to use the tools to make a frame
around a box or a simple line, but not
for much else. Click and drag the
Tools menu to separate it from the
menu line at the top. If you want to
create a filled rectangle, circle, or
shape, first select Draw Filled from
the Options menu (fig. 5.23a). You
can also decide on the width of a line
by selecting Line Size from the Op-
tions menu (fig. 5.23b). You must se-
lect a new or previous size to leave this
box. Click a drawing tool in the tool-
box. The cursor turns into a crosshair
type. Click and drag to create your
graphic element on the card (fig.
5.23¢).

Be careful where and how you cre-
ate a graphic element because once it
is drawn on your card it is difficulc to
erase. You cannot select an individual
element as with a drawing program.
Use the Undo command (Command-Z)
or the Delete key if you want to elimi-
nate a drawing you have just created.
Otherwise, use the Eraser, Lasso, or

ment out of the card (fig. 5.24).

Netscape

Netscape doesn’t include drawing
tools.

Scanning Pictures

Because there are a variety of black
and white and color and flat bed and
film scanners available, it is best to fol-
low the instructions of your particular
scanner. With all scanning operations,
pay particular attention to the file for-
mat for the picture (PCT, PICT, TIFF,
EPS, GIF), the type of scanning being
performed (Line Art, Grayscale, or Col-
or), the resolution of your scan (72dpi
for screen presentations and 300dpi
and higher for printed work), and the
memory size of your picture file (from
20K to several megabytes, depending
on your hard-drive capability and
quality desired).

Picture Formats

You can use two types of picture for-
mats with your applications: bit-
mapped (sometimes called paint)
images and object-oriented (sometimes
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referred to as vectorized or draw)
images. Generally speaking, object-
oriented pictures are of higher quality
than bitmapped images. Any comput-
er image is composed of a series of
dots on the screen. These colored dots
are called picture elements, or simply
pixels. Bitmapped pictures have white
space berween each pixel. Conse-
quently, when they are enlarged, they
have a highly jagged and pixelated ap-
pearance. Object-oriented pictures
used with illustration and drawing
programs and as clip art create images
with lines berween the pixels. As a re-
sult, their appearance is smoother and
more detailed than bitmapped pic-
tures. However, both types of images
can appear pixelated if highly en-
larged. As might be expected, object-
oriented images use up more memory
than bitmapped pictures. The most
common bitmapped picture formats
are GIF (graphics interchange for-
mat), JPEG (Joint Photographic Ex-
perts Group), and TIFF (Tagged
Image File Format). The most com-
mon object-oriented picture formats
are WMF (Windows Meta File), PICT
(picture file format), and EPS (Encap-
sulated PostScript, used with a Post-
Script printer).

For most programs in either Mac-
intosh or Windows, you can use EPS,
PICT, or TIFF picture file formars.
However, there are enough differences
between the programs to warrant this
section for some of the most likely im-
ages formats you will be using. Re-
member that with Windows, you will
need to use the “dot and three-letter”
suffix configuration for naming files.
You can use these formats for the fol-
lowing programs:

* Word: Clipboard, EPS, JPEG, PNT,

Microsoft Clip Art, PICT, Scrap-

book, and TIFF

*  WordPerfect: Clipboard, EPS, JPEG,
PNT, PICT, Scrapbook, and TIFF

* PageMaker, QuarkXPress, and Free-
Hand: Clipboard, EPS, JPEG, PICT,
Scrapbook, and TIFF

* CorelDraw: BMP, Clipboard, CRD,
EPS, GIF, JPEG, Kodak CMS Photo
CD, and TIFF

* Illustrator: EPS

* Photoshop: Clipboard, EPS, GIF,
JPEG, Kodak CMS Photo CD, PNT,
PICT, Scrapbook, and TIFF

* Excel: Clipboard, Microsoft Clip
Art, QuickTime, and Scrapbook

* Lotus 1-2-3: Clipboard, PNT, PICT,
and Scrapbook

* Director: JPEG, PNT, PICT, Quick-
Time, and Scrapbook for Macin-
tosh; Clipboard, EPS, GIF, PNT,
MOV, PICT, CMS, Photo CD, and
TIFF for Windows.

e Persuasion: EPS, JPEG, Microsoft
Clip Art, Persuasion Clip Art, PICT,
QuickTime, and Scrapbook

* PowerPoint: EPS, JPEG, PNT, Mi-
crosoft Clip Are, PICT, QuickTime,
Scrapbook, and TIFF

* HyperCard: HyperCard Clip Art,
MacPaint PNT, PICT, QuickTime,
and Scrapbook

* Netscape: GIF, JPEG, MOV, MPEG,
PICT, QuickTime, and TIFF
You can easily convert from one file

format to another with the Photo-

shop program. That procedure is ex-
plained in the section “Changing

Picture Formats” (page 144).

With most programs, you can also
place graphics saved in the Scrapbook
(Macintosh) or Clipboard (Windows)
by using the Copy (or Cut) and Paste
editing method.
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Figure 5.25 Use the Insert menu
in Word to find a picture to bring
into your file.

Placing or Importing Graphics

Word

From the Insert menu, select Picture to
place a previously created image into
your document (fig. 5.25a). When you
select Picture, click in the List Files of
Type box to select the picture’s graph-
ics file or list All Graphics files. When
you find the picture’s name, select it
and click Insert (fig. 5.25b). The image
will be placed in the Word document
at the text cursor (fig. 5.25¢).

WordPerfect

Select Insert File from the File menu
(Macintosh), or click the Draw tool
button and from the Draw’s File
menu, select Insert File (Windows).
Double-click the file’s name.

PageMaker

Select the Pointer tool and use
Command-D (Macintosh) or Control-D
(Windows) to place a picture into
your page. Double-click a picture’s

name, and you will see the Place icon
on the work area (fig. 5.26). If you
click and drag the Place icon, then let
go of the mouse button, the picture
will be placed in the box you just cre-
ated. However, the picture may be dis-
torted. If you simply click the mouse
when you see the Place icon, the pic-
ture will arrive on your page without
distortion. Because each picture is
added to the PageMaker document,
you don’t have to keep the original
picture files. However, PageMaker files
can grow quite large when you use
many pictures.

For Windows, from the Edit menu,
select Insert Object for more picture
choices.

QuarkXPress

Create a picture box with one of the
box tools (fig. 5.27a). Select the Con-
tent tool. Use Command-E (Macin-
tosh) or Control-E (Windows) to
import a picture (fig. 5.27b). Click the
file name. If you select Picture
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Figure 5.28 The FreeHand Place command opens
the Place document dialog box. Double-click a file’s
name to import it.

Edit Arrange Uiew

New 3N
Open... 380
Close A
Save S
Save Hs...

Place Art... :
Import Styles...

Figure 5.29 Use the lllustrator
Place Art command to import
pictures.

Preview, you will see the picture at the
right of the Get Picture dialog box
(fig. 5.27c). Click Open, and the pic-
ture will appear within your picture

box (fig. 5.27d).

CorelDraw

From the File menu, select Import.
Find a file and double-click its name.
Click OK.

FreeHand

Select Place from the File menu to im-
port a picture (fig. 5.28a). Select the
file format you want to import. Dou-
ble-click the name of the picture file
you want to import (fig. 5.28b). When
you see the corner place icon, click to
display the image on the page in that
location.

Illustrator

Select Place Art from the File menu to
import an EPS (Macintosh) or EPS or
TIF (Windows) formatted picture
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Figure 5.30 To import a picture in Photoshop simply use the Open command and

(fig. 5.29). For Windows, you can also
select Import and then Art from the
File menu to get a wider range of for-
mat choices.

Select the file format you want to
import. Double-click the file’s name
to display it on your work area.

Photoshop

Select Open from the File menu.
Double-click the picture’s name to
display it in your work area (fig. 5.30).

Excel and Lotus 1-2-3

You can retrieve pictures saved in the
Scrapbook or Clipboard.

In Excel, from the Insert menu, se-
lect Object, and double-click the
Microsoft Clip Art Gallery to select a
cartoon clip art drawing. Click a pic-
ture, and then OK. However, you
must have the pictures and objects in-
stalled in your computer.

In Lotus 1-2-3 you can also place
QuickTime movies on your worksheet
by selecting the Projector icon (fig.
5.31) and double-clicking the name of
a movie.

=

Figure 5.31 Use the
Projector tool in the
Lotus 1-2-3 Draw
toolbox to import
QuickTime movies.

Figure 5.32 When importing a
MacPaint picture file with Director, you must
of¢ Sound select the correct type of file format
LIy Scrapbook in the Import dialog box.
By m Pics
H Director Movie
. === B OQuickTime Movie
Director

Display the Cast member window.
Click to select a Cast member that will
contain the placed picture or click on a
new Cast member. Select Command-]
(Macintosh) or Control-] (Windows) or
Import from the File menu. Choose a
file format in the Type pull-down menu
(fig. 5.32). Double-click the name of
the file to bring it into the Cast mem-
ber window. Once the picture is a cast
member, you can press Command-5
(Macintosh) or Control-5 (Windows) to
display the image in the Paint window.

Persuasion

From the File menu, select Import,
then Graphics from the pull-down
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Figure 5.33 You
can import pictures
in Persuasion from
the File menu.

File
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Save a Copy...

Import Paint...
Export Paint...

Figure 5.34 You can import paint or PICT-type files (if you have
installed color into your stack) in HyperCard through the File or Items

menus.
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New Rectangle
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menu (fig. 5.33). You can use PICT
or EPS formatted graphics files.
Double-click the name of a graphics file,
and it will be displayed on your slide.

PowerPoint

From the Insert menu, select Clip Art,
Picture, or Movie. Double-click the
name OF the PiCtLll’E YOLI warnt to iITlPOI't.

HyperCard

To place clip art from a HyperCard
stack, open the stack, surround the

graphic you want with the rectangle
select tool, copy the graphic, return to
the stack and card where you want to
place the picture, and Paste it on your
card. While the edges are still shim-
mering (the marching ants) you can
click and drag the picture to move it
around your card.

MacPaint pictures can be imported
by first selecting any Paint tool from
the lower section of the toolbox. From
the File menu, select Import Paint
(fig. 5.34a). Find the MacPaint file
and double-click its name to place the
image on your card. Scanned and oth-
er pictures must be pasted into the
Scrapbook with another program and
then copied and pasted into the card.
In the noncolor mode, black and
white scanned photographs are of
poor quality.

To import PICT files, you must
have Color installed from the Home
stack. Choose Open Coloring Tools
from the Color menu. From the Items
menu, select Place PICT file (fig.
5.34b). Find a PICT file you’ve
scanned or converted to PICT in Pho-
toshop. You can resize and move the
picture. When you close the Coloring
tools window, the image will appear
on your card.

Netscape

Placing graphic elements is discussed
in the Networked Interactive Multi-
media step-by-step guide on page 317.

Editing Graphics

For all the programs in this workbook,
you can edit pictures created with
their drawing tools by either clicking
once or twice to select the whole draw-
ing or an individual element. As with
text, a graphic element must be select-
ed to make changes to it.
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Figure 5.35 Word contains
Fill Color and Line Color tools
that you can use to color your
graphic elements.
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Photoshop, Director, and HyperCard

Images drawn in Photoshop’s work
area, in the Paint window with Direc-
tor, and with HyperCard can only be
edited by covering the image up
with another element or cutting the
image ourt with the Eraser, Lasso, or
Rectangle Select tool.

Coloring Graphics

Word

Select the drawing tool if the toolbox
is not already displayed along the bot-
tom of the work area. Select the
graphic element you want to color.
Click and drag from the Fill Color or
Line Color tools to select a color

(fig. 5.35).

WordPerfect

Click the Graphics Editor tool at the
top of the left-hand toolbox to pick
the foreground and background col-
ors for the borders and fills in your
drawing (fig. 5.36). Lines are colored
with the border foreground selection
(Macintosh) or, in the Draw tool win-
dow, select the Line or Fill Color tools
in the toolbox at the left (Windows).

PageMaker, QuarkXPress, CorelDraw,
FreeHand, and Illustrator

The procedure for coloring graphic el-
ements is the same as for text in these
programs. See the “Coloring Text”
section (page 88).

Photoshop

For printing purposes, select CMYK
Color from the Mode menu. For com-
puter screen presentations, use RGB
Color mode. Select a color for the
Pencil, Paintbrush, Airbrush, and oth-
er tools by clicking the Foreground or
Background color in the toolbox. Se-
lect the Custom button in the Color
picker dialog box to make a color
choice. When you next use the tool,
the element will have that color. See
“Coloring Text” (page 88) for more
details.

Excel

Double-click a graphic element to dis-
play the Format Object dialog box. Se-
lect a line and/or fill color. Click OK.
For a chart, double-click to select it,
then double-click an individual com-
ponent to get the Format dialog box
and make color changes (fig. 5.37).

Figure 5.36 The colors
of foreground and
background elements on
your WordPerfect page
can be changed using the
foreground (left) and
background (right) tools
available from the
Graphics Editor.
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Figure 5.37 Colors
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Figure 5.38 Color
changes to graphic
elements can be made
with the Lotus 1-2-3
Interior Foreground
button.

Figure 5.39 You can
fill a box or include a
line by selecting or
deselecting the Fill
and Line tools in the
PowerPoint toolbox.

THeS Emphiasis.
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Body | Accent 2
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hoo

Figure 5.40 In Persuasion, select a
graphic element, then its type at the
top of the Colors window and a color
from the selections below.

Select a graphic element in a chart.
Use the Style toolbox to make color
changes. Use the Foreground selec-
tion to make changes to individual el-
ements in the chart itself (fig. 5.38).

Director

Click and drag the color foreground
and background boxes in the Palette
window (Command-5 [Macintosh] or
Control-5 [Windows]) or Tools box
(Command-7 [Macintosh] or Control-7
[Windows]) to make graphic elements
in color. See “Coloring Text” (page 88)
for more details.

Persuasion

In the Colors window, click the line,
fill, and shadow buttons, and choose a
color from the choices below for each
element selected in the slide (fig.
5.39).

PowerPoint

Select a graphic element you’ve creat-
ed with the tools in the toolbox. Click
the Fill On/Off or Line On/Off but-
ton in the toolbox (fig. 5.40). From



CHAPTERS * Working with Graphics 133

the Format menu, select Colors and
Lines. Click in the Fill and Line pull-
down menus to select a color for each
element (fig. 5.41). Click OK.

HyperCard

Although you cannot color a graphic
element, you can color its back-
ground. With a picture placed in the
noncolor mode, go to the color mode
by selecting Open Coloring Tools
from the Color menu. With the rec-
tangle tool, create a colored rectangle
around the picture (fig. 5.42). When
you return to the noncolor mode, the
image will appear to be tinted with
that color. This effect doesn’t work
with colored pictures placed while in
the color mode.

Netscape

Coloring graphic elements is discussed
in the Networked Interactive Multime-
dia step-by-step guide, page 317.

Imaging Controls

PageMaker

Lightness and contrast changes will
only work with grayscale (TIFF)
scanned images. Make sure the pic-
ture is selected by using the Pointer
tool in the toolbox. Select Image Con-
trol from the Element menu (fig.
5.43). Click the upper or lower Light-
ness arrows to the left of the bar chart
in the middle of the image control
box. Click the Apply button to see the
result of your changes.

Repeat the procedure for the Con-
trast arrows to the right. If you want to
return to the starting exposure, click
the Reset button. Many times you can
get a good result by clicking the pyra-
mid icon at the top of the bar chart.
You will immediately see the results of

=—————+ (ColorsandlLines =————————

Dashed Lines | [ |
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Cancel !
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Line Stylezs
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Other Color...

Figure 5.41 The PowerPoint program allows you to change the colors of
graphic elements in the Colors and Lines dialog box.
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Figure 5.42 If you added color to
your HyperCard stack, you can
create colored boxes with the
Rectangular tool in the Coloring
Tools dialog box.
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Figure 5.43 In PageMaker, you can change the exposure and contrast of
TIFF-type images in the Image Control dialog box.
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Figure 5.44 [nthe

Picture Contrast
Specifications dialog box
in QuarkXPress, you can
make many exposure and
contrast manipulations of
a scanned, TIFF-type
picture.

v
|
4
4

N
| |
|
E)

i

Figure 5.45 Slide the

THE FUTURE IS NEW

arrows in the Brightness/ — Brightness/Contrast ——
Contrast dialog box in
Photoshop to change the Brightness: 09 |
exposure and contrast of i (Cancer )
an image. ll:n:mtrast: . |[| .

= & Preview

this selection. When you are satisfied
with your changes, click OK. Unfortu-
nately, the only sure way to know if
your picture is a good exposure is by
printing it. When you get a print-out
and the exposure is wrong, you must
go through these steps again.

QuarkXPress

Image controls will only work with
TIFF-formatted grayscale pictures.
With the picture selected, from the
Style menu select Other Contrast. In
the Picture Contrast Specifications

dialog box, the diagonal line repre-
sents the range of tones in the image
(fig. 5.44). With the Hand tool select-
ed, click and drag the diagonal line up
or down to darken or lighten the pic-
ture. You can also choose a pre-set
contrast by selecting another tool.
Choose the Pencil tool and draw in the
graph to produce a customized look
to the picture. If you need to turn the
image into a negative, select the re-
verse tool at the bottom of the dialog
box. After each adjustment to the con-
trast of the picture, select the Apply
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use Photoshop’s Marquee

Brightness: 34 | [ ) tool to isolate a specific

: ’ | tone in a picture.
SUTURRE + 1 Lighten or darken that
X Preview / .

particular area with the
Brightness/Contrast
dialog box.

button to preview the result. If you are
satisfied with the resulr, click OK.

Photoshop

As a picture manipulation program,
Photoshop is a popular “digital dark-
room” because its image controls are
highly sophisticated. For normal
brightness and contrast changes, use
Command-B (Macintosh) or Control-B
(Windows) to make changes to text or
a picture (fig. 5.45). If the entire pic-
ture or text is selected, the changes you
make will affect the whole picture or
text. Use the Lasso or Wand tool to
identify a specific area or tone to
change (fig. 5.46a). Make sure the pre-
view box is selected. Click and drag the

up arrow to change the Brightness and
Contrast of the image (fig. 5.46b).
From the Select menu, choose Col-
or Ranges to display the Color Range
dialog box. In the Select pull-down
menu, choose Highlights, Midtones,
or Shadows if you are working with a
Grayscale image (fig. 5.47). If you have
a color picture, your color choices are
wider. Click the Selection button to
see the tones in the image that have
been isolated. Most often, you will
keep the Selection Preview pull-down
menu set to None. Click OK. The pic-
ture now shows shimmering areas that
have been selected. When you make
contrast and brightness changes, only
those selected areas will be affected.
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Figure 5.47 You can isolate the highlights and shadow tones in a picture through the Color Range dialog box in Photoshop
so that you can change the exposure or contrast with the Brightness/Contrast dialog box all at once.
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Figure 5.48 Photoshop
has several special effects
that can be accessed
from the Filter menu.

From the image menu, you may
also want to explore the options avail-
able in Map or Adjust or the numer-
ous special effects in the Filter menu
(fig. 5.48). The Variations dialog box
is useful in deciding a color and expo-
sure variation (fig. 5.49). Use the
Dodging/Burning tool to lighten or
darken a small area (fig. 5.50). Toggle
between the effects by pressing the
Option key (Macintosh) or the Alrer-
nate key (Windows) when clicking the
mouse button.

Director

The only control over an image is to
transform a color photograph into a
black and white version. Once you make
that change, you can’t put color back
into the picture—you would have to re-
peat the Place procedure for the color

[

version. All graphic elements—
photographs and drawings—you have
created up to this point will also be
transformed to black and whire. Dou-
ble-click the Bits box at the botrom of
the Paint window’s toolbox. To display
the Paint window, press Command-5
(Macintosh) or Control-5 (Windows).
Select Grayscale from the Palette pull-
down menu. Click OK (fig. 5.51). The
picture will be transformed to black and
white. To work with color photographs
and elements again you must go back
into the Transform Bitmap dialog box
and select your original palette scheme
from the palette pull-down menu.

Other Programs

Imaging controls are not available or
not recommended for the other
programs.
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Figure 5.49 You can explore many different coloring and exposure possibilities in the Photoshop Variations dialog box.
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darkroom, Photoshop bas dodging @ Dither Raliihisii
and burning tools that will lighten (I Remap i
and darken specific areas in ' Pastels |
your image. Use the Option key '
(Macintosh) or the Alternate key Figure 5.51 In Director, you can change a color image to a black and
(Windows) to toggle between the white picture by selecting Grayscale in the Palette pull-down menu.
two tools.
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Figure 5.52 The cursor changesto
a cropping icon after you select a ‘
picture, press the Shift key, and crop
the image from a handle.

Figure 5.53 Use
PageMaker’s cropping
tool to trim the edges of a

pfcture_ =[J= Toolbox ——

R |~

M eim

@]

54>

Figure 5.54

In QuarkXPress you can
crop a picture with the Item
tool (a) or the Content
tool (b).

Cropping Graphics

Word

Select a picture and with the Shift key
pressed, drag the cropping icon (fig.
5.52) from one of the picture’s han-
dles.

PageMaker

Select the Cropping tool, click on a
picture, then click and drag from the
one of the corner sizing squares to
crop off the outside edge of the image
(fig. 5.53).

QOuarkXPress

There are two ways to crop a picture:
(1) Select the Item tool. Click and
drag from a handle on the picture box
(the cursor turns into a pointing fin-
ger) to crop the image (fig. 5.54a).
(2) Select the Content tool. Click and
drag the image itself (the cursor turns
into a hand), and move the picture
past the picture box’s lines (fig.
5.54b).
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Figure 5.55 The CorelDraw Crop
I'mage dialog box gives you control
over the cropping for a picture you
want to import.

CorelDraw

In the Import dialog box, choose Crop
from the pull-down menu above the
Options button. Click OK. Click and
drag the handles or type the actual
values in the boxes to crop the picture
(fig. 5.55). Click OK.

Photoshop

Although Photoshop contains a
Cropping tool, it is often easier to se-
lect the Rectangular Select tool, click
and drag the box over the part of the
picture you want to keep, then from
the Edit menu select Crop (fig. 5.56).

Other Programs

For the other programs, cropping is
not recommended or can only be ac-
complished through crude methods.

CHAPTER S * Working with Graphics 139
= cpimee a[] EG= BUILDING.PCT (1:1) =P
CHETAH Fx i } chTsEs o emeEEEe

Q| /|3 H|D
=[N | B 2|1

I
B

meode Image Fil

Undo Marquee ®2

Cut #®H

Egpg #C
iste &I

Paste i,ﬁ%zi:ﬂ“aez

Clear

Fill...

Figure 5.56 Croppingin
Photoshop is often easier by using
the Rectangular Select tool and the
Crop command.
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i[Jii Color list

2]

109% gray
20% gray
30% gray

Figure 5.57 In many programs the only way to crop a picture is to place white filled boxes
over the edges of an image. For example, in FreeHand, select a number of boxes, use the Group
command to link them to a selected image, and use the Color list palette to make the boxes white.

Figure 5.58 For most programs,
click and drag from a picture’s
handle to change its size.

Create boxes withourt lines that are
filled with the same color as displayed
in the background. Fit the boxes over
the sides of the picture to simulate
cropping (5.57).

In FreeHand, select the Pointer tool
and click and drag around all of the
cropping boxes and the picture to se-
lect them all. Select Group from the
Arrange menu. Now when you move
the picture the cropping boxes will
move too.

Sizing Graphics

Word, WordPerfect, PageMaker,
CorelDraw, FreeHand, Excel, Lotus
1-2-3, Persuasion, and PowerPoint

Use a single or a double-click to select
the image (fig. 5.58a). Click and drag
from one of the element’s corner or
end handles to change its size. If you
keep the shift key pressed while drag-
ging handle, the element will keep its
original proportions (fig. 5.58b).

In WordPerfect, double-click the
image and the Draw tool window will
be displayed. Click and drag from one
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the Picture Box Specifications dialog box.
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Scale Down:
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Offset Down:

Figure 5.59 One way to change the size of an image using QuarkXPress is through

200%
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Figure 5.60 Use the

1

to change the size of a
selected image.

Sizing tool in Hllustrator

of the element’s corner or end handles
to change its size. If you keep the shift
key pressed while dragging handle,
the element will keep its original pro-
portions. From the File menu, choose
Exit and Return to Document, then
save the changes.

QuarkXPress

There are two ways to change a
picture’s size. With the Item tool se-
lected, press the Command (Macin-
tosh) or Control (Windows) key and
use the mouse to drag a sizing square
of the image to increase or decrease
the size of the picture. Be careful be-
cause you can easily distort the im-
age. The alternative method is to
select the Item tool. Double-click the
picture. The Picture Box Specifica-
tions dialog box will appear (fig.
5.59). Change the Scale Across and
Scale Down percentages (use the
same number to avoid distortion),
and click OK. If you need to, click
and drag from the handles to show
the image within the picture box.

Hlustrator

Select a picture. Choose the Sizing
tool in the toolbox (fig. 5.60). Press
the Shift key and click and drag from
a corner handle to avoid distortion.

— Current Size: 28K
Width: 2.75 inches
Height: 2 inches

Resolution: 72 pixels/inch

— New Size: 28K

Width: |2.75 inches vI
Height: |2 inches vI
Resolution: [?72'| | [ pixels/inch v

Constrain:

JE

(< Proportions []File Size

Figure 5.61 Change the size of a picture in the Photoshop Image Size
dialog box.

Photoshop

From the Image menu, select Image
Size. You can make changes in a pic-
ture’s dimensions and file size by typ-
ing a value (fig. 5.61). With both
Constrain boxes checked, any changes
you make will proportionally affect
the other variables. But if you
uncheck the Proportions or File Size
box, the image can be sized exactly as
you want.
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Figure 5.62 Images that
have been placed on the
Director program’s Stage
can be sized by clicking and
dragging a picture’s handle.

Figure 5.63 Pictures placed in Word’s Draw window can be easily

moved to a new location on the page.

Director

For Cast Member pictures that have been
added to a Score, click the Score where
the picture is located, and click and drag
a picture’s corner handle that is shown
on the Stage to change its size (fig. 5.62).

HyperCard

You can only change a picture’s size in
color mode. Select Open Coloring Tools
from the Color menu. Click the graph-
ics butron. Click and drag from a corner
of the picture. Click the small control
box on the Color palette to return to the
card. See “Placing or Importing Graph-
ics” (page 126) for details.

Netscape

Changing the graphic element’s size is
discussed in the Networked Interac-
tive Multimedia step-by-step guide on
page 317.

Moving Graphics

Word, WordPerfect, PageMaker,
CorelDraw, FreeHand, Illustrator, Excel,
Lotus 1-2-3, Persuasion, and PowerPoint

With the Pointer, Select tool, or Text
cursor, click and drag from inside a pic-
ture or from an outside line (not a han-
dle) of the picture’s frame to move the
image to another location on the page.
In Word, double-click the picture,
then move the image (fig. 5.63a).
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Click the Reset Picture Boundary but-
ton in the Draw window, and the pic-
ture will show up on the page at the
new location (fig. 5.63b). Click the
Close Picture button (fig. 5.63c).

QuarkXPress

You can move a picture two ways with
this program. If you select the Con-
tent tool, when you click and drag
from inside a picture, you will see the
Hand icon. You can move an image
inside its picture box. But if you select
the Item tool in the toolbox, you can
move the whole picture box.

Photoshop

It is not recommended that you use
Photoshop to move images.

Director

For Cast member elements that have
been added to a Score, click the Score
where the picture is located to high-
light it. Use Cut and Paste from the
Edit menu to move the element to an-
other frame and channel location on
the Score.

HyperCard

As long as a placed picture is selected,
you can click and drag it to another
location on the card. If a picture is not
selected, use the Lasso or Rectangular
Select tool to surround the image and
move it (fig. 5.64). Pictures placed
while you are in the Color mode can
be moved. Select Open Coloring Tools
from the Color menu, click on a pic-
ture, and click and drag it to a new
position.

Netscape

Moving graphic elements is discussed
in the Networked Interactive Multi-
media step-by-step guide on page 317.

= My First Stack =
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a part of a picture to another location.

Figure 5.64 Use the Rectangular tool in HyperCard to isolate and move

Deleting Graphics

For most of the programs, select the
graphic that you want to eliminate
from your work area with a Pointer or
Select tool. If you don’t think you will
want to use the picture again, press
the Delete key (Macintosh) or the left
arrow key (Windows). But if you want
to use the image in another location,
delete the picture with the Cut com-
mand from the Edit menu or use
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Figure 5.65 Use the Save
as command in Photoshop to
change a picture’s file

Desktop

format.

Save this document as:

Cancel

building|

Format:

Photoshop 2.5

Photoshop 2.0
v EPS

PICT File

PICT Resource

Raw

Sciten CT

TIFF

Command-X (Macintosh) or Control-X
(Windows). You can then Paste the
picture in another location.

QuarkXPress

Use the Item tool to select then delete
a picture box and the Content tool to
select then delete an image within a
box, but not the box itself.

Photoshop, Director, and HyperCard

You can only delete an image with the
Eraser, Lasso, or Rectangular Select
tool. See “Deleting Text” (page 94) for
more details.

Changing Picture Formats

Photoshop

The one program that is specifically
designed to change a picture’s format
into another is Photoshop. An image

scanned in a format can be inappro-
priate for a specific program, but in
Photoshop changing an image’s file
formart is easily accomplished. Bring
the picture into your work area with
the Open command from the File
menu. Once the picture is on your
work area, use the Save as command
from the File menu and choose a for-
mat from the pull-down menu selec-
tion (fig. 5.65). If you want to keep
the original picture, save the new pic-
ture file with a new file name. Click
OK. Depending on the image format
you select, you may need to complete
a dialog box. For almost all purposes,
use the defaulr settings and click OK.

In the Windows version, the suffix
that corresponds with the file’s for-
mat will be automatically included af-
ter the file name you give. See “Saving
a File” (page 53) if you are not sure
how to name a Windows file.



Part Two

STEP-BY-STEP (GUIDES

he following section is included to help you achieve confidence in using the

software applications discussed in this workbook. Whether you want to create
one-page flyers with text and simple graphic elements or a complex interactive
multimedia presentation with moving images and audio, you can learn the basic
operations of the 15 programs by completing the step-by-step guides below.

To gain full benefit of the step-by-step guides, use the text and images included in
the data disk. The data disk that comes with the workbook was originally format-
ted for a PC or non-Macintosh-type computer. Because most Macintosh comput-
ers can read PC disks, but most PC computers cannot read Macintosh disks, this
procedure makes the picture and text files available to more users while using only
one disk. If your Macintosh is an older model that cannot read PC formatted
disks, you will need to purchase a program that performs that rask. Common and
low-cost applications include DOS Mounter and MacLinkPlus.

Save a copy of the files on the disk somewhere on your hard-drive and keep the
original disk in a safe location. If you accidentally delete or alter a picture or text
file, you will have the original files as a backup.

The pictures were scanned at a small size to fit all of them on the disk. When you
enlarge them for your layout, their quality will suffer, becoming what is known as
“pixelated,” or out of focus. The images were also saved at a low dpi (72) which is
fine for screen media, but is not acceptable for printing. Refer to the printed ex-
amples included with this workbook if you have trouble determining the content
of any image. You may want to scan the pictures yourself at a higher resolution
and a larger size to get higher quality images in your designs. If you want, save
your high quality (and large) computer files on a SyQuest-type removable car-
tridge and take them to a service bureau for a superior quality print that you will
want to include in a portfolio. Nevertheless, low-resolution pictures “for position
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only” are commonly used in pre-printed layouts to give a rough idea how a design
will look.

Use the PCT images that came with this workbook for either computer platform.
The exception is for the maps on the disk. Because PageMaker does not have a way
to produce transparent background for PCT images, the maps located in the
MAPS folder are in three different file formats: For PageMaker, TIFF (Macintosh)
and TIF (Windows) and for QuarkXPress, PCT. Illustrator and CorelDraw cannot
use PCT files, so you need to convert the images on the disk to EPS format if you
want to use them. For the following step-by-step guides, however, you won’t need
to worry about such a procedure. If you can’t find the file name of a picture used
in the step--by-step guides, refer to Appendix B to find out in which directory a
picture the file is located.

If you don’t have the fonts that are mentioned in the step-by-step guides on your
computer, you can substitute a roman family type for Times or Palatino and a
sans serif family type for Helvetica.

There may be slight differences between what you see on your screen and what is
printed in the step-by-step guides. Consequently, you need to be flexible. If there is
a question about a procedure, determine what to do by the intent of the step, and
not necessarily by the literal instruction or accompanying figure.



CHAPTLER 6

Word Processing Step-by-Step Guide

he steps required to make a three-column, one-page layout with a headline,

body copy, and a picture are included below. Whether you are working with
Word or WordPerfect, you will find that knowing how to use word-processing pro-
grams is a necessary first step in completing more complicated desktop computing
assignments. Your one-page layout will include a picture and dummy text that
could be used (with actual copy) as a flyer for airline reservation counters about the
tourist sites in New Orleans.

Word
1 Double-click the Word icon.

2 Open the Draw toolbox by click-
ing the Draw tool at the top of
the desktop. From the View
menu, select Normal.

3 From the Insert menu, select File.
Find the file named
DUMMY.TXT that came with
this workbook. Double-click the
name of the file.

4 Scroll to the top of the page by
moving the box to the top of the
scroll bar (fig. 6.1a and b).

5 From the Edit menu, choose Se-
lect All to highlight all the text. Figure 6.1
Click and drag in the Font tool ==
arrow to select Palatino. From the
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10

11

12

13

Font Size tool arrow, choose 12pt.
type, and click the justified align-
ment button (fig. 6.2).

From the File menu, select Docu-
ment Layout (Macintosh) or Page
Setup (Windows). Set the top,
bottom, left, and right margins all
at.5 inch (fig. 6.3). Click OK. Click
and drag on the bottom-right con-
trol button to expand the work area.

From the View menu, check Ruler

(if not already shown).

Click in the .25-inch position of
the ruler to set a tab (fig. 6.4).

Highlight the first four words. Se-
lect the font Helverica. Select the
Bold tool, then highlight the pre-
sent font size in the font size
number box, and type 24. Click in
the work area (fig. 6.5).

From the Format menu, select
Font. Click the Character Spacing
folder. In the By box in the Spac-
ing section, type 3.5, and click OK
(fig. 6.6). This step increases the
kerning for the first four words
that should still be highlighred.

Click and drag the text cursor
from the start of the body copy
(the fifth word) to the bottom

of the copy to highlight all but

the first four words. Click the
Columns tool burtton at the top of
the desktop and drag until three
columns are highlighted (fig. 6.7).

Click the Page Layout view at the
bottom-left of the work area.
Scroll to the top of the page.

Click between the “a” and the “d”
of the first word. Press the Delete

key and type in a capital “A”

(fig. 6.8). Go through the dummy
text and insert a simulated tab

uentOS adn

Hsbes, unde inccendia ori
. quo quidem nolo ego te
nas, tam immen fos igne:
eft enim magnum ipfi mag
dem non poteft. Qui fiellt
lum deni ip fum, Qui nit

Figure 6.7

200%
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v 100%
To%
S0% *
25%
10%
Page Width
“whaole Page

Two Pages

Figure 6.9

Falo aliqu

I Admiferit  aeftuantes,
per quos idones flammae
materies incanderetur.
Habes, unde inccendia
vriantur Aetnae tuae. Habe
nunc quomodo etiam orfs

Figure 6.8

14

16

wherever you think a paragraph
should start.

Click and drag from the Zoom

Control arrow and select 75% view

(fig. 6.9).

From the Insert menu, select Pic-
ture. From the files included with

this workbook, double-click a pho-

tograph named BUILDING.PCT
in a folder called CITY&PEO
within the ORLEANS folder
(fig. 6.10).

Click in the picture to select it,
and click the Insert Frame button
at the bottom-right of the Draw



150 Deskror CompuTING WORKBOOK
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Save Picture
18 Select the Box tool and make a box
that surrounds all the text on the first
page (fig. 6.13). Click the Fill Color
Falo | button in the Draw toolbox and
aliquando 1 choose 5% gray colored box (third
fubexefa box from the top-left) (fig. 6.14). Se-
uentos lect the Line Style button and choose

Admiferit aeftuantes,
mr quos idomea  flaummae
materies incanderetur.
Habes, unde  inccendia
oriantur Aetnae tums. Habe
nune quomodo etiam ortm
perdurent. In quo quidem
nolo ego te illud admirar,

quod wulgus folet,
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Figure 6.11

-l Ter hahuiffe Cnin alerentir  Cniid ot

toolbox. Scroll to the top of the
work area. Click and drag from
the bottom-right of the picture
to enlarge the image to about
two columns wide (fig. 6.11).
Click and drag from the middle
of the picture to move it to the
center of the page so that text
can be seen on both sides of the
image (fig. 6.12).

17 Click and drag from the Zoom
Control and choose 25% view.

19

20

21

22

a thin line for the outside of the box.
Choose a black color for the line.
Click in the Send Behind Text button
so that your colored box will display
behind your copy (fig. 6.15).

Click and drag from the Zoom
Control and choose 100% view.
Scroll around the edges of the
copy to check on the placement of
the gray box. Click and dragina
handle to change the size of the
box or click and drag a handle to
move the box (fig. 6.16).

Scroll the page so you can see the
last word in the third column. If
necessary, type a period.

From the Zoom Control, select
Whole Page. Your work should be
similar to the example (fig. 6.17).

Click the Save button at the top of
the desktop. Select the place where
you want to save this file. Name
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| (Coptions ][ Help

New [

)

you want to save this file. Name

the file. Click Save (fig. 6.18).

23 Click the Print button. In the
Print dialog box, click in the
Pages section and type 1 in the
From box and 1 in the To box to
print the first page only. Click
Print (fig. 6.19).

24 From the File menu, select Quit
(Macintosh) or Exit (Windows).

WordPerfect

1 Double-click the WordPerfect
icon. If not already shown, at the
top of the roolboxes click the

Ruler, Layourt, and Font buttons
(fig. 6.20).
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Falo aliquando fubexefa uen
uos idonea flamrae mater
From the File menu, select Insert
File. Find the file named

DUMMY.TXT that came with
this workbook. Double-click the zo FIEIZ]D
name of the file. ;;;IEFEJNOEWiﬂ [ E;”:ivJ“{j =] [100%=] ,;,
Use your cursor to highlight all of r P, 2. . g . UBREEE [ 7

se y c y S to g g tallo LY L LY LY h Ly Ly Ly LY LY Ly LY LY 13
the text. Click and drag from the Falo aliguando fubexefa uentossre
Font tool arrow to select Palatino. aeftuantes, per

: quos idones flammae materies incanderetur, Habes, unde

From the Font Size tool arrow,
choose 12pt. type. Click the Plain Figure 6.22
type button (fig. 6.21).

Scroll to the top of the page, click
the cursor in the text to deselect it.

Highlight the first four words. Se-
lect the font Helverica. Select the
Bold tool, and type 24 (for 24pt
type) (fig. 6.22).

Click between the “a” and the “d”
of the body copy (the fifth word).
Press the Delete key and type a
capital “A.” Click the left arrow
key, and press the return key.

Click and drag the text cursor
from the start of the body copy
to the bottom of the text to
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Figure 6.24 L
10 Click and drag from the Zoom
Figure 6.26 Control arrow, and select 75%

view (fig. 6.26).

v 100% 11 From the File menu, select Insert

200% File. From the files included wich
400% this workbook, double-click
_F : BUILDING.PCT in a folder called
ull Page

CITY&PEO in the ORLEANS
folder.

Other...

12 Scroll the work area so that the pic-
ture is at the top of the page (fig.
6.27). Click the picture to select it.
Click and drag from the bottom-
right of the picture to enlarge the
image to about two columns wide

highlight all bur the first four
words (fig. 6.23). Click the
Columns tool button at the top
of the desktop and pick three
columns (fig. 6.24). The body

copy changes to a three-column (fig. 6.28). Click and drag from the

format. middle of the picture to move it to
8 Scroll to the top of the page. the center of the page so that text

) ) can be seen on both sides of the im-

9 Clu:'k. the cursor at the Y-inch age (fig. 6.29).

position of the ruler for each col-

umn (1%, 3% and 5% inches) to set 13 Click somewhere on the body

a tab for each column (fig. 6.25). copy. From the Layout menu, se-

The 3% inch position should be lect Borders and choose Page

set by default. Go through the (fig. 6.30). In the Page Border dia-

dummy text and insert a simulat- log box, select Border On; Color:

ed tab wherever you think a para- Black; Pattern: white box; and

graph should start. Type: plain, then click in the top,
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Figure 6.31

14

bottom, left, and right boxes. In
the Fill section, click the Fill On
box, and select a light gray color
with a solid pattern. In the Spac-
ing section, type .25 in all four
boxes. Click OK (fig. 6.31).

Scroll the page so you can see the
last word in the third column.
Type a period if necessary. Select
Full Page from the Zoom control
arrow (fig. 6.32).
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Figure 6.33

15 Click the File menu, select Save

16

as. Select the place where you
want to save this file. Name the
file. Click Save.

Click the File menu, select Print.
In the Print dialog box, click in
the Pages section and type 1 in
the From box and 1 in the To box
to print the first page only

(fig. 6.33). Click Print.

17 From the File menu, select Quit

(Macintosh) or Exit (Windows).



CHAPTER 7

Advertisement Creation

Step-by-Step Guide

With this step-by-step guide, you will learn how to work with text and pictures
to create an advertisement with the programs PageMaker and QuarkXPress.
Learning how to set up files; place, crop, and position pictures; and create and
work with typographical elements are the chief techniques you will explore in this
display advertisement exercise. Your advertisement could be used in magazines or
newspapers to tout the jazz opportunities in New Orleans, featuring the famed

trumpet player, Al Hirt.

PageMaker
1 Double-click the PageMaker icon.

2 Make sure the toolbox (from the
Window menu, select Tool
Palette), guides, rulers, and scroll
bars (from the Layout menu, se-
lect Guides and Rulers, then
Guides, Rulers, and Scroll bars)
are shown on your desktop.

3 From the Layout menu, select
Guides and Rulers, then uncheck
Snap to rulers and uncheck Snap
to guides.

4 From the File menu, select Prefer-
ences. In the Layour pull-down
menus for the horizontal and ver-
tical measurements, select inches,

if not already displayed. Click OK.

From the File menu, select New.

In the Page Setup dialog box,
choose letter, 8.5-by-11 inches,
and tall and set the number of
pages at 1 and all margins at.5
(fig. 7.1). Click OK.

Select the Box tool. Click and
drag from the top-left corner of
the margin and make a box about
2-by-2 inches.

From the top-left corner of the
work area, click and drag the zero
lock and stop at the top-left cor-
ner of your box.

Select the Pointer tool. Click the
lower-right box handle and drag
to enlarge the box while watrching
the rulers to make a box 5 inches
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Page setup
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Figure 7.2
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Figure 7.3

Figure 7.4

10

11

12

13

14

wide and 10 inches long. Click
and drag from a line of the box
and move it to the top-right mar-
gin line. The box represents your
advertising space; the blank space
at the left is reserved for editorial
copy in a magazine format.

With the box still selected, from
the Element menu, select Fill,
then Solid to turn the box a solid

black (figs. 7.2 and 7.3).

From the File menu, select Place.
Find the file ALHIRT.PCT that
came with this workbook ( in the
CITY & PEO folder in the OR-
LEANS folder). Double-click the
file name. When the Place icon
appears on the work area, click
the mouse button. Move the pic-
ture to the top-left corner of the
margin. Click and drag from the
lower-right handle of the picture
to expand the image 2% inches to
the right and all the way to the
bottom of the black box. The
picture will be distorted. Click
and drag the picture to move it
to the right side of the black box
(fig. 7.4).

Select the Cropping tool. Click
the picrure, and click and drag
from corner handles to get rid of
any uneven edges caused by the
scanning process.

Select the Pointer tool and click
and drag from a corner handle to

resize the image to fit on the right
side of the black box.

Select the Text tool and click and
drag from the top-left corner of the
black box about 2 inches to the
right and down about an inch.
Press Command-T, and select the
font Helvetica and the size 48, set
the leading at 40 and set the width
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15

16

17

18

19

20

at 130, and click che Reverse and
Bold buttons (fig. 7.5). Click OK.
Press Command-Shift-L (Macin-
tosh) or Control-Shift-L (Win-
dows) to left align the text.

Type the following (fig. 7.6):

al

hirt

Select the Pointer tool. Click and
drag the text to the %-inch posi-
tion in the horizontal ruler and
the 1-inch position on the verrtical
ruler. :

Select the Text tool. Click and
drag in the black box from under
the text about an inch to the right
and about 3 inches down. Press
Command-T (Macintosh) or Con-
trol-T (Windows) and choose the
font Helvetica, size 30, leading 31,
and the buttons Reverse and
Bold. Click OK. Press Command-
Shift-R (Macintosh) or Control-
Shift-R (Windows) for right
alignment of the text (fig. 7.7).

Type the following:

plays
jazz
every
night
in

the
french
quarter

Select the Pointer tool, and move
the text to the %-inch position on
the horizontal ruler and the
2%-inch position on the verrical
ruler (fig. 7.8).

Select the Text tool. Click and drag
in the black box from under the
text about 4% inches to the right
and about % inch down. Press
Command-T (Macintosh) or

Type specifications

Font:
Size: points  Position:
Leading: points  Case: -
Set width: % Size  Track: M EONE

;

Color: ) No Break @ Break
Type style: [JNormal []Italic [ outline Reverse

[ Bold [Junderline []Shadow []Strikethru

Figure 7.5

] i Z 3 q 5 Figure 7.6

Type specifications

Font: Cancel
Size: points  Position:
Leading: points  Case:
set width: % Size  Track:

a

MM Fonls..

Color: () No Break (@ Break
Type style: [JNormal [] Italic [J Outline [X] Reverse

[ Bold [Junderline []Shadow [JStrikethru

Figure 7.7
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Figure 7.8 0

Type specifications
Font:
Size: points Position:
Leading: points  Case:  [Normal|
Set width: % Size  Track: (bani Fonts...)
Color: O No Break @ Break
Type style: [JNormal [ Italic [] Outline Reverse
< Bold [ underline []Shadow []Strikethru
Figure 7.9

Control-T (Windows) and select
the font Times, size 30, width 130
and the burtons Iralic, Reverse,
and Bold Click OK. (fig. 7.9).

21 Type the following:

visit new orleans

22 Select the Pointer tool. Click and
drag the text to the %-inch posi-
tion on the horizontal ruler and
then the 8'-inch position on the
vertical ruler (fig. 7.10).

ViSit new

Figure7.10

23 From the File menu, select Save.
Find the place in the computer
where you want to save the file. Type
a name for the file, and click OK.

24 From the File menu, select Print.
Click the Print button.

25 From the File menu, select Quit
(Macintosh) or Exit (Windows).

QuarkXPress

1 Double-click the QuarkXPress
icon.

2 Make sure the toolbox (from the
View menu, select Show Tools),
the Style palette (from the View
menu, select Show Style Sheets),
and the Colors palette (from the



CHAPTER 7 *

Advertisement Creation Step-by-Step Guide

10

11

12

View menu, select Show Colors)
are displayed on the work area.

From the Edit menu, select Prefer-
ences, then General. Select inches
in the horizontal and vertical

measurements pull-down menus.
Click OK.

Double-click the Text Box tool.
Click the Runaround button.
From the Mode pull-down menu,
select None. Click OK, then Save.

From the File menu, select New
and then Document.

In the setup dialog box, choose
US letter, 8.5-by-11 inches, and
1 column, and set all margins at

5. Click OK (fig. 7.11).

Select the Rectangular Picture
Box tool. Click and drag from the
top-left corner of the margin and
make a box about 2-by-2 inches.

From the top-left corner of the
work area, click and drag the zero
lock and stop at the top-left cor-
ner of your box (fig. 7.12).

Click the lower-right box handle

and drag to enlarge the box while
watching the rulers to make a box
5 inches wide and 8% inches long.

Select the Item tool (the top tool).
Click and drag from a line of the
box and move it to the top-right
margin line. The box represents
your advertising space; the blank
is reserved for editorial copy in a
magazine format.

From the View menu, select Show
Colors, if the palette is not already
displayed on your desktop.

With the box still selected, from
the Colors palette, select the Fill
icon, then click on the word Black
(fig. 7.13).

—Page Size
@ US Letter (O A4 Letter (O Tabloid
(3 US Legal (O BS Letter (O Other

New Document

Width: Height: [11 |

Column Guides

Columns:

[
Gutter LUidth:

—Margin Guides

[J Automatic Text Bou

Top: 0.5" Inside: |0.5"
Bottom: |0.5" Outside: |0.5" (o ) (cancer)
[ Facing Pages
Figure7.11

9 .l.I,:.l.l.E.l”.l.f.l.l.l.l.l:.zl.l
D_: », - m____
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2 : !
Figure 7.12

Figure 7.13
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Figure 7.14

Figure 7.15

Scale A

Scale D

Cross: 150%
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Figure 7.16

Frame Specifications

Style:

il Width:

Shade: 100%
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0 pt

| 2]

Figure 7.17
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[FlHelvetica [Fl48 pt
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13

14

15

Move the zero lock to the top-left
of the black box. Select the Rectan-
gular Picture Box tool. Make a box
starting from the 2%-inch position
on the horizontal ruler and the 0-
inch position on the vertical ruler
all the way to the right and to the
bottom of the black box.

Make sure the Content tool (the
second tool) is selected. From the
File menu, select Get Picture. Find
the file ALHIRT.PCT that came
with this workbook in the CITY &
PEO folder in the ORLEANS fold-
er. Double-click the file name to
place it within the top-right cor-
ner of the picture box (fig. 7.14).

Select the Item tool. Double-click
the picture. In the Picture Box
Specifications dialog box, type
150 in the Scale Across box and
350 in the Scale Down box

(fig. 7.15). Click OK. The image
will fill the picture box and be dis-
torted. Select the Content tool to
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16

17

18

19

20

21

22

move the picture slightly inside
the picture box to crop out any
uneven edges caused by che scan-
ning process.

To avoid frames around your text
boxes, double-click the Text Box
tool, click the Frame button, se-
lect 0 pt. from the Widch pull-
down menu (fig. 7.16), and click
OK. Click Save.

Click and drag from the top-left
corner of the black box abour 2
inches to the right and down 2
inches.

If not shown on the desktop,
from the View menu, select Show
Measurements. Select the font
Helvetica, the size 48, Bold, lead-
ing at 40, and the right alignment
text icon (fig. 7.17).

In the Colors window, select the
box fill icon and pick None and
then select the Text icon and
choose White.

Make sure the Content tool is se-
lected and type the following:

al
hirt

Select the Item tool. Click and
drag the text to the Y%-inch posi-
tion in the horizontal ruler from
the right side of the text box and
the 1-inch position on the vertical
ruler (fig. 7.18).

Select the Text Box tool. Click and
drag in the black box from under
the text about 2 inches to the right
and about 4 inches down. With the
Content tool selected, in the Mea-
surements palette, select the font
Helvetica, the size 30, leading at
31, Bold, and the right alignment
text icon (fig. 7.19). Click OK.

|.|.|.|.Dl.|.I.|]]TI.|.2|.|.I.|?I.|.I.1?I.|,I.|.5.

Figure 7.18

Figure 7.19

330 pt EIEIE = [Fz0 pt
G 0 EE h@llelulmlkllclﬁl,lz

=
mwl

]
[1]
[EEiEz Colors
=] [EIE
Black
Elue
Cyan
Greesn

Registration
“White
vellow R

Figure 7.20

23 In the Colors window, select the
box fill icon and pick None. Then
select the text icon and choose

White (fig. 7.20).

24 Make sure the Content tool is se-
lected and type the following:

plays
jazz

every
night

in

the
french
quarter
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Figure 7.21
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26

27

28

29

30

31

32

33

Click and drag on the lower-right
handle if you need to expand the
text box to show all the text.

Select the Item tool and move
both text boxes their right sides
they are aligned at the 2-inch hor-
izontal ruler position (fig. 7.21).

Select the Text box tool. Click and
drag in the black box under the
second text box about 3%-inches
to the right and about % inch
down. With the content tool se-
lected, in the Measurements
palette, choose the font Times, the
size 30, Italic, Bold, and the right
alignment text icon (fig. 7.22).

In the Colors window, select the
Box Fill icon and pick None. Then
select the Text icon and choose
White.

Make sure the Content tool is se-
lected and type the following:

visit new orleans

Select the Item tool. Click and
drag the text until its right side is
at the 31/4-inch position on the
horizontal ruler and the top edge
is at the 8-inch position on the
vertical ruler (fig. 7.23).

From the File menu, select Save.
Find the place in the computer
where you want to save the file.
Type a name for the file, and
click Save.

From the File menu, select Print.
Click the Print button.

From the File menu, select Quit
(Macintosh) or Exit (Windows).



CHAPTER 8

Brochure Creation
Step-by-Step Guide

ne of the most useful skills for someone in the public relations field to have is a

knowledge of how to create brochures. This type of design format is one of the
most versatile and common means of creating goodwill for your client. The step-by-
step guides below will take you through the process of using multiple images and ty-
pographical fonts to produce a sophisticated two-fold, two-sided brochure that could
be mailed out by the tourist bureau to attract tourists to Belfast, Northern Ireland. In
addition, you will discover how to use style guides in both programs to speed up the

process of using words in your designs.

PageMaker
1 Double-click the PageMaker icon.

2 Make sure the toolbox (from the
Window menu, select Tool
Palette), Style palette (from the
Window menu, select Style
Palette), guides, rulers and scroll
bars (from the Layout menu,
select Guides and Rulers, then
Guides, Rulers, and Scroll bars)
are shown on your deskrop.

3 From the Layout menu, select
Guides and Rulers, then uncheck
Snap to rulers and uncheck Snap
to guides.

4 From the File menu, select Prefer-
ences. In the Layout pull-down

menus for the horizontal and ver-

tical measurements, select inches,

if inches are not already displayed.
Click OK.

From the File menu, select New.
In the Page setup dialog box,
choose the Letter format from
the Page pull-down menu. Click
the Wide orientation button. In
the Number of Pages box type 3.
By doing these steps you can
view both pages of the brochure
on the same screen. Make sure
the Double-sided and Facing
pages buttons are checked.
Change the margins all to 0

(to bleed the edges). Click OK
(fig. 8.1).
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Page setup

Page:
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Figure 8.1

Figure 8.2

6 Click the Page 2-3 icon at the
lower-left of the work area. From
the Layour menu, select Columns
and type 3. Click OK. Use
Command-W (Macintosh) or
Control-W (Windows) to go to
Window view (fig. 8.2).

7 The work area will consist of
two horizontal pages with three
columns in each one. For
convenience, think of these
columns being numbered one to
six from the left.

8

10

11

12

Use Place from the File menu to
import all five pictures located in
the folder CITY in the BELFAST
folder that came with this work-
book. Click each picture’s Place
icon at the top of the work area.

Click and drag the picture named
ROSES.PCT to the top-left corner
of column 3, the picture named
CASTLE.PCT to column 1, and
the picture named HOUSES.PCT
to column 4. With each of these
pictures, click and drag from the
lower-right handle and fill the col-

umn with the picture.

Click and drag the picture named
CITY.PCT to the top-left corner
of column 5. Click and drag the
lower-right handle until the im-
age is enlarged all the way to the
right side of the page and down to
3%-inch on the vertical ruler.

Click and drag the picture named
GIRLS.PCT to the 4-inch position
on the vertical ruler of column 6.
Click and drag the lower-right
handle to enlarge the picture
until it fills the lower-right corner

of the page (fig. 8.3).

Set all the typeface choices on
your page with the Styles palette.
From the Type menu, select
Define Styles. Click on each de-
fault choice already within the
scroll-down window and select
the Remove button until all che
choices are cleared. There are
eight separate type styles to set.
For each one, select the New but-
ton. In the Name box, type the
name for the type style. Click the
Type button. In the Type Specifi-
cations box, select the Font, Size,
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Figure 8.3

Leading, Width, and Type Style.
Click OK to exit the Type dialog
box. Click OK to exit the Edit
Style dialog box. You will return
to the Define Styles dialog box.
Click the New button again to set
the next style. If you make a mis-
take, click on the style name and
click the Edit button and make
changes. Some of the size and
leading values will have to be
typed in their boxes (fig. 8.4). Use
the following table to set your

type styles:

Name Font Size Leading
Belfast Times 72 71
Contact Helvetica 18 17
Formore  Times 14 13
Northern Helvetica 24 23
Questions Times 48 47
57 Times 212 211
urprised  Times 30 29
Where Times 60 50

Type specificalions
Font:
size: points  Position: ey
Leading: points  Case:
set width: [Normal [ | % size  Track:  [No track]
Color: ' () No Break @ Break
Type style: [JNormal [] Italic [J Outline [ Reverse
[ Bold [Junderline []Shadow []Strikethru

Figure 8.4

Width Style

130 Normal and Left

Normal Reverse and Center

Normal Iealic, Reverse, Center

130 Italic and Left

Normal Bold, Reverse, Center

Normal Normal and Left

Normal Normal and Left

Normal Bold, Reverse, Center



1 68 DEeskTOP COMPUTING WORKBOOK
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To set the alignment, in the Define
Styles dialog box, select Para. Click
the Alignment pull-down menu to
select the alignment, then click
OK. By defaul, the type will be set
with left alignment so you won’t
have to change it for each font

(fig. 8.5).

Select the Box tool, and click and
drag from the top-left corner of
column 2 to create a box that fills
the column. With the column still
selected, from the Element menu,
choose Fill and then 40% fill for
the box (fig. 8.6).

With the Box tool still selected,
make a box within the gray box
that starts and ends as shown in
fig. 8.8. From the Element menu,
choose Fill and line. In the dialog
box, click the Fill color pull-down
menus and choose solid and
Black. In the Line color pull-down
menu choose Paper for white

and pick 2 pt line (figs. 8.7 and
8.8). Click OK.

The next step is to type the text
for the brochure. Select the Text
tool in the toolbox. Notice where
each line of type is located in
fig. 8.11 and create a text box
that is large enough for the text.
To the right of the text items
listed here, and in parentheses,
are the style names in the Styles
palette that you created earlier.
Click and drag from the lower-
right of the Styles palette to see
all the styles.

Click the name of the style in the
Styles palette (fig. 8.9), then type
the following text:

Where
on
Earth? (Where)
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Figure 8.8

are the ‘O styles | Figure
roses this ] 8.9
red? (Questions) Belfast
th Contact

B " For more
castles this . Northern
Old? (QUEStlons) uuestions
and the 5? :
view this urprised
high? (Questions) iere =
Belfast (Belfast) X
Northern Ireland (Northern) :
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For more information (For more)
Contact the
Belfast,

Northern Ireland
Travel Bureau (Contact)

Click and drag each text item and
move it to the correct column and
in the position shown in figs. 8.10
and 8.11. Center each Where and
Questions text in the panels. Align
the Where text at the 1%:-inch mark
on the horizontal ruler and
Questions at the 4%-mark.

For more info

Contact ihe
Belfast,
Mortern refand
Travel Blireat!
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Runaround Specifications

Mode:

Figure 8.11
Figure 8.12 Find/Change %F | 19 From the File menu, select Save
' Preferences ¥ Application... ®¥S4GY and decide on a location to save
Style Sheets... your file and the file’s name.
f'o&:lsrs'" 20 When you are satisfied with your
work, from the File menu, select
L Print. Make sure you set the print-
er to only print Page 2 to Page 3.
o Click the Print button.
Figregad Horizontal Measure: I@I 21 From the File menu, select Quit
Uertical Measure: (Macintosh) or Exit (Windows).
= | QuarkXPress
Figure 8.14

, 1 Double-click the QuarkXPress icon.

2 Make sure the toolbox (from the
View menu, select Show Tools),
the Style palette (from the View
menu, select Show Style Sheets),
and the Colors palette (from the
View menu, select Show Colors)
are displayed on the work area.

3 From the Edit menu, select Prefer-
ences, then General. Select inches
in the horizental and vertical
measurements pull-down menus
(figs. 8.12 and 8.13). Click OK.

4 Double-click the Text Box tool.
Click the Runaround button. In the

Mode pull-down menu, select None
(fig. 8.14). Click OK, then Save.
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New Document

—Page Size
O US Letter (O A4 Letter (O Tabloid
QO US Legal (O BS Letter (@ Other

Width: Dﬂeight:

Column Guides

Columns:

Gutter Width:

Figure
8.15

~Margin Guides

Top: Inside:

L] O
Bottom: D Outside: l:l

[ Facing Pages

[J Automatic Text Box

Cox

| [(cancel

Figure 8.16

5 From the File menu, select New,
then Document.

6 In the setup dialog box type 11 for
the Width and 8.5 for the Height.
Type 3 for Columnsand 0.167 for
Gutter Widch. Make sure the Facing
Pages button is checked. Do not
click the Automaric Text box.
Change the margins all to 0 (to bleed
the edges). Click OK (fig. 8.15).

7 From the Page menu, select Insert
and type 2. Click OK. From the
View menu, select 50%. Scroll down
and to the left of the work area ro

display the left side of page 2.

8 From the View menu, select Show
Guides, then Show Rulers. In ad-
dition, uncheck Snap to Guides
in the View menu.

9 The work area will consist of three,
horizontal pages with three columns

10

in each one, but you will create work
on only two pages. In this way, you
can view both pages at the same
time. For convenience, think of these
columns being numbered one
through six from the left column.

Select the Rectangular Picture Box
tool. At the top of the work area
create five small picture boxes. Se-
lect the first picture box. Choose
the Content tool (the second tool).
From the File menu, select Get
Picture to import a picture. Place
all five pictures located in the fold-
er CITY inside the BELFAST folder
that came with this workbook—
each within a separate picture box.
For each picture, double-click its
name, select another picture box,
select Get Picture, and double-
click the next picture’s name

(figs. 8.16 and 8.17).
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Figure 8.17

Scale Across: 0%
6307 |

Scale Down: 650%

Figure 8.19

11 Select the Item tool ( the top
tool), and click and drag the pic-
ture named ROSES.PCT to the
top-left corner of column 3, the
picture named CASTLE.PCT to
column 1, and the picture named
HOUSES.PCT to column 4. With
each of these pictures, click and
drag from the lower-right handle
of the picture box and fill the col-
umn with the picture box.

12 Use the scroll bar to move around
Figure 8.18 the work area as necessary.

13 With the Item tool, click and drag
the picture named CITY.PCT to
the top-left corner of column S.
Click and drag the lower-right
handle until the picture box is en-
larged all the way to the right side
of the page and down to 3% inch
on the vertical ruler.

14 Click and drag the picture named
GIRLS.PCT to the 4%-inch posi-
tion on the vertical ruler of col-
umn 6 (fig. 8.18). Click and drag
the lower-right handle to enlarge
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With the Item tool selected, dou-
ble-click each picture to display
its Picture Box dialog box. Type
the Scale Across and Down values
as shown below to enlarge the im-

ages (fig. 8.19):

Across Down
ROSES.PCT 410 650
CASTLE.PCT 410 650
HOUSES.PCT 410 650
CITY.PCT 560 440
GIRLS.PCT 270 500

For each image, select the Con-

tent tool, and click and drag the
picture to move it inside the pic-
ture box to crop out any uneven

edges (fig. 8.20).

Set all the typeface choices on
your page. From the Edit menu,
select Style Sheets. There are eight
separate type styles to set. For
each one, select the New button
(fig. 8.21). In the Name box, type
the name for the type style as
shown in the following table.
Click the Character button

(fig. 8.22). In the Character

Style Sheet:
Normal

Cew |
(Duplicate

T [ belete

Helvetica; 12 pt; Plain; Black; Shade: 100%; Track Amount: O; Horiz Scale:
100% ; Alignrent: Left; Left Iﬁdent: 0"; First Line: 0"; Right Indent: 0";
Leading : auto; Space Before: 0"; Space After:0"; Next Style: Normal;

[ Save ]

[ Cancel

— W

Edit Style Sheet
Name:

|where|
Keyboard Equivalent:

I |
Based on:
Next Style: Tabs

Helvetica; 12 pt; Plain; Black; Shade: 100%; Track Amount: 0; Horiz Scale:
1009 ; Alignment: Left; Left Indent: 0"; First Line: 0"; Right Indent: 0%;
Leading: auto; Space Before : 0"; Space After: 0"; Next Style: Self;

D

| Character

iy

Figure
8.22

173




174 Deskror CoMPUTING WORKBOOK

Figure 8.23

Character Attributes

Font: | 3 |Times

Scale: |Horizontal |

[100%

Track Amount:
Baseline Shift:

P 1 =

;

Style
| [ Plain ] underline
Size: [ Bold O] word u.l.
[ 1talic [] small Caps
Color: [J outline ] AN Caps
hade: [ » [108% [ shadow [] Superscript |
[ Strike Thru  [] Subscript [
|

Figure 8.24 = ———— paragraph Formats ——
Left Indent: Leading: 50
First Line: 0" Space Before: |[0"
Right Indent: |0" Space After: |0"
[ Lock to Baseline Grid [JKeep with Next 9 ‘
(] orop Caps [JKeep Lines Together
Alignment: Cenleradk
HEJ: Standard
' 0K Cancel
Attributes box, select the Fonr,
Figure 8.25 0% Size, Color, Horizontal Scale,
10% and Style (fig. 8.23). Click OK to
0% exit the dialog box. Click the
ZO% Formats button to set the lead-

S0% |!

+ 100%

20%
TO%
20%
0%

ing and alignment (fig. 8.24).
Unless otherwise stated, leave the
text black, plain, and left aligned.
Click OK. To exit the Edirt Style
dialog box, click OK. You will re-
turn to the Define Styles dialog
box. Click the New button again
to set the next style. If you make
a mistake, click the name of the
text style and click Edit to make
your changes. When you are fin-
ished, click the Save button. Use
the following table to set your
type styles:
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18

19

20

21

Name Font Size Leading
Belfast Times 60 71
Contact Helvetica 18 17

For more  Times 14 13
Northern  Helvetica 24 23
Questions Times 48 47

S? Times 212 211
urprised  Times 30 29
Where Times 60 50

Select the Rectangular Picture Box
tool, and click and drag from the
top-left corner of column 2 to cre-
ate a box that fills the column.
With the column still selected,
from the Colors palette click the
Fill icon, the color Black, and then
40% fill for the box (fig. 8.25).

Select the Rectangular Picture
Box tool. Make a box within the
gray box that starts and ends as
shown in fig. 8.26. From the Col-
ors palette, choose the Fill icon,
then Black. From the Item menu,
select Frame. In the Frame Speci-
fications dialog box, select 2 pt
width and the color white. Click
OK (fig. 8.27).

Select the Text Box tool. Using the
brochure example in fig. 8.28,
click and drag a text box to the
layout in the approximate loca-
tion for each column. For the
second and third columns, that
will mean creating two text boxes
and in the fifth column, five text
boxes. Select the Item tool, keep
the Shift key pressed, and select
all che text boxes at once. In the
Colors palette, select the Fill icon
and choose None.

Choose the Content tool. From
the Style Sheets palette, select the
style that is in parentheses next to

Scale
130%
100%
100%
130%
100%
100%
100%
100%

Style

White and Centetred
[talic, White, Centered
Italic

White, Bold, Centered

White, Bold, Centered

E Figure 8.26

Figure 8.27

Frame Specifications
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Figure 8.28

i
Belfast
Contact
For more
Mormal
Morthern
Questions
g7
urprised
Where

Figure 8.29

Figure 8.30

the following text items as shown
in the example (fig. 8.29). With
the Content tool, select a text box
and, type your text into the col-
umn. Type the following rext as
shown. Click and drag on a corner
handle if your box is too small to
show all the type. If your text does
not appear, click and drag from a
lower-right corner handle to ex-
pand your text box (fig. 8.30).

Where
on
Earth? (Where)

are the
roses this
red? (Questions)

the
castles this
old? (Questions)

and the
view this
high?(Questions)

Belfast (Belfast)

Northern Ireland (Northern)
S(S?)

urprised (Urprised)

7(S?)
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Figure 8.31

it

22

For more information (For mote)

Contact the

Belfast,

Northern Ireland

Travel Bureau (Contact)

Select the Item tool. Click and
drag each text item and move it to
the correct position in the col-
umn as shown in the brochure
example (fig. 8.31 and 8.32).

23 From the File menu, select Save
and decide on a location to save
your file and the file’s name.

24 When you are satisfied with your
work, from the File ‘menu select
Print. Make sure you set the print-
er to only print Page 2 to Page 3.
Click the Print button.

25 From the File menu, select Quit
(Macintosh) or Exit‘(Windows).
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Figure 8.32




CHAPRPLER 3

Magazine Creation
Step-by-Step Guide

Because magazine designs are often more creative than other types of designs,
the lessons learned in working with magazine designs can be easily applied to
brochure, newspaper feature pages, and screen presentations to make them more
visually exciting. You will work with colored text, extreme leading, overlapping im-
ages and colored boxes to create a three-page magazine spread about children in-
volved in the fighting in Northern Ireland.

5 From the File menu, select New.

PageMaker
6 In the Page setup dialog box,

1 Double-click the PageMaker icon.

choose the Magazine format from

2 Make sure the toolbox (from the
i the Page pull-down menu. In the
Window menu, select Tool Palette),
b il from the Wind Number of pages box type 3.
e R e e Make sure the Double-sided and
menu, select Style Palette), guides, ;
Facing pages buttons are checked.
rulers, and scroll bars (from the Lay- Click OK (fig. 9.1)
out menu, select Guides and Rulers, g7
then Guides, Rulers, and Scroll From the File menu, select Place.
bars) are shown on your desktop. Find the folder TROUBLES in the
. BELFAST folder, and double-click
3 From the layout menu, select Guides :
the picture named MASK.PCT.
and Rulers, then uncheck Snap to 3 :
tersamduindieslcs d Click the Place icon on the first
e 1 = £ e page. Click and drag the image to
4 From the File menu, select Prefer- the rop-left corner margin. Click

ences. In the Layout pull-down
menus for the horizontal and ver-
tical measurements, select inches,
if inches are not already displayed.
Click OK.

and drag the bottom-right handle
and enlarge the image until it fills
up the entire area within the mar-
gin plus two inches to the right of
the right margin (fig. 9.2).



180 Deskror Comruring WORKBOOK

Figure 9.1

Page setup

Poge:

Orientation: ® Tall O Wide

Options: [X] Double-sided [ Facing pages
[ Restart page numbering

Margin in inches: Inside |0.875 Outside
Top 1.208 Bottom

Target printer resolution: dpi

Page dimensions: [8.375 | by[10.875 |inches

Start page #: E] Number of pages: EI

0.667

0.667

Figure 9.3

Figure 9.2

8 Move the picture to the left until

the right side of the image is on
the right margin line. Select the
Crop tool, and click and drag
from the corner handles to trim
the picture to the margin lines
(fig. 9.3). Click on the picture han-
dles to fill the inside of the mar-
gin, and use the Pointer tool to fill
the page with the picture (fig. 9.4).

From the Type menu, select Define
Styles. Click on each default choice
already within the scroll-down
window and click the Remove but-
ton until all the choices are
cleared. There are eight separate
type styles to set. For each one, se-
lect the New button. In the Name
box, type the name for the type
style. Click the Type button. In the
Type specifications box select the
Font, Size, Leading, Width, and
Type Style. Click OK to exit the
Type dialog box. Click OK to exit
the Edit Style dialog box. You will
return to the Define Styles dialog
box. Click the New button again to
set the next style. Use the following
table to set your type styles:
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10

11

12

13

Name Font Size Leading
Adult Helvetica 48 47
Byline Helvetica 12 11
Children  Helvetica 36 35
Copyl Times 14 40
Cutline Helvetica 12 11
Copy2 Times 10 20
Ireland’s Helvetica 30 29
Northern  Helvetica 24 23

To set the color, from the Type
Specifications dialog box, choose
Red from the Color pull-down
menu (fig. 9.5).

To set the alignment, in the Define
Styles dialog box, select Para. Click
in the Alignment pull-down menu
to select the alignment, then click
OK. By default, the type will be set
with left alignment so you won’t
have to change it for each font. But
for the body copy, go through this
procedure to set the type to justi-
fied on both sides (fig. 9.6). If you
make a mistake, click on the style
name, click the Edit button, and
make changes. Some of the size
and leading values will have to be
typed in their boxes.

Click and drag from the
lower-right corner of the Styles
palette to display all of the styles
(fig. 9.7).

Bring in the dummy text you will
use in your layout. Scroll to the
right side of your work area about
five inches from the right side mar-
gin line. You will select Place from
the File menu to import dummy
text three separate times. Double-
click the file DUMMY.TXT that
came with this workbook. Click
OK in the Text-only import fil-
ter.When the Place icon appears,
click and drag about a three-inch

Width Style

130 Reverse and Left
130 Bold, Reverse, Left
130 Reverse and Left
Normal Normal, Red, Justify
Normal Reverse and Left
Normal  Reverse and Justify
Normal Reverse and Left
Normal Reverse and Left

Figure 9.4

Type specifications

Font: ‘
Size: m points
Leading: points

set width: % size
Color:

Type style: INormal [] Italic
[ Underline []Shadow []JStrikethru

O Bold

Position: Pl A e

Case:
Track:
(O NoBreak (@ Break
[Joutiine [JReverse

Figure 9.5

Alignment:

Options: R

Figure 9.6
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[}

Adult
Byline
Children
Copyl
Copy2
Cutline
Ireland's
Northern

EH= Styles ==

Figure 9.7

Figure 9.8

Figure 9.9

Blortherny

reland's

square. Use the Place command to
import two more copies of the
dummy text to the right of the
work area (fig. 9.8).

14 The next step is to type the text
items you will need in the layout
and to format your text. Use the
scroll bars if necessary to move to
the left side of the layout so that
you can see the left side margin
line. Select the Text tool in the
toolbox. For each text line you
will type, click so that the cursor
will automarically blink at the
margin line. To the right of the
following text items, and in
parentheses, are the style names
in the Styles palette that you cre-
ated earlier.

15 Click the name of the style in the
Styles palette. Type the following

items as separate text columns

(fig. 9.9):
Northern (Northern)
Ireland’s (Ireland’s)

Children with (Children)
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16

17

18

19

Adult FACES (Adult)

Story and pictures by Your Name
Here (Byline, type on 1 line)

Click inside the first dummy text
column with the text cursor.
From the Edit menu, choose Se-
lect All to highlight all the text.
Click the Copy1 style within the
Styles palette.Repeat this proce-
dure for the other columns of
dummy text, but select Copy2 in
the Styles palette for the second
text column and the cutline style
for the third text column.

Click the Page 2 icon at the
bottom-left of the desktop to
move to that page. From the lay-
out menu, select Column guides,
then type 2 for two columns on
both pages.

From the Element menu, select
Define colors. Click the New but-
ton. Click the Spot button, and
click and drag from Libraries to
select the Pantone Process library.
In the box at the top, type 324-5,a
slightly brown tint (fig.9.10).
Click OK three times to return to
the work area. From the Window
menu, select Color palette to show
the Colors palette on the deskrop.
The Pantone color you selected
will be included at the bottom of
the color list. Click and drag the
lower-left control box if necessary
to see your selection (fig.9.11).

Scroll to the left so you can see the
second page. From the File menu,
select Place. From the same folder
as the picture, MASK.PCT,
double-click the file named,
WIRE.PCT. When the Place icon
appears, click anywhere in the
work area. Click and drag to move

Library: PANTONE® Process

[ cancel |

PANTONE |324-5 cus
[[Ere e = et e e

P TORE -7 01 FPAFTOME F25-7 1%
I LT R T T

FANTORE Z2d-2 018 FARTORE Z25-2 018
s o o L =
FafTOE ZIN-Z 018 FPARTOME Z25-F 018
([ N AT T

FARTOE ZN-F 018

Figure 9.10

PARTORE Z25-4 015

|_|
FAETOME N5 O0% FPARTOME Z25-5 018

[ About... |

Computer video
simulations displayec
mau not match
printed color
standards. Use
current color
reference manuais

I=—— Colors =———

Fill |l P4

[Paper] it

I [Registration]

E

Figure 9.11

the picture to the top-left corner
of the Page 2 margin. Set the zero
lock at the picture’s top-left cor-
ner. Enlarge the image all the way
to the left margin of page 3 and
down to the 6-inch mark on the
vertical ruler. With the picture se-
lected, choose Copy from the Edit
menu and then Paste to display a
copy of the picture, Align this
copy at the 3%-inch mark on the
horizontal ruler and the 0-inch
mark on the vertical ruler. Choose
Paste again from the Edit menu to
display another copy. Align this

one as with the second image, and
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Figure 9.12
POSRIRRNIIINONE R,
. \ ; 1

Figure 9.13 I

Figure 9.14 |
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20

21

22

Figure 9.15

move its right side to the right
margin of page 3 (fig. 9.12).

Select the Box tool. Make a box
that starts at the left side margin
line of page 2, slightly overlaps
the pictures, and goes all the way
to the bottom and right margin
lines of page 3. From the Ele-
ment menu, select Fill, then
Solid to make a black box

(fig. 9.13).

With the Box tool selected, create
two cutline boxes the same size
and location as shown in fig. 9.14.
With the box selected, choose the
324-5 brown color in the Colors
palette for both boxes.

Select the Pointer tool, and click
and drag the Copy2 column to
the layout to the black box start-
ing at the 6-inch mark on the
vertical ruler. Click and drag the
window shade and corner handle
to create the first column on the

23

layourt, click once in the window
shade to display the text place
icon, move the cursor to the next
column of the text, click and
drag the text place icon to create
a space for your text, release the
mouse button, and click and
drag in the window shade and
handles to display the text as
shown in fig. 9.15. Align each
column at the 6-inch vertical
ruler mark and make sure all che
text columns have the same
amount of space between them
and are the same size.

Click and drag the Cutline col-
umn to the top cutline box. Per-
form the same procedure except
when you click in the window
shade, move the Place icon to the
other cutline box and click the
mouse. Click and drag the win-
dow shade and handles to display
the cutline text as shown in

fig. 9.15.
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Figure 9.16

Figure 9.17

Northem 8
reland's *

“AdulrF

Story and pictures by Padl Lester | 00t

24

25

26

27

28

Switch to Actual size view by typ-
ing Command-1 (Macintosh) or
Control-1 (Windows). Scroll to the
first cutline box. If your computer
program has the drop-cap feature,
highlight the first letter. Choose
Aldus Additions from the Utilities
menu and the Drop cap. If 3 lines
are displayed in the box, click OK.

Use the scroll bars to make sure all
of your columns are aligned. From
the Layout menu, select View, then
choose Actual Size to get an
overview of the entire layout on
your screen. Make the adjust-
ments you think are necessary.

Click the Page 1 icon at the
bottom-left of the desktop ro
move back to the first page.

Select the Box tool, and make a
small box that will be positioned
behind the byline text in the
lower-left of the page. From the
Element menu, select Line, then
None. Select the 324-5 color in
the Colors palette to color the
box. Move the box to a similar lo-
cation as in fig. 9.17. With the
Pointer tool, select the Byline text.
From the Element menu, select
Bring to Front to place the text on
top of the box.

Select the Pointer tool, and move
the Copy1 column to the picture.
For the body copy, click and drag
the window shade and handles to
display the text as shown in fig.
9.16. Move all the other text items
as shown in fig. 9.17. When you
have finished placing the text ele-
ments on the picture, select the red
body copy, and from the Element
menu, select Bring to front so that
this text will appear to be in front
of the headline copy (fig. 9.18).
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Northern =
Ireland’s

. Children w
“Adult

Story and pictures By Pa di Eéster Lol

Figure 9.18

29 From the File menu, select Save
and decide on a location to save
your file and the file’s name.

30 When you are satisfied with your
work, from the File menu select
Print. Click the Print button.

31 From the File menu, select Quit
(Macintosh) or Exit (Windows).

QuarkXPress

1 Double-click the QuarkXPress
icon.

2 Make sure the toolbox (from the
View menu, select Show Tools),
the Style palette (from the View
menu, select Show Style Sheets),

and the Colors palette (from the
View menu, select Show Colors)
are displayed on the work area.

From the Edit menu, select Prefer-
ences, then General. Select inches
in che horizontal and verrical
measurements pull-down menus.
Click OK.

Double-click the Text Box tool.
Click the Runaround button. In
the Mode pull-down menu, select
None. Click OK, then Save.

From che File menu, select New,
then Document.

In the setup dialog box type 8.375
for the Width and 10.875 for the
Height. Type 4 for Columns and
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New Document
—Page Size
QO US Letter O A4 Letter O Tabloid
O US Legal (O BS Letter (@ Other

Width: Height:

Column Guides

Columns:
Gutter wi:lth:

~Margin Guides

Top: 1.208 Inside: [.875 ‘
Bottom:|.667 Outside: .Bﬁﬂi ‘

Facing Pages

[] Automatic Text Box

[ ok ]| [cancer)

Figure 9.20

Figure 9.19

Figure 9.21

10

11

0.167 for the gutter width. Make
sure the Facing Pages button is
checked. Change the top margin
to 1.208, the bottom to .667, the
inside ro .875, and the ourtside
margin to .667. Make sure the
Automatic Text Box is not
checked. Click OK (fig. 9.19).

From the Page menu, select Insert
and type 2. Click OK. From the
View menu, select 50%.

From the View menu, select Show
Guides, then Show Rulers. In ad-
dition, uncheck Snap to Guides
in the View menu.

Select the Rectangular Picture Box
tool. Click and drag to create a
small picture box on your work
area. Select the Content tool. From
the File menu, select Get Picture.
From the folder, TROUBLES with-
in the BELFAST folder, that came
with this workbook, place the im-
age MASK.PCT (fig. 9.20).

Select the Item tool (the top tool)
and move the picture box to the
top-left corner of the first page’s
margin. Click and drag the lower-
right corner handle to enlarge the
picture box to fill the entire work
area inside the margins (fig. 9.21).

Double-click the picture to dis-
play the Picture Box dialog box.
Type 300 for the Scale Across
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12

13

14

15

16

17

18

value and 450 for the Scale Down
value (fig. 9.22). Click OK.

Select the Content tool (the sec-
ond tool) and click and drag the
picture within the picture box to
crop out any uneven lines and
move the picture to the left until
the right edge of the picture is
just covered by the right line of
the picture box.

From the View menu, select Fit in
Window and then Show Docu-
ment Layout. Double-click the
page 2 icon so that you can see
both pages on your screen.

Select the Rectangular Picture Box
tool. Click and drag to create a
small picture box on your work
area. Select the Content tool. From
the File menu, select Get Picture.
From the folder, TROUBLES, that
came with this workbook, place
the image WIRE.PCT.

Select the Item tool and move the
picture box to the top-left margin
line on the second page.

Double-click the picture to dis-
play the Picture Box dialog box.
Type 375 for the Scale Across val-
ue and 350 for the Scale Down
value. Click OK.

Select the Content tool, and click
and drag the lower-right handle
of the picture box as shown in the
example (fig. 9.23).

Select the Item tool. From the
Edit menu, select Copy, then
Paste. Move this copy to the right
edge of the boy in the first pic-
ture. Select Paste again, and move
this copy to the right edge of the
second picture. Click the lower-
right handle, and move the
picture box to the right side mar-
gin line (fig. 9.24).

Figure 9.23

Figure 9.22

PI. \ '
.\a.‘ L
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T T
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Figure
9.24 |
# i "
R
- Ty
2. & 3 t y .
I | TR i
T e | 19 With the Item rool selected and the
Figure R Sll'liﬁ: key pressed, select all three
9.25 pictures. In the Colors palette,
m choose the Fill icon and then None.
. — 20 Select the Rectangular Picture
( (Edit Trap | Box tool. Make a box thar starts
(Duplicate) (save ) at the left side margin line of Page
Bl Registration 2, slightly overlaps the bottom of
White i ) ' (cancer ] the pictures, and goes all the way
to the bottom and right margin
lines, across both pages. From the
Colors palette, select the Fill icon,
then the color Black.
Figure9.26 Name: 21 From the Edit menu, select Colors.
| , Select the New button (fig. 9.25).
Hsp Click in the Model section of the di-
Model: |« RGB
CMYK alog box and select Pantone Process
ClProc| PANTONE® from the pull-down menu (fig.
TOY0 9.26). Click in the Pantone No. Box
Screen| .- at the lower-right and type the Pan-
TRUMATCH tone number 324-5 (fig. 9.27).Ina
New: FOCOLTONE few seconds this brownish color will
PANTONE® Process appear on the dialog box. Click OK,
Oid: PANTONE® ProSim then click the Save button in the
PANTONE® Uncoated Colors dialog box. The color is

added to the Colors palette. Make a
cutline box in the top-right corner of
the third page with the Rectangular
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Edit Color Figure 9.27

Name:
[PANTONE § 324-5 |

Model: [PANTONE® Process |

(] Process Separation

Screen Values: (Process

New:
Old:

-Cancel -
- PANTONE No.:

© 1988-94 Quark Inc. ®© Pantone, Inc., 1986, 1988

Picture Box tool. In the Colors
palette select the fill icon and the
Pantone color (fig. 9.28).

L1 oA Figure 9.28

Set all the typeface choices on your
page with the Style Sheets palette.
From the Edit menu, select Style
Sheets. There are eight separate type
styles to set. For each one, select the
New button (fig. 9.29). In the Name
box, type in the name for the type
style. Click the Character button
(fig. 9.30). In the Character Actrib-
utes box select the Font, Size, Color,

Horizontal Scale, and Style (fig.
9.31). Click OK to exit the dialog

box. Click the Formats button to set
the leading and alignmenl: (ﬁg. Style Sheets for Document3
9.32). Click OK. To exit the Edit Style Sheet:

Style dialog box, click OK. You will Normal B m
return to the Define Styles dialog

box. Click the New button again to

set the next style. If you make a mis- (Duplicate) (save )
take, click on the name of the text
style and click edit to make your
changes. Unless other wise noted, Helvetica; 12 pt; Plain; B!;ck; Shade : 100%; Track Amount: O; Horiz Seale:

: : 100%; Alignment: Left; Left Indent: 0”; First Line: 0"; Right Indent: D*;
the type 1S blaCk’ Pla'ln’ a.nd 18& Leading: auto; Space Before: 0"; Space After: 0"; Next Style: Normal;

aligned. When you’re finished, click
the Save button. Use the following ———— —

Figure
9.29

| = ( Delete ) [ cancel |

table to set your type styles:
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Figure 9.30 Edit Style Sheet
Name:
[Eopur W chococten
Keyboard Equivalent: —m
Based on: | Mg $ty/e
Neut Style:
Helvetica; 12 pt; Plain; Black; Shade: 100%; Track Amount: 0; Horiz Scale:
100%; Alignment: Left; Left Indent: 0"; First Line: 0"; Right Indent: 0";
Leading: auto; Space Before: 0; Space After: 0"; Next Style: Self;
0K Cancel
Character Attributes
Style
Font: Times : ]
| 4 | I Plain [J underline
Size: [JBold [ word u.l.
[ 1talic [ small Caps
Color: [ [Red| ] outline IRl Caps
Shade: 100% ] Shadow [ Superscript
[]Strike Thru ] Subscript
Scale: Hnrizonlall [100%
Track Amount: [0 1 0K Cancel ]
Baseline Shift:
Figure 9.31
Figure 9.32 5 - Paragraph Formats —
Left Indent: |0" Leading: 40
First Line: 0" ‘ Space Before: |0
Right Indent: [0° | space After: [0"
[JLock to Baseline Grid [0 Keep with Next 9
[JDrop Caps [JKeep Lines Together
Alignment:|Justified
HEJ: Standard
[ ok | [ cancel |
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24

25

Name Font Size
Adule Helvetica 48
Byline Helvetica 12
Children = Helvetica 36
Copyl Times 14
Copy2 Times 10
Cutline Helvetica 12
Ireland’s Helvetica 30
Northern  Helvetica 24

Bring in the dummy text you will
use in your layout. Scroll up to
the top left of the work area. With
the Text Box tool, create three
small text boxes on the work area
to the left of the first page. Select
the Content tool. Select Get Text
from the File menu. Double-click
the file DUMMY.TXT that came
with this workbook. Select each
text box, and use the Get Text
command to import two more
copies of the dummy text

(fig. 9.33).

With the Content tool selected, click
inside each dummy text column.
From the Edit menu, choose Select
All to highlight all the text. Click on
the Copy1 style within the Style
Sheets palette to change the style of
the dummy text (fig. 9.34). Repeat
this procedure for the other two text
boxes, but choose Copy2 and Cutline
from the Style Sheet s palette for
each box.

Select the Item tool. With the Shift
key pressed, select all three text
columns. In the Colors palette,
click the fill icon, then None. Click
in the work area to de-select the
text boxes. Move Copy1 to the
right side of the picture on page
one, Copy2 to the lower-left of page
two, and the Cutline in the colored
cutline box on page three.

Leading
47
11
35
40

20
11

29
23

Scale
130%
130%
130%
100%

100%
100%

100%
100%

Style

White

White and Bold
White

Red and Justified

White and Justified
White

White
White

Figure 9.33

style Sheet:

Adult
Byline
Children
Copyl
Copy2
Cutline
Ireland's
Normal

Figure 9.34
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Figure 9.35

Figure 9.36

26 Switch to Actual size view. With

27

the Item tool selected, move the
Copy2 text box under the pictures
in the first column of page 3. Drag
the lower-right handle to fill two
columns. From the Edit menu, se-
lect Copy, then Paste. Move the
Copy next to the first box. Select
Paste two more times and move
the text boxes until they are
arranged like fig. 9.35.

From the View menu, select Fit in
Window and then Show Docu-
ment Layout. Double-click the
Page 1 icon. Select the Text Box
tool in the toolbox. Make five text
boxes to the left of the picture
(fig. 9.36). In the Style Sheets

29

30

31

32

palette, select the style that is in
parentheses next to the following
text items. With the Content tool
select a text box and, type your
text into the column. Click and
drag on a corner handle if your
box is too small to show all the
type. Type the following text ex-
actly as shown:

Northern (Northern)
Ireland’s (Ireland’s)
Children with (Children)
Adult FACES (Adult)

Story and pictures by Your Name
Here (Byline, type on one line)

After you type all text, move each
line witch the Item tool to the posi-
tions shown in fig. 9.37.

Select the red body copy. Click
and drag a corner handle to ex-
pand the copy as shown in the ex-
ample. From the Item menu,
select Bring to Front so that this
text will appear to be in front of
the headline copy (fig. 9.38).

Double-click the Page 3 icon in
the Document Layour palette.

Select the Item tool, and click and
drag the cutline text box to fill the
space(fig. 9.39).

Select the cutline text with cthe
Content tool. Click the text cursor
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Figure 9.37
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34

35

36

37

38

39

just to the left of the first lecter of
the dummy text. From the Style
menu select Formats. In the Para-
graph Formats dialog box, click in
the Drop Cap box. Type 1 for Char-
acter Count and 3 for Line Count
(fig. 9.40). Click cthe Apply button
to preview the change, and then
OK (fig. 9.41).

Use the scroll bars to make sure all
of your columns are aligned. In
the lower left corner of the work
area, type 25% and press Return or
Enter to get an overview of the en-
tire layout on your screen. Make
the adjustments you think are
necessary.

From the View menu, select Fit in
Window and then Show Docu-
ment Layout. Double-click the
Page 1 icon.

Select the Rectangular Picture Box
tool. Make a small box to the right
and over the byline text (fig. 9.42).
From the Item menu, select
Runaround and then select None.
Click OK. From the Colors
palette, select Fill, then choose the
brown Pantone color in the Color
list to color the box. Select the by-
line text box. From the Item menu
choose Bring to Front.

From the View menu, select Hide
Guides to see your work as it would
be printed. Make any adjustments
necessary (fig. 9.43 and 9.44).

From the File menu, select Save,
and decide on a location to save
your file and the file’s name.

When you are satisfied with your
work, from the File menu select
Print. Click the Print button.

From the File menu, select Quit
(Macintosh) or Exit (Windows).
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Figure 9.42

Figure 9.43
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Figure 9.44




LHAPTER 10

Newsletter Creation
Step-by-Step Guide

Many starting positions within communications departments of large cor-
porations involve creating newsletters for in-house purposes. The following
step-by-step guide will take you through the process of creating a double-sided,
letter-size newsletter intended to be used by a trade organization of the Alaskan
fishing industry.

PageMaker 4 From the File menu, select Prefer-

1 Double-click the PageMaker icon.

2 Make sure the toolbox (from the
Window menu, select Tool
Palette), Style palette (from the
Window menu, select Style
Palette), guides, rulers, and scroll
bars (from the Layout menu, se-
lect Guides and Rulers and then
Guides, Rulers, and Scroll bars)
are shown on your desktop.

3 From the Layout menu, select
Guides and Rulers, then uncheck
Snap to rulers and uncheck Snap
to guides. Click the Master Page
icon at the lower-left of the work
area. From the Layout menu, se-
lect Column guides and type 5 for
both pages.

ences. In the Layout pull-down

menus for the horizontal and ver-
tical measurements, select inches,
if not already displayed. Click OK.

From the File menu, select New.

In the Page setup dialog box,
choose the Letter format from the
Page pull-down menu. In the page
numbers box, type 3. Make sure
the Double-sided and the facing
pages boxes are checked. In this
way, you can view both pages of
the newsletter at the same time.
Type .5 in all the margin boxes
(use the tab key to move from box
to box). Click OK (fig. 10.1).

Click the Page 2 icon in the
bottom-left of the desktop to dis-
play pages two and three.



200 Deskror COMPUTING WORKBOOK

Figure 10.1
B
Page dimensions: |8.5 |by I T ]inches
Orientation: @ Tall O Wide _
Start page #: IZI Number of pages: EI
Options: (J Double-sided [ Facing pages
[J Restart page numbering
Margin in inches: Inside |.5 Qutside [.5 ‘
Top |5 Bottom |.5 ‘
Target printer resolution: dpi
Figure 10.2

Type specifications ‘ﬁ!
Font:
size: points position:
Leading: points  Case:
Set width: % Size  Track:
Color: O No Break @ Break |
Type style: [JNormal [] Italic [] Outline Reverse

(< Bold [J Underline []Shadow []Strikethru

Alignment: — Styles

Figure 10.3 Body Copy
Cutline

Kenai
Newsletter
Plant
Quote-out
Report
Salmon
Sentinel
Tourism

]

Figure 10.4
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Figure 10.5

8 Setall the typeface choices on your
page. From the Type menu, select
Define Styles. Click on each defaulc
choice already within the scroll-
down window and select the Remove
button until all the choices are
cleared. There are 10 separate type
styles to set. For each one, select the
New button. In the Name box, type
the name for the type style. Click the
Type button. In the Type Specifica-
tions box select the Font, Size, Lead-

ing, Width, and Type Style (fig. 10.2).

Click OK to exit the Type dialog box.
Click OK to exit the Edit Style dialog
box. You will rerurn to the Define
Styles dialog box.

Click the New button again to
set the next style. If you make a
mistake, click the style name, click
the Edit button and make changes.
Some of the size and leading values
will have to be typed in their boxes.
Use the following table to set your

type styles:

Name Font Size Leading

Body Copy Times 10
Cutline Times 10
Kenai Helvetica 12
Newsletter  Times 14
Plant Times 14
Quote-out  Helvetica 12
Report Helvetica 20
Salmon Helvetica 36
Sentinel Helvetica 18
Tourism Times 24

9
8
11.5
13
13
11.5
19
35
17
23

10

11

To set the alignment, in the Define
Styles dialog box, select Para. Click
in the Alignment pull-down menu
to select the alignment and then
click OK (fig. 10.3).

From the Window menu, select
Style palette to display the type
styles you've created on your desk-
top. Click and drag from the lower-
right corner of the palette to display
all of the styles (fig. 10.4).

Scroll to see the top of the work area in
the Fit in Window view. From the File
menu, select Place. From the work-
book files, double-click the files (found
in the folders MAPS, AL_SCENE, and
SALMON) ALASKATTFF (Mac-
intosh) or ALASKA TIF (Windows),
BIGFISH.PCT, FISHING.PCT,
GUTTING.PCT, PLANT.PCT,
RACKS.PCT, and SALMON.PCT with
the same place procedure. Click each
picture’s Place icon at the top of the
work area (fig. 10.5).

Width Style

Normal and Justfy
Italic and Left

Normal Bold anc‘i Left

Normal  Reverse :‘md Center
130 Bold, Reverse, and Left
Normal Bold and Left

130 Bold and Left

130 Bold, Reverse, Center
130 Bold, Reverse, and Left
Normal  Bold and Left

Normal
Normal
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Figure 10.6

12

13

Set the zero lock at the top-left
corner of the margin of page 2.
Select the Box tool. From the Ele-
ment menu, select Fill, then Solid.
Create a box that starts at the top-
left margin of Page 3, goes all the
way to the right side margin, and
down % inch. Create another box
on this page that starts after a brief
gap under the top box and fills the
rest of the space within the mar-
gins. With this box selected, select
10% from the Fill choice under the
Element menu (fig. 10.6).

Select the Box tool and make a
box from the top-left corner of
the margin in Page 2 all the way
to the right margin and down
1% inches. With the box selected,
from the Element menu, select
Fill, then Solid. Switch to the

14

15

16

Pointer tool and move the pic-
ture SALMON.PCT to the right
side of this box. Position it in the
box as shown in the example
(fig. 10.7).

Move all the other pictures except
ALASKA.TIFF or TIF to their rela-
tive positions, and resize, with the
pictures’ handles, and position
them as shown in fig. 10.8.

Across Down
BIGFISH.PCT 4%e 2%
FISHING.PCT 2% 1%
PLANT.PCT 2% 1%
GUTTING.PCT 2% 4%
RACKS.PCT 1% 1%

Move the map (ALASKA.PCT) on
top of the FISHING.PCT image.

Select the Box tool. From the Ele-
ment menu, select Line, then a
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Figure 10.7
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Figure 10.8
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Figure 10.9

Figure 10.10

Figure 10.11

17

18

4pt. Line. Then select Fill and
choose None. Create unfilled
boxes around all the pictures.
Move and resize each frame as
necessary (fig. 10.9).

Select the Box tool. From the Ele-
ment menu, select Line, then a 2
pt line. Create a small box on the
Alaskan map in the location
shown in fig. 10.10.

The next step is to type your head-
lines. Scroll to the right side of the
work area and use the blank space
as your text work area. For each
text item, click in the work area
with the text tool, type the text, se-
lect the Pointer tool, move it to
the area in the layout as shown in
the example, highlight the text,
and click on the type style in the
Style palette that is shown in
parentheses for the following text
(figs. 10.11 and 10.12a and b):
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"Towrism pnthe rise in Kenai perinsula
!
I | 1
! \
1
\
| | |
a b
Figure 10.12
The Salmon came with this workbook. Click OK

Sentinel (Salmon)

A Newsletter for the Alaskan Salmon
Fishing Industry (Newsletter, type
on one line)

REPORT: FISH GETTING BIGGER
(Report)

Tourism on the rise in Kenai
peninsula (Tourism, type on one line)
Kenai (Kenai)

Sentinel Spotlight: (Sentinel)

Plant Promotes Safety (Plant)

Scroll to the right side of your work
area past Page 3. You will select
Place from the File menu to import
dummy text two times. Double-
click cthe file DUMMY.TXT that

20

in the Text-only import filter. When
the Place icon appears, click and
drag to create a two-inch square
column of text. Repeat this proce-
dure for the second column of text
(fig. 10.13). Click in each column
with the Text tool. From the Edit
menu choose Select All. Click Body
Copy in the Styles palette.

Select the Pointer tool and click
and drag one of the dummy
columns to the Page 2 layout un-
der the Report headline. Use

fig. 10.14 as a guide. Click and
drag the window shade to create
the first column on the layour,
click once in the window shade to
display the text Place icon, move
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Figure 10.13

Figure 10.14 The Salmon

shing

I

MM

Il

Il

péninsuh

Tourism on the rise in Kenai

=

Nl

_'_
lii

the cursor to the next column of
the text, click and drag the Place
icon to create a space for your next
column, release the mouse button,
and click and drag in the window
shade and handles to display the
text as shown in fig. 10.14. Click
the window shade icon of the
fourth column to display the text
place icon again. Move the cursor
to the column of text under the
Tourism story on Page 2. Release
the mouse button, then click and
drag in the window shade and
handles to display the text as
shown in the example

(fig. 10.15a).

Repeat this procedure for the sec-
ond column of dummy text that
you placed on the desktop earlier:
Create two columns of text on
Page 3 as shown in fig. 10.15b.

With the text tool selected, click
and drag to highlight the first col-
umn of the dummy text. From the
Edit menu, select Copy. Click un-
der the picture named
RACKS.PCT, and from the Edit
menu select Paste. Click inside the
text. From the Edit menu choose
Select All to highlight this text box.
Click the Cutline style in the Style
palette. Click and drag the window
shade and the handles to make the
cutline column look like fig. 10.16.
Click the window shade to display
the Place icon, and click and drag
to create a cutline under the
BIGFISH.PCT picture. Repeat this
procedure for the FISHING.PCT
picture (figs. 10.17 and 10.18).

Select the Box tool. Make a box to
the left of the two text columns
on Page 3. This box will be your
Quote-out box. From the Element
menu, select line, then a 1 pt. line.
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Select fill then Paper. Then, from
the Element menu, select Text
Wrap. Select the icon in the mid-
dle of the Wrap option display.
Type .07 in each of the value box-

manderetyr, Tiabes folem “qui - coch es (fig. 10.19) then click OK. With
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the edges of the box.

With the Text tool selected, click

and drag to highlight the first para-
graph of the dummy text. From the
Edit menu, select Copy. Click and
drag a text box to fill the inside of
the white Quote-out box. From the
Edit menu select Paste. From the
Edit menu, choose Select All to
highlight the text in this box. Click
the Quote-out style in the Style
palette. Click and drag the window
shade and the handles with the
Pointer tool to make the Quote-
out look something like fig. 10.20.

Figure 10.18

Figure 10.19
Text wrap

[ ok ]

Wrap option:

Text flow:

= &

Standoff in inches: 25 If your computer has this feature,
Lot |.07 Right [.0? highlight the first letter of the
Top |.07 Bottom |.0% first column on Page 3. From the
Utilities menu, select Aldus Addi-
e tions, then Drop cap. Type 3 in
the value box and click OK.

26 From the Layout menu, select
______ View, then Actual size. Use the

PR scroll bars to move around your de-

mﬁf;ﬂgmdfgi{umxem B iil sign to check alignment. Fig. 10.21

aeftuantes, per quos iy fells shows both completed pages.
donea flammae mdeneT :

Figure 10.20

incanderetur. Habes,

K _Habes, | [wuisoe 27 From the File menu, select Save,
unde in ccendia oriantur

and decide on a location to save
your file and the file’s name.

28 When you are satisfied with your
work, from the File menu, select
Print. Make sure you indicate that
you want to only print pages 2 to
3. Click the Print button.

29 From the File menu, select Quit
(Macintosh) or Exit (Windows).
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QuarkXPress
—— Figure 10.22
i Runaround Specifications
1 Double-click the QuarkXPress
S Mode:

2 Make sure the toolbox (from the
View menu, select Show Tools),
the Style palette (from the View
menu, select Show Style Sheets),
and the Colors palette (from the
View menu, select Show Colors)
are displayed on the work area.

3 From the Edit menu, select Prefer-
ences, then General. Select inches
in the horizontal and vertical
measurements pull-down menus.
Click OK.

4 Double-click the Text Box tool. Se-
lect the Runaround butron. In the

Mode pull-down menu, select None
(fig. 10.22). Click OK, then Save.

|
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Width:

F|gure New Document

10.23 —Page Size Column Guides
@ US Letter (O A4 Letter (O Tabloid Ciiliing:
QOUS Legal (O BS Letter (O Other

A
weignt: [I ] Gutter I.Uidth:

—Margin Guides

Top:

[s 1
Bottom: Z]

(< Facing Pages

[] Automatic Texut Box

Inside: |.5
Outside: |.5 (o

|| [cancer]

5 From the File menu, select New,
then Document.

6 In the setup dialog box, select the US
Letter format. Type 5 for Columns
and 0.167 for gutter width. Change
all the margins to 0.5. Click the Fac-
ing Pages box, and make sure the
Automatic Text box is not checked.

Click OK (fig. 10.23).

7 From the Page menu, select Insert
and type 1 to add a page. Click OK.
From the View menu, select 75%.

8 From the View menu, select Show

igure 10.24
Figure 10 Style Sheets for Documentl
Style Sheet:
(Duplicate] | [ Save |
( : ) [ cancel |
Helvetica; 12 pt; Plain; Black; Shade: 100%; Track Amount: O; Horiz Scale:
100%; Alignment: Left; Left Indent: 0"; First Line: 0”; Right Indent: 0";
Leading: suto; Space Before: 0"; Space After:0"; Next Style: Normal;
Figure 10.25

Edit Style Sheet
Name:

|salmon| J

Keyboard Equivalent:
l I Formats

Based on:
Next Style: Tabs

Helvetica; 12 pt; Plain; Black; Shade: 100%; Track Amount: 0; Horiz Scale:
100%; Alignment: Left; Left Indent: 0"; First Line: 0; Right Indent: 0%;
Leading; auto; Space Before: 0" Space After: 0"; Mext Style: Seilf;

0K Cancel

Character.

Guides, then Show Rulers. In ad-
dition, uncheck Snap to Guides
in the View menu.

9 Setall the typeface choices on your
page. From the Edit menu, select
Style Sheets. There are 10 separate
type styles to set. For each one, select
the New button (fig. 10.24). In the
Name box, type the name for the
type style. Click the Character button
(fig. 10.25). In the Character Actrib-
utes box select the Font, Size, Color,

Horizontal Scale, and Style (fig.
10.26). Click OK to exit the dialog
box. Click the Formats button to set
the leading and alignment (fig.
10.27). Click OK. To exit the Edit
Style dialog box, click OK. You will
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Character Attributes
Font: b |Helveti Style
e | | eiloil I [ Plain ] Underline
Size: < Bold 0 word u.l
; [ 1talic [ small Caps
Color: [ Outline CJ AN Caps
shade: | ¥ | 100° [JShadow ] Superscript
- ! [JStrike Thru  [] Subscript
Scale: Horizoniﬁll 130%
Track Amount: 0

Baseline Shift:

Figure 10.26

return to the Define Styles dialog
box. From the Window menu, select
Style palette to display the type styles
you've created on your desktop. Click
and drag from the lower-right corner
of the palette to display all of the
styles. Click the New button again to
set the next style. If you make a mis-
take, click on the name of the text

Paragraph Formats

Left Indent: Leading: 35

First Line:
Right Indent:

[J Lock to Baseline Grid

[] Drop Caps

Alignment:[Centered|

0"

Space Before: |0

0"

Space After: |0"

[ Keep with Next 9
[JKeep Lines Together

style and click Edit to make your HEJ:

changes. Unless other wise noted, the @
type is black, plain, and left aligned.

When you are finished, click the Save | o

button).f Use the following table to set ; Bl ider

your type styles:

Name Font Size Leading Scale Style

Body Copy  Times 10 9 100% Justified

Cutline Times 10 8 100% Italic

Kenai Helvetica 12 11.5 100% Bold

Newsletter  Times 14 13 100% White and Centered
Plant Times 14 13 130% White and Bold
Quote-out  Helvetica 12 11:5 100% Bold and Justified
Report Helvetica 20 19 130% Bold

Salmon Helvetica 36 35 130% White, Bold, Centered
Sentinel Helvetica 18 17 130% White and Bold
Tourism Times 24 23 100% Bold
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Scale Across:

Scale Down:

Figure 10.29

10

11

Figure 10.28

12

Select the Rectangular Picture Box
tool. Click and drag to create seven
small picture boxes on your work
area to the left of the first page. Se-
lect the Content tool. For each pic-
ture, perform the same procedure:
Click on a picture box. From the
File menu, select Get Picture.
Double-click the files ALASKA.PCT,
BIGFISH.PCT, FISHING.PCT,
GUTTING.PCT, PLANT.PCT,
RACKS.PCT, and SALMON.PCT
from the folder SALMON within
the folder ALASKA, the file
FISHING.PICT from the folder
AL _SCENE; and ALASKA.PCT
from the folder MAPS that came
with this workbook (fig. 10.28).
With the Item tool selected and the
Shift key pressed, click on each pic-
ture to select them all. From the
Item menu, select Bring to Front.

Select the Item tool (the top tool),
and double-click each picture to
display its Picture Box Specifica-
tions dialog box. Type in the Scale
Across value and the Scale Down
value for each picture as shown
(fig. 10.29) and click OK:

Across Down
ALASKA.PCT 100 100
BIGFISH.PCT 450 410
FISHING.PCT 230 250
GUTTING.PCT 375 375
PLANT.PCT 250 300
RACKS.PCT 175 160
SALMON.PCT 160 125

Scroll to the top-left corner of the
second page. Select the Rectangular

[@iEEHEE Colors i

HX D ams |

|
O O*2 |

Aone
Black
Tue

Figure 10.30

13

14

Picture Box tool. Create a box that
starts at the top-left of the margin of
the second page, goes all the way to the
right side margin and down % inch.
Select the Fill icon in the Colors
palette, then click the color Black (fig.
10.30). Create another box on this
page that starts after a brief gap under
the top box and fills the rest of the
space within the margins. With this
box selected, click the Fill icon, the col-
or Black, then 10% from the Colors
palette next to the Fill icon (fig. 10.31).
From the Item menu, select Frame,
and select a black 1 ptline width (fig.
10.32). Click OK (fig. 10.33).

Scroll to the first page. Select the
Rectangular Picture Box tool.
Make another box from the top-
left corner of the margin in the first
page all the way to the right margin
and down 1% inches. With the box
selected, click the Fill icon, then the
color Black from the Colors
palette. Select the Item tool, and
move the picture SALMON.PCT to
the right side of the box.

Move the handles of the picture
box to hug the edges of the image.
Select the Content tool (the second
tool) and move the picture slightly
to crop out any uneven edges. Se-
lect the Item rool and move the pic-
ture so that the black box shows up
equally on three sides (fig. 10.34).
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Flgure 10.31
10% . Frame Specifications
20%

0%

e =
E0%

70%
20%

0% 0K ! Cancel
+ 100%

Figure 10.32

Figure 10.33

Figure 10.34
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Figure 10.37
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16

17

Use the Irem and Content tools
to move all the other pictures ex-
cept ALASKA.PCT to their rela-
tive positions, and resize and
position them as shown in

figs. 10.35. Move the map
(ALASKA.PCT) on top of the
FISHING.PCT image. Select the
ALASKA.PCT, and, with che Fill
icon chosen in the Colors palette,
click None.

Select the Item tool, and with the
Shift key pressed, select the pic-
tures BIGFISH.PCT and
FISHING.PCT on the first page.

From the Irem menu, select
Frame. In the Widch box select a
2pt. line and make it black then
click OK. Repeat for each picture
on the second page.
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18 With the Item tool selected, expand

19

the outside edges of ALASKA.PCT.
Use the magnifying tool to enlarge
the Kenai area on the map. Select
the Rectangular Picture Box tool.
Create a small box on the Alaskan
map in the location shown in fig.
10.36. Make sure the box fill is
None and the Frame icon shows a
black color in the Colors palette
(fig. 10.37). From the Item menu,
select Frame and type 1 fora 1pt
box frame. Click OK.

Return to 75% view. The next step
is to type your headlines. For each
text item, choose the Text Box
tool, and click and drag to create a
text box about the same size and
in the same location as the text in
fig. 10.38. In the Colors palette,
select None. Choose the Content

tool. Click the Style Sheets palette

entry that is in parentheses next to
the following text items, then type
the text. Use the Item and Content
tools to move the text as shown.

The Salmon
Sentinel (Salmon)

A Newsletter for the Alaskan
Salmon Fishing Industry
(Newsletter, type on one line)

REPORT: FISH GETTING BIGGER
(Report)

Tourism on the rise in Kenai
peninsula (Tourism, type on
one line)

Kenai (Kenai)
Sentinel Spotlight: (Sentinel)

Plant Promotes Safety (Plant)
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Figure 10.39

Fado abquando tubexetz uentos
admiferit aeftuznte s per quos donea
flammas materies meandemtur. Habag,
unde inecend i orisntur Aetnae tume.
Habe nunc quomodo @ fiam oria per
dumnt. In quo quidem nolo ego te dud
admimn, quod uulrusfolet. Maznu
affe frilicet tantres flammas, tam immen
fosignes poft hominum memormm fem
per habuiffe. Quo alemutur. Quid aft
enm magnum ipfi magittee wown @

FAD abquand o mbexeta U nios Ramites-
it aeftuantes, par quosidons a flammae
mate ges incandemtur. Habes, unde me-
cendia onsntuT Setmae tume. Habe nunc
quomodo etiam orta perdumnt. In quo
guidem nolo ego te illud admimd, quod
wekusfolet, Nagnu effe foilicet tantie
tlammas tam 1mmen fos 3xne s pott
hominum memonum fem per habuit:,
Quo alereutur Quid eftenin magnum
ipfi magiftree mrum omniu. Er lmentu

20 On the work area to the left of the
first page, select the Text Box tool

and create a four-inch text box.

Select the Content tool. Choose

Get Text from the File menu to

import dummy text. Double-click

the file DUMMY.TXT dummy
text that came with this

workbook. With the Content tool,

click in the text box. From the

Edit menu, choose Select All to
highlight all the text. Select the
Body Copy style from the Style

Sheets palette. Choose Copy from

the Edit menu. Create another

four-inch text box with the Text
Box tool. Choose Paste from the
Edit menu to create a second col-

umn of text (fig. 10.39).

21

Select the Item tool, and click and
drag one of the dummy columns
to the first page layout under the
BIGFISH.PCT picture. Use the ex-
ample as a guide. Click and drag
the text box handles to resize the

22

23

24

box to fit across two columns.
Choose the Fill icon, then None
from the Colors palette.

With the Text Box tool, create an-
other two-column text box next
to it. Crearte a third two-column
text box under the “Tourism on
the rise” headline and next to the
fishing picture. Select the first
text box. Select the Linking tool
(fig. 10.40), click on the first text
box again, and select the second
text box. Repeat this procedure
for the third text box to pour
dummy text into all three text
boxes: Select the second text box.
Click the Linking tool. Select the
box again, then select the third
text box (fig. 10.41).

Move the second column of dum-
my text to the second page. Create
one column of text under the
GUTTING.PCT on the second
page. With the Text Box tool,
make another one column text
box beside the first column. Select
the first box, the Linking tool, the
first box again, then the second
column (fig. 10.42).

Wich the Content tool selected,
click and drag to highlight the
first eight lines of any of the
dummy text that you have in-
serted previously. From the Edit
menu, select Copy. Select the Text
Box tool, and create a box under
the picture named RACKS.PCT.
From the Edit menu, select Paste.
Click inside the text. From the
Edit menu choose Select All to
highlight the text in this box.
Click the Cutline style in the Style
Sheets palette. Click and drag the
handles to make the cutline col-
umn look like fig. 10.43.
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Select the Text Box tool. Make a
box to the left of the two text
columns. From the Colors palette,
select the Fill icon, then click
None. Then, from the Item menu,
select Runaround. Select Item
from the Mode pull-down menu.
Type 3 in each of the value boxes
and click OK (fig. 10.44). Use the
Item tool to move the white box
into the left column of text. The
text will form around the edges of
the box (fig. 10.45).

With the Content tool selected,
choose Paste from the Edit menu
to put the previously copied text
into the box. Click the Quote-out
style in the Style Sheets palette.
Click and drag the handles to
make the Quote-out look like
fig. 10.46.

Select the Content tool and click
your cursor in the first paragraph
of text on each page. From the
Style menu, select Formats. Click
the Drop Caps box, and type 1 for
the Character Count and 3 for the
Line count. Click OK (fig. 10.47).

If not already selected, from the
View menu, select Actual size. Use
the scroll bars to move around
your design to check alignment.

From the View menu, select Hide
Guides to see your work as it
would be printed. Make any nec-
essary adjustments .

From the File menu, select Save,
and decide on a location to save
your file and the file’s name.

When you are satisfied with your
work, from the File menu select
Print. Click the Print button.

From the File menu, select Quit
(Macintosh) or Exit (Windows).



CHAPILER 11

Newspaper Creation
Step-by-Step Guide

fter you complete this step-by-step guide, you should have a great appreciation

for front page newspaper designers who must work with a wide variety of typo-
graphical and pictorial elements to create a newspaper each day. After you become
familiar with creating Style Guides for the words and placing and sizing images,
you will be able to make graphic designs with the same level of sophistication.

PageMaker
1 Double-click the PageMaker icon.

2 Make sure the toolbox (from the
Window menu, select Tool
Palette), Style palette (from the
Window menu, select Style
Palette), guides, rulers, and scroll
bars (from the Layout menu, se-
lect Guides and Rulers, then
Guides, Rulers, and Scroll bars)
are shown on your desktop.

3 From the Layout menu, select
Guides and Rulers, then uncheck
Snap to rulers, and uncheck Snap
to guides.

4 From the File menu, select Prefer-
ences. In the Layout pull-down
menus for the horizontal and ver-
tical measurements, select inches,

if they are not already displayed.
Click OK.

5 From the File menu, select New.

6 In the Page setup dialog box, in

the Page dimensions boxes, type
11 by 17 to create a tabloid size
newspaper, set your inside margin
at 1 and all other margins at .75.

Click OK (fig. 11.1).

Your first task is to set all the
typeface choices on your page.
From the Type menu, select De-
fine Styles. Click on each choice
within che scroll-down window,
and select the Remove button un-
til all the choices are cleared.
There are 15 separate type styles
to set. For each one, select the
New button. In the Name box,
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Page setup lﬁ]
Page dimensions: | 11 | by | 17 | inches R

Orientation: ® Tall O Wide

Start page #: I:I Number of pages: E]

Options: [ Double-sided [X Facing pages
[JRestart page numbering

Margin in inches: Inside |1 Outside (0.75
Top 0.75 Bottom |0.75

Target printer resolution: dpi

Figure 11.1

Type specifications

Font:

Size: b | points  Position:

Leading: [29  [p]points  case: Normal |
Set width: 9, Size  Track: MM Fonty..

Color: (O No Break @ Break

Type style: Normal [] Italic [] Outline [JReverse
[JBold [JUnderline []Shadow [JStrikethru

Body Copy
Cutlines
Ear

Ear Head
FeaHeads
Feature Text
Features
Head1
Head?2
Head3
Head4
Name
News
Slogan
Subhead

[

]

Figure 11.4

Figure 11.2

Figure 11.5 ToolboX :

R ™
Slalo

Alignment:

Figure 11.3

type the name for the type style.
Click the Type button. In the
Type Specifications box, select the
Font, Size, Leading, Width, and
Type Style. Click OK to exit the
Type dialog box. Click OK to exit
the Edit Style dialog box. You will
return to the Define Styles dialog
box. Click the New button again
to set the next style. If you make a
mistake, click the style name and
click the Edit button to make
changes. Some of the size and
leading values will have to be

. typed in their boxes. Use the
following table to set your type
styles (fig. 11.2):
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10

11

Name Font Size Leading
Body Copy  Times 10 10.5
Cutlines Helvetica 9 8
Ear Times 10 10.5
Ear Head Helvetica 14 13
FeaHeads Times 14 13
Feature Text Helvetica 9 8
Features Helvetica 14 13
Head1 Helvetica 36 35
Head2 Helvetica 18 18
Head3 Helvetica 24 24
Head4 Helvetica 30 29
Name Times 72 71
News Times 24 23
Subhead Helvetica 18 18
Slogan Times 30 29

To set the alignment, in the Define
Styles dialog box, select Para. Click
in the Alignment pull-down menu
to select the alignment, then click
OK. By default, the type will be set
with left alignment so you won’t
have to change it for each font. But
for the body copy, go through this
procedure to set the type to justi-
fied (fig. 11.3).

Click and drag from the lower-
right corner of the Style palette
on your desktop to display all of
the names of the styles you’ve just
created (fig. 11.4).

From the Layout menu, select
View, then Actual size. Use the
scroll bars until you can see the
top-left of the work area on your
monitor. Click and drag the Zero
Lock to the top left corner.

Next, create the lines you will need
for the layout. Select the straight line
tool in the toolbox (fig. 11.5). From
the Element menu, select Line, then
a 1 ptline. Click and drag from the
top-left corner and make a one-
column line. Make three more one-
column lines. Now make a

12

13

14

15

Width  Style/Alignment
Normal  Normal and Justify
Normal  Italic and Left
Normal Normal and Left
Normal Bold and Left
Normal Normal and Left
Normal Normal and Left
Normal Bold and Left
Normal  Bold and Left
Normal Italic and Left
Normal Bold and Left
Normal Bold and Left

130 Normal and Left
Normal Bold and Left
Normal Normal and Left
130 Normal and Left

five-column line. Finally, make a ver-
tical line that starts at the 2%-inch
mark on the vertical ruler and goes
all the way down to the bottom mar-
gin line. De-select the line.

From the Element menu, select
Line, then a 2 pt Line. Make a four-
column line. De-select the line.

From the Element menu, select
Line, then a 4 pt Line. Make a
three-column line.

Press the Shift key, and select all
your lines with the Pointer tool.
Move them all to the left of your
work area. You may need to
switch to 200% view to select a

line (fig. 11.6).

Now, bring in the pictures. Scroll to
the top of the work area. From the
File menu, select Place. Double-click
the files ALHIRT.PCT, SHOOT-
ING.PCT, ROCKS.PCT, and
BUNNY.PCT from the folders
CITY&PEO, MARDI_GR, and
TROUBLES. As each picture’s Place
icon is shown on the work area,
move the mouse to the left of your
work area near the lines you've
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Figure 11.6

Figure 11.7

16

created and click the mouse so that
the picture is displayed without dis-
tortion (fig. 11.7).

Now bring in the dummy text for
your layout. Scroll to the right
side of your work area about §
inches from the right side margin
line. Select Pla ce from the File
menu to import dummy text sev-
en separate times. Double-click
the file DUMMY.TXT that came
with this workbook. Click OK in

Figure 11.8
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Figure 11.9

the Text-only import filter. When
the Place icon appears, click and
drag the mouse to creare 2-inch
square columns (fig. 11.8).

17 For each of the seven columns,
click anywhere in the column
with the text icon. From the Edit
menu, choose Select All to high-
light the entire text in the box.
For four of the columns, select
Body Copy from the Styles
palette. Select Feature Text for the
fifth column, Ear for the sixth col-
umn, and Cutlines for the last
one. The copy will be converted to
the styles you created earlier.

18 The next step is to type the head-
lines and subheads. Switch to

19

Actual size view if necessary.
Scroll to the top-left of the
work area.

Select the Text tool in the tool-
box. Click and drag in the first
column at the top to create text
columns about the size of each
text item. If you need to increase
the text column size, click and
drag from a corner handle. Click
separately for each item. To the
right of the following text items,
and in parentheses, are the style
names that you created earlier.
Click the name of the style in the
Styles palette. Type the following
items exactly as shown as separate
text columns (fig. 11.9).
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A NEWSPAPER FOR THE REST OF US
(Slogan)

Business (Ear Head)
World News (Ear Head)
PIXEL (Name)

News
in Brief (News)

Top news story of the day here
(Head1)

Subhead for the top news story of
the day (Subhead, type on one line)

Second news
story of the day (Head2)

Third

news

story of

the day (Head3)

Fourth story of the day (Head4)
Features (Features)

First feature head (FeaHeads)
Second feature head (FeaHeads)

Third feature head (FeaHeads)

Next, move the individual
elements—the headings, pictures,
lines, and dummy text—to your lay-
out. If not already set, from the
Layout menu, select View, and then
choose Actual size. Use the scroll
bars to move around your layout.

Click and drag your headings to
your layout to approximately the
same places as displayed in

fig. 11.10.

Click and drag each line to place
them in your layout as shown in
fig. 11.11.

Move each picture to the layout.
With the Shift key pressed to
avoid distortion, click and drag
from the lower-right handle to en-
large or shrink the image to fitin
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the same place as shown in
fig. 11.12.

Click and drag the sixth (Ear) for-
matted column to the top-left of
the layout under the Business Ear
Head. Click and drag up from the
bottom window shade until only
the first five lines of the column are
shown. Click inside the window
shade once to display the text place
icon. Move the cursor under the
World News Ear head and click and
drag the place icon to create a col-
umn about five lines deep. Release
the mouse burtton, and the text will
be displayed. Click and drag from
the bottom window shade or a col-
umn handle to align the Ear heads
and Ear text (fig. 11.13).

25 Follow the same procedure for all
your text columns: Click and drag
the column to the layour, click
and drag the window shade up to
create the first column on the lay-
out, click once in the window
shade to display the text place
icon, move the cursor to the next
column of the text, click and drag
the text place icon to create a
space for your next column, re-
lease the mouse button, and click
and drag in the window shade
and handles to display the text as
shown in the example. You will
use one text column for the Fea-
ture text and one text column for
all the cutlines. After you position
one text column, click in the



226 Deskror COMPUTING WORKBOOK
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window shade to display the Place
icon and click and drag the icon
in a new position to create anoth-
er text column.

When you are finished with all of
the text columns, use the scroll
bars to make sure all of your
columns are aligned. From the
Layout menu, select View, then
choose Actual Size to get an
overview of the entire layout on
your screen. Use your scroll bars
to make the adjustments you feel
are necessary (fig. 11.14).

From the File menu, select Save
and decide on the file’s name and
a location to save your file.

When you are satisfied with your
work, from the File menu, select
Print. Click the Paper button to
the right of the dialog box. Be
sure to select Reduce to Fit in the
Scale section of the dialog box so
that your newspaper will ficon a
sheet of paper (fig. 11.15). Click
the Print button.

From the File menu, select Quit
(Macintosh) or Exit (Windows).

QuarkXPress
Double-click the QuarkXPress icon.

1
2

Make sure the toolbox (from the
View menu, select Show Tools),
the Style palette (from the View
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menu, select Show Style Sheets),
and the Colors palette (from the
View menu, select Show Colors)
are displayed on the work area.

From the Edit menu, select
Preferences, then General. Select
inches in the horizontal and
vertical measurements pull-down
menus. Click OK.

Double-click the Text Box tool.
Click the Runaround button. In
the Mode pull-down menu, select
None. Click OK, then Save.

From the File menu, select New
and then Document.

In the New Document setup dia-
log box, select the Tabloid format.
Type 5 for Columns and 0.167 for
the gutter width. Make sure the
Automatic Text box is not
checked and all margins are set at
.5 inches. Click OK (fig. 11.16).

From the View menu, select 50%.

From the View menu, select Show
Guides, then Show Rulers. In ad-
dition, uncheck Snap to Guides
in the View menu.

Create text styles so that you can
set all the typeface choices on
your page with the Style Sheets
palette. From the Edit menu, se-
lect Style Sheets. There are 15
separate type styles to set. For
each one, select the New button
(fig. 11.17). In the Name box,
type the name for the type style.
Click the Character burton (fig.
11.18). In the Character Attribut-
es box select the Font, Size, Hori-
zontal Scale, and Style (fig.
11.19). Click OK rto exit the
dialog box. Click the Formats
button to set the leading and

New Document

Width: E Height:

~Page Size Column Guides
QO US Letter (O A4 Letter (@ Tabloid Colimmes
QO US Legal (O BS Letter (O Other

EE |
Gutter I.I.lidlh:

—Margin Guides

[J Automatic Text Boxn

Top: 0.5" Inside: |0.5"
Bottom: [0.5" Outside: |0.5" oK) (cancel)
(] Facing Pages
Figure 11.16
Figure
Style Sheets for Documenti 1 1917
Style Sheet: i
Normal

[ save |

(Duplicate
(

] ' [ cancel |

Helvetica; 12 pt; Plain; Black; Shade: 100%; Track Amount: O; Horiz Scale:
100% ; Alignment: Left; Left Indent: 0"; First Line: 0"; Right Indent: 0";
Leading: auto; Space Before: 0"; Space After: 0"; Next Style: Normal;

Edit Style Sheet
Name:

[slogan |

Keyboard Equivalent:

| |
Based on:
Next Style:

Helvetica; 12 pt; Plain; Black; Shade: 100%; Track Amount: O; Horiz Scale:
100% ; Alignment: Left; Left Indent: 0”; First Line: 0" Right Indent: 0%
Leading: auto; Space Before:0"; Space After:0"; Next Style: Self;

0K Cancel

Formats

Tabs

i

Figure
11.18
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Character Attributes

Font: | ) [Times

Color:

—I Style
& Plain [J Underline
Size: [ Bold O werd u.l.
o] BB
] outline Ol All caps
Shade: 100% [ shadow [ Superscript
[] Strike Thru  [J Subscript

scale: [Horizontal] [130%

Track Amount: 0

Baseline Shift: 0 pt

Figure 11.19

— Paragraph Formats =~ —

Left Indent: (D"
First Line: 0"
Right Indent: (0"
[J Lock to Baseline Grid

Leading: auto
Space Before: |0"
Space After:

[JKeep with Next 9

Il

[J Drop Caps [JKeep Lines Together
Alignment:[Left]
HEJ:
Figure 11.20

Name
Body Copy
Cutlines
Ear

Ear Head
FeaHeads
Feature Text
Features
Head1
Head2
Head3
Head4
Name
News
Slogan
Subhead

Font
Times
Helvetica
Times
Helvetica
Times
Helvetica
Helvertica
Helvertica
Helvetica
Helvetica
Helvetica
Times
Times
Times
Helvetica

Size
10
9
10
14
14
9
14
36
18
24
30
72
24
30
18

Style: —_—
Endcaps:

Color:
Shade: |:|I[ll]% |

[] Suppress Printout

Figure 11.21

alignment (fig. 11.20). Click OK.
To exit the Edit Style dialog box,
click OK. You will return to the
Define Styles dialog box. Click
the New button again to set the
next style. If you make a mistake,
click the name of the text style
and click Edit to make your
changes. Unless otherwise noted,
the type is black, plain, and left
aligned. When you are finished,
click the Save button. Use the
following table to set your

type styles:

Leading Width  Style/Alignment
10.5 100% Justified
8 100%
10.5 100%
13 100% Bold
13 100%
8 100%
13 100% Bold
35 100% Bold
18 100% Italic
24 100% Bold
29 100% Bold
7l 130%
23 100% Bold
29 130%
18 100%
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Figure 11.22

Figure 11.23

10 Next, create the lines you will need
for the layout. Double-click the
straight line tool (the cross tool),
then click the Modify button.
Choose a black 1 pt line width (fig.
11.21). Click OK, then the Save
button. Click and drag from the
top-left corner to make a one-col-
umn line. Make three more one-
column lines after selecting the
straight line tool each time. Now
make a two-column line, then a
five-column line. Finally, make a
vertical line that starts at the 2-
inch mark on the vertical ruler and
goes all the way down to the bot-
tom margin line.

11 Double-click the straight line tool,
and click the Modify butron.
Choose a black 2 pt line widch.
Click OK, then the Save button.
With the straight line tool, make a
four-column line.

12

13

14

Double-click the straight line
tool, and click the Modify button.
Choose a black 4 pt line width.
Click OK, then the Save button.
With the straight line tool, make
a three-column line (fig. 11.22).

Select the Item tool (the top
tool), select all your lines and
align the lines to the left side of
your layout.

Now, bring in the pictures. Select
the Rectangular Picture Box tool
and make four small boxes on the
work area. Select a picture box, click
the Content tool, then from the File
menu, select Get Picture. Using the
same place procedure for each one,
double-click the files ALHIRT.PCT
and SHOOTING.PCT (in the
CITY&PEO folder), ROCKS.PCT
(in the TROUBLES folder), and
BUNNY.PCT (in the MARDI_GR
folder) (fig. 11.23).

229
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Scale Across: 100%
Scale Down: 100%
Figure 11.24

Figure 11.26

Figure 11.25
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Figure 11.27
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Select the Item tool, then double-
click each picture to display the Pic-
ture Box dialog box. Use the table
below to set the Scale Across and
Scale Down values (fig. 11.24):

Scale Scale

Across Down
ALHIRT.PCT 100 100
SHOOTING.PCT 200 170
ROCKS.PCT 75 98
BUNNY.PCT 100 100

For each picture, select the Item
tool and adjust the handles so the
frame is tightly around the edges
of each picture. Select the Con-
tent tool, and click and drag each
picture box’s lower-right handle
to display the image within its
picture box and to crop out any
uneven lines.

Select the Item tool, press the
Shift key, and select all four pic-
tures. From the Item menu select
Frame, in the Width box select 2
for a 2 pt line, make it black, then
click OK (fig. 11.25).

18 Now bring in the dummy text for

19

your layout. Scroll down below
your pictures. Select the Irem
tool. From the Colors palette,
click the Fill icon, then None
(fig. 11.26). Wich the Text tool se-
lected each time, make seven
small text boxes on your work
area. Select the Content tool.
From the File menu, choose Get
Text. Double-click the file
DUMMY.TXT that came with
this workbook. Repeat for each
text box (fig. 11.27).

For each of the seven columns,
click anywhere in the column
with the Content tool. From the
Edit menu, choose Select All to
highlight the entire text in the
box. For four of the columns,
select Body Copy from the Style
Sheets palette. Select Feature Text
for the fifth column, Ear for cthe
sixth column, and Cutlines for
the last one. The copy will be con-
verted to the styles you created
earlier (fig. 11.28).
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Figure 11.30

20 The next step is to type the head-
lines and subheads. Select the Text

Box tool from the toolbox. Scroll
to a blank part of your work area.
For each text line you will type,
create a text box on your work
area. To the right of the following
text items, and in parentheses, are
the style names that you created
earlier (fig. 11.29). Click the name
of the style in the Style Sheets
palette to change the text to that
style and type the following items
exactly as shown (fig. 11.30). If
necessary, drag out the text box to
show the entire text line.

A NEWSPAPER FOR THE REST OF US
(Slogan)

Business (Ear Head)
World News (Ear Head)
PIXEL (Name)

News
in Brief (News)

Top news story of the day here
(Head1)

Subhead for the top news story of
the day (Subhead, type on one line)

Second news
story of the day (Head2)

21

22

23

24

25

Third

news

story of

the day (Head3)

Fourth story of the day (Head4)
Features (Features)

First feature head (FeaHeads)
Second feature head (FeaHeads)

Third feature head (FeaHeads)

Next, with the Item tool selected,
move the individual elements—
the headings, pictures, lines, and
dummy text—to your layout. If
not already set, from the View
menu, select 50%. Use the scroll
bars to move around your layout.

With the Item tool, click and drag
your headings to your layout to
approximately the same places as
displayed in fig. 11.31.

Click and drag each line, to place
them in your layout (fig. 11.32).

Move each picture to the layout
(fig. 11.33).

Click and drag the Ear-formatted
column to the top-left of the lay-
out under the Business Ear Head.
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Figure 11.33
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Figure 11.35

Click and drag up from a bottom
handle until only the first five lines
of the column are shown. With the
Text Box tool create another text
box on the other side. Select the
first box with the text, choose the
Linking tool in the toolbox (fig.
11.34), click on the text-filled box
again, then click the empty text
box. The text will automatically

pour into the new box (fig. 11.35).
Click and drag from a handle until
you have five lines of copy as with
the first Ear.

Switch to Actual size view.
Follow the same procedure for all
your text columns: Click and drag
the column to the layout. Click
and drag a handle to resize the
first column on the layout. Make
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26

more text boxes with the Text Box
tool. Click in the first box, select
the Linking tool from the toolbox,
click the first text column again,
then click on the next empty col-
umn. Repeat this procedure for
the next text box in the column.
Resize and move the text boxes to
match the example by clicking
and dragging a corner handle with
the Item tool (fig. 11.36). Use the
one cutline column for all your
cutlines and the one feature text
column for all the feature stories.

When you are finished with all of
the text columns, use the scroll
bars to make sure all of your
columns are aligned. From the
View menu, select Fit in Window
to get an overview of the entire
layout on your screen. Make any

adjustments as you feel are neces-
sary (fig. 11.37).

From the View menu, select
Hide Guides to see your work as it
would be printed. Make any nec-
essary adjustments (fig. 11.38).

27 From the File menu, select Save,
and decide on the file’'s name and
a location to save your file.

28 When you are satisfied with your
work, you are ready to print your
work. From the File menu, select
Page Setup. In the Reduce or En-
large box, type 50 so that your
newspaper will fit on a piece of
paper (fig. 11.39). Click OK. From
the File menu, select Print. Click
the Print button.

29 From the File menu, select Quit
(Macintosh) or Exit (Windows).
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CHAPTER 12

Driagram Creation
Step-by-Step Guide

ost often you will use clip art, photographs, or other graphic elements to il-
lustrate a story. However, you may occasionally need to know how to make
simple drawings that can be used with a story. The following step-by-step guide
will take you through the process of creating a simple line-drawing diagram of the
human eye complete with labels, headline, subhead, and boxes to give the work a

professional appearance.

CorelDraw
1 Double-click the CorelDraw pro- =] = ” Grid B Senle Setup K
gram icon. DrawhpS ook . ; =T
™ Us= DrawingSeake
2 From the View menu, select e .
Rulers to display the rulers and 7] fimres B

make sure Wireframe is not

| | s Y —
LyplialBeaiak | 1:1 I_ﬁ_]

selected. — o —
| Grid Fraguency 1 — —

3 From the Layout menu, select Hodacri: [0 E Beti[ch Bl
Grid and Scale Setup. Choose veics: [T o [ B
inch in the Page Distance and O s - ST i ot (e
Inches in the World Distance iﬁﬁﬂ'g’;ﬁ = ST Ao =
boxes. Make sure Snap to Grid is O Pt g a [ y
not checked (fig. 12.1). Click OK. Hofeaaet: | ] it .

Verad: [A00 ] inohes

4 Click and drag the Magnifying . ! F— Bk i, s |
tool to the right and select the 1:1 I Show Gird TR [ cowel |
icon to display the actual size view. \ B

5 With the Box rool, make a box ap- Figure 12.1

proximately 4-by-3 inches. With ‘
the Outline tool, select a thin line
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Figure 12.2

Figure 12.3

Figure 12.4
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13

for the box. Click and drag the
Zero lock to the top-left corner of
the box. Select the Pointer tool
from the toolbox. Click and drag
from the middle-right and middle-
lower corner handles of the box to
the 3.5-inch position on the hori-
zontal ruler and the 2.75-inch posi-
tion on the vertical ruler (fig. 12.2).

With the box selected, click the
Fill tool in the toolbox. Select
Black from the color palette to
make a black-filled box (fig. 12.3).

With the box selected, press
Control-C, then Control-V to
create a second box.

Move this second black box until
it’s slightly higher and to the left
of the first box.

Select white from the color
palette at the bottom of the work
area (fig. 12.4).

Press Control-T. In the Character
Attributes defaule dialog box, click
OK. In the Type dialog box, select
AvantGarde Md BT, 24.0 point
type, and Normal style. Click OK
(fig. 12.5).

Select the Text tool. Click in the
top of the white box and type the
following:

Parts of the eye

Choose the Pointer tool. Click and
drag the column and move the
headline to the upper left center
section of the white box (fig. 12.6).

Select the Text tool. Click below the
headline. Press Control-T. In the
Type dialog box, select Times New
Roman, 14.0 point type, Normal-
Italic style, Alignment at Left, and
Line Spacing of 85.0% (fig. 12.7).
Click OK.
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Figure 12.5
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Figure
12.8 Parts of the eye
There are many different parts to the
human eye. A few afthem are below.
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v Parts of the eye
There are many different parts to the
human eye. A few of them are below:
Figure 12,11

Parts of the eye

There are many différent parts to the
human eye. A few of them are below:
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20
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In the column type the following:

There are many different parts to the
human eye. A few of them are below:

Select the Pointer tool and move
this subhead so that the left side
aligns with the P in Parts

(fig. 12.8).

Click the Outline Pen tool and
select the Outline Pen dialog box.
Click OK.

Type a width of 0.05 in inches and
a Calligraphy angle of 10 degrees.
Click OK (fig. 12.9).

Select the Fill tool. Drag to the
right and click the No fill tool.
Click OK. Select the Freehand

drawing tool from the toolbox.

Draw an arc shape starting from the
middle-left of the white box. This is
the top of the eye (fig. 12.10).

Draw another arc shape that
meets both ends of the first shape.
This is the bottom of the eye

(fig. 12.11).

Draw a third arc shape that meets
both ends, but is positioned at the
top third of the space between the
two arcs (fig. 12.12a).

Draw a circle in the middle of the sec-
ond and bottom arcs (fig. 12.12b).

If necessary, click and drag parts
of your lines to make them more
curved or to make the two lines
meet. If you make a mistake, press
delete with the line selected and
start over.

De-select your circle by selecting
the Pointer tool and clicking
outside the box. Select cthe Fill
tool from the toolbox, and choose
the black color. Click OK.
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Paris of the eye

There are many different parts to the
hwman eye. A ew ofthen are below:

Paris of the eye
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® [Parts of the eye

There are many diffarent parts o the
fiman eye. A Jew of them are below:

Paris of the eye
There are many différent parts to the

human eye. A ew of themi are below: eyeiid

Figure 12.12

24

25

26

27

28

Select the Circle tool. Make a
small, filled circle that fits inside
your previously created circle.
With the Pointer tool, click and
drag the circle to place it in the
center (fig. 12.12c).

Press Control-T, then click OK.
Make the text AvantGarde Md BT,
12.0 point type, and Normal style.
Click OK.

Click and hold the Freehand tool.
Select the Callout tool at the end
of the choices.

Click once in each part of the eye,
then double-click the end of the
line and type each label: eyelid,
sclera, pupil,iris (fig. 12.12d).

Press Control-T, and click OK. In
the Type dialog box, select Times
New Roman, Normal-Iralic, and
10.0 point type. Click OK. Select
the Text tool. Click under the box.

Paris of the eye

There are many different parts to the

human eye. A ew of them are below: oyaiia

Pauf Lazrer

Figure 12,13

29 Type your name and position
it with the Pointer tool in the
bottom-right corner of the
diagram (fig. 12.13).

30 From the File menu, select Save
and save your work in the Native
CorelDraw formart under the
name of “eye.cdr”.

31 From the File menu, select Export
to also save the file in the EPS
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Figure 12.14
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Figure 12.15

Figure 12.16

32

33

format (fig. 12.14). Select the EPS
file type within the List files of Type:
pull-down menu. The CorelDraw
program will automatically put the
proper suffix on the file’s name. Be
sure to leave the .EPS suffix on the
file’s name. Click OK. In the Export
EPS dialog box, click OK again.

From the File menu, select Print
and print a copy of your work if
your computer is connected to a
printer.

From the File menu, select Exit.

FreeHand

1

Double-click the FreeHand
program icon.

Press Command-N (Macintosh) or
Control-N (Windows) to display a
new work area. Make sure Preview
is checked in the View menu.

Press Command-I (Macintosh) or
Control-I (Windows) to display the
Inspector window. Click the Page
Layout icon. Click the smaller Page
Layout icon. Click in the pull-down
menu and select inches (fig. 12.15).

Press Command-R (Macintosh) or
Control-R (Windows) to display
the rulers.

Press Command-1 (Macintosh) or
Control-1 (Windows) to display
the actual size view.

Select the Box tool.

7 Move the Crosshair icon to mid-

10

11

dle of the page. Click and drag to
make a box about 4-by-3 inches.
Click and drag from the zero lock
corner and stop at the top-left
corner of the box (fig. 12.16).

From the View menu, de-select
Snap to point, Snap to guides,
and Snap to grid.

Select the Pointer tool from the
toolbox. Click and drag from the
lower-right corner of the box to
the 3.5-inch position on the hori-
zontal ruler and the 2.75-inch po-
sition on the vertical ruler.

Click and drag a line of the box
and move it to the center of the
frame so you can see all of it.

With the box selected, click the
Fill icon in the Inspector. The
pull-down menu should show
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T Inspecter :  Figure
Rectangle 12.17
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Custom
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PostScript
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Textured
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[] overprint

Figure 12.18

12

13

14

15

16
17

Basic (fig. 12.17). Double-click
the black colored box to show the
Color List window (fig. 12.18). In
the Color List window, click the
Box icon and select Black to make

a black-filled box (fig 12.19).

With the box selected, press
Command-C (Macintosh) or
Control-C (Windows), then
Command-V (Macintosh) or
Control-V (Windows) to create
a second box.

Move this second black box until
i’s slightly higher and to the left
of the first box (fig. 12.20).

In the Color List window, select

White fill.

In the Color List window, select
Black stroke (fig. 12.21).

Select the Box tool.

Move the crosshair icon to the
middle of the page outside of the
two boxes. Click and drag to create
a box about 3.5-by-.75-inches. Press
Command-Shift-C (Macintosh) or
Control-Shift-C (Windows) to dis-
play the Color Mixer window. Click
and drag the K (black) color button
to the left to 50 to create a 50 per-
cent black tint (fig. 12.22). All the

Figure 12.20

Figure 12.21

Figure 12.23

EOE Color mixer &

18

other colors should be set at 0.
Click the Options pull-down menu
in the Color List window and select
New to display the shaded color in
the list. Select the Stroke icon, and
choose None (fig. 12.23). Select the
Fill icon, and pick Color-1 to color

the box (fig. 12.24).

With the Pointer tool selected,
move the gray box to the top of
the white box. Press Command-4
(Macintosh) or Control-4

Figure 12.24
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Figure 12.26
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19

(Windows) to view the work area
at 400 percent. Scroll the work
area to see the top-left corner of
the shaded box. Click and drag
the corner handles until the
shaded box fits just inside the
white box at the top without
overlapping the white box’s black
line (fig. 12.25). Scroll to the
right side of the box and repeat
this adjustment. Switch to Actu-
al size view by pressing
Command-1 (Macintosh)

or Control-1 (Windows).

Press Command-T (Macintosh) or
Control-T (Windows). In the Type
dialog box, select Helvetica, Bold,
and 24pt type (fig. 12.26).
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21

22

23

24

25

26

27

28

29

30

Select the Text tool. Click in the
shaded box and type the follow-
ing (fig. 12.27):

Parts of the eye

Choose the Pointer tool. Click and
drag the column to move the
headline to the left and to the verti-
cal center section of the shaded box.

Select the Text tool. Below the
boxes, but still on your work area
(scroll down if necessary), click to
create a new column.

In the Type dialog box, select
Palatino, Italic, and 14pt type.

In the column type the following:

There are many different parts to the
human eye. A few of them are below:

Choose the Pointer tool, and
move this subhead so that the left
side aligns with the P in Parts be-
low the gray box (fig. 12.28).

Click on the work area outside
the boxes. In the Color List win-
dow, select the Fill icon, then
Black color. Select the Stroke
icon, then Black color.

Double-click the Freehand tool.
Select Calligraphic pen, a fixed
width of 0.1, and an angle of 10
degrees (fig. 12.29). Click OK.

Draw an arc shape starting from the
middle-left of the white box. This is
the top of the eye (fig. 12.30).

Draw another arc shape that meets
both ends of the first shape. This is
the bottom of the eye (fig. 12.31).

Draw a third arc shape that meets
both ends, but is positioned at the
top third of the space between the
two arcs (fig. 12.32).

ua'enwg.v}y:r}w e
fuman e A vl then awbelow

Figure 12.32

varv::wy?ﬁkm@wz:gbtfy
humea gye A Bwol than awbelon:

Figure 12.33

31 Drawacircle in the middle of the
second and bottom arcs (fig. 12.23).
Click and drag parts of your lines to
make them more curved or to make
the two lines meet. If you make a
mistake, press Delete with the line
selected and start over.

32 Select the Circle tool. Make a small,
filled circle that fits inside your cal-
ligraphic circle. Click and drag the
circle to place it in the center
(fig. 12.34).

33 In the Type dialog box, switch the
text to Helvetica, Bold, and 12pt.

34 Select the Text tool. Make sepa-
rate cursor clicks at slightly differ-
ent locations of the work area (be
careful that you don’t click on an
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Figure 12.34
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existing text box), and each time
type in a label: eyelid, sclera, pupil,
iris (fig. 12.35).

Select the pointer tool. Click and
drag from the bottom-right of each
label’s column to resize the text
box around the label (figs. 12.36).

Click and drag each text column
to the place in the diagram as
shown in fig. 12.37. De-select any
text box that is selected.

Select the Pen tool. In the Inspec-
tor window, select the Stroke
icon. In the Dash pull-down
menu, select the sixth choice from
the top (fig. 12.38).

Press the Shift key, and click the
Pen tool once above the iris label
and once again in the iris part of
the drawing (fig. 12.39).

Select the Pointer tool. De-select
the line. Select the Pen tool, and
make another line that starts be-
side the pupil label and ends in
the pupil part of the drawing.

In the type dialog box, select
Palarino, Italic, and 10pt. Select
the Text tool.

Type your name and position it
with the Pointer tool in the
bottom-right corner of the dia-
gram (fig. 12.40).

From the File menu, select Save and
save your work in the Illustrator
format under the name of “eye”.
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43 From the File menu, select Export
to also save the file in the EPS for-
mat. The FreeHand program will
automatically put the proper suf-
fix on the file’s name (fig. 12.41).

44 Ifyour computer is connected to a
printer, from the File menu, select

Print and print a copy of your work.

45 From the File menu, select Quit
(Macintosh) or Exit (Windows).

1

Parts ot the eye
Thae ae many diie! perts o the
fuman e A Bueal thean avbelowe

/3\

iris pupil

Fhudd Wardsy Lester

ustrator

Double-click the Illustrator pro-
gram icon.

2 Press Command-R (Macintosh) or

Control-R (Windows) to display
the rulers.

3 Press Command-H (Macintosh)

or Control-H (Windows) to
display the actrual size view.

4 From the View menu, select Preview.

5 From the Window menu, select

Show Paint Style.

6 From the File menu, select Preferences

and then General. Choose Inches in
the Ruler units pull-down menu and
then Points/Picas in the Type Units
menu (fig. 12.42). Click OK.

Figure 12.39
Thaw av many diffrent parts o te
Jumangye A Ewalthen aebdlow

Figure 12.40
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Figure 12.42
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In the Paint Style palette, click the
Auto box (fig. 12.43).

8 Select the box (Rectangle) tool.

9 Move the Crosshair icon to the

10

11
12

13

14

15

16

17

middle of the page. Click once.

In the Rectangle dialog box, type
3.5 for width, 2.7083 for height,
and 0 for Corner radius (fig.
12.44). Click OK.

Select the Pointer tool.

Move the box to the center of the
frame so you can see all of it.

In the Paint Style palette, select
the Fill icon, then solid black
color (fig. 12.45).

With the box selected, press
Command-C (Macintosh) or
Control-C (Windows), then
Command-V (Macintosh) or
Control-V (Windows) to create
a second box.

Move this second black box until
it’s slightly higher and to the left
of the first box (fig. 12.46).

With the second box selected, in
the Paint Style palette, select the
solid whirte color.

In the Paint Style palette, select the
Stroke icon, then a solid black col-
or (fig. 12.47). In the Stroke weight
box, highlight the value and type

2 pt. (fig. 12.48). Click in the box to
see your settings (fig. 12.49).
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Select the box (Rectangle) tool.

Move the Crosshair icon above
the boxes. Click once.

In the Rectangle dialog box type
3.4722 for widch and 0.4167 for
height. Leave the Corner radius at
0. Click OK.

Select the smaller box with the
Pointer tool. In the Paint Style
palette, select black fill, then type
50 in the Tint percentage box (fig.
12.50a). The Stroke icon should
be set at none (fig. 12.50b).

Carefully move this new box with-
in the top of the white box. Make
sure the sides do not overlap the
black border of the white box

(fig. 12.51). De-select the boxes.

Press Command-T (Macintosh)
or Control-T (Windows). In the
Character dialog box, select
Helvetica, Bold, and 24pt type
(fig. 12.52).

Figure 12.51
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In the Paint Style palette, select
the Fill icon and make the color
solid black. Select the Stroke icon,
then None.

Select the Type tool. Click in the
shaded box and type the follow-
ing (fig. 12.53):

Parts of the eye

If the text is behind the boxes,
from the Arrange menu, select
Bring to Front. Choose the Point-
er tool. Click and drag the baseline
of the text and move the headline
to the left and to the vertical cen-
ter section of the shaded box.

Select Show Info from the
Window menu.

Select the Type tool. To the right
of the black box, click and drag to
create a 3-by-/:-inch column
(check the dimensions in the info
box) (fig. 12.54).

In the Character dialog box, select
Palatino, Italic, 14pt type with
12pt leading (fig. 12.55).

Click in the column and type the
following:

There are many different parts to the
human eye. A few of them are below:

Choose the Pointer tool, and
move this subhead so that the left
side aligns with the P in Parts
(fig. 12.56).

De-select the subhead text. Select
the Brush tool. In the Paint Style
palette, select the Fill and Stroke
icons, then solid black for each one.

Double-click the Brush tool. In the
Brush dialog box, type 3pt in the
Width box, select the Calligraphic
angle box, and type in 10 for the
angle (fig. 12.57). Click OK.
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Draw an arc shape starting from the

middle-left of the white box. This is
the top of the eye (fig. 12.58a).

Draw another arc shape that
meets both ends of the first shape.
This is the bottom of the eye

(fig. 12.58b).

Draw a third arc shape that meets
both ends, but is positioned at the
top third of the space between the
two arcs (fig. 12.58c).

Draw a circle in the middle of the
second and bottom arcs (fig.
12.58d). Click and drag parts of your
lines to make them more curved or
to make the two lines meet. If you
make a mistake, press Delete with
the line selected and start over.

Select the circle (Oval) tool. Press
the Shift key and make a small,
filled circle that fits inside your
calligraphic circle (fig. 12.59).

Figure 12,58

Parts of the eye

There are man dﬁawe‘{wz‘swtm
L ey A v thern e baloviy

Figure 12.59

39

40

In the Character dialog box,
switch the text to Helvetica, Bold,
12pt with auto leading.

For each label (eyelid, sclera, pupil,
iris) select the Type tool, click
somewhere below the box, type
the label, click the Pointer tool,
and move the label to its correct
position. Repeat this process for
the nexc label (fig. 12.60).
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De-select any diagram element
that is selected. Select the Pen
tool. In the Paint Style palette, se-
lect the Stroke icon and solid
black fill, type 3 for a 3pt. Weight,
and click Apply.

Click the Pen tool once beside the
iris label and once again in the iris
part of the drawing.

Choose the Pointer tool. De-select
the line. Select the Pen tool and
make another line that starts be-
side the pupil label and ends in
the pupil part of the drawing

(fig. 12.61).

In the Character dialog box, select
Palatino, Italic, 10pt. size, and
12pt. leading.

Select the Type tool. Click below
the box. Type your name and use
the pointer tool to position it
aligned to the right under the
outside edge of the black box
(fig. 12.62).

From the File menu, select Save
and save your work in the
Mlustrator 5 format under the
name “eye”.

Use the Save as command from
the file menu and select the EPS
formar (fig. 12.63).

Be sure to save this new file under
the name “eye.eps”. In the EPS
Formar dialog box, click OK for
the defaulc secting.

If your compurter is connected to
a printer, from the File menu
select Print and prmt a copy of
your work.

From the File menu, select Quit
(Macintosh) or Exit (Windows).



CHAPTER 13

Picture Manipulation
Step-by-Step Guide

Ithough it is not considered ethical practice to manipulate the content of an

editorial image without informing the reader of the alteration, advertising
and illustration techniques often demand such content fabrications. Using the
following step-by-step guide, you will learn how to combine one image with an-
other and change what two gitls can see while casually looking out their window
of a streetcar in New Orleans.

Photoshop
1 Double-click the PhOEOShOp icon. [a CITYGPED ¥ I — Hard Disk
2 From the File menu, select % ALHIRT.PCT = { JBe ]
Open. Double-click the picture BUILDING.PCT
; e
RAINY.PCT (within the =
T @ SHOOTING.PCT
CITY&PEO folder inside the 2] STREETCA.PCT [1—]
ORLEANS folder) that came with B SUNTRN.P-CT :]
this workbook (fig. 13.1). '
3 Select the magnifying (Zoom)
tool, and click in the picture once.
Drag from the lower-right control | Format: |_PICT File v]
box to enlarge the viewing area to
see the whole image (fig. 13.2). Figure 13.1
4 Choose the Rectangular Marquee

tool and click and drag the image

just inside the uneven edges of the
picture so that you'll have straight
edges on all four sides (fig. 13.3).
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- RAINY.PCT (2:1)

Figure 13.2

Figure 13.3
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Ailig Mode Image
Undo Marquee 32
Cut 3#H
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Paste Into

Paste Layer...

Clear

Fill...

Stroke...

Figure 13.4

5 From the Edit menu, select Crop Figure 13.5

(fig. 13.4).

6 Select the Lasso tool. Click and
drag, starting at the top of the = === STRELICA.FCT (2:1) = ===
building in the middle of the back- & | , ¥ '
ground, down to the bushes in the T 3
center of the frame, along the tops
of the bushes to the right side of
the frame, up along the right edge,
and then left along the top of the i
frame until you get back to your
starting point (fig. 13.5).

0

A

7 From the Edit menu, select Copy. = ‘ E Y

8 From the File menu, select Open.
Double-click the picture
STREETCA.PCT (in the same
folder as the first picture) that
came with this workbook
(fig. 13.6).

42K 7 ‘ EE

Figure 13.6
9 Select the magnifying (Zoom) f
tool, and click in the picture once.
Drag from the lower-right control
box to enlarge the viewing area to
see the whole image.
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Figure 13.7

Mode Image

Undo Lasso #2
‘Cut 8H
Copy #C
Paste #U
Paste Into
Paste Layer...

Figure 13.8

Figure 13.9

Figure 13.10

Brightness/Contrast —

Brightness: 69 |.
= K
L]

Contrast:
L

X Preview

10

11
12

13

14

15

Choose the Rectangular Marquee
tool, and click and drag the image
just inside the uneven edges of
the picture so that you’ll have
straight edges on all four sides.

From the Edit menu, select Crop.

The two girls are looking out a
window divided by a metal bar. Use
the Lasso tool with the Shift key
pressed to outline the outer edges
of both window sections. Click and
drag to outline the first section.
Release the mouse button to
complete the loop. Keep the Shift
key pressed. Now, click and drag to
outline the second section. When
you release the mouse button, both
window sections should be
shimmering (fig. 13.7).

From the Edit menu, select Paste
Into (fig. 13.8).

Click and drag the building image
to move it in the background
where you think it looks best
(fig.13.9).

From the Image menu, select Ad-
just, then Brightness/Contrast.
Type 69 into the Brightness box
so that the background picture
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Figure 13.11

16
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will be a better match for the
streetcar image (fig. 13.10).
Click OK (fig. 13.11).

From the File menu, select Save
as. Choose a location to store the
file and type in a new name.
Click Save.

From the File menu, select Print,
and click OK.

From the File menu, select Quirt
(Macintosh) or Exit (Windows).
Don’t save the changes in the
RAINY.PCT picture.




258 Deskror CoMPUTING WORKBOOK




CHAPTER 14

Chart Creation Step-by-

Step Guide

preadsheet programs offer a range of complex procedures for working with words

and numbers, largely for business purposes. They can also be used, however, to
create charts easily and quickly. With the procedures below, you will learn how to
make an informational graphic known as a chart in either Excel or Lotus 1-2-3.

Excel

1 Double-click the Excel program
icon.

2 Within a New worksheet, type the
following information starting at
cell Al. Use the Tab and arrow
keys to move from cell ro cell in
the worksheet. |

Figure 14.1

A 4

B 13 =
C 69
P NEEE

5

3 Highlight all of the cells with text. Figure 14.2
The first cell will only be outlined

(fig. 14.1).

4 Click the ChartWizard icon at the
top of the toolbox (fig. 14.2).
Click in the worksheet to display
the ChartWizard dialog box.
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ajl=—==0 Chartllizard - Step 1 of 2~
If the selected cells do not contain the data you wish to chart, select a new
| range now.
Include the cells containing row and column 1abels if you want those labels to
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Click Finish in the ChartWizard
dialog box to display a column
chare (fig. 14.3).

Double-click the chart. The chart
will now have a heavier frame
(fig. 14.4). From the Insert menu,
select Titles. Click the Chart Title
button and click OK (fig. 14.5).

Click and drag to highlight the
title. In the toolbox at the top,
select the font Helvetica, 9pt size,
and the Bold button. Type exactly
the following (fig. 14.6):

Grades for a Communications Class
number of students = 100

Highlight the second line of text,
and click the Italic bucton in the
toolbox. Click the chart to de-select
the text. Click the text once, then
click and drag a line around the text
ro move it as shown in fig. 14.7.

In the Chart toolbox, select the
Legend tool to eliminate the leg-
end in the chart (fig. 14.8).

Double-click the white area of the
chart outside the colored back-
ground behind the grid partern.
In the Patterns folder, click Auto-
matic and Shadow (fig. 14.9).
Click OK.

Double-click the background be-
hind the chart’s grid. Click in the
Area Color menu and choose a
light gray color. Click OK.

Double-click the y (vertical) axis,
and select the Scale folder.
Change the maximum value to
100 to display a more accurate
chart (fig. 14.10). Click OK.

From the File menu, select Save.
Decide where you want to save
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14 Double-click the chart to display

L3

the striped select box (fig. 14.11).

15 From the File menu select Print.
In the Print dialog box, make sure
the Selected Chart button is
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checked (fig. 14.12). Click the
Page setup button, then select the
Chart folder. Select Custom
under Printed Chart Size so that
your chart will be the same size as
the one you made on the work-
sheet (fig. 14.13). Click OK. Click
the Print button.

To display other chart options,
click and drag the Chart Type but-
ton in the Chart toolbox to select
some other chart style (fig. 14.14).
If you select a pie chart, select the
Legend tool to show the legend
(fig. 14.15). You may also want to
move the legend closer to the
chart. You may want to save and
print out your other versions.

From the File menu, select Quit
(Macintosh) or Exit (Windows).
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Figure 14.16

Lotus 1-2-3

1

3

Double-click the Lotus 1-2-3 pro-
gram icon.

Within a New worksheer, type the
following information, starting at
cell Al. Use the Tab and arrow
keys to move from cell to cell in
the worksheer.

Grades for a Communications Class

A -4
B 13
C 69
D 9
P 5

Highlight all of the cells with text.
The first cell will only be outlined
(fig. 14.16).

If the Draw toolbox is not dis-
played on the desktop, from the
Window menu, select Hide | Show,
then Draw palette, and then Show
Style palette.

Click the Graph icon in the Draw
toolbox (fig. 14.17). Click on the
worksheer to display the graph
(fig. 14.18).

From the Style menu, Choose
Frame. Within the Shadow pull-
down menu, choose Thick. Click
OK (fig. 14.19). Within the Style
toolbox, click and drag the larger
shadow box to select a filled-in
shadow.

Figure 14.17

Grades for a Communications Class
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Figure 14.20 Style Font
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b

number of studerts=100

Grades for a Communications Class

7 Select the Pointer tool from the
Draw toolbox. Select the y-axis and
x-axis text blocks and delete them.

8 Click on the chart’s title. From the
Style menu, select Font. Change
the font to Helvetica, 18pt, and
plain (fig. 14.20). Click OK.

9 Double-click the chart’s title and
type at Line 2 (fig. 14.21):

number of students = 100

Click OK.

10 Select chis subtitle with the
Pointer tool, and click the Italic
tool button in the Style roolbox
(fig. 14.22).

11 Double-click the y (vertical) axis.
Select the Axis button. Change
the upper limit from 80 to 100 for
a more accurate chart. The lower
limit should be 0 (fig. 14.23).
Click OK.

12 Click on the worksheet to review
your chart. From the File menu,
select Save. Decide where you
want to save the file, type a name,
and press the Return (Macintosh)
or Enter (Windows) key.

13 From the File menu, select Print.

14 From the Window menu, select
Hide|Show and pick Graph
Palette (fig. 14.24). You may want
to explore other chart options by
choosing a graph type from the
Graph Types window. With the
chart selected, pick another graph
type (figs. 14.25). You can save
and print out your other versions.

15 From the File menu, select Quit
(Macintosh) or Exit (Windows).
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CHAPTER 15

Screen Presentation
Step-by-Step Guide

Interactive multimedia can be used to create educational and entertaining pre-
sentations. Using the following step-by-step guides, you will create sophisticated
and professional quality portfolios with words and pictures about the scenic won-
ders of Alaska and New Orleans. After you learn how the programs work by com-
pleting the following guides, you can substitute your own pictures to produce

your own portfolio.

Director

1 Double-click the Director pro-
gram icon. From the File menu,
select Preferences, then the
13-inch monitor selection within
the Stage Size section. Click OK.

2 The first step is to import or cre-
ate all your cast members.

3 If not already displayed, from the
Window menu, select Cast to
show the Cast window, then Paint
to display the Paint palette. In the
Paint menu, select Show Rulers.

4 From the File menu, select Im-
port. In the Type pull-down
menu, select PICT (Macintosh) or
PCT (Windows). If available with-
in the Director folder (it can be
found by opening folders named

lﬁl Graphics v| Figure 15.1

D Bella Rosa background SYS.PICT | |
D Bella Rosa button 1a SYS.PICT R

“Extras,” “ClipMedia Sampler,”
and then “Graphics”), find and
highlight a background picture
named “Bella Rosa background
SYS.PICT” (or SYS.PCT). Click
the Import button (fig. 15.1).

If the picture is not available with
your version of Director, select the
Paint Bucket tool, Normal display
in the toolbox, and a dark orange
color from the Foreground color
palette (fig. 15.2). Click the Paint
Bucket icon in the work area to fill
the space with the color.
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Figure 15.2
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Figure 15.3

Figure 15.4

Figure 15.6
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Figure
15.7

10

11

Your background picture will ap-
pear in the first Cast and Paint win-
dow frames.

Click on the Paint window. Click
and drag the lower-right control
box to enlarge the Paint palette to
the bottom of the background
picture (fig. 15.3).

Create an accent color on the
background by selecting the Filled
Box tool, clicking on the Fore-
ground Color tool, and revealing
the color palette (fig. 15.4). Select
a color. Dragging from the left
side of the work area to create a
vertical box as shown in fig. 15.5.

Click on the Cast window. Click
the next frame in the cast window
to highlight the empty cast mem-
ber window (fig. 15.6).

In the folder named AL_SCENE,
within the ALASKA folder that
came with this workbook, import
all five pictures by clicking the Im-
port All button.

Your cast window should have
six filled frames (fig. 15.7). Re-
peat the procedure for importing
the same five pictures, but with
one significant difference: after
you import all the pictures, click
each one in the Cast window to

-~
b

HSE[O)

Figure 15.9
Size: Figure 15.10
® Scale: |_?.“l[l %
[ —

display the Paint palette (fig.
15.8). Double-click the 8 bits
button at the bottom of the tool-
box (fig. 15.9). In the Scale box
within the Size section of the
Transform Bitmap dialog box,
type 300 to enlarge the image
(fig. 15.10). Click OK. In the
warning dialog box, click OK
(fig. 15.11a). Click on the Cast
window and repeat for frames 8
to 11. Each picture will be en-
larged as shown in fig. 5.11b.
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Figure 15.11

E You cannot undo this operation. Do you want

to transform?

0K

12

Now you have 11 frames in your
Cast window. Five pictures are the
original sizes, and five have been
enlarged, although the pictures in
the Cast window all look the same
size (fig. 15.12).

Close the paint palette by clicking
the control box at the top-left of
its work area.

The next step is to create the text
for your presentation. Select the
empty 12th Cast member frame.
From the Window menu, select
Text. Type this (fig. 15.13):

An Alaskan Summer

Click in the lower-right control
box and drag the Text window

16

17

work area to the right abour 2
more inches. Click and drag the
small black verrical line at the
right of the text box to the edge of
the work area. Highlight the text.

From the Text menu, select Times
font, 48 pt. size, and the Bold style
(fig. 15.14). You still may need to
move the Text box to the right to
set the headline on one line. The
cast member frame should show
12.

Click the Plus (+) sign at the top
of the work area (fig. 15.15).
From the Text menu, select the
Helvetica font, 12 pt. size, and the
Bold style. Type this (fig. 15.16):

by <your name here>
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Figure 15.18

18 Click the Plus (+) sign to move to
' frame 14. From the Text menu,
O Light And Easy 7 select the Helverica font, 12 pt.

D Robotic Bang R size, and the Italic style.
[ The Harvest

19 Type in the cutlines as shown.
(Note that a Slash [ / ] within the
following copy indicates where you
should start the next line of the
subhead and two of the cutlines.

Type: [ % Sound | All of the other cutlines should be
typed on one line.) After you type
Figure 15.19 in the text, click the Plus (+) sign

each time (fig. 15.17):
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20
21

22

23

This presentation is a demonstra-
tion of the slide show / capabilities
using the program called
Macromedia Director.

Fishing for salmon is a vital industry
in Alaska.

This close-up shows a fishing boat
docked in Homer, Alaska.

If you look closely, you can see a

moose at the lower-left of the frame.

Mountains often tower / above the
cloud lines in Alaska.

There are few more beautiful sights
than a mountain at sunset.

If you ever get a chance to visit
Alaska, / make sure you bring a
camera with a lot of film.

Close the Text window.

You should now have 20 filled
frames in the Cast member win-
dow. Scroll down to display the
last filled frame or click and drag
the lower-right control box to en-

large the Cast window (fig. 15.18).

Click in the 21st frame. If sound
is available with your compucter
and a Director folder named
Music is installed, from the File
menu, select Import. In the Type
pull-down menu select Sound.
Within the Music folder, inside
the ClipMedia sampler and Extras
folders, highlight the file Light
And Easy (fig. 15.19) and click
Import. Double-click this frame
in the cast window to display the
Sound Cast dialog box. Click the
Looped box (fig. 15.20). Click OK.

Select the 21st or 22nd frame in
the Cast window (depending
whether you were able to add
sound). From the Window menu,

Sound Cast Member Info

Cast Member: 21 |Light find Easy

Size: 215.1 K

(] Looped Light And

Purge Priority: Easy

i

Figure 15.20

»

+

3, 0f

B

€« » 3 I 22[‘ Figure 15.21
: 0 1

select Paint. In the Foreground
color palerre, select the black col-
or. Make sure the Display pull-
down menu shows Normal. Select
the Paint Bucket tool, and click in
the work area to fill it with the

solid black color (fig. 15.21).

24 Close the Paint paletre.

25 Now you need to create the

Sprites for your presentation.
From the Window menu, select
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29

the Score (fig. 15.22).

Double-click in Frame 2 in the
Tempo sprite channel (clock
icon) to display the Set Tempo di-
alog box. Click the Wait button
and set the time to 8 seconds by
dragging the Wait box (fig.
15.23). Click OK.

Double-click in Frame 2 in the
Transitions sprite channel (arrow
icon) to display the Set Transition
dialog box. Scroll down to select
Dissolve, Bits fast. Click the Stage
Area button, then click the Set
butron (fig. 15.24).

If you created a sound cast mem-
ber, click and drag it from the Cast
member window to Frame 2 of the
first sound channel (fig. 15.25).

For each sprite, select its cell. With
the Shift key pressed, drag to the
right to highlight the cells in the
channel to the right. For the Transi-
tions sprite, highlight through the
ninth frame. For the Tempo and
Sound sprites, highlight through
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the eighth frame (fig. 15.26). Press

Command-B (Macintosh) or Con- 2
trol-B (Windows), and the sprite Frame 1] ‘ HENERN |
will automatically copy and paste 1 5' 10
into the cells (fig. 15.27). Click once . AARARRCE
in the first Sprite frame and then LM HEEE
click and drag with the Shift key » [
pressed. + ] 5|ajojolololola
) ) r‘ 'I‘}.‘u P4 P Pd P=d e
With the Score and Cast windows S ij1jafdjalifa
displayed, click and drag a Cast .
member to its proper location on Flgure 158
the Score. Use the following table.
Frames run along the top, and
Channels run down. Use the
procedure described in step 29
for multiple Cast members.The
numbers represent Cast member
frames (fig. 15.28):
Frames

Channels 1 2 3 4 5 6 7 8 9

1 22 1 1 1 1 1 1 1 22

2 12 12. 12 12 12 12 12

3 2 7 8 9 10 11 2

4 3 3

5 4 4

6 5 5

7 6 6

8 14 15 16 17 18 19 20

9 13 13 13 13 13 13 13
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31

32

Channel 1 contains the black
filled frame and the background
frame. Channel 2 displays the
headline on every frame. Chan-
nels 3 through 7 are the pictures.
Channel 8 contains the cutlines.
Channel 9 displays the byline on
every page (fig. 15.29).

Highlight the text frames, Chan-
nels 2, 8, and 9 (use the Shift key
and drag across a Channel) one
channel at a cime. In the pull-
down menu under the Ink section
of the Score toolbox, select Trans-
parent each time (fig. 15.30).

Highlight all the frames with pic-
tures: Channels 3 through 7. In
the pull-down menu under the
Ink section of the Score toolbox,
select Copy.

v Ciopy

Matte
Bkand Transparent

Reverse

Figure 15.30

33

34

35

36

37

Next, arrange the Cast members
on the Stage. Close the Sprite part
of the Score window by clicking
the up arrow above the vertical
scroll arrow.

Click and drag the control box at
the lower-right of the Score win-
dow to decrease the size of the
window. Drag the window from
the top to move it to the lower-
right corner of your desktop.
From the Windows menu, select
Tools. Close the Cast window.

Click in Frame 2 of Channel 2 of
the Score. All the Cast members
for that frame will appear on the
Stage, but the headline will be
highlighted. Click and drag the
headline from a line around its
text box and move it up near the
top of the Stage (fig. 15.31).

From the Edit menu, select Copy
Cells. With the Shift key pressed,
click in the Score cell and drag to
highlight all the other headline
cells in cthe channel (fig. 15.32).
From the Edit menu, select Paste
Cells. Press Command-B (Macin-
tosh) or Control-B (Windows) so
thar all the frames will show the
headline at this new location.

Click in Frame 2 of Channel 9 of
the Score. Click and drag the by-



Screen Presentation Step-by-Step Guide 277

CHAPTER 15

[An Alaskan $ummer

(L

demo Score —

i

d

i
i [T
= ] 2 E=Y O E=Y) [F=) 25T
= oot ] e BTl ST
|- Srfrnvo ) 25T
1 =ka] S =X IR E210
1) S| o o) —fm
S or EIT) 2T
J. o =YY =X | am
v [
»|§ |5 L oo
i
. - |
—_—— 5 =

IE I E I E IS

Figure 15.31

i
=PIy
=
=1
-
W
=
s &
-t
|
=
<«
=
<




278 DEeskror COMPUTING WORKBOOK

Frame 111'1 [} i__1L

s E
A
*
o

Figure 15.32

Figure 15.33

38

line from a line around its text
box, and move it down near the
bottom of the Stage (fig. 15.33).
From the Edit menu, select Copy
Cells. With the Shift key pressed,
click in the Score cell and high-
light all the other byline cells in
the channel. From the Edit
menu, select Paste Cells. Press
Command-B (Macintosh) or
Control-B (Windows) so that all
the frames will show the byline at
this new location.

Click in Frame 2 of Channel 8. All
the pictures you placed in Frame
2 will be shown on top of one an-
other. Click and drag to move the
cutline to the bottom of the
Stage. You will work with it later.

39

Click and drag each picture to
move it where you want it on the
Stage. Refer to fig. 15.34. When
you have set the pictures where
you want them, highlight the cells
with the Shift key pressed in the
Score on Frame 2 and Channels 3
through 9. From the Edit menu,
select Copy cells. Highlight Frame
8 of Channels 3 through 9 and se-
lect Paste Cells in the Edit menu.
This procedure makes sure that
the beginning and ending frames
are the same.

Click in Frame 3 of Channel 3.
From the Tools menu, select the
Unfilled Box icon (fig. 15.35) and
make a small box to the right of
the picture. Select the bottom line
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Figure 15.34

Figure 15.35

40

41

in the toolbox. Click and drag a
line of the box to move it to the
top-left corner of the picture.
Click and drag the corner handles
to place this picture frame on the
edges of the image. Click on the
headline to get a good look at the
picture frame. Make adjustments
as necessary. Don’t click on the
background picture. If you do,
click in the picture cell frame in
Channel 10 to select the frame
again (fig. 15.36).

In the Score window, Frame 3 of
Channel 10, the location of the
newly created picture frame,
should be selected. Wich the Shift
key pressed, highlight frames 3
through 7 in the channel. From
the Edit menu, select Paste Cells.
Press Command-B (Macintosh) or
Control-B (Windows) so thatall
the cells will contain a frame.

Click in each picture frame cell in
Frames 3 through 6 in Channel

Figure 15.36
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Figure 15.37

Figure 15.38

42

10 to select and then adjust the
picture frame on the Stage. When
you get to Frame 6 of Channel 3,
you will also need to resize the
picture. Select the picture. Click
and drag from a corner handle to
reduce its size. Move the image
close to the right edge of the ac-
cent color you created in the
background. Move and resize the

picture frame around the image
(fig. 15.37).

Click in Frame 9 of Channel 7 to
select the last cucline. Move it just
below the picture (fig. 15.38).
Click and drag from the top of the
entire shortened Score window

43

45

46

47

until its bottom left corner is
aligned with the top-left edge of
the highlighted cutline. Click in
each cutline’s cell in the Score and
align the text with the bottom of
the Score window. For the vertical
picture, click and drag the cutline
and move it to the right of the
picture (fig. 15.39).

You are now ready to see what you
have created. Move the Score win-
dow out of the way. Click in the
first frame of the Score. Press
Command-Shift-P (Macintosh) or
Control-Shift-P (Windows) to dis-
play only the Stage on the Desk-
top and to play the movie. At the
end of the presentation, you will
return to the work area. If there
are problems with your presenta-
tion, carefully review the above
instructions.

From the File menu, select Save.
Decide where you want to save your
file and type a name. Click Save.

From the File menu, select Print.
You will want to print the Stage,
Score, and Cast Windows, so you
will need to select Print from the
File menu three separate times. For
Stage, you also need to click the
Oprtions button and click in the

% image size button (fig. 15.40).
Click OK, then Print (fig. 15.41).

If your presentation is finished,
from the File menu, select Save
and Compact.

If you want to create a presenta-
tion that can run on a computer
without the Director program in-
stalled, from the File menu, select
Create Projector. Highlight the
File name in the Source window



CHAPTER 15 * Screen Presentation Step-by-Step Guide

281

Figure 15.39
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Figure 15.42

Create Projector

Source Movies: > Macintosh HD

Movie Play Order:

| &3 director pics ¥ | ( Ejest )

0O di demo || | pesktop |

Add All >>
A [ Remous

]

[(options... |
l Create...

Mouvie Si1ze: bBU K l Mape Up
Moue Dot

Projector Size: < 980 K

Actual projector size may be smaller

because enclosed movies will be
protected and compacted.

Figure 15.43

Figure 15.44

Create presentation
Open presentation...
Design AutoTemplate

Help | Tuterial

| Quit Persuasion

to the left of the Projector dialog
box. Click the Add button

(fig. 15.42). Select the Create but-
ton. Decide where you want to
save this Projector file and give it
a name (if you have a high density
disk, you can save it on the disk
and take the presentation with
you to show on another comput-
er). Click Save. When the projector
file is created, click the Done but-
ton. Double-click the Projector
icon to start your presentation
(fig. 15.43).

48 From the File menu, select Quit.

Persuasion

1 Double-click the Persuasion pro-

gram icon.

Select the Create Presentation op-
tion in the setcup window

(fig. 15.44). For Windows, select
the No AutoTemplate and Slide
view butrons. Click OK.

From the View menu, select Slide
Master and then New (fig. 15.45).
In the Master slide dialog box, the
new Master slide is named Master
1. For Windows, the new master
slide should be named Master.
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Slide
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Slide sorter

v

Slide show

Slide master
Background »

Figure 15.45

From the Based on pull-down
menu choose None (fig. 15.46).
Click OK.

4 From the Master menu, select
Slide Background Fill (Macin-
tosh) or Set background (Win-
dows). For the Macintosh, from
the pattern pull-down menu se-
lect the third pattern from the
bottom-right side (fig. 15.47). For
Color 1 pick black, and for Color
2 pick the light gray color (fig.
15.48). Click OK. For Windows,
from the Fills pull-down menu se-
lect the third pattern under None.
For Color 1 pick Other and then
Gray #4, and for Color 2 pick
Other and then gray #8. Click OK.

5 Click the Slide icon to the right of
the work area (fig. 15.49). For Mac-
intosh, click the middle burton in
the lower toolbox, and drag up to
select Slide master, then choose
Master 1 (fig. 15.50). For Windows,
the slide will change to the pattern
and colors previously selected.

6 From the Show menu, select Tools
to show the toolbox if it is not al-

- ready on the deskrop. Select the
Text tool. Click near the top of the
work area. You'll see a text box cre-
ated. For Windows, from the Show
menu, select Text. From the Font

9 Chart

. Chart & Teut :I
Name: Org Chart
Based on: |v Texnt
. " Title
Orientation: e

Figure 15.46

Color 1:
Color 2: GY9

Pattern: None Ml_]ﬁl Figure 15.47
ﬁ-

Color 2: | Body I

Figure 15.48

Figure 15.49

> 8aa i l.:l;:" 0| ililil

| -t
|
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Figure 15.50 Gallery.
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Figure 15.51
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Figure 15.53

or Text toolbox, select Helvetica or
for Windows, MS Sans Serif (fig.
15.51). Select B for Bold. Click the
Font Size arrows to make the text
36 pt size (fig. 15.52). From the
Show menu, select Colors to dis-
play the Colors toolbox if it is not
already on the desktop. With the
text selected, click the Text tool in
the Colors toolbox and click on a
black color in the toolbox, to set
the rext to black (fig. 15.53).

7 Type these words (fig. 15.54):

10

11

. A Persuasion Slide Show

8 Select the Pointer rool, and click on
a line of the text box and drag the
text to the upper-middle position.

tle text. Select the Times font (for
Windows, Times New Roman) and
24ptsize. Click P for plain. For
Windows, de-select any attribute
buttons. Click the Center align-
ment (fig. 15.55) butron. Type the
words shown below (fig. 15.56):

A demonstration of

the slide show capabilities
of Persuasion

by

Your Name Here

Select the Pointer tool, and click
and drag the text block to below
the ritle text (fig. 15.57).

Use the set of New Orleans pic-
tures provided in the folder
CITY&PEO within the ORLEANS
folder that came with this work-
book. From the File menu, select
Import, then Graphics (fig. 15.58).
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Figure 15.54

[ Times

%

Figure 15.55

A demonstration of
the slide show capabilities
of Persuasion
by
Paul Martin Lester|

R

Figure 15.56

Figure 15.57
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Figure 15.58
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Figure 15.60

Mone
Hairline

Figure 15.61

12

Double-click the file
BUILDING.PCT. You will use this
picture for the title slide. With the
Shift key pressed, click and drag
from the lower-right corner of the
image ro enlarge it slightly. Click
and drag to move the picture below
and centered under your name.

Select the Box tool. Click and
drag to make a box around the
outside edge of the picture that
will act as its frame. If the box you
make is filled, select the Box tool
in the Colors toolbox (fig. 15.59).
In the Colors toolbox, select the
Line tool, then the black color to
make a black frame (fig. 15.60).
Click the unfilled butron (X) in
the Pattern section of the Colors
toolbox.

Figure

15.59
Title  [Emphasis
‘Subtitle | Accent 1
Body __[Accent 2
Eullet TS
Fill ‘Accent 4
FillBkad | =~ ' =]

Line Accent &

Line Bkad [F.L0T &8

13 From the Show menu, select Lines

to display the Lines toolbox if it is
not already on your desktop. In
the Line toolbox, select a 3 pt. line
(fig. 15.61). For Windows, select
Edit. In the Edir lines dialog box,
select the top line chice, click the
right arrow under Point size to
show 3, then click OK. (fig. 15.62)
Select the Pointer tool, and click
and drag from the box’s line, then
from a handle ro move and resize
the box to cover the edge of the
picture (fig. 15.63).

14 From the lower toolbox, click the

New Slide button to display a new
slide (fig. 15.64). For Windows,
select the Master background
from the middle-bottom toolbox.

15 From the File menu, select Import

and then Graphics. Double-click
on the file ALHIRT.PCT in the
CITY&PEO folder that came with
this workbook. Click and drag the
picture to the upper-left part of
the work area. With the Shift key
pressed, click and drag from the
lower-right handle to enlarge the
picrure. The image will become
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Figure 15.65
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Figure 15.66

16

17

pixelated, but it will be acceptable
for this demonstration. From the
Draw menu, select Center on
Slide and both Up/Down and
Left/Right choices (fig. 15.65).

Select the Box tool, and make a
frame around the image as you
did for the title picture.

For Macintosh, from the View
menu (for Windows, from the
Show menu), select Rulers, then
Show Rulers. From the View (or
show) menu, select Guides, then
Show Guides. Click and drag
from the horizontal ruler to posi-
tion a guide line at the bottom of
the picture’s frame. Click and
drag from the vertical guide to
position a guide line at the left
side of the picture’s frame. Click
and drag from the Zero Lock
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18

19

20

corner to the top-left corner of
the picture. You will use these
guides to align the other pictures
in your slide show.

Select the Text tool. Click under
the picture. Choose the font Hel-
vetica (for Windows, MS Sans
Serif), size 18pt, and Italic. For
each picture in your slide show,
type the name of the file as the
picture’s title. Select the Pointer
tool, and click and drag the text
to position the name just under
the lower-right corner of the
picture.

Repeat the above steps for the
four other pictures in the folder:
Click the New Slide button, for
Windows, select the Master back-
ground, insert a picture, resize it,
move it, create a frame, and add
the picture title. Use the picture
named BUILDING.PCT as the
last picture.

After all your slides have been
created, you need to make their
transitions. From the View menu,
select Slide Show, then Transi-
tions to display the transitions

dialog box. With the Shift key

21

22

pressed, select all the slide names
in the rop window. For Windows,
the first slide will no be high-
lighted. From the Delay Between
Slides pull-down menu, select 3.
Highlight the text line in the low-
er window. In the buttons below
the effects window at the bottom
of the dialog box, choose wipe
right, then 3 from the pull-down
menu. Click OK (fig. 15.66).

From the View menu, select Slide
Sorter to display all your slides
(fig. 15.67). You might want to
make adjustments to a picture’s
location. For Macintosh, double-
click on a small slide to return to
that slide to make changes. For
Windows, select a small slide and
then select the Slide icon inthe
right-side toolbox to return ro
that slid. Return to the first slide.

From the Edit menu, select
Spelling. Click the Start butron.
Change, add, or ignore words in
the Spelling dialog box

(fig. 15.68). Click OK to finish the
spell check program. For Win-
dows, close the box by dragging
from the top-left control box.

Figure
15.67
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Figure 15.68
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23 From the File menu, select Save,
and decide where and under what
name to save your slide show.

24 When you want to show your
work, from the View menu, select
Slide Show, then Show all slides.
Select the All button. In the After
last Slide pull-down menu,
choose Fade to black. Click the
Automatic and Full Screen but-
tons (fig. 15.69). Click Play.

25 At the end of the presentation,
click the Clear or ESC key to re-
turn to the program.

26 From the Print menu, select Print.
In the Print Choices section of the
Print dialog box, make sure that
Slides is the choice (fig. 15.70).
Click Print.

27 From the File menu, select Quit
(Macintosh) or Exit (Windows).

PowerPoint

1 Double-click the PowerPoint pro-
gram icon.

2 Select the Blank Presentation
option in the setup window
(fig. 15.71). Click OK.

3 Scroll down the AutoLayout
choices, and select the Blank lay-
out at the botrom-right (fig.
15.72). Click OK.

4 From the Format menu, select
Slide Background. Select the
Horizontal Shade Style. Click
and drag in the Dark/Light scroll
bar slightly to the right of the
center position (fig. 15.73). Click
the Change Color button, and
pick a dark gray color (fig.
15.74). Click OK and then click
Apply to All
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5 From the Zoom Control button,

select 75% view (fig. 15.75). Scroll
to the top-left corner of the work
area.

6 Select the Text tool. Click near the

top of the work area. You'll see a
blinking cursor within a text box.
From a rop toolbox, select Hel-
vetica. Use the Font Size arrow to
make the text 44pt size. Selecr the
B button for bold text (fig. 15.76).
Type these words:

A PowerPoint Slide Show
If not already shown on your

desktop, from the View menu, se-
lect Toolbars and click in the
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10

11

Standard, Formatting, Drawing,
and Drawing+ boxes. Click OK.

Click on a line of the text box, and
drag the text to the upper-middle
position (fig. 15.77).

Select the Text tool. Click in the
work area below the title text. Se-
lect Times font and 24pt size. Se-
lect Center alignment (fig. 15.78).
Type the words exactly as shown
below:

A demonstration of

the slide show capabilities
of Microsoft’s PowerPoint
by

Your Name Here

Click and drag the text block to
below the title text (fig. 15.79).

Use the set of New Orleans pic-
tures provided in the folder
CITY&PEO within the ORLEANS
folder that came with this work-
book. From the Insert menu, se-
lect Picture. Double-click
BUILDING.PCT. You will use this
picture for the title slide. Click
and drag from the lower-right
corner of the image to enlarge it
slightly. With the picture chosen,
select Crop Picture from the
Tools menu. With the crop icon,
click and drag from the corners to
trim the borders (fig. 15.80).

Select the Box tool. Click and
drag to make a box around the
outside edge of the picture that
will act as its frame. If the box you
make is filled, turn the fill off by
clicking the Fill On/Off tool.
You'll know that the Fill is off
when the background of the
tool’s button is light colored

(fig. 15.81).

Figure 15.80

Figure 15.81

————  colors and Lines

Elte Stales et inashed | fugs
el ——

- = Figure
- 15.82

12 From the Format menu, select
Colors and Lines. Under Line
Styles, select the third line from
the top (fig. 15.82). Click OK.
Click and drag from the box’s
line, then from a handle to move
and resize the box to cover the
edge of the picture.

13 Wich che Shift key pressed, select
the picture, so that both the pic-
ture and its frame are selecred

with the Pointer tool. From the
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Figure 15.83
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14

15

16

17

Draw menu, select Group. Click
and drag within the picture to
move the image and frame under
your name (fig. 15.83).

From the Tools menu, select Tran-
sition. From the Effect pull-down
menu, select the effect Wipe Left,
choose a Fast speed in the Speed
section, and in the Automarically
After box type 8 so that the slide
will stay on the screen for eight
seconds (fig. 15.84). Click OK.

From the lower toolbox, click the
New Slide button (fig. 15.85).
Click OK to get a Blank layout.

From the Insert menu, select Pic-
ture, and double-click on
ALHIRT.PCT in the same folder.
Click and drag the picture to the
upper-left part of the work area.
Click and drag from the lower-
right handle to enlarge the pic-
ture. The image will become
pixelated, but it will be acceptable
for this demonstration.

From the Tools menu, select Crop
Picture, and crop the picture
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18

19

20

21

22

using the Crop tool if necessary to
remove any uneven edges.

Repeat steps 11-12. With the
Shift key pressed, select the pic-
ture and its frame. From the
Draw menu, select Group. Move
the element where you want it on
the work area.

From the View menu, select Ruler,
then select Guides. From the
Draw menu, uncheck Snap to
Grid. Click and drag the horizon-
tal and vertical guides to the cen-
ter of the picture. You will use
these guides to align the other
pictures in your slide show

(fig. 15.86).

Select Transition from the Tools
menu. Choose the Dissolve effect
at a medium speed and type 5 sec-
onds in the Automatically After
box (fig. 15.87). Click OK.

Select the Text tool. Click under
the picture. Choose the font Hel-
vetica, size 18pt, and Italic. Click
Shadow On/Off button in the
bottom of the left toolbox to the
On position. In the Format menu,
select Shadow. Choose a light
gray color, and inthe Offset sec-
tion click Down, Right, and set
both directions at 1 point. Click
OK (fig. 15.88. For each picture in
your slide show, type the name of
the file as the picture’s title. Click
and drag the text to position the
name just under the lower-right
corner of the picture (fig. 15.89).

Repeat these steps for the four
other pictures in the folder: Click
the New Slide button, click OK
for a blank format, insert a pic-
ture, resize it, move it, set the
transition for the slide, and add

Figure 15.86

Figure 15.87
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24

the picture’s title. Use the picture
named BUILDING.PCT as the
last picture.

For the last slide, select New Slide.
Click OK. From the Format
menu, select Slide Background.
Click the None button under the
Horizontal Shade Styles. Click the
Change Color button. Select the
Black color (fig. 15.90). Click OK.
In the Slide Background dialog
box, check Apply. From the Tools
menu, select Transition. Select the
Fade Through Black effect, Slow
speed, and the Only on Mouse
Click butron. Click OK. At the
end of your slide show, the last
slide will fade to black and will re-
turn to the program only when
you click the mouse.

When you have finished with the
slides, click the Slide Sorter View
button in the lower-left toolbox
(fig. 15.91a) to display all your
slides (fig. 15.91b). You might
want to make adjustments to a
picture’s location. Double-click a
small slide to return to that slide.

25

26

27

28

29

30

Click the Spelling button in the
top toolbox to check your spelling.
Change, add, or ignore words in
the Spelling dialog box. Click OK
to finish the spell check program.

Select the Save button in the top
toolbox, and decide where and
under what name to save your
slide show.

When you want to show your
work, from the View menu, select
Slide Show. Choose the All and
Use Slide Timings buttons

(fig. 15.92). Click Show.

At the end of the presentation,
click in the middle of the work
area.

Click the Print icon at the top of
the toolbox. In the Print What
pull-down menu at the bottom of
the print dialog box, make sure
that Slides is the choice. Choose
the Scale to Fit Paper square

(fig. 15.93). Click Print.

From the File menu, select Quit
(Macintosh) or Exit (Windows).
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CHAPTER 16

Interactive Lessons
Step-by-Step Guide

COmpa.nies that produce CD-ROMs for entertainment and educational purposes
are always looking for new software programs. If you can create interactive
lessons on topics that would interest a large number of people, your talents are need-
ed by the manufacturers. Although the program used in the interactive lesson below
can only be used with a Macintosh computer, the lessons that you will learn by com-
pleting the exercise will transfer to other applications on other computer platforms.

HyperCard

1 Double-click the HyperCard
program icon.

2 From the Home menu, select Preferences Home
Preferences. If not already set, Your Neme: Paul Mertin Lester
choose S for Scripting. Click the
right arrow button (fig. 16.1).

Click the user level you want: Other settings:

> 5 Scripting Edit scripts of buttons, fields, cards, E Blind Typing

backqrounds, and stacks.

3 If color is installed, go on to 4 JRRPORPNORN : te buttons and fiekds. Link

step 5. If color is not installed for

use in your stacks, click the Stack Use the Paint tools to change the B Power Keys
. . appearance of cards and backgrounds.
Kit button at the bottom of the

5 Enter i in fields.
Home stack (fig. 16.2), then click e [Jarrow Keys 1 Toxt
.16.2),

the Color Tools icon (fig. 16.3). If Explare stacks but make no changes.

buttons to cards and stacks.

you get an error message instruct-
ing you to increase the memory of
the program (fig. 16.4), click OK,
then press Command-Q to Quit
the program. Click once on the
HyperCard application logo and
press Command-I to display the

Figure 16.1
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; Note: The Color Tools stack must be located in the same folder a3 HyperCard.
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Figure 16.2 4
Stack Kit
Figure o) Figure 16.4 Not enough memory to run Color Tools.
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Color Tools
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| Suggested size: 1050 K !
Minimum size: |[200 | K
Preferred size: |4b50 K
Figure 16.5

» About This Stack

= Color Tools Info
. Insta{} Resources

Figure 16.6

HyperCard Info dialog box.
Increase the Preferred Size to
4050 (fig. 16.5). Close the box by
clicking the top-left control box.
Note: If you are working in a lab
situation, you will need permis-
sion to perform this procedure.

Double-click the HyperCard icon
to restart the program. Click the
Stack Kit and Color Tools but-
tons as before. Click the Install
Resources button (fig. 16.6). Click
the Install button (fig. 16.7). The

Color menu will appear at the
menu bar at the top (fig. 16.8).

From the File menu, select New
Stack. From the card Size pull-down
menu, select Window. Type a name
for your stack (fig. 16.9). Click New.

From the Edit menu, select Back-
ground.

From the Tools menu, select the
Paint Bucket tool. From the Pat-
terns menu, select the solid black
pattern. Click in the work area of
the card to fill it with a black col-
or (fig. 16.10).
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& File Edit Go Tools Objects Font Style Color Fighre 168
- . . Figure 16.9
[ﬁ] hypercard step pics Y] i Card size:
i TE > Quantum L...
«=512 1342
'
Desktop
New stack name: [ New |
Inc demd | I Cancel |
[[1Copy current background
[[]10pen stack in new window
Figure 16.10

hc demo e = ]
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Figure
16.12

Patterns

Grid
FatBits
v Power Keys

Line Size...

Brush Shape...
Edit Pattern...
Polygon Sides...

Draw Filled p
Nraimn Fantoraod

Figure 16.13

El
NEEHS

hc demo

Figure 16.14

Figure
16.16

Transparent p,

Opaque
Ul [=Hl " Rectangle
Shadow
Scrolling
Figure 16.15

Teut Properties

Field Tent Style Defaults

style:
[ Bold

[ 1talic

] underline
[] Outline
[]Shadow
] Condense
[ Extend
[] Group

Align:

O Left
@® Center
O Right

Monaco £

Monotype Sorts ] E [L]
New York Cancel
Symbol

Times

Zapf Dingbats Line

| Courier Oblique height:
B Courier Bold

B Times Bold IE]
Bl Courier BoldObli...

| Times Italic =]

Bl Times Bolditalic || | SaIM p le

8 From the Patterns menu, select the

clear, top-left pattern (fig. 16.11).
From the Options menu, select
Draw Filled (fig. 16.12). From the
Tools menu, select the Box tool
(fig. 16.13). Click and drag on the
screen to create a white box inside
the black screen (fig. 16.14). This
box will be your work area.

9 From the Tools menu, select the

Pointer tool. From the Objects
menu, select New Field. Double-
click on the shimmering field.
From the Style pull-down
menu, select Transparent (fig.
16.15). Click the Text Style but-
ton and select Bold and Extend
styles, Center alignment, Times
font, and 24 pt size (fig. 16.16).
Click OK

10 Move the field to the top and

center of the white box.
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Figure 16.17

= fecentCaris n——————— Figure 16.18 ;
T
11 From the Edit menu, select
Background. | Figure 16.19
12 Select the Pointer tool. Click in l SR IV
Field Info...
the text box and type the follow- card iafo
ing (fig. 16.17): Bkgnd Info...

13

14

15

16
17

Pictures from Alaska
in an interactive format

Highlight the text, and press
Command-C to copy it. Select the
Field tool, and click and drag
from the lower-right of the text
box to display the copy as in the
example. Move the column to the
center of the work area.

Press Command-N four separate
times to create a total of five cards
in your stack.

Press Command-R to see the
Recent cards and confirm that
you have created five cards for
your stack (fig. 16.18).

Click in the first card of the stack.

Press Command-3 to advance to
the next card. Click in the top
where the text field is located, and
with cthe Pointer tool selected,

Stack Info...

Bring Closer 3+
Send Farther &-

New Button .
New Field

18

19

press Command-V to paste the
headline on the card. Repeat this
procedure until all five cards have
the same headline.

Press Command-1 to go to the
first card.

Now add text fields and buttons
to each card. From the Objects
menu, select New Field or New
Button (fig. 16.19). Use
Command-3 to advance to the
next frame. The following table
details the text fields (not count-
ing the headline) and the initial
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Figure 16.20 i he demo 5]

Pictures from Alaska
in an interactive
format

New Button
New Bulton

I New Button }

b = hc demo = [51]

Pictures from Alaska
in an interactive
format

| New Button '

he demo
' Pictures from

in an interactive
format

he demo
Pictures from
in an interactive
format

A New Button
e New Button

20

21

22

23

buttons you need for each card.
Note: Buttons and fields will stack
on top of each other. Click and
drag to move each one separately
(figs. 16.20).

Add Add
Card Fields Buttons
1 1 3
2 1 2
3 1 -
4 2 -
5 3 2

Press Command-1 to go to the
first card. From the Tools menu,
select the Field tool. Double-click
the empty text field. Choose the
Transparent style. Click the Text
Style button and select Bold, Left,
Times, and 12 pt (fig. 16.21). Click
OK. From the Tools menu, select
the Pointer tool, click where the
column is located, and type this:

Alaska is a state filled with a rich
history and many scenic wonders.
For a brief hint to the state’s natural
beauty, click on the slide show
button below. You can also take the
test about Alaska (it's not too hard).

From the Tools menu, select the
Button tool. Double-click a but-
ton. In the Button Name box type
the following:

See the slide show

In the Style box, select Rectangle
(fig. 16.22). The Show Name, Auto
Hilite, and Enabled buttons should
be checked (fig. 16.23). Click the
LinkTo button. Type Command-3
to advance to the next card. In the
dialog box, click This Card

(fig. 16.24).

Click and drag the shimmering
button to display the entire name
(fig. 16.25).



CHAPTER 16 * Interactive Lessons Step-by-Step Guide 307

32

33

34

Choose the Transparent style.
Click the Text Style button, and
select Italic, Left, Times, and 12
pt. Click OK. From the Tools
menu, select the Pointer tool,
click where the column is located,
and type the following:

If the resolution of this picture were
higher, you could see a moose
grazing in the plain near a row of
trees. Seeing animals of all sorts will
be a part of your memories if you
ever visit Alaska.

Wich the Field tool, resize and
move the cutline as shown in the
example (fig. 16.30). From the
Tools menu, select the Button
tool. Double-click one of the but-
tons you created. In the Button
Name box, type this text:

Go back

In the Style box, select Rectangle.
The Show Name, Auto Hilite, and
Enabled buttons should be
checked. Click the Icon button.
Scroll down, and click the extra
large previous hand icon

(fig. 16.31). When you select the
icon, its Icon ID number, 1016,
will be shown at the top. Click
OK. Click and drag from the
lower-left corner to reshape the
butron (fig. 16.32). Click inside
the button to move it to the low-
er-left part of the work area.

Figure
Pictures from Alaska 16.29
in an interactive
format
Alaska is a state
filled with a xich
Thistory and many
scenic wonders.
For a brief hint to
the state's natwral
beauty, dick on the
slide show button
Alaska (it
o b
Figure
Pictures from Alaska 16.30
in an interactive
format
i tha resoludon of this picowre were higher, you could see a moose
grazing in the plan near @ row of trees. Seeing aumals of all sorts
will be @ pare of your memorias if you awer visut Alaska:
Icon ID: 1016 "Ex Lge Preuv Hand" from "HyperCard" Figure 16.31

e R S E Figure 16.32
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—— —— Choose Icon —

lcon 1D: 32650 "Ex Lge Next Hand" from "HyperCard"

o G4 UK od e
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Figure 16.33

hc demo

Pictures from Alaska
in an interactive
format

On the road from
Anckorage
Homaer are many
seendc wonders,
buz ona of the
favorizes for
many ourisis
and locals is

wseea
mountaniop thaz
pecks abowe @
rarrow st of
cloud as inthe
picewrs o tha
right.

Figure 16.34

35

36

37

38

39

40

a1

Double-click the same button.
Click the LinkTo button. Type
Command-~ to go to the previ-
ous card, and click This Card.

Double-click the other button. In
the Button Name box, type this text:

Next

In the Style box, select Rectangle.
The Show Name, Auto Hilite, and
Enabled buttons should be
checked. Click the icon button.
Scroll down and click the extra
large next hand icon (fig. 16.33).
When you select the icon, its Icon
ID number, 32650, will be shown
at the top. Click OK. Click and
drag from the lower-left corner to
reshape the button. Click inside
the button to move it to the
lower-left part of the work area.

Double-click the same button.
Click the LinkTo button. Press
Command-3 to advance to the
next card, and click This Card.

Select the Go Back button. Press
Command-C to copy the button.
Press Command-3 to advance to
the next card. Press Command-V
to paste the button on the card.
Press Command-3 to go to the
next card. Press Command-V to
paste the button on this card too.

Use Command-3 to advance until
you are back to the second card.
Select the Next button. Press
Command-C, Command-3,
Command-V, Command-3,
Command-V, Command-3, and
then Command-V one more time.

Press Command-3 to advance to
the third card. From the Tools
menu, select the Field rool. Click
and drag from the lower-left corner
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32 Choose the Transparent style.
Click the Text Style button, and
select Italic, Left, Times, and 12
pt. Click OK. From the Tools
menu, select the Pointer tool,
click where the column is located,

and type the following:

If the resolution of this picture were
higher, you could see a moose
grazing in the plain near a row of
trees. Seeing animals of all sorts will
be a part of your memories if you
ever visit Alaska.

33 With the Field tool, resize and
move the cutline as shown in the
example (fig. 16.30). From the
Tools menu, select the Button
tool. Double-click one of the but-
tons you created. In the Button
Name box, type this text:

Go back

34 In the Style box, select Rectangle.
The Show Name, Auto Hilite, and
Enabled burttons should be
checked. Click the Icon button.
Scroll down, and click the extra
large previous hand icon
(fig. 16.31). When you select the
icon, its Icon ID number, 1016,
will be shown at the top. Click
OK. Click and drag from the
lower-left corner to reshape the
button (fig. 16.32). Click inside
the button to move it to the low-
er-left part of the work area.

. hc demo

Pictures from Alaska
in an interactive
format

Alnsha is astoade
filled with a xich
history and many
scende wond exs.
For n huief hint to
the state's wndwral
beauty, click on the
slide show hutton
helow. Youcan
also take the fest
wbout Alaskn (it's
not too hard).

See the slide show | *
Take the test

i Figure
16.29

Pictures from Alaska
in an interactive
format

¥ dha resobzon of dus pienure were highar, you could see @ moose
granng in the plan neara row of tress. Seaing animals of ol sorss
wall be @ part of your memories f you ever szt Alasia

Figure 16.32

Icon 1D: 1016 "Ex Lge Prev Hand” from “HyperCard”

Figure 16.31 |
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Figure 16.33
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Go back

Figure 16.34

35

36

37

38

39

40

41

Double-click the same button.
Click the LinkTo button. Type
Command-~ to go to the previ-
ous card, and click This Card.

Double-click the other button. In
the Button Name box, type this text:

Next

In the Style box, select Rectangle.
The Show Name, Auto Hilite, and
Enabled buttons should be
checked. Click the icon button.
Scroll down and click the extra
large next hand icon (fig. 16.33).
When you select the icon, its Icon
ID number, 32650, will be shown
at the top. Click OK. Click and
drag from the lower-left corner to
reshape the button. Click inside
the button to move it to the
lower-left part of the work area.

Double-click the same button.
Click the LinkTo button. Press
Command-3 to advance to the
next card, and click This Card.

Select the Go Back button. Press
Command-C to copy the button.
Press Command-3 to advance to
the next card. Press Command-V
to paste the button on the card.
Press Command-3 to go to the
next card. Press Command-V to
paste the button on this card too.

Use Command-3 to advance until
you are back to the second card.
Select the Next button. Press
Command-C, Command-3,
Command-V, Command-3,
Command-V, Command-3, and
then Command-V one more time.

Press Command-3 to advance to
the third card. From the Tools
menu, select the Field tool. Click
and drag from the lower-left corner
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42

43

44

45

46

of the text field to make the field a
long vertical column. Move the
column to the left side of the
card. Double-click the text field.

Choose the Transparent style.
Click the Text Style button, and
select Italic, Right, Times, and 12
pt. Click OK. From the Tools
menu, select the Poinrer tool,
click where the column is locared,
and type the following text:

On the road from Anchorage to
Homer are many scenic wonders,
but one of the favorites for many
tourists and locals is to see a moun-
taintop that peeks above a narrow
strip of cloud as in the picture to
the right.

If necessary, from the Tools menu,
select the Field tool, and click and
drag the column to make it look
like the one in fig. 16.34.

From the Tools menu, select the
Button tool. Double-click the Go
back button. Click the LinkTo
button. Type Command-~ to go
to the previous card. Click This
Card. Double-click the Next but-
ton. Click the LinkTo button.
Press Command-3 to advance to
the next card. Click This Card.

If your computer is equipped with
a microphone, from the Edit
menu, select Audio (fig. 16.35).
Click the Record button and say
into the microphone:

This photograph was taken with a
180 millimeter telephoto lens.

Click the Stop button when you
are finished (fig. 16.36). Click the
Play button to hear your record-
ing. You will probably need to try
several takes. If you want to record
another take, press the Record

Izﬂlﬁn Tools 0b

Undo %82

Cut Button H
Copy Button 8C
Paste Button SV
Clear Button
New Card 38N
Delete Card

Cut Card
Copy Card

Text Style... T
Background B
lcon... &l

Audio Help

Figure 16.35

[untitied RANES |
Save Edit

ey i ]

Rec. Stop Pause Play

0 Seconds :05

Figure 16.36

47

button again. When you are satis-
fied with recording, click the Save
button. Type “Photo fact” as the
name for your recording. Click
OK. Select the Button tool. Dou-
ble-click the audio button that
was created on the card. In the
Button Name box, delete “Play” so
that the button’s name is “Photo
fact” (fig. 16.37). Click OK.

Move the button to the lower part
of the card (fig. 16.38). Click the
small control boxes in the top-left
of the message box and the audio
box to remove them from the
screen.

Give this sound a name:

[Photo fact |

[cancel ] | ok

Figure 16.37
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format
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Figure 16.39

48

49

50

51

52

53

Press Command-3 to advance to
the fourth card in your stack.
From the Tools menu, select the
Field tool. Double-click on the
first empty text field.

Choose the Transparent style.
Click the Type style button, and
select Bold, Left, Times, and 12
pt. Click OK. From the Tools
menu, select the Pointer tool and

type the following:

Fishing for salmon during the
summer months is an important
industry for Alaska's economy.

Select the Field tool and double-
click the other text field.

Choose the Transparent style.
Click the Text Style button, and
select Italic, Left, Times, and 12
pt. Click OK. From the Tools
menu, select the Pointer tool,
click where the column is located,
and type the following:

(Top) Fishing goes on near the
town of Kenai while (Bottom) a
scenic view of a boat can be found
outside Homer.

From the Tools menu, select the
Field tool. Click and drag to resize
the fields and then move each text
field to the same position shown
in fig. 16.39.

From the Tools menu, select the
Burtton tool. Double-click the
Go back button. Click the Link-
To button. Type Command-~ to
go to the previous card. Click
This Card. Double-click the
Next button. Click the LinkTo
button. Press Command-3 to
advance to the next card. Click
This Card.
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54 Press Command-3 to advance to

55

56

57

58

59

60

61

the last card. From the Tools menu,
select the Field tool. Double-click
the first empty texc field.

Choose the Transparent style.
Click in the Text Style button,
and select Bold, Left, Helvetica,

— -~ | Button Info

Button Name: | [T TTFT T |

Style:[ Round Rect |

Family:_one_~]

Card button number: 2
Card part number: 5
Card button ID: 5

and 12 pt. Click OK. From the gsﬂh?wl.ng{ne
n uto Hilite
Tools menu, select the Pointer & Enabled

tool, click where the column is lo-
cated, and type the following:

What's the capitol of Alaska?

Select the Field tool. Double-click
the second empty text field.

Choose the Transparent style.
Click the Text Style button, and
select Bold, Left, Helvetica, and 12
pt. Click OK. From the Tools
menu, select the Pointer tool and

type the following:

How many people live in Alaska?

Select the Field tool. Double-click
the third text field.

Choose the Transparent style.
Click the Text Style button, and
select Bold, Left, Helvetica, and 12
pt. Click OK. From the Tools
menu, select the Pointer tool, and

type the following:
What is the chief game fish?

Now you will create three buttons
for each answer with audio clues
to the correct and wrong answers.
From the Tools menu, select the
Button tool. Double-click the Next
button. Click the LinkTo button.
Press Command-3 to advance to
the first card. Click This Card.

Double-click one of the new but-
tons. In the Button Name box,

type this (fig. 16.40):
Anchorage

[Teut Slgle...][ LinkTo... ][ lcon... } [[ 0K ]]
(script.. ] [ Effect... | [Contents..] [ Cancel ]

Figure 16.40

SCEeEeV——

— Script of card button id 5 = "Anchorage”

Scripting language : HyperTalk +

on mouselp
play "boing” temp 50 “wf#"|
end mouselp

Figure 16.41

62

.63

Select the Round Rect style. The
Show Name, Auto Hilite, and En-
abled buttons should be checked.
Click the Script button. You will
create an audio clue that the an-
swer a user selected is wrong. Be-
tween the “mouseUp” lines, type
the following exactly as shown
(fig. 16.41):

play “boing” temp 50 “wf#"

Close the Script window by click-
ing the top-left control box. In the
Save Changes dialog box, click
Yes. Double-click the other but-
ton. In the Button Name box,

type the following:

Juneau
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EEE— — Script of card button id 4 = "Juneau" -

I Scripting language: | HyperTalk

on mouselp
play “harpsichord” tempo 200 "¢ e g cSw"
end mouselp

| Figure 16.42

in an interactive
format

What's the capitol of Alaska?

(" Anchorage ) ( Nome ) ( Juneau )

How many people live in Alaska?

500,000 ) (100,000 ) ( one million )

\What is the chief game fish?

(__mwma ) (__samon ) (T Halibut )

Figure 16.43
|

Figure 16.44

' IWarning: Opening the Color Editor will install
scripts and resources in your stack to allow it

| to display color objects.

| C % ) )

’ Figure 16.45

64 Select the Round Rect style. The

65

67

68

69

70

Show Name, Auto Hilite, and En-
abled buttons should be checked.
Click the Script button. You will
create an audio clue that the answer
a user selected is correct. Between
the “MouseUp” lines, type the
following (be sure to leave space
between the letters in quotation
marks as in the example (fig. 16.42):

play “harpsichord” tempo 200 “ce g c5w”

Close the Script window by click-
ing the top-left control box. In the
Save Changes dialog box, click Yes.
Select the Anchorage button. Press
Command-C, then press
Command-V five times to paste five
copies of the button on the card.

Select the Juneau button. Press
Command-C, then press
Command-V two times to paste two
copies of the button on the card.

From the Tools menu, select the
Field tool and resize and move the
text fields as shown in fig. 16.43.

From the Tools menu, select the
Button tool, and arrange the but-
tons under each question. Put
two Anchorage buttons (that rep-
resent incorrect answers) and one
Juneau button (that is the correct
answer) under each question.

Double-click the second Anchor-
age button for the first question,
and in the Burton Name box, type
Nome, and click OK.

For the second question, double-
click each Anchorage button and
type 100,000 in one button’s But-
ton Name box 100,000 and then
One million. Click OK each time.
These are incorrect answers.
Double-click the Juneau button. In
the Juneau Button Name box, type
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lim Effects Co

New Picture...
Place PICT File...

New Rectangle

Figure 16.46

500,000. This buctton is the correct
answer. Click OK.

71 For the third question, double-
click each Anchorage button, and
type in one button’s Button Name
box Tuna and then Halibut. Click
OK each time. Double-click the
Juneau button. These answers are
incorrect. In the Juneau Button
Name box, type Salmon, the cor-
rect answer. Click OK after you
change each button’s name.

72 Make sure your questions and an-
swers are neatly aligned.

73 From the Tools menu, select the
Pointer tool. The next step is to im-
port pictures to be used on the
cards. HyperCard in the noncolor
mode can only import MacPaint
picture files or images that are first
placed in the Scrapbook. If you
don’t have color available to you,
you will have to create a PageMaker
or QuarkXPress page, place the pic-
tures from the AL_SCENE folder
into that document, resize each pic-
ture because you can’t change a pic-
ture’s size in HyperCard, then copy
and paste each picture into the
Scrapbook. Once in the Scrapbook,
copy and paste each picture on the
correct card as shown in the

e e - hcdemo

— = et

Pictures from Alaska
in an interactive
format

"

Alaska is a state B s < 1 Rt
fled witharich | SRR e
histoxy and many : ']f

scenic wonders. I &

For a hief hint to ]

the state's natural

heauty, dick on the >

slide show hutton ™ SRR B o e T |
slao take the test See the slide show

about Alaska (it's

not too hard).

Take the test | | Quit

Figure 16.47

74

75

76

following steps. If color is available
to you, the process of placing pic-
tures is easier, the images can be
sized the way you want them, and
the picture quality is much better.

Press Command-3 to advance to
the first card.

From the Color menu, select
Open Coloring Tools (fig. 16.44).
Click OK in the Warning dialog
box (fig. 16.45).

From the Items menu, select Place
PICT File (fig. 16.46). In the
“AlL_SCENE” folder in the
ALASKA folder that came with this
workbook, double-click the picture
file MOUNTAIN.PCT. When the
picture is displayed, drag from a
corner to enlarge the image. Drag
from the center to move it. Select
Place PICT File from the Items
menu, and double-click the picture
named FISHING.PCT. Repeat the
sizing and moving process until
the pictures look like the ones in
fig. 16.47.
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Figure 16.48
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From the Effects menu, select
Card Transitions. Select a speed
of 0.5 seconds fromTop in the
pull-down menu, and click OK
(fig. 16.48).

From the Color menu, select Close
Coloring Tools. Press Command-3
to advance to the next card.

You will repeat this same process for
every card: Open Coloring Tools, se-
lect Place PICT File, resize and move
the images as shown in the exam-
ples, set the card transitions, select
Close Coloring tools, then advance
to the next card. For Card 2, place
the picture named MOOSE.PCT;
for Card 3, place MOUNTAIN.PCT;
and for Card 4, place the images
FISHING.PCT and BOAT.PCT

(fig. 16.49). Don’t forget to set the
transition for each card. Even
though the last card does not have a
picture, you still need to set its tran-
sition in the Coloring mode.

After all the pictures have been
placed, sized, and moved to the
correct position, press Command-
3 to advance to the first card.

Click the Box tool in the toolbox.
From the Options menu, select Line
Size. Pick the third line from the
right (fig. 16.50). From the Options
menu, make sure Draw Filled is not
checked. From the Tools menu,
select an unfilled Box tool. Click
and drag from the top-left of the
picture’s corner to create a frame
around the image (fig. 16.51). But
be careful. You can’t easily erase a
mistake. Use Command-Z to
eliminate a frame and start over.

Press Command-3 to advance to
each card and make frames
around each picture.
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Figure 16.50
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Card Info...

Bkgnd Info...

Figure 16.52

hc demo

Pictures from Alaska
in an interactive
format

Alaska is a state
filled with a xich
history and many
scenic wonders,
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slide show button S oyl &
also take the test 1 See the slide show
about Alaska (it's i _
not too hard). 4 § ] Take the test I [ Quit I

Figure 16.51
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From the Tools menu, select the
Pointer tool. Go through all your
cards and test all the buttons to
make sure they work properly.
Make changes as necessary.

From the Objects menu, select
Stack Info (fig. 16.52). Click the
Script button. Click the mouse at
the end of the line, “pass open-
Card”. Click Return and type the
following (fig. 16.53):

I_'lide menubar

Click the close control box, and
click Yes. The next time the stack
is opened, the menu bar at the
top will not be shown. If you want
to see a menu bar, press the Com-
mand key and the Shift bar at the
same time.

From the File menu, select Print
Stack. From the Printed card size
pull-down menu, select Quarter
for the size (fig. 16.54). Click the

[0~ Script of stack Quantum LP2 Figure 16.53
Seripting language :

on openCard
Send colorMe to this card
pass openCard
hide menuba

end openCard

on closeCard
lock screen
pass closeCard

end closeCard

on colorhe
AddColor colorCard,stamp, 30
end colorMe

on openStack
AddColor install
pass openStack
end openstack

on closeStack
AddColor remove
pass closeStack

end closeStack
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Figure 16.54

Printed card size: Pdallll

——— Protect Stack =———

Protect Stack:

(<] Can't Modify Stack
Can't Delete Stack
[ Can't Abort
[JCan't Peek

[ Private Access

Set Password...

Limit user level to:
@® Browsing
O Typing
(O Painting
{ Authoring
(O Scripting

Figure 16.56

Edit Go Tools

New Stack...
Open Stack... 30

Save a Copy...

Compact Stack
Protect Stack...

Delete Stack...

Figure 16.55

Figure 16.57

Enter new password here:

Uerify new password here:

L

Print button, then the Print but-
ton in the two Print dialog boxes.

87 If you want to create a stack that
cannot be altered exceprt by you,
from the File menu, select Protect
Stack (fig. 16.55). Click Can’t
Modify Stack and Browsing. Click
the Set Password button
(fig. 16.56). Enter a password that
you won'’t forget (fig. 16.57).
Enter it again to confirm it, and
click OK. If you want to change
your password or set the stack so
you can work on it, press the
Command key and select Protect
Stack from the File menu, then
make your changes. To change
your mind abour a stack’s protec-
tion, press the Command key
while using the mouse to open
the File menu ro display the Pro-
tect Stack menu selection.

88 From the File menu, select Com-
pact stack to eliminate any extra
memory in the stack so that it will
run faster.

89 From the File menu, select Quit,



CHAPTER 17

Networked Interactive Multimedia
Step-by-Step Guide

ne of the newest graphic design formats—and quickly becoming one of the

most popular ways to create word and picture displays on the worldwide In-
ternet or World Wide Web—is networked interactive multimedia. Using a graphi-
cal interface program such as Netscape, you can access colorful databases that
include typographical elements, still and moving images, and sound. In this step-
by-step guide, regardless of whether you have Internet access, you will learn how
to create your own “home page” or on-line database of personal information
about yourself with links to other databases around the world. Use your home
page as your own starting point for investigating the information superhighway
while allowing other users to use your links to “jump” to another on-line address.

Netscape

In Word or WordPerfect, create your own Netscape home page with your own
words; GIF, JPEG, or PICT pictures; MPEG or QuickTime movies; and AIF, AIFF,
AU, SND, or WAV audio files (remember, however, that your compurer must have
JPEG and MPEG viewers and sound capability) by copying and substituting the
text below. Make sure you save the home page file you create as a text-only file. For
Macintosh, the file should contain the “.heml” suffix. For Windows, the suffix is
“htm.” After you save your HTML (Hypertext Markup Language) file, from
Netscape’s File menu, select Open File and double-click the file’s name. Review the
file, make any changes to the text-only file, save the file, and click the Reload but-
ton of Netscape to see your changes. By going back and forth between the file and
Netscape, you can get the file the way you want it.

The Uniform Resource Locator (URL) or address for this chaprer is:
http://wwws5 fullerton.edu/les/workbook/nsdemo.html, and the pictures used in
this workbook can be found at http://www5 fullerton.edu/les/workbook/home-
pics.html.
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6o Bookma
Reload #R

Load Images 31
Source...

Figure 17.1

There are also several HTML editors with names such as SuperText and HTML
Assistant that you can use. Many editors for Macintosh and Windows formats can
be found at these addresses:

+ http://www.ziff.com/~pcweek/navigator/htmled.html
« http://union.ncsa.uiuc.edu:80/HyperNews/get/www/html/editors.html.

Newer versions of programs such as Word and PageMaker offer HTML features
so that the words, pictures, and links you create with the program are automati-
cally converted into HTML commands for use on the World Wide Web. The Inter-
net itself is a source of further information about designing home pages—look for
titles such as
* “Glossary of Internet Terms” (http://www.matisse.net/files/glossary.html)

* “Netscape Handbook”

(http://home.netscape.com/eng/mozilla/1.1/handbook/)

* “ABeginner’s Guide to HTML”

(http://www.ncsa.uiuc.edu/General/Internet/WWW/HTMLPrimer.html)

+ “How to Publish on the Web” (http://www.thegiim.org/).

However, you can master HTML commands so that you can create home pages
and other documents without using an editor. The following steps—divided into
sections called Format, Text, Graphics, Audio, Tables, Links, and E-Mail—will help
you create your own home page. Feel free to make your page as simple or as fancy
as you want by including many of the “bells and whistles” listed.

Each of the following sections is illustrated with a figure. But you can also
access the actual Web file by using the address accompanying the figure number.
Select Source from the View menu to see the HTML commands (fig. 17.1).

Format

An HTML file consists of two parts, the head and the body all within HTML open-
ing <heml> and closing </html> commands. The head contains the title opening
<title> and closing </title> commands between the actual title you give to your
home page. Because search engines (discussed in the Links section below) find
files many times by their titles, it is a good idea to title your page carefully if you
want others to find it. The body contains all of the elements that will be discussed
in subsequent steps. Note the use of the “less than,” “greater than,” and “forward
slash” symbols. Your home page will not look the way you want it if you forget
one of these symbols. Upper and lower case letters only matters for an address—
not for HTML commands. The indentations shown are for clarity and do not
need to be a part of an HTML working file.
A bare-bones home page might be (fig. 17.2 or htep://wwwS.fullerton.edu/les/

workbook/ns1.html):

<html>

<head>

<title>Basic Home Page Format</title>
</head>
<body>
This is about as simple a home page as you can have.
</body>
</html>
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E[J=——————= Netscape: Basic Home Page Format =8| Figure 17.2
: S Sy 2a b
wlo(nl@lala|[a]@] 0 N
Back | Forward| Home Reload | Images |  Open Print Find Stop iR
Location: [http :/ /wwwS.fullerton edu/les/workbook /ns1 htmi B
What's New?l What's Cool?l Handbook I Net Search I Met Directorgl MNewsgroups |
This is shout as siraple & home page as you can hawve. ’ﬁ
Text

HTML commands can determine the size, attributes, and placement of words in
your file. Text is divided into headers and body copy. A header (or headline) can
come in six different sizes: <h1> text</h1> is the largest, and <h6> text</h6> is the
smallest. Body copy comes in seven sizes: <font size=7> text</font> is the largest,
and <font size=1> text</font> is the smallest. Text attributes such as bold
<b>text</b>, italic <i>text</i>, and the often annoying blinking feature <blink>
text</blink> can be programmed easily. You can position your text in several dif-
ferent ways. The default position is left alignment, but you can center your text
with <center>text</center>, create a paragraph with <p> text</p>, create an un-
ordered list of items with <ul><li>text<li>text</ul>, create an ordered list of items
with <ol><li>text<li>text</ol> (note that you don’t need an ending </li> com-
mand for each list item), and use the preformatted command <pre>text</pre> to
create text that has the same placement as in your text file.
Using the above text commands, your home page gets a bit more interesting
(fig. 17.3 or http://wwwS.fullerton.edu/les/workbook/ns2.heml):
<html>
<head>
<title>A Text-Based Home Page</title>
</head>
<body>
<h1>The future is new with header size 1</h1>
<h2>The future is new with header size 2</h2>
<h3>The future is new with header size 3</h3>
<h4>The future is new with header size 4</h4>
<h5>The future is new with header size 5</h5>
<h6>The future is new with header size 6</h6>
<font size=7> The future is new with font size 7</font><br>
<font size=6> The future is new with font size 6</font><br>
<font size=5> The future is new with font size 5</font><br>
<font size=4> The future is new with font size 4</font><br>
<font size=3> The future is new with font size 3</font><br>
<font size=2> The future is new with font size 2</font><br>
<font size=1> The future is new with font size 1</font><br>
<b>The future is new with bold type</b><br>
<i>The future is new with italic type</i><br>
<blink>The future is not so new with blinking type</blink><br>
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Figure 17.3

S[]=————— Netscape: Al Text-Based Home Page
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What’s New? | What’s Cool?| Handbook [ Met Search | Met Directory| Hewsgroups |

The future is new with header size 1

The future is new with header size 2
The future is new with header size 3
The future is new with header size 4

The future is new with header size 5

The future iz new with headersized

The future 1s new with font size

i

The future is new with font size 6

The future is new with font size 5

The future is new with font size 4
The future is newr with font size 3
The fiture is new with fort size 2

The future is new with font sizs 1
The future is new with bold type

hblinking type
The future 1s new with centered type

The future is new when you can use HTML commands to format your text antoraatically into a

paragraph format
The future is new with an unordered list because:

® It justis
® 1's just ahead of us
® 1o other reasons

The future is new with an ordered list becavse:
1 ftjustis
2. 1t's just ahead of us
3. no other reasons

The future is new because I can

use the preformatted text command
to make my words that I type with
this word processing program look

exactly as I want to on the screen.

[

<center>The future is new with centered type</center><br>

<p>The future is new when you can use HTML commands to format your text
automatically into a paragraph format</p>
The future is new with an unordered list because:

<ul>

<li>it justis

<li>it's just ahead of us
<li>no other reasons
</ul>

The future is new with an ordered list because:

<ol>
<li>it justis
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<li>it's just ahead of us
<li>no other reasons
</ol>
<pre>
The future is new because | can
use the preformatted text command
to make my words that | type with
this word processing program look
exactly as | want to on the screen.
</pre>

</body>

</html>

Note that the font sizes section of the text above all run on one line if you don’t
use the preformatted <pre> text</pre> command.

Graphics

Graphic elements for networked interactive multimedia presentations include
background pictures, patterns, and colors; text colors; rules; icons; and images. Be
careful when including graphics on your home page because the more graphic ele-
ments you have on a page, the longer it will take someone to download your file.
You should be aware that not everyone with access to the Internet has the use of a
Web browser such as Netscape. Consequently, these unfortunate individuals
won’t see all of your graphic elements.

Background

The background of your home page can contain a single image, pattern, or color.
Because of the way the background command works, an image is multiplied de-
pending on the size of your file. A single image will be seen several times in the
background, but a color will appear to be one continuous color. To use a single
image or pattern, type the command <body background=“the address and name
of the image file”>. To use a color, you need to know the hexadecimal red, green,
and blue numbers and letters associated with the color within the command
<body bgcolor=rrggbb> where “rrggbb” is the hexadecimal combination. Don’t
have those numbers committed to memory? Here is a list of basic colors and their
hexadecimal equivalents:

red FF0000
green 00FF00
blue 0000FF
magenta  FFOOFF
cyan 00FFFF
yellow FFFF00
black 000000
white FFFFFF

For a wonderful collection of colors, from baker’s chocolate (SC3317) to semi-
sweet chocolate (6B4226), with their hexadecimal equivalents, look up the Web
site at http://www.infi.net/wwwimages/colorindex html.
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Figure
17.4

|§D§ Netscape: Home Page with a Photo Background :E.Elél
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Location: [http -/ fwwwS fullerton.edu/les /workbook /ns3 htrl |
What's New?l ‘hat's Cool?l Handbook | MNet Search | Met Directorgl Newsgroupsl

et

Your basic home page looks a bit different with a picture from the disk chat
comes with the workbook (fig. 17.4 or hetp://wwwS.fullerton.edu/les/work-
book/ns3.heml):

<html>
<head>

<title>Home Page with a Photo Background</title>
</head>
<body
background="http://wwws5 fullerton.edu/les/GIF_Pics/new_orleans_gif_pics/city_
and_people/suntan.gif”>
<body>

This is about as simple a home page as you can have.,
</body>
</html>

If you want a cyan background it would look like this (fig. 17.5 or
heep://wwwS.fullerton.edu/les/workbook/ns4.html):

<html>
<head>

<title>Home Page with a Colored Background</title>
</head>

<body bgcolor=00FFFF>
<body>

This is about as simple a home page as you can have.
</body>
</html>

Note that it is difficult to read the line of text with a picture behind it and you
need to be careful about a colored background. That’s why you need to know how
to color text.
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Color Can Add Interest

This heme page uses some colors.

Link to the previous home page

This is ahout as simple a home page as you can have. i
E[jJ=————— Netscape: Home Page with Some Color —=—————1T| Figure 17.6
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Text Colors

You can have separate colors for the headers, body text, and links used in your
home page. For all text, whether used as a header or body text, use the command
<body text=rrggbb> where “rrggbb” is the hexadecimal color equivalent. Links to
other dacabases (discussed a little later) come in three types: link (a link you might
want to visit), vlink (a link you've already visited), and alink (the active or current
link). Each of these links can have separate colors with the commands <body
link=rrggbb>, <vlink=rrggbb>, and <alink=rrggbb>. You can decide on all of the
colors used on your home page at the start by combining commands.
If you want to make a colorful home page, it might look like this (fig. 17.6 or
heep://wwws3.fullerron.edu/les/workbook/ns5.html):
<html>
<head>
<title>Home Page with Some Color</title>
</head>
<body bgcolor=00FFFF text=0000FF link=FFO000 vlink=000000
alink=FFFF00>
<body>
<h1>Color Can Add Interest</h1>
-<h3>This home page uses some colors.</h3>
<a href="wwws5.fullerton.edu/les/workbook/ns4.html”>Link to the previous
home page</a>
</body>
</html>
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Figure 17.7

S[]==—————-— Netscape: A Home Page with Rules =i—F"———
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Your Name Here
Your Title Here

Your Address Is Here
Here
Here
and Here

This Is Your Story

Here is your chance to tell the world anything you want to about yourself including
hobbies, interests, and activities.

You can go on and on about yourself as long as you like!

Well, I guess that about does it for now.

The background color is cyan, the text color is blue, and a link is red. When you
initially click on the link it turns yellow, and if you've already seen the link, it
turns black.

Rules

Sometimes it is a good idea to use horizontal lines or rules to separate different
sections of your home page. You can control the size, width, and alignment of
horizontal rules on your home page. A basic rule that runs across the frame is cre-
ated with <hr>. If you want a thicker rule, try <hr size=10>, or for a short rule, use
<hr width=100>. You can use other numbers to vary the size and width of your
rule. And if you want the rule aligned on one side or the other, use <hr width=100
align=left> or <hr width=100 align=right>.

Your home page is more organized with the use of rules (fig. 17.7 or

heep://wwws.fullerton.edu/les/workbook/ns6.heml):

<html>
<head>

<title>A Home Page with Rules</title>
</head>

<body bgcolor=6B4226 text=FFFFFF>
<body>

<center>
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<h1>Your Name Here</h1>
<h2>Your Title Here</h2>
<hr>
<h3>
Your Address Is Here <br>
Here <br>
Here <br>
and Here <br>
<hr size=20 width=10>
</center>
<h2>This Is Your Story</h2>
Here is your chance to tell the world anything you want
to about yourself including hobbies, interests, and activities.
<p>
You can go on and on about yourself as long as you like!
<p>
<hr width=75 align=left>
Well, | guess that about does it for now.
<hr size=50>
</body>
</html>

Note the changes in thicknesses, the use of the <br> command to set a new line
of text, and that mouth-watering semi-sweet chocolate color.

Icons

Several locations on the World Wide Web have many different kinds of icons or
clip art pictures that you can use on your home page. For example, at
hrep://www.mtnlake.com:80/icons2/ and htep://www.yahoo.com/Computers_
and_Internet/Internet/World_Wide_Web/Programming/Icons, there are long lists
of links to colorful arrows, stars, bars, lines, balls, dots, patterns, and specialty
icons that can add dynamic interest to your file. Be careful about the use of icons
because, as with print media, they can often distract from the information on
your page. And, as with many types of clip arr, if the picture is too simple and too
much like a cartoon, your work can appear to be unprofessional.

To use an icon, click on the picture until a pop-up menu appears on your
screen. Select the menu choice Save this Image as, and in the dialog box save the
picture somewhere on your hard drive (fig. 17.8). In a few seconds the picture will
be downloaded so that you can use it in your home page.

The HTML commands for using an icon as a linked and unlinked picture are
the same as those used with any still image. If you want to use a left directional ar-
row located on a Web site offering icons to anyone free of charge, you can create a
linked path to another file. Use the commands <a href="the address of che file you
want the user to visit”><img src="“the address of the icon” border=0></a>. Note
that there is a space between the icon’s address and the border command. If you
want to use an icon as a visual accent without it linking to another file use the
commands, <img src="the address of the icon”>.

Here is your home page with icons (fig. 17.9 or http://wwwsS.fullerton.edu/
les/workbook/ns7.html):
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Figure 17.8
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Copy this Image

Copy this Image Location

<html>
<head>

<title>A Home Page with Icons</title>
</head>

<body background="http://wwws5 fullerton.edu/les/workbook/sky2.gif">

<body>
<center>

<img src="http://www5.fullerton.edu/les/workbook/artwork.gif’>

<h1>Your Name Here</h1>
<h2>Your Title Here</h2>

<img src="http://www5.fullerton.edu/les/workbook/redmarb.gif">

<h3>
Your Address Is Here <br>
Here <br>
Here <br>
and Here <br>
</center>
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D== Netscape: A Home Page with lcons #E:J
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Figure 17.9

Back | Farward Reload | Images Bpen Print Find =top

Location: [http :/ #wwwS fullerton edules Aworkbook /ns7 html
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<img src="http://www5.fullerton.edu/tes/workbook/copbar.gif">

<img src="http://www5 fullerton.edu/les/workbook/pr_diam.gif"><h2>This
Is Your Story</h2><img
src="http://wwws5.fullerton.edu/les/workbook/pr_diam.gif">

Here is your chance to tell the world anything you want
to about yourself including hobbies, interests, and activities.

<p>

You can go on and on about yourself as long as you like<img
src="http://wwwb5.fullerton.edu/les/workbook/ex1.gif">

<p>

<img src="http://wwwS5 fullerton.edu/les/workbook/waveline.gif">

Well, | guess that about does it for now.

<img src="http://www5.fullerton.edu/les/workbook/pookline.gif'>

<a href="http://wwwS5.fullerton.edu/les/workbook/ns6.html"><img
sre="http://wwwS5.fullerton.edu/les/workbook/cylarrw.gif* border=0></a>

</body>
</html>
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Note how easy it is to use too many graphic elements on your home page.
Unless you want an on-line user to think you're a bit hyperactive, it’s best to use a
conservative approach. The sky background pattern comes from a site at
http://the-tech.mit.edu/KPT/bgs.html.

Images

One appeal of the World Wide Web with a Netscape browser over its text-based In-
ternet companion is that users can see pictures, both still and moving, that you've
created for use in your home page. A problem with using images is that not every-
one has a Web browser in which pictures can be viewed. Another concern is that
pictures and movies often take a long time to download. Make sure that the pic-
tures you use are worth the wait.

Still images that do not link to any other file are the easiest to program. Use the
command <img src=“the address of the image”> where “img src” stands for image
source. If you want text to be displayed at the top, middle, or bottom of a picture,
add the align command: <img src=“the address of the image” align=top (or mid-
dle or bottom)>with text here. You can specify the size of your picture with the
widch and height commands: <img src=“the address of the image” align=top
width=100 height=100>with text here. Because the vertical and horizontal mea-
surements are in pixels, you may need to experiment with the size you want on
your page. You can also have a picture with or without a frame by using the border
command: <img src=“the address of the image” border=a number from 0 to 15
align=rop width=100 height=100>with text here.

You might want your users to click on your picture and travel to another file.
That’s when you will want to have a linked image. Movies also must be set within
a linked command structure. When a user downloads a motion picture, a player
application resident in the user’s computer plays the movie.

A linked still picture uses the command, <a href="address where you want the
user to go”><img src="address of the image”></a>. The “a” stands for the link’s
anchor and “href” means the http reference address. A motion picture can use the
command <a href=“address of the movie”’</a>. You can add an image to a movie’s
link as in the example below with <a href=“address of the movie”><img src=“ad-
dress of the image”></a>. After a movie is downloaded, a movie player application
(provided the user has such an application) pops on the screen for the user to con-
trol the movie.

A tricky technique that is popular with home pages and on-line picture gal-
leries is to use a small thumbnail version of the picture on the main page with a
link to a larger version of the picture. Because images are often large files, this op-
tion allows the user to choose whether to wait for a larger version of the picture or
not. However, you need to make two versions of the picture when you scan the im-
age or with the Photoshop application. The smaller file can be in the GIF file for-
mat whereas the larger picture can be in the JPEG file format. The Mode of your
picture in Photoshop should be either RGB or color for color images or Grayscale
for black and white pictures. Once you have both versions saved, use the following
command structure: <a href="address to the larger jpeg file"> <img border=2
src="address of the smaller gif file"></a>.
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[EJ==——== Netscape: A Home Page with Pictures =— Figure 17.10
‘oo |l &l B 2| &l Al @ gl
Back | forward] Home Reload | Images Open Print Find Stopr |

Location: lhttp f FwrwwS . Tuller ton.edu/les /workbook /nsS.html |
What's New? | What's Coo1? |

Handbook I Net Search l Net Directorgl Nawsgl’wptl

Your Name Here

Your Address Is Here
Hére
Here
and Here

This Is Your Story

Here is your chance to tell the world anything you want to about yourself
including hobbies, interests, and activities.

Here I am working ona i)h&to essay in London called *Pub Lunches.”
Click on it to see a larger version.

Well, I guess that about does it for now.

Here is a home page that contains still and moving images (fig. 17.10 or
heep://wwws fullerton.edu/les/workbook/ns8.html):
<html>
<head>
<title>A Home Page with Pictures</title>
</head> ‘
<body bgcolor=6B4226 text=FFFFFF link= FFFFOO vlink=000000
alink=0000FF>
<body>
<center>
<h1>Your Name Here</h1>
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<a href="http://www5 fullerton.edu/les/homeboy.htm|"><img
src="http://www5 fullerton.edu/les/les.gif” border=4 align=middle width=100
height=100></a>this is les

<h2>Your Title Here</h2>

<hr>

<h3>

Your Address Is Here <br>

Here <br>

Here <br>

and Here <br>

<hr size=20 width=10>

</center>

<h2>This Is Your Story</h2>

Here is your chance to tell the world anything you want
to about yourself including hobbies, interests, and activities.

<p>
<a href="http://wwws5 fullerton.edu/les/workbook/ed22.mov.MOV"><img
src="http://wwws5 fullerton.edu/les/workbook/action.gif"></a> Here is a 1.2MB
movie you might like

<hr width=75 align=left><a href="http://wwws5 fullerton.edu/les/workbook/
newton.jpeg>

<img border=2 width=198 height=94
src="http://wwws5.fullerton.edu/les/workbook/newton.gif"><br></a> Here | am
working on a photo essay in London called “Pub Lunches.”<br>

Click on it to see a larger version.<br>

<h3>Well, | guess that about does it for now.</h3>

<hr size=50>
</body>
</html>

It is always a good idea to let your users know the size of a motion picture. Even
with a direct computer link, it may take five minutes to download a 1.5MB movie.

Audio

Another feature of the World Wide Web thar is difficult to get with only an Inter-
net connection is audio. With a sound card inside your computer, you can hear
voices, music, and effects that are a part of a motion picture, and you can record
audio yourself for users to hear. You can use a program such as SoundPro Edit to
easily record a message in an AIFF file format. As with images, audio files can be
quite large so make sure your message is worth waiting for. The command struc-
ture for audio files is the same as that for still and moving pictures: href=“address
of the sound file”><img src=“address of any accompanying icon”></a>.
Here is a home page with some audio links (fig. 17.11) or

heep://www5.fullerton.edu/les/workbook/ns9.heml):

<html>

<head>

<title>A Home Page with Audio</title>
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ECJ==—=———= Nelscape: A Home Page with Audio ————=—=0|  Figure 17.11

|l Bl @l w2 S| & E l
Back | Forward| Home | Reload | images | Open | Print | Find Stof Ty
]

Location: [http:/ /vww5. fullerton.edu/les /workbook /ns3 himl

What's New? | What’s Cool? | _ Handbook | _MNet Search | Net Direstory| Nwﬂrogsl

Your Title Here

Your Address Is Here
Here
Here
and Here

This Is Your Story .

Here is your chance to tell the world anything you want to about yourself
including hobbies, interests, and activities.

Here are some other audio-related links:

= The audio version of the Daily Titan, interactive
o The MSU Vincent Voice Library
s The Audio Page

Well, | guess that about does it for now.

</head>

<body bgcolor=6B4226 text=FFFFFF link=FFFFFF>
<body>

<center>

<h1>Dr. Paul Martin Lester</h1> <img
src="http://www5 fullerton.edu/les/les.gif” border=4 align=middle width=100
height=100><a href="www5.fullerton.edu/les/ workbook/greeting.aiff"><img
src="http://wwwS5 fullerton.edu/les/workbook/ casset.gif” border=0></a> Click on
the cassette for a greeting from Dr. Lester

<h2>Your Title Here</h2>

<hr>

<h3>
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A Simple Tahle

it 2 0 €

Figure 17.12

One Two Three

Your Address Is Here <br>

Here <br>

Here <br>

and Here <br>

<hr size=20 width=10>

</center>

<h2>This Is Your Story</h2>

Here is your chance to tell the world anything you want
to about yourself including hobbies, interests, and activities.

<p>

<h2>Here are some other audio-related links:

<ul>

<li><a href="http//www5 fullerton.edu/titan/audio.htm!”>The audio version
of the Daily Titan, interactive</a>

<li><a href="http://web.msu.edu/vincent/index.html">The MSU Vincent
Voice Library</a>

<li><a href="http://bundy.hibo.no/~rpd/audio.htm|”">The Audio Page</a>

</ul>

<hr width=75 align=left>

Well, | guess that about does it for now.

<hr size=50>
</body>
</html>

Note that although the sound quality is poor for the greeting file, it is under

20K so it downloads quickly.

Tables

One of the best ways to organize a great deal of material is through the use of ta-
bles. This informational graphic is well known with sporting box scores and stock
market reports. You can use the table structure for organizing the names and ad-
dresses of people you need to contact or links on the Web thart are of interest to
you. The basic command structure for a table is the following:

<table border= a number from 0 to 10> This command creates a 3-D effect
<tr>  this command defines the rows

<th> this command defines the number of headers or columns

<th colspan= a number thart is equal or less than the number of columns>
this command creates a header that sits at the top of your table

<td> this command defines the individual data cells

</table> this command closes the table

For a simple three item table, the command is the following (fig. 17.12):
<table border=1>
<tr>
<th colspan=3>A Simple Table</th>
<tr><th>0ne</th><th>Two</th><th>Three</th>
<tr><td>1</td><td>2</td><td>3</td>
</table>
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[ED==—==—== Netscape: A Home Page with a Table ===——Uz|

<o |l @|w|z|&|lal @ |
Back | farward] Home Reload | Images Open Print Find Stop ‘
|

Goto:  |http://wwwS. fullerton.edu/les/workbook/ns10 html
What's New? | What's Coo1? | Handbook | MetSearch | WetDirectory| Mewsgroups | ‘

Dr. Paul Martin Lester

Associate Professor

Department of Communications
H-230
California State University, Fullerton
Fullerton, California 92634

People I Need to Contact:

Communications Department Faculty Members
Name Sequence Office | EMaill Phone (714)
Jeff Brocy Journalisma H-710E Elfal 4 809
Ava Camossela 5 55
Wendell G 2 2B
David De Vines | Photocommunications :
Television/Film Ebail

Figure 17.13

A home page with a table looks more organized (fig. 17.13 or hcep://wwws.
fullerton.edu/les/workbook/ns10.heml):

<html>

<head>
<title>A Home Page with a Table</title>

</head> '
<body bgcolor=6B4226 text=FFFFFF link=FFFFFF>

<body>
<center>
<h1>Dr. Paul Martin Lester</h1>
<h2>Associate Professor</h2>
<hr>
<h3>
Department of Communications <br>H-230 <br>
California State University, Fullerton <br>
Fullerten, California 92634 <br> |
<hr size=20 width=10> |
<h2>People | Need to Contact:</h2> \
<table border=10><tr>
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Figure17.14

EJ=———--—— Netscape: WebCrawler Searching ——=—|

o | o | B @] & | e
Back | Forward] Home Reload | Images Print Find
Location: [http:/ /vrww webcrawler com/ |

What's New? | What’s Cool? | _ Handbook | et Search | Net Directory| Newsaroups |

ﬂ

WEBCRAWLER™

To search the WebCrawler datsbase, type in your search keywords here. Type 2s many relevam
keywords as g;sm‘nk; 1t wiill help to vriquely identify what you're looking for. Last update:
Avgzust 14, 1995,

oty

[search engine ]
[ mm words tegether
Humber of results to return: 25 W

News | Howe | Bandom Links | FAQ | Top 25 Sges I Subma URLs | Siraple Search

Take & Jook at GNI's(tra) new Iiternet access service, now in beta teat.

& The WebCrawler is operated by America Online as a service to the Intemet.
Copyright © 1995, Amenca Onling, Inc,

nfo@weberawlor com

[

Netscape: WebCrawler Search Results =c———

=E

Back | Forward]  Home Reload | Images Open Print Find Stop

Location: [http :/ /www weberawler com/ogi-bin/WebQuery |
Vha!’sNow?l What's Coo!?l Handbook I Net Search |Net Dh'ec{orgl Nevsgruups]

@h@s‘“i&@aﬂ

WebCrawler Search Results
The cuery "search engine" found 4468 documents and returned 25:

1000 Inteme Search

0990 [rterns Search

0964 [nremet Search

o887 WWWW - WORLE WIDE WEB WORM
0868 [iwermet Search
0834 WWW Search Engines

0807 Search Engines on the Intemet

0795 W3 Search Engines (info Bank)

0792 [mwemet Search

0782 LANhouse Communiestions Ltd | Irtenet Searchs

0782 [memm Search

0765 W3Search Engines

0751 World Wide Web Search Engines

0728 Word-Wide Web Search Engines

0723 [CON Pointers To Information Search Services

0625 Charm Net's Pointers To Information Search Services

0668 Search Engines

0665 (BOBAWORLD) Searchars

0663 W3 Search Engines

0640 Search Engines

0639

gopher/iniord sheu edu/Q0zopher roc%3A% 5B DATA ECONDIRY 5D ABOUT-SEARCHES
0639 W3 Search Engines

0625 Searching

0625 Communicating for America - Web Search

0620 Picons Search

info@weberawlar com

[&
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<th colspan=5><b>Communications Department Faculty
Members</b></th></tr>
<tr><th>Name</th><th>Sequence</th><th>0ffice</th><th>EMail</th>
<th>Phone (714)</th></tr>
<tr><td><a href="http://wwws5.fullerton.edu/homes/jbrody.html”> Jeff
Brody</a></td><td>Journalism</td><td>H-710K</td><td><a link href="mailto:
jbrody@fullerton.edu”>EMail</td><td>449-5809</td></tr>
<tr><td><a href="http://wwws.fullerton.edu/homes/acarpossela.html”>Ava
Carpossela</a></td><td>Advertising</td><td>H-725G</td><td><a link
href="mailto: acarpossela@fullerton.edu”>EMail</td><td>773-2177</td></tr>
<tr><td><a href="http://www5 fullerton.edu/homes/wcrow.html”>Wendell
Crow</a></td><td>Graphics/PR</td><td>H-312B</td><td><a link href=-
“mailto: werow@fullerton.edu”>EMail</td><td>773-3146</td></tr>
<tr><td><a href="http://wwws5.fullerton.edu/homes/ddevries.html|">David
DeVries</a></td><td>Photocommunications<td>H-307</td><td><a link
href="mailto: ddevries@fullerton.edu”>EMail</td><td>773-3004</td></tr>
<tr><td><a href="http://wwws5 fullerton.edu/homes/rdyas.html“>Ron
Dyas</a></td><td>Television/Film</td><td>H-320</td><td><a link href=-
“mailto: rdyas@fullerton.edu”>EMail</td><td>773-2450</td></tr>
</table
</center>
</body>
</html>

Note that this table of names includes links to their home pages and e-mail ac-
counts for easy access. The table can be as long as you want as seen at the address:
http://wwws5 fullerton.edu/titan/ahome2.html.

Links

The heart of any networked interactive multimedia presentation, and the feature
that truly separates it from previous formats, is the hypertext links that you can
program within a file so that users can discover information that is available al-
most anywhere in the world. Finding those databases is easier because of the
number of search engines that allow you to type a keyword so the program can
search the Internet for sites that contain that word in a title or description. Once a
site is found that you want to remember, you can include its address in your home
page or add it to your Bookmark file available through the Netscape program.
Some of the more popular search engines with collections of databases are Yahoo,
Lycos, WebCrawler, LISTWebber, SavvySearch, All-in-One Internet Search, and
DejaNews Research Service. For example, if you type search engine in the
WebCrawler form (fig. 17.14a), you will quickly get a list of sites around the world
that you can access that mention the phrase search engine in their title or descrip-
tion (fig. 17.14b).

Once you have found a link that you want to include on your home page, use
the same linked command structure as you do with picture and audio files: <a
href=“address of the file”>the name of the file</a>. You can also include hypertext
links for individual words in a paragraph. Many predict that on-line newspapers
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Figure 17.15

[ECJI===== Netscape: A Home Page with Hyperteut Links S=—=—==01E
ol |ty G| B 2| & @ ‘ ﬁ
Back | Forward] Home Reload | Images | DOpen Print Find Siop

Goto:  |http://wwwS.fullerton edu/les/workbook/ns1 1 himl |

What's New? | What's Cool? | _Handbook | Mt Search | Net Direstory| Newsgroups |

Dr. Paul Martin Lester

Associate Professor

Department of Communications

California State _Uhi{'ersity. Fullerton
Fullerton, Ca_li['omia 02634 i

Links | Find Valuable:
Search Engines

Tnternet Search ¥ahoo Search Lycos Search Form WebCrawler Seanching LISTWebber
lists SavaySearch All-in-One Internet Search DejalNews Research Sexvice - query form

Application Resources
Software Applications U Texas Software Archive CU-SeeMe Welcome Page RealAudio

Homepage RealAudio Partner Sites Cross-platform QuickTime Compression Software The
Commion Gateway Interface CGI/1.1 sexipt suppoxt of the CERN Sexver

Local Server Sites

Visual Communication Home Page Daily Titan, intexactive Welcome to Iy Office

Hypertext Syllabus

Interactive Multimedia: Welcome to & Brave, New World
Hon-print production im an interactive multimedia format is a smthesis of what

In a one-hour lecture/two-hour lab format, you will be exposed to critical
theories of amalysis including gestalt, semiotics, and visunl literacy, as
well as six perspectives (personal, histoxhical . hvical, ethical, cultuxal.
and gritical) for amalyzing visual messages.

will become valuable research and teaching tools when news stories regularly in-
clude hundreds of hypertext links to databases around the World Wide Web.

A home page with hypertext links is the key to networked interactive multi-
media presentations (fig. 17.15 or htep://wwwS5.fullerton.edu/les/workbook/

nsl1l.heml):
<html>
<head>
<title>A Home Page with Hypertext Links</title>
</head>

<body bgcolor=6B4226 text=FFFFFF link=FFFFFF vlink=FFFFFF>

<body>
<center>
<h1>Dr. Paul Martin Lester</h1>
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<h2>Associate Professor</h2>

<hr>

<h3>

Department of Communications <br>

H-230 <br>

California State University, Fullerton <br>

Fullerton, California 92634 <br>

<hr size=20 width=10>

</center>

<h2>Links | Find Valuable:</h2>

<h3>Search Engines</h3>

<h4>

<a href="http://home.netscape.com/home/internet-search.html”>Internet Search</a>

<a href ="http://www.yahoo.com/search.html”>Yahoo Search</a>

<a href ="http://query5.lycos.cs.cmu.edu/lycos-form.html”>Lycos Search Form</a>

<a href ="http://www.webcrawler.com/&A>WebCrawler Searching</a>
<a href="gopher://www.lib.ncsu.edu:80/hGET%20/staff/morgan/listwebber.html">
LISTWebber lists</a>

<a href ="http://www.cs.colostate.edu/~dreiling/smartform.html”>SavvySearch </a>

<a href ="http://www.albany.net/~wcross/alllwww.htmI#FWWW">All-in-One Internet
Search</a>

<a href ="http://dejanews3.dejanews.com/forms/dnquery.html”> DejaNews Research
Service - query form</a></h4>

<hr>

<h3>Application Resources</h3><h4>

<A HREF="http://www.baylor.edu/server/providers/Applications.html”> Software
Applications</A>

<A HREF="http://wwwhost.ots.utexas.edu/mac/main.html”>U Texas Software
Archive</A>

<A HREF="ttp://cu-seeme.cornell.edu/">CU-SeeMe Welcome Page</A>

<A HREF="http://brinkley.realaudio.com/">RealAudio Homepage</A>

<A HREF="http://brinkley.realaudio.com/othersites.html">RealAudio Partner Sites</A>

<A HREF="http://www.astro.nwu.edu/lentz/mac/qt/">Cross-platform QuickTime </A>

<A HREF="http://ubu.hahnemann.edu/UBUdex/compression.html|">Compression
Software</A>

<A HREF="http://hoohoo.ncsa.uiuc.edu/cgi/overview.html”>The Common Gateway
Interface</A>

<A HREF="http://www.w3.org/hypertext/WWW/Daemon/User/CGl/Qverview.htm|">
CGI/1.1 script support of the CERN Server</A>

<hr></h4>

<h3>Local Server Sites</h3><h4>

<A HREF="http://www5 fullerton.edu/viscom/vishome.html|”>Visual Communication
Home Page</A>

<A HREF="http://wwwS5 fullerton.edu/titan/hometitan.html”>Daily Titan, interactive</A>

<A HREF="http://www5.fullerton.edu/les/homeboy.html”>Welcome to My Office</A>

<hr></h4>

<h3>Hypertext Syllabus</h3><h4><pre>

<a href="http://www.ima.org/">Interactive Multimedia</a>: Welcome to a Brave, New World
Non-print production in an interactive multimedia format is a synthesis of what is known
about <a href = “http://www.pomona.claremont.edu/visual-lit/intro/intro.html">visual
literacy</a>, <a href="http://www.best.com/~dsiegel/tips/tips_home.html|“>typogra-
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phy</a> <a href="http://www.dol.com/Root/org/AIGA/AIGAlink.html">graphic
design,</a> and <a href="http://www.ibmpcug.co.uk/~ettc/">motion pictures.</a>

In a one-hour lecture/two-hour lab format, you will be exposed to critical theories of analysis
including <a href ="gopher://state.virginia.edu:70/00/TEIS/Electronic_
Publications/STATE%20Annual/1994%20Annual/Text%20Files/Theory/14Instructional _
Screen_Design.txt”>gestalt,</a> <a href="http://www.aber.ac.uk/~dgc/semiotic.html">
semiotics,</a> and <a href="http://www.pomona.claremont.edu/visual-lit/intro/intro.html">
visual literacy,</a> as well as six perspectives

(<a href ="http://www.ios.com/~clik/gallery.html">personal,</a> <a href
="http://cmp1.ucr.edu/exhibitions/mapped_photos/magnifying_glass.html">historical,</a> <a
href="http://www.sgi.com/grafica/">technical,</a> <a href="http://www.internex.net/ipp/cus-
tom/peta/">ethical,</a> <a href="http://www. anima.wis.net//ANIMAhome.html">cultural,</a>
and <a href="http://www.uchicago.edu/u.scholarly/Criting/">critical</a>) for analyzing visual
messages. </h4>

</body>

</html>

Every underlined title and word in the file is linked to a file somewhere in the
World Wide Web with more information on that topic. This feature is the value
when linking a computer to a network.

E-Mail

It will invariably happen that someone who finds your home page on the World
Wide Web wants to contact you to offer praise or constructive criticism. You
should have an e-mail command embedded in your home page for this purpose.
The HTML command that will include your e-mail address is <a link href=“mail-
to:the E-mail address”>any text you want to include</a>.
A home page is never complete with your e-mail address (fig. 17.16 or
heep://wwws.fullerton.edu/les/workbook/ns12.html):
<html>
<head>
<title>A Home Page with an E-Mail Address</title>
</head>
<body bgcolor=6B4226 text=FFFFFF link=FFFFFF vlink=FFFFFF>
<body>
<center>
<h1>Dr. Paul Martin Lester</h1>
<h2>Associate Professor</h2>
<hr>
<h3>
Department of Communications <br>
H-230 <br>
California State University, Fullerton <br>
Fullerton, California 92634 <br>
E-mail: <a link href="mailto:lester@fullerton.edu”>lester@fullerton.edu</a><br>
(Click on the E-mail address) <6r>
</center>
</body>
</html>
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ED Netscape H Home Page with an E-Mail Address E. | Figure 17.16

w2 & @
Bnk Forward Hnrm Re!oad Images Open Print Find “kp

Location : [http:/ vrww S fullerton.edu/les /workbook /ns12 html
What’s New? | *hat's Cool? | Handbook | MetSearch [ Net Directoryl Nwsmupsi

Dr. Paul Martin Lester

Associate Professor

Departiment of Communications
H-230
California State University, Fullerton
Fullerton, California 92634
E-mail: lester@fullertonedu
{Click on the E-mail address)

When you click on the E-mail address, you get a form that you can use to send
a message (fig. 17.17).

Putting It All Together

You must decide how many of the features discussed previously (and many other
elements beyond the scope of this workbook including forms, clickable maps, and
user statistics) should be included in your personal home page. The following
template gives you a starting place for a more elaborate presentation (fig. 17.18 or
heep://www$_fullerton.edu/les/workbook/ns13.html):
<html>
<head>
<title>A Home Page Template</title>
</head>
<body background="pattern address"><!Background pattern goes here!>
<body text=000000 link=00000FF0 vlink=FFO000 alink=FFOOFF><!Text colors
go herel>
<body>
<h1>Your Name Here</h1>
<h2>Your Title Here</h2><h3><pre>
<a
href="http://wwws5 fullerton.edu/les/workbook/GIF_Pics/new_orleans_gif_pics/
city_and_people/suntan.jpeg><img border=2
src="http://www5 fullerton.edu/les/workbook/GIF_Pics/new_orleans_gif_pics/cit
y_and_people/suntan.gif’><br></a> Include a picture of yourself here <br>
Click in the picture to see a larger version <br></pre>
<hr>
First Line of Address <br>
Second Line of Address <br>
Third Line of Address <br>
Fourth Line of Address <br>
Telephone Number goes here<br>
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Figure 17.17 Netscape: A Home Page with an E-Mail Address
o | = ity | @' 8| 2 &8 @ )
Back | Forusrd]  Home Reload | Images | Open Print Find op

Location: [mailte lester@fullerton.edu

What’s New? | What's Cool? | _Handbook | MetSearch | NetDirectory| Hewsoroups |

E[J=———— Send Mail/Post News i3

From: "Dr. Paul Martin Lester”

Mail to: lestergful lerton. adu
Post to:
swject:
-,
Hello. .. saw your home page, Enjoyed the show. 3
led
&
@ =

E-mail: <a link href="mailto:E-mail address goes here”> E-mail address goes

here </a><br>
</center>
<hr>
<h2>This is Your Story</h2>

Include a brief autobiographical paragraph for others to get to know you

here.
<p>
<hr>
<h2>Favorite Links</h2><h3>
<ul>
<li><a href="address here”>First link here</a>
<li><a href="address here”>Second link here</a>
<li><a href="address here”>Third link here</a>
<li><a href="address here”>Fourth link here</a>
<li><a href="address here”>Fifth link here</a></h3>
</ul>
<hr>

</body>

</html>
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E[J=——————= Netscape: A Home Page Template

= o 7 = o 3,
<o TrY & jeh| =55 = il [N
Back | Forocard]  Home Reload | Images Open Print Find ‘
Location: [http +f fwewewS fullerton edusles /workbook /ns 13 himl I
What's New? | What’s Cool? |  Handbook | MetSearch | et Directory| Mewsgroups |
it

Your Name Here
Your Title Here

Include a plctu.re of ycmrself here
Click in the picture to see a larger version

First Line of Address

Second Line of Address

Third Line of Address

Fourth Line of Address
Telephone Number goes here
E-mail: F-mail add goes hor

mail address goes h

This is Your Story

{lnclude a brief autobiographical paragraph for others to get to know you
ere.

Favorite Links

o First link here
® Second link here
e Third link here

o Fourth link here
» Fifth link here

Figure 17.18

Note the use of the comment command, <!> so that you can include comments
in your file that don’t get put on your home page. Although the previous home
page is far from fancy, it will get the immediate job done. It’s up to you to make
your home page a networked interactive multimedia design achievement.

Copy and save as much of the above text as you want. But remember to save
your file as a Text Only file with the “html” (Macintosh) or “.htm” (Wmclows) suf-
fix. Close your text file. Put a copy of your text file within a HTTP server so that
you can access the page when you start Netscape. If you don’t have access to a
server or even a computer network link, you can see your home page by double-
clicking the Netscape program and, from the File menu, selecting Open File. Find
the name of your home page file and double-click it to display it in Netscape.
Make changes to your Text Only file, save it, and click the Reload button in
Netscape to see your changes.
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Part Three

A DESIGN PRIMER




CHAPTER 18

Using Words

Words

Whenever words are placed on a page
or within a frame, they become visual
elements. As such, they have the same
emortional and intellectual power to
educate, entertain, and persuade. The
art of using words in graphic designs is
called typography. Typography’s link
to pictures is clear: typography literally
means “drawing with words.” Jonathan
Hoefler, a designer, once remarked,
“Typography is to writing what a
soundtrack is to a motion picture.”
The typefaces selected for a piece and
how they are used in a layourt greatly
affect the mood and message conveyed
by a design (fig. 18.1).

Typeface Families

Since the 1400s, when Johannes
Gutenberg first used his hand-crafred
typeface letters in his commercial
printing press for a bible, more than
40,000 different typeface styles have
been invented by typographical de-
signers (fig. 18.2). With the advent of
the desktop computer and software

yes YES ﬁ’" YES

hYES
"%»\
| YES . up=s

},YES ’%A

AR /-QS |
{ l, & 6\ YE <§"c.q

’2‘ ves ygg (1S YES

Figure 18.1 Despite the words’ similar message, the tone of each entry is
different depending on the typeface and font used.
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Figure 18.2 There are six

typeface families: blackletter,
roman, script, miscellaneous,
square serif, and sans serif.

MAGTCALA

Barren
UBEDEFGHIJIRLMNRNOPORSIUTIBEYZ
abedefghijkimnopgrstubivgy; 1234567890
The quick brown fox jumped over the lazly dug.
Wectificate
ABTHEIEHITROAN CHERSTHBHXYZ
abcdefghifk ruwopgrstubfuxy> 1234567890
WThe guick brofox fox jumped ofer the lazyg dog.

Aiﬁﬂzﬁﬁaﬁ@%ﬂmﬁqmaﬁ@ﬁﬁﬁmﬁﬁz
hii nman:qrstuhhmgz 1234567830
@hn qutnk brofon fox fumyped ober the vy dog.

Figure 18.3 The blackletter typeface family has a beavily ornate,
traditional and old-fashioned mood.

New York
ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopgrstuvwxyz 1234567890
The quick brown fox jumped over the lazy dog.
Palatino
ABCDEFGHIJKLMNOPQRSTUVWXYZ
abedefghijklmnopgrstuvwxyz 1234567890
The quick brown fox jumped over the lazy dog.
Times
ABCDEFGHIIKLMNOPQRSTUVWXYZ
abedefghijklmnopqrstuvwxyz 1234567890
The quick brown fox jumped over the lazy dog.

Figure 18.4 The roman typeface family is easy to read and the most
common.

programs that can be used to make
typefaces, new styles are created every
day. Currently, there are approximate-
ly 3,000 typefaces in common use. Be-
cause each typeface conveys a different
visual message, a designer can be over-
whelmed by so many choices. Fortu-
nately, a system has been established
to categorize all the typefaces into six
distinct families. In the order of their
creation, the six families are: black-
letter, roman, script, miscellaneous,
square serif, and sans serif.

Blackletter

Blackletter happened to be the first
style used in printing because Guren-
berg fashioned his metal letters after
the style of the scribes who hand-
wrote documents using that style
while living in monasteries. Some-
times called gothic, old style, renais-
sance, or medieval, blackletter is a
highly ornate and decorative type that
is hard to read (fig. 18.3). It conveys a
conservative, traditional, Germanic,
and religious mood. You can find it
used for some old-fashioned newspa-
per nameplates, diplomas, certificates,
and drop-cap letters to start a story
thart has religious content.

Roman

Roman was invented shortly after
Gurenberg’s printing press. It became
popular because printers of the day
didn’t like blackletter’s harsh typo-
graphical quality. Over the years, ro-
man has evolved from old, transitional,
and modern styles to become the
most common typeface family in use
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today. With its gently sloping serifs
and little contrast between its thick
and thin strokes, roman is used as
body copy for books, newspapers, and
magazines throughout the world. And
with its high degree of legibility and
readability and universal acceptance,
roman conveys a familiar and
comfortable mood (fig. 18.4).

Script

The third typeface family, script
(sometimes called cursive) was origi-
nally intended to mimic the writing
style of everyday people. Ironically,
script today is reserved for specialized
documents and invitations whenever
a classy, upper-income mood is
desired by a designer. Script is often a
delicate and graceful version of black-
lecter (blackletter is often called script
with an actitude) that is characterized
by letters thar are linked into a
graphic whole (fig. 18.5).

Miscellaneous

The Industrial Revolution of the 19th
century brought about many changes
in everyday life. One change in society
was an increased need for advertising
to promote products and services that
a growing middle-class could afford.
The miscellaneous type family was in-
vented as a specialty type, primarily
used for advertising. It is a family that
tries to draw attention to itself. The
mood expressed by miscellaneous is
often one of brashness, extravagance,
and quirkiness (fig. 18.6). Designers
today will often invent their own mis-
cellaneous style to fit a particular mes-
sage. For example, look at the way the
lettering is made for the new Dodge
car called the “Neon.” Although
miscellaneous often contains the roots
of one of the other families, it has a
distinctive, usually creative, feature
that separates it into this family.

Cothedaal
ARSI I EMITPIRST VTS
abcdefghi flmnapqratuduings, 12AGETE0

ABCDEFGHW K LMNOPQRSTUVWX Y2

abedefglisbelmmopnratoswryy 123456 7390
The ﬁ@i«&a‘:‘f bnowan {cat 14»»{».&4( oven Ao L&W Aosf

Eopioe
SHBETET TR 2SN CTR AT UV AT
cledifpfirtlomeppretionsccyg, / SIU5E 7490

Figure 18.5 The script typeface family is used whenever a classy message
is desired.

CARGO
ABCDEFGHIJELMNOPORSTUVWXYZ
ABCDEFGHIJELMNOPORSTUYWXYZ 1234567890
THE QUICK BROWN FOX JUMPED OVER THE LAZY DOG.
COMIC STRIP
ABCREFCHI/RLMNOPQRETUVWARY Z

ABCREFCHIJRLMNOPQRITUVWARY Z 127456 7520
THE QUICK BROWHN FOR JUMPED OVER THE LAZY 20GC.

IFRIEEPCRTY
ABRCDEFGHIJKIMNCPORSTUVYWNXY Z
ABCDEFGHIJKIMNSPORSTUYWXYEZ 12244567890
THIE QUICK BROWN FSXJUMPED CVIER THIZ LAZY DCEC.

Figure 18.6 The miscellaneous typeface family is often considered
creative and quirky.
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Center City
ABCDEFGHIJELMNOPQRSTUVWXYZ
ahcdefghijklmnopgrstuvwxyz 1234567830
The quick brown fox jumped over the lazy dog.
Courier
ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopgrstuvwxyz 1234567890

Stagecoach
ABCDEFEEIJKLME OPQRSTUYWZYZ
abcdefghijkimnopgretuywyxyz 1234567650
The quick brown fox jumped over the lazy dog.

Figure 18.7 The square serif typeface family is seldom used because of its
block-like quality and old-fashioned feel.

The cuick brown fox jumped over the lazy dog.

Helvetica
ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopgrstuvwxyz 1234567890

HBCD.EFGHIJKLMNUqulBSTUUUJH'I'Z
abcdefghijkimnopqrstuvwyryz 1234567890

The quick brown fox jumped over the lazy dog.

Vagabond
ABCDEFGHUKLMNOPQRSTUVWXYZ
abcdefghijklmnopgrstuvwxyz 1234567890
The quick brown fox jumped over the lazy dog.

Figure 18.8 The sans serif typeface family connotes a modern, yet plain
mood.

The quick brown fox Lumped over the lazy dog.
Chicago

Square Serif

The Industrial Revolution era also in-
spired the last two typeface families.
Square serif is sometimes called
Egyptian (or slab serif) because the
family was developed after Napoleon’s
conquest of Egypt. Typeface designers
noticed the right-angles used in
Egyptian architecture and fashioned
letters with similar characteristics.
Square serif is probably the least used
family because of its rigid appearance.
Curiously, you can find examples of
the family used to illustrace the wild
west because of Hollywood’s use of
the type family for pioneering town
storefronts in motion pictures. It
also can be found on many sweat
shirts and baseball caps for sports
team initials. It may be appropriate
whenever a designer wants to imitate
the printing style of a typewriter
(fig. 18.7).

Sans Serif

The most recently invented typeface
family, sans serif, often has a clean,
modern style that conveys a simple,
no-nonsense message. “Sans” in
French means without. Sans serif is a
typeface that does not have any extra
decorative strokes. For thart reason, it
is most often used for warning and
street signs. Because it also is viewed
as being more modern than the other
families, many newspaper designers
have switched the traditional, black-
lecter nameplate to sans serif to at-
tract younger readers. Sans serif is
also popular as headings in publica-
tions and with screen presentations
because of its high degree of legibility.
And although roman is the most
common typeface family, sans serif is
no doubt popular because of its
modern appearance (fig. 18.8) .
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Typeface Attributes

For any communications formart, a de-
signer must assign typefaces and at-
tributes for headlines, subheads, body
copy, quote-outs (pull quotes), cap-
tions, and cutlines (fig. 18.9). Chang-
ing a type's size, color, font,
placement, column size, justification,
and surrounding white space can help
readers make sense of the complex ar-
ray of typographical elements. Because
of recent developments in computer
presentations, words as an audio
component must also be included in a
general discussion of graphic design.

Size

Type is measured in points (about 72
points equal one inch) from the top of
a typeface’s ascenders to the bottom
of its descenders. Body copy is usually
between 9 and 14 points. Any size
larger than 14 is considered display
type and is reserved for headlines,
subheads, or quote-outs. Headlines
for important news stories can be as
large as 72 points. For screen presen-
tations, you should use a type size
twice as large as you would for a print-
ed version (fig. 18.10).

Color

Type is colored and so is its back-
ground. For almost all purposes, type is
black while the background is whire;
this has been proven to be the easiest
color combination to read. Reverse type
(typically, white type against a black
background) is fine for some headlines,
subheads, and captions, burt it becomes
quickly tedious for longer passages. Be
careful when combining different colors
of type against colored backgrounds.
Sometimes the two produce a dramatic
visual effect, but the text becomes al-
most impossible to read (fig. 18.11).

Figure 18.9 Any

H e ad l i n e grouping of text and

Subhead Subhead Subhead graphic elements is a

Bedy Copy Bady Copy Bedy Capy Budy Copy Bedy Copy Body deceptively complicated
Copy Bedy Copy Bedy Copy Body Copy Bedy Copy Bedy Copy P -y P
Body Qopy Bedy Lopy Body Copy Body Copy Bady Copy Body @nu)r_

Lopy Body Copy Sody Uopy Body Uopy Bedy Copy Body Qupy
Bedy wopy Boay CAPTION CAPTION CAPTION

Copy Bedy Copy
Bedy Copy Bedy
Copy Body Copy
Beody Copy Bady
Lopy Bady Copy
Body

Copy
out Body
Copy
out Body

Copy
Bady Copy Body
Copy Bady Copy
Bedy Copy Body
Copy Body Copy
Body Copy Body
Copy Body Copy
Body Copy Body
opy Bady Copy
Body Copy Body
Copy Body Copy
Bedy Copy Body
Copy Body Copy  Cutine Lutine Lidie LLitne Luthre Cuive

Figure 18.10 A graphic element can be emphasized by its large or small size.

Figure 18.11 The combination of shaded colors helps give a three-
dimensional effect.
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The quick browm fox jumped over the lazy dog.

The quick brown fox jumped over thelazy dog.

The quid: brown fox jumped over the lazny dog.

The quick brown fox jumped over the lazy dog,

flihelqui'ckibrosvn$hoxgiumpleldfoyedtheplazygdoon
e epid browm i umnpedl over fhe leey dog.

The quick lwown fox fumped over the laxy dog.

Figure 18.12 A typeface’s font not only refers to all the possible

keystroke letters, numbers, and symbols, but also the varied manipulations

of its type attributes.

Figure 18.13 The
placement of graphic
elements belps lead a
viewer’s eye through
a design in order to
discover the meaning
of its content more
quickly. Here, a
rectangle, diagonal
line, and oval shape
combine to form the
word “No,” in
contrast to the
normal view of “Yes.”

]

I\

Font

A font refers to all of the lecters, num-
bers, symbols, and typographical varia-
tions of a particular typeface. Plain text
is most widely used, but boldface, ital-
ic, and underlined type are type varia-
tions employed under special
circumstances (fig. 18.12).

Placement

Where text is put within a page or
frame will determine how a reader
looks at the information. Almost al-
ways, headlines should be above sub-
heads that are above the body copy.
Captions go above a picture and cut-
lines are placed under the image. You
shouldn’t make a reader hunt for the
typographical components in a design
(fig. 18.13).

Column Size

Line width and column length (or
height) make up the size of a block of
type. Measured in picas (1 pica = 12
points, or a little over % of an inch),
the widch and column length of a text
block should be designed to aid read-
ability. For most purposes, columns
should be no more than 24 picas wide
and no shorter than six picas
(fig. 18.14). However, if the type’s size
is large, a column can be wider. For ex-
ample, newspaper headlines and book
columns often run wider than 30 picas.

Alignment

A column of type can be aligned (con-
tain a straight edge) on the left, right,
or on both sides. Centered type is not
aligned on either side. Centered and
right aligned text (and text in the
shape of an object or person) should
be avoided for long passages because
they make the words more difficult to
read. Left aligned type (also called
ragged right) conveys an informal,



CHAPTER 18

Using Words 351

Mowr iz the tinde for all good

Figure 18.14 It is important

people o come tothe aid of

all good people to come to the
aid of their party. Nowr iz the
time for all good people to
come 1o the aid of their party.
MNow is the time for all good
people i come o the aid of

all good people to come to the

aid of their party. Now is the

time forall good people to

come o the aid of their party.
left

MNowr is the tme for all good
people o come tothe aid of

aid of their party. Now iz the
time for all zood people to

come to the aid of their party.
Mowr iz the time for all good
people to come to the aid of

all good people to come to the

aid of their party. Now is the
time for all good people to

come o the aid of their party.
Now is the time for all good

center

their parcty Now is the time for

their party MNow is the time for

their party Nowr ic the time for
all good people to come to the

their party Nowr is the time for

people o come tothe aid of
their party Nowr is the time for
all good people to come to the
aid of their party. Now is the
time for all good people to
come o the aid of their party.
Nowr is the time for all good
people io come o the aid of
their party. Now is the time for
all good people to come to the
aid of their party.. Now is the
time for all good people to
come o the aid of their party.
right
Now iz the time for all good
people o come tothe aid of their
party. Now is the time for all
good people o come to the aid
of their party. MNow is the time
forall good people bo come to the
aid oftheir party. Nowic the time
forall good people to come to the
aid oftheic party. Nowristhe ime
forall good people to come to tha
aid oftheir party. Nowristhe fime
forall good people to come to the
aicl oftheis party. MNow is the fime
forall good people to come to the
aid of

farce justify

people o come tothe aid of their
party. IMow is the time for all
good people o come to the aid
of their party. MNow is the time
forall good people to come to the
aid oftheir party. Nowris the Hme
forall good people to come to the
aid oftheir party. Now icthe fime
forall good people to come to the
aid of their party. Nowris the ime
forall good people to come to the
aid oftheir party. MNowristhe ime
forall good people to come to the
justify
Mowr ic the time forall good

peaple to come tothe aid of
their party Now is the time for

all good people to come to the
aid of their party. Nowr
iz the time for all
good
people t o
come to the
aid of their
party.
Nowr is the
time forall gaood

people to come to the aid of
their party INow is the time for

shaped

eDPlE to core iothe 2id of thpis rarty. to consider the width of a
TOD DA NGER ToD EOIM?.n be(,::;g to;) Sb:;‘t 0
ong lines can tire a reader.
SHORT ZONE LONG d
Nowr is the time forall good Now is the fime for all good Now is the time for all good Figure 18.15 It

is almost always
safe to use left or
justified alignment
for a column of
text. Any other
alignment
configuration can
be tedious to read.

comfortable mood, whereas justified
text (aligned on both sides) appears to
be more rigid, but organized. Justified
text is often used for books, such as
this one (fig. 18.15).

White Space

The space around type, although occa-
sionally tinted, is called white space.
Kerning is the spacing between individ-
ual letters, and leading (pronounced
“ledding”) is the space between lines of

type. Increase the kerning of a headline
and cthe leading of a block of text to
add visual style to your design. Gutters
or alleys are the spaces between
columns of body copy on a page or the
gap between two facing pages in a pub-
lication (fig. 18.16).

Audio

Software products make it possible
for a designer to include spoken
words, music, and sound effects
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Figure 18.16 Loose
leading and kerning often
adds a classy and relaxed
mood to a graphic design
while tight leading and
kerning is often hard to
read and makes many
readers nervous.

Nowr is the time for all good
people to come tothe aid of
their party. Now is the time
for all good people to come
to the aid of their party. Now
is the time for all good
people to come to the aid of
their party. Nowr is the time
for all good people to come
to the aid of their party. Now
is the time for all good
people to come to the aid of
their party. Now is the time
for all good people to come
to the aid of their party.
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Nowr is the time for all good

people to come tothe aid of

their party. Now is the time

tor all good people Lo come

to the aid of their party. Now

is the time for all good

people to come to the aid of

their party. Now is the time

for all good people to come

to the aid of their party. Now

is the time for all good

people to come to the aid of

their partv. Now is the fime w
for all good people to come
to the aid of their party.

loose leading

Nowv is the time for all good

tight kerning

Now is the time for all good

Kase kerning

recorded from other sources. For ex-
ample, as confirmation that a button
has been selected in an interactive mul-
timedia presentation, you might want
to add a brief audio message in the
form of a spoken phrase, a musical se-
lection, or a noise. Make sure that the
same button always evokes the same
audio message. Take care, however,
that the audio embellishment does not
appear silly or annoying. As with print-
ed words, always have a specific and
justifiable reason for using any sound

effect. Consistency is key in the design
of interactive buttons.

For presentations intended for a
wide variety of people, you will want to
include an oprion for blind users that
allows them to hear long passages of
text read aloud. Always try to get an
actor with a professional quality voice
to record your voice-overs. Avoid com-
puter-generated, mechanical sounding
voices. And remember, adding high
quality audio greatly increases the size
of your document’s file.
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Pictures

Pictures used in a graphic design in-
clude all che non-text elements: rules,
colors, simple line art drawings (clip
art), black and white and color pho-
tographs, informational graphics, and
even animated and live-action motion
pictures for screen presentations
(fig. 19.1). Whether you create pictures
vourself or obtain them from other
sources, you should have a clear idea
why one is necessary for a particular
design. Never choose a picture without
having a reason for using it. Pictures
should never be thought of as cute af-
fectations that merely serve to enliven
a dull presentation. An image should
always help a reader understand the
content of your publication. Pictures
are considered powerful visual mes-
sages because they can spark so many
emotional responses from a viewer.
Use pictures sparingly, wisely, and,
whenever possible, with words. Because
you will most likely be concerned with
still photographic images and info-

graphics, the rest of this discussion
concentrates on those picture types.
Computers are changing the tools
used by visual communicators. No
longer are grease markers, X-Acto

‘knives, t-squares, and proportion

wheels required for picture editing.
Computer software can mimic all the
tools and techniques used by photo
editors of the past. Today, many news-
paper staffs have photographers shoot
with digital computer cameras that
record images on a disk rather than on
film. Pictures can be given to an editor
by slipping the disk into a computer
or by transferring the pictures by tele-
phone or satellite. Once in a computer,
traditional darkroom manipulations
including cropping and sizing, as well
as special effects that are exclusive to a
particular software program, can be
accomplished.

Using pictures involves a knowl-
edge of the picture selection process,
picture manipulation, cropping,
sizing, informational graphics, and
ethical issues.
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Figure 19.1 The term “pictures” can refer to clip art, photographs, informational graphics, and any other non-text item.

Picture Selection

Whether images are produced in a tra-
ditional darkroom or a computer
lightroom, you will want to see a vari-
ety of pictures thar relate to the sub-
ject to make an intelligent choice
(fig. 19.2). Photographers customarily
produce contact or proof sheets, tiny
35mm-sized positive images from the
photographic negatives, to help in the
editing process. Computer editing
programs also allow small, low-
resolution versions (72dpi images) for
presentation on a monitor. Once a fa-
vorite picture is decided upon, you
can get a high resolution picture
(1200dpi or more) from a service
bureau that will produce a high
quality print (fig. 19.3).

You should never let layour consid-
erations dictate picture selection. You
run the risk of using an inferior image
simply because it fits within a precon-
ceived space. Picture selection should
always be based on how well the con-
tent of the image martches the conrent
of its intended use. If the choices you
have are not of high quality, find
better pictures or hire better photog-
raphers. Remember: you cannor use a
picture from any source without
paying permission for the use of the
image. When in doubt, create your
own, original work.

You might also consider using clip
art. Clip art is an inexpensive collec-
tion of line drawings divided by all
sorts of content categories. You can
buy clip art books at art stores and
use a scanner to copy them from the
book. You can also buy collections on
CD-ROM or regular disks. Many
computer programs include clip art
drawings in black and white and color
that you can use. When you pay for
clip art, you have the permission to
use it in your publication. Be careful,
however, when using clip art.
Although easy to use, clip art can
make a design look unprofessional
because of their simple, cartoonish

appearance (fig. 19.4).

Picture Manipulations

To manipulate a picture is not inher-
ently unethical (fig. 19.5). Picture ma-
nipulation simply means altering an
image’s exposure, edges, size, and con-
tent. However, manipulations can be
considered unethical if a picture used
in a journalism context is altered for
purely political, economic, or
aesthetic reasons. If there is manipula-
tion of a picture’s content, it should
be identified as an illustration so that
readers don’t confuse it with a
documentary, editorial image.
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Figure 19.2 Being a good
photo editor means that you
can match up the best
pictures for a particular
story. Although all of these
images were taken in New
Orleans, their content
demands separate story
treatments—one story could
be a general photo essay
about the places and people
of New Orleans and
another could be concerned
with Mardi Gras celebrants.

Figure 19.3 Ifa picture is
enlarged too greatly, it can
become annoyingly pixelated.

Figure 19.4 Itistempting to
use lotw-cost clip art in your
layouts, but you should resist
because it can communicate a
negative professional
appearance. The context of your
work belps determine your clj
art cbaici. Obviousl_‘y,-):'t is ’
inappropriate to use a light-
hearted cartoon image ina
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Figure 19.5 Itisseldom
acceptable to alter the
content of a documentary
photograph for purely
aesthetic reasons. Here, the
original image (a) was
turned into a high contrast
picture while the boy’s shape
was copied, flopped and
placed on the opposite side of
the frame. The picture (b) is

now considered an artistic
llustration and should be
labeled as such in the
picture’s cutline.

Figure 19.6 Cropping an image to improve its content is much better

than cropping a picture simply so it will fit the page. In the example above,
much of the graphic quality of the image (b) is lost because of extreme and
Unnecessary cropping.

With a traditional wet darkroom, a
photographer can manipulate prints
in several ways: by using the blades of
the easel to crop out edges and ro
make white borders for an editor’s
crop marks, by changing sizes (smaller
or larger), by global (overall) exposure
changes (lighter or darker), by global
contrast changes (more or less), by
global color corrections, by spot
(small area) exposure changes (dodg-
ing or burning), by eliminating dust
spots, by toning with various colored
dyes, by spot contrast changes (rarely),
by reversing a negative (flopping), by
printing from a slide to produce a
negative print (rarely), by performing
multiple exposures (rarely), by using
posterization (the Sabatier effect) for
an artistic rendering (rarely), or by
making a photogram (a high contrast
version) (rarely).

With the computer software pro-
gram Photoshop, you can accomplish
all of these effects plus, by converting
to other digital picture formats, make
changes in picture resolution (lower or
higher), spot color corrections, cut and
paste internal pictorial elements, glob-
al and spot focus (more or less), simu-
lated movement (slower or faster),
make color separations required for
the printing process, and many other
specialty, artistic effects too numerous
to mention. Remember: content
manipulation is accepted for advertis-
ing pictures, but for news editorial
purposes, it is not ethical to change a
documentary photo’s content.

Cropping and Sizing

Cropping and sizing are intricately
linked. Because the dimensions of
a 35mm negative or slide does not
fit an 8" x 10" format, every picture
is cropped to some extent. When an
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Figure 19.7 Top row:
Line Chart, Area Chart,
Column Chart. Bottom
row: Bar Chart, Pie Chart,
Pictograph

image is cropped, it is as if the outside
edges are snipped off with a pair of
scissors.

There are two reasons to crop a
picture: to fit it in a layout and to im-
prove its content (fig. 19.6). Always
try to justify cropping a picture with
the latter rather than the former rea-
son. Computer programs have ad-
vanced to such a degree that cropping
and sizing can be easily accomplished
on a monitor without using the tradi-
tional tools of cropping: “Ls,” pica
ruler, and proportion wheel.

Informational Graphics

Because of desktop computing, there
has been a recent explosion in the num-
ber of informational graphics in all
publication formats. Infographics help
explain a story that would be too te-
dious to tell with words alone and im-
possible to tell with only photographs.
There are two types of infograph-
ics: statistical and nonstatistical.
Statistical infographics convert
numerical data to a visual format.
They include charts (line, area, col-
umn, bar, pie, and pictograph)
(fig. 19.7) and data maps (most

typically the weather map with tem-
perature bands in different colors).

Nonstatistical infographics typical-
ly arrange words in organized or aes-
thetic ways. This infographic type
includes fact boxes, tables, nondata
maps (the locator map), logos, illustra-
tions, and diagrams (figs. 19.8). Al-
most always, infographics are word
and picture combinations that are a
part of a larger, text-oriented story
within a page or frame.

Several graphic elements are com-
mon to many infographics: headline,
subhead, main picture element, body
copy, credit line, and a frame (many
times with a drop shadow special
effect to add depth) (fig. 19.9). When
used within a traditional layout of
words and phortographs, infographics
greatly help a reader understand a
complex situation or problem.

Ethical Issues

As a producer or user of visual mes-
sages, you should be aware of the ma-
jor ethical concerns that involve visual
communicators. Without considering
these issues, you run the risk of
offending your intended audience.
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Figure 19.9 The
main components of
an inforimational
graphic are the
headline, subbead,
body copy, credit line,
and frame.
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The five primary ethical issues are the

following:

* Publishing pictures of victims of
violence (gruesome accident, disease,
or other human tragedy victims)

* Violating a person’s right to priva-
cy (whether a private citizen griev-
ing over the loss of a loved one or a
celebrity walking to a restaurant)

¢ Picrure manipulations that change
the meaning of an image for a
preconceived reason

* The blurring of adverrising and
news editorial pictures so that a
reader cannot tell the difference
between the two

* Using images of members within
various cultural groups that
reinforce negative stereotypes
about them.

Always try to put yourself in the
place of a reader confronted with a
disturbing picture. Make sure a pic-
ture of a private moment, even on
public property, is important
enough to use in a publication. Re-
spect the credibility of the pho-
tographs used in a publication with
the same tenacity as you would the
quotations and facts of a story. Do
not change a picture’s content sim-
ply for political, economic, or aes-
thetic reasons. Be sure that a
reasonably intelligent and hurried
reader or viewer can quickly and
effortlessly identify an image used in
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Figure 19.10 Many
readers might
complain about using
such a graphic image of
the body of a boy
surrounded by police
officials on the front

page of a newspaper.

a news story from one used in an
advertisement. Finally, don’t resort
to lazy or insensitive picture selec-
tions that result in perpetuating
false or misleading visual impres-
sions (figs. 19.10-19.14).

As a member of the mass commu-
nication community, you have a
great responsibility to present truth-
ful, nonbiased, and ultimately edu-
cational visual messages. No matter
if pictures are being used for a two-
fold brochure or a large circulation
newspaper, remember that images
form lasting impressions in a view-
er’s mind. Because the picture choic-
es you make affect society either
positively or negartively, it is vital
that you don’t take this responsibili-

ty lightly.

Figure 19.11 Although
this mother and son, who
had lost their bouse in a fire,
were photographed on a
pueblic street, there is a good
chance that they and readers
might complain to the editor
regarding the violation of
their privacy.
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Figure 19.12 Although
digital picture manipu-
lations get most of the
attention in the press, the
sky was darkened with
traditional darkroom
techniques to make the
image more visually
dramatic in this spot news
picture of injured fireman.

Figure 19.13 Anyone who creates and uses images for a mass audience
maist be careful about pictorial stereotypes that perpetuate myths about
various cultural groups. For example, it is misleading to assume that boys
always play violently with each other as communicated in this picture.

Figure 19.14 Newspaper
photographers as well as broadcast
videographers are often asked by their
editors to take pictures at stores that are
nothing more than free advertisements
for the business. This picture of a second
hand clothing store worker is a
demonstration of that type of editorial
and corporate mixing of interests.




CHAPTER 20

Design Considerations

Design

Graphic design is much harder than it
looks. Arranging text and graphic ele-
ments that aid communication rather
than create confusion takes years of
practice and experience. A graphic de-
signer tries to make documents that
are clear, noticeable, pleasing, and
useful. But those terms vary
enormously for different audiences. A
design intended for a specific
culture—for example, by age, ethnic
background, or job classification—
might be appropriate for one, but not
another. A magazine layoutr for
15-year-olds might be repulsive and
incomprehensible for another genera-
tion of readers. Innovative graphic ele-
ments might look ridiculous to a
reader expecting a more traditional
approach. Consequently, a designer
must always be aware of those who
will read the piece.

You should be aware of the four
design suggestions that can lead to
layouts that fit a particular audience:
contrast, balance, rhythm, and unity.

FUTURE
is new

affect the message you are trying to convey.

VI

FUTUR

Figure 20.1 Contrast in typefaces, sizes and placements can drastically

|

Contrast

Contrast refers to differences in col-
ors, sizes, symbols, time lengths, and
sounds of the graphic elements
(fig. 20.1). A design with a lot of
contrast between the elements is con-
sidered busy, outgoing, and youth-
oriented. Little contrast between
elements indicates a more conserva-
tive, serious, and dignified approach.

Balance

Balance refers to the way elements are
placed within the frame—either for
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the

future
is

the
future
is
newy

neyw
|

Figure 20.2 An asymmetrical balanced design as on the left connotes a
dynamic, modern approach, whereas a balanced layout (right) conveys a
more formal and classy mood.

the
future flt’?'ﬁ'e
new
is
new

Figure 20.3 The rhythm of the layout on the left is breezy and light,
whereas tight leading within a smaller space creates a rhythmic pattern
that is more serious and direct (right).

print or the screen (fig. 20.2). Asym-
metrical arrangements create tension
and connote informality, whereas sym-
metrical balance is a bic dull, yet stable.

Rbythm

Rhythm is the way you can direct a
viewer’s eye path through the various
elements in your design (fig. 20.3). If
there are many variations in contrast,
for example, a piece has a frenetic,
active rhycthm chat appeals to
younger-thinking audiences. Few
elements on a page or frame creates a
gentler and calmer eye movement pat-
tern. Designers frequently use a large,
dominant element (usually a photo-
graph) as a center of visual impact for
a layour. All the other elements are
intended to be viewed after the
dominant element is seen.

Unity

Unity is the overall look to a work
you’ve created (fig. 20.4). If you are
making a multipage document, do all
the pages look like they belong
together? Is there a consistent style
that identifies each page as belonging
to the whole? Likewise, in a single-
page work, do all the elements
combine into a cohesive unit? If there
is an element on your page that dis-
tracts from the others, perhaps you
should change its placement, size, or
attributes. Of course, this suggestion
is often broken for advertising layouts
in which the company’s logo or
product is intentionally set at odds
with the other elements.

Contrast, balance, rhythm, and unicy
are considered design suggestions
rather than principles because layour
production is highly culrural specific.
What works graphically in one con-
text won’t in another. Therefore,
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FHEE
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PEARSON PARK AMPHITHEATRE
Sycomore & Lemon
I Peanon Pork, Anaheim

LIVE ENTERTAINMENT UNDER THE STARS

i 43 neruaces - onana A (far left) With its use of color,
KNOW-THat gRoove thinG T ) .

; overlapping images, and unusual
typefaces, this advertisement is di-
rected to a particular type of audi-
ence or cultural group. (Courtesy

Wired)

- Some call it a cerebral

others hypnotic. ’rh;.-pnaf.ic.
- Some balieve it's 50,000

volts of

immediate sratification

while others dare

B (above) A brochure that is
folded into four equal sections can
contain a great variety of design
formats. (Courtesy Roseanna Lester)

C (near left) Magazine covers
often offer a large space for
creative illustrations. (Courtesy
Daily Titan)

BIC TOPF PRODUCTIONS
S48.fourth.street
sanfrancisco.ca.94107
ph.415.978.5363
fx.415.978.5353
Infosbigtop.com
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D (right) USA Today was first published in 1982 and
immediately sparked interest among newspaper
designers because of its use color and more horizontal
modular copy and image blocks. (Courtesy USA Today)

E (below) Newspaper readers using a computer are
able to read stories by clicking their mouse on one of
several on-line categories. (Courtesy Daily Titan,

interactive)

ALIFORNLA

{ THE WORLD

Welcome to the semester edition of the Daily Titan, inferactive.

‘This online newspaper is somewhat different than others you mfght
have seen. When you click on a "News,"” "Features," or "Sports"

) tile on this home page, you will be sent to a listing of headlines for

all the stories placed online so far during the current semester. Affer
you click on an individual headline, the story will contain hypertext links
so that yon can learn more about the topic. In this way, the stories
have a longer "shelf life" and the idea of the traditional newspaper

is expanded with the inclusion of the hypertext links.

1t is the hope of the faculty, staff and students of the Department
of C ications that this modest exit ramp along the information
superhighway will spark interest in future communication systems.
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F (opposite, top left) Because color is @ basic visual cue that the
brain responds to (the others are form, depth, and movement), color
is always an important design element that attracts attention.
(Courtesy Roseanna Lester)

G (opposite, top right) Using spot color is a relatively
inexpensive way to add visual power and strength to a piece.
(Courtesy Roseanna Lester)

H (opposite, bottom) With the Photoshop program, you can look
at individual color separations and make changes to each one for a
more accurate printing of the photograph.
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I (above, left) Color in advertising layouts attracts attention to a product.

(Courtesy Roseanna Lester)

J (above, right) The problem with using a strong color in a design is that a
viewer may not notice any other element because of the color’s overpowering
effect. Although the red color in this example catches a reader’s attention, it may
be the only element remembered because of its distracting quality.

(Courtesy Roseanna Lester)

K (left) Professional appearance often depends on the color and quality of the
paper used for a printed piece.
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making clear, noticeable, pleasing,
and useful designs with words and
pictures often means that established
rules must be bent or broken. At the
same time, it is generally recognized
that good graphic design helps a
reader find words and pictures that
are of interest rather than cause the
reader to notice the design itself. Such
is the challenge of producing designs

for a mass audience.

Advertising Displays

Regardless of the type of publication,
readers have learned to nortice the
subtle typographical and pictorial
clues that easily identify an advertise-
ment from an editorial display
(fig. 20.5). Whether it’s because of its
placement in a publication, a boxed
border, or a company’s logo included
within a frame, it is important that
readers not confuse an “ad” from an
“ed.” Credibility for news stories and
photographs will be diminished if
there is ever confusion between the two
different messages. Unfortunately,
many advertisers would like readers
and viewers to confuse the two because
that means that an ad, because of con-
fusion, will be seen for a longer period
of time and its persuasive message will
be prolonged. To always be thought of
as an ethical visual communicator, re-
sist the temptation to make display
advertisements that mimic the
appearance of editorial layouts.

Word and picture elements of an
ad must not only be appropriate for
the product or service advertised, but
also correspond with the design char-
acteristics of the publication and the
expectations of consumers (fig. 20.6).
It is no wonder that the blurring of
advertising and documentary images
is causing concern for magazine cover

Figure 20.4 The
placement of text,
pictures, and other
graphic elements in the
top pages make them
appear to be more
unified than the three
pages at the bottom.

WOOD SHUTTERS ARE OBSOLETE
food S| rt ! D 81 Z it

Cong
Shulter

Figure 20.5 Despite the
inclusion of the message
“Paid Advertisement” at
the top of the layout, there is
no doubt that the image,
cutline, beadline, and two
columns of copy all
combine to mimic an
editorial story.

(Courtesy OC Metro)
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Figure 20.6 Some
advertisements are directed
to potential customers who
want to read about the
details of the product or
service.

(Courtesy OC Metro)
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Figure 20.7 Depending on
the product, an advertising
layout can contain little
more than graphic elements
to catch a reader’s attention.
(Courtesy OC Metro)

"The Best
Burgers Are at

Muldoon's"

The Daily Pilot

editors because display ads and maga-
zine covers both use visual elements
whose purpose is rooted in the art of
persuasion. Ethically, the difference
should be enormous. Advertising
images are highly manipulated both
at the time of photographing and in
post-production (typically with a
computer). The content of photoj-
ournalism magazine covers should
never be altered to fit a pre- (or post-)
conceived idea. Otherwise, the picture
is no longer documentary. It is at best,
illuscration and at worse, advertising
thinly disguised as editorial copy.

The design elements of an adver-
tisement vary according to its purpose
(see fig. A in the color section). Some
products try to appeal to a particular
lifestyle vaguely promised following a
purchase. These ads typically have lic-
tle or no copy. A full-frame and bleed-
ing picture and the company’s logo
may be the only visual elements that
are used (fig. 20.7). Conversely, a pub-
lic service or technical product ad can
be composed of nothing but typo-
graphical elements with no other pic-
tures (fig. 20.8). In addition, an ad in a
magazine read primarily by teenagers
will look vastly different than an ad in
a newspaper. Your job as a designer is
to be aware of your audience and what
is appropriate for them.

Brochures

Brochures are the most common form
of communication for advertising and
public relations contexts. Because of the
variety of folding and design element
placement possibilities, brochures can
be the most intellectually stimulating
graphic design challenge (fig. 20.9; also
fig B in color section). How a brochure
is folded and read is limited only by your
imagination. Traditionally, brochures
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are pieces that are printed on both
sides of a standard size piece of paper
and contain two vertical folds that di-
vide the work into three equal parts.
Usually, the far-right section is folded
toward the middle first. Then the far-
left section is folded on top. Folds can
also be horizontal rather than vertical.
Accordion folds along a horizontal
sheet of paper can contain four or
more folds. It is no wonder that
brochures are sometimes referred to
as “folders.” You should check with
your printer to make sure that your
paper and folding choices are avail-
able.

Although there is no set rule for
how a brochure should be put togeth-
er, you should remember to make your
folds and design element placement
logical. In other words, a reader should
not have to guess how to look through
a brochure. Therefore, the rhythm of
the work is a vital component.

Brochures are highly visual pieces
in which creativity can be more accept-
ed than with other formats. Headlines
can be bolder and pictures can be larg-
er and more visually striking.
Although body copy must be readable,
the use of colors, ragged left or right
justification, kerning and leading
variations, increased white space,
extreme contrasts in word and picture
displays, and even die-cutting (forms
cut in the overlaying paper) are usually
acceptable in brochure displays.

Magazines

As with brochures, word and picture
design in magazines can be more
creative than with other, more
conservative layourt formats. However,
as you work with the conrtrast,
balance, and rhythm design sugges-
tions, you should probably be more

Tax Slralot i & Finnnr.inl Pianuin(
kL b dchieihall 9

Tax Return Preparation
Individual « Partnership « Corporation
# Tax Planning 4 Tax Negotiation
@ Out-Of-State Returns @ Electronic Filing
@ Prior Year Returns ¢ Reasonable Fees

Financial Services

@ Financial Statements § A'ccnun(ing Systems
# Assct Protection & Credit & Collections
& SBA Loans @ Incorporation

Lang & Katzir. PA EA

(714) 668-7407

Offices Open All Year
S S |
Wi strive fo see thal you
pay the lowest taxes legally possible.

Figure 20.8 With its
balanced design approach
and reliance on text, the
advertising layout clearly
matches the content of the
service.

(Courtesy OC Metro)

how the piece will be folded.

Figure 20.9 Brochures offer a designer many creative choices including

aware of unity. Even though a
magazine will have many stories in
various departments (the French
word for magazine means “shop,” im-
plying that a reader browses through
a magazine and stops when there is
something of interest), each page of
the work must communicate a uni-
fied style. Text and image size and

365
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Figure 20.10 A table
of contents page for a
magazine is not only a
place to bighlight the
important stories within
an issue, but is also a
chance for a designer to
set the graphic mood for
the publication.
(Courtesy Daily Titan)
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placement, white space, kerning, lead-
ing, justification, colors, and rules are
some of the attributes that you
should use to link your pages togeth-
er. A well-designed magazine page is
one that doesn’t surprise a reader
when the reader is flipping through
the publication.

Magazines, whether for print or
computer media, include a cover and
inside pages composed of a table of
contents, various departments, and
advertisements. For magazine pub-
lishers, the cover is the most impor-
tant aspect to a magazine (fig. C in
color section). Because many sales
take place at news stands, a cover acts
as an advertisement for the contents
inside. Even though a publisher may
think of the cover image as an adver-
tisement, manipulation techniques
that can be acceprable in a traditional
ad are considered unethical for editor-
ial images used on a cover. Type
should also be eye-catching through
the use of uppercase, bold, colored,
and drop shadow effects, but never
purely sensational.

Like the cover, the table of contents
(TOC) is the main location to set the
mood or style for the publication.
Consequently, the TOC should never
be thought of as simply the place
where a reader can find stories and
pictures of interest (fig. 20.10).

A magazine is typically divided into
several departments that are similar
to the section fronts of newspapers.
Department headings usually have
unique illustrations or logos, but have
similar text atcributes that unify the
various departments stylistically
(fig. 20.11). Another similar aspect
between magazines and newspapers is
that advertising must be a part of any
design decision.

Inside layouts either start on the left
or right-hand page (fig. 20.12). Right-
hand starting layouts are a bit more dif-
ficult to design because of distractions
from the editorial or advertising copy
placed on the left-hand side. A strong,
right-directed visual usually solves that
problem and makes the reader want to
turn the page. Once the page is turned,
a two-page, double-truck layout (the
middle page of a publication in which
the two pages are a single sheet of pa-
per) is one of the best formats for com-
bining words and pictures in a pleasing
design. These full spreads offer a hori-
zontal break to the numerous vertical-
ly-oriented pages in the rest of the
magazine. Whenever possible, treat
two-page spreads as a single horizontal
layout rather than as two vertical pages.

Newsletters

Newsletters are enormously popular. It
has been estimated that there are more
than 50,000 newsletters published
every year in the United States alone.
Chances are, your first job in a public
relations department will be putting
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Figure 20.11 Spylistic
consistency, or the
unification of pages with a
publication, begins with
the similar treatment of
beadlines, stories and
graphic elements.
(Courtesy Daily Titan)
“* THhe past
i == b  Figure 20.12 When
20’_ ... Religion.and history........ ... Gulture. and costume.. .. N\ designing a left-hand page in
Tiacing the i uhtscids & a magazine, you, inust
Festlval decide whether a reader
el ; should concentrate on the
page or move from the left to

the right page. In this
example, readers are asked
to consider the left-hand
page as a single layout entity
(a) Designers for right-
hand pages in magazines
often choose images that
lead the reader’s eye off the
frame so the reader will turn
the page (b).

(Courtesy Daily Titan)
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Figure 20.13 With short columns
and graphic elements, this newsletter
has a fresh, modern appearance. In
this revision of the newsletter, better
use of typography and graphic
elements produced a more pleasing
and easier-to-read piece.

(Courtesy Visual Communication
Division of AEJMC)
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together the organization’s newslecter.
Newsletters are so popular because
they are a relatively simple and inex-
pensive means of communicating in-
formation to a large number of people.
With improvements in various
pagemaking software programs,
newsletters are getting even easier to
produce.

Most newsletters are intended for
in-house or special interest groups,
and they can have a conservative,
newspaper look or an innovative,
magazine design style. Once again,
match your design elements with the
mood or tone of the audience (fig.
20.13).

Most newsletters are produced on a
computer and laser printer, so they
follow the 8%" x 11" page size.
Newsletter covers tend to avoid the
flashy opening visuals seen in
brochures or magazines because of
limitations on space. Many times, the
major problem for a newsletter

designer is to try to fit all the stories
and pictures that a corporate execu-
tive wants to insert in the latest edi-
tion without resorting to adding
pages at additional expense. Neverthe-
less, with vertical nameplates and 5-
column layouts in which the fifth
column can be reserved for the cre-
ative use of white space, covers can be
attractive.

In an eight-page, two-sheet newslet-
ter, more space can be reserved for de-
sign considerations that will make a
piece resemble a magazine more than a
newspaper. If your newsletter is to be
mailed to individual subscribers or
members, remember to leave room for
the mailing label and stamp.

By far, the weakest part of any
newsletcer is usually the quality of the
photographs (fig. 20.14). Snapshots
of employees taken with instamatic or
instant (60-second) cameras never im-
prove the professional look to a piece.
Whenever possible, strive for high
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1994 Clean Air

Week Campaign

Figure 20.14 One of the
chief problems with many
newsletters is the
temptation to include too
many pictures and all
about the same size.
(Courtesy Roseanna Lester)

quality images with subject matter
that isolates moments of people that
go beyond the smiling group picture.
When using color photographs, re-
member to get the best possible print-
out from high dot-per-inch (dpi) laser
printers. A printing or film company
can make halftones of pictures to
your size specifications if they are not
part of the computer file. The separate
halftone images can then be placed
into the whole-page negatives.

Newspapers

Newspapers combine the conservative
layout seen on the cover of most
newsletters, the need to work with
advertisements as in many magazines,
and the feature design freedom found
in some brochures.

Because of tradition and reader ex-
pectation, front pages of newspapers
are filled to the edges with headlines,
stories, and pictures (fig. 20.15). An

AS confirms board nomination amid protest

_ Student outruns

'; own expectations
i =
B | &

FFaculty housing plan draws support

Figure 20.15

A traditional broadsheet-
sized newspaper is a place to
highlight important stories
and images of the day.
(Courtesy Daily Titan)
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Figure 20.16 With
tabloid-sized newspaper
formats, creative use of text
and pictures is possible.
(Courtesy Daily Titan)

TITA

N SPORTS

Figure 20.17 A full
feature page in a
newspaper broadsheet
format is one of the best
spaces for a designer to use
text and images in
creative, and yet
communicative ways.
(Courtesy Daily Titan)

exception to thar rule are newspapers
that use the tabloid rather than the
traditional broadsheet format. Tabloid
front pages are often strikingly similar
to magazine covers (fig. 20.16).

USA Today, which began publish-
ing in 1982, is usually credited for in-
spiring newspaper publishers to
adopt a more modern approach (fig.
D in color section). Color photos and
other graphic elements, information-
al graphics, a table of contents, short-
er stories, and an overall horizontal,
modular design are layout considera-
tions that have been adopted by many
publishers across the country to at-
tract new readers. Inside pages, how-
ever, are usually disappointingly
uninspired in their graphic design.
The reason for this predicament is be-
cause newspaper layouts for inside
pages are given to copy editors with
their display ads already placed. Edi-
torial informarion goes in the space
that’s left at the top of the page. Con-
sequently, design is largely a matter
of firting headlines, body copy, pic-
tures and cutlines in the remaining
space.

However, a newspaper designer has
a great deal of creative flexibility on
lifestyle, feature, or perspective pages
(fig. 20.17). More so than with any
other page in a newspaper, lifestyle
section fronts can resemble large, ver-
tical magazines in their innovative use
of strong visual elements in a variety
of colors and text attributes.

Screen Presentations

Although the computer has made the
production and distribution of
brochures, magazines, newsletters, and
newspapers more efficient and cost ef-
fective, those formats for publications
were established hundreds of years
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before the computer was invented (fig.
E in color section). Presentation
graphics and interactive multimedia
(IM), however, are a direct result of in-
novative computer technology to cre-
ate new ways of organizing and
distributing words and pictures. Some
experts predict that networked inter-
active multimedia (NIM) systems con-
nected to global information systems
such as the Internet or the World Wide
Web may replace all other paper-
bound publications. Consequently, it
is vital that you know how to produce
text and image combinations in this
new media format. Two screen presen-
tation formats will be discussed here:
presentation graphics and interactive
multimedia.

Presentation Graphics

As more and more people become
aware of what the computer can ac-
complish, it is expected that the col-
ored markers and poster boards used
for traditional presentations will be
replaced by portable computers
linked to an overhead projection sys-
tem. Whether for business summaries
or classroom discussions, presenta-
tion graphics is an extremely fasc-
growing field. A problem with
presentation graphics software pro-
grams is that they make it extremely
easy to combine word and picture ele-
ments within the frame. Consequent-
ly, a presentation is easily overrun
with cute clip art and multicolored
text and backgrounds (fig. 20.18). If
you think of a frame as a page in
which you must be careful about us-
ing the design suggestions of con-
trast, balance, rhythm, and unity, you
will probably avoid the tempration to
include too many graphic bells and
whistles (figs. 20.19 and 20.20).

Light; and color

itiere docs g

WA (B St v sen 00

Figure 20.18 Although the content of this PowerPoint slide is about the
sun, including the much-too-cute clip art, the illustration distracts from the
serious nature of the frame.

ViotionipIGiliES:

HistoriCal perspective
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Figure 20.19 In an overhead presentation, it is vital that you don’t add

too much text within rb.:e [frame (as is shown bere) because the words can be

hard to read by viewers at the back of the room.
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Figure 20.20 This slide is an example of well-placed text and graphic
elements that all contribute to the further understanding of the topic.
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Figure 20.21 A HyperCard educational lesson should contain buttons
that a naive user will easily understand.

There are five particular concerns
with screen presentation formats:
placement, size, animation, time, and
equipment:

* Headlines, subheads, body copy,
and pictorial elements should be
located within the frame at consis-
tent locations.

* Your presentations can be designed
for one person watching a computer
monitor or an auditorium filled
with people wartching your work on
a big screen. Whatever the situation,
remember to make the text and im-
ages large enough to be easily seen.

* Animation of text and clip art is
rempting, but it can look unprofes-
sional if there are too many anima-
tion effect and the clip artis of a
simple, cartoon style. If not used too
often, one good technique for a list of
items is to have each line drag across
the screen from a side. When the new
line comes in after a mouse click, the
previous line changes to a gray color.

* If you are designing a system to be
used automatically (the viewers
don’t control the transitions be-
tween frames) make sure the infor-
mation stays on the screen long
enough to be read. As a general
rule, keep text on the screen long
enough to be read slowly twice.

* Finally, wicth screen presentations,
you need a way to present your
designs. A computer is all you will
need for one or two people, burt for
larger groups you will need a
projection system. These can be as
simple as a panel connected to a
computer that uses an overhead
projector and a screen or as
complex as an expensive video
projection system builct into the
ceiling of an auditorium. Make
sure you know the specifics of the
room’s equipment before you show
up for a presentation.
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Networked and Stand-Alone
Interactive Multimedia

Interactive multimedia can take the
form of stand-alone computer lessons
on magnetic or CD-ROM laser disks or
networked connected information pro-
grams with links to additional sources
of information anywhere in the world
(figs. 20.21, 20.22, and 20.23). As the
name implies, interactive publications
involve a certain degree of involvement
by a user. For the most part, users
move their mouse to look at additional
information by clicking buttons or hy-
pertext (the term for underlined or col-
ored words that indicate links to other
parts of the program or other informa-
tion sources). It is important to adhere
to the same design suggestions used
with presentation graphics. In addi-
tion, buttons should always be in the
same spot from frame to frame. If
icons are used to indicate a butron’s
purpose, they should be easily under-
stood. It should be easy for a user to
find a help button where the meaning
of an icon can be found and a quit but-
ton so the user can leave the program.

With a networked interactive
multimedia software program such as
Netscape, it is also important to let
the user know the size of the text, still
or moving picture or audio file. With
a slow modem, some files can take
several minutes to download—a user
should know the size of a file before
the hypertext, image, or audio file is
selected (fig. 20.24).

Niameis Y.olu

George EASTMAN - & dry plate maker from ﬁ .
" | Rochester, New York who introduced the
|| Kodak camera in 18688. The camera made it
possible for the spread of amateur
~ | photography.

i Peter Henry EMERSON - Artist
-t photographer who opposed in lectures,
articles and books, the artificiality of
stiffly posed studio scenes, patchwork
i prints, and sentimental landscapes.

| Frederick E. IVES - Improved the
= HALFTONE process invented by Stephen
4 HORGAN. IVES developed a HALFTONE
engraving process where words and
1 pictures could be printed on the

Figure 20.22 An interactive multimedia lesson should be more than a
computerized textbook. A user should be able to explore in-depth names
and concepts introduced in the copy.
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Figure 20.23 One problem with interactive multimedia textbooks on a computer is
that the user seldom learns how much information is available. Having a search strategy
[frame built into the program gives the user a clear impression of the depth of a program.

World Wide Web Home Page

Figure 20.24 A Home Page on the World Wide Web using the Netscape program can
be used to direct a user to an almost unlimited collection of databases around the world.
This home page can be found with the address,

http://wwws5 fullerton.edu/viscom/vishome.html.
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Color Concerns

Color

Color is one of the most powerful
visual elements (fig. F¥). Because the
reader’s eyes are naturally drawn to a
color in a design, you should be care-
ful how color is used. Color rivets at-
tention and helps set a mood. But
color can also cause fatigue and
distract from the content of a piece.
Using color in a publication is also ex-
pensive because it requires additional
press runs. There are two color
processes of which you should be
aware: spot and process.

Spot Color

The primary inking color—or the first
color—is almost always black. When
you want to add another color for
emphasis (for a rule or a drop cap),
you are adding a spot color (fig. G).
When adding a second color, two
printing plates are required for the
printing process: one for the black ink
and one for the color. When you want
black and two additional colors, you

will need three plates and three sepa-
rate press runs. But because printing
inks are transparent, you can overlap
colors to create the illusion that more
colors were used in the publication.
For example, if you overlap blue and
yellow, you will also get the color
green for an added color effect with-
out additional cost. You can further
the illusion of more colors in a piece
by using tints and shades (lighter and
darker variations). If you want to use
full-color photographs, you are
employing the other process.

Process Color

Process (or full or four) color is
reserved for color artwork or photo-
graphs. Process color requires four
separate printing impressions, one for
black and one each for magenta, cyan,
and yellow. The images must be pre-
cisely layered on top of one another
when printed or the colors will not
correspond to the original image (out
of register) in the finished product.
Consequently, color printing is much

*Note: All figures in this
chapter are shown in the color
section.
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more expensive and complex than
one-color printing. When color
photographs are printed, the colored
dots of the halftone screens combine
visually to produce a colored effect
(fig. H).

Although there are several different
color systems, you will want to use the
application’s Pantone Matching
System (PMS) whether you are using
spot or process colors. The Pantone
company assigns a number to each
color in its catalog. Because computer
monitors vary in color fidelity, you
should consult a printed collection of
PMS colors on both coated and
uncoated paper stock to avoid any
colorful surprises. Using PMS colors
ensures that a printer will correctly re-
produce the color you want. Whether
on paper or as part of a computer pro-
gram, you should become familiar
with using PMS color numbers rather
then their names.

Uses for Color

If your budget allows it, you should
probably use color for photographs,
advertisements, informational graph-
ics, and rules (fig. I). You may also
want to use color sparingly for feature
story headlines, background tints for

feature stories, and drop caps. You
should avoid using color for news
headlines and text. As a general rule,
news headlines and stories should be
printed in black while feature heads
and stories can be more colorful.

Problems with Color

Using spot or process color is always
tricky because a reader can be easily
attracted or repelled by the color itself
(fig. J). Often, it is difficult to guess
what a reaction might be to a color
for a mass audience. What has worked
traditionally for the type of piece you
are creating is a hint, but doesn’t
always lead to innovative graphic
design styles. Always try to match
your style with your intended audi-
ence. You should also research as
thoroughly as possible all the socio-
logical implications of different colors
(for example, red is danger, green
means envy and so on) for various
cultural groups. There is a temptation
to overdo the use of color simply
because it is so easily rendered on a
computer screen. Always have a justifi-
able reason for the colors you’ve
selected and remember that color can
add tremendously to the cost of a
printed piece.
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Printing Concerns

Printing

Because of innovative computer tech-
nology, the printing process is under-
going radical changes. Some experts
have even predicted that by the start
of the next century, most publications
that normally use paper today will
switch to all-electronic distribution
(even the staid New York Times news-
paper can now be accessed, along with
many other publications, on the
America Online bulletin board). But
until that day arrives, you should have
some knowledge of the printing
process related to paper, presses, and
binding (figs. 22.1 and 22.2).

Paper

Many average designers think of pa-
per only at the last stage of produc-
tion, but such a procedure denies how
important the element is to the total
graphic design. Paper can be classified
in several different ways, but the main
categories you should be concerned

adlorid

Collins Found Stareed to Death
After 17 Days in Cave Prison;
_ Rescue Party 24 Hours Tao L

Gosernar Upholds M'Avoy; RV
Indorses Tronsit Findings: Wil B
Cq_ff on Legislata
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Figure 22.1 Part of the reason broadsheet newspapers have a traditional
appearance is because high-speed presses are designed to only use that size.
Coutrtesy Vis-Com, Inc.
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in unfriendly termtory this weekend.

FULLERTON, CA. -- The Cal State Fullerton basehall team will defend its No, 1 ranking

The Titans (15-2) travelto Austinto take on the Texas Longhoms in a rematch of the
Ansheim Hikon and Towers Classic finale, which CSUF won 14-6 last Sunday.

Figure 22.2 Newspapers on the World Wide Web using Netscape use a
computer, not paper as their medium of presentation, so hypertext links
within stories can direct users to databases for additional information.

with are weight, color, finish, and
grade (fig. K in color section).

Paper is measured in 500-sheet
parcels called reams. The weight of a
ream is considered the weight of the
paper stock. A higher weight paper
typically costs more than one of lower
weight.

Because warmer colors (red and
yellows) are considered personable
whereas cooler colors (greens and
blues) are thought to be more serious,

you must be careful to match a publi-
cation’s content with the visual
message conveyed by the paper color.
In addition, color photographs
reproduce better on paper with higher
brightness and whiteness.

Paper comes in coated or uncoated
stock. A coating affects the opacity or
“see through” quality of the paper.
Make sure your paper is opaque
enough that the words and pictures
on the opposite side show through
the front. Coated paper is also
brighter than uncoated paper and is
better for the reproduction of four
color photographs. You might use
uncoated paper if your publication’s
content relates to a more rustic,
down-to-earth appearance. Coated pa-
pers can also come in glossy or matte
variations. However, glossy papers are
not recommended for work that
includes a great deal of text, because
the reflective quality of the paper is
hard on a reader’s eyes.

A paper’s grade, as in academia, is a
classification based on the quality of
the product. The grade should match
the publication. A high-grade paper is
simply not needed for newspaper or
tabloid publications where you want
to keep costs as low as possible. A
medium grade will be fine for most
newslecters. High-grade papers should
be reserved for advertising displays,
brochures and other professional
publications. There are four basic
grades of paper you should be famil-
iar with: newsprint, book, bond, and
cover. Newsprint is one of the cheap-
est paper because it absorbs ink
quickly and discolors easily. Conse-
quently, it is reserved for high-volume
publications in which it is not impor-
tant that the information last indefi-
nitely. Book is a medium to high
quality paper that is used whenever
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pictures with color is desired.
Brochures, magazines, and textbooks
are printed with book papers that
come in a variety of coarted and un-
coated variations. The most common
type of paper used for desktop pub-
lishing is bond. The paper is relatively
inexpensive and perhaps more impor-
tant, does not jam laser printers. For
professional results, always use a
bond paper with a bright finish. Cover
papers also come in a wide assortment
of colors and coatings. As the name
implies, these papers are reserved for
covers because of their heavier weight.

Printers and desktop publishers are
gradually becoming more environ-
mentally conscious. Recyclable paper
is no longer dark and filled with
fibers. There is currently a large vari-
ety of colors in coated and uncoared
stock that has been recycled from
previous paper materials. When you
use recycled papers, make sure you let
your readers know by including the
familiar recycle logo. At the least, your
computer lab should have a recycled
paper bin where laser prints that are
not wanted can be placed. Finally,
always do your best to conserve the
number of pages printed either at
home or in a computer lab.

Presses

There are four main printing proce-
dures you should be aware of: offset,
letterpress, gravure, and laser
(figs. 22.3-22.6).

Offser comes in three variations:
platen, flatbed, and rotary. In the
platen press, type is inked while the
paper, on a metal platen, is pressed
against the metal lecters. The platen
press is the simplest and most com-
monly used press for small jobs. The
flatbed press has metal typefaces set

Figure 22.3 An offset press includes an inking roller (A), a plate
cylinder (B), a rubber cylinder (C), an impression cylinder (D), and a
sheet-transfer cylinder (E). The press type gets its name because the plate
cylinder doesn’t come in contact with the paper - the text, images and
graphic elements on the plate make an impression on the rubber cylinder
that presses on the paper.

Figure 22.4 The
letterpress is one of the most
inexpensive and simple
printing presses with its
inking roller (A), plate
cylinder (B), and
impression cylinder (C).

Figure 22.5 Gravure
printing presses offer fine-
quality output as its
impression cylinder (A) is
above the paper with the
plate cylinder (B) that dips
into an ink well (C).
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Figure 22.6 From the paper tray (A) to the place where you pick up the
print-out (F), a laser printer guides paper along a toner cartridge (B), to a
transfer drum (D) that contains the copy and images for the file sent to it
by a laser (C) and then to an electronic heater (E) that fuses the toner
image to the paper to make the work permanent.

on a flat bed. Paper is placed on a
cylinder that is rolled over the inked
lecters. The press that is most used for
high volume, newspaper-type printing
is the rotary press. Rotary offset
presses use three cylinders. The name
refers to the fact that the printing
plate produces an impression on a
rubber cylinder which then prints on
the paper that comes in large rolls.
Offset presses can run longer and
cheaper than any of the other types of
presses because the metal type does
not deteriorate during the printing
process as fast.

Gravure (or intaglio) uses two
cylinders. But whereas letterpress type
is raised (or in relief) gravure type is
below the surface of the plate (or re-
cessed). Rotogravure refers to a
gravure press that is attached ro a
large roll of paper. Gravure presses,
although not as fast as offset presses,
can produce high quality photo-
graphic reproductions and are often
used for the Sunday magazine found
in many newspapers.

The most common type of printing
press you will regularly use is the laser
printer. There are many types of laser

printers, but you should use one with
at least 300 dots per inch (dpi) out-
put. A laser printer assembles entire
pages of a document in its memory. It
also stores numerous typeface fonts.
It is best to use a printer with as much
memory as it can hold so that it will
run as fast as possible. Most laser
printers now use PostScript, a soft-
ware language that converts whole
pages that the laser printer outrputs
one page at a time. The resolution of
the output is much better than
without the PostScript program.

If you are concerned whether a
service bureau has the program or type-
face that you used to create your de-
sign, you might want to convert the
work to a PostScript file. With many
programs you can convert the file to a
PostScript file and save it on a disk, car-
tridge, or removable hard drive. This
option is available, for example, with
the print dialog box for PageMaker and
QuarkXPress. The PostScript file can be
used by most service bureaus. It is
always a good idea to check before you
go through this process. See “Printing
a file” in Chapter 3 for more details
(page 60).

Resolution is an important issue
with laser printing, especially when it
comes to reproducing photographs. A
300 to 400dpi printer is fine for text
and line art, but photographs will not
have the resolurion necessary for pro-
fessional quality. Because of advances
in the powder used with laser printers,
relatively inexpensive 600dpi printers
are now on the market. However, you
will want to use a much better quality
printer for professional quality work.
Such printers are extremely expensive,
so save your work on a computer disk
or SyQuest cartridge and go to a ser-
vice bureau to output your work. An
imagesetter will produce 1250 to
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2500dpi—excellent quality for
photographic reproduction.

You will also need to set the line
screen for photographs in the soft-
ware program located in the pro-
gram’s printing dialog box. Use a
133-line screen for brochures and
magazines and a 90-line screen for
most newsletters and newspapers. If
you are using colors, remember to re-
quest registration marks from your
printer to check for proper alignment
of the layers. You will also save time
and money if you output from an im-
agesetter as a negative—that way your
work can go straight to a printer.
However, make sure you have com-
plete confidence in your document be-
cause it is difficulc to see errors in a
negative. If you own a color printer,
use it only to check your document
(to make comps) or for other quickly
produced presentations because of its

low professional quality.

Binding

Copy shops are sophisticated printing
establishments that can satisfy many
of your binding requirements. In
most stores, you simply tell the atten-
dant how you want your paper
collated and bound. You will most
likely only need one of the four types
of simple binding techniques: fold,
staple, velo, and spiral (fig. 22.7). A
two-fold brochure or a four-page
newsletter simply requires accurate
folding and collating. If you can af-
ford the extra charge for such services,
copy shop employees can save much
time and trouble by doing it for you.
For documents with more pages, you
will want one of the other three
bindery types. For staple bindery, have
the copy center personnel place two
staples in the center, double-truck
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Figure 22.7 For desktop publishing you will probably only need to know
the difference between (from left to right) spival, velo, staple, and folded
paper bindings. Visit your local copy shop for a detailed explanation of
each kind of binding,
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page of an eight-page newsletter. Velo
and spiral bindings curt holes on the
inside edge of your paper. Velo bind-
ing involves placing pegs between two
vertical strips of plastic that all snap
together, whereas spiral binding is a
strip of metal or plastic thar coils in a
circle through the holes in the paper to
bind the work together. Velo is useful
for professional-looking presentations.
Spiral, although not as attractive, allows
the pages to be opened flat. With velo or
spiral bindery, remember to choose a
cover stock paper for the front and
back. Inside pages should also have at
least 2" of white space to allow for the
binding.

Some experts predict that paper as
a substrate for publications will be

replaced by all-electronic, digital com-
munications systems. [t is quite
possible that when machines thar
combine the features of the tele-
phone, television, and computer
(possibly called a teleputer) link
homes and offices with fiber optic
cable, the video artist Nam June Paik’s
prediction will come true: “Paper is
dead. Except for toilet paper.”

Burt even in a paperless society,
there will be publications that will
look like the books, brochures, maga-
zines, newsletters, and newspapers of
the past. The basic design suggestions
that direct the use of word and pic-
ture elements today will also be im-
portant in communications systems
[OMOITOW.
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- Exercises to Test Your Skills

Exercises

A computer disk with text and picture
files for both compurer platforms
came with this workbook. Use the
files on the disk to complete the fol-
lowing assignments. Be sure to read
the README.TXT text file for a de-
scription of the files on the disks. For
best results, copy the entire contents
of the disk to your hard-drive and save
the floppy disks in a safe place in the
event that you need to refer back to
the original files.

The data disk that came with this
workbook was originally formatted
for a PC or non-Macintosh-type
computer. Most Macintosh com-
puters can read PC disks, but most
PC computers cannot read Macintosh
disks, so this procedure makes the
picture and rext files available to more
users while using only one disk. If
your Macintosh is an older model
that cannot read PC formatred disks,
you can purchase a program that
performs that task. Common and

low-cost applications include Dos
Mounter and MacLinkPlus.

The pictures were scanned at a
small size to fit all of them on the
disk. When you enlarge them for your
layout, their quality will suffer, be-
coming what is known as “pixelated,”
or out of focus. The images were also
saved at a low dpi (72) which is fine
for screen media, but is not acceptable
for printing. Refer to the printed ex-
amples included with this workbook
if you have trouble determining the
content of any image. You may want
to scan the pictures yourself at a high-
er resolution and a larger size to get
higher quality images in your designs.
If you are able, save your high quality
(and large) compurter files on a
SyQuest-type removable cartridge,
and take them to a service bureau for
a superior quality print that you can
include in a portfolio. Nevertheless,
low-resolution pictures “for position
only” are commonly used in pre-
printed layouts to give a rough idea
how a design will look.
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Use the PCT images for either com-
puter platform. Illustrator and
CorelDraw cannot use PCT formarced
files, so you will need to convert the
images from the disk to EPS if you
want to use them. However, for the
following exercises you won’t need to
worry about such a procedure.

The exception is for the maps
on the disk. Because PageMaker
does not have a way to produce a
transparent background for PCT
images, the maps located in the
MAPS folder are in three different
file formats: For PageMaker, TIFF
(Macintosh) and TIF (Windows) and
for QuarkXPress, PCT.

Computer Basics

 View the files within a hard-drive or
folder or directory by icon, name,
size, kind, and date.

 Find a file using the computer’s
built-in procedure.

* If the scrapbook or clipboard
already contains some text or a
picture, copy and paste it into
another frame. Now, cut or delete
the copy or picture.

* Copy a file from a disk to the hard-
drive (or vice-versa). Delete the copy
by placing it in the Trash (Macin-
tosh) or Delete key (Windows).

Typography

*+ Find examples of the six typeface
families on your computer (or as
many as you have).

*+ Design a page using PageMaker
or QuarkXPress in which you label
each family, give the name of the
typeface, show the complete font
set using the typeface, and write a
25-word explanation of the mood
of the family and how it might
be used.

Logo

* Pick a typeface family that best
describes your own personality.

+ Design a one-inch-square logo
using the first initials of your name.

¢ Include a brief explanation of why
you made your typeface design
choices.

Picture Manipulations

« Use the pictures in the folder
named ALTERED to design a pho-
to-illustration for the fictitious On
The Road magazine.

« Use Photoshop to cut the girl
bikers (BIKERS.PCT) out of the
one picture and paste them on the
road picture (ROAD.PCT).

* Add a nameplate and any other text
you think might be appropriate for
the cover.

One Page Layout

To prepare for more in-depth layout
work, create a one-page, vertical (8% x
11-inch) design with PageMaker or
QuarkXPress using dummy text to
simulate a headline, body copy and
cutlines and two pictures you have
scanned or used from the pictures that
came with this workbook.

Informational Graphics
Production

Supplied with this workbook are
scanned color and black and white
pictures that correspond with six dif-
ferent stories: Alaskan scenic views
and a salmon processing plant; New
Orleans views and the Mardi Gras;
and Northern Ireland scenic views of
Belfast and children involved in “the
troubles.” You should probably decide
on a story that will be appropriate for
the design format you will work with
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In-Depth Design Assignment

Select a design format from those
discussed in Part Two (advertising,
brochure, magazine, newsletter, news-
paper, screen presentation, interactive
lesson, or networked interactive
multimedia). Use dummy text (that
came with this workbook) to create
(where appropriate) headlines, suﬁ;
heads, quote outs, bylines, captions,
cutlines, credir lines, body copy, and
drop caps. Use the informational
graphics you created previously and
the pictures from the workbook disk
to complete the design assignment.
Remember that if you are working
with Illustrator or CorelDraw you will
need to convert the PCT files to EPS
using Photoshop.

Use the step-by-step guides in Part
Two to help in your production.

If you select the advertising formar,
create three separate ads in one or more
design formats. If a brochure, design a
double-sided piece with either two or
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later on. The stories can be divided
into advertising, public relations sto-
ries, or photojournalism stories. Obvi-
ously, an advertisement or brochure
touting the benefits of visiting Belfast,
Northern Ireland, for example, would
include scenic views of the town as
opposed to the violence that can be
found in other areas. By selecting a
story out of the six to work with, your
informational graphics examples will
be consistent and can be used in your
final design assignment. Of course,
feel free to discover new combinations
of pictures and formats. Textual
information that you can use for the
infographics assignments can be
found within a file named “info-
graphics information.”

Fact Box

* Use the infographics rext to
produce a fact box.

* Include a headline, subhead, body
copy, and source or credir line.

* Design some graphic way to
separate individual facts.

Table

* Use the infographics information
to make a rable. As wich all octher
infographics, include a headline,
subhead, body copy, and source or
credit line.

Chart

* Use the infographics information
to make a line, column, bar, pie, or
pictographic chart using a work-
sheet program such as Excel or
Lotus 1-2-3.

Map
Create a locator map in which you

supply the labels with the map inside
the folder named “MAPS.” Use the

program of your choice to add addi-
tional features to your map (cities,
major roads, rivers, names, and so
on). You will want to consult a
detailed map of the area. The maps
are in three picture formats so they
can be used by PageMaker and
QuarkXPress. For all three maps—
Alaska (ALASKA.PCT, ALASKA.TIF,
and ALASKA.TIFF), Louisiana
(LOUISL.PCT, LOUISL.TIF, and
LOUISI.TIFF) and Great Britain
(BRITAIN.PCT, BRITAIN.TIF, and
BRITAIN.TIFF)—the orientation is
north. The scale for the three maps,
however, is different: For Alaska, one
inch = 400 miles; Louisiana, one inch
= 75 miles; and Great Britain, one
inch = 100 miles.

In-Depth Design Assignment

Select a design formart from those
discussed in Part Two (advertising,
brochure, magazine, newsletter, news-
paper, screen presentation, interactive
lesson, or networked interactive
multimedia). Use dummy text (that
came with this workbook) to create
(where appropriate) headlines, sub-
heads, quote outs, bylines, captions,
cutlines, credit lines, body copy, and
drop caps. Use the informational
graphics you created previously and
the pictures from the workbook disk
to complete the design assignment.
Remember that if you are working
with Illustrator or CorelDraw you will
need to convert the PCT files to EPS
using Photoshop.

Use the step-by-step guides in Part
Two to help in your production.

If you select the advertising format,
create three separate ads in one or more
design formars. If a brochure, design a
double-sided piece with either two or
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three folds. For a magazine, work with
three pages—one can be a cover. For a
newsletter, design a four-page, double-
sided document. If you are creating a
newspaper, design the front page or a
section front and at least one inside
page with advertisement space
included. For a screen presentation or
interactive lesson, include 10 frames or

cards. If you are creating networked
interactive multimedia, create a home
page and at least five other pages linked
from the home page.

Print your finished designs (again,
the low resolution pictures will be
functional, not attractive) with your
printer or take the work to a service
bureau.



APPENDIX A

Desktop Computing
Equipment Requirements

henever you want to include words and images in displays that range from
one-page printed pieces to multiframe interactive lessons, at the minimum
you will need the most powerful and fastest computer you can afford.

Macintosh Minimum Requirements

* Central Processing Unit: 68020 or greater
* System 7.0 or greater
* GMB RAM

Windows Minimum Requirements

* Central Processing Unit: 486-based
* Windows 3.1 or greater
* 8MB RAM

Of course, for graphic work you will most likely need a more powerful and com-
plete system. Without recommending individual brands, here is a list of computer
equipment requirements (software must be purchased separately) at three
different price ranges:

$5,000 Workstation

Useful for word processing, basic page designing, and beginning image
processing.

* CPU with a medium clock-speed of at least 60MHz

* 32MB RAM

* 500MB hard drive

* SyQuest-type external drive
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* 24-bit color display

* 17" high-resolution color monitor
* Internal CD-ROM drive

* Extended keyboard

¢ Ethernet network

$10,000 Workstation

Useful for word processing, page designing, advanced image processing, and inter-
mediate presentation graphics and networked interactive multimedia production.
* CPU with a medium clock-speed of at least 80MHz

* 64MB RAM

* 1GB hard drive

* 24-bit color display

* 17" high-resolution color monitor

* Internal CD-ROM drive

* SyQuest-type external drive

* Extended keyboard

* Ethernet network

* Flatbed scanner with print and negative/slide capabilities

* Color printer

$50,000+ Workstation

Useful for word processing, superior printed displays, advanced image and video
processing, presentation graphics and networked interactive multimedia, and CD-
ROM production.

* CPU with a medium clock-speed of at least 80MHz

* 124MB RAM

* 2GB hard drive

* SyQuest-type external drive

* 24-bit color display

* 17" high-resolution color monitor

* Internal CD-ROM drive

* Video caprure/display board

* VHS player/recorder

* Hi-8 player/recorder

* Videodisc player

* 13" preview monitor

* Extended keyboard

* Echernet network

* Flatbed scanner with print and negative/slide capabilities
* Digital camera

* Color dye-sublimation printer

* Black and white printer

¢ CD writer



APPENDIX B

Contents of the Text and
Grapbics Files in the Data Disk

f for some reason you can’t access the text and picture files located within the disk
that came with this workbook, the contents of the disk are reproduced below.

Contents of the README.TXT File

CONTENTS OF COMPUTER FILES

Copy the enclosed files to your own hard-drive and then save the data disk in a
safe place in case you need to use it again.

TEXT FILES (TEXT)

There are six possible stories you can use: Alaskan scenic views, the
Alaskan salmon industry, New Orleans scenic views, Mardi Gras, Belfast,
Northern Ireland scenic views and the violence in Northern Ireland.

File: dummy text (DUMMY.TXT)

Use this file for all your simulated text needs. Place it within your
graphic designs and copy and paste parts of the text to create headlines,
subheads, body copy and so on. The text is a variation from Pietro
Bembo’s De Aetna 1495-96 and printed originally by AldLlS Manutius.

File: infographics information (INFOGRAP.TXT)
Use the text in this file to create a fact box, table, and chart for each
of the stories. |

PICTURE FILES (PICTURES)

NOTE: All photographs were taken by Paul Martin Lester. The pictures were
scanned at 72 dots per inch (dpi) which is fine for screen presentations,
but will produce crude, “for position only” printed versions. All pictures



390 Deskror COMPUTING WORKBOOK

Folder:

Folder:

Files:

Folder:

Files:

Folder:

Folder:

Files:

Folder:

Files:

Folder:

Folder:

Files:

Folder:

Files:

are saved in the PCT file format. If you want to use the images in the
Illustrator program you will need to convert the files to EPS (Illustrator)
formats using Photoshop.

All of the images below are also available on line at the address,
heep://wwws. fullerton.edu/les/workbook/homepics.html. If you have a
Netscape graphics viewer you can see and download any image.

ALASKA

AL_SCENE

SCENIC.PCT a mountain scene at sunset

MOUNTAIN.PCT a mountain scene at noon

MOOSE.PCT one of many animals seen during a trip to Alaska
BOAT.PCT a close-up shot of a fishing boat

FISHING.PCT scenic view of several fishing boats

SALMON

BIGFISH.PCT  a salmon worker carries a king salmon for processing
GUTTING.PCT * a salmon worker guts a silver salmon

PLANT.PCT an overall view of a salmon processing plant

RACKS.PCT  after the fish are cleaned, they are sent to the freezer in racks
SALMON.PCT asymbolic shot linking a knife and a salmon

ORLEANS

MARDI_GR

STAGE.PCT as the crowd reacts, a man is overcome by alcohol
OYSTER.PCT a man performs for the crowd dressed as an oyster
LADIES.PCT Mardi Gras is a time for costumes

CORNER.PCT acrowded corner in the French Quarter
BUNNY.PCT even the Easter bunny must stop and tie his shoe

CITY&PEO

ALHIRT.PCT the famed trumpet player reads a sheet of music
RAINY.PCT a quiet scene at Jackson Square in the French Quarter
BUILDING.PCT a fish-eye lens distorts a French Quarter building
SUNTAN.PCT an organized sun worshiper at Jackson Square
STREETCA.PCT  two schoolgirls pass the time while riding a streetcar
SHOOTING.PCT police stand over the body of a boy killed with a shotgun

BELFAST

CITY

ROSES.PCT the city park in Belfast is filled with many botanical sights
HOUSE.PCT alook at Belfast from atop Cave Hill

GIRLS.PCT  three young Irish girls pose for the photographer
CITY.PCT downtown Belfast is as commercially active as any other town
CASTLE.PCT alook at Belfast Castle

TROUBLES

WIRE.PCT ayoung boy stands on a building surrounded by barbed wire

SHOTS.PCT an IRA firing party shoots over the casket of Joe
McDonald in 1981
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MASK.PCT ayoung boy erects a barricade
ROCKS.PCT  young children throw rocks at passing police and

military vehicles
BARRICAD.PCT

Folder: MAPS

two young boys construct a barricade in the street

Files: ~ ALASKA.PCT, ALASKA.TIF, ALASKA.TIFF line drawing map of Alaska
LOUISLPCT, LOUISLTIF, LOUISLTIFF line drawing map of Louisiana

BRITAIN.PCT, BRITAIN.TIF, BRITAIN.TIFF

Great Britain

Folder: ALTERED

line drawing map of

Files: BIKERS.PCT two girls set out to go fishing on their bicycles
ROAD.PCT on the road somewhere in New Mexico

Contents of the INFOGRAP.TXT File

FACT BOX INFORMATION
FOR ALASKA SCENIC STORY

Population is 550,043; the state’s area
is 591,004 square miles; chere are
6,640 miles of coastline; the highest
elevation is Mount McKinley at
20,320 feet; the January average tem-
perature is 5° while for July it is 55°;
the annual amount of rainfall is 55
inches; statehood was given in 1959
(the 49th state).

FOR SALMON STORY

There are five kinds of salmon typi-
cally processed in Alaskan plants:
King can range between 50 and 100
pounds, is the largest, also called
Chinook, and its cheeks are a rare
gourmet delicacy; Red is the most
numerous, holds its color well after
processing, also called sockeye and
can weigh as much as 15 pounds;
Pink is the smallest at five pounds,
mostly used for canning and is also
called the humpback; Silver is a beau-
tiful fish thac is well adapred for
freezing, it can weigh up to eight
pounds and is also known as Coho;
and Dog can weigh up to 12 pounds,
it has an ugly physical appearance, is

mostly eaten by native Alaskans and
is also called chum.

FOR NEW ORLEANS SCENIC STORY
City population is 557,927; the city’s
area is 364 square miles; the average
temperature in January is 54° and in
July is 82°; yearly average rainfall is 54
inches; the city was founded in 1718
and incorporated in 1805.

FOR MARDI GRAS STORY

Mardi Gras is French for fat Tues-
day; celebrated the day before Lent;
introduced by French colonists in
the early 1700’s; social organizations
called krewes conduct parades
throughout the city; the oldest
krewes are Comus established in
1857 and Rex begun in 1872.

FOR BELFAST SCENIC STORY

Population is 362,000;|the city’s area
is 44 square miles; it is located on the
river Lagan; Belfast obtained a royal
charter in 1888 and became the seat
of the Northern Ireland government
in 1920; one of the largest industries
is the Harlan and Wolff shipbuilding
firm which made the Titanic; since
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1968 the city and area have been hit
by sectarian violence.

FOR THE TROUBLES STORY

In 1690, James I, the Catholic king of
England was defeated by William of
Orange; 1801, Act of Union abolished
the Irish Parliament; 1886, Home rule
began for Ireland; 1920, the Govern-
ment of Ireland Act divided the coun-
try; 1967, Northern Ireland Civil
Rights Association began to fight for
civil rights; 1968, beginning of the ri-
ots and the worse of the sectarian vio-
lence between Protestant and catholic
extremists; 1994, Irish Republican
Army (IRA) cease fire.

TABLE AND/OR CHART
INFORMATION

FOR ALASKA SCENIC STORY
Population figures for the state: 1890-
32,052; 1900-63,592; 1920-55,036;
1940-72,524; 1950-128,643; 1960-
226,167; 1970-302,173; 1980-401,851;
1990-550,043.

Ethnic distribution: Anglo-75.5%;
African American-4.1%; Latino-3.2%;
Native American-15.6%; Pacific
Islander-3.6%.

Livestock: cattle-9,500; sheep-
2,400; poultry-6,000; reindeer-23,000.

FOR SALMON STORY

Leading salmon countries per year (in
tons): Norway-26,000; Canada-56,500;
Russia-90,200; Japan-189,800; U.S.-
345,700. Source: U.S. Department of
Commerce.

Alaskan land use: crops and pas-
ture-1%; forest-32%; other-67%.

Urban-rural distribution of popu-
lation: 1960-37.9% urban and 62.1%
rural; 1970-56.9% urban and 43.1%
rural; 1980-64.3% urban and 35.7%
rural; 1990-69.3% urban and 30.7%
rural.

Statewide income comes from:
commercial fishing-$1.5 billion; con-
struction-$1.9 billion; non-fuel miner-
als-$641.4 million; tourism-$500
million. '

FOR NEW ORLEANS SCENIC STORY

Ethnic distribution for the state: An-
glo-67.3%; African American-30.8%;
Lartino-2.2%.

Livestock: cattle-840,000; hogs/
pigs-50,000; sheep-16,000; poulery-2.1
million.

FOR MARDI GRAS STORY

Statewide income comes from: com-
mercial fishing-$263.5 million; con-
struction-$2.9 billion; non-fuel
minerals-$381.1 million; tourism-$4.2
billion.

Employment distribution: trade-
23.1%; service-23.6%; government-
20.8%; manufacturing-11.1%; other-
21.4%.

FOR THE TROUBLES STORY
Religious distribution in Northern
Ireland: Catholic-36%; Methodist-5%;
Presbyterian-27%; Anglican-22%; oth-
er-10%. Religious distribution in the
Republic of Ireland: Catholic-95%; An-
glican-3%; other-2%.

Contents of the
DUMMY.TXT File

Falo aliquando fubexefa uentos ad-
miferit aeftuantes, per quos idonea
flammae materies incanderetur.
Habes, unde inccendia oriantur Aet-
nae tuae. Habe nunc quomodo etiam
orta perdurent. In quo quidem nolo
ego te illud admirari, quod uulgus fo-
let. Magnu effe fcilicet tantras
flammas, tam immen fos ignes poft
hominum memorium fem per

habuiffe. Quo alereutur. Quid eft
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enim magnum ipfi magiftrae rerum
omniu. Er parenti naturae, quid ardu-
um. Quid illa tandem non poteft. Qui
frellas qui folem qui coeli conuexa.
Qui rterras omnes acmaria qui
mundum deni ip fum. Qui nihil eft
admirabilius. Uel po tius extra quem
nihil eft. Quod admireris faepe fine
admiratione intuemur. Nifdem nobis
effe Aetna miraculum poteft. Caue fis-
tam imprudens fili. Ut tuid putesnam
fi naturam refpicimus. Nihil in Aetna
eft quod mirum uoces fi rem.

Falo aliquando fubexefa uentos ad-
miferit aeftuantes, per quos idonea
flammae materies incanderetur.
Habes, unde inccendia oriantur Aet-
nae tuae. Habe nunc quomodo etiam
orta perdurent. In quo quidem nolo
ego te illud admirari, quod uulgus fo-
let. Magnu effe fcilicet tantras flam-
mas, tam immen fos ignes poft
hominum memorium fem per
habuiffe. Quo alereutur. Quid eft
enim magnum ipfi magiftrae rerum
omniu. Er parenti naturae, quid ardu-
um. Quid illa tandem non poteft. Qui
ftellas qui folem qui coeli conuexa.
Qui terras omnes acmaria qui
mundum deni ip fum. Qui nihil eft
admirabilius. Uel po tius extra quem
nihil eft. Quod admireris faepe fine
admiratione intuemur. Nifdem nobis
effe Aetna miraculum poteft. Caue fis-
tam imprudens fili. Ut tuid putesnam
fi nacuram refpicimus. Nihil in Aetna
eft quod mirum uoces fi rem.

Falo aliquando fubexefa uentos ad-
miferit aefruantes, per quos idonea
flammae materies incanderetur.
Habes, unde inccendia oriantur Aet-
nae tuae. Habe nunc quomodo eriam

orta perdurent. In quo quidem nolo
ego te illud admirari, quod uulgus fo-
let. Magnu effe fcilicet tantras flam-
mas, tam immen fos ignes poft
hominum memorium fem per
habuiffe. Quo alereutur. Quid eft
enim magnum ipfi magiftrae rerum
omniu. Er parenti naturae, quid ardu-
um. Quid illa tandem non poteft. Qui
frellas qui folem qui coeli conuexa.
Qui terras omnes acmaria qui
mundum deni ip fum. Qui nihil eft
admirabilius. Uel po tius extra quem
nihil eft. Quod admireris faepe fine
admiratione intuemur. Nifdem nobis
effe Aetna miraculum poteft. Caue fis-
tam imprudens fili. Ut tuid putesnam
fi naturam refpicimus. Nihil in Aetna
eft quod mirum uoces fi rem.

Falo aliquando fubexefa uentos ad-
miferit aeftuantes, per quos idonea
flammae materies incanderetur.
Habes, unde inccendia oriantur Aet-
nae tuae. Habe nunc quomodo etiam
orta perdurent. In quo quidem nolo
ego te illud admirari, quod uulgus fo-
let. Magnu effe fcilicet tantras flam-
mas, tam immen fos ignes poft
hominum memorium fem per
habuiffe. Quo alereutur. Quid eft
enim magnum ipfi magiftrae rerum
omniu. Er parenti naturae, quid ardu-
um. Quid illa tandem non porteft. Qui
ftellas qui folem qui coeli conuexa.
Qui terras omnes acmaria qui
mundum deni ip fum. Qui nihil eft
admirabilius. Uel po tius extra quem
nihil eft. Quod admireris faepe fine
admiratione intuemur. Nifdem nobis
effe Aetna miraculum poteft. Caue fis-
tam imprudens fili. Ut tuid putesnam
fi naturam refpicimus. Nihil in Aetna
eft quod mirum uoces fi rem.
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advertising presentation format for commercial
messages

aesthetic when graphic design elements are considered
pleasing

alley white space between columns of type

animation motion picture in the form of a cartoon or
any moving display used in presentation graphics

application another word for a computer software
program

area chart line chart with the space below the line filled
in

ascender that part of certain letters (f, t, h) that goes
above the central section

asymmetrical skewed or uneven layouts or element

attributes all of the possible manipulations you can
make to a typeface

bar chart column chart but with horizontal rectangles

base line an imaginary horizontal line on which a letter
sits

bitmapped image a low resolution, jagged image such
as a TIFF picture

bleed or bled a graphic design technique in which
elements are placed on the edge of the page or frame

body copy another term for text or a story

boldface type attribute in which letters have a darker
emphasis

border a frame that can be as simple as a hairline rule or
an elaborate picrorial design element (usually)

broadsheet newspaper format that is almost twice as
long as it is wide

brochure an advertising or public relations related
publication, often a single, folded page

button a graphic element with an icon (often) that
allows a user to advance through a presentation or
perform a function of a program

caption text on top of a photograph thatactsasa
headline for the picture

central processing unit the main part of a computer
that stores the circuits and drives that make the
computer work

CD-ROM a laser disc storage and playback device

charac;ter another word for an individual letter,
number, or symbol

checked commands commands that are in use and
have a check mark before their name

click, drag, and select press the mouse button, hold,
and move the mouse in any direction while it is flat
on the desk or pad
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clip art simple line art (usually) used to make a graphic
design more visual and paid for (usually) by the user

clipboard a temporary storage location on a computer

clock speed a computer chip’s speed measured in
megahertz (MHz) or millions of cycles per second

CMYK short for the four color separation screens, cyan,
magenta, yellow, and black

collate arranging pages in the correct order for a
publication

color separations halftone and transparent CMYK
screens used to print color photographs

column chart statistical infographic that shows a
relationship between two sources with vertical
rectangles

column a block or box ofcext_

command keys the command or apple key on the
keyboard; when used in combination with other
keys, command keys can evoke procedures faster
than using the mouse

comp short for composition, a rough version of a
graphic design

contrast the difference berween the whitest and the
darkest tone of a picture

copy another word for body copy or text
CPU short for central processing unit

creditline similar to a by-line for a story, it attributes
the research, text, and picture producers

cursor the icon that moves around the screen when the
mouse is moved

cutline text below (usually) a photograph or artwork
that provides information

data map statistical infographic in which figures are
overlaid on a locator (usually) map

databases collection of words, pictures, or numbers in a
computer format

desktop computer a relatively inexpensive device used
for a variety of purposes including word processing,
picture production, and graphic design displays

desktop what you see on a screen when a computer and
monirtor are running

diagram nonstatistical infographic that uses pictures to
explain a complex procedure or function

dialog box part of the finder or application in which a
user is expected to fill in blanks or check boxes for
computer operations

die-cut any shape cut from an overlapping page or fold
to reveal the layer underneath

digital convergence the merging of words and pictures
into a computer (digital) format

disk drive the slor at the front of a CPU where floppy
disks can be inserted

display ads rectangular space within a frame (usually)
that contains a commercial message

document another name for a print or screen media file

documentary objective, nonbiased story, or picture

dominant element what readers notice first in a layout

dots per inch (dpi) term used to describe the amount of
resolution of a picture or print-out

double-click two quick clicks of the mouse button

double-truck a two-page facing spread not separated by
a gurter

download procedure that allows modem-connected
(usually) software to be transferred to your computer

drive a place where information is stored and accessed—
either an opening in the CPU where disks can be
inserted or within the CPU itself (as the hard drive)

drop cap enlarged letter at the beginning of a passage of
text

drop shadow black (usually) box offset behind an
element such as text, artwork, and an infographics to
give it depth

drop-down menus commands along the top of the

desktop or program that contain other commands
or options

editorial another word for news editorial
element any word or picture in a graphic design

EPS Encapsulated PostScript file, a type of picture file
format

Ethernet a communications protocol necessary for fast-
speed, direct access (without using a telephone
modem) to the Internet
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exposure the degree a picture is light or dark

fact box nonstatistical infographic in which highlights
of a story are featured within a frame

file computer document or program

Finder term used to describe the Macintosh operating
system’s desktop

finish the surface or coating on a paper

folder anicon in the shape of a file folder that can
contain files, programs, and other folders

font all of the upper and lower case letters, numbers,
and symbols for a particular typeface

frame ourside edge of a screen media (usually) or an
infographic
GIF Graphics Interchange Format, an image file format

graphic design the combination of all the word and
picture elements for print or screen media

graphics another term for pictures

grayed commands commands that are colored gray
and cannot be activated given the current set of
conditions

gutter white space between two facing pages

halftone dot-filled screen used to reproduce
photographs for print media

hard drive a device within a CPU in which the user can
store and access large amounts of data

hard-drive icon the ‘box’ icon usually at the top-right
with its name under it for Macintosh systems.

highlight reversed type or icons; commands, type, and
deskrop icons (hard drive, disk, and trash can icons)
must be highlighred to affect change

HTML Hypertext Markup Language, the computer
program language used for Web browsers such as
Netscape

HTTP Hypertext Transport Protocol, a command used
with Web browsers that identifies a file for use on the
World Wide Web

hypertext part of interactive multimedia; allows users
to link to other information sources

icon symbolic line drawing (usually) thac replaces a
word description in a computer application

informational graphic eicher a pictorial representation
of numerical values, an arrangement of words and
numbers in an organized manner, or a picture that
aids in the understanding of complex verbal
information

infographic short for informational graphic

interactive multimedia (IM) disk or CD-ROM
presentation in which you can control what you see
usually by buttons or hypertext

Internet a worldwide, largely nonregulated collection of
computer networks

italic type attribute in which letters are printed ata
slight diagonal, often used for emphasis

journalism profession that creates words and pictures
for news editorial purposes

JPEG Joint Photographic Expert Group, an image
compression software mechanism

kerning adjusting space between letters

keyline outlines that indicate the position of words and
picture elements on a page

laser printer a device for making inexpensive compurer-
designed print-outs

layout another term for a graphic design, the way words
and graphics are placed on the page

leading space between lines of type

left-side button for mice with two buttons, the one
usually programmed to complete most of the tasks
required of an application

legibility how easy it is to see individual letters
line art any high contrast drawing

line chart statistical infographic that plots points from
two sources linked by a line

live-action motion picture thar uses real actors and
scenes—not a cartoon

locator map nonstatistical infographic that pinpoints a
geographical location
|

logo aline drawing (usually) that represents a company,
idea or service

log on to a phrase that describes being connected to an
on-line nerwork



398 Deskror COMPUTING WORKBOOK

magazine multipage, usually content specific,
publication

magnetic disk recording and playback device for
computer files

memory storage capability of a computer or related
device

modem device that links a computer with a telephone
line

modular a graphic design system popular with
newspaper publishers that divides stories and
pictures into distinct rectangles

MPEG Moving Picture Expert Group, a movie file format

MS-DOS a software product of the Microsoft
Corporation that is a text-based computer operating
sysl:el‘n

multimedia any presentation that includes two or more
forms of presentation as in words and pictures

networked interactive multimedia (NIM) 1M
connected with a modem or direct computer link to
access additional databases around the world

news editorial journalistic, noncommercial display of
words and pictures

newsletter mulripage, usually content specific, public
relations related publication

newspaper mulripage, general interest journalism
related publication

object-oriented image a high resolution, smooth
images such as EPS, PICT, or WMF files

operating system a software program that allows a
computer to function

optical drive usually refers to a removable disk or
cartridge that can be used to store large files and can
be taken to a service bureau for processing

page one side of a sheet of paper or its representation
on the compurer

permission legal requirement through agreement and
payment (usually) allowing use of a picture or story

photojournalism pictures designed for news editorial
purposes

pica unit of measurement used in design; about % of an
inch

PICT Picture File (PCT for Windows), a type of image file
formar

pictograph column chart (usually) in which column
bars are replaced by a picture that is related to the
subject

pictures all the nonverbal elements of a graphic design

pie chart statistical infographic reserved for percentages
shaped as pie wedges

piece another word for the graphic design

pixel short for picture element—a single dot on a
monitor

pixelated when an image is enlarged so highly that
individual pixels can be easily seen

platen metal plate used by offset presses
PNT Paint, a type of image file formar

point unit of measurement used for typefaces and
design; 12 points per pica; approximately 72 point
per inch

pointer a program tool in the shape of an arrow
(usually) that is used to select text or graphic
elements

post-production finishing activities after the major
work on a project is completed

PPP Point to Point Protocol, computer software that
allows a direct Internet connection through a dial-up
telephone line

pre-production planning sessions and activities before
work on a project

presentation graphics communication format
intended for computer screens

printmedia communication that uses text and images
on paper

program another word a computer software application

proportion wheel device used to derive the percentage

of enlargement or reduction of a picture for
publication

public relations profession that uses persuasion
techniques to get free coverage of events or services
by a client

publication any public communication method
whether for print or screen media
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QuickTime a type of movie file format

quote-out (or pull quote) brief part of a story set larger
an in boldface type (usually) as a design element and
for emphasis

RAM Random Access Memory or the internal storage
available in a computer for running programs

readability how easy it is for words to be read

registration marks used on color separations to ensure
alignment of the colors or screens

reverse type light colored type against a darker colored
background

ROM storage that is read only memory or cannot be
altered

rule chin (usually) line in a graphic design
scrapbook a temporary storage location on a computer

screen media communication that uses a screen such as
motion pictures, television or compurers

screen another term for a transparent halfrone

select using the pointer tool to point to textor a
graphic element

serif an extension at the end of strokes of a letter

service bureau business thar offers compurer and
printing related acrivities at higher qualities than
copy shops (usually)

SLIP Serial Line Internet Protocol, compurter software
that allows a direct Internet connection through a
dial-up telephone line

snapshot quick picture with lictle planning and
thought for formal aesthetic values

software program a complex set of computer codes
that cause an application to perform

stand-alone a picture without a story accompaniment,
a compurter file that can run without the host
development program, or a nonnetworked
interactive multimedia program

start-up disk a floppy disk that contains basic Finder
files so that a computer will operate

substrate surface on which words and pictures are
placed

symmetrical balanced and equal layour or element

SyQuest cartridge peripheral device that acts like a
portable hard-drive so you can rake work to a service
bureau

System 6 or 7 a software product of Apple Computer
that operates the computer

TIFF Tagged Image File Format, a type of image file
format

t-square ruler with a two-sided straight edge used to
align words and pictures

table nonstatistical infographic in which two sources of
information are arranged in a logical and orderly way

tabloid a newspaper format that resembles a magazine

teleputer device that combines the features of a
telephone, television, and computer

trashcanicon icon where files are discarded and disks
are ejected

typeface a specific typographical style that encompasses
a complete font of type

typography the art and craft of using words in graphic
designs

upload to transfer software in your computer to some
other modem-connected (usually) location

URL Universal Resource Locator, a World Wide Web
address

voice-over spoken words heard while viewing a graphic
design

windows rectangular boxes seen on a desktop in which
applications, folders and files can be viewed

Windows a software program of the Microsoft
Corporation that turns the text-based MS-DOS
operating system into a graphical interface

words all the verbal elements of a graphic design
including audio

World Wide Web or WWW a subset of computer
networks on the Internet known for their use of
graphic elements and hypertext links

X-Acto knife razor-sharp blade with a handle used to
cut words and pictures from a print-out

zero lock a program feature thar allows a user to adjust
the horizontal and vertical ruler starting points



Index

A

Acrobat, 54

Advertisements: creation, 157-164;
design, 363-64; ethical concerns,
363-64

AIF sound files, 113-14, 317

AIFF sound files, 317, 330
Alignment typeface attriburte, 350-51
All-in-One Internet Search, 335
America Online, 377

Animating text, 108-110

Animation screen presentation concerr,
372

AU sound files, 114,317

Audio: files, 112-114, 317; networked
interactive multimedia, and,
330-32; as a typeface attribure,
351-52

B
Backgrounds, 46-53,321-23
Balance design suggestion, 361-62

Binding, 381-82: fold, 381; spiral,
381-82; staple, 381; velo, 381-82

Bitmapped images, 34, 125
Blackletter typeface family, 346

Blurring of advertising and news as
ethical issue, 358

BMP picture format, 125
Bookmarks, 59, 335

Brochures: creation, 165-78; design,
364-65

C

CD-ROM, 354, 373

Changing picture formats, 144

Chart: creation, 259-65; exercise, 385
Clip art, 325, 354-55, 371

Clipboard, 125

Closing a file, 64-65

CMYK color, 34, 61, 63-64, 88, 92, 131
Coating of paper, 378

Color: concerns, 375-76; images, 124;
paper, 378; power of, 375; problems
with, 376; as a typeface attribute,
349; spot, 375; uses of, 376

Coloring: Graphics, 131-33; Te)it, 88-94
Column size typeface attribute, %50

Columns: creating and, 74-79; moving
and, 79-82; sizing and, 79-82

Comps for printers, 381

Computer basics exercise, 384
Computers and graphics tools, 353
Contrast design suggestion, 361

Copying files, 8

CorelDraw: closing a file, 64-65;
coloring graphics, 131; coloring
text, 91; columns, creating, 76-77;
columns, moving, 79; columns,
sizing, 79; correcting typographical
errors, 82; creating graphics,
116-17; creating a new file, 34;
creating a new page, frame, or card,
39; creating text, 67; cropping
graphics, 139; deleting graphics,
143-44; deleting text, 94-95;
deskrop, 15, 18, 25; diagram
creation, 237-42; editing graphics,
130-31; font changes, making, 84;
icon, 13; kerning, 101; leading,
101; margins, creating, 96;
menubar, 15; moving graphics,
142-43; opening an existing file,
44-45; picture formats, 124-25,
146, 384-85; placing or importing
graphics, 128; placing or importing
text, 74; printing a file, 60; printing
color, 62-64; program function
and terminology, 14; quitting a
program, 65; saving a file, 53-54;
sizing graphics, 140-41; spell
checking, 105-107; starting a
program, 33; tabs, creating, 98;
toolbox, 25; using master pages,
layers, or backgrounds, 49; using
the undo command, 46; using the
zero lock, 45-46; viewing options,
30; work area, 18
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Correcting typographical errors, 82

CRD picture format, 125

Creating: Graphics, 115-24; New File,
34-38; New Page, Frame, or Card,
39-41; Text, 67-72

Cropping Graphics, 138-40

D

Darkrooms, 356

DejaNews Research Service, 335
Deleting: Graphics, 143-44; Text, 94-96
Design considerations, 361-74

Design suggestions, 371; balance,
361-62; contrast, 361; rhythm, 362;
unity, 362-63

Desktop: CorelDraw, 15, 18, 25;
Director, 15, 21, 27; Excel, 15, 20,
26; FreeHand, 15, 18, 25;
HyperCard, 15, 22, 29; Illustraror,
15,19, 25; Lotus 1-2-3, 15, 20, 26;
Netscape, 15, 23, 29; PageMaker,
15, 17, 24; Persuasion, 13, 21,
27-28; Photoshop, 15, 19, 25-26;
PowerPoint, 15,22, 28-29;
QuarkXPress, 15, 17, 24; Word,
15-16, 23; WordPerfect, 15-16, 24

Diagram creation, 237-252

Digital photography, 353

Director: animating text, 108-109;
closing a file, 64-65; coloring
graphics, 132; coloring text, 93-94;
columns, creating, 78; columns,
moving, 82; columns, sizing, 82;
correcting typographical errors, 82;
creating graphics, 123; creating a
new file, 34; crearing a new page,
frame, or card, 40; creating text,
68-71; deleting graphics, 143-44;
delering text, 94-96; deskrop, 15,
21, 27; editing graphics, 130-31;
font changes, making, 85;
hypertext links, creating, 109; icon,
13; imaging controls, 136-37;
menubar, 15; moving graphics,
143; narration, creating, 112-13;
opening an existing file, 44-45;
picture formats, 124-25; placing or
importing graphics, 129; printing a
file, 61; printing color, 62-64;
program function and
terminology, 14; quitting a
program, 65; running screen

presentations, 57; saving a file,
53-56; screen presentation
creation, 267-82; sizing graphics,
142; starting a program, 33;
toolbox, 27; transitioning between
frames, 41, 43; using master pages,
layers, or backgrounds, 50-51;
using the undo command, 46;
viewing options, 31-32; work area,
21

Disks: Macintosh, 145, PC, 145

DOS Mounter, 145, 383

Dots per inch (dpi), 145, 354, 380, 383
Drop caps, creating, 102-103

E

E-mail for networked interactive
multimedia, 338-39

Editing graphics, 130-31
Environmental concerns of paper, 379

EPS (Encapsulated PostScript), 54,
124-25,128, 130, 384-85

Equipment screen presentation concern,
372

Ethical concerns of advertisers, 363-64

Ethical issues of pictures, 357-60:
blurring of advertising and news,
358; negative stereotypes, 358;
picture manipulations, 358; rights
to privacy, 358; victims of violence,
358

Excel: chart creation, 259-62; closing a
file, 64-65; coloring graphics,
131-32; coloring text, 92-93;
columns, creating, 78; columns,
moving, 81; columns, sizing, 81;
correcting typographical errors, 82;
creating graphics, 120-23; creating
anew file, 34; creating text, 68-69;
deleting graphics, 143-44; deleting
text, 94-95; deskrop, 15, 20, 26;
editing graphics, 130-31; font
changes, making, 82-83; icon, 13;
menubar, 15; moving graphics,
142-43; opening an existing file,
44-435; picture formars, 124-25;
placing or importing graphics, 129;
printing a file, 60; printing color,
62-64; program function and
terminology, 14; quitting a
program, 65; saving a file, 54; sizing
graphics, 140-41; spell checking,

105-107; starting a program, 33;
roolbox, 26; using the undo
command, 46; viewing options, 28;
work area, 20

Exercises, 383-86: chart, 385; computer
basics, 384; fact box, 385; in-depth
design, 385-86; informational
graphics, 384-85; logo, 384; map,
385; one page layout, 384; picture
manipulations, 384; table, 385;
typography, 384

Exiting a program, 65

F

Fact box exercise, 385
Finding files, 6-7
Fold bindings, 381

Font: changes, 82-86; as a typeface
attribute, 350

For position only, 145-46

Formart for networked interacrive
mulcimedia, 318

Formatting disks, 4-5

FreeHand: closing a file, 64-65; coloring
graphics, 131; coloring text, 91-92;
columns, creating, 75; columns,
moving, 80-81; columns, sizing,
80-81; correcring typographical
errors, 82; creating graphics,
116-18; creating a new file, 34;
creating a new page, frame, or card,
40; creating text, 67-68; cropping
graphics, 140; deleting graphics,
143-44; deleting text, 94-95;
desktop, 15, 18, 25; diagram
creation, 242-47; editing graphics,
130-31; font changes, making, 84;
icon, 13; kerning, 101; leading, 101:
margins, creating, 96; menubar, 15;
moving graphics, 142-43; opening
an existing file, 44-435; picture
formats, 124-25; placing or
importing graphics, 128; placing or
importing text, 72-73; printing a
file, 60; printing color, 62-64;
program function and
terminology, 14; quitting a
program, 65; saving a file, 54-55;
sizing graphics, 140-41; starting a
program, 33; tabs, creating, 98;
toolbox, 25; using master pages,
layers, or backgrounds, 50; using
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the undo command, 46; using the
zero lock, 45-46; viewing options,
30; work area, 18; wrapping text,
104-105

G

GIF (Graphics Interchange Formar),
124-25,317,328

Grade of paper, 378-79

Graphical interface, 3

Graphics: coloring and, 131-33;
creating and, 115-24; cropping
and, 138-40; deleting and, 143-44;
editing and, 130-31; imaging
controls and, 133-37; moving and,
142-43; networked interactive
multimedia, 321-30; picture
formats and, 124-25, 144; placing
or importing and, 126-30;
scanning and, 124; sizing and,
140-42; working with, 115-44

Gravure presses, 380

Grayscale images, 34, 61, 124, 133, 328

Greeking text, 28-29

Gutenberg, Johannes, 345-46

H

Hard drive opening, 4
Hexadecimal equivalents, 321, 323
Hoefler, Jonathan, 345

Home page, 33, 59,317, 328, 339, 341:
creation, 339-41

HTML (Hypertext Markup Language),
14-15,41, 44-45,57,59,111-12,
114,317-18, 325, 338, 341

HTML Assistant, 318

HTML command language: audio,
330-32; backgrounds, 321-23; e-
mail, 338-39; format, 318;
graphics, 321-30; home page
creation, 339-41; icons, 325-28;
images, 328-30; links, 335-38;
rules, 324-25; tables, 332-35; text,
319-21; text colors, 321-24

HTML editors, 318

HTTP (Hypertext Transport Protocol),
14,328

HyperCard clip art, 125

HyperCard: closing a file, 64-63;
coloring graphics, 133; coloring
text, 94-95; columns, creating,
78-79; columns, moving, 82;
columns, sizing, 82; correcting
typographical errors, 82-83;
creating graphics, 124; creating a
new file, 34, 37-38; creating a new
page, frame, or card, 40-41;
creating text, 71-72; deleting
graphics, 143-44; deleting text,
94-96; desktop, 15,22, 29; editing
graphics, 130-31; font changes,
making, 86; hypertext links,
creating, 109-111; icon, 14,
kerning, 101; leading, 101;
menubar, 15; moving graphics,
143; narration, creating, 113-14;
opening an existing file, 44-45;
picture formats, 124-25; placing or
importing graphics, 130; printing a
file, 62; printing color, 62-64;
program function and
terminology, 14; quitting a
program, 65; running screen
presentations, 58-59; saving a file,
56-57; sizing graphics, 142;
starting a program, 33; toolbox, 29;
transitioning berween frames, 44;
using master pages, layers, or
backgrounds, 53; using the undo
command, 46; work area, 22

Hypertext, 14, 335-36, 373: links,
making, 109-112

Icons for networked interactive
multimedia, 325-28

Hlustracor: closing a file, 64-65; coloring
graphics, 131; coloring text, 92;
columns, creating, 77-78; columns,
moving, 81; columns, sizing, 81;
correcting typographical errors, 82;
creating graphics, 118-19; creating
a new file, 34; creating text, 67:
deleting graphics, 143-44; deleting
text, 94-95; deskrop, 15, 19, 25;
diagram creation, 247-52; editing
graphics, 130-31; font changes,
making, 84-85; icon, 13; kerning,
101; leading, 101; menubar, 15;
moving graphics, 142-43; opening
an existing file, 44-45; picture
formats, 124-25, 146, 384-85;

placing or importing graphics,
128-29; placing or importing text,
74; printing a file, 60; printing
color, 62-64; program function
and terminology, 14; quitting a
program, 65; saving a file, 54-55;
spell checking, 105-108; sizing
graphics, 141; starting a program,
33; roolbox, 25; using master pages,
layers, or backgrounds, 50; using
the undo command, 46; using the
zero lock, 45-46; viewing options,
30-31; work area, 19; wrapping
text, 105

Images for nerworked interactive
multimedia, 328-30

Imaging controls, 133-37
In-depth design exercise, 385-86
Industrial Revolution, 347-48
Infographics, 353

Information superhighway, 317

Informational graphics, 332, 357-58:
exercises, 384-85

Interactive mulrimedia (IM), 371
Internet, 14, 45,321, 328

J
JPEG (Joint Photographic Experts
Group), 125,317, 328

K
Kerning, 98-102
Kodak CMS Photo CD, 125

L

Laser presses, 380
Layers, 46-33

Leading, 98-102
Letterpress presses, 380
Line art, 124

Line screens, 380-81

Links for networked interactive
multimedia, 335-38

LISTWebber, 335
Logo exercise, 384

Lotus 1-2-3: chart creation, 263-65;
closing a file, 64-65; coloring
graphics, 132; coloring text, 92-93;
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columns, creating, 78; columns,
moving, 81-82; columns, sizing,
81-82; correcting typographical
errors, 82; creating graphics,
120-23; creating a new file, 34;
creating text, 68-69; deleting
graphics, 143-44; deleting text,
94-95; deskrop, 15, 20, 26; editing
graphics, 130-31; font changes,
making, 85; icon, 13; menubar, 15;
moving graphics, 142-43; opening
an existing file, 44-45; picture
formats, 124-25; placing or
importing graphics, 129; placing or
importing text, 74-75; printing a
file, 60; printing color, 62-64;
program function and
terminology, 14; quitting a
program, 65; saving a file, 53-54;
sizing graphics, 140-41; starting a
program, 33; toolbox, 26; using the
undo command, 46; work area, 20

Lycos, 335

M

Macintosh, 3-11, 318: copying a file, 8;
disks, 145, 383; file formart, 317,
341; finding a file, 6; formatting a
disk, 4; menubar, 5; saving files,
53-54; opening, 4; printing
problem, 10; starting, 3; turning off
computer, 10; viewing scrapbook,
8; viewing files, 5-6

MacLinkPlus, 145, 383

MacPaint image file, 130

Magazine: creation, 179-98; design,
365-66

Map exercise, 385

Margins, creating, 96

Master pages, 46-53

Menubars, 5: CorelDraw, 15; Director,
15; Excel, 15; FreeHand, 15;
HyperCard, 15; Illustrator, 15;
Lotus 1-2-3, 15; Netscape, 15;
PageMaker, 15; Persuasion, 15;
Photoshop, 15; PowerPoint, 15;
QuarkXPress, 15; Word, 15;
WordPerfect, 15

Microsoft clip art, 125, 129

Miscellaneous typeface family, 347

Mosaic, 14

Mouse, using, 3-4
MOV (Movie), 125

Movies for networked interactive
multimedia, 328, 330

Moving graphics, 142-43

MPEG (Moving Photographic Experts
Group), 125,317

MS-DOS, 3

N
Napoleon, 348
Narration, creating, 112-14

Negative stereotypes as ethical issue,
358

Netscape: 317, 321, 328, 335, 341, 373;
audio, 330-32; backgrounds,
321-23; closing a file, 64-65;
coloring graphics, 133; coloring
text, 94; creating graphics, 124;
creating a new file, 34; creating a
new page, frame, or card, 40-41;
creating text, 72, 319-24; deskrop,
15, 23, 29; e-mail, 338-39; font
changes, making, 86; format, 318;
graphics, 321-30; home page
creation, 339-41; hypertext links,
creating, 111-12; icon, 14; icons,
325-28;images, 328-30; links,
335-38; menubar, 15; moving
graphics, 143; narration, creating,
114; opening an existing file,
44-45; picture formats, 124-25;
placing or importing graphics, 130;
printing a file, 60; printing color,
62-64; program function and
terminology, 14-15; quitting a
program, 65; rules, 324-25;
running screen presentations,
59-60; saving a file, 57; sizing
graphics, 142; starting a program,
33-34; tables, 332-35; toolbox, 29;
using the undo command, 46;
work area, 21

Networked interactive multimedia
(NIM), 371: audio, 330-32;
backgrounds, 321-23; creation,
317-41; design, 373; e-mail,
338-39; format, 318; graphics,
321-30; home page creation,
339-41; icons, 325-28; images,
328-30; links, 335-38; rules,

324-25; tables, 332-35; text,
319-21; text colors, 321-24

New York Times, 377

Newsletter: creation, 199-218; design,
366-69

Newspaper: creation, 219-36; design,
369-70

(o)

Object-oriented images, 125
Offset presses, 380

On-line newspapers, 335-36
One page layour exercise, 384
Opening an existing file, 44-45
Operating systems, 3

P

PageMaker, 318: advertisement creation,
157-60; brochure creation, 165-70;
closing a file, 64-65; coloring
graphics, 131; coloring text, 88-89;
columns, creating, 75-76; columns,
moving, 79; columns, sizing, 79;
correcting typographical errors, 82;
creating graphics, 116; creating a
new file, 34; creating a new page,
frame, or card, 39; creating text, 67;
cropping graphics, 138; deleting
graphics, 143-44; deleting text,
94-95; deskrop, 15, 17, 24; drop
caps, creating, 102-103; editing
graphics, 130-31; font changes,
making, 84; icon, 13; imaging
controls, 133-34; kerning, 100;
leading, 100; magazine creation,
179-87; menubar, 15; newslecter
creation, 199-208; newspaper
creation, 219-26; opening an
existing file, 44-45; picture
formars, 124-25, 146, 384; placing
or importing graphics, 126; placing
or importing text, 72-73;
PostScript files and, 380; printing a
file, 60-61; printing color, 62-64;
program function and
terminology, 14; quitting a
program, 65; saving a file, 53-54;
sizing graphics, 140-41; spell
checking, 105-107; starting a
program, 33; tabs, crearing, 96-97;
text styles, creating, 86-87; toolbox,
24; using master pages, layers, or
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backgrounds, 47; using the undo
command, 46; using the zero lock,
45-46; viewing options, 30; work
area, 17; wrapping text, 104

Paik, Nam June, 382

Pantone Matching System (PMS),
91-92, 376

Paper, 377-79: coating, 378; color, 378;
environmental concerns, 379;

grade, 378-79; weight, 378
PC disks, 145, 383
PCT (Picture), 124-25, 146, 384
Persuasion clip art, 125

Persuasion: animating text, 108-109;
closing a file, 64-65; coloring
graphics, 132; coloring text, 94;
columns, moving, 82; correcting
typographical errors, 82; creating
graphics, 123; creating a new file,
34, 36; creating a new page, frame,
or card, 40-41; creating text, 71;
cropping graphics, 138; deleting
text, 94-95; deskrop, 15, 21, 27-28;
editing graphics, 130-31; font
changes, making, 82-83; icon, 13;
kerning, 101; leading, 101;
menubar, 15; moving graphics,
142-43; opening an existing file,
44-45; picture formars, 124-25;
placing or importing graphics,
129-30; placing or importing text,
74-75; printing a file, 61-62;
printing color, 62-64; program
function and terminology, 14;
quitting a program, 65; running
screen presentations, 58; saving a
file, 56-57; screen presentation
creation, 282-90; sizing graphics,
140-41; spell checking, 105-108;
starting a program, 33; tabs,
creating, 98; toolbox, 27-28;
transitioning between frames,
42-43; using master pages, layers,
or backgrounds, 51-53; using the
undo command, 46; using the zero
lock, 45-46; viewing options, 32;
work area, 21

Photoshop, 328, 356: closing a file,
64-65; coloring graphics, 131;
coloring text, 92-93; columns,
creating, 81; columns, moving, 81;
columns, sizing, 81; correcting
typographical errors, 82; creating

graphics, 119-20; creating a new
file, 34-35; creating text, 68;
cropping graphics, 139; cropping
graphics, 138; deleting text, 94-96;
deskrop, 15, 19, 25-26; editing
graphics, 130-31; icon, 13; imaging
controls, 134-37; kerning, 101;
leading, 101; menubar, 15; moving
graphics, 143; opening an existing
file, 44-45; picture formats,
124-25, 144, 385; picture
manipulation, 253-57; placing or
importing graphics, 129; printing a
file, 61; printing color, 62-64;
program function and
terminology, 14; quitting a
program, 65; saving a file, 55; sizing
graphics, 140-41; starting a
program, 33; toolbox, 25-26; using
master pages, layers, or
backgrounds, 50-51; using the
undo command, 46; using the zero
lock, 45-46; viewing options, 31;
work area, 19;

PICT (Picture), 54, 124-25, 130, 317

Picture ethical issues, 357-60: blurring
of advertising and news, 358;
negative stereotypes, 358; picture
manipulations, 358; rights to
privacy, 358; victims of violence,
358

Picture formats, 124-25, 144,317, 328,
385: BMP, 125; clipboard, 125;
CRD, 125; EPS, 54, 124-25, 128,
130, 384-85; GIF, 124-25;
HyperCard clip art, 125; JPEG, 125,
317, 328; Kodak CMS photo CD,
125; MacPaint, 130; Microsoft clip
art, 125, 129; MOV, 125; MPEG,
125,317; PCT, 124-25, 146, 384;
Persuasion clip art, 125; PICT, 54,
124-25, 130, 317; PNT, 125;
QuickTime, 125, 129, 317;
Scrapbook, 125, 129; TIF, 1|24—25,
128, 146, 384; TIFF, 124-25]
133-34, 146, 384; WMF, 125

Picture manipulation, 354-56: creation,
253-57; effects, 356; ethical issue,
358; exercise, 384

Pictures: cropping and sizing, 356-57;
elements of, 353; permissions, 354;
power of, 353; selecting, 353; using,
353-60

Pixelated images, 145

Placement: screen presentation concern,
372; as a typeface acrribure, 350

Placing or importing: Graphics, 126-30;
Text, 72-75

PNT (Paint), 125
Portable Document Format (PDF), 54
PostScripr files, 380

PowerPoint: animating text, 108-110;
closing a file, 64-65; coloring
graphics, 132-33; coloring text,
94-95; columns, moving, 82;
correcting typographical errors, 82;
creating graphics, 123; creating a
new file, 34; creating a new page,
frame, or card, 40-41; creating text,
71; cropping graphics, 138;
deleting text, 94-95; desktop, 15,
22, 28-29; editing graphics,
130-31; font changes, making,
82-83;icon, 13; menubar, 15;
moving graphics, 142-43; opening
an existing file, 44-45; picrure
formats, 124-25; placing or
importing graphics, 130; printing a
file, 62; printing color, 62-64;
program function and
terminology, 14; quitting a
program, 65; running screen
presentations, 58; saving a file,
56-57; screen presentation
creation, 290-97; sizing graphics,
140-41; spell checking, 105-107;
starting a program, 33; tabs,
creating, 98; roolbox, 28-29;
transitioning between frames,
43-44; using master pages, layers,
or backgrounds, 52-53; using the
undo command, 46; viewing
oprions, 28; work area, 22;
wrapping text, 105

PPP (Point-to-Point Protocol), 14

Presentation graphics design, 371-72

Presses, 379-81: gravure, 380; laser, 380;
letterpress, 380; offset, 379

Printing: color and, 62-64; concerns,
377-82; files, 60-62; problems,
8-10

Process color, 375-76

Program basics, 33-65: closing a file,
64-65; creating a new file, 34-38;
creating a new page, frame, or card,
39-41; opening an existing file,
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44-45; printing a file, 60-62;
printing color, 62-64; quitting a
program, 65; running screen
presentarions, 57-60; saving a file,
53-57; starting a program, 33-34;
transitioning between frames,
41-44; using master pages, layers,
or backgrounds, 46-53; using the
undo command, 46; using the zero
lock, 45-46

Program functions and terminology:
CorelDraw, 14; Director, 14; Excel,
14; FreeHand, 14; HyperCard, 14;
Illustrator, 14; Lotus 1-2-3, 14;
Netscape, 14-15; PageMaker, 14;
Persuasion, 14; Photoshop, 14;
PowerPoint, 14; QuarkXPress, 14;
Word, 14; WordPerfect, 14

Proof sheet, 354

Q

QuarkXPress: advertisement creation,
160-64; brochure creation, 170-78;
closing a file, 64-65; coloring
graphics, 131; coloring texr, 89-91;
columns, creating, 76; columns,
moving, 79-81; columns, sizing,
79-81; correcting typographical
errors, 82; creating graphics,
116-17; creating a new file, 34,
36-37; creating a new page, frame,
or card, 39; creating text, 67-68;
cropping graphics, 138; cropping
graphics, 138; deleting text, 94-95;
deskrop, 15, 17, 24; drop caps,
creating, 103; editing graphics,
130-31; font changes, making, 84;
icon, 13; imaging controls, 134-35;
kerning, 100-101; leading,
100-101; magazine creation,
187-98; margins, creating, 96;
menubar, 15; moving graphics,
143; newsletter creation, 209-218;
newspaper creation, 226-36;
opening an existing file, 44-45;
picture formats, 124-25, 146, 384;
placing or importing graphics,
126-28; placing or importing text,
73-74; PostScript files and, 380;
printing a file, 60-61; printing
color, 62-64; program function
and terminology, 14; quitting a
program, 65; saving a file, 53-54;
sizing graphics, 140-41; spell

checking, 105-107; starting a
program, 33; tabs, creating, 97-98;
text styles, creating, 86-88; toolbox,
24; using master pages, layers, or
backgrounds, 47-49; using the
undo command, 46; using the zero
lock, 45-46; viewing options, 30;
work area, 17; wrapping text,
104-105

QuickTime, 125,129,317
Quitring a program, 65

R

Resolution, 380

RGB color, 34,61, 64,92, 131, 328
Rhythm design suggestion, 362

Rich Text File (RTF), 54,73

Rights to privacy as ethical issue, 358
Roman typeface family, 346-47

Rules (graphic element) for networked
interactive multimedia, 324-25

Running screen presentations, 57-60

S

Sans serif typeface family, 348
Saving a file, 53-57
SavvySearch, 335

Scanning pictures, 124
Scrapbook, 125, 129

Screen presentation concerns:
animation, 372; equipment, 372;
placement, 372; size, 372; time, 372

Screen presentations: creation, 267-98;
design, 370-73

Script typeface family, 347
Search engines, 335
Service bureaus, 380-81, 386

Size: as a screen presentation concern,
372; as a typeface actribuce, 349

Sizing graphics, 140-42

SLIP (Serial Line Internet Protocol), 14
SND sound files, 114, 317

Sound files, 113-14, 317

SoundPro Edit, 330

Spell checking, 105-108

Spiral bindings, 381-82

Spot color, 88, 375
Square serif typeface family, 348

Stand-alone interactive multimedia
design, 373

Staple bindings, 381
Starting a program, 33-34
SuperText, 318

SyQuest drives, 145, 380, 383

System 7.1 and beyond, 3-11: copying a
file, 8; finding a file, 6; formarting a
disk, 4; menubar, 5; saving files,
53-54; opening, 4; printing
problem, 10; starting, 3; turning off
computer, 10; viewing scrapbook,
8; viewing files, 5-6

T

Table: creation, 332; exercise, 385; for
networked interactive multimedia,
332-35

Tabs, creating, 96-99
Teleputer, 382
Text only files, 54,73, 111,317, 341

Text: animaring and, 108-110; coloring
and, 88-94, 321-24; columns,
creating and, 74-79; columns,
moving and, 79-82; columns,
sizing and, 79-82; correcting
typographical errors and, 82;
creating and, 67-72; deleting and,
94-96; drop caps, creating and,
102-103; font changes and, 82-86;
hypertext links, and, 109-112;
kerning and, 98-102; leading and,
98-102; margins, creating and, 96;
narration, creating and, 112-14; for
networked interactive multimedia,
319-21; placing or importing and,
72-75; spell checking and,
105-108; style creation, 86-88;
tabs, creating and, 96-99; text
styles and, 86-88; working with,
67-114; wrapping and, 103-105

Three-dimensional effect, 332

TIF (Tagged Image File), 124-25, 128,
146, 384

TIFF (Tagged Image File Formar),
124-25, 133-34, 146, 384

Time screen presentation concern, 372
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Toolboxes: CorelDraw, 25; Director, 27;
Excel, 26; FreeHand, 25;
HyperCard, 29; lllustrator, 25;
Lotus 1-2-3, 26; Netscape, 29;
PageMaker, 24; Persuasion, 27-28;
Photoshop, 25-26; PowerPoint,
28-29; QuarkXPress, 24; Word, 23;
WordPerfect, 24

Transitioning between frames, 41-44

Turning off computer, 10-11

Turning on computer, 3

Typeface attributes, 349-52: alignment,
350-51; audio, 351-52; color, 349;
column size, 350; font, 350;
placement, 350; size, 349; white
space, 351

Typeface families, 345-47: blackletrer,
346; miscellaneous, 347; roman;
346-47, sans serif, 348; script, 347;
square serif, 348

Typography, 345-52: exercise, 384

V)

Undo command, 46
Unity design suggestion, 362-63
UNIX computers, 54

URL (Uniform Resource Locator), 45,
317

USA Today, 370

\'}
Velo bindings, 381-82
Victims of violence as ethical issue, 358

Viewing options: CorelDraw, 30;
Director, 31-32; Excel, 28;
FreeHand, 30; HyperCard, 15;
Hlustrator, 30-31; Lotus 1-2-3, 15;
Netscape, 14-15; PageMaker, 30,
Persuasion, 32; Photoshop, 31;
PowerPoint, 28; QuarkXPress, 30;
Word, 28; WordPerfect, 28

Viewing: clipboard, 8; files, 5-6;
scrapbook, 8

w

WAV sound files, 113-14,317
Web browsers, 321, 328
WebCrawler, 335

Weight of paper, 378

White space typeface attribute, 351

Windows 3.1 and Windows 95,3-11,
318: copying a file, 8; file format,
317, 341; finding a file, 7;
formatting a disk, 5; menubar, 5;
saving files, 53-54; opening, 4;
printing problem, 10; starting, 3;
turning off computer, 11; viewing
clipboard, 8; viewing files, 5-6

WMEF (Windows Meta File), 125

Word processing creation, 147-56

Word, 317-18: closing a file, 64-63;
coloring graphics, 131; coloring
text, 88-89; columns, creating,
74-75; columns, sizing, 79;
correcting typographical errors, 82;
creating graphics, 115-16; creating
a new file, 34; creating a new page,
frame, or card, 39; creating text, 67;
cropping graphics, 138; cropping
graphics, 138; deleting text, 94-95;
deskrop, 15-16, 23; drop caps,
creating, 102; editing graphics,
130-31; font changes, making,
82-83; icon, 13; kerning, 98-99;
leading, 98-99; margins, creating,
96; menubar, 15; moving graphics,
142-43; opening an existing file,
44-45; picture formarts, 124-25;
placing or importing graphics, 126;
placing or importing text, 72-73;
printing a file, 60; printing color,
62-64; program function and
terminology, 14; quitting a
program, 65; saving a file, 53-54;
sizing graphics, 140-41; spell
checking, 105-107; starting a
program, 33; tabs, creating, 96-97;
toolbox, 23; using the undo
command, 46; viewing options, 28;
word processing creation, 147-52;
work area, 16; wrapping text, 103

WordPerfect, 317: closing a file, 64-65;
coloring graphics, 131; coloring
rext, 88-89; columns, creating, 75;
columns, sizing, 79; correcting
typographical errors, 82; creating
graphics, 115-16; creating a new
file, 34; creating a new page, frame,
or card, 39; creating text, 67;
cropping graphics, 138; deleting
text, 94-95; desktop, 15-16, 24;
editing graphics, 130-31; font
changes, making, 82-83; icon, 13;

|
|

kerning, 99-100; leading, 99-100;
margins, creating, 96; menubar, 15;
moving graphics, 142-43; opening
an existing file, 44-45; picture
formarts, 124-25; placing or
importing graphics, 126; placing or
importing text, 72-73; printing a
file, 60; printing color, 62-64;
program function and
terminology, 14; quitting a
program, 65; saving a file, 53-54;
sizing graphics, 140-41; spell
checking, 105-107; starting a
program, 33; tabs, creating, 96-97;
toolbox, 24; using the undo
command, 46; viewing oprions, 28;
word processing creation, 152-56;
work area, 16; wrapping text, 103
Words, using, 345-52

Work areas: CorelDraw, 18; Director, 21;
Excel, 20; FreeHand, 18;
HyperCard, 22; Illustrator, 19;
Lorus 1-2-3, 20; Netscape, 23;
PageMaker, 17; Persuasion, 21;
Photoshop, 19; PowerPoint, 22;
QuarkXPress, 17; Word, 16;
WordPerfect, 16

World Wide Web (WWW), 14, 45, 59,
317-18, 325, 328, 330, 336, 338

Wrapping text, 103-105

i §

Yahoo, 335

Z

Zero lock, 45-46
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