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Before you begin

This user guide shows you how to create documents and enter
graphics in them.

Before you consult this user guide, you should complete the
GLOBALVIEW Quick Tour and be familiar with the information
in the GLOBALVIEW Workspace User Guide.

Software required—Run the following software applications
to perform the tasks in this user guide:

e GV Write
¢ GV Draw

Additional required software applications are listed in the
chapters that describe them.

All applications documented in this user guide might not be
available on your system. Contact your local sales
organization for more information.

Screen illustrations—Screens in this user guide show
GLOBALVIEW running in the OPEN LOOK X Window manager.
When you run GLOBALVIEW in another window manager, your
screens will look slightly different from those shown in this
user guide.

References to the keyboard—Key names that appear in this
user guide are the names on the keyboard templates supplied
with the software.

References to the mouse—GLOBALVIEW assigns different
default values to mouse buttons depending on whether you
have a two- or three-button mouse.
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xii

The following table shows GLOBALVIEW default mouse button
settings for a two-button mouse.

Mouse button

GLOBALVIEW default

(both buttons)

Left Select
Right Adjust
Chord Menu

The following table shows GLOBALVIEW default mouse button
settings for a three-button mouse.

Mouse button GLOBALVIEW default
Left Select
Middle Adjust
Right Menu

You can reprogram your mouse buttons. The chapter,
“Customizing your workspace with the User Profile” in the
GLOBALVIEW Workspace User Guide explains how to do so.

Xerox software is designed for multinational use, so your
system’s default settings might differ slightly from those shown
in this publication. The software works the same way,
however, despite such differences.
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CREATING AND EDITING DOCUMENTS

The document is the fundamental object in GV Write. ltis a
formatted text file in which you can include graphics, charts,
frames, and tables. This chapter describes how to create a
new document, enter and edit text, and paginate your
document to divide it into pages of the proper length. The
following illustration shows some of the features that you use
when creating and editing documents.

The Content menu contains commands for using
many of the special features associated with the
document such as tables, fields, and indexing.

The Clipboard menu con-
tains commands for using the
clipboard. For more infor-
mation see the GLOBALVIEW

The Document menu contains commands for Workspace User Guide.

working within the document, such as pagination
commands.

7] sample Doc -1
The name of the — [sample Dac -1 1
document that you enter
in the document pro-
perty sheet appears in
the window header.

{— The Floating Items menu
displays commands that do
not fit in the window header.

varagraphinthesample
cing betweenthe parag

_..-»“”\‘

Pvou could arrange test using the follawing items:

o2 bulletz
oz 13k

voucould aleo 3dd 3 table toyvour document, §

&lob Title
Engineser
heritar

&, Jahrzon |&ieretary

&sample Document footing™

For pointers to information on creating specific parts of a

document, see the section “General procedure for creating a
document.”
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General procedure for creating a document

1-6

Blank
Doum
ent

This procedure describes the general steps for creating a
document. Detailed procedures for creating a document are
described in the following sections of this chapter.

To create a document:

1. Copy a Blank Document icon from the Basic Icons folder
to your workspace.

2. Rename the document.

Open the document and select Edit.
4. Do the following in any order:

¢ Type and edit the text.

¢ Add graphics, tables, and charts.

e Set properties for the page format, paragraphs, and
characters.

5. Paginate the document to create page breaks.

4 Tip: For pointers to information on creating specific parts
of a document, see the following illustration. 4

WRITE AND DRAW USER GUIDE



To set the overall page
size, see chapter 2,
“Setting page layout.”

To show hidden charac-
ters such as paragraph
characters and page
format characters, see this
chapter.

To enter text and create
paragraphs, see this
chapter.

To use tabs, see chapter 3,
“Formatting text.”

To change text and
paragraph appearance,
such as making text bold
and centered, see chapter
3, “Formatting text.”

To create footings, see
chapter 2, “Setting page
layout.”

To use the vertical and
horizontal scroll bars, see
this chapter.

CREATING AND EDITING DOCUMENTS

F".\-l

Sample Doc -1

Disample Dac - 1

&sample b heading

Tivsi pasaytaph in sires

&voucould slzo add 3 table tovourdocument, §

dHame dlob Title &HireDate
i, smith engineer Az 12,1979
&6, Erown iluly12,12
@, lohnzon diept, 2,10

L

&dSample Document footing™

Bl B3
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H— To create headings, see

chapter 2, “Setting page

layout.”

To change page margins,
see chapter 2, “Setting
page layout.”

To add graphics, see
chapter 13, “Using frames
in documents.”

To create custom page
layouts with text that flows
around graphics or charts,
such as in a newsletter or
brochure, see chapter 2,
“Setting page layout.”

To create tables, see
chapter 11, “Adding tables
to documents.”

To create page numbers,

see chapter 2, “Setting
page layout.”
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Copying and renaming a Blank Document icon

To copy a Blank Document icon to your workspace and
rename the icon:

] 1. Open Basic Icons folder in the Workstation folder of the
Directory

Directory icon.

2. Copy the Blank Document icon from the Basic Icons
folder to your workspace.

3. Select the document icon and press PROPS.

The Document property sheet appears.

Tl : Document Properties

Document Praperties Dcxneé Cancel Defa lts:
Marne Elank Docurment l |
Version of: 28-4ug-92 1415321
B! Larna Eckerman:sand:xerox
Size {document pages): 1
Size (disk pages): 1a

0@

HE *

cent Color |§] ‘

4. Press DELETE to delete the name.
Type the new document name in the Name box.

6. Select Done.
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Entering text in a document

A blank document contains default properties that specify text
appearance, paragraph layout, tabs, and page formatting. The
default page size for a blank document is 8 1/2 by 11 inches
with one inch margins. The default font is Modern, 12 point.

With these properties already set, you can enter text
immediately. You can change the text and document
appearance later if you want to use different properties. For
details on setting page format properties, see chapter 2,
“Setting page layout.” For details on setting paragraph and
character properties, see chapter 3, “Formatting text.”

When you first open a document, it appears in read-only
mode. In this mode you can view the document, but you
cannot edit the contents. After you change the document to
edit mode, additional commands appear in the document
window header. For details on using these commands see the
sections “Saving and closing your document” and “Canceling
changes to your document.”

4 Note: You can edit your User Profile so that your
documents open in edit mode automatically. For more
information, see the section “Changing the defaults for
documents and books.” 4

To enter text in a blank document:

1.  Open the document and select Edit in the document
window header.

When a document is in edit mode, the blinking caret
appears in the upper left corner of the document and
different commands appear in the window header.

r".‘_.

Sample Doc -5

[sample Dac -5 Done ! Save! Reset! )i @}

2. Enter the text.
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To add text to existing text:

1. Move the mouse pointer to the position in the text where
you want to enter new text.

2. Click the Select mouse button to place the caret.
3. Type the new text.

You can use the AGAIN key to repeat text entry operations,
including inserting paragraph, new line, and tab characters,
and backspacing over characters. The system “remembers” up
to 100 keystrokes entered since the last time you made a
selection. This feature is useful for repetitive text entry in
tables or forms. It works within a document and between
documents.

For example, if you want to enter a name and address in
several different places on a form, or on different forms, you
can type the name and address once and use the AGAIN key to
enter it in the other places.

To repeat a text entry operation:
1. Type the text or characters.

2. Move the pointer to a new location for the text or
characters and click the Select mouse button.

3. Press AGAIN.

Adding new paragraphs and lines

|

A paragraph character (shown enlarged) separates paragraphs
from each other. The paragraph character contains the
properties for an entire paragraph such as spacing before and
after the paragraph and line height.

A new-line character (shown enlarged) forces a break in a line
of text. The new-line character does not contain any
paragraph properties, but does contain character properties.

WRITE AND DRAW USER GUIDE
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The new paragraph or line retains the properties of the
previous paragraph. For information on setting paragraph and
character properties, see chapter 3, “Formatting text.”

To insert a new paragraph:

» Press RETURN.

To insert a new line:
» Press SHIFT+RETURN.

GV Write automatically wraps lines of text so that the text fits
in the page or paragraph margins. You can also manually
break an existing paragraph or line.

To break an existing paragraph or line:

1. Position the caret where you want the new paragraph or
line to start.

Ti Sample Doc -5 1

[sample Dac - & Done | Save! Reset

roperty
P efare Paragraph propertyizsingle, The
after Paragraph propertyiz 1102,

2. Insert a new paragraph or a new line.

k] Sample Doc -5

Dsample Doc -5 Done{ Save! Reset! [V

vissingle, The Betors
2, The &fter Parzaraph
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Inserting hyphens manually

You can manually insert hyphens in your text by typing the
hyphens where you want the word to break. You can also
create custom hyphenation dictionaries so your document
hyphenates automatically. For information on automatically
hyphenating your documents, see chapter 5, “Hyphenating
text automatically.”

Creating compound words

You can use a standard hyphen (-) to create compound words,
such as “one-time offer,” or “cross-reference.”

4 Note: A standard hyphen always prints, even if you edit
your text so that the entire word fits on one line. If you want
the hyphen to print only when the word breaks across two
lines, use a discretionary hyphen. For information on inserting
discretionary hyphens, see the section “Using a discretionary
hyphen.” 4+

To insert a standard hyphen:

1. Position the caret in the text where you want to insert the
hyphen.

2. Press the HYPHEN (-) key.

Using a discretionary hyphen

If you have a long word that you are not sure will require
hyphenation, you can insert a discretionary hyphen in an
appropriate place. Then, the system hyphenates the word
only when the word breaks across two lines. If you add or
delete text so that the word does not need to break, the
hyphen character does not print, as shown in the following
illustration.

1-12 WRITE AND DRAW USER GUIDE
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Thl’ iz 3 zample paragraph to demaonztrate
5 discre-
‘m:l-.

of the dl-lrl:flnr ¥ bryphen,

ry
v-'r‘lfr*lF'd in the

= -md
bvphenate onby when nec

When using autohyphenation, you can override an
inappropriate hyphenation point by inserting a discretionary
hyphen at a different location.

You can also prevent a word from hyphenating during
autohyphenation by placing a discretionary hyphen before it.

4 Note: When you use autohyphenation, the software
considers the paragraph justification and the different
hyphenation points of a word to produce the tightest line
without large gaps between words. If you change the
autohyphenation by manually hyphenating text, you might
create gaps between words, especially if the text is fully
justified. 4

To insert a discretionary hyphen:

1. Position the caret in the text where you want to place the
hyphen, either before the word to prevent autohyphen-
ation, or at a new hyphenation point within the word.

2. Press KEYBOARD+SPECIAL+E.

If you are showing the non-printing characters, the
discretionary hyphen appears on the screen as a tiny
rectangle. If you are not showing the non-printing
characters, the discretionary hyphen does not appear
unless the word breaks across two lines. Then it appears
as an ordinary hyphen character (-).
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Forcing a hyphenated word to stay together on one line

You can insert a non-breaking hyphen in a hyphenated
(compound) word, so that it always appears on the same line.
You might use this type of hyphen for fractions, such as
one-half, or nationalities, such as Indo-European.

To insert a non-breaking hyphen:
1. Position the caret where you want to place the hyphen.
2. Press KEYBOARD+SPECIAL+R.

If you are showing the non-printing characters, the non-
breaking hyphen appears on the screen as a thicker
hyphen character. If the non-printing characters are not
showing, the non-breaking hyphen appears as an ordinary
hyphen character (-).

Forcing non-hyphenated words to stay together on one line

You can insert a non-breaking space instead of a regular space
between words so that they always appear on the same line.
You might use the non-breaking space for a personal or
company name, such as Smith & Jones.

4 Note: The non-breaking space character is only available
in Modern and Classic fonts. If you enter a non-breaking
space in any other font, the space appears in your text as a
black box. 4

To insert a non-breaking space:

1. Position the caret where you want to place the non-
breaking space.

2. Press KEYBOARD+SPECIAL+W.

If you are showing the non-printing characters, the non-
breaking space appears on the screen as a tiny “v” shape.
If the non-printing characters are not showing, and you
are using Modern or Classic fonts, the non-breaking space
appears as an ordinary space.
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Showing hidden characters

Structure Characters/ such as the BThizizthe first parsaraph in the zample document,
page format character and frame :
anchor, appear in the document.
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GV Write uses two kinds of hidden characters:

e Structure characters that define the document format, such
as page size and margins, and indicate the position of
fields, graphics, and tables

¢ Non-printing characters that define text position, such as
paragraphs, new-line characters, paragraph tabs and line
tabs

Usually, you do not need to show these characters. However,
when you edit a document, it is often necessary to display the
hidden characters. For example, if you want to change the
page format, you need to display the page format character so
you can select it.

When you show hidden characters, they appear only on the
screen. Hidden characters do not print.

To show structure characters:

» Select Show Structure in the Document menu.

Blank Document —i

Donef Sawe ! PRINT | Resetf

an-Printing with Spaces

P P T T P PR

Sample Document heading ’.‘

nipsr de"lll’l(h“ sample docurnent,
th
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To hide structure characters:

» Select Don’t Show Structure in the Document menu.

Blank Document

None i Save ! DRINTY Recet

Ian—Brintina witha

To show non-printing characters and spaces between
characters:

» Select Show Non-Printing with Spaces in the Document
menu.

Blank Document

o fco PY-ITNE A 3~ 4

Show Structure

The spaces appear as tiny dots in the text.

show Mon-Frinting without Spaces

To show non-printing characters without the spaces:

» Select Show Non-Printing without Spaces in the
Document menu.

To hide non-printing characters and spaces:

» Select Don’t Show Non-Printing in the Document menu.
To see spaces without displaying other non-printing
characters:

» Select Show Spaces in the Document menu.

To hide spaces:

» Select Don’t Show Spaces in the Document menu.
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Entering characters from alternate keyboards

You use alternate keyboards to enter characters and symbols
that are not available on the standard English keyboard. You
use the Special keyboard for documents, shown in the
following illustration, to enter characters such as the page

PR - IO PR S P ~ e A ~ ~C
format character, break character, draw frames, and tables.

i =l Keyhboard Window

You use the Office keyboard, shown in the following
illustration, to enter symbols such as circled numbers, boxes
for checklists, and fractions.

T =] Keyvboard Window R

Keyboard wWindow
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You add accented characters to your text by entering them
directly from an alternate keyboard, such as the European
keyboard shown in the following illustration.

[y

Some other alternate keyboards that contain accented
characters are the French, French Canadian, German, Greek,
Italian, Spanish, and U.S. Russian keyboards.

To enter a character from an alternate keyboard:
1. Position the caret where you want to enter the character.

2. Press and hold KEYBOARD, and use the mouse or the
corresponding function key to select the soft key for the
alternate keyboard you want.

If you do not see the keyboard name you want, select the
MORE soft key to display other keyboard names.

3. Continue holding KEYBOARD, and select the SHOW soft key
to display the alternate keyboard.

If you know which key corresponds to the character you
want, you don’t have to show the keyboard.

4. Continue holding KEYBOARD and the keyboard name, and
select the character you want using the mouse or by
pressing the corresponding key on the physical keyboard.

The character appears in your document.

5. Release KEYBOARD.
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Close the keyboard and keypad windows by selecting
Done.

For more information on using alternate keyboards, see
the GLOBALVIFW International Keyboards User Guide.

If you need to type several characters, you can set the key-
board so you don’t have to keep holding down the KEYBOARD
key as vou type.

To show and set an alternate keyboard:

1.

Press and hold KEYBOARD, and select the alternate key-
board you want to use.

If you do not see the keyboard name you want, select
MORE to display other keyboard names.

Continue holding KEYBOARD, and do one of the following:

¢ If you want to show and set the keyboard, select
SHOW, then SET to display and set the alternate
keyboard.

¢ If you only want to set the keyboard, select SET.
Release KEYBOARD.

The keyboard remains set until you change it. After
setting it, all characters you type are from that keyboard.

Specifying the language and text direction

WRITE AND DRAW USER GUIDE

Each system has a default document language specified when
GLOBALVIEW is installed. When you create a document, the
language is automatically specified for that document by the
system. The document language determines the following:

Text flow direction across the page or from one column to
the next (Left to Right or Right to Left)

Which hyphenation dictionary is used to hyphenate the
text

Whether the decimal point in financial figures contains a
period or a comma
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You can override the document language for an individual
document or paragraph by specifying a different language and
text direction for the paragraphs within the document.

4 Note: If your document layout uses columns, you also
need to change the Column Direction property in the Page
Layout property sheet to match the paragraph Text Direction
property. 4

To change the language and text direction for a new
document or a paragraph:

1. Do one of the following:

¢ In a blank document select the first paragraph
character and press PROPS.

Properties set in this paragraph character are
continued in the paragraph characters that you enter
after it.

e Select the paragraph character you want to change.

2. Select the language you want from the Language property
menu.

l‘ Language |§ U3 English
=

Q —— 53+ Us English
U5 English
Hj LK Enalish
French
; o :

German

spanish

Fortuguese

Enalish Canadian

The language you select appears in the Language box.

3. Select the Text Direction property you want.
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4. Select Done.

5. Paginate the document.

Saving your document

Select Done to save and close
your document.

Select Save to save the
document and return it to
read-only mode.

Select Save & Edit to save the

document and keep it open in
edit mode.
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If you select Edit when you open a document, the document is
in manual edit mode. If you do not have to select Edit when
you open a document, it is in automatic edit mode.

In manual edit mode, use the following methods to save your
document:

"o Blank Document

[DBlank Dacument Done | Save | Reset! SavedEdit! [

In automatic edit mode, the system saves your document
periodically. You can't select Save or Save & Edit to save the
document, but when you select Done, the system saves your
latest changes.

When you select the command Compress and Paginate in the
Document menu, your document is also saved. See the
section “Paginating your document” for more information on
the effects of paginating.



CREATING AND EDITING DOCUMENTS

Canceling changes to your document

If you select Edit when you open a document, you can cancel
changes made to the document since you last selected any of
the following commands:

Edit

Save

Save & Edit

Compress and Paginate

If your User Profile is set for documents to open in automatic
edit mode, the system saves your document periodically and
you can’t cancel changes. For more information, see the
section “Changing the defaults for documents and books.”

To cancel changes to your document:
1. Select Reset in the document window header.

The system displays a message asking you to confirm or
cancel the command.

2. Select Confirm.

The document returns to the state it was in when you last
saved or paginated it. It also changes from edit mode to
read-only mode.

3. If you want to continue editing the document, select Edit
in the document window header.

Selecting and deselecting text

Before you can make changes to text, such as changing
properties, you must select the characters you want to edit.

4 Tip: To select characters more easily and accurately, show
the structure and non-printing characters as described in the
section “Showing hidden characters.” 4

1-22 WRITE AND DRAW USER GUIDE



CREATING AND EDITING DOCUMENTS

Selecting text

With the multiple-click selection method you can quickly
select words, sentences, or text blocks.

To select text using the multiple-click method:
1. Position the pointer on a character.

2. Without moving the pointer, click the Select mouse button
as described in the following illustration:

Click once to select a single character. —@This paragraph shows the result of placing
the pointer on the letter “n™ at the end of
buttoff and clicking the
once, This t= only the

ult of placing
at the end of
icking the Select mouse button
he word “button™ and

space, if there is one. If the word is followed by a the pointer on the letter
punctuation mark, the word and the preceding
space are selected.

Click three times to select a sentence and the —
following space or spaces. Clicking three times
also selects any tabs preceding the sentence and

any table of contents markers in the sentence.

HThis paragraph s : placing
the pointer on the letter “n”™ at the end of
button and clicking the Select mouse button

rd “button™ appears
wing the sentence,

Click four times to select all the text in a paragraph — FARSEICHIETRIE )
including the paragraph character. Clicking four the pointer on the letter
times also selects any structure characters, such as button and clicking the Select mouse button
frame anchors or break characters, that follow the our times, This selects all the text in this

h. paragraph including the paragraph
paragrap character)
Click five times to deselect all except the first — &This paraaraph shows the result of placing
character you selected. the pointer on the letter “n™ at the end of
but nd clicking the Select rmouse button
five tirmes, Only the “n™ characterisselected,
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Deselecting text

With the select-adjust selection method, you can select any
range of text by selecting the first and last characters in the
range. The last character of the selection can be on a different
page from the first character.

To select text using the select-adjust method:

1. Move the pointer to the first character of the text you want
to select and click the Select mouse button.

2. Move the pointer to the last character of the text you want
to select and click the Adjust mouse button.

4 Tip: If you want to select several pages of text, select the
first character, use the scroll bars to move to the correct page,
then select the last character. For information on using scroll
bars, see the section “Moving around in your document.” 4

If you select a portion of text or a paragraph and then decide
you want to include more text in the selection, you can extend
the selection forward or backward. Character and paragraph
properties are selected based on the original selection.

To extend a text selection:

1. While text is selected, position the pointer on the last
character of the text that you want to include in the
selection.

2. Click the Adjust mouse button.

4 Note: If you use the multiple-click method to select a
word, sentence, or paragraph, and then extend the selection,
the extension will reflect the unit that was originally selected.
For example, if you click the Select mouse button twice to
select a word, any extension of that selection includes only
whole words, not parts of words. 4
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To deselect all text selections:

» Position the pointer outside the document window and
click the Select mouse button.
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Setting the caret position when selecting text

You can position the caret by selecting text. When you use
this method, the caret appears either to the right or the left of
the selection depending on how you define the Caret Position
entry in the System section of the User Profile.

To make the caret always appear to the right of a selection:
» Define the Caret Position entry as Always After.

This is the default setting.

To make the caret appear to the right or left of a selection:
» Define the Caret Position entry as Nearest Side.

If you use this setting, the caret appears on the side of the
selection nearest to where you place the pointer when
you make the selection. This is useful if you use the
multiple-click selection method to place the caret before
or after a word or sentence. For example, if you place the
pointer on the “0” in the the word “something” and
double click the Select mouse button, the caret appears at
the beginning of the word. If you place the pointer on the
“h,” the caret appears at the end of the word.

Copying and moving text
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You can copy or move text to a new location in the same
document or to a different document.

To copy or move text:
1. Select the text you want to copy or move.
2. Do one of the following:

To copy a selection, press COPY.
¢ To move a selection, press MOVE.

The pointer shape changes to either a copy or move
pointer shape.

1-25
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3. Position the pointer at a new location for the text and
click the Select mouse button.

If necessary, you can scroll to the location without
interrupting the copy or move operation. To do this, use
the copy or move pointer in the document scroll bars the
same way you use the regular pointer. The pointer retains
the copy or move shape until you select the destination
for the selection.

To cancel the copy or move operation after pressing COPY or
MOVE:

» Press STOP.

Deleting text

1-26

You use the DELETE key to delete any selected characters
including structure characters such as frame anchors or break
characters. The DELETE key is useful for deleting large text
selections. You use the BACKSPACE key to delete characters
and words to the left of the caret. You cannot delete structure
characters using the BACKSPACE key, but you can delete non-
printing characters such as tabs and paragraph characters.

You cannot delete the default paragraph character or the
default page format character at the beginning of a document.

To delete page numbers, page headings, or page footings, edit
the property sheet for the page format character. See chapter
2, “Setting page layout,” for more information.

4 CAUTION: Deleted text can only be recovered by using
the Reset command. If your User Profile is set so that your
documents open in automatic edit mode, make a copy of your
document before deleting graphics or large portions of text, so
you can recover the deleted items if necessary. 4
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Using the Delete key

To delete characters using DELETE:
1. Select the character or characters to delete.

2. Press DELETE.

Using the Backspace key

To delete a character:
1. Select the character to delete.
2. Press BACKSPACE.

After the caret is placed, you can continue to delete single
characters by pressing BACKSPACE.

To delete a word:

1. Select the last character, or the space to the right of the
last character, of the word to delete.

2. Press SHIFT+BACKSPACE.

To delete part of a word:

1. Select the last character of the word part you want to
delete.

For example, if you type the word “something” and want
to delete “some,” you would select the “e.”

2. Press SHIFT+BACKSPACE.
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Moving around in your document

The document window has scroll bars that you use to move
the document page vertically and horizontally. You can also
move to a specific page or proportionally in a page using the

scroll bars.

Moving the document page vertically and horizontally

The different elements of the scroll bars provide various ways
of moving your page vertically and horizontally. The vertical
scroll bar moves the pages backward and forward within the

document.

1-28

The up arrow scrolls the window display backward in the
document, line by line. The page moves up.

The minus sign displays the previous page.

The middle area, called the “thumbing area,” represents the
length of the document. The black diamond indicates where
the displayed screen of text is located in relation to all the
text in the document. If you have paginated the document,
you can use the thumbing area to move to a specific page
using the Select mouse button. You can also move
proportionally in the document, whether you have paginated
or not, using the Adjust mouse button.

The plus sign displays the next page.

The down arrow scrolls the window display forward in the
document, line by line. The page moves down.
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The horizontal scroll bar generally works the same way as the
vertical scroll bar, but instead of moving the page up and
down, the page moves from side to side. There is no
thumbing area in the horizontal scroll bar. If the page edges
are displayed, the minus and plus signs have no effect on the
page position.

If the left edge of the page is not
displayed, the minus sign moves
the page quickly to the right to
display the left edge.

The left arrow moves the page
to the right in small increments.

The right arrow moves the page
to the left in small increments.

If the right edge of the page is
not displayed, the plus sign
moves the page quickly to the
left to display the right edge.

Moving to a specific page

To move to a specific page of your document:

1. Position the pointer in the thumbing area of the vertical
scroll bar.
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2. Press and hold the Select mouse button in the thumbing
area.

When you hold down the Select mouse button, the
number that appears in the thumbing area signifies the
physical page number of a paginated document.

3. Move the mouse vertically until you see the page number
you want.

4. Release the Select mouse button at the correct page.

The page you selected appears in the window.

Moving proportionally in a page

You can use the thumbing area of the vertical scroll bar to
move to an approximate location in a page, such as half or
two-thirds of the way through. This is useful for viewing large
tables or a long page of text that has not been paginated.

To move to approximate locations in a page:

1. Position the pointer in the thumbing area of the vertical
scroll bar.
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2. Press and hold the Adjust mouse button in the thumbing
area.

"< Sample Doc - 7 —i vl Sample Doc - 7 K
Diswople D - 7 pone [ £t [ /]

Msample Doc - 7 Dane| Editi [

A number appears indicating the percent of the page that
will move to the top of the document window.

3. Move the mouse vertically in the thumbing area until you
reach the approximate location on the page that you
want.

4. Release the Adjust mouse button.

The percentage of the page that was indicated by the
number in the thumbing area moves to the top of the
document window.

4 Tip: Proportional scrolling is not an exact movement like
scrolling to a specific page number. The effect can be dif-
ferent depending on the length of a table or unpaginated page.
Practice using the thumbing area on a table or document
withwhich you are familiar so you can see how much the
page scrolls when you choose a particular percentage. 4
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Paginating your document

Pagination affects a document’s layout in the following ways:

¢ Changes the document from a continuous scroll of text
into a sequence of pages. The page boundary lines
change to indicate the top and bottom of the page.

e Applies page format properties. These properties control
the page layout, headings and footings, and page
numbering.

e Applies page breaks and column breaks for each break
character.

During pagination, automatic widow and orphan control
prevents the first line of a paragraph from remaining at the
bottom of a page, or the last line of a paragraph from
remaining at the top of a page.

Before generating a table of contents or an index, be sure to
paginate your document.

Always paginate your document after doing the following:
* Entering more than a page of text in a new document

* Making substantial editing changes such as inserting or
deleting text

¢  Modifying the layout of individual pages ‘

¢ Inserting or deleting frames such as table, draw, equation,
bitmap, illustrator, or footnote frames

e Inserting or deleting table rows and table columns

You can paginate closed or open documents, books, and
folders. You can paginate more than one document at a time.
You cannot paginate mail folders, mail notes, dictionaries, or
canvases.

Pagination is a background activity, so you can use your
workspace for other activities while your document is
paginating. During pagination of an open document, the
document window temporarily clears. The current page
reappears in the document window when pagination is
complete.
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le 1-1 describes the commands for paginating opeh

documents. For information about paginating books, folders,
and closed documents, see the section “Paginating books,
folders, and closed documents.”
Table 1-1.  Pagination commands
Applies page
Saves the format Reduces disk
Commands document properties pages Comments
Compress And Yes Yes Yes Takes longer to finish
Paginate paginating than the
Paginate command
Paginate No Yes No Fastest way to
paginate an entire
document
Paginate No No No Fastest way to see
Displayed Pages page breaks on the
displayed page after
editing
Paginate No No No Fastest way to see
Specified Pages page breaks on a
range of pages after
editing

Paginating an open document

To paginate an open document:

1.
2.
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Position the pointer on the Document menu.

Press and hold the Select mouse button to display the
menu choices.

Do one of the following:

e Select Compress and Paginate.
¢ Select Paginate.
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Blank Document ~

31

Shovw Structure

Showe Mon—Printing with Spaces
Show Man—Printing without Spaces
Extract Scripts and Rules

Showe Stylesheet

Carnpress and Paginate
Faginate ———-—-I
Faginate Displayed Pages
Faginate specified Pages

Select either of these
commands.

For information on pagination commands, see Table 1-1.

Paginating specific pages

To paginate specific pages of an open document:

1.
2.

3.

Position the pointer on the Document menu.

Press and hold the Select mouse button to display the

menu choices.

_Blank Document

..g»v‘-’,?ﬁ

=0

Shiovwe Structure

Showe Mon—-Printing with Spaces
Showe Mon—-Printing without spaces
Extract Scripts and Rules

Show Stylesheet

Compress and Paginate
Paginate

Faginate Displayed Pages
Paginate Specified Pages ——I

Do one of the following:

Select either of these
commands.

Select Paginate Displayed Pages.
¢ Select Paginate Specified Pages.

WRITE AND DRAW USER GUIDE



CREATING AND EDITING DOCUMENTS

If you select Paginate Specified Pages, the Paginate
option sheet appears.

Paginate Optians

Paginate Options Start! Cancel!

Starting Page Mumber I:I Ending Fage FMurmber

4

Specifies the number of the first
page in the range of pages to
paginate. The number of the

displayed page appears in this
box automatically.

Specifies the number of the last
page in the range of pages to
paginate. The number 9999

appears automatically to
indicate the end of the
document.

4. If necessary, edit the numbers appearing in the Starting
Page Number box and the Ending Page Number box.

5. Select Start.
For information on pagination commands, see Table 1-1.

4 CAUTION: After paginating specified pages several times,
the system might not be able to find the page range you
specify. To prevent this, occasionally paginate the entire
document. 4

Forcing page breaks

You can add break characters to your document to force pages
to end and begin a new page. Adding page breaks is useful
for placing tables and graphics correctly in the text.

To add a page break:
1. Position the caret where you want the page to break.
2. Press KEYBOARD+SPECIAL+2.

H A break character (shown enlarged) appears in your
document.

3. Paginate the document.
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Keeping paragraphs together
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If you have two paragraphs that you want to keep together on
the same page, use the following procedure. For example, if
you have a heading positioned at the bottom of one page and
the paragraph that follows it at the top of the next, you want
the heading to be on the same page as the paragraph.

To keep two paragraphs together:

1. Position the caret in the first paragraph of the pair.
2. Press PROPS.

3. Select Paragraph for Display.

4

Select Same Page As Next Paragraph for the Keep On
property.
oeEure I‘-Jldulcipll m [ e | vuye | I’Il.ll!: |'.J|

after Paragraph 1142 | Double | Triple | o1

Keep on Next Paragraph

Language (5 | Us English Text Direc

4 Note: The anchor associated with a graphics frame or table
uses the properties of the paragraph character preceding the
anchor. To force a paragraph and a following graphics frame
to stay on the same page, use the previous procedure.

GV Write automatically backfills text behind frames that are
too large to fit on the page where you place the anchor. If,
after paginating your document, you don’t want the text to
backfill, add a break character (KEYBOARD+ SPECIAL+2)
immediately after the anchor and repaginate to force the
backfilled text after the graphics frame or table. 4

For more information about tables, see chapter 11, “Adding
tables to documents.”

For more information about graphics frames, see chapter 13,
“Using frames in documents.”
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Paginating books, folders, and closed documents
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When you paginate a book or folder, the system numbers the
pages of the documents sequentially, according to the order in
which you place the documents in the container. For the
system to do this, you must first set the Restart and Continue
properties you want in the Page Numbering property sheet for
each document. For more information, see chapter 2, “Setting
page layout.”

When you paginate nested documents in a hierarchical
container such as a folder or a book, all documents within the
container paginate in sequence. Messages display the name
of the container and the name of the documents as they
paginate.

To paginate a book, folder, or closed document:

1. Select the icon for the book, folder, or closed document
you want to paginate.
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2. Select Paginate or Compress and Paginate in the

Workspace menu.

ipace 1

eate Workspace | Move ltons{ Copy leans I:]WE

i

1,0 N
TN me
wasteba Directory

sket Loader o

Date and time

Open Text Magnifier Window
End Sessi
spelling Checker

Extract Scripts and Rules
Turn Redlining On

Load Expansion Dictionary

store Expansion Dictionary
Compress and Paginate

Paginate

Uparade

Chanage to Fostaoript loon

#dobe

Folder{File Drawer Display Options

Open With Simple Editor
show User Profile

Purge wastebasket
Shove Size

These commands work the same way as the Paginate and
Compress And Paginate commands described in
Table 1-1.

Finding text

You use Find to locate text characters. For information on
locating structure characters, see the section “Finding structure
characters” in this chapter. The following sections describe
how you can use Find to:

Find text with specific properties

Find text in tables, frames, or captions

Use wildcards when specifying the text to be found
Replace the found text
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4 Note: The document does not have to be in edit mode for
you to find characters, but must be in edit mode if you want to
replace characters. 4

To find text:

1. Position the caret in the document where you want the
search to begin.

D e e
Fress riND.

No

The Find option sheet appears.

i3 Find

Find Close! Start! Confirm Change | Reset|

search for 'A I
By matching Text and Properties
Include Deleted Text
In Rest of Docurnent l Current Selection l

Include Frames

Change It

3. Inthe Search For box, type the characters that you want to
find.

4. Indicate the search area by selecting the In option you
want:

e Entire Document - Searches the entire document
regardless of the caret position.

e Rest of Document - Searches the document starting
from the caret position and continuing to the end.

e Current Selection - Searches only text you select just
before selecting Start.

If you place the caret in a frame and select Rest Of
Document or Current Selection, the system searches only
the text in that frame, and any contained frames.

5. To include text marked for deletion by redlining, select
Include Deleted Text.
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6. To find text independent of capitalization, select Ignore
Case.

7. Select Start.

If you receive the message, “Can’t Start: select document
text first,” select the location in the document where you
want to begin the search and select Start.

4 Tip: If no match is found, check the text in the Search For
box for errors. Correct any errors, select a location in your
document, and select Start again. 4

Continuing a search

To continue a search after a match is found:
» Do one of the following:

¢ Select Continue in the header of the Find option
sheet.

e  Press FIND two times quickly.

If you edit the document after starting a search, the search
stops.

To continue a search after editing the document:
1. Select Rest Of Document for the In option.

2. Select the location in the document where you want the
search to begin.

3. Select Start.

Stopping a Find operation

To stop a Find operation if the pointer has changed to an
hourglass:

» Press sTOP.

The Find operation stops. If you were replacing text, a
message reports how many matches were found and
changed.
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To stop a Find operation after starting a search:

4

Do one of the following:

¢ Change an option in the Find option sheet.
¢ Close the document you are searching.
e Edit the document you are searching.

Finding text with specific properties
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You can find text with specific properties such as weight,
posture, or point size.

To find text with specific properties:

1.

Use one of the following methods to place characters with
specific properties in the Search For box:

e Type text in the Search For box, select the text, and
press the function keys to apply the properties you
want.

e Copy the characters with the properties you want
from a document into the Search For box.

¢ Type text in the Search For box and use SAME to apply
the properties of existing text in the document. See
chapter 3, “Formatting text,” for details on using SAME
to apply text properties.

Select Text and Properties for the By Matching option.

i aE! Fim
Find ’:lk

search for |

Text and Properties

By rnatching

Select the other Find options you want.

Select Start.
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Finding text in text frames, tables, and captions

1-42

You can include frames, tables, and captions in a search.
You can also limit a search to a particular frame or table
(including the caption).

To include frames, tables, and captions in a search:

» Select Include Frames before starting your search.

T  Find
Find CIE"E
search for L

By matching Text and Properties
Include Deleted Text
In Rest of Docun

The system searches for the specified text first in text
outside of frames and tables, then in captions, then inside
frames and tables.

To limit the search to a specific frame or table:
1. Select the frame or table border.
2. Press FIND.

The Find option sheet appears.

Select Current Selection for the In property.
4. Select Start.

The system searches for the specified text first in the
caption, then inside the frame or table. In a table, the
headers are included in the search.
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Finding and replacing characters
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Your document must be in Edit mode when replacing text.

4 Note: If you are searching for a paragraph character, and
the first match found is a paragraph character inside a table
cell or caption, the paragraph character is not changed. 4

To replace characters found during a search:

1. In the Find option sheet, enter the characters you want to
find in the Search For box.

2. Select the By Matching and In options you want.
3. Select Change It.

= Find
Find Close | Start! Confirm Change! Reset |
search for | | Py
By rnatching Text and Properties bt

Include Deleted Text
I Entire Document (KN A RiINTT gl=TN) I Current Selection

Include Frames
Change It
Change to | |

Ex altering Text and Froperties I |n:-:»ryfirrn Each Change

4. Enter the replacement characters and properties in the
Change To box.

5. Do one of the following:

¢ If you want to replace the text, but not the properties,
select Text for the By Altering option.

¢ If you want to replace the text and the properties,
select Text and Properties for the By Altering option.

6. If you want the search to pause after finding each match
so you can approve each replacement, select Confirm
Each Change.
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If you do not select this option, every match is changed
automatically.

4 Note: If Confirm Each Change is not selected, changes
are made in the document before they appear on the
screen. Therefore, if you stop the search and replace
operation, there might still be some changes made in the
document. The system updates the screen display when it
states the number of matches found and changes made. 4

7. Select Start.

8. If you selected Confirm Each Change, do one of the
following for each match found:

¢ Select Confirm Change to make the change.

¢ Select Continue to continue the search without
changing the match.

When the search is complete, a message appears showing
the number of matches found and the number of changes
made.

4 Tip: To verify that the first few changes are correct and
then let the search continue automatically, start the search
with Confirm Each Change selected and verify the changes
you want, then deselect Confirm Each Change and restart the
search. 4

Using wildcard characters when finding or replacing text
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You can use wildcard characters to specify any characters that
might appear in a specific position in a text string.

For example, assume you have a list of automobile license
numbers that have three letters followed by three numbers in
the form of ABC-123. You want to find all licenses that begin
with DGR and end in 7. You type DGR- 7 in the Search
For box. The symbol “[X]” is the wildcard character.

You can also specify wildcard characters in your replacement
text. You use this feature to locate items, such as part
numbers or prices, and update only part of the item you
locate.
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For example, assume you have a business plan that includes
numerous completion dates in the format of DD/MM/YY.
Currently, every project is ahead of schedule and will be
completed in 1994 instead of 1995 as planned so all you need
to change is the year. The string to search for is

Xl/X X1/95, and the replacement string is

X/ X [X1/94.

You can use wildcard characters to find characters that have
specific character properties, such as bold or italic face. You
can also assign different properties to the wildcard characters
you enter in the Search For box and those you enter in the
Change To box.

For example, you can locate each occurrence of italicized text
in a specific point size. A match occurs only when all charac-
ter properties are identical. In a search for all the italicized,
10 point text, any larger or smaller italicized characters are
ignored.

4 CAUTION: When using wildcard characters to replace text
or properties, make sure you have a backup copy of your
document that you can recover if necessary. It is
recommended that you practice using wildcard characters
before you replace large sections of text. Be as specific as
possible when indicating the characters or properties to
change, or you might replace characters or properties that you
don’t want to change. 4

To enter a wildcard character:

1. Position the caret in the Search For box or the Change To
box.

2. Press KEYBOARD+SPECIAL+X.

To apply properties to a wildcard character:
1. Enter a wildcard character in the Search For box.

2. Select the wildcard character and apply properties using
the function keys or SAME. See chapter 3, “Formatting
text,” for details on applying properties.
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Resetting the search options

To reset the search options:
» Select Reset in the Find option sheet header.

If you select Reset before you select Start, the Find option
sheet resets to the settings it had when you opened it, or the
last time you selected Start.

If you select Reset when the search pauses after finding a
match, the search is cancelled. The Start command replaces
the Continue command, and the caret remains with the last
match found before you selected Reset.

Finding structure characters

The Content menu includes commands to find structure
characters in a document.

Blank Document -

Dipeesic n - i E
s
select Table Column

Edit Text Frame Fill-in Order

Use this command to locate
items you marked for in-
clusion in the index.

Use this command to locate —
page format characters. This
command is useful if you

b | G0 to Mext Page Format Character

have mUItiple page format — |50 to Mext Break Character
characters in your document. —— |Ga to Mext Footnate Reference Use this command to locate
Go to Mext Indesx Object the next field in the docu-
Use this command to find — Go to Mext Field ment. If there is text in the

50 to First Fill-in

break characters. field, the text is highlighted.

Use this command to find This command locates the
footnote reference first field or table in the fill-in
characters. order, regardless of the caret
position.

These commands can be helpful if the height of the line
containing the structure character is too small for you to see
the character.

If you do not select a location in the document, the search
starts at the beginning of the document.
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4 Note: These commands work even if the document is in
read-only mode. However, you cannot make any changes
until you select Edit in the document window header. 4

Combining documents using books

A book is a collection of related documents, graphics, and
other files. You use a book to create a large document from
several files and maintain consecutive headings, footing, and
page numbers. This section describes how to create a book
and add contents to it. See Table 1-2 for information on
where to find more information about books.

Creating a book

To create a book:

1. Copy a Blank Book icon from the Basic lcons folder to
your workspace and press PROPS.

The Book property sheet appears.

(T Book Properties

Enok Properties Dane ! Cancel! Defaults |

Marne [Eﬁlank Bk

| Uniquely Marned Contents

Furnber Of Contained Iterms: 0

ize in pages: 14

leon Background Color D @

lcon Barne Color I:l lE] deep wiolet

2. Rename the Book icon.
3. Do one of the following:

e To prevent the addition of identically named objects
to the book, select the Uniquely Named Contents

property.
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The system displays a message if you try to copy
objects with identical names to the book.

¢ To allow the addition of identically named objects to
the book, deselect the Uniquely Named Contents

property.

You can then add identically named objects to the
book, and the system increments the version number
of each new object by one.

4. Select the colors you want for the book icon background,
name, and accent.

5. Select Done.

Adding contents to a book

A book can contain the following icons:

Document
Folder
Mailnote
Dictionary
Canvas
Book

To add contents to a book:

» Select one or more objects that you want to add to the
book and copy or move them to the Book icon or the
open Book window.

Items are added to the book in the order you select them.
Subsequent additions are placed at the end of the list.

4 Tip: In the Book window, you can display the creation date
and version of an object in a book. To do this, you set the
ShowCreateDate and Version entries in the Folder section of
the User Profile. You can also select options on the
Folder/File Drawer Display Options sheet instead of setting the
User Profile options. For more information, see the section
“Changing the defaults for documents and books” in this
chapter and chapter 17, “User Profile options for
documents.” 4
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Table 1-2 shows where to find more information about
combining documents using books.

Table 1-2.  Where to find more information about books

For information on:

See the section: In chapter:

Paginating a bock

-—

“Paginating your document” Creating and editing

documents

Creating headers and footers | “Creating consistent 2. Setting page layout
for a book headings and footings across

books”
Creating page numbers for a | “Numbering pages 2. Setting page layout
book sequentially across book

contents”
Creating a table of contents | “Generating a table of 7. Generating a table of

for a book contents for a book” contents

Creating an index for a book | “Creating an index for a 8. Indexing documents
book”

Creating footnotes in a book | “Numbering footnotes ina |9. Adding footnotes to
book” documents

Entering pre-defined text, graphics, and tables

WRITE AND DRAW USER GUIDE

The Define/Expand feature provides a fast way to enter
information into your documents. You create dictionary
entries in which you define abbreviations for items, such as
text blocks, special characters, signature blocks, logos,
addresses, and template tables or frames. Then, with a few
key strokes, you “expand” the abbreviations to recall the items
into your documents.

You can also use Define/Expand to bring styled information
into your documents. The associated style rules appear
automatically in the stylesheet for the document. For
information on using style rules, see chapter 10, “Using styles
to format documents.”
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General procedure for using Define/Expand

Each step in the following procedure is explained in more
detail in the following sections.

To use the Define/Expand feature:

1. Create an entry in a new or existing dictionary by defining
the item and its abbreviation.

2. Select Store Expansion Dictionary in the Workspace menu
to save your entries.

3. Expand the abbreviation to recall the entry into your
document.

Creating expansion dictionary entries

The first time you create a dictionary entry, the software
creates and loads a new dictionary for you. After you define
an item by entering it into a dictionary, you can recall it in
your document any number of times.

The loaded dictionary is the “active” dictionary. Entries can
only be made in or recalled from the active dictionary. If you
want to use a dictionary that is not active, you can load it
manually. For information on loading expansion dictionaries,
see the section “Changing the active dictionary.”

To create entries in a new or existing dictionary:
1. Do one of the following:

¢ If no dictionary currently exists or if the dictionary you
want to use is loaded, go to step 2.

e |If the dictionary you want to use is not loaded, select
the dictionary, and select Load Expansion Dictionary
in the Workspace menu.

For information on setting your User Profile to load a
dictionary automatically, see the section “Changing
the defaults for documents and books.”
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Select Cancel to close the option
sheet without adding anything to
the active expansion dictionary.
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In a document, select the item you want to enter in the
dictionary.

If the item is a frame or table, select the anchor.

4 Note: Text containing one or more fields cannot be
entered as a definition in a dictionary. However, frames
including fields can be entered. For information on fields
and field-bounding characters, refer to chapter 15,
“Creating forms using fields.” 4

Press SHIFT+DEF/EXP.
If you are prompted to create a new dictionary, select Yes.

The Define Options sheet appears.

ke pefine Options i

Define Options S‘St't? Cancel |

Sbbreviation: I |

Use Destination Char props on EXPAND ‘

In the abbreviation box, enter an abbreviation for the
item.

An abbreviation is a letter, symbol, or short word that you
use to recall the dictionary entry. When creating
abbreviations, keep in mind the following rules:

e Each abbreviation in the dictionary must be unique. If
you use an existing abbreviation, the system replaces
the entry with the new item. For more information,
see the section, “Redefining expansion dictionary
items.”

e Uppercase and lowercase letters in abbreviations are
ignored. For example, if you use P1 as the
abbreviation for a certain paragraph, then expanding
either P1 or p1 results in the same paragraph being
recalled into the document.
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5. If you do not want the item to use the properties of the
character that precedes it when you recall the item in a
document, deselect Use Destination Char Props On
EXPAND.

6. Select Start.

The abbreviation and its associated entry are added to the
active expansion dictionary.

7. Select Store Expansion Dictionary in the Workspace
menu.

4 Tip: When choosing abbreviations, use a naming system
that is easy to remember. Also consider assigning similar
abbreviations to groups of items. For example, abbreviations
for first-, second-, and third-level section headings could be
h1, h2, and h3. Printing your current dictionary can help you
avoid duplicating abbreviations. If you are not sure if you
have already used an abbreviation, try expanding it in a
document. If the abbreviation is not used, you see the
message “Abbreviation does not exist in the current
dictionary.” 4

You need to store (save) your dictionary after performing any
of the following actions:

e Creating a new dictionary
¢ Adding new items to a dictionary
¢ Redefining items in a dictionary

When you store a dictionary, a document icon appears in your
workspace. This document is a copy of the active dictionary.
You can edit, print, mail, and file this document as you would
any other document.

If you have an earlier version of this dictionary document in
your workspace, delete, rename, or file the original version to
avoid confusion.

4 Note: You cannot create dictionary entries by editing the
dictionary document. You can edit the dictionary document
to add comments, and redefine, delete, or rearrange the
entries. For information on redefining entries, see the section
“Redefining expansion dictionary items.” For information on
editing the dictionary document, see the section “Editing and
printing the dictionary document.” 4
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Recalling a dictionary item into a document

After you define the items in the dictionary, you can recall
them from the active dictionary into your document.

To recall a dictionary item into a document:

1. Position the caret in the document where you want to
enter the item.

2. Type the abbreviation for the item.

4 Note: The system assumes that an abbreviation
includes the characters you type plus those preceding the
ones you type back to the previous word delimiter, such
as a space, comma, period, or frame anchor. If there is no
word delimiter before the abbreviation you type, select
the abbreviation. 4

3. Press DEF/EXP.
The item is entered into the document.

4+ Tip: If the message “Abbreviation does not exist in the
current dictionary” appears, try selecting the abbreviation and
pressing DEF/EXP again. If the abbreviation is not in the active
dictionary, either create an entry for it or load the correct
dictionary. Then, repeat this procedure. 4

Editing and printing the dictionary document

After storing the active dictionary, you can edit the dictionary
document as you would any document to rearrange or delete
entries, or add comments. The dictionary document can also
be printed. This is useful for making a hardcopy of your
dictionary so you can look up entries.

4 Note: You cannot create new entries by editing the
dictionary document. To add entries, use the DEF/EXP key. For
details, see the section “Redefining expansion dictionary
items.” 4
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" “Sample DPoc -5
[ysampleDoc-5 ~ Donel Save! Reset| (Y1 A {

LR

-
In the dictionary document, [Tamr
each entry consists of a para- o
graph character, the abbrevia- D1 Tentd
tion, a line tab character, and a
the defined item, contained in ©
field-bounding characters. é

r &hizic 2 comment line in an expansion dicianary,

Comment lines are any lines in

the dictionary that do not follow Z_J
the entry format. The system ¢
ignores these lines. You can BTl

insert them anywhere you need
to describe the entries.

When you define a frame as an
entry, the frame anchor appears
inside the field-bounding
characters, and the frame
follows the field.

4 Note: You need to show structure and non-printing
characters to see all the parts of an entry as described. When
you reorganize dictionary entries, make sure you select the
entire entry, from the paragraph character through the second
field-bounding character. 4

If you include a page format character as part of a dictionary
entry, that character causes the dictionary document format to
change accordingly. You can counter the effects of the page
format character by inserting another page format character
after an entry containing a page format character, and setting
the second page format character’s properties to those you
want for the dictionary pages.

If you include a page break character as part of a dictionary
entry, that character causes the dictionary document to
paginate differently than you might intend.
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Changing the active dictionary

When an expansion dictionary is loaded, it becomes the
active dictionary. Only one expansion dictionary can be
active at a time. The active dictionary is accessed when you
define entries or expand abbreviations. It remains active until
you foad another dictionary or iog off.

To change the active expansion dictionary:
1. Select the dictionary you want to load.

2. Select Load Expansion Dictionary in the Workspace
menu.

If you are replacing an active dictionary, a confirmation
message appears. Select Yes to load the new dictionary.

4 Tip: If you have a dictionary loaded and want to create a
new dictionary, select a Blank Document icon and then select
Load Expansion Dictionary in the Workspace menu. 4

Redefining expansion dictionary items
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The best way to redefine items is to re-enter them in the
dictionary.

To redefine an expansion dictionary item and use the same
abbreviation:

1. Create a new version of the item by doing one of the
following:

e Recall the item into a document and make the
changes you want

¢ Recreate the item with the changes you want
2. Select the updated item and press SHIFT+DEF/EXP.

3. In the abbreviation box, enter the same abbreviation that
the item had before.
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Choose the setting you want for the Use Destination Char
Props On Expand property. For information on this
property, see the section “Creating expansion dictionary
entries.”

Select Start.

The old defined item is deleted from the dictionary and
replaced with the new item.

When you finish making changes, select Store Expansion
Dictionary in the Workspace menu.

Changing the assigned abbreviation

You cannot assign new abbreviations by editing the dictionary
document. Instead, you must reenter the item in the
dictionary using the new abbreviation.

To assign a new abbreviation to a previously defined item:

1.
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Recall the item into a document using the old
abbreviation.

Select the item and press SHIFT+DEF/EXP.
In the abbreviation box, enter a new abbreviation.

Choose the setting you want for the Use Destination Char
Props On Expand property. For information on this
property, see the section “Creating dictionary entries.”

Select Start.

The item is added to the dictionary with the new
abbreviation. The old abbreviation for the same item still
exists in the dictionary. You can edit the dictionary
document to delete the old entry. See “Editing and
printing the dictionary document” in this chapter.

When you finish making changes, select Store Expansion
Dictionary in the Workspace menu.
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Creating and using templates

Template documents save time, help assure consistency, and
generally reduce the amount of work required to produce

documents. You create a template document once and then
use it each time you need to create a document of that type.

For example, every month each member of a group must
submit a status report that follows the same format. One
person creates a template of this document with the correct
page size, columns, headings, footings, empty graphics frames
and tables, and style rules for the paragraph and character
format. Then, each person of the group makes a copy of the
template and enters their information as required. This saves
time because every person does not have to recreate the entire
document each month. It also assures that all the information
is presented in the same format which reduces the possibility
of errors and missing information.

GV Write provides some templates and samples for you with
Online Samples. If you are already comfortable working with
the software, these templates provide a quick start to creating
documents. For information on using the Online Samples, see
A Guide to GLOBALVIEW Online Samples.

For information on creating templates for newsletters,
brochures, and reports, see the section “Creating newsletter or
brochure layouts” in chapter 2, “Setting page layout.”

Changing the defaults for documents and books
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You can change the default values in property sheets and
other GLOBALVIEW objects by editing your User Profile. For
the step-by-step procedures, see chapter 17, “User Profile
options for documents.”

To edit default values, add or edit entries in the sections of
your User Profile as shown in the following list.

In the list, each entry is followed by a colon, one space, and
the preset default. Options for the default value appear on the
next line preceded by two dashes. Explanations follow
options that might not be self-explanatory.
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To change the preset default, replace it with one of the other
options for the entry.

[Documents]

Edit/Save: True
--TruelFalse

True—Causes the document to open in manual edit
mode. You have to select Edit before you can make any
changes to your document. You also have to save the
document by selecting Save or Save and Edit. You can
select Reset to cancel all changes made to the document
since the last time you saved it.

False—Causes the document to open automatically in edit
mode, and the system to save the document periodically.
You cannot reset the document.

Load Expansion Dictionary:

This entry lets you automatically load an expansion dictionary
when you log on. You must enter the dictionary name exactly
as it appears in the Document property sheet for the dictionary
document. There is no default for this entry.

[System]

Caret Position: Always After
--Always After|Nearest Side

Always After—When you select text in a document, the
caret follows the selection.

Nearest Side—If you use this setting, the caret appears on
the side of the selection nearest to where you place the
pointer when you make the selection.
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Line Height: Double
--SinglelOneAndOneQuarterlOneAndOneHalflDoublel Triple

Single—Sets the line height to 12 points.
OneAndOneQuarter—Sets the line height to 15 points.
OneAndOneHalf—Sets the line height to 18 points.
Double—Sets the line height to 24 points.

Triple—Sets the line height to 36 points.

[Folder]

ShowCreateDate: True
--TruelFalse

True—Shows the date the object was created.
False—Prevents the object creation date from showing.

Version: SeparateColumn
--SeparateColumnlWithNamelNone

SeparateColumn—Displays the version in a separate
column.

WithName—Displays the version in the name column.

None—Prevents the version from displaying.
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Setting page size

Setting page margins
Adding a binding margin to a simplex document
Adding a binding margin to a duplex document

Setting multiple text columns

Forcing text breaks in columns

Mixing page layouts

Creating page headings and footings

Formatting headings and footings by copying
from a document

Creating consistent headings and footings in
books

Setting page numbering
Adding new page numbers
Continuing the page numbering sequence
Changing the type of page number
Suppressing page numbers
Including a page number in a heading or footing

Numbering pages sequentially across book
contents

Skipping pages in double-sided documents
Copying page format properties
Creating newsletter or brochure layouts

Setting page layout
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General procedure for using connected text
frames

Creating a custom document layout
Connecting text frames

Setting text frame fill-in order

Viewing the fill-in order

Matching text frame names with text frames
Creating the text to fill connected text frames
Filling connected text frames
Editing text in connected text frames
Changing the text frame fill-in order

Naming or renaming a text frame

2-34
2-35
2-37
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2-39
2-40
2-40
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This chapter describes how to set and change the layout of a
page. When you set the page layout, or format, you specify

the properties for the page size, margins, columns, headings,
footings, and page numbers. These properties are set in the

page format character.

The page format character (shown enlarged) controls the
format of the page on which it appears and all following pages
until the next page format character.

A default page format character appears at the top of the first
page in every document. This character contains preset pro-
perties so you can enter text in the document immediately.
You cannot delete this default character, but you can change
its properties. The default page format properties are 8 1/2 by
11 inches with one inch margins. There are no page numbers,
headings, or footings.

Setting page size

In GV Write, the page size is the overall size of the document.
Usually it corresponds to the size of paper on which you will
print the document, for example, 8 1/2 by 11 inches. The
page size can be portrait or landscape orientation. Within the
page size you set the page margins. The area inside the page
margins is where you enter the body text, graphics, and tables
of your document. The area between the top margin and the
top of the page is where the header is placed. The area
between the bottom margin and the bottom of the page is
where the footer is placed.

To set the page size:
1. Select the page format character and press PROPS.

The Page Format property sheet appears.
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r“

" page Format Properties Sheet

Page Format Properties Sheet

Done | Spply! Cancel] Defaults| Reset! "

P&GE MUMEERING |

Display ' 4GE HEADINGS
Units
Page Size 1M1 K81/2 | 81/2%14 | 1428102 |QTHER!

Page Margins
LEFT
TOP
Binding Margin
Colurnn Direction

Murnber of colurnns

First Page Binding Position RIGHT

Spacing Between Colurmns 25

2. If the Page Layout property sheet is not displayed, select
Page Layout for Display.

3. Do one of the following:

¢ Select the standard Page Size setting you want.

A . Page Format Properties Sheet

Page Format Properties Sheet D

21/2514 | 148142 |iZITHERi

11 =812

Use the 8 1/2 x 11 and the 8 1/2 x 14 settings for
portrait documents. Use the 11 x 8 1/2 and the 14 x
8 1/2 settings for landscape documents.
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e Select Other and type the number for the width and
height.

Page Format Properties Sheet

Fage Format Properties Sheet

i apply! Cancel| De

[MEENE PAGE LAYOUT |JENelagetnl| =i | F&GE MURMEBERING |

Linits |_§J Inches

Page Size l EREFICR | | 11812

G1/2H18 | 1458 1/2 width l 4,5| Heiaght | 3

The width can be any value less than 26 inches, in-
cluding the margins. The height can be any value less
than 100 inches, including the margins.

4. Select Done.

5. Paginate the document.

Setting page margins
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Page margins provide space between the edge of the page and
the text and graphics of the document. Page numbers appear
in either the top or bottom margin. Page headings appear in
the top margin and page footings appear in the bottom margin.

You can set margins for text and graphics separately from the
overall page margins, but the text and graphics margins cannot
exceed the size of the page margins. For information on
setting margins for text, see chapter 3, “Formatting text.” For
information on setting margins for graphics, see chapter 13,
“Using frames in documents.”

To set the page margins:
1. Select the page format character and press PROPS.
2. Select Page Layout for Display.

3. Enter a number in the Page Margins boxes for the distance
you want between the left, right, top, and bottom edges of
the paper and the corresponding edge of the text and
graphics area.
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" Page Format Properties S

Page Format Properties Sheet

Units

Page Size

Page Margins

4. Select Done.

5. Paginate the document.

Adding a binding margin to a simplex document

You add extra space to one side of the page to create a
binding margin for a simplex (single-sided) document. The
overall page size does not change when you add a binding
margin, but the inner page size becomes smaller. The
following illustration shows a simplex document with and
without a binding margin.
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This simplex document has —

one-inch margins. No extra
space was included for the
binding margin. The num-
ber 1 was entered in the

Vo ol T o
Left, Right, Top, and Boliom
Page Margins boxes to
create these margins.

This simplex document has
one-inch margins and a .5
inch binding margin. The
number 1 was entered in the
Right, Top, and Bottom Page
Margins boxes. The number

1.5 was entered in the Left

Page Margins box to create

the binding margin.
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4 Note: In the following procedure it is assumed that you
have already set the margins you want for the page and are
adding the binding margin to the regular page margins. 4

To add a binding margin to a simplex (single-sided)
document:

1. Select the page format character and press PROPS.
2. Select Page Layout for Display.

3. In the Page Margins box for the side that you want as the
binding margin, increase the amount entered for the
margin by the amount you want for the binding margin.
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r *_ Page Forinat Properties

Page Format Properties Shieet

Units

Fage Size

Page Margins

LEFT

-
- |lin

TOR

For example, for a document bound on the left, you might
increase the left margin one-half inch.

4. Select Done.

Paginate the document.

Adding a binding margin to a duplex document

You can add extra space to one side of the page to create a
binding margin for a duplex (double-sided) document. The
overall page size does not change when you add a binding
margin, but the inner page size becomes smaller. The method
for adding a binding margin is slightly different for duplex
documents than for simplex documents. For a duplex
document, you need to indicate the right or left margin for the
binding margin depending on which direction your text flows.
The following illustration shows a simplex document with and
without a binding margin.
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This duplex document has —

one-inch margins. No extra
space was included for the
binding margin. The num-
ber 1 was entered in the
iefi, Right, Top, and Botiom
Page Margins boxes to
create these margins.

This duplex document has
one-inch margins and a .5
inch binding margin. The
number 1 was entered in the
Left, Right, Top, and Bottom
Page Margins boxes. Then,
the number .5 was entered
in the Binding Margin box
and Left was selected for the
First Page Binding Position
to create the binding
margin.
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4 Note: In the following procedure it is assumed that you
have already set the margins you want for the page and are
adding the binding margin to the regular page margins. 4

To add a binding margin to a duplex (double-sided)
document:

1. Select the page format character and press PROPS.

2. Select Page Layout for Display.

3. Enter a number for the distance you want to leave for the

binding margin in the Binding Margin box.
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Binding Margin First Page Binding Position ([RAM FIGHT
Colurnn Direction ef LI Fight To Left
FMurnber of colurnns ‘:] Columns Spacing Bet

Equal Column Widths

4. Do one of the following:

e If your text flows from left to right, such as English
text, select Left for the First Page Binding Position.

o If your text flows from right to left, such as Hebrew
text, select Right for the First Page Binding Position.

Select Done.

6. Paginate the document.

Setting multiple text columns

2-10

In the page format character, you can specify the number of
columns on a page, set the columns for equal or unequal
widths, set the space between the columns (gutters), and
specify column balancing and direction. Columns must be at
least one inch wide. For information on creating variations in
columns see the sections “Mixing page layouts” and “Creating
newsletter or brochure layouts.”

To help you decide which column properties to set or not in
the two procedures in this section, look at the following
illustrations. These illustrations show examples of equal and
unequal column widths, balanced and unbalanced columns,
and column text flow direction. In the procedures, you will
select the properties that control these column layout choices.
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This document has equal
column widths. |
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This document has
| unequal column widths.
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If a document has unbalanced
columns, each column fills
completely before the text flows to
the next column.

If a document has balanced
columns, the columns fill so that
they contain approximately equal
amounts of text.

Clel sample Doc—10 =~ - 3

- Sample Doc -1

[sample Doc.~ 10 Dane {Edit LYY B

- [sample Doc =41 Dane| £dit] (Y1 B (1§

The page lzyout of this
document was et up by
entering 2 for the Num-
ber of Colurans property
and selecting Equal Cal-
umn Widths on the Page
Layaut property sheet,

affect of having multiple
colurins of equal widths,

The paragraphs are jus-
tified to zhow the col-
umn widths, The re-
mainder of the para-

Tha page layout of this
document was set up by
entering 2 for the Mum-
ber o urmn: property
and selecting Equzl Col-
umn Widths on the Page
Layout property h
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st repetitions to fill up
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effect of having multiple
columns of equal widths,

The paragraphs are jus-
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umn widths, The re-
mainder of the para-  tified to show the cl-
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tified to show the col-
umn widths, The re-
mainder of the para-
araph: inth
The paraaraphs are jus-  just repetit
tified t w the col- 1
umn  widths, The re-
mainder of the para-
graphz inthi i
just repetition

The docurnent

ng raultiple
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4 Note: Only select Columns Balanced for the last page of
the document. 4
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In this document the text flows ———

from left to right.

The page format

character is in the left column.

SETTING PAGE LAYOUT

If your text flows from right to left,
such as Hebrew text, you would set
up your document to look like this
one. The page format character is in
the right column. You would also set
the paragraph Text Direction property
to Right to Left.

|
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To set multiple text columns of equal column width:

1.
2.

Caluran Dire:

Murnber of colurnns Ej

ion

Select the page format character and press PROPS.
Select Page Layout for Display.
Select Equal Column Widths.
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When you select Equal Column Widths, the column width
is automatically calculated.

4. Select the order in which you want the text to fill the
columns for the Column Direction property.

5. Enter the number of columns you want in the Number Of
Columns box.

6. Select Balanced for the Columns property if you want all
the columns to contain approximately equal amounts of
text.

If you do not select Balanced, each column fills com-
pletely before the text flows to the next column.

7. Enter the amount of space you want between each
column in the Spacing Between Columns box.

Select Done.

Paginate the document.

To set multiple text columns of unequal column width:
1. Select the page format character and press PROPS.
2. Select Page Layout for Display.

3. Deselect Equal Column Widths.

Colurnn Direction [ERRCEEAE Fioht To Left
Murnber of colurnns ‘j Spacing Between Columns 25
Equal Colurmn Widths Required Total width of Calumns

Coluran 1 65

==

4. Select the order in which you want the text to fill the
columns for the Column Direction property.

5. Enter the number of columns you want in the Number Of
Columns box, and press SKIP/NEXT.

The Column # boxes appear. The number of boxes that
appear depends on the number you entered in the
Number Of Columns box.
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Hurnber of calurmns = Spating Between Colurnns

Colurrn 1

SETTING PAGE LAYOUT

Fequired Total width of Columns

Coluran 2 Calumn 3

Enter the amount of space you want hetween each
column in the Spacing Between Columns box, and press
SKIP/NEXT.

The Required Total Width Of Columns changes to show
the total column width required based on the page size
and the spacing between columns.

Enter the width for each column in the Column # boxes.

The numbers you enter should equal the amount given for
the Required Total Width Of Columns property.

Select Done.

Paginate the document.

Forcing text breaks in columns
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You can add break characters to text in columns to force the
text to move to the next column.

4 Note: Break characters have no effect if you have Balanced
selected for the Columns property. 4

To add a column break:

1.

Position the caret in the text where you want the text to
break and start a new column.

Press KEYBOARD+SPECIAL+2.

A break character (shown enlarged) appears in your
document.

Select the break character and press PROPS.

The Break property sheet appears.
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N f‘greak Property Sheet > ) oo 1

Ereak Property Sheet PEHEA Apply Cancell Defaull‘gé Reset{

NRTRLSel rEw LEFT PAGE | MEW RIGHT PAGE | MEW COLURR

4. Select New Column.

Select Done.

Mixing page layouts

You can add page format characters with different properties
to create a mixture of page formats within a document. For
example, you can make the first page of a document single
column, and make the remaining pages multiple columns.
You can also use additional page format characters to change
the page orientation from portrait to landscape.

For details on creating specialized page layouts for documents
such as newsletters or presentations, see the section “Creating
newsletter or brochure layouts.”

To insert additional page format characters:
» Do one of the following:

e Copy a page format character to the position you
want.

e Position the caret where you want the page format
character to appear, then press KEYBOARD+SPECIAL+3.

A page format character (shown enlarged) appears in
your document.
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4 Note: To make the page format character affect the page
on which it appears, place it in the first character position on
the page (it can be preceded by a paragraph character). If
another character precedes it, the page format character
affects only the properties of the pages that follow it. 4

Creating page headings and footings

You create headings and footings in the Page Headings
property sheet which is part of the Page Format property sheet.
Changes to headings and footings are applied when you
paginate the document.

You can have more than one line of text in a heading or
footing, provided the top or bottom page margin is large
enough to accommodate the text. The width of headings and
footings is determined by the left and right page margins.

To create a heading or footing:

1. Select the page format character and press PROPS.
2. Select Page Headings for Display.

3. Select Reset for the Heading/Footing property.

Page Format Properties Sheet } N
Page Forrmat Properties Sheet Done! applyi Cancel] Defaults] F
Cisplay | PAGE LayOUT |ISelgelpAnlINell) P& GE MUMEERING

COMTIRILE

4. Select Heading or Footing for Show.

You can select both Heading and Footing if you want to
have both in your document.

WRITE AND DRAW USER GUIDE 2-17



SETTING PAGE LAYOUT

i R _ Page Format Properties Sheet

Page Format Properties Sheet E»?ﬂij Apply! Cancel ! Defaults! Reset] |

Display | PAGE LAY OUT HEADINC P&GE MUMBERING
MOME | CONTIMUE (S

Heading / Footing

Shivey

Left!Right Pages

DIFFEREMT

| Heading ’

Heading Position LEFT | RIGHT (MRt OUTER
Heading Start On THI ge| MNEXT PAGE

Shioe

LeftiRight Pages

Fanting l

~
Footing Position LEFT | RIGHT (QeaySiiwg < LITER
| Footing Start On THIS PAGE |NRlSamsElelS

L - i

oo e

TF

5. Select the Left/Right Pages property:

¢ If you want the same heading or footing to appear on
both pages, select Same. A single Heading or Footing
box appears.

¢ If you want different headings or footings to appear on
the left and right pages, select Different. The Left and
Right boxes appear.

6. Type the heading or footing text in the Heading or Footing
box.

7. Select the Heading Position or Footing Position properties
you want for the horizontal alignment of the text in the
page margins.

Selecting Outer aligns the heading or footing with the
outer page margin (flush left on left pages and flush right
on right pages).

8. Select the Heading Start On and Footing Start On
properties to specify the page on which the heading or
footing begins.

Select Done.

10. Paginate the document.
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To change heading or footing text character properties:

»

Select the heading or footing text and use the function
keys to set the properties, or use SAME to apply character
properties from existing text.

Formatting headings and footings by copying from a document

WRITE AND DRAW USER GUIDE

To format headings or footings by copying text from a
paragraph:

1.

Type the text you want to use for the heading or footing in
a separate document.

Apply the character and paragraph properties you want.

In the document where you want to add the heading or
footing, display the Page Format property sheet and show
the heading or footing.

Select the heading or footing text you created by clicking
on the text four times.

This selection method selects all the text, including the
paragraph character.

Move or copy the selected text paragraph into the
Heading or Footing box.

When you move or copy a paragraph into a Heading or
Footing box the following rules apply:

e The paragraph retains the character, paragraph, and
tab properties it had in the document.

e The heading or footing begins on the first line of the
page margin.

For example, if you have one inch page margins, the
heading begins at the top of the page one inch above
the body text, and the footing begins just below the
body text, one inch from the bottom of the page. To
move the heading or footing down, increase the
Before Paragraph spacing, or insert additional
paragraph characters before the text.
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¢ The Alignment property of the paragraph character
controls the alignment of the heading or footing. The
Position property in the Page Headings property sheet
has no effect.

4 Note: When you display the property sheet for a page
format character of a document, you cannot perform any
editing operations in that document until you close the
property sheet. Therefore, you cannot move or copy heading
or footing text from the property sheet of a document into the
same document. You can copy or move heading or footing
text from the property sheet of one document to a different
document. 4

Creating consistent headings and footings in books

2-20

To create consistent headings and footings across documents
in books:

1. Make sure all the documents in the book are in the correct
order. Documents inside folders or other containers in the
book must also be in the correct order.

For information on objects allowed in books, see the
section “Combining documents using books,” in chapter
1, “Creating and editing documents.”

2. In the first document in the book, select the first page
format character and press PROPS.

Select Page Headings for Display.
4. Select Reset for the Heading/Footing property.

3 Page Format Properties Sheet

Page Format Properties Sheet Done! apply! Cancel? Defaults? Reset}

............. £ I

Display | FAGE LavouUT | RglFAnliNerg F..GE MUMBERING
Heading ! Footing COMTIMUE

5. Set the other properties you want for the headings and
footings and select Done.
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6. In the property sheets of the remaining page format

characters in the first document and the rest of the
documents in the book, select Continue for the
Heading/Footing property.

i Page Format Properties Sheet
Fage Format Properties Sheet spplyi Cancel! Defaults Reset!
+
Dizplay | FAGE Layv0UT LRSIl F&GE MUMBERING '
Heading { Footing CONTINUE 4

7. Close all the documents and the book. Select the book if

it is not selected.

8. Select Paginate, or Compress and Paginate, in the

Workspace menu.

Setting page numbering

You can add page numbers to a document in the top or
bottom margin of the page. If you create a heading or footing
for the document, you can include the page numbers there.

You can create compound page numbers by including text
before and after a page numbering character that the system
replaces with the correct page number. For example, you can
enter a chapter number or appendix letter, a dash, and a page
numbering character to create page numbers such as 5-24 or

B-16.

Adding new page numbers
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For information on including a page number in a heading or
footing that you create in the Page Headings property sheet,
see the section “Including a page number in a heading or
footing.”
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To add a new page number to your document:

1. Select the page format character on the page where you
want the page numbers to start and press PROPS.

2. Select Page Numbering for Display.
3. Select Restart for the Page Numbering property.

nat Praperties Sheet

Done! applyi Cancel{ Defaults | Reset |

+
[[Sleka P AGE NUMBERING ¥
N D

4. If you want to start numbering the pages with a different
number, delete the 1 in the Start With box and type a new
number.

5. If you do not want Arabic numerals, select the numbering
style you want for Reference Symbols.

T Page Format Properties Sheet

Page Format Properties Sheet Done Applyém(;ﬁ

Display | PAGE LAY OUT | PAGE HEADINGS AGE NUMBERING

Page Murmbering CONTIMUE [ 3 Start wil
v, [ i, 280 [abe. |

Reference symbals

Arabic numerals

Upper case Roman numerals

Lower case Roman numerals

Upper case Roman letters

Lower case Roman letters

4 Note: If you select a numbering style other than Arabic
numerals, the Start With box still contains an Arabic
numeral. 4
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Set the Margin and Position properties to match where
you want the page numbers to appear on the document

pages.

Selecting Outer aligns the page number with the outer
page margin (flush left on left pages and flush right on
right pages).

Select Done.

Paginate the document.

To create compound page numbers:

1.

Select the page format character on the page where you
want the numbers to start and press PROPS.

Select Page Numbering for Display.
Select Restart for the Page Numbering property.

Enter a number in the Start With box and select a
numbering style for Reference Symbols.

In the Pattern box, type the characters you want to include
in the page number.

Position the caret in text in the Pattern box where you
want the page number to appear and press
KEYBOARD+SPECIAL+4.

A page numbering character (shown enlarged) appears in
the Pattern box. The page numbering character is a
structure character that the system uses to automatically
place a page number in the text you specify. You can
insert the page numbering character anywhere in the text
pattern.

For example, in this book, the page number includes the
chapter number. This was created by typing the chapter
number and a dash, then adding the page numbering
character.

4 Tip: To apply character properties to the page
numbering pattern, select all or part of of the text in the
Pattern box and press the function keys you want, or use
SAME to match the properties of existing text. The
character properties take effect after you paginate the
document. 4
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7. Set the Margin and Position properties to match where
you want the page numbers placed on the pages.

Selecting Outer aligns the pattern and page number with
the outer page margin (flush left on left pages and flush
right on right pages).

8. Select Done.

9. Paginate the document.

Continuing the page numbering sequence

2-24

If you have multiple page format characters in your document,
you can change properties in the Page Layout or Page
Headings property sheets, but keep the same page numbering
sequence in consecutive page format characters.

For example, you can change text in the headings or footings,
or change page size or orientation, but continue using the
same page numbering sequence that you specified in the first
page format character.

When you continue the sequence, the system automatically
calculates what the page number should be when you add or
delete pages.

To continue a page numbering sequence:

1. Select the page format character in which you changed
the layout, headings, or footings properties and press
PROPS.

2. Select Page Numbering for Display.
Select Continue for the Page Numbering property.

4. If you made changes to the text position of headings or
footings, set the Margin and Position properties to match
where you want the page numbers located on the pages.

Select Done.

6. Paginate the document.
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Changing the type of page number
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You can change the type of page number used in the
document. For example, you can use roman numerals on the
first two pages and Arabic numerals on the following pages.

You can change the page numbering sequence in a document
as many times as you want by entering additional page format
characters and changing the Page Numbering properties.

To change the type of page number:

1.

Set the page numbering you want in the first page format
character in the document.

Position the caret at the top of the page where you want
the numbering to change.

Press KEYBOARD+SPECIAL+3 to enter another page format
character.

Select the page format character and press PROPS.

Select Page Numbering for Display.

Do one of the following:

If you want to change the numbering sequence of this
and following pages, select Restart for the Page
Numbering property. The Start With box appears
with 1 as its default value. To start numbering the
pages with a number other than 1, delete the 1 and
type a new number.

nat Properties Sheet

Done! applyi Canceli Defaults! Reset}

4
[IR[=EM P A GE NUMBERING ¥

If you want to change the numbering style but keep
the same page sequence, select Continue. The
Number and Number And Pattern properties appear.
To continue the same page number and pattern, select
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Number And Pattern. To continue the page number
only, leave Number selected.

Page Format Properties Sheet

Page Format Properties Sheet Done Apply{ Cancel ! Defaults% Reset |
u
Display | PAGE LAY OUT | RN N o AP P A GE NUMBERING

Page Mumbering MOMNE |[[AeliRNIUI RESTART NN HURMEBER ARMD PATTERRM

7. Select a new reference symbol (type of page number) for
the Reference Symbols property.

. Page Fermat Properties Sheet

Page Format Properties Sheet

start Wil

Reference symbals |[[JRSciig LI, lit.ii,iii,‘. |.&,,EI,C... I ab.... 1

8. Select Done.

9. Paginate the document.

Suppressing page numbers

2-26

You can turn page numbers off or on for individual pages or
for a range of pages in a document.

To suppress page numbering:

1. Insert a page format character at the top of the first page
where you do not want page numbers.

The page format character must be the first character on
that page (it can be preceeded only by a paragraph
character).

Select the page format character and press PROPS.
Select Page Numbering for Display.
Select None for the Page Numbering property.

g A~ W N

Select Done.
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Paginate the document.

To resume page numbering:

1.

7.
8.

Select the page format character that occurs just before
the page format character that you inserted to suppress the
page numbering.

Copy the selected page format character to the top of the
page where you want to resume page numbering.

Select the page format character you just copied and press
PROPS.

Select Page Numbering for Display.
Select Continue for the Page Numbering property.
Do one of the following:

¢ Select Number to continue the page numbering
sequence.

¢ Select Number And Pattern to continue the page
numbering sequence and the page numbering pattern.

Select Done.

Paginate the document.

4 Note: When you no longer want to suppress page
numbering, delete both page format characters you added to
suppress and resume page numbering. 4

Including a page number in a heading or footing
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If you create a heading or footing for your document in the
Page Headings property sheet, you can include the page
number in the heading or footing text. The compound page
numbers in this book were included in the footing.

For information on creating a compound page number for a
document without a heading or footing, see the section
“Adding page numbers.”
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To add a page number in a heading or footing:

1.
2.
3.

Select the page format character and press PROPS.
Select Page Headings for Display.

Create the heading or footing as described in the section
“Creating page headings and footings.”

Position the caret in the heading or footing text where you
want the page number to appear. You can insert spaces
or tabs if necessary.

Press KEYBOARD+SPECIAL+4.

A page numbering character (shown enlarged) appears in
your document. The page numbering character is a
structure character that the system uses to automatically
enter a page number in the heading or footing text.

Select Page Numbering for Display.
Set the page numbering properties you want.

Make sure the Margin and Position properties you select
for the page number match the properties you set in the
Page Headings property sheet for the heading or footing.
If they do not match, two page numbers might appear on
one page.

For example, if you place a page numbering character in
the footing and select Right for the Footing Position on the
Page Headings property sheet, then you should also set
the Margin to Bottom (because you want the page number
in the footing) and the Position to Right on the Page
Numbering property sheet.

Select Done.

Paginate the document.

Numbering pages sequentially across book contents
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When you paginate a book, the document pages are
numbered sequentially in the order in which they are placed
within the book. The following procedure describes the
process for using one page numbering sequence throughout
an entire book. This is useful if you have multiple documents
that you want numbered as if they were one continuous
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document. You can modify the procedure to restart and
continue the page numbering sequence as many times as you
want.

To number document pages sequentially in a book:

1. Make sure all the documents are in the correct order in
the book. Documents in folders or other containers
within the book must also be in the correct order.

For information on objects allowed in books, see the
section “Combining documents using books” in chapter 1,
“Creating and editing documents.”

2. In the first page format character of the first document in
the book, select Restart for the Page Numbering property.

Page Format Preperties Sheet

Pane Format Properties Sheet § applyi Cancelf Defaults

Diisplay PAGELA“WUTIPAGEHEADWGS

Digits [E) [1239567

Fattern

Fargin

Fozition

3. Set the other properties you want for the page numbering
and select Done.

4. In the remaining page format characters in the first
document and the rest of the documents in the book,
select Continue for the Page Numbering property.
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Page Format Properties Sheet : ° ]

Page Format Properties Sheet Done | Apply! Cancel{ Defaults { Reset!
+

Display | PAGE L&Y OUT ! PAGE HEADIMNGS V’
Page Mumbering CONTINUE MUMBER &MND PATTERMN I
Reference syrmbaols LILIN... | [RIRITA |A,,B,C‘,, ab,., I hee
Digits E 1
Pattern | |

5. Set the other properties you want for the page numbering

and select Done.

6. Close all the documents and the book. Select the book if

it is not selected.

7. Select Paginate or Compress And Paginate in the

Workspace menu.

Skipping pages in double-sided documents

2-30

If you want to skip pages in a double-sided document, you
can add new left or right pages as necessary. When you force
new left or right pages, the page numbers, headings, and

footings specified in the page format character change

accordingly.

For example, if page 1 is a right page, page 2 is a left page,
and page 3 is a right page, and you add another right page, the
next page number will be 5, not 4. Page 4, the left page, is

skipped.

To add a new left or right page:

1. Select Show Structure in the Document menu.

2. Position the caret where you want the new page.

3. Press KEYBOARD+SPECIAL+2.
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A break character (shown enlarged) appears in your
document.

4. Select the break character and press PROPS.

The Break property sheet appears.

i Break Property Sheet

Break Properiy Sheet

5. Select either New Left Page or New Right Page.

6. Select Done.

Copying page format properties
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You can copy the properties of page format characters within
the same document or in different documents. If you are
copying from one document to another, the destination
document must be in Edit mode.

To copy the properties of one page format character to
another:

1. Select the page format character containing the properties
you want to change.

2. Press SAME.

3. Select the page format character that has the properties
you want to copy.

4. Paginate the document to apply the new page format
properties.
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4 Tip: If you copy the default properties of the first page
format character in a document, the Page Numbering and
Heading/Footing properties are set to Restart. If you want to
continue the Page Numbering and Heading/Footing properties
for subsequent page format characters, change these
properties to Continue. 4

Creating newsletter or brochure layouts

2-32

You can create various basic page layouts by changing the
properties in the page format character for margins and
columns, and inserting additional page format characters to
combine portrait and landscape pages.

However, some documents, such as newsletters, brochures,
and reports, require more detailed layout than that available in
the page format character. For these documents you might
want the page divided into smaller, uneven sections, and the
text to flow around frames as shown in the following
illustration.
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Connected text frames ~ filled
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4 Note: The procedures and information provided in this
section are intended for advanced users. You should already
have a thorough understanding of all document creation and
text editing techniques, and be comfortable working with
tables, graphics frames, and other features of GV Write and
GV Draw. 4

To create these custom page layouts, you use page format
properties and connected text frames to create each page
individually with the format you want.

The connected text frames allow you to create variations on
standard page layouts such as combinations of single and
multiple text columns and text that flows around graphics and
tables.
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General procedure for using connected text frames

The detailed steps for this procedure are described in the
following sections.

To use connected text frames:

1. Create the custom document layout by doing the
following steps:

a. Setthe page format properties you want such as page
size, margins, headings, footings, and page num-
bering. Add additional page format characters and
page breaks as needed.

b. Insert graphics and text frames and set the frame
properties you want.

c. Connect the text frames by setting the fill-in order.

2. Create a text-only document that contains the text you
want to include in the custom layout. You can set the text
properties either in this document or after the text is in the
text frames.

3. Copy the text into the first connected text frame in the fill-
in order.

4. Do one of the following:
e Select Fill Text Frames in the Content menu.

e Select Compress and Paginate in the Document
menu.

The text flows from frame to frame in the order that you
connected them.

4 Tip: If you frequently create a particular kind of document,
for example a monthly newsletter, you can save time by
creating a template layout document. You can then fill a copy
of the template with different text and graphics each month
without having to recreate the layout. 4
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Creating a custom document layout
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The following illustration shows the sample custom document
layout from the previous section before it was filled with text.

7l Connected text frames — not filled

Py

[Connected text frames - nat filled D

saraple Custorn Layout

When creating custom document layouts using connected text
frames, be prepared to spend some time adjusting the frames
and rearranging the layout. This is not a simple process, but
the results can be quite satisfying with a little practice and
patience.

4 Tip: Try drawing a sketch of the layout before you start
creating the layout with the frames. 4

To create a custom document layout:

1. Open a blank document, select Edit if necessary, and
select Show Structure in the Document menu.
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In the page format character, set the basic layout you want
such as page size, margins, headings, footings, and page
numbers.

Insert an anchored draw frame and size the draw frame so
it fills the whole page.

Inside the draw frame insert text, graphics, tables, and
other frames to create the detailed layout. Add, delete,
move, and resize the frames until the document layout is
correct. The text frames should be touching at the top and
bottom to create the seamless look of flowing text.

4 Tip: To make it easier to connect the text frames, leave
a little space between one side of the text frames and the
edge of the draw frame in which they are embedded. 4

Set the properties of the frames such as border width,
color, and the special text frame properties of inner
margin and orientation. Basic procedures for setting these
two properties follow this procedure. For details on these,
and all frame properties, see chapter 13, “Using frames in
documents.”

If your document is more than one page long, insert break
characters as necessary and paginate the document to see
the results.

The inner margin of the text frame indicates the distance
between the frame border and the text in the frame.

To set the inner margin for text frames:

1.
2.

4.

Select the text frame border and press PROPS.

Select the Units measurement you want from the Units
menu.

In the Inner Margin box type the number you want for the
inner margin. ’

Select Done.

If you are using vertical text such as Japanese, or if you want
to create special effects with the text, you can set the
orientation of the text frames to vertical. The default setting
for Orientation is Horizontal, so if your text is horizontal you
don’t need to set this property.
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Software required—Run the Vertical Writing software applica-
tion to use vertical orientation. No special software is
required for horizontal orientation.

To set vertical orientation for the text in text frames:
1. Select the text frame border and press PROPS.

2. Select Text for the Display property.

3. Select Vertical for the Orientation property.

4

Select Done.

Connecting text frames

When your custom document layout is complete, you connect
the text frames by setting the fill-in order. You can change the
fill-in order later if you want.

When you set the fill-in order the system automatically assigns
a unique name and number to the text frame. For example, if
the text frame is the third frame in the fill-in order, “Text3” is
the name assigned.

When you open a text frame property sheet for a connected
frame, the Name Attached property is selected and the Name
and Fill-in Order properties are displayed.

If you move or copy a connected text frame to another
document that contains a frame of the same name, the Name
Attached property is deselected. If you name a text frame
using the Name box on the Text Frame property sheet, that
name cannot be used by any other connected text frame in the
document.

Setting text frame fill-in To set the text frame fill-in order:

order -
1. In the layout document, select Set Text Frame Fill—in

Order in the Content menu. Select Yes to confirm that
you want to recreate the fill-in order.
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‘onnected text frames — not filled

select Table Calurnn

Edit Text Frarne Fill-in Order

Go to Mext Page Format Character
Go to Rext Break Character -

= Go to Mext Footnote Reference
Go to Mext Index Object

o Mext Field

Go to First Fill-in

Select the border of the text frame that you want to be first
in the fill-in order using the Select mouse button.

4 Note: When you select the text frames, make sure you
select the text frame border, not the anchored graphics
frame border. 4

Select the border of the next frame in the fill-in order
using the Select mouse button.

Continue selecting the additional text frames you want to
place in the fill-in order.

When you finish selecting frames, select End Text Frame
Fill-in Mode in the Content menu.

‘onnected text frames - not filled -~ i

| taxt f
=B

|Sr:|e':t Table Column

End Text Frame Fill-in Mode

Edit Text Frame Fill-in Order

s = ot filled

Go to Mext Page Format Character
HGato -
sl
=~ G to

ext Break Character

ext Footnote Reference
Go to Mext Index Object
Go ta Mext Field

Go ta First Fill-in
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A message tells you how many text frames are now in the
fill-in order.

To see which text frames are in the fill-in order:

»

In the layout document, select Edit Text Frame Fill-in
Order in the Content menu.

‘onnected text frames ~ not filled

3ol

t Table Calurnn

set Text Frame Fill-in Order

o to Mext Page Format Character | |r

G0 to Mext Break Character

2 Goto Mext Footnote Reference
Go to Mext Index Qbjec

Gioto Mest Field

G to First Fill-in

The Text Frame Fill-in Order Editor option sheet appears.

T Text Frame Fill-in Order Editor

Text Frame Fill-in Order Editor Do

Text frarmes in the fill-in arder
Textl

Text2

Textd

Text frames not in the fill-in order

i

Mote

Named text frames that have been assigned a place in the
fill-in order are under the heading Text frames in the fill-in
order.

Named text frames that are not in the fill-in order, are
under the heading Text frames not in the fill-in order.
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Matching text frame To see the text frame that matches a name:
names with text frames 1. In the layout document (open and in edit mode), select
Edit Text Frame Fill-in Order in the Content menu.
The Text Frame Fill-in Order Editor option sheet appears.

2. Select the name you want to match.

rder Editor - | 3. Select Show Object in the Floating ltems menu of the Text
[rE—Y Frame Fill-in Order Editor option sheet.

Show Object

The matching frame is displayed and highlighted in the
document.

Feset

Creating the text to fill connected text frames

The text-only document contains text that you use to fill the
connected text frames.

To create a text-only document:
1. Open a blank document.

2. Enter the text you want to use in the connected text
frames.

You can copy text from another document, or type the
text. Use the following guidelines for entering text:

¢ To create spacing between paragraphs, use the new-
line character. Do not use the paragraph character.

e Use only line tabs, not paragraph tabs, in the text.

¢ During text frame fill-in, the text normally fills one
frame entirely before it begins filling the next frame in
the sequence. If you want to force the text to move to
the next text frame during fill-in, insert a break
character in the text.

3. Set the properties you want for text, paragraphs, and tabs
on the Character property sheet, the Paragraph Layout
property sheet, and the Tab-Stop property sheet.
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4 Tip: For improved appearance after the text is copied
into the connected text frames, keep the Before Paragraph
and After Paragraph properties set to Single on the
Paragraph Layout property sheet. 4

4. Select Compress and Paginate in the Document menu.

Filling connected text frames

After you have created the custom document layout,
connected the text frames, and created the text for the
document, you can fill the connected text frames.

To fill connected text frames with text:
1. Select all the text in the text-only document.

2. Copy the selected text into the first text frame in the fill-in
order.

3. Select Fill Text Frames in the Content menu.
The system fills all of the text frames with text.

When you fill the connected text frames they adjust to the line
height of the text that you enter even if they are set to fixed.
This can cause spaces between the lines of text.

To remove the space between lines of text:

1. Adjust the text frames either shorter or longer to
accommodate the entire line height.

2. Select Fill Text Frames in the Content menu.

To enter text in text frames not in the fill-in order:
1. Position the caret in the frame and type the text.

2. Adjust the frame size as necessary.

Editing text in connected text frames
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After you fill the text frames with text, you can edit the text
and the text frames. You can do this by adding, moving,
copying, or deleting text and frames, or by modifying the
properties, including resizing the frames and adjusting their
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inner margins. After editing the text or frames, you must
reformat the text.

To reformat the text in connected text frames after editing
text or frames:

» Do one of the following:
e Select Fill Text Frames in the Content menu.

* Select Compress and Paginate in the Document
menu.

Changing the text frame fill-in order

To change the fill-in order of named text frames:

1. In the layout document, select Edit Text Frame Fill-in
Order in the Content menu.

lannected text frames - not filled

ST

{ fsat i PRI i

=B

[select Table Colurnn

set Text Frame Fill-in Order

The Text Frame Fill-in Order Editor option sheet appears.
2. Select the name of the text frame you want to reposition.
Press MOVE.

4. Position the pointer just below the name of the text frame
that should be above the frame you are repositioning and
click the Select mouse button.

5. Select Done.
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To remove a text frame from the fill-in order:

1. Select the text frame and press PROPS.

2. Deselect the Name Attached property on the Text Frame

property sheet.

Naming or renaming a text frame

When you name a text frame, the name appears in the Text
Frame Fill-in Order Editor option sheet.

4 Note: If you deselect the Name Attached property, the
frame is removed from the fill-in order. To return a text frame
to the fill-in order, you must reconnect all the text frames
using the procedure in the section “Connecting text frames” or
in the section “Changing the text frame fill-in order.” 4

To name or rename a text frame:

1. Select the text frame and press PROPS.

The Text Frame property sheet appears.

<

TEXT FRAME PROPERTIES

TEAT FRAME PROPERTIES

Display

Units
Inner margin

Text Orientation

Name attached

Marme I Text2

2. Select Text for Display if the Frame Property sheet is

selected.

Select the Name Attached property if it is not selected.

4. In the Name box, type the name of the text frame.
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If the frame is currently in the fill-in order, the position
number follows the Fill-in Order property. When a text
frame is named but not in the fill-in order, this property
displays the message “The text frame is not in the fill-in
order.”

5. Select Done.

For more information on working with frame properties, see
chapter 13, “Using frames in documents.”
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General procedure for changing text
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General procedure for changing paragraph
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Formatting text
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This chapter describes how to format your text and paragraphs
by setting properties. You can apply properties in two ways:

Hard properties—Properties applied to characters or
paragraphs by selecting the text or paragraph and pressing
function keys, or by selecting properites on the property sheet
when Hard is selected for Properties Shown. Default text
character hard properties of 12 point Modern are provided in
a blank document so you can enter text without having to set
properties first.

4 Note: All references to character and paragraph properties
in this chapter refer to hard properties. 4

Style properties—Properties applied to characters or
paragraphs using style rules. Style rules are defined in the
document stylesheet. They help ensure that text appearance is
consistent throughout a document. This is useful for creating
templates or books when you want all the documents to have
the same properties. Style rules can help you easily change
and maintain company standards for documents. For details
on using style rules, see chapter 10, “Using styles to format
documents.”

4 CAUTION: When you apply hard properties to styled text,
the hard properties override the style properties so that the
style rules do not affect the text.

Applying hard properties to styled text can cause problems
later if you need to modify the text format. When you redefine
the current style rule or apply a different style rule to text that
has hard properties, the style rule has no effect. It is
recommended that you do not apply hard properties to styled
text. 4
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General procedure for changing text appearance

You change the appearance of text characters by applying
character properties. Character properties include font, size,
face, color, and character position relative to the baseline (the
imaginary line on which characters sit).

4 Note: When you apply fonts that are not loaded on your
system, the text appears on your screen as small black boxes.
To change the black boxes to readable characters, do one of
the following:

* Change the character properties to a loaded font.

e Load the required Interpress font in your application
loader.

e Rasterize the required PostScript (Type 1) font using Font
Manager (workstation users only).

For more information about screen fonts and using Font
Manager, see the GLOBALVIEW Workspace User Guide. 4

To change text appearance:
1. Select the text you want to change.
2. Do one of the following:
e Press a function key to apply hard properties.

e Press PROPS and change the properties on the
Character property sheet that appears. Select Done
when you are finished.
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TEXT PROPERTY SHEET

TEXT PROPERTY SHEET

CHARACTER |t el g ]

Display

Farnily |E]
size IE

wieight |§]

Posture 'Ej

Underline ngle |D0ub|r: I lStrik‘eout I
Pasition 0 Xy X ‘ , ’
XE X XXXy

Redlining |F: jsed Te‘ct| IE'r:Ieted Text |

Text Calor D @ b

4 Tip: When you change the character properties, you
usually select the text you want to change, then change the
properties. You can also set properties for text that you have
not yet entered. To do this, place the caret where you want
the properties to change and make the property changes using
either method. The new properties affect the text you enter
after the caret position. 4
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General procedure for changing paragraph appearance

You can apply properties to a paragraph character to
determine the look of the text block. For example, you set the
line height and before and after paragraph spacing in the
paragraph character. You can also set character properties for
the paragraph character so that when you enter text it is
already formatted. If you copy or move a paragraph to a new
location, the paragraph retains the assigned properties.

The paragraph character is a hidden, non-printing character.
For information on adding paragraphs to your document and
showing hidden characters, see chapter 1, “Creating and
editing documents.”

To change paragraph appearance:
1. Select one or more paragraphs.

2. Press PROPS and change the properties on the Paragraph
Layout property sheet that appears.

TEXT PROPERTY SHEET
Done| Apply| Cancelf Defaults{ Reset!

Style l:] I:l Froperties Shown I(Jone Style |Defau|t |Appearan(e |

Shiovw F’aramip}' Layout properties

Alignment Centered |Flu_,h Right | |Ju5tiﬁed I
Hyphenation | Use Hyphenation
Margins Left | DI Right ‘ DI

Line Height [[EEE 1 1/2 [ Double | Triple | other |
Before Paragraph 1 142 I Double I Triple | Other I
|

[l 11/2 | Double | Triple | Other

after Paragraph |3

Keep on | 5ame Page as Mext Paragraph
P P

Language @ L5 English Text Direction [[RGSEEEINM Fight To Left

3. Select Done.
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Setting the font characteristics
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In GV Write, font characteristics are separated into individual
character properties.

"~ TEXT PROPERTY SHEET

TEXT PROPERTY SHEET Done!

[REERY CHARACTER [N i

Farnily |§ rndern Face |§J
Size |6 (10 (11 14 18 IN [3[! El3 I Other |

wieight |E) |medium

Posture ‘E‘

In the Character property sheet, the following properties are
font characteristics:

Family—Lists the family names of the fonts that you have
loaded. Examples of family names are Modern, Classic,
Times, and Optima. In the Family menu, Interpress and
PostScript (Type |) fonts are displayed together. All PostScript
(Type 1) font family names begin with “PS-" and are listed first.

Size—Lists the sizes that you have loaded for a particular font
family. Sizes that are not loaded are listed in the Non-Loaded
Size menu that appears if you select Other for the Size
property. If you select a non-loaded size, the text appears as
black boxes until you load that size.

Weight—Lists the weights you have loaded for a particular
family. Examples of weights are light, medium, and bold.

Posture—Lists the postures (stresses) you have loaded for a
particular family. Examples of postures are roman and italic.

Face—Provides a shortcut for selecting combinations of
Weight and Posture properties that are loaded for the selected
size of the selected Family. For example, if you select Modern
for the Family and 12 for the Size, the following faces display
in the Face menu:
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e  Modern

e  Modern—Italic

e  Modern—Bold

e  Modern—Bold—Italic

4 Note: If you select a combination of Weight and Posture
properties that are not loaded for a particular Family or
character size, the Non-Loaded Face property appears.4

General procedure for setting font properties

This procedure describes how to set all of the font charac-
teristics or properties at one time. For information on setting
the individual properties, see the following sections:

Setting the character family
Setting the character weight
Setting the character posture
Setting the character size

To set the font characteristics:
1. Select the text and press PROPS.

2. Select a family name in the Family menu.

PETTTTETTTE T

| TEXT PROFERTY SHEET

SIEERE CHARACTER |JaEN e

Century Thin

Classic lone

The family name you select appears in the Family box.
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TEXT PROPERTY SHEET

CHARACTER (MENENelY
Style @

el IS
Family S} [ i

Dizplay

Select a face name in the Face menu.

The Face name you select appears in the Face box. The
Weight and Posture entries change automatically to match
the Face selection.

TEXT PROPERTY SHEET

TEXT PROFERTY SHEET Doneé)

(EJERE CHARACTER [N e RN
Style |§] I: Froperties Shown 3

Farnily |§]

size |&

Fare I—E__] rAndern—Eold-Italic

Select a font size from the Size boxes.

TEXT PROPERTY SHEET

TEAT PROPERTY SHEET ‘Donei,

CHARACTER | ety
Style @ l:] Froperties Shown 5t

1 ‘1.‘. |'1~'l [18 |24 130 IE&G l Other l

Display

Farnily @

size |6

Select Done.
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4 Note: After changing font characteristics, especially if the
family is very different in width or size, or if special symbols
are used, the text might not display correctly. To adjust the
text display, select Normalize Text in the Content menu.
When you do this, the document window becomes blank, the
way it does when you paginate a document. 4

Setting the character family

To set the family using the Character property sheet:
1. Select the text and press PROPS.

2. Select a family name in the Family menu.

P

{ TEXT PROFPERTY SHEET

CHARACTER SN

Display

| Style @
—

Equation
werox Logo
Century Thin

The family name you select appears in the Family box.

TEXT PROFERTY SHEET

Display [[4gEytye

Style l:é_j
Farnily @

You can use the Font soft keys instead of the Character
property sheet to change the family more quickly. The Font
soft keys display the names of the families that are loaded.
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To set the family using the Font soft keys:

1.
2.

Select the text you want to change.

Press FONT.

FORMATTING TEXT

The Font soft keys appear. If “More” appears, select the
“More” soft key to display additional family choices.

Select the font by pressing the matching function key or
using the Select mouse button.

Setting the character weight
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When you select a bold weight, the caret in your document
changes shape to indicate the character property.

To change the weight using the Character property sheet:

1.
2.

Select the text and press PROPS.

Do one of the following:

Select a face with the weight you want in the Face

menu.

The new face appears in the Face box and the weight
changes automatically in the Weight box.

Select a weight in the Weight menu.

TEXT PROPERTY St

TEAT FROPERTY SHEET

Display [[qgEEIQIAY e GRAPH

Style [E] ‘:’ Froperties Shown | Rlone

Farnily [E] Fare @
Size Il.- |7 IE |7 l’ID ||1 14 18 |24 |30 [32

": Fosture @

un 2R sinale [ Dousls |

strikeout

The new weight appears in the Weight box and the
face changes automatically in the Face box.
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3. Select Done.

To change the weight using the BOLD function key:
1. Select the text you want to change.
2. Do one of the following:
e To change to a heavier character weight, press BOLD.

¢ To change to a lighter character weight, press
SHIFT+BOLD.

If the family you select offers multiple weights, repeat step 2 to
select the next lighter or heavier character weight.

Setting the character posture

The character posture refers to the slant of the character.
Commonly, upright characters are called “roman” and slanted
characters are called “italic,” but some typefaces use other
names. You can change the character posture without
changing the family.

To change the posture using the Character property sheet:
1. Select the text and press PROPS.
2. Do one of the following:

e Select the face with the posture you want in the Face
menu.

The new face appears in the Face box and the posture
changes automatically in the Posture box.

e Select the posture you want from the Posture menu.
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Strikeout

The posture you select appears in the Posture box, and the
entry in the Face box changes to match the new selection.
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3. Select Done.

When you select the italic posture, the caret in your
document changes shape to indicate the character

property.

To change the posture using the ITALIC function key:
1. Select the text you want to change.
2. Do one of the following:
¢ To make the character posture italic, press ITALIC.

* To make the character posture roman, press
SHIFT+ITALIC.
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Setting the character size

You can increase and decrease character size using the
Character property sheet or the LG/sM function key. When you
change the character size, you also might want to change the
line height. For information on changing line height, see the
section “Setting the line height.”

To increase or decrease size using the Character property
sheet:

1. Select the text and press PROPS.
2. Do one of the following:

e Select the size you want in the Size boxes.

B T TEXT PROPERTY SHEET
TEXT FROPERTY SHEET Daonef

Display [y FoFaGRAPH
atyle @ ,::| Properties Shown it

Farmnily @ Face @
size [6]7 o[ []EM[11 [12 [1a [15 [24 [30 [36 [ other |

e Select Other to display the Non-Loaded Size boxes
and select or type the size you want. If you select a
non-loaded size, the text appears as black boxes until
you load that size.

If you have Xerox fonts loaded, you select a non-
loaded font size by selecting the appropriate box.
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If you have PostScript (Type I) fonts loaded, type the
size you want in the Non-loaded Size box. You
cannot enter fractional sizes.

3. Select Done.

4 Note: If the Family property is set to neutral, the Size
property changes for Interpress or PostScript (Type |) fonts as
follows:

e For Interpress fonts the Size boxes display all possible

Interpress font sizes including the non-loaded sizes

For PostScript (Type 1) fonts the Size property is a type-in
box. 4

To increase or decrease size using the LG/sm function key:

1. Select the text you want to change.
2. Do one of the following:
¢ To make the characters smaller, press LG/SM.
* To make the characters larger, press SHIFT+LG/SM.

If you have larger or smaller fonts loaded for the family
you select, repeat step 2 to select the next largest or next
smallest font size.

Setting the line height
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When you change the type size, you might need to change the
line height too. For example, if you have 10-point type with
Single line height, and you change the type size to 14-point,
the line height is too small for the text and the top of the text
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disappears. You can also change the line height to create
more or less space between lines of text.

To see the line height:

» Select the sentence or paragraph text.

The highlighted area shows the line height.

ample, the Line Height property
o[1-142

Line Height property

o [Double]l

ple, the Line Height property

o [Triple

To change the line height:

1. Select the paragraph character and press PROPS.

The Paragraph property sheet appears.
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2. Select the line height to match the type size of the text.

3. Select Done.

Substituting fonts automatically
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If you often receive documents containing fonts that are not
running on your system or your printer, you can set up your
system so the system automatically substitutes the missing
fonts with those that are running. You do this by editing the
Documents section of your User Profile. The substitution
occurs when you open the document. Font substitution can
be permanent or for display only.

If some sizes and faces of a font are running, but not all, only
the sizes and faces that are not loaded are substituted. The
size, weight, and posture of the original font is matched by the
substituted font.

For example, point sizes 10, 12, and 14 of the original font
family would be substituted with the same point sizes of the
substitution font family. The appearance of the the characters
is kept as much as possible, but the specific property names
might change depending on the font family. For example,
bold characters might be replaced with heavy characters, and
italic characters might be replaced with oblique characters.
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Preventing substitution

The following sample shows completed entries for automa-
tically substituting fonts:

Display Font Substitution: DisplayOnlySubstitution
FontSub: Courier|PS-Courier
DefaultSub: ClassiciIModern

For the substitutions to occur, you must have the correct size,
weight, and posture of the substitution family loaded. For
example, assume that there are no Courier fonts running in the
loader and your User Profile is set up like the sample
completed entries.

If you receive a document with Courier fonts sizes 10 and 12
and you have PS-Courier size 10 loaded but not PS-Courier
size 12, then only the size 10 Courier fonts are substituted. If
you don't have any Modern fonts running, the size 12 Courier
fonts appear as black boxes because the DefaultSub entry
specifies Modern to replace any non-loaded sans-serif fonts.

The options for the automatic font substitution entries are
described in the following sections. For information on other
User Profile entries, see chapter 17, “User profile options for
documents.” For examples of fonts available with
GLOBALVIEW, see the GLOBALVIEW Font Sampler.

If you don’t want any fonts substituted when you open a
document, specify NoSubstitution as the active option for the
Display Font Substitution entry. This is the default setting.

Substituting fonts for display only

If you want fonts substituted for display only, but not
permanently changed in the document, you specify
DisplayOnlySubstitution for the Display Font Substitution
entry. When you use this option, you must also create at least
one FontSub entry and the DefaultSub entry. See the section
“Specifying font substitution pairs” for more information.
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4+ Note: If the Edit/Save entry in your User Profile is set to
False, then your documents open in Edit mode automatically
and you cannot use the DisplayOnlySubstitution option. 4

When you specify display only, the fonts are substituted so
you can read the document, but the document is not actually
changed. The lines of the document are reformatted, but the
document is not paginated. You can make the font
substitution permanent after reading the document if you
want.

To see the fonts that were substituted:
1.  Open the Document menu.
2. Select Show Substituted Fonts in the Document menu.

4 Note: The Show Substituted Fonts command appears only
if substitutions occurred. If no substitutions occurred, this
command does not appear. 4

To make display-only substitutions permanent:
1. Select Edit in the document header.

2. Confirm the message which indicates that the fonts will be
permanently substituted.

The fonts that were substituted for display are permanently
changed.

Substituting fonts permanently
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If you want fonts permanently substituted, you specify
PermanentSubstitution for the Display Font Substitution entry.
When you use this option, you must also create at least one
FontSub entry and the DefaultSub entry. See the section
“Specifying font substitution pairs” for more information.

When you specify permanent substitution, the fonts are
actually changed in the document when you open it. This
occurs regardless of whether the document is in Edit mode
when you open it.
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Specifying font substitution pairs

Using the FontSub entry

Using the DefaultSub
entry

3-20

If you choose Display Only Substitution or Permanent
Substitution, you must also add at least one FontSub entry and
the DefaultSub entry to the Documents section of the User
Profile. This entry specifies which fonts are substituted.

4 Note: When you specify a family name for substitution, the
name must be that which appears for the Family property in
the Character property sheet. The name that appears in the
loader is not the correct name. For example, you might have
“VP Xerox Modern Fonts 10 Point” in your loader, but the
name that appears in the property sheet is “Modern.” 4

You use the FontSub entry to indicate specific font pairs for
substitution. The first font family name of the pair is the family
that is originally in the document. The second family is what
you want to substitute for the original.

For example, if you regularly receive documents that use a PS-
Times font, and you do not have that font loaded, you can
specify that all PS-Times fonts change to PS-Helvetica when
you open the document. The following examples show some
possible FontSub pairs:

FontSub: Courier!PS-Courier
FontSub: ClassiclModern
FontSub: PS-Times|PS-Helvetica

The size, weight, and posture character properties are carried
through from the original text. These properties cannot be
specified in the font substitution User Profile entries.

The DefaultSub entry specifies one default font family for serif
fonts and one for sans-serif fonts. If none of the fonts specified
in the FontSub entry match the fonts running in the loader, the
font names you specify for this entry are used. The fonts you
specify for this entry must be loaded. The format for this entry
is:

DefaultSub: Serif FontlSans Serif Font
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You replace the Serif Font option with the name of a serif font
that you want to replace any serif font that needs to be
substituted. You replace the Sans Serif Font option with the
name of a sans-serif font that you want to replace any sans-
serif font that needs to be substituted.

For example, assume you create the entry DefaultSub:
ClassicIModern. You then open a document that contains
fonts that are not running, and the fonts you specified for the
FontSub entry are not running either. Any serif fonts in the
document that were not running would automatically be
replaced with Classic fonts. Any sans-serif fonts in the
document that were not running would automatically be
replaced with Modern fonts.

Underlining text
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When you apply a single or double underline to text, the caret
changes shape to indicate the character property.

To underline characters using the Character property sheet:

1. Select the text and press PROPS.

i : COTEX
TEAT PRCPERTY SHEET

DiSpIay‘ CHARACTER |JEy RN o]
—

weight |E] Fosture

Face

2. Do one of the following:

¢ To apply a single underline, select Single for the
Underline property.

e To apply a double underline, select Double for the
Underline property.
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3. Select Done.

To underline characters using the UNDERLINE function key:
1. Select the text you want to change.
2. Do one of the following:

To add a single underline, press UNDERLINE once.
e To add a double underline, press UNDERLINE twice.

To remove single or double underline from text:
1. Select the underlined text.
2. Do one of the following:

*  Press PROPS, then select None for the Underline
property on the Character property sheet.

e Press SHIFT+UNDERLINE.

Creating underlined spaces

3-22

If you want to create a line in a document, for example, a
signature line on a report that requires signatures for approval,
use an underlined tab. For details on entering tabs, see the
section “Entering tabs” in this chapter.

4 Note: Do not create lines using underscore or by typing
spaces and setting the properties of the spaces to underline. If
you do this, the lines might change lengths when you print the
document. 4

To create underlined spaces:

1. Set tab stops for the space where you want to place the
line.

2. Select the tab character, then press UNDERLINE.

4 Tip: To create lines of different lengths, create new tab stop
settings. 4
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Striking out text characters

When you apply strikeout to text, the caret changes shape to
indicate the character property.

To strike out characters using the Character property sheet:
1. Select the text and press PROPS.
2. Select the Strikeout box.

Underline ‘~‘.‘~- = Strikeout

- EX DO Dot

Redlining lFr:v.-l,e:IT:MI r[ eleted Text |

Text color [l IEJ
Highlight calor || ()

3. Select Done.

To strike out characters using the STRIKEOUT function key:
1. Select the text you want to change.

2. Press STRIKEOUT.

To remove the strike out:
1. Select the text you want to change.
2. Do one of the following:

®  Press SHIFT+STRIKEOUT.

e Press PROPS, deselect the Strikeout box, then select
Done.
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Creating superscripts and subscripts
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When you create superscripts, subscripts, or other offset
positions, the system automatically reduces the character size
of superscripts and subscripts if a smaller font size is available.
For example, if the regular text appears in 12-point Modern, a
single offset character appears in 10-point Modern, and a
double offset character appears in 8-point Modern as shown in
the following illustration.

This is an example of SUperscripted text,

. doublesuperscripted test,
Thisis an example of .
Thisis an example of s pseripted text,

Thisis an example of 4o, subscripted test,

4 Note: When creating superscripts and subscripts, make
sure your line height is large enough to fit the text position. 4

To create superscripts and subscripts using the Character
property sheet:

1. Select the text and press PROPS.

2. Select the text position you want:
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superscript - AA

subscript - AA

double superscript - AAA
subscript of a superscript - AAA
superscript of a subscript - AAA

double subscript - AAA
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3. Select Done.

4 Note: You cannot use the SUPR/SUB function key to specify
superscripts of subscripts or subscripts of superscripts. You
must use the Position property in the Character property sheet
to specify these text positions. 4

To create superscripts and subscripts using the sUPR/SUB
function key:

1.
2.
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Select the text you want to change.

Do one of the following:

¢ To create a subscript, press SUPR/SUB, once for a single
subscript, twice for a double subscript.

e To create a superscript, press SHIFT+SUPR/SUB, once for
a single superscript, twice for a double superscript.
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4 Tip: To quickly enlarge superscript or subscript characters
without changing the text position, select the character and
press SHIFT+LG/SM. 4

Specifying uppercase and lowercase

To change case:
1. Select the text you want to change.
2. Do one of the following:

e To change text to lowercase, press CASE.
¢ To change text to uppercase, press SHIFT+CASE.

Changing the text and highlight colors

The Text Color menu displays —fr——Text Calar [ ] 'EJ
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the names of all the colors
available for text characters.

You can change character properties for the text color and
highlight color to different combinations of colors if your
system has a color monitor. If your system has a gray-scale
monitor, you can still select the different color combinations,
however, they will display as various shades of gray.

The Highlight Color menu
displays the names of all the
colors available for highlighting
the text. This property provides
a similar effect to that of
drawing over printed text with a
highlighting pen to accentuate
the text and make it more
visible. The text is still visible
through the highlight color, and
stands out from other text
because of the highlighting.

Highlight Calor D lgj transparent

4 Note: Depending on the combination you select, some text
that appears on a color monitor might not appear on a black
and white monitor. For example, if you select white text and a
light color for the highlight such as pale yellow, the difference
between the gray shades of the white and yellow might not be
enough to appear on the screen. You only see white spaces
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where your text is. Or, if you select two dark shades, you
might only see dark spaces. 4

To change the text color or highlight color:
1. Select the text you want to change and press PROPS.

2. Position the pointer on the Text Color menu or the
Highlight Color menu and hold down the Select mouse
button.

3. Do one of the following:

e If the color name does not have an arrow following it,
move the menu pointer to the color you want and
release the Select mouse button.

Te

Highlig|B1ack .J tranzparent

e If the color name has an arrow following it, move the
menu pointer to the color name and then move the
pointer to the right until the color detail menu
appears. Then, move the pointer to the color you
want and release the Select mouse button.

The color you select appears in the Text Color or the
Highlight Color box.
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Resetting default character properties

You can quickly change character properties to the original
default settings using the following procedure.

4 Note: This procedure sets hard properties which override
style rules. For information on using style rules, see chapter
10, “Using styles to format documents.” 4

To reset character properties to their default values:
1. Select the text you want to reset and press PROPS.
The Character property sheet appears.
2. Select Hard for Properties Shown.
In the window header select Defaults.

4. Select Done.

Displaying text editing soft keys

You can add the Show Softkeys entry to your User Profile to
cause the text editing soft keys to appear on the screen when
you are editing a document. When the soft keys are
displayed, you can use the mouse pointer to apply character
and paragraph properties instead of pressing the function keys
or displaying the property sheets. The soft keys apply hard
properties. The soft keys match the following function keys:

CENTER
BOLD
ITALIC

CASE
STRIKEOUT
UNDERLINE
SUPR/SUB
LG/SM
MARGINS

4 Note: The FONT soft key functionality is not
implemented. 4
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For details on adding the Show Softkeys entry to your User
Profile, see the section “Changing the defaults for fonts.” For
more information on User Profile entries, see chapter 17,
“User Profile options for documents.”

Setting paragraphs flush left, flush right, or centered
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To set paragraphs flush left, flush right, or centered using the
Paragraph property sheet:

1. Select the paragraph character and press PROPS.

The Text property sheet appears with Display Paragraph
selected.

T TEXT PROPER1
TEXT PROFPERTY SHEET

Display | CHARACTER ([N Yel PNl
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