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About the Tutorial

Before you Begin

The Tutorial is a step-by-step introduction to the basic features of the
Interleaf Publishing Software. You learn these features by performing typi-
cal publishing tasks. The Tuftorial assumes no previous experience with the
publishing software or with your workstation.

The publishing software is available in a core version or with various
options. For the most part, the Tutorial describes only features that are
available in the core version. Some illustrations in the Tutorial may show
optional features, however. In these cases, what you see illustrated in the
Tutorial may not match what you see on your screen.

Also, if someone at your site has customized your copy of the publishing
software, some descriptions and illustrations in the Tutorial may not match
what you see on the screen. For example, the Tutorial assumes that docu-
ments you create are targeted (prepared) for a cx printer. If your system
administrator has customized the publishing software, documents you
create may be targeted for a different printer with different fonts. If this is
the case, documents you create will have different fonts and different line
breaks than the documents shown in the Turorial.

To use the Tutorial, you must have the publishing software installed on your
workstation. If the publishing software is not installed, consult your system
administrator or the Installation manual in the System set.

Contents of the Tutorial

The Tutorial contains twenty-one lessons in seven chapters:

a  Chapter 1, Desktop Fundamentals, presents basic desktop skills for
users who are new to the publishing software.

s Chapter 2, Text Entry and Editing, teaches you how to open an Interleaf
document, enter text, and perform basic editing functions.

m  Chapter 3, Tabs, Autonumbers, and Autoreferences, explains several fea-
tures of the publishing software that can enhance documents, including
tabs, autonumber streams, and autoreferences.

»  Chapter 4, Inline Components, describes inline components and the
various ways you can use them for structuring documents.
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Online Materials

»  Chapter 5, Diagramming: Creating Graphics, teaches you the fundamen-
tals of the publishing software’s diagramming system.

»  Chapter 6, Using Text in Diagramming, presents two features of the
publishing software, microdocuments and text strings.

u  Chapter 7, Document Assembly: Using and Modifying Templates, simu-
lates a typical publishing software application in which you paste text
and graphics into a template and adjust the format and image place-
ment. : ‘

Each chapter in the Tutorial contains lessons organized around a single ex-
ample or application. To work in a chapter, begin with the first lesson and
complete each lesson in the chapter in order.

At the end of each lesson there are optional exercises. These exercises pro-
vide opportunities to explore features or commands related to those pres-
ented in the structured exercises. Complete these exercises only if you are
interested in the additional features they cover; they are not required to
complete later lessons.

For an introduction to the basic features of the publishing software, com-
plete Chapters 1, 2, and 5. These chapters teach you how to work on the

desktop, how to work in documents and edit text, and how to use basic dia-

gramming features. Once you complete these chapters, you might want to

begin working in the publishing software and return to the remaining chap-'.

ters later.

Several chapters in the Tutorial make use of sample documents, which are
stored online and supplied with the publishing software. These documents
are available from the Systerm cabinet on your desktop. Chapters that make
use of online documents include instructions for copying the documents to
your desktop.

Graphic Aids in the Tutorial

v

In the Tutorial, each step in an exercise is preceded by a symbol that repre-
sents the action required to accomplish that step. Most of these symbols
represent actions you take with the mouse. These actions are: point, click,
drag, and hold.

s Point means to move the cursor so that the tip touches a specified
object or location.

w  Click means to press a specified mouse button and release it quickly.

S
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»  Drag means to hold down a specified mouse button and move the
mouse.

m  Execute means to hold down the middle button (the menu button),
choose a command from the menu that appears, and then release the
button.

The following list explains the symbols you see in the lessons. You do not
need to memorize each symbol’s meaning; they are only aids to performing
the exercises. As you progress in the Tutorial, you will find their meanings
easy to understand in the context of the exercises.

Symbol  Action

00 Move the mouse or point the cursor to a specified location.
800 Click the left mouse button, called the select button.
0E0 Click the middle mouse button, called the menu button.
{08 Click the right mouse button, called the extend button.
A0 Drag the select button.
0 Drag the menu button.
0 Hold down the menu button or execute a command.
000 Release any mouse button you are holding down.
O Press a key or type a sequence of characters.
O Perform a task or series of tasks you already know.

Typographical Conventions

Commands that you execute on a menu are shown in bold letters with an
initial capital letter, for example, Create.

When you are instructed to execute a command on a submenu or series of
submenus, the menu path is illustrated with arrows; for example, Create—
Document, or Fonts— Size— Larger.

Keys that you press on the keyboard are shown in bold with all capital let-
ters, for example, RETURN.

Also in the Tutorial Set

The Tutorial is one of two books in the Tutorial set. The other book,
Applications, provides specific, detailed examples of how you can use the
publishing software to accomplish realistic publishing tasks.
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Related Publications

In addition to the Tutorial set, two other documentation sets are available
for Release 4: The Reference set and the System set. The Reference set con-
sists of seven manuals that together provide a comprehensive description of
publishing software features. The System set consists of the System Admm-
istration, Installation, File Formats, and File Transfer manuals.

Your Comments

At the end of this manual we have included a Reader Comment form. If
you have comments about the Tutorial, especially suggestions for improving
it, please complete and send us this form.
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Desktop Fundamentals

Chapter 1 presents the fundamentals of using the Interleaf Technical Pub-
lishing Software. Study this chapter and follow the exercises it contains if
you have no previous experience with the publishing software and want to
learn the basic skills you need to work on the desktop.

There are two lessons in this chapter:

s Lesson 1, Beginning Desktop Skills, introduces you to the Interleaf desk-
top and the online help facility.

s Lesson 2, Organizing Your Desktop, shows you how to group objects on
the desktop in useful ways and how to discard objects from the desktop
that you no longer need. ‘
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Lesson 1: Beginning Desktop Skills

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

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

Lesson 1 teaches the basic skills you need for working in the publishing
software. In this lesson you learn how to

® open the desktop
= move the cursor
use the mouse to point and select

u
s display and use desktop popup menus
= obtain online help

m create and name icons
m select and deselect icons
= close the desktop

The approximate time to complete Lesson 1 is 35 minutes.

Opening the Desktop

B8 8 0

You start the publishing software by opening the Interleaf desktop. Inter-
leaf uses the term desktop to refer to the area of the screen where you work
with icons, the visual representations of documents and directories.

To log in to your workstation and open your Interleaf desktop:
Hold down the CTRL key and press c.

Type your login name and press RETURN.

If you have a password, type your password and press RETURN.

Type tps and press RETURN.

The Interleaf desktop appears, occupying the entire area of your workstation
screen.

The first time you start the publishing software, it creates a desktop that
looks similar to the one illustrated in Figure 1.

If your system administrator has customized the publishing software, the fol-
lowing description of the desktop may vary from what you see on your screen.
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Cursor

lcons

Figure 1. The desktop

When you open your desktop for the first time, you see a cursor in the
shape of an arrow pointing upward (4), and two icons. The cursor is a
marker that moves on the desktop when you move the mouse. After a few
seconds in one location, the cursor blinks so you can find it quickly.

When you first open the desktop, it contains icons named System and clip-
board (Figure 2). System is a directory icon (in the shape of a cabinet) con-
taining templates, text and graphics samples, and online documentation.

The publishing software uses the clipboard to temporarily store material
you have copied or cut. You will learn more about these icons later in the

Figure 2. System cabinet and the clipboard

Using the Mouse

On the desktop, you can use the mouse to perform most activities, such as
selecting icons and executing commands. The only activity for which you
cannot use the mouse is text entry.

The cursor follows movements you make with the mouse. The following ex-
ercise will help you become accustomed to the relationship between the
cursor and the mouse.
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To move the cursor:

Place the mouse on the mouse pad.

Hold the mouse and, without lifting it, move it in a circular motion.
The cursor follows the movements you make with the mouse.

Lift the mouse and move it in the air.
The cursor remains in the same position on the desktop.

Move the mouse so that the cursor moves to the far-left corner of the
screen.

If the surface on which you are moving the mouse is too small, you can pick
the mouse up, reposition it on the surface, and continue to move the cursor.

Two of the most important activities you perform with the mouse and cur-
sor are pointing and selecting. Pointing is a way for you to single out an
object on the desktop. Selecting is the way you tell the publishing software
that you want to perform an action on the object to which you are pointing.

To point and select:

Position the cursor so that either its tip or its entire shape overlaps the
System cabinet icon. This is called pointing.

The cursor’s tip must touch some part of the icon or you will be unable to se-
lect it, even if all but the tip overlaps the icon.
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cursor positions Incorrect cursor positions

For the purpose of selecting an icon, the icon’s label (for example, System) is
not considered part of the icon.

Press the left button on your mouse and quickly release it. This is called

clicking.

The System cabinet icon is highlighted in reverse video.

o
e.
=)

t the cursor to an empty part of the desktop.

Click the left mouse button again.

The System cabinet icon returns to its normal appearance, indicating that it is
no longer selected.
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When an icon is shown in reverse video, it is selected. You can select ob-
jects on the desktop by pointing to them and clicking the left button on

your mouse. This button is known as the select button. You can deselect
objects by pointing away from them and clicking the select button again.
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Using Menus and Accessing Help

Commands in the publishing software are organized on menus. Most of
these menus appear, or “pop up,” at the cursor location when you hold

down the menu button (middle button) on your mouse. For this reason,
these menus are called popup menus, or popups.

oo

Ell I

Ell I

il

There are many different popups. The popup that appears when you hold
down the menu button depends on the location of the cursor on the desk-
top and whether or not anything is selected. The publishing software always
presents you with a menu of choices that are appropriate for the action you
are about to perform.

The Tutorial uses popup menu names to clarify what menus you see during
each exercise, and therefore what commands are available to you. It is not im-
portant to memorize the names of these menus. What you should remember is
that different menus are available in different areas of the desktop.

To display a popup:

Hold down the menu button on your mouse. Do not release the button.

A popup, called the Nothing Selected popup, appears. The cursor appears on
the menu as the outline of a box (O). The command Refresh is highlighted.

Create =
Paste
Close
Custom =

When you first see a menu, one command is highlighted before you move
the cursor. This command is called the default command, or just the
default.

To drag the cursor off a menu:
While holding down the menu button, move the cursor up and down.
Each command is highlighted as the cursor passes over it.

Continuing to hold down the menu button, move the cursor off the menu.
No command is highlighted. The cursor still appears as a box ().

Create =
Paste
Refresh
Close
Custom =

o
e

Release the menu button.
The menu disappears. The cursor changes back to an arrow.
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Moving the cursor while you are holding down a mouse button is called
dragging. If you drag the cursor off a menu so that nothing is highlighted,
the menu disappears when you release the menu button and no action is
“performed. '

The publishing software contains an online help facility you can use to get
assistance with menu commands. To see online help for a specific com-
mand, you first highlight that command and then click the right mouse but-
ton. The right mouse button is called the extend button.

To see a help screen for the Refresh command:

Hold down the menu button.
The Nothing Selected popup appears.

Create =
Paste

| _Refresh O
Close
Custom =

While holding down the menu button, click the extend button.

A screen of information, describing the Refresh command, appears. There are
two choices at the bottom of this screen, Refresh and Cancel. The cursor points
to Cancel, which is highlighted.

Use REFRESH to redisplay all the information on the screen.
This command is useful when messages or display problems
overwrite or distort parts of the screen.

Execute Refresh. The entire display Is redrawn, including the
contents of ail open windows.

Because Refresh is the default command on the Desktop Nothing
Selected menu, you can usually refresh your screen by simply
clicking the middie button with the cursor on the desktop.

When you are through reading the help séreen, click the select button.
The help screen and the menu disappear from the desktop.

When a help screen is visible, you have a limited number of choices after
you have finished reading that screen. Choosing Cancel makes both the
help screen and the menu disappear without executing a command. A sec-
ond choice is the name of the command. By pointing to the command
name and clicking the select button, you tell the publishing software to ex-
ecute that command. On the help screens for some commands, there is a
third choice, More Help, which you can use to see additional screens de-
scribing that command.

On the Nothing Selected popup, there are arrows to the right of the Create
and Custom commands. An arrow indicates that a command has a sub-
menu that extends or modifies the original menu choice. You can see the
submenu for a command by dragging the cursor over the arrow to the right
of that command.
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To see a submenu and its related help screen:

Hold down the menu button.
The Nothing Selected popup appears.

Create =
Paste
Close
Custom =»

Drag the cursor up to Create and over the arrow to the right.

The Create submenu appears. It contains a list of all the objects you can
create on the desktop. The default is document.

<System>
cabinet
drawer
folder
Paste | terminal
Refresh| lisp
Close | Templates +
Custom =

If you have the optional Document Management package, you will see an ad-
ditional submenu choice, book.

Continue to hold down the menu button and click the extend button.
A help screen for the Create— document command appears.

s Purpose: Use the CREATE submenu to create an icon on your desktop, or
to create a Create cabinet, Library cabinet, or Custom cabinet
on your desktop.

s Submenu > <SYSTEM> — allows you to create a System cabinet on your
Choices:  desktap. For more information, see the help screen for
CREATE~ <SYSTEMD.

> DOCUMENT — creates a document icon

> FOLDER, DRAWER, CABINET, BOOK — each creates a different kind
of directory icon. A directary icon can contain documents and
other icons, including other directory icons.

» TERMINAL — creates a terminal icon, which you can use to
access the operating system from your desktop (Sun only)

> LISP — creates a Lisp icon, which is used in the Custom

cabinet

» TEMPLATES — allows you to create document icons with
pre—defined properties useful for particular text and
graphics applications

u Steps: Execute one of the submenu choices. The icon appears on the
do:ktop. Move it to a c&nvcmcnt p.lcace by moving the mouse,
an Oy ot convenen !

a Hint: To open an icon, point at it and click the left button to
select Iit; then execute Open to open it.

[] Relatnﬁl It <System) is the only chaice on the Create submenu, see the
Topics: help screen for CREATE= <SYSTEM)>

When you are through reading the help screen, click the select button.
The help screen and menu disappear.
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As you work with the publishing software, use the online Help faci!ity to
learn about commands or to supplement the information you find in the
Reference set.

Creating and Naming Icons

Ell

i

00

=00 000

The Create submenu contains a list of the icons you can create on your
desktop. An icon represents a directory or file. You can create an icon by
executing a command on the Create submenu. For example, in the next ex-
ercise you create a document icon.

To create a document:

With no icon selected, hold down the menu button, drag the cursor up to
Create and to the right to see the submenu.

The Create submenu appears; document is the default.

<System>
cabinet
drawer
folder
Paste terminal
Refresh| lisp
Close Templates =+
Custom =

Release the menu button.

The menu and cursor disappear, and in their place, the outline of a document
icon appears on the desktop.

When you first create an icon it appears as an outline. This means the icon
is automatically selected and in animation state. In this state, you can move
the icon anywhere on the desktop.

To move a newly created icon:

With the newly created document icon still in animation state, move your
mouse in a circular motion.

The icon’s outline follows the movements you make with the mouse.

Move the icon to any empty location on your desktop and hold down the

menu button. : o~
The Icon Selected popup appears. Deselect is the default. N
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Print -+
Cut

Copy -
Open
Move
Props
Custom =

Release the menu button.

The cursor reappears and the document icon is filled with white, indicating
that it is no longer selected.
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izdocument:;

o 2
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When you first create icons, they have generic names such as document.
Even though you can have as many documents and directories with the
same name as you like, you should give each a unique name to help you
remember what it represents.

To change an icon’s name:

Position the cursor so that its tip touches the label of the newly created
document icon.
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Click the select button.
The icon label becomes highlighted.
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Hold down the CTRL key and press d.
The generic document name is erased.
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Type MyDocuments as a new name for the document.
Each character you type causes the icon label to expand.

Press the DELETE key.
The s at the end of MyDocuments disappears.
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Press RETURN
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You can rename any icon by selecting and editing its label. Pressing
CTRL-d completely erases the old name; pressing the DELETE key erases
one character at a time.

Selecting and Deselecting Icons

Selecting an icon, or any object, tells the publishing software that you want

to do something with it. In an earlier exercise in this lesson you selected

and deselected a single icon. On the desktop, when one icon is selected and

you point to another and click the select button, the first icon is deselecteds
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To select more than one icon at a time you must use different selection
techniques.

To select more than one icon:

Point to the clipboard icon and click the select button.
The clipboard icon is selected.
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With the clipboard icon selected, point to the System cabinet icon.
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Click the extend button.
Both the System cabinet icon and the clipboard icon are now selected.
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Point to an empty area of the desktop and click the select button.
Both icons are deselected.
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When you have multiple icons on your desktop, you can repeat this tech-
nique until you have selected all the icons you wish. This method is appro-
priate for selecting icons that are spaced widely apart, or for selecting
nonadjacent icons on the desktop.

There is another technique you can use when you want to select icons that
are next to each other.
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To drag select icons:

Point to an empty area of the desktop, above and to the left of both the
System cabinet icon and the clipboard icon.
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Hold down the select button.

The cursor changes to a triangle.
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Drag the mouse downward and to the right.
- A bounding box replaces the cursor.
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Drag the bounding box until it completely surrounds the Systern cabinet

and clipboard icons.
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Release the select button.

The cursor reappears. Both the System cabinet icon and the clipboard icon

are selected.
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This technique is called drag selecting. As long as you hold down the select
button, the bounding box expands and contracts according to the move-
ments you make with the mouse. When you are drag selecting, make sure
that objects are completely enclosed by the bounding box or they will not
be selected.

You can also select all the icons on the.desktop and then deselect individu-
al icons.

TJo select all desktop icons:
First, deselect all desktop icons.

Hold down the select button and click the extend button.
All icons on the desktop are now selected.
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When you click the extend button while holding down the select button, it
extends the selection to all icons on the desktop. You can also use the ex-
tend button to deselect one icon when more than one are selected.

To use the extend button to deselect an icon:

Release the select button and point to the MyDocument document icon.
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Click the extend button.

The MyDocument icon is deselected, but all other icons on the desktop re-
main selected.
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You can use the extend button to extend either a selection or a deselection.
You can combine the techniques in the two previous exercises to quickly
select all but one or two of the icons on the desktop.

Closing the Desktop

When you are finished using the publishing software you must close the
desktop. Even if you are continuing to Lesson 2, use the following exercise
to practice closing your desktop.

To close the desktop:
O Deselect any selected icons.
(Il Hold down the menu button.
The Nothing Selected popup appears.

M0 Drag the cursor down to Close.

Create =
Paste
Refresh

Custom =

00l Release the menu button.
The Close stickup appears.

Confirm if you wish to exit the desktop.

00 800  Point to Confirm and click the select button.
The desktop closes.

A stickup is the publishing software’s way of asking you for a response.
When you perform an action that will have significant or possibly unin-
tended consequences, a stickup appears, giving you the opportunity to con-
firm or cancel the action. A stickup also appears if the publishing software
needs more information before it can complete a command, or if an error
condition occurs.
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Summary

Further Exercise
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= To start the publishing software you open the Interleaf desktop. The
desktop is the area of the screen where you work with icons, the visual
representations of files and directories.

= Pointing is a way for you to single out an object on the desktop. Select-
ing tells the publishing software that you want to perform an action on
the object to which you are pointing.

= To select an icon, point to it and click the select button (the left mouse
button). To deselect an icon, point away from it and click the select but-
ton again.

= Most commands in the publishing software are organized on menus
that appear or “pop up” when you hold down the menu button (the
middle mouse button.) The menu you see depends on the location of
the cursor and on whether anything is selected.

= The command that the publishing software highlights when you first
open a menu is called the default command, or just the default.

= An arrow to the right of a command on a menu indicates that the com-
mand has a submenu that extends or modifies the command.

= To access a help screen describing a command, first highlight that com-
mand and then click the extend button (the right mouse button).

m  To create an icon, execute Create and one of the submenu choices on
the Nothing Selected popup.

s To rename an icon, select the icon label, delete the current name, and
type the new name. Press RETURN to confirm the name change.

= o select more than one object on the desktop, use either the extend
button or the selection box.

s To close the desktop, execute Close on the Nothing Selected popup and
select Confirm on the stickup that appears.

The following optional exercise extends what you learned in Lesson 1 about
the Interleaf desktop. The instructions in this exercise are briefer than
those in the regular exercises. Although some of the commands will be new
to you, all are related to commands you have already used. Before begin-
ning the exercise, you must open the Interleaf desktop.

To toggle icon selection:
Make sure that no icons are selected on the desktop.

Hold down the select button, click the extend button, and then reiease the
select button.

All icons are selected.
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Point to the clipboard icon and click the extend button.
The clipboard icon is deselected; the other icons remain selected.
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Point anywhere on the desktop and then hold down the extend button, click
the select button, and release the extend button.

The clipboard icon is now selected; the other icons are deselected.
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Repeat the last step.
All icons except the clipboard icon are selected.
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Deselect all icons and close the desktop.

Holding down the extend button and clicking the select button toggles (or
reverses) the selection of icons on the desktop. Any icons that are selected
are deselected, and vice versa.
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Lesson 2: Organizing Your Desktop

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

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

Lesson 2 describes how to create and use directories, organize the desktop,
and cut and paste icons. In this lesson you learn how to

m create a directory icon

= open a directory window

m create icons inside a directory window

= open a directory window inside another directory window

= open an icon’s Object property sheet and change the icon type
= cut an icon on the desktop and paste it into a directory window
m  resize, scroll, and move a directory window

= open the clipboard and purge icons from it

The approximate time to complete Lesson 2 is 35 minutes.

Creating and Opening a Directory Icon

( M

18

A directory is a container for documents, other directories, or other desk-
top objects. You create directories to group and classify your work.

A directory is represented by one of three icons: a folder, a drawer, or a
cabinet (Figure 3).

| w—
L1

folder drawer cabinet

Figure 3. Directory icons

Although there is no functional difference between directories represented
by folders, drawers and cabinets, having a choice makes it easier for you to

“organize your work. For example, to organize directories, you can store

folders inside drawers, and drawers inside cabinets.

In the following exercise you create a folder icon. If you closed your desk-
top at the end of Lesson 1, open it again now.

To create a folder icon:
Make sure there are no icons selected on the desktop.

Hold down the menu button; drag the cursor up to Create and to the right
to see the submenu.
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<System>
cabinet
drawer :
folder
|
Paste terminal
Refresh| lisp
Close Templates »
Custom =

If you have the optional Document Management package, you will see an
additional submenu choice, book.

0 000 Drag the cursor to folder and release the button.

A folder icon appears in outline form. Remember that the outline form indi-
cates that the icon is in animation state.

000  Move the folder to a convenient location on the desktop.

0I0  Execute Deselect.
The folder icon is filled with white, indicating that it is deselected.
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O  Select the icon label and press CTRL~d.
The generic folder label disappears.
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To open the folder icon:
Select the MyWork folder.

S
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AR
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Hold down the menu button.
Open is the default on the Icon Selected popup.

Cut

Copy >
Deselect
Move
Props

Release the menu button

A directory window appears on the screen (Figure 4). The cursor is in the

upper-left corner of the window.

Header ——={MyWork

Status line

Scroll box

Figure 4. A directory window

When you open a directory icon, you see a directory window, which dis-
plays the contents of that directory. Since the MyWork directory is empty, i

contains only the cursor.

A directory window has the following parts:

s The header is the area containing the name of the directory.

s The status line is the location where messages are displayed.
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s The window area is the area where you can create, cut, paste, and move
icons.

s The scroll bars are areas in which you click either the select button or

the menu button to scroll the window’s contents.

s The scroll boxes are boxes in which you click the select button to scroll

the window’s contents in small increments.

s The size box is a box in which you click the menu button and then
move the cursor to change the window’s size.

When the cursor is inside a directory window, that window is the active
window. When a window is active, commands that you execute affect only
that window or the contents of that window. The header of an active win-
dow appears in white to let you know that it is active.

To make the directory window inactive:

Move the cursor outside the MyWork window and onto the desktop.
The window header becomes black.

Move the cursor back inside the MyWork window.
The window header becomes white again.

When you move the cursor outside an open window, that window becomes

inactive, which means that commands you execute do not affect the con-
tents of that window.

Creating Icons Within a Directory

Most of the actions you can perform on the desktop can also be performed

in a directory window. For example, you can create icons in a directory
window.

Release 4—Sun
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To create a document within a directory:

In the window area of the MyWork directory, hold down the menu button.
The Nothing Selected popup appears.

Create =
Paste

! Close O

Drag the menu cursor to the Create submenu.
The Create submenu contains the names of all the icons you can create.

<Systen
cabinet
drawer
folder
Paste terminal
Refresh| lisp
Close Templates »
Custom =»

Release the menu button.
The outline of a document icon appears in the directory window.
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Move the document icon to the upper-left corner of the window and
deselect it.

There is no difference between documents you create within a directory
and documents you create on the desktop.

To create a directory within a directory:

Hold down the menu butten and drag the menu cursor to Create— drawer.

<System>
cabinet
adrawetr
folder

document
Paste terminal
Refresh| lisp
Close Templates »
Custom =

Release the menu button.
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When the drawer icon is next to the document icon you created in the last

exercise, deselect it.
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To open a directory within a directory:

Select the drawer icon.

RAAEIIAEn

o S ARSI
BRI NI
ARARRAATANS? S RS
A oD AT
AR A
0 AT
PR DA RARRARY
AR "
2 AN
o 0208
A "
NN Ny
P wr
oot A
o N
229 e
A N
R, B
DO PO
N wn
o %
A, e
PR “a
A N

o
QS
0

SRS
PRRRRRNN

e, ol
A o >
Zdocumentiidrawer::

ool
~ RS %

A AR A AR AR AN SNSRI
SRR l‘ﬁl‘ﬁ:‘v‘l‘:‘o‘l R R

Execute Open.

A window for drawer opens. The cursor appears in the new window and the
MyWork window becomes inactive.

hMyWork

s
LR

* With the cursor in the drawer window, hold down the menu button and
drag the cursor to the Create submenu.
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The Create submenu that appears in the drawer window is the same Create
submenu that appears on the desktop and in the MyWork folder.

<System>
cabinet
drawer
folder

Paste terminal
Refresh| lisp

Close Templates »
Custom =

M0 000 Drag the cursor back to Close on the main popup and release the menu
button.

The drawer window closes.

You can have up to sixteen windows open on the desktop. It does not mat-
ter how these windows are organized; they can be overlapping, nested (one

icon contained by another), or in any combination that is useful for your
work.

Changing Object Properties

Every icon, with the exception of the clipboard, has a property sheet. The
property sheet is a window in which you can see and change the key char-
acteristics, or properties, of an icon.

To open the Object property sheet:

00 010  Select the drawer icon and execute Props.
The Object property sheet opens

Object Properties on
Name 1 [ drawer ] »-t
feon Type
Ownership
Owner [ carson
Group { wheasel
Permissions

Owner
Group [eat [t
others

Time of last
Change [ Wed, Sep 21, 1968 15:05:16 ]
Access [ Wed, Sep 21, 1986 15:16:18 |
Defautt
Save Format | [IIXSN [Fast][Asci]
[ h%

If you have the optional Document Management package, you will see two
additional icon types listed: Book and Binder.
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The Object property sheet contains the following properties:

Property Description |

Name the name of the icon. If you change the icon name by selecting -
and editing the icon label, the name in this field changes also.

Icon Type the icon type used to represent the directory

Ownership who created or copied the icon on the desktop

Permissions who has the ability to read and change files in that directory

Time of last when the document was last opened or changed

Default Save how the publishing software will save documents stored within
Format that directory

When the Object property sheet first appears, you see an inverted “v” in
the Name field. This is the property sheet caret, and it indicates where you
can make changes by typing. If you click the select or extend button when
the cursor is pointing away from the Name field, the caret disappears. To
bring the caret back, point to the Name field and click the select button.

To change the icon name on the property sheet:
O  Make sure the property sheet caret is in the Name field.

8  Type test directory
What you type replaces the default name, drawer.

Object Propertias |§mlaonFoHIAEnl

Name test directory 1]

tcon Type | CFarder) IEROIEA [Cwbimet]

©@  Press RETURN.

[Object Properties [EERIY [Control] [Atirs]
Name [ . testdirectory | 1
lcon Type l';i'.‘m

You use a different method to change the icon type.

To change the icon type:
00 Point to the Cabinet box to the right of Icon Type.
Object Properties [Control][Atirs]
Name L atestdiwectory ] 1]
Icon Type

B0  Click the select button.
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The Cabinet box is selected.

[Object Properties TIITITd [ControlJ[ARrs]
Name ( " test directory -] 1]
fcon Type | Fodar (orwer QN

Even though you have made changes on the Object property sheet, those
changes do not affect the icon until you apply them.

To apply a change on the Object property sheet:

Hold down the menu button.
A popup appears at the cursor location. Apply is the default.

Object Properties “MIEonfro!H:REI
Name [ test directory ] i

icon Type

Release the menu button.
The drawer icon changes to a cabinet and its name is now test directory.
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Hold down the menu button again.
A popup appears at the cursor location. Close is the default.

Object Properties ontrolj| A

Name [ testdirectory | i
| Reset]
fcon Type ZClose |

Release the menu button.
The property sheet closes.

Either execute Deselect or move the cursor off the cabinet and click the
select button.
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On each of the two popups that you used to apply changes and close the
property sheet, an alternative choice is Cancel. Use Cancel to return the
sheet to the properties it contained when you opened it or after the last '
time you executed Apply in that sheet.

Cutting and Pasting Icons

In organizing your desktop, you will frequently want to move an icon from
one directory to another or from the desktop into a directory. In order to
do so, you must first cut the icon from its old location and then paste it
into its new location.
To cut icons from the desktop and paste them in a directory:
00 Move the cursor to the desktop.
O  Create a document, a folder, a drawer, and a cabinet on the desktop.

00 Drag a selection box around the icons you just created.

000 Release the select button.
The icons are selected.

00  Execute Cut.
The icons disappear from the desktop.

0  Move the cursor back into the open directory window.
(Il  Execute Paste.
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Execute Deselect.
The documents are deselected.

To create a copy of an icon instead of moving it, execute Copy— Normal
instead of Cut and then paste the copy into the new location.

Sizing, Scrolling, and Moving a Window

28

00

To effectively organize your desktop, you need techniques to change the
size and location of windows. In addition, if all the contents of a window
are not displayed, you must be able to display different areas of the win-
dow. This is called scrolling.

To resize a window:

Point to the size box in the lower-right corner of the window.
The cursor changes to a triangle.

O

LY

R X ¥
I =R

Hold down the menu button.
The Window popup appears. Resize Q is the default.
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0

Refresh
Scroll -
Resize 0l I
Move |
Deselect
Front
Back

Release the menu button.
The Resize 0 command is executed. There is no visual change in the window.

Move the cursor up and to the left.
An outline of the right and bottom edges of the window moves with the cursor.

Position the window outline so that it includes the three left-most icons, but
not the three right-most icons.

[MyWork | B

Execute Deselect.
The window's size changes, as does the appearance of the bottom scroll bar.

[Mywork I

By moving the cursor to the size box, you were able to access the Window
popup that you used to change the window size. The cursor changed to a
triangle to indicate that the Window popup was available to you. This is
another example of how the publishing software uses the cursor location to~ -

determine what popup you see when you press the menu button. N
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When you resized the window, the bottom scroll bar became active

(Figure 5a). An active scroll bar is gray and contains a box called an eleva-
tor box. An active scroll bar indicates that the full contents of the window
in either a vertical or horizontal direction are not displayed. The location of
the elevator box indicates the part of the window currently displayed. A
scroll bar that is not shaded is inactive (Figure 5b).

R S maldl
a. Active

ol ==
b. Inactive

Figure 5. Active and inactive scroll bars

There are different ways you can use an active scroll bar to scroll a
window.

If your system administrator has customized the user interface, the scroll bars
might not work in the manner described in these exercises.

To scroll the contents of a window using the elevator box:

Point to the middle of the bottom scroll bar.
MyWork |

documenti;itest directory documen

Hold down the menu button.
The Window popup appears with Scroll as the default.

Drag the cursor to the Scroll submenu.
Elevator is the default on the Scroll submenu.
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[MyWork I

Scroll
Resize § Left Window

Right Window

Deselect
Front
Back

Release the menu button.

The elevator box moves to the cursor location and the contents of the window
scroll horizontally in proportion to the movement of the elevator box.

| MyWork |

H
n
H

As the elevator box moves in the scroll bar, different parts of the window
are displayed. Since Scroll— Elevator is the default on the Window popup

when the cursor is in an active scroll bar, you can scroll a window by point-

ing to the scroll bar and clicking the menu button. The vertical scroll bar
works in the same way as the horizontal scroll bar.

In the next exercise you move the window to a different location on the
desktop.

To move a window:

Point to any location on the window header.
The cursor changes to a triangle.

| MyWork ]
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Hold down the menu button.
The Window popup appears. Move is the default.

Refresh
Scroll
Resize B
MyWork
Resize g
T TTEET Deselect

Front

%% A Back
9 %

directory &3 document &5 folder dra

Release the menu button.
There is no visible change

Move the cursor around the desktop.
An outline of the window moves with the cursor.

When the window is in a convenient location and does not obscure the clip-
board, execute Deselect.

The window appears at the cursor location.

MyWork
N |

directory i document 72 folder: dra

Move is the default on the Window popup when the cursor is in the win-
dow header, and Deselect is the default when the window is in animation
state. This means that you can move the window by pointing to the header,
clicking the menu button, moving the window, and then clicking the menu
button again.
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Purging the Clipboard

The clipboard is a container that serves as a temporary storage area for all
objects, including directories and documents that you cut or copy. For ex- :
ample, when you cut four icons earlier in this lesson, the publishing soft- NS
ware stored the icons in the clipboard until you pasted them into the open
directory window. To save disk space, you should periodically open the

chpboard and permanently remove any material you no longer want. This

process is called purging the chpboard

To open the clipboard:
B00

clipboard :

0l Execute Open.
The clipboard window opens.

| clipboard |

The clipboard is currently empty.

To place objects on the clipboard:

00 Point to the MyWork window.
[MyWork T

yrevrrveeerreree

o

108  Hold down the select button and click the extend button.
All the icons in the window are selected.
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Execute Cut.

All the icons disappear from the window and reappear in selected state in the
clipboard window.

clipboard

Once an icon appears in the clipboard, it remains there until you purge it
(or until you paste it somewhere).

To purge objects from the clipboard:
Move the cursor to the clipboard window.

Hold down the menu button.
The Clipboard popup appears.

| clipboard |

Drag the cursor up to Purge and release the menu button.
The Purge stickup appears.

Purged icons cannot be recovered. Please confirm.
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300 B0  Point to Confirm and click the select button.
The stickup and the icons in the clipboard disappear.

O  Close the clipboard. N
When an icon first appears in the clipboard after you cut or copy it, it is in
selected state, and any previously selected icons on the clipboard are

deselected. Only selected objects can be pasted or purged. When you purge

an object from the clipboard, there is'no way to recover it. Be sure to purge

only objects you are sure you have no use for.

This is the end of Chapter 1. You can close the desktop now, or you can
continue to Chapter 2.

Summary

m To create a directory, execute Create— and a choice from the Create
submenu.

= To open a directory window, select the icon representing that directory
and execute Open.

= You can create or paste any icon within an open directory window. Af-
ter you have pasted an icon into a directory, the icon is in animation
state, so you can move it around the directory window as you wish.

s Every icon (with the exception of the clipboard) has a property sheet.
The property sheet is a window in which you can see and change the
key characteristics, or properties, of that icon.

= To change a directory icon’s type, open its Object property sheet, click
on the new Icon Type box, and apply the change.

= To move an icon from the desktop to a directory, or from one directory
to another, cut the icon from its old container and paste it in its new
container.

= To resize a window, point to the size box, execute Resize, move the cur-
sor until the outline of the window is the desired size, and execute
Deselect.

= To scroll a window, use commands on the Scroll submenu of the Win-
dow popup, or point to the scroll box containing an arrow pointing in
the direction you want to scroll and click the select button.

s To move an open window around the desktop, point to the window’s
header and execute Move. Use the mouse to move the window to the
location you want and execute Deselect.

s To purge unneeded icons from the clipboard, open the clipboard, select
the icons you want to purge, and execute Purge. When the Purge stick-
up appears, point to Confirm and click the select button.
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Further Exercise
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This exercise provides more practice in scrolling a window. If you choose to
perform this exercise, you must have the desktop and the MyWork folder
open.

To scroll the contents of a window using a scroll box:

Create enough icons in the MyWork window to make one of the scroll bars
in the window active. .

This example uses the bottom scroll bar.

Point to the right-hand scroll box on the bottom scroll bar.

Click the select button until the elevator box touches the right-hand scroll
box.

The window scrolls to display the right-most icons in the window.

Point to the left-hand scroll box on the bottom scroll bar.

Click the select button until the elevator box touches the left-hand scroll
box.

The window scrolis to display the left-most icons in the window.

The scroll boxes are an alternative to the Scroll submenu of the Window
popup. Pointing to a scroll box in an active scroll bar and clicking the se-
lect button scrolls the window in the direction of the arrow. Clicking the
extend button scrolls the window in the opposite direction from the arrow.

For More Information

36

If you are interested in learning more about the topics covered in these
lessons, see the following chapters in the Interleaf Basics manual in the
Reference set:

m  Chapter 1, Fundamentals, provides an overview of the desktop and de-
scribes the different desktop icons.

s Chapter 3, Basic Procedures, covers the essential skills you need to work
on the desktop, including how to use online help.

s Chapter 8, Managing Desktop Objects, describes how to organize docu-
ments and directories on the desktop.
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Text Entry and Editing

In Chapter 2 you create the business letter shown in Figure 1. In doing so,
you are introduced to the basic skills you need to create and modify a
document.

There are three lessons in this chapter:

m  Lesson 3, Opening a Document and Entering Text, shows you how to
open a document, enter text, and save and close the document.

m  Lesson 4, Defining New Components, explains how to select components
and change their properties, and how to create and update component
master definitions in your documents.

= Lesson 5, Text Editing Operations, details several text editing and for-
matting procedures and tells you how to print documents.
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-_E_ Page 1 of 1
Swiss 18 RGN ttauc <Detault Text Props>

headin

address

greeting
para

para
bullet
bullet
bullet
para

para

closing

‘The intrastate Bank;

#1 Bak Plece)

Spokme, Washington 992142

(509) THE-BANK

Mr. Cherles Ransame)

13 Shady Wayo
Valley, Washington 99181

Dex Mr. Rasome:

January2, 1989

Thenk you for your interest in establishing an account at The Iutrastate Bamk The
Intrastate Bank has always provided parans with the hghest quality banking. We

teke pride in the many services that we offer.
We offer a wide variety of accomts, including
- —sjBavings accounts, paying 6% interest

*—fN.O.W. Chacking and Savirgs accownts, paying SK% interest
o3 month, § yeer, end 2V year Term Certificates
All of us at The Intrastate Bamk look forward 10 heering from you soon. If you

Dave sy questians, do not hesitate to call me.
We hope you will enjoy banking with us.

Sincerely,

(Yoxr Name)D
Account M
The Intrastate Bamk

Figure 1. Completed business letter
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Lesson 3: Opening a Document and Entering Text
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In this lesson you open a document, enter the text of a letter, and save the S
document. By completing these tasks, you learn

s how to open a document window

m the parts of a document window

= the parts of the default document 4

= how the cursor’s behavior varies with its location
= how to enter text into a document

s how to create new paragraph components

m  how to save and close a document

The approximate time to complete Lesson 3 is 25 minutes.

Document Windows

A document window is the basic tool for viewing a document. It provides a
place for you to enter and edit text and graphics, and displays information
about your document.

To open a document window:

O  Create a document on your desktop and rename it Letter. If you need assis-
tance, refer to Lesson 1.

00 Point to the Lerter document icon.

B0  Click the select button.
The icon appears in reverse video to show that it is selected.
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(I With the icon selected, hold down the menu button.
The Icon Selected popup appears at the cursor location.
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Print -
Cut
Copy

Deselect
Move
Props
Custom =

(00 Release the menu button.

The document window opens (Figure 2).

Header
Status line ———»

fhanes 17 Hold Nole

Component name —» [itE
Component caret

Text caret

Component bar ——»

Fuio 1 01 1
<Detault toext Prapss

Text area

”

40

Figure 2. Document window
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In addition to the parts of a window described in Lesson 2, a document
window has the following parts:

Header: an area that gives you information about the document. The /
header contains five boxes: RN

Name box: shows the name of the document

Printer box: gives you access to a menu you can use to print the
document

Page box: shows the current page number and the number of pages in
the document

Font box: displays font information for the text at the text caret loca-
tion, including family name, point size, and bold and italic properties

Text Properties box: shows which, if any, special properties are as-
signed to the text at the text caret location

Status line: an area in which status and error messages are displayed.
For example, in Figure 2 the status line displays the message: Opened
‘Letter.’

Cursor: a location indicator that moves on the desktop when you move
the mouse

Text caret: an indicator that marks the location where text appears
when you type

Text area: an area in which you can enter and edit text and graphics

Component bar: a vertical black bar on the left side of a document win-~
dow in which the names of components in that document are displayed.
Also located in the component bar is the component caret, a horizontal
white line that indicates which component contains the text caret.

Cursor Location and Appearance

As you move the cursor around the document window, it changes shape,
depending on its location within the window. The cursor can take any of
five different shapes while you are working in a document:

o » ¢ >

1

a chevron when it is in the text area

a diamond when it is in the component bar

a triangle when it is in the header or in a scroll bar
a small box when it is in a popup or pulldown menu

an arrow when it is in the desktop area, in a property sheet,
or in a stickup

In the following exercises you will move the cursor to the various parts of
the document window to see the different cursor shapes and the menus as-
sociated with them.
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To see the Text Location popup:

00  Move the cursor to the text area.
The cursor changes to a chevron (A).

(Il Hold down the menu button.
The Text Location popup appears. The cursor changes to a box (D).

Create »

Fonts =
Center
Misc =

0 000 When you finish looking at the Text Location popup, drag the cursor off
the menu and release the menu button.

The Text Location popup lists commands that can be applied at the current
text caret location when no text is selected.

To see the Component Location popup:

00 Move the cursor to the component bar.
The cursor changes to a diamond ().

0l Hold down the menu button.
The Component Location popup appears. The cursor changes to a box (O).

Create =+

Select =+
Find =
Join

10 000 When you finish looking at the Component Location popup, drag the cur-
sor off the menu and release the menu button.

The Component Location popup lists commands that can be applied at the
current component caret location when no component names are selected.

To see the Window popup:

00  Move the cursor to either the vertical or the horizontal scroll bar.
The cursor changes to a triangle (A).

(Il Hold down the menu button.
The Window popup appears.
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Refresh

Resize U
Move
Resize O
Deselect
Front -
Back

0 000 When you finish looking at the Window popup, drag the cursor off the
menu and release the menu button.

The Window popup lists commands that affect the window’s appearance
and location.

The Tutorial uses popup menu names to clarify what menus you see during
each exercise, and therefore what commands are available to you. It is not im-
portant to memorize the names of these menus. What you should remember is
that different menus are available in different areas of the desktop.

Active and Inactive Windows

A window is active when the cursor is located within its borders. In an ac-
tive document window, each of the five boxes in the header is surrounded
by a white border. When you move the cursor outside the borders of a win-
dow, the window becomes inactive. In an inactive document window, the
header is black. You cannot work in an inactive document window or ac-
cess any menus that affect it.

To see the headers of an active and an inactive document window:

00  Move the cursor outside the window, onto the desktop.

The cursor changes to the desktop cursor and the header of the document win-
dow turns black, indicating that the window is inactive.

Letter Printer Page t of 1

Thames 12 Bold Italic <Default Text Props>

00 Move the cursor back into the document window.
The document window is once again the active window.

Page i of 1

Thames 12 Bold Italic <Detault Text Props>

Entering Text in a Document

Text you enter in a document appears at the location of the text caret. The
text caret (4 ) is a place marker in text. Although you can move the cursor

around the screen to perform various actions, the text caret always stays ir}, :

the text area to remind you of your location in a document. {
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Do not worry about making typing mistakes as you perform the next exer-
cises, as you will learn how to correct them later in this chapter. In fact, the
more words you misspell at this stage, the more practice you will get later
with the publishing software’s spelling checker. If you do want to correct a
mistake, use the arrow keys to move the text caret, and then use the
DELETE key to erase characters to the left of the text caret.

To enter text in the document window:
Make sure that the cursor is within the text area of the document window.

Type the first word of the sample letter: Thank
The cursor merges with the text caret and assumes a more squat shape (4.).

B -

Move the cursor into the component bar.
The cursor separates from the text caret, which returns to its original shape.

nara

b}

=

Continue typing the following text: Thank you for your interest in establishing
an account at The Bank. The Bank has provided patrons with the highest
quality banking. We take pride in the many services that we offer.

=

para

Thank you for your interest in establishing an account at The Bank The Bank has provided
patrons with the highest quality banking, Wemprmmthcmmncsmawoﬂa‘

As you type, the publishing software automatically wraps the text to the
beginning of the next line. '

If the cursor is in the text area when you enter text, it merges with the text
caret. This prevents the cursor from getting in the way of the text caret as
you type and lets you know where the cursor is when you want to use it. If
the cursor is in the component bar, header, or scroll bars when you enter
text, the cursor and text caret stay separate. When you entered the text of
the first paragraph, the cursor remained separate from the text caret be-
cause it was in the component bar.

In the next exercise you will add more text in the middle of the first sen-
tence. B

To move the text caret to a new location and insert text:

Point the cursor to the right of the word has in the second sentence.

Thank you for your interest in establisking an account at The Bank. mmnnpmlded
patrons with the highest quality banking. We take pride in the many services thifwe offer.

A

Click the select button.
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The text caret moves to the cursor location. You cannot see the text caret be-
cause it is covered by the cursor.

para Thank you for your interest in establishing an account at The Bank. The Bank has,provided
patrons with the highest quality banking. We take pride in the many services tha offer,

Move the cursor to view the text caret.

para Thank you for your fnterest in establishing an account at The Bank The Bank has progided
- pm’:m me”:rumwymu. Wemynaemmmmmh:%m

Press the space bar and type: always (You do not need to include a space

after always.)
When you finish, the first paragraph should look like Figure 3.

para Thank you for your fnterest in establishing an account at The Bank The Bank has always
vided patrons with the highest quality banking. We take pride in the many services we
i offer.

Figure 3. Finished paragraph

Whenever you insert text into an existing paragraph, or anywhere in a doc-

ument, the publishing software reformats all existing text as you type.
You may have noticed that the word provided was automatically hyphen-

ated by the publishing software. There may be times when you do not want

a document hyphenated. Later in the chapter you will learn how to turn

hyphenation off.

Adding Paragraphs as Components

200

At this point, all of the text in the letter is in one paragraph. This para-
graph is an example of a component, the most basic part of a publishing
software document. Each component has associated characteristics, such

as margins and font, that determine its appearance and format. All empty

documents contain a single example, or instance, of a para component.

When you want to add new text to a document, such as a new paragraph,

you create a new component. As you add components, their names appear

in the component bar. There can be any number of components, with as

many different names or with the same name, in a single document. Within

a document, components with the same name can share characteristics

such as typeface, margins, and text alignment.

In the next few exercises you will learn different methods of creating new

para components for your letter.

To create a new para component using the Create submenu:

Move the cursor to the component bar.
The cursor changes to a diamond.
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Thank you for your interest in establishing an account at The Bank The Bank has always pro-
vided patrons with the highest quality banking, We take pride in the many services tifat we
offer.

Hold down the menu button.
The Component Location popup appears. Paste is the default.

Create »

Drag the cursor up to Create and to the right to display the Create
submenu.

The submenu lists the predefined components; para is the default.

bullet
caphead
list

micro: =

Create
Paste
Select
Find
Join

Release the menu button.

A second para component appears in the component bar below the original
one. The text caret moves down in the text area so that it is opposite the new
component name.

‘Thank you for your interest in establishing an account at The Bank The Bank has always pro-
vided patrons with the highest quality banking, We take pride in the many services that we
offer.

As you can see from the Create submenu, there are several predefined
components. You can use these predefined components as the bases of any
new components you need to create.

The default command on the Create submenu is determined by the loca-
tion of the component caret. In this example, because the component caret
was next to a para component, para was the default.

Notice that the new component name is highlighted. This indicates that the
component is selected.

To add text to the new para component:

Type the following text: We offer a wide variety of accounts, including: Savings
accounts, paying 6% interest; N.O.W. Checking and Savings accounts, paying
5.25% interest; variable rate Individual Retirement Accounts; and 3 month, 1
year, and 2.5 year Term Certificates.
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Thank yon for your {nterest {n establishing an account at The Bank The Bank has always pro-
vided patrons with the highest quality banking, We take pride in the many services that we
offer.

We offer a wide varieiy of accounts, inciuding: Savings accounts, paying 6% Interest N.O.W.
Checking and Savings accounts, paying 5.25% interest, variable rate Individual Retirement
Accounts; and 3 month, 1 year, and 25 year Term S

When you begin to type, the highlight around the component name disap-
pears and the component caret returns. The location of the caret directly
above or below a component name indicates which component contains the
text caret. The component containing the text caret is known as the current
component.

To create a third para component using the keyboard:
Make sure the text caret is somewhere in the second paragraph.

Press LINEFEED.
A third para component appears below the second.

Thank you for your interest in establishing an account at The Bank The Bank has always pro-
vided patrons with the highest quality banking. We take pride in the many services that we
offer.

We offer a wide variety of accounts, including: Savings accounts, paying 6% interest; N.O.W.
Checking and Savings accounts, paying 5.25% interest, variable rate Individual Retirement
Accounts; and 3 month, 1 year, and 2.5 year Term Certificates.

When you use the keyboard to create a new component, you create a com-
ponent with the same name and characteristics as the current component,
just below it. The text caret does not have to be at the end of the text in the
component in order for this technique to work.

Type the following text: If you have any questions, do not hesitate to call me.

Thank you for your interest in establishing an account at The Bank The Bank has always pro-
vided patrons with the highest quality banking. We take pride in the many services that we
offer.

‘We offer a wide variety of accounts, including: Savings accounts, paying 6% interest; N.O.W.
Checking and Savings accounts, paying 5.25% interest; variable rate Individual Retirement
Accounts; and 3 month, 1 year, and 2.5 year Term Certificaies.

If you have any questions, do not hesitale to call me,

To create a fourth para component:

Make sure the text caret is somewhere in the third paragraph.
Press LINEFEED.

A fourth para component appears below the third.

Type the following text: All of us at The Bank look forward to hearing from
you soon. We hope you will enjoy banking with us.
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Thank you for your int in establt at The Bank The Bank has always pro-
vided patrons with the highest quality bankmg We take pride in the many services that we
offer.

We offer a wide variety of accounts, ncluding: Savings accounts, paying 6% fnterest, N.O.W.
Checking and Savings accounts, paying 5.25% interest; varisble rate Individual Retirement
Accounts; and 3 month, 1 year, and 2.5 year Term Certificates.

If you have any questions, do not hesitate to call me.

Al of us at The Bank look forward to hearing from you soon. We hope you will enjoy banking
with L%

Reviewing the paragraph you just typed, you decide that it is inappropriate
to have both sentences in the same paragraph. To remedy this, you can
split the component into two separate components of the same type, there-
by creating two separate paragraphs.

To split one component into two separate components:

Point the cursor to the left of the word We at the beginning of the last sen-
tence and click the select button.

gl AL of w &t The Bk look farwerd 1o hewring rom you som. We hope you will mjoy bnking
with us.

Hold down the menu button.

The Text Location popup appears with the default command, Paste,
highlighted.

Create »

Fonts -

Center
Misc =

Drag the cursor down to Misc and over to the Misc submenu.
Split is the default on the Misc submenu.

Create | Tabs -
Paste Show =
Fonts Hyphen »
Center| Shape

Find -
Replace =+
Spelling

Release the menu button.

The publishing software splits the component into two components of the
same type, as shown in the following illustration.

‘para All of us at The Bank look forward to hearing from you soan.
1
; ‘We hope you will enjoy banking with us. A

When you execute the Split command, the text before the text caret re-
mains in the original component, and the text following the text caret be-
comes a new component of the same type.
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Closing a Document

You have completed the main body of your letter and are ready to close the .
document window. You will return to this document in the next lesson. !

To see a pulldown menu:
00  Point to the Name box in the document header.

Page 1 of 1
Thames 12 Bold {talic <Detault Text Props>

0Il Hold down the menu button.

The Document Name pulldown menu is displayed with the default command,
Close, highlighted.

Italic

U0 000 Drag the cursor off the menu and release the menu button.

A pulldown menu is a list of commands that you “pull down” from the

header boxes in a document window. Pulldown menus are like popup me-

nus except that you can access a particular pulldown menu from one place

only, the document header. Each header box has its own unique pulldown

menu containing commands associated with the document function appear- =~
ing in that box. \

To close a document:
00 Point to the Name box in the document header again.

0l Hold down the menu button.

The Document Name pulldown menu is displayed with the default command,
Close, highlighted.

000 Release the menu button.
The Close stickup appears.
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You have modified ‘Lattar since It was saved.

Hold your changes in a work-in-progress file,
Cancel the Close, or Ciose (and lose your changes)

Click the select button.

After a short wait, the window closes and you see the unselected Letter icon
on the desktop.

If you have modified a document since it was last opened, the publishing
software automatically asks you if you would like to save the changes.
When you choose Save, any changes that you have made to the document
since you opened it are saved and the document closes.

= To open a document window, select the document icon and execute
Open.

a A document window contains a header, a status line, a component bar,
scroll bars, and a text area.

u  The location of the cursor in the document window determines the cur-
sor shape and the available popup menu.

s The text caret marks a location in text. When you type, text appears at
the text caret.

= The publishing software automatically formats text as you type.

m  To create a new component, move the cursor into the component bar
and choose an option from the Create submenu of the Component
Location popup.

s The component that contains the text caret is called the current
component.

s To create a component with the same name and properties as the
current component, press LINEFEED.
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a To split a component into two components of the same name and char-
acteristics, execute Misc— Split.

a To save and close a modified document, execute Close from the Docu-
ment Name pulldown menu and choose Save on the Close stickup. N

Further Exercises

These exercises present more information about using the Close stickup.
To perform the exercises, you must have the Letfer document open on your
desktop.

To close an unmodified document:

B0 DB0  Select the Letter document icon and execute Open.
The document window opens.

00 Move the cursor and text caret around the document, but do not make any
changes.

0l  Execute Close from the Name box in the document header.
The document closes without displaying the Close stickup.

Because you have not modified the document since it was last saved, the
Close stickup does not appear and the document closes quickly.

To close a document without saving changes:
O Reopen the Letter document.
B Add some text to any part of the document.

(Il  Execute Close.
The Close stickup appears.

3100 800  Point to Close on the stickup and click the select button.
The document closes without saving the changes.

When you close a document in which you have not made any changes, or in
which you choose not to save your changes, the document closes much fast-
er than when you save your changes.
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Lesson 4: Defining New Components

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

In Lesson 3 you worked with the para component, which is one of the com-
ponents supplied in a default document.

In this lesson you define new components for the business letter: a heading,
date, address, greeting, closing, and signature, each of which requires a dif-
ferent format. In the process, you learn how to

s select a component and open its property sheet

s change and apply values on a property sheet

m create and update master definitions for components

= use the Component property Format, Page, and Custom sheets
m  save a work-in-progress version of a document

The time to complete this lesson is approximately 40 minutes.

Preliminary Steps

Before you can begin this lesson, you must have the Lefter document you
saved at the end of Lesson 3 open on your desktop.

To open a document:
O  Point to the Lerter document icon and click the select button to select it.
The icon is highlighted in reverse video.

(Il Hold down the menu button and execute Open.
The document window opens.

Opening the Component Property Sheet

In the publishing software, the factors that control the appearance of text
in a component are called properties. You can examine and change a com-
ponent’s properties by using a Component property sheet.
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Changing a Component property sheet is a four-step process in which you
1. select the component

2. open the Component property sheet

3. change one or more properties

4. apply the changes and close the sheet

To select a component:

00  Move the cursor so that it overlaps the name of any one of the para compo-

nents.
m > Q

Correct cursor position Incorrect cursor position

B0  Click the select button.

The component name is highlighted in reverse video, indicating that the com-
ponent is selected.

You can deselect a component by moving the cursor off the component

name in the component bar and clicking the select button, keeping the cur-
sor on the component name and clicking the extend button, or executing
Deselect on the Component Selected popup.

To open a Component property sheet:

0l  With the component selected, hold down the menu button.
The Component Selected popup appears. Props (Properties) is the default

Cut
Copy
Change =
q
Select =«
Deselect
Misc - N

000 Release the menu button to execute the Props command.

The Component property Format sheet for the para component opens
(Figure 4).

5
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Component Proparties [R0iutul [Page][Custom||[Tab][Profie] | ALrs)

Name | Lpara ] i1
Margins .

Top 0.04 inches

Bottom 0.04 inches

Left 0 inches

Right 0 inches
Initial Indent [] inches

Pvumber M 1 ] tines
Une Spacing lines
atgnment | [TIRXETON (Eertsred] XTI

Font (e (7 e i
Toxt Props
= B

Figure 4. Compaonent property Format sheet

Executing Props on the Component Selected popup gives you access to the
Component property sheet. The Component property sheet actually con-
sists of six separate sheets: Format, Page, Custom, Tab, Profile, and Attrs
(Attributes). Only one sheet can be open at a time. The first time you ex-
ecute Props after opening a document, the Format sheet appears. After
that, the sheet that appears is the last sheet that was open on the desktop.
The name of the open sheet is highlighted in the property sheet header.

The Profile sheet is available only if you have the Advanced Graphics option.
The illustrations in the Tutorial show the Component property sheet with the
Advanced Graphic option installed.

On the Format sheet you define the characteristics of a component, such as
its name, margins, first indent, line spacing, alignment, and font. The prop-
erties on the Format sheet are described below.

s Name: the component name as it appears in the component bar
s Margins: the spacing around the component

w Initial Indent: the amount of space from the left margin to the begin-
ning of text in the first line(s) of the component. Number specifies the
number of lines affected by the Initial Indent setting.

m Line Spacing: the amount of space between lines (also called leading),
specified as a multiple of the line height. This space cannot be less than
one line. .

s Alignment: the way text aligns to the right and left margins. In Figure 4,
the alignment of Flush Left and Flush Right produces justified text.

= Font: the name of the font family, point size, and bold and italic prop-
erties of the text in the component

a  Text Props: special text properties, for example, underlining and strike-
through. If a text property is turned on, it is displayed in this box.
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Changing Properties and Applying the Changes
There are three ways to change settings on a property sheet: e

m  Select one of several possible properties in a list box. The family and o
size Font boxes, and the Text Properties box are list boxes.

= Turn a toggle box on (black) or off (white). The Alignment box, bold
and italic Font boxes, and the sheet selection boxes in the property
sheet header are toggle boxes.

s Type information into, or edit a field. The Name, Margins, Initial Indent,
and Line Spacing boxes are fields.

Components are not the only objects in the publishing software that have
property sheets. What you learn in this lesson about opening the Compo-
nent property sheet and changing properties applies to all property sheets
in the publishing software.

In the next few exercises you experiment with the font size in the letter. To
do this, you change the font characteristics of the para component.

To change values in a list box:

00  Point to the font size box.
The cursor changes 1o a triangle, indicating that it is in a list box.

Font Thames) (2 Ford) e
Text Props @g B .
= Bl {

(Il Hold down the menu button.

An anchored popup appears.
Font Thames| (12| [Boid]
Text Props I5) G<ACtion> -
Larger
1] smaller 2

6

8

9

10
11
12
14
18
24
36

0 000 Drag the cursor down to 10 and release the menu button.
The number in the size box changes from 12 to 10.

An anchored popup is a popup that is anchored to a particular location on
a property sheet, and available at that location only. The anchored popup
attached to the font size box shows all of the available point sizes for the
current font family.
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To apply a property sheet change from within a list box:

0l  Without moving the cursor, hold down the menu button again.
The anchored popup appears again.

Il Drag the cursor to <Action>— Apply.

Font ames)| 10| [Bold| [ttalic
Text Props [ <Actio Cancel
Larger

i+ Smaller | Global Apply + }

000 Release the menu button.
The font size for the current paragraph changes to 10 point.

Thank you far your interest in establishing an acoourt & The Bank. The Bank has abways provided patrons with
Are highest quallty barking, We ke pride in the many services thit we offer

We offer a wide variety of accounts, including: Savings accounts, paying 6% interest; N.O.W.
Checking and Savings accounts, paying 5.25% interest, varidle rate Individual Retirement
Accounts; and 3 month, 1 year, and 2.5 year Term Certificates.

If you have any questions, do not hesitate to call me.
All of us &t The Bank look forward to hearing from you soon.

We hope you will enjoy banking with us.

Although 12-point text looked too large for your letter, 10-point text looks
too small. The solution is to change the font size to 11 point.

Applying a Property Change Globally

In the previous exercise you modified the text of the first para component,
giving it a smaller type size than the text in the other para components. In
doing so you created an exception to all of the other para components. In
the next exercise you make further changes to the property sheet and then
apply your changes to all of the para components simultaneously.

To quickly change values in a list box:

A0  Point to the font size box again.

B0  Click the select button.
The number in the size box increases to 11.

You can use the select and extend buttons in a list box. Clicking the select
button in a list box advances you to the next setting (such as the next larger
font size). Clicking the extend button in a list box brings you to the pre-
vious setting (such as the next smaller font size).

When the value in a list box gets to the last (or largest) available setting,
clicking the select button starts the list over at the first (or smallest) setting.
Similarly, when the value in the box gets to the first (or smallest) available
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setting, clicking the extend button wraps the list to the last (or largest)
setting.

The text in your letter is justified at both the left and right margins. To
make the letter appear a little less formal, you can turn off the justification
along the right margin, thereby creating a ragged right margin.

To change a toggle setting:

Point to the Flush Right alignment box.

Atgrment | ETCINETN (Cvatorsd) EODEIN

Click the select button.
The box is no longer highlighted, indicating that Flush Right is turned off.

Alignment

The Alignment settings change how the text is formatted at the margins.
The default setting of Flush Left and Flush Right justifies the text at both
the left and the right margins. To justify the text along the left margin only,
you have to turn Flush Right off.

In the next exercise you will apply your font size and alignment changes to
all of the para components in the document.

To globally apply property changes:
Hold down the menu button.
The Apply popup appears. Apply is the default.

Cancel
Global Apply »

Drag the cursor down to Global Apply and over to Confirm.

Cancel
Apply iaConfirm
| Global Apply

Release the menu button.

The font size in the current para component increases from 10 point to 11
point, and the font size in the other four para components decreases from 12
point to 11 point. All of the paragraphs in the letter now have a ragged right
margin. '
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Thek you &r yor mterest in ssteblishing @ eccomt ot The Bank. The Benk bas always pro-
4rided peiros wit: w higheet quality banking, We taks ride in te many services Sat ve offer.
We offer & wide veriety of Tading: Sevings paying 6% interest, NO.W.
Qucking e Sevings accomts, peying 525% interest, varisble rate Individoal Rattreant Ac-
comts; exd 3 monah, | yewr, @xd 25 yewr Tam Cartificates.

1f you bave sy quastions, do ot hesitate to call me.
All of us &t The Bank ook forverd 1o heering fram you socn.
We bope you vill enjoy benking vith us.

Hold down the menu button
The Close popup appears. Close is the default.

Release the menu button.
The property sheet closes.

Global Apply applies only those changes you have made since you last
applied changes to the property sheet. Unlike Apply, it applies your
changes not only to the selected component, but to all components of the
same name in the document.

The <Action> submenu on an anchored popup is identical to the Apply
popup you see when the cursor is not in a list box. This gives you greater
flexibility when using the publishing software, since you can access the
Apply and Global Apply commands from anywhere within a property sheet.

In the process of globally applying property sheet changes, you might have
noticed a message that appeared in the status line of the property sheet:
Updated the master definition for ‘para’.

Name T — | i

A master definition, or master, contains the properties for all components
with a particular name. When you first opened the document window, the
document already contained a component named para. As you created
more para components, each one had the same properties as the para mas-
ter.

When you changed the type size of the first para component, you created
an exception to the para master. The selected para component contained
10-point type, while the para master had 12-point type. When you changed
the font size to 11 point and executed Global Apply, you changed the type
size in the master from 12 fo 11 point, affecting not only all existing para
components in the document, but also any para components you might
create later. ‘

Another way to update a master definition is by using the Unify command,
located on the Close popup. When you execute the Unify command, the
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publishing software applies the properties of the selected component to the
master and to all components of the same name. Whereas the Global Apply
command affects only those properties you have changed since you last ~ ~
applied changes to the property sheet, Unify affects all component proper- -
ties, changing them to match those in the selected component. You will
have an opportunity to learn more about Unify in later lessons.

Defining Components

200

B0

1 i

Ll

In a typical business letter, you might have components for paragraphs,
headings, titles, and other separate pieces of text. Each component name
has its own master definition that defines the properties of that component.

Defining a new component with a unique name and properties is a three-
step process in which you

1. create a component and open its Format property sheet

2. give the component a unique name and change any other properties
you wish

3. apply the changes to create a new master, and close the property sheet

You are now going to define new components for your letter.

The Heading Component

The first new component you will define is a heading component with cen- ‘
tered text and an extended bottom margin. S

To create a component and open its property sheet:

In the component bar, point to the area just above the first para
component.

Click the select button.
The component caret moves so that it is above the first para component.

<
U'rm—‘l Thenk you &x yor interest i eeteblishing @ eccomt o The Benk. The Benk
- Qup’:nv’fumq-uqhu;mm.ﬂ e muey

Execute Create— para.

A new para component appears above the first. The highlight indicates that it
is selected.

:
4
¥

i
4
:
i

q‘hk for yoxr interest in esteblishing @ accomt of The Benk. The Bek has always pro-
wmﬂthm@mym'-mmhh-,mm"m

With the cursor still in the component bar, execute Props.

The Format sheet for the selected component opens. Its properties match lhose .
of the para master that you updated in the last exercise. A
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Changing the component name on the Format sheet and applying the
change causes the publishing software to create a new master.

To change the name of a component:

Make sure the property sheet caret, an inverted “v”, is in the Name field. If
it is not, point to the Name field and click the select button.
Type: heading

The field turns black as you start to type, and heading replaces para in reverse
video.

Component Properties [RIIL [Page][Custom]|{Tab]{Profile][Altrs]
[Name [ hewing ] I u

Press RETURN.
The box turns white again to confirm your entry.

The appearance of the property sheet caret in a field indicates that you can
type new information into that field or edit the current setting. To move the
caret, point to a new field and click the select button.

When you start typing in a field, everything currently in the field is erased.
To confirm your entry, you can either press RETURN or move the property
sheet caret out of the field by selecting another field on the property sheet.
To indicate that your entry has been confirmed, the field turns white again.

When you apply a name change to a component, the publishing software
creates a new master for that component. If you make other changes before
applying the name change, these changes are applied to the new master
when you apply the name change.

The heading will look best if there is extra space between it and the compo-
nent that follows it, so you are going to increase the heading component’s
bottom margin.

To change margin settings:

Point to the bottom margin field and click the select button.
The property sheet caret appears at the beginning of the field.

Type: .5
The field turns black as you type, and .5 replaces the old value.
Margins

Top Inches

Bottom inches

Left [] inches

Right 0 inches

In order for the heading to appear at the center of the page, you need to
turn on centered text alignment.

To change text alignment:

Point to the Centered alignment box.
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Click the select button.

The Centered box turns black to indicate that it is selected. The Flush Left and
Flush Right boxes turn white to indicate that they are now deselected. The
property sheet should now resemble Figure 5.

Component Proparies ]

Name [ heading ] 1]
Margins

Top 0.04 inches

Bottom 0.50 inches

Left 0 inches

Right [] inches
initial Indent 0 inches

Number 1] fines

Une Spacing lines
Atgnment | (Fih Lo K (P i)

Text Props [<Defautts)]
=B %

Figure 5. Completed Format sheet for the heading component

Since text cannot be flush with both margins and centered at the same
time, both the Flush Left and Flush Right boxes were turned off automati-
cally when you selected Centered.

When you selected a new box on the property sheet, the bottom margin
field turned from black to white to confirm your change.

To apply your changes and close the property sheet:

Execute Apply.
The New Component Master stickup appears.

The new ‘heading’ master will be created from ﬂ\l; instanc

Because this instance is empty, the master
will have no content. Please confirm.

Point to Confirm and click the select button.

The master for heading is created, and the component name changes in the
component bar.

Execute Close.
The property sheet closes. (
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A master can have content as well as properties. Because there was no text
in the heading component when you defined it, the master definition for
heading does not include any content. If the heading component had con-
tained text, however, you would have had an opportunity to choose whether
to include that text in the master.

If a component master includes text or graphics, any component created
from that master will have that content. This is useful when you want a
word or phrase to appear each time you create a certain component; for
example, when you want your company name and address to appear in ev-
ery heading component you create.

You have already seen how defining properties in a master definition
works. Later in this lesson you will define a master’s content as well.

Because you gave the heading component a centered text alignment, the text
caret automatically appears at the center of the first line of the component.
You are now going to enter the text of the heading.

To add text to the heading component:

Type the first line of the heading: The Bank
The text appears in the center of the line as you type, and remains centered as

you add characters. The text caret moves to the right.

Press RETURN.

The text caret moves to the center of the next line and a curved arrow (2) ap-
pears at the end of the first line.

The Bk
Y

Thank you for yoor interest fn establishing @ accomt «f The Bank. The Beank hes alweys pro-
vided patrans with the highest quality benking. We teks prids in %e meny services that we offer.

Type the next three lines as shown in Figure 6. Be sure to press RETURN
after typing the street and city address lines.

The Bankp
#1 Bank Placep
Spokane, Washington 992143
(509) THE-BAN&

Figure 6. Completed heading component

Although you did not type enough text on each line to make the publishing
software automatically wrap to the next line, pressing RETURN forced the
software to do so. This is called a hard return. The publishing software
indicates a hard return with a curved arrow. These arrows appear on your
screen only; they will not appear in the printed document.

Release 4—Sun



Creating Additional Component Masters

In the exercises that follow you create other components for your letter in
the same way you created the heading component. For each component
there are quick instructions, illustrations of the completed property sheets,
and an illustration of the completed component.

=00 800

0

il

il

The Date Component

The date in the sample letter is right justified, is in italic type, and has a
three-quarter-inch space below it.

To define a date component:

Point to the area in the component bar just below the heading component
and click the select button.

The component caret moves so that it is below the heading component.

headin The Bank)

i #1 Bak Place)

f <> Spokane, Weshingtan 992147
b (509) TH!:—BANIX

Hold down the menu button and drag the cursor over to para on the
Create submenu.

The Create submenu now contains a component name for heading in addi-
tion to the predefined components.

buliet - / ‘
caphead
heading
list

Paste | micro: =«

Select

Find subhead

Join

Release the menu button.

The publishing software creates a para component below the heading
component.

Execute Props.
The Format sheet opens.

Make the following changes to the Format sheet:

Name date
Bottom Margin 75
Flush Right on
Flush Left off
Italic on

The Format sheet should resemble Figure 7.
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Component Properties [T @@@l@l@ﬂgj@

Name [ _date

Margins

Top
Bottom

0.04

e

0.75

inches
inches

Left

inches

Right

inches

initial indent

Number | EXZEEE

inches

1 ] fines

Line Spacing lines

Alignment [Fiush Tett] [Centered | [N

Font [hames m
Text Props [<Dsfautts>

ol

Figure 7. Completed Format sheet for the date component

Execute Apply and select Confirm on the New Component Master stickup.
The publishing software creates an empty master for a date component.

Execute Close.

The property sheet closes.

Type today’s date.

The text appears, starting at the right margin. (This tutorial uses JanuarykZ,
1989 in the sample letter.)

The Address Component
In the next exercise, you create an address component that has a quarter-

inch bottom margin.

To define an address component:

Create a para component below the date component in the component bar.

Execute Props.
The Format sheet opens.

Make the following changes to the Format sheet:

Name

Bottom Margin

The Format sheet should resemble Figure 8.
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Componant Properties [Rutinil (Page][Custom][Tab][Profie ][ Atts]

Name [__address ] ki
Margins

Top 0.04 inches

Bottom % 0.25 inches

Left [ inches

Right 0 inches
Initial Indent 0 inches

Number | Detaun T lines

Line Spacing lines
Alignment IXIXYIE [Centered | [Fiush Right]

Font a0 ) L G

Text Props [<Defaultsy
= l-é

Figure 8. Completed Format sheet for the address component

Execute Apply and select Confirm.
The publishing software creates an empty master for an address component.

Execute Close.
The property sheet closes.

Type the text of the address as shown in Figure 9. Remember to insert hard
returns as needed.

Mr. Charles Ransome)
13 Shady Wayp
Valley, Weshington 99183

Figure 9. Completed address component

The Greeting Component

The greeting component in the sample letter has the same properties as the
para component. You could use a para component for the greeting, but it is
a good idea to create a separate component. Separate components give you
flexibility should you decide that you want to change the format of one type
of component without affecting others.

To define a greeting component:

Create a para component below the address component in the component
bar.

Execute Props.
The Format sheet opens.

Change the Name field to greeting and press RETURN.
The Format sheet should resemble Figure 10.
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Componant Properties

Name [ gresting ] 1
Margins

Top 0.04 inches

Bottom 0.04 Inches

Left [] inches

Right [] inches
Initiat Indent 0 inches

Number | vetaut JHEK] fines

Une Spacing lines
Alignment IXT] [Centarsd ] [Fush Right]

Font [Thames]
Text Props [<Defauits)

] Gl

Figure 10. Completed Format sheet for the greeting component

Execute Apply and select Confirm.
The publishing software creates an empty master for a greeting component.

Execute Close.
The property sheet closes.

Type the greeting: Dear Mr. Ransome: (do not press RETURN).

qreetin Dewr Mr. MA
para Thenk you for yor interest in establishing @ eccomnt ot The Bank The Benk hes always pro-

vided petrors with @ highest quality benking. We take pride in the many services tat ve offer.

The Closing Component

In the next exercise you create an indented closing component. In addition,
since the closing in a letter is never on a different page than the signature,
you ensure that the publishing software will not break the page after the
closing component. '

Because the closings in letters usually contain the same text, you will copy
the closing component’s content into the master. One way to create a com-
ponent with content is to enter the desired text into the component you are
going to rename, and then define the new component. In the following exer-
cises you are going to create another para component, enter the text of the
closing, and then define the closing component, copying the contents of the
component into the master.

To define a closing component:

Create a para component below the last para component in the component
bar.

Type the closing: Sincerely, (do not press RETURN).

 para We bope you will enjoy banking vith us.
'para lﬂsmlyA

Select the component name in the component bar.
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Execute Props.
The Format sheet opens.

Make the following changes to the Format sheet:

Name closing
Top Margin 6
Left Margin 35

The Format sheet should resemble Figure 11.
Component Proparties |

Name [ closing ] 1]
Margins

Top [ 0.60 | inches

Bottom 0.04 inches

Left 3.50 inches

Right #o=‘ inches
initial indent 0 inches

Number LE 1 ] tines

Une Spacing fines
Alignment ICXTIR [Centered | [Tiush Right]

Font armes) (71 ) e
Taxt Props
= &)

Figure 11. Completed Format sheet for the closing component

Point to Page in the property sheet header.

Component Properties [IILE|Pag

Click the select button.
The Page property sheet replaces the Format sheet.

Turn on the No toggle box next to Allow Break After.
The Yes toggle box is turned off. The Page sheet should resemble Figure 12.

Component Properties [Format) [IXEY [Custom|[Tab|[Profile|[Attrs|

Straddie Columns

Begin New Page (ves | 1T i
Begin New Column }[Yes] [T}
[ves ] LT3 |

Orphan Control | Derauit |3 lines
Widow Control [ Detaun |3 lines

Allow Break Within
Allow Break After |[Ves]

sl &

Figure 12. Completed Page sheet for the closing component

By selecting the No toggle box for the Allow Break After property, you told
the publishing software to start a new page rather than allow a page break

/
\a
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between a closing component and the component that follows it. This en-
sures that the signature component you are going to create next will never
be on a separate page from the closing component.

To create a component master with content:

Execute Apply.
The New Component Master stickup appears.

The new ‘closing’ master will be created from this instance

Choose Copy to copy the entire content of this Instance to the maste

Because there is text in the component, the publishing software asks if you
want to copy the content of the component into the master.
Point to Copy and click the select button.

The publishing software creates a master with content for the closing compo-
nent.

Execute Close.
The property sheet closes.

‘We hope you will enjoy benking with us.

m:veﬂlyA

Once you copy the contents of a component into the master, whenever you
create an instance of that master, the contents you copied are automatically
included in the instance. If you did not wish to copy the contents of the
component into the master, but still wanted to define a new master, you
would select Empty instead of Copy on the New Component Master stick-

up.

The Signature Component

The final component in the sample letter is the signature component. This
component’s left margin should match that of the closing component, and
since the signature in a business letter usually includes a name and a title
on two or more lines, you must make sure that the publishing software will
not split the component between two pages.

To create a component with content: .

With the text caret in the closing, press LINEFEED.
A second closing component appears below the first.
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closing Strcerely,

i
i

l!lwclyA

Position the cursor before the word Sincerely, in the second closing compo-
nent. :

Click the extend button.

The text between the text caret and the cursor is highlighted to indicate that it
is selected.

Execute Cut.
The selected text disappears

When you created the second closing component, it already contained the
word “Sincerely.” This is the content that you copied into the master in the
previous exercise.

In order to cut the content of the second closing component, you selected
the text. You will learn more about selecting text at the beginning of
Chapter 3.

To define a signature component:

Type the text of the signature component as shown in Figure 13. Use your
name for the signature. Remember to insert hard returns as needed.

Accomnt MenagerD

TNBQL

|closing I (Yox Nare)2

Figure 13. Completed signature component

Select the component name in the component bar.

Execute Props.

Because the Page sheet was the last property sheet you had open, it appears
when you open the property sheet.

Turn on the Yes toggle box next to Allow Break After.

Turn on the No toggle box next to Allow Break Within.
The Page sheet should resemble Figure 14.
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Name [ mysignsture ] L
Margins - :

Top 0.60 inches

Bottom 0.04 inches

Left 3.50 inches

Right 0 Inches
| inttial indent [] inches

Number IS 7 ] Hnes

[Component Properties

Begin New Page  [[Ves][[ i
Bagin New Column }[Ves | [T}
Straddie Columns | (Ves] BTN

Orphan Control | Detauit [EEIEREGTH
Widow Control SR 2 ] tnes

Allow Break Within |[Ves]
Allow Break After

T =d

Figure 14. Completed Page sheet for the signature component

Point to Format in the property sheet header and click the select button.
The Format property sheet replaces the Page sheet.

Change the Name field to mysignature.
The Format sheet should resemble Figure 15.

Component Properties [Tl {Page]|{Custom][Tab|{Profile|[Attrs]

Line Spacing lines
Alignment XTI [Centered | [Fiush Right]

Font (hames|{11]
Text Props <Defaults)]
o ]

Figure 15. Completed Format sheet for the mysignature component

Execute Apply and select Copy on the New Component Master stickup.

The publishing software creates a master with your name and title as its
contents.

Execute Close.
The property sheet closes.

Because you started with the closing master, you did not have to change the
margin settings.

The business letter should resemble Figure 16. In the next lesson you will
make further formatting changes to the letter.
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1 Bk Plece)
kas, Wushington 992140
(50%) THE-BANK
Jeeryl, 1989
Mr. Cherles Rewome)
13 fhady Way2
Valley, Wastiington 99181
qreeting Dexr Mr. Rmsoms:
para Thenk you & yoxr interest & esteblishing @ eccomt &t The Bank The Bank has alvays pro-
vided petrons vith s highest quality benking. We taks pride fn te many services St we offer.
para- We offer ¢ vide veristy of uding: Savings paying 6% interest, NO.W.
5 Checking exd Sevings eccounts, paying S25% iuterest; varieble rate Individoal Retiremant Ac-

comts, exd 3 month, | yeur, @ 35 your Tw Cartificates.
1f you bave my cuesticns, do not hesitats to call me.
All of w &t The Bank look forward 10 heering fram you soon.

We hope you will enjoy denking with us.

Sincerely,

:mvsinatu (Yoxr Naxe)2
1 Accomt Mewgwr 2
i Te

Figure 16. Completed text for the business letter

Saving a Work-in-Progress Version of a Document

00 010

200 800

There may be times when you want to save a version of a document, but do
not want to write over an earlier version. You can either give the most re-
cent version of the document a new name, which can be cumbersome since
it creates a separate document icon on your desktop, or you can create a.
work-in-progress file.

How to save your changes in a work-in-progress file:

Point to the Name box in the document header and execute Close.
The Close stickup appears.

You have modified ‘Lettar since it was saved.

You can either Save your changes before the Close
Hold your changas In a work4n-progress file,

Cancel the Close, or Close (and los

Move the cursor to the Hold option and click the select button.

The document is saved, the window closes, and you are returned to the
desktop.
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Hold is the command you use to save your changes in a work-in-progress
file. You will not see the work-in-progress file as a separate icon on your
desktop. '

When you save a work-in-progress version of a document, you are in es- i
sence creating two different versions of the document in the same file.

When you reopen the document, the publishing software automatically

opens the work-in-progress version of the document. If you want to go back

to the older version, you can revert to the last saved version of the docu-

ment.

If you are working in a work-in-progress version of a document, as soon as
you save the current version, the work-in-progress version replaces the doc-
ument version, and you can no longer access the previously saved version.

You have completed Lesson 4. When you open the document in the next
lesson, the work-in-progress version of the document will open
automatically.

s Components are the basic building blocks of a document. From the
default components, you can create additional components, changing
their properties to suit the needs of different elements in a document.

s Components have properties that define the way they appear and be-
have in a document. These properties are shown on property sheets.

= To open a Component property sheet, first select the component name,
then execute Props.

= A Component property sheet consists of several different sheets, only
one of which is displayed at a time. To see a different sheet, point to its
name in the property sheet header and click the select button.

= There are three types of boxes on a property sheet: field boxes, into
which you type new entries; list boxes, on which you click to view
choices you can make; and toggle boxes, on which you click to turn the
property on or off.

= An anchored popup is a menu, accessed from a list box on a property
sheet, which displays the available choices for that field.

s To create a new master definition, or master, give a component a
unique name and execute Apply. All new components you create from
that master will have the same properties as the master, unless you
specify an exception.

s Master definitions can include property and centent. The properties
defined by a component master include margin settings, text alignment,
and font information. The content of a component master is the textual
or graphic information you have copied into the master.
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= If you have copied a component’s contents into the master, whenever
you create a new instance of that component, the stored content will
automatically appear in the component.

s To update a component master, change any value except the component
name on the Component property sheet and execute Global Apply—
Confirm.

®  As you define new component masters, the publishing software adds
their names to the Create submenu.

s To select text, position the text caret at one end of the desired range,
move the cursor to the other end of the range, and click the extend
button.

s To save your changes in a work-in-progress file, execute Close from the
Name box in the document header and choose Hold on the Close
stickup.

These exercises show you other ways to use component masters that have
content, and allow you to experiment with component properties. To com-
plete the exercises, you need to have the Letter document open.

To create a new master that includes content:

Select your name from the first line of the mysignature component.
Execute Cut.

Type: Robert Trebor

Select the title from the second line of the mysignature component and ex-
ecute Cut.

Type: President

Select the component name mysignature in the component bar.

Execute Props.

The Format property sﬁeet opens.

Change the Name field to bobsignature.

Execute Apply.

Select Copy on the New Component Master stickup, and execute Close.
Cut the new bobsignature component.

Create a mysignature component in its place.

The format of the component remains the same, but the content changes from
Bob’s name and title to your name and title.
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To create an instance of a master that includes content:

Cut the new mysignature component.

Create a bobsignature component in its place.

The format on the component remains the same, but the content changes
from your name and title to Bob's name and title.

Release 4—Sun



Lesson 5: Text Editing Operations

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

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

In this lesson you learn techniques for editing documents. Using the sam-
ple business letter, you learn how to

m select a range of text
= change the font family, point size, and typeface of selected text

= search for a specific text string and replace it with either another text
string or different text properties

= cut and paste selected text

®  join two components

= create a bulleted list using predefined components

= change the page margins

s turn off automatic word hyphenation

= delete the automatic page number from the footer region
s use the spelling checker

= print a document

The approximate time to complete Lesson 5 is 45 minutes.

Opening a Work-in-Progress File

Selecting Text

You open a document that was saved as a work-in-progress file in exactly
the same manner as you would open any document.
Select the document icon and execute Open.

The document opens. A message appears in the status line reminding you that
you have opened a work-in-progress file.

[ Printer ] Page 1 of 1
Thames 1t Bold Ralc <Detauit Text Props>

pene e work-4n-prograess version of ‘Letter’.

You are now going to change the appearance of the letter.

In Lesson 4 you made changes to entire components by modifying their
Component property sheets. You can also change specific text within com-
ponents by selecting text and then executing commands from popup or
pulldown menus.

A selected range of text must be connected, that is, not interrupted by un-
selected text, but it can extend across several components. When you select
text, you are telling the publishing software that you want to perform an
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action on that text. The publishing software highlights selected text by dis-
playing it in reverse video.

To select text:

300 800  Point the cursor to the beginning of the first line in the heading and click
the select button

The text caret moves to the left of the T in The Bank

00  Point the cursor to the end of the word Spokane in the third line of the
heading.

The text caret and the cursor define the range of text you want to select.

headmn The Bk

; #ABek Plece)

! Spokmme, Washington 992142
| (9A THE-BANK

008 Click the extend button.
The highlight indicates that the range of text is selected.

i

0  Without moving the cursor, hold down the extend button and drag the cur-
sor to the end of the third line of the heading.

The range of selected text is expanded.

headin
t |

0l  While still holding down the extend button, drag the cursor to the end of
the date component.

The range of selected text is expanded into the date component.

=z, Eank Place;
SEYS Weshington 952142
THE-BANK

headin

To deselect part of the selected text:
00 Point the cursor to the end of the last line of the heading.
The text caret and the cursor define the range of text you want to select.

00§ Click the extend button.

The highlight indicates that the range of text is selected. The date is no longer
highlighted.
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To deselect all text:

With the cursor in the text area, click the select button.
The text caret moves to the cursor location and the highlight disappears.

headin The Bank2

: #1 Bmk Placs)

f , Weshingtan 992142
(509 W’ANsA

To deselect all text without changing the text caret location:
Select the text in the heading again.

Execute Deselect.
The highlight disappears, leaving the text caret in its original location.

The extend button allows you to select a range of text or change the
amount of selected text. You can either reduce or add to a range of selected
text by holding down the extend button and dragging the cursor or by
changing the location of the cursor and clicking the extend button. Clicking
the select button deselects any selected text by moving the text caret to the
current cursor location. Executing Deselect deselects text without movin
the text caret. '

Changing Selected Text

0

You can use the publishing software to experiment with the visual aspects
of your documents. You can make selections, then make changes to the se-
lections until you see the results you want on the screen.

To change font characteristics:
In the letter, select the first line of the heading.

fr N

i l W oy Tk

| Spokme, Washingtan 952142
: (509) THE-BANK

Hold down the menu button to display the Text Selected popup and drag
the cursor to Fonts— Size— 14.
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000

200 Do

000

Larger
Smaller
Current| 6
Last 8
Cut Pick Up{ 8
Copy Family 10
11
Props 12
Deselect o114 |
Misc Props 18
24
36

Release the menu button.
The selected text changes to 14 point.

The 14-point text in the same font family does not stand out enough. You
can change the font family and size simultaneously by using a pulldown
menu in the document header.

To change the font family and size simultaneously:

Point to the font name in the document header, hold down the menu but-
ton, and drag the cursor down to Swiss and over to 24.

| _Prnter |
Thames 14_Hold Halc
Last Font
Symbols
Greek
interieal
Typewriter
Courier
LetterGothic
OCR-B
Prestige

¢ 444333

banky)

laced
Spokane, Weshington 992142
(509) THE-BANK
Classic
Modem
Thames

Century
Optic
Paladin
Serena
SwissCondensed «

36 | Cmles Rarware

hady Way2
Valley, Weshingtan 99181

Unicom -

Math A < Pee Mr. Ransams:

Math B « [hak you fr your nterest in establishing e accomt &t The Bk The Bank hes always pro-
Math Ext. « pided patrars with the highest quality benking. We take pride in the many sarvices that we offer.

Release the menu button.

The selected text is changed to 24-point Swiss. Notice that the font name and
size in the document header change to Swiss and 24, respectively.
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Swiss 24 Boid italic <Default Text Props>

A

Now the heading is too large. You can use a keyboard command to reduce
the size.

©@  With the first line of the header still selected, press F8 to make the font size
smaller.

The text changes to 18 point.

headin he Bankg}
=
;» Spokae, Weshington' 952142

(S09) THE-BANK

If you like, continue to press F8 or F9 to experiment further with different
point sizes before you deselect the text. These keyboard commands are
equivalent to the Smaller and Larger commands, respectively, on the Fonts
Size submenu. Return the text to 18 point before you deselect it.

You can use keyboard commands to accomplish many of the actions you
: perform using commands on menus. For more information about alterna-
‘ ' tives to menu commands, see Chapter S, The Keyboard, in the Interleaf
Basics manual.

In the next exercise you select a specific range of text and change its type-
face.

To change the typeface of selected text:

O  Select the text Account Manager from the mysignature component.

mvsnnahl’ (Yoxr Name)>
|

Baok A

O  Press F5 or execute Fonts— Italic— On.
The selected text changes to italic.

In the next exercise you search for a string of text and then use various
search and replace techniques to change instances of the string.

Searching for Text

In this exercise you use various search techniques to search for the bank
name.

( , To search for specific text:

O  Move the component caret so that it is above the heading component.
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Move the cursor to the text area and execute Misc— Find— Text—

Forward.

The Forward Search stickup appears, asking for the text you want to find.

Type: The Bank
The text appears in the stickup

Point to Enter and click the select button.
The Bank is highlighted in the heading of the letter. The status line displays the

message: Searching for: ‘The Bank.’

#fl Bak Plece?
Spokane, Washington 992142
(509) THE-BANK

Using the Misc— Find commands, you can search for instances of a text
string—either any instance, regardless of its font and text properties, or
only instances with specific font and text properties. You can also search
for instances of specific font and text properties, independent of the text
that has those properties. You can start a search from anywhere in a docu-
ment, search forward or backwards, and switch the direction of the search

at any time.

To search for the next instance of a text string:

Hold down the menu button.

The command Misc— Find— Next is the default.

Cut
Copy
Fonts
Props
Deselect

Release the menu button.
The next instance of The Bank, located at the end of the first sentence, is

highlighted.
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Replacing Text
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200 #00

para Thaok you for yor interest fn establishing @ sccomnt et | The Bank hes elways pro-
: vided patrons vith e highest quality banking. We take [fide m the many services that ve offer.

Press CTRL-s.

The next instance of The Bank, located at the beginning of the second sen-
tence, is highlighted.

para Thenk you &r yor interest @ establishing m eccomt &t The Bamk has alvays pro-
vided patrans with the highest quality benking. We teks prids tn y services that we offer.

You can use the Misc Find submenu on the Text Selected popup to find the
Next or Previous instance of the same text string. The keyboard alternative
for the Misc— Find— Next command is CTRL-s. The keyboard alternative

for the Misc— Find— Previous command is CTRL-r.

You can use the Replace commands to replace one text string with another
or to change the properties of a text string. In this exercise, you use a Re-
place command to change all instances of the bank name from The Bank to
The Intrastate Bank.

To replace all instances of a text string:

‘Execute Misc— Replace— All.

The Global Replace stickup appears, prompting you for the replacement string.

Replace all occurrences of string: The Bank’, by string: ‘The Bank’

Type: The Intrastate Bank
The text appears in the stickup.

Point to Enter and click the select button.

All instances of the default text string, The Bank, are changed to The Intra-
state Bank. The message: Replaced 5 occurrence(s). appears in the status
line.

Letter Page 1 of 1
Thames 11 Bold italic <Detauit Text Props>

occurrence(s).

The Intrastate Bank>
#1 Bak Place)

Spokens, Weshington 99214
(509) THE-BANK ?
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You can replace instances of the search string one at a time, all at once

(globally), or from the current location of the text caret to the end of the .
document. When you perform a global replace, the publishing software -
finds each occurrence of the search string and replaces it with the replace- ™~
ment string.

It is also possible to replace specific text properties. To make the bank
name stand out, you will search for the new bank name and change the
typeface of all occurrences of the name to bold.

To change the typeface of all occurrences of a text string to bold:
With nothing selected, execute Misc— Find— Text— Forward.

In the Forward Search stickup, type: The Intrastate Bank

Press RETURN.
The first occurrence of The Intrastate Bank is highlighted.

Execute Misc— Replace— Fonts.
The Font-specified Replace stickup appears.

Font-specified Replace

LIRSV S ane characters | x ]
Font f

[<Same Family> [ <Same Size> ][ <Same Face> |
Text Props [<Same Text Props>

G

The Font-specified Replace stickup has the following parts:

s Replace String specifies the string with which you want to replace the
search string. If you select Same Characters, only the font and text
properties of the search string will be changed.

= Font specifies the new font name, point size, and typeface for the re-
placement string.

»  Text Props specifies the new text properties for the replacement string.

You want to change the typeface of the current search string, The Intrastate
Bank, to bold.

In the typeface box beside Font (currently set to <Same Face>), hold
down the menu button and drag the cursor down to Bold on the anchored
popup.

<Same Face>
CActiony =
<Same>
Roman

ltalic
Bold/htalic

Release the menu button.
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The typeface box now contains the word Bold to indicate that the replacement
string will be bold.

Text Props

Font ¢Same Family) || <Same Size> [ mxd |
———

Move the cursor out of the typeface box, and execute the command All—
Confirm.

All occurrences of the default text string, The Intrastate Bank, are changed to
a bold typeface. The message Replaced 5 occurrence(s). appears in the status
line.

[ Pageiofi ]
Thames 11 Bold (tahc <Detauit Text Props>

occurrence(s).

The Intrastate Bank;
1 Bak Pleced

Spokae, Weshington 992147
(509) THE-BANK

Using Misc— Replace— Fonts on the Text Selected menu, you can retain
the text in the string for which you have searched and replace only the text
properties of the string. :

Cutting and Pasting

i i

When editing a document, you often need to rearrange material. Sometimes
you want to move entire paragraphs, and at other times you want to change
only a few words within a paragraph. The next few exercises demonstrate
ways to rearrange information at both the component level and the text
level.

The information at the end of the letter would flow better if the third-to-
last paragraph were made the second-to-last paragraph. You can move this
paragraph by first cutting the entire component and then pasting it in the
desired location.

To select and cut a component:

Select the third from the last para component in the letter, the component
that begins with the phrase If you have any questions, by selecting the com-
ponent name in the component bar.

jpara @ || Iywhvquuﬂm,@mhﬂmnaﬂu.
para All of w o The Bank look fxrverd 1o heering from you socn.
para We hope you vill ejoy banking vith us.

Execute Cut from the Component Selected popup.
The selected component disappears.

Release 4—Sun 83



84

0no

1L

When you cut or copy objects in the publishing software, they are placed in

a temporary storage area on the desktop called the clipboard. Cutting an .
object, such as a component, removes it from its original location and L
places it on the clipboard. S

You are now going to paste the component you just cut into its new loca-
tion.

To paste a component:

Move the component caret so that it is between the last two para compo-
nents.

bara ofus &t The Benk look frverd 10 deering from you soon.
para ‘¢ hope you vill ajoy benking with us.

Execute Paste from the Component Location popup.
The component you cut reappears at the location of the component caret.

uaraA' All of us ot The Bank lock Krvard to heering fom you soon.
[para | fyuhnqmu.amumuaun.
para ' We hope you vill enjoy banking with us.

Executing Paste in the component bar places the object that was most re-
cently stored on the clipboard in the document, at the location marked by
the component caret.

You are now going to modify specific text within a component, first by cut-
ting selected text, and then by deleting a portion of the text and entering
new text.

You have been informed that Mr. Ransome is not interested in an Individu-
al Retirement Account, so that information should be deleted from the
letter.

To cut selected text:

Select the phrase variable rate Individual Retirement Accounts; in the second
para component (be sure to include the semicolon and the space after the
semicolon).

para We offer  wids variety of accomts, including: Sevings eccomts, payirg §% interest, NOW.
s Chacking @d Sevings eccomts, peying S25% interest, JFTPI I TR TN g TS
- qu:mxm.-nuy-'rn ti1Chtes.
para All of 8 &t The Bank look frverd 1o deering from you som.

Execute Cut.

The selected text disappears

para We offer & wids veriety of % Sevings peying 6% interest; NO.W.

h t MMWM.msmmm;rdsmtm.mumtu
i Cartificates.

para- mu‘ummmm»mmmm

In the second para component you used decimals to denote fractional
quantities. In the next exercise you delete the decimals and insert fractions
using special characters. A

e N
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If your System Administrator has customized your Create cabinet so that the
default output device is not cx, you should skip the next exercise, as the special
characters you create are not defined for other output devices.

To delete and replace text:
O  Position the text caret to the left of the percent sign after the number 5.25.

para We offer ¢ vids variety of eccomts, including' Savings eccounts, paying 6% interest, NO.W.
) Checking end Savings paying S25% txterest; and 3 month, | yewr, ®d 25 yeur Tam
g Cartificates. A

@  Press the DELETE key three times to delete the decimal point and the two
numerals that follow it.

@  Press R1, and type the numbers 1 and 4 to obtain the fraction %.

O  Repeat this process to change 2.5 in the same line to 2%.. Press R1, and
type the numbers 1 and 2 to obtain the fraction ..

para We offer & wide variety of ¢ Savings paying 6% interest, NO.W.
i Checking end Savings accounts, p-m:&sm od 3 month, 1 yesr, niZkyuTm
i Cartificates.

The publishing software has three fractions built into its character set: %,
4, and %. These fractions can be obtained by pressing R1, and then typing
the two numbers in the fraction. For example, to get %, press R1, then type
3 and 4. This function works only for the three fractions mentioned above;
no other fractions are built into the character set.

Joining Two Components

In Lesson 3 you learned how to create a new component by splitting an ex-
isting component. You can also combine two components by using the Join
command on the Component Location popup. In this exercise you will join
the second-to-last and third-to-last para components.

To join two components:

O  Position the component caret between the second-to-last and third-to-last
para component names.

para of us & The Bank Jook forwerd to heering fam you socn.
para - you bave ey qestians, do pot hesitate to call me.
para ‘We hope you vill eyjoy denking vith ws.

00  Execute Join on the Component Location popup.
The two components are combined to form one para component.

para Auamumuklouhvdbmt-yamlfyam‘ym,bm
i hesitate to call me.
para We bope you will apjoy benking with ws.

©@  If there is not a space between the two sentences, add a space after the
first period.
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You can use Join on two adjacent components only. If you want to join two
components that are not adjacent, cut and paste the components so they
are adjacent, and then join them. When you execute the Join command, it
creates a single component with the properties of the first component.

AN

Creating a List

The second paragraph of the letter, which lists the various accounts offered
by The Bank, would look better if it were in a list format. There are two
predefined list types in a default document: a numbered list and a bulleted
list.

In order to create a list, you must split the current paragraph and change
each of the resulting para components to one of the defined list compo-
nents.

To split components:

O  Move the text caret to the beginning of the first type of account, right be-
fore the S in Savings, as shown below.

para We offer & vids variety of o paying 6% tnterest, NO.W.
: Muwmmmsdm wd 3 mannh, { yewr, @d 2% yeur Tam
Cartificates.

0l  Execute Misc— Split.

The publishing software splits the component into two separate para compo-
nents.

para- We offer o vids veriety of accomts, including:
C‘Wm , paying 6% interest; Nov‘umd&mm paying SK% inter-
i od 3 mnth, | year, ad 2 yeor Term Cartificates.

O Repeat this procedure to isolate the other two types of accounts. For each,
be sure to place the text caret after the semicolon and space before execut-
ing the Split command.

The main body of text should now look like Figure 17.

Thak you for youw interest in esteblishing e accomt at The Imtrastate Bamk. The Dutrastate
Bank has elvays provided petrcns with e highest quality denking. We taks pride in the meny
services that we offer. :

We offer & vids varisty of accoumns, including:
Savings accomts, paying 6% intarest;
N.O.W. Chacking e Sevings accomts, paying SK% interest;
3 monh, | yor, @xd 2% your Term Cartificates. A
All of us ot The Intrastate Bank lock forverd to beering fam you socn.
1f you dave @y questions, do 2ot hesitate 10 call me.

‘We hope you will ejoy benking vith ws.

Figure 17. Main body of the letter after spilitting the para component

To cut unwanted text:

O  Move the cursor to the end of the para component that begins with We offer
and delete the colon. I
%/
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Move the cursor to the end of each of the three para components in the list
and delete the semicolon from the first two and the period from the third.

Delete the word and (and the Vspace following it) from the beginning of the
third para component in the list.

To change components to a different master:

Move the cursor to the component bar and use the select button to select
the name of the first component in the list (the paragraph that begins with
Savings accounts).

We offer & vids veriety of accomts, including

vings eccounls, paying ¢% interest )

O.W. Chucking @d Savings accomts, paying SK% interest
3 month, | year, @ I yoar Term Cartificates

Move the cursor down to the next component name, hold down the extend
button, and drag the cursor so that the names of all three components in
the list are selected.

All three para component names should now be highlighted in the component
bar.

Ws offer a wids variety of accounts, inchuding

Vings &cCOmLS, paying 6% interest

O.W. Chucking @ Savings sccomts, paying SK% tterest
3 manth, | year, d 2% your Tarm Cartificates

Release the extend button.

With all three component names selected, execute Change— bullet on the
Component Selected popup.

The three para components change to bullet components.

We offer & wide veriety of eccomts, including
) &~ Savings acounts, paying 6% interest
*_fN.O.W. Checking and Savings accounts, paying 5%% interest
*_ month, 1 year, and 2% year Term Certificates

Each of the bullet components begins with a bullet character. This charac-
ter is part of a prefix. If a prefix is defined for a component, it always ap-
pears at the beginning of that component’s content. The prefix content is
shared by all components of the same name; therefore, any change to the
prefix content in one instance is automatically reflected in other instances.

The prefix content of the bullet component is a bullet and a tab. Although
you cannot see the tab itself, you can see the tab marker, the small arrow
to the right of the bullet character. The vertical bar between the tab marker
and the beginning of the text is a prefix marker. Everything to the left of a
prefix marker is included in the prefix of all components of that name. You
will learn more about how to create prefix components in Chapter 3.

Because the font size specified in the master definition for the bullet com-
ponent is 12 point, the text in the list items is now in 12 point, even though
it was 11 point in the para component. When you change a component
from one master to another, the component’s default properties change to
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match those of the new master. In the next exercise you change the master
definition for the bulletr component so that it contains 11-point text.

To change the font size of a component globally:

Select the component name of one of the bullet components.
The other two bullet components are deselected.

We offer & vide variety of accomnts, including
+—JSavings accounts, paying 6% interest
+—fN.O.W. Checking and Savings accounts, paying 5%% interest
A-_.pmtl.lyw,ndzssywmwunm

Execute Props.
The property sheet for the bullet component opens.

On the Format sheet, change the font size to 11.

Font (harmes) (71] EoTd) farie]
Text Props <Douum§ 7]
=]

sl

Execute Global Apply— Confirm and close the property sheet.

The Font size in all three bullet components changes to 11 point and the prop-

erty sheet closes.

We offer & vide variety of eccomts, inchuding
*—JSavings accomts, paying 6% interest
+—JN.O.W. Checking st Savings eccomnts, paying SK% interest
‘-_.pmm.l yow, ®d 2% yew Tam Cartificates

You have finished modifying the text of the letter, but there are still some
basic things you can do to clean up the document. These tasks include
changing the page margins, turning off word hyphenation, removing the
page number, and checking for spelling errors.

Changing the Page Margins

Up to this point, the left and right margins of the document were the de-
fault settings of 1 inch. In the next exercise, you make these margins wider

To change page margins in a document:

Point to the Page box in the document header and hold down the menu
button.

The Page pulldown menu appears. Props is the default.

Release 4—Sun




000

=00 800

00 &0

[_Prnter | Pageiori

<Default Te

Next

Previous
Go To
First
Last
Current

Release the menu button to execute Props.
The Document Page property sheet opens (Figure 18).

Page Properties JTTS| Custom |
Orfentation ki
Columns —/
Page Size Legai] [Ledger] [A3] [A4] (A%] [65]
Width 8.50 inches
Haight I 11 | { inches
Margins
Top 1 inches
Bottom 1 inches
fLoft 1 inches
Right 1 inches
Starting Page # | inherst [ NN
Page # Prefix L]
Page # Style LArabic |
Headers/Footers
Page Layout [Odd Pages Right][0da Pages Left]
Blead LT3 (Ves]
Ot 1st Header | NIy [Yos]
Oift 1st Footer | T} [Ves]
[ &)

Figure 18. Document Page property sheet

Point to the left margin field and click the select button.
The property sheet caret appears before the 1 in the left margin field.

Margins
Top 1 inches
Bottom 1 inches
Left ot inches
Right 1 __f_{lchc:
Type: 1.5
The field becomes highlighted and the value changes to 1.5.
Margins
Top 1 inches
Bottom 1 inches
Left in
I s

Point to the right margin field and click the select button.

The property sheet caret moves to the right margin field. The left margin field
turns back to white and the value changes to 1.50.
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The right margin field becomes highlighted and the value changes to 1.5.

0Il  Execute Apply. e
The left and right margins of the letter are increased.

The settings on the Basic sheet determine the overall appearance of a doc-
ument, including page orientation and size, number of columns, page mar-
gins, page number properties, and the appearance of headers and footers.

Turning Off Word Hyphenation

Although hyphenation is useful for some documents, it is generally inap-
propriate in a business letter. The command you use to turn off hyphen-
ation in a document is found on the Document Page property sheet, but on
the Custom sheet rather than the Basic sheet.

00 800  With the Document Page property sheet still open, point to Custom in the
property sheet header and click the select button.
The Custom sheet opens.

300 600  Point to the Off toggle box next to Hyphenation and click the select button.
Page Properties [Basie TR

Hyphenation ‘% g

# Consecutive Ayl (2 EE .
Units EXX2Y [mm ] [picas ] [ciceros]
Revision Bar Placement XX (Right] [Automatic
Gutter Width Detou |ICKER)
Balance Columns | on [KL3]

Vartical Justification [ on [Kid|
Margin Stretch 200 | %
Margin Shrink 50 |%
Frame Margin Stretch 10 |%
- Feathering, Maximum on ]l (o J%

Vartical Just. Pages m
Depth, At Page Break %
Depth, No Page Break |[90 |%

Freeze Auto# Streams [KTT3] No |

Ovarride In/Out Margins (KIT3] No |

A-Page Properties
Maximum Page # X [Fixed]
Prefix ]
Style
Tum Layout
Begin With
=

O  Execute Apply and Close. e
Hyphenation is now turned off in the document and the property sheet closes.', .
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Removing the Page Number

By default, the page number is placed at the center of the footer region.
Because the letter is a one-page document, the page number is not neces-
sary. In this lesson you will remove the default page number.

To open the footer, you need to place the cursor within the footer region
and click the select button. ’

To remove the page number:
Point to the page number at the bottom of the page and click the select
button.

The footer region jumps to the middle of the screen and the border bounding
the region becomes visible. The cursor changes to a thin, slanted arrow.

 mysignat

With the cursor still pointing to the page number, click the select button
again.
The page number blinks, indicating that it is selected.

Press DELETE.
The page number is replaced by a centered text anchor.

Move the cursor outside of the footer region and click the select button.

The border disappears and the cursor changes back to a chevron. The page
number no longer appears at the bottom of the page.

To scroll the window back to the top of the document:
Move the cursor to the top of the vertical scroll bar.

[ Prnter ]| Page 1 0f 1
Thames 11 EGR tanc <Default Text Props>

We offer & wide veriety of accomts, including
o fSavings accounts, pying 6% interest

[

Execute Scroll— Elevator.
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The elevator box moves to the cursor location in the scroll bar, and the top of
the document appears at the top of the window.

Thames 11 Bold Italic <Detault Text Props>- e

The Intrastate Bank;
#1 Bk Plecep

Spokue, Washirgton 992142
(509) THE-BANK

Using the Spelling Checker

While you were typing the text of the letter, you might have introduced ty-
pographical errors. In Lesson 3 you were encouraged to leave these errors
in the document to provide practice in using the spelling checker. When
you execute the Spelling command, the publishing software checks the text
of your document against the master dictionary, an online dictionary pro-
vided by Soft-Art, Inc..

For the purpose of the next exercise, the word January in the date is incor-
rectly spelled Janurary. Follow the procedure in the next exercise to correct
any errors in your version of the letter.
To correct a spelling error:

O  Move the text caret to the beginning of the document.

0l  With nothing selected, execute Misc— Spelling.
The spelling checker selects Janurary as a suspect word.

(Il Hold down the menu button.
The Misc Spelling submenu appears. Next Error is the default.

Cut
Copy
Fonts
Props
Deselect

Retums =
Convert <
Hyphen «+
Shape

Find -
Alternatives
Replace ONext trror

SICEIIEE™ A dd to Dictionary

M0 000 Drag the cursor up to Alternatives and release the menu button.

The Spelling Alternatives sheet appears with the suspect word at the top and
boxes containing alternative spellings below that. '
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Spelling Alternatives

Selected Word || Janurary |1

Alternatives
T
<] ]

Since the first suggested alternative is correct, hold down the menu button.
The Spelling Alternatives sheet popup appears. Replace is the default.

OReplace

Release the menu button.
The correctly spelled word replaces the misspelled word.

When the Spelling Alternatives sheet first appears, the first choice for a
replacement of the suspect word is always highlighted. If the publishing
software has other possible replacements, they are listed below the first
word. To replace the misspelled word with an alternative other than the
first one, click the select button on the desired word so that it becomes the
highlighted choice and execute Replace.

If none of the alternatives is correct, execute Cancel on the Spelling Alter-
natives sheet popup, cut the misspelled word from the document, and enter
the new word.

Continue to execute the Misc— Spelling— Next Error command. The pub-
lishing software might not recognize some proper names, such as Ransome
and your name, as they are not stored in the master dictionary.

In the next exercise you tell the publishing software to recognize words that
are spelled correctly, but are not in the master dictionary, by adding them
to your desktop dictonary, a personal dictionary that is stored on your
desktop. Once you add a word to your desktop dictionary, the publishing
software will recognize that word not only in the current document, but in
any document you open in the future.

To add a word to your desktop dictionary:

Execute Misc— Spelling again.
The spelling checker highlights Ransome as a suspect word.

Execute Misc— Spelling— Add to Dictionary.
The status line of the header displays the message: ‘Ransome’ entered in user

dictionary.
Execute Misc— Spelling again.

Notice that the spelling checker skips over the second occurrence of the
name Ransome, since it now recognizes that word. The spelling checker
highlights any other misspelled words it encounters. If it does not recognize
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your name in the mysignature component, it will stop and highlight it,
otherwise it will continue to end of the document.

O Continue to correct spelling errors, either by asking for alternatives or by
adding unknown words to the desktop dictionary. When the spelling pro-
gram gets to the end of the document, the following stickup appears:

you wish to continue by wrapping to the
innt ¢ the d t?

B00  Click the select button to select Cancel.

Because you started checking from the beginning of the document, it is un-
necessary to wrap to the beginning of the document to continue checking
for spelling errors.

The desktop dictionary is a personal word list that the publishing software
checks whenever you use the spelling checker. You can include in this list
frequently used proper names, technical terms, and jargon that are not in
the master dictionary. Each desktop can have its own dictionary of up to
4,000 words.

When you close the document window at the end of this lesson, a new icon,
named dictionary, will appear on your desktop. This icon represents the
word list that you created by adding words to the desktop dictionary.

)
e

A

GBI

SN

;

A
S

A

You can open, examine, and edit your desktop dictionary to remove un-
wanted words, just as you would a document.

Printing a Document

You have now finished the letter and are ready to print it. The first time
you print a document, you should take time to familiarize yourself with the
different options that the publishing software makes available to control
the printing process.

To print a document:
00  Point to the Printer box in the document header.

[ _Prnter | Page tof 1
Thames 11 Bold (talic A <Defauit Text Props>
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Hold down the menu button and drag the cursor to the appropriate printer
name.

Release the menu button.

After displaying a series of messages informing you of its progress in compos-
ing the document, the publishing software sends the document to the printer.

The Print submenu contains choices you can make about the number of
copies and the specific range of pages you print. Selecting Document prints
a single copy of the entire document.

This is the end of Chapter 2. At this point, you should close and save your
document to return to the desktop.

s To select text, use the text caret and the cursor to define the range of
text you want to select, and click the extend button.

u  To deselect text, either click the select button while the cursor is in the
text area or execute Deselect.

s To change the font properties of selected text, such as font family, size,
and typeface, execute choices from pulldown menus in the document
header or popup menus in the text area, or use keyboard equivalents.

= To search for a string of text, execute Misc— Find— Text, or use the
keyboard equivalent CTRL-s.

= You can use a Misc— Replace command to replace a text string with
another text string or replace it with the same characters having differ-
ent text properties.

= To cut and paste selected text or components, execute commands from
the Text Selected and Text Location popups or the Component Selected
and Component Location popups.

s Use the Join command on the Component Location popup to join two
components.

m  Use the Change command on the Component Selected popup to
change selected components to another component type but retain their
text.

= You change the properties that control a document’s page design on the
Document Page property sheet.

= To remove the page number, select the number in the footer region and
press DELETE. -

= Use the spelling checker to locate words that do not appear in the mas-
ter or desktop dictionaries.

= To print a document, execute Printer— printername from the Printer
pulldown menu.
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These exercises provide practice with altering Page properties, resizing the

document window, and using the Revert command. Before you begin these
exercises, you must have the Letter document open on your desktop.

To change page properties:

Point to the Page box in the document header and execute Props.

The Page property Custom sheet opens.

In the property sheet header, point to Basic and click the select button.

Make the fbllowing changes to the Basic sheet:

Orientation Landscape
Left Margin 2.5
Right Margin 1.7§

Execute Apply and Close.

The format of the page changes to conform to the new properties. Since you
changed the orientation, however, you can no longer see the entire page.

Point to the size box and resize the document window so that you can see
the entire page.

To revert to the last saved version of a document:

Point to the Name box in the document header and hold down the menu
button.

The Document Name pulldown menu appears.

Drag the cursor down to Misc, over to Revert, and to the Revert submenu.

The default is Cancel. Notice that the publishing software distinguishes be-
tween a Work-in-Progress version and a Document version.

Version | to Work in Progress
to Document

to Backup

Props| Palette
Rename
Purge =«
A-Page - |

Drag the cursor down to to Document and release the menu button.

After a short wait, the version of the document that you saved at the end of
Lesson 3 is opened in the document window.
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For More Information

If you are interested in learning more about master definitions, keyboard
commands, and how documents are stored, see the following chapters in
the Interleaf Basics manual in the Reference set:

u  Chapter 2, Masters, introduces the basics of master definitions. -

u  Chapter 5, The Keyboard, describes the various functions of keyboard
commands.

n  Chapter 7, How Documents are Stored, explains the different ways you
can store you documents.

If you are interested in learning more about components, editing docu-
ments, and the search and replace feature, see the following chapters in the
Text Processing and Page Makeup manual in the Reference set:

m  Chapter 10, Text Processing, provides detailed information on working
with components, editing text, and cutting, copying, and pasting.

m - Chapter 13, Search and Replace, explains the various ways you can
search for and replace text.
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Tabs, Autonumbers, and
Autoreferences

Chapter 3 introduces you to three features you can use to enhance your
documents: tabs, autonumbers, and autoreferences.

There are three lessons in this chapter:

m  Lesson 6, Using Tabs to Create Tables, explains the use of tabs and
teaches you how to make tables formatted with tabs.

s Lesson 7, Using Autonumbers, teaches you how to format a document
with numbered paragraphs.

»  Lesson 8, Using Autoreferences, teaches you how to create cross-
references.

You begin this chapter by using tabs to create two tables. The tables will be
used in a document provided to a company’s employees by the Accounting
department, explaining expense reimbursement policies. As the lessons
progress, you modify the structure of the document, using autonumbers to
create a numbered outline format. Finally, you use autoreferences to cross-
reference within the document, and you import into the document the
tables you created in the first lesson.
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Lesson 6: Using Tabs to Create Tables

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

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

In this lesson you use tabs to create two tables, and in doing so you learn
how to

m  set tab locations

= remove tab locations

s change tab locations and alignments

s make tab markers visible and invisible on your screen
s change the appearance of a tab leader

The approximate time to complete Lesson 6 is 30 minutes.

Defining the Component for a Table

100

Tabs are locations on a line to which you can automatically send the text
caret by pressing the TAB key. Tabs also control the alignment of text you
enter at the tab location. Because you can use tabs to keep columns of text
or numbers in proper vertical alignment, tabs are useful when working with
tables. .

You do not need to have the Tables package in order to create the tables in

R

this lesson. Even if you do have the Tables package, use this lesson to learn o

more about how to use tabs.

You can insert tabs in any component that has either flush-left, or flush-left
and flush-right alignment. It is not possible to insert a tab in a component
that has centered or flush-right alignment.

In this exercise you use tabs to format information on tuition reimburse-
ment as it relates to course performance.

To see tab settings:

Create a document icon on your desktop, name it tables, and open it.

Press TAB three times and type: 100%

You see a series of arrowheads pointing to the right and connected by solid
lines.

1”‘

The default tab type, Left, is indicated by the right-facing arrowhead.
When you type text at a left tab location, the first character appears after
the arrowhead and with each character you add, the text expands to the
right.
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Text appears at tab

4,100%&

Text expands right —»

L 4
L 4

The arrowheads and connecting lines are tab markers. The arrowheads
represent both the locations and alignments of tabs, and the solid lines
help you connect the tabs in a line visually. Each time you press the TAB
key, the text caret moves to the next tab location, starting at the left margin
of the component. Tab markers appear on your screen only; they will not
appear in your printed document.

To change text properties in the table:

Select the para component and execute Props.
The Format sheet opens.

Make the following changes to the Format sheet:

Name 4column
Font family Swiss
Font size 11
Execute Apply.

The New Component Master stickup appears.

hoose Copy to copy the entire content of this instance to the master.

hoose Empty to cre master with no content.

Select Empty and execute Close.

The publishing software creates a master without copying the current contents
of the 4column component into the master. The text within the component
changes to reflect the changes you made on the property sheet.

You set the locations and alignments of tabs in a component on the Com-
ponent property Tab sheet.

To open the tab sheet:

Point to Tab in the property sheet header and click the select button.
A Tab sheet like the one shown in Figure 1 appears on your screen.
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[Component Properties

[Format][Page][Custom] I (Profile] [Attrs]

A
Location Tab Type 1)
0 —_inches Center][Right |[Dec .][Dec , |[Remove
inches | [T [Center[Right][Dec .][Dec, |[Remave]

o
"
3
o
<
a

inches | (XYY [Center][Right][Dec .][Dec.

|

inches | [XI1Y [Center[Right ][ Dec.][Dec,

inches Left |{Center][Right ][ Dec . || Dec,
inches Left ||Center][ Right || Dec .|| Dec,
inches ___L;!; Center][Right ][ Dec . j[ Dec , | LLIUTILS
inches | Lert][Centerj[Right ][ Dec. J| Dec,
inches L Left |[Centerj[ Right |[ Dec . j{ Dec,
inches Left ||Center]| Right || Dec . || Dec,

inches Left |[Centeri[ Right || Dec . || Dec,

inches Left |[Center]{ Right |[ Dec . || Dec,

inches Left |[Center]| Right || Dec . || Dec,

inches Left [|Center]| Right || Dec . || Dec , | L{ZLT 1

inches Left | ICenter]| Right || Dec . || Dec,

inches Left Right][Dec.|[Dec,
s 1

Center]
inches Left Fc.ntcr Right |{ Dec . || Dec,

inches [Left][Centerj| Right || Dec . |{ Dec,

inches Left ] {Center][Right][Dec . ][Dec,
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clelel<]< cleleclelc]e <
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inches Left | [Center]| Right || Dec . || Dec,

oj] ol ol o}l ofl o)l o} o} o ol o} of| ol @} o} | &l o}l &} ol &} o} off ol ©]| &]] |l S]] -

inches Left |[Center]| Right || Dec . || Dec , | LTIuTA]

inches Left ||{Center]| Right |{ Dec . || Dec, | LTILLL

inches Left |/Center]| Right || Dec . || Dec , | LTI T

inches Left][Center [Right ] [Dec .| [Dec .. | [TRIXT

inches Left |(Center| Right || Dec . || Dec, | LIzl

inches Left] [Cented [Right] [Dec . ][Dec, ] [TITIE

inches Left] [Center] [Right ] [Dec ][ Dec, | (TLTTH

inches Lert] [Center [Right][Dec.][Dec,

inches Left] [Center] [Right][Dec .](Dec,

inches Left ] [Center [Right ] [Dec . ][Dec, £
=l &

Figure 1. Tab sheet for a para component in a default document

You can change two properties on the Tab sheet:

Location: the location of a tab, in inches, from the left margin of the
component. To change a tab’s location, move the property sheet caret to
the Location field for that tab, type a new value, and apply the change.

Tab Type: the horizontal alignment of text at each tab location. The cur-
rent setting for each tab is highlighted. To change a tab’s alignment,
point to one of the unhighlighted Tab Tipe boxes for that tab, and click
the select button.

The ways in which the different Tab Tjpe settings affect text alignment at
the tab location are described below: :

Text at a Left tab starts at the tab location and expands to the right as
you type.

Text at a Center tab starts at the tab location and expands equally to
the right and left as you type.

Text at a Right tab starts at the tab location and expands to the left as
you type.

Text at a Dec . tab starts at the tab location and expands to the left un-
til you supply a decimal point (.), then expands to the right. A Dec . tab

functions as a Right tab if you do not supply a decimal point. A
N
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= Text at a Dec, tab behaves the same way as it does at a Dec . tab, but it
is aligned with a comma (,) instead of a decimal point.

= A Remove setting removes the tab location.

Next you make changes on the Tab sheet to see how they affect the tabs in
your document.

Changing Tab Settings

i I

The first table that you create in this lesson, a tuition reimbursement table,
has four columns. Because the first column starts at the left margin, you
have to define only three tab settings: for the second, third; and fourth col-
umns. The first column indicates the level of achievement, the second and
third columns indicate the grade point average range for that level, and the
fourth column indicates the percent of the course tuition that is reimbursed
to employees upon completion of the course.

In order to correctly align the columns, you must change the default tab
settings.

To change a tab location:

Move the property sheet caret to the first Location field, type 2.4, and press
RETURN.

2.40 appears in the first Location field.
[Eomponert Propuries [FormatPage [ Custom KRN [FroMTe] ]

Location Tab Type i
,g.w | [ inches Centerj[Right][Dec.][Dec,][Remove]
1 incnes | [T @ [Right][Dec . ] [Dec, ] [Remove]

2 inches - Center][Right][Dec . }[Dec, [Remove]
3 inches 20 [Center[Right ] [Dec .][Dec , ] Remove
0 inches | [Left][Cented [Right][Dec.]|[Dec,

Execute Apply.

The tab locations are reorganized on the Tab sheet so that they are in numeni-
cal order.

[ Component Properties [Format](Page|{Custom] RETY [Profile j[Attrs]

Location Tab Type ]
1 inches XX} [Center[Right][Dec .][Dec , ] [Remove]

1 2 inches [Cented[Right]|[Dec .]{Dec ] [Remove]
2.40 inches [Cented [Right][Dec .][Dec ,][Remove]

3 inches | [T [Center][Right][Dec.][Dec , ][Remove]
0 inches [Ceft][Center[Right][Dec .][Dec,

Because the third tab location is now 2.4 inches, the tab marker in your
document that was at 3 inches shifts to 2.4 inches.

“n.kA

To inform you that the tabs shifted, the publishing software displays the
message: 3 tabs changed position after you execute Apply.
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To format the table, you will also need tab settings at 2.8 inches and 4.2
inches.

To change additional tab locations:

Move the property sheet caret to the first Location field (that has a value of
1) and type 2.8.

Move the property sheet caret to the second Location field (that has a value
of 2) and type 4.2.
Execute Apply.

The tab locations are reorganized on the tab sheet so that they are in numeri-
cal order.

{ Component Proparties !omat“Pege”(:tn!! mﬂﬂm
Location Tab Type 1)
2.40 Inches X [Cented [Right][Dec . ](Dec , | [Remave]
42.00 ‘ inches Centerj[Right][Dec.][Dec ,][Remave]
3 inches [ [Center[Right][Dec . ][ Dec, ] [Remave]
4.20 inches Center [Right][Dec .][Dec , | [Remove
0 inches | [Left][Center[Right][Dec .][Dec,

You do not need the tab that is located at 3 inches, so you should remove
it.
To remove a tab:

Point the cursor to the Remove box for the tab located at 3 inches and chck
the select button.

[ Component Properties !Frma_l Inb ! !
Location Tab Type 4]
2.40 inches XX} [Cented [Right][Dec .][Dec, [Remove]
2.80 Inches X [Center (Right][Dec .][Dec , | [Remove]
3 inches | [Left][Center [Right][Dec.][Dec,
4.20 Inches {3 [Cented [Right][Dec . ] [Dec, | [Rentsve
0 inches | [Left][Center][Right]{Dec .][Dec,
Execute Apply.

The tab marker that was 3 inches from the left margin dtsappears Tab mark-
ers now appear at 2.4, 2.8, and 4.2 inches.

‘m‘

In order to properly format the table, you must also change the alignment
of the tabs you have just defined.

To change a tab to a right tab:

Point the cursor to the Right box for the tab located at 4.2 inches and click
the select button.

The Right box turns black to indicate that it is selected.
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Component Properties [Format|{Page|{Custom][fT [Profiie] [ALirs]
Location Tab Type i
2.40 inches Center[Right][Dec .][Dec, ] [Remove]
2.80 inches XX [Center)[ Right] [Dec .} [Dec, | [Remove]
4.20 inches Left | [Center] U Dec.|{Dec, |Remove‘
0 inches Left] [Center] [Ridnt][Dec . ][Dec,
0 inches Left|(C Right || Dec . |[ Dec , | LERNITS
Execute Apply.

The arrowhead of the tab marker located at 4.2 inches now points to the left.

The left-pointing arrow indicates a Right tab setting. When you type text at

a right tab location, the text begins before the arrowhead at the tab loca-
tion and expands to the left.

3

Text appears at tab

> > - 100011?&

<+—— Text expands left

To change a tab to a decimal tab:

Point the cursor to the Dec . box for the tab located at 2.4 <ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>