


















































































































































































































































































































































Creating Your Own Chart

Since you will be creating a line chart, you will need to open
the Lines document.

| e

Select and open Lines in the Charts folder.
The open Lines document appears on your screen.

You will cut a chart from the diagram called Line Charts, and
paste it into the empty frame in your document. Since the charts
in Line Charts are “cutting-locked,” you can cut them without
affecting the originals in Line Charts.

The chart you will use in your document is L3 (Figure 8-3).
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Figure 8-3. Sample line chart, L3

To cut and paste a line chart into your document:

LIl
0

080

Using the left button, select L3.
The chart flashes to show that it is selected.

Hold down the middle button and release it on
Cut.

Move the mouse cursor into your open frame and
hold down the middle button.

Release the button when Paste is in reverse
video.
An outline of the chart appears.

Move the mouse until you have approximately
centered the outline of the chart in your diagram.

Click the middle button to deselect the chart.

To close “Lines,” “Charts,” and the “Graphics” cabinet:

A

8-4

Point the mouse cursor into the Name Box in the
document header of Lines and hold down the
middle button.
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Creating Your Own Chart

000 Release the button on Close.
The mouse cursor is now in the Charts folder.

(8] With the mouse cursor in the Charts folder, click
the middle button.

The Charts folder disappears, and the mouse cursor ap-
pears in the Graphics cabinet.

(8] With the mouse cursor in the Graphics cabinet,
click the middle button to close the cabinet.

Editing a Sample Chart

So that you will be able to see all the details of the chart while
you are editing it, it is best that you Size the chart now. You
will make it 50% larger than its present size.

To increase the size of your chart:

Bl Use the left button to select the chart.

0l Hold down the middle button, and move the
mouse cursor to Size.

0 Slide onto the submenu and move the cursor
down to Numeric.

:0 Slide the mouse cursor in the direction of the ar-
row and release the button on Diagonal.

A stickup appears, asking you to specify a decimal scal-
ing factor (Figure 8-4).

Figure 8-4. Size scaling stickup

& Type 1.5

4 Move the cursor over to Enter, and click the left
button.

Your chart is now 1.5 times larger than before.
You are ready to edit this chart now. To do this, you will need
to gain access to the Edit Chart Sheet.
To gain access to the Edit Chart Sheet:
v~ Select the chart.
(il Hold down the middle button.
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Creating Your Own Chart

El|

000

Slide onto the Props submenu.

Edit is the default.

Release the button.

The last Edit Chart Sheet that you gained access to is
the one that will appear. If it is not the Data sheet,

point the mouse cursor into the Data box in the sheet
header, and click the left button.

The Data sheet appears (Figure 8-5).

Edit Chart Sheet: [Customize

Do you want to erase all data?
Do you want to erase all unused data?
Do you want lines to have same hor. values?
Do you want lines to have same hor. increment?
Do you want to scale axis yourself?  7y¢s’ [ng]

o 203 [1] 6.7 0] 1726
][ 20 | 588 20 ] 154.2 20| 267.4
)[40 | 1893 40 93.8 40 20
360 83.2 60| 146.8 60 | 1935
=

—

A RIRIRARIRI

Figure 8-5. Data sheet

Resizing a Window

It will be easier to enter the data for your chart if you widen the
window the Data sheet is in, so that you can see the horizontal
and vertical data columns for line 4.

You can resize the Data sheet by using the Window popup
menu. This menu lets you resize the window from either the top
left or the bottom right by releasing the middle button when the
appropriate Resize command is in reverse video.

To resize a window using the top left Resize command:

4 Move the mouse cursor into either of the scroll

bars or into the white space in the Data sheet
header.

Il Hold down the middle button to see the Window

8-6

popup menu (Figure 8-6).
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Creating Your Own Chart

Refresh
Resize I
Move
Deselect
Front
Back

Figure 8-6. Window popup menu
Release the button when the top left Resize [ is
in reverse video.

Slowly move the mouse to the left about 2 inches.
You will see an outline of the window moving to the left.

The outline is anchored in the lower right-hand corner of

the window.

[B0 Click the middle button to deselect the window.

If the window is obscuring any part of your chart, you can use
-the Resize and/or the Move command on the Window popup to
place the window anywhere you want it on your desktop.

To move a window on your desktop:

With the mouse cursor in either of the scroll bars

or in the white space in the document header,
hold down the middle button.

Move the mouse cursor on the menu until Move
is in reverse video, and release the button.

Move the mouse until the outline of the window
is where you want the window to be.
1]

Click the middle button to deselect the window.
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Creating Your Own Chart

Entering Data on a Chart

Before entering data on your chart, you must make certain
changes on the Edit Chart Data sheet to accommodate the new
data.

Preparing the Data sheet

Your chart will have four lines, so the horizontal and vertical
data columns for the fourth line should be turned on. Since each
of the chart lines will have only four data points (points for
which you enter the x, y coordinates), the fifth and sixth data
rows on the Edit Chart sheet should be turned off.

To turn rows and columns on or off:

§00 Click the left button to turn on the line 4 box at
the top of the fourth column.

Bl Move the mouse cursor to the vertical column on
the far left and click the left button to turn off
boxes 5 and 6.

Figure 8-7 shows how this column looks after you have
turned off the boxes you will not be using.

[ |[TmeT]
hor ver
MO0 203 ]
E[ 20 ] 58.8 |
1[40 ] 189.3 |
A 60 [ 83.2 ]
{53 80 ] 138.4 |
{67 100 [ 1324 ]

Figure 8-7. Number column with 5 and 6 turned off

You want to enter completely new data on the Data sheet. You
could do this without erasing the old data, but the results might
look confusing. Therefore, before entering any new data, answer
yes to the question “Do you want to erase all data?”
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Creating Your Own Chart

To erase all data:
Bl Point the mouse cursor at the confirmation box

and click the left button.

The data in all the fields are cleared from the Data
sheet (but the chart itself is not altered until you apply
the changes).

B0 Click the middle button to Apply these changes.
The chart now appears as an empty box.

Making Entries on the Data sheet

Before you begin typing data for your chart on the Data sheet,
you should know what to do if you make a mistake or if you
want to change or delete a numerical entry. There are several
things you can do.

To delete an entry before you have confirmed it:

I Before you have used the TAB key to confirm an
entry, use the DEL key to delete one or more dig-
its from a number.

To erase an entire entry after you have confirmed it:

4 Move the mouse cursor into the field where you
want to erase an entry, and click the left button.
Now the Data sheet cursor is positioned in the field.

3 Press the space bar and then the TAB key.

To replace an entry after you have confirmed it:

A Move the mouse cursor into the field where you
want to replace an entry and click the left button
to position the Data sheet cursor.

@ Type the new data.
Here are the data you are going to enter for your chart:

1950 1960 1970 1980

word processors (linel) 100 175 500 5000

pencils (line2) 3600 1800 1400 200
pens (line3) 1800 2000 2300 2500
typewriters (line4) 700 . 1500 3000 700

Because the hor(izontal) values, the years, are the same for all
four lines, you need to enter them only in the first column. The
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Creating Your Own Chart

system will automatically enter the values in the other three
columns.

To enter the horizontal values:

4 Point the mouse cursor into the first hor box
(Figure 8-8).

Edit Chart Sheet: [IC) [Style][custo

Do you want to erase all data?

Do you want to erase all unused da
Do you want lines to have same ho
Do you want lines to have same ho
Do you want to scale axis yourself?

CoMme TIE [ Jme 7 ] 5

hor ver hor ver

'S
L

7]

Figure 8-8. Cursor in first hor box

B0 Click the left button to position the editing cursor
in this box.

B Type 1950.
@ Press the RETURN key to confirm the entry.

4 Point the mouse cursor into the box below the
one in which you typed 1950.

800 Click the left button to position the editing cur-
sor.

B Type 1960, and press RETURN,

There is no need to type in the rest of the time intervals. Be-

cause they are all the same (10 years) the software will enter
them for you.

To assign lines the same horizontal values and increments:

Bl Use the left button to answer yes to the third and
fourth questions at the top of the sheet (“Do you
want lines to have same hor. values?” and “Do
you want lines to have same hor. increment?”),

The rest of the horizontal boxes are filled in automatically.
The ver(tical) values can be entered in several different ways
and in combinations of ways. Only one combination is described

here, but you will find others that work better in other circum-
stances. Please see the Making Charts chapter of the Reference
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Creating Your Own Chart

Manual, Volume 2, for information on other methods of enter-
ing data on your chart.
To enter the vertical values:

4 Point the mouse cursor into the first box under
ver in the column labeled line 1 (Figure 8-9).

Edit Chart Sheet: [LiC) [custo

Do you want to erase ali data?

Do you want to erase all unused da
Do you want lines to have same ho
Do you want lines to have same ho
Do you want to scale axis yourself?

Gome TIEE] [ JOme Z16

hor ver hor ver
[Msse [ [958
Z[960 T 1960
E[970 970
[F1[1ss0 1980

Figure 8-9. Cursor in first ver box

mm
=
—

Click the left button.
The editing cursor moves to this box.

Type 100 (the number of word processors sold in
1950).

Press the TAB key twice to move the editing cur-
sor into the first ver box under line 2.

Type 3600 (the number of pencils sold in 1950).

Press the TAB key twice to move the editing cur-
sor into the first ver box under line 3.

Type 1800 (the number of pens sold in 1950).

Press the TAB key twice and type 700 (the num-
ber of typewriters sold in 1950) as the vertical
value for row 1 under line 4.

Press RETURN.

Move the mouse cursor down to the first ver box
in the next row (under 100).

O B0 O O

- O

mmm
—
—c

Click the left button to move the editing cursor
to this box.

i

Continue entering the rest of the vertical values
(the columns of numbers lined up under the years
on page 8-9), using the TAB key to move across
the rows and the mouse to move down.

s |
o
s |

To apply these changes and see how the chart
now looks, click the middle button.
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This is probably not the result you want. The chart has been
automatically scaled. Automatic scaling ensures that the point
(0,0) is the intersection of your horizontal and vertical axes. Be-
cause of the data you have entered, you want the point (1950,0)
to be the intersection, instead. Correct this situation by scaling
the axes yourself.

To scale the axes:

B0 Use the left button to turn on the yes box next to

the question “Do you want to scale axis your-
self?”

Four additional boxes appear under the questions on the
Edit Sheet.

For the vertical axis: minimum, type 0.

Press the TAB key to move the editing cursor to
the box for the maximum on the vertical axis.

Type 5500.

Use the TAB key to confirm the entry.

The editing cursor moves to the next box.

For the horizontal axis, make the minimum 1950
and the maximum 1980.

Figure 8-10 shows how the completed Data sheet looks.
Edit Chart Sheet: [JT)[Style][customize] n ~
]

O @ G©8

Do you want to erase all data?
Do you want to erase all unused data?
Do you want lines to have same hor. values?
Do you want lines to have same hor. increment?
Do you want to scale axis yourself?  [yes]no}

axis:

o]
horizontal axis: [1950 ] i [1980 |
MmN GOz O =T

hor ver hor ver hor ver hor ver

(1950 [ 700_] [1950 | 3600 ] (1950 | 1800 ] [1950 | 700 ]

s}
=z
|
[0

Figure 8-10. Completed Data sheet for line chart

(80 Apply the changes you have made.
Note how the horizontal values on the chart have changed.

Note: Although you entered data for ten-year intervals (e.g.,
1950, 1960), your chart automatically displays both those inter-
vals and the points halfway between each interval (e.g., 1955).
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Making Style Changes on Your Chart

The chart looks better now, but there is still a bit of work left to
do before you have a finished chart.

B0 Click the left button with the cursor in the style
box to replace the Data sheet with the Style sheet.

In this chart, as in many, a black border called the data border
encloses the data area. You will want to add major hash marks
along the data border to indicate the vertical and horizontal in-
crements on each axis. To make room for the hash marks, you
must adjust the data margins (the area between the blinking edge
of the chart when it is selected and the data area of the chart)
and the label margins (the area between the labels and the data
area).

Note that when you increase or decrease any data margin, the
corresponding dimension of the data area is inversely sized. For
example, if you increase the left or right data margin, the width
of the chart data area decreases by the same amount.

To change the margins:
4 Move the mouse cursor over to data margins: left

and across to @

With the cursor pointing into the box shown
above, click the left button.

(8] Use the middle button to Apply this change.

You have increased the left data margin (the area to the
left of the data border).

4 Move the mouse cursor over to data margins: bot-
tom and across to IE

Bl With the cursor pointing into the box shown
above, click the left button.

[80 Use the middle button to Apply this change.

You have increased the bottom data margin (the area
below the data border).

4 Move the mouse cursor over to label margins:
bottom and across to IE

800 With the cursor pointing into the box shown
above, click the right button twice.

mm
—
=

You have increased the bottom label margin (the area be-
tween the bottom labels and the data border).
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[80 Use the middle button to Apply this change.

By applying each change individually, you can see the effect
of sizing each margin. You could have adjusted the three
margins and applied all of the changes at once.

To turn on major hash marks:

4 Move the mouse cursor down the left-hand col-
umn of the Style sheet to the line labeled major
hash: and over to the second box.

4 With the mouse cursor on the box, click the left
button.

The box now has a black border (Figure 8-11).

iEE=EE

Figure 8-11. Major hash thickness row with the second set-
ting turned on

[8] Use the middle button to Apply this change.

If you want the major hash marks to be shorter or longer than
they are now, experiment with the row of boxes to the far right
of major hash (Figure 8-9).

T § Wl £ B L b

Figure 8-12. Major hash length settings

Towards the bottom of the sheet, on the left, there are now four
items, indicating that this chart has four lines in it. On this sec-
tion of the sheet, you select the texture for each of your lines.

When they are used for lines, some textures print better than
others. Also, different textures can help you make points about
the data.

To change the textures of lines:

»~ For this chart, turn on the black box (sixth from
left) for the first item (line 1, word processor
sales) and grey for the third and fourth items.
(Grey is turned on for the second item already.)

» Apply these changes.
v Close the Chart Edit Sheet.

After you have entered text on your chart, you can come back
to the Style sheet, if you like, and experiment with other
changes to the appearance of your chart.
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Changing the Font of the Labels

Now you will change the font of the labels.

To change the font for your chart:
v Select the chart.
(Il Hold down the middle button.

0 Slide onto the Props submenu and then slide the
mouse cursor onto the Font submenu.

0 Slide onto the Family submenu, and select Mod-
ern 10 point.

p~ Select the chart again.
0 Slide onto the Font submenu, and select Bold.

Entering Text on a Chart

You are ready now to add text to your chart. The text you enter
around the chart will be in the type font of the component (as
represented in the document header). You should change it as
needed, using any of the methods you already know.

Figure 8-13 shows what the chart will look like when you finish.
All the text is in various sizes of the Modern bold typeface: the
heading is in 12 point, Word Processors, (in millions of $’s),
Typewriters, Pens, and Pencils are in 8 point.

If you turn on the diagramming grid (using the Misc submenu
on the Nothing Selected menu), it will be easier for you to line
up the text to the right of the chart.

You want to add the following text: SALES OF WRITING IM-
PLEMENTS, (in millions of $’s), Word Processors, Typewriters,
Pens, and Pencils.

To enter text:

(Il Use the middle button in the document header
to select the font size you want the text to be.

@ Point anywhere in the diagram, and type one of

the labels.

Once you finish entering all the text that belongs on a
single line, be sure to deselect that text before entering a
new text block.
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(Il If you do not want the label where it is, hold
down the middle button while the text is still se-
lected.

0 Slide onto the Move submenu.

Sometimes, it is easier to move something Horizontally and
then Vertically, rather than in All directions at once. Try these
various options as you enter and edit the text.

SALES OF WRITING IMPLEMENTS

(in millions of §’s)

5400
4800+

Word processors

Pens

Typewriters

Pencils

0 T T T T T
1950 1955 1960 1965 1970 1975 1980

Figure 8-13. Completed line chart

There are many other actions that can be performed within the
diagramming system. They are discussed in detail in the Refer-
ence Manual, Volume 2. Try as many of them as you like when
you begin working on your own.
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Chapter 9

Keyboard Alternatives

This chapter introduces methods of using the keyboard to per-
form basic functions, including many which you have already
learned to perform using the mouse and menus. These functions
include:

Creating components
Deleting text

Positioning the cursor
Changing fonts
Interrupting the software
Inserting special characters

Although this chapter contains general procedures rather than
specific examples, we recommend you practice the procedures in
either pingo or Defense.

Most of these functions involve a combination of keystrokes that
include holding down the CTRL key, which is located to the left
of the A key on the standard keyboard.

CTRL followed by a character means that you should hold
down the CTRL key while typing the appropriate character. For
example, to move the editing cursor forward one character, hold
down the CTRL key and type f.

Creating Components

You can use the LINE FEED key to create new components that
will have the same name and properties as the original compo-
nent. LINE FEED always creates a component immediately fol-
lowing the component in which the editing cursor is positioned.

To create a new component identical to and following the
one in which the editing cursor is positioned:

& LINE FEED
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Deleting Text

There are a number of ways to delete text using the keyboard.

To delete a character forward from the cursor:
& CTRLd

To delete forward from the cursor
to the end of a word:

] CTRLt

To delete from the cursor to the end of a line:
& CTRL k

To delete a character backward from the cursor:
E DEL

To delete backward from the cursor

to the beginning of a word:
& CTRL w

To delete text using a combination of the mouse and the
keyboard:

»” Select the block of text you wish to delete.

I Press any of the key combinations listed above for
deleting text.

Positioning the Editing Cursor

Use the arrow keys to move the editing cursor up or down one
line and left or right one character. Holding down an arrow key
will cause the cursor to continue moving in the direction of the
arrow. You can also use CTRL key combinations to move the
Cursor.

To move the cursor forward one character:

B CTIRL f, or use the appropriate arrow key.

To move the cursor backward one character:
@ CTRL b, or use the appropriate arrow key.
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To move the cursor to the next line:
& CTRL n, or use the appropriate arrow key.

To move the cursor to the previous line:
I CTRL p, or use the appropriate arrow key.

To move the cursor to the beginning of the line:
] CTRL a

To move the cursor to the end of the line:
@ CTRL e

Changing Fonts

On your keyboard is a row of function keys that you can use to
change fonts.

]F Fa 5 = 8 9
last bold italic : ; 2 | smatter| 1arger

Figure 9-1. Function keys for changing fonts

To change to the last font used before the current setting:
E F3 on a SUN120 and SUN 50

To change from roman to bold or from bold to roman:
@ F4 on a SUN120 and SUN 50

To change from roman to italic or from italic to roman:
@ F5 on a SUN120 and SUN 50

To decrease the type size:
@ F8 on a SUN120 and SUN 50

To increase the type size:
& F9 on a SUN120 and SUN 50

Other Keyboard Commands

To center the cursor on the screen:
I CTRL 1 (] as in lower rather than I as in 123)
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A hard carriage return makes it possible for you to determine
line breaks for yourself and override the pubhshmg software’s
automatic line break feature.

To insert a hard carriage return:

@ <RETURN>

A bent arrow appears at the end of the line, and the ed-
iting cursor moves to the beginning of the next line.

There are times when you can take advantage of a feature which
lets you interrupt the operation of the Interleaf software. For in-
stance, if you have just entered a print command, and realize
that you are printing the wrong document, you can interrupt the
software and cancel the print command.

To interrupt operation of the publishing software:
& CTRL z

The mouse must not be engaged in an operation when
you type CTRL z.

After an interrupt, the options available to you are displayed on
a stickup menu.

You can choose an option either by moving the mouse cursor to
the appropriate box and clicking the left button or by typing the
first letter of the command (e.g., ¢ to continue or C to Cancel).

If you are in a document when you type CTRL z, and on the
stickup you select

» f(ile) and you have made changes in a document,
you will be asked if you want to save the changes
in a crash file. If you select f and you have not
made changes, the editing session continues.

» s(uspend), the program you are running will be
suspended and you will see an operating system
prompt on your screen.

To return to the Interleaf publishing software,
type fg (foreground).

« e(xit), the Interleaf publishing software will close,
and you will be returned to the operating system.
You will not be asked if you want to save any
changes you have made.
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» C(ancel), the operation in progress will be can-
celed. If you have sent a document to be printed,
the print order will be canceled. If you select
C(ancel) while a document is being loaded (load-
ing is the first action that occurs when you open a
document), the loading will stop. If you select
C(ancel) while a search is in progress, the search
will be terminated.

e c(ontinue), your editing session continues.

Accessing Special Characters from the
Standard Keyboard

There are several characters available through a combination of
ESCAPE sequences. ESC followed by a character means that you
should press the ESC key before typing the appropriate character.
You must repeat the sequence each time you want to use the
special character. The ESC key is located to the left of the num-
ber 1 key.

To insert a double opening quotation mark (*):
@ Esc[y]

To insert a hard space in text so that two words will be
treated as one word:

@ ESC <SPACEBAR>
To insert a hyphen (-):
@ Esc[=]

To insert an em dash (—):
@ Esc[t]

To insert a cent sign (¢):

@ Esc[i]

See the Keyboard Control chapter in the Reference Manual, Vol-
ume 1, for additional information on using the keyboard. For
information on the standard Interleaf typefaces see the Typefaces
and Typography chapter in the Reference Manual, Volume 1.
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Chapter 10

Search and Replace Operations

Search and Replace operations are accomplished through the
keyboard.

The Search operation makes it possible for you to look for a
string of characters in text (for example, elephants).

After you have located the string, the Replace operation makes
it possible for you to replace the search string with another
string of characters (for example, to replace elephants with
zebras).

Note: Search and Replace operations do not recognize text in
frames. :

To see how Search and Replace operations work, you need a
fresh copy of pingo. Pingo is in the Text folder in the Samples
drawer on your desktop. You can make a copy of it and keep
the copy on your desktop.

To copy pingo onto your desktop:

1~ Select and open the Samples drawer on your
desktop.

»” Open the Text folder.
v~ Select pingo in the open Text folder.

(Il Hold down the middle button and release it
when Copy is in reverse video.

4 Move the mouse cursor onto your desktop and
hold down the middle button.

(0l Release the button when Paste is in reverse
video.
An outline of the pingo icon appears on your desktop.

\

Rename the document as pingo2.

—
mmm
—

Click the middle button to open pingo2.
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Search and Replace Exercises
While it is unlikely that you will often use Search and Replace

operations in documents as short as pingo, you can use pingo to
get an idea of how the operations work.

Forward Search

In a forward search, the software locates the first instance of a
specified text string that appears after the editing cursor.

To search forward for text in pingo:

I With the editing cursor located at the beginning
of pingo2, hold down the CTRL key and type s.
Figure 10-1 shows the Search stickup menu you will see.

Search forward for. F‘u,, S

Figure 10-1. Search stickup menu

@ In response to the query on the menu, type ice,
and press RETURN or move the mouse cursor to
Enter on the stickup menu and click the left but-
ton to confirm that this is the search string you
want.

The first instance of ice is highlighted.

@ Search for the next instance of ice by holding
down the CTRL key and typing s.
The word ice is highlighted.

4 End this Search operation by moving the mouse
cursor into the text if necessary and clicking the
left button.

Notice that ice is no longer highlighted.

Backward Search

A backward Search operates in the same way as a forward
Search, except that you use the command CTRL r.
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To initiate a backward search:

E Hold down the CTRL key, and type r.
Because you ended one search and then initiated a new
one in the same editing session, the system reminds you
of your earlier search.

Figure 10-2 shows what the stickup menu looks like. If
you wanted to search for ice again, you would not have
to type anything in. You could just choose Enter on the
stickup menu.

[ Search backward for ‘ice’? |

Figure 10-2. Search stickup menu after interruption

@ In response to the query on the stickup menu,
type pingo.

4 To confirm, press RETURN or move the mouse
cursor to Enter on the stickup and click the left
button.

The status line displays a message that the word pingo
has been found.

The instance of pingo that is highlighted is the first in-
stance appearing before the editing cursor when the back-
ward Search was initiated.

Forward and Backward Searches

You can alternate between forward and backward search any
time you like. The direction of the search is determined by
whether you use CTRL s or CTRL r.

Each of these commands can be used consecutively. For exam-
ple, you can use CTRL s several times in succession to find in-
stances of the string you want that occur several paragraphs after
the cursor position. Or you can use CTRL r repeatedly to see
previous instances of the string.

p Switch back and forth between forward and back-
ward searches until you feel comfortable with the
process. End with a forward Search.
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¥ Move on to the next exercise leaving the last in-
stance of “pingo” (in the footnote) highlighted.

Replacing Text

You can search for text without replacing it. However, it is nec-
essary to search for text in order to use the Replace function.

After you replace a text string with a new one, the search for
the string to be replaced proceeds forward or backward, depend-
ing on the starting direction of the search.

To replace text:

@ Hold down the CTRL key and type q.
You will see the Replace stickup menu (Figure 10-3).

Ueplace string: ‘pingo’, by string: “? l

Figure 10-3. Replace stickup menu

I In response to the query on the stickup, type po-
tato. Then either press RETURN or move the
mouse cursor to Enter and click the left button.

The highlighted instance of pingo in the footnote is re-
placed with the word potato.

Since the editing cursor was at the last instance of
pingo, in the document, a stickup appears asking
whether you want to wrap to the beginning of the docu-
ment.

4 Press RETURN or move the mouse cursor to Wrap
on the stickup and click the left button.

The document scrolls to the first page and the first in-
stance of pingo (in the title) is highlighted.

& Instead of replacing this “pingo”, skip it by hold- {
ing down the CTRL key and typing s.

The highlighted instance of pingo is not replaced with
potato, and the next instance of pingo is found.
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& Type CTRL q to perform the replacement.

The selected instance of pingo in the first paragraph is
replaced with potato and the next instance of pingo (in
the second paragraph) is selected.

Remember that when you use CTRL q, the system not only re-
places the search string with the replace string, but also moves to
the next instance of the search string.

A End the Search and Replace operations by mov-
ing the editing cursor in text.

Stopping a Search in Progress

Occasionally, you may mistype a search string without realizing
it. If the system is looking for “Figure 58” instead of “Figure
1-58,” the search will fail; but, in a long document, the process
takes a while. In this circumstance, most users want to interrupt
the search, cancel it, and start over.

To interrupt a search in progress:
@ Hold down the CTRL key and type z.

To cancel a search:

4 Move the mouse cursor to Cancel<C> on the
stickup and click the left button, or type C.

Search Strings

As you have seen, when you initiate a search operation, the sys-
tem asks you for the text you want to search for. If, in response
to this question, you type a search string with only lower-case
letters in it, the search routine will find all examples of the text.
Thus, you can type pingoes if you want to find pingoes,
Pingoes, and PINGOES.

However, the search routine is sensitive to upper-case letters. If
you type Pingoes, it will find only Pingoes and PINGOES. If
you type PINGOES (or PIngoes or piNGoes or any other combi-
nation of two or more of the upper- and lower-case letters in the
string PINGOES), the routine will find only that combination
and PINGOES.
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A Summary of Search and Replace Operations

Search Operations

Both forward and backward searches are possible.

You can switch from a forward to a backward search or vice
versa at any time.

Both forward and backward searches are circular searches, so
that you can go from any location on a document and in either
direction.

When a forward search reaches the end of a document, the sys-
tem will ask you whether you want it to wrap around to the be-
ginning of the document and continue the search.

Similarly, when a backward search reaches the beginning of a
document, you will be asked whether you want it to wrap
around to the end of the document and continue the search.

You conclude or interrupt a search operation by moving the ed-
iting cursor in text or by typing something from the keyboard.

Replace Operations

It is necessary to precede a Replace operation by a Search op-
eration.

After you confirm the search text, you use CTRL q to replace
the search string with the replace string and either CTRL s or
CTRL r when you do not want to make a replacement.

You conclude or interrupt a combined search and replace opera-
tion by moving the editing cursor in text or by typing something
from the keyboard.

For information on Global Search and Replace operations, see
the Keyboard Control chapter of the Reference Manual,
Volume 1.
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Chapter 11

Using Tabs

In the Interleaf publishing software, you can specify up to 14
different tab settings in a component. Changeable tab settings
are very useful when text alignment is important. In this chapter,
you will use tabs to create:

a numbered list (Figure 11-1);

8. Add the eggwhites and continue
beating until they are combined with
the rest of the ingredients.

9. Pour the batter into two buttered and
floured cake pans.

10. Bake for 35-40 minutes at 350
degrees.

Figure 11-1. Numbered list

an outline (Figure 11-2);

A. There is a tab set at 0 inches where A is
entered, and this sentence begins at the
second tabstop, which is set at 0.3 inches.

The tab for this sentence is the third
tabstop and is set at 0.9 inches.
The tab for this sentence is the fourth
tabstop and is set at 0.9 inches.
The tab for this sentence is the
fifth tabstop and is set at 1.2
inches.

Figure 11-2. Outline

and a table (Figure 11-3).
RAZOR BLADE SALES IN THREE NEW ENGLAND TOWNS

TOWN STATE POPULATION SALES

Lyric Maine 12,345 $10,465.39
Poster Vermont 3,206 4,513.78
West Massachusetts 32,681 27,300.43

Figure 11-3. Table
These exercises will demonstrate uses of the four types of tabs

you can create in a component: Left tabs, Right tabs, Center
tabs, and Decimal tabs.
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Setting Tabs

The easiest way to understand how to use the different types of
tab settings is to use the default tab settings and then change
them and watch what happens to your document.

You enter tabs into a component by pressing the TAB key. The
effect a tab has on your text is defined on the Tab sheet of that
component’s Property sheet.

To practice setting tabs:

3 Create a document, name it PracticeTabs, and

o

Open it.

In the empty component named paragraph, press
the TAB key 4 times to insert 4 tabs.

The lines you see are not actually part of the document;
they appear in the document on the screen to let you
know where tabs have been inserted, but they do not ap-
pear on the printed document.

For the moment, do not insert any text.

A

‘/
oo

11-2

Move the mouse cursor into the component bar
to the left of the document.

Select the component.

Hold down the middle button, and release it
when Props is in reverse video.

A Component property sheet appears in a window in the
upper right-hand corner of the screen.

Point the mouse cursor at the box in its header
labeled Tab, and click the left button to select
this sheet.

The Tab Sheet appears (Figure 11-4).

Component Properties:

Location Tab Type

0 Inches [Center] [Righf
0.75_| inches [Center] [Right]
1.50_] inches [Center][Right
2.25_] inches

3 inches
[ 3.75_] inches [Center][Right]
[[4.50_] Inches [Center] [Right]
5.25 | Inches Center]

6 inches Right]
6.75_ | Inches Center][Right]
7.50_| inches Center]

Right|
8.25_ | inches
Righ

inches

o)
©
3
)
[
2
=)
S
=
A

g

Figure 11-4. Tab sheet with default tab settings
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The default tab settings are Left tabs at intervals of .75 inches,
beginning at O inches. Tabs are set with reference to the left
margin of the component, (not with reference to the left margin
of the page). When you are setting tabs, consider the left margin
of the component to be at tab position O inches.

Note that tabs are set in inches, not character spaces. This is be-
cause, with the exception of the typewriter typeface family, the
publishing software fonts are proportionally spaced; thus, the
space occupied by a single character varies with the character.

Bl Change the 1.50 inches tab to a Center tab by
clicking the left button in the Center box.

» Change the 2.25 inches tab to a Right tab, and
the 3.00 inches tab to a Dec. tab.

v Apply.

The tabs in your component will look like this:

) <) $ o
left center right dec.
0 0.75 1.50 2.25 3.00

Changing Tab Settings after Entering Text

To change'tab settings after entering text:
1 Change all the tabs back to Left tabs.
1~ Apply the changes, and Close the property sheet.

J0F Select the tabs you inserted by holding down the
right button and moving the mouse horizontally
until the tabs are in reverse video.

000 Release the right button.

Il Hold down the middle button, and release when
Cut is in reverse video.

@ Press the TAB key, and type changes.
800 Select the component.

¥ Open the Tab sheet of the Component property
sheets.

4 Position the mouse cursor in the Location field
that reads 0.75, and click the left button.
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\

Change the 0.75 inches tab to 1 inch. Apply.
Notice that changes moves to the right.

Change this tab from a Left tab to a Center tab.
Apply and watch what happens to changes.
Changes is now centered around the one inch mark.
Change the tab to a Right tab, and Apply.
Changes moves to the left of the one inch mark.

Change the tab at 1.5 inches from a Left Tab to
a Dec. Tab.

Apply and Close the property sheet.

Press the TAB key.

This moves the editing cursor to the Dec. tab at 1.5
inches.

@ Type the number 55555.

Notice that the text grows to the left of the 1.5 inch
mark.

B Now type a period (decimal point) and the num-
ber 44444.

Notice that the text now grows to the right of the decimal
point you inserted.

X\ \

B =

Automatic Ordering of Tabs

You can enter tab settings in any order (Figure 11-5), and the
publishing software will reorder them properly after you apply
the settings (Figure 11-6).

Componant Properties:
. |

Location Tab Type
[ inches Dec.
2 inches [Dec.]
0 inches [Dec.]
5.50 ] Inches | Right|EITH
3 inches [Left] [Center] [Right] [Dec.
3.76_| inches Left] [Center] [Right] [Dec. | (XXX
4.50_ ] inches [Center] [Right] [Dec.
45.25_] inches [Left] [Center] [Righ [Dec. | (XTI
6 inches X3 [Center] [Right] [Dec.
6.75_] inches I[E [Center] [Right] [Dec.
7.50_ ] inches =X [Center [Right] [Dec.
8.25 inches [T31Y [Center][ Right][ Dec.

S inches Left Right] [Dec.
inches ft

Figure 11-5. Tab sheet with user’s unordered entries
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Component Properties: | Format | IRELIM [ Page |
]

Location Tab Type

0 inches [Center] [Right] [Dec.
2 inches [Center] [Right] [Dec. ]
4 inches Right] [Dec.]
5.50 | inches [Left][Center] [Dec.]

[ inches
6.76 inches
7.50 inches

8.25 inches

,_
®
=

[ Right]| Dec.

~IIRISREE
[licjojo|e|®

[) inches
9.75 inches
[) inches
[] inches Left
[] inches Left

Figure 11-6. Tab sheet after entries are applied

Note: If you want tabs at 0, 2, 4, and 5.5 inches, it is not neces-
sary to turn on Remove for all the extra tabs—only for those
numbers between 0 and 5.5 inches.

Before going on to creating the examples, here is a summary of
rules for setting tabs.

A Summary of Tab Setting

The example that follows shows where text appears when Left,
Center, Right, and Decimal tabs are set at 2 inches (that is,

2 inches from the left margin of this component). The arrow-
head shows where the tab is set in each instance.

ALeft tab at 2 inches
Center tabA at 2 inches
Right tab at 2 inchesA
Decimal tab withA. at 2 inches

Notice that the 2-inch tab setting is in the same place, whether
the tab is Left, Center, Right, or Decimal. It is the placement of
the text in relation to the tab setting that is different.

When you use a Left tab setting, the text grows to the right of
the tab setting.

When you use a Center tab setting, the text is centered around
the tab setting (in the example above, the C in the word Center
and the s in the word inches are equidistant from the tab set-

ting).
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When you use a Right tab setting, the text grows to the left of
the tab setting.

When you use a Dec.(imal) tab setting, the text grows to the left
until a decimal point is encountered. From the decimal point
on, the text grows to the right.

In other words, a Decimal tab behaves like a Right tab up to the
decimal point and like a Left tab from the decimal point on. If
no decimal occurs in the text, a Decimal tab behaves like a
Right tab. If the first character typed at the tab stop is a deci-
mal, a Decimal tab behaves like a Left tab.

Setting Tabs for Numbered Lists

There are various situations in which tabs are useful. One of the
simplest is a series of numbered items like the following:

8. Add the eggwhites and continue beating to
combine them with the rest of the ingredi-
ents.

9. Pour the batter into two buttered and
floured cake pans.

10. Bake for 35-40 minutes at 350 degrees.

Using Negative Tabs and First Indents

The Left margin for each of the three components in the num-
bered list shown above is set at /.44 inches. The Right margin is
set at /.8 inches.

For the item number to appear in the left margin, the first line
must have a negative indentation. Therefore, the First Indent for
these components is set at —0.5 inches.

So that the text of the first line is aligned to the text of the other
lines, a Left tab is set at 0 inches. There are many occasions
when you will want to use this combination of a negative inden-
tation for the first line of a component and a Left tab set at 0
inches to line up text.

To make room on the list for two digit numbers, a Right tab is
set at —0.2 inches.

This combination of a -0.5 First Indent and a -0.2 Right tab to
make room for two-digit numbers works for font sizes between 6
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and 14 point. The numbers will be placed in the space between
settings C and D in Figure 11-7.

Note: If you are using a larger type size, you will need to make
an adjustment. For example, for 24 point type, it is necessary to
set the First Indent at —0.7 inches. A larger point size may also
make it necessary to change the left margin of the component.

Figure 11-7 shows the various tab settings, margins, and indenta-
tions for this component and explains what each setting signifies.

C D A B
A 4> A
A represents the left margin of the component

set at 7.44 and the left tab set at 0 inches.
B represents the right margin at 7.80 inches.

C represents the indentation of the first line
at -0.5 inches.

D represents the right tab setting at -0.2 inches.

Figure 11-7. Margins, tabs, and indentations

To get a sense of how to use this kind of tab setting, do the fol-
lowing exercise using the recipe items. They are repeated at the
end of the instructions for your convenience.

To set tabs for a numbered list:

v~ Create a new paragraph component in Prac-
ticeTabs.

»* On the Format sheet of the Component property
sheets, name the component /ist and set these
specifications:

Left margin: 1.44 inches
Right margin: 1.80 inches
First Indent: —-0.50 inches
Font: 14 point Modern
Alignment: Flush Left
Hyphenation: Off

»” On the Tab sheet, set up the following tabs:

Left tab: 0 inches
Right tab: -0.20 inches

v Apply the changes.

Release 2.5 11-7



Using Tabs

v Close the property sheet.

& Enter the first recipe item by pressing the TAB
key, entering 8., pressing the TAB key again, and
typing the text, which is shown here again for
your convenience.

8. Add the eggwhites and continue
beating until they are combined with
the rest of the ingredients.

9. Pour the batter into two buttered and
floured cake pans.

10. Bake for 35-40 minutes at 350
degrees.

i@ Continue with the last two items in the same
way, pressing LINE FEED to create the new
components.

Setting Tabs for Outlines

The next exercises show two ways to create an outline: using
tabs and returns in a single component; and using several com-
ponents with different levels of indentation.

Using a Single Component for an QOutline

The following involves slightly more complicated tab settings be-
cause this one component has four levels of indentation. All the
tabs are Left tabs.

A. There is a tab set at 0 inches where A. is
entered, and this sentence begins at the
second tabstop, which is set at 0.3 inches.

The tab for this sentence is the third
tabstop and is set at 0.6 inches.
The tab for this sentence is the fourth
tabstop and is set at 0.9 inches.
The tab for this sentence is the fifth
tabstop and is set at 7.2 inches.

Figure 11-8 shows the tab settings for this component without
the text.
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AB CDE
R S S S S

Setting A represents both the left margin of the
component and a left tab set at 0”

Setting B represents a left tab set at 0.3”
Setting C represents a left tab set at 0.6 ”
Setting D represents a left tab set at 0.9 ”
Setting E represents a left tab set at 0.72”

Settings B-E show where each sentence in the
outline begins.

Figure 11-8. Tab settings for outline

Use the following procedure to create those tab settings.

To set tabs for an outline using a single component type:

To enter the

Release 2.5
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Move the mouse cursor into the component bar.

Use the left button to position the component
caret beneath the last component.

Create a new paragraph component, using the
Create command on the Component Location
Selected popup menu.

On the Format sheet of the Component property
sheet for the new component, rename it outline
and change the font to Modern 14.

The Left and Right margins and the First Indent are
already set at 0 inches.

On the Tab sheet, set Left tabs for the compo-
nent at 0, 0.3, 0.6, 0.9, and 1.2 inches.

Apply and Close the Component property sheet.

outline text:

Type A., press the TAB key, and enter the first
line of text, reproduced below.

Remember that you can use the keyboard to switch be-
tween italic font and roman.

There is a tab set at 0 inches where A. is

Press the RETURN key.
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Press the TAB key, and enter the next line of text.

entered, and this sentence begins at the

Press the RETURN key.

Press the TAB key once, and enter the text of the
third line.

second tabstop, which is set at 0.3 inches.

Press the RETURN key.

Enter the fourth and fifth lines of text, pressing
the TAB key twice before each line.

The tab for this sentence is the third
tabstop and is set at 0.6 inches.

Enter the next lines, pressing the TAB key three
times before each line.

The tab for this sentence is the fourth
tabstop and is set at 0.9 inches.

Enter the last two lines, pressing the TAB key four
times before each line.

The tab for this sentence is the fifth
tabstop and is set at 7.2 inches.

In this exercise, you used the RETURN key at the end of each
line and then you used the TAB key to line up the text of each
indented section.

Using Several Components for an Outline

For comparison, in the next exercise you will use four different
kinds of components to create the same outline as the one you
created above. You will not have to use the RETURN key to
move from line to line or from one component to another in

this exercise.

11-10
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To create an outline using different kinds of components:

Release 2.5

¥ Create a new outline component.

=

= O

o =2

On the Format sheet of the Component property
sheets rename the component outlinel, and make

Top margin: 0.2 inches
Bottom margin: 0.2 inches
Left margin: 1.6 inches
Right margin: 0.8 inches
First Indent: —0.3 inches
Font: 14 point Modern
Alignment: Flush Left
Hyphenation: Off

On the Tab sheet, set a Left tab at 0 inches.
Apply and Close the Component property sheets.
Type A., and press the TAB key.

Type the text of the first three lines, without using
RETURN after you enter each line.

There is a tab set at 0 inches where A. is
entered, and this sentence begins at the
second tabstop, which is set at 0.3 inches.

Create another outlinel component. Name it out-
line2. Change the Left margin to 1.9 inches, and
the First Indent to 0 inches.

Enter the text on lines 4 and 5 of the example.
(remember not to press RETURN after you enter
each line).

The tab for this sentence is the third
tabstop and is set at 0.6 inches.

Create a new outline2 component. Change its Left
margin to 2.2 inches and rename it outline3.

Type the text on lines 6 and 7 of the example.

The tab for this sentence is the fourth
tabstop and is set at 0.9 inches.
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»” Finally, create a new outline3 component. Change
the Left margin to 2.5 inches. Name it outline4.

E Type the text on lines 8 and 9 of the sample.

The tab for this sentence is the fifth
tabstop and is set at 7.2 inches.

The advantage of one method for creating outlines is the disad-
vantage of the other: a single component with different tab set-
tings makes it easy to make fine adjustments to the way your
text will look without having to change the properties of many
different kinds of components.

On the other hand, when you use a single component to set up
an outline like this, you may have to delete some RETURNs and
tabs and put in others if you later edit the text.

Setting Tabs for Tables

There are times when you want to create a table with some cen-
tered headings, some columns set left, some columns set right,
and some set to line up on decimal points. The following is an
example.

RAZOR BLADE SALES IN THREE NEW ENGLAND TOWNS

TOWN STATE POPULATION SALES

Lyric Maine 12,345 $10,465.39
Poster Vermont 3,206 4,513.78
West Massachusetts 32,681 27,300.43

This table consists of three different kinds of components. Fol-
low the procedure below to create a similar table in Prac-
ticeTabs.

To set up a table:
v Create a paragraph component.

Name the component fitle.

I(

v Set the Top margin at 0 inches, and the Bottom
margin at .20 inches.

| 2

Set the Left and Right margins at —0.05 inches.
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Set the alignment of the title component at Cen-
tered and the font at Modern 14 point Bold.

Apply and Close the property sheet.

@ \

Type the first row of copy.

RAZOR BLADE SALES IN THREE NEW ENG-
LAND TOWNS

Use LINE FEED to create a second component,
and name it headings.

Set the Bottom margin at .10 inches.

Set the Left margin at 1.25 inches and the right
margin at 0 inches.

Set the alignment at Flush Left.

Make this component (headings) Modern 10
point roman type font.

N O @\ O

Set the following tabs:

a Left tab at 0 inches
a Right tab at 1.5 inches
Centered tabs at 2.5 and 3.8 inches

Use the left button to turn on Remove beside
any other numbers that fall between O and 3.8.
They are likely to be the tabs set at 3 and 3.75 (Fig-

mmm
—=
—=

ure 11-9).
Component Properties: [ Format | IRLLIM[_Page | |AI
Location I
[ Inches

1.50_] inches
2.50 inches
3.80 inches

3 inches
3.75_| inches
4.50 | Inches
525 | inches

6 inches
6.75 inches
7.50 | inches
8.25 | inches
inches
inch

Bfscmove|
Bfemove|

[Center|
Center|
Center]| Ri

. |[Remove|

:

Figure 11-9. Tab sheet with Remove turned on.

v~ Apply and Close the property sheet.
@ Type TOWN.
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[ Press the TAB key and type STATE. Press the TAB
key again and type POPULATION. Press the TAB
key once more and type SALES.

& Press the LINE FEED key to create another com-
ponent.

»* Name the new component data and set the Bot-
tom margin at .25 inches. Change the font of the
component to Classic 10 point roman.

»* Set the following tabs:

a Left tab at 0 inches
Right tabs at 1.5 and 2.95 inches
a Decimal tab at 3.95 inches

Apply and Close the property sheet.

@ X

Type the three rows of data, with tabs inserted be-
tween each item and returns entered at the end of
each row. The data is shown again below.

Lyric  Maine 12,345 $10,465.39
Poster Vermont 3,206 4,513.78
West  Massachusetts 32,681 27,300.43

Tab Appearance

In the exercises you just performed, you could see the lines used
to indicate tab settings on the screen, but these lines would not
have appeared in a printed copy of the document.

Using the Tabs submenu of the Text Location Selected popup
menu, you can cause the tabs to appear in a number of forms in
printed documents (Figure 11-10).

Figure 11-10. Tabs submenu
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You can mix the way your various tabs look when your docu-
ment is printed. For example, the following line uses all four
possibilities—blank, underline, line, and dots.

Here is an example of .... dots.

To accomplish this feat, all you need to do is choose what you
want a particular tab to look like before you press the TAB key.

If you do not like the way a tab looks, delete the tab, and
choose the appearance you want on the Tabs submenu. Then
put the tab back in.

Even if you are using blank tabs, you may want to see the tab
settings on the screen while you are entering and editing text.
The Show submenu on the Text Location Selected popup menu
makes it possible for you to choose whether or not you will see
blank tabs on your screen (Figure 11-11).

Components

Hard Returns
Frame Anchors

Figure 11-11. Show submenu
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Chapter 12

Controlling Page Makeup

You have learned to control the margins and other properties of
components and entire documents. You can also set properties
for an entire document that affect the appearance of individual
pages. For example, what can you do when you want a certain
component—a main heading, say—to appear always at the top of
the next page even if it will fit on the current page?

This chapter describes the settings on one of the Component
property sheets, the Component Page property sheet (Figure
12-1). This sheet allows you to make page makeup decisions.

Component Properties: [ Format ||_1ab_ | IiZ1L3 A

Begin New Page [ No ]
Straddle Columns [ves | EXX

Orphan Control [2] tines
Widow Control EEZ@ ([ 2 ] lines

Allow Break Within
Allow Break After

Figure 12-1. Component Page property sheet

As this chapter progresses, you will be told several times to close
pingo without saving the changes you have made and then to re-
open it. By closing without saving, you have the same, original
version of pingo for each exercise.

To see how the page makeup properties work, you need a fresh
copy of pingo. Pingo is in the Text folder in the Samples drawer
on your desktop. You can make a copy of it and keep the copy
on your desktop.

v Copy pingo from the Text folder in the Samples
drawer and Paste the copy onto your desktop.

»” Rename the document as pingoOrig.
v Open pingoOrig.

Some page makeup features can be better demonstrated with the
software’s vertical justification feature turned off. Vertical justifi-
cation ensures that the text of the document fills the pages uni-
formly by distributing lines of text evenly and, if necessary,
shrinking and expanding line spaces and the top and bottom
margins of components.
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To turn Vertical Justification off:

» Open the Page property sheet.

Bl Click the left button with the cursor on the Off
box on the Vert. Just. line.

v Apply the change and Close the property sheet.

Most of the exercises in this chapter require that vertical justifi-
cation remains off. To avoid having to turn the feature off each
time you reopen pingoOrig, complete the next procedure to save
the current version of the document.

To save a document without closing it:

v Display the name pulldown menu as if you were
going to close the document.

» Move the mouse cursor down to Save and onto
the Save submenu (Figure 12-2).

ASCIl

Rename Fast — Forced
Revert ASCIl — Forced
Properties

Version

Figure 12-2. Save submenu

This menu lets you choose from various ways of saving a
document. For more information on saving a document,
see the Document Management chapter in the Refer-
ence Manual, Volume 1.

000 Release the button when Fast is in reverse video.

Messages about the progress of the save appear in the
status line. When the save is complete, the message
“Saved pingoOrig” appears.

Now the document is ready for you to perform the other page
makeup exercises.

Begin New Page
The default setting for Begin New Page is No. If the setting is

No, a component will start wherever it will fit on a page. If the
setting is Yes, the component will begin at the top of a page.
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You can apply this property to a component to make particular
pages look better. You can also apply this property globally so
that each of the components of a type—chapter titles, for exam-
ple—will always appear at the top of a new page.

To use the Begin New Page feature:

»~ Select the component named pingart, and open its
Component property sheet.

»” Turn on the Page box in the Property Sheet
header.

» On the Page sheet of the property sheet, turn on
Yes for Begin New Page.

v Apply.
The pingart component disappears from Page 1, and the
Page box in the document header indicates that the
document is now three pages long.

1~ Close the property sheets.
¥ To see the pingart component in its new location,
scroll pingoOrig to page 2.
To use the Begin New Page feature globally:
v~ Select a paragraph.

1 On its Page sheet, turn on Yes for Begin New
Page.

¥ Apply the change using Confirm on the Global
Apply submenu.

»” Close the property sheets.
PingoOrig is now six pages long, and each paragraph
appears at the beginning of a page.

You can scroll through the document to see the results.

v~ Close pingoOrig without saving the changes you
have made to the components.

Orphan and Widow Control

An orphan is a single line at the bottom of a page, and a widow
is a single line at the top of a page.

The software allows you to prevent widows and orphans from

occurring in your document. The default for both orphans and
widows is 2 lines. With these default settings, a component of

fewer than 4 lines cannot be split across a page boundary.

Release 2.5 12-3



Controlling Page Makeup

You can test this for yourself. The last paragraph on the first
page of pingoOrig has 5 lines. Three of the lines are at the bot-
tom of Page I, and two lines are at the top of Page 2. If you re-
move the last line of the fourth paragraph, a line will move from
the first page to the second page to satisfy the widow condition.

To use orphan/widow settings:
» Open pingoOrig, and scroll to the second page.

v~ Select from the space following “another” at the
end of the first line, to the period after the word
look on the second line. (Figure 12-3.)

has proved ineffective. So scientists from Bedford are going back this summer for another
oo

Figure 12-3. Text block to be cut from pingoOrig

1 Cut the selected text block.

The third line of the component is moved from the first to
the second page. The widow condition of more than one
line at the top of the second page is satisfied.

[80 Click the middle button to Paste the text you
cut.
The paragraph is returned to its original appearance.
Both the orphan condition for more than one line at the

bottom of a page and the widow condition for more than
one line at the top of the next page are satisfied.

»” Deselect the text.

Orphans and widows can be set to any number of lines between
I and 16. The greater the number of lines, the less likely the
component is to break.

The orphan setting can be affected by the top and bottom page
margins. For example, although you may set Orphan Control at
4, four lines of a component may not appear on the bottom of a
page if there is insufficient room for them there. In that case,
the entire component would be moved to the next page.
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To practice using orphan/widow settings:
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Open the Page sheet of the Component property
sheet for the fourth paragraph of pingoOrig.

Change the Orphan Control to 4 lines, and Apply
the change.

The entire component moves to the second page because
there was not enough room for five lines at the bottom of
the first page.

Close the property sheet.

Point the mouse cursor at the Page box in the
document header.

Click the middle button to open the Page prop-
erty sheet.

Change the top and bottom page margins to

.5 inches. Apply the changes.

The entire component moves to the bottom of the first
page.

With smaller top and bottom page margins, there is suffi-

cient room not only to satisfy the orphan setting of 4
lines, but to move the entire component to the first page.

Change the top and bottom page margins back to
1 inch and Apply the change.
The component moves to the top of the second page.

Close the Page property sheet.

Turn on the Default box next to Orphan Control
on the Page property sheet of the fourth para-
graph.

Apply the change.

The fourth paragraph is returned to its original appear-
ance with a break after the first three lines.

Change the Widow Control to 4 lines, and Apply
the change.

The entire component moves to the next page because for
four lines to appear on the second page, one line has to
be taken from the previous page. If the software took
only the one line it needed to satisfy the widow setting
for four lines, one line would be left on the first page,
violating the orphan setting.

Change the Orphan Control to 1 line, and Apply
the change.

Now that you have set the Orphan Control at 1 line,
one line of the component appears at the bottom of the

12-5



Controlling Page Makeup

first page, and the remainder of the component appears
on the second page.

¥~ Close the property sheet.

»~ Close pingoOrig without saving the changes you
have made.

Allow Break Within

If Allow Break Within is set to Yes, the system is allowed to put
part of the component on one page and part of it on the next
page if this does not violate the widow/orphan settings for the
component.

If Allow Break Within is set to No, the component will not, as a
rule, break across page boundaries. The only exception is a com-
ponent that is longer than a single page. In that case, the compo-
nent will break.

If it is necessary to break such a component, the widow setting
for the component will be superseded. In other words, the sys-
tem will fit as many lines of the component as possible on a sin-
gle page even if this means that the number of lines at the top
of the next page will be fewer than the number designated by
the widow setting.

To see how Allow Break Within works:
v Open pingoOrig.
v~ Select the fourth paragraph.

» On the Component Page sheet, set Allow Break
Within to No.

» Apply the change and Close the property sheet.
Since there is no room on Page 1 for the entire compo-
nent, all the lines of the paragraph 4 move to Page 2.

¥~ Close pingoOrig without saving the changes you
have made.

Allow Break After

The default for Allow Break After is Yes because it is normally
reasonable to let the system decide where breaks should occur.

If Yes is turned on for component a, a break will be permitted
between component a and component b.
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However, Allow Break After is set to No in some circumstances
to make sure that components that should appear together on
the same page do appear there (at least in part).

For example, if the heading of this section, Allow Break After,
had appeared all alone at the bottom of a page, the relationship
between the heading and the text following it would have been
obscured. In order to avoid this kind of break between a head-
ing and the section it heads, the Allow Break After property of
the heading components in this document was set to No.

If the heading had fallen naturally at the bottom of a page and
there had been no room after it for at least 2 lines of the next
component (the orphan setting for that component), the heading
would have automatically moved to the top of the next page.

To see how “Allow Break After” works:
v Open pingoOrig.
v Create a paragraph between the third and fourth
paragraphs.

The paragraph following the one you just created moves
to page 2.

Enter a few words of text into the new paragraph
so you can track its location easily.

Select the new paragraph.
On its Page sheet, turn Allow Break After to No.

YN Y Y X

Apply and Close.

The new paragraph moves to the next page so that the
break does not fall between the end of the new compo-
nent and the one after it.

Notice the large gap between the last line of text on Page 1 and
the bottom of that page. Sometimes results like this are not de-
sirable. One way the software lets you maintain a balanced page
is through the vertical justification feature.

»* Turn vertical justification back On.

Now the new paragraph, and the first two lines of text following
it, fit on Page 1. When you applied vertical justification, the
software made these lines fit on the page by proportionally
shrinking line spaces and component margins throughout the
document.

v Close pingoOrig without saving your changes.
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Multiple Column Makeup

With the Interleaf publishing software, you can have multiple-
column documents. The number of columns on a page is limited
only by the size of the page, the size of the text, and the size of
the column gutters (the white space running between the col-
umns). In the next exercises, you will turn a copy of pingoOrig
from a one-column to a two-column document.

Since any irregularities in vertical text distribution are more ob-
vious when the columns of text are side by side, it is a good
practice to use vertical justification in any multi-column docu-
ment.

To divide a document into two columns:

Open pingoOrig.

Open the Document Page property sheet.
Turn vertical justification On.

AW W WA

On the sheet, change Columns from 1 to 2, and
Gutter Width from 2 to 1.75.

\

Apply the changes and Close the property sheet.
Note the changes in the document (Figure 12-4).
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In Search of the
Elusive Pingo

Canadian scientists are preparing an
expedition to the Beaufort Sea to study
underwater ice formations that are
blocking use of the Northwest Passage as a
long-sought commercial route. The
formations, called pingoes, are cones of
antediluvian ice, coated with frozen muck,
that stick up like fingers from the bottom

of the sea to within 45 feet of the surface.
They could rip the bottom of ships, such
as supertankers, that ride deep in the
water,

The pingoes are an obstacle to exploitation
of oil resources and expansion of trade in
the Arctic region that were expected to
follow the successful pioneer voyage of the
S§.S. Manttan through the ice-clogged
Northwest Passage five years ago. One
tanker ripped open could disrupt the
ecological balance of much of the region.

Ship Saiing Over Dangerous Pingoes

The existence of the pingoes was not
known until 1970 when scientists aboard
the Canadian scientific ship Hudson, using
special sonar equipment to plot the shape
of the Beaufort Sea’s basin, detected
baiches of them that the Manhatan was
lucky to miss. Since then, oceanographers
have charted about 200 pingoes, and there
is no telling how many more there are,

Scientists at the United States Geological
Survey and the Bedford Institute of
Oceanography in Nova Scotia, where the
Hudvon’s expedition originated, have been
exploring the origin of pingoes and seeking
in wain ways to neutralize them.
Dynamiting has proved ineffective. So
scientists from Bedford are going back this
summer for another look,

» Page 1 “

Figure 12-4. Two-column makeup

Notice that the diagram has not changed. Instead of appearing
in one of the columns, the frame containing the diagram strad-
dles the two columns. Any frame wider than the column width
in a document will always straddle the columns.

Components not containing such a frame can also be made to
straddle columns of text.
To make components straddle columns:

v~ Select the title component and display the compo-
nent Page property sheet.

v Change the Straddle Columns setting from No to
Yes; Apply the change; and Close the property
sheet.

Figure 12-5 shows the changes in the document.
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In Search of the Elusive Pingo

Canadian scientists are preparing an
expedition o the Beaufort Sea to study
underwater ice formations that are
blocking use of the Northwest Passage as a
long-sought commercial route. The
formations, called pingoes, are cones of
antediluvian ice, coated with frozen muck,
that stick up like fingers from the bottom
of the sea to within 45 feet of the surface.
They could rip the bottom of ships, such

as supertankers, that ride deep in the
water.

The pingoes are an obstacle to exploitation
of oil resources and expansion of trade in
the Arctic region that were expected to
follow the successful pioneer voyage of the
S.S. Manttan through the ice-clogged
Northwest Passage five years ago. Onme
tanker ripped open could disrupt the
ecological balance of much of the region.

Ship Saiing Over Dangerous Pingoes

The existence of the pingoes was not
known until 1970 when scientists aboard
the Canadian scientific ship Hudson, using
special sonar equipment 1o plot the shape
of the Beaufort Sea’s basin, detected
batches of them that the Manhatian was

Scientists at the United States Geological
Survey and the Bedford Institute of
Oceanography in Nova Scotia, where the
Hudson’s expedition originated, have been
exploring the origin of pingoes and seeking
in wain ways to neutralize them.

lucky o miss. Since then, is
have charted about 200 pingoes, and there
is no telling how many more there are.

has proved . So
scientists from Bedford are going back this
summer for another look.

» Page 1 “

Figure 12-5. Title straddling columns

Scroll to the second page of pingoOrig and select
the ack component.

Display the Component Page property sheet and
change the straddle setting to make the compo-
nent straddle the columns.

v~ Close the property sheet.

Experiment with multiple column page makeup on your own if
you wish. For more information on the many aspects of this fea-
ture, see the Page Makeup chapter in the Reference Manual, Vol-
ume 1.
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Page Makeup Strategies

Because the Interleaf publishing software offers the user so
much power and flexibility in determining the properties of a
document, it may be tempting to make the layout of every page
perfect as you enter it.

When you first type a document, you may find that an awkward
looking, one-line component falls all alone at the top of a page.
You may want to rush in and move it to the previous page. If
you can, restrain this impulse. It is likely that as you edit the
document you will add or delete something and that will cause
text to shift so that your one-line component no longer falls at
the top of a page. In any case, you can always move the line
later, when the text is more stable and the decisions you make
are more likely to stick.

Some page makeup decisions, however, are worth making the
moment they come up, because they won’t change with revision.
For example, you will probably always want each heading at-
tached to the component that follows it and each main heading
to begin a new page.
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Chapter 13

Headers and Footers

Headers and footers appear in the top and bottom margins of
pages in a document to help orient the reader. For instance, in
the sample page shown below, the header shows the chapter
number, and the footer shows the page number.

Chapter 1

1-2

Figure 13-1. Sample page

While editing pingo or Defense you may have noticed the page
number displayed at the bottom of each page. You may also
have noticed diagramming text anchors at the top and bottom of
each page. These anchors are part of the special frames in which
you create your own headers and footers.

To fully demonstrate headers and footers, you need a document
that is several pages long. In the next procedure, you create a
document, and reduce its page height by about half. This will
not only double the number of pages in the document, but it
will also allow you to see two sets of headers and footers on the
screen at once.

To create the document:

v Create a document, name it shortpages, and
Open it.

v Using the Page property sheet, change the page
height of shortpages from 11 inches to 5.25
inches. Apply the change and Close the property
sheet.

@ Hold down the line feed key to create new copies
of the empty paragraph component in shortpages.
Release the key after you have created at least
four pages of empty components.

You won’t need any text in this document.
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Creating Headers and Footers

Header and footer frames are different from any other frame in
the document in the following ways:

* You do not create them, and you cannot cut or
copy them (though you can cut or copy the con-
tents of the frames).

e They are always located in the top and bottom
margins.

+ They have no property sheets, because the soft-
ware automatically assigns properties based on
certain page properties (for instance, the height of
a header or footer is the height of the top or bot-
tom page margin, respectively).

+ The software automatically duplicates them on
each new page.

* When you select them, they open automatically.

In the next exercise, you will change the footers in shortpages so
that all the page numbers appear in the lower-right corner of the
page, next to some text.

To modify footers:

A Position the mouse cursor in shortpages, in the
bottom margin of any page, near the page num-
ber.

g0 Click the left button to select and open the
frame.

The changes you make to this frame will automatically
apply to every footer frame in the document.

2\ Point the diagramming arrow at the page number
text.

g0 Click the left button to select the text.
The text should blink. If not, repeat the last two steps.

B Delete the page number text by holding the CTRL
key and then pressing the d key, or by holding
down the DEL key.

A small text anchor will appear where the text was. It blinks to
show that it is still selected. (If you had cut the text in the last
step, instead of deleting it, you would have cut the text anchor
as well, which would have made it more difficult to align the
text later.)

I\ Point the diagramming arrow at the text anchor at
the right edge of the footer.
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g0 Click the left button to select the text anchor.

The right text anchor should now blink to indicate selec-
tion, and the deselected center text anchor should stop
blinking.

@ Type your name.
The text grows to the left of the anchor.

In the next steps, you will use the ESC key in combination with
other keys to first enter a hyphen, and then to enter a page num-
ber token, which indicates that you want the software to auto-
matically insert page numbers.

@ Press—do not hold—the ESC key, then press the
[=] key near the right end of the number keys.
A hyphen is inserted.

[@ Press—do not hold—the ESC key, then hold the
SHIFT key while pressing the key.
The page number appears in the footer.

»” Deselect the text as you would any other diagram-
ming object

Now that you have entered the page number token, the software
will automatically insert the correct page number into each
footer. (To create a token which causes the software to auto-
matically insert the name of the document in a footer or a
header, you would enter the sequence ESC SHIFT [2], making
sure to hold down the SHIFT key.)

¥ Close the frame as you would any other frame.

The publishing software automatically duplicates this
footer on each page.

Scroll through the document to see the results of your modifica-
tions to all of the footers. Notice that the changes you made ap-
pear in all footers, with the correct page numbers automatically
inserted.

Creating Footers for Double-Sided Documents

Footers of the type you just created—with all of the page num-
bers on the right—are generally used in single-sided documents.
Such documents have text only on one side. The pages can be
bound on the left edge, and the page numbers will appear on
the outside edge, where they can be easily seen.

To achieve the same effect in a double-sided document, such as
this manual, the page numbers must appear on alternate sides of
each successive page (Figure 13-2).
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Figure 13-2. Double-sided document

The document shown in Figure 13-2 is called a Right 1st Page
document, because the first page falls to the right of the binder

when the document is opened. This manual is another example

of a right first page document with an odd-numbered first page.

In such documents, all odd page numbers appear on the right of
the page, and all even numbers on the left.

The opposite occurs in a Left 1st Page document, where the
first page falls to the left (Figure 13-3).
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Figure 13-3. Left first page document

As you perform the following exercises, you will see how the
publishing software automatically reflects the contents of headers
and footers for double-sided documents.

To change single-sided layout to double-sided:

»* Open the Page property sheet for shortpages.
With the cursor on the Right 1st Page box on
the Page Layout line under Headers/Footers, click
the left button.

The Right First Page box will be in reverse video.

v Apply the change and Close the property sheet.

Scroll through the document. Notice the text is automatically re-
flected, appearing on the right side of odd-numbered pages, and
on the left of even pages.
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In some documents, you do not want the same text in the left
and right footers. In the next exercise, you override the auto-
matic reflection feature by creating a unique prototype footer
for the left-falling pages in the document.

To create a unique left footer:

1 e

Open the footer frame on an even-numbered
page.

The changes you make to this frame will apply to all left
falling, even-numbered pages in the document.

Select the page number text and delete it using
either the DEL key or a CTRL key sequence (do
not use cut).

Select the text anchor on the left edge of the
footer.

Type left foot.

Press the ESC key, then press the =] key near the
right end of the number keys.

A hyphen is inserted.

Press the ESC key, then hold the SHIFT key while
pressing the |5 [ key.

The page number appears in the footer.

Deselect the text as you would any other dia-

gramming object and Close the frame as you
would any other frame.

Now scroll through the document and look at the footers. The
new footer is repeated on all even-numbered pages.

In the next procedure, you create headers for the document by
creating prototypes for the right and left headers.

To create left and right headers:
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Move the mouse cursor into the top margin of an
odd-numbered page.

Click the left button to select and open the
frame.

Select the text anchor at the left edge of the
frame.

Type inside text.

Select the text anchor at the right edge of the
frame.
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@ Type outside text, then insert a hyphen and the
page number token.

v Deselect the text and Close the frame.

Scroll through the document. Notice that only the right-falling
pages have headers.

v Scroll to the beginning of shortpages.

v Using the same general procedures you used to
create the right header prototype, create a proto-
type for left headers on page two. It should look
similar to the one in Figure 13-4.

outside text-2 inside text

Figure 13-4. Left header

Scroll through the document again to see the latest changes.

In the next exercise, you change the document layout to Left
1st page, and the system automatically adjusts the left and right
headers and footers.

To change from right first page to left first page:
¥ Open the Page property sheet for shortpages.
¥ Turn on the box labeled Left 1st Page.
v Apply the change.

Notice that the headers and footers have been symetrically re-
flected across the left and right pages. If you want to see this
feature demonstrated, change from left first page to right first
page a few times, applying each change.

» Change the layout back to Right 1st Page, then
Apply the change and Close the property sheet.

Creating Different First Headers

Often, you do not want the first page of a document to have the
same header or footer as the rest of the pages. For instance, no-
tice that the first page of each chapter in this manual has no
header.
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In the exercise below, you will create a fancy header for the first
page of shortpages, using one of the graphic objects provided in
the Graphics cabinet.

To create a different first header:
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Scroll to the beginning of shortpages.

On the Page property sheet, change the Diff Ist
Header setting from No to Yes. Apply the change
and Close the property sheet.

The first header is now empty.

Select and Open the Graphics cabinet on the
desktop.

Select and Open the Borders folder in the Graph-
ics cabinet.

Select and Open the Highlighters document in the
Borders folder.

The frame containing the highlighting graphics is already
open.

Select the first banner object .

Cut the object.

The object does not disappear from Highlighters because
it is cut protected, but a copy of it is made.

Open the header frame on page 1 of shortpages.
Paste the banner object into the frame.

‘While the banner is still selected, use the
MiscpAlignpto framepCenter option to line up
the center text anchors of the banner and the
frame (Figure 13-5).

Figure 13-5. Lining up the text anchors

Resize the banner by using the Sizepto
FramepHorizontal option from the Object Se-
lected popup menu.

The banner stretches to the left and right margins of the
page.
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»~ Select the banner again.

2 With the banner and the banner text anchor still
selected, type your name.

v Using the SizepVertical option from the Object
Selected Popup menu, make the banner high
enough to contain all of the text.

Deselect the banner and Close the header frame.
Close the Highlighters document.

Close the Borders folder, and the Graphics cabi-
net.

Y Y\

Allowing Headers and Footers to Bleed

By default, the width of a header or footer frame is the width of
the page less the width of the left and right page margins. In
other words, default header and footer frames normally do not
extend into the left and right page margins.

The Bleed feature lets you create headers and footers that ex-
tend—or bleed—into the right and left margins of the page.

To use the Bleed feature:

¥ Open the Page property sheet. With the cursor on
the Yes box next to Bleed, click the left button.

»~ Apply the change and Close the property sheet.

p~ Select and open the header frame on the first
page of shortpages.

»~ Select the banner and again resize it using the
SizedTo FramepHorizontal option from the Ob-
ject Selected popup menu.

The banner now stretches to the edges of the page.

Try some more exercises with headers and footers if you wish.
For instance, use the diagramming system in a header frame to
create your own letterhead.

Otherwise, you may now close and save shortpages, and either
keep it on your desktop for future practice or cut it. For more
information on headers and footers, see the Page Makeup chap-
ter in the Reference Manual, Volume 1.

13-8 Release 2.5



Chapter 14

Desktop Manager

‘The Desktop Manager is the facility that makes it easy for you
to organize your documents. Remember that a document icon
represents the equivalent of a stack of pages.

Any other icon you see on your desktop—a folder, drawer, or
cabinet, or the clipboard—is a directory. A directory is simply a
convenient place to store documents and, if desired, other direc-
tories. In fact, your desktop itself is a directory.

Because you have already had your desktop open and you have
created at least one new document on it, your desktop no longer
looks exactly as it did when it was new.

On the original desktop were the following object icons:

» a document [ icon labeled pingo
« a drawer [ icon labeled UNIXpractice

a drawer [ icon labeled Samples

« two cabinet [f] icons labeled Graphics and Tem-
plates and

.« the clipboard [7] icon
Figure 14-1 shows you how your desktop looked originally.

Figure 14-1. Original Interleaf desktop
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Organizing Your Desktop

You can organize your documents and directories any way you
like. However, for the sake of sanity, most people choose a con-
ventional way to arrange their desktops. They store documents [}
in folders £3 and folders in drawers C.

You will notice that the cabinet [f] icon looks like a supply cabi-
net rather than a file cabinet. You can store drawers [ and fold-
ers (3 filled with your documents in cabinets. However, it may
be more useful to think of cabinets as places to store templates.
The Templates cabinet on your desktop serves this purpose.

When you open the Templates cabinet, you will find folders
containing templates for such documents as outlines, letters, and
memoranda (as well as samples of a letter and a memo using
these formats).

To open the Templates cabinet:

v Select and Open the Templates cabinet icon.

The Templates cabinet opens in a window on your desk-
top (Figure 14-2). It contains three folders and one
document.

Templates

Figure 14-2. Open Templates cabinet

To open the Graphics cabinet:

1~ Select and Open the Graphics cabinet.

The Graphics cabinet may open on top of the Templates cabinet.
If it does, perform the next two steps so that you can see both
directories.
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Move the mouse cursor into the Graphics window
header and hold down the middle button to see
the Window popup menu (Figure 14-3).

Refresh
Resize
Resize O
Deselect
Front
Back

Figure 14-3. Window popup menu

Move the mouse cursor on the menu and release
the button when Move is in reverse video.

Move the mouse on its pad.

You will see an outline of the Graphics cabinet window
moving on your screen.

When the window no longer obscures the Tem-
plates cabinet, click the middle button to deselect
it.

The contents of the Templates cabinet are write protected, which
means that you cannot modify their contents. You can, however,
copy the contents and modify the copies. Therefore, you should
get accustomed to copying documents from the Templates cabi-
net to some other place (like your desktop or a drawer on your
desktop, for example).

To copy a document from the Templates cabinet:

v Select the TextTemplates folder in the Templates
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cabinet and open it (Figure 14-4).
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[TextTemplates

Figure 14-4. Open TextTemplates folder
B0l Use the left button to select the Letter icon in the
TextTemplates folder.

(Il Hold down the middle button to see the Icon Se-
lected popup menu.

[0l Release the button when Copy is in reverse video.

To paste an icon onto your desktop:

4 Position the mouse cursor on the desktop itself.

(Il Hold down the middle button to see the Desktop
Nothing Selected popup menu.

000 Release the button when Paste is in reverse
video.

The icon for Letter is still selected. If you wanted to, you could
open Letter on your desktop and catch up on some of your cor-
respondence.

[I0 Instead, hold down the middle button and Cut
the Letter icon.

Closing a Window

Since you can have many windows open at one time on your
desktop, it is not necessary to close the TextTemplates folder or
the Templates cabinet before you proceed. However, you will
probably want to straighten your desktop before continuing.

14-4 Release 2.5



Desktop Manager

To close a window:

4 Move the mouse cursor into one of the windows.

Moving the mouse cursor into a window activates that
window. The header will be white with black letters.

B0 If any icon in the window is selected, deselect it
by clicking the left button when the mouse cursor
is not touching that icon.

Il Hold down the middle button.
000 Release when Close is in reverse video.

»” Repeat the steps to Close the other windows.

Creating and Using a Folder

In Chapter 1, the icon for the document pingo was on your
desktop, and you opened it. In Chapter 6, you created a docu-
ment on your desktop, named it Defense, and opened it. You
later made copies of pingo, and named them pingo2 and pin-
goOrig, and you made a document called shortpages.

The icons for these documents are now on your desktop, and
your first task in this section is to create a folder on your desk-
top in which to put them.

v~ First, for your convenience, you should move
pingo, Defense, pingo2, pingoOrig, and shortpages
into an empty area near the upper right corner of
the desktop.
To create a folder:

(Il With the mouse cursor on the desktop, hold down
the middle button and slide onto the Create sub-
menu.

000 Since folder is the default, you can just release
the button.

¥ Move the folder icon wherever you want it on
your desktop.

The folder you just created is still selected.

To name and open a folder:

(Il Hold down the middle button and move the
mouse cursor until Props is in reverse video.

000 Release the button.
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@ On the Object property sheet, change the name of

0RO
oI

the folder to Practice.
Apply and Close.

Hold down the middle button again and move
the mouse cursor until Open is in reverse video.

The empty folder is opened in a window in the upper left-
hand corner of the screen.

For the following exercise, you will be using the icons you just
moved into the upper right corner of the desktop. If any of the
windows on your desktop are obscuring these icons, just use the
Move command on the Window pulldown menu to move them
out of the way.

To select the document icons, you will use the left button and a
selection box, which works in the same way as a selection box in
a diagram.

To use a selection box on the desktop:

4 Move the mouse cursor to a grey area in the up-

100

000

per right corner of your desktop, near the docu-
ment icons you just moved.

While holding the left button, move the mouse
cursor.

A selection box appears.

Move the mouse until the five documents you just
moved—and only those documents—are in the se-
lection box.

Release the button.

The documents should appear in reverse video. If not,
repeat the previous steps, making sure to get all un-
selected icons inside the box.

To put documents in a folder:

146

il

0

000

With all five documents selected, hold down the
middle button, and release when Cut is in re-
verse video.

Move the mouse cursor into the open the Practice
folder.

Hold down the middle button and move the cur-
sor until Paste is in reverse video.

Release the button.
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Y Move the icons wherever you want them in the
folder. Then click the middle button to put them
down.

You may want to resize the folder window and rearrange the
pasted documents by selecting and moving them individually.

This exercise has not made a great difference in the appearance
or the organization of your desktop since you have only ex-
changed a few documents for one folder, but you will find in
the future that variations on this operation will help you manage
and keep track of numerous documents and directories.

Working With Multiple Open Documents

It is possible to have up to 16 windows open on your desktop at
the same time. Each one can be made active at any time by
moving the mouse cursor into the window. All actions per-
formed with the mouse or through keyboard entry affect only
the document or directory in the active window.

To edit two open documents:

¥ Open pingo and Defense.
One of the documents may obscure part or all of the
other.

v~ If necessary, move one of the documents, using
the Window popup menu, so that both are en-
tirely visible. It may also be necessary to resize
the documents.

4 Move the mouse cursor into Defense.

Notice that the header box of the Defense document
window is now highlighted, and the pingo header box is
in reverse video. The active window is always the only
highlighted window on the desktop.

Enter a few sentences of text into Defense.
Notice that pingo is not affected.
Select and Cut the sentences you just entered.

Move the mouse cursor into pingo.
Pingo is now the active window.

Position the editing cursor at the beginning of the
first paragraph.

N Y\ @
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¥ Choose Paste on the Text Location Selected
popup menu.
The sentences you just cut from Defense appear in
pingo.
v Close both documents and the Practice folder.
As you use the publishing software, you will find it increasingly

useful to have multiple documents and other windows concur-
rently open on the desktop.

Clearing the Clipboard

Every object you cut or copy is put on the clipboard, where it
stays until you either paste it somewhere or remove it completely
from your desktop.

Since the contents of the clipboard take up valuable storage
space on the computer, it is a good idea to clear the clipboard at
least once a day.

Clearing the clipboard means pasting some icons where you
want them and purging others, altogether and for all time, from
your desktop.

When you want to purge objects from the clipboard, the clip-
board must be open on your desktop.

¥ Open the clipboard.

»~ Select the Letter icon on the clipboard.

(Il Hold down the middle button to see the Clip-
board popup menu (Figure 14-5).

Figure 14-5. Clipboard popup menu

(00 Release when Purge is in reverse video.

On a stickup menu, you will be asked to confirm that
you really want to purge the document.

4 Move the mouse cursor to Confirm, and click
the left button.

The Letter icon disappears from the clipboard. It is now
permanently gone.

(80 Close the clipboard by clicking the middle
button.
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Setting up Two Drawers and their Contents

One of the nicest things about the Desktop Manager is the flexi-
bility it gives the individual user. Some people have impeccably
neat desktops with documents filed in folders and tucked away
inside drawers.

Other people have desktops cluttered with documents, folders,
drawers, etc. When they open a folder, folders and possibly even
a drawer or two tumble out onto the screen.

Although there is no one right way to organize a desktop, the
way described below is a good starting place. Even if you do
take this particular way as your model, you will probably find
yourself making adjustments because of the nature of your work
and your own sense of order.

Assume that your current work can be broken down into the fol-
lowing three categories:

» proposals
o letters
e and memos

Some of the proposals are internally directed and others are di-
rected to outside sources; the letters are to prospective, current
and former clients; and the memos can be divided into depart-
mental and company memos.

To create and use sample directories:

»” Near the bottom of your desktop, Create three
Drawers and name them proposals, clientletters,
and memos.

Open proposals, and with the mouse cursor in
that drawer, Create two Folders.

Name them internal and external.

Open clientletters, Create three Folders, and
name them present, prospective, and former.

X YY Y

Open memos, Create two Folders, and name
them departmental and company.

Remember, if one window covers another, you can use
the Window popup menu to move it.

v Close all the drawers, except proposals.

You now have an organized set of directories in which to put
your work. Figure 14-6 shows the desktop with the three drawers
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on it and with the proposals drawer open. You may want to use
the drawer Window popup menu to make this window smaller,
since most of the space in it is unused.

proposals

HE R

Figure 14-6. Desktop with open drawer

To make your work even easier, you can copy the templates for
a letter and a memo from the Templates cabinet into the appro-
priate folders or drawers.

1~ Close proposals.

A Template Cabinet

If you had to do the same sort of work every month, it would
make sense to put the three drawers into a cabinet. You could
name the cabinet monthlypatterns.

At the beginning of January, you could copy the drawers from
monthlypatterns onto your desktop. Then you could name the
copy of the proposals drawer janproposals, for example.

At the end of January, you could move the drawers for January
off your desktop into a drawer named janwork.

Then, at the beginning of February, you could copy the drawers
from monthlypatterns onto your desktop again, naming the copy
of the proposals drawer febproposals.

14-10 Release 2.5



Chapter 15

On Your Own

In this chapter, we simulate the time when you are on your own,
using the software to create documents typical of your job.
Therefore, in the exercises that follow, you are told to perform
various actions, but you are not usually told how to perform
them, because they are actions you have practiced in earlier ex-
ercises. Before you begin working on your document, you may
find it helpful to read through the entire chapter.

You probably know by now that it is perfectly safe—and fun be-
sides—to experiment until you get something right. However, if
you want specific instructions, you can look up references to
various features of the publishing software in the Index to this
manual.

This chapter is divided into several short sections. Most of the
breaks between sections are arbitrary and dictated more by re-
gard for the user than by necessity.

As with the other exercises, if you want to stop in the middle,
Save your document and Close your desktop.

Starting Out

First, find approximately three pages of text from a book or
sample document from your company. The sample should be
typical of the work you will be doing with the Interleaf publish-
ing software. Don’t worry if your sample does not have graphics,
since we will provide these.

v Create a document on your desktop (or in the
folder named practice if you have one).

¥ Name it anything you like and Open it.

Changing Page Properties

v Make sure the document has the following page

properties:

Vertical Justification  On

Top margin 1.25 inches
Bottom margin 1.50 inches
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Left margin 1.50 inches
Right margin 1.75 inches
Page Layout Single Sided

Creating Footers

v Create a footer with the text of your choice and
the page number token centered in it. Use the
font of your choice.

Creating a Title

v Create a second paragraph.
¥ Make the first paragraph component a title.

v Make the following changes on the title compo-
nent property sheet:

Alignment Centered
Font Modern 18 point Bold

I Type a title for your document.

Adding and Changing Components

»” Create a new component under title.

»” Change this component as follows:

Name author

Bottom margin 0.35 inches

Left margin 3 inches

Alignment Flush Right

Font Modern 12 point Italic

Type your name in this component.

In the paragraph component, type in the first
paragraph of your text.

Create another paragraph.

@\ O

Type in the text of your next paragraph.

If there are bold or italicized words in the original text, change
your font as you type. If there are no bold or italicized words,
select some words, and make them bold or italic.
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More Changes to Components

| 2
‘/

| o

Create another paragraph.

Give the component the following properties:

Name list
Left Margin 1 inch
Right Margin 1 inch
First Indent -0.5

Set Left tabs at 0 and 0.5 inches and a Right tab
at —=0.25 inches.

Pretend that each sentence in the next paragraph of your docu-
ment is a numbered item in a list of instructions:

i

Enter the first item in the new component list.
Press the TAB key, type 1, type a period, then
press the TAB key again.

Since your numbered list will be made of multiple compo-
nents, remember to use only one number and one item
per component.

Create two or three numbered list components
this way, and enter text in each.

Number your next list component 10.

Notice how the right tab lines up your numbers and peri-
ods the way they should be.

Some New Wrinkles

Release 2.5

‘/
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Create another paragraph.

Make the following property changes to the com-
ponent:

name subhead

Top margin 0.5 inches
Bottom margin 0.2 inches

Font Modern 14 point

Type a subheading.

Create a paragraph, and type the text of your next
paragraph.

Create a list component.

Change its name to namelist, and make its First
Indent 0 inches.
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B Type in a list of some of your coworkers’ names,
pressing RETURN after each name.

»~ Continue typing text into components of different
types until you have at least a two-page docu-
ment. Feel free to invent some new component
types, if you want or need to.

Adding Graphics

Figure 15-1 is a diagram for you to create in your document. (If
your document has some diagrams in it, you can substitute one
of those for the one that follows here.)

Department
Head

District Administrative Director for
Sales Manager Assistant Special Projects

2 Part-time
Salespersons Secretaries Secretary

Figure 15-1. Practice diagram

Before you can begin constructing the diagram, you must, of
course, create a frame for it.

To insert a frame in your document:

v Create a paragraph after the second
paragraph. Change its name to diagram.

¥ Create an At Anchor frame in this component.

»* Give the frame a Width of 5.25 inches and a
Height of 3 inches.

»* Open the frame.
p* Create the organizational chart in the frame.

The following procedure suggests one method of creating the
shadowed boxes for the diagram.
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To create a shadowed box for the diagram:

‘/
‘/
’/

X XX

Create a Box.
Duplicate it, using Move on the Dup submenu.

Place the duplicate on top of the original. The
bottom and right edges should extend past those
of the original so that the outside portion of the
duplicate has the dimensions you want for the
shadow.

Change the Fill of the duplicate to black.
Select the original and change the Fill to white.

Select the black duplicate and move it behind the
original using the Back command on the Misc
submenu.

As you can see, the text is centered within each box. You could
center the text in your boxes by moving it around, but there is

an easier way.

To center text in your diagram:

(

Release 2.5

Press a CTRL ¢ sequence.

The message “entering centered text” will appear in the
status line.

Type Department anywhere in the top box.
Press the RETURN key, and type Head.

With Head still selected, use the right button to
select Department.

Hold down the middle button.
Slide onto the Misc submenu.

Release the button when Group is in reverse
video.

Select the text and the box.
Hold down the middle button.

Slide onto the Misc menu and then the Align
submenu.

Release the middle button when Centers is in
reverse video.
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Improving the Results

Before you do anything else to it, you may want to scroll
through your document or Print it, so that you can see exactly
what it looks like on paper.

As you decide whether or not you like the way it looks, ask
yourself some questions:

« Is each of the subhead components on the page
with the component that follows it? To ensure
that a subhead always appears on the page with
the component that follows it, you should have
turned the Allow Break After box on the Compo-
nent Page property sheet to No. You can do this
now and apply the change Globally.

+ Do the margins between components please you?
Should there be a larger margin between the last
component in a section and the subhead that fol-
lows it? If it seems to you there should be,
change the top margin of subhead globally so that
there will always be more margin between a sub-
head and the component above it.

» Are the page margins wide enough? Too wide?

« Edit your document until it looks right to you.
Then Print it. Save the document and Close it.

Obviously, no one can anticipate the particular kinds of jobs you
will have to do on your own, but this exercise should have given
you some practice meeting different kinds of demands and mak-
ing various decisions.

As you and the people around you develop your skills in using
the Interleaf publishing software, you will find it useful and in-
structive to ask others how they would approach a task, for ex-
ample, how they would create various kinds of diagrams.

From such consultations, everyone can become more proficient.
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Actions
keyboard, xv, 14-7
mouse, xv, 1-6, 14-7

multiple on graphic object,
4-9—4-10

on desktop objects, 1-5, 1-7,
15-1
Alignment

of component, 3-9, 3-10,
6-9

of graphic objects, 7-7

of text in diagram, 4-14,
7-10, 15-5

of text in headers and
footers, 13-2

of text using tabs, 11-1
Allow Break After, 12-6—12-7
Allow Break Within, 12-6
Anchor, 7-1
Apply popup menus

Component property sheet,
3-10

Edit Chart sheets, 5-3, 5-4,
5-5, 5-6, 8-6

Object property sheet, 6-3
of Page property sheet, 1-33

At Anchor frames, 7-1, 7-2

Automatic ordering of tabs,
11-4—11-5

Axis, scaling the, 8-12
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B

Backward search, 10-2—10-3,
10-6
Begin New Page, 12-2—12-3
Binder, training manual, xvi
Bleed feature, 13-8
Borders, changing, 7-9
Boxes
creating shadowed, 15-5
Font, 2-9
header, 2-2, 2-3—2-4
Page, 2-3
selection, 7-13, 14-6

C

Cabinet
Graphics, 8-3, 14-2
Templates, 14-2, 14-3—14-4,
14-10
Carriage return, hard, 9-4
Center tab setting, 11-5

Changes

chart style, 5-5—5-8,
8-13—8-14

closing document without
saving, 3-12

component alignment, 3-9,
6-9 »

component property sheet
and, 3-8—3-11, 6-6,
6-7—6-10, 6-20,
11-2—11-4, 11-7, 12-3,
12-9
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Changes (cont.)
global, 6-15—6-16

object property sheet and,
6-3, 14-5

Pick Up command and font,
6-13—6-14

reversing, 4-7—4-9
saving, 2-12—2-13
style, 5-5—5-8
Change submenu, changing
components with, 6-18, 6-19
Characters, special, 9-5

Charts
changing fonts for, 8-15

changing margins of,
5-6—5-7, 8-13

changing type of, 5-5—5-6,
5-7—5-8

clearing data from, 8-8—8-9
creating, 8-2—8-7

default, 3-35, 3-36

editing, 5-2—5-8

entering data, 5-4—5-5,
8-8—8-12

entering text on, 8-15—8-16
increasing size of, 8-5

line, 8-1, 8-4, 8-12

sample, 5-1, 5-2

style changes, 5-5—5-8,
8-13—8-14

textures, S5-7

types of, §-5, 5-7, 8-1, 8-3
Charts folder, accessing, 8-3
Clipboard

and cutting and pasting,
3-4—3-6, 14-8

clearing, 14-8
I-2

closing, 3-7
opening, 3-5
pasting to desktop from, 3-4
purging, 14-8
Clipboard popup menu, /4-8
Closing document, 2-12—2-13,
3-12
Close Desktop stickup menu,
1-8
Close popup menu
Component property sheet,
3-17
Edit Chart Style sheet, 5-8
Object property sheet, 6-4
Columns, multiple,
12-8—12-10
Commands
Change 6-18, 6-19
Create
components, 6-12, 6-13,
6-19, 9-1
desktop objects, 6-1—6-2,
14-5
graphic objects, 7-7—7-8,
7-10—7-11
Cut
components, 3-2—3-7
desktop objects, 14-6
frames, 7-4—7-5
graphic objects, 4-6,
4-13—4-14, 8-14, 13-2,
13-7
text, 2-9—2-10, 7-4—7-5
Dup, 4-6
Fonts
Bold, 6-15, 6-18
Italic, 2-9, 6-4, 6-16
Global Apply 6-15—6-16,
6-20
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keyboard 6-18, 9-1—9-5
Move, 4-4—4-5
Paste

components, 3-2—3-7,
8-2

desktop objects, 10-1,
12-1, 14-4, 14-6

frames, 7-4—7-5

graphic objects, 8-2,
8-14, 13-2, 13-7

text, 2-9—2-10, 7-4—7-5
Pick Up, 6-13—6-14

Props
components, 3-8—3-9,
6-7, 11-2
desktop objects, 6-2—6-3
frames, 7-2

graphic objects, 4-3—4-4,
5-2

Purge, 14-8

Resize, 8-6—8-7

Selection, 7-14

Undo, 4-7—4-9
Component bar

in document window, 2-6

mouse cursor form in, 2-2

Component caret, 3-3—3-4
Component locations

component caret and, 3-3
drag technique and, 3-5

Component Location Selected
popup menu, creating
components with, 6-12—6-13

Component property sheets,
3-8—3-10, 6-8
Format sheet, 3-8—3-10
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and page makeup,
12-1—12-11

Page sheet, 12-1

popup menus of, 3-10, 3-11

Components, 3-1—3-12

Change submenu and, 6-18,
6-19

changing alignment of, 3-9,

changing font of, 3-9—3-10,
6-9, 6-13—6-15

changing properties of,
3-8—3-11, 6-7—6-10,
6-13—6-16, 6-20,
11-2—11-4, 12-1—12-11

Component Location

Selected popup menu and,
6-12—6-13

creating, 6-12—6-13

cutting and pasting,
3-2—3-4, 3-5-3-7

drag technique and selection
of, 3-5

Line Feed key and, 6-7,
6-19

locations, 3-3

master, 6-7—6-11

renaming, 6-8

setting margins for, 6-8
Component Selected popup

menu, and changing
component names, 6-8

CONTROL [character]

backward search and,
10-2—10-3
centering cursor with, 9-3
deleting text with, 9-1—9-2-
forward search and, 10-2
interrupting software with,
9-4
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CONTROL [character] cont.

positioning editing cursor
with, 9-2

replacing text with,
10-4—10-5

setting text alignment with,
4-14

and stopping search
operations, 10-5

UNIX prompt and, 1-2
Create submenu

components and,
6-12—6-13, 6-19

of Desktop Nothing
Selected popup menu, 6-1

on Diagramming Nothing
Selected popup menu, 7-7
creating components, 6-7, 6-12,
6-13, 6-18—6-19
Cursor
centering, 9-3
editing, 2-7—2-8, 9-2
mouse, 1-4, 2-2—2-3
Customize sheet, of Edit Chart
sheet, 5-3, 5-4
Cutting and pasting

and the clipboard, 3-4—3-6,
14-8

components, 3-2—3-4,
3.5-3-7

text, 2-9—2-10, 7-4—7-5

D

Data

entering chart, 5-4—5-5,
8-8—8-12

erasing old, 8-8—8-9
I-4

Data sheet
Apply popup menu of, 5-4
of Edit Chart sheet, 5-3,
5-4, 8-6
for line chart, 8-12
making entries on,
8-9—8-12
Decimal tab setting, 11-6

Default settings
on menus, 1-10
tabs, 11-2, 11-3
DEL(ETE) key, 6-11
Deleting text, keyboard
commands and, 9-2
Deselection, 3-26, 4-13, 4-14
Desktop, 1-3—1-4
closing, 1-12
directories, 14-9—14-10
icons, /-3
with open drawer, 14-10
organization of, 14-2—14-10
pasting icons onto, 14-4
selection box on, 14-6
Desktop Icon Selected popup
menu, /-7
Desktop Manager, 14-1—14-10
Desktop Nothing Selected
popup menu, /-8
Create submenu on, 6-/
Diagramming Nothing Selected
popup menu, 7-7
Undo command on,
4-7—4-9
Diagramming Object Selected
popup menu, 4-3
Props submenu of, 5-2
Rotate submenu of, 4-7

P
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charts in, 5-1—5-8

creating objects in, 7-7—7-8

duplicating objects in, 4-6,
7-8—7-9

entering, 4-2

frames 4-2, 7-1—7-4, 7-5
exiting, 4-16

gravity in, 7-7

grid and GridAlign in, 7-6,

7-7

grouping of objects in,
4-10—4-11

Move feature of, 4-4—4-5

multiple operations in,
4-9—4-10

polygons in, 4-12—4-13,
7-10—7-11

reversing changes in,
4-7—4-9

sizing objects in, 4-5—4-6
Diagrams

centering text in, 15-5

creating, 7-5—7-11

deleting objects in, 4-6

exiting, 4-16, 7-14

multiple selection in,
7-12—7-14

multiple operations in,
4-9—4-10

polygons in, 4-12—4-13,
7-10—7-11

positioning objects in,
7-6—7-7

reversing changes in,
4.7—4-9

text in, 4-13—4-16, 7-10
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Directory
definition of, 14-1
organizing desktop,
14-9—14-10
Document Close stickup menu,
2-12
Document header, 2-3

Document header boxes

Font box, 2-3, 2-9

Name box, 2-3, 2-12, 3-12

Page box, 2-3

Printer box, 2-3

Documents

adding graphics to,
15-4—15-5

assigning page margin sizes
to, 6-5

closing, 2-12—2-13, 3-12

copying from Templates
cabinet, 14-3—14-4

creating, 6-1—6-2

editing, 2-1—2-13,
14-7—14-8

entering text in, 6-11—6-12

footers for double-and
single-sided, 13-2—13-5

master components and,
6-6—6-10

multiple-column,
12-8—12-10

naming, 6-2—6-3

numbering pages in,
13-2—13-5

opening, 2-1

organization of, 14-1—14-10

printing, 1-10—1-11

saving without closing, 12-2

status line in, 2-5

structuring, 6-1, 6-5, 6-20
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Document windows, 2-1—2-6
component bar in, 2-6
header boxes in, 2-3—2-4
mouse cursor forms in,

2-2—2-3

Double-sided documents,
creating footers for,
13-3—13-5

Drag technique

and component locations,
3-5

editing cursor and, 2-7

and selection of
components, 3-5

Drawers, setting up,
14-9—14-10

Dup command, 4-6

Duplicating objects, in
diagramming, 4-6, 7-8—7-9

Dup submenu, 7-9

Dynamic popup menus, 6-13

E

Edit Chart sheets
accessing, 5-2—5-3, 8-5—8-6
Customize sheet, 5-3, 5-4
Data sheet, 5-3, 5-4, 8-6
Style sheet, 5-5, 5-6

Editing
charts, 5-2—5-8

documents, 2-1—2-13,
14-7—14-8

text in diagrams, 4-15—4-16
Editing cursor

drag technique and, 2-7

forms of, 2-7

I-6

jump technique and, 2-7
keyboard commands and,
9-2—9-3
moving, 2-7—2-8
ESC(APE) key, special
characters and, 9-5

F

Fill submenu, 4-3, 4-4

First header, special,
13-7—13-8

First Indent, 11-6—11-7

Folder(s)
accessing Charts, 8-3
creating, 14-5

naming and opening,
14-5—14-6

putting documents in,
14-6—14-7

TextTemplates, 14-4

Following Anchor frame, 7-2,
7-3

Following Text frame, 7-3

Font box, in document header,
29
Fonts
changing chart, 8-15
changing component,
3-9—3-10, 6-9—6-10,
6-13—6-15
changing text, 2-9
keyboard commands and,
9-3
toggling, 6-16—6-18
Footers
bleeding and, 13-8
frames for, 13-2

Release 2.5



for double-sided documents,
13-3—13-5
for single-sided documents,
13-2—13-3
entering the Interleaf
publishing software, 1-2

exiting the Interleaf publishing
software, 1-12
extending selections
in diagrams, 4-11
in text, 2-8, 2-10—2-11
of components, 3-5
on desktop, 1-5—1-6
Format sheet, of Component
property sheet, 3-8—3-10
Forward search, 10-2, 10-3,
10-4, 10-6
Frame property sheet, 7-3

Frames
At Anchor, 7-1, 7-2
changing type of, 7-2—7-4
creating, 7-1—7-2
cutting and pasting, 7-4—7-5
header and footer, 13-2
opening, 4-2
resizing, 7-5

Frame submenu, 7-2

G

Global Apply submenu, 6-16
Global changes, 6-15—6-16

Graphics

practice in adding,
15-4—15-5

in training manual,

Release 2.5

Index

Graphics cabinet, 8-3, 14-2
Gravity, 7-7
Grid, 7-6—7-7
GridAlign, 7-7
Grouping
lines, 4-13
objects, 4-10—4-11

H

Hash marks, major, 8-13—8-14
Header boxes
of document windows,
2-3—2-4
mouse cursor form in, 2-2
Headers
bleeding and, 13-8
creating left and right,
13-5—13-6
fancy, 13-7—13-8
frames for, 13-2
Horizontal values in charts,
8-10

Icons
desktop, 1-3
moving, 1-9
pasting, 14-4
Indentation, negative,
11-6—11-7
Interleaf publishing software
access to, 1-2
interrupting operation of,

J

Jump technique, editing cursor
and, 2-7

-7



Index

K

Keyboard commands, 9-1—9-5
for changing fonts, 9-3

creating components with,
9-1

deleting text with, 9-2

interrupting software
operation with, 9-4

positioning editing cursor
with, 9-2—9-3

special characters and, 9-5

toggling fonts with,
6-17—6-18

L

Last Font method, for
changing fonts, 6-14

Layouts, changing, 13-4
Left 1st Page document, 13-4
Left mouse button
scrolling and, 2-6
selection and, 1-6
Left tab setting, 11-5
Line chart
completed, 8-1
Data sheet for, 8-12
sample, 8-4
LINE FEED key, creating
components with, 6-7, 6-19
Lines
changing textures of, 8-14
grouping, 4-13

Lists, tab settings for
numbered, 11-6—11-8

I-8

M

Major hash marks, 8-13—8-14
Margins
changing chart, 5-6—5-7,
8-13—8-14
setting component, 6-9
setting page, 6-5
Master components, creating,
6-6—6-10
Menu defaults, 1-10

Menus
cancelling, 1-7—1-8
submenus and, 1-9

See also Popup menus;
Pulldown menus; Stickup
menus

Messages, status line and, 2-5

Middle mouse button
menus and, 1-7—1-9
multiple actions and,
4-9—4-10
Mouse, 1-4
actions of, 4-9—4-10
cancelling menus with,
1-7—1-8
graphics representing, xiv-xv
selection and, 1-5—1-6
Mouse buttons
graphics representing, xiv-xv
left, 1-6, 2-6
middle, 1-7—1-9, 4-9—4-10
right, 1-6, 2-6
Mouse cursor, 1-4

in document windows,
2-2—2-3
in header boxes, 2-2

Release 2.5



Move command, 4-4—4-5
Move submenu, 4-5

Multiple actions, on objects,
4-9—4-10

Multiple columns, 12-8—12-10

Multiple components, cutting
and pasting, 3-5—3-7
Multiple selection, 1-5—1-6
in diagrams, 7-12—7-14

N

Name pulldown menu, 2-12

Naming objects, 6-2—6-3

Negative indentation,
11-6—11-7

Numbered lists, tab settings for,
11-6—11-8

Numbering pages, 13-2—13-5

Numerical values, in charts,

8-10—8-12

o)

Object property sheet, 6-2
popup menus, 6-3, 6-4
Objects

changing properties of,
4-3—4-7

creating, 7-7—7-8

deleting, 4-6

duplicating, 4-6, 7-8—7-9

grouping, 4-10—4-11

multiple actions on,
4-9—4-10

Release 2.5

Index

multiple selection of,
7-12—7-14

naming, 6-2—6-3
purging on clipboard, 14-8

selection of grouped,
4-10—4-11

sizing, 4-5—4-6
ungrouping, 4-11
Operating system, definition
of, 1-1
Orphan control, 12-3—12-6

Outlines, tab settings for, 11-7,
11-8, 11-9—11-12

P

Page Breaks, 12-2—12-3,
12-6—12-7

Page box, 2-3

Page makeup, 12-1—12-11

Allow Page Break After
and, 12-6—12-7

Allow Page Break Within
and, 12-6

Begin New Page and,
12-2—12-3

multiple column,
12-8—12-10

orphan and widow control,
12-3—12-6

Page pulldown menu, 2-3
Pages, margins of, 6-5

Page sheet, of Component
property sheets, /12-1

Pick Up command, changing
fonts and, 6-13—6-14

I-9



Index

Pingo
closing, 2-12
components in, 3-1
first page of, 2-2
opening, 2-1

Polygons, 4-12—4-13
creating, 7-10—7-11
ungrouping, 4-13

Popup menus
clipboard, 4-8

Component Location
Selected, 6-12—6-13

Component property sheet,
3-10, 3-17

Component Selected,
6-7—6-8

Desktop Icon Selected, I-7

Diagramming Nothing
Selected, 7-7

Diagramming Object
Selected, 4-3

dynamic, 6-13

Edit Chart Data sheet
Apply, 15-4

Object property sheet, 6-3,
6-4

Style sheet, 5-6, 5-8

Text Location Selected,
11-14—11-15

Text Selected, 2-9
Window, 2-4, 8-7
Printing documents, 1-10—1-11
Print submenu, 1-11
Properties
changing object, 4-3—4-7
resetting, 3-11
I-10

Property sheets,
closing, 3-11

Component (see
Component property
sheets)

Frame, 7-3
Object, 6-2, 6-3, 6-4
Style, 5-3—5-4, 5-5, 5-6, 5-8

Props submenu, of
Diagramming Object Selected
popup menu, 5-2

Pulldown menus, 2-3
Name, 2-12
Page, 2-3

R

Replace operations, 10-1—10-6
Replace stickup menu, 10-4

Resize command, windows
and, 8-6—8-7

RETURN symbol, removing,
6-11—6-12

Reverse video, 1-5
Right 1st Page document, 13-4

Right mouse button
scrolling and, 2-6
selection and, 1-6

Right tab setting, 11-6

Rotate submenu, on
Diagramming Object Selected
popup menu, 4-7

S
Save submenu, 12-2
Scaling the axes, 8-12
Release 2.5



Screen saver, 1-1
Scroll bars, 2-5—2-6
Scrolling

mouse buttons and, 2-6
text selection and,
2-10—2-11
Search operations, 10-1—10-6
Search stickup menu, 10-2

Search strings, 10-5

Selection
drag technique, 3-5

of grouped objects,
4-10—4-11

mouse and, 1-5—1-6
multiple, 1-5—1-6
scrolling and text,
2-10—2-11
Selection box, 7-13
desktop, 14-6

Selection command, cancelling,

7-14
Select submenu, 7-13
Setting tabs, 11-1—11-15
Shadowed box, creating, 15-5

Show submenu, on Text
Location Selected popup
menu, /1-15

Single-sided documents,
creating footers for,
13-2—13-3

Size

changing, 4-5—4-6
increasing chart, 8-5

Size scaling stickup menu, 8-5

Release 2.5

Index

Size submenu, 4-6
Status line, 2-5

Stickup menus
Close Desktop, 1-8
Document Close, 2-12
Replace, 10-4
Search, 10-2
Selecting, 1-8
Size scaling, 8-5
Strings, search, 10-5
Style changes, making chart,
5-5—5-8, 8-13—8-14
Style sheet
Apply popup menu, 5-6
Close popup menu, 5-8
Edit Chart sheet, 5-3—5-4
Submenus
accessing, 1-9
Change, 6-18, 6-19

Create, 6-1, 6-12—6-13,
6-19, 7-7

Dup, 7-9
Fill, 4-3, 4-4
Frame, 7-2
Global Apply, 6-16
Modern, 4-15
Move, 4-5
Print, 1-11
Props, 5-2
Rotate, 4-7
Save, 12-2
Select, 7-3
Show, 11-15
Size, 4-6
Tabs, 11-14

I-11



Index

T

Tab appearance, 11-14—11-15

Tables, tab settings for,
11-12—11-14

Tab settings, 11-1—11-15

automatic ordering,
11-4—11-5

changing text, 11-3—11-4
decimal, 11-6

left, 11-5

numbered lists, 11-6—11-8

outlines, 11-7, 11-8,
11-9—11-12

right, 11-6

rules, 11-5—11-6

tables, 11-12—11-14
Tabs submenu, of Text

Location Selected popup
menu, [1-14

Templates cabinet, 14-2,
14-3—14-4, 14-10
Text

centering (in) diagram (in),
15-5

changing fonts of, 2-9

changing tab settings in,
11-3—11-4

in charts, 8-15—8-16
deleting, 9-2

in diagrams, 4-13—4-16,
7-10

editing, 2-9—2-10

entering, 4-14—4-15,
6-11—6-12, 7-10

I-12

replacing, 10-4—10-5

selecting, 2-8
Text alignment, setting, 4-14
Text Location Selected popup

menu

Show submenu of, 11-15

Tabs submenu of, 11-14
Text Selected popup menu, 2-9
Text selection, scrolling and,

2-10—2-11

TextTemplates folder, 14-4
Texture

changing chart, 5-7

changing line, 8-14

Fill submenu and, 4-3—4-4
Toggling fonts, 6-16—6-18
Training manual

binder for,

graphics in,
Triangles, creating, 7-10—7-11

U

Undo command, on
Diagramming Nothing
Selected popup menu,
4-7—4-9

Ungrouping, 4-11, 4-13

UNIX operating system, 1-1

entering, 1-2

exiting, 1-12

naming documents in,
6-2—6-3

UNIX prompt, 1-2

Release 2.5



\'
Vertex, 4-12

Vertical justification,
12-1—12-2

multiple columns and, 12-8

Vertical values, in charts,
8-11—8-12

w

Widow control, 12-3—12-6

Release 2.5

Index

Window popup menu, 2-4, 8-7

Windows ’
closing, 14-4—14-5
active, 14-5, 14-7
document, 2-1—2-6
moving, 8-6—8-7

resizing, 8-6—8-7

Workstation, role of, 1-1

I-13
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