














































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































Large Documents in Books

To combine two numbered lists in a book into one:

»” Position the text caret anywhere after the first token in the
second list.

1 Execute the [Create = E [Auto # = }: [ streamname = b

The tokens in the second list will be renumbered to make them con-
tinuous with the first list.

Purging Autonumber Streams in Books

To purge unused autonumber streams from one document in a book, you must
purge them from all documents in a book.

To purge all unused autonumber streams from a book:

» Open one of the documents in the book. For convenience,
you can use the first document.

1 Execute the [Misc -DE}‘ | Masters = t [ Purge # Streams}% command
on the Text Location popup menu in any document.
The Purge # Stream stickup will appear.

The masters for all autonumber streams without instances wil

»# Confirm to continue with the process.

If no additional stickups appear, there are no streams without instances anywhere
in the book and the purge process ends. If there are streams with no instances in
the book the Book Purge # Stream stickup appears.

If any other documents in this book have been saved since

the creation of the stream(s) that you are purging, the stream
will reappear when those documents are opened or the next time this f
book is opened. If you wish to totally purge the stream from :

this book, all of those documents should be opened, the purge
command should be repeated, and the documents should be saved

Continue on the stickup.
Save the document.

Repeat all of the steps above for each document in the book
(including those in sub-books). You can close each document
after purging and saving.

N Y X
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You can simplify the stream purging process by opening several documents at a
time, purging the unused streams in one of them, and saving and closing all of
the documents. This purges the streams from all of the documents you saved. Re-
peat these steps for additional groups of documents until you have purged the un-
used streams from all documents in the book.

If you use this technique, remember that you can open no more than 16 windows
at one time on the desktop. For documents, especially if they are long or contain
many images, you should open fewer windows at one time so that you do not
reach the limit of your workstation’s memory.

The List, Outline, and **New™** streams on the Create Auto #
submenu cannot be purged.

Gaps between Stream Levels

When you create tokens from a multilevel stream, you cannot skip levels. This is
true both within a document and from document to document in a book. For ex-
ample, if you create a Level 1 token and then try to create a Level 3 token, the
software will instead create a Level 2 token. If you specify one level in the first
token of a document and get another, check the preceding document to see what
level its last token uses.

Autoreferences

An autoreference is a token whose value is linked either to the current value of
an autonumber token or to the number of the page on which the autonumber cur-
rently appears. Autoreferences can be created using either the Create Ref. com-
mand or the Copy Ref. command.

You can create autoreferences within or across documents in a book. However,
you should be especially careful about cutting autonumbers in a book, since you
may cause references to display NO TAG in other documents.

Autonumbers and references to them are linked by a tag, which is a unique
name identifying the autonumber. If you use the Copy command to create a ref-
erence, the software creates a tag for the autonumber you copied and inserts that
name in the property sheet of the reference. You can also create your own tag
for each autonumber.

If you make your own tags, you cannot use the same tag to identify two autonum-
bers in the same book. If you attempt to enter a duplicate name in the Autonum-
ber Token property sheet, the sheet’s status line shows an error message.
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If you paste a document into a book, and a tag in the
pasted-in document is the same as a tag already in the
book, one of these autonumbers will have its tag eliminated.
Also, if you Rename a document in a book or Copy it and
Paste it back into the book, you disrupt the connection be-
tween autonumbers in the document and any references
they had. You should avoid using Rename in a book.

Page and Autonumber Updates

When you make a change that adds to or subtracts from the number of pages in
one document, or you create or delete an autonumber token in a stream that ex-
tends across more than one document, these changes are recorded in a summary
file as soon as you save the document in which the changes were made. When
you open a document in a book, that document checks the summary files of the
other documents to determine its starting page number and the starting number
for any autonumber streams it contains.

If you have two documents from a book open, creation or deletion of an
autonumber token in the first one is immediately visible in the second if it con-
tains tokens in the same autonumber stream. Any autoreferences affected by
autonumber changes also are updated immediately. Also, page numbers in an
open document with Inherit on are updated when the number of pages changes
in an earlier document.

If another user makes changes to documents in a book you
own, you may not see these changes until you close the
book and everything in it.

Pasting Documents into a Book

You can cut or copy an icon from any location and paste it into a book. However,
to be sure that it becomes part of a book’s numbering streams, you should open and
save any document after you paste it into the book. Documents created in the book
automatically become part of the book, but documents pasted from outside must
be integrated into the book before their page and autonumbering information is
reliably reflected in other documents.
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This is the specific behavior of documents in a book when a new document is
pasted into the book.

e Documents open at the time you paste will be updated imme-
diately.

¢ Documents opened after you paste and save the new docu-
ment in the book will be updated when opened.

* Documents opened before or after you paste a new document
show updated page and autonumbers when you open the new

document, even if you have not saved the new document in
the book.

Printing and the Book

You can select a book and execute one of the desktop Print commands to print
all of the book’s contents. When you print a book, the documents in it are
printed so that the finished book is in proper page order. Just as they do on
screen, documents that have their Starting Page # set to Inherit will be numbered

consecutively according to the left/right, top/bottom order of the book. Inherit has
no effect on the order of printing.

The desktop printing feature handles documents in groups
of 20. If you have more than 20 documents in a book, some

group of documents may print out of order when you print
the book.

When you execute a Print command for a book icon, the Directory Printing

stickup (Figure 16-10) appears, providing an opportunity to Confirm or Cancel
the command.

Figure 16-10. Directory Printing stickup menu

Note that although the message in the stickup says that you will print all of the
directory’s contents, in a book you will print only documents and the contents of
any sub-books. The contents of other icons inside the book are not printed, nor
are the contents of other icons in a sub-book.
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If a book’s contents are edited while desktop printing is in
progress, the results of the print operation may be unpre-
dictable. You should not move, cut, or paste icons in the
window of a book being printed, and you should not open
or edit documents in the book. Also, you should ask other
users on your network to avoid access to the book, and, if
necessary, you should change permissions on the book to
limit access during printing. Changing permissions on the
book does not prevent access to its contents through links.

Printing from Inside a Book

You can open a book and print any or all of its contents by selecting the icons
and executing the desktop Print command. The fact that a non-book icon, such
as a folder, is inside a book does not prevent you from selecting it (rather than
the book that contains it) and printing it. If you select all of the book’s contents
at once and execute the Print command, the icons will print in order. Otherwise,
the icons will print in the order you select them.

Print Submenus

When you execute the [Print =}« [ printername < }: [ Document }: command, all of the
printable contents of the book are printed in order. A header page is printed with
any document in the book with Header Page set to Yes. You can also use the
other commands on that submenu (such as Collated Copies and Selected Pages).
However, the results of these commands when executed on a book may not be
the results you want if you have not saved all of the documents in the book.

When you select a book and print Collated Copies, collated copies of each docu-
ment — not of the whole book — are printed. You can then assemble these into a
book.

When you print Selected Pages in a book, the correct range will print whether
the page numbers are set from a fixed starting page or inherited.

If you select a book and print Current Page, the page with the text caret in each
document in the book is printed.

For more information on printing open documents and
closed icons, see the chapter Printing.
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Scrolling between Documents

If you have one document in a book open and decide that you want to look at the
next document, previous document, or any other document in the book, you can
always open the new document using the standard Open command. You can also
use the Next and Previous commands on the Page pulldown menu to scroll be-
tween documents in a book.

To scroll to the next document in a book:

»~ Use the scroll bars, component bars, Page Pulldown menu,
or keyboard commands to reach the last page of the current
document.

¥~ Point the mouse cursor into the Page box in the Document
Header and execute the Next command on the Page
pulldown menu. You can also use the Next Page keyboard
command.
If the document containing the next page is already open, its window

moves to the front of the desktop. If it is not open, a stickup menu
appears (Figure 16-11).

Figure 16-11. Open Next Document stickup

¥~ If the Next Document stickup menu appears, select Yes (the
default) to open the next document or No to remain in the
current document. If you prefer to use your keyboard to re-
spond to this stickup, you can type y (or n if you do not
want to open the document).

If you select Yes, the next document in the book opens, and the docu-
ment in which you were working remains open.

You can scroll to the previous document in a book by using the same technique,
moving to the beginning of the document you are in and executing the Previous
command (or its keyboard equivalent) instead of the Next command.

When you use the Open command to open a document, the document opens at
the size and position it had when you last opened it. When you use Next or Pre-
vious to open a document, the document’s window duplicates the size and posi-
tion of the document in which you executed the command.

Only these two commands allow you to scroll between documents in a book. If
you want to make sure that you do not scroll between documents, you can use
any of the other page location commands on the Page pulldown menu (Go To,
First, and Last), or you can scroll in the scroll bar or component bar. You can
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also answer No on the Next/Previous Document stickup if you want to remain in
the current document.

If the next or previous document is in a sub-book, the document window, but not
the sub-book window, opens when you execute a Next or Previous command and
confirm on the stickup. Leaving the sub-book closed keeps you from reaching the
16-window limit on the desktop unnecessarily. Next and Previous do not open
documents in non-book directories.

Spell Checking, Search, and Replace

Commands that can cause a document to scroll do not cross document boundaries
in a book. These include the Spelling commands, the Find commands, and the
Replace commands.

Links in Books

Links to documents outside of a book can be used to create several versions of
the same document without using as much storage. You can leave the original
version of a document in one directory and put a link to it inside the book. A
second advantage of using links is that when you edit a document that is used in
several different places, links to it automatically access the updated version.

To illustrate how this could work, we provide an example here of two different
books sharing the same linked document.

Assume that you have owner’s manuals for two automobile models — the Widget
and the Pingo — manufactured by the same company. These models are similar,
but have many subtle differences that require changes throughout most of the
manual. However, the engine maintenance instructions for the two vehicles are
the same.

Assume that you have a cabinet called Manuals in which you have created books
for Widget and Pingo (Figure 16-12).

Manuals |

Figure 16-12. Books in a directory window

You write the Pingo manual first, and then the Widget manual (except for the
engme maintenance section). Then you [Copy =k [Link to }: the engine document
in the Pingo book and paste the link into the Widget book (Figure 16-13).
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Pingo | [Widget I

t

Print -

Cut Normal
Op
Open

Deselect

Move

Props

Line Up
Index -
Create TOC

Figure 16-13. Pasting a link into a book

Because the chassis of the Pingo requires little maintenance, the chassis document
is only three pages long. However, the chassis document for the Widget is eight
pages long. Even though the engine document in the Widget book is a link to the
engine document in Pingo, the Widget page numbers reflect its longer chassis docu-
ment (Figure 16-14).

[ Printer ] Page 1 of 3
Modern 18 Bold No Attributes

[ Printer | Page 5 of 4to 7
Classic 12 Bold lItalic No Attributes

a. Page numbers for Pingo book

[ Printer ] Page 107 8
Modern 18 Bold JIEIA No Attributes

[ Printer ]| Page 11 of 8 to 12
Classic 12 Bold Italic No Attributes

b. Page numbers for Widget book

Figure 16-14. Page numbering for links in books

Links and linked objects are described in detail in the chap-
ter Desktop Management.
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Chapter 17

Indexes and Tables of Contents

In a book, you can create indexes and tables of contents (TOCs) for one or
more documents. Although they have important differences, the indexing and ta-
ble of contents creation features of the publishing software share several basics.

* The Index and Create TOC commands are available on the
Icon Selected menu in a book window.

* When you execute the Index or Create TOC commands, you
create an ASCIl document in the window.

* You can create an index or TOC document that draws infor-
mation from any number of selected source documents, so
long as those documents are in the same book.

* You can create an index or TOC for open documents. For a
closed document, index and TOC information is drawn from
a summary file that reflects what was in the document the
last time you saved it. For an open document, the current
TOC and index information is used, even if it includes un-
saved changes. An index or TOC document may be inaccu-
rate if it includes information from an edited open document
that you close without saving.

* The entries in an index or TOC document use the page num-
bers, prefixes, and page number style from their source
documents.

The Index command creates an alphabetically ordered index document from
headings that you create specifically for that purpose. The Create TOC command
creates a TOC document from designated components, listing the components in
the order they appear in the source documents.

The rest of this chapter is divided into three major sections. Indexes describes the
steps necessary to create an index document and tailor its contents to your needs.
Tables of Contents provides similar information for TOC documents. The final sec-
tion Managing Index and TOC Documents describes some considerations and tech-
niques appropriate for both types of documents.
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Indexes

The elements that make up the indexing feature are:

* indexing tokens that mark a text location

e the Index property sheets for each token, in which you type
the main heading and any subheadings for that location

e the book directory, where the commands that create the in-
dex document are available

¢ the index document

Figure 17-1 shows part of an index document and the terms used to describe it.

Entry
(Heading plus Locator) C
Page Reference
Locator
Carets, 1-8—1-18 ) ( )
Main Heading——(_ Commands )
automatic repetition of,
Subheading———(_default, on menus) 1-12—1-18
executing on menus, 2-3—2-4 ,
(See also Keyboard Commands A

o/
Cross Reference
(Locator)

Figure 17-1. Parts of an index document

Headings are the terms or phrases used to describe the information someone
might want to look up in an index. They may be the main headings that form the
top level of organization in an index or more specific subheadings.

Locators tell you where to find the information described in the headings. A
page reference is a locator that gives you a page or range of pages where you
can find the specified information. A cross reference is a locator consisting of
See or See also plus a heading or category of headings where information on the
subject you looked up can be found.

The combination of a heading with a locator creates an entry.

We refer to a document from which you make an index as a source document
and a document produced by an Index command as an index document.
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Index Tokens

The index token marks a location for which you want an index entry. These to-
kens have width on the screen, but they neither print nor displace other charac-
ters in a printed document.

To create an index token in a document:

»~ Position the text caret at the location where you want an
index reference to begin.

¥ With no text selected, execute [Create = ki [Index

A small gray index token appears at the caret (see Figure 17-2). Text
may move slightly to the right or left to make room for the token. The
token is selected and an Index property sheet opens in the upper right
corner of your screen.

Cutting, Copying, and Pasting Tokens

To delete an index token, you must select it and then either Cut it or delete it
using one of the text deletion keyboard commands.

You can copy or cut an existing token and paste it elsewhere in the same or a
different document. The token you paste has all of the properties it had in its

previous location. Even if you must change some of the properties, copying to-
kens can be more efficient than creating them when you want to create a new
entry that is similar to an existing one.

Displaying Index Tokens

So that you can move, copy, edit, and delete index entries, index tokens are vis-
ible on your display screen by default. You can make all of the index tokens in a
document invisible using the Misc Show submenu on the Text Location menu.
Like other show commands, [Show = L [Index I} toggles visibility on and off.

When you save a document, the state of token visibility is saved with it.

Figure 17-2 shows a component with two index tokens visible and the same com-
ponent with tokens invisible. Notice that the space compression caused by the to-
kens disappears when they disappear.

KeyboardCommands:: Keyboard Commands

Figure 17-2. Toggling the Show Index command

Searching for Index Tokens

You can search for index tokens using the Find Index submenu of the Text Loca-
tion popup menu (Figure 17-3).
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Create [ Masters +
Paste | Tabs
Fonts Show
Center| Split
Find
Replace
Hyphen
Spelling

Figure 17-3. Find Index submenu on Text Location popup menu

When index tokens are visible, any token found using the Find Index commands
is selected and shown in reverse video. The Find Index command also works
when you have made tokens invisible. In this case, the text caret moves to the
position of the token and selects the token. Since the token is invisible and takes
up no space, it does not appear in reverse video, but this does not prevent you
from executing the same commands you can use when it is visible.

Index Tokens in Microdocuments

You can insert an index token in a microdocument, and that token’s information
will be included in the index document when you execute an Index command.
The Range for a token in a microdocument cannot extend past the end of the
microdocument. If you insert an index token in a shared content frame, the Range
for that token refers only to the first instance of that frame.

For more information on microdocuments, see the chapter
Text in Frames. For more information on shared content
frames, see the chapter Text-anchored Frames.

Index Property Sheets

An Index property sheet (Figure 17-4) opens when you create a new index token.
It also opens when you select a token and execute the Props command.

Index Properties RIuL [Custom]

Headings
Level 1 A VFEmpty**
Level 2
Level 3
Level 4
Level 5
Level 6

Locator

Typeface | ICTIXT [Faric ] (Bord]
Range XTI (To Next][Count][Ta Named |[See (Aiso) |
(Locate only the page the Index token is on)

Figure 17-4. Format sheet of default Index property sheet
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If the document in which you created the token is the only window open on the
desktop, you can open up to 15 Index property sheets simultaneously. This allows
you to compare the contents of the sheets and make or modify entries in any one
of them without having to close the others. You can also edit the document with
Index property sheets open. Any change you make and Apply on the Index prop-
erty sheet becomes available to the next index document you make.

The Format sheet of the Index property sheet allows you to create headings, de-
termine the range of pages that will be shown, cross reference an entry, and
change the typeface of the page reference. The Custom sheet of the Index prop-
erty sheet allows you to change the sorting order of an entry and to send the en-
try to a document other than the default document named Index.

Inserting Headings

On the Format sheet, there are six rows of Headings boxes labeled Level 1
through Level 6 (see Figure 17-4). The default property sheet has a Level 1 head-
ing of **Empty** and no subheadings. If you simply close the property sheet
without modification and create an index document, this default heading and the
page number the token is on appear as an entry in the index document.

The text you type in Level I represents the main heading for an index entry. In
the index document, it always precedes the text in other levels for a given token.

Subheadings

In a manually produced index, you might separate a main heading from a sub-
heading with a comma. On the Index property sheet, such headings should be
typed in different Level boxes, without commas. For example, where you would
type Tokens, Index in a manual index, you should type Tokens in the Level 1 box
and Index in the Level 2 box. This allows the software to choose the best way to
format the index document.

Deleting Headings

You can delete a heading on an Index property sheet by positioning the text caret
in the box for that heading, using any text deletion keyboard command, and con-
firming the new (empty) heading with a RETURN or TAB. If you eliminate a level
between two remaining levels — for example, if you delete the text in Level 2
while leaving text in both Level 1 and Level 3 — all of the levels below the de-
leted level move up when you apply the change.

ASCII Markup in Headings

The strings in the Heading boxes go directly to the ASCII loader when you create
an index document. Because of this, you can include ASCII markup in any Head-
ing box to create special fonts in some headings.
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The publishing software knows ASCII markup format and does not include the
markup in the default sorting of entries. However, you should be careful about
using open angle brackets (<) in headings since they are used to bracket ASCII

markup. If you want a ‘<’ to print in the index, enter it as ‘<<’.

Interleaf ASCII markup format is discussed in the manual
File Formats.

Leading and Trailing Spaces

Extra spaces in an index heading can produce uneven layout in the index docu-

ment and confusion between main and subheadings. To prevent this, any soft
spaces that you place at the beginning or the end of any heading are stripped
from the heading when you execute an Apply command. Hard spaces are ac-
cepted in Index property sheets.

Creating an Index Document

To produce a basic index document, all you need do is create tokens and fill in

headings on the property sheets for these tokens. This allows you to produce an

index document named Index with entries, which all have single-page references.
The features that allow you to modify this basic document and its entries are de-
scribed later in this chapter.

Like other book functions, the Index commands are only effective on document
and book icons — folders, drawers, and other objects inside a book are not in-
dexed. An icon can be selected and its contents indexed whether the icon is open
or closed. If an icon’s window is open, the index document includes any changes
you have made in the open window.

Existing index documents in the book where you execute an Index command are
overwritten by the new index documents of the same name. Since index docu-
ments do not have index tokens in them, you can select all of a book’s contents
for indexing without complication.

To create an index document:

17-6

[ Normal }: command on the Icon Selected menu.

A document labeled Index appears in the book. This document is
stored in ASCII format. If you have other index document names on
any Index property sheets, those documents are created at the same
time. When first created, index documents are in animation state.

»* Move the index documents to the position you want them in

the book.

If you position index documents ahead of other documents, they could
change the page numbering throughout the book.
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( Master Indexes

The Master index feature is designed to produce a combined index for a multi-
volume set in which each volume also has its own index (produced using the
Normal command). When you execute the [Index =}z [ Master }: command, the
software creates an index with the same basic characteristics as a Normal index,
except that each entry with a page number locator also includes the name of the
selected icon from which the entry was extracted.

The names picked up by the Master command are only those at the top level of
the book you execute the command in. For example, Vol.I becomes part of some
entries in the index document, but the names of documents inside Vol.I do not.
No icon names are included for See (Also) references in a Master index.

Figure 17-5S shows a book called RefManual. It also shows index entries from a
single Master index created for both volumes (left), and the same entries as they
would appear in two separate Normal indexes (right), one created for Vol.l and
the other for Vol.2.

[RefManuai From Volume 1 Index (Normal)

Icons
creating, 2-29—2-33
on the clipboard, 2-19—2-33
types of, 1-9—1-18

From RefManual Index (Master) Interrupt Stickup
commands on, 2-5
l crash recovery and, 2-5

how to call up, 2-4
uses of, 1-17

Icons
creating: Vol.l 2-29—2-33
on the clipboard: Vol.l 2-19-—2-33
types of: Vol.1 1-9—1-18

Indentation, component: Vol.2 4-23

From Volume 2 Index (Normal)

Interrupt Stickup
commands on: Vol.I 2-5 '
crash recovery and: Vol.l 2-5

how to call up: Vol.1 2-4 Indentation, component, 4-23
uses of: Vol.l1 1-17; Vol.2 4-5 Interrupt Stickup, uses of, 4-5
Italic Command, text and: Vol.2 4-31—4-50 Italic Command, text and, 4-31—4-50

Figure 17-5. Normal and Master indexes from identical input
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Determining Locator Style

Typeface

The Typeface row on the Index property sheet controls the style of the page or
cross reference for an entry, allowing you to make it bold, italic, or roman. You
can use this feature to highlight certain entries — for example, using italic page
numbers to indicate illustrations. This has no effect on the appearance of the
headings in an index or on the words See and See also, which are always italic.
Figure 17-6 shows the effect of changes in the Typeface row on an index entry.

Locator

Typeface [T [italic | [Boid

Locator

Typeface [Roman | LIy [Boid |

executing commands on

Interrupt stickup{_2-4—2-6

Locator

Typeface [Roman | [Ttalic ‘

Figure 17-6. Typeface changes for entries in a sample index

If you globally apply a change to Typeface on a property
sheet, that sheet and any other with identical headings at all
levels is affected by the change.

Document-wide Page Style

Several properties that affect all the page references in an index document are
determined on the Page property sheet for the documents being indexed. If a pre-
fix is specified in the Page # Prefix box, this prefix is included in the page refer-
ences next to entries in the index document. For example, if you have entered 3.
in the Prefix box on a Page property sheet, the page numbers for that document’s
index entries appear in the form 3.4, 3.8, etc.

If you manually insert a page number prefix in a source document — that is, if
you type it in the footer frame rather than the Page property sheet — page refer-
ences for index entries from this document do not include the prefix.

The other Page property that affects the appearance of index entries is the Page #
Style line, which determines whether the numbers are displayed in Arabic, Upper-
case Roman, or Lowercase Roman numerals. If you have selected Uppercase Ro-
man as the Page # Style in a document, the page numbers for that document’s
index entries appear in the form [, I1I, XII, etc.

Figure 17-7 shows how the Page property sheet of the source document affects
the appearance of page numbers in an index document.
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Starting Page #

4 [ Inherit | SN
Diagramming Menus,(17-2) Page # Profix

Page # Style LT (Lowercase Roman |[Uppercase Roman |

Starting Page # | T [ 7
Diagramming Menus -/u Page # Prefix Ca ]
¢ ¢ ' Page # Style

Figure 17-7. Page number attributes on Page property sheet

Determining Range

Range determines the locator — either the range of pages or a cross reference —
that is associated with an entry. A comment line below the Range boxes summa-
rizes the results of each choice when it is selected.

This Page

This Page is the default range. The entry for this token in the index document
lists only the number of the page on which the token appears.

To Next

To Next means that range of pages listed for this token begins at the token and
ends immediately before the next component. If a token is on one page and the
component it is in extends to a succeeding page, its entry in the index lists two
page numbers.

Count

Count allows you to specify how many components (starting with the one the to-
ken is in) are included in the range for an entry. If you select Count, the prop-
erty sheet adds a Count row with a box containing the default number 2

(Figure 17-8). You can enter any number up to 100 in this box, and the range of
pages covered by these components becomes the locator for the entry.

Locator

Typoface | IR (Faiie) (o]

Range (This Page | [To Next | [ZXTA [To Named | [ See (Also) |
Count [2 ] (Locate through the given # of components)

Figure 17-8. “Count” selected on Index property sheet

To Named

To Named is useful for referring to an entire section up to the next subheading.
When you choose this option, a line beginning with End At and including a box
appears at the bottom of the sheet (Figure 17-9). The default name in the box is

Release 3.0 17-9



Indexes and Tables of Contents

the name of the component containing the index token, but you can type the
name of any component there.

Locator
Typeface | ICKICENY [Wearic] [Boia]

Range To Next
End At (Locate up to the given component)

Figure 17-9. “To Named” selected on Index property sheet

When you select To Named, the Range includes all page numbers from the token
up to the next instance of the component named in the End At box. If the named
component begins a new page, this page number is not included in the reference.

If no component by the name you insert follows the token,
all pages from the token to the end of the document are in-
cluded in the Range for the entry.

See (Also0)

If you select See (Also), the property sheet provides a box in which you can type
a cross reference. The software automatically converts a See entry to a See also
entry when page number references or deeper subheadings also appear under the
main heading (Figure 17-10). This allows you to have a page number and a See
also reference for one index entry.

Headings
Level 1 [ Commands ]
MUHINERRRRRRNNS N N
Locator
Typeface | ICKICETY [Featic] (Boid]
Range [This Page]{To Next ][ Count][To Named | [EXCINON
See (Also) [ AMenu Commands i
This is how the entry above is If you add an entry with “Commands”
formatted when it is the only one in Level 1 and that entry has a page
with “Commands” in Level 1. reference, See changes to See also.
Commands. See Menu Commands Commands, 10
See also Menu Commands

Figure 17-10. “See (Also)” selected on Index property sheet

Because See (Also) tokens are not associated with page numbers, they can be dif-
ficult to locate in a document. So that you can more easily find and delete or edit
See (Also) tokens, you should develop conventions for placing them. One way to
do this is to keep them in a separate document at the end of the book.

If you delete an entry be sure to delete any cross references to that entry.
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Choosing the Best Range

Your choice of page range should be guided by the stability of the document you
want to reference. The most stable ranges are the most limited — This Page and
To Next. Whenever you can use one of these ranges, they are preferable.

For larger ranges, if you are likely to make major changes within a section you
have marked with an index token but are unlikely to add, change the name of, or
delete subheadings, To Named is probably your best choice. However, keep in
mind that if you change the name of the named component, that name does not
automatically change on Index property sheets.

If you are certain that you have said all there is to say about a subject and will
not be altering the section describing it, Count might be your best choice. The
higher the number in the count box, the more likely that editing you do will
make Count ranges incorrect.

If you globally apply a change to Range, this change affects
only the token in whose property sheet you made the
change and any tokens with identical headings at all levels.

Range Limits

The range for a single index token will not extend from one document to an-
other. For example, if you create an index token in the last component of a
document and then set the Range as Count 50, the real range for that token will
be only the page it is on. It will not count ahead 50 components into the next
document in a book.

The same limitation is true if you select To Named and insert the name of a
component the next instance of which is in the next document — the range for
that token extends only to the end of the document containing the token.

Global Apply and Index Properties

Like many other property sheets in the publishing software, the Index property
sheet allows you to apply a property change to an individual object or to all ob-
jects of the same name, and to unify the properties of all objects with the same
name. For index tokens, the object names are the Index Document name and the
Level I through Level 6 headings.

The effect of the Apply and Global Apply commands on index tokens varies de-
pending upon which of a token’s properties you have changed, but certain rules
govern any globally applied change in an Index property sheet.

* Global Apply works for all matching tokens in one document.
It does not cross document boundaries in the book. To apply
a change to all matching tokens in a book, you must globally
apply the change in each document.
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* Global Apply in one token affects only tokens that have the
same Index Document name. All of the general rules about
the results of an index property change assume that all to-
kens in a document share the same index document name.

Unifying Index Properties

When you Unify on an Index property sheet, you affect only those tokens whose
Headings and Index Document Name are already the same. Therefore, Unify only
unifies the Typeface and Range properties for these tokens.

If you Unify or Global Apply an Index property change
when other property sheets affected by the change are open,
all affected sheets except the one the command was issued
in are automatically closed.

Globally Applying Heading Changes

If you change any heading, Global Apply applies that change to all tokens with
the same headings at and above the level where you made the change. Figure 17-11
shows an example of this principle.

For these index entries . . .

New Technologies Office Automation
electronic publishing electronic publishing
market for, 9—35 market for, 9—35

suppliers, 36—45

if you make this Level 2 heading change and Globally Apply the change . . .

Headings Headings
Level 1 Office Automation Level 1 Office Automation

Level 2 aelectronic publishing Level 2 technical publishing
Level 3 market for Level 3 market for 1

only entries with the same Level 1 and 2 headings as the changed token are changed.

New Technologies Office Automation
electronic publishing technical publishing
market for, 9—35 market for, 9—35

suppliers, 36—45

Figure 17-11. Global Apply and heading changes
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The Custom Sheet

The Custom sheet of the Index property sheet (Figure 17-12) allows you to create
separate, named index documents and to insert sort strings that differ from the
Heading text for Levels 1 through 6 on the Format sheet.

Index Propetties [Format] [MIRTI

Index Document Index

Sort Strings
Level 1 Document Windows
Level 2
Level 3
Level 4
Level 5
Level 6

Figure 17-12. Custom sheet of Index property sheet

Index Document Name

By default, the name of the index document you produce is Index. However, you
can change the name of the index document for any token in a document so that
when you execute the Index command you create separate indexes for different
kinds of information. You can also index certain information both in a main in-
dex and in a specialized index.

For example, you might want an index of the people mentioned in a book. For
each token you create that refers to a person, you could change the Index Docu-
ment Name to People on the Custom sheet. If you then decided that you want
these people referenced in both the main and the People index, you could copy
each appropriate token, open its property sheet, and change its Index Document
name to Index.

Do not use the name of an existing document in the Index
Document box. Do not name other documents in a book /n-
dex. If index document names and source document names
coincide, you could lose your source document when you
execute the Index command. For more information, see
Naming Index and TOC Documents later in this chapter.

If you globally apply a change in the name of an index document, all tokens with
the old document name acquire the new document name, regardless of how their
other properties differ.
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Customizing Sort Strings

In an index document, headings at each level are first sorted by initial character
into the following classes: hard spaces, symbols, numbers, and letters. Letters are
sorted in alphabetical order with word precedence. Word precedence means that
an index heading consisting of two words (such as Document Windows) comes be-
fore a single word that begins with the first word (such as Documentation).

Within a group of entries beginning with the same letter, all entries beginning
with a capital come before all entries beginning with a lower case of the same
letter.

The default sort string for any text in Levels 1 through 6 is the text itself minus any
ASCII markup. If you want to ignore word breaks in sorting or if you have other
special sorting requirements, you can enter custom sort strings on the Custom sheet.
For example, when you change Document Windows to Documentwindows in the Sort
String field, the entry for Documentation comes before the entry for Document Win-
dow. Sort string changes do not affect the spelling or word division of the actual
headings.

Sort String Consistency

Changes in sort strings follow the same general pattern as changes in headings,
except that any change to a sort string behaves like a Global Apply, even if you
do not use the Global Apply command. This prevents inconsistent sorting of the
same heading.

Also, when you paste an index token into a document and the token’s Index
Document and Heading names are the same as those of an already resident to-
ken, the Sort Strings of the incoming token are unified to those of the resident
token.

The Index Document

The default index document has two-columns per page, no headers or footers,
and an 18-point Modern bold initial at the beginning of each letter of the alpha-
bet represented in the index. Entries are in 10-point Classic type and have their
headings and page numbers separated by a comma and a space. Figure 17-13
shows a page from a sample index document.
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Modern No Attributes

IndexLet

Levelt
Level1

IndexLet

18 italic
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A
Active Window, 1-13
Alignment, keyboard commands and,
3-11-3-12

BACK SPACE Key
CTRL key alternative, 3-4
function keys and, 3-2
Back Command, 2-14—2-15

Bullets, keystroke for obtaining, 3-13

c

Carets, -8
Clipboad, 2-18—2-22
“from’ icons on, 2-19—2-20
overwriting on, 2-20
purging objects from, 2-21—2-22
Closing
Desktop, 2-2
divectories, 2-13
documents, 2-12—2-13
and saving, 2-13
Commands
See ako Specific commands
automatic repetition of, 3-4
default, on menus, 1-12—1-13
executing on menus, 2-3—2-5
keyboard, 3-6—3-17

Component Bats, 7-14
Components

creating, 2-29—2-30

Global Apply and, 2-27—2-28
Copy Command

basic procedure, 2-18

inside documents, 2-19—2-20

Crash Recovery, 2-5

Creating, basic procedures, 2-29—2-31
CTRL Key Sequences, 3-4—3-5
Cursor Shapes, 1-7—1-8

Cut Command
basic procedure, 2-19
inside documents, 2-19—2-20

D

Default Commands, fundamentals of,
1-12~1-13

Desktop

opening and closing, 2-2

organization and performance of, 7-2
Devices, icons for, 1-9
Directories

closing, 2-13

creating, 2-29

icons for, 1-9

opening, 2-12
Document, creating, 2-29
Document Name Token, 3-14
Document Windows, 7-1¢—1-15
Documentstion, on line, 1-5
Documents

cancel opening, 2-12

closing, 2-12—2-13

icons for, 1-9

opening, 2-12

saving, 2-12

saving and closing, 2-13

structured, 1-3

Eror Handling, in property sheets, 2-28
Enor Messages, in status line, 1-16
ESC Key, function keys and, 3-2

F

Fonss
decimal character values and, 3-12
keyboard commands and, 3-10—3-11
oxt cavet and, 1-8

Fractions, keyboard commands and,
3-15-3-16

Figure 17-13. Page from a sample index document

Heading Style

If the only instance of a particular main heading includes one subheading, the
software separates the text in Level 1 from the text in Level 2 by a comma and a
space but does not put the Level 2 subheading on a new line, as Figure 17-14
shows. The same rule applies to any two adjacent subheading levels. When a sec-
ond token has identical headings at all levels but has a different page reference,
only one set of headings appears in the index document for the two tokens and
their page references are separated by commas.
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Headings
Level 1 Components
Level 2 creating
Level 3

]
|
Level 4 1|
]

Component Bars, 1-14
Components, creating, 2-29—2-33
Copy Command, 2-18

Level 5
Level 6

If the property sheet shown here is the only one with a Level 1 head of “Compo-
nents,” its Level 1 and Level 2 heads are separated by commas.

Figure 17-14. Heading levels separated by commas

If a main heading is used more than once and has different subheadings (or a
subhead for one token and no subhead for another), the subheadings are indented
and placed in their own components (Figure 17-15).

Headings

Level 1 Components ] Component Bars, I-14

Level 2 creating ] Compopents

Level 3 7 creating, 2-29—2-33

Level 4 ] Global Apply and, 2-27

Level 5 ] Copy Command, 2-18

Level 6 ]

A™

Headings If two or more property sheets L

Level 1 Components ] have “Components” as their

t::::; Slobal Apply and 1] main heading and have differ-

Level 4 | ent subheadings, their entries

Level § i are formatted as shown above.

Level 6 ]

Figure 17-15. Heading levels on different lines

In a Master index, each heading that includes a page reference is followed by a
colon, two soft spaces, the icon name (in italics), a space, and then the page ref-
erences. If more than one icon is referenced for a single entry, a semicolon and
two soft spaces precede the second and any additional icon names.

Entry and Range Merging

If you have two or more tokens with identical headings, they become one entry in

the index document and their locators are combined. If their page ranges overlap

or one is entirely enclosed by the other, these ranges merge in the index docu-

ment. For example, if the range for one token extended from the middle of page

2 to the middle of page 3 and the range for another token with identical headings

extended from the beginning of page 3 to the end of page 3, the range would dis-

play as 2—3 in the index document. However, if the same two tokens had ranges
of This Page, the range for that entry would display as 2, 3. @
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Updating and Correcting Your Index

Once you have created an index, you can correct or update it easily. Although
you can edit the index document the same way you would any other document, it
is much more useful to update or correct the index using tokens and the Index
property sheets. After you have made modifications, execute an Index command
on the Icon Selected popup menu in the book again. Your changes are reflected
in a new index.

You may want to change the style of the index document once you are satisfied
with its content.

¢ To eliminate the initial capitals that begin each alphabetical
group, select and cut all of the components named /ndexLet.

* To change the standard punctuation, use the Find and Re-
place commands.

* To change overall document style, create an index template
document into which you can copy the automatically pro-
duced index. This template can combine changes in typeface,
number and width of columns, subheading indentation, and
header/footer content.

* Remove any extraneous entries. If you accidentally leave the
default heading on a property sheet or begin any other Level
1 heading with a symbol, those headings appears at the be-
ginning of the index document with a Symbols section heading
(Figure 17-16).

Symbols

% change, 2-26
**Empty**, 1-1

A

ASCII files, 14-6

Figure 17-16. Sample index with section heading for symbols

Sample Index

If you want to practice creating an index, copy the document IndexPractice, in the
Reference folder of the Documentation drawer in the System cabinet. Create a new
book, open the book, and paste the copy of IndexPractice there.

IndexPractice already contains index tokens, but in the steps below, you will add
tokens of your own before creating the index document. This document is a good
tool for practicing the variations on standard index document creation, such as
using alternate index document names, special sort strings, and different ranges.

Release 3.0 17-17



Indexes and Tables of Contents

To create a sample index:

[
[

X\

Open the copy of IndexPractice.
With the editing caret just after the end of the word Type-

On the first line of the Index property sheet that opens,
type and enter Samples.

Apply the properties and Close the property sheet.

Select the token that you inserted after Typefaces, Copy it
and Paste it before the first word in the first paragraph.
Your document contains two tokens as shown in Figure 17-17.

Index

Chapter 8

Typ Og'f'aphy and TypefaGeSg <— Index token

tOkﬂ—) $If you are a new user of the Interleaf publishing software, this may be your first
exposure 1o multiple typefaces and type sizes, proportionally spaced type, and
varied line and word spacing. These new capabilities open up a tremendous num-
ber of possibilities for producing more attractive, more readable documents. They
also require choices that ate not necessary when you are using a typewriter or a
daisywheel printer.

17-18

Figure 17-17. Index tokens in a sample document

With your second token still selected, execute the Props
command to open the new property sheet.

In the row labeled Level 2, type and enter the words of in-
dexing. Close the property sheet.

Copy the second token and Paste it on page 2 next to the
heading, Type Specification.

Execute the Props command on the Text Selected menu
again.

Type and enter of type specification on Level 2 of the
property sheet. Change the Range to Count and enter 15 in
the Count box.

Apply your changes.
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p~ Select the document icon in the book and execute the

}* Move the Index document to any location in the book and
then Open it. Note the entries under Samples.

Tables of Contents

The automatic table of contents generation function lets you assemble a TOC
document from designated components inside one or more documents. The key
elements of the table of contents feature are

e the Component Custom property sheet, where you can flag a
component for inclusion in a TOC document

e the book directory, where the command that creates the table
of contents document is available

¢ the TOC document

When you execute the Create TOC command, you produce one or more ASCII
documents containing tables of contents for the documents or books selected.

Designating the Contents of a TOC

Before creating a table of contents, you should consider which components will
be most useful to you. In general, titles, subheadings, and other short components
are easiest to use, since they are already in a form appropriate for a table of
contents. However, you can include any component or combination of compo-
nents in a table of contents.

You include a component in a table of contents by modifying its Component Cus-
tom property sheet. You actually determine two things by your entry in the TOC
Doc Name line: whether the component becomes part of any table of contents,
and if so, what TOC document it appears in.

Do not use the name of an existing document in the 70C
Doc Name box. If TOC document and source document
names coincide, you could lose your source document when
you execute the Create TOC command. See the section
Naming Index and TOC Documents for more information.
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To include a component in a TOC document:

»” Open the document.

3~ Open the Props sheet for one of the components you want
included in the table of contents and select the Custom
property sheet (Figure 17-18) if it is not already displayed.

Component Properties: [ Forma a age

Hyphenation | [off] [1] 2] 3] 4] (ZXZX] (6] 7] (8] (8] (Fut]

Autonumber
Name 1
Level ]

TOC

Doc Name | —————]

Figure 17-18. Custom sheet of Component property sheet

1 1In the TOC Doc Name field, type and enter the name of the
table of contents you want that component to appear in.

For example, if you want only one table of contents, you could use toc
as the name in this field.

y~ If you want all components of this name to appear in the
table of contents, execute the Global Apply command. If
you want only this occurrence of the component to become
part of the TOC, Apply the change.

»” Repeat this procedure for each component you want listed
in the table of contents.

= If you want your TOC document to include entries from
more than one document, repeat this procedure for each
document.

If you enter a name in the TOC Doc Name box for a component, the component
and the number of the page it is on become part of the named table of contents
document when you execute the Create TOC command. If you globally apply af-
ter entering this name, every component of that name in the document is picked
up in the table of contents.

Because the standard TOC document format uses a speci-
fied number of tabs, tabs in the components you include in
a TOC can disrupt the appearance of the TOC document.
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If you paste a component from one document to another,
make sure that the name in the TOC Doc Name field is ap-
propriate for the new document.

Components in Microdocuments

Any microdocument component with a name in the TOC Doc Name box of its
property sheet will become part of a TOC document when you execute Create
TOC. If you put a TOC Doc Name in the property sheet of a component in a
shared content frame, the only entry that will appear for that component is the
entry for the first instance of the frame.

For more information on microdocuments, see the chapter
Text in Frames.

Creating a Table of Contents

You can create as many different tables of contents as you like. For example, if
you want one table of contents for titles and subheadings and one for illustra-
tions, you can enter one name in the TOC Doc Name field on the Component
Custom property sheets for title and subheading and a different document name
on the illustration Custom sheet. The table of contents at the front of this manual
was made by combining three TOC documents: one for chapter titles and sub-
headings, one for illustration captions, and a one for procedures (or methods).

Existing TOC documents in the book where you execute the Create TOC com-
mand are overwritten by the new TOC documents of the same name. When you
do want to update your TOC documents you can select all of a book’s contents
without complication, since TOC documents do not have an entry in the TOC Doc
Name field in their Component Custom property sheets and therefor will not be
affected by the Create TOC command.

To create a TOC document:

y~ If the documents for which you want to create a table of
contents are not in a book, Cut and Paste them into one.

v Select the documents and execute Create TOC.

One document appears for each of the TOC Doc Names you have
used in your source documents. When first created, TOC documents
are in animation state.

¥ Move the TOC documents to the position you want them in
the book.

If you position TOC documents ahead of other documents, page num-
bering throughout the book could change.
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TOC Document Style

Figure 17-19 shows a page from a sample TOC document created from the first
three chapters of this manual. If you compare this to the same listings in the ta-
ble of contents at the front of this manual, you see the results of putting the

TOC document into a template.

|_Printer | Pagetof2 |
Classic 10_ Bold_ Italic No Attributes

chapname Fumdamentals .........covivuenieirnnsnronnnan <11
titleATOC The Deskiop ...ovvvvvinnns v eld-2
titleATOC Structured Document Editing el-3
titleBTOC Document Page Properties . «1-3
titleBTOC Components ...........e 1-3
titleBTOC Frames ........oovveinn 1-4
titleBTOC Templates ... 1-4
titleBTOC The Book ... 1-4
titleBTOC Tokens ...... 1-4
titleATOC The System Cabinet . 1-5
titleBTOC On-line Documentation and Training . 1-5
titleATOC Safety Measures ................. 1~
titleATOC Took . ......

titleBTOC The Mouse

titleBTOC Icons

titleBTOC Menus ...

titleBTOC Windows ...

titleBTOC Frames .....

titleBTOC Messages  ......
titleBTOC Propetty Sheess . .
chapname) Basic Procedutes .........co0nnvnsnnntinrnnanss 2-1
titleATOC How © Open and Close a Desktop .. 422
titleATOC How © Execuse Commands on Menus 23

titleBTOC SHCKUP MeNUS ..vvvvvevrnriraas .
titleATOC How 10 Select and Deselect ........... 26

titleBTOC Icon and Diagramming Object Selection . . <2-6
titleBTOC Component Selection ... .. 29
titleBTOC TextSelection . .......... «2-11

titleATOC Documents and Directories .

titleBTOC Opening 8 Document or Directory Ve e2-12
titleBTOC Saving and Closing a Document .. ... o 62712
titleBTOC Closing a Directory . . . +2-13
titleBTOC Windows ......... . ¢2-13

titleATOC Access 1 Frames
titleATOC The Clipboand ......

titleBTOC How 1 Cut and Copy.....
titleBTOC Pasting from the Clipboard .
titleBTOC Purging Objects ...
titleATOC How © Print Documents
titleATOC How © Change Properties .
titleBTOC Editing 8 Property Sheet........
titleBTOC Applying Property Changes ......
titleBTOC Error Handling in Property Sheess

titleATOC How 1 Crese New Objecs ..... «2-29
titleBTOC Creating Icons  ...ovvvvvvnons cie 6229
titleBTOC Creating COMPONENE ... .vvvvrvuiveineroinoneriis «2-29
utie10C Creating Frames ...........coivviniiiiininenans +2-30

Figure 17-19. Page from a TOC document

Component Order

Inside the TOC document, the components you designated appear in the same
order they appeared in the source document. If you created a TOC for more than
one document, the TOC entries are listed in the order the documents appeared in

the book.
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Component Properties and Content

Normally, the letters “TOC” are appended to component names when they are in
the TOC document. However, a component name (including ‘TOC’) can be no
more than nine characters long, and is shortened from the right when necessary.
For example, if you had a component called paragraph in your source document,
it still would be called paragraph (not paragraphTOC) in the TOC document.

With the exception of their names and the bold setting, all components in a TOC
document have the same properties. The font of components in the TOC docu-
ment is converted to 10-point Classic roman type. Headings are separated from
page numbers by two tabs, one of which is dotted. If there was a page prefix in
the original document, the TOC document picks it up in each of the entries.

If more than one component name appears in the TOC document, the first com-
ponent, and any other components with the same name as the first component,
are displayed in bold. If, for example, the first component in a TOC document
with different components in it is called titleTOC, that, and any other instance of
titleTOC in the document appear in bold.

Page Properties

The TOC document has blank headers and footers. It is 8.5 inches wide and 11
inches high, with the following margins: top — 1 inch; bottom — 1.1 inches;
left — 3 inches; and right — 1.5 inches.

The TOC document has no page numbers or other content in its header/footer
frames, but it does have a Lowercase Roman Page # Style and Inherit on.

Editing the TOC Document

After you create a TOC document, you may want to edit it. If the editing involves
addition or deletion of a component, you should also make these changes by add-
ing or deleting the TOC Doc Name for the components in question so that the
TOC document is correct the next time you execute Create TOC.

As with index documents, you may want to use a template document to alter
page and component properties to your specifications.

If you want to change the default punctuation, you can use the Find and Replace
commands to insert your changes throughout a TOC document.

As long as the Page # Style of the TOC document differs from that used in other
documents within the book, neither will inherit page numbers from the other. If
you make the styles the same, TOC documents may affect and be affected by the
page numbers of the documents on either side of it. To make sure that the TOC
document does not change the page numbering of other documents, move it to
the end of a book. Other aspects of page numbering in a book are discussed in
the chapter Large Documents in Books.
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Eliminating Extra Tabs

In some cases, you will want to make changes in the tabs produced by the soft-
ware. If you need only one tab in your TOC entries instead of the two inserted
by the software, you can either remove the extra tab in each line or create a tem-
plate that effectively eliminates one tab. By reducing the difference between tabs
to a very small amount — .01 inch, for example — you can save yourself the ef-
fort of removing the extra tab in each line. You may also want to change the
right tabs produced by the software to left tabs. This, too, can be made simple
through the use of left tabs in your TOC template.

See the chapter Document Templates for more information on
template design and use.

Sample TOC

If you want to practice creating a TOC document, copy the document IndexPrac-
tice, in the Reference folder of the Documentation drawer in the System cabinet.
Create a new book, open the book, and paste the copy of IndexPractice there. If
you already did this to create a sample index, you can use the same copy and
book.

IndexPractice already contains components marked for TOC creation. You can se-
lect it and execute the Create TOC command to see how the TOC document is
created, examine its Component Custom property sheets to see how they are
marked for TOC pickup, and change the TOC Doc Name on some of the property
sheets to create additional TOC documents.
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Managing Index and TOC Documents

Executing an Index or Create TOC command is similar to saving a document.
For example, when you execute the Index command, any existing index docu-
ment becomes a backup version and the new index document becomes the docu-
ment version. Therefore, if you discover that you really wanted the older version
of an index document, you can use the Revert to Backup command on the Docu-
ment Name pulldown menu.

Naming Index and TOC Documents

The default name for an index document is Index. There is no default name for
TOC documents. In creating TOC document names and special index names, you
should develop some unique naming convention that will only be used for these
documents. For example, you could begin or end all TOC documents names with
the letter TOC.

Protecting Existing Documents

You should never use the name of any existing source document as a TOC or index
document name. 1If you do, you could lose your source document. For example, if
we named this document Chapter!7 and also used Chapterl7 as the name of its
index document, when the document is selected and the Index command is exe-
cuted, the content of the chapter becomes the backup version of Chapterl7 and
the index information becomes the document version. The second time the Index
command is executed, the old index information becomes the backup version of
Chapter17 and the information in this chapter is permanently lost.

Although strictly speaking you need only worry about coinciding names in the
same book, you should avoid any coincidence between index or TOC names and
other document names. Otherwise, your documents could be in jeopardy when
you paste them from one place to another. Never use the name Index for a
source document.

Saving Documents

Since you can always make a new index or TOC document from your source
documents, you might not need to maintain copies of them on the desktop.
However, if you do not plan to modify the source documents, or to add or delete
documents from the book, you might want to open index or TOC documents after
you create them and execute the [Save 2k [Fast 1 command so that the docu-
ments open more quickly the next time. You could then change the name of the
index and TOC documents to prevent them from being overwritten.
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Using Revert to Update Documents

You may want to leave your TOC or index documents open while you are editing

the source documents they came from. This can be a very efficient way of locat-

ing and editing Index property sheets and the Component property sheets of TOC

entries.

Using the Revert command, you can update TOC or index documents without

closing them.

To update an open index or TOC document:
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Make any necessary changes in the source documents.

Select the icons for the source documents or books for
which you want new index or TOC document.

Execute the Index or Create TOC command.

If the window for the index or TOC document is not visible,
select its icon and execute the Open command to bring it to
the front of the other windows.

Executing Open for an already open icon has the same effect as exe-
cuting Front on that icon’s window.

Execute the Revert to Document command in the open in-
dex or TOC document. Your latest changes to the source
documents are reflected in the document version of the
TOC or index document when you revert.
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Chapter 18

New and Modified Features

This chapter summarizes the major changes in the Interleaf publishing software
between Release 2.5 and Release 3.0. Subjects presented here briefly are ex-
plained in greater detail in the appropriate chapters of the Reference Manual, Vol-
umes 1 and 2.

Opening Documents in 3.0

Any document created in Release 2.5 can be opened in Release 3.0. As with pre-
vious releases, compositional integrity from release to release is not guaranteed.
You may find that line and page breaks in a given document will differ when the
document is opened in Release 2.5 and 3.0.

Compatibility

Once a document is saved in Release 3.0, it can no longer be opened in Release
2.5. If you intend to keep 2.5 on your disk for a transition period, we suggest
that you maintain a distinct separation between documents you want opened in
Release 3.0 and those you do not.

Here is one way to separate your 2.5 documents.

»~ Using Release 2.5, create a drawer and label it 2.50nly.
Open the drawer.

y~ Select all of the desktop objects you want to be able to use
in 2.5. Copy them and then paste them into your 2.50nly
drawer.

» Do not use Release 3.0 software to edit or save the objects
contained inside the 2.50only drawer.

Because of the many additional features in Release 3.0, you are not likely to
maintain Release 2.5 long after installation of the new software.

Beta Release Customers Only

There is no guarantee that documents created in beta versions of the software
will open in the official 3.0 release. If you are able to open such documents, be
sure to save them in Release 3.0. Documents created with the Beta release which
are not saved in Release 3.0 may not open in future minor releases of software.

Release 3.0 18-1



New and Modified Features

New Desktop Features

Streamlined Desktop Access

With Release 3.0, you will see a new login stickup. You type your login name
(and your password if necessary). What happens next depends on how your sys-
tem administrator has configured your system.

The publishing software may load immediately and put you directly on your desk-
top. If so, when you close your desktop you will automatically be logged out from
your workstation.

You may see an operating system prompt. In that case, you still have to type ops
to access your desktop or logout to log out from your workstation.

If you enter and exit the publishing software without seeing the operating system
prompt, you will not be able to suspend the publishing software to use an operat-
ing system shell. You should instead access the operating system using terminal
windows.

Timeout Feature

After 30 minutes in which you do not do any work on your desktop — no key-
strokes or mouse movements — the publishing software will checkpoint any open
documents and an Interleaf screensaver will appear on your screen. To continue
your work, just move the mouse or strike a key and your desktop will reappear.

The Default Desktop

In this release of the publishing software, we supply two objects on a newly-
created desktop: the clipboard and a System cabinet. The System cabinet contains a
Documentation drawer with on-line documentation, a modified Graphics cabinet, a
modified Samples drawer, and a new cabinet named Create. The Templates cabinet
is now inside the Create cabinet.

The Create Cabinet

The Create cabinet allows you to control which commands appear on the Desktop
Create submenu. In the simplest case, if you have a document template that you
use often, you can just put it in your Create cabinet, and it will appear on the
Create menu.

A more significant use of the Create cabinet can occur if more than one person is
using the Interleaf publishing software. Your system administrator can set up
cabinets in a central location that contain departmental and company templates,
and all users can create links to them in their Create cabinets. Everyone then has
access to the most recent templates through his or her Desktop Create menu.
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Please refer to the chapter Document Templates for more information about the
Create cabinet.

Changing lcon Type

Object property sheets now show an additional line called Icon Type. The name of
the current icon type is in reverse video. When more than one box is shown, you
can change the type of the icon. For more information about changing icon types,
see the chapter Desktop Management.

Desktop Links

icon that is a link to another object on your desktop or any object inside any di-
rectory on your desktop. A link gives you an alternative access point for the ob-
ject to which it is linked. Links have an additional line on their Object property
sheet called Pathname. You can edit this pathname so that the link points to any
object accessible on your network. For more information on desktop links, see the
chapter Desktop Management.

Document Locking

Sometimes when you select and attempt to open a document, the Document
Locked stickup appears. This stickup indicates that a lock, which is a separate
file related to the document, is in place for that document. Locks warn you when
a document you attempt to open is already open, either through links or by a
user logged in under the same name at a different workstation. This warning
helps prevent loss of information. For more information about locks, see the
chapter Desktop Management.

The Virtual Terminal

The Paste command has been added to the Terminal Nothing Selected menu. It
enables you to paste text copied from the virtual terminal back into the terminal,
or from one terminal to another, or from an external document into a terminal.

The Flush Input command appears on the Terminal Nothing Selected menu if
you enter more than 256 characters (the UNIX command-line limit) or if you in-
advertently paste more than 256 characters of text at a system prompt. In either
case you would hear a beep and would not be able to continue without executing
the Flush Input command.

For more information on the virtual terminal, see Appendix B.
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New Text Processing Features

Component Master Definitions

With this release, the publishing software uses a new method for identifying and
storing the master definition of a component. In previous releases, component
master definitions were derived from the first occurrence of each component
name in the document. Now, for each uniquely named component the software
maintains a master definition that is independent of individual occurrences of the
component. Essentially, this allows you to maintain master definitions without
having instances in a given document.

e When documents created with a previous version of the soft-
ware are opened in Release 3.0, the software automatically
creates master definitions for each named component based
on the first instance of each component.

e The component names that appear on certain Component
submenus compose the list of component masters.

Since component master definitions are no longer linked to the first occurrence,
the Select 1st of Each command has been eliminated.

For more information on component master definitions, see the chapter Text Proc-
essing.

Component Popup Submenus

Once you create 26 component masters in a document, the Component submenus
that list the master names split into two submenus, each containing 13 names.
There is no limit to the number of masters; the menus will just keep subdividing.

Tab Settings

The Tab sheet of the Component property sheet has been expanded, enabling you
to set 30 tab stops per line.

Spell Correction and New Dictionaries

When you locate a misspelled word using the Spell command, you now have the
option of viewing a list of alternative spellings/words. From this list you can se-
lect a word to automatically replace the highlighted word.

The Add to Dictionary command now adds the selected word to a permanent,
user-specific desktop dictionary. The dictionary is represented by a dictionary icon.

In addition, your system administrator can create a system dictionary on his or her
desktop. This dictionary is designed to store in one place the proper names and
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site-specific terminology used frequently by many individuals on a network. Indi-
vidual users can create a link from their system cabinet to the system dictionary.

The three dictionaries, the master dictionary published by Houghton-Mifflin (avail-
able with Release 2.5), the desktop dictionary, and the system dictionary work in
conjunction to identify suspect words and to determine the hyphenation of words.

For more information, see the chapter Spell Checking and Hyphenation.

Microdocuments

Within frames you can now create a new type of text object called a microdocu-
ment. When a microdocument is open, you can perform all of the usual text
processing and editing operations on text within the microdocument. When a
microdocument is closed, it behaves like a diagramming object.

Like a document, a microdocument is composed of components and has its own
distinct set of page properties. You can create many microdocuments in a single
frame. Each microdocument can be a maximum of one page.

All of the tools for performing document-wide word searches, spell checking,
numbering, referencing and indexing extend into microdocuments, except those in
header and footer frames. Microdocuments currently cannot contain frames.

For more information on microdocuments, see the chapters Text in Frames and
Text as a Diagramming Object.

Autonumbering and Referencing

The autonumbering feature allows you to number anything in your document —
lists, footnotes, figures, headings, etc. — and to have the numbers automatically
updated when you add or subtract items, or when you rearrange them. You can
choose one of five different numbering schemes and have a prefix and/or a suffix
automatically inserted with the number.

By default, every document has two streams, List and Outline. You can have as
many other streams as you like. The streams can be intertwined. Streams can
also be restarted, which allows you to create two similar lists without having to
create a new stream.

The autoreferencing feature allows you to put references, like Figure 20 shows...
or On page 20 we discuss..., in your documents and to have the reference auto-
matically updated when you insert a new figure or another page of text.

Most autoreferences are linked to autonumber tokens. An autoreference token can
either display the current value of the autonumber token it refers to or the num-
ber of the page on which the autonumber appears.

For more information on autonumber streams and autoreferences, see the chapter
Autonumbering and Referencing.

Release 3.0 18-5



New and Modified Features

Search and Replace C

With Release 3.0, there are menu alternatives to the keyboard commands for
search and replace. You can use Find to locate strings of text, frame anchors,
index tokens, autonumber tokens, and autoreference tokens throughout a docu-
ment. All document searches extend into microdocuments as well.

With Replace you can replace one string of text with another string of text. You
can replace one instance at a time, globally, or from the current location to the
end of the document.

For more information, see the chapter Search and Replace.

Revision Tracking

With this release, there are now three text attributes for tracking revisions —
Strikethrough, Underline, and Revision Bars. Their status is displayed in a new
Document Header box called the Attributes box. You can use this box to turn
attributes on and off, or use the Attributes submenu on the Fonts submenu in
text. In addition, a new entry on the Component property sheet allows you to tog-
gle attributes for an entire component.

The new Custom sheet of the Page property sheet provides control over the place-
ment of revision bars in a document. On the new Printer property sheet, you can ™
control the printing of revision bars, underlines, and strikethroughs.

For more information on revision tracking, see the chapter Document Management.

New Page Makeup Features
Property Sheets

There is no longer any Document property sheet. You now make hyphenation
choices on the Page property sheet and choices about printing on the new Printer
property sheet.

There are now two Page property sheets: the Normal sheet and the Custom sheet.
On the Normal sheet, the meaning of the Right 1st Page and Left 1st Page
choices has been modified to guarantee that odd and even pages throughout a
book maintain correct header/footer layouts.

On the Custom sheet there are a number of variables related to vertical justifica-
tion that, in previous releases, were set by the software and could not be changed
by users. In this release, you can modify values for these variables, if you so
choose.

For more information, see the chapter Page Design or Header and Footer Frames. G
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Printing

There is now a Printer property sheet on which you determine, among other
things, whether or not you want text attributes (revision bars, underlining and
strikethroughs) to appear in your printed copy.

You can also indicate whether a given document will be printed double-sided or
manual feed. Please note that some output devices, for example, the Lasercomp
typesetter, do not support double-sided or manual feed jobs.

The command alpr is no longer used to print ASCII files from the operating sys-
tem. You must use the lpr command.

For more information on printing, see the chapter Printing.

Frames

Release 3.0 introduces the concept of named frames. The publishing software
now associates a master definition with all frames of the same name. Essentially,
this feature changes the way frames inherit their properties (definitions).

In previous releases, the master definitions of frames were associated with the
default text-anchored frame types.

Now you can change the properties of a frame, rename it (to create a new mas-
ter), and simply select it on the Create Frame submenu any time you want to du-
plicate the frame in your document.

The first time you open a document in Release 3.0 that contains frames created
in previous releases, the software will name the frames according to their place-
ment properties. Master definitions will be assigned based on Release 3.0 default
definitions. Existing instances that differ will not be modified to match the master
definitions. However, any new instances you create will reflect the master defini-
tions and, therefore, not necessarily match existing frames of the same name.

Another new feature of frames is Shared Contents. If you set this property to Yes
on the Frame property sheet, frames of the same name within a single document
can share their contents. This enables you to make a change to the contents of
one frame and have the change automatically occur in all other frames of the
same name.

For more information on master definitions and shared contents, see the chapter
Text-Anchored Frames.

New or Enhanced Keyboard Commands

Most of the commands that you have used in text will also work in the new
microdocuments available with this release. Several keyboard commands have been
added or changed.
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With this release, CTRL-l, CTRL-c, and CTRL-r control the alignment of both text
strings and variable-width microdocuments.

Function Keystroke Result

Text String CTRL-0 When this CTRL key sequence is
combined with one of the alignment
commands, a text string is created
within an open frame.

Underline F6 This toggle key turns underline on
and off at the caret. It underlines
selected text that is not underlined.
It removes underlining in selected
text that is underlined.

Strikethrough F7 This toggle key turns strikethrough
on and off at the caret. It strikes
through selected text that does not
have strikethrough on. It removes
strikethrough in selected text that
has strikethrough on.

Replace to End CTRL-X Replaces a string of text with

CTRL-q another string from the current
location to end of document.

British ESC Inserts a British Pound sign.
Pound Sign (%)

Section Mark (§) ESC D Inserts a section mark.

For more information on keyboard commands, see chapter The Keyboard.

New Diagramming Features

Arcs

Arcs have been added to the list of diagramming primitives available. In addition
to the modifications you can make to any primitive, you can also edit the shape
and extent of an arc. For more information see the chapter Creating and Modify-
ing Arcs.
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New Poly Definition and Polys with Holes

The definition of what in previous software releases was called either a poly or a
polygon has been broadened and brought under the umbrella term, poly. The re-
sults of the new definition are: polys can now consist of combinations of all of
the primitives instead of just lines; and you can now create polys with holes in
them. Each of the characters in the Serif, SanSerif, and Poly fonts, in the Fonts
folder of the Graphics cabinet, is an example of a single poly. For more informa-
tion see the chapter Objects in Diagramming.

Dashed and Dotted Widths

Objects with width — lines, boxes, arcs, ovals — can be given dashed and dotted
edges with the Dashes commands on the Object Selected Props submenu. You
can also specify a dashed or dotted pattern for new objects using the Create Misc
Defaults command. For more information, see the chapter Modifying Diagrams.

Isometric Grid and Isometric Projections

You can now use an isometric (tri-axial) grid to create and manipulate three di-
mensional looking diagrams. You can also project a selected object onto one of
three isometric planes. For more information see the chapter Advanced Diagram-
ming Concepts.

View Commands: Zoom, Center, and Shift

To make detailed diagramming work easier, you can use the Zoom commands to
enlarge the diagram up to 16 times original size, shrink it to 1/2 actual size, and
toggle between zoomed and actual size. The Center and Shift commands help
you quickly move parts of the diagram into a position where you can work on
them conveniently. For more information see the chapter Basic Diagramming Con-
cepts.

Gravity Radius

The Gravity Radius command lets you specify how close the active control point

on one object can come to a gravity point on another object before gravity forces
them together. This distance is called the gravity radius. The default gravity radius
is 4 pixels. You can set a new radius of between one and eight pixels. For more

information, see the chapter Basic Diagramming Concepts.
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Free-hand Drawings

The Create SubEdit Draw command allows you to create free-hand drawings,
using the mouse as a “pen.” You can edit and manipulate a drawing just as you
would any other poly. For more information see the chapter Advanced Diagram-
ming Concepts.

Wipe-Select

The Wipe command on the Select submenu lets you select objects by wiping over
them with a special cursor. This feature allows you to quickly select and cut the
many short lines which can make up the curved sections of free-hand drawings.
For more information, see the chapter Basic Diagramming Concepts.

Animation of Plotter Objects

When you execute an animation command, such as Move, on a plotter object,
the object is replaced by a box which outlines its perimeter. This greatly in-
creases the speed with which these complex objects can be moved. The object is
redisplayed in full when it is deselected.

The Serif and SansSerif fonts in the Fonts folder in the Graphics cabinet are ani-

Cle
mated in the same way. s/

New Document Management Features

The Book Directory

A book is a special directory that creates a relationship among the documents it
contains. It supports consecutive and interactive page, figure, and list numbering
from document to document. It also provides the ability to create indexes and ta-
bles of contents automatically. By dividing a document into smaller documents
within a book, you retain much of the unity of a single document while gaining
the ease of handling smaller units. For more information, see the chapter Large
Documents in Books.

Automatic Indexing

The automatic indexing feature is designed to let you index concepts, not just key

words and phrases. You insert tokens at the locations that you want to reference

in a document and then fill in a property sheet with the information you want

connected to that token. You can specify the range of pages you want the entry

to cover and make cross-references to other entries. 0
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When you execute the Index command in a book, an index for one or more
documents is assembled.

For more information, see the chapter Indexes and Tables of Contents.

Tables of Contents

This release of the publishing software includes an improved table of contents
generation feature. Instead of selecting all of the components you want in the ta-
ble of contents each time you create it, you enter the name of a table of contents
document on each component’s Custom property sheet. Once you make this en-
try, these components will automatically become part of an ASCII table of con-
tents document every time you execute the Create TOC command in a book.

As with indexing, you can create a single table of contents for as many docu-
ments as you want. The TOC document is formatted in 10-point Classic type no
matter what the original component settings are.

For more information, see the chapter Indexes and Tables of Contents.

Optional New Features

Equations

The new Equation editor allows you to create and lay out equations in frames. To
edit an equation, you open the Equation Edit sheet and enter commands that
specify what characters are in the equation and the function of each character.

You can create superscripts, subscripts, fractions, square roots, integrals, summa-
tions, and other expressions. For example, to create the expression,a®, you would
enter the text “a sup b”.

If you don’t like the character placement that the equation editor chooses, there is
another set of commands that allows you to adjust it. The Greek alphabet and
many special mathematical symbols are available.

For more information on equations, see the chapter Equations.

Typefaces

If you have purchased certain optional fonts, you can create the bold-italic
typeface. Optional fonts also provide a greater choice of point sizes. For details
on optional fonts, see the Interleaf Typeface Catalog.
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The Image Editor

The Picture Editor has been modified extensively to make it possible to edit con-
tinuous tone images. The enhancements also increase the possibilities for editing
line art images. New features include:

* Zoom magnifies the image so that you can see the effects of
your changes.

e The crosshair brush makes it easier to identify pixel bounda-
ries in a magnified image.

* Clone allows you to copy one part of an image onto another.

¢ Pickup allows you to choose any shade of gray in the image
by pointing at it.

¢ Color Numeric lets you choose by number any of the 256
shades of gray available.

* Erase replaces the Brush —-> Color —> None command in Re-
lease 2.5 and provides additional power to undo previous
changes.

* The status line now reports the color, shape, and size of the
brush and the degree of magnification for the image.

The Contrast Editor has been enhanced so that you can map the two colors of
line art images — black and white — to any two shades of gray. A

The new Update Picture command in the Frame Editor allows you to perma-
nently alter the boundaries of an image. Normally, the original image is pre-
served even if you have edited it so that only a small portion is visible.

Tracing

The optional tracing tablet feature lets you use the diagramming system to create
accurate copies of line art. The tracings you create, which consist of standard dia-
gramming objects, can be edited like any other diagram. For instance, you might
trace a street map using lines, polys, free-hand drawings, and arcs. The Tracing
Tablet package includes:

* a magnetic tracing tablet

* a magnetic tracing puck

* a magnetic tracing stylus
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Italicized numbers refer to pages on which figures appear.
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Abbreviations in Equations, 27-15—27-17
error messages and, 27-15

Active Control Point
definition of, 19-12, 20-19
gravity and gridalign and, 20-22
Size command and, 21-8

Active Window, 1-13

Adjusting Spacing, in equations, 27-5,
27-15-27-16
Algorithms, for frequency of hyphenation,
5-21-5-22
Alignment
axes of alignment, 27-18
commands in diagramming, 21-18—21-22
component margins and, 9-14
of components, 4-24
of frames, 10-22
of groups in diagramming, 21-21,
21-21-21-22
keyboard commands and, 3-11
vertical justification and, 9-20

Allow Break After, 9-13—9-16
Allow Break Within, 9-13

Anchor Points, 19-12
locations on diagramming objects, 20-3,
20-19—-20-23
rotation of diagramming objects and,
21-10—-21-11, 21-12—21-14
on very small objects, 20-22

Anchors, showing, 6-3

Animation Commands, in diagramming,
19-10—19-11
control and anchor points and, 19-12
definition of, 21-1

Animation State, definition of, 19-11

Arcs
bounding box on, 22-2—22-3
clockwise and counterclockwise, 22-3
conic center of, 22-2
control and anchor points on, 22-4—22-8
creating, 22-3
default of, 22-3
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definition of, 22-1

editing, 22-6—22-8

endpoints of, 22-1, 22-1

midpoint of, 22-1, 22-1

modifying, 22-4—22-8
with Props Edit command, 22-6—22-8
with standard commands, 22-4—22-6

moving, 22-4

rotating, 22-5—22-7

sizing, 22-5

tangents to, 22-2

weighted center of, 22-2

Arrowheads, 25-4

Arrows
graphic, 25-6—25-9
circle arrow, 25-6
three-part, 25-7—25-9
two-part, 25-7, 25-8—25-9
linear, 25-3—25-5

Arrows Folder, Graphics cabinet, 25-3—25-9
arrows in. See Arrows

ASCII (Save) Command, 14-2—14-3

ASCII Files, 30-15
printing, 30-15

At Anchor Frames, 10-1, 10-15—10-16, 10-16

Attributes
access to, 14-10
component, 4-25—4-26
printing and, 14-14, 30-5
revision bars, 14-12—14-14
for revision tracking, 14-10—14-14
strikethrough, 14-12
underline, 14-12

Attributes Pulldown Menu, 14-11

Autonumber Stream Property Sheet, 7-2

List, 7-3

for NEW stream, 7-4

Outline, 7-3

opening, 7-3
Autonumber Token Property Sheet, 7-9—7-11
Autonumbers

in books, 16-11

and Component Custom sheet, 7-7—7-9
last only, 7-6, 7-6
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Autonumbers (cont.)
in microdocuments, 7-12
ordering of, 7-12—7-15
prefix and suffix, 7-5
spaces in, 7-5
purging, 7-11
show, 7-6—7-9
starting value, 7-5—7-6
streams
See also Streams
definition of, 7-1
symbol type, 7-5
tokens
creating, 7-2
definition of, 7-1
invisible
creating, 7-6
using, 7-15
properties of, 7-9—7-11

Autoreference Property Sheet, 7-13, 7-14

Autoreferences, 7-13—7-16
Copy Ref. command, 7-13
Create Ref. command, 7-14
creating
to a page number, 7-15—7-16
to an autonumber token, 7-13, 7-14—7-15
definition of, 7-13
property sheet, 7-14
tags
system assigned, 7-14
user generated, 7-14—7-15

B

BACK SPACE Key
CTRL key alternative, 3-4
function keys and, 3-2

Back Command, 2-14—2-15
Backup Files, 14-5

Bar Chart
border settings, 28-32, 28-33
Data sheet, 28-10
fix option, 28-34, 29-16
options, 28-31—28-34, 29-12—29-18
placement of bars, 28-31, 29-17, 29-18, 29-16
Style sheet, 28-11
types of, 28-2, 28-3

Basic Document, Shapes folder, 25-22—25-23
Begin New Page, 9-10, 9-12, 9-20
Bold Command, text and, 4-31—4-33

Bold-Italic Typeface, 4-32

Books
autonumbering in, 16-11—16-14
purging streams, 16-12—16-13

autoreferences in, 16-13

changing to another directory, 16-2

creating, 16-2—16-5

definition of, 16-1

dividing documents in, 16-7—16-10

effects of document order on printing and
page numbering in, 16-3

effects of hidden icons in, 16-5

features available in, 16-1

headers and footers in, 16-8—16-10

links in, 16-18—16-19, 16-19

page layout of documents in, 16-9—16-10,
16-10

page numbering issues in, 16-5—16-7

pasting documents into, 16-14—16-15

printing documents from, 16-15—16-16

scrolling between documents in, 16-17—16-18

shared information among contents of,
16-2—16-3

spell checking, search, and replace in, 16-18

sub-books in, 16-3—16-4

using Lineup command in, 16-4

Borders Document, Borders folder, 25-9—25-12
Borders Folder, Graphics cabinet, 25-9—25-14
Bounding Box, 11-7

Bulletin Board, sharing objects through, 15-17
Bullets, keystroke for obtaining, 3-12

C

CAD drawings, 24-30—24-31
Calendar Template, 13-3, 13-3—13-4

Cancel Command, Component property sheet
popup, 4-20

Capitals Command, text and, 4-33—4-34
Capture Command, 26-4—26-5
Carets, 1-8

Center Command
in diagramming, /9-23
Text Location popup menu, 4-28

Change Command, components and, 4-18

Changing Fonts, in equations, 27-8—27-9
point size, 27-9
quotation marks and, 27-9
weight and slant, 27-9, 27-9
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Changing Objects in Diagrams. See Drawings,
modifying; Duplicate Command, in diagram-
ming; Move Commands, in diagramming;
Objects in Diagramming; Rotate Commands,
in diagramming; Size Commands, in dia-
gramming

Character String, 27-4, 27-4—27-5

Charts
background settings
bar and line charts, 28-30
Chart Customize sheet, 29-12, 29-13
bar/gap size settings
bar chart, 28-33
Chart Customize sheet, 29-15
Copy Data command, 28-20
combining with other diagramming elements,
29-20—29-23
creating, 28-6—28-8
default size, 28-6
labeling, 28-29
making data changes, 28-12—28-23
See also Edit Chart Sheets
margins, data and label, 28-26, 28-29, 29-14
Paste Data command, 28-17—28-20, 28-18
Property sheets. See Edit Chart Sheets
pasting and copying data, 28-16—28-20
properties
all charts, 28-28—28-29
bar and line charts, 28-30—28-31
customized charts, 29-5—29-19
different among chart styles, 28-31—28-41
sizing, 28-1
spreadsheet data, incorporating into,
28-21—-28-23
types of, 28-2, 28-3—28-5
See also specific chart types

Charts Folder, Graphics cabinet, 25-14, 28-6
Checkpoint Files, 14-5—14-6
Circumflex, in equations, 27-5, 27-5

Clipboard, 2-18—2-22
‘from’ icons on, 2-19—-2-20
in diagramming, 21-15—21-16
overwriting on, 2-20
purging objects from, 2-21-2-22

Closing
Desktop, 2-2
directories, 2-13
with open contents, 15-5
documents, 2-12
and saving, 2-13

Column Balancing, 9-8
vertical justification and, 9-5
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Commands
See also Specific commands
automatic repetition of, 3-4
default, on menus, 1-12—1-13
executing on menus, 2-3—2-5
how limited by windows, 15-4
keyboard, 3-5—3-16

Component Bars, I-14
in multicolumn documents, 9-16, 9-17

Component Caret, 4-2
location, 4-9—4-10
paging and scrolling and, 4-40

Component Location Popup Menu, 4-3
Create command, 4-11—4-12
Find commands, 4-16—4-18
Join command, 4-16
Paste command, 4-36—4-38
Select commands, 4-13—4-14

Component Property Sheets
Custom sheet, 4-19, 4-26
and autonumbering, 7-7—7-9
designating contents of tables of contents
with, 17-19, 17-20
Format sheet, 4-19, 4-21—4-27
Attributes line on, 14-11
Page sheet, 9-12, 9-12—9-16
Tab sheet, 4-42—4-44, 4-43

Ccmponent Selected Popup Menu, 4-3
Change command, 4-18
Cut and Copy commands, 4-34
Deselect command, 4-16
Props command, 4-19
Select commands, 4-14—4-19

Components
alignment of, 4-24
attributes, 4-25—4-26
changing, 4-18
combining, 4-16
creating, 2-29—2-32, 4-10—4-12
definition of, 4-1
deselecting, 4-15—4-16
finding, 4-16—4-18
fonts, 4-24—4-25
Global Apply and, 2-27—2-28
in milticolumn documents, 9-14—9-16
LINE FEED and, 4-12
margins between
soft, 9-14
stretch and shrink, 9-9
master definitions of, 4-5
creating, 4-5—4-6
deleting, 4-7—4-9
naming, 4-21—4-22
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Components (cont.)
negative indentation and, 4-23
property sheets. See Component Property
Sheets
Show command and, 4-45—4-46
selecting, 4-13—4-15
splitting, 4-16
straddling, 9-14—9-15

Conic Section, definition of, 22-1

Control Points, 19-12

Draw command and, 24-8

in equations, setting, 27-16, 27-16

on fixed-width microdocuments, 23-5

on graphic text, 25-18

gravity and, 19-17

on images, 26-2

locations on arcs, 22-4

locations on diagramming objects, 20-3—20-4,
20-19—-20-23

Size command and, 21-8

on text strings, 23-15

on very small objects, 20-22

Copy Command
basic procedure, 2-18
in diagramming, 21-16
inside documents, 2-19—2-20
Link to option, 15-12—15-14
and permissions, 15-10
text and, 4-34

Copying Documents, Rename command and,
14-3—14-4

Crash Files, 14-6, 14-7
Crash Recovery, 2-5

Create Cabinet, 13-9—13-13
and Create submenu, /3-9
changing command order, 13-13
customized, 13-10—13-13
adding your own templates to, 13-10
links to documents, 13-12
links to other cabinets, 13-11—13-12
sample, 13-12—13-13
sharing with other users, 13-10—13-11
on the desktop, 13-10
master, 13-9
system supplied templates, 13-9

Create Command ‘
components and, 4-11—4-12
and permissions, 15-10

Create Misc Equation Command, 27-2

Create SubEdit Commands, in diagramming,
24-4—24-9
See also SubEdit Commands
Create Submenu, for icons, 15-3
Create TOC Command, 17-1
Creating, basic procedures, 2-29—2-31

Cross References, 7-13—7-16
See also Autoreferences
in an index document, 17-2

CTRL Key Sequences, 3-4—3-5

Curly Braces in Equations, 27-7, 27-7—27-8
Current Command, Fonts submenu, 4-29
Cursor Shapes, 1-8

Cursors
in diagramming, 19-1—19-2
drawing, 24-8
in document window, 4-2

Custom Sheet, of Index property sheets, uses
of, 17-13—17-14

Customize Sheet, Charts, 29-1—29-19, 29-2
entering data on, 29-3—29-5
opening, 29-1
properties for fine tuning, 29-5—29-19
rsu’s and, 29-3—29-4

Cut Command
basic procedure, 2-19
in diagramming, 21-16
inside documents, 2-19—2-20
and links, 15-14
and permissions, 15-10
text and, 4-34

D

Dashed and Dotted Lines, for diagramming ob-
jects, 20-8—20-9
Data Border Settings
Chart Customize sheet, 29-12
for all chart types, 28-28
Data Margins, 28-26
for all chart types, 28-28
Data Sheet, Charts, 28-9, 28-10, 28-12—28-23
copy and paste data into, 28-16—28-20
entering data on, 28-12—28-13
keyboard commands for making changes,
28-15
Default Commands
fundamentals of, 1-12—1-13
in diagramming, 24-24—24-29
environment, 24-24, 24-28

Release 3.0

-



object, 24-25—24-26
popup, 24-26—24-28
dynamic defaults, 24-26

Define Keyword in Equations, 27-15
Deselect Command, components and, 4-16

Deselection Commands, in diagramming,
19-10—19-24
definition of, 21-1

Desktop
links to, 15-17—15-18
opening and closing, 2-2
organization of, /-2, 15-2—15-5

Desktop Cabinet, sharing objects through,
15-17—15-18

Desktop Create Menu
changing command order, 13-13
changing commands on, 13-10—13-13

Desktop Dictionary, 5-7—5-11
adding words to, 5-9
editing, 5-10—5-11

Desktop Nothing Selected Popup Menu, 15-3
Detents, 21-9—21-10

Devices, icons for, 1-9

Diacritical Marks, in equations, 27-14, 27-16
Diagram Icons, 21-15

Diagramming Objects. See Objects in Diagram-
ming

Diagramming Order, Front and Back commands
in, 19-2—19-4

Diagramming System
access to, 19-1
Clipboard in, 21-15—-21-16
commands in. See specific diagramming com-
mands
creating symbols for use in, 25-25
cursors in, 19-1—19-2
defaults in, 24-24—24-29
gravity, 19-17
grid and gridalign, 19-13—19-16
header/footer frames and, 12-2—12-3
images and, 26-2
kinds of text in, 23-1
locks in, 24-10—24-17
objects in. See Objects in Diagramming
opening and closing frames, 19-1
rulers for use in, 25-21
screen images and, 26-5—26-7
selecting objects, 19-2—19-9
See also Selection and Deselection, in dia-
grams
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text in, 25-17—25-20
See also microdocuments; text strings
graphic
control points on, 25-18
italicizing, 25-19
samples of, 25-20

Diagramming Techniques, C-1—C-32

Diagrams
See also Diagramming System; Objects in Dia-
gramming
adding CAD drawings to, 24-30—24-31
aligning objects in, 21-18—21-22
borders for, 25-9—25-12
creating symbols for use in, 25-25
cutting, copying, and pasting objects in,
21-15-21-17
kinds of text in, 23-1
moving objects in, 21-1—21-4
undoing changes in, 21-23—21-24
Dictionary, 5-1
desktop, 5-7—5-9
master, 5-7
system, 5-7, 5-11—5-12
Dictionary Object Property Sheet, 5-8
Directories
closing, 2-13
creating, 2-29—2-32
icons for, 1-9
linked copies of, 15-12—15-14
opening, 2-12

Dividers Document, Borders folder, 25-12
Document Format, Fast and ASCII, 14-2—14-3
Document Locked Stickup Menu, 15-15

Document Name Pulldown Menu, 14-2
Save commands on, 14-2

Document Name Token, 3-13

Document Page Property Sheets, 9-1—9-4
Custom sheet, 9-6—9-11, 9-7
implications for books on, 16-5—16-7,

16-8—16-10
Normal sheet, 9-2—9-4, 9-3
opening, 9-2

page references in indexes and, 17-8, 17-9

Document Windows, I-14—1-15
active documents in, 11-2
cursors and carets in, 4-2
effects of commands in, 11-4—11-6

Documentation, on-line, 1-5

Documentation Drawer, Reference folder, 27-8
Math Notes, 27-12, 27-14
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Documents

cancel opening, 2-12—2-13

closing, 2-12

creating, 2-29—2-32

icons for, 1-9

linked copies of, 15-12—15-14

locks for, 15-15—15-16

opening, 2-12

property sheets for. See Document Page Prop-
erty Sheets

renaming, 14-3—14-4

saving, 2-12

saving and closing, 2-13

structured, 1-3

Double-Sided Pages, 12-12—12-13

Dow Jones Chart, creating and sizing,
29-7-29-11

Draw Command, in diagramming, 24-7—24-11
creating drawings with, 24-8

Drawing Cursor, 24-8

Drawing to Scale in Diagrams, using GridAlign,
19-14

Drawings
CAD, 24-30—24-31
modifying, 24-9

Duplicate Command, in diagramming,
21-14-21-15

E

Edit Chart Sheets, 28-9—28-11
Customize sheet, 28-9, 29-1—29-19, 29-2
Data sheet, 28-9, 28-10, 28-12—28-23
opening, 28-9
Style sheet, 28-9, 28-11, 28-24—28-41

Edit Commands, in diagramming, 24-1—24-9
and the Undo command, 24-3—24-4

Editing Drawings, 24-9
See also Wipe-Select Mode

Ellipses Document, Shapes folder, 25-22
Entries, in an index document, 17-2
Envelope Template, 13-6

Eqn, 27-1, 27-9, 27-16, 27-17

Equation Edit Sheet, 27-2—27-3
scrolling fields in, 27-3

Equations
baselines of, 27-16, 27-17

brackets, 27-10

changing fonts, 27-8—27-9

control points of, 27-16

creating, 27-2

and diagramming, 27-2, 27-16, 27-17

editor, 27-1, 27-4

grouping parts of, 27-7—27-8

in-line, 27-1, 27-16

separators in. See Keywords in Equations

spacing, 27-5, 27-16

special characters in, 27-11—27-12
interpretation of, preventing, 27-8
table of codes, 27-12

superscripts and subscripts in, 27-6

Error Handling, in property sheets, 2-28

Error Messages
in equations
abbreviations, 27-15
curly braces, 27-8
quoting characters, 27-8
in status line, 1-16

ESC Key, function keys and, 3-2

F

Family Command, Fonts submenu, 4-30—4-31
Fast (Save) Command, 14-2—14-3
Feathering, 8-6

Files
backup, 14-5
checkpoint, 14-5—14-6
crash, 14-6, 14-7
damaged, 14-6—14-7
document, 14-5

Fill Property
diagramming vs. images, 26-7
for objects in diagramming, 20-4—20-7
paths and polys, 20-14—20-16

Find Commands
components and, 4-16—4-18
searching for objects with, 6-1

Fixed-Width Microdocuments, 23-4—23-9
control and anchor points on, 23-5
creating, 11-13—11-14, 23-5
moving, 23-7
sizing, 23-6—23-7

FlowCharts Folder, Graphics cabinet,
25-14—-25-16
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Flowcharts
adding text to, 25-15—25-16
creating, 25-15

Flush Input Command, operating system and,
B-5

Following Anchor Frames, 10-2, 10-17—10-18,
10-18

Following Text Frames, 10-2, 10-18—10-19,
10-19

Fonts

See also Typefaces
changing, in equations, 27-8—27-9
of components, 4-24—4-25
decimal character values and, 3-12
definition of, 8-3
graphic, 25-17—25-20

control points on, 25-18

samples of, 25-17, 25-20
keyboard commands and, 3-9—3-10
text caret and, 1-8
of text, 4-29—4-33
for text strings, 23-12—23-13

Fonts Commands, text and, 4-29—4-33
Fonts Folder, Graphics cabinet, 25-17—25-20

Fractions, 27-6—27-7
keyboard commands and, 3-14—3-15

Frame Anchors
definition of, 10-1
Show command and, 4-45—4-46
visibility of, 10-26

Frame Masters, major aspects of, 10-5

Frame Property Sheet, 10-10, 10-10—10-25
frame alignment, 10-22—10-26
frame placement, 10-15—10-22
frame size, 10-10—10-11
Same Column as Anchor setting, 10-25
Shared Contents setting, 10-11—10-15
cautions in using, 10-15

updating master definitions with,
10-12—10-13

Frames

See also Header/Footer Frames; Text-An-
chored Frames

alignment of, 10-22—10-25, 10-23, 10-24

creating, 2-30

definition of, 1-4

Global Apply and, 2-27—2-28

in multicolumn documents, 10-26—10-28,
10-28

in-line, creating, 13-4—13-5

kinds of text in, 11-1

Release 3.0

Index

margins between, 9-9—9-10
master definitions of, 10-5—10-9
changing, 10-6—10-7
changing properties of. See Frame Property
Sheet, Shared Contents setting
creating new, 10-5—10-6
from pasted master, 10-9
deleting individual, 10-8
pre-release 3.0, 10-9
purging, 10-7—10-8
opening and closing, 2-17, 19-1
placement of, 10-15—10-22
at anchor frames, 10-15—10-16, 10-16
bottom, 10-20—10-21, 10-21
following anchor, 10-17—10-18, 10-18
following text, 10-18—10-19, 10-19
top, 10-19—10-20, 10-20
properties of. See Frame Property Sheet
selecting and deselecting, 2-17
selection state of, 2-17
shared content, 10-11—10-15

Front and Back Commands
in diagrams, 19-2—19-4
in microdocuments, 6-4

Front Command, 2-14—2-15
Function keys, keyboard, 3-2, 3-3
Functions, 27-11

‘from’ Icons, overwriting of, 2-20

G

Global Apply Command, 2-27
Component property sheet popup, 4-20
on Index property sheets, 17-11—17-12,

17-12
and microdocuments, 11-4—11-6

Global Replacement, 6-11—6-12

Graphic Document, Arrows folder, 25-6—25-9
Graphic Fonts, 25-17—25-20

Graphic Objects, icons for, I-9

Graphics Cabinet

diagramming objects in, 25-1

documents in
Arrows folder, 25-3—25-9
Borders folder, 25-9—25-14
Charts folder, 25-14
FlowCharts folder, 25-14—25-16
Fonts folder, 25-17—25-20
Maps folder, 25-21
Measure folder, 25-21
Notes document, 25-2
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Graphics Cabinet
documents in (cont.)
Sampler document, 25-2
ScratchPad document, 25-2—25-3
Shapes folder, 25-21—-25-24
notation in, 25-2
System drawer, 25-1

Graphics Templates

types of
11x17land, 13-3
11x17port, 13-3
3pitchGrid, 13-2—13-3
4pitchGrid, 13-2—13-3
6pitchGrid, 13-2—13-3
8.5x11land, 13-3
8.5x11port, 13-3
Calendar, 13-3—13-4
PointSizeFrames, 13-4—13-5

uses of, 13-2

Gravity, 19-17

effects of, example, 19-18
Gravity Radius command, 19-17
gravity points, 19-17—19-19
gravity radius, 19-17

adjusting, 19-17
and images, 26-2
main uses of, 19-17

Greek Letters in Equations, 27-13—27-14

Grid, 19-13—19-14
creating, 24-18—24-21
Front/Back command, 19-15—19-16, 19-16
isometric, 24-19—24-24
modifying, 24-18—24-21
On/Off command, 19-15
screen display of, 24-19
Type command, 19-13, 24-20

Grid and GridAlign, 19-13—19-16
Grid Spacing Command, creating grids with,
24-18—24-19
GridAlign, 19-14—19-15
Group Command, in diagramming, 20-12
creating a group with, 24-4—24-5
Groupers Document, Borders folder,
25-12—-25-13
Grouping, parts of equations, 27-7—27-8
Groups, 20-10—20-13
control and anchor points on, 20-20, 20-21

creating with Group command, 24-4—24-5

creating with Object Selected popup menu,
20-12—20-13
definition of, 20-1

editing, 24-1—24-3
modifying, 20-13
moving objects between, 24-9—24-10

Gutter Width, 9-5, 9-7

H

Hard Spaces, keyboard commands for, 3-14

Hash Marks
bar and line charts, 28-30
Chart Customize sheet, 29-13, 29-14

Header Boxes, features of, 1-14—1-15
Header Page, 30-2

Header/Footer Frames
See also Frames
adjusting size of, 12-14—12-16
with frame width bleed, 12-15,
12-15—12-16
closing, 12-8
definition of, 12-1
deleting text from, 12-4—12-5
diagramming objects in, 12-2—12-3
document names inside of, 12-8
and double-sided page layout, 12-12—12-13,
12-14
editing, 12-5
microdocuments in, 12-7
entering text in, 12-3—12-5
using Control Key sequences, 12-4
using text anchors, 12-3—12-4
major features of, 12-2
paginating documents in, 12-8—12-11
possible uses of, 12-1—12-2

reflecting contents of, 12-7, 12-7—12-8, 12-14

and single-sided page layout, 12-11—12-12

Headings
in an index document, 17-2
on the Index property sheets, inserting and
deleting, 17-5—17-6

Highlighters Document, Borders folder, 25-13
Holes in Diagramming Objects, 20-15—20-16

Hyphenation, 5-12—5-23
and Component Custom property sheet, 5-13
limiting consecutive hyphens, 5-20—5-21
and Page Custom property sheet, 5-13
and various text alignments, 5-12
justified text, 5-20—5-21
ragged text, 5-19—5-20

Hyphenation Points, 5-13
changing in desktop dictionary, 5-17—5-19
definition of, 5-1
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( 7 guidlines for setting and clearing, 5-14—5-19

preserving manually-set, 5-16—5-17
seeing location of, 5-16

Icon Selected Popup Menu, 15-2

Icons
changing type of, 15-8
on the clipboard, 2-19—2-20
creating, 2-29—2-32
image, 26-1—26-2

See also Graphic Objects

and the Object property sheet, 15-5
read permission and, 15-9—15-11
states and appearances of, 15-1—15-2
types of, 1-9—1-13
write permission and, 15-9—15-11

Images

capturing, 26-3

diagram icon, 26-2

diagramming and, 26-2

graphic icon, 26-1

image icon, 26-1—26-2
( ‘ moving, 26-2

pasting into documents, 26-1—26-2

selecting, 26-2

sources of, 26-1

storing, 26-2

In-line Equations, 27-1, 27-16
In-line Frames, creating, 13-4—13-5
Indentation, component, 4-23
Index Command, 17-1

Index Document, 17-2
creating, 17-6

creating a sample for practice, 17-17—17-19
creating specialized indexes. See Custom

Sheet, of Index property sheets
default style of, 17-14—17-17, 17-15
changing, 17-17

editing, using Revert command to update,

17-26
elements of, 17-2
Master index, 17-7
Normal index, 17-6—17-7, 17-7
naming, 17-13
precautions in, 17-13, 17-25
updating and correcting, 17-17

( Index Property Sheets, 17-4—17-5
Custom sheet, uses of, 17-13—17-14
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Format sheet, 17-5
range of page reference, 17-9—17-11
typeface of page reference, 17-8
Global Apply and, 17-11—17-12, 17-12

Index Tokens, 17-3—17-4
creating, 17-3
in microdocuments, 17-4
Show command and, 4-45—4-46

Indexing, elements of, 17-2

Inherit, on Document Page property sheet, ef-
fect on documents in books, 16-5, 16-6

Integrals, 27-13, 27-13

Interrupt Stickup
commands on, 2-5
crash recovery and, 2-5
how to call up, 2-4
uses of, 1-17

Invisible Lines, for diagramming objects, 20-8

Isometric Grids, 24-19—24-24
definition of, 24-19
Move command and, 24-21
spacing for, 24-21

Isometric Planes, 24-22—24-23
Italic Command, text and, 4-31—4-33

J

Join Command, components and, 4-16
Justified Text, 4-24

K

Keyboard
function keys on, 3-2, 3-3
layout of
Greek, 3-17
Math A, 3-17
Math B, 3-17
Math Extension, 3-17
Standard, 3-17
Sun 3 keyboard, 3-3
Symbols, 3-17

Keyboard Commands
canceling with, 3-15—3-16
cutting, copying, and pasting with, 3-8
deleting text with, 3-7
fonts and, 3-9—3-10
fractions and, 3-14—3-15
Interrupt stickup and, 3-15—3-16
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Keyboard Commands (cont.)
LINE FEED, 4-12
moving text caret and, 3-5—3-7
searching and replacing with, 3-9
spaces and, 3-13—3-14
special characters and, 3-12
spell checking and, 3-10
text attributes and, 3-10
text string alignment and, 3-11
tokens and, 3-13

Keys
arrow, 3-5
BACK SPACE, 3-2
CTRL, 3-4—3-5
ESC, 3-2
function, 3-2—3-3
LINE FEED, 3-11

Keywords in Equations, 27-6
interpretation of, preventing, 27-8
list of
above, 27-11
back, 27-15—27-16
bold, 27-9—-27-15
cpile, 27-10
define, 27-15—27-17
down, 27-15—-27-16
fat, 27-9
from, 27-12—27-13
fwd, 27-15—-27-16
italic, 27-9—27-15
left, 27-10
lineup, 27-16
Ipile, 27-10
mark, 27-16
over, 27-6—27-7
pile, 27-11
right, 27-10
roman, 27-9—27-15
rpile, 27-10, 27-15
size, 27-9
sqrt, 27-7—27-8
sub, 27-6
sup, 27-6
to, 27-12—27-13
up, 27-16

summary of, 27-17

undefined, 27-17

L

Label Margins, for all chart styles, 28-29

Last Command, Fonts submenu, 4-29

1-10

Leading. See Typography, line spacing
Letter Template, 13-6

LINE FEED Key, creating components with,
2-30, 3-11, 4-12

Limits, in equations, 27-13

Line Chart, 28-10—28-11
Data sheet, 28-10
options, 28-35—28-39
Style sheet, 28-11
types of, 28-4, 28-35

Line Point, definition of, 25-5

Line Spacing, 4-23
feathering and, 8-6, 9-10
vertical justification and, 8-6

Linear Document, Arrows folder, 25-3—25-5
Linear On/Off Command, in diagramming, 24-8
Lines Document, Borders folder, 25-13—25-14

Links, 15-12—15-14
advantages of, 15-12
in books, 16-18—16-19, 16-19
editing linked objects, 15-14
to other desktops, 15-17—15-18
ownership of linked objects, 15-13—15-14
permissions for linked objects, 15-13—15-14
properties of linked objects, 15-12—15-13
and the Rename command, 15-14

Locators, in an index document, 17-2
style of, 17-8

Locks

in diagramming, 24-10—24-17
angle, 24-13
aspect, 24-11—24-12
control, 24-14—24-15
cutting, 24-17
fill, 24-16
font, 24-16—24-17
functions of, 24-10
gravity, 24-17
grouping, 24-16
position, 24-15
printing, 24-17
Set submenu, 24-10
selection, 24-12—24-13
setting and clearing, 24-10—24-11
showing, 24-11
size, 24-15—24-16
smoothness, 24-17
width, 24-16

document, 15-15—15-16
overriding, 15-15—15-16

non-lockable documents and, 15-16
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Login Procedure, 2-2

Logout Procedure, 2-2—2-3

M

Maps Folder, Graphics cabinet, maps in, 25-21

Margins

altering on Chart Style sheet, 28-25, 28-26,
28-27

between components, stretch and shrink, 9-9

between frames, 9-9

between straddles and columns, 9-15—9-16

inappropriate, 9-19

page, 9-1, 9-4, 9-9

soft, 9-14

Master Definitions
the clipboard and, 2-21
component, 4-5
creating, 4-5—4-6
deleting, 4-7—4-9
properties and, 2-27

Master Index, 17-7

Mathematical Terms, 27-11
interpretation of, preventing, 27-8
table of codes, 27-11

Measure Folder, Graphics cabinet, 25-21
Memo Template, 13-6

Menus
Component Location, 4-3
Component Selected, 4-3
canceling, 2-3
Diagramming, Create Misc Equation, 27-2
default commands on, 1-12—1-13
dynamic, 4-11—4-12
executing commands on, 2-3—2-5
list of, A-1—A-13
popup, how to call up, 2-3
pulldown, how to call up, 2-3
stickup, 2-4—2-5
submenus, how to call up, 2-4
Text Location, 4-4
Text Selected, 4-4

Merge Command, in autonumbering, 7-10—7-11

Messages, how delivered, 1-16—1-17
status line, 1-16—1-17
stickup menus, 1-16—1-17

Microdocument Page Property Sheets,
11-18—11-20, 11-19
Custom sheet, 11-20
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Normal sheet, 11-19

Microdocuments
See also Fixed-Width Microdocuments; Vari-
able-Width Microdocuments
autonumber streams in, 7-12, 11-5
See also Autonumbers, in microdocuments
beginning a search in, 6-5—6-6
Cut, Copy, and Paste commands and,
11-14—11-15
changing font of, 23-8
changing from variable- to fixed-width,
11-12—11-13, 23-4
closing, 11-18
creating, 2-31, 11-9—11-15
default component of, 11-8
definition of, 11-1
as diagramming objects, 23-1—23-9
modifying, 11-22—11-23, 23-6—23-8
editing, 11-16—11-22
in header/footer frames, 12-7
editing and closing, 23-8—23-9
effects of commands on, 11-4—11-6
empty, 11-13—11-14
in bounding box, 11-7
index tokens in, 11-5
main documents and, in document windows,
11-2—11-4, 11-3
opening, 11-16
pagination in, 12-9—12-10
rotating, 23-7—23-8
scrolling in, 11-17
sizing, 11-20—11-22, 11-21
undoing changes in, 23-8
unique layouts using, 11-23—11-28
when to use each type, 11-9

Mouse, 1-7—1-8
Mouse Cursor, 1-8, 4-2

Move Commands
icons and, 15-4
in diagramming, 21-2—21-4
isometric, 24-21
and permissions, 15-10

Multicolumn Documents
column balancing in, 9-8
components in, 9-14—9-16
creating, 9-5
frames in, 10-26—10-28, 10-28
gutter width in, 9-7
pagination in, 9-5—9-6

problems in, 9-18—9-20

straddling in, 9-14—9-15
using Custom sheet for fine-tuning, 9-6
vertical justification in, 9-9—9-10
word spacing in, 9-5, 9-6, 9-20
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N

Newsletter, sample layout using microdocuments,
11-26—11-28, 11-27

Newsletter Template, 13-6

NO TAG, 7-13

Notes Document, Graphics cabinet, 25-2
Null String, 6-9

Numbering. See Autonumbers

o)

Object Editor, definition of, 19-1

Object Properties
changing, 15-7—15-12
defaults and, 15-7
permissions and, 15-8

Object Property Sheet, 15-5—15-11, 15-6
change and access time on, 15-9
changing permissions on, 15-8
and group, 15-7
Icon Type, 15-8
of linked object, 15-13
and object ownership, 15-6
and others category, 15-7

Objects in Diagramming, 19-1

See also Graphic Fonts; Graphics Cabinet,
documents in; Microdocuments; Text
Strings

aligning, 21-18—21-22

animation state of, 19-11

arcs, 22-1—22-8

clipboard and, 21-15—-21-16

control and anchor points on, 20-3, 20-19

creating, 2-30—2-31, 20-2—20-3, 25-25

cutting, pasting, and copying, 21-15—21-17

default properties of, 20-2, 24-24—24-29

definition of, 20-1

duplicating, 21-14—21-15

editing, 24-1—24-3

effect of Gravity and GridAlign on, 20-3

filling, 20-14—20-16

gravity points on, 19-18—19-19

grouping, 20-10—20-13

in header/footer frames, 12-2—12-3

with holes, 20-15, 20-15—20-16

images and, 26-2

locks for, 24-10—24-17

moving, 21-1—-21-4

paths, 20-14

I-12

polys, 20-14—20-15 O
primitive, 20-1—20-3

properties of, 20-4—20-9

rotation of, 21-8—21-14

selecting, 19-2—19-9

selection state of, 19-10

sizing, 21-4—21-8

splines, 20-17—20-19

types of, 20-1

undoing changes to, 21-23—21-24

On-line Documentation, Reference folder, Math
Notes, 27-12, 27-14

Open Command, and permissions, 15-10
Origin Line

bar and line charts, 28-31

Chart Customize sheet, 29-12

Orphan, control of, 9-12—9-13

Outline Template, 13-7

Oval Point, definition of, 25-5

Ownership, of desktop objects, 15-6—15-7

P

Page
orientation, 9-3—9-4
properties, 9-1—9-2
See also Page Makeup
range, on Index property sheets, 17-9
width and height, 9-4

Page # Prefix, on Document Page property
sheet, use of in books, 16-7

./

Page # Style, on Document Page property sheet,
effect on documents in books, 16-5

Page Box, in document header, 4-39

Page Commands, on Page pulldown menu,
4-39—4-41

Page Makeup

See also Microdocuments, unique layouts us-
ng :

Allow Break After, 9-13—9-16

Allow Break Within, 9-13

Begin New Page, 9-10

double-sided layout, 12-12—12-13

multiple column. See Multicolumn Documents

orphan and widow control, 9-12—9-13

property sheets used in. See Component Page
Property Sheet; Document Page Property
Sheets

single-sided layout, 12-11—12-12 Q

Page Number Token, 3-13
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Pagination
automatic
with header/footer frames, 12-8—12-11
in microdocuments, 12-9—12-10
problems in, 9-18—9-20
Paste Command, 2-20—2-21, 4-34
component and page information and, 2-21
in diagramming, 21-17
and permissions, 15-10
for text, components, and documents in docu-
ment window, 4-36—4-38
what is pasted, 2-20

Pathname, of linked object, 15-12—15-13
Paths, definition of, 20-14

Permissions
and document locking, 15-16
read and write for objects, 15-9—15-11
renaming and, 14-3

Picas, 8-1
Pickup Command, Fonts submenu, 4-30

Pie Chart, 28-5
combinations, 28-39, 28-40, 28-41
options, 28-39
Pixel Editor, definition of, 19-1
PointSizeFrames, uses of, 13-4—13-5
Points, 8-1—8-2
in Linear document
line, 25-5
oval, 25-5
uses of, with control and gravity points, 25-5

Poly Borders, 25-11—25-14

Poly Command, in diagramming, creating polys
with, 24-5—24-6

Polys, definition of, 20-14

Popup Menus
default commands on, 1-12—1-13
definition of, 1-11, 1-11
how to call up, 2-3

Primitive Objects
See also Objects in Diagramming
definition of, 20-1

Print Menus, 2-23, 30-8—30-9
defaults on, 2-23

Printer and Screen Resolution, 19-19—19-20
Printer Maintenance, 30-19

Printer Property Sheet, 30-1—30-7

Printer Queue Command, 30-18—30-19

Release 3.0

Index

Printerleaf Files, 30-11—30-14

creating, 30-12
printing, 30-13—30-14
usefulness of, 30-11

Printing

ASCII files, 30-15
attributes and, 14-14
basic procedure, 2-23
canceling, 30-11
closed documents, 30-9—30-10
double-sided, 30-3—30-4
manual sheet feed, 30-4
menus for, 30-8
open documents, 30-10

Current Page and, 30-8

default printer setting and, 30-7
Printerleaf files, 30-11—30-14
page margins and, 30-17
page orientation and, 30-16—30-17
page size and, 30-16—30-17
revision bars and, 14-14
strikethrough and, 14-14
text attributes and, 30-5
underlining and, 14-14

Printing Property Sheet, /4-14

Projections, in diagramming
isometric, 24-21—-24-23, 24-23
orthographic, 24-21—24-23

Properties
default object properties, 15-7
how to change, 2-24—-2-28

Property Sheets, 2-24—2-28

applying changes on, 2-26—2-28

autonumber stream. See Autonumber Stream
Property Sheet

autonumber token. See Autonumber Token
Property Sheet

autoreference. See Autoreference Property
Sheet

canceling changes on, 2-27

charts. See Edit Chart Sheets

closing, 2-27

component. See Component Property Sheets

definition of, I-18

documents. See Document Page Property
Sheets

editing, 2-25—2-26

entering text in, 2-25—2-26

equations. See Equation Edit Sheet

error handling in, 2-28

frames. See Frame Property Sheet

Global Apply and, 2-27

icons. See Object Property Sheet

indexes. See Index Property Sheets
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Property Sheets (cont.)
list boxes in, 2-26
microdocuments. See Microdocument Page
Property Sheets
objects on desktop. See Object Property Sheet
opening, 1-18, 2-24
printer. See Printer Property Sheet
switching, 2-24—2-25
toggle boxes in, 2-26
types of, 2-24
Unify and, 2-27
Proportional Spacing, 8-6
Props (Properties) Command, 2-24
components and, 4-19
icons and, 15-5

and permissions, 15-10
text and, 4-47

Protecting Diagrams and Drawings. See Locks

Pulldown Menus
basic procedure, 2-3
default commands on, 1-12—1-13
description of, 1-11

Purge Command, 2-21-2-22
autonumber streams and, 7-1]
and permissions, 15-10
permissions and, 2-22

Q

Quotation Marks, double, in equations, 27-8

Quoting Characters, in equations, 27-8, 27-8
error messages and, 27-8

R

Raster Editor, definition of, 19-1
Read-only Objects, 15-11

References, 7-13—7-16
See also Autoreferences

Refresh Command, 2-16
Release Notes, on-line, 1-5

Rename Command
cautions on using in books, 16-14
copying open documents with, 14-3—14-4
and linked objects, 15-14
Revert command and, 14-3
saving renamed documents, 14-4

Rename Stickup Menu, 14-3

I-14

Repeated Shape Borders, 25-10 O

Replace Command
on the keyboard, 3-9
using, 6-2

Replace Operations, 6-9—6-13
keyboard commands and, 6-13—6-14
terminating, 6-14

Replacement String, 6-9
Report Template, 13-7

Reset Command
Component property sheet popup, 4-21
in diagramming, 19-21
Resolution
definition of, 8-10
screen vs printer, 8-10—8-11
Restart Command, in autonumbering,
7-10—7-11
Returns
deleting and inserting, 4-46—4-47
Show command and, 4-45—4-46
Revert Commands, [4-7—14-9
canceling, 14-9
global replace and, 6-9
index and TOC documents and, 17-25 A
Revision Bars, 14-12—14-14 s
in microdocuments, 14-14
placement of, 14-13—14-14

Revision Tracking, 14-10—14-14

Rotation Commands, in diagramming,
21-8—-21-14
using detents with, 21-9—21-10
Rsu’s, 29-3—-29-5

Rulers, for use in diagramming, 25-21

S

Safety Measures, 1-6—1-18
backup, checkpoint, and crash files,
14-5—14-9
document locks, 15-15—15-16
Sampler Document, Graphics cabinet, 25-2
Sans Serif, 8-4
Saving Documents, 2-12
ASCII and Fast formats, 14-2—14-3
and closing, 2-13
forced saves, 14-3
Revert Command and, 14-8 >
Scale Flags, 29-5—29-11 0
and Dow Jones Chart, 29-7—29-11
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ScratchPad, creating charts in, 28-6—28-8

ScratchPad Document, Graphics cabinet,
25-2—25-3
Screen Capture
creating, 26-3
through the desktop, 26-4
through the operating system, 26-4—26-5
features of, 26-3
menu, 26-4

Screen Images
diagramming and, 26-2, 26-5—26-7
recapturing, 26-5, 26-6, 26-7

Scroll Bars, 1-13, 2-15—2-16

Scrolling Methods, 4-40
Center command and, 4-28

Search Command, on the keyboard, 3-9

Search Operations, 6-6—6-8
keyboard commands and, 6-13
terminating, 6-14

Search Paths, 6-3—6-6
forward and backward searches, 6-3
frames, 6-4
microdocuments, 6-4—6-6

Search String, 6-6

See(Also), on Index property sheets,
17-10—17-11

Select Commands, components and, 4-13—4-15

Select Locked Command, in diagramming,
24-13

Selection and Deselection

basic procedures, 2-6—2-11

of components, 2-9—2-10, 4-13—4-26

of diagramming objects, 2-6—2-8

drag selection, 2-7

of everything in a frame, 2-8

of everything in a window, 2-8

of icons, 2-6—2-8

of images, 26-2

in diagrams
filled and unfilled objects, 19-4, 19-5
group vs. multiple selections, 20-10—20-11
methods of, 19-2—19-9
with popup menu commands, 19-6—19-8

menu commands and, 2-10

mouse buttons and, 1-7

of text, 2-11, 4-28

Selection Box, 19-6
Selection Cursor, in diagramming, 19-2

Separators, in equations, 27-4
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Serif, 8-4

Shapes Folder, Graphics cabinet, 25-21—25-24
samples of, 25-24

Shared Content Frames, 10-11—10-15
autonumbering in microdocuments in, 10-15
cautions in using, 10-15
pasting between documents, 10-14—10-15
search and replace and spell checking in,

10-15

Shift Command, in diagramming, 19-24

Show Command, Text Location Misc submenu,
4-45—4-46
finding invisible anchors and tokens with, 6-3

Single-Sided Pages, 12-11—12-12

Size Commands
in diagramming, 20-3, 21-4—21-8
control points and, 21-8
Fonts submenu, 4-31

Sort Strings, customizing for an index docu-
ment, 17-14

Source Document, 17-2

Spaces
after punctuation, 8-9
between words, 8-7
creating, 8-7—8-9
em, §-8
points to inches, 8-8
en, 8-8
hard word, 8-8
in equations, 27-5
adjusting, 27-15—27-16
keyboard commands and, 3-13—3-14
soft word, 8-7, 8-9
thin, 8-8—8-12

Special Characters, ESC key and, 3-12

Spell Checking
correcting errors, 5-5—5-6
and Spelling Suggestion sheet, 5-5—5-6
keyboard commands and, 3-10
searching for errors, 5-2—5-4
in microdocuments, 5-4
spelling conventions and, 5-2

Spelling Errors, searching for, 5-2—5-4

Spline Command, in diagramming, creating
splines with, 24-7

Splines
converting to polys, 20-18—20-19
creating with Object Selected popup menu,
20-17—20-19
creating with Spline command, 24-7
definition of, 20-17
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Split Command, components and, 4-16

Spreadsheet Programs, using, to create a bar
chart, 28-21-—-28-23

Square Roots, 27-7, 27-7—27-8

Stacking, in creating line charts, 28-35, 28-36,
28-37

Stars Document, Shapes folder, 25-23—25-24

Starting Page #, on Document Page property
sheet, effect on documents in books,
16-5—16-6

Status Line, messages in, I-16

Stickup Menus, 2-4—2-5
executing commands on, 2-4
Interrupt stickup, 2-4—2-5
uses of, 1-17

Sticky Commands, in diagramming, 24-27

Straddles, 9-14—9-16, 9-15
definition of, 9-14
empty, 9-18, 9-19

Streams
associating with a component, 7-7—7-9
duplicated tokens, 7-8—7-9
autonumber, definition of, 7-1
creating new, 7-3—7-4
examples, 7-6—7-7, 7-7
default, 7-2
levels
maximum number of, 7-4
properties for each, 7-5
setting up, 7-4—7-6
skipping levels, 7-2
Merge command, combining two streams,
7-11
property sheet. See Autonumber Stream Prop-
erty Sheet
Restart command
beginning new streams, 7-10
splitting streams, 7-10
removing, 7-11

Strikethrough, 14-12
keyboard commands and, 3-10
Structured Document Editing, 1-3—1-5

Style Sheet, Charts, 28-9, 28-11, 28-24—28-41
entering data on, 28-24

Sub-books, definition of, 16-3

SubEdit Commands, in diagramming, 24-1—24-9
Create SubEdit Draw, 24-7—24-9
Create SubEdit Group, 24-4—24-5, 24-5
Create SubEdit Poly, 24-5—24-6

I-16

Create SubEdit Spline, 24-7 C

SubEdit Levels, in diagramming, 24-2—24-3,
24-28—24-29
Submenus
description of, 1-12
how to call up, 2-4

Summations, 27-12—27-13, 27-13

Sun Workstations, keyboard layout of, 3-3—3-5
Superscripts and Subscripts, in equations, 27-6
Surface Charts, 28-3

System Cabinet
Create cabinet, 13-9
content of, 1-5

System Dictionary, 5-11—5-12
System Drawer, Graphics cabinet, 25-1

T

Table, sample layout using microdocuments,
11-23, 11-23—11-28
Table of Contents
and the Component Custom sheet,
17-20—17-21 ™
creating, 17-21 o
creating a sample for practice, 17-24
default style of, 17-22, 17-22—17-23
designating contents of, 17-19—17-21
editing, 17-23—17-24
using a template for, 17-23
using Revert command to update, 17-26
key elements of, 17-19
naming, precautions in, 17-19, 17-25

Tabs
appearance of, 4-44
Show command and, 4-45—4-46
setting, 4-41—4-47
Tab property sheet, 4-42—4-44

Tags, 7-13—7-15
See also Autoreferences, tags

Templates
creating, 2-29—2-32, 13-7
design considerations, 13-8—13-9
purging masters, 13-8
definition of, 13-1
samples of, 13-13
system supplied, 13-1—13-7
accessing, 13-2
Graphics templates, 13-2—13-5 ,
Text templates, 13-5—13-8 C
uses of, 1-4
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Terminal, icon for, 1-10

Terminal Icon, B-1
See also Virtual Terminal
behavior of, B-1
Copy command and, B-1—B-6
Cut command and, B-1

Terminal Window
cursors in, B-2
resizing, B-2—B-3

Text

copying using keyboard, 3-8
cutting using keyboard, 3-8
deleting using keyboard, 3-7
in diagrams

control points on, 25-18

graphic, samples of, 25-20
in diagrams, 23-1

kinds of, 11-1
in frames, 2-31

identifying, 11-1

kinds of, 11-1
open command and, 3-11
pasting using keyboard, 3-8
replacing, 6-10—6-13
searching for, 6-6
selecting, 4-28

Text Anchors
Show command and, 4-45—4-46
text strings and, 23-10-—23-11
in header/footer frames, 12-3—12-4
visibility of, 10-26

Text Caret, 4-2, 4-27
centering in window, 4-28
component caret and, 4-27
keyboard commands and moving, 3-5—3-7
paging and scrolling and, 4-40

Text Location Popup Menu, 4-4
Center command, 4-28
Create command, 4-11—4-12
Fonts commands, 4-29—4-33
Paste command, 4-36—4-38
Split command, 4-16

Text Selected Popup Menu, 4-4
Cut and Copy commands, 4-34
Deselect command, 4-28
Fonts commands, 4-29—4-33
Props command, 4-47

Text Strings
changing alignment of with Size commands,
23-14
control points on, 23-15
creating, 2-31—2-32, 23-10
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definition of, 23-10

editing, 23-11—23-12

editing in groups, 23-18

and fonts, 23-12—23-13

keyboard commands and, 3-11

and line spacing, 23-13—23-14

modifying as diagramming objects,
23-14—23-16

realigning, 23-16—23-18

and text anchors, 23-10

Text Templates

types of
Envelope, 13-6
Letter, 13-6
Memo, 13-6
Newsletter, 13-6
Outline, 13-7
Report, 13-7

uses of, 13-5

Text-Anchored Frames

See also Frames
alignment of. See Frames, alignment of
creating, 10-2—10-4
automatic, 10-3—10-4
definition of, 10-1
placement of, 10-15—10-22
at anchor frames, 10-1, 10-15—10-16,
10-16
bottom, 10-2, 10-20—10-21, 10-21
following anchor, 10-2, 10-17—10-18, 10-18
following text, 10-2, 10-18—10-19, 10-19
top, 10-2, 10-19—10-20, 10-20

Texture Settings, for all chart styles, 28-29
Three-Dimensional Grids, 24-19—24-24, 24-20
Tilde, in equations, 27-5, 27-5

TOC Doc Name, on Component Custom sheet,

designating contents of a TOC with, 17-19

Tokens

autonumber. See Autonumbers, tokens
document name, 12-9

in Frames, 3-13

index, 17-3—17-4

page number, 12-9

showing, 6-3

uses of, 1-4

Troubleshooting, pagination problems,

9-18—9-20

Type

ascender, 8-2
baseline, 8-2
descender, 8-2
families, 8-2
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Type (cont.)

italic, 8-3

point size, 8-2, 8-2

roman, 8-3

serif and sans serif, 8-4
definition of, 8-4
when to use, 8-4

slant, 8-3, 8-3

weight, 8-3, 8-3

x-height, 8-2

Typefaces

choosing, 8-4

definition of, 8-3

Interleaf, character sets of, 8-11—8-12
Classic, 8-11
Greek, 8-12
Mathematics, 8-12
Modern, 8-12
Symbols, 8-12
Typewriter, 8-12

Typography
books about, §-11
character spacing, 8-6
line spacing, 8-6
vertical justification, 8-6
page makeup
column width, 8-9
hyphenation, 8-5
justified columns, 8-5
justified or ragged columns, and hyphena-
tion, 8-5
ragged right columns, 8-5
practices, 8-9—8-10
indenting text, 8-9
new paragraphs, 8-10
quotation marks, opening and closing, 8-10
spaces after punctuation, 8-9
principles of, 8-1
units of measure, 8-1—8-2

U

Underline, 14-12
keyboard command and, 3-10

Undo Command, in diagramming, 21-23—21-24
editing and, 24-3—24-4

Unify Command, 2-27
Component property sheet popup, 4-20—4-21
on Index Property sheets, 17-12
and microdocuments, 11-4

User Interface, tools in, 1-7

I-18

vV C

Variable-Width Microdocuments
alignment of, 11-9—11-10, 23-2—23-3
converting to fixed-width, 11-12
creating, 11-7—11-8, 11-9—11-12, 23-2
definition of, 23-2
moving, 23-7
sizing, 23-7

Variables, in equations, 27-4

Version Command, checking software version
with, 14-9

Vertical Justification, 9-5, 9-8—9-11
definition of, 8-6 :
feathering and, 8-6
in multicolumn documents, 9-9—9-11
variables related to, 9-9—9-10

Vertical Stacks, in equations, 27-10—27-11
View Commands, in diagramming, 19-21—19-24

Virtual Terminal

See also Terminal Icon

access to the operating system with, B-1

active terminal, B-6

copying and pasting p
from, B-4—B-S A
within, B-3—B-4 “

definition of, B-1

exiting from, B-5—B-6

icon for, 1-10

W

Widow, control of, 9-12—9-13

Width Property, for diagramming objects, 20-7,
20-7—20-9

Windows, 2-13—2-16

active and inactive, 1-13
commands and, 15-4
directory, 1-13

closing, 2-13

hidden icons in, 15-5
document, I-14—1-15

closing, 2-12—2-13

header boxes in, 1-14—1-15
fundamentals of, 1-13—1-15
maximum number, 1-2
moving, 2-14
opening, 2-12
Refresh command and, 2-16
resizing, 2-13—2-14 ()
scrolling contents of, 2-15—2-16
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(_ stacking order of, 2-14—2-15
Window popup menu, 2-13

Wipe-Select Mode, 19-8—19-9
cursor and, 19-8

Write-Only Objects, 15-11

Z

Zoom Command, in diagramming, 19-21—19-22

Release 3.0 1-19









