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DTP In Practice

Studyinga setof rulesis all very well, but nothingbeatspracticalexperienceln this
chapterl shall be taking some examplesof simple designsof various sorts and
working throughhow to put themtogether Becauseof the variety of DTP software
discussedn this book | shan'tdescribethe useof all of themfor all the exanples,
but each gets a look in at least once and most of the ideas transfer quite easily.

Headed Notepaper

The first exampleis simple: a sheetof A4 headedhotepapemith a logo at the left
andthe addressat theright. Figure 10.1 showsthe letter headingl shall use.As an

introduction | shall show in detail how it can be prepared with each of the programs.

40 Jedburgh Road
Wimbledon
LONDON

SW19 2RS

Figure 10.1 The letter heading to be incorporated into headed notepaper

Acorn DTP

First, it is worth rememberinghat Acorn DTP is not bestusedfor word processing;
insteadit is betterto preparethe text separatelyon a word processoandimportit as
a story. That doesn’t make it impossible as a candidate, just a trifle inconvenient.
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However,assuminghatyou still intendto go aheadwhatis neededirst is to setup
amasterpagecontaininga largeanda smallframeandnothingelse.Thelargeframe
will be usedfor the text of the letter (a single columnis usualfor letters);follow-on
pageshasedon the masterpagewill hold only the text andthe pagenumber(in the
small frame). The pages won’'t be bound, so the left and right margins can be equal.

So, startingwith a blankdocumentturn to the masterpageby clicking onthe‘Go to

page’optionin the Pagesubmenumakesureyou arein framemodeandcreatetwo

frames.Figure10.2 showsthe top of the masterpage,with the two framesandtheir
sizesindicated.You needn’tworry aboutthe sizeswhile you are makingthe frames
becausdhey canbe alteredafterwards;just double-clickon oneframeat a time to

bring up the'Size andPosition’ dialoguebox andcopythe numbershownin Figure
10.2. Then click on OK when you have finished each one.
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Figure 10.2 Most of the Acorn DTP master page for the headed notepaper

Next you shouldreturnto pagel, againvia the ‘Goto page’dialoguebox, to setup
two frames,oneto go behindthelogo andthe otherfor the addressTheyareshown
in Figure 10.3. Their dimensionsare: for the one on the left, horizontal position
0.75", vertical position 1.00", width 4.75", height 1.63"; for the one on the right,
horizontalposition5.50", vertical position1.00", width 2.02", height1.50". We shall
seewhy theyaresuchodd shapesn amoment.Thenyou will needto createanother
frame over the top of the left-hand one to hold the logo itself: this is becauseof
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Figure 10.3 Twoout of threeframesaddedto pagel: oneframeto go behindthelogo
and the other for the address

Acorn DTP’s habit of stretchinga graphicto fill a frameif you adjustthe frame’s
sizewith the dialoguebox. Sol am not goingto specifya size or shapefor this last
frame because your graphic will be different from mine.

For the nextstageyou will needyour logo, which canbe a spriteor a Draw file. Just
for now, anythingwill do, but for a properjob you shouldtake sometime to design
somethingsuitable,meaningfuland preferablyattractive.To load the graphicfile

into its frame, stayin graphicmode,selectthe frameby clicking in it andthendrag
the file’s icon to it from the directory display. The logo will appearin the frame,
thoughprobablynot quite at the right sizeor shapethe browserwill changeits title

from STORIESto IMAGES andwill showthe nameof the sprite or the Draw file

beneath it.

To alterthe scaleof thegraphicjust alterthe sizeof the framewith the Selectbutton.
Thepictureis rescaledo fill theframeexactly:you canelongateor squastit, aswell
as making it bigger or smaller. (If you want to changethe frame’s size without
alteringthe scaleof the graphic,usethe Adjust buttoninstead.)If you arenot sure
whetherthelogo is quitetheright sizeyou cancomebackto it later,onceeverything
else is in place and the balance is more evident.

For the purposeof this demonstratioryou can usethe addressprovided. The first
stepis to createa paragraplstylethatwill beusedfor the lettertextandthenusethat
asthebasisfor the style of the addressSelectparagraphmodeby clicking onthetop
righticonin the controlpanel,anddouble-clickon the stylenameBODY TEXT that
then appearswith othersin the style browser.The dialoguebox shownin Figure
10.4 will materialise;the standarddefaultfont is Homerton,so click on the word
‘trinity’  to changethe selectedfont. A suitabletext size for lettersis 12pt on 14,
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which you achievequite easilyby clicking on the buttonby ‘12’. This automatically

sets the line spacing to 14pt.

As theletterwill usethis style throughoutyou shouldalter its own definitionrather
thanuseit asthe basisof a new style altogetherThe reasorfor this is the principle
of simplicity: never make things more complicatedthan they absolutelymust be,
becausegiving yourself more options meansthat you will take longerto choose
betweenthem. A slowerworking speedwill lessenyour enjoymentand (if time is

important) your efficiency.

Next you needto definethe text and paragraphmargins.Click on the box marked
‘Dimensions’,which will bring up the dialoguebox shownin Figure10.5.Enterthe

Paragraph

Font, size and style

BODY TEXT

Font:
homerton Lt |
newhall ]
selwyn

.E.

Custom size:

Size:
<o 8
<10
12
<14
<18
<20
<24
28
<36
<72

Leading:

Style:

Bold
Underline
Italic
Light
Superscript
Subscript

Hhite

Figure 10.4 Setting up the font and size for the body text

Paragraph

Dinensions

BODY TEXT

Margins:

Space above

First line left indent

Left indent
Right indent

Spacing:

Minimum word space
Maximum word space
Hyphenation hot-zone

inches
8,08
8.2
8,08
8,08

BHE
8.3
8.9
3.8

Figure 10.5 Specifying the paragraph layout for the body text
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value 0 in the ‘Spaceabove’box and0.2 in the ‘First line left indent’ box, leaving
the otherssetto zero.This will let paragraphgollow on from oneanothemwithout a
gapbetweerthem,andthefirst line of eachparagraptwill beindented At anyrate,

that is my personal preference; | feel it gives a polished look to the text of a letter.

The next box on the left, Options, needn’tconcernyou here:you are unlikely to

wantto usea bullet charactein your body text, or to alter the hyphenatioror letter
spacingcharacteristicdHowever,the lastbox, Format,letsyou choosethe format of

the text and set any tab stopsyou may want. Again, my personalchoice is for

justifiedtext, but you may preferflushleft. Takemy adviceanddon’t usecentredor

flushright for the maintext of a letter unlessyou particularlywantto makeit harder
for the recipient to read.

Finally, click on OK to apply the optionsto the paragraplstyle. Now you cantype
the addresdnto the right-handframe. With the style setto BODY TEXT the type
seemdoo small, soit will haveto be madelargerandthe lines spacedout moreto
give it someemphasis.You will haveto do this by defining a new style called
ADDRESS, because you can't alter the line spacing any other way.

Still in paragraphmode,choose'New style’ in the Paragraptsubmenuo call up a
dialoguebox like thatin Figure10.6.Clearthe namein the box alongsidewith the
name’by usingthe Deletekey (or, better,Ctrl-U) andtypein the newnameAddress
(it doesn’'tmatteraboutcapitalsor lower case).Then click on OK to bring up a
dialoguebox similar to thatin Figure 10.4, but showingthe new style nameon the
left.

Hew style

Make a copy of BODY TERT
with the name [BODY TEXT |

| ok | [Cancel]

Figure 10.6 Basing a new text style on the body text style

We wantto useTrinity Italic at 14 pt on 20, soclick on the buttonby ‘italic’ onthe
right and the button by ‘14’. This will automaticallysetthe line spacingto 17pt;
changeit by alteringthe Leadingfigure to 20. Nothing elseneedso be changedso
click on OK. To saveyou time when applying the style it is worth settingup a
function key asa shortcut;just choosethe style namefrom the browserlist andfind
the ‘Function key’ sub-submenun the Paragraphsubmenu,then use the list to
choose the key you want to attach the style to (say F5).

Becausehe sampleaddresss only four lines long andthe frameis big enoughto
take five, the first line should be left blank to balancethe addresswith the logo
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acrossthe page;however,if your addresss five lineslong it canstartat the top of
the frame.If it is longerthanthatyou will haveto put lessspacebetweenthe lines
by changing the leading value in the paragraph style.

Sofar nothinghashappenedo the addresdines becausehe paragraphstyle hasn’'t
beenappliedto them: they are still in BODY TEXT style. Stayingin paragraph
mode,click on the first addresdine (notethatits styleis highlightedin the browser
list) andthen eitherclick on ADDRESSIin the browserlist or pressF5. The font,

sizeandspacingof thatline will changeto the new specificationThendo the same
for the other lines.

If thefirst line is blank andthe spaceabovethe addressseemsoo large with it in
ADDRESS style, change the line to BODY TEXT style.

Now to explainwhy the letterheadramesare shapedhe way they are:it is simply
to let you placethe dateat the right of the page,in line with the addressThe date
‘rests’ on the right-handedgeof the larger left-handframe. If you changeto text
modeandtypeit therenow, though,it won't line up with the addresgtry it andsee)
becausehe left-handframe’stext repulsionsettingis wrong. So selectframemode,
click ontheframe,thenchoosethe ‘Repeltext’ optionin the Framesubmentuo call
up the dialoguebox shownin Figure 10.7. Changethe ‘Horizontal space’valueto
zero, make sure the ‘Repel text this frame’ box is starred, then click on OK.

Repel text

Frame padding:  inches
Uertical space 8.1
Horizontal space | B8.17

[Z]Repel text this frame
| 0K | [Cancel]

Figure 10.7 Changing the text repulsion of the frame under the logo

For tidinessyou will needto createa new paragraptstyle to positionthe salutation
line (‘Dear ...") andthe recipient'saddresscorrectly, againstthe left margin. You
may alsowantto startthe first paragraptof theletterin this format, lined up on the
salutation.For this you shouldonceagainuseBODY TEXT asa startingpoint, call
thenewstyleNO_INDENT andsetthe ‘First line left indent’ value(seeFigure10.5)

to zero before clicking on OK. You can allocate a function key to this style as well.

Finally, you should decidewhere you want to position the ‘Yours sincerely’ and
namelines. For the examplethey aretabbedout to a positionabouthalfway across
the page,andto do this you needto makeone more style basedon BODY TEXT
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and called SINCERELY. The ‘Format’ dialoguebox is shownin Figure 10.8: just
click on the ‘Table, units:” button andthen on the tab type box for tab no. 1. The
word shownwill changefrom NONE to Left, indicatingthatit is now a left-justified
tab stop.Next, changethe valuein the tab positionbox to 3.5, thenclick on OK. If
you would prefer the lines to be centred, click on the ‘Centre’ button instead.

Don't forgetto saveyour documentow. The finishedletterheadwith a shortletter
onit shouldlook like Figure10.9;whetheryou put the addres®f therecipientat the
top or atthe bottomof the letter (or evenat all) is entirely up to you. Thefirst page
needs no page number, so the small frame is off the top of the picture.

Paragraph Format
STHCERELY <+Flush left < »Justified <’>Flush right
<Centre  <¥»Table, units:  inches
tab  tab tab leader leader
no.  type position type  spacing
1 Left 3.58] HOKE
2 HOHE
3 HOHE
_m 4 HOHE
] HOHE
b HOHE
Fornat [T
8 HOHE
9 HOHE
16 [HONE

Figure 10.8 Setting up a tab stop in Acorn DTP

Figure 10.9 The finished letterhead in use in Acorn DTP
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Ovation

Setting up the headednotepaperwith Ovation is easierthan with Acorn DTP
because the more powerful features of the Beebug software mean less ‘fudging’.

First, opena new blank A4 documentby clicking on the Ovationicon on the icon
bar. You will needto definea masterpageby choosing'Show MasterPages’from
the Pagesubmenu;this will opena new window with a title similar to ‘Master
Documentl’.The defaultguidelineshaveto be moved,which is doneby clicking in
theframeon the mastermpageto ensurethatit hasbeenselectedthenchoosingPage
Guidelines’in the Pagesubmenuto bring up the dialogue box shownin Figure
10.10.Beforeyou copy the valuesshowninto the boxes,note that the units shown
hereareinches,whereasyour documentwill probablyhavethe default,millimetres.
You shouldthereforechangethemby choosingthe ‘in’ entry from the ‘Units’ sub-
submenuin the View submenu.Now you are spared from making copious
calculationgo convertthe values but onceyou returnto the documenpageyou will
have to change the units there as well, in the same way.

Page Guidelines

Margins
Top:|lin | Header: |@in |

Bottom:(1.33in |Footer:|8in |
Left:|8.75in | Right:|8.75in

[] bouble Sided

Guidelines

Culunns:
Gutter:
! er Cancel|| OK

Figure 10.10 Altering the page guidelines in Ovation

Next, resizethe frameso thatit snapsto the guidelinesand usethe text frametool
(the capital T) to createa new, small, framejust aboveit, asshownin Figure 10.2.
The exactsize of the smallframeis setby clicking on it and choosingthe ‘Modify

Frame’optionin the Objectsubmenuor by pressingShift-Ctrl-M). The valuesyou
needare: Origin X 3.84in;Origin Y 0.49in; Width 0.56in; Height 0.31in; InsetOin;
OutsetOin. Now thatthe mastempagehasbeensetup, click on the closeicon of its
window to return you to the document page.

Becausévationdoesn’timplementchangedo documenpagesalreadyin existence
whenthe masterpageis changedthe pageyou havejust returnedto still contains
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only oneframe,in the original position.Sonow you haveto makeOvationrecognise
the new masterpage:the simplestway to do this is to deletethe pagewe haveby

using the ‘Delete Page’ option in the Pagesubmenu.After clicking on OK and

confirming that you intendthe deletion,you will be rewardedwith the new master
frames on the page.

Now you cancreatethe two framesfor the letterhead Ovation requiresframesfor
text andfor graphicsto be definedas suchat the outset,so you will needa graphic
framefor thelogo anda text framefor the addressClick on the ‘picture frame’ tool
(the one with the crossthroughit), click within the large masterframeto selectit,
andthenmakea frame towardsits top left, aboutthree-quartersf its width. Next,
selectthe text frametool and make a smallerframe at the top right of the master
frame. Becauseboth frameswere startedinside the masterframe they are both its
‘children” andcannotbe movedoutsideit. Thisis ahelpin positioningthe letterhead
framesbecause/ou candragthe outertop cornerstight up againstthe masterframe.
For the picture frame modify the sizesasfollows: Origin X 0.75in; Origin Y 1in;
Width 4.75in; Height 1.63in; Inset Oin; OutsetOin. The measurementsf the text
frame are: Origin X 5.5in; Origin Y 1in; Width 2.02in; Height 1.5in; Inset Oin;
OutsetOin. Onceyou havetakencareof the sizes,the top part of the pageshould
look somethindike Figure10.11.Thearrangemenof theframesis to allow the date
to be inserted as the first item in the letter, just below the address and aligned with it.

TN . ERE
Figure 10.11 Master and letterhead frames in place

The logo now needsinserting,be it sprite or Draw file. Simply selectthe picture
frameanddragthefile’s iconto it from thedirectorydisplay.Thelogo will appearat
theleft of theframe,filling it vertically (unlessyourlogo is very muchwider thanits
height). If you want to makeit smalleruse Ctrl-<, and if you overshootyou can
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makeit larger by pressingCtrl-> (thesearethe commaandfull stopkeysrespect
ively, but < and > are easier to remember).

Beforeyou typein the addressmakesureit will appeatin the correctfont, sizeand
leading.Becausehis setof attributeswill be usedonly oncein the documentit is
appropriateto uselocal styles (that is, what | referredto as effectsin Chapter7)
instead of setting up a paragraphstyle for the purpose.However, the whole
documentwill useTrinity ratherthan Homertonasthe basicfont, solet us edit the
BodyText paragraphstyle first, to avoid having to set the font separatelyin the
address'’s style.

Choos€eEdit Style’ from the ‘Para.Style’ submenuor pressCitrl-E) to bring up the
Define ParagraphStyle dialogue box which, amongother things, showsa list of
stylesavailable(only oneto startwith) and a list of the attributesdefinedfor the
style highlighted in the list. First you should changethe font, so click Menu
anywherein the dialoguebox and move acrossthe arrow besideFont. Choosethe
nameTrinity from thelist. Thengo to thelist by Sizeandensurethatthe entry 12pt
is ticked; from the Style submenuchoose‘Normal Text’, and if you want fully
justifiedtext, click Adjuston ‘Justify’ in the Formatsubmenwsothatyou canchoose
‘Tabs/Indents’aswell, at which point the dialoguebox and ruler shownin Figure
10.12 will appear.

2

TatrIndeat Position:

<o Left Tab  p| < rLeft Indent W
<> Centre Tab 4| <> Right Indent A
<> Right Tab 3| <7 ist Line Ineat &

v becimal Tab ; Tanvel] T

Figure 10.12 Setting up tabs and indents in Ovation

You needto define two things with the ‘Tabs/Indents’dialogue box: the main
paragraplstylewill haveanindentedfirst line, with the normalmarginssetto bethe
sameasthe frameborder(thatis, zeroleft andright indents),anda tab stopwill be
neededat 3.5in. The Left Tab buttonis alreadyselectedso click in the ruler, just
abovethe scale,halfway between3 and4: a downward-pointingarrow with a hook
to the right should appearthereif you clicked in the right part of the ruler. The
numberin the Tab/IndentPositionbox will tell you exactlywhereit is. Someadjust
mentis likely to be neededso dragthe arrowicon (using Select)slowly alongthe
ruler until the numberin the box is exactly3.5. Thenclick on the ‘1st Line Indent’
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buttonanddefinea first-line indentof 0.2in similarly. Whenall is well, click on OK
once to return to the original dialogue box, then again to accept the style definition.

Now to setup the local style for the addressif the cursorisn’t in the addresdrame
click in it to makeit so.Fromthe Sizesubmenwchoosel4pt,andtypein the 40’ of
the addresgo fix the size(you don’t haveto do this, but Ovationsometimedorgets
which local styleshavebeenappliedbeforeyou startto type). Thendouble-clickon
the 40 to highlight it, chooseltalic from the Style submenu(or you can use Shift-
Ctrl-1), and from the Formatsubmenumove acrossthe Leadingarrow, deletethe
value that is there (probably 20%), enter20ptin its placeand pressReturn.Then
click after the number 40 to bring back the cursor, and type in the rest of the address.

A four-line addresdooks too high up the pageby comparisorwith the logo, so put
the cursor at the beginningand add a new line by pressingReturn. If your own
addresss longerthanfour lines you canomit the first blankline; if necessaryyou
can also reducethe leading after typing the addressif it is six lines long, but
remember to highlight the text before changing the value.

There remainsonly to define one further style before the job is finished: the
recipient’'saddressthe salutationline (‘Dear ...") andthe first line of the letter will
look tidier if theyaren’tindented sogo backto the Define Paragraptstyle dialogue
box andclick on theyellow ‘New’ box to tell Ovationthatyou wantto createa new
style. Enter the name Nolndentin the box provided and click on OK: the nhame
Nolndentwill appeathighlightedin the ‘ParaStyles’list. It is agoodideato provide
your own key shortcutfor any style you arelikely to useoften,andnow is thetime
to doit: just pressa functionkey (sayF2) andaslong asit hasn’talreadybeenused
in a different definition the nameof the key will be shownin the ‘Key Press:’box.
Thenclick Menu within the dialoguebox, choose Tabs/Indents’from the Format
submenwanddragthefirst-line indenticon backto 0Oin, finally clicking on OK twice
to finish the job.

The pagenumberwill look neaterif it is centred,so you will needto returnto the
masterpageand selectthe small frame. Then apply the style Nolndentby pressing
F2, or whateverkey you definedearlier. This will overrulethefirst-line indentin the
BodyText definition so that when you now choose ‘Centre’ from the Format
submenuhe caretwill be correctly positioned.If you now pressthe Insertkey and
close the masterpage window by clicking on its close icon Ovation will autc

matically add the correctpagenumberin the small frame on all pagesexceptthe
first. That is no problem because you won’t want a page number on page 1.

Thathascompletedhetaskof drawingup the blankdocumentnow saveit. To type
aletterfrom scratchyou needonly to click on the maintext frameandstartwith the
date(you canuseShift-Insertto savetyping), which will perchhappily underyour
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address.Then pressReturn and chooseparagraphstyle Nolndenteither from the
menuor by pressingyour key shortcut. Thenyou cantype the recipient'saddresor

a referencenumberor the salutation,and away you go. After startingthe second
paragraphof your letter, which will begin flush left becauseNolndentis still

operational pressF1 to formatthe secondandfollowing paragraphsvith their first-

line indent. At the end of the letter the “Yours sincerely’line and your namelook

goodif theyarelined up abouthalfway acrosshe page whichis why a tabstopwas
setin BodyTextat 3.5in. JustpressTabto getthere.If you preferto centrethelines,
that is fine: chooseCentre from the Format submenu,or press Shift-Ctrl-C. A

sample letter is shown in Figure 10.13.
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Figure 10.13 The finished letterhead in use in Ovation

Impression

In this sectionl shall describethe useof Impressiontowardsthe end| shallexplain l
how the sameletterheadcan be preparedwith ImpressionJunior, which doesn’t
have master page facilities.

As with Acorn DTP andOvation the first stageis to designa masterpagethat will

containthetext andpagenumberframes.Impressiorhasthe addedability to include
pagenumbersautomatically soyou mustalsotakethatinto accountin settingup the
masterpage.Opena new blank documenty clicking on the Impressioricon on the
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icon bar, click in the frameon the pageandthenchooseView masterpages’'from

the Edit submenu(or pressCitrl-F2). Masterpagel is the single A4 portrait page
containingone frame, which will be your main text frame. Click in it to selectit,

then press F10 to give you a full-size view of the master page on screen.

Choosing'Alter frame’ from the Framesubmenupr pressingCtrl-F10, calls up the
dialoguebox shownin Figure6.5. Thevaluesthatyou needto enterare: X 0.75in;Y
lin; Width 6.77in;Height9.36in. The ‘Repeltext outside’buttonshouldbe selected
and all six numbers below it set to Oin. Then click on OK.

If thefiguresaren’tin inchesin your dialoguebox you havetwo options:eithertype
the numbersexactly as shownhere (followed by the units), or usethe Preferences
dialoguebox to alterthe unitsin which Impressiondisplaysthem.If youwantto do
thelatter,click Menuonthe lmpressioricon ontheicon bar,choosePreferenceand
scroll down the options until you reachthe Units section.Click on the sideways
arrowsto call up lists of the units available.You can alter independentiythe units
used for page operations(such as frame sizes), those usedin style definitions
(mainly type sizesandparagrapltspacingwhich arebestleft definedin points)and
thoseusedon thetextruler andthe pagerulers.Onceyou havechangedhemto your
satisfactionclick on OK (or, if you want Impressionalwaysto startup usingthese
units, click on Save).The new units aren’t reflectedin any dialoguebox currently
open, but will be shown next time you open one.

The small masterframe, for the pagenumber,is createdby choosing'New frame’
from the Framesubmenuor by pressingCtrl-l. To startwith, makeit any sizeyou
like, butin the generalareashownin Figure 10.13,thenalterit in the sameway as
you did the largeframe.Usethesevalues:X 3.84in;Y 0.49in; Width 0.56in;Height
0.31in. As before, set all repel values to Oin and then click on OK.

To makeuseof the automaticpagenumberingyou needto do two things: definea

main text style and a further style, and put a suitable command in the small frame.

First, definingthe main text style: click in the largeframe on the masterpage,then
choose'Edit style’ from the Style submenuto call up the dialoguebox shownin

Figure 7.6. As you haven't beenusing any text stylesyet it will be readyto edit

BaseStylelf thefontisn’t Trinity.Medium, click on the sidewaysarrow by the font

name,slide acrossthe arrow alongsideTrinity and chooseMedium. Alter the font

sizeto 12pt;theline spacingwill be correctat 14.4ptif the 120%buttonis selected.
Setthe spaceaboveandbelow paragraphgo Opt. The remainderof the ‘Text’ area
shouldn’t needattentionif you haven't previously alteredthe default document;
comparghemwith Figure7.7 if you have.In the ‘Text format’ areachooseFull’ if

youwantthetextto befully justified (which| prefer),or ‘Left’ otherwise Makesure
all the other settings are as shown in Figure 7.7.
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You still haveto setthe text marginsandthe indentfor the first line, which is done
via the ruler associatedvith BaseStylelf the dialoguebox is in the way, drag it
aside(it will slidealmostall theway off the screerif youwantplentyof space)The
ruler will beatthetop of thedocumentwindow andwill (unlessyou havealteredthe
defaultdocumentshowvariousiconsalongits length.All you needis to setthe left
margin, the first line marginand a single tab stop. Click Menu on the ruler’s scale
and chooseEnter values’; the ‘Ruler setup’dialoguebox, similar to thatin Figure
7.5,will appearUsingthe appropriateentriesin the dialoguebox, settheleft indent
to Oin and makethe first line margin 0.2in. You canignore the right marginif it
shows 6.77in, as it should.

Before you cansetup the tab stopyou will needto removeall the others,at least
thosewithin the 6.77in of the main text frame. The quickestway is to dragthe
triangulartabicon from theruler’s scalebackinto the box thatholdsall the different
ruler icons. Do this for all exceptone of them, which you canthendragto about
3.5inontheruler. If the ‘Ruler setup’dialoguebox is visible at the sametime you
will seethe numberby ‘Tab numberl’ changingasthetab stopmoves.Click onthe
numberand useit to positionthe tab accuratelyat 3.5in. Thenclick on OK in the
‘Ruler setup’ dialogue box, and again in the ‘Edit style’ one.

If you wereto try to insertthe pagenumbercommandnow, it wouldn't fit because
of the indent appliedto the first text line: the text associatedvith the command
would overflow the frame (if you wantto try this, do so, but be sureto saveyour
documenfirst, in caseyou can'teasilyrecoverfromit). You thereforeneedaway of
preventingthefirst line from beingindented andyou cando this by definingeithera
new style or a new ruler. The differencefor the presentsimple requirements that
you can define a key shortcutfor a style but not a ruler; if you expectto useit
frequently,definea style. Let uslook at creatinga newstylewith only this onesmall
difference from BaseStyle.

Choose'New style’ from the Style submenuto get the ‘Edit style’ dialoguebox
again.Use Ctrl-U to deletethe nameUntitled from besideStyle nameandtype the
newnameNolndent.Don’t pressReturnyet becausémpressiomormally takesthat
to meanthe sameasclicking on OK. Insteadscroll down the list of attributesuntil
you reachthe ‘Text format’ area,andclick on the ‘Alter ruler’ buttonto makethe
text ruler appear.t will haveno iconsalongits scalebecauseno marginsor tabs
haveyet beendefined.Find the bentarrow, which representshefirst line margin,in
theboxontheruler andclick onit afew times(threetimesnormally doesit) until it
becomedighlighted,thenclick anywhereon the scaleto ‘drop’ theicon. Thenjust
drag it along the scaleto zero. Now this one feature, no first line indent, will

overridetheindentsettingin BaseStylavhenyou applythe style Nolndent.To make
use of the key shortcutfacility, scroll to the bottom of the attribute list in the
dialoguebox andclick in the box beside'Key short-cut’;if you now pressF9 that
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key will be assignedhe style Nolndentassoonasyou click on OK, which you can
now do.

Now for the big moment:click in the small frame to put the text cursorin it and
choose'Centre’ from the Effect submenu(or pressF6) to apply the style Centre,
then pressF9 to addthe style Nolndent,which cancelsthe indentin BaseStyleTo
insertthe commandhatwill showthe pagenumberon eachpage,follow the menu
path shownin Figure 10.14 and chooseaccordingly.If you have done everything
right, you will see<pn> appeaiin the frame.Figure 10.15showshow far we have
come on the master page.

As you havenow finisheddefiningthe mastermage,click onits ‘close window’ icon
and save the document in case of problems with the next stage.

If all is going accordingto planyou will find a figure 1 in the pagenumberframe;
youdon't really needit onthefirst pagesoclick ontheframe(notethatalthoughthe
outlineturnsgreenthereareno handlesshowingthatit is a masterframe)anddelete
it with Ctrl-X. (As a long, heartfeltaside:yes,you can deletea masterframeon a
text page,which is often very useful— it will appearagainon the next page— but it

Inpression? Hisec
Document 4| Find... "F4 &
Edit % Spelling "F8 ¢
Effect 4| Abbreviation %
Style 4| Kern...
Frame 9| Merge command... "M Insert Hutber
5 4>4> Upper case roman

Hide graphics Current chapter number | Lower case roman
Show araphics Current date 4°H
....... 9rapales .| Current time
Compile index...

Conpile contents...

Figure 10.14 Setting up automatic page numiesertion

[w]0] ImpFranes Master Page af 1dT = [5]

T
(] ] [=]8
Figure 10.15 The top of the completed master page
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can be disastrousf you aren’t concentratingon what you are doing. A moment’s
inattentionwith the key shortcutsand you can deletethe main text frame from a

pagein the middle of along documeni{usingCtrl-X insteadof Ctrl-D, for instance).
Believeme, | havedoneit half a dozentimeswhile writing this book, andit isn't

funny havingto link up alocal framewith the masterframeon the previouspageso
that the text flows throughit again; positioningit accuratelyand bringing all the
illustration and header frames to the front again is nerve-rackingand time-

consuming. Learn from my mistakes and keep your mind on the job!)

Now to createtwo frameson pagel of theletteritself: onefor thelogo andonefor
the address.Impression doesn’t distinguish between graphic and text frames
initially; both are createdfrom the samemenuoption or, for speedwith Ctrl-l. So
maketwo framesandfollow Figure10.3to positionthemroughlywheretheyshould
go, then use the ‘Alter frame’ dialogue box to enter the following values for them:

Left frame: X 0.75in; Y 1in; Width 4.75in; Height 1.63in; Repel button
selected; repel right 0.2in; all other repel values set to zero.

Right frame: X 5.5in; Y 1in; Width 2.02in; Height 1.5in; Repel button
selected; all repel values set to zero.

If, whenyou havefinished arrangingthe two frames,you are wonderingwhy the
framesare steppedike that, the answeris: simply to providea nichefor the dateto
rest in, just below and in line with the address.

To addthelogo (it canbe a spriteor a Draw file) to theleft frame,selectit anddrag
the file's icon to it from the directory display. It will be shownin its correct

proportions, centred in the frame, at the largest size possible for the size of frame.

For a squarishgraphicthis will resultin a lot of white spaceto left andright in the
frame, so you will probablywantto moveit to the left. This is a techniqueworth
gettingthe hangof andalsokeepingin mind whenevera whole graphicframeneeds
moving about: to ‘pan’ a graphic within its frame, just drag it. But how does
Impressiortell the differencebetweera dragmeantfor the graphicwithin the frame
andonemeantto movethe frameitself? Therearetwo ways,oneof which is more
certainthanthe other. If you click within a frame and hold down Selectfor more
thanabouta secondwithout moving the mouse the ‘open hand’ pointerwill appear,
meaningthat the frameis readyto move with the mouseuntil you releaseSelect.
However,if you move the mousebeforethe pointer haschanged|mpressionwill
assumeyou intendto movethe graphicratherthantheframe,andwill continueto do
so until Selectis released.To avoid the possibility of a misunderstandingf you
want to move the frame pressCtrl asyou startthe drag operation:this will make
your intention clear tétmpressiorby immediately invoking frame movement.
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| Hide araphic

Fit to frame Lancel 1]

Figure 10.16 Impression’s ‘Alter graphic’ dialogue box

Having movedthe graphictowardsthe left of the frame, you may find that it is
slightly too large. To makeit smallersimply double-clickon it, which will summon
up the‘Alter graphic’ dialoguebox illustratedin Figure10.16.This is usedto make
many adjustmentgo a graphic,but for now just try out different sizesfor the logo:
changethe percentageshown alongsideScale and then click on OK with Adjust
(ratherthanSelect)to seethe resultwhile keepingthe dialoguebox on screenWhen
you arehappywith the scale click Selecton OK or pressReturn.If it turnsoutto be
the wrong size oncethe addressis in placeyou can always come back later and
readjust it.

The addresdines aregoingto bein italics, in largertype thanthe restof the letter,
and morewidely spacedif thereare only four or five linesto it). As this combin
ation of font, sizeandleadingwon’t be neededanywhereelsein the documenthere
is no point in defining a style for them, so effects are the order of the day.

Click in the addressrame to give it the text cursor,then via the Effect submenu
choosejn successiona text font of Trinity.Medium.ltalic, a text sizeof 14ptanda
line spacingof 20pt. To avoid havingto call up the menueachtime, rememberto
click Adjust on the first two choices;the third involves enteringa numberanyway,
andit is quite naturalto pressReturnafterwardsfor that, thoughclicking Selecton
the ‘'On’ button givesthe sameresult. Then, as soonasthe menuhasdisappeared,
type the addressif you delayor do anythingelseyou may find that Impressiorhas
forgottenaboutthe effectsyou applied. This isn't a mistake, it is deliberate— the
effectsareonly pending or waiting, until you type at that cursor,but if you selecta
different frame before typing anything the effects will vanish becausethere was
nothing to apply them to while the cursor, or the program’s attention, was elsewhere.

If afour-line addresseemdoo high on the pagein comparisorwith the logo (asit
will beif you startedat the top of the frame),adda blankline by pressingReturnin
front of it. Now that may placeit a little low down, soraiseit slightly by removing
the leadingfrom the blank line by highlighting it (seeFigure 10.17)and choosing
‘Clear all effects’ from the Effect submenuThe frameis just aboutright for afive-
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O Jedburgh Road

Wimbledon

Figure 10.17 Highlighting a blank line: it includes the Return character

line addressstartingon the top line; for six linesyou needn’tapply the 20ptleading.
If you have more than six lines in your address, you are on your own!

So now that everythingis in place,is it time yet to type your letter? Actually, no:
save this document first, because it will form the template for all your letters.

When starting your letter, to saveyourself the trouble of rememberingthe date,
don't forget Impressiofs ‘Insert currentdate’ option, which is reachedoy the same
route asthe currentpagecommand(seeFigure 10.14)or by pressingShift-Ctrl-D.
Figure 10.18illustratesa sampleletter preparedn Impression The style Nolndent
wasusedfor therecipient’'saddresgyou maywish to placeit atthe endof theletter,
or notincludeit atall, of course) for the salutationline (‘Dear ...") andfor the first
line of the letter, for neatnessAll the other paragraphaise BaseStylejinsteadof
goingthroughthe Style submenuo removethe Nolndentstyle, pressCtrl-B to clear
all appliedstyles.Notethe useof BaseStyle’'dab at 3.5into place'Yours sincerely’

haek vou o yoor recenn leusr shonn PoarSeple. 1 bada't beand rbar Rir Ol bl Sleailizd rhe

cllEe i proftlei wheR | orore the profremns | Sade siee fisy oeid comfaaltle vk bk

FEalsd (R0 k) ke copy of Poan D 1 e Yok seer, 50 | Bope oo il Bave B4

i Sl e wronble you Bave Bad euE 1k progris s e yok el volr

perieizice B been sdegiarely revseded

Figure 10.18 The finished letterhead in use in Impression
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andthe namefairly tastefullyacrossthe page:to getthere,pressTab at the startof
eachof thetwo lines.If you preferto centrethem,pressk6 beforetyping thefirst of
them.

ImpressionJunior. In manywaysthe abovedescriptionalsoappliesto Impression
Junior, with minor alterationsto take accountof the reducedspecificationof the
software.Here | shall simply point out briefly wherethe differencesin procedure
are.The mostsignificantis Junior's lack of mastermpagesso let uslook first at how
you get round that.

Opena new documentandclick in the frame;usethe ‘Alter frame’ dialoguebox to
changets sizeandpositionto thatof the maintext frame.For the pagenumbersyou
can make use of a repeatframe becauseyou want this to appearon eachpage
completewith its contents.So, createa repeatframe (go via ‘Insert frame’ in the
Framesubmenuor pressShift-Ctrl-R) in roughly the right place and fine-tuneits
size and position as above.

To placethe pagenumbercentrally you don’'t needto go throughthe palaverof
creatinga ruler without indentsbecausehe text will naturally startflushleft unless
you take the stepof applyinga ruler with indents.JustpressF6 to apply the effect
Centre thenchoos€lnsert pagenumber’from the Misc submenuThatis all thatthe
master pageswere doing in Impression so now to turn to the frameson the
letterhead page itself.

Createthe two framesfor thelogo andthe addressandgive themtheright positions
and sizes.Drag the logo into the left frame, then move andresizeit to your satis

faction. As the addressvas definedwith effectsratherthanstylesthe procedurefor

completingthe addresdrame is the samehereas for Impression but thereis one
distinctdifference:if you entertoo manylinesin the addressrameyou will causea
secondpageto be createdso that the excesscan flow into a copy of the frame.
Reducingthe leadingand/orthe point size of the addresdo let it all fit in the one
frame will get rid of the second page.

Thereare only two thingsstill to do: alter the text size for the letter, and definea
paragraphindent with a tab stop at 3.5in. To do the former you must first type
somethingn thetext frameandapply the necessargffectsto it. So,typea letter A
and highlight it by double-clickingon it, thenapply the following effectsfrom the
EffectssubmenuText font Trinity.Medium; Text size 12pt. The leadingwill be set
autamaticallyto 14.4pt,whichis 120%o0f thetext size.Next click in theframeagain
to deselecthetext. Lastly, the effectsmustbe usedto redefinethe characteristicef
ordinarytext, so from the Misc submenwchooseDefine plain text’. A warningbox
will appearto let you know that what you areaboutto do is pretty drastic,but take
courage: you know what you are doing, so click on Define. Then delete the A.
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Finally, you needto setup the indentand tab stop, which meansediting the ruler

called BaseRulerBefore you can edit it you mustapply it at the cursor,so make
surethatthe cursoris in the addresgramefirst, becauseou will alsobe applyingit

to the addressClick Adjust on ‘BaseRuler’in the Ruler submenuthenchoos€eEdit

ruler’ to summonit up. In ImpressionJunior you can’'t make adjustmentgo the
positionsof the variousitemson the scaleby changingvaluesin a dialoguebox, so
you will haveto manageby draggingthem abouton the scaleitself. For greater
accuracyyou canincreasethe size of the displayto, say,400% by choosing'Scale
view’ from the Documentsubmenuand altering the numberin the dialoguebox.

Thendragthe left-pointing flag to 0, the right-pointing flag to the right of the text

frameandthe bentarrowto 0.2in. (You did changethe preferenceglidn’t you?)Get
rid of all but one of the triangulartab stops,drag the remainingone to 3.5in and
click on OK.

Now click anywherein the addresdo placethe cursorwithin it again.Next, select
the whole addresquseCtrl-T asa shortcut)andreturnto the Ruler submenu.You
will find thatthe nameBaseRuleappeardwice in the menu;the upperoneprobably
hasaline by it, meaningthatit is appliedsomewherevithin the selectedegion.To
removeit from whereit is applied, click Adjust on it (this leavesthe menuon
screen)thenclick Selecton it to applyit overthe whole addressThat shouldmore
or less finish the letterhead.

But wait: what aboutthe pagenumberon the first page?It doesn’tlook right and
shouldn’'tbethere.Deletingthe frameisn’t the answer pbecause¢henit won't appear
on any other page either. The answeris both simple and obvious: concealment.
Createa framejust big enoughto covertherepeatirame,thenusethe ‘Adjust frame’
dialoguebox to removetext repulsionfrom the new frame (otherwiseit will repel
the pagenumbercompletelyout of the frame beneatht). Now savethe document,
because you have finished preparing the template.

Writing your letter in Junior is a little different from using Impression for three
reasonsyou starttyping with no ruler applied;onceyou reachthe secondoaragraph

you apply BaseRulethereareno key shortcutdor this); andif you run overontoa

further page,copiesof the addressrameandthe concealmentramewill be created .
which haveto be deletedmanuallyby selectingghemoneat atime andpressingCtrl-

X. All being well you will then find the page number revealed at the top of the page. .

Business Form Acorn DTP)

Figure10.19showsthe nextproject:areply form of moderatelycomplexdesignthat
was intendedto make it easierfor peopleto submit their learned papersto a
scientific journal (the namesgiven here,incidentally, are bogus). The submission
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THE LEARNED SOCIETY
NOTIFICATION/TRANSMITTAL FORM

(This form is solely for the use of Members of the Society, and the Editor, members of the
Editorial Board and Corresponding Editors of the Learned Society Journal.)

L. Notification to Editor (please send this to the Editor immediately on receipt of a new
paper, and remember to keep a photocopy for stage 3 and for your own records)

AUINOTS NAME . . Lt ettt e e e e e e e

Brief title of paper . . .. .. .. e s

Date received .. ... ..... My ref. no. {optional) . .. ...... My telephone and faxno. .. ..........
*1 am arranging for referees’ teports to be provided within two weeks of the above date.

*1 am unable to arrange for refereeing and enclose the author’s manuscripts and covering letter.

(*Please delete as appropriate)

Signed . ........... . Name (please print clearly) .. .. ..., ..., .........

2. Assignment of paper number (for the use of the Editor only)

Paper number . ................

3. Transmittal to Editor {(on completion of refereeing and, if required, revision)

Flease note that if you and the referees rate the paper as (a) outstanding or (b) excellent you are
asked 10 arrange for revisions directly with the author; otherwise this shoutd be done by the Editor.

[ enclose herewith two copies of the most recent version of the paper, the originals of any figures and copies
of the referees’ reports.

Date of receipt of revised version (if any)

(Please include author’s telephone number, fax or electronic mail number, or send author’s letterhead.)

*I confirm that [ and the referees rate the paper as outstanding or excellent and that the revisions made by
the author(s) to the paper in response to referees’ comments are acceptable and sufficient.

(*Please delete if imappropriate.)

Sgned L.l Date

Figure 10.19 A reply form designed with Acorn DTP (the original was A4 size)
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processwas split into three phasestwo of which would be done by the person
sendingthe paperin andoneby the Editor of the journal. The first stagewasto tell

the Editor thata paperhadbeenreceived;secondto let the Editor makea noteof the
official referencenumberfor the paper;third, after the refereeshadreported,to tell

the Editor what a greator rottenpaperit was. The aim of the form wasthereforeto

separatehesephasesclearly, and makeit straighforward to use.It was originally

designedasa multi-copy form of the kind thatdidn’t needcarbonpaper,butin the
end it was simply printed regularly in the journal.

The key elements of the design are:

« clear headings identifying the organisation and the purpose of the form;
< prominent information about who it is aimed at;

« adirect appeal to the person filling the form in (saying ‘you’);

« bold separation of the three sections by heavy rules;

< use of larger type for the title of each section;

 restriction of type sizes to two (other than the main headings);

< only one font used, with italic and bold (bold italic only where needed);
« use of first person (‘I') so that the person filling it in feels involved,;

« plenty of space for responses to be written in;

 to fit on A4 paperand

« extra binding margin on the left.

At thetime of preparingtheform, only AcornDTP wasavailable,sothatis whatwe
shall use for demonstratiorpurposesAs the previousexamplewas dealt with in
great detail | shall take things a bit faster this time.

Decidinghow to implementthe designwasn’timmediatelyeasy becauseherewere
severaldifferent ways it could have beendone:for instance the headingand the
three sectionscould have beenplacedin framesof their own, with eachsection
frame having a borderon the top edgeto provide the rule betweensections;or the
textcouldhavebeenin onelargeframewith drawnlinesoverlyingit; or varioustext
framesanddrawnlines could havebeenassemblegieceby piece.In fact | optedfor
thelastof thesebecauset promisedgreaterflexibility of arrangemenéndcalledfor

less forward planning (an example of the gulf between preaching and practising).

Thedocumeniasdesignedcontainsalot of framesall of the samewidth, soyou will

find it very helpful to usea columnguideof the right width thatthey canall snapto.

Startingwith a blank documentgo to the masterpagevia the Pagesubmenuthen
choose'Set columnguides’, againfrom the Pagesubmenuto bring up the default
dialoguebox shownin Figure 10.20. Click five times on the downward-pointing
arrow at the top to reducethe numberof columnsto 1, then enterthesenumbers:
Top margin 0.47; Bottom margin 1.19; Left margin 1.00; Right margin 0.50. The
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Set column guides

Nutber of columns m@@

Dimensions: inches
Top margin 1.80
Bottom margin 1.33
Left margin 1.80
Right margin 8.a0
Gap between columns 8.17

| o | [Cancel

Figure 10.20 Setting up the column guide(s) in Acorn DTP

‘Gap betweencolumns’ numberisn’t significantwhen thereis only one column.
Then click on OK, whereuponthe dotted greenoutlines will changeto a single
outline. Lastly in this burstof activity, makesurethatthe ‘Snapto guides’optionin
the Frame submenu is ticked (if it isn’t, click on it).

In the original the text frameswere placedone by one asthey werefilled with text,
andtherulesdrawnafterwards We shall still do it this way round,but to savetime
Figure 10.21 showsall the framesthat there are and lists their measurementsAs
frames2, 5 and6 aregraphicsframesleavethemuntil later, but you cancreateand
positionthe othersall at onceor asyou go along,just asyou please Make themall

THE LEARNELY SOCIETY Slze and PDSltlDI'I
MOTH !: ATION TRANSMITTAL FORM . —1 Dinensiuns inches 2
Horizontal position 1,88 1.08) 1.88) 1.8
Vertical position B.47)| 1.88) 2.808| 4.69

Hidth 6.77|| 6.77| 6.77| 6.77
Height 1.41j| 0.15| 3.88|| 0.38
| w | [Cancel |
Size and Position
Dimensions ] b 7 8

Horizontal position 1.00) 1.00) 1.00) 1.0
Vertical position 3.83)| 5.81) 5.92| 18.23

Hidth 6.77)| 6.77| 6.77| 6.77
Height 8.15)| 6.15) 4.46) 8.33
| ok | [Cancel]

— - s

Figure 10.21 The frames and their vital statistics (frame 3 extends down to frame 6)
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non-repellingof text (usethe ‘Repeltext’ dialoguebox in the Framemenu)to give
you no worries about unexpected disappearances.

Frame 1. This frame, which doesn’trepel text, containsthree paragraphstwo of

thembasedon a headlinestyle andthe third on a separateneto allow appropriate
spacingto beadded.The styleHeadlineusesTrinity at20 on 24pt,with 0.12inspace
above,nonebelow andno indents,centredformat. This is all right for thefirst line,

butthe seconds smaller:onceit hasbeentypedin andthe Headlineparagraptstyle

applied,usethe ‘Font andsize’ dialoguebox from the Text style submenuo change
the custom size to 16pt. The style for the third paragraph,Use_of, specifies
Trinity.Bold at 12 on 14pt, 0.10in spaceabove,nonebelow and no indents,centred
format. Changethe font of the nameof the journal by highlightingit in text mode,
then clicking on the text style Italic in the browser;as bold is alreadypart of the

paragraph style the words will appear in bold italic.

Frame 3. This frame extendsbelow frame 4 andin fact includesthe text of both
sectionsl and2, excepttheline beginning'Signed’, which is in its own frame.The
whole of the text is basedon a single style, with variations provided by local
applicationsof font andsize. The Body Text styleusesTrinity ata customsizeof 11
on 14pt,with zerospacingandmargins,andjustified format. Type thefirst two lines
in Body Text, then changetheir size to 13pt and the font to bold or italic where
needed. The line spacing will remain 14pt, which is adequate.

The wider spacingoetweenines needinga written responsés madesimply (for this
example)by double spacing,which savedsettingup a whole new style. So, after
finishing with the first two lines pressReturntwice, thenchooseNormal’ from the
Text style submenu(or pressCtrl-F7) to revertto the basic paragraphstyle. The
lines of dots are alternatefull stopsand spacesandto savetyping themin every
time you can highlight a numberof them, copy themto the clipboardwith Ctrl-C
and pastethemelsewherewith Ctrl-P. On the ‘Date received’line thereis no point
in usingtabsbecausdi) it takestime to setthem up and (ii) they would only be
neededn this oneline; just type threespacesAfter enteringthe ‘Pleasedeleteas
appropiate’ line type four Returns(notice that the parenthesegre upright even
thoughthe text itself is italic: atouchof class)thenchangethe text font andsizeto
beginsection2 asfor the startof sectionl. You shouldthenhavejust enoughroom
to type the line for the paper number in normal type after two Returns.

Frame 4. This shouldbe madetransparenand placedin front of frame 3. The text
(‘Signed...Name...")wasputin a separatéramepurelyfor flexibility in positioning.
Once again, no tabs were used. Use paragraph style Body Text.

Frame 7. This holds the whole of section3 exceptthe bottom line. To makethe
small spacebetweenthe sectionheadingandthe noteyou will needto makea new
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paragraplstyle; call it Note andgive it theseattributesfont Trinity, style bold; size
11 on 14pt; 0.10in spaceabove;format justified. If it weren't for the extra space
aboveit you could simply usea bold text style, of course.The nextthreenon-bold
linesarein Body Text, butthe five lines from ‘Recommendatioro the Editor’ have
a differentstyle, for neatnessMake a new style called Recommendbasedon Body

Text but with a left tab at 3in. Thenstarttyping the first of the five lines, changeto

paragrapimodeand selectRecommendthen go backinto text modeandtype the
rest of the group (using double Returnsbetweenthem, as before), pressingTab
before starting the dots on four of the five lines. In this casethe use of a tab is

worthwhile, as it ensures that the dots will start neatly in the same place.

The next line, in italics, isn’t really centredalthoughit looks it: it just hasthree
spacest the start. If you wantedto centreit properlyyou’d haveto makeanother
paragraphstyle for centringtext. This and the last two paragraphsn the frame
should be in Body Text so that the longest one can be fully justified.

Frame 8. This is alsotransparenandin front of frame 7; to savea little time you
can copy the text from frame 4 into it, then highlight the part you don’t needand
deleteit with Ctrl-D. Again, the ‘Date’ portion isn’t tabbed,but positionedwith
spaces for simplicity.

Drawing the Lines. Now to putin frames2, 5 and6, readyfor the graphics.Once
againthey shouldbe transparenand non-repellingto text; asthey arethe lastto be
madethey are automaticallyin front of the otherframes.By far the easiestwvay to
put the rulesin is to draw just the one and then makecopiesof the frame:you no
doubt noticed that they are all the same size.

Createframe 2 in the usualway andgive it the desiredpropertiesthen,while it is
still selectedglick on the bottomright icon in the control panelto selectgraphics
mode.A subtlegreengrid appearsn the frameandthe browserchangedo a setof
eighticonsshownin Figure 8.3, representinghe tools at your disposal.The arrow
icon (the editing tool) is highlightedwheneveryou entergraphicsmode,so click on
the line icon to its left.

To drawthe line, just positionthe pointer (which at this stageis a + shape)owards
the left of the frameanddragto theright with Select.If theright of the frameis off
thescreendon’t worry: just stopdraggingandscroll the pageto theright. Whenyou
let go of it the line acquiresa handleat eachend,just like a selectedrame’s, with
which it canbe draggednto its final position. Therequiredpositionis the full width
of theframe,right up againsthe top edge,sodragthe left endasfar upwardsandto
the left asit will go, andthe right endasfar to the right and upwardsas possible.
Make sureyou havethe pointerinsidethe handlewhenyou startthe dragoperation,
or else you will draw another line.
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Now the positionis correct,but is it the right sort of line? To find out, choosethe
‘Line style’ optionin the Graphicssubmenuwhich calls up the dialoguebox shown
in Figure10.22.The settingsillustrated(blackink, no arrowheadsgontinuousstyle,
second thickess) are the normal defaults, and are what you need.

Line style

Ink: Arrowheads:
<> Black [Jstart point
< Hhite [JEnd point
Style: Thickness:
G e %
G mme o ——
G memem G m—
{_“} —_—— {_“} —
& —— O —

[ Ok |

Figure 10.22 Altering a line’s characteristics

To finish the design,returnto frame modeand selectframe 2, asyou now haveto
maketwo copiesof it. Type Ctrl-C to copyit to the clipboardandthenCtrl-P twice
to pastein thetwo copies,initially atrandom.Thenselectthemoneby oneanddrag
them to aboutthe right places,finishing the job by double-clickingon eachand

altering the values in the ‘Size and position’ dialogue box to those in Figure 10.21.

If you were working on this designfrom scratch,as | was, you would have two
choicesin your work technique:you could use arithmetic and calculate exact
positionsfor all the frames,text andlines, or you could usean elementof trial and
error, getting things positionedmore or less correctly and then refining until the
completedocumenthangstogether Being lessthancompetentait mathematicé tend
to favourthe latter approachijt feelsmore creativebut hasthe drawbackthatit can
take longer and is arguably less certain. Subconsciously) suppose,l reject the
notion that design can be reducedto anything as dry or as rigidly defined as
mathematicandultimatelyit all dependn whatlooksgood.You may or may not
carefor this argumentput if you arewilling to spendsometime tinkering you may
get some enjoyment out of designing even a fairly pedestrian form such as this.

Whenyou cometo makethe final adjustmentsdon’t forget two things: (i) usethe
‘Double size’ optionin the View submentfor the close-upwork (andthe ‘Full page’
option to seethe overall balance)and(ii) for fine movementf framesaroundthe
page you should turn off the ‘Snap to grid’ facility if you intend to use dragging.
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School Newspaper@vation)

Oneof the mostexciting applicationsof DTP in schoolsis producinga newspaper,
by the studentsfor the studentsThe useof DTP techniquesnakesinterestingand
variedpublicationseasy while maintainingan overallcoherence¢hatgivesa weekly
or monthlyissuea feeling of continuity. In this sectionwe shalllook ata completely
spuriousexamplepreparedvith Ovation the coverpageof whichis shownin Figure
10.23.0riginally intendedasan A4 publication,it takesreductionto the sizeof this
pagequite happily, so with a suitablescalingdown of all measurementi would
probably work reasonably well in an A5 format too.

The design is based on the following considerations:

three-column layout to allow flexibility for text and picture placement;
inner margin (towards the fold) narrower than outer;

left and right pages are mirror-image layouts;

readership: pupils rather than staff or parents;

authorship: various, with one person acting as page editor;
duplication method: photocopier capable of taking A3 papet;

binding method: loose, folded to A4.

The choice of three columns was to some extent arbitrary and was basedon
suitability for reduction so it could be included here; four columns are quite
practicablefor A4, especiallyif type smallerthan 12ptis used.The main thing to
watchout for with narrowcolumnsis excessivevhite spacein aline; solveit either
with hyphenation or with the tracking control.

Master PagesA newspapeneedamasterpagesanda multi-columnarrangemenis
easilypreparedvith Ovation Openablank A4 documenby clicking onthe Ovation

icon on the icon bar, then show the masterpages.Alter the figuresin the ‘Page
Guidelines’'dialoguebox to the following: top margin25mm;bottommargin25mm;
outer20mm;inner 15mm;headerlOmm;footer Omm; columns3; gutter5Smm. Click

on the ‘Double Sided’ optionto selectit. This setsup a pair of three-colummmaster

pageswith anallowancefor a headel(for pagenumberson laterpagesyanddifferent

left andright marginsthatwill alternatehroughthe documentThefirst mastempage .
is theleft-handpage(evenpagenumbersandthe seconds theright-hand(odd page

numbers). Now drag the master frame on each page to snap to the guidelines.

Setting up page headingscan be done now, or you can leave it until you have
designedpagel. You needto uselocal tab stopsto position the various bits and
pieceswithin the headerframe. Click in the headerframe on the first masterpage
and pressShift-Ctrl-Tabto call up the ‘Tabs/Indents’dialoguebox. Thensetup a
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Issue No. 15

December 1991

WE'RE THE CHAMPIONS!

St Ethel's. .. ... 19

StMary's...... 6

After four seasons since our last win against St
Mary Loquatious, our gallant team last month
pulled off a magnificent victory to win the Area

Championship.

As expected, the battle was
hard fought and during the
early part of the match the
scores were kept level,
ending the first half at 4—4.

In the second half, however,
seven of the St Mary’s team
were sent off for unruly
conduct, enim dolor lorem
ipsum sit amet, consectituer
adipiscing nonnummy quis.
Ut wisi enim ad minim sed
veniam nostrud, exerci ullam
corper debit.

Molestie

Lorem ipsum sit amet,
consectituer amet adipiscing
nonnummy quid, wisi enim
ad minim eniosque. Suscipit
lobortis ex nisl ut aliquip, ea
nulla commodo et iusto.

INSIDE: Crab Festival...3 Christmas recipes...5

Photo supplement...10 Exam hints...15 Jokes...18 Letters...

p— %
(I
Odio dignissim qui blandit
praesent et luptatem zzril
delenit augue duis dolore te
feugait nulla facilisi.

Duis autem vel eum iriure
dolor in henderit in vulputate
velit esse molestie ipsum
consequat.

Nam liber tempor cum soluta
nobis eleifend option congue
nihil imperdiet doming quod.

by Pat Freeman

Puzzle

PHOTO CONTEST
RESULTS

The winner of the 12-14s
section of our photo com-
petition was Kris Davies,
whose ‘Don’'t bother me
now’, shown above, was
taken while on holiday in
Finland.

The lucky winner will get to
spend a fortnight with the
Norfolk Mountain Rescue
Team.

The other winning photos
form a special supplement to
this issue of St Ethel's News
starting on page 10.

by Viv Hall

pages...6 Animal corner...8
20 Cycling results...23

Figure 10.23 A school newspaper’s front page preparétth\@vation
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centretabat the centrepoint of theframe,which is about85mm,andclick OK. Now
apply font SwissBat 12pt, with both bold anditalic styles,pressinsertto add the
pagenumbersign (#), thenTabto moveto the centreof theframe.Type the nameof
the newpaper,St Ethel's Newsat the centre tab.

The secondmasterpageis similar exceptthat aswell asa centretab for the name
you needa right tab at the right of the frame to position the pagenumberat the
outsideedgeof the page.After settingthe font, size andstyles,type the headingas
Tab-St Ethel’s NewsTab-Insert.Thendraw a line acrosseachheaderframeata Y
positionof 33mmandmakeeachone0.75mmthick. You shouldendup with some
thing like Figure10.24for theright-handmastempage.Now you canclosethe master
pageswindow. You will find that the new three-columrformat hasn'tbeenimple-
mented in the document page: delete page 1 to @vetdionto redraw it.

LI Master pagel *

&
ki

S Ethal's Naws #

I . EIRER 5T
Figure 10.24 The right-hand master page with its header

Graphics. The variousgraphicalelementsof the pageare shownin Figure 10.25,
numberedor conveniencef identification.A few wordson wherethey camefrom

might be appropriateltem 1 is a Draw file: the words were createdwith FontFX
(usingWarsawUltraBold) andadjustedn Draw; the cockerelwasa pieceof clip art

from Midnight Graphicsconvertedo grey;the borderwaspartof the Draw file but

could just as easily have beenappliedto the frame. No. 2 was also createdwith

FontFX (using a Bookmanlookalike similar to Bookmark.DemiBold.Obliqueand

modifiedin Draw by magnifyingthe bottomline to matchthewidth of thetop. No. 3

is a heavily modified sprite basedon a scannedcoatof arms;someof the elements
arein the original (but differently placed),andthe clip-art cockerelwasloadedinto

Draw and grabbedfrom screenas a sprite beforeusingthe ‘Use spriteasa brush’

facility in Paintto dropit into the crest.The trophyin no. 4 wasalsoclip art. The

tigerin no. 5 wassuppliedwith Tracer (Midnight Graphics)but flipped left to right

in Paint as| thoughtit looked betterfacing into the pageratherthanout of it. The

word in no. 6 was createdinitially with FontFX then rotatedthrough 45°, turned
white and given a black banner backgrounBiaw.

Masthead. The part of the front pagethat showsthe nameof the paperand other
publicationinformation(the mastheajishouldtakeup no morethanone-fifthto one-
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Qﬁc'vyr St Bthel’s kAl
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o INEUDS
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4 5 6

Figure 10.25 The six graphical parts of the newspaper’s front page

guarterof the page which putsa limit on how largethetitle canbe.| decidedto put
thetitle in outline type sothatit could be fairly large without becomingtoo heavy
for the restof the page,andto stopthe word ‘News’ from overshadowinghe name
of the school even though it is almost twice the size.

To cleara patchof the first pagefor the mastheadandalsoto coverup the header
whichisn’'t neededon pagel, draw a text frame45mmhigh thatextendsthe whole
width of the main frame. Now the graphicsframescan be drawn in. Theseare,
respectively, 44mmwide by 45mm high; 93mmwide by 45mm high; and 37mm
wide by 45mm high. All shouldbe ‘children’ of the ‘patch’ frame. The graphics
don't fill the frames completely and needto be adjustedfor size and position
visually, bothwithin their framesandacrosghe page.For coarseadjustmenbf scale
useCtrl-< andCtrl-> andfor fine changesisethe ‘X Scale’and‘Y Scale’valuesin

the‘Modify PictureFrame’dialoguebox. To panthe graphicin the framedragwith

Select; dragging with Adjust moves the whole frame.

Next comesthe tinted framewith issueand price details. This runsthe whole width
of the masterframeandis 10.4mmhigh; the Y origin is at 7lmmandthe framehas
a lmminset,a 4mm outsetanda paleyellow backgrounccolour. The frameborder
is the basic style, 0.75mm thick.
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Thetextin the frameis in SwissBat 14ptin bold, left aligned.As with the header
frame, the positioningof the varioustext elementds with tabs:onecentredandone
right aligned,asfar to theright of the frameaswill work (I foundthatputtingthetab
stopat the extremeright of the framedidn’t work, sol hadto pull it backa fraction;
this meant that to balance it a space was needed before the word ‘Issue’).

What you have now you could saveas the templatedocumentfor future use: all
you'd needto changewould be the ‘specialissue’ flash, the issuenumberand the
month — and, in due course, the price!

Stories. The main story on the pageis in two separatesections:onein a double-
column frame to hold the headlineand the first paragraphand the other in the
columnsdefinedby the mastempage.The double-columrframe hasinsetand outset
valuesof 1mm:; its vertical positionis madepartly irrelevantby the 4mm outseton

the frame above (the text can't start higher up the pagethan 72mm (Y origin) +

10.4mm(height) + 4mm (outset)+ 0.75mm(frame border)= 86.15mm,but about
85mm will do. The height of the frame can only be determinedafter you have
completed the first paragraph.

The headline ,which is centred,wantsto be biggerthanwill go on a singleline in

normaltype (andtwo lines wouldn’t stretcheasilyacrosstwo columnsunlessmade
excessivelybig), so to getit all on oneline at 36pt the width of the characterds

reducedby taking the horizontal scaledown to 70% (use Horizontal Scalein the
Stylesubmenu)This is aboutthe minimumyou cango to beforea font startsto look

really cramped or skinny.

The scorelineusesfour tabs,two left aligned for the team namesand two right
alignedfor the scores;placethem symmetricallywith respecto the single columns
underneath.They are at 5.36mm (left), 50mm (right), 65mm (left) and 107mm
(right). The spaceddotsare put in manuallyandarethereto leadthe eyefrom each
team to its score. The font is SwissB, size 14pt, style bold italic, format left.

Note the useof largertype for the first paragraphwhich cuts down the numberof
words to a line and gives better readability, as well as some emphasis.

Beforetyping in any text, considerwhetheryou want the columnsfully justified or

left aligned.| tried it bothwaysandcameto the conclusionthat, especiallywith the

rules betweencolumns,the raggedright margin of left alignedtext looked untidy.

With awider gutterandno rulesit might be all right: comparet with the newsletter
example later in the chapter and see how they strike you.

For now, definethe BodyTextparagraptstyle asSwissB,size 12pt, Opt spacebefore
paragraph6pt spaceafter, justified. Then,just beforeyou starttyping thefirst para
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graph,setthetext sizeto 14pt. Whenyou havefinishedthat, adjustthe framesizeto
assmallaswill permitthelastline to show(remembethatthereis a 6pt spaceafter
the paragraph)Usingunindentecparagraphsvith a spacebetweerhelpsto breakup
the text and is in any case a more appropriate look for newspaper stories.

Now you canfinish the story by typing in the restof it in BodyText, putting the
cross-headh bold, centredandfinishingwith the byline in italic type,right aligned.
The rubbishin the story (thatis, the bit not in English)is a sort of nonsensé atin
usedby designergo fill atextarea;it is sometimesalledbodytext which explains
why the basic paragraph style is given the same name.

Positioningthe framefor thetrophyillustrationis a bit of a problem:it couldgo well
in the first columnto balancethe picture of the tiger, but | haveoptedto placeit
more or lessin the centreof the pageas a focal point. That is perhapsa trifle
amateurishput probably authenticfor a schoolnewspaperNotice that it actually

rises above the top of the first column of text; on the whole | don't think that matters.

The secondstory illustratesthe use of bold type in the samesize as body text to
emphasis¢hefirst paragraphThe headlines in 18ptbold, with a horizontalscaleof
90%. Noticetheendash(Alt-151) betweerthe numbersl2 and 14, asis proper.For
thatmatter,observethatthe correct’ sign(Alt-145) appearsvhereveranapostrophe
or closing quote mark is called for, and that Alt-144 is used as an opening quote.

The‘Exclusive’ banneron thetiger picture(no. 6 in Figure10.25)is in atransparent
frame overlying the cornerof the tiger sprite’s frame; the cornerof the banneris
given its shapeby having it cut off by the frame edge.By making the original
artwork extendbeyondwhat is strictly neededor a single applicationyou achieve
someflexibility overwhich corneryou canuseit for in future:it would alsowork in
the lower right corner.If you makeanothercopy of the bannerfile and rotatethe
selectedobjectthrough—-90° (be sureto groupthe itemsfirst) you havesomething
you could use sometime for the other two corners as well.

Contents List. This is a frame 14mm high at the bottom of the masterframe and
extendingover its full width. It has inset and outset values of 1mm, and its
backgroundcolour is setto black. The text style is bold; its colour is madewhite
with the Colour dialogue box reachedvia the Style menu. The items aren'’t
positionedby usingtabsbecauseaherearetoo manyof them (andthey would vary
from issueto issue).Instead useordinaryspacesandfull justification.At the endof
the secondline, type a spaceafter the last word and then anotherletter or two:
Ovationwill carrythemto the nextline, overflowingthe frame, but with the effect
of justifying the line. In this instancedon’t worry aboutthe white arrow on a black
backgroundat the bottomright of the frame:it won't be printed. At any othertime,
worry like mad about it because it means you have lost text by overflow.
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Rules. The rules could be placed on the masterpages,but this wouldn't be as
flexible asyou may needwhenthereare severalstorieson a page.lt is no greattask
to draw themasandwhenyou needthem. The horizontal (X) position of the start
and end points are 72.7mmand 132mm;the vertical (Y) positionswill dependon
what you are doing. Allow a little spacebetweenthe end of the rule and any
horizontalitem. Don’t forgetthatyou canusea horizontalrule to separatestoriesin
the samecolumn, or to direct the eye appropriatelywhenthereare double-column
andsingle-columnstoriesin the samecolumns;again,don’t extendthemto the full
column width.

You will noticethatthe contentdist includespuzzlepagesDon’t overlookthe fact
that Ovatioris ‘Duplicate Line’ facility makespreparingcrosswordpuzzle frames
quite easy.

Finally, a few words on the generaldesign:it hasa ratherstaid appearanceThis
resultsfrom the conservativeuse of centring.Use a little more imaginationthan |
have done and bring it into the modern idiom!

Newsletter (mpressiorn)

Thelastprojectin this chapteris a newsletterfor graduate®f a seatof learning.lts
appearancemay be strangelyfamiliar to registeredisersof ImpressionAlthoughthe
layout seemscomplexandthe designis perhapgather‘noisy’, the underlyingpage
grid is fairly simple, and the whole thing isn't all that hard to reproduce.

The main design points are:

» A4 page size;

 three-column grid for flexibility of column layout;
 left and right page grids are mirror images;

e page numbers in triangular pointers;
 circulation to interested readership only;

« authorship: one person or editorial team;

» printing method: preferably laser printer;

» duplication method: litho on A3 papemd

« binding method: folded and stapled.

Althoughthemaintextis in 10pttyperangedeft, the narrowcolumnscanstill cause
problemswith largewhite areasat the endof lines, soeitherturn the hyphenatioron
in BaseStyleor keepan eye out for placeswherehyphenscanbe insertedby hand
(use discretionary hyphens, Ctrl-hyphen, in case you change the text later).

Master Pages.To makeit easyto positiontext consistentlythroughoutthe news
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THE

November December 1991

CADEMICIAN

The newsletter for graduates of the Rutland Thinking Academy

Two very |

mportant

visitors to the

Academy!

AST month saw the Academy

L playing host to two very
special guests no less than
the Prime Minister and the
Secretary of State for Rutland.
Enim dolor lorem ipsum sit

amet, consectituer adipiscing
nonnummy quis. Ut wisi enim ad
minim sed veniam nostrud, exerci
ullam corper debit.

Lorem ipsum sit amet, lobortis
consectituer amet adipiscing
nonnummy quid, wisi enim ad
minim eniosque. Suscipit ex nisl ut
aliquip, ea nulla commodo et
iusto.

Modestie

Odio dignissim qui blandit
praesent et luptatem zzril delenit
augue duis dolore te feugait nulla

facilisi.

Duis autem vel eum iriure dolor
in henderit in vulputate velit esse
molestie ipsum consequat.

Nam liber tempor cum soluta
nobis eleifend option congue nihil
imperdiet doming quod. Lorem
ipsum sit amet, consectituer amet
adipiscing nonnummy.

For full story see page 2

Treasure Hu

AFTER forty-seven years a long-
standing secret has been brought
into the open and provides a
fascinating new insight into what
happened to one of the ships of
the Spanish Armada.

It all started when some
fragments of a Spanish galleon
were discovered by potholers

nters Ahoy

exploring a set of caves near the
Academy s Admin Building. The
two-man team on the unofficial
expedition consisted of Denys
( Cole) Sellers and lan Fisher, who
last month revealed luptatem zzril
delenit augue duis dolore te
feugait nulla facilisi.

More in the next issue.

CONTENTS

Special Guests

A visit from the Prime Minister
and our Secretary of State
Honorary Degrees

The Academy honours a play-
wright, a lawyer and Mrs Elsie
Catastrophe of Penge: we ask why

New and Departing Staff
Exclusive coverage of who s in and
who s out at the Academy. Hail to
the new Professor of Intriguing
Facts and his secretary, and
farewell to the old ... where are
they now?

New Books

Three new books by Academy
staff reviewed in depth

New Papers

Busy as ever, twelve Academy
students have between them
published 43 papers lately
New Ideas

Interviews with five senior staff
who each claim they are on the
verge of having a new idea

Next Year

A sneak preview of next year s
final-year examination papers

Years Gone By

Profiles of three of our former
students who have made it in the
real world

Return to Rutland

Come and spend your holidays at
the Academy: a special offer
Sports Centre

The £4%M Exercise-Your-Mind
centre opened in September

Figure 10.26 The front page of a newsletter prepared with Impression
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letter, you will needto setup a pair of masterpagescontainingonly guide frames.
Becausethe text columnsare off-centre and other parts of the designextendto

differentpartsof the page you will wantanextraguideframeto actasanouterlimit

for page items.

Openanewblankdocumenby clicking onthe Impressioricon on theicon bar,then
usethe Edit submenuwor type Ctrl-F2 to revealthe masterpages Ratherthantry to
position multiple framesby hand,click Menu on a masterpageand choose'New
masterpage’ from the Edit submenuto call up the dialoguebox shownin Figure
10.27. Although it looks fearsome, it can be taken in easy stages.

Page size
~ B Lesal - Internativaal faafeld
o besten width dzpth

Forpat

& Pertrait . > Lamiscape

| Fatimg pages Gat tering

[ Nargins Tep Extteon
Left Right

_ | Beader | Feater derth

Colurns
Beter [L_| width b
| Cuide frames _
| wertical rales Cancel | DK |

Figure 10.27Creating a new master page in Impression

Thefirst areais ‘Pagesize’, which shouldbe setto A4. Next comesFormat’, which
is basedon portrait(thatis, taller thanit is wide). Sothattheleft andright pagescan
be different, click on the ‘Facing pages’icon but leave'Guttering’ setto zero(note
that this is different from the ‘gutters’ definedin Ovatiorny hereit meansan extra
marginallowedfor binding). Thetop andbottommarginsare18mm,theleft margin
is 2dmmandtheright marginis 12mm.This givesthe basicasymmetridayoutwith
theinnermarginnarrowerthanthe outer.In the‘Columns’ section setthe numberto
3 and the width to 55mm; the ‘Gaps’ value will automaticallybecome4.5mm.
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Lastly, click onthe‘Guide frames’icon, becausg/ou don’t wantordinaryframeson
the masterpages,then on OK. A new dialoguebox will appeartelling you ‘You
havejust createdmasterpagen’, wheren dependon how manyothermastemages
arein your defaultdocumentlIf you now scroll throughthe masterpagesyou will
find the newonesat the end,numberech andn+1, eachwith threeguideframeson.
The larger outer margin will be used mainly for putting page numbers in.

Now you can make one more guide frame on eachmasterpageto definethe outer
limits. Find ‘New frame’ in the Frame submenuand choose'New guide frame’
(typing Shift-Ctrl-G is quicker)andcreatethe frameroughly outsidethe threeguide
columnson the left-handmasterpage.Choose'Alter frame’ in the frame submenu
(Ctrl-F10) andenterthe following valuesin the Positionpart of the dialoguebox: X
5.81mm;Y 12.55mm;Width 197.84mm;Height276.58mm.Then, after clicking on
OK, copythe frameto the clipboard(use‘Copy frame’ in the Edit submenupr type
Ctrl-C) and pasteit into the top left cornerof the right-handmasterpage (‘Paste
frame’ or Ctrl-V). This guide frame should be the samesize, but the X position
shouldbe alteredto 6.35mmto completethe asymmetryandthe Y positionis still
12.55mm.

Finally in this sessionclick Menu on the Impressioricon andchoosePreferences’.
Scroll down the list until you reachthe bottomsectionand ensurethat the ‘Snapto
guides’optionis selectedyou will needthisin building up the pagesTo getbackto
themainpartof thedocumentclosethe mastempagewindow by clicking onits close
icon.

If you were expectingto see guide frameson the page now, you will be dis-
appointed First you haveto alter the definition of the current(and so far the only)
chapterso it usesthe new masterpages.You do this by choosing‘Alter chapter’
from the Edit submenuwhich givesyou the dialoguebox shownin Figure 10.28.

BT lfer chapfer I |
Fage crestion: Copy masher page
Faster page

Haster page mesiir

Hurbering
| Bestart page at
[ | Bestart chapter at

Starking on
- Left pemes <& Risht pages

Lancel K

Figure 10.28 Changing to a different master page
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Justfill in the numberof the new (left-hand)mastempageyou createcandmakesure
you click on the ‘Starting on right pages’icon, becausehe cover pageis a right-
hand page, before clicking OK.

Front Page.Let us studythe variouselementanakingup the coverpage.The most
prominentis the mastheagdthetitle barof the publication;beneaththaton theleft is

theleadstorywith a headline adroppedcapitalletter,a bold first paragrapha cross-
headanda picture;andunderthatis a secondstory with a headlineanda bold first

paragraphOn the right is a tint panelwith the contentdlist, and alongsidethatis a
fringe of triangles (rather like arrows pointing to the rest of the publication)
containingpagenumbersthe partsof the contentdist havebeencarefully editedto

makethemline up with the pagenumbersBetweenthe major divisionsof the page
are rules of different thicknesses.

Masthead. Take a look at Figure 10.29: it may seemlike not much more thana
jumble of frames,but considerit logically. Thereis a graphicframe containingthe
big A with atail, two text framesoverit containingthetitle (exceptfor theinitial A
on the secondword), a frame holding the date and anotherfor the subtitle of the
newsletter. Any outer edges to the frames are snapped to the outermost guide frame.

[ st ke e Dor raduatas of B Ratlised [ Besiking Achdemy

Figure 10.29 The masthead with its frames

Creatingthe ‘A’ logo was very easyin Draw: just four lines drawn with the grid

lock on, which werethengivenagreyline colourandaline thicknessof 30 (theline
thicknessdependn what scaleyou drawthe original at, of course) Assumingthat

you havedrawn your own copy of the A with a tail, createa frame on pagel that .
spanghewhole width of the big guideframe, startsat its top andis 66mmhigh (use

the Alter framedialoguebox to checkthe dimensionsanddropthelogointo it. Ugh

— what nastyraggededgesthereare at the top and bottomof the A; this is just the

way Draw doesits line endswhich only showsfor wide lines.Not to worry: double-

click ontheframeandusethe ‘Alter graphic’dialoguebox to increasehe graphic’s

scale until the uneven parts can be dragged outside the frame so that they are hidden.
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Theframesfor thetitle of the newslettemwereplacedinitially by trial anderror (lots
of both); the small frame endedup as 26mm wide and 19.76mmbhigh (I haven’t
givenyouthe X andY positionsbecausédhey arefixed by the guideframe)andthe
largeonehasX at42.47,Y at 18.5anda heightof 42.89mm.Both shouldbe non-
repellingto text, sodeselecthe Repeloptionaccordingly(the buttonshouldhaveno
red square).

The title itself usesa specialfont basedon Bodoni Heavy; you can get closeto it
with Popular.Boldfrom the Electronic Font Foundry. To make the letters narrow
enoughyou can either use the Condensedption under ‘Text size’ in the Effect
submenu(this appliesa fixed width:heightratio of 60%) or definea separatestyle
with the ‘New style’ optionin the Style submenuAll it hasto do is specifya font
aspectratio of 50%, which is a betterdegreeof squashindor the title than60%. If
you don't feel like thinking up a namefor the style it doesn't matter, because
Impressionwill do it for you in this casecalling it ‘X:Y 50%’ (unimaginative put
accurate)Usethe Effect submenuo definethefont sizes;this saveshavingto create
anewstylefor eachword. Thesizesl usedwere56ptand120pt,but with a different
font you will have to experiment with sizes until the two words look right.

The dateframeis 73mmwide and 7mm high. The dateis in 16pt Pembroke.Bold,
againdefinedas effectsbecausdhey won't be needecelsewhereandalignedright
in the frame.Note the useof anendash(Alt-151) betweerthe months,representing
arange.The subtitleframehasY at 61.38mm,a width of 137.5mmanda heightof
6mm. The text for the subtitleitself is alsoin Pembroke.Boldbut at 14ptandusing
anewstyleto condensét very slightly to 95%sothatit canfit in the spaceallowed;
the alternativewould havebeento choosea type size that was 95% of 14pt(which
works out at 13.3pt) but | didn't want type that small. Incidentally, theseframes
should also not repel text, just in case.

Thatcompletegdhe mastheadBecausét will hardlyvary from issueto issueyou can
assemblehe framesinto a group(l didn't, to let you seethemseparately)click on
oneof themto selectit, thenhold down Shift while you click on all the others.They
will acquiregreenoutlines,thoughno handles.Then choose'Group frames’ from
the Frame submenu.When the time comesto changethe date you can do this
without ungroupingthe framesaslong asyou don’t needto enlargethe text frameto
do so (you shouldn’thaveto becauséNovember— December’is aboutaslong as
dates get): just click in the text to position the caret within it, and edit as normal.

Lead Story. This is in sevenframes:one for the headline,threefor the dropped
capital,two for the text andonefor the picture:they areshownin Figure10.30.The
mostobviouspointis thatthe text usesthe first two guidecolumns,whereaghe left
edgef the headlineandpictureframesextendoutsidethefirst text columnandare
shapped to the outer guide frame. This adds impact to headlines and pictures.
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Two very important
visitors to the
Academy!

Figure 10.30 The main story with its frames

Onceagain,the headlineframewaspositionedpartly by trial anderror,thoughit had
to be big enoughto hold threelines of 36pttext (with line spacingautomaticallyat

120%thatis threelines at 43.2pt,or nearly 130pt,which is gettingon for 46mm).It

is in fact 45.15mmhigh, with Y setat 92.43mm.The font is Popular.Bold,andfor

headlineswhich will be neededoften, it is worth defining a style (I alteredMain

Heading)with that font and size, left alignedand with no left margin or first line

marginon the text ruler. Thentype the headlinewithout pressingReturnat the end
of eachline. If the headlinelooks too opento you (120% spacingisn’'t always
appropriate)reducethe line spacingto 40pt, which will give you a bit more space
between the headline and the text.

Next, makethe text frames(we shall deal with the droppedcapital shortly). They
shapto the column guide frames;the one on the left hasY setat 139mmand is
43mmhigh, andthe otherstartsat the sameY valuebutis 88.4mmhigh. Sothattext
can flow from one to the other, click Selectin the first, then click Adjust in the
secondIf you getit right the secondframe becomesselectedout the caretstaysin

thefirst. Thereafterthetwo framescanbetreatedasoneasfar astextis concerned:

try typing a word in the second one when there is still room in the first.

Before you type in the first paragraphof your story, using a BaseStyledefinedas
10pt on 12pt Pembroke.Mediunwith no spaceaboveor below paragraphsand a
0.4cm first line margin, define two other styles: Nolndent (as you did for the
letterheadproject) and Bold (edit the onein the defaultdocumentif thereis one—
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just changethe font to Pembroke.Boldand apply themboth at the caret. Thentype
the first word (minus its first letter) in capitalsand the rest of the paragraphas
normal.

Whenyou reachthe end of thefirst paragrapipressReturnandthen Ctrl-B, which
will remove all applied styles and leave you in BaseStyle.After that you can
completethe storyin your own words,or in mine (don’t try translatingit: it is delib-
eratetraditionalnonsense)for now justtypethecross-headn its own line withouta
special style.

If the style Sub-Headings spare(you may haveit in the defaultdocument)ou can
edit it sothatit is definedas Popular.Boldfont at 14pt on 16.8pt, with 4pt space
aboveparagyraphsand 2pt below, and a text ruler with the left marginandthe first
line marginat zero. Otherwise,you needto createa new style andalsogive it the
key shortcutF2; the style will alsobe usefulin the contentdist. Applying this style
to the cross-headingnvolves selecting not only the word but also the Return
characterafter it to ensurethat the paragraphspacingis correct. You know about
selectinga single word by double-clickingon it; well, triple-clicking selectsthe
currentline and quadruple-clickingselectsthe whole paragraph(so doesCtrl-@,
which is easier). So Ctrl-@ or four clicks it is: then press F2 to apply the style.

Forthelastline, the referenceto page2, usethe Effect submenuo changethe font
to Pembroke.Medium.ltalic and the format to right aligned.

The frame for the pictureis definedwith Y at 185mmanda height of 40.6mm;it

alsohasa borderall round,numberl (this is changedsia the ‘View’ dialoguebox —

seeFigure6.5(d)).If you don’t havea pictureof a banditon a horse,usesomething
else appropriate.

capital effect is achievedwith three frames.In fact there are two ways of

doingit: | shallshowyou the harderone;you canwork out the easieronefor

yourself(hint: useFontDraw). If you try to overlaya large capitalletter onto

the startof a text passageaisingonly oneframe,you will quickly find that the two

requirementgor the framearemutually exclusive:(1) it mustbe big enoughto hold

the capital,and(2) it mustrepelthetext underneathBut theframeneedgo be much
biggerthantheletterto allow the full pointsize(includingthe descendememember)
to fit into it, andthis makesfor a big gap below the letter in the lines afterit. The

startof this paragraptshowsthis effect for a 36pt capital.l haveoutlinedthe frame
to showhow big it is, evenwhenit is assmall as| canmakeit, andit isn't small

enough: the fourth line of text should start at the left margin.

D ropped Capital. As you can probably seefrom Figure 10.30, the dropped
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It is thereforeno use expectingthe frame containingthe capital to repel the text
itself. This shouldsuggestto you that the repulsionhasto be doneby a separate
frame, placedover the text (to repelit) but underthe capital letter (so that isn’'t
repelled). And that is exactly right: createa frame big enoughto hold the large
capital, makeit non-repellingand transparen{becausdt will overlie someof the
text) andtypetheletterinto it (usethe Effect submenuo getthefont andsizeright).
Thencreatea smallerframethatis just largerthanthe capitaland placeit overthe
partof the text wherethe capitalwill go. If you alreadyhadthe capitalthere— oops,
it hasgone,repelledaway by the new frame. No problem:just selectthe capital’s
frameandbring it to the front with the optionin the FramesubmenuWith a little
adjustment it should all fit together perfectly.

The third framein Figure 10.30 comesaboutbecauseof the odd sz
shapeof the letter L: there are two repelling framesunder the ||
capital, allowing the first line of text to flow back a little. The !
whole scheme is shown enlarged alongside. g

¥ ééspe
If you intendto makeregularuse of droppedcapitalsin a single thePﬂme
sizeandfont, why not setup a whole alphabebf thembeforehan ===

in a specialdocument,grouping the framesof eachso eachone can be cut and

pasted quickly into your newsletter when you need it?

SecondStory. The secondstory is constructedn muchthe sameway asthe main
one; | leave the details for you to work on.

Contents List. The contentdlist is slightly more complicatedthanit might appear:
look at Figure 10.31, which showsthe constructionof the top of the list; the text
frame for the contentslist itself is selected.Let us dissectsome order from the
apparent confusion.

Figure 10.31 The apparent disorder of the contents list
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Behind everythingis the tint panel:this is a text framethatis 1mm wider on both
sidesthanthe guide frame,to give a borderaroundthe contentstext. It hasa 1mm
horizontalinsetso that the word CONTENTS (which is in 15pt Popular.Boldwith
two spacesbetweenletters) lines up with the list below. The frame startsat the
bottomof thelargestmastheadrameandgoesdownto the bottomof thelargeguide
frame.With ‘Snapto guides’selected/ou can't easilydragthe frameto within 1mm
of the vertical guides,so usethe ‘Alter frame’ dialoguebox to changethe Y origin
and width.

Next come the set of graphicsframes holding the triangles: the graphicswere
preparedn Draw usinganisometricgrid (resultingin perfectequilateraltriangles,
for those who have done geometry).A little calculationtells you that there is
17.19mmbetweenthe right edgeof the tint panelandthe edgeof the large guide
frame, and you have somethinglike 205mmto divide up betweenll graphics,
which works out at 18.63mmeach.So makea frame 17.19mmwide and 18.63mm
high, with X at 187mmandY at 84.2mm,anddrop your triangleinto it. You will
needto dragthe triangleto theleft sothatit marriesup to the edgeof thetint. Now
copy the framewith Ctrl-C and pasteit in 10 times,working down the edgeof the
tint panelandmakingthetop of eachonestartexactlywherethe oneabovefinishes.
The guideframewill helpyou getthe horizontalpositionright. You shouldfind that
the bottomtrianglejust reacheghe bottomof the tint frame;if it doesn’t,work your
way backup the pageandlook for mistakesIf you can’tfind any, work closer:use
Shift-F12to doublethe scale(Shift-F11halvesit againwhenyou havefinished).As
a last resort you can make a multiple selectionof all the frames (Shift-click,
remember) and move them all upwards or downwards at the same time.

The pagenumberscomenext: thesearein a singletext framethat extendsinto the
tint frame, but it doesn’tshow becauset hasbeenmadetransparentThe numbers
mustbe in a bold font to standout clearly; | usedthe Bodoni Heavy equivalent,so
youwill haveto find an alternative Selectthe frameto getthe caretin it, andapply
style Nolndent. From the Effect submenuchoose:text size 18pt; line spacing
18.63mm(this is the height of eachframe,rememberbut you don’t haveto work

out the equivalentin points: just type the unit too and Impressionwill do the
conversion)itext colour white; and centredalignment.Thenjust type the numbers,
pressingReturn betweeneach.| shall let you sort out for yourselfthe X and Y

positions for the frame to give the best centring of the numbers in the triangles.

Nearly therenow: the lastitem is the contentslist frameitself. This is a standard-
width columnstartingjust below the word CONTENTSandrunningto the bottom

of thetint panel.You will needto makeit transparensothatthetint showsthrough,

andthe pagenumbershavemovedto the right becausef text repulsion,so stopthe

frame from repelling text.
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Lastly, use the styles Sub-Headingand BaseStyleto completethe contentslist.
Notice how you can make contentsdescriptionsstretchover two trianglesif what
they describe is on two pages.

It might not be possibleto positionthe contentstemsexactly oppositethe triangles,
soyou may needanextrastylethatmerelysetsthe font sizeat 3pt. If youapplysuch
a style at the startof a line and pressReturnyou will add 3pt of spacejf, instead,

you do so with the caret at the end of a line something else happens: try it and see.

Rules. Thelast partof the job is to addthe rulesbetweenstoriesand columns.The
mainthing is notto makethemtoo heavyandto preventthemfrom gettingtoo close
to eachotherin casetheyappeaitto touch,which canlook clumsy.In my earlywork

| alwaysusedto createrules by using a borderon one side of an otherwiseempty
frame, but the drawbackof this is that you arerestrictedto the borderthicknesses
providedby the software.lt is betterto makeyour own rule by creatinga long thin
frame and giving it a black backgroundbecausehen you have completecontrol
over the rule thickness(down to a very small fraction of a point if you can print
somethinghatfine). Thatis how therulesfor this projectweremade Fortherecord,
the three rules have the following dimensions:

e top horizontal: X 6.35mm, Y 85.65mm, width 117.5mm, height 2mm
e bottom horizontal: X 4.94mm, Y 228.46mm, width 119mm, height 1.2mm
« vertical: X 128mm, Y 90.16mm, width 0.2mm, height 198.96mm

The Restof the Newsletter. From hereon what happenss pretty muchup to you.

Thereis a fancy designfeaturein the original from which this designwasadapted:
eachpagenumberis on aninward-pointingtriangle at the samevertical positionas
the correspondingnrumberagainsthe contentdist. You couldtry doingthis asafirst

step to filling the rest of the publication.

Printer Type. The whole pagewas designedwith a laserprinter (actually a Laser
Direct) in mind. As aresultthe white borderis quite small; far smaller,in fact, than
canbeachievedwith, say,a dot matrix printer. This is becausef the print borderat
the edgeof the page within which the printeris unableto print: laserprintershavea
smallerborderthan dot matrix ones.So you will haveto adaptthe designif you
want it to print out successfully with a different printer type.
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