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Software License and Warranty Agreement For QuarkXPress™

ATTENTION!

T H I S  I S  A  L I C E N S E  A G R E E M E N T.  T H I S  D O C U M E N T Quark ,  I nc .  and  to  not i fy  Quark ,  I nc .  i n  wr i t i ng  o f

S E T S  F O R T H  T H E  T E R M S  A N D  C O N D I T I O N S  O F  T H E n o n p e r f o r m a n c e  w i t h i n  n i n e t y  ( 9 0 )  d a y s  o f  p u r c h a s e .  Q u a

L I C E N S E  A N D  T H E  L I M I T E D  WA R R A N T Y  F O R  Q U A R K I n c .' s  s o l e  o b l i g a t i o n  s h a l l  b e  t h a t  w i t h i n  a  r e a s o n a b l e  t i

X P R E S S .  B R E A K I N G  T H E  L A B E L  O N  T H E  E N C L O S E D a f t e r  r e c e i v i n g  n o t i f i c a t i o n  o f  n o n p e r f o r m a n c e  t o  p r o v

D ISKS S IGNIF IES  YOUR ACCEPTANCE OF  THIS
A G R E E M E N T.  I F  Y O U  D O  N O T  A C C E P T  T H I S

t h e  c u s t o m e r  w i t h  a  p e r f o r m i n g  c o p y  o f  Q u a r k X P r e s s .

AG R E E M E N T,  YO U  M AY  R E T U R N  T H E  S O F T WA R E  TO
7.  D ISCLA IMER OF  OTHER WARRANTIES :  T I

T H E  P L AC E  O F  P U R C H A S E  A N D  YO U R  M O N E Y  W I L L
Q U A R K X P R E S S  L I M I T E D  WA R R A N T Y  S E T  F O R T H

BE  REFUNDED.
PA R A G R A P H  6 I S  I N  L I E U  O F  A N Y  OT H

WA R R A N T I E S .  T H E  I M P L I E D  WA R R A N T Y

1 .  L I C E N S E  G R A N T :  C u s t o m e r  d o e s  n o t  r e c e i v e  t i t l e  t o M E R C H A N TA B I L I T Y  I S  L I M I T E D.  Q UA R K ,  I N

Q u a r k X P r e s s .  T h e  c u s t o m e r  i s  g r a n t e d  n o n e x c l u s i v e D I S C L A I M S  A N Y  I M P L I E D  WA R R A N T Y  I N C L U D I N

l i c e n s e  t o  u s e  Q u a r k X P r e s s  o n  a  s i n g l e  c o m p u t e r  w o r k B U T  N OT  L I M I T E D  TO,  A N Y  I M P L I E D  WA R R A N T Y

s t a t i o n .  Q u a r k X P r e s s  c a n n o t  b e  p o o l e d  o r  s h a r e d  a m o n g  o r F I T N E S S F O R  A  PA R T I C U L A R  P U R P O S E

b e t w e e n  m u l t i p l e  c o m p u t e r s  t h r o u g h  n e t w o r k i n g  o r  o t h e r M E R C H A N TA B I L I T Y.  Q U A R K ,  I N C .  D I S C L A I M S  A

s i m i l a r  c o m m u n i c a t i o n  p a c k a g e s .  E a c h  c o m p u t e r  i s  r e q u i r e d W A R R A N T I E S  I N C L U D I N G ,  B U T  N O T  L I M I T E D

t o  h a v e  i t s  c o p y  o f  Q u a r k X P r e s s .  Q u a r k X P r e s s  m a y  n o t  b e DISTRIBUTORS AND RETAILERS OF QUARK,  IN

r e n t e d  f o r  m u l t i p l e  u s e .
S O F T WA R E .

2 .  C O P Y I N G  R E S T R I C T I O N S :  C u s t o m e r  m a y  c o p y  Q u a r k 8 .  OT H E R  WA R R A N T Y  R I G H T S :  S o m e  s t a t e s  d o  :

X P r e s s  u n d e r  c e r t a i n  r e s t r i c t i o n s .  C u s t o m e r  m a y  m a k e  a a l l ow  l im i ta t ions  on  imp l i ed  war ran t ies  so  the  abe

b a c k u p  c o p y  o r  c o p y  o n t o  a  h a r d  d i s k .  N o  m o r e  t h a n  t w o  ( 2 )

c o p i e s  o f  Q u a r k X P r e s s  a r e  p e r m i t t e d  t o  b e  i n  e x i s t e n c e  a t

l i m i t a t i o n  m a y  n o t  a p p l y  t o  c u s t o m e r.

a n y  o n e  t i m e  f o r  e a c h  p u r c h a s e d  p a c k a g e .  E v e r y  c o p y  m u s t
9 ,  Q U A R K X P R E S S  U P D AT E S :  A t  Q u a r k ,  I n c .' s  s

i n c l u d e  a l l  n o t i c e s  a n d  m a r k i n g s  c o n t a i n e d  i n  t h e  o r i g i n a l
d i s c r e t i o n  Q u a r k ,  I n c .  m a y  p r o v i d e  c u s t o m e r  W

p r o v i d e d  b y  Q u a r k ,  I n c . ™
Q u a r k X P re ss  u p d a te s .  Q u a r k ,  I n c .  re t a i n s  t h e  r i g h t

p r o v i d e  t h e  u p d a t e s  f o r f e e .  C u s t o m e r  m a y  r e f u s e

3.  T R A N S F E R  O F  Q UA R K X P R E S S :  C u s t o m e r  m ay  n o t a c c e p t  t h e  Q u a r k X P r e s s  u p d a t e s .

t r a n s f e r  Q u a r k X P r e s s .
1 0.  C U S TO M E R  R E S P O N S I B I L I T Y  F O R  S E L E CT I O N

4.  C U S TO M E R  C O M M U N I CAT I O N  O F  L I C E N S E Q U A R K X P R E S S :  C u s t o m e r  i s  s o l e l y  r e s p o n s i b l e

A G R E E M E N T :  C u s t o m e r  a g r e e s  t o  t e l l  o r  c o m m u n i c a t e  t o
s e l e c t i o n  o f  Q u a r k X P re ss  to  a c h i eve  t h e  C u s to m e

a l l  p e r s o n s  u n d e r  h i s  e m p l o y m e n t ,  d i r e c t i o n  o r  c o n t r o l  o f o r  i n t e n d e d  r e s u l t s  o r  f o r  p a r t i c u l a r  a p p l i c a t i o n s .

t h e  re s t r i c t i o n s  c o n t a i n e d  i n  t h i s  L i c e n s e  Ag re e m e n t .
1 1 .  D I S C L A I M E R :  I N  N O  E V E N T  S H A L L  Q UA R K ,  I N

5 .  U N A U T H O R I Z E D  U S E  A N D  C O M P L I A N C E : BE LIABLE TO A CUSTOMER FOR ANY SPECI/

C u s t o m e r  w i l l  u s e  a l l  r e a s o n a b l e  e f fo r t s  t o  s e e  t h a t I N D I R E CT,  I N C I D E N TA L  O R  C O N S E Q U E N T I

e m p l o y e e s ,  a g e n t s ,  a s s i g n s  o r  o t h e r  p e r s o n s  u n d e r  t h e
D A M A G E S  I N  A N Y  W AY  R E L AT I N G  T O  T H E  U S E

d i r e c t i o n  o r  c o n t r o l  o f  c u s t o m e r  a b i d e  b y  t h e  t e r m s  a n d R IS ING OUT OF  THE  USE  OF  QUARKXPRESS.  QUAI

c o n d i t i o n s  o f  t h e  Q u a r k X P r e s s  L i c e n s e  A g r e e m e n t .  N o I N C .' S  L I A B I L I T Y  S H A L L  I N  N O  E V E N T  E XC E E D  T

p e r s o n  s h o u l d  b e  a l l o w e d  o r  p e r m i t t e d  o r  u s e  a n y  p o r t i o n TOTA L  A M O U N T  O F  T H E  P U R C H A S E  P R I C E / L I C E N

o f  Q u a r k X P r e s s  f o r  t h e  p u r p o s e  o f  d e r i v i n g  i t s  s o u r c e  c o d e . F E E  A C T U A L L Y  P A I D  B Y  T H E  C U S T O M E R  F O R  T H E  L

C u s t o m e r  a g r e e s  t o  n o t i f y  Q u a r k ,  I n c .  o f  a n y  u n a u t h o r i z e d O F  Q U A R K X P R E S S .

u s e  i n  w r i t i n g . 1 2 .  G R E AT E R  DA M AG E  R I G H T S :  S o m e  s t a t e s  d o

6 .  G E N E R A L  P R O V I S I O N S  A N D  WA R R A N T Y:  Q u a r k , al low the exclusion or l imitation of incidental

I n c .  w a r r a n t s  t h a t  f o r  n i n e t y  ( 9 0 )  d a y s  a f t e r  p u r c h a s e  o f consequent i a l  damages  So  the  l im i ta t i on  o r  exc lus

Q u a r k X P r e s s  b y  t h e  c u s t o m e r ,  Q u a r k X P r e s s  s h a l l

re a s o n a b l y  c o n fo r m  t o  t h e  s t a n d a rd s  d e f i n e d  i n  t h e

inc luded  in  th i s  L icense  Agreement  may  not  app ly

p a r t i c u l a r  c u s t o m e r s .

accompany ing  documentat ion  (manua ls  and  computer
a i d e d  i n s t r u c t i o n s ) .  Q u a r k ,  I n c .  s p e c i f i c a l l y  d o e s  n o t  wa r r a n t

1 3 .  G O V E R N I N G  L A W :  T h i s  A g r e e m e n t  w i l l  b e  g o v e n

t h a t  Q u a r k X P r e s s  w i l l  o p e r a t e  u n i n t e r r u p t e d  o r  e r r o r  f r e e .
b y  t h e  l aw s  o f  t h e  S t a t e  o f  C o l o r a d o .

T h e  s o l e  a n d  e x c l u s i v e  r e m e d y  f o r  a  f a i l u r e  o f  Q u a r k X P r e s s

t o  p e r f o r m  i n  a c c o r d a n c e  w i t h  t h e  a c c o m p a n y i n g

Q u a r k ,  I n c .

d o c u m e n t a t i o n  i s  fo r  t h e  C u s t o m e r  t o  r e t u r n  Q u a r k X P r e s s  t o

3 0 0  S o u t h  J a c k s o n  S t . ,  S u i t e  1 0 0

D e n v e r ,  C O  8 0 2 0 9
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Introducing QuarkXPress
QuarkXPress 2.0 is a powerful electronic publishing tool which
allows you to integrate word processing, precision typesetting,
graphics manipulation, and page layout. Use QuarkXPress to
publ ish  anyth ing f r o m  m a g a z i n e s  t o  n e w s p a p e r s ,  b o o k s  t o

p a m p h l e t s ,  fo u r- c o l o r  a d ve r t i s e m e n t  l ayo u t s  t o  p r o d u c t  s p e c i f i c a -
t i o n  s h e e ts .

Word Processing. Word processing is an integral part of
QuarkXPress. It is powerful and easy to learn. Unlike most desk-

top publishing programs, users find it easier to write and edit text

directly in QuarkXPress, than to import text from a dedicated
w o r d  p r o c e s s o r.

Precision Typography. Writ ing and edit ing words is one thing.

Making them look as though they are a well designed element of
the page is another. No other publishing program gives you as
many typographical features, with the level of control and preci-
sion available in QuarkXPress.

Page Layout. Page layout in QuarkXPress is highly precise and

f l ex i b l e .  Pa g e  e l e m e n ts  s u c h  a s  tex t  a n d  g r a p h i c s  c a n  b e  re a r-
ranged and viewed on-screen until the desired design is achieved.

D e s i g n  fe a t u re s  s u c h  a s  D e fa u l t  Pa g e s  a n d  S t y l e  S h e e ts  s e r ve  to

automate the page production process, and make page layout
less tedious.

Graphics. QuarkXPress al lows you to draw l ines and generate

f r a m e s  fo r  p i c t u r e s  a n d  c o l u m n s  o f  t ex t .  A n d ,  g r a p h i c s  c a n  b e

imported from most of the graphics and art programs for the
Macintosh. Depending upon the type of graphic, you may per-
form a number of styl istic manipulations.

Color. QuarkXPress has made color a truly useful design element

for desktop publishers. The program lets you create your own
c o l o rs .  O r,  i f  yo u  p re fe r,  s p o t  c o l o rs  c a n  b e  s e l e c te d  f ro m  t h e  w i d e

array of PANTONE®* Colors. Any color can be specified for text

and graphics created in QuarkXPress. The program can produce
p ro c e s s - q u a l i t y  s e p a r a t i o n s  o f  i t e m s  t o  w h i c h  c o l o r  i s  a d d e d  i n
Q u a r k X P re ss .
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System Requirements

QuarkXPress 2.0 is designed to be used on a Macintosh Plus,

Macintosh SE or Macintosh II  personal computer, with at least on
megabyte of  RAM (Random Access Memory) and hard disk.

Q u a r k ,  I n c .  d o e s  n o t  s u p p o r t  u s e  o f  Q u a r k X P r e s s  2 .0  o n  a
Macintosh 128, or any 512K computer system.

A Macintosh II  and color monitor must be used to view the color

fe a t u re s  o f  t h e  p ro g r a m  o n - s c re e n .  C o l o r  c a n  b e  d e f i n e d  a n d

applied when using a monochrome monitor, but results cannot be
seen  on-screen .

To install QuarkXPress 2.0 onto your hard disk, consult the
I n s t a l l a t i o n  Tu to r i a l  i n  t h i s  c h a p te r  fo r  s p e c i f i c  i n s t r u c t i o n s .

D u e  t o  t h e  d i f fe r e n c e s  b e t w e e n  t h e  M a c i n t o s h  P l u s ,  M a c i n t o s h  S E

and Macintosh II, you must install the Macintosh System soft

wa re  ( n e c e s s a r y  t o  o p e r a t e  t h e  M a c i n t o s h )  w i t h  a n  i n s t a l l e r  p ro -

gram, rather than dragging the System to the hard drive to copy
i t .  Re fe r  to  yo u r  M a c i n to s h  O w n e r ' s  G u i d e ,  o r  a s k  yo u r  d e a l e r  i f  yo u

have any questions about using an installer program to install
System software. Errors wil l  occur when using QuarkXPress on

a  c o m p u t e r  w h o s e  S y s t e m  s o f t w a r e  w a s  d r a g  c o p i e d ,  r a t h e r
than installed.

What You Need to Know to Begin Learning
QuarkXPress

This manual and the accompanying reference material assume
basic Macintosh familiarity. Basic familiarity includes the informa
tion outlined in the Macintosh II, SE, and Plus Owner's Guide. If

you are new to the Macintosh environment, we suggest that you
first examine the material which came with your Macintosh

before attempting to learn QuarkXPress.

The Building Blocks of QuarkXPress

Q u a r k X P r e s s  i s  b ox- b a s e d .  Tex t  i s  c o n t a i n e d  i n  t ex t  b oxe s ;  p i c -

tures and other graphics, in picture boxes. Text boxes may be
drawn in picture boxes; picture boxes may be drawn in text

boxes. Lines drawn with QuarkXPress may be, but need not be,
drawn wi th in  a  box.
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Boxes and lines drawn inside a larger box are referred to as
"nested." Nested items (boxes or lines) and the boxes in which

they are drawn have a "hierarchical" relationship. This means that
a nested item belongs to and is controlled by the box in which it is
drawn. That box is in turn subservient to the box in which it is
drawn, and so on.

This is  the main text  box.  I t  contains one picture box and another text
box.  Boxes and l ines drawn with in  a  box are  sa id  to  be ch i ld  i tems of  that

box. This text box is the parent of al l  other items within it.

This text  box is  within the
The p ic ture box below is  a  ch i ld  of  the main main text  box.  I t  conta ins

itext  box.  The picture box shown here a l ine as i ts  chi ld .  This
¡contains a chi ld text  box. itext box is a child of

the  ma in  tex t  box .

But it is a parent
box of  the

diagonal line.

This  is  a  text  boxi
a p icture box.

It may be helpful to think of the hierarchical relationship between
n e s te d  i te m s  a n d  t h e  b oxe s  t h ey  a re  d r aw n  i n  a s  a  p a re n t- c h i l d  a

relationship. A box or l ine is a "child" of the box in which it is

drawn. A box containing another box or l ine is a "parent" to that

item. If you move, copy, cut, or delete a parent item, its children
wil l  be moved, copied, cut, or deleted along with it.  An item may
have more than one parent. A box may have more than one chi ld.

F o r  a  c o m p l e t e  i n t r o d u c t i o n  t o  t h e  b ox- b a s e d  s t r u c t u r e  o f

Q u a r k X P re ss  re fe r  t o  t h e  t u t o r i a l ,  Wo r k i n g  w i t h  B oxe s  a n d  L i n e s ,  i n
this chapter.
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Fil l ing Text Boxes

Text can be typed into a box using QuarkXPress word processing.
Or, text fi les may be imported into a text box, then formatted witl
Q u a r k X P r e s s .  ( S e e  G e t  Te x t  u n d e r  t h e  F i l e  m e n u  i n  t h e  R e fe r e n c e

Manual for a l isting of fi le types which may be imported by
QuarkXPress.) Once in QuarkXPress, formatting can be applied tr
text, regardless of where it originated.

Fil l ing Picture Boxes

Picture boxes may be fi l led with either graphics from an art pro-

gram,  or with electronical ly reproduced images from a scanning

d e v i c e .  I n  e i t h e r  c a s e ,  i m p o r t e d  f i l e s  m u s t  b e  i n  o n e  o f  t h e  fo r m a t :
QuarkXPress can use. (See Get Picture under the File menu in th
Re fe re n c e  M a n u a l  fo r  a  l i s t  o f  f i l e  fo r m a ts  c o m p a t i b l e  w i t h

QuarkXPress.)

Linked Boxes

Too much text in a text box causes a text overflow condition. You
can control into which text box overflowed text is directed

through l inking. Linking can be either automatic or manual,
depending upon the s i tuat ion and your needs. To use

QuarkXPress most efficiently, it is most important that you gain

an understanding of how linking works. For this reason, a tutoria
dedicated to l ink ing both manual  and automat ic  -  has been

i n c l u d e d  i n  C h a p t e r  2 .  ( S e e  a l s o  U s i n g  t h e  L i n k i n g  a n d  U n l i n k i n g

Tools  in  the  Reference Manua l . )

Using the QuarkXPress Manuals

The QuarkXPress documentation is made up of two parts: the

pages contained within the three-ring binder, and the separately
b o u n d  R e f e r e n c e  M a n u a l .

T h i s  t h re e - r i n g  b i n d e r  c o n s i s t s  o f  fo u r  c h a p t e r s :

The first chapter includes tutorials covering QuarkXPress installa

tion, working with boxes and l ines, and word processing. The
tutorials in the second chapter cover text box linking, finding anc
changing text and text attributes, introductory typesetting with
QuarkXPress, and color manipulat ion.
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Chapter 3 contains information about how to use the Frame

Editor,  a program included with QuarkXPress which al lows you
t o  c re a t e  a n d  e d i t  c u s t o m  f r a m e s  ( b o rd e r s )  t o  p l a c e  a ro u n d  t ex t

a n d  p i c t u re  b oxe s .  Q u a r k X P re s s  i n c l u d e s  a  s e t  o f  b a s i c  f r a m e s ,  b u t

the Frame Editor al lows you to create your own frames which
may be used with QuarkXPress.

Chapter 4 presents an overview of typographical rules and con-
ventions, as well as instruction about how to implement some

popular design techniques using QuarkXPress.

T h e  R e fe r e n c e  M a n u a l ,  t h e  s p i r a l - b o u n d  b o o k  y o u  r e c e i v e d  w i t h

the QuarkXPress package, provides a detailed description about
e a c h  o f  t h e  Q u a r k X P r e s s  fe a t u r e s  a n d  c o m m a n d s .  T h e  R e fe r e n c e

Manual is organized by menu. Menu entries are described in the
order they appear in their respective menus.

Using Menus

T h e  m e n u  b a r  l o c a t e d  a t  t h e  t o p  o f  t h e  s c re e n  c o n t a i n s  t h e    m e n u ,
and the seven QuarkXPress menus. The seven QuarkXPress
m e n u s File, Edit,  Style, Item, Page, View, and Uti l it ies• con-

tain menu entries which al low you to perform a command, or
cause dialog box to be displayed. Menu commands cause an
a c t i o n  to  b e  c a r r i e d  o u t  o n  tex t ,  l i n e s  o r  p i c t u re s .  D i a l o g  b oxe s

al low you to communicate with the program - to enter measure-

m e n t  s p e c i f i c a t i o n s ,  t o  m a ke  s e l e c t i o n s ,  o r  t o  t e l l  t h e  p ro g r a m  h ow

you want something modif ied. I f  a menu entry is dim (gray
instead of black when using a black-and-white monitor), that
menu entry is not currently available.

The i l lustration on the following page is an example of the Item
menu from QuarkXPress. The smaller menu toward the r ight of
the Item menu is the Default  Line Width sub-menu, which is

a c c e s s e d  t h r o u g h  t h e  I t e m  m e n u .  E a c h  o f  t h e  m e n u  p a r t s  i s
labeled and described.
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File Edit Style Item Page View Utilities
Modify… 3 8 M
Frame. 3B
Duplicate XD

M e n u  B a r
Menu

Step and Repeat...
Delete 9K
Lock 3L

Ac t i ve  C o m m a n d Send Dehind Keyboard  Equ iva lent
Bring Forward

Default Line Width Other.
Hairline

D i m m e d  C o m m a n d /1 pt
2 pt
4 pt C h e c ke d

S e l e c te d  M e n u  C o m m a n d  S u b - m e n u  I n d i c a to r 6 pt C o m m a n ‹

8 pt
Sub-menu 12 pt

1. Menu Bar - The menu bar is displayed at the top of the screen, and displays the
n a m e

of each QuarkXPress menu.
2. Menu - A menu contains menu entries grouped by the type of function they perform.

For example, the Item menu groups all the functions and dialog boxes related to modi

fying boxes and l ines. Scroll  up or down in the menu to highlight the desired menu
i te m ,  a n d  re l e a s e  t h e  m o u s e  b u t to n  to  s e l e c t  i t .

3 . Active Command - A menu item which is available at the time the menu is accessed i:

act ive (not dimmed).
4. Dimmed Command - If  a menu item is not avai lable when a menu is accessed, the

item name is dimmed, and cannot be selected.
5 . Selected Command - A menu item on which the arrow pointer is placed becomes

highlighted, or selected. When you release the mouse button when a menu item is

selected, QuarkXPress wi l l  e ither per form a function or display dialog box.
6. Checked Command - A check mark to the left of a menu command indicates that the

attribute or function is currently in effect.
7.  Keyboard Equivalent  -  Keyboard equivalents a l low you to access a menu i tem with-

a out using a mouse. A keyboard equivalent will perform an action or call up a dialog

box, just as selecting the item with a mouse would.
8. Sub-menu Indicator - A tr iangle displayed to the r ight of the item name indicates thai

menu item has a sub-menu from which you can select choices.
9.  Sub-menu Sub-menus are  extens ions of  a  g iven menu i tem.  A sub-menu prov ides

list of choices related to the corresponding menu item from which to select. To display

the sub-menu, select the menu item and move the arrow pointer to the right. Scroll up
or down in the sub-menu to highlight the desired sub-menu item, and release the

m o u s e  b u t t o n  t o  s e l e c t  i t .
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Menu Commands

Menu commands al low you to per form some action.  The example

below shows the QuarkXPress Style menu for text. Notice Size is
highlighted. The arrow to the right of Size indicates that this
menu command contains a sub-menu, from which you may select

a pre-defined font size. A menu entry followed by an ell ipsis (...)
indicates that selecting that menu entry will cause a dialog box to

be displayed. For example, if you select Other... in the sub-menu
below, a dialog box wil l  be displayed which al lows you to specify

a font size by typing in the desired measurement.

S t u l e
Font
S 1 z e other. 0xl
Ty p e  S t y l e 7  p t
C o l o r 9pt
S h a d e 0O pt
H o r i z  S c a l e . . . 12 pt
Kern. . . 14 pt

C h a r a c t e r. . .  0 % D 10 pt
24 pt

N o r m a l 3 6  p t

A l i g n m e n t 4 8  p t
Lead ing. . O I 6 E 6 0  p t
F o r m a t s . . . 0%F 72 pt
Ta b s . . . 0 % T

S t y l e  S h e e t s

Notice how the 12 pt entry in the Size sub-menu has a check mark
to  the  l e f t  o f  i t .  The  check  mark  i n d ica tes  tha t  the  cu r ren t l y  s e lec ted

t ex t  i n  t h e  a c t i ve  d o c u m e n t  i s  1 2 - p o i n t  t ex t .  T h e  a r row  p o i n t e r  a

(which you mov around the screen using the mouse) is  point ing
t o  t h e  1 0  p t  e n t r y.  I f  yo u  we re  t o  re l e a s e  t h e  m o u s e  b u t t o n  w i t h  1 0

p t  s e l e c t e d as is shown here - the selected text would be

c h a n g e d  t o  1 0 - p o i n t  t ex t .  C h a n g i n g  fo n t  s i z e  u s i n g  t h e  p o i n t - a n d -

s e l e c t  m e t h o d  d e s c r i b e d  h e r e  i s  a n  e x a m p l e  o f  e m p l o y i n g  a  m e n u

command to perform an action.
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A dialog box allows you to select options from lists, and to enter
measurements and other specifications. The Font size dialog box
shown  be low  (S ty le Size Other) is one of the most simple
dialog boxes. It  contains one f ield - Font size in to  wh ich  you

may enter a desired size. Once a dialog box has been modified to
contain the data you desire, move the arrow pointer over the OK
button and click on the mouse button. Once OK is clicked, the

d i a l o g  b ox  i s  c l o s e d ,  a n d  t h e  s p e c i f i c a t i o n s  yo u  m a d e  ( i .e . ,  1 0.5  p t

fo n t  s i ze )  a re  a p p l i e d .

S t u l e
Font Font  s i ze : 1 0 . 5

S 1 z e u t h e r.

Ty p e  S t y l e 7 pt C e n c e l
C o l o r 9 pt
Shade 1 0  D t
H o r i z  S c a l e . . . v12 pt
Kern. . . 14 pt

Charac te r…  0XD 18  p t
20 pt

N o r m a l 0 % N  3 6  p t
Al ignment 4 8  p t
Leading... O 3 C E  6 0  p t
F o r m a t s . . . 0%F 72 pt
Ta b s . . . 0 % T
S t y l e  S h e e t s

Keyboard Equivalents

Keyboard equivalents,  such as "* D" next to the Dupl icate entry
i n  t h e  I t e m  m e n u ,  a r e  u s e f u l  a s  s h o r t  c u t s  t o  a c c e s s i n g  m e n u

entries. (Throughout the manuals, keyboard equivalent characters

are separated by hyphen, e.g.,  #-D. These hyphens are not part
of the keyboard equivalent; *-D means press the the æ key and
the D key at the same time.) By using a keyboard equivalent

i n s t e a d  o f  t h e  m o u s e  t o  s e l e c t  a  m e n u  e n t r y,  yo u  c a n  s p e e d  u p  t h e
p r o c e s s  o f  m a k i n g  m e n u  s e l e c t i o n s .  M e n u  e n t r i e s  w i t h  c o r r e -

sponding keyboard equivalents are labeled on the menu to the
right of the menu entry; not all  menu entries have a keyboard
equivalent.

Keyboard equivalents are sometimes referred to as keyboard

commands. Appendix E in the Reference Manual l ists all
QuarkXPress  keyboard commands.
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Accessing the QuarkXPress Help File

The QuarkXPress help fi le, "XPress Help" is contained on the

Data Disk, which was included in this package. The help fi le pro-
vides a quick reference which you can display and read while

using QuarkXPress.

A b o u t  Q u a r k K P r e s s ™  I

G e t f t i n g  H e l p

Quark.
C l i c k  S e q u e n c e s

K e y  S e q u e n c e s

T h e  T o o l  P e l e t t e

M o v e r  t o o l

E d i t i  n g  t o o l

Q u a r k H P r e s s ™ C r e s t i o n  t o o l s

V e r s i o n  2 . 0 L i n k i n g  &  U n l i n k i n g  t o o l s

F i l e  m e n u

©  1 9 8 6 - 8 8  Q u a r k  I n c . O p e n

C l o s e

S e v e

S a v e  6 9

H e l p C o n c e l

In order to use the help file, you must place acopy of XPress Help
into the same folder in which you store the QuarkXPress pro-

gram. Access the help fi le while in QuarkXPress by choosing
About  QuarkXPress f rom the   menu.  A d ia log box is  d isplayed

which contains a list of topics from which to choose. Use your
m o u s e  t o  p o i n t  t o  t h e  t o p i c  o f  i n t e r e s t .  D o u b l e - c l i c k  o n  t h e  d e s i r e d

t o p i c ,  o r  s e l e c t  a  t o p i c ,  t h e n  c l i c k  H e l p .  A  h e l p  s c r i p t  a b o u t  t h e

t o p i c  yo u  s e l e c t e d  i s  d i s p l aye d .  C a n c e l  c l o s e s  t h e  h e l p  f i l e ,  a n d

returns you to QuarkXPress.

When the help script is displayed, a new set of buttons is shown

at the bottom of the dialog box. Click on Topics to change topics.
Clicking Next displays the next topic of the help script; Previous

displays the previous topic of the help script. Clicking Cancel
c l o s e s  t h e  h e l p  f i l e ,  a n d  r e t u r n s  yo u  t o  Q u a r k X P r e s s .  U s e  t h e

scroll bar to browse through the help script for a given topic.

A b o u t  Q u a r k K P r e s s ™ *

N e w  -  C r e a t e s  o  n e w  # P r e s s  d o c u m e n t

C h o o s e o  c r e e t e  • v  X P r e s s  d a c u m e n t .  T h i s  b r i n g s  u P I

d i e l e g  b o x  i n  w h i c h  d o c u m e n t  e t t r i b u t e s  a r e  s p e c i f i e d :

P e g e  S i z e  t h e  s i z e  o f  t h e  d o c u m e n t ' s  p a g e .  T h i s  c e n  r e n g e  f r o m

6 3  a m e l l  8 s  *  x  1 ° ,  t o  a s  l a r g e  8 3  4 8 °  x  4 8 °

U S  Le t t e r  8 1 / 2 "  w i d e ,  1 1 "  t e l l  ( p r e s e t  o p t i o n )
U S  L e g a l  =  8  1 / 2 "  v i d e ,  1 4 °  t e l l

A 4  L e t t e r  =  2 1 0 m m  v i d e ,  2 9 7 m m  t e l l

8 5  L e t t e r  =  1 8 2 m m  w i d e ,  2 5 7 m m  t e l l

Te b l o i d  -  1 1 °  v i d e ,  1 7 °  t e l l
O t h e r  =  a i z e  a p e c i f i e d  b y  W i d t h  a n d  H e i g h t

M a r i n a  t h e  a m o u n t  o f  s p a c e  b e t w e e n  t h e  e d g e s  o f  t h e  p e p e r  a n d

e  t e x t .  M a r g i n a  a r e  p r e s e t  t o  1 / 2 "  o n  e l l  s t d e s .  D e u b l e  S i d e d

To p i c s N e x t P rev i o u s C a n c e l
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QuarkXPress Tutorials
Introduction

This chapter contains three tutorials: the first one helps you

install QuarkXPress; the second one covers the creation, resizing,

and movement of text boxes, picture boxes, and l ines in
QuarkXPress; and the third tutor ial  introduces word processing
with QuarkXPress.

All  tutorials assume famil iarity with Macintosh use and con-
ventions, although some Macintosh concepts may be reviewed

i n  a  t u to r i a l .  E a c h  t u to r i a l  s t a te s  t h e  P r i o r  K n ow l e d g e  Re q u i re d

prerequisites.

T h e  i n t r o d u c t i o n  t o  e a c h  t u t o r i a l  i n c l u d e s  a n  O ve r v i e w  s e c t i o n ,

which provides a view of the document you wil l  construct or

states which QuarkXPress concepts and menu items are covered
in the tutorial .

Most documents prepared in the tutorials require the use of text
and pictures from either Sample Disk or Sample Disk 2.

U n d e r  t h e  h e a d i n g  R e fe r e n c e  M a n u a l ,  t h e  t u t o r i a l  i n t r o d u c t i o n

l i s ts  t h e  re l eva n t  s e c t i o n s  o f  t h e  Re fe re n c e  M a n u a l  t h a t  yo u  m ay

find helpful to read before taking the tutorial.  You wil l  obtain

t h e  m o s t  b e n e f i t  f ro m  a  t u t o r i a l  i f  yo u  re a d  t h e  Re fe re n c e  M a n u a l
sec t ions  f i rs t .

Individual steps (actions) in the tutorial are numbered and bold-

f a c e d .  P l e a s e  r e a d  a n  e n t i r e  n u m b e r e d  s t e p  b e fo r e  t a k i n g  a ny

action. Results of actions and explanations are in plain text. In

m o s t  t u t o r i a l s ,  g ro u p s  o f  s t e p s  re l a t e d  t o  a  s p e c i f i c  g o a l  w i l l  b e

listed under a heading describing that goal.

The number for the last step in a tutorial  appears in outl ine type

style. Be sure to save your work if you must quit before the end o
the tutor ia l .
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Installation Tutorial

Overview: Your QuarkXPress package should contain four disks:

the  Program D isk ,  the  Data  D isk ,  Sample  D isk  1,  and  Sample  D isk  2.

The disks are shipped unlocked. To avoid accidental deletions or
w r i t e - o n s ,  l o c k  t h e  Q u a r k X P re ss  D a t a  D i s k  a n d  t h e  Q u a r k X P re ss

P ro g r a m  D i s k  by  m ov i n g  t h e  s m a l l  b l a c k  t a b  s o  t h a t  yo u  c a n  s e e

through the hole.

You can see through this hole
when the disk is  locked.

A locked disk can still be copied, so locking will not interfere with
QuarkXPress instal lation.

Prior Knowledge Required: Many of the terms and procedures
used in this and following tutorials assume a basic familiarity
with the Macintosh. If you have not already done so, we strongly

re c o m m e n d  t h a t  yo u  t a ke  t h e  A p p l e  To u r  o f  t h e  M a c i n to s h  o r  re a d

the int roductory  mater ia l  in  your  Macintosh manual  before  proceeding.

Follow the steps below to install  QuarkXPress on your hard drive.

1. Tur n  on  your  Mac in tosh ,  and  when  you  a re  a t  the  F inder,
open your hard disk by double clicking on its icon.

2. Create a  new fo lder  by se lect ing New Folder  f rom the F i le
menu  in  the  F inder.  Name the  fo lder  "QuarkXPress".

3.  Inser t  the  QuarkXPress  Program D isk .  To  open  the  d isk ,
double click on the QuarkXPress disk icon when it

appears  on  your  desktop.  I f  necessary,  d rag  the  d isk
window aside to expose your hard drive window contain-
ing the new QuarkXPress folder.

4. Drag the QuarkXPress program from the Program Disk
in to  the  fo lder  you  created .  When the  copy ing  i s  com-

plete,  c lose the Program Disk  window and e ject  the
Program Disk.

5.  I nser t  the  QuarkXPress  Data  D isk .  When  the  d isk  i con

appears on your Finder, double click on the icon to open
the Data Disk.
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6. Drag the  contents  of  the  Data  D isk  to  the  Quark  XPress

fo lder  to  copy  them.  The  Data  D isk  conta ins :  XPress  Data
XPress Help,  XPress Dict ionary,  XPress Hyphenat ion,
WriteNow Filter, MacWrite Filter, Microsoft Word Filter, Frame
Editor,  and Frame Edi tor  Help.  Hold down the Shi f t  key to
copy severa l  i tems at  once or  choose Se lec t  A l l  f rom the

Ed i t  menu.  When the  copy ing  is  complete ,  c lose  the  Data
Disk  window and e jec t  the  Data  D isk .

Q u a r k X P r e s s  i s  n o w  i n s t a l l e d  o n  y o u r  s y s t e m .  To  a c c e s s  t h e pro-

gram, double-click on the XPress application icon.

Until you return your Warranty Registration Card and receive your
personalized version of QuarkXPress, you will  have to use the

P ro g r a m  D i s k  a s  a  key  to  a c c e ss  t h e  p ro g r a m  fo r  e a c h  s e ss i o n .  T h e

computer wi l l  prompt you to enter the disk when you double
c l i c k  o n  t h e  X P re ss  i c o n .

Note that for QuarkXPress to find the dictionary, help files, and

Frame Editor, all fi les must be in the same folder.
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Tutorial: Working With Boxes and
Lines

Overview: This tutorial  is an introduction to the fundamental

design element in QuarkXPress the box. You will use the tool

p a l e t t e  a n d  ke y b o a r d  c o m m a n d s  t o  c r e a t e ,  m o v e ,  r e s i z e ,  a n d
d e l e t e  b oxe s .

Yo u  w i l l  a l s o  l e a r n  t o  c re a t e ,  m ove ,  re s i ze ,  a n d  d e l e t e  l i n e s .

Following the box and l ine discussions, you wil l  work with a pic-
t u re  i m p o r t e d  f ro m  S a m p l e  D i s k  2 .

Pr ior Knowledge Required: I t  is  assumed that you are famil iar
with your Macintosh. You should be able to use the mouse and
s c ro l l  b oxe s .

It is also assumed that you have taken the QuarkXPress installa-

tion tutorial and that you are currently in the Finder.

Reference Manual: You wil l  obtain the most benefit  from this

tutorial if you first read the following discussions in the introduc-

t ion  sec t ion  o f  the  Reference  Manua l  before  proceed ing :  The  Too l
Pa let te ,  Boxes,  and L ines.

QuarkXPress Tools

The QuarkXPress tools that are used to create and work with lines

a n d  b oxe s  a re  re v i e we d  i n  t h i s  s e c t i o n  p re c e d i n g  t h e  t u t o r i a l .

Tex t  b oxe s  a re  c re a te d  u s i n g  t h e  ( a )  to o l .  A  tex t  b ox  i s  a  b ox  w h i c h

will contain text that is typed into it or imported into it from
a n o t h e r  s o u rc e .  A  t ex t  b ox  c a n  a l s o  c o n t a i n  l i n e s ,  p i c t u re  b oxe s ,
and other text boxes.

P i c t u re  b oxe s  a re  c re a t e d  u s i n g  a ny  o f  t h e  p i c t u re  b ox  c re a t i o n

tools, x, 8, 8. Picture boxes can also contain l ines, text boxes,
a n d  o t h e r  p i c t u r e  b oxe s .

A  b ox  t h a t  c o n t a i n s  o t h e r  b oxe s  o r  l i n e s  i s  c a l l e d  a  p a re n t  b ox .  T h e
b oxe s  a n d  l i n e s  c re a t e d  w i t h i n  i t  a re  c a l l e d  c h i l d  b oxe s  a n d  l i n e s .
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Lines are created using any of  the four tools,  +,  \ ,K,  or  .  The

l i n e  c re a t i o n  to o l s  h ave  m a ny  o f  t h e  s a m e  c h a r a c te r i s t i c s  a s  t h e
b ox  c re a t i o n  t o o l s .

The arrow pointer * performs many different functions, and

changes in appearance depending on what is being done. It may
appear as:

* (the mover pointer) when the mover tool is selected and the
p o i n t e r  i s  b ro u g h t  w i t h i n  a n  a c t i ve  b ox  o r  p l a c e d  o n  a ny
active line.

(the res iz ing pointer)  when the pointer  is  p laced onto a han-
dle of an active box or line.

+ (the box/line creation crosshair pointer) when a text box, pic-
ture  box ,  o r  l ine  creat ion  too l  i s  se lec ted  and  the  po in ter  i s

b r o u g h t  w i t h i n  a n  a c t i ve  b ox ;  w h e n  yo u  h o l d  t h e  m o u s e  b u t t o !
d ow n  w i t h  o n e  o f  t h e  c re a t i o n  to o l s  s e l e c te d ;  w h e n  a  c re a t i o n

too l  i s  se lec ted  and  there  a re  no  ac t ive  i tems  in  the  document .

› ( t h e  I - b e a m  p o i n t e r )  w h e n  t h e  e d i t i n g  t o o l  i s  s e l e c t e d  a n d  t h e

pointer is within an active text box.

W h e n  a  l i n e ,  tex t  b ox ,  o r  p i c t u re  b ox  i s  a c t i ve  ( h a s  h a n d l e s  o n  i t ) ,  ;

can be resized with the resizing pointer + or moved with the
m ove r  t o o l  • & .

Working With Boxes

B e fo re  s t a r t i n g  t h i s  t u to r i a l ,  i n s e r t  S a m p l e  D i s k  2  i n to  yo u r  f l o p py

disk drive (it contains a picture that you will use later) and click

o n  t h e  d i s k  i c o n  to  o p e n  i t .  D r a g  t h e  fo l d e rs  C h a p .1  P i c ts  a n d

Chap. 2 Picts onto your hard drive to copy them. From your

Finder, open the QuarkXPress folder on your hard disk and dou-
b l e  c l i c k  o n  t h e  X P re s s  a p p l i c a t i o n  t o  o p e n the

Creating the Initial Text Box

program.

1.

2.

From the  F i le  menu,  se lec t  New.

In  the  New d ia log box,  c l ick  OK.

T h i s  b r i n g s  u p  t h e  f i r s t  p a g e  o f  t h e  n e w  d o c u m e n t .  T h e  f i r s t  p a g e
o f  t h e  d o c u m e n t  c o n t a i n s  o n e  7.5 '  x  1 0"  t ex t  b ox  ( a s  d e t e r m i n e d  b

the default margin settings in the New dialog box). Any items
drawn in this 7.5" x 10" box will be children of this box.
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3. Select the text box creation tool rA from the tool palette
and  br ing  the  po in te r  back  in to  the  document .

Notice that the arrow pointer changes to a crosshair when

4. Position the crosshair pointer inside the large box on your

brought into the document.

screen,  near the upper- left  corner of  the text  box.
L

D D 0 0 + 2 0 E

5. Hold down the mouse button and drag downward diago-
nally to your r ight. (Notice the dotted l ines in the rulers that
identify the four corners of the box when you press the
mouse button and begin drawing your box.)  After  creat ing
a box roughly 2 inches by 2 inches, release the
mouse button.

Your screen should look something l ike this:

B B ® 0 + 7 2 0 8 1

N o te  t h a t  t h i s  n e w  b ox  i s  a  ch i l d  o f  t h e  7.5 " '  x  1 0"  tex t  b ox .
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For the next step you will  hold the Option key while selecting the

text box creation tool. Pressing the Option key keeps the tool
s e l e c t e d  u n t i l  yo u  s e l e c t  a n o t h e r  t o o l .

6. Hold down the Option key and select the text box cre-
ation tool. Release the key after the tool is selected.

7. Draw a few more text boxes outside the 2" x 2" box. For
at least one of these boxes, press the Shift key while yoi
draw. This constrains the box to a square.

Notice that the arrow pointer turns into a crosshair pointer when

it is within an active text box. When the crosshair pointer is

moved outside an active text box, the arrow pointer reappears.

Moving a Box

8. Select the mover tool  from the tool palette and bring
the cursor into whichever newly-created box is active.

N o t i c e  t h a t  t h e  p o i n t e r  c h a n g e s  t o  t h e  m ove r  p o i n t e r  g P.

9. Hold down the mouse button and drag the pointer (with-
in the smaller box) around in the visible portion of your
document (if you are using a Macintosh SE-size screen).
Try  to  move  the  box  out  o f  the  la rger  page  text  box .

You will notice that the box you created cannot be moved outside

t h e  l a rg e r  7.5 '  by  1 0"  t ex t  b ox .  ( I f  yo u  t r y,  t h e  s h a d owe d  b ox  i n d i -

cating the new position disappears when you move the pointer fa:
e n o u g h  o u ts i d e  t h e  b ox . )  T h i s  i s  b e c a u s e  t h e  s m a l l e r  b ox  i s  a

"child" of the larger box. In QuarkXPress, boxes are "nested" with

i n  o n e  a n o t h e r  a c c o rd i n g  t o  t h e  o rd e r  i n  w h i c h  t h ey  a re  c re a t e d .

On Macintosh SE-size monitors, moving the box into parts of the
document that do not show in the document window brings thos
a re a s  i n t o  v i e w,  i n  e f fe c t  fo rc i n g  t h e  d o c u m e n t  t o  s c ro l l .

You wil l  now create a box within the 2" x 2" box.

10.  Se lec t  the  text  box  creat ion  too l  f rom the  pa le t te .  Move
the  po in ter  w i th in  the  2"  x  2"  box .

11. Hold down the mouse button and drag out a roughly
ha l f- inch  by  ha l f- inch  box  w i th in  the  2"  x  2"  box .
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W h e n you release the mouse button (having completed your box),
the previously selected tool, which in this case was the mover
to o l ,  i s  a u to m a t i c a l l y  re s e l e c te d  i n  t h e  p a l e t te .

12. Move the small box around in its parent.

You wil l  now move the parent and child together.

13. Click outside the small box, but inside its parent. This
activates the parent box.

14.  Wi th  the  mover  too l  s t i l l  se lec ted,  press  the  mouse  but-
ton and drag the 2"  x  2" '  box to  a  new pos i t ion.

Notice that the smaller box retains its position within its parent
box regardless of the parent's location.

Resizing a Box

15. Select the editing tool F and check that the 2" x 2" box
is  ac t ivated.  Move the  po inter  in to  the  ac t ive  box.

Notice that the pointer changes to the I-beam pointer I when in an
active text box with the editing tool selected.

16.  Move  the  po in ter  onto  one  of  the  box  hand les  unt i l  i t
changes into the resizing pointer +.

17. With this pointer showing, hold down the mouse button
and drag in any direction.

Notice that the box can be made any size, and that if you grab

a corner handle, the corner diagonally across from the handle
you are holding remains anchored. Grabbing a middle handle

will constrain the box resizing in that direction (up, down, left,

or right).

T h e  o n l y  re s t r i c t i o n  o n  b ox  re s i z i n g  i s  t h a t  a  p a re n t  b ox  c a n n o t  b e
resized to the point where it cannot hold its child.

Experiment with resizing the box using both the corner and
s i d e  h a n d l e s .
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Cutting and Pasting Boxes

18. Select the mover tool and activate the small child box;
se lect  Cut  f rom the Ed i t  menu.

The small box has been deleted. This action can be undone using
the Undo command in  the Edit  menu.

19.  From the Ed i t  menu,  se lect  Undo I tem Delet ion .

The small box reappears in its previous location.

You will now delete the larger box and see that deletion of a par-
e n t  b ox  d e l e t e s  a l l  c h i l d  i t e m s .

20.  With  the mover  too l  st i l l  se lected,  act ivate  the parent  bo›

and de lete  i t  us ing  Cut  f rom the  Ed i t  menu.  You wi l l  be
warned that  the  ac t ion  w i l l  de le te  severa l  i tems and can-
not be undone.

21. Click OK.

While this action cannot be undone, the deleted parent and child

i t e m s  c a n  b e  p a s t e d  b a c k  i n t o  t h e  d o c u m e n t .

22.  Se lec t  Paste  f rom the  Ed i t  menu.

The items are now in the center of the document window. You

wil l  now delete them again.

Deleting Boxes

23.  Se lec t  the  mover  too l  and  press  De le te .  C l ick  OK in  the
warning dialog box.

24.  Wi th  the  mover  too l  se lec ted,  use  the  De lete  key  to

remove all remaining boxes from your document except
the original 7.5" x 10" text box.

Working With Lines

L i n e s  a re  c re a t e d  u s i n g  a ny  o f  t h e  fo u r  l i n e  c re a t i o n  t o o l s  i n  t h e

palette (+, ) .  Whi le l ines can be chi ldren of a box,  a l ine

c a n n o t  b e  a  p a r e n t  o f  a ny  o t h e r  i t e m .

A l ine originating within a box cannot extend beyond that
box; also, a child l ine is moved and/or deleted along with its

parent box.
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Creating Lines

You wil l  now draw, move, resize, and delete l ines.

25.  Draw another  2"  x  2"  tex t  box .

You wil l  draw three l ines in this exercise. You wil l  use the arrow
creation tool to draw a l ine originating outside the small box

and ending inside. This wil l  help you remember the l ine's origin.
You wil l  use the orthogonal l ine creation tool + to draw a vertical
line outside the 2" x 2" box, and you will use the line creation tool
to draw a line totally within the small box.

26. Select the arrow creation tool • and move the pointer
about an inch from the small box but within the original
7.5" x 10" text box.

27. Hold down the mouse button and drag the line until it
crosses the border of the smaller box. Release the
mouse button.

The l ine wil l  bl ink once and then show with handles at each end.

28. Select the orthogonal line creation tool +, and draw a
ver t ica l  l ine  to  the  r ight  of  the  2"  by  2"  box.

You will now use the Shift key to constrain a l ine to 45 degrees.

T h e  S h i f t  ke y  w i l l  c o n s t r a i n  t h e  l i n e  t o  0  d e g re e s ,  4 5  d e g re e s ,

o r  9 0  d e g re e s .

29. Select the line creation tool , hold down the Shift key,
and draw a short line completely within the small box.

Your screen should look something l ike this.

0000+/42 3 3
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Moving Lines

30.  Wi th  the  mover  too l  se lec ted,  move the  po inter  onto
the vertical l ine and cl ick. (If,  after cl icking, the handles are

n o t  d i s p l aye d  a t  t h e  e n d s  o f  yo u r  l i n e ,  yo u  p ro b a b l y  m i s s e d  -
try again.)

( T h i s  exe rc i s e  i s  b e s t  d o n e  w i t h  t h e  m ove r  t o o l  s e l e c t e d .  I f  t h e  e d i t

i n g  t o o l  i s  s e l e c t e d  a n d  yo u  m i s s  t h e  l i n e  a n d  a c t i va t e  t h e  b ox ,  t h e

l i n e  i s  s e n t  b e h i n d  t h e  b ox  to  fa c i l i t a te  tex t  e d i t i n g .  T h i s  c a n  c a u s e

problems if you are interested in working with l ines rather than
editing text.)

31. With the l ine active and the mover pointer on it,  hold
down the mouse button and drag the line.

The l ine can be moved anywhere but outside its parent.

Resizing Lines

32. Use the pointer to click on the arrowhead line going into
the box.

33.  When  the  hand les  appear,  move  the  po in te r  on to  the
handle on the head of the arrow.

T h e  p o i n t e r  c h a n g e s  t o  t h e  r e s i z i n g  p o i n t e r  - D.

34. With the resizing pointer showing, hold down the mouse
button and resize the line in any way you want.

Notice that while the angle and length of the line can be altered,

one end is always anchored.

Deleting Lines

35. Again, with the mover tool selected, activate the vertical
l ine.

36.  Press 38-K to remove the l ine.

Such deletions can be undone using Undo from the Edit menu.

*K is  the  keyboard equiva lent  for  the  I tem menu command
Delete.
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37.  Delete a l l  i tems on the page us ing 3e-K.  ( I f  you accidenta l-
ly  ac t ivate  the  7.5"  x  10"  text  box  and press  De lete ,  you  wi l l
get a warning dialog box. Click Cancel.)

Working With Picture Boxes

P i c t u r e  b oxe s  a r e  c r e a t e d ,  m ove d ,  a n d  d e l e t e d  m u c h  t h e  s a m e  a s

text boxes.  Picture boxes have three pre-defined shapes -X ,  8,
and ® from which to choose.

38. Select the rectangle picture box creation tool g from the
tool  palette.

You will use the Shift key to constrain the box to a square.

39. Holding down the Shift key, create a square picture box
measur ing  about  3"  by  3"  in  the  upper- le f t  corner  of  the
original 7.5"' x 10" text box.

B O + O ® D E n

4 T T

S i m i l a r l y,  yo u  c a n  c o n s t r a i n  a  p i c t u re  b ox  t o  a  p e r fe c t  c i rc l e  by

holding the Shift key while drawing with the oval picture box cre-
at ion tool  &.

40.  Se lec t  the  &  too l  f rom the  pa le t te .

41. Holding down the Shift key, drag out a circular picture
box roughly 2" in diameter.

42.  De le te  the  c i rcu la r  box  by  se lec t ing  the  mover  too l  and
pressing the Delete key.
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Importing a Picture

In this section you will  import a picture into a picture box.

43.  Se lect  the  ed i t ing too l  f rom the pa let te .

44.  Ac t ivate  the  square  p ic ture  box  you  created  ear l ie r.

45.  From the  F i le  menu,  se lec t  Get  P ic ture .

46.  Af ter  the  Get  P ic ture  d ia log box appears ,  open the  Chap.

1  P ic t  fo lder  to  get  to  Box Sample TIFF.

Get Picture

3  C h a p .  1  P i c t

Box Sample TIFF @hard d isk

Ejed

Dr ive

O p e n

C a n c e l

47.  O p e n  t h e  d ocu m e n t  ca l l e d  B ox  S am p le  T IF F.

You are returned to the document. After a few moments you wil l

see a part of TIFF (Tag Image Fi le Format) picture of a balloon a
shown be low.
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Posit ioning a Picture a

48.  Mak ing  sure  that  the  ed i t ing  too l  i s  se lec ted,  move the

po in ter  in to  the  ac t ive  p ic ture  box  and  watch  i t  change  to
the picture-moving pointer ".

Using this pointer you can position the graphic within the box.
While you keep the mouse button pressed, you can move the (")
both within and outside the picture box to better position
the image.

49.  Wi th  the  m)  showing,  ho ld  the  mouse but ton  and drag
the p ic ture  around in  the  p ic ture  box.  (There  may be a
br ief  wa i t  for  the  hand to  "grab onto"  the  image.)  Move
the  m outs ide  the  box .  When  f in ished,  leave  the  ba l loon
off  center.

50. Press æ-Shift-M.

This command centers the picture in the middle of the box. You
s e e  a l l  o f  t h e  p i c t u re  t h a t  w i l l  f i t  c e n te re d  i n  t h e  p i c t u re  b ox .

You wi l l  now use two other keyboard commands for centering

graphics. The first fits a graphic entirely within the picture box,
but may cause distortion in doing so.

51. Press 3-Shift-F.

Your screen should look something like this. Notice that the pic-

ture is distorted horizontally.
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T h e  n ex t  ke y b o a rd  c o m m a n d  p ro p o r t i o n a l l y  s c a l e s  t h e  g r a p h i c  s o  i t

wi l l  f i t  within a given picture box without distort ion.  Depending
o n  t h e  p i c t u r e  i m p o r t e d ,  t h e r e  m ay  b e  exc e s s  w h i t e  s p a c e  a t  t h e

bottom or to the right of the image.

52. Press æ-Option-Shift-F.

T h e  s c a l e d - d ow n  b a l l o o n  w i l l  b e  a t  t h e  l e f t  o f  t h e  p i c t u re  b ox .

53.  Center  the bal loon,  us ing æ Shi f t-M.

Resizing the Picture Box

54. Resize the picture box by dragging on the handles.

Notice that when you resize a box containing a picture, the picture
i s  u n a f fe c t e d .

Resizing the Picture

You wil l  now use keyboard commands to resize the picture in
5% increments.

55. Making sure that the editing tool is selected, increase
the s ize of  the p ic ture by hold ing s-Opt ion-Shi f t  and
pressing twice.

T h i s  i n c re a s e s  t h e  p i c t u re  s i ze  1 0 % .  T h e  p i c t u re  b l i n ks  a s  i t
is  res ized.

56.  Reduce the  p ic ture  s ize  by  ho ld ing  3-Opt ion-Sh i f t  and
pressing three times.

Th is  conc ludes  the  Work ing  Wi th  Boxes  and  L ines  tu to r i a l .  C lose  the

document, saving or not as you
wish.
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Tutorial: Word Processing

Overview: This tutorial  is an introduction to word processing
with QuarkXPress. You will  compose the letter shown at the end

of this section by typing some of the text and bringing in the
h e a d i n g  a n d  b o d y  o f  t h e  l e t t e r  f r o m  S a m p l e  D i s k  1 .

In this tutorial you wil l  copy two folders containing sample text
for this and other tutorials from Sample Disk 1 by dragging them

onto your  hard dr ive.

If  you are an experienced Macintosh user and famil iar with other

word processing programs, you may want to skip this elemen-
tary-level tutorial  and begin working with the advanced tutorials

in Chapter 2, after you have worked through the Installation tuto-
r i a l  a n d  t h e  Wo r k i n g  W i t h  B oxe s  a n d  L i n e s  t u to r i a l .

Pr ior Knowledge Required: I t  is  assumed that you can type and
are famil iar with your Macintosh computer and the use of the

m o u s e .  Yo u  m u s t  h ave  t a ke n  t h e  A p p l e  To u r  o f  t h e  M a c i n t o s h  t h a t

came with your Macintosh or have read the equivalent section in
the Macintosh manual .

It is also assumed that you have read the introduction to the
QuarkXPress manual ,  have gone through the tutorial on instal l ing

QuarkXPress and the one on creating boxes and lines, that the

program is installed on your Macintosh, and that you are in the
Finder, ready to begin this tutorial.

Reference Manual:  You may want to read the discussions in the

reference manual related to the following menu items; the menu
name is listed first, followed by the menu item or specific section
under that i tem

Fi le  menu:  New,  Get  Text

Edit  menu: Copy,  Paste,  Select  Al l

S ty le  menu:  Font ,  S ize ,  A l ignment

View menu: Fit in Window, Show/Hide Invisibles.
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Sample: A scaled down sample of the letter you wil l  compose is
shown be low.

1 2 0 1  C u r d e n  A n m n u e

D a t w r ,  D o  k a r  d o  8 1 2 n

Bring in Sample Text

Before starting this tutorial, insert Sample Disk 1 into your floppy
disk drive (it contains text for this and other tutorials) and click

on the disk icon to open it. Drag the folders Chap. 1 Text and

Chap. 2 Text onto your hard drive to copy them.

Begin Word Processing Tutorial

As stated above, you should be in the Finder, ready for the

f i rs t  s tep.

1. Double click on your hard drive to open it. Double click
to open the QuarkXPress folder. Double click on the
XPress program icon to open the program.

The QuarkXPress logo wil l  be displayed briefly; then the menu

bar for QuarkXPress will be displayed across the top of the screen

2. Open the File menu and choose New.
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Defining the Initial Page with the New Dialog Box

The New dialog box wil l  come on screen. You wil l  leave Page
Size and Page Guidelines set to the QuarkXPress defaults. You

will change the Margins so that a line of text in the letter you
c o m p o s e  i s  s h o r t  e n o u g h  t o  b e  s e e n  o n  a  M a c i n t o s h  S E - s i z e  m o n i -

tor without right-to-left scrolling.

N e w

- P e g e  S i z e • - P a g e  G u i d e l i n e s •

©  U S  L e t t e r  O  A 4  L e t t e r  O  Ta b l o i d

O  U S  L e g a l  O  B 5  L e t t e r O  Other
C o l u m n s :

W i d t h : H e i g h t :
G u t t e r  W i d t h :  0 . 1 6 7 "

- M e r g i n s

To p : 0.5" Left : 0.5

B o t to m : R i g h t : 0 .5 0 K Cancel |

Double Sided

3. Notice that the Width field is highlighted. Press the Tab
key to  move the  h igh l ight ing  to  the  He ight  f ie ld ,  and
aga in  to  h igh l ight  the  Top marg in  f ie ld .

4. Type "1" in the Top margin field.

Yo u  h ave  s e t  t h e  t o p  m a r g i n  a t  o n e  i n c h .  I n c h e s  a r e  t h e  d e f a u l t
measurement for  QuarkXPress.

5. Press the Tab key to highlight the Bottom margin box.
Type "1" in this field.

6. Press the Tab key again to highlight the Left margin field
and enter "1.5" in this field.

7. Press the Tab key once more to highlight the Right mar-
gin field and enter "1.5" for the right margin.

8. Press the Return key (or click OK).

The New dialog box will  close and the initial page will  be dis-
p layed.  The page will contain a text box having the dimensions as

specified in the New dialog box (in Margins). The text box

a p p e a r s  a s  t h e  d o t t e d - l i n e  b ox  o n  t h e page.
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The tool palette will  show the editing tool K) selected.

D o c u m e n t i
MOy

400 00+/4733

P a g e  1

9. Use  the  scro l l  a r rows in  the  hor izonta l  scro l l  bar  to  cen-

Typing the Letterhead

ter  the  tex t  box  in  the  document  w indow.

Document iLELULAEAALLO

E 0 0 0 + 4 7 3

mTTTTT

Horizontal

scrol l  bar

(P lace  the  ar row po inter  on  the  r ightmost  scro l l  a r row i r
the horizontal scroll bar at the bottom of the window.
Cl ick  on  the  scro l l  a r row about  f ive  t imes  to  center  the

left and right edges of the text box on your screen.)

and entire width of the text box you specified in NeThe top part
should be visible.
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10. Click inside the text box outline to activate the text box.

The blinking text insertion bar wil l  appear in the upper left corner
of the text box.

11. Type the return address shown below. Press the Return
key  a t  the  end  of  each  l ine .  I f  you  make  a  mistake ,  go

immedia te ly  to  the  next  s tep  to  f ind  out  how to  cor rec t
your mistake, then resume this step.

Herbmaster,  Inc.  [Return]

1234  Garden  Avenue  [Retu r n ]

Denver,  Colorado 80206 [Return]

P r e s s i n g  t h e  R e t u r n  ke y  m ove s  t h e  t ex t  i n s e r t i o n  b a r  d ow n  o n e  l i n e .

How to Correct a Typing Error

12. If you make a typing error, you can correct the error in
the following way:

P lace  the  text  inser t ion  bar  to  the  r ight  of  the  incor rect
character (move the I-beam I to the desired location)
and click.

The blinking text insertion bar wil l  be displayed. If  the text inser-
t i o n  b a r  a p p e a r s  i n  t h e  l i n e  a b ove  t h e  o n e  yo u  wa n t e d  i t  i n ,  i t  t r y

again. Take care that the top of the I-beam pointer is not catching
on the upper l ine and causing the insertion at that point.

When you have placed the text insertion bar to the right
of  the  incor rec t  character (s) ,  press  the  De lete  key  to
erase the  incor rect  le t ter (s) .  The Delete  key  de letes  one

character or space at a time.

Type the  cor rect  le t ter (s)  or  move the  text  inser t ion  bar,
then type, as required.

P re ss i n g  t h e  D e l e t e  key  e r a s e s  t h e  c h a r a c t e r  t o  t h e  l e f t  o f  t h e

insertion bar. To Delete the character to the right of the insertion
bar, hold down the Shift key and then press the Delete key. You
may wish to try this second method also.
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Centering the Letterhead

Do not start this section unti l  you have typed the
letterhead correctly.

13.  Press  the  Return  key  af ter  typ ing  the  last  l ine  of  the  le t-
terhead, if you have not already done so.

The insertion bar is now at the left margin.

D o c u m e n t 1

:
H e r b m a s t e r ,  i n c .

1 2 3 4  G a r d e n  A v e n u e

D e n v e r ,  C o l o r a d o  8 0 2 0 6

P a g e  1

Now you will center the return address information as a letter-

h e a d  a n d  c h a n g e  t h e  t ex t  fo n t  s i z e  a n d  t y p e  s t y l e .

14.  Go to  Ed i t  and choose Se lect  A l l .

Al l  the text is now highl ighted.

15.  Go to  the  Sty le  menu and scro l l  down to  A l ignment .  Note
that  A l ignment  has  an  ar rowhead mark  to  the  r ight ;  th is
indicates that a sub-menu is available for this commanc

16.  Move  the  po in te r  to  the  r igh t  in to  the  sub-menu  and

se lec t  (h igh l ight )  Centered .  Re lease  the  mouse  but ton .

The menu wil l  close. The highlighted text wil l  now be centered a

t h e  t o p  o f  t h e  p a g e .
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Chang ing  Font  S ize  and  Type  S ty le

17.  Go  to  the  Sty le  menu  and  scro l l  down to  S ize .  Move
across  to  the  sub-menu and  se lec t  18  pt .

T h e  m e n u  w i l l  c l o s e .  T h e  h i g h l i g h t e d  t ex t  i s  n ow  1 8 - p o i n t  fo n t  s i ze .

18.  Go to  the Sty le  menu,  scro l l  to  Type Sty le  and se lect  Bold
f ro m  t h e  s u b - m e n u .

The highlighted text is now in Bold type style.

19.  C l ick  anywhere  in  the  tex t  box ,  be low the  se lec ted  tex t ,
to  dese lect  the  let terhead.

The text is no longer highlighted. Notice that the text insertion bar

appears centered underneath the return address.

Inser t ing  the  Date  for  the  Let ter

T h e  n ex t  s t e p  w i l l  m ove  t h e  t ex t  i n s e r t i o n  b a r  b a c k  t o  t h e  l e f t  m a r-

g i n  to  p l a c e  t h e  d a te  fo r  t h e  l e t te r.

20.  Go to  the  Sty le  menu aga in .  Scro l l  to  A l ignment  and note
that  Centered,  the present letterhead al ignment,  is
checked.  Choose Lef t .

T h e  t ex t  i n s e r t i o n  b a r  i s  n ow  a t  t h e  l e f t  m a rg i n .  T h e  d a t e ,  t h e

inside address, and greeting for this letter will be aligned left and
a  fe w  l i n e s  b e l ow  t h e  l e t t e r h e a d .

21. Press the Return key two times to place the text inser-
t ion  bar  where  the  date  w i l l  be  inser ted .

22.  Type today's  date .  See  step  12  above  for  cor rec t ing  mis-
takes, if necessary.
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Chang ing  Font  S ize  and  Type  S ty le  fo r  the  Date

T h e  fo n t  s i ze  u s e d  i n  t h e  l e t te r h e a d  h a s  re m a i n e d  s e l e c te d .  I t  i s  to

la rge  fo r  the  res t  o f  the  l e t te r.  The  nex t  s tep  i s  to  change  fon t  s i ze .

23.  Se lec t  the  date  by  dragg ing the  I -beam po inter  across  i t

The date is highlighted.

24.  Go to  the Sty le  menu.  Scro l l  to  S ize  and se lect  12  pt  f ron
t h e  s u b -m e n u .

T h e  d a t e  h a s  b e e n  c h a n g e d  f ro m  1 8 - p o i n t  fo n t  s i ze  t o  1 2 - p o i n t  fo1

size. Next you will change the type style.

25.  Go to Style;  scrol l  to Type Style.  Not ice that  Bold is
checked.  Se lect  P la in .

The date is displayed in Plain text. Deselect the date by clicking

anywhere inside the active text box.

Bringing in Text for the Letter with Get Text

First you will  place the text insertion bar where you want the

imported text to be displayed.

26.  P lace  the  text  inser t ion  bar  at  the  end of  the  date  l ine ,
then press Return four times to lower the text insertion
bar  fo r  typ ing  the  address  o f  the  person  to  whom the
letter  is  wr i t ten.

For this part of the letter you wil l  bring in text you previously

imported from Sample Disk 1.  If  you have not already brought

these documents onto your hard disk, please go back to the intr
duction of this tutorial for instructions.

27.  Go to  the  F i le  menu and choose  Get  Text .
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28.  After  opening the fo lder  Chap.  1  Text ,  Open the document
ca l led  WP Sample  Text .

G e t  Te x t

E  C h o p .  1  Te x t

L p  S a m p l e  T e x t O h a r d  d i s k

E j e c t

Dr ive

O p e n

C a n c e l

D inc lude Sty le  Sheets

T h e  t ex t  fo r  t h e  i n s i d e  a d d re ss ,  g re e t i n g ,  b o d y,  a n d  c l o s i n g  o f  t h e

letter has now been placed below the date. Scroll up and down
t h r o u g h  t h e  d o c u m e n t  t o  s e e  a l l  o f  t h e  t ex t  yo u  b r o u g h t  i n .

Working with Invisibles Showing

Next you wil l  format the letter.  This wil l  be done with invisibles

s h ow i n g .  I nv i s i b l e s  a re  s p e c i a l  c h a r a c te rs  t h a t  t e l l  a  yo u  a  c e r t a i n

key was depressed, or a  c e r t a i n  a c t i o n  wa s  s p e c i f i e d  t h a t  a f fe c ts

text formatting.

29.  Go to  the  V iew menu and choose Show Inv is ib les .

The invisibles that show in this document are symbols for returns

a n d  s p a c e .  N o t i c e  t h a t  t h e  d o ts  re p re s e n t i n g  s p a c e s  a re  p l a c e d

higher than those for periods, which are placed at baseline level. It
is easier to format text when the invisibles are showing.

D o c u m e n t 1

Herbmaster, Inc.1Return
1234 Garden Avenue

Denver,  Co lorado  80206
S p a c e

0 0 0 0 + 2 3 3

J a n u a r y  1 2 , - 1  9 8 9 1

M s .  J a n e - Q . - P u b l i c g
M a n a g e r 9

Pa g e  1 Ku
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Chang ing  the  Font  o f  the  Impor ted  Tex t

N o t i c e  t h a t  t h e  fo n t  i n  t h e  l e t te r  i s  d i f fe re n t  f ro m  t h a t  u s e d  fo r  t h e

date and return address. You wil l  now make all  text the same for

First you will  f ind out the name of the font used in the body of
the  le t te r.

30.  P lace the text  inser t ion bar  in  the body of  the let ter  that
you have just  obta ined wi th  Get  text .  (P lace the I-beam

and click; the text insertion bar will be displayed.)

31. Go to Style and select Font.  Notice that Chicago is checked

You will usually want to use the same font for an entire letter. WE
h ave  a r b i t r a r i l y  d e c i d e d  t o  m a t c h  t h e  fo n t  u s e d  i n  t h e  b o d y  o f  t h e
l e t t e r  t o  t h a t  u s e d  fo r  t h e  l e t t e r h e a d  a n d  d a t e .

First you will  f ind out which font is used in the date you typed al

t h e  t o p  o f  t h e  l e t t e r,  t h e n  yo u  w i l l  c h a n g e  t h e  fo n t  fo r  t h e  b o d y  o f
the letter.

32.  C l ick  on  the  scro l l  a r row at  the  top of  the  ver t ica l  scro l l
bar  (on  the  r ight  s ide  of  the  document  w indow)  to  reach
the date toward the top of  the let ter.

33.  P lace  the  text  inser t ion  bar  anywhere  in  the  date .  (P lace
the I-beam and c l ick ;  the text  inser t ion bar  wi l l  be  d is-
played.)

34.  Go to  Sty le  and look at  Font .  Note the font  name that  is
checked Helvetica.

35. Change al l  the imported text in Chicago font to Helvet ica.
Use the prompts below i f  you are uncerta in how to do th is

a. Se lect  the  text  to  be  changed.  (Drag the  I -beam
across the text  to  se lect  i t . )

b. Go to Sty le,  choose Font,  and select  Helvet ica from
t h e  s u b -m e n u .

C . Deselect  the  text  by  c l ick ing.

T h e  b o d y  o f  t h e  l e t t e r  i s  n ow  t h e  s a m e  fo n t  a n d  fo n t  s i ze  a s
the date.
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Formatting the Body of the Letter

Next you wil l  divide the letter into paragraphs and place the

l e t te r  c l o s i n g .

36.  P lace  two re turns  a f ter  the  second sentence .  (Look  for
the  parentheses  enc los ing  the  bo ld  tex t  "P lace  two
returns  here."  P lace the returns  before  the bo ld  text  in
parentheses.)

The new paragraph should begin with "(Place two returns here.)
I  have included our most..."

37.  H igh l ight  the  bo ld-faced text  in  parentheses  that  pre-
cedes  the  new paragraph ,  i nc lud ing  the  paren theses  and

invisibles for spaces, and then press Delete.

38.  Format  another  paragraph  by  p lac ing  two returns  a t  the
next  locat ion  spec i f ied  by  bo ld-faced text  in  parentheses .

The new paragraph starts with "(Place two returns here.) The
H e r b M a s t e r  5 0 0 0  h a s  . . .'

39.  De lete  the  bo ld-faced text  that  marked the  inser t ion  po int
for Return placement.

40.  P lace  the  next  four  sets  of  re turns  ind icated and de lete

the  bo ld-faced text  a f ter  you have p laced each set
of returns.

T h e  l e t t e r  h a s  n ow  b e e n  fo r m a t t e d  s o  t h a t  i t  re s e m b l e s  t h e  o n e  i n

the overview.

D o c u m e n t iLANSaLAaA LLLALL
A
Z5

r y  a b o u t  a u r  l i n e  I  h e r b  h e r v e s t i n ga A s  y o u  k n e
R t i s i

a v a i a b l e .

6 n e
u r  e n t r e  m a n g e  o f  p r o d u c t s .  P l e a s e  r e v i e w  t h e  m a t e r i e i ,  a n d  i  y o u  h a v e

n y  q u e s t o n s  c o t  t h e  a u t h o r z a o  H e r c M a s t e r  d e a i e r s  a s m O  e

e n c l a s e d  b r o c h u n

5 :  5 0 0 0  h a s  b L o p p i n g  -  - a l l o w i n g  y o u  t o  t r i m

c h a n e m i l e  o r  s a w  y o u r- M a d e r  p r a d uo
/ e r y  t a l y  y o u r s

G r e g o r y  P a r k  F i
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Editing the Letter

The next steps involve editing the letter.

41.  Scro l l  up to  the top of  the let ter.  I t  is  addressed to
"Ms.  Jane Q.  Publ ic".

42.  H igh l ight  the  greet ing  and  subst i tu te  your  name.  As
soon as you start typing, the highlighted material is
deleted.  I t  is  not  necessary  to  use the Delete  key to  c lea l

h igh l ighted  mater ia l  before  typ ing  the  rep lacement  tex t .

Using Copy and Paste to Edit

N ex t  we  w i l l  u s e  C o py  a n d  Pa s t e  t o  r e ve r s e  t h e  o r d e r  o f  t h e  s e c -

ond and third paragraphs so the letter will make better sense.

43.  Highl ight  the th i rd paragraph by placing the I-beam to the
lef t  of  the l ine  beginn ing "The Herbmaster. . ."  and draggin
through thyme !"  ( inc lude the Return character  at  the
end of the paragraph).  Go to Edit  and select Copy.

The paragraph has been copied to the Clipboard. It  can now
be deleted.

44.  P ress  De le te  to  e l im inate  the  paragraph  you  have  just
highlighted and copied.

The paragraph is no longer displayed on the page. Now you wi l
paste it  in new locat ion.

45.  P lace  the  text  inser t ion  po int  in  f ront  of  the  Return  char-

ac ter  beneath  the  f i rs t  paragraph.  Press  Return  once  to
move the text insertion point.

This is the point where we wish to insert the copied paragraph

wait ing on the Cl ipboard.

46.  Go to  Ed i t  and  choose  Paste .

The copied paragraph is now in the right location.

More Editing

T h e  n ex t  e d i t i n g  t a s k  i s  t o  c h a n g e  t h e  t y p e w r i t e r- s t y l e  d a s h  t o  a

t y p e s e t t e r ' s  d a s h .
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47.  F ind  the  doub le  hyphen dash  (-  - )  in  the  second para-
graph the paragraph you just pasted into place.

Highlight the two hyphens. Replace them with a typeset-
ter's dash by holding down the Shift key and the Option
key at the same time and depressing the hyphen key.
a Leave a space on e i ther  s ide of  the dash.

The keyboard sequence for accessing the dash is written:

Option-Shift-hyphen

For your typesetting to have a professional appearance, it is
important to use this long dash - rather than the double hyphen

usually learned in typewrit ing classes.

48.  In  the last  sentence of  the body of  the let ter,  de lete  the
space  between the  two sy l lab les  of  the  word  HerbMaster.

(This exercise clearly exemplifies the usefulness of the invisible
characters in editing text.)

49.  In  the  f i rst  paragraph,  change the  type sty le  on  the  num-
ber  "5000" f rom i ta l ic  to  p la in  text .  (H igh l ight  the number,
go  to  the  Type Sty le  sub-menu of  the  Sty le  menu and
select Plain.)

Le a f  Lo p p i n g  ( i n  t h e  s e c o n d  p a r a g r a p h )  i s  a  t r a d e m a r ke d  i t e m .  T h e

fol lowing step adds a smal l  "TM" to Leaf Lopping.

50. Place the text insertion bar afterthe g of  Leaf  Lopping.  Go

to the Sty le  menu and se lect  Super ior  f rom the Type Sty le
s u b - m e n u .  Ty p e  " T M ".

The "TM" you typed should look l ike this:

Leaf Lopping™

You have completed the word processing tutorial.  If  you wish,
you may edit the letter further to practice your skil ls.

You should now feel comfortable moving the text insertion bar,
c o r re c t i n g  t y p i n g  e r ro r s ,  c h a n g i n g  fo n t ,  fo n t  s i ze  a n d  t y p e  s t y l e s ,

using the Return key to start new paragraphs, selecting al ignment
fo r  t ex t ,  u s i n g  :  t y p e s e t t e r ' s  d a s h ,  c re a t i n g  s u p e r i o r  c h a r a c t e r s ,
and using Copy and Paste to move text  around.
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Introduction
This chapter contains four tutorials which introduce some of
QuarkXPress' text management functions. The first tutorial covers
manual and automatic l inking of text boxes, the second covers
finding and changing text and text attributes, the third is an intro-

duction to typesetting with QuarkXPress, and the fourth intro-
duces you to QuarkXPress' color capabilities through the produc-
tion of a mock magazine cover.

I f  you have not worked through any of the tutorials in the first

chapter, you wil l  f ind it  helpful to read the introductory material
i n  Q u a r k X P r e s s  Tu t o r i a l s  t o  f a m i l i a r i z e  yo u r s e l f  w i t h  s o m e  o f  t h e

conventions found in the fol lowing tutorials.

As is pointed out at the beginning of each tutorial, it is strongly

r e c o m m e n d e d  t h a t  yo u  r e a d  t h e  r e l e va n t  s e c t i o n ( s )  o f  t h e

R e fe r e n c e  M a n u a l  b e fo r e  wo r k i n g  t h r o u g h  t h e  t u t o r i a l .

T h e  s a m p l e  d o c u m e n t s  a n d  p i c t u r e s  u s e d  w i t h  t h e  e xe r c i s e s  i n

t h i s  c h a p te r  a re  c o n t a i n e d  i n  S a m p l e  D i s k  1  a n d  S a m p l e  D i s k  2 .
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Tutorial: Linking Text Boxes

Overview: The fundamental layout unit  of QuarkXPress is the

box. Linking is the method by which QuarkXPress connects boxes
containing text to allow for greater ease of page layout. Automatic
l i n k i n g  c o n n e c ts  ove r f l ow  tex t  f ro m  o n e  a  tex t  b ox  to  a  s p e c i f i e d  tex t

box on a newly inserted page.

In this tutorial you wil l  go to a document's default page and view

the links that are set up automatically in all QuarkXPress docu-
ments. You will also change the automatic text chain, and in

another section manually l ink two boxes.

The default page is a non-printing page on which l inks and basic

page formatting are established. Changes made to the default

p a g e  o f  a  d o c u m e n t  a f fe c t  a l l  p a g e s  c re a t e d  a f t e r  t h e  d e fa u l t  p a g e
was modi f ied.

Reference Manual:  To ful ly understand the concepts involved in

l inking, it  is strongly recommended that you read the fol lowing
sec t ions  o f  the  Reference  Manua l :

In t roduct ion:  Us ing the  L ink ing and Unl ink ing Tools

Fi le menu: Get Text

V iew  menu :  Show/H ide  Defau l t

It is also recommended that you take the box creation tutorial
in the previous chapter if  you are unfamil iar with this Quark
X P r e s s  fe a t u r e .

The fol lowing tutor ial  wi l l  help you understand l inking as
defined automatically by the default page, or as youdefine it

manual ly yourself.  In the tutorial  you wi l l  establ ish l inks, break
links, establish page numbers using the default page, and modify
the default page of a document you wil l  create.

T h e  s a m p l e  t ex t  fo r  t h i s  t u t o r i a l  wa s  d r a g - c o p i e d  a t  t h e  s a m e  t i m e

as  tha t  fo r  the  Word  P rocess ing  tu to r i a l .  I f  you  d id  no t  t ake  the

Wo rd  P ro c e ss i n g  t u to r i a l ,  p l e a s e  re a d  i t s  i n t ro d u c to r y  c o m m e n ts  fo r

directions on dragging the sample folders onto your hard disk.
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Begin Linking Tutorial

In the Finder, open the QuarkXPress folder on your hard disk an

double click on the XPress application. This opens the program.

Viewing the Automatic Link

1. Crea te  a  new document  by  se lec t ing  New f rom the
File menu.

2. Set  the Width of  the page at  6 inches and the Height  at
4 inches.

3. Press Return (or click OK).

T h i s  b r i n g s  u p  t h e  f i r s t  p a g e  o f  t h e  n e w  d o c u m e n t .  ( T h i s

s i ze  h a s  b e e n  s e l e c te d  fo r  t h e  s a ke  o f  c o nve n i e n c e

page

you shou ld

b e  a b l e  t o  s e e  t h e  w h o l e  p a g e  o n  a  M a c i n t o s h - S E  s i z e  m o n i t o r
without scrol l ing.)

You are now going to the default page. Do not activate the box.

4.  Se lec t  Show Defau l t  f rom the  V iew menu.

The new page in your document window looks exact ly l ike

p a g e  1 ,  b u t  c o n t a i n s  a n  i c o n  i n  t h e  u p p e r- l e f t  c o r n e r  c a l l e d  t h e

intact chain icon D. This, combined with the word Default in the
lower-left corner next to the

t h e  d e fa u l t  p a g e .

scroll bar, tells you that you are on

5. To display the default link that QuarkXPress sets up for
text  boxes,  se lect  the  l ink ing too l  ga  f rom the too l  pa let te

and click on the intact chain icon @ in the upper left cor
ner of the document window.

6. From the  V iew menu,  se lec t  a  v iew of  200%.

In the enlarged view, you wil l  see a small arrow connecting the
marqueed icon box with the main text box.  (The moving dashed
line surrounding the icon box is called a marquee.) The icon box
can be thought of as the first box in the linked chain.
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A marqueed box is the active box in a l inked chain when the l ink-
i n g  to o l  i s  s e l e c te d .

9 0 0 0 0 + 2 E

D o c u m e n t 1

D e fo u l t

7. Select Actual Size from the View menu.

8. Click on the text box creation tool A to deselect the
linking tool.

Page Numbering

One important use for the default page is to establish printed
page numbers for each page. To establish such numbers, work
through the fol lowing steps.

( I f  yo u  h ave  n o t  t a ke n  t h e  Wo r k i n g  W i t h  B oxe s  a n d  L i n e s  t u t o r i a l ,

and are unfamil iar with creating text boxes, please work through
that tutorial before continuing.)

9. Us ing  the  tex t  box  c reat ion  too l ,  d raw a  box  rough ly  one-
half  inch high by one inch wide with in the default  text  box.
The box should be flush against the bottom of the
defau l t  text  box  and rough ly  centered.  (See  the  i l lust ra-
tion on the next page.)
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D o c u m e n t 1

B R 0 0 + 7 0 8

C A D

E T T E E

D e f a u l t

10.  Type 35-3 in  th is  box.  (Hold down the æ key and type a 3.
Not ice  that  the  charac ter  <#> shows on  the  screen .

pageThis is called the current box number character. With this

character on your default  page, QuarkXPress wi l l  automatical ly
insert the current page number at the bottom of every page of
your document.

You wil l  now center the number in the box.

11.  Under  the  Sty le  menu,  se lec t  Centered  f rom the  A l ignmen
sub-menu.

12.  Se lect  H ide Defau l t  f rom the  V iew menu.

T h i s  re t u r n s  yo u  t o  t h e  f i r s t  p a g e  o f  t h e  d o c u m e n t .  N o t i c e  t h e  c u r •
page.rent page number at the bottom of the

Automatic Linking

To see the effects of automatic linking, you will bring in a block of

text which is large enough to overflow from the first page, forcing
t h e  c re a t i o n  o f  a  s e c o n d  p a g e  fo r  t h e  exc e ss  tex t .

13. Click inside the large text box on the first page to
activate it.
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14.  Se lect  Get  Text  f rom the F i le  menu.  Ignore the Inc lude

Sty le  Sheets  opt ion .

D o c u m e n t 1

G e t  Tex t

B 8 0 0 + 2 2 0

E  L i n k i n g  Tu t o r i a l  S a m p l e s

1 :  L u n k i n g  l u t o n a l  t e x t  1 5  h a r d  d i s k

o u r

D  L i n k i n g  Tu t o r i a l  Tex t  2
L in k in g  Tu to r i a l  Tex t  3 E jec

O n v e

O p e n

C o n c e l

O  i n c l u d e  S t y t e  S h e e t s

P o g e  1

15.  Open the fo lder  L inking Tutor ia l  Samples and Open the f i le
cal led Linking Tutorial  Text 1.

The document you created wil l  reappear on the screen fi l led with

the imported text. Because there was more text than the first page

could hold, a second page was created.

If you are working on an Macintosh SE-size monitor, you are cur-

rently viewing Page 2. (Notice the page number in the lower-left
corner of  the document window.)

16. Scroll to the top of Page 1.

Read the first paragraph - the text starts with "Linking is..."

17. Scroll the document until the page separation bar
between Pages and 2 is roughly centered in your docu-
ment window. See the illustration below.

D o c u m e n t 1

t e x t  w i l l  r i

L i n k i n g  i s  a  m e t h o d  w h e r e b y  t e x t  i s  a l l o w e d  t o  f l o w  f r o m  o n e  b o x  t o

a n o t h e r .  W h e n  t h e  l i r k i n g  t o o l  i s  s e  l e c t e d  f r o m  t h e  t o o l  p a l e t t e ,  a n d

a n  a c t i v e  b o x  i s  p a r t  o f  a 1

T T T a

0 0 0 + 7 7 0 8

l i n k e d  c h a i n ,  y o u  w i l l  s e e

t h e  a r r o w s  t h a t  i n d i c a t e  w h i c h  b o x e s  c o m p r i s e  t h e  c h a i n  T h e s e

a r r o w s  a l s o  r e p r e s e n t  t h e  d i r e c t i o n  t h a t  l i n k i n g  i s  t a k i n g ,  s u c h  a s

f r o m  p a g e  t o  p a g e  2 .  T h e s e  a r r o w s  d o  n o t  p r i n t .  T h e y  a i s o  d o  n o t

s h o w  u p  o n  t h e  s c r e e n  w h e n  a n y  t o o l s  o t h e r  t h a n  t h e  l i n k i n g  a n d
u n l i r k i n g  t o o l s  a r e  s e l e c t e d .

T h i s  t e x t  w i l l  n o w  r e p e a t .

K J
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18. Select the l inking tool  CO0 from the tool  palette.

You wil l  see an arrow pointing from the lower-right corner of

Pa g e  1  t o  t h e  u p p e r- l e f t  c o r n e r  o f  t h e  b ox  o n  Pa g e  2 .  T h e  d i re c t i o :

of this arrow indicates the direction of l inking. (If the arrow does
not appear, then the box on Page is not activated.)

You wil l  now unlink the f irst page from the second.

19.  Se lec t  the  un l ink ing  too l  ga  f rom the  too l  pa le t te .

20.  Move  the  po in ter  ins ide  the  Page  1  text  box .  Not ice  that
changes to a broken chain icon. Click once on the tail o
the linking arrow, making sure that the icon is totally
within the active text box.

T h e  a r r ow  d i s a p p e a r s  ( a l o n g  w i t h  t h e  t ex t  o n  Pa g e  2 ) ,  a n d  t h e

overflow symbol a appears in the lower-right corner of Page 1.
The text that had previously shown on Page 2 is still available, bu
is not displayed.

You wi l l  now re- l ink the two pages.

21. Select the linking tool from the palette.

22. Click in the Page text  box to  act ivate  i t .

23. Click in the Page 2 text box.

B e  c a re f u l  w i t h  t h e  l i n k i n g  t o o l .  N o t i c e  t h a t  t h e  p o i n t e r  c h a n g e s  t r
a l inked chain when inside the marqueed box. Using this tool, yo
may inadvertently l ink boxes that you did not wish l inked.

In the next section, you wil l  create a new document to explore
l ink ing fur ther.

24. Close the document without saving it.

Redes ign ing  the  Defau l t  Page

In this section you will redesign a document's default page to
include three boxes. Two wil l  be l inked on the defaultpage to
form a new automatic text chain (defined by you) and the other
you wi l l  l ink  manual ly  wi th in  the document.

25.  Us ing  New f rom the  F i l e  menu ,  c rea te  a  new document
with the same dimensions as those used in the previous
sect ion.  (Width 6",  Height 4".)
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26.  In  the  Page Guide l ines  area,  enter  3  for  the  number  of
columns.

27. Click OK in the New dialog box.

This brings up the f irst page of your new document. Notice the
div is ion into columns.

28.  Se lec t  Show Defau l t  f rom the  V iew menu.

29. With your default page showing, press the Option key
and hold it while you select the text box creation tool
f rom the  pa let te .  (Re lease the  key  af ter  the  se lec t ion  has
been  made . )

P r e s s i n g  t h e  O p t i o n  ke y  ke e p s  t h e  h i g h l i g h t e d  t o o l  s e l e c t e d  u n t i l

another  too l  i s  se lec ted  to  rep lace  i t .

30. Draw three boxes side-by-side, following the column
guidelines and completely filling the column areas. See
the illustration below.

Since Snap to Guides (View menu) is a default  option, your

boxes wil l  "snap to" the column guides when brought to within
three points of a guide while being created.

D o c u m e n t 2

c t ive  box

D e f a u l t

31. Select the editing tool X.

32.  C l ick  ins ide  the  midd le  text  box  to  ac t ivate  i t .

N o t i c e  t h e  p o i n t e r  c h a n g e  t o  t h e  I - b e a m  p o i n t e r  1 .
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33. Move the pointer onto the middle handle on the bottom
of the box until it turns into the resizing pointer +

34. Holding down the mouse button, resize the middle box
so i ts  lower  edge  is  a  ha l f- inch  h igher  than  the  other
two boxes.

D o c u m e n t 2

8 8 0 0 + 2

D e f o u l t

35.  Se lec t  the  tex t  box  creat ion  too l  and  draw a  smal l  tex t
box  under  the  midd le  box .  Make  sure  that  the  new box  i s

flush with the bottoms of the left and right boxes.

36. Insert the current box page  number  (3-3) .

You wil l  now center the number on t h e  p a g e .

37.  Under  the  Sty le  menu,  se lect  Centered f rom the A l ignment
sub-menu.

Remember that the default l ink had been to the large box in whicl
your three smaller boxes are now placed. Now you wil l  redefine
the automatic text chain as the left and middle smaller boxes.

the changing l inkFirst, you will resize the left box in order to view

38.  Act ivate  the  le f t  box  and,  w i th  the  ed i t ing  too l  se lected,
use the middle handle to pull the top of the box down
one-ha l f  i nch  f rom the  top.

2-14 PRACTICE WITH QUARKXPRESS



D o c u m e n t 2

0 R 8 0 + 0 8

/ D e fa u l t

39.  Se lec t  the  l ink ing  too l  f rom the  too l  pa let te  and c l ick  on
the intact  cha in  icon in  the  upper- lef t  corner  of  the
default page.

You wil l  see the icon box marqueed.

40.  Use the  po inter  to  c l ick  in  the  le f t  text  box  you just
resized.

You now see a pointer connecting the icon box to the now-mar-

queed new box. This box is now the one through which text wil l

f low when new pages are created.

41. With the linking tool still selected, click inside the large
middle box.

Notice that it is now marqueed and connected by an arrow to the
previous box.

You wi l l  l ink the third box manual ly within the document later in
this tutorial.

42.  Select Hide Default  from the View menu. This br ings up the
newly redesigned first page with the three text boxes and the
page number  box.

43.  Act ivate  the lef t  text  box by c l ick ing ins ide i t .

44.  Select  Get  Text  from the F i le  menu.  In  the L inking Tutor ia l
Samples  fo lder,  Open the document  ca l led  L ink ing Tutor ia l
Tex t  2 .

The sample text wil l  be imported and f low through the automatic
text chain you just set up.
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Notice that the text now flows only into the left box and up into

the middle box. The overflow forces the creation of new pages.

You wil l  now see a new Page 3.

D o c u m e n t 2

* p a c h t  y o u  w i s h
T h i s  t e x t  w i l l  n o w

r e p e a t .  W h e n  a

d i r i d e d  i n t o  s m a l l e r  d e f a u k  p a g e
b o x e s ,  l  x t  f l o w s

a o n l y  t h r o u g h  t h o s e
d i v i d e d  i n t o  s m a l e r

b o x e s  t h a t  h a v e
b o x e s ,  t e x t f l o w s

b e e n  s p e c i t i e d  a s
o n l y  t h r o u g h  t h o s e

+ 2 2 0 3

t h e  a  u t o m a t i c  t e x t
b o x e s  t h a t  h a v e

c h a i n  o n  t h e  d e f a u t
b e e n  s p e c i f i e d  a s

p a g e .  I n  t h i s
t h e  a  u t o m a t i c  t e x t

l e x a m p l e ,  o n l y  t w o

c h a i n  o n  t h e  d e f a u t

b o x  w e r e  u s e d ,  b u t
p a g e |

l a s  m a n y  b o x e s  a s
c a n f t  o n  t h e  p a g e

y  l i n k e d  i n  a n y

P e g e  3

Creat ing  a  Manua l ly  L inked  Text  Cha in

In this section you will l ink two boxes on separate pages.

45.  Use  the  scro l l  bar  to  get  back  to  Page 1.  Ac t ivate  the  box
on the right.

46.  Se lect  F i t  in  Window from the V iew menu.

47. Use the scroll bar to center Page 2 in your document
window, leaving the lower part of Page 1 and the upper
edge of Page 3 showing.

You wil l  now manually l ink the empty r ight text box on Page 1 to

the empty right text box on Page 3.

D o c u m e n t 2

h h n u  a a h s n h n

ELn ELn Db

3 0 0 0 + 2 0 B

P a g e  1
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48.  Se lec t  the  l ink ing  too l  f rom the  too l  pa let te  and c l ick
inside the right box on Page 1.

The box wi l l  be marqueed.

49.  C l ick  on  the  r ight  box  on  Page  3.

You will  see the box on Page 3 marqueed and the arrow connect-
ing it to the box on Page 1. You have defined a l ink that skips

Page 2. You will now see how this affects text brought into the
first box.

D o c u m e n t 2daah acdahad

K

B 0 0 0 + 2 2

"HULTH'THTT

50.  Se lect  the  ed i t ing  too l  f rom the  too l  pa let te .

(Notice that the arrow disappears.)

51.  Se lec t  Ac tua l  S ize  f rom the  V iew menu.

52.  Scro l l  to  the  top of  the  document  and ac t ivate  the  r ight-
hand box.

53.  Select  Get Text  from the Fi le  menu.  From the L inking
Tutorial  Samples Folder,  Open the document cal led Linking
Tutorial Sample Text 3.

After the text fil led the box on Page 1, Page 2 was skipped and the

overflow went to Page 3.

Linking and unlinking boxes is simply the channeling of text
through a desired course --- you can use the l inking and unlinking
t o o l s  a s  o p e n  a n d  c l o s e d  f l o o d  g a t e s  t o  f l ow  t ex t  t h r o u g h  b oxe s  i n

any desired locat ion within your document.

54. Close the document with or without saving your changes.
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Tutorial: Using the Find/Change
Dialog Box

Overview: This tutor ia l  explores QuarkXPress'  F ind/Change

function. In this exercise you will selectively find and alter text,

fo n t ,  fo n t  s i ze ,  a n d  t y p e  s t y l e s  i n  a n  exc e r p t  f ro m  t h e  D e c l a r a t i o n

of  Independence .  The  tex t  fo r  th is  exerc ise  i s  on  Sample  D isk  1.  I t  wa

drag-copied onto your hard disk in the Word Processing tutorial ir

C h a p te r  1 .  I f  yo u  d i d  n o t  t a ke  t h e  Wo rd  P ro c e ss i n g  t u to r i a l ,  p l e a s e

see its introductory comments for directions on dragging the sam

ple folders onto your hard disk.

Pr ior  Knowledge Required:  Fami l iar i ty  wi th  the Macintosh.

Reference Manual:  We strongly recommend that you read the
Find/Change command discussion in the Edit  menu before takin
this tutorial.
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Begin Find/Change Tutorial

Follow the steps below to work through a selection of
Find/Change features.

1. Double click on the XPress icon, then select Open from
the F i le  menu.  Open the fo lder  Chap.  2  Text  and then
Open F ind/Change Sample  Text .

The following document wil l  appear on your screen. By the end of
t h i s  exe r c i s e ,  i t  w i l l  b e  s o m e w h a t  m o r e  p r e s e n t a b l e .

B e l o w  i s  a  s o m e w h a t  o d d - l o o k i n g  e x c e r p t  f r o m
t h e  D e c l a r a t i o n  o f  I n d e p e n d e n c e .  B y  t h e  t i m e  yo u

h a v e  f i n i s h e d  t h e  F i n d / C h a n g e  t u t o r i a l ,  i t  s h o u l d
look a  b i t  more l ike  what  you are  used to.

We hold these truths to be self-evident, that ell  men are not
c re a t e d  e q u e l ,  t h e t  t h ey  a re  n o t  e n d owe d  by  t h e i r  c re a t o r  w i t h l
ce r te in  une l i enab le  r igh ts ,  tha t  amonq  these  a re  no t  l i fe ,  l i be r ty,

and  the  pursu i t  o f  happ iness t h e t  to  s e c u re  t h e s e  r i g h ts ,
g ov t . s  a r e  n o t  i n s t i t u t e d  a m o n g  m e n  d e r i v i n g  t h e i r  j u s t  p owe r s
f ro m  t h e  c o n s e n t  o f  t h e  g eve re m e d ,  t h a t  w h e n eve r  e ny  fo r m  o f

qovt .  becomes  dest ruc t ive  o f  these  ends ,  i t ig  the r ight  of  the
people to elter or to ebol ish i t ,  and to inst i tute new govt. ,  leying i ts
foundet ion  on  such  pr inc ip les ,  and  orgen iz ing  i ts  powers  on  such
form,  as  to  them she l l  seem most  l i ke ly  to  e f fec t  the i r  sefety  and

2.  Use  the  mouse to  ac t ivate  the  box  conta in ing  the  text .

Ac t i va t i n g  t h e  b ox  fo r  t h e  f i r s t  t i m e  a u t o m a t i c a l l y  p l a c e s  t h e  t ex t

i n s e r t i o n  b a r  a t  t h e  t o p  o f  t h e  d o c u m e n t .

I t  i s  e ss e n t i a l  t h a t  t h e  tex t  i n s e r t i o n  p o i n t  b e  a t  t h e  b e g i n n i n g  o f

t h e  r a n g e  o f  t ex t  yo u  w i s h  t o  s e a rc h .  S e a rc h e s  t a ke  p l a c e  f ro m

t h e  tex t  i n s e r t i o n  p o i n t  to  t h e  e n d  o f  t h e  tex t  c h a i n .  To  b e t te r

understand what you are doing, please read the first paragraph of
t h e  s a m p l e  tex t .

On a Macintosh SE-size monitor, you will  have to scroll right to
center the text in the document window.
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3.  Se lect  F ind/Change f rom the Edi t  menu (38-F) .  The fo l low-
ing dialog box will appear.

F ind/Change

F i n d  w h a t : C h o n g e  t o :
-Tex t- -Te x t -

O  Who le  Word  O  Par t i a l  Word  X  Ignore  Case  &  Ignore  At t r ibu tes

F ind  NeR1 C h a n g e ,  t h e n  F i n d Chonge Change

Changing a Word

For the first exercise, you will change the word "govt." to
"government .'

4.  In  the F ind what  f ie ld,  type "govt ."  (no quotat ion marks) .

When using the Find/Change feature for text, "govt." is referred

to as the "search string."

5.  Press  Tab  to  move  to  the  Change to  f ie ld .  Type  "govern-
ment" in that  f ie ld.  Not ice that  the Find Next button is  nov
active.

N o t i c e  a l s o  t h e  b u t t o n s  a n d  c h e c k  b oxe s  j u s t  b e l ow  t h e  t ex t  f i e l d s .

Leaving Partial  Word and Ignore Case selected means that
"govt." wil l  be found even if  i t  is upper c a s e  a n d  e m b e d d e d  i n

another word, as in the non-existent word "Govtgrant."

Ignore Attributes will be discussed in the next section.

Yo u  m ay  u s e  a ny  o f  t h e  c h a n g e  b u t t o n s  t o  s e l e c t i ve l y  a l t e r  t ex t .

1) Change, then Find replaces the search string ("govt." in this
case)  and  sea rches  fo r  i t s  nex t  i ns tance .

2 )  C h a n g e  re p l a c e s  t h e  s e a rc h  s t r i n g .

3) Change All replaces all  instances without stopping for verif ica

t i o n  a t  e a c h  o n e ;  i t  g i ve s  yo u  a  t o t a l  o f  t h e  n u m b e r  o f  i n s t a n c e s

changed when the search is completed.

6. Click Find Next. You wil l  see the f irst instance of the search

string highlighted in the document ("govt.s are not..").
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7. Click Change, Then Find. The search string is replaced
and the next instance is found. Since there are only
four instances of "govt.," repeat this method until
the Macintosh beeps to tell you there are no more
occurrences.

(Note that whenever the Find/Change dialog box is frontmost on

the screen, the blinking text insertion bar does not show in your

document. Always be sure that you have placed the text insertion
bar at the beginning of the block of text you want to search before
you open the Find/Change dialog box. In most cases this is at the

top of the document.)

Changing Font and Size

I n  t h e  n ex t  s e c t i o n  o f  t h i s  exe rc i s e  yo u  w i l l  c h a n g e  fo n t  a n d  s i ze .

8. C l ick  on  the  document  to  br ing  i t  fo rward  and ac t ivate  i t .
C l ick  3-Opt ion-t  to  put  the text  inser t ion bar  back at  the
top  o f  the  document  ( to  the  le f t  o f  the  word  "Be low") .

9. Use the keyboard equivalent 3-F to reopen the
F ind /Change  d ia log  box .

10.  Cl ick on the Ignore Attr ibutes check box to uncheck i t .  An

expanded version of the previous dialog box is displayed.

F ind /Change

Find what:
- Text- - &  Tex t-

C h a n g e  t o :

Q O U government

-X  F o n t- X  S i z e - I  Font-

T i m e s T i m e s

-& Sty le- - Z  s t y l e -

& P la inBold
Under l i ne X Pla in D  U n d e r l i n e

Wo r d  u . l .

-  Smal l  Caps
O Bo ld
D ital ic

Wo r d  u . l .

Italic S m a l l  C a p s

E
Outl ine A l l  C a p s O u t l i n e A l l  C a p s
S h a d o w

E str ike Thru
S u p e r s c r i p t Shadow J  S u p e r s c r i p t

S u b s c r i p t S t r i k e  T h r u Subscr ipt

• Whole Word O Partial Word X Ignore Case lgnore Attributes

Find Next C h a n g e .  t h e n  F i n d C h a n g e C h o n g e  A U
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N o t e  t h a t  t h e  t e x t  s e a r c h  a n d  r e p l a c e m e n t  s t r i n g s  f r o m  t h e  p r e v i -

ous section are still in the text fields. You will not find or change
tex t  i n  t h i s  s e c t i o n .

11  .  C l ick  on  the  check boxes for  the  text  f ie ld  in  the  F ind

what  co lumn  and  the  Change  to  co lumn  to  remove  them
from considerat ion in  the search.  (The out l ines of  the box

and any text in the f ields are grayed.)

F ind /Change

C h a n g e  t o :Find what:
- Text-- D  Te x t -

g ove m m e n tq o u t .

-X  F o n t -•& Font-

l i m e sT i m e s

- style-style-
O Underl ine X  P l a i n D  U n d e r l i n e

Wo r d  u . l .
X  P la in

O  B o l d

0 0 0 O C

D  W o r d  u . l .
J I ta l ic

1 0 0 C

S m a l l  C a p s

Bold
Ita l ic S m a l l  C a p s

- All Caps Outl ine
Superscr ipt

O u t l i n e

0  S u p e r s c r i p t
J 0 0

S h a d ow 8
A l l  C a p s

S h a d o w

E Str ike  Thru  Subscr ipt
6
• Str ike Thru O  S u b s c r i p t

O  W h o l e  Wo rd  O  Pa r t i a l  Wo rd  &  I g n o re  C a s e   I g n o re  At t r i b u t e s

C h a n g e C h a n g e  A l lF ind Next C h a n g e ,  t h e n  F i n d

T h e  F o n t  f i e l d  i n  t h e  F i n d  w h a t  c o l u m n  re f l e c t s  t h e  f i r s t  fo n t  u s e d

in your document (the font immediately to the right of the insertior
b a r ) .  A l l  fo n t s  c u r re n t l y  c o n t a i n e d  i n  yo u r  d o c u m e n t  a re  l i s t e d  i n

this font pop-up menu.

12.  In  the  F ind  what  co lumn,  c l ick  on  the  cur rent  font  set t ing
(T imes)  and  se lec t  Monaco  f rom the  pop-up  menu .

13.  Leave  the  S ize  set t ing  a t  14.  C l ick  on  the  Sty le  check  box
to deact ivate i t .

These settings tell the program to look for all 14-point Monaco,
re g a rd l e s s  o f  t y p e  s t y l e .

14.  Se lec t  Geneva  f rom the  Change  to  fon t  pop-up  menu .
(You may have to scroll through your font selections.)

This font menu gives a listing of all available fonts on your system.
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15.  The  Change to  S ize  shows a  s ize  o f  14.  Change th is  to  12.
Again,  deact ivate the Sty le  check box.  Your  sett ings should
look like this:

F i n d / C h a n g e

F i n d  w h a t :

- D  Te x t . - D  Tex t -
C h a n g e  t o :

qout. g o v e m m e n t

X Font- -X  F o n t -

M o n a c o G e n eva

- O  s t y l e - L  S t y l e -

2  P la in
OBold

D Underl ine X P la in
Wo r d  u . l .

O  U n d e r l i n e

- I1alic
0Bo ld O  W o r d  o . l .

E  Dut f ine

S m a l l  C a p s Oltelic
0  A i f  Eops D Cufl ine

.  Smal l  Caps

S h a d o w
0A N  C a p s

0 St ike  Thru
.  Superscr ip t
O  S u b s c r i p t

2  Shadow
]  s t r i k e  T h r u

O  S u p e r s c r i p t
O subscript

O  W h o l e  Wo r d  O  Pa r t i a l  Wo r d  &  I g n o r e  C a s e  I g n o r e  At t r i b u t e s

Find Next C h a n g e ,  t h e n  F i n d C h a n g e C h a n g e  A I

The settings in the Change to column tell the program to replace
all 14-point Monaco with 12-point Geneva. To abbreviate the dia-

l o g  b ox  s o  t h a t  yo u  c a n  s e e  yo u r  c h a n g e s ,  c l i c k  o n  t h e  z o o m  b ox  i n
the upper-right corner of the dialog box.

You will notice that the items found (14-point Monaco) are bold-
fa c e d  a n d  i t a l i c i ze d  t o  e n a b l e  yo u  t o  s e e  t h e m  c h a n g e d  i n  t h e  t ex t .

16.  C l ick  on the F ind Next  button.  S ince there  are  on ly  three
instances to  be changed,  use Change,  then F ind to  f in ish
the  subst i tu t ions .  The  Mac in tosh  beeps  to  a le r t  you  when

there  a re  no  more  occur rences  o f  the  search  cr i te r ion .

When your search is completed, close the dialog box and return
the cursor to the top of your document (#-Option-t) and then
press #-F to get back to the Find/Change dialog box.

Changing Type Styles

Yo u  w i l l  n ow  s e a rc h  fo r  a n d  c h a n g e  s p e c i f i c  t ex t  s t y l e s .
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17. Use the zoom box to return to the expanded dialog box
Cl ick  on  the  Font  and  S ize  check  boxes  in  both  the  F ind

what  and  the  Change  to  co lumns  to  dese lec t  them;  mak i
sure the text f ie lds are st i l l  deselected. (This tel ls  the pro
gram not to consider text, font, or size in its search.)

18.  Under the F ind what column, act ivate the Style area by
clicking on the Style check box (the Style options wil l  be
available); cl ick on Outl ine twice to check it.

T h e  t h re e  s t a te s  o f  s t y l e  c h e c k  b ox  a re  g r aye d ,  c h e c ke d ,  a n d  b l a n .

These conditions will repeat cyclically as you click on the box.

19.  C l ick  on  St r ike  Thru  once to  gray  i ts  check  box .

When a Style attribute in the Find what section is checked, the
at t r ibute  must  be  present  for an item to be found. If an attribute is

grayed ,  i t  does  not  mat te r  i f  the  a t t r ibu te  i s  p resent  i n  the  i tem to  t

found .  I f  an  a t t r ibu te  i s  b lank ,  the  a t t r ibu te  must  no t  be  p resent  fo i

the item to be found. For example, Italic is unchecked in the Fin
what column, therefore, nothing in ital ics wil l  be found.

Notice that Plain affects all other Style entries. Checking Plain

unchecks all other check boxes. Graying any or all boxes grays
Plain.  Checking any other box unchecks or ungrays Plain.

In our search, all items to be found must be Outline, but can alsc
be Out l ine  and St r ike  Thru .

You wil l  now replace al l  outl ined items with outl ined small  caps

outl ined items with strike-throughs wil l  also be replaced.

20. In the Change to side of the dialog box cl ick to act ivate
Style,  cl ick on Small  Caps twice to check its box. Cl ick on
Outl ine once to gray i t .  Leave Str ikeThru unchecked (blank

Because Outl ine is checked in the Find what column and grayec
in the Change to column, it will not be changed in the search.

However,  s ince Str ike Thru is grayed in Find What and is left
blank in the Change to column, that attr ibute wil l  be removed
from any text that is changed.

Al l  Out l ine characters,  including Out l ine and Str ike Thru,  wi l l

be changed to Out l ine with Smal l  Caps.
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F i n d / C h a n g e

- O  Te x t

F i n d  w h a t :
-D  Tex t

C h a n g e  t o :

q o u t . g o v e r n m e n t

•  Font Font•
M o n a c a G e n e v a [ ) 1

-X  Sty le -2  S ty le

U  P l e i n
0  Bo ld

L  U n d e r l i n e 0 P ia in

Oitelic
D Word  u . l . Bold D Under l ine

E i  S m o l l  C a p s Dital ic
O Word u . l .

R  O u t l i n e
2  S m a l l  C a p s

0  S h a d o w
E  A l l  Caps
E superscr ip t

Out l ine D  A l l  C a p s

i  str ike Thru E Subscr ipt
E  S h a d o w

I  S t r i k e  T h r u
D superscr ipt
S u b s c r i p t

•  W h o l e  Wo r d  O  P a r t i a l  Wo r d  &  I g n o r e  C a s e   I g n o r e  A t t r i b u t e s

F i n d  N ex t C h a n g e ,  t h e n  F i n d C h a n g e C h a n g e  A l l

21. Use the zoom box to abbreviate the dialog box.

22.  C l ick  F ind Next .

The first instance of your search string will be highlighted in
the text.

23.  C l ick  Change  to  see  the  e f fec t  o f  your  subst i tu t ion .  Press
Find Next  again.  Now cl ick Change,  then F ind unt i l  a l l
three instances of the search styles have been changed.

Changing Text, Font, Size, and Style

In this section, you will search for specified text "are not" and

change  th i s  tex t ,  i ts  fon t ,  i ts  s i ze ,  and  i ts  t ype  s ty le .

24.  C lose  the  F ind /Change d ia log  box  and scro l l  to  the  top
of  the  document .  In  the  f i rs t  paragraph of  your  docu-

ment, find and highlight the first occurrence of the words
"are not." Be careful not to highlight any spaces on
either side of the words, as these spaces may have
different attributes.

Highlighting the word(s) you desire to change brings that text's

font, size, and type style into both the Find what and the Change
to columns of the Find/Change dialog box.

25.  Cl ick 38-F to reopen the F ind/Change d ia log box.  Cl ick  on

the zoom box to expand to the full dialog box.

You wil l  now search for the words "are not" and replace them
with the word "are" in the appropriate size and type style.
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26.  Cl ick  on the F ind what  text  f ie ld  check box to  act ivate  i t

and type in  the words "are not".

27.  Act ivate  the  Change to  text  f ie ld .  Enter  the  word "are".

28.  C l ick  on  the  Change  to  co lumn Font  name and  se lec t

Geneva from the pop-up menu.

29.  Use the mouse to  h ighl ight  the S ize f ie ld  under  Change tc
Enter  a  va lue  of  12.

30.  In  the  Sty le  sect ion  under  Change to,  uncheck Bo ld  and
double c l ick  on I ta l ic  to  check i t .

This will replace the bold-faced,14-point Chicago "are not" with

the italic 12-point Geneva "are."

F ind /Change

F ind  what :
• 8  Te x t - • &  Te x t .

Change  to :

a r e  n o t

• 8  F o n t - X  S I Z e - &  F o n t X s ize
C h i c a g o D 1 G e n e v a D 1

- 8  S t y l e -

O  P l e i n

X  Sty le-

®  B o l d
D Under l i ne
E  Word  u . l .

O  P l a i n D  U n d e r l i n e

i  Ital ic
5  O u t l i n e

E i  s m a l l  C a p s

L  Bo id E w o r d  u . t .

E j  S h o d ow
5 A l l  Caps

italic
E  S u p e rs c r i p t

Out l ine
Smal l  Caps

O str ike Thru i  Subscript
E  S h a d o w

DA N  C o p s

0  s t r i ke  T h r u
S u p e r s c r i p t
Subscript

•  W h o l e  Wo r d  ©  P a r t i e l  Wo r d  &  I g n o r e  C o s e  D  I g n o r e  A t t r i b u t e s

F i n d  N ex t Change,  then  F ind C h o n g e   C h e n g e  A l l

31. Abbreviate the dialog box by clicking on the zoom box.
The first instance of the search string will be highlighted
Cl ick  Change.  Not ice  the  ef fec t  of  your  subst i tu t ion .

32. Click Find Next to highlight the next instance.

33.  Se lec t  Change A l l .  Note  the  count  of  changed i tems.

34. Click OK in the count dialog box.

Changing All Text

You wil l  now use Find/Change to change all  of the text, fonts,
sizes, and styles to plain 12-point Geneva.
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35.  C lose  the  F ind /Change  d ia log  box  and  move  the  cursor  to

the  top of  the  document  (3-Opt ion-t ) .  Press  *-F  to  get
back to Find/Change.

36. Expand the dialog box using the zoom box.

37.  In  the F ind what  co lumn,  uncheck Text ,  Font ,  and S ize.

Under the Style section, gray Bold, I tal ic,  Outl ine, Str ike
Thru,  and Smal l  Caps.

Note that  Pla in is  grayed.

A l l  o c c u r re n c e s  o f  t h e s e  t y p e  s t y l e s  w i l l  b e  s e a rc h e d  fo r  re g a rd l e s s

of font or size. Note that graying Small Caps also grays All  Caps.
This is because the two are mutually exclusive text cannot be

both Smal l  Caps and Al l  Caps.

38. In the Change to column, uncheck the text f ie ld,  change the
font to Geneva, and the size to 12. Leave Style set on Plain.

This will change all bold, italic, outline, strike thru, or small cap

characters, of any size and font, to 12-point plain Geneva. Had
o t h e r  a t t r i b u t e s  b e e n  p re s e n t  i n  t h e  t ex t ,  ( e .g .  S h a d ow,  U n d e r l i n e ,

Word Underl ine, Superscript, or Subscript) they would not have
been found in the search.

39.  Abbrev iate  the box and c l ick  F ind Next .  The ent i re  text
will be highlighted.

A l l  s t y l e s  h ave  b e e n  fo u n d ,  w h i c h  m e a n s  a l l  t ex t  i s  s e l e c t e d .

40.  C l i ck  Change  and  the  ent i re  document  w i l l  be  changed  to
12-po in t  p la in  Geneva .

41. This concludes using the Find/Change dialog box. Close
the  F ind /Change  d ia log  box  and  c l i ck  on  the  document  to
clear the highlighting.

42. Read the important note below before closing the document.

N o t e :  I f  s o m e o n e  e l s e  n e e d s  t o  wo r k  t h r o u g h  t h i s  exe r c i s e ,  d o  n o t

save the many changes you have made during the tutorial. This
wil l  give them a clean slate on which to work. Now you may close

the document, saving or not as you wish.
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Tutorial: Introductory Typesetting
Overview: This tutorial is an introduction to some of the typeset-

t i n g  fe a t u re s  o f  Q u a r k X P re s s :  l e a d i n g ,  t r a c k i n g ,  ke r n i n g ,  a n d  h o r i -
zo n t a l  s c a l i n g .  Yo u  w i l l  b e  m o d i f y i n g  a  b l o c k  o f  tex t  ( t h e  f i r s t  p a r a -

graph  o f  the  Dec la ra t ion  o f  Independence)  found  in  the  fo lder

Chap.  2  Tex t .  I f  t h i s  fo lde r  i s  no t  on  your  ha rd  d i sk ,  see  the  i n t ro-

d u c t o r y  c o m m e n ts  i n  t h e  Wo rd  P ro c e ss i n g  t u t o r i a l  fo r  i n s t r u c t i o n s .

Pr ior  Knowledge Required:  I t  is  assumed that you are fami l iar

with your Macintosh. It is also assumed that the program is
installed on your Macintosh, that you have drag-copied the sam-

ple documents from Sample Disk 1 onto your hard drive, and that

you are in the Finder, ready to begin this tutorial.

Reference Manual:  You wil l  f ind it  helpful to read the discussion
in the reference manual related to the following commands.

S ty le  menu Horizontal Scale
Ke r n / Tr a c k

Al ignment
Leading
For mats

View menu: Show Invisibles

Yo u  m ay  a l s o  w i s h  to  re a d  t h e  s e c t i o n  e n t i t l e d  I n i t i a l  C a p s  i n

Chapter 4.
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S a m p l e :  B e l ow  i s  t h e  exc e r p t  f ro m  t h e  D e c l a r a t i o n  o f  I n d e p e n d e n c e

as it  wil l  look after you have finished the tutorial.

Declaration of Independence

W
hen in the course of human events, it becomes nec-
essary for one people to dissolve the political
bands which have connected them with another,

and to assume among the powers of the earth, the separate
and equal station to which the laws of nature and of
nature's God entitle them, a decent respect to the opinions
of mankind requires that they should declare the causes
which impel them to the separation.

Begin Typesetting

In the Finder, open the QuarkXPress folder onyour  hard d isk  and

click on the XPress application. This opens the program.

Opening the Sample Text

1. From the  F i le  menu,  se lec t  Open.

2 .  Open  the  document  Typeset t i ng  Samp le  Tex t .

When working with text, it  is easier to see what you are doing and

the changes you are making if invisible characters (such as spaces

and paragraph returns) are visible.

3. From the View menu, select Show Invisibles.
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The fo l lowing document  wi l l  show in  your  document  window.
By the end of this tutorial it will  look like the finished sample on

the previous page. Notice the invisible characters that appear in
your document.

ALLRAALEANA

0 0 0 +

Declaration of
ndependencer

W h e  n  i n  t h e  c o u r s e  o f  h u m a n  e v e n t s ,  i t  b e c  o m e s  n e c e s s a r y  ?

one people to dissolve the pol it ical  bands which have
connacaad.them ar i th another and 1o assimA amans ibe noxd

4. If you are working on a Macintosh SE-size screen, move
the scroll box to the right to center the document.

Tracking the Headline

Tracking removes or inserts small amounts of white space in a
range of highlighted text. In this section you wil l  use the tracking

c o m m a n d  t o  r e d u c e  t h e  w h i t e  s p a c e  b e t we e n  t h e  l e t t e r s  o f  t h e

words "Declaration of Independence" in order to fit them on one

l i n e .  Yo u  w i l l  a  t h e n  u s e  a  n e w  l i n e  c h a r a c te r  to  j u s t i f y  t h e  l i n e .

5. Use the mouse to highlight the headline. (It does not
matter  i f  you inc lude the paragraph return. )

6. From the Sty le  menu,  se lect  Track.

The fol lowing dialog box is displayed.

Track amount:

O K Cancel
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The normal tracking value is zero. Positive tracking values

i n c re a s e  w h i t e  s p a c e  a n d  n e g a t i ve  e n t r i e s  d e c re a s e  w h i t e  s p a c e .

7. Enter a value of "-2" in the Track amount f ield.

8. C l i ck  OK.

N o t i c e  t h a t  t h e  h e a d l i n e  c h a r a c te rs  a re  c l o s e r  to g e t h e r,  b u t  t h e

headline is sti l l  on two l ines. You wil l  now use the keyboard com-
mands for Tracking to fit the headline on one l ine.

9 . Wi th  the  headl ine  st i l l  h igh l ighted,  ho ld  down the
Command key  3,  the  Opt ion  key,  and  the  Sh i f t  key  and

then  press  the  {  key  once  ( th is  keyboard  command is
w r i t t e n  æ - O p t i o n - S h i f t - ( ) .

E a c h  t i m e  t h i s  c o m b i n a t i o n  i s  p re s s e d ,  Q u a r k X P re s s  s u b t r a c t s  .0 0 5

e m  o f  w h i t e  s p a c e  f r o m  t h e  r i g h t  o f  e a c h  h i g h l i g h t e d  c h a r a c t e r.  ( I f

you do not press the Option key, QuarkXPress wil l  track in .05 em
s p a c e  fo r  f a s t e r  c h a r a c t e r  p l a c e m e n t . )  Yo u  c a n  p r e s s  t h e  ke y b o a r d

command for tracking until  the text is fitted the way you want it.

You can check the amount of tracking you have done through the
Track command in the Style menu.

10.  Se lec t  Track  f rom the  Sty le  menu.

Notice that the tracking value is -3, resulting from the -2 you

entered in the dialog box plus the -1 you entered through the key-
board equivalent. This means that you have removed 3/200 em

f r o m  b e t we e n  e a c h  o f  t h e  c h a r a c t e r  p a i r s .

11. Click OK.

12.  Press  the key combinat ion  *-Opt ion-Shi f t-{  twice.  (Hold
down the x, Option, and Shift keys and press { twice.)

This wil l  bring the tracking down to -5 - not quite enough to
reduce the headline to one line. To finish the job, you will hori-

zontally scale the headline.

13.  Wi th  the  headl ine  h igh l ighted,  se lect  Hor iz  Sca le  f rom the
Sty le  menu.
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The fol lowing dialog box appears.

Horiz scale:

O K Cancel

14. Enter a value of "90". Click OK.

This reduces the width of all  highlighted characters by 10%. The
headl ine wi l l  now f i t  on one l ine.

Justifying the Headline

Although the heading is now on one line, it is stil l  not justified.
N o t i c e  t h e  s m a l l  s p a c e  b e t w e e n  t h e  e n d  o f  t h e  h e a d i n g  a n d  t h e

r ight  margin.

15.  Wi th  the  head l ine  h igh l ighted ,  go  to  the  Sty le  menu and
se lect  Just i f ied  f rom the A l ignment  command sub-menu.

There wil l  be no noticeable change in the heading. You wil l  now
d e l e te  t h e  Re t u r n  c h a r a c te r  a t  t h e  e n d  o f  t h e  l i n e  a n d  re p l a c e  i t
with a new l ine character.

16. Move the blinking insertion bar into the line immediately
below the heading.

17. Press delete.

The body text moves up.

18. Holding the Shift key, press Return.

This combination (Shift-Return) is the command for the new l ine

character. The heading is now justified.
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Kerning Headline Characters

Kerning in QuarkXPress is a feature that shows best on high-reso-
lution printers. Kerning is done largely for artistic reasons, as

opposed to tracking, which is largely done to fit text into a specific
area. In this next section, you will kern two letters closer together.

19.  Use  the  mouse  to  p lace  the  tex t  inser t ion  bar  between
the  f i rs t  and  second le t ters  of  the  word  "Dec larat ion ."

20.  Se lec t  Kern  f rom the  Sty le  menu.

Notice that when the text insertion bar is between characters the

Track entry in the Style menu changes to Kern, and that it  is
currently checked.

Kern amount:

OK Cancel

T h e  Ke r n  d i a l o g  b ox  s h ows  t h a t  t h e  l e t t e rs  d  a n d  e  h ave  b e e n  p rev i -

o u s l y  ke r n e d  to  1 0 / 2 0 0 t h s  o f  a n  e m - s p a c e .  S i n c e  m a ny  c h a r a c te rs

l o o k  b e t te r  w h e n  ke r n e d  c l o s e r  t h a n  t h e  d e fa u l t  s e t t i n g  o f  ze ro ,  yo u

wi l l  change  th i s  excess ive  spac ing  f i rs t  to  the  de fau l t  and  then  to  a

negative number.

QuarkXPress kerns to 1/200 (.005) of an em space. For example,
an entry of -1 in the Kern amount dialog box wil l  remove .005em

s p a c e  f r o m  b e t we e n  t h e  c h a r a c t e r  p a i r.

21.  Enter  "0"  in  the  Kern  amount  d ia log  box.  C l ick  OK.

By resetting the kerning value to the default, you removed the
exc e s s  s p a c i n g .  To  ke r n  t h e  c h a r a c t e r s  c l o s e r  yo u  w i l l  n ow  u s e  t h e

s a m e  ke y b o a r d  e q u i va l e n t  a s  t h a t  u s e d  t o  t r a c k  c h a r a c t e r s .

22.  Press the command sequence æ-Opt ion-Shi f t-{  f ive  t imes.

(Hold down the æ,  Opt ion,  and Shi f t  keys,  and press {
five times.)

Th e  h e ad in g  b l i n ks  as  t h e  exce ss  s p ace  i s  re move d .  As  w i t h  t r ack in g ,
Q u a r k X P re ss  a l l ows  yo u  to  ke r n  to  .0 5  e m  fo r  fa s te r  w h i te  s p a c e

c o n t ro l  by  n o t  p re ss i n g  t h e  O p t i o n  key  a s  p a r t o f  t h e  c o m b i n a t i o n .
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Establishing Leading

Le a d i n g  re fe rs  to  t h e  a m o u n t  o f  w h i te  s p a c e  b e t we e n  l i n e s .  T h e

l e a d i n g  fo r  t h e  s a m p l e  p a r a g r a p h  i s  s e t  o n  " a u t o ,"  m e a n i n g  t h a t  t h

lead in g  con s i s ts  o f  the  po in t  s i ze  o f  the  g i ven  fon t  p lu s  20%.

23. Highlight the body text.

You will  now change the leading to an absolute value based on

the current font size, meaning that you will  determine the font

size of the text in the paragraph and set the leading just a couple
o f  p o i n t s  g re a t e r.

24.  Press  3e-Sh i f t- \  on  your  keyboard.  Th is  i s  the  keyboard

command for the sub-menu choice Other (Style Size).
The following dialog box is displayed. Notice that the
font size is 17.

Font size:

O K Cancel

25.  C l ick  Cance l .

26.  Se lect  Leading f rom the Sty le  menu.

The fol lowing dialog box appears.

Leading: auto

OK Cancel

27. In the field containing the word "auto," enter "20".
Click OK.

This will set the leading for each line in the paragraph at 20
p o i n ts ,  re g a rd l e ss  o f  t h e  p re s e n c e  o f  d i f fe re n t  fo n t  s i ze s .  T h e  w h i te

b a r s  yo u  s e e  b e t we e n  t h e  l i n e s  o f  h i g h l i g h t e d  t ex t  i n d i c a t e  t h e

new leading values.
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28.  Mak ing  sure  the  text  i s  h igh l ighted,  just i fy  the  text  by
selecting Justif ied (Style A l ignment ) .

The text is now flush up against both the left and right margins.

29.  Dese lec t  the  tex t  by  c l i ck ing  anywhere  in  the  box .

Creating a Drop Cap

To finish the tutorial and give the sample text the look we want,
you will create a drop cap.

30.  Delete the f i rst  let ter  of  the f i rst  word in  the body of  the
text .  (The  Win  When. )

31. Draw a small text box roughly three lines deep by 1"
wide  in  the  upper  le f t  o f  the  paragraph.

3 0 0 8 + 4 2 0 8

Declaration of Independence

L I S I A L N Y

hen•  in  the •  course of  human•events ,  i t  •becomes

p e  c e s s a r y  f o r  o n e   p e o p l e •  t o  •  d i s s o l v e  t h e  p o l i t i c a l

b a n d s  w h i c h  h a v e  c o n n e c t e d  t h e m  w i t h  a n o t h e r ,  a n d

a s s u m e  a m o n g  t h e  •  p o w e r s  o f  •  t h e  •  e a r t h ,  t h e  s e  p a r a t e  a n d

ml  -stat ion to which the law of  nature and of  nature's  God

entit le • them, •a • decent•respect •10 the opinions of mankind

requires that they should declare the causes which impel them
• the  separa t ion .
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32.  From the Font  sub-menu in  the  Sty le  menu,  se lect  T imes.

33.  Se lec t  the  ed i t ing  too l  and type  a  W in  the  smal l  box .

34.  Se lect  the W and use the keyboard command æe-Opt ion-

Shift-> to increase the drop cap's s ize in  one-point  incre-
ments until it fills the box.

35. Continue to increase the drop cap's point size until you
get  an  over f low  symbo l .  When  th i s  happens ,  reduce  the
font s ize with æ-Option-Shift-< unt i l  the W reappears.

You wil l  now use the keyboard command for horizontal ly scal ing

a  c h a r a c t e r  i n  5 %  i n c re m e n t s .  Re d u c i n g  t h e  w i d t h  o f  t h e  c h a r a c t e :

will allow you to increase the font size so that it completely fills

the small text box and lines up correctly with the first three lines
o f  tex t .

The drop cap should align with the tallest ascender of the first lin
and the baseline of the third line.

36. Highlight the W in the small text box.

37. Hold down the 3 key and press the key twice.

T h i s  re d u c e s  t h e  h o r i zo n t a l  s c a l e  1 0 %  a n d  s h ows  h ow  t o  s c a l e  t h e

character horizontally to fit it to the box. Changing the font size
modifies the vertical fit.

38. Reduce and enlarge horizontal scaling and font size unt
the character is properly aligned.

2 - 3 6 PRACTICE WITH QUARKXPRESS



39.  To get  a  bet ter  idea  of  how th is  f ina l  p iece  looks  wi thout
pr int ing i t ,  se lect  H ide Guides f rom the V iew menu and

deselect the drop cap box.

Declaration of Independence
hen in  the  course of  human events ,  i t  becomes

necessary for one people to dissolve the pol it ical  bands
which have connected them with another, and to

0300+/<7

a s s u m e  a m o n g  t h e  p o w e r s  o f  t h e  e a r t h ,  t h e  s e p a r a t e  a n d  e q u a i
stat ion to which the laws of nature and of nature's God entit le

t h e m ,  e  d e c e n t  r e s p e c t  t o  t h e  o p i n i o n s  o f  m a n k i n d  r e q u i r e s  t h a t

they should declare the causes which impel them to the
] s e p a r a t i o n .

Th is  conc ludes  the  In t roduc tory  Typeset t ing  tu to r ia l .
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Tutorial: Using Color
Overview: In this tutorial  you wil l  design a mock-up for a maga-

zine cover. You wil l  import and modify a color TIFF picture, cre-

ate a color which you wil l  apply to display text and a rule, and
typese t  the  cover  tex t .

A s  i n  a l l  t u t o r i a l s ,  p l e a s e  re a d  t h e  e n t i re  n u m b e re d  s t e p  b e fo re

performing any of the actions.

Pr ior  Knowledge Required:  You should be fami l iar  wi th  your

M a c i n t o s h  a n d  t h e  m o u s e ,  b e  a b l e  t o  t y p e ,  a n d  h a v e  r e a d  t h e
i n t r o d u c t i o n  t o  t h e  Q u a r k X P r e s s  M a n u a l .  S e ve r a l  o f  t h e  c o n c e p t s

dealt with in the following exercises were introduced in previous
t u t o r i a l s .  Yo u  s h o u l d  w o r k  t h r o u g h  t h e  Wo r k i n g  w i t h  B oxe s  a n d

Lines tutorial in Chapter 1 if you have not yet done so.

The tutorial assumes that you are working with a color monitor.

The sample pictures for this tutorial were drag-copied from
Sample  D isk  2  a t  the  same t ime  as  those  fo r  the  Work ing  Wi th  Boxes

and Lines tutorial. If you did not take that tutorial, see its introduc
tory comments for instructions on dragging the samples onto

your  hard  d isk .

Reference Manual: We strongly recommend that you read the fol
lowing sections for maximum comprehension of the procedures
discussed in this tutorial:

Introduct ion:  Boxes in The Tool  Palette

Sty le  menu:  Sty le  Menu for  P ic tures
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Sample: The final product of this tutorial is the magazine cover
shown  be low.

Computerized
hotography vo  l u m e  3,  N u m b e r  1

J u t y  1 9 6 8

Using d uO Preas"

Ddreort
Yo u

PRACTICE WITH QUARKXPRESS 2 - 3 9



Begin Color Tutorial

From the Finder, open your hard disk and the QuarkXPress
fo l d e r  a n d  d o u b l e - c l i c k  o n  t h e  X P r e s s  p r o g r a m  i c o n  t o  g e t  i n t o

the program.

Creating the Document

1. Se lec t  New f rom the  F i l e  menu .

2. In the New dialog box, click OK.

This brings up the f irst page of the new document. You wil l  now
delete the large page text box and replace it with a picture box of
t h e  s a m e  s i ze .

3. Activate the large text box by clicking on it.

4. Press æ-K to delete the box.

5. Select the rectangle picture box creation tool x from
the palette.

6. Bring the cursor into the document and onto the upper-
lef t  in tersect ion  of  the gu ide l ines.

7. Holding down the mouse button, drag diagonally down
and to  the  r ight  to  complete ly  f i l l  the  7.5"  x  10"  box.

8. Scro l l  back  to  the  top  of  the  page.

Importing the Picture

9. Inser t  Sample  Disk  2  into  your  dr ive .

10.  Se lect  Get  P ic ture  f rom the F i le  menu.

11.  In  the  Get  P ic ture  D i rectory  d ia log  box,  open the  fo lder
Chap. 2 Picts.
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12.  Open  the  document  ca l l ed  Co lo r  Sample  T IFF.

There wil l  be a short pause while the picture is brought in. The
large X in the picture box is replaced by the imported picture.

D o c u m e n t i

Modifying the Picture

You wil l  now use Modify ( Item menu) to enlarge the picture to f it
the box.

13.  From the I tem menu,  se lect  Modi fy.

PRACTICE WITH QUARKXPRESS 2-41



The fol lowing dialog box is displayed.

D o c u m e n t !

P i c t u r e  B o n  S p e c i f i c a t i o n s

O r i g i n  A c r o s s :  0 . 5 1
- B a c k g r o u n d

O r i q i n  D o w n : 0 . 5 '
C o l o r :

B l a c k

W i d t h : 7 . 5 ° B l u e

H e i g h t :
1 0 ' C y a n

G r e e n

S c a l e  A c r o s s : 1 0 0 % M a g e n t a

S c a l e  D o w n : 1 0 0 % S h a d e :  0 3

T e x t  O u t s e t : 0 '

C  Tre n s p a re n t  E l

O  S u p p r e s s  p r i n t o u t

0 K C a n c e l

14. Press the Tab key four times to move down to the Scale
Across f ie ld.  ( I t  wi l l  then be h ighl ighted.)

15.  Enter  a  va lue  of  "250".

16.  Tab to  the  next  f ie ld  (Sca le  Down)  and enter  a  va lue
of  "250".

These values will enlarge the picture 250% without distorting it.

17. Click OK.

Yo u  w i l l  n ow  u s e  t h e  p i c t u re  m ov i n g  t o o l  ( )  t o  m ove  t h e  p i c t u re  u p .

18.  Move  the  po in ter  ins ide  the  p ic ture  box .  (The  po in ter
changes to ().)
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19. Holding the mouse button, drag up slowly. Stop when
the  edge of  the  we lder 's  shou lder  i s  rough ly  a  quar ter-
inch  be low the  top  o f  the  p ic tu re  box .  (See  the  sample
illustration at the beginning of the tutorial.)

The picture may shift to the left and right while you move it.
W h e n  d o n e ,  c h e c k  t o  m a ke  s u re  t h e  p i c t u re  ex t e n d s  t o  t h e  l e f t  a n d

r i g h t  s i d e s  o f  t h e  p i c t u re  b ox .

Creating Text Boxes

You will  now draw the three text boxes that wil l  contain the title,
date, and contents information. In order for the text, which you
w i l l  i n p u t  l a te r,  to  l i n e  u p  c o r re c t l y,  i t  i s  e ss e n t i a l  t h a t  t h e s e  b oxe s

be  exac t l y  the  co r rec t  s i ze .

To help you size your boxes, you wil l  f irst move the zero-points

on the two rulers along the top and left edges of the document
window. This is called resetting the ruler origin. The ruler origin is
the small box at the intersection of the two rulers.

20. Move the pointer into the ruler origin.

21. Hold down the mouse button and drag out the guidelines
unt i l  the  in tersect ion  of  the  two is  on  top  of  the  upper- le f t
corner  of  the  text  box  ( the  gu ide l ines  w i l l  "snap to"  the
box outline). The horizontal and vertical guidelines will
l ine  up exact ly  wi th  the top and lef t  edges of  the text  box.
Release the mouse button.

The rulers are now reset so that the zero points align with the

e d g e  o f  t h e  t ex t  b ox  r a t h e r  t h a n  a t  t h e  e d g e  o f  t h e  p a g e .

22. Select the text box creation tool A.

23.  Star t ing  on  the  upper- le f t  handle  of  the  p ic ture  box,  draw
a  tex t  box  two-and-a-ha l f  i nches  h igh  ex tend ing  across
the picture.
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Your box should look l ike this when f inished.

D o c u m e n t i

You wil l  now draw a small  box inside the one you just created to
hold the volume number and date.

24.  Se lec t  the  text  box  creat ion  too l  m and,  anywhere  in  the

box ,  drag  out  a  box  one-and-a-quar ter  inch  h igh  and two
and-a-ha l f  inches  long.

25. Select the mover tool  from the palette, place the point-
er  ins ide  the  ac t ive  smal ler  box ,  and drag i t  to  the  lower-
r ight  corner  of  i ts  parent .

You will now draw a box flush a up against the left and bottom
m a rg i n s  o f  t h e  p i c t u re  t o  c o n t a i n  t h e  " i n  t h i s  i s s u e "  i n fo r m a t i o n .

26.  Scro l l  to  the  bot tom of  the  page.

27. Select the text box creation tool ..

28. Start ing in the lower-left  corner,  drag out a text a box 4"
wide  and  3"  h igh .
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29.  Scro l l  to  the  top  of  the  document  and  se lec t  50% f rom
the View menu.

Your document should now look l ike this.

d  D o c u m e n t !

Inserting Text

You wil l  now type in the text for the three boxes.

30.  Choose Actua l  S ize  f rom the V iew menu and se lect  the

I tool.

31. Activate the large text box that runs across the top of the
page and type in  the  words  "Computer ized Photography".

32.  Use  the  mouse  to  h igh l ight  the  text .

33.  Ho ld  down the  æ key  and the  Sh i f t  key  and press  the  >
key six times.
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T h i s  i n c r e a s e s  t h e  fo n t  s i z e  t h r o u g h  a  p r e - d e t e r m i n e d  r a n g e .  T h e

final title will be 60 pt. and rest on two lines.

34.  Ac t ivate  the  smal le r  box  be low and to  the  r ight  o f
"Photography" by c l ick ing on i t .

35.  Enter  the words "Volume 3,  Number 1  [Return]  Ju ly  1988"
in the smaller box.

36.  H igh l ight  the  text .

37.  Go  to  the  S ty le  menu  and ,  f rom the  A l ignment  sub-menu,
select  Right.

The text is now aligned along the right margin.

38.  Press æ-Shif t-> once to increase the font  s ize one sett ing

in the preset range.

T h i s  i n c re a s e s  t h e  fo n t  s i ze  f ro m  1 2  t o  1 4  p o i n ts .

You will now input and format the text for the text box at the bot-

tom of the page.

39.  Scro l l  down to  the  bot tom of  the  page  and  ac t ivate  the
small text box.

40. Type in the following lines:

"In This Issue...  [Return]

Color  Manipulat ion Using QuarkXPress [Return]

Computers Move into the Darkroom [Return]

Digital  Image Retouching: Is What You See What They Got?"

Formatting the Contents Information

You wil l  now modify the font size and paragraph formats for this
t ex t  b ox .

41 .  Highl ight  the f i rst  l ine.

42. Press æ-Shift-> twice.

T h i s  i n c re a s e s  t h e  fo n t  s i ze  to  1 8  p o i n ts .

43.  I ta l ic ize the f i rst  l ine by pressing æ-Shift- I .
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44.  Deselect  the f i rst  l ine  and h igh l ight  the rest  of  the text .

45.  From the  Sty le  menu,  se lec t  Formats .

The fol lowing dialog box is shown.

P a r a g r a p h  F o r m a t s

Le f t  I n d e n t : Lead ing : auto

First  L ine: S p a c e  B e fo re :

R ight  Indent :  | S p a c e  A f t e r :

O K Cancel App ly

46.  Press  the  Tab key  four  t imes to  get  to  the  f ie ld  labe led

Space Before.  Enter  a  va lue of  ".15" in  th is  f ie ld.  Cl ick OK.

T h i s  o p e n s  u p  . 1 5  i n c h e s  b e t w e e n  t h e  p a r a g r a p h s .

47.  With  the text  st i l l  h igh l ighted,  press æ-Shi f t-> to  increase
the font  s ize  to  14 pt .

48.  From the Edi t  menu,  se lect  Select  Al l .

All  the text in the box is highlighted. You wil l  now bold the text

using a keyboard command.

4 9.  P re ss  æ e - S h i f t - B .

T h e  t ex t  i s  n ow  i n  b o l d  fa c e .

Custom-designing a Color

You will now create a custom-designed color that will be used for

all text on the page.

50.  From the  Ed i t  menu,  se lec t  Co lors .
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The fol lowing dialog box is displayed. You wil l  notice some
distortion of the colors in your document. This is a result of the
colors being displayed in the dialog box and the l imited color

c a p a c i t y  o f  t h e  s c re e n .  T h e  d i s t o r t i o n  w i l l  n o t  b e  p re s e n t  a f t e r  t h e
dialog box is closed.

D o c u m e n t !

C o l o r s  f o r  D o c u m e n t i

C o l o r :

B l a c i

B l u e
N e t A p p e n d

C y a n
G r e e n

Edi t

M a g e n t a
R e d D u p l i c a S a v e

Re q i s t r a t i o n
W h i t e

( l e le te C a n c e l

1  th is  Issue. . .

| C o l o r  M a n i p u t a t i o n  U s i n g  Q u a r k X P r e s s

C o m p u t e r s  M ove  i n t o  t h e  D a r k r o o m

D i g i t a l  i m a g e  R e t o u c h i n g :  i s  W h a t  Y o u  S e e

W h a t  T h e y  G o l ?

51. Click once on the New button.
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The fol lowing dialog box is displayed.

N a m e :

E d i t  C o l o r

C o u e r  C o l o r

- M o d e l -

3

O  H S B  • R G B
O  P A N T O N E O

O  C M Y K

P r o c e s s

• S e p a r a t i o n - N e u :

o f f
O 0 n O i d :

| C o l o i

R e d :

C o m n i
G r e e n :

100% CT13

I D i q i ;
/ W h a t

OK C a n c e l B l u e : 1 0 07

52.  In  the Name f ie ld  in  the upper- lef t  corner  of  the d ia log
box,  enter  Cover  Co lor  (as  seen  above) .

53.  I n  the  Mode l  a rea ,  c l i ck  on  the  CMYK but ton  to  change
the  defau l t  mode l  f rom RGB ( red ,  g reen ,  b lue)  to  CMYK
(cyan,  magenta ,  ye l low,  b lack) .

(This is the model used by professional printers.)

54.  Move  the  po in ter  *  in to  the  co lor  whee l .

Notice that it changes to a crosshair pointer.

55.  C l i ck  once  on  the  m idd le  shade  o f  ye l low.

You will see a dot in the place that you clicked and a representa-
tion of the selected color in the New field in the middle of the dia-

l o g  b ox .  T h e  s e l e c t e d  c o l o r ' s  n u m e r i c  c o m p o n e n t s  a r e  g i ve n  i n

p e r c e n t a g e s  b e n e a t h  t h e  c o l o r  w h e e l .
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You will  now change the numeric settings to obtain the desired

shade of yellow for the magazine cover text.

56.  Tab once  to  move the  cursor  f rom the  Name f ie ld  in to  th

Cyan f ie ld .  (The Cyan f ie ld  wi l l  be  h igh l ighted.)  Enter  a
value of  "0" ( i f  i t  is  not  a lready).

57.  Press Tab to get down to the Magenta f ie ld.  Enter a valui  a
of "11.4" in the Magenta f ie ld.

58.  Tab to  the Yel low f ie ld.  Enter  a  va lue of  100 in  the Yel low
fie ld.  ( I f  the the value of  Black is  not set  to 0,  Tab to i t  an
reset it.)

Notice that the New field changes color to reflect the changing
values.

E d i t  C o l o r

N a m e :

C o u e r  C o l o r 8

300 0 +22808

- M o d e l -

O H S B O  R G B •  C M Y K

O  P A N T O N E O

P r o c e s s

- S e p a r a t i o n - N e w :•
In l )  O n C y a n : SOT
C o l o i l

M a g e n t a :
20

C o r n i
D iq i i O K C a n c e l V e l l o w : 23
/ W h a t

B l a c k : 2L.0

59.  C l ick  OK.

You are returned to the main Colors dialog box.

60. Click Save to save the color.
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You are returned to the document. You have now added Cover

C o l o r  to  t h i s  d o c u m e n t ' s  c o l o r  p a l e t te .  ( Yo u  c a n  s e e  t h e  c o l o r  i n  t h e

Style menu's Color sub-menu, if you care to look.)

Modifying Cover Text

You will  now modify the positioning of the cover text, its color,

a n d  t h e  t r a n s p a re n c y  o f  t h e  t h re e  t ex t  b oxe s .

61. Scroll to the top of the document.

62. Activate the text box containing the title.

You wil l  now establ ish a Text Inset value that wil l  move the text

aw ay  f r o m  t h e  e d g e  o f  t h e  b ox .  Yo u  w i l l  a l s o  s e t  t h e  b ox  s t a t u s  t o

Transparent, so that the underlying picture wil l  show through.
You will then do the same for the other two boxes.

63.  From the  I tem menu,  se lec t  Modi fy.

64. Press Tab six t imes to highl ight the Text Inset f ie ld.  Enter a
value of "10".

65.  C l ick  on  the  Transparent  check  box .

This wil l  render the text box background transparent, al lowing
the text to be superimposed directly on the picture. This will be

displayed later.

66.  C l ick  OK.

67. Highlight the text, if it is not already.

68.  Press 3-Shi f t-B to  bold the text .

69.  From the Sty le  menu,  se lect  Cover  Color  f rom the Color
sub-menu.

The tit le is now colorized with the custom color you designed in
t h e  p r e v i o u s  s e c t i o n .

70.  C l ick  on  the  smal l  "vo lume" box  to  ac t ivate  i t .  (The t i t le
box becomes transparent.)

71. Highlight the text.
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72.  From the Sty le  menu,  se lect  Cover  Color  f rom the Color
sub-menu.

The volume information is now colorized.

73.  From the I tem menu,  se lect  Modi fy.

74. Press Tab six t imes to highlight the Text Inset f ield. Enter a
value of "10".

75.  C l ick  on  the  Transparent  check  box .  C l ick  OK.

The small box is now transparent.

76. Click in the white area outside the picture to eliminate
the  hand les  o f  the  now-t ransparent  box .

You will now repeat these steps for the box at the bottom of
the document.

7 7.  Scro l l  to  the  bot tom of  the  page  and ac t ivate  the  " In  th is
issue" text box.

78.  F rom the  I tem menu,  Se lec t  Mod i fy.

79.  Enter  a  Text  Inset  value of  "10" and c l ick on Transparent .
C l i ck  OK.

80. Highlight the text (if it isn't already highlighted).

81.  From the Sty le  menu,  se lect  Cover  Color  f rom the Color
sub-menu.

The contents box text is now colorized.

82.  C l ick  in  the  marg in  outs ide  the  p ic ture .

The box is now transparent.

Creating the Title Rule

You wi l l  now draw and color a rule which wi l l  a l ign with the tex
a t  t h e  to p  o f  t h e  p a g e .

83. Scroll to the top of the document.
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84.  Se lec t  the  or thogona l  l i ne  c reat ion  too l  +  f rom the
tool  pa lette.

85.  Draw a  l ine  a  quar ter- inch  above  the  lower  edge  of  the
t i t le  text  box extending from the left  edge of  the t i t le  to
the right edge of the volume information.

86.  F rom the  Sty le  menu,  se lec t  the  doub le-bar  s ty le  shown
below.

87.  In  the  Sty le  menu,  se lect  a  width  of  8  po ints  f rom the
Width sub-menu.

88.  Again  f rom the Sty le  menu,  se lect  Cover  Color  f rom the
Co lo r  sub-menu .

89.  To  get  an  idea  of  how the  f ina l  p roduct  wou ld  look  i f
pr inted,  dese lect  the  l ine  and se lect  H ide Guides f rom the
V iew menu.

90.  From the View menu,  se lect  50%.

The cover should now look like the final product shown at the

beginning of this tutorial.

Modifying the TIFF Picture

You wil l  now use the Other Contrast command in the Style menu

to change the levels of magenta and yellow in the TIFF picture.

91.  With the edi t ing tool  Im)  se lected,  c l ick on the p ic ture,
but not in any of the text boxes.

Clicking on the picture sends all text behind to allow a better view
o f  t h e  c h a n g e s  yo u  a r e  g o i n g  t o  m a ke .

92.  From the Sty le  menu,  se lect  Other  Contrast .
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The fol lowing dialog box is  displayed.

D o c u m e n t  !

3  8 0  0  +

P i c t u r e  C o n t r a s t  S p e c i f i c a t i o n s

C o l o r - M o d e l

E  H u e ©  H S B

E  S a t u r a t i o n O  R G B

andino

E  B r i g h t n e s s O C M V8
C M Y K

O  N e g a t i v e

O K A p p l yInput

(For a complete discussion of this dialog box and an explanation
on how to read a contrast curve graph, see the Other Contrast
s e c t i o n  o f  t h e  S t y l e  m e n u  i n  t h e  r e fe r e n c e  m a n u a l . )

93.  In  the  Model  area,  c l ick  on the CMY button.

N o t i c e  t h a t  t h e  C o l o r  c h e c k  b oxe s  c h a n g e  f ro m  H u e ,  S a t u r a t i o n ,

and  Br ightness  to  Cyan ,  Magenta ,  and  Ye l low the color compo-
n e n ts  o f  t h e  s e l e c t e d  m o d e l .

Modifying The Cyan Contrast Curve

U p o n  l o o k i n g  a t  t h i s  p i c t u r e  yo u  m ay  d e c i d e ,  fo r  t h e  s a ke  o f  t h i s
exerc i se ,  tha t  the re 's  a  l i t t l e  too  much  red  in  i t .  The  co lo r  whee l

shown below indicates that you should add red's complimentary
c o l o r  t o  r e d u c e  t h e  a m o u n t  o f  r e d  d i s p l a y e d .  R e d ' s  c o m p l i m e n t a r y

c o l o r  i s  c ya n  ( t h e  p ro d u c t  o f  e q u a l  a m o u n ts  o f  b l u e  a n d  g re e n ) .
N o t e  t h a t  w h e n  a l l  t h r e e  e l e m e n t s  o f  t h e  m o d e l  a r e  s e l e c t e d ,  t h e

t h r e e  c u r ve s  a r e  o n  t o p  o f  o n e  a n o t h e r.
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94.  Use the  po inter  to  dese lec t  the  Magenta  and Ye l low check
boxes. (Cyan should remain selected. This allows you to
work  w i th  one  co lor  e lement  of  the  model  a t  a  t ime. )

Deselecting magenta and yellow brings the cyan curve forward.

D o c u m e n t i

P i c t u r e  C o n t r a s t  S p e c i f i c a t i o n s

• C o l o r •

Output

E  C ya n

M o d e l  -

C  M a g e n t a

O  H S B

O  Y e l l o w
O  R G B

•  C M Y

O  C M Y K

O  N e g a t i v e

I n p u t A p p l y

95.  Drag the Picture Contrast  Specif icat ions dialog box to the
upper- r igh t  cor ner  o f  your  document  w indow fo r  a  be t te r
view of your changes.

96.  Ho ld  down the  Opt ion  key  and  c l i ck  on  the  App ly  but ton
in  the  d ia log  box.  Th is  keeps the  Apply  but ton  ac t ive ,  so
that any changes you make in the contrast curve will
show up in the picture immediately.

97.  Move the  po inter  in to  the  contrast  curve.  (Not ice  that  i t

changes into the hand tool (.)

You will  use the Shift key to constrain the movement of the
curve vertically.
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98. With the hand positioned anywhere in the graph, hold
the  Sh i f t  key,  ho ld  down  the  mouse  but ton  and  d rag  the
cyan curve up slightly. Release the mouse button and
Shift key.

P i c t u r e  C o n t r a s t  S p e c i f i c a t i o n s

C o l o r - M o d e l

E  C y o n H S B

O  M a g e n t a O  R G B

anding

O  v e l l o w •  C M Y

C M Y K

O  N e g a t i v e

O K C a n c e l  A p p l yIn p u t

P a g e

N o t i c e  t h a t  a s  s o o n  a s  yo u  r e l e a s e d  t h e  m o u s e  b u t t o n  t h e  c h a n g e s

in the cyan content were visible in the picture.

Modify the curve however you l ike. You can always return to the
n o r m a l  c o l o r  va l u e s  by  s e l e c t i n g  t h e  n o r m a l  c o n t r a s t  t o o l  4 ,  w h i c h

l o o ks  l i ke  t h e  o r i g i n a l  4 5 - d e g re e  c u r ve ,  f ro m  t h e  d i a l o g  b ox  p a l e t t e

Modifying The Yellow Contrast Curve

99.  Deselect  Cyan and c l ick  on Ye l low in  the  Color  area.

Deselecting cyan and magenta brings the yellow curve forward.
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100.  Use  the  m too l  to  move  the  cu r ve  bo th  up  and  down

slightly.

(Magenta may be manipulated in the same way by deselecting the
other two components.)

Reverting to Normal

101.  With  on ly  Ye l low checked in  the  Color  area,  se lect  the
normal  cont rast  too l  f rom the  d ia log  box  too l  pa le t te .

The  curve  i s  back  to  i ts  nor ma l  45-degree  s lope  fo r  a l l  ye l low  va lues .

102.  Check Cyan in  the Color  area and deselect  Ye l low.

103. Select the normal contrast tool from the dialog box palette.

The picture now contains the same amounts of the various colors
that i t  did when you first imported it.

104.  C l ick  OK to  c lose  the  d ia log  box .

105.  C l ick  outs ide the  p ic ture  to  br ing the  text  forward to
once again view the final product.

106. Close the document, saving or not as you wish.

Using the Contrast Curve to Modify a Color Bitmap Image

I n c l u d e d  i n  t h e  fo l d e r  C h a p .  2  P i c ts  o n  S a m p l e  D i s k  2  i s  a  c o l o r

bitmap drawing of a kachina doll .  To further explore the Other

Contrast dialog box functions, create a document and use Get

Picture to import this picture, then modify the drawing using the
HSB color model.

Mod i fy ing  Another  T i f f  P ic tu re

I n  t h e  fo l d e r  S a m p l e  T I F F  o n  S a m p l e  D i s k  1  i s  a n o t h e r  c o l o r  T I F F

p i c t u re  o f  s eve r a l  c o l o r  p e n c i l s .  T h i s  p i c t u re  c o n t a i n s  a l l  o f  t h e

points of the color wheel (Red, Green, Blue, Cyan, Magenta, and
Yel low).  Modifying it  using the Other Contrast dialog box wi l l  be
a  u s e f u l  exe rc i s e .
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Introduction

The Frame Editor program is included with the QuarkXPress

p a c ka g e .  I t  a l l ows  yo u  t o  c re a t e  b i t m a p  f r a m e s  fo r  u s e  o n  t ex t  b oxe s

a n d  p i c t u r e  b oxe s .  A  f r a m e  i s  a ny  p l a i n  o r  f a n c y  b o r d e r  a r o u n d  a

b ox .  A  f r a m e  m i g h t  b e  u s e d  a r o u n d  a n  a d ve r t i s e m e n t ,  p i c t u r e ,  o r

special article. QuarkXPress provides two types of frames:
mathematical ly-defined and bitmap.

QuarkXPress provides several pre-designed mathematically-defined

f r a m e s  t h a t  c a n  b e  r e s i z e d ,  b u t  n o t  e d i t e d .  M a t h e m a t i c a l l y - d e f i n e d
f r a m e s  c o n s i s t  o f  c o n t i n u o u s  l i n e s  o f  va r i o u s  w i d t h s  t h a t  a re  b a s e d

o n  e q u a t i o n s .  T h e y  c a n  b e  u s e d  o n  b oxe s  o f  a ny  s h a p e .  A n

a d va n t a g e  o f  t h e s e  f r a m e s  i s  t h a t  t h e y  p r i n t  f a s t e r  t h a n  b i t m a p

f r a m e s .  M a t h e m a t i c a l l y - d e f i n e d  f r a m e s  a re  a c c e s s i b l e  t h ro u g h  t h e
Frame command (Item menu).

T h e  f r a m e s  e d i t a b l e  w i t h  F r a m e  E d i t o r  a r e  b i t m a p  f r a m e s .  T h e s e

f r a m e s  a re  re p re s e n te d  by  p i xe l s  (d o ts  o n  t h e  s c re e n )  t h a t  a re  " o n "

o r  " o f f."  T h ey  a re  c o n s t r u c t e d  by  e n t e r i n g  o r  d e l e t i n g  d o ts .  T h e s e

f r a m e s  c a n  b e  u s e d  o n l y  o n  re c t a n g u l a r  b oxe s .

Tutorial: New Frame Design

The QuarkXPress Frame Editor enables you to create and modify

b i t m a p  f r a m e s .  O n c e  yo u  h ave  c r e a t e d  o r  m o d i f i e d  a  f r a m e ,  i t  i s

automatically included with the frames that are available in
QuarkXPress.

To give you a quick overview of Frame Editor, you will  f irst design
a  s i m p l e  f r a m e .  T h e n  y o u  w i l l  m a ke  s o m e  c h a n g e s  t o  t h e  f r a m e .

Get t ing  S ta r ted

1. Turn on your Macintosh and open the XPress folder. Find
the Frame Editor program.

2. Open the Frame Editor icon.

Frame Edi tor
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N o t e :  T h e  F r a m e  E d i t o r  m u s t  b e  o n  t h e  s a m e  d i s k  a s  Q u a r k X P r e s s .

I f  Q u a r k X P re s s  i s  i n  a  fo l d e r  t h e n  t h e  F r a m e  E d i t o r  m u s t  b e  i n  t h e
same folder.

Style Selection

Sty le  Se lec t ion

O K

You should now have the Style Selection window on your screen.
Lo o k  b r i e f l y  a t  t h e  f r a m e  s t y l e s  t h a t  a re  ava i l a b l e  i n  t h e  S t y l e

Selection window. When you select a frame, it  shows highlighted
i n  reve rs e  i n  t h e  l i s t ,  a n d  i t  i s  s h ow n  a s  a  b o rd e r  a ro u n d  t h e  l i s t  o f

f r a m e  s t y l e s .  I n  t h e  b o rd e r  a n d  i n  t h e  s t y l e  l i s t ,  l a rg e  a n d  i n t r i c a te

f r a m e  s t y l e s  a r e  s h o w n  v e r y  t i g h t l y  c o m p r e s s e d  ( s o m e t i m e s  o n l y
as  a  th ick  b lack  f rame) ,  because  the  border  and  the  l i s t  a re  too

s m a l l  t o  s h ow  t h e s e  p a t t e r n s .

D o  n o t  s e l e c t  a  s t y l e  r i g h t  n ow.  Yo u  a re  g o i n g  t o  p ro d u c e  t h e  f r a m e
il lustrated below.
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4. Enter a size of 12.

N e w  S i z e  1 2
E n t e r  T h e  N e w  S i z e refers to the

12 width of the
frame

C a n c e l
between the
ar rows .

F r a m e  s i ze  c a n  b e  s p e c i f i e d  o n l y  i n  p o i n ts .  A  f r a m e  s i ze  o f  1 2

p o i n t s  i s  o n e  p i c a  ( 1 / 6  o f  a n  i n c h )  t h i c k  f ro m  t h e  i n s i d e  e d g e  t o  t h e

outside edge of the frame.

5. Click OK.

Element Selection

The Element Selection window shows a "blank" gray frame in the
border and eight elements in the center - four "corner" elements
a n d  fo u r  s i d e  o r  " m i d d l e "  e l e m e n t s .  ( S e e  n ex t  i l l u s t r a t i o n . )

E l e m e n t  S e l e c t i o n

S e l e c t  a n  e l e m e n t :

N E W

Size:  12

6. Cl ick  once on the upper- lef t  corner  e lement  to  se lect  i t .
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7. Click OK for a 12 X 12 corner element.

F l a m a n t  C a l a c t i a n

H e i g h t :

W i d t h : 1 2

C a n c e l |

N E W

S i z e :  1 2

The Frame Creation Process

The large box on the left side of the Frame Edit window is your
wo r k  a re a  fo r  c re a t i n g  a n d  e d i t i n g  f r a m e  e l e m e n t s .  ( S e e  n ex t

il lustration.) The small, empty box inside the work area is a blank,
1 2  x  1 2 - p o i n t  c o r n e r  e l e m e n t ,  e n l a r g e d  s o  yo u  c a n  wo r k  o n  i t .  A

b l a n k  a c t u a l - s i ze  c o r n e r  e l e m e n t  i s  d i s p l aye d  a t  t h e  u p p e r  r i g h t .

The small, framed element display in the lower right shows which
e lement  i s  se lec ted .

8. Move the pointer inside your new corner element on the
left. The pointer changes to +.

F r a m e  E d i t

work  a rea

0

b l a n k  1 2  x  1 2  e l e m e n t

Size: 1 2

Width: 12 Height :  12

po in te r
E l e m e n t :

9. Click to enter a dot. (If a dot is not entered, the pointer is not
i n s i d e  t h e  c o r n e r  e l e m e n t . )
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To  de le te  a  do t ,  c l i ck  on  i t .  You  can  c l i ck  to  en te r  o r  de le te  s ing le

d o ts  o r  d r ag  to  e n te r  o r  d e l e te  a  s t r i n g  o f  d o ts .

S t a r t  w i t h  t h e  p o i n t e r  o n  a  w h i t e  s p a c e  t o  a d d  d o t s ;  s t a r t  w i t h  t h e

pointer  a on a dot  to delete dots.

10. Experiment with entering and deleting dots. Try both
clicking and dragging to enter and delete dots.

The size you entered for the element you are experimenting with is

1 2  x  1 2 ;  t h e  e l e m e n t  i s  1 2  d o t s  w i d e  a n d  1 2  d o t s  h i g h .

11. To redesign your frame element, choose Clear from the
Ed i t  menu ,  then  cont inue .

W h e n you are working on an element in the Frame Edit  window,

C l e a r  w i l l  e r a s e  o n l y  t h a t  e l e m e n t .  To  c h a n g e  t h e  s i ze  o f  t h e  f r a m e ,

you would have to close al l  the windows, going back to the Style
S e l e c t i o n  w i n d o w  - -  n o t  s a v i n g  c h a n g e s  • and start over again
w i t h  N e w  S t y l e .  D o  n o t  c h a n g e  t h e  s i z e  fo r  t h i s  exe r c i s e .

12. Now design a simple corner element for your frame.
Make the element asymmetrical so that you will be able to
see  the  e f fec ts  o f  p lac ing  i t  in  each  corner.  You
ours on the next page if you wish.

may copy

Yo u  c a n  o b s e r ve  t h e  e f fe c t  o f  yo u r  c h a n g e s  i n  t h e  a c t u a l - s i ze

e l e m e n t  i n  t h e  u p p e r- r i g h t  s i d e  o f  t h e  s c re e n .  Yo u r  e l e m e n t  n e e d s

to have a pattern that you can recognize - other than that, design
to  s u i t  yo u r  t a s te .
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Our corner element looks like this.

Frame Edit

Size:

W i d t h :  1 2

1 2

Height:  12

Element:

13. When you have made a simple design, close the Frame
Ed i t  w indow.

You are returned to the Element Selection window and can now

s e l e c t  a n o t h e r  e l e m e n t .  N o t e  t h a t  y o u r  n e w  c o r n e r  e l e m e n t  i s  n o n

in all four corners of the frame around the window and has been

symmetrically rotated. The first time that you close the Frame Edi

window after designing a new corner element, the element is

p l a c e d  i n  a l l  t h e  c o r n e r s .  T h i s  i s  h ow  o u r s  l o o ks :

E l e m e n t  S e l e c t i o n

Select an element: .

N E W

Size: 12
O00
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14.  Se lec t  the  midd le  e lement  on  the  le f t  s ide  o f  the  new

frame. The same dialog box as for corner elements appears.

15. Click OK for 12 points.

Twelve points gives you a square middle element, since your

overall frame has a size (width) of 12 points. The small empty box
in the Frame Edit  window now represents a 12 x 12 middle
e l e m e n t .  ( S e e  n ex t  i l l u s t r a t i o n . )

16. Design the element.

As  s o o n  a s  yo u  re l e a s e  t h e  m o u s e  b u t t o n  a f t e r  e n t e r i n g  t h e  f i r s t

d o t ,  yo u r  n e w  s i d e  e l e m e n t  w i l l  b e  r e p l i c a t e d  ( p l a c e d  r e p e a t e d l y )
i n  the  l e f t  s ide  o f  the  ac tua l -s i ze  f rame  on  the  sc reen .  Each  t ime  tha t

y o u  c h a n g e  t h e  e l e m e n t  a n d  r e l e a s e  t h e  m o u s e  b u t t o n ,you will be

a b l e  to  s e e  t h e  e f fe c t  o f  yo u r  c h a n g e  o n  t h e  w h o l e  s i d e .

I f  yo u  w i s h  to  s e e  t h e  e f fe c ts  o f  d i f fe re n t  m i d d l e  e l e m e n ts ,  c h o o s e

Clear from the Edit menu and design a new middle element. Clear
will erase only the element that you are working on.

Here is our left middle element:

F r a m e  E d i t

Size: 1 2

W i d t h : 1 2 Height :  12

E l e m e n t :

17. When you have completed the design for the middle
e lement ,  c lose  the  F rame Ed i t  w indow.
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The first middle element you design is rotated and/or fl ipped, and
p l a c e d  a u t o m a t i c a l l y  o n  a l l  s i d e s  o f  t h e  f r a m e .  T h u s ,  yo u  c a n

prepare a complete symmetrical frame by designing one corner
element and one middle element. This is how ours looks:

E l e m e n t  S e l e c t i o n

Se lec t  an  e lement :

Size: 12

18.  C lose the  E lement  Se lect ion  window.  C l ick  Yes  to  save th i
new f rame.  C lose  the  S ize  Se lec t ion  window to  return  to  the

Sty le  Se lect ion  window.

Tutorial: Editing a Frame

F r a m e  s t y l e s  t h a t  yo u  d e s i g n  c a n  b e  e d i t e d  d i r e c t l y  i n  F r a m e

Editor. When you edit a frame, the new version replaces the
original. If you want to keep both the original and the new versior

you must make a copy of the original using Duplicate from the
File menu before you start edit ing.

N o t e :  F r a m e  s t y l e s  a re  s t o re d  i n  t h e  X P re s s  D a t a  f i l e ,  n o t  i n  F r a m e

Editor, so saving a copy of Frame Editor itself, or duplicating
Frame Editor, will  not save your frame styles.
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The frame styles that are supplied with Frame Editor are locked
s o  t h a t  yo u  c a n n o t  e d i t  t h e m  d i re c t l y.  To  e d i t  a  F r a m e  E d i t o r-

provided frame style, you must first make a copy of it using

Duplicate. (This procedure will be explained later in this chapter.)
Yo u  a re  p e r m i t te d  to  e d i t  a  c o py  o f  a  f r a m e  s t y l e  p rov i d e d  a

by Frame Editor but not the original. Remember, too, that

m a t h e m a t i c a l l y - d e f i n e d  f r a m e s  c a n  b e  n e i t h e r  c o p i e d  n o r  e d i t e d .

Selecting a Frame to Edit

If you are not at the Style Selection window, return to it for this

t u t o r i a l .  T h e  f r a m e  t h a t  yo u  j u s t  d e s i g n e d  w i l l  b e  s e l e c t e d .  Yo u  a re

going to edit the newly designed frame.

1. If your newly designed frame style is not selected, scroll
to  i t  and se lect  i t .

Notice that the frame you designed now surrounds the frame list.
H e r e  i s  t h e  f r a m e  w e  d e s i g n e d :

Sty le  Se lect ion

O K

2. C l i ck  OK  (o r  choose  Open  f rom the  F i l e  menu  o r  doub le-
c l ick  on  the  se lec ted  f rame sty le ) .
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S ize  Se lec t ion

O K

The Size Selection window gives you one or more size choices for
a n existing frame. Since you designed your frame with a size of 12
p o i n ts ,  t h a t  i s  t h e  o n l y  s e l e c t i o n  t h a t  i s  o f fe re d  h e re .  T h e  s i ze  w i l l

n o t  b e  c h a n g e d  i n  t h i s  e d i t i n g  exe rc i s e .

3. Double-click on the frame size (12) to select it and the
Element Select ion window wi l l  be d isplayed.  (You can a lso

go to the Element Selection window by clicking once on the

frame size to select it, then clicking OK or choosing Open from the
F i le  menu. )

Selecting and Editing an Element

4. C l ick  to  se lect  the  upper- lef t  corner  e lement  in  the
E lement  Se lec t ion  w indow.

E l e m e n t  S e l e c t i o n  |

Select an element:

Size: 12
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5. Click OK to leave the dimensions of the element
unchanged.

6. Make  a  few  changes  to  the  e lement .

If you do not l ike a set of changes, Revert in the Element menu
will change the element back to the way it was before you made

t h e  c h a n g e s .  H e re  i s  o u r  rev i s e d  c o r n e r  e l e m e n t :

F r a m e  E d i t

-

Size : 1 2

Width: 12 Height :  12

E l e m e n t :

7. C lose  the  F rame Ed i t  w indow.

Closing the Frame Edit window takes you back to the Element
Selection window. You can select another element to edit, or you

c a n  c o py  t h e  re s u l t s  o f  yo u r  p re v i o u s  e d i t i n g  o n t o  o t h e r  e l e m e n t s .

Note that when you started a new frame, creating an element

c a u s e d  t h a t  e l e m e n t  t o  b e  p l a c e d  s y m m e t r i c a l l y  i n  a l l  fo u r

c o r r e s p o n d i n g  c o r n e r s  o r  s i d e s .  W h e n  y o u  e d i t e d  t h e  e l e m e n t  t h i s

t i m e ,  o n l y  t h e  e l e m e n t  s e l e c te d  fo r  e d i t i n g  wa s  c h a n g e d ;  i t  wa s  n o t
a u to m a t i c a l l y  c o p i e d  i n to  o t h e r  p o s i t i o n s  a s  w h e n  f i r s t  d e s i g n e d .

Copying Elements

Now you are at the Element Selection window. In the next steps
you will copy the element that you edited into the other corners.
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8. Choose Copy Elements from the Element menu.

C o p y  E l e m e n t s

S i z e :  1 2

C h o o s e C h o o s e
C o p y

From

E l e m e n t E l e m e n t
Copy & Fl ip

In the Copy Elements window, corner elements can be copied onl
t o  c o r n e r  e l e m e n t s  a n d  m i d d l e  e l e m e n t s  t o  m i d d l e  e l e m e n t s .

You will  f irst copy your new element into the top right corner
o f  t h e  f r a m e .

The Choose From Element box at the lower left of your screen is

a l r e a d y  s e l e c t e d ,  a s  s h ow n  b y  t h e  d a r k  b o r d e r  a r o u n d  t h e
e l e m e n t  s e c t i o n .

9. Click on the upper-left element in the large box at the toj
of the window. (This selects the element that wil l  be copied -th
"from" element.)

Note that the upper-left corner is highlighted in the Choose From
E lement  box .

10. Click on the To button.

Now the Choose To Element box in the lower right is selected.

11. Click on the upper-right corner element in the large box.

Highlighting at the bottom of the screen shows the From and
To  e l e m e n ts .

12. Click Copy in the lower-right section of the window.

Now you s h o u l d  b e  a b l e  to  s e e  t h e  c h a n g e  i n  t h e  f r a m e .
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13.  C l ick  Copy & F l ip  to  see what  i t  does.

14.  C l ick  Copy  to  change  the  e lement  back  to  the  or ig ina l
orientation.

If you cannot see the difference between Copy and Copy & Flip,

the reason may lie in the design of your element. Flipping
a s y m m e t r i c  e l e m e n t s  m a ke s  a  b i g  d i f fe r e n c e ,  b u t  f l i p p i n g  e l e m e n t s

t h a t  a re  sy m m e t r i c  m a ke s  n o  d i f fe re n c e  a t  a l l .

Now you will copy the same element into the other two corners.
Yo u  a re  s t i l l  c o py i n g  f ro m  t h e  u p p e r- l e f t ,  s O  yo u d o  n o t  n e e d  t o

re s e l e c t  t h e  F ro m  e l e m e n t .  T h e  To  f u n c t i o n  i s  s t i l l  s e l e c te d ,  a s  yo u
c a n see in the highlighting of the lower-right frame.

15.  Copy  your  new e lement  in to  the  lower- le f t  and  lower-
right corners. The element you will copy from is already
selected ( the  upper  le f t  corner  e lement) .  Se lect  the  e lement
you  w i l l  copy  to  in  the  la rge  box  a t  the  top  of  the  w indow and
c l ick  Copy or  Copy & F l ip .  Fo l low the  same procedure  for
each element.

16.  C lose  the  Copy  E lements  w indow to  re turn  to  the  E lement
Se lec t ion  w indow.

Now you can select a middle element for editing.

17.  Se lec t  the  le f t  midd le  e lement .  C l ick  OK,  leav ing  the
height dimension of the element unchanged.

18.  Change  a t  l east  one  or  two  dots  in  the  midd le  e lement .

19.  Choose  Rever t  f rom the  E lement  menu .

W h e n  yo u  c h o o s e  R e ve r t ,  t h e  e l e m e n t  r e t u r n s  t o  i t s  o r i g i n a l  fo r m .

A dialog box will ask if you wish to discard the changes for
t h i s  e l e m e n t .

Do you want to discard the changes O K
for  th is  e lement?

Cancel
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20.  C l ick  OK i f  you  want  your  or ig ina l  e lement  back ,  or  c l ick
Cancel  to  keep your  changes.  (You wi l l  remain at  the Frame
Ed i t  w indow.)

W h e n  y o u  a r e  e d i t i n g  a n  e l e m e n t ,  y o u r  c h a n g e s  a f fe c t  o n l y  o n e

corner or one side at a time. Similarly, Clear (Edit menu) and

R e v e r t  ( E l e m e n t  m e n u )  o p e r a t e  o n  a n  e l e m e n t - b y - e l e m e n t  b a s i s

from the Frame Edit window. The Clear command works for the

s e l e c t e d  f r a m e  s i ze  i n  t h e  S i ze  S e l e c t i o n  w i n d ow,  a n d  fo r  a l l  s i ze s

o f  t h e  s e l e c t e d  f r a m e  s t y l e  i n  t h e  S t y l e  S e l e c t i o n  w i n d ow.  I n  t h e

Frame Edit window, Clear erases the element that is being worke
o n .  B e  c a r e f u l  w i t h  t h e  C l e a r  c o m m a n d .

21.  Ed i t  the  midd le  e lement  in  some way.  Here  is  the  way  WE
rev ised  the  m idd le  e lement .

F r a m e  E d i t

N

Size : 1 2

Width: 12 Height:  12

E l e m e n t :

22.  C lose  the  F rame Ed i t  w indow.

Closing the Frame Edit  window returns you to the Element
S e l e c t i o n  w i n d ow,  w h e r e  yo u  c a n  e i t h e r  s e l e c t  a n o t h e r  e l e m e n t  t c

edit or choose the Copy Elements command.

23.  Choose  Copy  E lements  f rom the  E lement  menu.

Now you wi l l  copy  your e d i t e d  m i d d l e  e l e m e n t  i n t o  t h e  o t h e r

three positions to complete your frame. The Choose From Elemer
b ox  a t  t h e  l owe r  l e f t  o f  yo u r  s c re e n  i s  a l re a d y  s e l e c te d .
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24. Click on the left-middle element the "from" element -
in  the  la rge  box  a t  the  top  of  the  w indow.

25. Click on the To button.

26.  C l ick  on  the  upper-midd le  e lement  in  the  la rge  box .

27. Click Copy in the lower-right section of the window. (Now
you shou ld  be  ab le  to  see  the  change  in  the  f rame. )

I n s t e a d  o f  c o py i n g  t h e  e l e m e n t ,  yo u  c a n  t a i l o r  t h e  d e s i g n  o f

e a c h  s i d e  i f  yo u  w i s h  by  s e l e c t i n g  a n d  e d i t i n g  e a c h  e l e m e n t

individual ly.  You can also tai lor each side by using Copy & Fl ip
selectively.

28. Continue copying the new middle element to the two
remaining locations. The left middle element remains
selected in the From box, you need only click on the right
middle element in the large box, then click Copy. Click next
on the lower middle element and then click Copy.

T h e  s c r e e n  b e l o w  s h o w s  o u r  c h a n g e s .

C o p y  E l e m e n t s

S i ze :  1 2

R E R

C h o o s e C h o o s e
C o p y

F r o m

E l e m e n t E l e m e n t
Copy  &  F l ip

F o r  s o m e  f r a m e  s t y l e s ,  t h e  p a t t e r n s  w i l l  w o r k  o u t  a n d  c o n n e c t  u p
c o r re c t l y  i n  o n e  s i ze  b u t  n o t  i n  a n o t h e r  s i ze .  I n  s o m e  s i ze s  t h e

frame may show irregularities when the elements are replicated.
O w i n g  t o  t h e  re s o l u t i o n  o f  t h e  s c re e n ,  s o m e  i r re g u l a r i t i e s  t h a t

s h ow  i n  t h e  p i c t u re  o f  a n  e n t i re  f r a m e  s t y l e  o n  t h e  s c re e n  d o  n o t
show when the frame is printed on a printer that has high
resolution.

29.  C lose  the  Copy  E lements  w indow.
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Saving Changes

If you save the changes to your frame, the new frame will replace
the original. If you do not save the changes, the edited frame will

save a frame,be discarded and the original will be retained. If you
it wil l  remain in the l ist of available frames.

30.  C lose  the  E lement  Se lec t ion  w indow.  You wi l l  be  asked i f
you want to save your frame.

31. Save the changes to your frame. Click Yes.

32.  C lose  the  S ize  Se lec t ion  window to  get  back  to  the  Sty le
Se lec t ion  w indow.  Your  new f rame wi l l  appear  a t  the  top  of
the selection list.

Clearing a Frame

I f  yo u  d o  n o t  wa n t  t o  ke e p  a  f r a m e ,  s e l e c t  t h e  f r a m e  i n  t h e  S t y l e
Selection window. Then choose Clear from the Edit menu. In the

Style Selection window, Clear wil l  remove an entire frame style
and  a l l  i ts  s izes .

Tutorial: Frame Design with Elements of
Unusual Shape

In previous sections you worked with frames that had elements
with equal length sides. In this section you wil l  explore few

variations on element shape to see how to implement different
d e s i g n  i d e a s .  Yo u  w i l l  p ro d u c e  a  s e t  o f  d e s i g n  e l e m e n t s  t h a t  l o o k
like the i l lustration below.

Sty le  Se lec t ion

O K
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1. When you are  at  the  Sty le  Se lec t ion  window,  choose New
Sty le  f rom the  F i le  menu.

2. Enter  a  new S ize  of  18  (18  po ints)  for  the  overa l l  f rame
and click OK.

S p e c i f y i n g  a  l a r g e r  s i z e  m a ke s  i t  p o s s i b l e  t o  d e s i g n  a  m o r e  c o m p l ex

f r a m e  s t y l e ,  b e c a u s e  m o re  d o ts  a re  ava i l a b l e  fo r  e a c h  e l e m e n t .

3. Select the upper-left element.

4.  Spec i fy  a  He ight  and  Width  o f  32  po in ts  fo r  the  corner
element and click OK. When the Frame Edit window
reappears, do not enter any dots in the element.

Corner Elements: Equal Height and Width

Specifying height or width larger than the frame size makes it
a  poss ib le  to  des ign  a  corner  that  extends  far ther  out  in to  the  s ides  of

t h e  f r a m e .  T h e  L- s h a p e d  w h i t e  a re a  i n  t h e  l e f t  o f  t h e  F r a m e  E d i t

w i n d ow  i s  t h e  c o r n e r  e l e m e n t .  T h e  g r ay  a re a  i s  n o t  p a r t  o f  t h e
e l e m e n t .  T h e  e l e m e n t  i s  L- s h a p e d  b e c a u s e  yo u  s p e c i f i e d  a  f r a m e
s ize  (w id th )  o f  18  and  an  e lement  s i ze  o f  32  x  32.  The  e lement  i s  18

po in ts  ac ross  each  end  and  32  po in ts  a long  i ts  top  and  le f t  edges .

T h i s  e l e m e n t  j u s t  f i t s  i n  t h e  wo r k  a re a .

5. Close the Frame Edit window, which returns you to the
Element  Se lect ion window.

F r a m e  E d i t

S i z e  :

W i d t h  :  3 2  H e i g h t  :  3 2

E l e m e n t :
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Corner Elements: Unequal Height and Width

6. Select the same upper-left corner element.

7.  Speci fy  a  he ight  of  44 a  po ints  and a  width  of  56 po ints ,
and click OK.

Height :

W i d t h :

C a n c e l

T h e  d i a g r a m  b e l o w  s h o w s  t h e  r e l a t i o n s h i p  o f  t h e  d i m e n s i o n s  t h a t

yo u  s p e c i f i e d  fo r  t h e  c o r n e r  e l e m e n t  w i t h  w h a t  yo u  s e e  o n  t h e

right side of the Frame Edit window. Both ends of the corner

e l e m e n t  a re  t h e  ove r a l l  t h i c k n e ss  yo u  s p e c i f i e d  ( 1 8  p o i n ts ) ,  t h e

he igh t  you  spec i f i ed  i s  a long  the  l e f t  edge  o f  the  e lement  (44

p o i n ts ) ,  a n d  t h e  w i d t h  yo u  s p e c i f i e d  i s  a l o n g  t h e  to p  e d g e  o f  t h e
e l e m e n t  ( 5 6  p o i n ts ) .

5 6  p o i n t s  w i d e

4 4  p o i n t s f r a m e  s i z e
p o i n t s

f r a m e  s i z e  1 8  p o i n t s

Only part of this larger element fits in the work area. The work

a re a  i s  i d e n t i f i e d  by  t h e  d a s h e d  s q u a re  o n  t h e  r i g h t .  ( S e e

illustration below.) If you specify an element that is larger than
t h e  e d i t i n g  wo r k  a r e a ,  yo u  m u s t  s c r o l l  t o  r e ve a l  t h e  h i d d e n  p a r t s
o f  t h e  e l e m e n t .

F r o m e  E d i t

W i d t h :  5 6  H e l g h t :

E l e m e n t :
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W h e n e v e r  p a r t  o f  t h e  e l e m e n t  i s  n o t  s h ow n  i n  t h e  w o r k  a r e a ,  o n e
o r  b o t h  s c ro l l  b a r s  a ro u n d  t h e  wo r k  a re a  a re  a c t i va t e d .

8. Experiment with the scroll bars to see how to view the
rema inder  o f  the  e lement .

N o t i c e  h o w  t h e  d a s h e d  s q u a r e  s u p e r i m p o s e d  i n  t h e  b ox  a t  t h e

r i g h t  c h a n g e s  t o  s h ow  t h e  p a r t  o f  t h e  e l e m e n t  b e i n g  v i e we d .

9. At  each of  the s ix  corners  p lace a  4 x  4  dot  pattern  l ike
this one:

T h e  p u r p o s e  o f  p l a c i n g  t h e  4  x  4  d o t  p a t te r n  i n  e a c h  c o r n e r  i s  to

e n a b l e  yo u  t o  s e e  w h e re  e a c h  d e s i g n  e l e m e n t  w i l l  b e  l o c a t e d  i n
the frame.

10.  Out l ine  the  des ign  e lement  w i th  a  one-dot-deep border.

T h e  re s u l t  s h o u l d  b e  s i m i l a r  to  t h e  n ex t  i l l u s t r a t i o n .  B e  s u re  to

s c ro l l  i n to  e a c h  e n d  o f  t h e  e l e m e n t  a n d  i n to  t h e  i n s i d e  c o r n e r.

F r o m e  E d i t

S i ze :

W id th :  56  He igh t :  44

E l e m e n t :

11. Close the Frame Edit box.
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Your Element Selection window should look l ike the
i l lustration below.

E l e m e n t  S e l e c t i o n

S e l e c t  a n  e l e m e n t :

N E W

S i ze :

I f  yo u  w a n t  t o  r e a r r a n g e  t h e  w ay  t h e  l o n g e r  a n d  s h o r t e r  e n d s  o f

the element project, use Copy & Flip in the Copy Elements
window. If you wish, you can define the dimensions of each corne

e l e m e n t  s e p a r a t e l y  a n d  d e s i g n  e a c h  e l e m e n t  f ro m  s c r a t c h .

Middle Elements

Le t ' s  ex p e r i m e n t  b r i e f l y  w i t h  t h e  e f fe c ts  o f  d i f fe re n t  d i m e n s i o n s  o f
middle elements.

12.  Se lec t  the  le f t  m idd le  e lement .

13.  Type 9 for  the height  and cl ick OK.  (This  g ives you an
e l e m e n t  w i t h  9  p o i n ts  a l o n g  i t s  l e f t  e d g e . )

14. Draw a horizontal line one dot thick across the middle of
the element. Your Frame Edit window should look like the
illustration below.

F r a m e  E d i t

E

S i z e :

W i d t h :  1 8  H e i g h t :

E l e m e n t :
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15.  C lose  the  F rame Ed i t  w indow to  re tu r n  to  the  E lement
Se lec t ion  w indow.

N o t e  t h a t  t h e  t o p  a n d  b o t t o m  p o r t i o n s  o f  t h e  f r a m e  a p p e a r  t o  h a v e
a  s e t  o f  b a rs  d a r ke r  t h a n  t h e  re s t .  T h i s  f r a m e  m u s t  b e  v i e we d  f u l l

size to see how it will actually appear.

16.  Choose  D isp lay  Fu l l  S ize  f rom the  Spec ia l  menu.

The Ful l-Size Frame Display shows the frame in proport ion
without distort ion.

17.  C lose the  Fu l l -S ize  Frame Disp lay  and return  to  the
E lement  Se lec t ion  w indow.

Now we wi l l  modify the dimensions of the middle elements
to  s e e  w h a t  e f fe c t  t h i s  h a s  o n  e a c h  e l e m e n t  a n d  t h e  f r a m e ' s  ove r-

all  appearance.

18.  Se lec t  the  top  midd le  e lement ,  type  36 for  w idth ,  and
cl ick OK. (This gives you an e l e m e n t  w i t h  3 6  p o i n ts  a c ro ss  i t s

t o p  e d g e . )

F r a m e  E d i t

1 8

W i d t h :  3 6 H e i g h t :

E l e m e n t :

Frame Editor expanded the element design proportionally to fit
the new shape. Since you have made the element four times wider,

the one-pixel-wide line becomes four pixels wide. In order to
fol low your instruction and f it  everything in,  Frame Editor made
the l ine wider.

D e p e n d i n g  o n  y o u r  d e s i g n  g o a l s  a n d  t h e  t y p e  o f  e l e m e n t ,  t h i s

resizing may not be what you want. The final appearance of

your frame is determined by the relationship between the size
o f  t h e  f r a m e ,  t h e  s i ze  o f  t h e  b ox  t h a t  i t  b o rd e rs ,  t h e  n u m b e r  o f

e l e m e n t  r e p e t i t i o n s ,  a n d  t h e  w i d t h  a n d  h e i g h t  o f  t h e  c o r n e r  a n d
middle elements.
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For this exercise, you can now edit the line in the Frame Edit
window to a narrower one, or leave it as it is.

19.  C lose  the  F rame  Ed i t  w indow.

Next you wil l  edit the right middle element.

20.  Se lec t  the  r ight  m idd le  e lement .

21. Type 3 for height and click OK.

The element is now 18 points wide and 3 points high, as you

s p e c i f i e d .  N o t e  h ow  t h e  e l e m e n t  i s  c h a n g e d  t o  f i t .

22.  C lose  the  F rame  Ed i t  w indow.

23.  Se lec t  the  Spec ia l  menu  and  then  choose  D isp lay
Ful l-Size.

N o t e  t h a t  t h e  f re q u e n c y  o f  re p e t i t i o n  o f  m i d d l e  e l e m e n t s  c a n  b e

altered by changing their dimensions.

F u l l - S i z e  F r a m e  D i s p l a y

S i ze :  1 8

24.  C lose  the  Fu l l -S ize  Frame Disp lay  w indow.

25.  C lose  the  E lement  Se lec t ion  w indow and c l ick  Yes ,  to
save  th is  f rame.  You wi l l  be  returned to  the  S ize  Se lec t ion
w indow.  C lose  the  S ize  Se lec t ion  w indow and

returned to  the  Sty le  Se lec t ion  window.
you wil l  be
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Tutorial: Viewing Frames Full-Size

F r a m e  s t y l e s  c a n  h a v e  m a n y  s i z e s .  W h e n  y o u  s p e c i f y  a  f r a m e

s i ze  t h a t  d o e s  n o t  a l re a d y  ex i s t  fo r  a  p a r t i c u l a r  s t y l e ,  t h e  n e w

s i ze  i s  c re a te d  by  s c a l i n g  a n  ex i s t i n g  s i ze .  A l l  f r a m e s  i n  t h e  S t y l e

Selection window are shown actual size up to 12 points.

I n  o rd e r  t o  b e c o m e  fa m i l i a r  w i t h  t h e  a c t u a l  a p p e a r a n c e  o f  t h e

tightly compressed large frames in the Style Selection window,
you should view these frames full size at some point while you are

using the Frame Editor.

1. Select style from Style Select ion.  Cl ick OK.

2. From the Size Selection window, click on the size shown
to act ivate i t .  C l ick  OK.

3. While viewing the Element Selection window on your
screen,  se lect  the Specia l  menu and choose Display Ful l-S ize.

Yo u  w i l l  n o t i c e  t h a t  t h e  a p p e a r a n c e  o f  m a ny  o f  t h e  f r a m e s  i s

entirely different when expanded to full size.

4. To qui t  th is  sect ion,  c lose boxes unt i l  you are back to
Style Selection.

Tutorial: Rescaling Frames

I f  yo u  w i s h  to  u s e  a  f r a m e  i n  a  s i ze  t h a t  i s  n o t  a l re a d y  ava i l a b l e ,

you can r e s c a l e  t h e  f r a m e  e i t h e r  i n  Q u a r k X P r e s s  w h e n  yo u  p u t  t h e

f r a m e  o n  a  b ox ,  o r  yo u  m ay  c r e a t e  t h e  d e s i r e d  s i z e  i n  F r a m e  E d i t o r.

W h e n  t h e  f r a m e  i s  re s c a l e d ,  s o m e  a s p e c ts  o f  i t s  d e s i g n  m ay  b e
distorted. However, if you create the new size in Frame Editor, you

can clean up the distortion.

Yo u  c a n  c h a n g e  t h e  s i z e  a n d  o t h e r w i s e  e d i t  f r a m e s  t h a t  yo u  h ave

d e s i g n e d ,  b u t  t h e  f r a m e s  s u p p l i e d  w i t h  Q u a r k X P r e s s  a r e  l o c ke d  b y

F r a m e  E d i t o r  a g a i n s t  d i re c t  e d i t i n g .  Yo u  m u s t  f i r s t  c o py  a

l o c ke d  f r a m e  a n d  t h e n  m a ke  c h a n g e s  t o  t h e

the originals.

c o p y.  T h i s  s a fe g u a r d s
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a Changing the  S ize  of  a  Locked QuarkXPress

Frame,  Mak ing  a  Dup l i ca te

A f rame that  is  locked by QuarkXPress:  To make a  new f rame

t h a t  i s  d i f fe re n t  o n l y  i n  s i ze ,  yo u  m u s t  f i r s t  c o py  t h e  f r a m e  a s
described here. Then follow theprocedure  fo r  chang ing  the  s i ze  o :

a  f r a m e  y o u  h a v e  d e s i g n e d  ( a n  u n l o c ke d  f r a m e ) .

1.  Se lec t  the  locked  f rame we have  se lec ted  be low.  C l ick  OK

Style Select ion

O K

2. When you see the Size Selection window, select New Size

from the Fi le menu. When you attempt to change the size of a
frame locked by QuarkXPress,  you wi l l  receive the fo l lowing
message.

T h i s  f r a m e  i s  l o c ke d .

O K  |

3. Click OK to get back to the Size Selection window. Close the

Size Selection window and return to the Style Selection window.

4. Highlight (click once on) the QuarkXPress frame to
be copied.
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5. Select Duplicate from the Fi le menu. The selected frame

style, along with all its sizes, is duplicated. The new copy will be
highlighted in the frame style list.

6. Click OK and proceed to Step 1 of the tutorial below
for frames not locked by QuarkXPress and make the new
frame size.

Note: You may also edit this duplicate frame in any way you wish

by following the instructions for "Editing a Frame" at the

beginning of this chapter. If you are making stylistic changes to the

frame instead of simply creating new sizes, you may wish to
re m ove  a l l  s i ze s  o f  t h e  f r a m e  exc e p t  fo r  o n e ,  m a ke  c h a n g e s  t o  t h a t
s i n g l e  s i z e  o f  t h e  f r a m e ,  a n d  t h e n  m a ke  n e w  s i z e s  f r o m  t h e  e d i t e d

ve rs i o n .  To  re m ove  f r a m e  s i ze s ,  s e l e c t  a  s i ze  f ro m  t h e  S i ze  S e l e c t i o n
window and select Clear from the Edit  menu.

Changing the Size of a Frame You Have Designed

To make  a  new s i ze  f rame  fo r  an  ex i s t i ng  des ign ,  fo l l ow  these  s teps .

1. In  the Sty le  Select ion window,  open the f rame sty le .

2. When  the  S ize  Se lec t ion  w indow appears ,  choose  New
Size from the File menu.

3. Enter  the new s ize and cl ick OK.  Frame Editor  wi l l  scale the

frame to the new size and take you to the Element Selection
window.

4. To simply save the new size without any other
changes - close the window and click Yes in the dialog box.
T h e  s c a l i n g  o f  t h e  f r a m e  t o  i t s  n e w  s i ze  m ay  c a u s e  d i s t o r t i o n .  Yo u

can use Frame Editor to clean up the new size, following the
procedure for frame editing.

5. You will see the new size added to the selections
available in the Size Selection window.
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Using the Scrapbook to Design a Frame

T h e  S c r a p b o o k  m a y  b e  u s e d  t o  a s s e m b l e  a  n e w  f r a m e  f r o m

elements of existing frames. This new frame may have corner

elements from one frame style and middle elements from
a n o t h e r.  To  a s s e m b l e  t h i s t y p e  o f  f r a m e ,  c o py  o n e  e l e m e n t  fo r  t h e
c o r n e r  a n d  o n e  e l e m e n t  fo r  t h e  m i d d l e  o f  t h e  n e w  f r a m e ,  e a c h  f ro :

a different frame. Copying these elements and pasting them into
the Scrapbook is a quick way to combine elements from existing
frames into one frame. Note that the widths of the various

elements must be equal or they will not line up correctly.

Frame Editor Reference

Af t e r  yo u  h ave  c o m p l e t e d  t h e  t u t o r i a l s ,  u s e  t h i s  s e c t i o n  fo r

reference when using Frame Editor. You may also summon on-lin

help by selecting About Frame Editor from the é menu when

t h e  F r a m e  E d i t o r  i s  o p e n .  R e m e m b e r  t h a t  f r a m e  s t y l e s  a r e  s t o r e d
i n  t h e  X P re s s  D a t a  f i l e ,  n o t  i n  F r a m e  E d i t o r,  s o  s av i n g  a  c o py of

Frame Editor itself, or duplicating Frame Editor, wil l  not save
your frame styles.

Menus

Four menus are available in Frame Editor: Fi le, Edit, Element, an

Special. Varying options in the menus are available from differen
Frame Edi tor  windows.

When the Style Selection window is open, the New Style
command is avai lable in the Fi le menu. When the Size Select ion

window is open, the New Size command takes the place of the

New Style command in the F i le  menu.

Items that can be opened with the Open command in the File
menu also vary for each window. For example, you can open a
s e l e c t e d  f r a m e  s t y l e  f r o m  t h e  S t y l e  S e l e c t i o n  w i n d ow,  a n d  yo u  c a

open a selected size from the Size Selection window.

T h e  c h o i c e s  i n  e a c h  m e n u  a r e  d e s c r i b e d  b e l ow.  T h e  e q u i va l e n t

keyboard commands are given when avai lable.
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The Fi le Menu

The following choices are available in the File menu:

New Style, æ-N, enables you to create a new frame style (available
when the Style Selection window is open).

N e w  S i z e ,  3 - N ,  e n a b l e s  y o u  t o  c r e a t e  a  n e w  f r a m e  s i z e .  S i z e s

are  a lways  spec i f ied  in  po in ts ;  each  dot  in  a  f rame e lement  i s  a  a

1 - p o i n t  s q u a re  ( ava i l a b l e  w h e n  t h e  S i ze  S e l e c t i o n  w i n d ow  i s  o p e n ) .

O p e n ,  æ - O,  o p e n s  w h a t e ve r  i s  s e l e c t e d  o r  ava i l a b l e  t o o p e n .

Duplicate, *-D, copies whatever frame is selected and adds it to

the Style Selection window. Duplicate may be used to copy

locked QuarkXPress frames or any frame you wish to edit; the
original wil l  be kept intact.

Quit, æ-Q, whenever available, exits from the Frame

Editor program.

The Edit  Menu

T h e  c o m m a n d s  i n  t h e  E d i t  m e n u  o p e r a t e  o n  t h e  s e l e c t e d  i t e m  o r

t h e  c o n t e n t s  o f  t h e  S c r a p b o o k  i n  t h e  s a m e  way  t h a t  t h e y  o p e r a t e  i n

QuarkXPress and other Macintosh appl ications.

Undo .... . . . . .#-Z
Cut.. . . . . . . . . . . . . . .3 -X

Copy. . . . . . . . . . . . . . . . . . . .*-C

Paste. . . . . . . . . . . . . . . . . . . . .-V

C lear. . . . . . . . . . . . . . . . . . ( .no  keyst roke  command)

In the Style Selection window, Clear removes an entire frame

st y l e  a n d  a l l  i t s  s i ze s .

In the Size Selection window, Clear removes a selected size of a

frame style.

In the Frame Edit window, Clear erases the element that is being
worked on.
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The Element Menu

Copy Elements is available from the Element menu at the

Element Selection window. Copy Elements al lows a selected
e l e m e n t  t o  b e  c o p i e d  t o  i t s  c o r re s p o n d i n g  p o s i t i o n s  i n  a  f r a m e .

F o r  ex a m p l e ,  a  c o r n e r  e l e m e n t  c a n  b e  c o p i e d  t o  o t h e r  c o r n e rs .

Revert, 3-R, returns an element to the original condition, prior to
t h e  b e g i n n i n g  o f  t h e  e d i t i n g  s e s s i o n .

The Special Menu

Display Full-Size (from the Special menu) is available in the
Element Select ion and Frame Edit  windows and shows the
s e l e c te d  f r a m e  f u l l  s i ze .

Summary of Procedures

T h i s  s e c t i o n  rev i e ws  t h e  s te p s  to  t a ke  to  u s e  t h e  va r i o u s  fe a t u re s  o f
the Frame Editor.

After you open the Frame Editor icon, you wil l  f ind yourself at

the Style Selection window. There you can select a frame to edit,

c re a te  a  n e w  f r a m e ,  o r  d e l e te  a n  e n t i re  f r a m e  s t y l e  a n d  a l l  i t s  s i ze s .

To  Crea te  a  New F rame  S ty le

1.  In the Style Selection window, choose New Style from the
Fi le  menu.

2. Enter the overal l  size of your new frame. Click OK.

3. In the Element Selection window, select an element to create;

c h a n g e  t h e  h e i g h t  a n d  w i d t h  fo r  t h e  e l e m e n t ,  o r  l e ave  t h e
dimensions the same as the frame size. Click OK.

4. Create the element and close the Frame Edit window.

5. Create any other required elements by following steps :
a n d  4.  Yo u  m u s t  c re a t e  a t  l e a s t  t h e  c o r n e r  e l e m e n t  a n d  o n e

side element.
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6. Close the Element Selection window. Cl ick Yes to save

t h e  c h a n g e s .

7.  Close the Size Select ion window, and you wi l l  f ind your  new

frame in the Style Selection menu.

To Edit a Locked Frame

To edit a locked frame style, you must first copy the frame using
Duplicate from the File menu. The copy will appear selected at the
bottom of the Style Selection window. Then proceed as described
below for unlocked frames.

To Edit an Unlocked Frame

1. Select the frame style in the Style Selection window. Select
t h e  s i ze  a n d  e l e m e n t  t o  e d i t .

2. After you have edited the first element, you may copy that
e l e m e n t  i n t o  o t h e r  p o s i t i o n s  o r  e d i t  a n o t h e r  e l e m e n t .

edit a corner (or middle) element and then use Copy orYou  may
Copy & Flip to put that element in al l  corner (or middle) locations,

o r  yo u  m ay  s e p a r a t e l y  e d i t  e a c h  e l e m e n t  t o  c re a t e  a  f r a m e  w i t h  a

different design in each location.

3.  Close the windows or  choose Quit  -  saving your edited
frame or not.

Remember, if you wish to save both the original frame and the
edited version, you must select Duplicate from the File menu

before beginning the editing session.

To Change the Size of a Locked Frame

To  c h a n g e  t h e  s i z e  o f  a  f r a m e  l o c k e d  b y  Q u a r k X P r e s s  y o u  m u s t

first copy the frame using Duplicate from the File menu. Then
p r o c e e d  a s  d e s c r i b e d  b e l o w  fo r  u n l o c ke d  f r a m e s .

To Change the Size of an Unlocked Frame

To make a new version of an unlocked frame style that is different
only in size:

1. Select the frame style by double clicking on it.

CHAPTER 3 :  QUARKXPRESS FRAME EDITOR 3-33



2. When the Size Select ion window appears,  choose New Size
from the Fi le menu.

3. Enter the new size and click OK. The computer wil l  scale the
frame to the new size and take you to the Element Selection
w i n d ow.  Yo u  c a n  t h e n  e d i t  t h e  e l e m e n t s  o f  t h e  f r a m e  t o  c l e a n

up any distortion introduced by the scaling process.

4. Close the Element Selection window and cl ick Yes to save this

new size. You will see the new size added to the Size

Select ion window. You can quit , or close windows to return

to the Style Selection window.

To Copy an Element

1.  S e l e c t  f i r s t  t h e  f r a m e  s t y l e  a n d  t h e n  t h e  f r a m e  s i ze .

2.  Choose Copy Elements from the Element menu and cl ick to

identify the element that you want to copy.

3. Click on the To button, then cl ick to show where you wish to
copy the element.  Cl ick Copy or Copy & Fl ip.

4. If you want to copy this same element to other places, click in
t h e  p a t t e r n  t o  s h o w  t h e  n e x t  p l a c e  w h e r e  y o u  w i s h  t o  c o p y  t h e

element.  Cl ick Copy or Copy & Fl ip.

5. Continue with this process unti l  you have copied the
required elements.

6. Click the close box to return to the Element Selection window,

w h e re  yo u  c a n  s e l e c t  a  n e w  e l e m e n t  t o  e d i t ,  o r  c l o s e  t h e

windows, or choose Quit  - saving your copied frame or not.

To Quit the Frame Editor

The only window from which Quit  is not avai lable is the Copy
Elements window. If  you are currently edit ing a frame, you wi l l  b

given the opportunity to save or discard your work before exiting
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a r g e ,  u p p e r c a s e  b l o c k e d  o u t  a r o u n d  t h e  d r o p  c a p .

c h a r a c t e r s  s e t  i n t o R a i s e d  i n i t i a l s  a l i g n  w i t h  t h e  b a s e -

b o d y  o f  t ex t  a re o f  l i n e  o f  t h e  f i r s t  l i n e  o f  t e x t ,  a n d  a r e

c a l l e d  i n i t i a l  c a p s . e a s i e s t  t o  c r e a t e .  I f  t h e  i n i t i a l  c a p  i s  a

I n i t i a l  c a p s  h e l p w o r d  ( l i k e  ' A '  o r  T )  b e  s u r e  t o  s e t  t o

t o  b re a k  u p  l a rg e

b l o c k s  o f  t e x t .  T h e y

e n o u g h  s p a c e  t o  t h e  r i g h t  o f  i t  s o  t h e

r e a d e r  i s  n o t  c o n f u s e d  b y  t h e  e f f e c t .

c a n  b e  u s e d  s t a r t  s to r y,  to  s t a r t  : R a i s e d  i n i t i a l s  a r e  a  u s e f u l  a n d

p a r a g r a p h ,  o r  t o e a s y - t o - i m p l e m e n t

h e l p  g u i d e  t h e d e s i g n  e l e m e n t .

r e a d e r ' s  e y e  t o  a

p a r t i c u l a r  p o i n t .

P a r a g r a p h s  c o n -

t a i n i n g ,  r a i s e d  i n i -

I n i t i a l  c a p s  c a n t i a l s  m u s t  h a v e

b e  v e r s i o n s  o f  t h e l e a d i n g  s e t  to  a n

d i s p l a y  o r  b o d y  t e x t a b s o l u t e  v a l u e ,  a s

modif ied using
t h e  S t y l e  m e n u  i n

the larger  type
f a c e  w i l l  t h r o w  o f f

Q u a r k X P r e s s , t h e  l e a d i n g  o f  t h e

t h e y  c a n  b e  d e - f i r s t  t w o  l i n e s .

s i g n e d  w i t h  a H a n g i n g  c a p s

g r a p h i c s  p r o - a r e  n o t  a s  c o m m o n

g r a m ,  a n d  t h e n a s  t h e  o t h e r  i n i t i a l

i m p o r t e d  i n t o  a  d o c u m e n t c a p  d e s i g n s .  P l a c e  a  h a n g i n g  c a p

as  a  p i c t u re .

D r o p  c a p s  a r e  s e t  w i t h i n  t h e  b o d y

i n  t h e  m a r g i n  a g a i n s t  t y p e  w h i c h  i s  s e t

f l u s h  l e f t  j u s t i f i e d ) .

tex t .  D ro p  c a p s  s h o u l d  a l i g n  a t  to p

w i t h  t h e  c a p  h e i g h t  o f  t h e  f i r s t  l i n e  o f

A n o t h e r  way  t o  c re a t e  b l o c ke d -

t h e  b o d y  t e x t  a n d  w i t h  t h e  b a s e l i n e  o f

i n  c a p s  i s  b y  s i m p l y  p l a c i n g  t h e

d r o p  c h a r a c t e r  b o x  i n  t h e  c o r r e c t

t h e  b o t t o m  l i n e  a d j a c e n t  t o  t h e  i n s e t . p o s i t i o n  w i t h o u t  m a k i n g  t h e  b o x

Te x t  c a n  b e  r u n  a r o u n d  t h e  c o n t o u r  o f

t h e  d r o p  c a p  c h a r a c t e r ,  o r  t e x t  c a n  b e

t r a n s p a re n t .  C o n t i n u e  by  a d j u s t i n g

d r o p  c h a r a c t e r  s i z e  a n d  l e a d i n g ,
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Type as a Design Element

T h e  wo r d  t y p e  c o m e s  f r o m  t h e  G r e e k  wo r d  t y p o s ,  m e a n i n g  l e t t e r  o r

l e t te r  fo r m .  Ty p e  i s  a  d e s i g n  e l e m e n t .  B u t  a e s t h e t i c  a p p e a l  s h o u l d

n o t  b e  t h e  o n l y  c o n s i d e r a t i o n  w h e n  a p p l y i n g  t y p e  t o  a  d e s i g n .

T h r o u g h  t h e  y e a r s  c e r t a i n  r u l e s  a n d  c o n v e n t i o n s  a b o u t  h o w  t y p e

s h o u l d  b e  s e t  h ave  d e ve l o p e d .  B u t  d e p e n d i n g  u p o n  d e s i g n  o b j e c -
t ives t h e s e  r u l e s  c a n ,  a n d  s h o u l d ,  b e  b ro ke n  f ro m  t i m e  to  t i m e .

T h e r e  a r e ,  h owe ve r,  s o m e  b r o a d  o b j e c t i ve s  w h i c h  s h o u l d  b e

a d h e re d  to  w h e n  s e t t i n g  t y p e :  i t  s h o u l d  b e  l e g i b l e ,  re a d a b l e ,  a t t r a c -

tive and meet the design requirements.

As typesetting has evolved from traditional hot lead type to

i m a g e s  o n  a  v i d e o  s c r e e n s o  h a s  t h e  t e r m i n o l o g y  u s e d  t o

d e s c r i b e  t y p e .  E l e c t ro n i c ,  o r  d e s k t o p ,  p u b l i s h e r s  h ave  b e g u n  t o

d e ve l o p  a  n o m e n c l a t u r e  o f  t h e i r  ow n .  I n  s o m e  c a s e s  t e r m s  h ave

c a r r i e d  ove r  f r o m  o l d - t i m e  h o t  t y p e s e t t i n g .  B u t  m a ny  o f  t h e  t e r m s

u s e d  by  d e s k t o p  p u b l i s h e r s  a re  d i f fe re n t  f ro m  t h e  t e r m s  u s e d  by

t r a d i t i o n a l  t y p e s e t te rs .  I n  fa c t  s o m e  wo rd s  u s e d  to  d e s c r i b e  h o t

l e a d  t y p e  m e a n  s o m e t h i n g  c o m p l e t e l y  d i f fe r e n t  t o  d e s k t o p  p u b -
lishers. In an attempt to avoid confusion, we distinguish between

traditional typesetting terminology and current usage.

Ty p o g r a p hy  i s  a  c r a f t .  A  t y p o g r a p h e r  d e s i g n s  w i t h  t y p e ;  a  t y p e s e t-

te r  m a ke s  t y p e  f i t  d e s i g n s .  B e c a u s e  c o m p u te rs  d o n  ' t  d e s i g n  ( n o t

e ve n  t h e  M a c i n t o s h ) ,  p e o p l e  d o t h e  fo l l ow i n g  s e c t i o n s  a re

d e vo t e d  t o  g i v i n g  b e g i n n i n g  d e s i g n e r s  s o m e  t i p s  o n  b a s i c  d e s i g n

with QuarkXPress. Seasoned designers and typographers may
p i c k  u p  s o m e  p o i n t e r s  a b o u t  h o w  t o  i m p l e m e n t  s o m e  o f  t h e i r

f avo r i t e  d e s i g n  e l e m e n t s  u s i n g  t h e  p r o g r a m .  B e g i n n e r s  s h o u l d  f i n d

the following sections helpful in creating good-looking, well type-
set documents with QuarkXPress.
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Typographical Measurement

Ty p o g r a p h y  i n  t h e  U . S .  i s  b a s e d  o n  a  s y s t e m  o f  m e a s u r e m e n t

k n ow n  a s  t h e  A m e r i c a n  p o i n t  s y s t e m .  T h i s  s y s t e m  u s e s  p o i n t s  a n d
p i c a s  a s  t h e  u n i t s  o f  m e a s u re .

B e fo re  e l e c t ro n i c  p u b l i s h i n g ,  a  p o i n t  wa s  e q u a l  to  j u s t  l e ss  t h a n

1 / 7 2  i n c h  ( 7 2  p o i n t s  =  .9 9 6 1  i n c h ) .  T h e  sys t e m  wa s  s i m p l i f i e d  fo r

the  Mac in tosh  so  tha t  the re  a re  exac t l y  72  po in ts  pe r  i nch .

T h e  p i c a  i s  u s e d  to  m e a s u re  h o r i zo n t a l  l i n e  s p a c e .  T h e re  a re  s i x

p icas  to  an  i nch ,  12  po in ts  i n  a  p i ca .  L i ne  l eng th ,  fo r  examp le ,  i s

generally measured in picas.

To d a y  t h e r e  a r e  t h r e e  m a j o r  t y p o g r a p h i c a l  m e a s u r e m e n t  s y s t e m s
throughout the world: Points/Picas, (used mainly in the U.S.) the
D i d o t  S y s t e m  ( w h i c h  h a s  b e e n  t h e  m e a s u r e m e n t  s y s t e m  u s e d  i n

m o s t  o f  E u r o p e )  a n d  t h e  m e t r i c  s y s t e m .

The  D idot  System has  the  c ice ro  as  i ts  bas ic  un i t .  One  c ice ro  equa ls

12  cor ps ,  o r  .178  inch .  One  cor ps  equa ls  .01483 inch .

T h e  m e t r i c  s y s t e m  i s  s l o w l y  b e c o m i n g  t h e  s t a n d a r d  m e a s u r e m e n t

sys t e m  wo r l d w i d e  (exc e p t  t h e  U. S . ) .  I n  t h e  U. S . ,  t y p e s e t t e rs  a n d

d e s i g n e rs  u s e  t h e  p o i n t  /  p i c a  sys t e m  a l m o s t  exc l u s i ve l y.

72 points

one inch

6  p icas

1 inch = 72 points = 6 picas
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Em and En Space

Po i n ts  a n d  p i c a s  a re  u s e d  to  m e a s u re  t y p e  s i ze  a n d  l i n e  l e n g t h .

Typographersu s e  a n o t h e r  m e a s u r e m e n t  s y s t e m  t o  m e a s u r e  s p a c e

w i t h i n  a  l i n e .  Tr a d i t i o n a l l y,  t h i s  sys t e m  wa s  b a s e d  o n  t h e  l owe rc a s e

" m "  c h a r a c t e r  i n  a  p a r t i c u l a r  fo n t ,  h e n c e  t h e  t e r m  " e m  s p a c e ".

In  QuarkXPress  an  em space  i s  the  w idth  of  two zero  charac ters  "00".

A smal ler  un i t ,  the  en  space is  one-ha l f  the  width  of  an  em space.  In

QuarkXPress  an  en  space is  the  width  of  one zero  character  "O".

Tr a c k i n g  a n d  ke r n i n g  f u n c t i o n s  a r e  m e a s u r e d  i n  f r a c t i o n s  o f  a n  e m

s p a c e .  T h e  p ro g r a m  t r a c ks  a n d  ke r n s  to  .0 0 5  ( 1 / 2 0 0 )  o f  a n  e m

s p a c e .  E n t e r i n g  a  va l u e  o f  - 1 0  fo r  ke r n i n g  i n  Q u a r k X P re s s ,  fo r

ex a m p l e ,  m e a n s  t h a t  1 0 / 2 0 0 t h s  ( o r  1 / 2 0 t h )  o f  a n  e m  s p a c e  i s  b e i n g

s h ave d  f ro m  b e t we e n  t h e  c h a r a c t e r  p a i r.

00 0
72-point Helvetica

Em Space
72-point Helvetica

En Space
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Glossary of Typesetting Terms

Many terms which have found their way into desktop publishing
o r i g i n a t e d  i n  t h e  d ays  w h e n  t y p e  wa s  s e t  w i t h  h o t  l e a d  c h a r a c t e rs .

S o m e  d e s k t o p  p u b l i s h i n g  t e r m s  w e r e  u s e d  i n  o l d - t i m e  t y p e s e t t i n g

b u t  h ave  e n t i r e l y  d i f fe r e n t  m e a n i n g s  i n  a  d e s k t o p  p u b l i s h i n g  e nv i -

r o n m e n t .  T h e  f o l l o w i n g  g l o s s a r y  d e f i n e s  m a n y  o f  t h e  t e r m s  u s e d
b y  d e s k t o p  p u b l i s h e r s  t o d ay.

cap height serif
ascender

Typography x-heigh

base l ine

descender serifs

As c e n d e r  i s  t h e  p a r t  o f  t h e  l owe rc a s e  l e t t e r  w h i c h  r i s e s  a b ove  t h e

x-height,  as in  the letters b,  d,  f,  h ,  k ,  l ,  and t .

Baseline is the line upon which uppercase and most lowercase
characters  s i t .

Descender is the part of a lowercase character which drops below
the basel ine:  p,  q,  y,  j ,  and g.

Display Type is type which is more than 14 points high from

a s c e n d e r  t o  d e s c e n d e r.  D i s p l ay  t y p e  i s  g e n e r a l l y  u s e d  fo r  h e a d l i n e :
and advertising copy.

Em Space in traditional typesetting meant a square of a given
point size. A 12-point em would be a square of 12 x 12 points. An

e m  s p a c e  i n  Q u a r k X P r e s s  i s  t h e  h o r i z o n t a l  s p a c e  t a ke n  u p  by  t wo

zeros, "00" in given font. QuarkXPress kerns and tracks in incre-

m e n ts  o f  .0 0 5  ( 1 / 2 0 0 )  o f  a n  e m  s p a c e .  Ke r n i n g  a n d  t r a c k i n g  u s e  t h e
em s p a c e  a s  t h e  b a s i c  m e a s u re m e n t  u n i t .

En  S p ace  i s  on e -h a l f  t h e  w id t h  o f  an  e m s p ace .  I n  Q u arkXP re ss ,  an

en space is  the width of  the character  "O" o r  o n e - h a l f  a n  e m space

F o n t  i n  d e s k to p  p u b l i s h i n g  h a s  t h e  s a m e  m e a n i n g  a s  t y p e fa c e  to  t r a

d i t i ona l  t ypese t te rs .  A  fon t  i s  a  se t  o f  cha rac te rs  w i th  the  same

basic design.
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Font  S i ze  i s  de f ined  by  the  fon t  des igner,  and  i ts  measurement  fo l -

lows  no  hard  and  fas t  ru les .  Genera l l y,  fon t  s i ze  re f lec ts  the  space
between  the  ta l lest  ascender  and  lowest  descender  in  a  g iven  font .

Ke r n  m e a n s  t o  a d j u s t  t h e  a m o u n t  o f  w h i t e  s p a c e  b e t we e n  l e t t e r

pa i rs .  The  term can  be  used  both  as  a  verb  and  as  an  ad jec t ive .  Let ter

p a i r s  c a n  b e  ke r n e d  to  1 / 2 0 0  o f  a n  e m  s p a c e  w i t h  Q u a r k X P re ss .

Key  Caps  i s  the  desk  accessory  ( located  in  the  App le  Menu)  that

de te r m ines  the  par t i cu la r  keyboard  mapp ing  fo r  the  fon t  you  a re

us ing .  When  you  open  Key  Caps ,  a  menu  i tem conta in ing  a  l i s t  o f  the

fonts  in  your  system is  d isp layed at  the  r ight  end of  the  menu bar.

Scro l l  down  and  se lec t  the  fon t  you  w ish  to  examine  in  Key  Caps .

Lead ing  used to  mean the  space between l ines ,  but  in  desktop pub-

l i sh ing  the  te r m has  come to  mean  the  measurement  o f  space  f rom

basel ine  to  base l ine .  A  lead ing va lue  inc ludes the font  s ize  p lus  the

space between l ines .  Lead ing  has  taken on  the  same mean ing  as  the

tradit ional  typesett ing term, l inespace.

Letterspacing, the horizontal space between letter pairs, is

adjusted by tracking in QuarkXPress. Posit ive tracking values

increase letterspacing, negative tracking shrinks the space
b e t we e n  s e l e c t e d  c h a r a c t e r s .

L inespac ing  i s  a  t rad i t iona l  typeset t ing  te rm wh ich  has  been  rep laced

by the  term lead ing  in  desktop publ ish ing.

P ica  i s  the  base  measurement  in  Amer ican  typography.  There  are  s ix

p icas to  an inch.

Point  S ize measures the s ize  of  type f rom the top of  the ascender  to
the bottom of  the descender.  There are 12 points to a p ica,  or  72 points
to  the inch.

Ser i fs  are the short  strokes which project  f rom the main strokes of  a
character.  Sans ser i f  (without  ser i f )  fonts  have the same weight  and

th ickness  th roughout .

Text  Type is  smal ler  than 14 points.  Text  type is  used to set  large
blocks of  text .  You are current ly  reading text  type.

Track ing  a l lows  ad justment  of  wh i te  space  between se lec ted  charac-

ters  and words .  By  spec i fy ing  pos i t ive  or  negat ive  t rack ing  va lues ,

overa l l  le t terspac ing can be  ad justed.
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X- H e i g h t  i s  t h e  s i ze  o f  t h e  l owe rc a s e  " x "  i n  a  t y p e fa c e .  T h e  t e r m

refe rs  to  the  s i ze  o f  the  ma in  e lement  o f  the  charac te r.  X-he ight  i s

n o t  t h e  s a m e  a s  t h e  fo n t  s i ze .  F o n t  s i ze  i s  a  c o m b i n a t i o n  o f  x- h e i g h
p lus  the  l ength  o f  the  ascender  o r  descender.  The  l a rger  the
x-he igh t ,  the  s hor te r  the  as cen ders  an d  des cen ders .

Choosing the Correct Font

C h o o s i n g  a  fo n t  c a n  b e  a  d i f f i c u l t  t a s k .  W h a t  s h a p e  s h o u l d  i t  b e ,

how big, how bold, how tight, how straight?

To  s t a r t  w i t h ,  t h e re  a re  t wo  b a s i c  d e s i g n s  fo r  t y p e serif and

s a n s  s e r i f.  A  s e r i f  i s  a  s t y l i ze d  s h o r t  s t ro ke  w h i c h  p ro j e c ts  f ro m
t h e  m a i n  s t ro ke  o f  a  c h a r a c t e r.  W h i l e  t h e  s e r i f  i s  a  h o l d ove r  f ro m

when ancient Romans were typesetting onto monument walls
w i t h  c h i s e l s ,  i t  t u r n s  o u t  s e r i fs  a re  u s e f u l  e m b e l l i s h m e n ts .  T h e

s h o r t  t h i n  s t ro ke s  s e r ve  a s  p o i n te rs  to  g u i d e  t h e  re a d e r ' s  eye

toward the right.

S o m e  fo n ts  a re  d e s i g n e d  fo r  u s e  as  d i s p l ay  t y p e  ( h e a d l i n e s ) ,  o t h e rs
a r e

bet ter  as  text  type  (body) .  Each font  has  a  d i f ferent  e f fec t  on  the

reader; some evoke a feeling of authority, others give a playful
l o o k  t o  t h e  f i n i s h e d p a g e b u t  e a c h  w a s  d e s i g n e d  w i t h  a  s p e c i f i c
use in mind.

While literally hundreds of fonts are available for electronic

publishing, there are only a few basic groups of fonts. A good
working type l ibrary might include only one or two fonts from
e a c h  o f  t h e  fa m i l i e s .

M o s t  l a s e r  p r i n t e r s  a n d  p h o t o t y p e s e t t i n g  d e v i c e s  fo r  t h e  M a c -

i n t o s h  u s e  fo n ts  w h i c h  h ave  b e e n  d e s c r i b e d  i n  t h e  Po s t S c r i p t  p a g e

description language. Unlike fonts designed for use on dot matrix
p r i n t e r s  l i ke  t h e  I m a g eWr i t e r,  Po s t S c r i p t  fo n t s  a re  n o t  d e f i n e d

w i t h  b i t m a p s .  T h e  c u r ve s  a n d  l i n e s  o f  Po s t S c r i p t  fo n t s  a re  d e f i n e d

m a t h e m a t i c a l l y,  r e s u l t i n g  i n  c h a r a c t e r s  w i t h  s h a r p ,  c l e a n  c u r ve s
and edges.

T h e  fo n t s  s h ow n  i n  t h e  ex a m p l e s  w h i c h  fo l l ow  a r e  P o s t S c r i p t  fo n t s

f ro m  t h e  m a j o r  fo n t  g ro u p s .  T h e  fo n ts  l i s t e d  h e re  a re  ava i l a b l e  f ro n
Ad o b e  S ys t e m s ,  I n c .  T h e s e  a re  o n l y  s a m p l e s ;  t h e re  a re  m a ny  fo n t s

from each family currently available for the Macintosh.
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Major Font Groups

Modern Serif

C h a r a c t e r i ze d  by  a  s h a r p  c o n t r a s t  i n  t h i c k  a n d  t h i n  s t ro ke s  w i t h  l i t -

t l e  o r  no  se r i f  b racke t ing  ( j o in ing  the  se r i fs  to  the  s tems) ,  t ype  f rom

this family is ideal for large blocks of text - though the bold mem-
b e rs  o f  t h e  fa m i l y  a re  b e t te r  fo r  s h o r te r  tex t  b l o c ks .

New Century Schoolbook
T h e  q u i c k  b row n  fox  j u m p s  ove r  t h e  l a z y  d o g .

Baskerville
The qu ick  brown fox  jumps  over  the  lazy  dog.

Old Style Serif

O l d  S t y l e  fo n t s  a re  c h a r a c t e r i ze d  by  s t ro ke s  o f  u n i fo r m  t h i c k n e s s .

S e r i fs  u s u a l l y  a re  j o i n e d  t o  t h e  s t e m  w i t h  c u r ve d  b r a c ke t s .  F o n t s

from this family work well as either display or text type, but are

best  su i ted  fo r  l a rge  b locks  o f  tex t ,  such  as  book  o r magazine copy.

Garamond
The qu ick  b rown  fox  j umps  over  the  l azy  dog .

ITC Bookman
T h e  q u i c k  b r o w n  f o x  j u m p s  o v e r  t h e  l a z y  d o g .

Square Serif

S q u a re  S e r i f  fo n ts  fe a t u re  b l o c ke d  s e r i fs  a n d  l i t t l e  c o n t r a s t  b e t we e n

the vertical and horizontal strokes. Square serif fonts hold up well
u n d e r  p o o r  p r i n t i n g  c o n d i t i o n s .  W h i l e  s q u a r e  s e r i f s  c a n  b e  u s e d  a s

tex t  t y p e ,  t h ey  a re  b e t te r  s u i te d  fo r  d i s p l ay  t y p e  a n d  s h o r t  b l o c ks  o f

adver t is ing copy.

ITC Lubalin Graph
The quick brown fox jumps over the lazy dog.

Glypha
T h e  q u i c k  b r o w n  f o x  j u m p s  o v e r  t h e  l a z y  d o g .
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Sans Serif

F o n t s  f ro m  t h i s  ex t e n s i ve  fa m i l y  a re  u s u a l l y  o f  t h e  s a m e  t h i c k n e s s

and are visually equal in weight throughout each character. Varia
tions of sans serif fonts - from ultralight to extra bold make

good display type, especially when surrounded by white space.
W h i l e  t h e  s i m p l e  d e s i g n  o f  s a n s  s e r i f  fo n ts  o f t e n  a d d s  i m p a c t  t o  a

page ,  l a rge  b locks  o f  sans  se r i f  tex t  can  s t ra in  the  eye  and  be  d i f f i -
cu l t  to  read .  Even  so ,  sans  se r i f  fon ts  a re  qu i te  ve rsa t i l e  and  a re

useful in a wide variety of applications.

Helvetica
The qu ick  b rown fox  jumps  over  the  l azy  dog .

ITC Avant Garde Gothic
T h e  q u i c k  b r o w n  f o x  j u m p s  o v e r  t h e  l a z y  d o g .

Modified Serif

Almost without serif, a Modified Serif font is more freely designe

w i t h  a  g re a t e r  va r i a t i o n  o f  t h i c k  a n d  t h i n  s t ro ke s ,  t h a n  a  s a n s  s e r i

fo n t .  T h e  m o d i f i e d  s e r i f  m ay  b e  a  s l i g h t  f l a re  to  a  c h a r a c te r ' s  t a i l ,

a  s t y l i ze d  p o i n t  to  i t s  fo o t .  T h e  s u b t l e  s e r i fs  f ro m  t h e  m o d i f i e d  s e r

family tend to guide the reader's eye and make the type more
re a d a b l e  i n  l a rg e  b l o c ks  t h a n  s a n s  s e r i f  t y p e .

ITC Souvenir
T h e  q u i c k  b r o w n  f o x  j u m p s  o v e r  t h e  l a z y  d o g .

Optima
The qu ick  brown fox  jumps over  the  lazy  dog.

Script

S c r i p t  fo n ts  a re  c a l l i g r a p h i c  i n  d e s i g n ;  t h e i r  c o n n e c t i n g  c h a r a c t e rs

resemble fine penmanship. Use script fonts sparingly, and only f
t h e  m o s t  fo r m a l  t y p e s e t t i n g  j o b s .  S c r i p t  fo n ts  s h o u l d  n eve r  b e  u s t

in all  uppercase.

I IC Zapf  Chancery
T h e  q u i c k  b r o w n  f o x  j u m p s  o v e r  t h e  l a z y  d o g .

P a r k  Av e n u e

The  qu ick  b rown  fox  j umps  over  the  l azy  dog .
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Pi Fonts

P i  fo n t s  c o n t a i n  g r a p h i c  e l e m e n t s  u s e d  i n  t y p e s e t t i n g .  A  t y p i c a l  p i
fo n t  h a s  b oxe s ,  b u l l e t s ,  c h e c k  m a r ks ,  a n d  o t h e r  g r a p h i c  d e v i c e s .

S o m e  p i  fo n ts  h ave  c h a r a c te rs  fo r  s p e c i f i c  u s e s  s u c h  a s  c a r to g r a p hy
or  sc ien t i f i c  no ta t ion .

ITC Zapf Dingbats
***O**** 0000 80 #*00A 00*O V** •0M #O#

Carta

0L*  deL *  RO0 4OIK#O**0 L*  DA0 AOE

Punctuation for Typeset Documents

S o m e  o f  t h e  r u l e s  t a u g h t  i n  h i g h  s c h o o l  t y p i n g  c l a ss  d o  n o t  c a r r y

ove r  to  t y p e s e t t i n g .  M a ny  o f  t h e  d i f fe re n c e s  s te m  f ro m  t h e  fa c t  t h a t

the typewriter keyboard is much more l imited than keyboards

ava i l a b l e  t o  t y p e s e t t e r s ,  o r  t o  s o m e o n e  u s i n g  a  M a c i n t o s h  fo r
electronic publishing.

If you want the material you prepare with QuarkXPress to have

a  p ro fe s s i o n a l  t y p e s e t  l o o k ,  u s e  t h e  r u l e s  a n d  c o nve n t i o n s

developed for typesetting. Learning the rules and incorporating

them into your typeset work is easy - in fact, using them becomes
a u t o m a t i c  i n  n o  t i m e .  T h e  t ex t  i n  t h i s  s e c t i o n  a n d  t h e  ex a m p l e s

which follow outline some typesetting rules and il lustrate how to
implement them using the Macintosh keyboard.

Ty p e w r i te r  t y p i s ts  a re  to l d  to  i n s e r t  t wo  s p a c e s  a f te r  a  p e r i o d .

When typeset t ing,  use  on ly  one space.  You should  never  h i t  the  space

bar  tw ice  in  a  row when  typeset t ing .  The  space  bar  i s  on ly  fo r  spac ing
between words n o t  m ov i n g  a c ro ss  a  l i n e .  S e t  a n d  u s e  t a b s  i f  yo u

wish to move to the right.
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Some of the punctuation keys found on the Macintosh keyboard

a re  t y p e w r i t e r  c h a r a c t e r s ,  n o t  t y p e s e t t i n g  c h a r a c t e r s .  W h e n  u s i n g

single and double quotation marks or apostrophes in typeset
wo r k ,  u s e  t h e  t y p e s e t  p u n c t u a t i o n  i n s t e a d  o f  t h e  r e g u l a r  M a c i n t o s

ke y b o a rd  c h a r a c t e r s .  P u n c t u a t i o n  c h a r a c t e r s  fo r  t y p e s e t t i n g  a re
shown in the table on the next p a g e . S o m e  fo n ts  m ay  p l a c e  c h a r a c -

ters somewhat differently than others. If you should have trouble

l o c a t i n g  t h e s e ,  u s e  t h e  Key  C a p s  d e s k  a c c e ss o r y  to  c h e c k  key b o a rd

mapping for the particular font.

A l igature is pair of narrow characters which have been com-
b i n e d  a s  o n e  c h a r a c te r.  T h o u g h  t h e i r  u s e  i s  n o t  a s  w i d e s p re a d  a s  i t

o n c e  wa s ,  l i g a t u re s  c a n  s t i l l  b e  fo u n d  i n  e l e g a n t  t y p e s e t t i n g .  S o m e

fo n ts  h ave  c e r t a i n  l i g a t u re s  b u i l t - i n .  T h e  p a i rs  f i  a n d  f l  a re  ex a m p l e

o f  l i g a t u re  c h a r a c t e r s .  C h e c k  Ke y  C a p s  fo r  t h e  fo n t  yo u  a re  u s i n g .

may be possible to simulate l igature pair which does not exist in

the font by employing negative kerning to reduce the space
b e t we e n  c h a r a c t e r  p a i r s .

Dashes (-, -) and the hyphen (-) are different characters. Never
u s e  a  d o u b l e  hy p h e n  ( - - )  to  re p re s e n t  a  d a s h .

The long dash (-) is used for interpolation, summation, explana-
tion or interruption it is the dash used for punctuation. A dash

s h o u l d  n o t  b e g i n  a  l i n e ;  i f  p o ss i b l e ,  u s e  t r a c k i n g  t o  m ove  a  d a s h
b a c k  to  t h e  e n d  o f  a  l i n e .

The short dash (-) is properly used in ranges, in compound modi-

f i e r s  a n d  a s  a  hy p h e n  i n  u p p e r c a s e  h e a d l i n e s .

E l l i p s e s  ( . . . )  a re  u s e d  to  i n d i c a te  a  p a u s e  i n  a  s e n te n c e .  T h ey

should always contain three dots - not more, not less. Most fonts

c o n t a i n  e l l i p s e s  a s  a  p re - d e f i n e d  s i n g l e  c h a r a c t e r ;  c h e c k  Ke y  C a p s

to  l o c a te  t h e  c o r re c t  key  s e q u e n c e .  T h e  p re - d e f i n e d  e l l i p s i s  p o i n ts
a re  spaced  too  c lose ly  fo r  some  typese t t i ng  pu r i s ts .  So  to  se t  a  mor

traditional ell ipsis, type three periods and separate them by using
positive tracking.
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Special Typesetting Characters

Special Typesetting Characterst

Character  Name C h a r a c te r Key Sequence

breaking standard space* (width of a space) s p a c e

non-breaking standard space* (width of  a  space) *-space
breaking en-space* (width of  a digit) Option-space
non-breaking en-space* (width of  a digit) 3-Opt ion-space

break ing standard hyphen hy p h e n

non-breaking standard hyphen 9 - =

short dash* Option-hyphen
long dash* Opt ion-Sh i f t-hyphen

discret ionary (soft)  hyphen *-hyphen

opening double quotat ion Opt ion-[
closing double quotation Opt ion-Shi f t- l
opening single quotat ion Option-]
closing single quotation or

apostrophe Opt ion-Shift- I

†  Keyboard mapping may d i f fer  in  some fonts .  Check Key Caps for  the  par t icu lar  font  i f  you

have trouble locat ing a character.

Width depends on font in use.
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Dashes & Hyphens

Hyphen (- )

D o  n o t  u s e  a  d o u b l e - hy p h e n  ( - - )  t o  r e p r e s e n t  a  d a s h  ( - ) .

Breaking Words

The hyphen is used for dividing words at the ends of lines.

Compound Words

U s e  h y p h e n s  f o r  c o n n e c t e d  ( e . g . ,  m o t h e r- i n - l a w )  o r  c o m p o u n d

words  (e .g . ,  top-o f-the- l i n e ) .

Long Dash (-)

T h e  d e c i s i o n  w h e t h e r  t o  p l a c e  s p a c e s  b e t we e n  d a s h e s  a n d  t h e

wo rd s  t h ey  s e p a r a te  i s  o n e  o f  s t y l e .  W h i l e  i t  u s e d  to  b e  t h a t  n o

s p a c e  w a s  s e t m o r e  a n d  m o r e ,  t y p e s e t t e r s  a r e  s p a c i n g  b e t w e e n

wo rd s  a n d  d a s h e s .  C o n s i s t e n c y  i s  t h e  o n l y  h a rd - a n d -fa s t  r u l e .

Avo i d  b e g i n n i n g  a  n e w  l i n e  w i t h  a  d a s h .  I f  t h e  d a s h  i s  w r a p p e d  o n t

a  new l i ne ,  use  t rack ing  to  back  the  dash  up  to  the  end  o f  the  p rev i -

o u s  l i n e .  A  way  t o  ke e p  d a s h e s  f ro m  w r a p p i n g  t o  a  n e w  l i n e  i s  t o

p lace a  non-break ing space before  the  dash (see the  tab le  on p.  4-15)

Exp lanat ion

This type was produced with QuarkXPress and a photo-
t y p e s e t t i n g  p r i n t e r a  d e v i c e  w h i c h  u s e s  l a s e r  o p t i c s  t o

s e t  i m a g e s  o n t o  p h o t o g r a p h i c  p a p e r  o r  f i l m .

Interpolation

QuarkXPress and a phototypesetting printer a  device

w h i c h  u s e s  l a s e r  o p t i c s  t o  s e t  i m a g e s  o n t o  p h o t o g r a p h i c

p a p e r  o r  f i l m we r e  u s e d  t o  p ro d u c e  t h e  c r i s p ,  c l e a r  t y p e

you are reading now.
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Interruption

" Yo u  p ro d u c e d  t h i s  w i t h  Q u a r k X P re ss ,  w hy  i t ' s  . . .  i t ' s  - "

" I t ' s  p ro fess iona l ,"  i n te r jec ted  Kr i s t in .

Summat ion

Type, white space, and graphics - these are the elements
o f  p u b l i c a t i o n  d e s i g n .

Short Dash (-)

Compounds

U s e  t h e  s h o r t  d a s h  t o  s i g n i f y  d i v i s i o n  b e t we e n  hy p h e n a t e d  c o m -

pound modif iers.

the Colorado Springs-Denver-Boulder corridor
c o s t- o f- l i v i n g - s a l a r y- b a s e d  a d j u s t m e n ts

H e a d l i n e s

H y p h e n s  s o m e t i m e s  a p p e a r  t o o  s m a l l  i n  a l l - u p p e r c a s e  h e a d l i n e s ,

a n d  s h o u l d  b e  r e p l a c e d  by  s h o r t  d a s h e s .

QUARKXPRESS FEATURES TOP-OF-THE-LINE
TYPESETTING

Ranges

U s e  a  s h o r t  d a s h  i n s t e a d  o f  a  hy p h e n  t o  s e p a r a t e  n u m e r i c a l  r a n g e s .

the Reagan years,  1980-1988
60-90 days
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Creating Emphasis

T h e r e  a r e  a  n u m b e r  o f  w a y s  t o  a d d  e m p h a s i s  t o  t e x t .  E m p h a s i s ,

w h e n  u s e d  e f fe c t i ve l y,  c a n  h e l p  i n c re a s e  l e g i b i l i t y  a n d  u n d e r-

s t a n d i n g .  W h e n  u s e d  i n c o r re c t l y,  i t  c a n  r u i n  t h e  l o o k  o f  a  p a g e
a n d  c a u s e  c o n f u s i o n .

First, underlining is often an undesirable method of adding
emphasis to typeset work. With the typewriter, the only way to

a d d  e m p h a s i s  t o  t ex t  i s  t o  u s e  u n d e r l i n e .  Ty p e s e t t e r s ,  h owe ve r,

have many other better-looking ways of emphasizing text. By
c h a n g i n g  t h e  fo n t  s t y l e ,  s i ze  o r  we i g h t ,  t ex t  w h i c h  re q u i re s  e m p h a -

s i s  c a n  s t a n d  o u t  f ro m  b o d y  tex t .

Use of italics is the most common and probably the most pleasing
w ay  o f  c r e a t i n g  e m p h a s i s  e s p e c i a l l y  w i t h i n  d i s p l ay  t y p e .  U s e  o f

i t a l i c i ze d  tex t  d o e s  n o t  a f fe c t  t h e  ove r a l l  a p p e a r a n ce  o f  t h e  p r i n te d

p a g e ;  i t s  u s e  c re a t e s  e m p h a s i s  w i t h o u t  d i s t r a c t i n g  t h e  re a d e r.  A ny

punctuation which follows an italicized phrase or sentence should
a l s o  b e  i t a l i c i ze d .

C re a t i n g  e m p h a s i s  t h ro u g h  u s e  o f  b o l d  t y p e  i s  e f fe c t i ve  i n  m o d e r a -

t i o n ,  e s p e c i a l l y  w i t h i n  d i s p l ay  t y p e .  B o l d  t y p e  a t t r a c ts  m o re  a t te n -

t i o n  t h a n  o t h e r  m e t h o d s  o f  e m p h a s i s .  To o  m u c h  b o l d  t ex t  c a u s e s

p a g e s  t o  b e  t o o  d a r k  a n d  m ay  h ave  a  n e g a t i ve  e f fe c t  o n  l e g i b i l i t y.

N o n e t h e l e s s ,  fo r  e m p h a s i z i n g  a  fe w  wo rd s  a t  a  t i m e ,  t h e re  i s  n o t  a

b e t te r  s t y l e  fo r  a t t r ac t i n g  a t te n t i o n  t h a n  b o l d  face  t y p e  w i t h i n  a

larger body of plain text.

Use  o f  a l l  uppercase  charac te rs  can  be  an  e f fec t i ve ,  asser t i ve  means

o f  a d d i n g  e m p h a s i s .  A l l  c a p s ,  h owe ve r,  a re  m o re  d i f f i c u l t  t o  re a d

t h a n  l owe rc a s e  l e t t e rs ,  a n d  s h o u l d  b e  u s e d  s p a r i n g l y.

Italics

Use  o f  i t a l i c i zed  tex t  does  no t  a f fec t  the  overa l l  appear-
a n c e  o f  t h e  p r i n t e d  p a g e ,  i t s  u s e  c re a t e s  e m p h a s i s  w i t h -

out  d is t rac t ing  the  reader.

Bold Face

C re a t i n g  e m p h a s i s  t h ro u g h  u s e  o f  b o l d  t y p e  i s  e f fe c t i ve  i n

moderat ion.  Bold type attracts more attent ion than
other methods of emphasis. But, too much bold text

together causes pages to be darker and may have a n e g a -
t ive  e f fec t  on  leg ib i l i ty.
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All Caps

Use of al l  uppercase characters can be an EFFECTIVE,
A S S E R T I V E  M E A N S  O F  A D D I N G  E M P H A S I S .  A l l  c a p s
a re ,  h oweve r,  m o re  d i f f i c u l t  to  re a d  t h a n  l owe rc a s e  l e t te rs ,

and should be used sparingly.

Underl ining

First, underl ining is often an undesirable method of

adding emphasis to typeset work.  With the typewriter,

the only way to add emphasis to text is to use underl ine.

Boxes, Bullets and Other Graphic Devices

Boxes  and  bu l le ts  a re  used  to  emphas ize  i tems  in  a  l i s t .  Most  fonts

have  c losed  bu l l e ts  ava i l ab le .  Boxes ,  open  bu l l e ts ,  and  o ther  g raph ic

d ev i c e s  c a n  a l s o  b e  fo u n d  i n  fo n ts  s u c h  a s  Ad o b e ' s  Z a p f  D i n g b a ts .

Boxes  and  bu l l e ts  shou ld  be  as  c lose  as  poss ib le  i n  s i ze  to  the

x- h e i g h t  o f  t h e  l i n e  t h ey  e m p h a s i ze .  I f  yo u  s e l e c t  a  c l o s e d  b u l l e t  o r

o t h e r  g r a p h i c  d e v i c e  f r o m  t h e  s a m e  fo n t  a s  t h e  t y p e  b e i n g  e m p h a -

s i ze d ,  i t  s h o u l d  a l re a d y  b e  t h e  p ro p e r  s i ze .  B oxe s  o r  b u l l e ts  t a ke n
f r o m  a  g r a p h i c  fo n t  m i g h t  n e e d  t o  b e  r e s i z e d  t o  a p p r ox i m a t e  t h e

x- h e i g h t  o f  t h e  e m p h a s i ze d  tex t .  I f  t h ey  a re  to o  l a rg e ,  b oxe s  a n d

b u l l e ts  te n d  to  s t a n d  o u t  a n d  d i s t r a c t  t h e  re a d e r  f ro m  t h e  t y p e

b e i n g  e m p h a s i z e d .  To o  s m a l l ,  a n d  e m p h a s i s  i s  l o s t .

M a g a z i n e s  a n d  j o u r n a l s  o f t e n  u s e  b oxe s ,  b u l l e t s ,  o r  o t h e r  g r a p h i c

d ev i c e s  to  s i g n a l  t h e  e n d  o f  a  s to r y.

Closed bullet

Open bullet
0000 Open box

Closed box
Other graphic devices

ITC Zapf  Dingbats
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Paragraph Indications

Readers need to be shown when new paragraphs begin. The most
c o m m o n

method of indicating new paragraphs is a paragraph
i n d e n t .  T h e  b e s t  s p a c e  fo r  a n  i n d e n t  va r i e s  a c c o rd i n g  t o  l i n e  l e n g t h

i n d e n t  o n e  e m  s p a c e  fo r  l i n e s  u n d e r  24  p i c a s  l o n g ,  1 .5  e m  s p a c e s

fo r  l i nes  o f  25-36  p icas ,  2  ems  fo r  l i nes  o f  37  o r  more  p icas .

T h e re  a re  o t h e r  m e t h o d s  o f  i n d i c a t i n g  t h e  s t a r t  o f  n e w  p a r a g r a p h s .

Paragraphs can be separated with space -by at least a half-line,
bu t  usua l l y  a  fu l l  l i ne  o r  more .  I f  t he  space  method  i s  used ,  the  eas•

iest way is to place two carriage returns o n e  a t  t h e  e n d  o f  t h e

p a r a g r a p h ,  o n e  b e t w e e n  p a r a g r a p h s .  T h i s  d o u b l e  c a r r i a g e  r e t u r n

method inserts space between paragraphs, while leaving leading
unaffected when matching l ines in columns.

In QuarkXPress, the Space Before and Space After values (found

u n d e r  P a r a g r a p h  F o r m a t s )  c o m b i n e  t o  p r o d u c e  t h e  s p a c e  b e t w e e n

p a r a g r a p h s .  I n  o rd e r  to  p ro d u c e  t h e  b e s t  re s u l t s ,  u s e  a b s o l u te  l e a d -

i n g  a n d  a  c o m b i n e d  S p a c e  B e f o r e / S p a c e  A f t e r  v a l u e  w h i c h  e q u a l s

the absolute leading value.

Another  less  common method of  ind icat ing  paragraph changes  is

through use of  a  typographica l  dev ice  such as  the  paragraph mark  "T".

An elegant graphic device, or one which relates to the text can be a nice

touch to a typeset page.

Negative first l ine indents (or hanging indents) are commonly
u s e d  t o  m a r k  p a r a g r a p h s  i n  re fe re n c e  m a t e r i a l  s u c h  a s  d i c t i o n a r i e s

b i b l i o g r a p h i e s ,  e t c .  Po e t r y  a n d  c h i l d re n ' ' s  b o o ks  m a ke  u s e  o f  t h i s

s t y l e ,  o f te n  i n d e n t i n g  t h e  e n t i re  f i r s t  wo rd .  To  p ro d u c e  t h i s  e f fe c t ,

enter a negative value in the First Line field (and an equal amount
of positive leading in the Left Indent field) of the Paragraph For-
mats dialog box.
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Examples of Paragraph Indications

First Line Indent of One Pica

Readers  need to  be shown when new paragraphs

begin. The most common method of indicating new para-

graphs is a paragraph indent usual ly about one em in
length, longer for wide paragraphs.

There are other methods of indicating the start of new

paragraphs.  Paragraphs can be separated with space
by at least a half-line, but usually a full l ine or more.

Full Line Space (double carriage return) Between

Readers need to be shown when new paragraphs begin.
The most common method of indicat ing new paragraphs
is a paragraph indent - usual ly about one em in length,
longer for wide paragraphs.

There  a re  o ther  methods  o f  i nd ica t ing  the  s ta r t  o f  new para-

graphs. Paragraphs can be separated with space- by at
least  a  ha l f- l ine,  but  usual ly  a  fu l l  l ine  or  more.

Graphic Indicator

d Readers need to be shown when new paragraphs
b e g i n .  T h e  m o s t  c o m m o n  m e t h o d  o f  i n d i c a t i n g  n e w  p a r a -

graphs is a paragraph indent - usually about one em in
length, longer for wide paragraphs. + There are other

m e t h o d s  o f  i n d i c a t i n g  t h e  s t a r t  o f  n e w  p a r a g r a p h s .  Pa r a -
graphs can be separated with space by  a t  l e a s t  a  h a l f-

l i ne ,  bu t  usua l l y  a  fu l l  l i ne  o r  more .

Negative First Line Indent

Readers need to be shown when new paragraphs begin.  The
most common method of indicating new paragraphs is a
paragraph indent usually about one em in length,
longer for wide paragraphs.

There  a re  o ther  methods  o f  ind icat ing  the  s ta r t  o f  new para-

graphs. Paragraphs can be separated with space - by at
least  a  ha l f- l ine ,  but  usua l ly  a  fu l l  l ine  or  more.
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Orphans & Widows

W h e n  t h e  l a s t  l i n e  o f  a  p a r a g r a p h  i s  l e ss  t h a n  o n e -t h i rd  o f  a  l i n e  o r

so, the line is called a widow. If the widow flows to the top of the

next column it is called an orphan. Widows and orphans both
should be avoided. Similarly, never begin a paragraph when only

o n e  l i n e  w i l l  f i t  a t  t h e  b o t t o m  o f  a  c o l u m n  b e fo re  f l ow i n g  t o  t h e  t o p
of the next column.

Tracking is often helpful  in f ix ing orphan/widow/stray l ine prob-

l e m s  by  i n c re a s i n g  o r  d e c re a s i n g  l e t te r  s p a c i n g .  F o r  ex a m p l e ,  i f  t h e

widow is the second half of a hyphenated word, you can pull text
c l o s e r  t o g e t h e r  by  e m p l oy i n g  n e g a t i ve  t r a c k i n g  ( i .e . ,  a  t r a c k i n g

value of less than zero) to bring the widow up with the previous
l i n e .  O r,  s o m e t i m e s  a  p o s i t i ve  t r a c k i n g  va l u e  m ay  b e  u s e d  t o  i n s e r t

m o r e  s p a c e  b e t w e e n  c h a r a c t e r s  t o  a d d  m o r e  t e x t  t o  t h e  w i d o w e d ,

o r p h a n e d ,  o r  s t r ay  l i n e .

Widow

When the last line of a paragraph is less than one-
third of a line or so, the line is called a widow. If the
widow f lows to  the  top  of  the  next  co lumn i t  i s  ca l led

an orphan. Widows and orphans both should be
avoided.

Orphan

avoided.
I f  t h e  w i d ow  f l ows  t o  t h e  t o p  o f  t h e  n ex t  c o l u m n  i t  i s

cal led an orphan. Widows and orphans both should be

Stray First Line of Paragraph

Similarly, never begin a paragraph when only one l ine
w i l l  f i t  a t  t h e  b o t to m  o f  t h e  c o l u m n  b e fo re  f l ow i n g  to  t h e

top of the next column.

Tracking is  often helpful  in  f ix ing orphans/widows/stray l ines
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White Space

White  space is  one  of  the  most  impor tant  e lements  of  page des ign.

Adver t i sers  know that  the  more  wh i te  space  a  page  conta ins ,  the

more  readers  w i l l  pay  at tent ion  to  the  ad.

Th is  may not  set  we l l  w i th  copywr i ters ,  but  research  shows that  d is t r i -

but ion  of  wh i te  space increases  ease  of  read ing more  than improve-

ments  in  wr i t ing  s ty le .  Wh i te  space  makes  a  page  look  more  in te rest-
ing and less d i f f icu l t  to  read.  And,  often,  gett ing readers to  look at  an

adver t isement  or  o ther  pub l icat ion  is  the  f i rs t  s tep  to  hav ing  them

re a d  a n d  u n d e rs t a n d  t h e  m e ss a g e .

Increased whi te  space can  be  ach ieved through a  number  of  de-

s ign  techn iques .  Inc reased  lead ing  inc reases  the  amount  o f  wh i te

space  between  l i nes .  Track ing  and  ker n ing  a l low  fo r  ad justment  o f

w h i te  s p a c e  b e t we e n  c h a r a c te rs  a n d  wo rd s  fo r  m a x i m u m  l e g i b i l i t y

a n d  re a d a b i l i t y.

Line length t h e  h o r i zo n t a l  w i d t h  o f  l i n e s  o n  a  p a g e has

not iceable  af fect  on  readabi l i ty.  I f  l ine  length  is  too shor t ,  text

appears choppy too  long ,  and  the  reader ' s  eyes  become wear y
a n d  c o n f u s e d .

Leading

Leading has a  very  not iceable  ef fect  on leg ib i l i ty.  Increas ing the space

between l ines  adds whi te  space.  Less space between l ines  g ives  a  page

a  more  compressed ,  "b lack"  look .

Lead ing,  a  term or ig ina l ly  co ined in  the  days  of  hot- lead typeset t ing ,

refer red to  the th in  str ips of  lead typesetters  p laced between l ines of

hot  type to  add space.  In  e lec t ron ic  publ ish ing,  the  term " lead ing"  has

come to  mean the space occupied by the type font  s ize  p lus  the

amount  o f  space  be tween  l i nes .  What  t rad i t iona l  t ypeset te rs  wou ld

cal l  l inespace is cal led leading by electronic publ ishers.

Leading has a very noticeable affect on legibility. baseline
lead ing Increasing the space between l ines adds white space.baseline

12-point Font
16-point Leading (Baseline-to-baseline)
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Generally, Auto Leading, the default setting for leading in

QuarkXPress, provides good results for text type. If  Auto Leading
i s  s e l e c te d ,  a n d  t h e  d e fa u l t  l e a d i n g  va l u e  o f  2 0  %  i s  l e f t  u n c h a n g e d ,

t h e  p ro g r a m  w i l l  a u t o m a t i c a l l y  s e t  l e a d i n g  t o  1 2 0 %  o f  t h e  fo n t  s i ze .

F o r  ex a m p l e ,  l i n e s  o f  1 0 - p o i n t  t y p e  wo u l d  b e  s e p a r a t e d  by  2  p o i n t s

of leading when automatic leading is employed:

( 1 0 - p o i n t  t y p e  x  .2  =  2  p o i n ts )

Two - p o i n t  s p a c e  b e t we e n  l i n e s  a d d e d  t o  t h e  1 0 - p o i n t  fo n t  s i ze

yields a total leading value of 12 points.

While Auto Leading provides good results, Absolute Leading is

the  best  cho ice  fo r  p rec i s ion  typeset t i ng ,  as  i t  g i ves  the  most  con-

trol over how lines are spaced throughout a document.

Type  Set  So l id

I f  type  i s  "set  so l id"  there  i s  no  space  between  l ines .  Ten-po in t  type

w i t h  1 0 - p o i n t  l e a d i n g  wo u l d  b e  s e t  s o l i d .  Ty p e  s e t  s o l i d  u s u a l l y

ap p e ars  too  b lack  on  t h e  p ag e  an d  h as  a  n e g a t i ve  a f fe c t  on  l e g ib i l i t y.

O n l y  t y p e  w i t h  a  s m a l l  x- h e i g h t  ( t y p e  w i t h  l a rg e  a s c e n d e rs  a n d

d e s c e n d e rs )  a n d  l i g h t  we i g h t  s h o u l d  b e  s e t  s o l i d .  F o n ts  w i t h  l a rg e r

x- h e i g h t s  a n d  b o l d e r  we i g h t  s h o u l d  h ave  s o m e  a d d e d  s p a c e
b e t we e n  l i n e s .

Two examples of type "set solid" are shown below. One example
shows a font with a large x-height, the other with a small x-height.

Notice how much darker the Helvetica (large x-height) type looks
in comparison to the Garamond (small x-height) when set solid.

If type is "set solid" there is no space
between lines. Ten-point type with 10-point

I f  t ype  i s  "se t  so l i d"  the re  i s  no  space

leading would be set solid. Type set solid
between l ines. Ten-point type with 10-point

usual ly appears too black on the page  and
leading would be set solid. Type set solid

has a negative affect on legibility. Only type
usually appears too black on the page and

with a small x-height (type with large
has a negative affect on legibility. Only type

ascenders and descenders)  and l ight
with a small x-height (type with large

weight should be set solid. Fonts with larg-
ascenders and descenders) and l ight weight

er x-heights and bolder weight should have
should be set solid. Fonts with larger x-

some added space between l ines.
heights and bolder weight should have
s o m e  a d d e d  s p a c e  b e t w e e n  l i n e s

Helvet ica  10-po int
Large x-height

Garamond 10-point

Set Sol id
Smal l  x-he ight

Set Solid
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Specifying Type

Ty p e s e t t e r s  a n d  d e s i g n e r s  h ave  d e ve l o p e d  a  s t a n d a r d  s y s t e m  fo r

s p e c i f y i n g  t y p e .  1 0 - p o i n t  t y p e  s e t  w i t h  1 4  p o i n ts  o f  l e a d i n g  i s  w r i t -

ten 10/14. 10-point type set solid is specified as 10/10 - 10-point
t y p e ,  1 0 - p o i n t  l e a d i n g .

The examples below show type set with varying amounts of lead-

i n g .  N o t i c e  h ow  t y p e  s e t  w i t h  l e s s  l e a d i n g  a p p e a r s  b l a c ke r  t h a n

t y p e  s e t  w i t h  a  g re a t e r  l e a d i n g  va l u e .

Leading Set Solid (10/10)

Le a d i n g ,  a  t e r m  o r i g i n a l l y  c o i n e d  i n  t h e  d ays  o f  h o t- l e a d
typeset t ing ,  re fe rs  to  the  th in  s t r ips  o f  l ead  typeset te rs
p l a c e d  b e t we e n  l i n e s  o f  h o t  t y p e  to  a d d  s p a c e .  I n  e l e c t ro n -
i c  p u b l i s h i n g  t h e  t e r m  " l e a d i n g "  h a s  c o m e  t o  m e a n  t h e

s p a c e  o c c u p i e d  by  t h e  t y p e  ( fo n t  s i ze )  p l u s  t h e  a m o u n t  o f
space between lines.

Auto Leading

Le a d i n g ,  a  t e r m  o r i g i n a l l y  c o i n e d  i n  t h e  d ays  o f  h o t- l e a d

typeset t ing ,  re fe rs  to  the  th in  s t r ips  o f  l ead  typeset te rs

p l a c e d  b e t we e n  l i n e s  o f  h o t  t y p e  t o  a d d  s p a c e .  I n  e l e c t ro n -

i c  p u b l i s h i n g  t h e  te r m  " l e a d i n g "  h a s  c o m e  to  m e a n  t h e

s p a c e  o c c u p i e d  by  t h e  t y p e  ( fo n t  s i ze )  p l u s  t h e  a m o u n t  o f

space between l ines.

Lead ing  Set  to  20 Po ints  (10 /20)

Le a d i n g ,  a  t e r m  o r i g i n a l l y  c o i n e d  i n  t h e  d ays  o f  h o t- l e a d

typeset t ing ,  re fers  to  the  th in  s t r ips  o f  lead  typeset ters

p l a c e d  b e t we e n  l i n e s  o f  h o t  t y p e  to  a d d  s p a c e .  I n  e l e c t ro n -

i c  p u b l i s h i n g  t h e  t e r m  " l e a d i n g "  h a s  c o m e  t o  m e a n  t h e

s p a c e  o c c u p i e d  by  t h e  t y p e  ( fo n t  s i ze )  p l u s  t h e  a m o u n t  o f

space between l ines.
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Line Length

L i n e  l e n g t h  c a n  a f fe c t  b o t h  re a d a b i l i t y  a n d  t h e  ove r a l l  a e s t h e t i c

des ign  o f  a  p iece .  In  genera l ,  the  l a rger  the  font  s i ze ,  the  longer  a

l i n e  o f  tex t  can  be .  I f  a  l i n e  i s  too  l on g  the  reader  may  have  to

s e a rc h  fo r  t h e  b e g i n n i n g  o f  e a c h  l i n e .  L i n e s  w h i c h  a re  to o  s h o r t

c a u s e  wo r d s  a n d  p h r a s e s  t o  b e c o m e  b r o ke n ,  c h o p py  a n d  d i f f i c u l t

t o  re a d .  M u l t i p l e  c o l u m n s  a re  p re fe r a b l e  t o  l o n g  c o l u m n s ,  a s

l o n g  a s  t h e  m u l t i p l e  c o l u m n s  a re  n o t  t o o  s h o r t  fo r  g o o d  re a d a b i l i t y

Re a d a b i l i t y  re s e a rc h  i n d i c a te s  t h a t  t h e  m o st  re a d a b l e  l i n e  l e n g t h  i s

a b o u t  o n e - a n d - a - h a l f  o r  t wo  l owe rc a s e  a l p h a b e ts  l o n g .

Another measure for good line length is 8-12 words.

Like leading, ideal l ine length is function of x-height and font
s i ze .  F o n ts  w i t h  l a rg e  x- h e i g h ts  c a n  b e  s e t  i n  l o n g e r  l i n e s .  S m a l l

x- h e i g h t  fo n ts  s h o u l d  b e  s e t  i n  s h o r te r  l i n e s .

S o m e  o t h e r  g u i d e l i n e s  a b o u t  c h o o s i n g  p r o p e r  l i n e  l e n g t h  . . .  l o n g

l ines  a re  bet te r  fo r  books  and  long  a r t i c les ;  shor t  l i nes  a re  more  ea :

i ly incorporated into graphic designs commonly found in promo-

t iona l  o r  o ther  shor te r  p ieces ;  i t  i s  bet te r  not  to  jus t i fy  shor t  l i nes
t h i s  m ay  re s u l t  i n  t o o  m u c h  exc e s s  w h i t e  s p a c e .
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Line Length Set Too Short

Line length can affect both
readab i l i ty  and  the  overa l l
aesthetic design of a
piece.  In  genera l ,  the larg-
er the point size, the
longer a l ine of text can
be.  I f  a  l ine  is  too long the
reader may have to
search for the beginning of
each  l i ne .  L ines  wh ich  a re
too shor t  cause words and

phrases to become bro-
k e n ,  c h o p p y  a n d  d i f f i c u l t  t o
read.

abcdefghi jk imnopqrstuvwx

Line Length Set Correctly

L i n e  l e n g t h  c a n  a f fe c t  b o t h  re a d a b i l i t y  a n d  t h e
overall aesthetic design of a piece. In general,
the larger  the point  s ize,  the longer  a  l ine of  text

can  be .  I f  a  l i ne  i s  too  long  the  reader  may  have
t o  s e a rc h  fo r  t h e  b e g i n n i n g  o f  e a c h  l i n e .  L i n e s
wh ich  a re  too  shor t  cause  words  and  phrases  to
become broken, choppy and diff icult  to read. Mul-
t ip le  co lumns are  preferab le  to  long co lumns,  as
long as the mult iple columns do not wind up
b e i n g  t o o  s h o r t  f o r  g o o d  l e g i b i l i t y.

abcdefghi jk l Imnopgrstuvwxyzlabcdefghi jk lmnopqr

Line Length Set Too Long

le length can af fect  both readabi l i ty  and the overa l l  aesthet ic  des ign of  a  p iece.  In  genera l ,  the
ger  the  po in t  s ize ,  the  longer  a  l i ne  o f  tex t  can  be .  I f  a  l i ne  i s  too  long  the  reader  may  have  to
a rc h  fo r  t h e  b e g i n n i n g  o f  e a c h  l i n e .  L i n e s  w h i c h  a re  t o o  s h o r t  c a u s e  wo rd s  a n d  p h r a s e s  t o
come broken,  choppy and d i f f icu l t  to  read.  Mul t ip le  co lumns are  preferable  to  long co lumns,  as
g as the mult iple columns do not wind up being too short for good legibi l i ty.

defgh i jk Imnopqrstuvwxyz labcdefgh i jk lmnopqrstuvwxyz labcdefgh i jk lmnopqrstuvwxyz labcdefgh i
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Mixing Fonts & Sizes

A particular design may call for more than one font size or font.
While multiple sizes or styles may be appropriate for emphasis o
o t h e r  d e s i g n  o b j e c t i ve s ,  i t  i s  i m p o r t a n t  n o t  to  c l u t te r  a  p a g e  w i t h

too many of them.

Another concern when specifying multiple fonts in a document i

printer memory capacity. Too many fonts can increase print time
and may overwhelm the printer's memory capacity. Often, diffi-
c u l t i e s  i n  p r i n t i n g  a  d o c u m e n t  a r e  c a u s e d  by  t o o  m a ny  fo n t s .  T h e

Font Usage (Util it ies menu) feature is helpful in allowing you to
c h e c k  t h e  n u m b e r  o f  fo n t s  s p e c i f i e d  i n  a  d o c u m e n t .

W h e n  s e t t i n g  t y p e  w i t h  m u l t i p l e  fo n ts ,  s i ze s ,  o r  t y p e  s t y l e s ,

remember to allow enough leading for the largest font. If Auto
Leading is selected, QuarkXPress will insert enough leading for

t h e  l a rg e s t  fo n t  o n  t h e  l i n e .  B u t ,  a s  t h e  f i r s t  ex a m p l e  b e l ow  d e m o r

st ra tes ,  i f  a  l i ne  conta ins  a  fon t  l a rger  than  the  the  tex t  body,  tha t
l i n e  w i l l  b e  ove r- l e a d e d  i n  c o m p a r i s o n  to  t h e  re s t  o f  t h e  tex t .  B y

s p e c i f y i n g  a n  a b s o l u t e  l e a d i n g  va l u e  l a r g e  e n o u g h  t o  c o m p e n s a t e

fo r  t h e  ove r- s i z e d  fo n t ,  t h e  p a r a g r a p h  h a s  u n i fo r m ,  e q u a l  l e a d i n g

a s  s h o w n  i n  t h e  s e c o n d  e x a m p l e .

Auto Leading Set to 20%

18-point Type A particular design may call for more than one font size

or font. While multiple sizes or styles may be

10 -point Type
a p p ro p r i a te  fo r  e m p h a s i s  o r  o t h e r  d e s i g n  o b j e c t i ve s ,  i t  i s

i m p o r t a n t  n o t  to  c l u t te r  a  p a g e  w i t h  to o  m a ny.

18-point Absolute Leading

A particular design may call for more than one font size

or font. While multiple sizes or styles may be

a p p ro p r i a te  fo r  e m p h a s i s  o r  o t h e r  d e s i g n  o b j e c t i ve s ,  i t  i s

i m p o r t a n t  n o t  to  c l u t te r  a  p a g e  w i t h  to o  m a ny.
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Tracking

Adjusting tracking allows you to control the amount of space

w h i c h  t y p e  o c c u p i e s .  N e g a t i ve  t r a c k i n g  va l u e s  ( l e s s  t h a n  z e r o )

s q u e e ze  c h a r a c t e r s  c l o s e r  t h a n  n o r m a l .  Po s i t i ve  t r a c k i n g  va l u e s

s p re a d  c h a r a c t e r s  a p a r t .  Tr a c k i n g  a l l ows  a d j u s t m e n t  o f  b o t h  l e t -

terspacing and word spacing in a single operation.

Tracking makes it possible to fit copy into a space which normally
would be too large or too small for the amount of text. Too much
t r a c k i n g ,  h oweve r,  c a n  h ave  a  n e g a t i ve  a f fe c t  o n  l e g i b i l i t y,  a s  tex t

b e c o m e s  t o o  c o n d e n s e d  a n d  t h e  p a g e  t a ke s  o n  a  d a r ke r  l o o k .  Lo o s -

ening type will cause a page to look l ighter than normal.

I n  genera l ,  d i sp lay  t ype  can  be  se t  t i gh te r  than  tex t  t ype ,  as  t i gh t

l e t t e r s p a c i n g  a f fe c t s  l e g i b i l i t y  i n  l a rg e  b l o c ks .  C o n d e n s e d  fo n t s  c a n

b e  s e t  t i g h te r  t h a n  re g u l a r  o r  ex te n d e d  fa c e s .  T h e  ex a m p l e s  a t  t h e

r i g h t  s h ow  t y p e  s e t  a t  d i f fe re n t  t r a c k i n g  va l u e s .
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Examples of Tracking

Below are examples of 12-point Helvetica type tracked at differ-
ent amounts. Notice how much darker the text of t ight tracking

examples appear when contrasted with the looser type.

Touch ing  Let te rspac ing ,  Track ing  Set  to  -10

A d j u s t i n g  t r a c k i n g  a l o w s  y o u  t o  c o n t r a l  t h e  a m o u n t  o f  s p a c e  t y p e  o c c u p i e s .

N e g a t i v e  t r a c k i n g  v a l u e s  ( l e s s  t h a n  z e r o )  s q u e e z e  c h a r a c t e r s  d o s e r  t h a n

n o r m a l .  P o s t i v e  t r a c k i n g  v a l u e s  s p r e a d  c h a r a c e r s  a p a r t .  T r a c k i n g  a l o w s

a d j u s t m e n t  o f  b o t h  l e t t e r s p a c i n g  a n d  w o r d  s p a c i n g  i n  a  s i n g l e  a p e r a t i o n .

T ight  Let terspac ing,  Track ing Set  to  -5

A d j u s t i n g  t r a c k i n g  a l l o w s  y o u  t o  c o n t r o l  t h e  a m o u n t  o f  s p a c e  t y p e

occupies. Negative tracking values ( less than zero) squeeze

c h a r a c t e r s  c l o s e r  t h a n  n o r m a l .  P o s i t i v e  t r a c k i n g  v a l u e s  s p r e a d

c h a r a c t e r s  a p a r t .  Tr a c k i n g  a l l o w s  a d j u s t m e n t  o f  b o t h  l e t t e r s p a c -

ing and word spacing in a single operation.

Nor ma l  Le t te rspac ing ,  Track ing  Set  to  0

Adjusting tracking allows you to control the amount of
space type occupies. Negative tracking values (less than
zero) squeeze characters closer than normal. Posit ive
tracking values spread characters apart.  Tracking al lows
adjustment of both letterspacing and word spacing in a

single operat ion.

Loose Letterspacing, Tracking Set to 5

Adjusting tracking allows you to control the amount
of space type occupies. Negative tracking values
(less than zero) squeeze characters closer than
normal. Positive tracking values spread characters
apart. Tracking allows adjustment of both letter-
spacing and word spacing in a single operation.
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Kerning

Ke r n i n g  i s  t h e  a d j u s t m e n t  o f  w h i t e  s p a c e  b e t w e e n  i n d i v i d u a l  c h a r-

a c t e r  p a i r s .  W h i l e  Q u a r k X P r e s s  fe a t u r e s  a u t o m a t i c  ke r n i n g ,  b a s e d

o n  ke r n i n g  t a b l e s  w h i c h  a re  c re a te d  by  t h e  fo n t  m a n u fa c t u re r,  i t  i s
s o m e t i m e s  n e c e s s a r y  t o  f u r t h e r  ke r n  c e r t a i n  c h a r a c t e r  p a i r s  t o

obtain the desired look. How much space to take away during

kerning is determined visually - i .e., how does it look?

I t  i s  o f te n  d i f f i c u l t  to  te l l  w h e t h e r  a  c h a r a c te r  p a i r  re q u i re s  ke r n -

ing until a hard-copy proof is printed. When proofreading laser
p r i n t e d  o r  p h o t o t y p e s e t  o u t p u t ,  c h e c k  fo r  c h a r a c t e r  p a i r s  w h i c h

require kerning.

Ke r n i n g  i s  e a s i l y  a c c o m p l i s h e d  v i a  t h e  ke y b o a r d  æ - s h i f t - l  ( t o

decrease  space  be tween  charac te r  pa i rs ) .  Use  the  d ia log  box  to

e n t e r  s p e c i f i c  ke r n i n g  va l u e s .

B e c a u s e  o f  t h e  t i m e  i t  t a ke s  to  m a n u a l l y  ke r n  l e t te r  p a i r s ,  ke r n i n g  i s

u s u a l l y  re s e r ve d  fo r  d i s p l ay  t y p e  o r  s h o r t  b l o c ks  o f  tex t .

T h e  fo l l ow i n g  l i s t  c o n t a i n s  t h e  c h a r a c t e r  p a i r s  w h i c h  re q u i re  ke r n -

ing most often.

Top 20 Kerning Pairs

The tab le  be low l ists  character  pa i rs  which requi re  kern ing most  f re-

q u e n t l y.  T h e  p a i rs  s h ow n  h e re  h ave  b e e n  ke r n e d  u s i n g  Q u a r k X P re ss '

automat ic  kern ing.  The pa i rs  l i s ted  here  are  the  most  l i ke ly  to  requ i re
kern ing espec ia l l y  in  d isp lay  type .

1. Yo 11. P.
2. We 12. Ty
3. To 13. Wa
4. Tr 14. yo
5. Ta 15. we
6. Wo 16. T.
7. Tu 17. Y.
8. Tw 18. TA
9. Ya 19. PA

10. Te 20. WA
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Examples of Kerning

The pairs shown below have been kerned with the Auto Kerning
fe a t u r e ,  b a s e d  o n  t h e  fo n t  d e s i g n e r ' s  s p e c i f i c a t i o n s .  S o m e  p a i r

sets show the effects of additional manual kerning, as marked.

The last set of pairs are completely unkerned.

We To Ya T. 0
Manual  Kerning Set to -10

We To Ya T. /0
Manual Kerning Set to -5

We To Ya T. /o
No Manual  Kern ing

We To Ya T. /o
Unker ned
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Laser Printing

PostScript is a page description language it is the language
that your Macintosh uses to communicate with a laser printer or

phototypesetting print device. PostScript has the ability to

d e s c r i b e  t ex t ,  i m a g e s ,  a n d  g r a p h i c s  s o  t h a t  l a s e r  p r i n t e r s  c a n

reproduce with great accuracy what you create on your screen.
PostScript description of images al lows high-resolution printed

output because curves and l ines are defined mathematical ly
rather than pixel-by-pixel, as bitmaps are defined.

Pr in te r  reso lu t ion  i s  measured  i n  do ts  pe r  i nch  (dp i ) .  The  fewer  do ts

per  i nch ,  the  poore r  the  reso lu t i on  o f  p r i n ted  ou tpu t .  Most  do t
mat r i x  p r in te rs  have  a  reso lu t ion  range  o f  about  60-120  dp i ,  and  a re

not  rea l l y  ve r y  use fu l  to  e lec t ron ic  pub l i she rs  except  fo r  mak ing

dra f t  p r i n t-ou ts .  The  ImageWr i te r®  p r in ts  a t  72  dp i .

72 dpi
R a n g i n g  i n  re s o l u t i o n  f ro m  3 0 0 - 6 0 0  d p i  a n d  g re a te r,  l a s e r  p r i n te rs

a re  a d e q u a te  fo r  m o st  a p p l i c a t i o n s .  N e ws l e t te rs ,  i n - h o u s e  d o c u -

ments ,  p r i ce  sheets ,  l e t te rs ,  and  most  documents  p roduced  on  a  day-

to-day  bas is  can  be  output  to  a  l aser  pr in ter  w i th  good resu l ts .  In

fa c t ,  m a ny  d o c u m e n t s  o u t p u t  o n  h i g h - re s o l u t i o n  p h o t o t y p e s e t t i n g

dev ices  p robab ly  cou ld  have  been  p r in ted  to  a  l ase r  p r in te r  i ns tead .

The  LaserWr i te r®  pr in ts  a t  300 dp i .

300 dpi
Phototypesetting print devices use a photographic process to
print onto photographic paper or f i lm. With output resolut ion

c a p a b i l i t i e s  o f  u p  t o  2 5 4 0  d p i ,  p h o t o t y p e s e t t i n g  d e v i c e s ,  s u c h  a s

the Linotronic™ should be used to output text and artwork for
high-impact documents such as brochures and other materials

which require the crisp look afforded by high resolution print
devices. High-resolution artwork is best reproduced using glossy
paper stock.

1270 dpi
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Advanced Text Run-around

Tex t  r u n - a ro u n d  w r a p s  t ex t  a ro u n d  i r re g u l a r l y  s h a p e d  g r a p h i c s  a n d
ar twork .

To  use  run-a round ,  j us t  p l ace  the  g raph ic ,  c l i ck  Transparen t  and

R u n - a ro u n d ,  a n d  wa t c h  t h e  p ro g r a m  d o  t h e  re s t .  S e e  t h e  R u n -

a r o u n d  s e c t i o n  i n  t h e  R e f e r e n c e  M a n u a l  u n d e r  M o d i f y  ( I t e m  m e n u )

fo r  spec i f i c  i ns t ruc t ions  about  runn ing  tex t  a round  ob jec ts .

The  p rogram uses  math ,  no t  aes the t i cs  to  run  tex t  a round  an  ob jec t .

For  most  ob jec ts ,  the  inset  marg in  can  be  ad justed  so  that  text  w i l l
no t  run  in to  a reas  wh ich  the  des igner  p re fe rs  tex t-f ree .  However,  i f

tex t  f l ows  in to  an  a rea  where  no  tex t  i s  des i red ,  p lace  an  i nv i s ib le

ob jec t  such  as  an  empty  tex t  box  o r  inv is ib le  l i ne  to  keep  tex t  f rom

enter ing  the  a rea .

In  the  example  be low,  the  c i rc le  on  the  r igh t  h igh l igh ts  an  a rea  where

an inv is ib le  ob ject ,  in  th is  case a  l ine  shaded to  0% b lack,  has  been

p laced  to  keep  tex t  f rom runn ing  i n to  the  open  a rea .  The s q u a re  o n

the left shows similar area unmodified, with text running between

t h e  s q u a s h  b l o s s o m s .

T h e  p r o g r a m  u s e s  m a t h ,  n o t  a e s t h e t i c s  t o  r u n  t e x t  a r o u n d  a n  o b j e c t . t o  r u n  t e x t  a r o u n d  a n  o b j e c t .  F o r  m o s t  o b j e c t s ,  t h e  i n s e t  m a r g i n  c a n  b e

F o r  f l o w s  i n t o  a n  a r e a  w h e r e  n o  t e x t  i s  d e s i r e d ,  p l a c e  a n  i n v i s i b l e

r u n  i n t o  a r e a s  w h i c h  s h o u l d  b e  t e x t •

f r e e .  H o w e v e r ,  i f  t e x t  f l o w s  i n t o  a n  a r e a  w h e r e  n o  t e x t  i s  d e s i r e dprogram
f r o m  e n t e r i n g  t h e  a r e a .  T h e  p r o g r a m  u s e s  m a t h ,  n o t  a e s t h e t - m a t h ,  n o t  a e s t h e t i c s  t o  r u n  t e x t  a r o u n d  a n  o b j e c t .  F o r  m o s t

i c s  t o  r u n  t e x t  a r o u n d  a n  o b j e c t .  F o r  m o s t  o b j e c t s ,  t h e  i n s e t o b j e c t s ,  t h e  i n s e t  m a r g i n  c a n  b e  a d j u s t e d  s o  t h a t  t e x t  w i l l

m a r g i n  c a n  b e  a d j u s t e d  s o  t h a t  t e x t  w i l l  n o t  r u n  i n t o  a r e a s n o t  r u n  i n t o  a r e a s  w h i c h  s h o u l d  b e  t e x t - f r e e .  H o w e v e r,  i l

w h i c h  s h o u l d  b e  t e x t - f r e e .  H o w e v e r ,  i f  t e x t  f l o w s  i n t o  a n t e x t  f l o w s  i n t o  a n  a r e a  w h e r e  n o  t e x t  i s  d e s i r e d ,  p l a c e  a r

n o  a r e a  w h e r e  n o  t e x t  i s  d e s i r e d ,  p l a c e  a n  i n v i s i b l e  o b j e c t

s u c h  a s  a n  e m p t y  t e x t  b o x  o r  i n v i s i b l e  l i n e  t o  k e e p  t e x t l i n e  t o  k e e p  t e x t  f r o m  e n t e r i n g  t h e  a r e a .T h e  p r o g r a m

f r o m  e n t e r i n g  t h e  a r e a .  T h e  p r o g r a m  u s e s  m a t h ,  n o t  a e s -
t h e t i c s  t o  r u n  t e x t  a r o u n d  a n  o b j e c t .  F o r  m o s t  o b j e c t s ,  t h e

i n s e t  m a r g i n  c a n  b e  a d j u s t e d  s o  t h a t  t e x t  w i l l  n o t  r u n

• C 0 6 o o

u s e s  m a t h ,  n o t  a e s t h e t i c s  t o  r u n  t e x t  a r o u n d  a n  o b j e c t

F o r  m o s t  o b j e c t s ,  t h e  i n s e t  m a r g i n  c a n  b e  a d j u s t e d  s e

t h a t  t e x t  w i l l  n o t  r u n  i n t o  a r e a s  w h i c h  s h o u l d  b e

i n t o  a r e a s  w h i c h  s h o u l d  b e  t e x t - f r e e .  H o w e v e r ,  i f  t e x t t e x t - f r e e .  H o w e v e r ,  i f  t e x t  f l o w s  i n t o  a n  a r e a  w h e r e

f l o w s  i n t o  a n  a r e a  w h e r e  n o  t e x t  i s  d e s i r e d ,  p l a c e  a n A G O

i n v i s i b l e  o b j e c t  s u c h  a n  e m p t y  t e x t  b o x  o r  i n v i s i b l e

n o  t e x t  i s  d e s i r e d ,  p l a c e  a n  i n v i s i b l e  o b j e c t  s u c h  a s

k e e p  t e x t  f r o mi n v i s i b l e  o b j e c t  s u c h  a s  a n  e m p t y  t e x t  b o x  o r  i n v i s i b l e a n  e m p t y  t e x t  b o x  o r  i n v i s i b l e  l i n e

t o  l i n e  t o  k e e p  t e x t  f r o m  e n t e r i n g  t h e  a r e a .  T h e  p r o g r a m e n t e r i n g  t h e  a r e a .  T h e  p r o g r a m  u s e s  m a t h ,  n o t  a e s

t h e t i c s  t o  r u n  t e x t  a r o u n d  a n  o b j e c t .  F o ru s e s  m a t h ,  n o t  a e s t h e t i c s  t o  r u n  t e x t  a r o u n d

m o s t  o b j e c t s ,  t h e  i n s e t  m a r g i n  c a n  b ea n  o b j e c t .  F o r  m o s t  o b j e c t s ,  t h e  i n s e t  m a r g i n

a d j u s t e d  s o  t h a t  t e x t  w i l l  n o t  r u n  i n t cc a n  b e  a d j u s t e d  s o  t h a t  t e x t  w i l l  n o t  r u n
a r e a s  w h i c h  s h o u l d  b e  t e x t - f r e e .  H o w e vi n t o  a r e a s  w h i c h  s h o u l d  b e  t e x t - f r e e .  H o w -

e r ,  i f  t e x t  f l o w s  i n t o  a n  a r e a  w h e r e  n ce v e r,  i f  t e x t  f l o w s  i n t o  a n  a r e a  w h e r e  n o  t e x t  i s

t e x t  i s  d e s i r e d ,  p l a c e  a n  i n v i s i b l e  o b j e c td e s i r e d ,  p l a c e  a n  i n v i s i b l e  o b j e c t  s u c h  a s

e m p t y  t e x t  b o x  o r  i n v i s i b l e  l i n e  t o  k e e p  t e x t s u c h  a s  a n  e m p t y  t e x t  b o x  o r  i n v i s i b l e
l i n e  t o  ke e p  t ex t  f ro m  e n t e r i n g  t h ef r o m  e n t e r i n g  t h e  a r e a .  T h e  p r o g r a m  u s e s  m a t h .

a r e a .T h e  p r o g r a m  u s e s  m a t h ,  n o t  a e s t h e tn o t  a e s t h e t i c s  t o  r u n  t o  t e x t  a r o u n d  a n  o b j e c ;  F o r

m o s t  o b j e c t s ,  t h e  i n s e t  m a r g i n  c a n  b e  a d j u s t e d  s o
i c s  t o  r u n  t e x t  a r o u n d  a n  o b j e c t .  F o r  m o s t

t h a t  t e x t  w i l l  n o t  r u n  i n t o  a r e a s  w h i c h  s h o u l d  b e  t e x t - o b j e c t s ,  t h e  i n s e t  m a r g i n  c a n  b e  a d j u s t e d  s

f r e e .  H o w e v e r ,  i f  t e x t  f l o w s  i n t o  a n  a r e a  w h e r e  n o t h a t  tex t  w i l l  n o t  r u n  i n to  a re a s  w h i c h

t e x t  i s  d e s i r e d ,  p l a c e  a n  i n v i s i b l e  o b j e c t  s u c h  a s  a n s h o u l d  b e  t e x t - f r e e .  H o w e v e r,  i f  t e x t  f l o w s  i n t e

e m p t y  t e x t  b o x  o r  i n v i s i b l e  l i n e  t o  k e e p  t e x t  f r o m  e n t e r i n g  t o d  a r e a  w h e r e  n o  t e x t  i s  d e s i r e d ,  p l a c e  a n  i n v i s i

t h e  a r e a .  T h e  p r o g r a m  u s e s  m a t h ,  n o t  a e s t h e t i c s  t o  r u n  t e x t b l e  o b j e c t  s u c h  a s  a n  e m p t y  t e x t  b o x  o r  i n v i s i b l e

a r o u n d  a n  o b j e c t .  F o r  m o s t  o b j e c t s ,  t h e  i n s e t  m a r g i n  c a n  b e l i n e  t o  k e e p  t e x t  f r o m  e n t e r i n g  t h e  a r e a .  T h e  p r o g r a m  u s e s  m a t h

a d j u s t e d  s o  t h a t  t e x t  w i l l  n o t  r u n  i n t o  a r e a s  w h i c h  s h o u l d  b e  t e x t - n o t  a e s t h e t i c s  t o  r u n  t e x t  a r o u n d  a n  o b j e c t .  F o r  m o s t  o b j e c t s ,  t h e

f r e e .  H o w e v e r ,  i f  t e x t  f l o w s  i n t o  a n  a r e a  w h e r e  n o  t e x t  i s  d e s i r e d , i n s e t  m a r g i n  c a n  b e  a d j u s t e d  s o  t h a t  t e x t  w i l l  n o t  r u n  i n t o  a r e a s

p l a c e  a n  i n v i s i b l e  o b j e c t  s u c h  a s  a n  e m p t y  t e x t  b o x  o r  i n v i s i b l e  l i n e  t w h i c h  s h o u l d  b e  t e x t - f r e e .  H o w e v e r ,  i f  t e x t  f l o w s  i n t o  a n  a r e z

k e e p  t e x t  f r o m  e n t e r i n g  t h e  a r e a .  T h e  p r o g r a m  u s e s  m a t h ,  n o t  a e s t h e t i c s w h e r e  n o  t e x t  i s  d e s i r e d ,  p l a c e  a n  i n v i s i b l e  o b j e c t  s u c h  a s  a n  e m p t y
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T h e  re m a i n d e r  o f  t h i s  s e c t i o n  c o n t a i n s  ex a m p l e s  d e s c r i b i n g :  m o d i -

f i c a t i o n  o f  t ex t  r u n - a ro u n d ,  c o n t o u r i n g  t ex t ,  a n d  r u n n i n g  t ex t

i n s i d e  a  h o l l ow  o b j e c t .  T h e s e  ex a m p l e s  a re  p re s e n t e d  i n  a  s t e p - by -

s te p  fo r m a t  fo r  e a sy  re p l i c a t i o n .  T h e  f i r s t  s te p - by- s te p  ex a m p l e
below illustrates how the modification to the run-around on the

facing page was achieved.

Modification of Text Run-Around

L i n e s  o r  o t h e r  o b j e c t s  c a n  b e  u s e d  t o  m o d i f y  t ex t  r u n - a ro u n d .

O b j e c ts  u s e d  fo r  fo rc i n g  t ex t  i n  t h i s  way  m u s t  b e  m a d e  i nv i s i b l e  s o

t h ey  d o  n o t  p r i n t .  To  m a ke  a n  o b j e c t  i nv i s i b l e ,  s h a d e  i t  t o  0 %  o f  a ny

c o l o r,  o r  m a ke  t h e  o b j e c t  t h e  s a m e  c o l o r  a n d  s h a d e  a s  t h e  b a c k-
ground against which it is placed.

1. Notice how the text runs between the silver squash blossoms in
t h e  p i c t u re  b e l ow.  Tex t  c a n  b e  m ove d  o u t  f u r t h e r  by  i n c re a s i n g  t h e

Text Outset value in the Picture Box Specif icat ions dialog box.
But, say, for example, the design called for the current Text Outset
va l u e  -  a n d  t h e  r u n - a ro u n d  a s  i t  i s  i t  s h ow n  h e re  i s  u n a c c e p t a b l e .

t e x t . D Ö x . o i

t h e .  e n t r a n c e ,

T h e . p r o g r a m .
a e s t h e t i c s . t o . r u

o b j e c t . F o r . m o s t

m a r g i n . c a n . b e . a d

w i l . n o t . r u n . i r t o . a r e

t e x t - f r e e . B u c . r . t e x t . c o r t

p l a c e s  y o u . d o n t . w a n t . c .

o b j e c t . l k e  . a n .  e m p t y . t e x

o v e r . t h e . e n t r a n c e t o  f o r c e . a r o u n
m a t h ,  . n o t . a e s t h e o c s . t o , r u n .  t e x t .

p r . m o s t . o b j e c t s ,  t h e . i n s e t . m a r g i n . c a

. b e x t . w i l l . n o t . r u n . i n t o . a r e a s . w h i c h . y

B u t t  t e x t  c o n t i n e s  o f b

2 .  Fo rce  the  tex t  ou t  by  d raw ing  an  inv i s ib le ,  non-t ransparent  ob jec t .  I n
t h i s  ex a m p l e  we  u s e  a  l i n e  a s  s h ow n  b e l ow.

r e x t . d o x . o r
t h e . e n t r a n c e

T h e  .  p r o g r a m |

a e s t h e t i c s . t o . r

o b j e c t . . F o r . m o s

m a r g i n . c a n . b e . a
d . n o t . r u n . i r t o . a r e a s . w

p e x t - f r e e . B

p l a c e s  y o u  d o n t .w a n t . i

o b j e c t . I k e . a n . e m p t y. t e
I n e  . o v e r . t h e  . e n t r a n c e . t o . f o r c e . a r o u

p s e s . m a t n , n o t . a e s t h e t i c s . t o . r u n . t e x

F o r . m o s t . o b j e c t s ,  t h e . i n s e t  m a r g i n . ‹

a * . t e x t . w i l l . n o t r u n . i n t o . a r e a s .  w h i c h y

B V .  M e x t  c o n t i n u e s  t o  / b w i n t o  D a C
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3. After  drawing the  l ine ,  make i t  non-t ransparent  by  c l ick ing of f

Tr a n s p a re n t  i n  t h e  L i n e  S p e c i f i c a t i o n s  d i a l o g  b ox  ( S t y l e  m e n u ) .

t e x t . D o x . 0

t h e . e n t r a n c t

T h e  . p r o g r a n

a e s t h e t i c s . t o .

o b j e c t .  . F o r ,

n a r g i n . c a n . c

V I l I . n o t r u n . i r t o  a r e

4 r 9 0 . . B u c . r . t e

s .y o u . d o n 1
i n y  s b l e . 0 b j

i n v i s b l e . l
p r o g r a m . u s e s . m a t h ,  n o l .

a n . o b j e c t . . F o r . m o s t . 0 o

d j u s t e d . s o .  t h a t k e x t . w i l l . n o l

n t u t o  b e  R e x t - f r e e .  B u t / T e x t . c o

4. N ex t ,  m ake  t h e  l i n e  i nv i s i b l e  by  m ak i n g  i t  a  0 %  s h a d e  o f  any
c o l o r  -  i n  t h i s  c a s e ,  0 %  b l a c k .  W i t h  t h e  l i n e  s e l e c t e d ,  c h o o s e

the  co lo r  b l ack  f rom the  l i ne  S ty le  menu .

t e x t . D o x . o

t h e .  e n t r a n c e ,

T h e .  p r o g r a m
a e s t h e t i c s . t o . n

o b j e c t .  . F o r . m o s

m a r g i n . c a n . b e . a d
w i l l . n o t . r u n . i r t o  a r e a s

b e . t e x t - f r e e . . B u t . r . t e :

i n t o  . p l a c e s .y o u . d o n t .
i n v i s b l e . o b j e c t . i k i

w i s b l e . l i n e . o a n k r a n c e . t o . f o

r o g r a m . u s e s . m a t n ,  . n o t .  a e s t h e t i s  /

I n . o b j e c t . . F o r . m o s t  . o b j e c t s ,  t h e .  I n

B u s t e d . s o . t h a t . t e x t . w i l l . n o t . r u n .  i n
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Contoured Text

L i ke  j e l l o ,  c o n t o u re d  t ex t  re t a i n s  i t s  fo r m  e ve n  t h o u g h  t h e  m o l d  i s

g o n e .  T h e  e f fe c t  i s  c r e a t e d  by  h av i n g  t h e  t ex t  r u n  a r o u n d  a  g r a p h i c

w h i c h  i s  n o t  p r i n t e d  ( b e c a u s e  i t  h a s  b e e n  s e l e c t e d  fo r  S u p p re s s e d
Pr intout) g i v i n g  t h e  i m p re s s i o n  t h a t  t h e  t ex t  i s  c o n t a i n e d  i n  a n

oddly shaped text box.

Another method of contouring text is to draw a l ine with Quark
X P re s s ,  a n d  m a ke  i t  i nv i s i b l e  ( s h a d e d  t o  0 %  o r  c o l o re d  l i ke  t h e

background). Against a white background a white graphic appears
invisible. The contour shown below was created with a Quark
X P re s s  l i n e  s h a d e d  t o  0 %  b l a c k .

Like jello, contoured text
retains its form even though

the mold is gone. The effect

is created by having the text
run around graphics which

have been colored white
(hence, invisible on a white

background). Text can be
contoured along graphics cre-

ated with the line tools avail-

able in QuarkXPress, or along
an EPSF or PICT graphic cre-

ated with another program. If
you wish to have an imported

graphic appear as white in
Quark XPress, it must be col-

orized in the other program,
then imported.

Contoured Text
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Contoured  Text  S tep-by-Step

1  .  P l a c e  t h e  o b j e c t  w h i c h  yo u  w i s h  t o  u s e  a s  t h e  c o n t o u r  i n  t h e  p ro p e r

pos i t ion  in  re la t ion  to  the  tex t .  In  th is  case  the  contour  ob jec t  i s  a
QuarkXPress l ine, as shown.

2. With the l ine selected, click off Transparent in the Line Specifica-

tions dialog box (Item M o d i f y ) .  T h e  l i n e  w i l l  fo rc e  t h e  t ex t  a l o n g

s ide  i t  i f  i t  i s  p laced cor rect ly.

3. Draw in the second contour object. This example uses a second

QuarkXPress line. Make it opaque by clicking off Transparent in

the Line Specif icat ions dialog box ( I tem + Modify).

4.  Make each l ine  inv is ib le .  Beg in  by  ac t ivat ing  a  l ine .  Shade i t  to  0%
black  by  se lec t ing  Shade  f rom the  S ty le  menu ,  then  h igh l ight ing
0% in  the  Shade sub-menu.  Repeat  the  procedure  w i th  the  other  l ine .
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Running Text Inside a Hollow Object

The prev ious  step-by-step  example  demonst rates  how to  run  con-

toured text  us ing an  inv is ib le  ob ject  to  mold  text .  The fo l lowing exer-

c ise  demonstrates  how to  run  text  ins ide  an  inv is ib le  ob jec t or,  actu-

al ly,  two ident ical  objects placed precisely on top of  each other.

The faster  we go the
rounder  we  get  -  in  the  four th

dimension. The faster we
rounder we get

go the
in the four th  d imension.

The faster we go the rounder we get in the
fourth dimension.  The faster  we go the rounder we

get in the fourth dimension. The faster we go the
rounder we get - in the fourth dimension. The faster we

go the rounder we get - in the fourth dimension. The
faster  we go the rounder we get  -  in  the fourth dimension.
The faster we go the rounder we get - in the fourth dimen-
s ion .  The  faster  we  go  the  rounder  we  get  -  in  the  four th
d imens ion .  The  faster  we  go  the  rounder  we  get  -  in  the
fourth dimension. The faster we go the rounder we get - in

the four th  d imension.  The faster  we go the rounder  we

get  -  in  the  four th  d imens ion .  The  faster  we  go the

rounder we get - in the fourth dimension. The
faster we go the rounder we get - in the

fourth dimension. The faster we go the
rounder  we get in the fourthaimension.

To fill hollow object with text:

1. Place the object inside the text box containing the text which
will f i l l  the object.

2. Dupl icate the object and place it  directly over the original.

3. Divide each object in half. Reduce one object to only a left half
and the other object to only a right half.

If the object itself will be printed, make the halves overlap. If

t h e  o b j e c t  i s  b e i n g  u s e d  s i m p l y  t o  s h a p e  t h e  t ex t ,  e a c h  h a l f

needs only butt up against the other.
4.  For each of the halves,  cl ick Transparent and Run-around

( I tem Modify) to force the automatic text run-around;
click Suppress Printout if you don't want the object itself to

be pr inted.

CHAPTER 4: TYPOGRAPHY AND DESIGN 4-39



Running Text Inside a Hollow Object Step-by-Step

1.  To  f i l l  a  ho l low ob jec t  w i th  tex t ,  beg in  by  drawing  a  p ic ture  box  a

in s ide  the  tex t  box  con ta in in g  the  tex t  you  wan t  as  the  f i l l  tex t .

I t  i s  impor tant  tha t  the  g raph ic  ob jec t  you  f i l l  i s  rough ly  the  same
s i ze  a s  t h e  t ex t  b ox .  Tex t  m u s t  b e  fo rc e d  t o  f l ow  i n t o  t h e  g r a p h i c

ob jec t ;  i t  the  tex t  box  i s  too  l a rge ,  the re  w i l l  be  no th ing  to  const ra in

the  tex t  and  cause  i t  to  f low in to  the  ob jec t .

2. Import the hollow graphic. (The example below uses a circle,

d r aw n  i n  a  p a i n t  p r o g r a m ,  a s  t h e  h o l l ow  g r a p h i c . )

3 .  D u p l i c a t e  t h e  p i c t u r e  b ox  c o n t a i n i n g  t h e  g r a p h i c  u s i n g  t h e  S t e p
and Repeat  command ( I tem  Modi fy) .  By sett ing the Hor izonta l

a n d  Ve r t i c a l  o f fs e t s  t o  ze ro ,  yo u  c a n  p l a c e  t h e  d u p l i c a t e d  c o py
d i rec t l y  on  top  o f  the  o r ig ina l .

S t e p  e n d  R e p e a t

R e p e a t  C o u n t :

H o r i z e n t a l  O f f s e t :

V e r t i c a l  O f f s e t :

( C e n c e l

4. Next it is necessary to split each picture in half in  e f fec t  c reat ing

t wo  a rc s  a g a i n s t  w h i c h  t h e  tex t  w i l l  r u n .  C l i c k  o n  t h e  s t a c k  o f  b oxe s

t h e  to p  p i c t u re  b ox  w i l l  b e c o m e  s e l e c te d .
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5. Grab the left handle of the selected picture box and move it toward

t h e  m i d d l e .  T h e  a r r ow  s h ow n  i n  t h e  ex a m p l e  b e l ow,  i l l u s t r a t e s  i n
which direction the picture box handle is moved - from the outer
e d g e  t o  t h e  m i d d l e .

6.  Not ice  that  the  le f t  por t ion  of  the  c i rc le  in  the  bot tom p ic ture  box  is

now v is ib le .  An  'X '  marks  the  v i s ib le  a rea  o f  the  bot tom p ic tu re  box .

Select  th is  p ic ture  box and br ing i t  to  the f ront  by c l ick ing in  the area.

7. Grab the right handle of the newly exposed bottom picture box.
M ove  i t  t owa rd  t h e  m i d d l e  a s  yo u  d i d  t h e  t o p  p i c t u re  b ox .

N o t i c e ,  yo u  c a n  n ow  s e e  t wo  a rc s :  t h e  r i g h t  s i d e  o f  o n e  p i c t u re
b ox  a n d  t h e  l e f t  s i d e  o f  t h e  o t h e r.
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8. Select one of the arcs. Make text run around it by clicking on
Transparent  and Run-around ( I tem + Modify) .  In  order  to  keep
the c i rc le  i tse l f  f rom pr int ing,  and to  create  the  ef fect  of  text  set  in  :

circular block, cl ick on Suppress Printout.

9.  W i t h  t h e  o t h e r  a rc  s e l e c t e d ,  re p e a t  t h e  i n s t r u c t i o n s  i n  # 8  a b ove .

10. Click elsewhere on the page to v iew the  e f fec ts  o f  the  run-around .

Not ice  how the  tex t  beg ins  outs ide  the  c i rc le .  Use  a  ca r r i age  re tu r  a

t o  p u s h  t h e  l i n e  d ow n  a n d  b r i n g  t h e  t ex t  i n s i d e  t h e  c i rc l e .

Tex t  w i l l  t r y  to  f l ow  t h ro u g h  t h e  l a rg e s t  o p e n  h o r i zo n t a l  a re a  o f  a

c o l u m n  f i rs t .  I n  t h i s  c i rc l e  ex a m p l e ,  t h e  r i g h t  s i d e  o f  t h e  c o l u m n  ( tc
t h e  r i g h t  o f  t h e  g r a p h i c )  h a s  t h e  l a rg e s t  h o r i zo n t a l  a re a ,  s o  t h e  tex

t r ies  to  f low f i rs t  to  the  r ight .  As  the  top  p ic tu re  shows,  on ly  one

line flows outside the graphic. Once the area inside the circle is

larger than the area on either side of it, text begins to flow within
the circle.

Text can be forced inside the graphic by drawing a non-trans-
parent graphic element such as a l ine or an empty text box (as

demonstrated in the section "Advanced Text Run-around").  How

ever, in this case, a simple carriage return is sufficient to achiev
the desired result.
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Initial Caps

Large ,  uppercase  charac te rs  se t  i n to  a  body  o f  tex t  a re  ca l l ed  in i t i a l
caps .  I n i t i a l  caps  he lp  to  b reak  up  l a rge  b locks  o f  tex t .  They  can  be

used  to  s ta r t  a  s to r y,  to  s ta r t  a  pa ragraph ,  o r  to  he lp  gu ide  the  read-

er ' s  eye  to  a  pa r t i cu la r  po in t .  I n i t i a l  caps  can  be  ve rs ions  o f  the  d i s-

play or body text modified using the Style menu in QuarkXPress,

or they can be designed with a graphics program, and imported
i n t o  a  d o c u m e n t  a s  a  p i c t u re .

There  a re  th ree  bas ic  t ypes  o f  i n i t i a l  caps :  d rop  caps ,  ra i sed  in i t i a l s ,

and hanging caps.

D ro p  c a p s  a re  s e t  w i t h i n  t h e  tex t  b o d y.  T h e  to p  o f  t h e  d ro p  c a p
s h o u l d  a l i g n  w i t h  t h e  c a p  h e i g h t  o f  t h e  f i r s t  l i n e  o f  b o d y  t ex t  a n d

w i th  the  base l i ne  o f  the  bo t tom l i ne  ad jacen t  to  the  i nse t .  Tex t  can

b e  r u n  a ro u n d  t h e  c o n to u r  o f  t h e  d ro p  c a p  c h a r a c te r,  o r  tex t  c a n  b e

blocked out around the drop cap. Raised initials align with the
base l ine  of  the  f i rst  l ine  of  text ,  and are  the  eas iest  to  create .

If the initial cap is a word (like "A" or "I"), be sure to set enough

space  to  the  r ight  o f  i t  so  the  reader  i s  not  confused  by  the  e f fec t

Raised initials are a useful and easy-
drop cap is set within the body

b-implement design element. Para-
iraphs containing a raised initial must

A text. Drop caps should align at
top with the cap height of the

lave leading set to an absolute value,

f irst l ine of the text body and

I S  t h e  l a rg e r  t y p e  s t y l e  w i l l  t h row  o f f  t h e

with the baseline of the bottom l ine adja-
cent to the inset.  Drop caps should al ign

e a d i n g  o f  t h e  f i r s t  t wo  l i n e s . at top with the cap height of the first l ine
of the text body and with the basel ine of

Raised Int i t ia l the bottom line adjacent to the inset.

Contoured Drop Cap

rop caps are set within the text
body Drop caps should a l ign at
t o p  w i t h  t h e  c a p  h e i g h t  o f  t h e

anging caps are not as

irst line of the body text and with the
common as the other initial

haseline of the bottom line adjacent to cap designs. Place a
he inset. Text can be run-around the hanging cap in the margin
c o n to u r  o r  o f  t h e  d ro p  c a p  c h a r a c te r,  o r
he text might only be blocked out

around the drop cap.Drop caps are set

H a g a i n s t  t y p e  w h i c h  i s  s e t
f lush left  ( left  just i f ied).

w i t h i n  t h e  tex t  b o d y.

Blocked-in Drop Cap
Hang ing  Cap
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Raised Initials

Raised initials are a useful and easy-to-implement design ele-
ment. Paragraphs containing raised init ials must have leading s

to an absolute value, as the larger type style will throw off the

leading of the first two l ines.

1. Select the character you wish to use for the raised initial.

Haised in i t ia ls  ar
land easy-to-mpl

Je lement. Paragra
I lcor ta in ing.a-ra ise

must have-leadin
Jabsolute value ad
Ivne  face  wi l l th re

2. Increase the size of the raised initial to the desired font size.

laised'init ials

landeasy-to- impl
| le  lement.  Paragra
| containing a raise
must have leadin

3. Not ice  that  the  lead ing  ( i f  auto  lead ing  i s  be ing  used)  increases

to  a c c o m m o d a te  t h e  l a rg e s t  c h a r a c te r  o n  t h e  l i n e .  To  c o m p e n -
sate  for  th is  ef fect ,  spec i fy  an  absolute  lead ing va lue.  In  th is

ex a m p l e ,  t h e  l e a d i n g  wa s  s e t  s o l i d  -  o r  s e t  to  1 2  p o i n ts ,  t h e
s a m e  va l u e  a s  t h e  fo n t  s i ze .

T h e  e x a m p l e  t o  t h e  l e f t  h a s  t h e

Haised initial top l ine overlapping onto the
vasy uv anpii s e c o n d  l i n e .  T h i s  s c r e e n  r e s u l t

i s  d u e  t o  t h e  l e a d i n g  a s s o c i a t e c

j e l e m e n t . • Pa r a g  w i t h  t h e  R ' s  fo n t  s i ze .  T h i s  i s

iraised-initials-n s c r e e n  e f f e c t  a n d  i s  n o t  p r i n t e d

set-to an•absol a s  y o u  c a n  s e e  f r o m  t h e  e x a m -

p le  be low.

30-point Helvetica
Raised

12-point Helvetica
initials are a useful and easy-to-

implement design element. Paragraphs
containing a raised initial must have leadin

Raised init ia l
set to an absolute value, as the larger type

Absolute leading set to 12 points
face wil l  throw off the leading of the f irst twi
lines.
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Hanging Caps

A n o t h e r  u n u s u a l  i n i t i a l  c a p  d e s i g n  i s  t h e  h a n g i n g  c a p .  T h i s  g r a p h i c

e lement  i s  s imp le  to  c rea te  and  can  add  spark  to  a  des ign .

1  . B e g i n  by  d r aw i n g  a  t ex t  b ox  t o  t h e  l e f t  o f  t h e  t ex t  a g a i n s t  w h i c h

yo u  w a n t  t h e  h a n g i n g  c a p .  Ty p e  t h e  h a n g i n g  c h a r a c t e r  i n  t h e
newly drawn box.

j a n g i n g . c a j
l a s  t h e  o t h

| P l a c e  a  h a

m a r g i n  a g
f l u s h . l e f t -

2. I n c r e a s e  t h e  fo n t  s i z e  s o  t h a t  t h e  h a n g i n g  c a p  i s  t h e  p r o p e r

h e i g h t  t o  m e e t  t h e  d e s i g n  o b j e c t i ve s .

H l a n g i n g  c a r

l a s  t h e  o t h e

P l a c e . a  h a

m a r g i n  a g d

f l u s h - l e f t  ( k

3.
Ae s t h e t i c a l l y,  t h e  h a n g i n g  c a p  l o o ks  b e t t e r  i f  i t  i s  n a r rowe r  t h a n
normal for the font size. The example shown below has been
horizontally scaled to 60%.

j a n g i n g .c i
l a s  t h e  o t

|Pace a  h
|  m a r g i n  a
i f l u s h - l e f t
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4. Because the hanging character should be flush against the text, it
i s  n e c e s s a r y  t o  m a ke  t h e  c a p ' s  t ex t  b ox  t r a n s p a r e n t .  W i t h  t h e

hanging character's box selected, click on Transparent in the Tex

Box Speci f icat ions d ia log box ( I tem + Modify) .

a n g i n g  c a p s - a r e
las  the  o the r- in i t i e

/ P l a c e  a - h a n g i n g )

m a r g i n  a g a  i n s t . t y
f lush  le f t  ( le f t  ju

5. Posit ion the cap as required.

anging caps are not as common
as the other initial cap designs.
Place a hanging cap in the margin
against type which is set flush left
(left justified).

H a n g i n g  C a p
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Blocked Drop Caps

1. Draw a small text box in which you will type the drop character.
T h e  d ro p  c a p  t ex t  b ox  s h o u l d  b e  d r aw n  i n s i d e  t h e  t ex t  b ox  c o n t a i n -

i n g  t h e  t ex t  w h i c h  w i l l  w r a p  a ro u n d  t h e  d ro p  c a p .

rop
wthi r
kext .

shou
wthl

lheight of the f irst
Libody text and wit

2. Type the drop character in the newly created text box and make it
the  appropr ia te  fon t ,  s i ze ,  s ty le ,  e tc .

wthin
Drop ca

l ign at
cap he ight  of  the
the body text and

Ebaseline of the bi

3.  M ove  u p  t h e  b o t t o m  e d g e  o f  t h e  b ox  u n t i l  t h e  t ex t  l i n e  b e n e a t h  t h e

d ro p  c a p  i s  f re e  to  r u n  a l l  t h e  way  to  t h e  l e f t  m a rg i n .

rop cap:
with in
Drop ca

- - * - - - - - - . ."*align at
cap height of the
the  body text  and
lbasel ine of  the b l

4.  M ove  t h e  r i g h t  e d g e  o f  t h e  b ox  to  t h e  l e f t  u n t i l  t h e  d e s i re d  e f fe c t  i s
a c h i e ve d ,  o r  u n t i l  t h e  b ox  b e c o m e s  t o o  s m a l l  a n d  t h e  c h a r a c t e r

causes a text overflow.

rop  caps
t h e  b o d y
caps shoi

top with  the cap
first line of the bd
with  the basel ine

Uboltom line adiad
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Contoured Drop Cap

Te x t  r u n s  a r o u n d  c o n t o u r e d  d r o p  c h a r a c t e r s .  T h e  e f fe c t  i s  c r e a t e d

by using a letter produced in an art program and saved as an

EPSF picture.

1. Draw a small picture box inside the text box in which you will
i m p o r t  t h e  d ro p  c h a r a c t e r.  I m p o r t  t h e  d ro p  c h a r a c t e r.

cap drop cap
wthin the wthin the

text .  Drod text .  Drop
ishoüld"align at to shöuld'align at to
the cap height the cap height  of

l ine of  the oody f l i n e  o f  t h e  b o d y

fwth  the  base l ine lwth the basel inel

2. If necessary, resize the drop character via the Width and Height
fields in the Text Box Specif ications dialog box.

3. Use the Hand Tool to move the drop character into the correct
position.

4.  C a u s e  t h e  t ex t  t o  r u n  a ro u n d  t h e  d ro p  c h a r a c t e r  g r a p h i c  by  c l i c k i n g

on  Transparent  and  Run-around in  the  Text  Box  Spec i f ica t ions

(Item + Modify)  dia log box.

arop cap IS
t h e  b o d y  t e

çaps shou
at top with the ca
lof the first line of
tex t  and  wth  the

Lo f  t h e  b o t t o m  l i n e
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5.  Not i ce  how the  tex t  runs  f l ush  aga ins t  the  d rop  charac te r  g raph ic .

Use Text Outset in the Text Box Specifications dialog box to force
the  tex t  un i fo r m ly  ou t  f rom the  edge  o f  the  g raph ic .  The  examp le

s h ow n  h e re  wa s  c re a t e d  w i t h  a n  O u t s e t  va l u e  o f  fo u r  p o i n t s .

s e s . s . . . R .

A arpp cap is
the body te

éaps shou
at top with the ca
lof the first line of
text and wth the

he bol tom l ine

6.  D e s e l e c t  b o t h  t h e  tex t  a n d  p i c t u re  b ox  by  c l i c k i n g  e l s e w h e re  o n  t h e

page .  Th is  w i l l  cause  tex t  to  run  a round  the  g raph ic .  I f  necessary,

repos i t ion  the  drop  charac ter  g raph ic  aga in ,  us ing  the  Hand Too l  unt i l
i t  looks r ight.
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Active
S e l e c t e d  a n d  c u r re n t l y  ava i l a b l e  fo r

i t .  An active box has a dark outl i r

Alignment
Paragraph alignment determine:

paragraph al ignment can be lef

Aspect ratio
The ratio of width to height.

Automatic hyphenation
A feature of XPress that
needed at the ends of l in

Automatic kerning
A feature of XPress b'

letters to improve apr

Automatic linking

Glossary

The automaic cont

that a story wi l l  f l

Box
The bas ic  for r

conta in  p ic tur

Centered
A paragrar
type of tal

Chain
A set  of





Glossary
ctive

An active object is selected and available for use or modification. A box or line is
m a d e  a c t i ve  by  c l i c k i n g  o n  i t .  A n  a c t i ve  b ox  a  h a s  a  d a r k  o u t l i n e  a n d  h a n d l e s ,  a n d  a n

active line has handles at either end. An active paragraph is one that contains the
insertion point Ior one in which some or all of the text is selected.

l ignment

Paragraph al ignment determines placement of text within a box or column. In
QuarkXPress, paragraph alignment can be left, right, centered, or justified. Tab
alignment determines al ignment of text on tab stops. In QuarkXPress, tab al ignment

c a n  b e  l e f t ,  r i g h t ,  c e n t e re d ,  o r  d e c i m a l .

scender

A n  a s c e n d e r  i s  t h e  p a r t  o f  t h e  l owe rc a s e  l e t t e r  w h i c h  r i s e s  a b ove  t h e  x- h e i g h t ,  a s  i n  t h e

letters  b,  d ,  f,  h ,  k ,  l ,  and t .

spect ratio

Aspect ratio is used in reference to resizing text and picture boxes. It refers to the ratio
of width to height.

utomatic hyphenation

Automatic hyphenation is a QuarkXPress feature that divides words into two
parts at a syllable juncture to achieve elegant justification or better spacing in lines

with ragged margins. This automatic feature can be tai lored manually with

Hyphenat ion Except ions.

utomatic kerning

Automatic kerning uses specific kerning tables designed for each font to adjust space
between pairs of letters to improve appearance.

lutomatic linking

Automatic l inking connects overflow text from one text box to a specified text box on
a newly inserted page.
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Baseline

The  base l i ne  i s  the  l i ne upon  wh ich  uppercase  and  most  l owercase  charac te rs  s i t .

Box

The box is the basic formatting element for QuarkXPress. Text boxes contain text, and
p i c t u re  b oxe s  c o n t a i n  p i c t u re s .  B o t h  t y p e s  o f  b oxe s  c a n  c o n t a i n  o t h e r  b oxe s  o r  l i n e s .

Box outlines show on the screen when a box is active or Show Guides is selected, but
do not  pr int .

Centered

Centered is a paragraph setting in which every l ine of text is centered within the
m a rg i n s ;  i t  a l s o  re fe r s  t o  a  t y p e  o f  t a b  s t o p  o n  w h i c h  t ex t  i s  c e n t e re d .

Chain

A chain is a set of l inked boxes through which text flows.

Child box or child line

A child box or child line is created inside a parent box. Placing the pointer inside a

box when starting to draw a box or l ine makes it a child box or l ine (to that parent
box). A child box or l ine cannot exceed or be moved outside its parent, and actions
such as deleting or moving a parent box wil l  delete or move the child box or l ine as
we l l  ( s e e  Pa re n t  b ox ) .

Color separations

Color separations are used in the color printing process. There are two types of
separations: spot color and process color. When printing spot color separations,
QuarkXPress will print one page (or plate) for each of the spot colors found on a

g i ve n  p a g e .  P ro c e s s  s e p a r a t i o n s  c o n s i s t  o f  fo u r  s e p a r a t i o n  p l a t e s  fo r  e a c h  p a g e :  c ya n ,

magenta, yellow, and black. When spot color is defined on a page containing items

t h a t  re q u i re  p ro c e s s  s e p a r a t i o n ,  b o t h  t h e  s p o t  c o l o r  p l a t e ( s )  a n d  t h e  p ro c e s s  c o l o r

separation plates are printed (see Spot Color Separations).

Corner radius

The corner radius is the circular radius which defines a rounded corner to be

placed on a picture box. In QuarkXPress, use the rounded-corner rectangle

picture box creation tool 20 to draw boxes for which you can specify the radius
for the four corners.
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rop

Cropping is the technique of tr imming the edges of an i l lustration in order to fit  the
il lustration correctly and artistically within a given space or frame.

utmarks

Cutmarks are short vert ical  and horizontal  l ines which, when printed on a document

with a smaller page size than the paper printed on, outl ine the document area.

ecimal al ignment

Decimal al ignment is a tab sett ing which al igns decimal numbers in columns along
a decimal tab.

efault

Default refers to the setting(s) for functions or features that are employed unless
the user specifies something different. For some QuarkXPress functions, the user

can define new default settings that apply either to all documents or to
specif ic documents.

efault page

Unless Show Default (Page menu) is selected, the default page is invisible. The

default page allows you to define a page format for pages which are inserted into
a  d o c u m e n t  • either automatical ly or manually.  A revised default page does not

change pages already in a document. Only newly inserted pages contain revised
default  page information.

escender

A descender is the part of a lowercase character which drops below the baseline, as in

the letters p,q, y, j ,  and g.

ialog box

A dialog box is a box which requests information from the user. Some dialog boxes
warn the user of an error or of the possibil ity of losing work.

iscretionary hyphen

A discretionary hyphen is a hyphen character within text which is displayed and
printed only if it is needed at the end of a l ine to break a word.
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Display type

Display type is larger than 14 points and is generally used for headlines and
advertising copy.

Drop capital

A drop capital hangs below the top l ine and takes the vertical space of more than one

line at the beginning of a paragraph. In QuarkXPress, drop capitals can be created by
using a separate text box for the dropped capital.

Em space

Em space in traditional typesetting meant a square of a given point size. A 12-point
em would be a square of 12 x 12 points. An em space in QuarkXPress is the horizonta

space taken up by two zeros "00" in a given font. Kerning and Tracking use the em
space as the basic measurement unit. QuarkXPress kerns and tracks in increments of
.005 (1/200) of an em space. Entering "5" in the Kern/Tracking dialog box would set
the value to 5/200 (1/40) of an em space.

En space

An en space is one-half the width of an em space. In QuarkXPress, an en space is the
width of the character "0" (zero) in a given font - or one-half of an em space.

End caps

End caps are figures, such as arrowheads, which end, or cap l ines.

Fill character

A fi l l  character is automatically inserted from where the tab key is pressed to the

beginning of material that is located by the next tab stop. Any printable character
may be used.

First-line indent

The indent of the first line of a paragraph is referred to as first-line indent. The zero-

point is the same as the left-margin point. In QuarkXPress, the default setting is 0.
Negative values produce a hanging indent, and posit ive values produce an indent to
the right of the left margin.

F lush  le f t  ( ragged-r ight )

Flush left is a paragraph setting in which the text abuts the left margin and has
ragged r ight margin - sometimes referred to simply as "left," or "left justif ied. "
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ush  r ight  ( ragged- le f t )

Flush right is a paragraph setting in which the text abuts the right margin and has a
ragged left  margin -  sometimes referred to s imply as"r ight,  or  "r ight just i f ied."

ont

Font in desktop publishing has the same meaning as typeface to traditional
t y p e s e t te rs .  A  fo n t  i s  a  s e t  o f  c h a r a c te rs  w i t h  t h e  s a m e  b a s i c  d e s i g n ,  s u c h  a s
Helvetica, Times, etc.

ont size

I d e a l l y,  fo n t  s i ze  re f l e c t s  t h e  s p a c e  b e t we e n  t h e  t a l l e s t  a s c e n d e r  a n d  l owe s t  d e s c e n d e r

in a given font. Exact font description criteria varies according to the font designer.

o r mat

Format refers to the overal l  ordering and layout of material.  Paragraph formats

usually include margins and tab settings. Character formats include font, type style,

fo n t  s i ze ,  a n d  o t h e r  s t y l e  a t t r i b u t e s .

r a m e

A frame is a border which is used to separate and make a picture or block of text
stand out from the rest of the items on the page. Assign frames to a box through use
of the Frame command (Item menu).

ray screen

The Gray Screen field is used to define the number of l ines per inch (Ipi) at which all

halftone pictures within a document wil l  be printed. Selection of a Gray Screen Ipi

value should be determined by the type of paper a document wil l  be reproduced on.

reeking

Traditionally, greeking was used to describe the mock text designers pasted into a

design to represent the finished copy. In QuarkXPress, however, greeking is a graphic a
representation of text used to speed up screen displays. The gray greeking bars are
approximately the same height as the text they represent.

utter

In QuarkXPress, a gutter is the white space between columns. A standard gutter

width is one pica, or 12 points (0.167").
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Hairl ine

A .25-point vertical or horizontal rule is called a hairl ine.

Hanging indent

A hanging indent occurs when the first line of a paragraph starts to the left of all othe
lines in the paragraph. See First-line Indent.

Horizontal scale

The term horizontal scale refers to an adjustment of the horizontal dimension of one

or more characters without changing height. Characters are uniformly distorted
horizontally to a percent of the original. In QuarkXPress, characters may be
horizontally scaled from 25% (one-fourth of normal) to 400% (four times normal).

100% is normal. Compare with Tracking, in which the distance between characters is

adjusted without distorting the characters.

Hyphenat ion

Hyphenation is the dividing of a word into two parts at a syl lable juncture. In
Suggested Hyphenation, QuarkXPress shows choices of hyphenation points in multi-
syllable words. Hyphenation is used to achieve elegant justification or to attain better
spacing at the ends of l ines with ragged margins.

Hyphenation exceptions

Exceptions to the QuarkXPress built-in hyphenation rules may be made by entering
your own preferred hyphenation choices. For specif ied word(s), you may override th

rules and remove al l  hyphenation options, expand the number of hyphenation
choices, or l imit the table by indicating a single hyphenation option.

Indents

Indents determine where, in relation to the margins, l ines of text begin and end.
In QuarkXPress, indents are specified in relation to the edges of text boxes
and co lumns  -  not  the  edge  of  page . Text inset must be considered in

designing indents.

Justify

To justify a l ine of text is to fit the line to a box or column width, so the text will have
uniform left  and r ight  margins.
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ern

Kerning adjusts the amount of white space between letter pairs. The term can be used

both as a verb and as an adjective: to kern the pair; it is a kerned pair.

QuarkXPress uses tables bui lt  into the font to per form kerning automatical ly.  Manual
kerning can be accomplished in increments of .005 (1/200) of an em space.

eading

Leading, in tradit ional typesetting, meant the space between l ines. Originally, strips
of lead alloy were used to increase the space between lines. In desktop publishing the
t e r m  h a s  c o m e  t o  m e a n  t h e  m e a s u r e m e n t  o f  s p a c e  o c c u p i e d  by  a  l i n e  o f  t ex t  a  m e a s u r e d

from baseline-to-baseline. A leading value includes the font size plus the space

between l ines. Leading has taken on the same meaning as the tradit ional typesetting
term l inespace.

etterspacing

In QuarkXPress, the horizontal space between letters is adjusted by tracking. Positive
tracking values increase letterspacing, negative tracking shrinks the space between
se lec ted  charac te rs .

igatures

A ligature is a single character used to represent two or more characters. While their
use is not as common as it once was, l igatures can stil l  be found in some fine

typesetting. Examples of common ligatures include fi, ff, and fl.

inespacing

Linespacing is a traditional typesetting term which has been replaced by the term
leading in desktop publ ishing.

nk

In QuarkXPress, to l ink is to join text boxes together to make the text of a story flow
from one box to another.

paque

Opaque means non-transparent. In QuarkXPress, opacity of boxes and l ines is
control led by the Transparent and Run-around choices in the Modify command.
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Optional hyphen

See  D iscre t ionary  hyphen .

Origin

The origin is the point at which the zero-points of the rulers at the top and left of

the document window intersect. The default setting is the upper-left corner of the
p a g e . The origin can be moved to facil itate measurement on the page and to
control  manual  t i l ing.

Orphan

A single word or hyphenated port ion of a word which makes up the last l ine of a
paragraph is cal led a widow. A widow which is carr ied to the top of a new column o

new page is called an orphan.

Page number characters

Page number characters  -  Current  Page Number,  Next  Box Page Number and
Prev ious  Box  Page Number a r e  s p e c i a l  c h a r a c t e r s  u s e d  t o  r e p r e s e n t  t h e  p a g e

numbers of the previous box, current box and next box. These are used for page

numbering and to direct the reader's attention to the page f rom wh ich  or  on  wh ich

a story is continued.

Parent box

In QuarkXPress, a parent box is any text or picture box that holds another box or l ine

Pica

Pica is the base measurement in American typography. There are six picas to the incl
Picas generally are used to measure horizontal l ine space.

Point

A unit  of  measure in typography is the point.  One point tradit ional ly equaled 1/12
pica or just under 1/72 inch. But, in QuarkXPress and most other electronic
publishing applications, one point is exactly 1/72 inch.

Registration mark

A registration mark is a mark printed in the a page margins and used for l ining up

c o l o r  s e p a r a t i o n s ,  s p e c i f y i n g  t i l i n g  s e c t i o n s ,  o r  t o  d e l i n e a t e  t h e  e d g e s  o f  a  p a g e  s m a l l e

than the paper used for print ing.
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esolution

Resolution is the precision of representation, which determines accuracy of
reproduction and dist inctness of visual  elements. For printer output and computer
screens, resolution is defined in dots per inch (dpi). The more dots per inch, the finer
the resolution. The resolution of the Macintosh screen and ImageWriter is 72 dpi, the
LaserWriter prints at 300 dpi, and high-resolution phototypesetting devices print at

1 2 70 - 2 5 4 0  d p i .

everse

Reverse is a descriptive term used to describe light letters on a dark background.

ules

Vertical and horizontal rules are l ines which are used as graphic elements on a

typeset page. Generally, rules should not be thinner than one-half point. Rules smaller
than one-half point should not be set unless the document will be printed on a high-
resolut ion pr int  device.

un-around

Run-around is a QuarkXPress feature which automatical ly f lows text around a box,
picture, or l ine.

cale

To scale is to reduce or enlarge according to a fixed ratio. It is used in QuarkXPress
for resizing pictures and text.

ection

A section is a group of sequential ly numbered pages. A document may contain
s e ve r a l  s e c t i o n s .

eparat ions

See Color separations.

erifs

S e r i fs  a r e  t h e  s h o r t  s t r o ke s  w h i c h  p r o j e c t  f r o m  t h e  m a i n  s t r o ke s  o f  a  c h a r a c t e r.  S a n s
serif (without serifs) fonts have the same weight and thickness throughout.
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Set solid

When leading equals point size, l ines are said to be set solid, and are almost flush

against the l ine above and below.

Soft hyphen

See D iscret ionary  hyphen.

Spot color

Spot color is used as a design element to highlight certain features within a documen
A document may have one or more spot colors. QuarkXPress prints text and graphic

assigned a given spot color onto a separate "plate" so that each page in a document
may be reproduced in more than one color.

Story

A story, in QuarkXPress, is text that occupies a single, unlinked text box or l inked
chain of text boxes.

Style sheet

S t y l e  s h e e t s  i n  Q u a r k X P r e s s  a l l ow  u s e r s  t o  s ave  c h a r a c t e r  s t y l e s ,  t a b s ,  a n d  m a r g i n s .

Once created, style sheet format information can be applied to any paragraph.

Tab

A tab is set to align text or establish line indents at a predetermined location.

Text type

Text type is 14 points or smaller. It is used to set large blocks of text. You are currentl
reading text type.

Text inset

Tex t  i n s e t ,  i n  Q u a r k X P r e s s ,  i s  t h e  d i s t a n c e  w h i c h  s e p a r a t e s  t ex t  f r o m  t h e  e d g e s  o f  i t s

text box. The default text inset for QuarkXPress is one point.

Thumbnai ls

Thumbnails are miniature representations of entire pages used to evaluate design an
t o  s e e  t h e  p l a c e m e n t  o f  t e x t  a n d  g r a p h i c s  o n  m o r e  t h a n  o n e  p a g e at a t ime.
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'iling

Til ing is the process by which a document larger than the paper to be printed on can
b e  b r o ke n  i n t o  s e c t i o n s  t h e  s i z e  o f  t h e  p a p e r,  a n d  t h e n  a s s e m b l e d .

racking

Tracking allows adjustment of white space between selected characters and words. By

specifying positive or negative tracking values, overall letterspacing can be adjusted.

ransparent

In QuarkXPress, items that are behind a transparent box can be seen.

ype style

In QuarkXPress, type style refers to variations of a given type design (font) such
as bold, italic, outline, etc. The various type styles are available for each font and
each font size.

Inlink

To unlink, in QuarkXPress, is to break l inks between text boxes so that text wil l  not

f low automatical ly from box to box.

V idow

A single word or hyphenated portion of a word which makes up the last l ine of a

paragraph is called a widow. A widow which is carried to the top of a new column or a

new page is cal led an orphan.

-height

X-height is the size of the lowercase "x" in a typeface. The term x-height refers to the

s i ze  o f  t h e  m a i n  e l e m e n t  o f  t h e  c h a r a c t e r.  X- h e i g h t  i s  n o t  t h e  s a m e  a s  t h e  fo n t  s i ze .
Font size isa combination of x-height plus the length of the ascender and descender.
The larger the x-height, the shorter the ascenders and descenders. A block of text with

large x-height appears darker on a page than the same text set in a font with a
smal ler  x-height .
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QuarkXPress Symbols

9 0

T h e  C o m m a n d  Key

•
The  Mover  Too l

X
The Editing Tool. Use this tool for word processing functions in text boxes with the

pointer I  and the insertion bar T. and for moving i l lustrations around in picture boxes
wi th  the  hand po inter  ( ) .

A

The Text Box Creat ion Tool

I X I

The Rectangle Picture Box Creation Tool

8

The Rounded-Corner Rectangle Picture Box Creation Tool

®

The Oval  Picture Box Creat ion Tool

+

The Orthogonal  L ine Creat ion Tool

The L ine Creat ion Tool

The  Ar row Creat ion  Too l

K

The Double-headed Arrow Creat ion Tool

GL-14 G LO S S A R Y



tuarkXPress Symbols, cont.

D

The Text  Box Linking Tool  or  Intact  Chain Icon

D

The Text  Box Unl ink ing Tool  or  Broken Chain  Icon

The Arrow Pointer

The Text Edit ing or I-beam Pointer

The Text Insert ion Bar

M

The P ic ture  Moving Pointer

The Crosshair Cursor is used for drawing boxes and lines, and the Crosshair Pointer for
e d i t i n g  f r a m e s .  T h e  C ro ss h a i r  C u rs o r  i s  a l s o  u s e d  t o  s e l e c t  c o l o rs  f ro m  t h e  c o l o r  w h e e l .

D

The Box Resiz ing Pointer
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