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Welcome

Welcome to ClarisImpact

Welcome to the Clarisimpact™ application from Claris Corporation. ClarisImpact
—— is a smart, integrated business graphics program that allows you to create, edit, and
é communicate attractive, professional-looking business graphics quickly and easily.

Clarisimpact

application icon ClarisImpact documents share functions and features with other Claris

products. If you’ve used the ClarisWorks™, MacDraw™, or MacWrite™
applications, you'll find many similarities.

Clarisimpact documentation

ClarisImpact comes with several Claris publications designed to help you learn
and use ClarisImpact.

Getting Started

Use Gerting Started to install the ClarisImpact application and supplemental
files on your hard disk.
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Getting Started also introduces you to the basics of Clarislmpact. It includes a
hands-on, step-by-step tutorial that you can complete all at once or a chapter at
a time.

User's Guide
The User's Guide provides in-depth explanations and step-by-step procedures
for using Clarislmpact. Because it’s organized by task, you can easily find
information as you work.

The User’s Guide also contains appendixes that provide information on
QuickTime and Publish & Subscribe.

Quick Reference

The Quick Reference lists keyboard shortcuts and shows you the Clarislmpact
palettes and tools. The Quick Reference acts as a reminder once you've worked
through the tutorial and reviewed the User’s Guide.

Onscreen Help

ClarisImpact Help provides you with onscreen, step-by-step instructions and
reference information while you're working in Clarislmpact. You can easily
search for topics and move from one topic to another in the Help system. If you
are running Apple System 7 or greater, you can also use Clarisimpact Balloon
Help. For more information about the Help system and how to use it, see
“Using onscreen Help” on page 1-21.

Using this book

This User's Guide provides comprehensive, step-by-step instructions and
reference information, It's task-oriented, so you'll probably use it to read
about specific tasks and procedures instead of reading it from cover to cover.

Step-by-step instructions

Specific how-to instructions are included in each chapter. These numbered
steps are easy to spot because of their distinctive font and size. For example:

1. Choose Master Skide Styles from the View menu.

W-2



Explanatory information may follow the step (indented and in type like
this). If you are already familiar with the topic or just want to follow the
steps quickly, you can skip to the next numbered step without reading the
background material.

Other conventions

This book presents special information in the following ways:

*

Note messages give extra information about a procedure.

Tip messages provide helpful information or describe a different way to
do something.

Important messages alert you to situations that requires special attention,
such as an action that you cannot undo.

Text that you should enter from your keyboard appears like this:

This is text you enter from the keyboard.

New Claris products users

If you are new to Claris products or want a complete understanding of
ClarisImpact:

Carefully work through the tutorial sessions in Gerting Started to get a full
understanding of what ClarisImpact can do for you.

Practice using the application while reading this book. particularly
chapter 1, "“ClarisImpact overview,” and chapter 2, “Clarisimpact basics.”

As you begin to use the program’s powerful tools, be sure to read the
applicable chapters in this book to take full advantage of all features
available to you.

Note If you are new to the Macintosh, you need to learn about Macintosh
conventions, such as how to use the mouse and work with disks. Refer to
the documentation that came with your Macintosh for this information.

Welcome to ClarisImpact W-3
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Advanced users

If you’re experienced with other Claris products, you can start using
ClarisImpact right away. Here’s a good approach:

If you want hands-on experience right away, skim or work through the
tutorial sessions in Getting Started to get an understanding of what
ClarisImpact can do for you.

In this book, pay special attention to chapter 3, “Understanding models and
styles.” Styles are a powerful feature and are unique to ClarisImpact.

As necessary, review chapters in this book to learn more about specific
procedures.
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Chapter 1

ClarisImpact overview

This chapter introduces you to ClarisImpact documents, windows, and tools,
and the Help system. This is not a how-to chapter. For instructions on using

different document types, tools, and features, see chapters 2 through 14. You
can also find information electronically in the ClarisImpact Help system and
System 7 Balloon Help. For more information on Help. see “Using onscreen
Help” on page 1-21.



About Clarisimpact

ClarisImpact offers a comprehensive selection of automatic charting and
presentation features, as well as drawing tools and simple word processing.
You can easily create organization charts, flow charts, network diagrams,
timelines, outlines, calendars, tables, and data charts using predefined or
customized style options. Because the graphics created with models are
intelligent, you can modify your work to create professional graphic effects
by making style choices. With element and model styles, changes are
reflected instantly across the chart or selected portions, eliminating the need
for repeating changes and recreating commonly used graphic effects.

Because text and presentation tools are seamlessly integrated, you can
produce overhead or onscreen presentations, or publication-quality reports.
Since these documents contain your smart diagrams and charts, you don’t
lose any data; editing has never been easier,

Now. with a single application, you can quickly create, edit, and communicate
professional-looking business graphics in reports’and presentations. You don’t
need 1o master or switch between multiple applications and you don't have to
be a graphic artist to achieve impressive results.

Adding information to documents

ClarisImpact offers many powerful tools for creating high quality business
graphics. For example, you can open a Clarislmpact document and create an
organization chart. Working in the same document, you can use draw tools to
dress up the chart and then add text frames to display additional information.
In any ClarisImpact document, you can:

= automatically create models (organization charts, flow charts, tables, data
charts, timelines, outlines, and calendars)
®  draw shapes. lines, curves, and other graphics

m  combine graphics with word processor quality text handling

Clarislmpact overview 13
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Adding business graphic models
In ClarisImpact, the term model means any of the business graphics you can
make with the model tools on the tool panel. Models are intelligent graphics
that are easy to create and edit as you update your data. Using the model tools,
you can add graphics to your documents automatically. You can also make
instant edits without losing any data. With models, you don’t need to create
graphics from scratch or use several applications to make modifications.
You can add the following models to any ClarisImpact document:
= organization charts
m flow charts
= tables
= data charts
= timelines (also called Gantt charts)
= outlines

= calendars
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ClarisImpact comes with several professionally designed styles for models and
chart elements. These styles are grouped into families of similar styles. When
you add a model to a document, you can use a predefined style or you can make
your own design. For information on model and element styles, see “Using
model styles” on page 3-6 and “Using element styles™ on page 3-10.

Examples of models

Organization chart

This section gives examples of the kinds of models you can make. For
information on adding models to a document, see “Creating models™ on page
3-3. For information on changing the appearance of a model after you add it to
a document, see chapter 12, “Working with objects.”

Organization charts show the structure of an organization and the relationships
among employees. With ClarisImpact organization charts, you can easily keep
track of organizational changes. For information on organization charts, see
chapter 4, “Making organization charts.”

Claristmpact overvien 1-5



You can use flow charts to visualize, communicate, and track steps in complex
tasks. You can also set up a custom network diagram using the Computer
Network symbol library. For information on flow charts, see chapter 5,
*Making tlow charts.”

Flow chart —
Lorem 1paum
dolor sit amet
With tables, you can present and manage any information that’s suited to a
tabular format, such as comparison charts or expense reports. You can choose
from several ClarisImpact table formats. For more information about working
with tables, see chapter 6, “*Making tables.”
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Pie chart

Bor chort

Timeline

[f you want to turn numbers into pictures for quick comprehension, you can
create data charts—graphics that represent numerical data. ClarisImpact comes
with a variety of data chart styles, including: area, bar, hi-low, line, pictogram,

pie, and scatter. For more information on working with data charts, see
chapter 7, “Making data charts.”

Wiorem t
Biwem 2

Cliorem 2

ClarisImpact also helps you graph project tasks using timelines (also called
Gantt charts). Timelines represent tasks as bars on a time scale. For
information on timelines, see chapter 8, “Making timelines.”

Lorem lpsum  Disn, 1993 Disen, 1933 Diam, 1992
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Clarislmpact overvien



Outline

(olendar

With outlines, you can organize and prioritize your ideas.” You can choose
from several preset outline styles, or you can create your own format. You can
also turn outlines into organization charts. For information on outlines, see
chapter 9, “Making outlines.”

|. Lorem
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1. Nonurmny ribh ¢
2 Magna aliquarm |

B. Dolor sitamet
Il. Ipsum
[II. Lorem Ipsum

To organize personal or work-related activities, you can create monthly or
yearly calendars. On monthly calendars, you can enter events for individual
days, and banner events that last several days. For information on calendars,
see chapter 10, “Making calendars.”
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Drawing

You can draw directly on any Clarisimpact document page with the draw or
shape tools. For example, you can draw an arrow in a presentation document
and fill it with a gradient. For information about using draw and shape tools,
see “About the palettes” on page 11-7.

Lorem Ipsum

»Lorem
Ipsum
Arrow drawn with
gradient fill
Rectangle drawn —————
with gradient fill
Adding text
You open a report document when you want to work primarily with text.
However, you can add text frames to any ClarisImpact document using the text
tool. For example, you can make a text frame in a drawing document to explain
a section of an organization chart. You can also add special text frames called
notes to post reminders. You can hide or show notes in a document. For more
information on report documents, text frames, and notes, see chapter 13,
“Working with text.”
Text frame —— Lorem Ipsum Dolor Sit Amet
Lorem ipsam
14 | B psum 1
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Clarisimpact document types

Report —

1-10

With ClarisImpact, you can work with three different kinds of documents:
drawings, reports, and presentations. Whenever you start the ClarisImpact
application, you see the New Document dialog box and you can choose the
kind of document you want to open.

In each of these documents, you have all the standard ClarisImpact tools. For
example, you can use the model tools to add charts to any ClarisImpact
document. The documents differ mainly in the document format and the kind
of output you get. Drawing documents have a graphics grid to aid in positioning
objects accurately. You can also change the drawing size so your work can span
multiple pages. Report documents are word processor based, with consecutive
pages that can have a title page, header, footer, and footnotes. Presentations
present your data in consecutive pages or views with a common background.
You can produce overhead or slide presentations or deliver onscreen

slide shows.

Presentation Drawing

o

For information on opening any of these documents, see “Creating a
document™ on page 2-2. For information on using drawing documents, see
“Working with drawing documents™ on page 11-3. For information on using
report documents, see “Working with reports™ on page 13-3. For information
on using presentation documents, see chapter 14, “Making presentations.”



Style bar ———

Draw fools

Shape tools

Drawings

You use drawing documents primarily for charts and graphics that need to be
printed on more than one page—or for precise placement of elements on a
page. When you first open a drawing document, you see a single page that can
grow vertically and horizontally as you add information. Notice the gridlines
in the working area of a drawing document. These gridlines help you draw and
align objects such as models, rectangles, circles, lines, and polygons. (For more
information, see “Using the graphics grid” on page 11-4.)

% File Edit Uiew Layout Arrange Tent IWindow

Working orea

100 | ot hll] ] [=-[m)

A drawing document is a good choice for projects like these:

®  making large timelines or organization charts with a multipage layout

®  creating multiple monthly or yearly calendars that print on separate pages
= adding charts or graphics to preexisting drawings

= placing and precisely sizing chart models

For information about using draw and shape tools, see chapter 11, “Drawing.”

For information on manipulating objects once you’ve drawn them, see
chapter 12, “Working with objects.”

¢ Tip Drawing documents are especially useful for complex page layouts—
you can add linked text frames so text flows from one frame to the next. For
more information, see “Working with text frames™ on page 13-7.

Clarismpact overview -1



Reports

Reports are a good choice for documents that are primarily text based, but
may include graphics. ClarisImpact reports offer a comprehensive set of
word processing features. You can also add models and other illustrations to
your text. Think of a report as a word processing document that can contain
editable graphics and charts.

% File Edit Diew Layoul Arrange Tent Window

Untitled | - Report ey
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L il
Texd ruler | EFEEE EEE style
palette

Text inserfion point —— [ _ 1 Text
= | clor
| paleite
=

I-beam pointer in S I

the working area
100 il | Puge 1 bz iiie i L]

Page indicator —
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When you first open a report, you see a single page. As you add information,
ClarisImpact adds pages and text flows from page to page. You can change
your view of the pages to horizontal or side-by-side.

ClarisImpact is preset to display the text ruler in a report. Use the text ruler to
set indentation, tabs, line spacing, paragraph alignment, and columns. Notice
the text insertion point, a blinking cursor at the top-left corner of the working
area, showing where you can enter information. You also see the I-beam
pointer when you position the pointer in the working area.

Al the bottom, left corner of the document window, you see a page indicator

that shows the current page number. If you double-click this indicator, you can
go directly to a page in the document. For more information, see “Going to a
page” on page 13-39.



Title of slide

A report document is useful for projects like these:
= outlining and writing business plans and reports
= writing articles and bulletins

m composing letters, memos, and general correspondence

For more information about using ClarisImpact reports and other text
features, see chapter 13, “Working with text.”

Presentations

You use a presentation document to create slides and overheads that share a
common background, or master slide, and size. You can also use a presentation
to set up and run a slide show from ClarisImpact.

Slide show control

| % File Edit Uiew Layout Arrange Text Window |
fli————— Untitled | - Presentation=——— | — |
!;!. OEJe.B] HYEE/E] Alkdee] Q] °  [F](R] |

: &

[Tk for Title

Body of slide

K A

|Click for Body

e/ @l

Add slide control

o]

l Slide indicator
Slide navigation control
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A new presentation document has a single page. You can add slides to your
presentation and you can change the document size. In the presentation
window, the working area contains two placeholders for the slide’s title and
body text. As soon as you type in the placeholders, the information you enter
replaces the words Click for Title and Click for Body. Notice the slide show control
on the right of the style bar. You can click this control to view your slides on
your Macintosh screen. (To stop a slide show, press Command-period.)

Other slide controls make it easy to work with your presentation. You can use
the add slide control on the lower left side of the tool panel to add slides. The
slide indicator gives you easy access to individual slides or a master slide,
which contains slide background settings. You can move to different parts of
a presentation using the slide navigation controls.

ClarisImpact comes with professionally designed master slides to help you
build your presentations. You can choose from a variety of backgrounds and
borders, or you can create your own.

For special presentation effects, you can add QuickTime movies for onscreen
animation and use special effects such as looping or fading from one slide to
the next. For information about QuickTime, see appendix A, “Working with
QuickTime movies.”

A presentation document is useful for projects like these:

®  making visuals for a speech or a sales pitch

B setting up a self-running demonstration for a trade show or showroom floor

®  creating lessons for a training session

For information about presentations, see chapter 14, “Making presentations.”



Clarisimpact windows

Style bar

The contents of a Clarisimpact document appear in a window, with the name
of the document in the title bar and standard controls for closing and resizing
the window. Although the working area appears different in each type of
document, the document window looks similar. In each of the ClarisImpact
documents, a style bar appears under the title bar with controls for changing
the appearance of objects and text.

The tool panel, to the left of the working area, also looks the same in every
ClarisImpact document. In drawings, reports, and presentations, you can use
these tools to add models and text frames and to draw and select objects.

Document nome

[
=——— Untitled | - Drawing ===

2 A

Tool panel

Toom confrols

—
i

= :

f

On the bottom of the window, you see the zoom controls. You can use these
controls to change your view of the working area. For more information on the
zoom controls, see “Getting a closer look at your document™ on page 2-15.

To improve your view, you can arrange the document windows on your
Macintosh screen and you can have more than one window open at a time.
For information, see “Working with document windows” on page 2-12.
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Clarisimpact tools

In all ClarisImpact documents, you can use the tools on the tool bar and the
style bar to create and edit graphics and other information.

Fill controls Pen controls  Text style controls Shadow control
|
Selection fool Library
Tex! tool control
Madel fools —
Drawfools —
Shape fools

This chapter gives a brief overview of ClarisImpact tools. For detailed
information on working with these tools, see the following sections of
this manual:

For more information on See

Text tool “Working with text frames™ on page 13-7

Models Chapter 3, “Understanding models and styles™

Draw and shape tools *Using the draw and shape tools” on page 11-16

Fill, pen, and shadow controls “Fill palettes™ on page 11-10 and “Pen palettes” on
page 11-11

Text style controls “Using custom text styles” on page 13-34

Library control “Using libraries™ on page 12-21

1-16



Tool panel

Much of the work you do in Clarisimpact involves the tool panel—an icon
located on the left side of the document window of all ClarisImpact documents.

To add a model or a text frame, choose the tool from the tool panel and then
drag the pointer diagonally on the page. To draw or add shapes, choose a tool
from the draw tools or shape tools palette and then draw on the page. For
more information about creating models, see “Using model styles™ on page
3-6 and “Using element styles” on page 3-10. For information about using the
draw or shape tools, see chapter 11, “Drawing.”

The table below shows the tools from the tool panel that you can use to insert
information in your document.

—
s

Type of information

Text

Outline

Table

Data chart

Organization chart

Flow chart

Timeline

Calendar

Line (opens draw tools palette)

B | ]| ]| G| | e ] | | o)

Star (opens shape tools palette)

After inserting information in your document, you can manipulate the
information. For example, you can align, group, and rotate an organization
chart. For more information on manipulating text frames, drawings, or models
once you've placed them in your document, see chapter 12, “Working with
objects.”
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Draw and shape tools

On the bottom of the tool panel, you see the controls for the draw tools palette
and the shape tools palette. A palette is a window with options you can apply
to an object or image. You can use the tools on the draw tools palette to draw
objects such as lines, ovals, and rectangles in any document. Try using the
eyedropper to apply styles to objects. Or, add notes to a document page with
the note tool. For information on notes, see “Working with notes™ on page 13-5.

Draw tool Tool name Use to
| Line Draw straight lines
ST
L | Arc Draw ares that curve between two points
] =)
ol=z El Right-angle Draw bent connecting lines between two shapes
zZlea connector
a s H Straight Connect two object points with a right-angled line
Draw tools palette connector
=] Rectangle Draw rectangles or squares
L_gj Rounded Draw rectangles or squares with rounded corners
rectangle
=] Oval Draw ovals or circles
=] Freehand Draw curving or irregular lines—{reehand objects like
those you draw with a pen or pencil
=] Polygon Draw shapes composed ol angles and straight lines, such
as triangles and stars
Bezigon Draw shapes with Bezier curves
@ Note Add a note that can be shown or hidden
Eyedropper Pick up and apply object attributes—such as pen color,
fill pattern, and line styles
You can also draw a variety of shapes with the shape tools in the shape Lools
TS IE] palette. To select these tools, click the shape tool and drag the pointer to choose
‘g g O g a tool from the palette. When you release the mouse button, the tool you chose
Sl § 5 appears on the style bar. For more information on working with the draw or
Dlalgo shape tools, see “Draw tools palette™ on page 11-8 and “Shape tools palette” on

Shape tools palette page 11-9.



Style bar

To change the appearance of objects or text in your document, you can use
the controls on the style bar. The style bar appears under the title bar of your
document and gives you controls for changing the appearance of objects
and text.

You can style an object’s fill color, pattern, and gradient as well as its pen (line)
width. With the text style controls, you can change text color and styles. Click
the text style control to see the text style palette, which contains several preset
styles. You can apply these styles to text or create your own styles. (You can
also style text with commands from the Text menu.) For more information on
styling text, see “Changing the appearance of text” on page 13-31.

Use the shadow control to create a drop shadow around objects. If you want to
save a copy of an object for future use, you can store the object in a document
library using the library control. For more information about libraries, see
“Using libraries™ on page 12-21.

Fill controls Pen controls  Text style controls Shadow control Library control

|
I |

The style bar looks the same in all three document types, except that in a
presentation you also see a slide show control to the left of the library control.
(For more information on slide shows and usin g the slide show control, see
chapter 14, “Making presentations.”)
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Fill, pen, text, and shadow controls

If you click the fill, pen, and text controls on the style bar, you see the fill, pen,
and text palettes. You can click and drag a palette onto the document page to
leave it open while you work. For more information on palettes, see “Working
with palettes™ on page 2-29.

[3— Fill Pattern =5

Arrow At Start
Arrow At End

Heading
Subheading
| Pegular fext
Ur gent
Important
e

Arrows At Both Ends

Note

Corresfion

By double-clicking the fill palettes, you can change the predefined fill color,
fill pattern. or gradient of an object. With the pen palettes, you can change the
color, pattern, and style of the lines that form the borders of an object. With the
arrow/dash palette, you can change the style of arrows and dashes in a
document. For more information on working with the fill, pen, and arrow/dash
palettes, see “Fill palettes™ on page 11-10 and “Pen palettes™ on page 11-11.

With the text color palette, you can change the color of text. With the text styles
palette, you can apply existing styles, or open the Define Custom Styles dialog
box to add or modify custom styles. For information on working with custom
styles, see “Changing the appearance of text” on page 13-31.

With the shadow control, you can create a drop shadow effect for objects. For
more information about the shadow control, see “Adding a shadow to an
object™ on page 11-12.



Using onscreen Help

In addition to the printed manuals, ClarisImpact offers two sources of onscreen
information. Clarisimpact Help and Balloon Help both provide quick access to
information about the application.

About Clarisimpact Help

ClarisImpact Help gives you onscreen instructions and reference information
you can use while you're working with ClarisImpact documents. Using
onscreen Help offers you several advantages. You have direct access to the
Help system on the computer screen as you work. And, because the system is
computer-based, you can easily search for topics and move quickly between
related topics and from one topic to another.

You have two search capabilities that help you find the information you want.
You can search for text, or you can choose from a list of keywords that guide
you to appropriate topics in the Help system. The Help system also contains a
troubleshooting section and a glossary that defines terms used with the
ClarisImpact application. As you work with topics in the Help system, you can
add your own comments to the system and keep them as electronic notes.

If you're like many new computer users, you may be hesitant to use onscreen
Help because you're more familiar with printed books. Clarisimpact Help is
easy to use and can provide you with an effective and efficient method of
learning. The more you explore it, the more comfortable you'll feel about
using it.

Opening Clarisimpact Help

You can open Clarisimpact Help when you have the Clarisimpact application
open. If you have a Clarislmpact document open, you can leave it open as
you look up topics in the Help system. You can then switch back and forth
between your Clarisimpact document and a Help screen when you need more
information. For more information about opening the Clarisimpact application,
see “Working with document types™ on page 2-2.

If you want descriptions of the Help navigation buttons, you can use Balloon
Help with ClarisImpact Help. To do so, follow the steps in “*Using Balloon
Help™ on page 1-24.
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Help navigation buttons

To open Clarisimpact Help:

1. With the Clarislmpact application open, choose Help from the Apple menu (or press
Command-?).
If you have an extended keyboard, you can also press Help. In System 7, you
can also choose Carisimpact Help from the Help menu—the question mark in
a balloon in the upper-right corner of the screen.

Clarisimpact Help mmeee— 5

Contents

a ClarisImpact
*-* Help Contents

 Use the scroll
Welcome to Clarisimpact Help Click one of the underlined titles to begin bar ' n viow P
exploeing Help bopics. additional topics
lick for information on - About Help
navigating through Help About Clariskypact
Help topics I Glossary

1-22

Keyboard Shortcuts

T

You see the Help window, with its Help navigation buttons and an
interactive table of contents for the Help system.

2. Find a topic you want to see more information about.
You can use the scroll bar to view additional Help topics.
3. (Click a topic to go to the information you want.

If you want instructions on how to use Help, choose About Help. This topic
explains how the system is organized, how to move around in the system,
and how to find the information you want.



4. After you review the information, you can click any of the Help navigation buttons to navigate
through the Help system:

Click this navigation button For this option

(1

Return to the table of contents from anywhere in the system
= See a list of keywords that relate to a topic or group of topics.
i When you select a keyword, related topics appear.

Search through Clarislmpact Help for selected text

Return to the previous Help screen

Move backward within a topic category

Move forward within a topic category

Add comments to a topic

R =22

Working with the Help window

You can continue to open, close, and work with Clarislmpact documents while
the Help window is open. You can move the Help window to a different part of
the screen to make it more convenient to read as you work. To move the Help
window, drag it by its title bar.

¢ Tip If you are using a smaller screen, you can arrange windows for easy
access by dragging the Clarisimpact document window and the Help
window into a “stack,” so the corners overlap. Then, you can click a corner
of any one of the stacked windows to bring that window into view.

To close the Help window, click the close box in the upper-left corner of
the window.
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Using Balloon Help

If you are using System 7 software or later, you can use ClarisImpact
Balloon Help to see brief descriptions of Clarislmpact tools, as well as
information about dialog boxes and menus. Help balloons are preset to be
hidden from view.

To use Balloon Help, choose Show Balloons from the Help menu (the question
mark in a balloon in the upper-right corner of the screen). When you no longer

need Balloon Help, choose Hide Balloons. (Show Balloons aliernates with Hide Balloons

in the Help menu.)

When Help balloons are visible, you can open ClarisImpact Help to get more
information on the balloon topic you're reading about. To do so, show balloons
and then follow the steps in “Opening Clarislmpact Help” on page 1-21.

Other Clarislmpact features

After you insert information in your documents and style it with the tools and
palettes, you can use several other Clarisimpact features to enhance your
documents:

1-24

Libraries—Create collections of objects you want to reuse in documents
and store these objects in libraries. You can view and edit the items
whenever you want. To place an image in a document, drag the image out
of the library and drop it on a page. For more information, see “Using
libraries™ on page 12-21.

Master objects and clones—The images you store in libraries are called
masters. Drag an object out of the library and drop it directly on a page to
create a clone. Clones update whenever you change the master object. For
more information, see “Using libraries™ on page 12-21.

QuickTime movies—If you've installed QuickTime and use System 6.0.7
or later, you can place movies in your Clarislmpact documents. For more
information, se¢ appendix A, “Working with QuickTime movies.”

Svstem 7 Publish & Subscribe—Share information with other documents
and applications, and send and receive updates when the data changes. For
more information, see appendix B, “Using System 7 Publish & Subscribe.”



Where to go from here

This chapter provided an introduction to ClarisImpact features. The rest of the
manual gives step-by-step instructions for creating and working with different
types of Clarislmpact documents. For help while you work with the
ClarisImpact application, see the ClarisImpact onscreen Help system.

For more information on See

Opening and modifying ClarisImpact Chapter 2, “ClarisImpact basics™

documents

Adding models and using model and Chapter 3, “Understanding models and styles™

clement styles

Working with specific models Chapters 4 through 10)

Drawing and manipulating objects Chapter 11, “Drawing” and chapter 12,
“Working with objects.”

Using Clarislmpact text features, including Chapter 13, “Working with text”
reports, notes, and text frames

Creating presentations and slide shows Chapter 14, “*Making presentations™

Using QuickTime movies appendix A, “Working with QuickTime
movies.”

Using System 7 Publish & Subscribe appendix B, “Using System 7 Publish &
Subscribe.”

Using the Clarisimpact Help System “About Help™ topic in the Clarislmpact Help

System and Clarislmpact System 7
Balloon Help
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Chapter 2

ClarisImpact basics

This chapter gives step-by-step instructions on activities that are common to
drawing, report, and presentation documents. It describes standard Macintosh
and Claris operations for managing files, windows, views, and setting
preferences.

Working with document types

In the ClarisImpact application, you can create and work with three types of
documents—drawings, reports, or presentations. You can use the ClarisImpact
charting, drawing, and text creation features in each document type.

Creating a document

You can create a document when you first start ClarisImpact, or after
g ClarisImpact is already running.

. To create a new document:
Application icon € 08

1. Double-click the Clarisimpact application icon to start Clarisimpad, if necessary.

22



2. (Choose New from the File menu.

You see the New Document dialog box. The preset document type is
Drawing.

New Document

Drawing
# || Create models and drawings that can span
multiple pages

Report
Create or edit formatted text documents and
tegrate them with graphics

|_,.—.J_ Presentation
-_Ej q Design and produce overhead or slide

presentations, or deliver onsoreen stide shows

Stationery
Open... | [ Cancel | l 0K n

3. Select the type of document you want by dlicking the icon for the document type and then
clicking OK (or you can double-dlick the icon).

The new document opens on the desktop. ClarisImpact names it Untitled
followed by the document type. Clarislmpact numbers documents in the

{a

order in which you create them. If you want to open an existing document

instead of creating a new one, click Open.

You can give a document a new name when you first save it. For details
see “Saving a document™ on page 2-5.

If you select a document type and then decide you want to use the same da
in another document type, you can transfer your work (drawings, charts,
and text) by cutting and pasting with the Clipboard.

o Tip In the New Document dialog box, you can use the arrow keys or the
Tab key (Shift-Tab to move backwards) to move the selection from one

La

type of document to another. To create a new document quickly, you can

press Command-1 to create a drawing document, Command-2 to create
report document, and Command-3 to create a presentation document.

Claristmpact basics

d
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+ Note The Stationery pop-up menu lists the stationery documents you
can use. For more information on stationery, see “Using stationery™ on
page 2-27.
Managing documents

This section describes how to open, save, close, print. and share documents.

Opening a document

You can open a document from the desktop or from within ClarisImpact.

To open a document from within ClarisImpact:
1. Choose Open from the File menu.
You see the Open dialog box.

Open
Current ——{& Clerisimpact v ]
O Clarisimpact Styles ; — Hard Disk—f— Current dlsk
Available documents D sample =)
{PC

Show: | Rll available

2. Select the name of the document or stationery you wani, and dick Open (or double-click
the document name).

You can use the scrolling list, the pop-up menu above the list, and the Eedt
and Desktop buttons to locate the document. Refer to the documentation that
came with your‘Macintosh if vou need help.

Use the Show pop-up menu at the bottom of the dialog box to change what
type of documents you see in the list of available documents.

24
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o

Sample
Document icon

The document opens. You can open as many documents as memory allows.
If your computer doesn’t have enough memory to open a document,
ClarisImpact displays a message to let you know.

¢ Note To open a document from the desktop, double-click the document

icon.

Saving a document

Current location

You use the Save command to update an active document with the most recent
changes you’ve made. When you want to make a copy of a document with the
changes, and you also want to keep the original document unchanged, use the
Save As command to give the new version a different name or location.

You can also save a document as stationery. For more information, see
“Using stationery™ on page 2-27. For information on saving a document in
another format for use in a different application, see “Exporting a document”
on page 2-11.

Saving the first time

The first time you save a document, you can name it by using Save As from the
File menu.

To save a new document;

1. Make sure the document you want to save is active (dlick anywhere in the document).

2. Choose Save As from the File menu.

You see the Save As dialog box.

Save As pop-up menu —

i Desktop
[T
Save As... !ml
-

£ Clarisimpact ¥

 Clartsimpnrt = Hard Disk +—— Current disk

O Clarisimpact Styles
U sample

|3

Untitied 1 Drawing | S YA

Clarishmpact basicy 2.5



3. Choose another folder or disk if you want to save the document in o different location.
4. Type a name for the new document in the Save As box.

You don’t need to delete the Unfitled text first; you can just start typing to
replace the selected text in the box.

5. Click Save.

The document’s new name appears at the top of the window where Untitled
was before.

Saving as you work

To save a document you’ve previously saved, choose Save from the File menu.
ClarisImpact saves any changes you've made since you last saved the
document and leaves the document open.

Saving under a different name

Saving a document under a different name is useful when you want to make
changes and also retain a copy of the original document.

To save a document under a different name:
1. Make sure the document you want to save is active (click anywhere in the document).
2. (Choose Save As from the File menu.

You see the Save As dialog box.
3. (Choose another folder or disk if you want to save the document in a different location.
4. Type a new name for the document.
5. (Click Save.

ClarisImpact makes a copy of the document using the new name, complete
with any changes you've made since the last time you saved. The newly
named document stays open on the screen. The original closes and keeps
the old name.

Closing a document

It's always wise to close documents and windows before you quit ClarisImpact
and before you shut down the Macintosh, because you’ll be less likely to
discard unsaved changes.
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To close a document or window:
1. Click anywhere in a document to activate the window.
2. Click the close box, press Command-W, or choose Close from the File menu.

If you have multiple windows open, the next window is activated as soon
as you close the active window.

If you haven’t saved the document or recent changes to it, you're given the
opportunity to save the document.

To close all windows at once, hold down the Option key and choose Cose from
the File menu. Or, hold down the Option key and click the close box of the
active window,

Printing your work

Before you try to print a document for the first time, be sure your printer is set
up properly. When you first use your printer, or when you change printers, you
need to identify the printer to the Macintosh system software. You do this with
the Chooser desk accessory. For complete information. and for information on
using the Chooser on a network, see the manual that came with your printer.

Preparing to print

Most printers are preset to print on 8.5-by-11-inch paper, using vertical
orientation (the long way), and 100% scaling. Before you print a document,
you can change these options by choosing Page Setup from the File menu.
For a detailed description of options in the Page Setup dialog box, see the
documentation that came with your Macintosh or your printer.

o Tip Only the current, open document is affected by changes you make in
the Page Setup dialog box. You can, however, save the document as
ClarisImpact stationery and preserve the settings for future use. For more
information, see “Using stationery™ on page 2-27.

Printing a document

Most printers are preset to print one copy of a document, all pages, no cover page,
and on paper fed automatically from the paper cassette. For a detailed description
of options in the Print dialog box or on the printable margins of your printer, see
the documentation that came with your Macintosh or your printer.
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To print a document:
1. With the document open, choose Print from the File menu.

You see the Print dialog box. The dialog box looks different if you're using
a printer other than a LaserWriter or a different printer driver.

Laserliriter 7.1 m
I:upies:lil Pages: ® Al O rrnm:| ] To: |
[ cancer
age

Cover Page: @ No ) First Page O Last P | _Fora range
Paper Source: @ Paper Cassette O Manual Feed Gf pages
Print: @® Black & White () Color/Grayscale

Destination: @ Printer () PostScript® File

Order: [[J Reverse Order Printing

Presentation: @ Print Slides () Print Handouts ) Print Both
[ Fit Slide To Page
Handouts

Stides per page [2 v] lggl

2. If you're prinfing o presentation, select the presentation options.
See “Printing your presentations on paper” on page 14-36.
3. (lick Print.

ClarisImpact prints the document.

To print a single copy of a document without opening the Print dialog box, hold
down the Option key and choose Print from the File menu.

Importing, placing, and exporting documents

You can share Clarisimpact documents with other applications in several
ways. If you want to work with a document created in another application,
you can import it. When you import a document, you make a copy of it in the
ClarisImpact file format and work with that copy. (File format refers to the
way an application organizes and stores the contents of a document.)

You can also place a file into a ClarisImpact document. This inserts the entire
contents of a document created in another application into an existing
ClarisImpact document.



If you want to use a Clarisimpact document in another application, you can
export it—save it in that application’s file format.

To share documents with other applications, the ClarisImpact application uses
special files called translators. These translators change the file format of a
non-ClarisImpact document into the ClarisImpact file format, or a
ClarisImpact document into a file format another application can use. Before
you import, place, or export a document, be sure the appropriate translators are
installed. For information on installing translators, see Getting Started.

Importing files
Import a document or graphics file when you want to work with it as a
Clarislmpact document. The changes you make affect only the ClarisImpact
document—the original file is unchanged.
To import a document or graphics file created in another application:
1. Within Clarisimpact, choose Open from the File menu.

You see the Open dialog box.

Open
5 Clarisimpact *
O Clarisimpact Styles = Hard Disk
0 Sample
__Open ]

Show: | All available

2. (Choose a file format from the Show pop-up menu.

The list of available files changes to show only documents in the file format
you chose. What you see in this pop-up menu depends on which translators
you have installed. (For more information, see Getting Started.)
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Show pop-up menu

210

3

Select the name of the file you want and click Open (or double-click the name).

ClarisImpact opens the document and adds the word Converted to the title.
You see a progress message as the conversion takes place.

Tip If you want to open a document from an application that isn't listed, try
this: open the document in the other application and save it in a format
that’s compatible with a ClarisImpact translator, such as ASCII text or
PICT. (This process is called saving out.)

Placing a document
You can merge an entire document saved in another format into a ClarisImpact

document.

To place a file:

I~ Show: | Rl available

In the receiving document, click where you want the file to appear.
ClarisImpact places the file where you last clicked in the window.
Choose Place File from the File menu.

You see the Place dialog box.

Place

[ Clarisimpact Styles — Hard Disk

S CrE)
_Desktop

The list shows only the documents in a format that you can insert into the
current document.

Choose the file format from the Show pop-up menu.

The list of available files changes to show only files of the format you
chose. If you prefer, you can leave the selection on All Available (0 have
ClarisImpact choose the correct translator for you.



Exported Report

PICT file

4. Select the name of the file you want to place and click Place (or double-click the document
or filename).

You see the contents of the file in your ClarisImpact document.

Exporting a document

Export a document when you want to open it in an application other than
Clarislmpact. When you export a document, you end up with two copies:
the original ClarisImpact document and a copy in another file format.

To export a document:
1. Choose Save As from the File menu.

You see the Save As dialog box.

“ Charisimpnsi i == Hard Disk
Dot
m
Save As... |ﬁ|
[Fioor Pian |

2. Find the disk and folder where you want to save the exported document. Type a name for
the exported document.

3. Choose the file format type from the Save As pop-up menu.
What you see in this pop-up menu depends on which translators you’ve
installed.

4. (lick Save.

The document is stored, with the new name, in the folder and on the disk
you specified.
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Working with document windows

Clarisimpact gives you several ways to customize your view of a document in
awindow. This section explains how to arrange several document windows on
the screen, set views in a document, and zoom the contents of a document,

Arranging windows

ClarisImpact can tile or stack open document windows so they are arranged
neatly onscreen.

Tiling windows
% Tiling arranges open windows so they fill the screen and do not overlap. All the
Tite Across windows are the same size.
= rite bown
Stack . . . X g ;
B2 vile To tile windows side by side as if they were in columns, choose Tile Aaoss from
—= the Window menu. The windows are arranged across the screen.
+Presentation
Report
sample To tile windows top to bottom, as if in rows, choose Tile Down from the Window
menu. ClarisImpact resizes the windows and arranges them to fill
the screen.
Windows filed from top fo
bottom S PRI EVREEE] AR O

#TWFB' ===

TR
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To display all open windows into equal panes that fill the screen, choose Tile
from the Window menu.

Stacking windows

Stacking arranges open windows so they are layered one over the next, starting
at the upper-left corner of the screen. All the windows are the same size.

To stack windows, choose Stack from the Window menu. The windows are
arranged in layers. A portion of each window stays visible, so you can always
find a place to click when you want to activate another document or view.

(lick an edge fo activate o i
different window il
rfl ll :
Ff -

-
L
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Fitting o page to a window
You can reduce your view of the document so that the entire document appears

in the window. Choose Fit o Window from the View menu. To go back to the
normal view, click the zoom percentage box.

Toom percentage box

Bt

Viewing a document

You can set up to nine views in a drawing or report document, so you can
easily and quickly view different areas of your document.

Setting up a view

To create a new view, display the portion of the document you want in the
view, then set the zoom level you want. Choose Set View from the View menu.
In the Set View dialog box, you can specify the view name (views are
automatically numbered consecutively from 1, in the order you create them).

To go to another view, choose the name of the window you want from the
View menu. (Each view is listed at the bottom of the View menu.)

+ Note Clarisimpact “remembers”™ how a document and its views are
arranged onscreen each time you save. If you save and close a document
when a particular view is on the screen, Clarisimpact saves the view and
displays it the next time you open the document.
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Deleting a view

To delete a view, choose Delete View from the View menu. In the Delete View
dialog box, select the view you want to delete.

Getting a closer look at your document

Toom percentage box

| Fractional zoom (r.[nirul

o ]
Zoom-out contral |
Zoom-in control

You can change how you view the contents of a document. You can zeom out
to see more of the document in the window, or you can zoom in to get a closer
view so you can work with fine details. Zooming doesn’t change the size of
the contents, but just how you view the contents.

Zooming in or out

Using the zoom controls at the lower-left corner of the document window. you
can change how you view a document’s contents. The number in the zoom
percentage box shows the magnification of the current document (100% is
actual size).

To see more of the document in the window, click the zoom-out control.
Clicking the control successively decreases the viewing percentage by one-half
to a minimum of 3.13%.

To get a closer look at the document, click the zoom-in control. Clicking the
control successively doubles the viewing percentage to a maximum of 3200%.

Zooming to a specific size

You can also use the zoom percentage box to zoom to a specific level.

To zoom to a specific size:

1. Double-click the zoom percentage box.

2. Enter a number for the zoom percentage you want.
3. Press Enter or click the document.

The document zooms to the percentage you entered.
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Returning fo actual size

To return a document to actual size (100%) from a zoomed view, click once in
the zoom percentage box. Clicking the zoom percentage box again returns 1o
the previous magnification.

Fractional zooming

The fractional zoom control allows you to select an area on the screen and
have ClarisImpact enlarge the area until it entirely fills the current window.

To zoom in on a specific area:
1. Click the fractional zoom control and position the selection arrow over the document.

The selection arrow changes to a magnifying glass to indicate that you're
selecting an area to zoom in on.

2. Click and drag the magnifying glass to enclose the area you want enlarged with a rectangle.
When you release the mouse button, ClarisImpact zooms in on that area.

If you’ve zoomed in too much or zoomed into the wrong area, click the
zoom percentage box to return to 100% view.

Customizing documents

2-16

ClarisImpact provides several ways you can customize how you work with
documents. This section explains how 1o sel preferences, change margins,
change ruler settings, and use stationery.

Setting preferences

ClarisImpact documents are set up so that you can immediately get to work
using standard options for footnote numbering, date format, and other factors
that affect whole documents. You may not need to change any of these options,
but if you do, this section shows you how.

Using the Preferences dialog box

Many options for customizing Clarismpact are in the Preferences dialog box.
This dialog box has five sets of options that apply to different aspects of
ClarisImpact: graphics, text, colors, models, and translators.



This section describes how to work with the Preferences dialog box. For more
information about individual preference options, see the sections that follow.

To work with the Preferences dialog box:
1. Choose Preferences from the Layout menu.

You see the Preferences dialog box. The set of options you see depends on
what type of document you are working in. For example, when you open
Preferences from a drawing document, you see the Graphics options.

Preferences

M O O3
I Pmn L @rHavat LT O Automatic

E Automatically Smooth Freehand

[ Automaticatsy Fin

{ Mouse  Shift constraint [45 | Degrees
Gr adients [C] Faster Gradients

| Typing (@ Typing creates new text object
Cmd-0pt=T toggles (7) Typing sctivates shortouts

B| QuickTime [ Loap F‘]agb_ack

(Make Default) [concet] [ ok ||

You can also display the Preferences dialog box by double-clicking the tool
panel in the area between the tools and the zoom percentage box.

2. To show a different set of opfions, select the appropriate icon in the scrolling area on the left
side of the dialog box.

Use the scroll bar to bring other icons into view. When you select an icon,
the options associated with it appear.

3. Set the options you want. If you wanf fo, you can select other icons and set other options.
4. Click OK when you are finished using the dialog box.

Doing so closes the Preferences dialog box and accepts all the changes
vou made.
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About graphics preferences

Graphics preferences affect your work in drawing documents and
presentations.,

= 5 Seieoton eJ ol
Palygon 5 @ Manual {2 O) Automatic

Clozig [5] Automatically Smooth Freshand
e [ autematicatly Fin

Mouse  Shift constraint [45 | Degrees
Oradients [ Faster Gradients

Typing (@ Typing oreates new text object
Cmd-0pt-T toggles (7) Typing activates shartouts

QuickTime [] Loop Playbrack

Option Description

Preset

Object Selection Lets you set how many handles show when you select an
object. More handles give you more precise control when
reshaping objects.

One handle at
cach corner

Polygon Closing Manual lets you draw open objects. Automatic closes the  Manual
gap, if any, between the starting point of a polygon and the
last point you add.
Automatically When selected, any freehand shapes you draw smooth out On
Smooth Freehand when you release the mouse button.
Automatically Fill ~ When selected, Clarislmpact fills open and closed Off

polygons and bezigons.

Mouse When you hold down the Shift key while drawing, rotating,
or resizing an object, you can constrain, or limit, the object
to a certain angle. You can enter a custom angle in the text
box.

45 degrees

Faster Gradients Faster Gradients speeds up the process of displaying
gradients by temporarily showing less refined color
transitions in the filled object or image. Colors and shades
may appear in bands rather than blending into one another.
Otherwise, Clarisimpact blends colors and shades evenly
for a smooth, refined appearance.

Ofr

Typing creates new  Lets you quickly create text without selecting the text tool.
text object When you press a letter key, a new text frame appears at the
position you last clicked.

On




Option Description Preset
Typing activates Lets you select tools from the tool palettes by pressing Off
shorteuts letter keys. For example. press R to select the rectangle
tool. Selecting this option turns off the Typing option. You
can quickly turn the “Typing activates shortcuts™ option on
or off by pressing Command-Option-T.
Loop Playback Plays a QuickTime movie continuously until you tell it to  Off
stop.
About text preferences

Text preferences affect the appearance of text.

Smart Quotes (* *," *)
Show Invisibles
[ Fractional Character Widths
[ Auto Number Fostrotes

Starting Footnote 'ii

@ s/15/35

O Thu, Jun 15, 1995
O Thursday , June 15, 1995

Option

Description Preset

Smart Quotes

When selected, the characters for quotation marks On
and apostrophes appear curled (* 7, * ) rather than
straight (" ", ).

Show Invisibles

When selected, symbols for formatting characiers such as  Off
paragraph returns, spaces, and tabs show with normal text
characters such as letters and numbers.

Fractional Character
Widths

When selected, there is finer character spacing on Off
LaserWriter printouts. You may also notice that characters
appear closer together on the screen. Leave this option off
when printing on an ImageWriter,

Auto Number
Footnotes

When selected, ClarisImpact numbers footnotes On
automatically starting at the number you type in the

Starting Footnote text box. To change the starting number,
leave the option selected and enter another number.

When deselected. you must specify an identifying character
to mark the footnote in the text of your document.
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Option Description Preset

Date Format When you choose Insert Date from the Edit menu, you can  Short format
select how the current date is formatted. (example:
“3/31/93)

About color preferences

Color preferences give you options for working with color palettes.

(@ Claris 81 Color Palette
) Editable 256 Color Paletts

(LLosdPatette ] [ SavePalstts_ )

Option Description Preset
Color, Claris 81 Color Palette is a collection of 8 1standard colors 81 Color
for fill and pen. The Editable 256 Color Palette is a paletie

collection of 256 standard colors for use with a 256-color
monitor. You can customize a 256 color palette, save it, and
load it again.

To use the 256-color palette, click Editable 256 Color
Palette, The Load Palette and Save Palette buttons become
available.

Click Load Palette 1o use a custom color palette you've
saved from Clarislmpact or another application, such as
MacDraw Pro.

Click Save Palette to save a customized 256-color palette
as a separate file for use with another ClarisImpact
document or another application.
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About models preferences

Models preferences let you set whether or not ClarisImpact displays a creation
dialog box when creating a model. You can also indicate the folder where you
store the model styles.

= Outline Show pre-create dislog
u Drata Chart E Shaw pre-create dialag
BEH Table [ Show pre-create dialog
a% Org Chart E Show pre-oreate dialog
49’ Flow Chart [] Show pre-oreate dialog
[F= Timetine [ show pre-create dialog

@ Calendar E Show pre-create dialog

i ==

e g Current Style Folder
Option Description Preset
Model type Display creation dialog box. On ltor all

muodels

Current Style Folder Indicate where the model styles are stored. See “Working  ClanisImpact
with model style files™ on page 3-9. Styles

About translators preferences

Translator preferences determine the way ClarisImpact imports and exports
text and graphics.

Set Preferences for

MacDraw 1l 1.1 Import = Set I

Option Description

Set Preferences for  Select a file format to set. After selecting the file format,
click Set.
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Option Description

Update XTND List  When you add or eliminate translators, click this option to
have Clarisimpact update the list of translators that appear
in dialog box menus.

The options for the translators are already determined. but you can change the
options for the EPSF Export translator.

To change the options for the EPSF Export translator:
1. Select EPSF Export from the Set Preferences for pop-up menu.

The pop-up menu shows only the translators you have installed. (For more
information, see Getting Started.)

2. Click Set.

A dialog box appears that shows options for the EPSF Export file format.
3. Select the options you want to change:

Select this option Description

EPSF Save the file in Encapsulated PostSeript and allow you to
display the file on the screen in a color PICT format.

TEXT Save the file as a text file of PostScript code you can view
or edit.
PICT Preview options When you save a document in the EPSF format, Clarislmpact

also records information that allows the document o display
on the screen in a color PICT format. The PICT Preview
options let you select whether the sereen display information
is recorded in black and white, in color, or not recorded at all,
Selecting None reduces the size of the EPSF document by not
recording display information.

4. (lick OK.

When you add or délete translators from your system, you click the Update XTND
List button to have ClarisImpact update the list of translators that appear in
dialog box menus.

Setting default preferences

When you change the values shown in the previous tables, you can reuse the
options as defaults for all new documents.



To change the preset values in the Preferences dialog box:
1. Choose Preferences from the Layout menu.

You see the Preferences dialog box.
2. Set the options you want.

If you need help navigating in the Preferences dialog box, see “Setting
preferences™ on page 2-16. For more information on individual options,
see the tables for each set of options earlier in this section.

3. When you're finished setting options, click Make Default.
ClarisImpact resets the values in the ClarisImpact Preferences file.

4. Click OK.

Changing margins and page options

ClarisImpact divides documents into pages and each page has a working area
that shows the text, models, or objects in your document. The empty space
between the edges of the page and the working area makes up the margins.
Document margins appear onscreen marked by a [igh't gray border called the
page guide. In a drawing document, choose Show Page Breaks from the View
menu to see the margins and page guide.

e 3] A
ST e VAT L GATeR] LA 5 & 7 | &
= 3 1
3 = = = = BEEE
Margin
= 4 Working area
Page guide ————
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Report document
dinlog box

-4

+ Note The preset page size is 8.5 inches wide by 11 inches tall. You can
change the page size in the Page Setup dialog box.

Each ClarisImpact document type has preset margins and display options. You
change these and other page-related settings in the Document dialog box.
To change margins and page options:
1. Choose Document from the Layout menu.
You see the Document dialog box. The figure shows the dialog box for a

report document. (This dialog box has different options depending on what
type of document you are in. Specific settings are covered in later chapters.)

Document Page seﬂipgs: Tap_ to
Margins Display : BCI'TEN,’SIdB by Side,
‘Tup [@@ OER 0@ and Custom
ppad I C
Left 1in
| Right 1in [JTitle Page

! Starting Page # E

2. Type the margin widths you want in the margins boxes.

If the unit of measurement you use doesn’t match that of the document’s
ruler, Clarisimpact converts the value to match the current unit on the ruler.
(For more information on units of measurement, see “Changing ruler
settings” on page 2-25.)



3. Change the other options if you want to do so. (Not every option appears in the Document

dialog box for each document type.)

Change this option

To

Top to Bottom
Side by Side
Custom

Change how pages flow onscreen. The Custom
setting selects the number of pages to show side
by side before you must scroll up or down 1o see
the rest.

Show Margins

See the working area and the margins of your
document. Deselect this option to see only the
working area,

Show Page Guides

See a light gray border (page guide) around the
document’s working area. Deselect this option 1o
hide the border.

Title Page

Hide the header and footer on the first page of a
report document,

Add Pages When Needed

Expand the drawing document automatically by
adding pages when you draw outside a page
boundary.

Starting Page #
Starting Shde #

Start numbering pages or slides with a number
other than |.

4. (lick OK to accept the settings and return fo the document.

¢ Note The margins you set are document margins. See the manual that
came with your printer for information on the printing margins that are
built into your printer. If your document margins are smaller than your
printer’s margins (for example, if your document margins are 1/4 inch
and your printer’s margins are 1/2 inch), you may notice that information
in the document is clipped at the edges of the printed page.

Changing ruler settings

Rulers are guides you can use to control the horizontal placement of text or
the size and position of an object. You can change the unit of measurement
for the ruler as well as the number of autogrid divisions per unit.
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To change ruler settings:
1. Choose Rulers from the Layout menu.

You see the Ruler dialog box.

Ruler

~Sample —

\L.l | ]1.|.I.|.]2.|.I.| E J.l.lJ
Choose a unit of = AkAEine/ e [ Specily number of rolr

measurement for the divisions

document

2. Choose a unit of measurement from the Units pop-up menu.

You can choose inches, millimeters, centimeters, picas, or points. Points
and picas are typographic measures. There are 72 points in an inch, and 6
picas (each 12 points) in an inch.

1inch
I P Eo ] Inches
P o e o Millimeters
B Bl o B T5...17 C(entimeters
e BB e T T2, ] Pios
B TR e, 79 T150., 1208, 12613 Points

3. In the Divisions /unit box, type the number of divisions you want (up to 300), or leave the
preset number as it is.

You use divisions with the autogrid to move and size items in a document.

4. (lick OK.

The ruler is reset to the new unit of measurement and number of autogrid
divisions.
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ClarisImpact saves your ruler settings when you save the document. To create
documents with your custom rulers, create a document with the custom rulers
and save it as stationery.

Using stationery

Creating a stationery file is useful if you’ve spent time customizing a document
with data, formatting, and settings, and you want to use the same settings in
new documents. Think of stationery as a way to save your preferred settings—
you set it up once, and then reuse it many times.

Preparing to use stafionery

You can create two kinds of stationery:

= Options stationery contains customized setlings you want to use with each
new document. For example, you can change the default font used in a new
document and you can select a document type. You must store the options
stationery file in the ClarisImpact Stationery folder in the application
folder.

®m  Document stationery contains customized settings for each of the three
document types (drawings, reports, and presentations). For example,
you can create a slide with a company logo on it and use the stationery for
a series of slides in a presentation. Store the stationery in the ClarisImpact
Stationery folder in the Claris folder. You can give the stationery file
any name.

If you plan to use certain settings every time you create a new document, set up
a document with the settings you want and save it as options stationery. Then,
when you choose New from the File menu, ClarisImpact creates a document
directly using the document type saved with the file, without displaying the
New Document dialog box. You can prevent an options stationery file from
opening by holding down the Option key when you create a document.

If you plan to use certain settings {requently (but not for every document), set
up a document with the settings you want and save it as document stationery.

You can have one ClarisImpact Options stationery file and as many document
stationery files as you want. You select document stationery in the New
Document dialog box.
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Save As pop-up menu

Stationery

2-28

*

3Note You can also use the Preferences dialog box to change default
ClarisImpact settings to a custom set of options. However, when you
open stationery, any preferences settings in the stationery take precedence
over the default preferences settings. For more information on preferences.
see “Setting preferences™ on page 2-16.

(reating stationery

To make stationery from a document:

L
y 5

———f—Save Rs... ﬂ Save l

Prepare a document with the settings and information you want o be in the stationery.
Choose Save As from the File men.
You see the Save As dialog box.

(hoose Clarislmpact Stationery from the Save As pop-up menu if you're creating document
stationery, or choose Clarislmpact Options if you're creating options stationery.

When you select Clarisimpact Options, the name Clarisimpact Options
automatically appears in the text box and ClarisImpact saves it in the
correct folder.

£ ClarisImpact Statio... ¥ |
1] — Hard Disk

(Clarisimpact Stationery]  (Cancer )

|Report stationery |

Type a name for the stationery file.

If you’re creating options stationery that opens automatically whenever you
create a document, the file must be named Clarisimpact Options.

Click Save.
ClarisImpact makes a copy of the file and saves it in the ClarisImpact
Stationery format.



Later, when you open the stationery file, you see a new, untitled copy of the
stationery. The original remains intact so that you can use it over and over
again. You can rename the new document when you save it without worrying
that you'll save over the original stationery file.

Working with palettes

[(EAE

Fill controls

K. |Z =2
Pen controls

ClarisImpact uses several types of palettes: color palettes, pattern palettes,
gradient palettes, tool palettes, text palettes, and line style palettes. You can
work with the palettes in two ways: you can display them as pop-up palettes by
clicking the palette control on the style bar, or you can tear off the palettes and
position them where you want on the screen.

To tear a palette from the style bar:

1. Point fo the control on the style bar or tool panel and press the mouse button fo open the
palette.

The palette remains open as long as you hold the mouse button down,
2. While the palette is open, drag it away from the style bar or fool panel.
3. When you've positioned the palette where you want i, release the mouse butfon.

The palette stays open in front of your document. You can drag the palette
by its title bar to move it anywhere on the screen.

To collapse a palette, click the control in the upper-right corner of the palette.
This hides a palette’s contents and displays a title bar showing the palette’s
name, To expand the palette, click the control again. Option-clicking the
control collapses or expands all open palettes.

To close a palette, click the close box in the palette’s upper-left corner.
Option-clicking the close box closes all open palettes.

For more information on working with palettes, see “Using the fill and pen
palettes™ on page 11-10.

Clanisimpact basics 229



230

Setting the color palette

ClarisImpact comes with a standard 81-color palette and an editable 256-color
palette. You can also share custom color palettes with other applications, such
as MacDraw Pro.

The color palette you set affects the current document only. You see the same
set of colors when you use the Fill, Pen. Text, and Shadow color palettes in a
document.

This section explains how to set, load, and save 256-color palettes. It also has
information on editing the 256-color palette.

ClarisImpact is preset to use the 81-color palette. If you need more colors, and
you are running ClarisImpact on a system that supports at least 256 colors, you
can reset the application to use an editable 256-color palette.

To set the color palette:
1. Open the document in which you want to use the custom color palette.

2. Choose Preferences from the Layout menu and select the Color icon from the scrolling list.

If you need more information on using the Preferences dialog box, see
“Setting preferences” on page 2-16.

3. Select Editable 256 Color Palette in the Color area.
4. (Click OK.

Sharing color palettes with other documents

If you've customized a color palette in another document or Claris application,
you can load that custom palette into the current ClarisImpact document. You
can also save a 256-color palette you've customized in ClarisImpact as a
separate file so you can use it in another application.



Loading a color palette

To load a color palette:

1. Choose Preferences from the Layout menu and select the Color icon from the scrolling list.

2. If necessary, select Editable 256 Color Palette.
3. (Click Lood Palette.

You see the Load Palette dialog box.

[£5 Colors and Gradients ¥ | = Hard Disk
‘D 180 6rays (Cfed )
0O 21 Grays
(2 Apple Colors
DO Claris Colors
O Color Gradients
D Cyan - Blue
0O Earth Tones ﬁ
O FileMaker Pro Colors Open

4. Select the name of the color palette you want fo use and click Open, or double-click the

palette’s name.
5. (Click OK.

The palette you selected becomes the color palette used throughout

ClarisImpact, including the Fill, Pen, and Text color palettes as well as all

dialog boxes that have color settings.

Saving a color palette

To save a color palette as a separate file:

1. Choose Preferences from the Layout menu and select the Color icon from the scrolling list.

2. If necessary, select Editable 256 Color Palette.
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3. (Click Save Palette.

You see the Save Palette As dialog box.

[€a Colors and Gradients | = ward Disk
0 100 6rays ,
O 21 brays
o Apple Colors
1 Claris Colors
O Color Gradients l
[ Cyan - Blue o — —
Save palette as:
| G

4. Type a new name for the paletie.
5. Open the folder in which you want to keep the palette.
6. Click Save.

ClarisImpact saves the palette as a separate file in the location you
specified.

7. Click OK.

Editing colors, patterns, and gradients

You can edit colors on the 256-color palette, patterns on the pattern palette, and
gradients on the gradient palette. Each palette has its own editor.

Using the Color Editor

If you’re using the editable 256-color palette, you can change the colors
displayed in the palette, or mix your own colors to include in the palette. A
color is made up of three components: hue, saturation, and brightness. A color
is also composed of varying amounts of red, green, and blue. By editing these
components, you can produce new colors.
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For information on switching from the 81-color default palette to the editable
256-color palette, see “Setting the color palette” on page 2-30.

To edit a color:

1. Tear off the 256-color palette and double-click the color you want o change.
Select a color you don’t want to use with this document. You're replacing
the color with a new one. The new color appears in all the 256-color
palettes for this document only.
You see the Color Editor. On a monochrome monitor, you see letters in the
wheel indicating the colors (G=green. Y=yellow, R=red, C=cyan.
M=magenta, B=blue).
Circle indicates the
T selected color
Hue [54614 [
saturation 13107 |fF]
Brightness 65535 |[3] )
Numbers correspond fo — L Brightness control
the selected color on the Red 65535 [§)
wheel; you can adjust Green 52428 (f§
the numbers to change Blue [65535 |}
the color
2. (Click anywhere on the color wheel to select a color.
The numbers in the Hue, Saturation, Brightness, Red, Green, and Blue boxes
change to reflect the new color.
3. Use the scroll bar to the right of the color wheel to change the brightness of the colors

displayed in the wheel.

Scrolling down makes the color wheel darker; scrolling up makes it brighter.
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4. Tofine-tune the colors to the exact color you want, enter numbers in the Hue, Saturation, and
Brightness boxes, or in the Red, Green, and Blue boxes. Enter a number in the box or dlick
the up and down arrows beside the box to increase or decrease the number.

Change this option To
Hue Produce a different color on the color spectrum.
Saturation Affect the purity or gravness of the color. The less

saturated the color, the grayer it appears: the more
saturated the color, the richer and deeper it
appears.

Brightness Make the color lighter or darker. The lower the
brightness, the closer the color approaches black.

Red, Green, or Blue Increase or decrease the amount of red, green, or
blue in the color.

5. (Click OK when you're finished changing the color, or click Cancel to cancel your changes.
Using the Pattern Editor

Use the Pattern Editor to create and change patterns.

To edit a pattern:
1. Select a pattern in the pattern palette.

You're replacing that pattern with the new one. The new pattern appears in
the pattern palette for this document only.

2. (Choose Patterns from the Layout menu.

If the palette is open, you can double-click the pattern you want to edit. You
see the Pattern Editor,

== Pallern Editor ==

[invert |
Cancel




3. In the editing box, position the selection arrow and click the mouse or drag it to change
the pattern.

The sample box reflects your changes. With the Pattern Editor on the screen
you can edit another pattern by selecting a new pattern from the pattern
palette.

4. To reverse the pattern, dick Invert.
Black pixels become white, and white pixels become black.
5. Click OK fo accept your changes or click Cancel to restore the pattern to the original form.

If you clicked OK, the pattern changes on both the fill and pen palettes.

Using the Gradient Editor

A gradient is a fill that blends gradually from one color to another (up to four
colors). ClarisImpact has three gradient types (or sweeps): directional, circular,
or shape burst.

Each sweep has a focus. In a directional sweep, the focus determines the
position of the ending color; in a circular sweep, the focus determines the center
point around which the gradient sweeps; in a shape burst sweep, the focus
determines the position of the ending color.

The directional sweep also has an angle. The angle determines the direction of
the bands of color in the sweep. For example, an angle of 45 degrees makes the
bands of color appear diagonally; an angle of 90 degrees makes the colors
appear horizontally.

Use the Gradient Editor to change a gradient, select colors, change the gradient
type, and select the focus and angle.

To edit a gradient:

1. Select a gradient in the gradient palette.

Select a gradient you don’t want to use with this document. You'll be
replacing that gradient with the new one. The new gradient appears in the
gradient palette for this document only.
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2. (hoose Gradients from the Layout men.

If the gradient palette is open, you can double-click the gradient you want
to edit.

You see the Gradient Editor.

=———— Gradien! Editor %l

Angle (180 | sample

Sweep
Colors IE] A

Reuert] Canceljﬁ DK I

3. From the Sweep pop-up menu, choose a gradient type: Gireular, Directional, or Shape Burst.
4. Set the gradient's angle or focus.

= For adirectional sweep, enter a new angle in the Angle box or drag the
solid circle to a new position along the radius. Drag the small hollow
circle to change the focus position or ending color position.

== " Gradient Editor Z

Hngie | Sample

Sweep wectwnal v

Colors - wm ]
Lieuert] [[am:el] L 0K ]]
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m  For a circular sweep, enter a new angle or drag the solid circle to a
new position. Drag the small hollow circle to change the focus
position of the gradient.

= Gradient Editor ——|

fAngle sample

Sweep
Colors E' [l

(Revert] [cancer] [ ok ]|

= For a shape burst sweep, drag the focus box to change the center point
of the sweep. Drag the handle of the focus box to change the size of the
focus area.

=——— Gradient Editor =———

Focus Sample

Focus box S E—

Sweep
Colors !2‘-1 |:| [:I

[Revert] [cancer] [0k ||

You see your changes in the Sample area.
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. From the Colors pop-up menu, choose the number of colors (2, 3, or 4) you want in

the gradient.

. From the color palettes, choose the colors you want to use.

= Toselect a starting or highlight color, press the starting (leftmost) color
box, and select a color from the color palette.

= To select an ending color, press the ending (rightmost) color box, and
select a color from the color palette.

. Click OK to accept your changes, Revert to restore the gradient to its original appearance, or

Cancel to close the dialog box without saving your changes.
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Chapter

Understanding models and styles

Model basics

32

You can use ClarisImpact to create organization charts, flow charts, tables, data
charts, outlines, timelines, and calendars. As a group, these graphics are called
models. While there are special features for each type of model, many features
are common o all of them. This chapter explains these common features and
provides a conceptual overview.

A model is a text and graphic figure that changes automatically as you edit the
information it expresses. A model is enclosed by a rectangular border called a
model frame.

When you select the model frame you can move, resize, or otherwise
manipulate a model as if it were a single object.



Model frome

When you click a model twice, you can change the individual parts inside the
model frame, called elements. The bars in a bar chart, the days in a calendar, or
the boxes in an organization chart are all examples of elements. You can select
most elements and change their data, color, pattern, font, position, or other
settings. You cannot move elements outside of the model frame.

\

[series 1
Wseries 2

Element

Label 1 Label 2

(=]

+ Note Models are not unique to any type of Clarisimpact document.
You can create and use any type of model in a drawing, report, or
presentation document.

(reating models

The procedure for creating all models is very similar. This picture shows an
overview of the basic process.

Click one of the model fools (hoose a model styleinthe ~ Clarisimpact creates the model
and then click or drag in the  dialog box that appears according fo your specifications
window to place the model
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Selecting models and elements

To move, resize, or otherwise change a model as a single object, you must
select the model frame. Click the model once to select the model frame.
Handles appear at the corners of the model to show that the frame is selected.

Model with model " -
frame selected

When the pointer is over a selected model frame, it changes to show a faint

\ rectangle at the tip. This pointer shape indicates that clicking the model a
Pointer over selected second time will activate the model.
model frame

To change elements within a model, you click the model twice to make it
active. If the pointer is over an element in the model when you click twice, the
element is selected. Double-dotted lines appear around the model to show its
active state. As long as the model is active, you can select any element within
the model by clicking it once.

Selected element
TS | Double-dotted lines show
O —= ® that the model is active
« TRko s
— 90—

You cannot change elements within the model when only the frame is selected.
Likewise, you cannot change the frame when the model is active and elements
within the model are selected.

34



Deselecting models

If you need to change the model frame after you’ve selected an element, click
once outside of the model to deactivate the model and select its model frame,
or press Enter.

Formatting the model frame

You can format the frame that encloses a model exactly as you would an
ordinary rectangle. When you select the model frame, you can fill it with a
color, or gradient from the style bar. You can also choose a color, pattern, and
line weight for the border of the frame.

To change the model frame, select the frame by clicking the model once. Use
the controls on the style bar to make selections. For more information about
using the style bar, see chapter 11, “Drawing.”

Locating the model menus and bars

Menu for timelines

Mode! bar

Each model has its own menu that appears when ypu select the model frame.
However, many of the commands on the model menus do not work until you
activate the model by clicking it twice. The table, data chart, and timeline
models also have their own model bars. These bars display special controls
useful for working in these models, as well as a box for entering data. They
appear below the style bar.

|

€ File Edit UView Llayout Arrange Tent Timeline Window

Untitled 1 - Drawing =

(ISl ln.] HiEjom]r] Alklse] O

Current cell entry

ATask Name August, 1993 September, 1993

I 15 22 29 ¥

| Il ! :
> 1 1

Taskl

Task2 (=‘=m
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Ungrouping models

Using model styles

36

You can ungroup models and change them as if they were ordinary graphics.
Once you ungroup a model, you cannot regroup it and use it as a model again.
It becomes an ordinary graphic, as if you had drawn it manually with the
drawing tools. For example. if you ungroup a bar chart you can no longer
change the data in the chart.

To ungroup a model, click the model once to select the model frame, and then
choose Ungroup from the Arrange menu.

¢ Note You cannot ungroup a timeline model. To ungroup a data chart, you
must first separate the data table using the Separate Table command. See
“Separating the data table” on page 7-15.

Use model styles to automate model formatting and design changes. A model
style stores format options for an entire model: the chart type. element colors,
text settings, layout, and so on. While you still determine the contents and
structure of the model, the model style defines how the entire graphic appears.
There is a table listing the settings controlled by each type of model style in the
chapter where each model is explained.

B e e e~ SERRMSERTAA (A GRS
" ns

0 A s

i —

Model before style Model style Model after style
is applied components is applied



Predefined styles

ClarisImpact includes a selection of model styles for each type of model. To
help you create different types of models with a consistent appearance, the
styles are organized in families. The settings in each style family were designed
to convey a coherent and professional image.

Using these style families, you can create a report or presentation that includes
several different types of models without having to design each one separately.
For example, if you use the Traditional model style for a table, a pie chart, and
an organization chart in the same report, all the models will be consistent.

man
|

Traditional table

Traditional pie chart =

e fr] P

Traditional organization chart

o Note There are both color and black-and-white versions of most styles in
the style families. If you installed both kinds of styles with the installation
program, the color and black-and-white versions are in separate style
folders in the ClarisImpact Folder. See “Working with model style files”
on page 3-9.

Master slide styles
Master slide styles store formatting options for a master slide in a presentation
document. The procedures for creating, applying, and changing master slide
styles are the same as those for model styles. See chapter 14, “Making
presentations.”
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Applying model styles

You can apply styles to a model during the model creation process, or to an
existing model. See “Creating models™ on page 3-3.

When you apply a style to an existing model, you have the option of excluding,
or “filtering,” categories of settings that you don’t want to use. For example, if
you have formatted the connectors in an organization chart in a certain way,
you can filter out the connector settings when you apply a model style so that
your connectors are not changed by that style.

OrgChart Model Styles

usiness ]
Deco
Informal
|| International
| bovs (Semple....
Traditional

Nomelmmﬁwrl - [ Conm

Click this triangle to open or

Filter

| [ Element Styles [ Layout  [3 Direction close the Filter section
Connectors [ Spacing [ Default Data
frame [ sizing [ Field Prompts

There are complete instructions for applying styles in each of the model chapters.

(reating, deleting, and renaming model styles

You can create your own styles and add them to the styles that came with
ClarisImpact. Use the Model Styles command to add new model styles, or to
delete and rename existing styles.

Although the basic procedure is the same in all models (and for master slide
styles), there are special points to consider before creating styles for some
models. For instructions on creating a style for a particular model, refer to that
model’s chapter.



Working with model style files

The styles for each type of model are stored in a separate file. Depending on how
you installed ClarisImpact, the style files are stored in one or two folders. All the
color model styles are stored in the ClarisImpact Color Styles folder, and the
black-and-white styles are stored in the ClarisImpact B&W Styles folder.

\

Both of these style folders are in the ClarisImpact Folder. The installation
program creates these folders automatically.

This table includes the names for the model style files.

Model Filenames
Outline Outline Styles
Table Table Styles
Data chart Chart Styles
Organization chart OrgChart Styles
Flow charts FlowChart Styles
Timeline Timeline Styles
Calendar Calendar Styles
Master Slide 9" SE Slides

10" PowerBook Slides
13" Apple RGB Slides
US Letter Shides

A4 Letter Slides
Overhead Slides
35mm Slides

Custom Slides

Specifying style folders with Preferences

To specify that ClarisImpact use a different folder for model styles, choose
Preferences from the Layout menu. In the Preferences dialog box, click the
Model icon (you may have to scroll down). When the model settings appear,
enter the new style folder in the Current Style Folder box. See “Setting
preferences™ on page 2-16.
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Using element styles

310

After you change the current style folder, the styles in the new folder appear in
the dialog boxes that show model and element styles. Any model styles you
create are saved in the current style folder.

If you enter the name of a folder that contains no style files, none of the
style-related functions work, except for those involved with creating styles.
ClarisImpact creates files in the new folder as you define new styles.

Preferences are stored separately with each document. Each time you create a
new document, ClarisImpact uses the default style folder as defined during
installation.

¢ Note Any folder containing style files must be kept in the
ClarisImpact Folder.

If you use a large number of styles, you can maintain different folders for
different groups of styles. For example, you can keep different style folders for
different clients, or for different system configurations.

When you need to create black-and-white print-outs of a color presentation,
you can use the Preferences dialog box to specify Clarisimpact B&W Styles (if
it has been installed) as the current style folder . You can then apply black-and-
white styles to the models in the presentation.

Element styles control the settings for individual parts of models. For example,
you can apply an element style to change all the formatting settings for a single
box in an organization chart.

Element styles work differently and control different settings in each type of
model. You can apply element styles only to specific elements in each type of
model. The following chapters explain how to use element styles with each
type of model.

¢ Note There are no element styles for outlines. In flow charts, Element Styles
doesn’t appear on the menu, but the functions controlling symbols are the
same as those controlling element styles.



Working with element style files

The element styles for each type of model are stored in separate files in the
ClarisImpact Color Styles or Clarisimpact B&W Styles folders, just like the
model styles. If you use the Preferences dialog box to change the current style
folder, ClarisImpact looks in the new folder for element style files. See
“Working with model style files” on page 3-9.

This table includes all the names for the element style files.

Model Filename

Table Table Elements
Data chart Chart Elements
Organization chart OrgChart Elements
Flow chart FlowChart Symbols
Timeline Timeline Elements
Calendar Calendar Elements
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Making organization charts
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Chapter 4

Making organization charts

An organization chart represents the hierarchical structure of an organization.
Symbols (usually boxes) on the chart depict various positions in the organization.
Lines connect the boxes to identify the relationships among different positions.
Organization charts are useful for showing a project or process as well.

§ !:';;\Lm - ]
g E/ ‘[ [ e | = ?—é-!____ = =1 %:-'
= L
- £ Add new symbols with the add
(lick the organization chart | = i element c:ntmls
tool urm“ drag the first rtutes [ [Fame)
symbolinto position When the OrgChart diolog box
appears, choose a model style
- B
1 . -~ =
= T =
Enter text in the texi fields [hese s
=
Change the layout
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Understanding organization chart basics

Each position in an organization chart corresponds to a position in an organization.
Positions are represented in the chart by a symbol, usually a box. You can specify
other shapes, add graphics, and attach clip art to position symbols.

ClarisImpact places each position at a particular /evel in the chart. The levels
show each position’s place in the hierarchy of the organization.

The lines between positions are called connectors. Connectors usually indicate
the reporting structure of one position to another.

Any position on the chart that does not have another position reporting directly
to it is called a worker position. Any position that has other positions reporting
directly to it is called a manager. Assistants are special positions that report
directly to another position without being on the same level as the other
reporting positions.

IT| : Level one
L
|

Manager positions Assistant osit
—_— position
- [ 1
kaer pUSlhDHS _l Al Fiong ‘ i danice Goodee ‘ ‘ Terry Stanlse ] LEWI wo
l—l—|
[ P } [ Pt nken “7 Level three

The layout determines how manager and worker relationships are graphically

displayed. You can choose different layouts for different parts of the same chart.
Three layouts for =] _ - = =
the same chart == == == BE=] == = =

e T e [ P _".?ﬂ.::_." ———
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(reafing an organization chart

When you create an organization chart, you can use a model style or define
your own custom settings. Several model styles for organization charts are
included with ClarisImpact. While you still determine the contents and
structure of the chart. the style defines how all the elements look.

Creating a chart with o model style
To create an organization chart with a model style:

1. Click the organization chart tool.

@ 2. Position the painter where you want to place the first position symbol and dlick the mouse
: G button. (You can also hold down the mouse button and drag fo see exactly where the first
mﬂ:’f“:i"" symbol will appear.)

(4 00

The Org Chart dialog box appears.To preview a style, click a style name in
the list box to make it appear in the preview box. Click Sample to view a style
at a larger size.

Org Chart

Style \,f Custom |

=

Business
Preview box Deco List box
Informal
International
Modern
Traditional [

Subordlnnles"l——[ [Tnteﬂ m

3. Select the style you want by clicking its name in the list box.

4. For Subordinates, enter the number of positions you want to appear on the level below the
top position on the chart.

You can change the number of positions later, so don’t worry if this number
isn’t correct.
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Organization
chart tool

5.

When all the options are properly set, dick OK to create the chart.

The Org Chart dialog box appears only when you create a chart. All of the
functions it provides are available through other commands after you create
a chart.

Note If no model styles appear in the OrgChart dialog box and Style is not
selectable. you may not have any model styles installed in your system.
You can still create an organization chart using custom settings. You can
also run the installation program again to install the model styles. Unless
you have set new preferences, ClarisImpact expects the model style files to
be stored in a folder named ClarisImpact Color Styles or ClarisImpact
B&W Styles inside the Clarislmpact Folder.

(reating an organization chart with custom settings

To create an organization chart with custom settings:

1.
2

Click the organization chart tool.

Position the pointer where you want fo place the first position symbol and dlick the mouse
button. (You can also hold down the mouse button and drag the mouse fo see exactly where
the first symbol will appear.)

The Org Chart dialog box appears.
(lick Custom.

Qegtoert .
style |/ Custom; Click here to acfivate the
Default Element (ustom options
Worker i
G Layout 4

Foscing fissistant D?a
Layout o

(Get Element...] [Connector Settings...]

Suhordinntesll |l:n'nce|1 i 0K ﬂ
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To

Do this

Choose a layout option for
worker and manager positions

Click Worker Layout and choose an option.

Choose a layout option for
assistants

Click Assistant Layout and choose an option.

Choose an element style for
position symbols

Click Get Element, choose one of the styles in the Elements
dialog box, and then click OK.

For a description of organization chart element styles, see
“Using organization chart element styles™ on page 4-27.

Specify the connector settings

Click Connector Settings, set the options in the Connector
Settings dialog box. and then click OK.,

See “Changing the connector settings™ on page 4-20 for
information about these settings.

Specify the number of
subordinates

In the Subordinates box, enter the number of positions
you want to appear on the level below the top position on
the chart.

4. When all the organization chart options are properly set, click OK to create the chart.

The Org Chart dialog box appears only when you create a chart. All of the
functions it provides are available through other commands after you create

a chart.

Building an organization chart

Once ClarisImpact creates a simple version of an organization chart, you can
begin adding and modifying positions in the chart. You add new positions to

the chart either by using add element controls, which appear around a position
when you click it, or with commands on the OrgChart menu.
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Adding positions with the add element controls
To add positions with the add element controls:
1. Select a position in the chart where you want to add a new position.

When you click a position, the add element controls appear.

Pl:|l$i1i0r| above
. @ . -
Position left ® @ Position right
v e
Position below - PE Assistant

e x I = D @
Click here Elurislmiaud adds o new
position to that location

Adding several positions at once

To add several positions at once with the add element controls:

1. Select a posifion in the chart where you want to add a new position.

2. Hold down Shift as you dlick one of the add element controls. Do not release the Shift key.

A small panel appears displaying plus and minus controls and a number
that indicates how many new positions will be added. (If you release the
Shift key, the panel disappears.)
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3. Continuing to hold down the Shift key, click the plus or minus controls (+ - ) fo specify the
number of positions you want fo add.

—————— (lick these controls

4. When you've specified the number of positions, release the Shift key.

Clarislmpact adds the number of positions you specified.

Using the Multiple command

To add several positions at once with the Multiple command on the
Add Position menu:

1. Select a position in the chart where you want to add a new position.
2. (hoose Add Position from the OrgChart menu, and then Muliple.

You can also hold down Command as you click one of the add
element controls.

The Create Multiple dialog box appears.

l_::ente Multiple

~Position — 1
(=) @ Subordinate (= O Manager '
(® O Co-worker Right ® O Assistant |
@ O Co-worker Left |

ﬂuantllglt |I:am:el] ! DK "

3. (Click the option for the type of posifion you want fo add.
4. Enter the number of new positions in Quantity.
5. Click OK when you're done.
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Adding positions with the keyboard

You can also add most types of positions with the keyboard.

Select a position and press To add a position

Return or Shift-Return Below or Above the current position

Option-Return or To the right or left of the current position

Shift-Option-Return

Command-D or To the right or left of the current position and copy data

Shift-Command-D

Adding positions with menu commands

To add a new position to an organization chart using the menu commands:

1. Click a position in the chart where you want to connect a new posifion.
2. Choose Add Position from the Org Chart menu, and then choose the fype of connection from

the submenu.

Choose

To

Insert Level

Insert a position at a new level, between the
current position and the level below

Subordinate

Connect a position at the level below the
current position

Co-worker Left or Co-worker Right

Connect a new position to the left or right of the
current position

Manager

Connect a new position above the current position
Pt

Assistanl

Connect an assistant to the current position

Deleting positions

To delete any position, select a position and press Delete or choose Cut or Clear

from the Edit menu.
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Creating multiple organizations

You can create as many separate organizations as you need in the same chart.
Separate organizations are still controlled by all the same settings that apply to
the chart as a whole.

Eugens Endo

‘ dohn Sanith ' ‘ Bartisra Tanaki ‘

A single chart with two
organizations

To create a new organization in a chart, select the top position in the chart. and
then click the add element control on the left or right side of the position. You
can also choose Add Position on the OrgChart menu, and then Co-worker Left or
Co-worker Right.

Entering and formatting chart text

When entering text in organization chart positions, most text functions work
the same as they do in other parts of ClarisImpact.

Entering text in positions
To enter text in the text fields within positions:
1. Select the position where you want to enter fext.
2. Start typing.

The text you enter appears in the top text field within the position, usually
called the Name field.

@
@ Fridn Sunche ®

@0

3. When you complete the first field, press Tab to move fo the next field within the position.

4. When you complete all the fields in a posifion, press Tab to move to the next position. Press
an arrow key to move to the next position in the direction indicated by the arrow. -
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Moving between fields

Use these keys to move between fields and positions:

Press To
Tab or Shift-Tab Move to the next or previous field
Arrow keys Select the next position in the chart in the direction

indicated by the arrow

+ Note Don’t press Return to move to the next field in a position. Pressing
Return creates a new position below the current one.

Formatting organization chart fext

You can specify the font, size, color, style, and justification for text you enter
in positions. To apply text formatting, select the text in the field you want to
modify (or just select the field), and then choose the appropriate formatting
command from the Text menu. To change the text settings for several
positions, it’s best to specify the proper text settings as part of an element style.
See “Changing organization chart element styles” on page 4-28. For more
information about text formatting options, see chapter 13, “Working with text.”

Rearranging a chart

Once you have created an organization chart, you can move any position,
change the way it is connected to other positions, and change its size.

Moving a position
Move a position anywhere on the chart just as you would move any object.
Move the pointer over an unselected position, and then press the mouse button
and drag it to a new location. ClarisImpact adjusts the connector to keep the
position connected to the rest of the chart. If the position you move has any
subordinates, they are moved as well. You cannot move a manager position
that is not reporting to another position. To change the connection between
positions, see the next section,

o Tip If you are not happy with how you’ve moved positions in the chart and

you want to return all positions to their preset locations, choose Reflow from
the OrgChart menu. See “Reflowing the chart” on page 4-12.
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Changing a connection
To change how a position is connected to others, you move it in a way that
indicates where you want 0 it to be reconnected.
To reconnect a position:
1. With the pointer over the posifion you want to move, press and hold down the mouse button.
2. Drag the pointer over the posifion fo which you want to connet.

3. When the pointer changes shape to indicate that a new connection is possible, release the
mouse button.

The location of the pointer determines where the connection occurs. For
example, if you move the pointer to the bottom of the position, the
connection will be below. The pointer shape changes to show where the

connection will take place.

Connects below when the — - _
SN [ 7=

Conneds to the right when
the pointer is this shape

Reflowing the chart

After you've made changes to your chart and you want to restore an even
distribution of positions and connectors, choose Reflow from the OrgChart
menu. For more information about spacing between positions, see “Setting the
spacing between positions™ on page 4-19,
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Moving positions with the Clipboard

You can move individual or groups of positions using the Clipboard commands
Cut, Copy, and Paste. Select the positions you want to move and then choose Cut
or Copy from the Edit menu. Next, select the position where you want to move
the positions you selected, and choose Paste. (Hold down the Shift key as you
click positions to select more than one.)

Changing the chart direction

You can change the direction of the entire organization chart so that the
hierarchy flows horizontally from left to right or right to left, or vertically so
that it flows from bottom to top.

To change the direction of a chart:
1. Select an organization chart.

2. (Choose Direction from the OrgChart menu, and then choose one of the direction symbols from
the submenu.

Top-to-bottom

=25 1—— Botiom-o-fop
= Sl Righttoleft

Left-to-right

Changing the position layout
You can specify layouts for specific positions, branches of positions, assistants,
or for the entire chart.

The layout setting of a manager position controls the layout of its subordinates.
You can change the layout for both worker and assistant positions. Use
Worker Layout for worker positions, and Assistant Layout for assistant positions.
There are different layout options for each command.
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To specify a new position layout:
1. Select the manager of the posifions you want to rearrange.

2. Choose Worker Layout or Assistant Layout from the OrgChart menu, and then one of the
layout options from the submenu.

P S— S e o
gt =k =P pos oo
oo otz sia B
Worker layout options Assistant layout options

ClarisImpact rearranges the positions in the levels below the position
you selected.

Using commands on the Arrange menu with position symbols

You can use some of the commands on the Arrange menu to change position

symbols. Alignment, Align to Grid, and Scale Selection all work with position symbols
exactly as they do with other types of objects (Scale Selection is on the Transform
submenu). See chapter 12, “Working with objects.”

Selecting chart elements

4-14

ClarisImpact provides several shortcut commands for selecting positions.
Choose Seledt from the OrgChart menu to select different groups of positions
and other elements in an organization chart.

To use any of the commands on the Select menu, first activate the chart by
clicking it twice.

Choose Or press To select

Branch Command-Option-R  All positions connected below the selected position
Subordinates All positions reporting directly to the selected position
Co-workers All positions on the same level as the selected position
Manager The manager of the selected position




Choose

Or press

To select

Levels

All positions between the levels you specify in the
dialog box

All Positions

Command-Option-A

All positions on the chart

All Connectors

Command-Option-C

All connectors between all positions

All Workers

Command-Option-W

All positions that have no other positions reporting
to them

All Assistants

All assistant positions

All Managers

All positions that have other positions reporting
to them

+ Tip To select a branch without using the Select Branch command, hold down
the Command key as you click a position. This selects all the positions
connected below the current position. Hold down Shift and Command as
you click to leave any previously selected positions selected.

Using additional formatting options

ClarisImpact offers a number of formatting options that control the way
positions appear on the chart, how far apart they are from each other , their size,
their orientation, and their layout. All of these options are preset if you are
using a model style, so you don’t have to use any of them. You may, however,
want to change some of them to achieve a particular effect.

Changing the position size

You can change the size of any position with the Sizing command on the
OrgChart menu. Using Copy Size and Apply Size, you can quickly make
positions the same size.

Making oreanization charts
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Using the Sizing command

To choose among the automatic sizing options and specify the size of positions
at each level in the chart:

1. With an organization chart selected, choose Sizing from the OrgChart menu.
The Sizing dialog box appears.

fAuto Sizing ~Worker

oorr
| © Equal Throughou! Chart
! @ Equal Within Levels

Level | (=] |

Assistant —
auela J width [1.76 in |
: Height [0.71 in
[ ant [021in |

((Apply | (cancet] [ ok |

Width |1.726n
Height [0.71 in i

&

2. (Click one of the Auto Sizing options.

/Choose To specify

Off No automatic sizing controls

Equal Throughout Chart All positions in the chart must be the same size
Equal Within Levels All positions at the same level must be the same size

To specify different sizes for different levels, choose Equal Within Levels.
3. Select the level you want to change.

4. In the Width and Height boxes for Worker and Assistant, enter the measurements for
positions af the selected level.

5. To specify sizes for o different level, select a new level and enter new measurements.

6. Click Apply to change the chart without closing the dialog box. Click OK to change the chart
and close the dialog box.

¢ Tip If you turn on one of the auto sizing options, you can resize position
symbols with the mouse and all the other position symbols in the chart (or
level) change to the same size. You can resize a position symbol by
dragging any of the corner handles.



Using Copy Size and Apply Size

Use Copy Size to copy the size of a selected position. Use Apply Size to apply

the copied size to another position. These commands are useful when you have
resized individual positions and you want to make others the same size.

To copy the size of a position and to apply a size Lo another position:
1. Select a position that has been resized.
2. Choose Copy Size from the OrgChart menu.

No visible change takes place, but ClarisImpact has recorded the
dimensions of the selected position.

3. Select another position and choose Apply Size.

Using Level Settings

Use the Level Settings command to change the format settings for each position
level in the chart. Level Settings controls which element style is used for position
symbols at each level in the chart. It also controls the manager-to-subordinate
layout used at each level in the chart, and the default text that appears in text fields.

You can specify most of these settings individually, but using Level Setfings is
more efficient. Using Level Settings, you specify the settings for each level of
the outline. When you move a position from level to level, ClarisImpact
automatically applies the correct settings for the new level. When you apply
formatting changes individually, the settings stays the same when you move
a position from level to level.
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To change the level settings for positions:

1. Select a position within the organization chart, and then choose Level Settings from the

OrgChart menu.

The Level Settings dialog box appears.

Level Settings

~Worker

Assistant

T

(_Get worker... ]| |[ GetAssistant... |

Layout El ll.ayimt

rDefault Values

[ setectan | |[Name~]

[

[ Retain Manual Changes

2. Select the level that you want to modify from the list (hold down Shift fo select more than one
level) or click Select AN if you want to change all levels.

3. Choose the settings for the selected level according to the instructions in this table.

To

Do this

Choose a new element style for
workers or assistants at the
current level

Click Get Worker or Get Assistant, choose an element
style from the list in the dialog box that appears, and then
click OK.

Specify a new layout for
waorkers or assistants

Click Layout and choose an option in either the Worker or
Assistant area.

Enter default text for text fields
(text appearing if you leave the
field blank)

Choose the field from the Default Values pop-up menu
and enter the default data for that field in the box to
the right.

For example. choose the Name ficld and enter “to
be hired.”




To Do this

Change field prompts (text Choose Field Prompts from the Default Values
appearing between the “<>" pop-up menu.
symbols)

When the Field Prompts dialog box appears, select a
name, enter a new prompt, and then click OK.

Changing the field prompts affects the prompts at every
level, not just the currently selected level.

Add a new level Click New. The new level appears at the end of the list
of levels.

Remove a level Select a level on the list and click Remove, You can
only remove levels that have not been created yet in the
chart itself.

4. Once you complete the settings for one level, you can select a new level and enter
new seftings.

5. Make sure Retain Manual Changes is checked if you do not want the settings that you have
manually applied to posifions to be replaced by the settings in this dialog box.
6. When you're done, click OK.

Setting the spacing between positions

You can set the spacing between co-workers and assistants, managers and
subordinates, and assistants and subordinates. You can also specify the amount
of space between two separate organization structures that are in the same
frame. Any change you make applies to every level of the chart.
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To set the spacing between positions:
1. Make sure the organization chart is active, and then choose Spacing from the OrgChart menu.
The Spacing dialog box appears.

=—— ———QDhE— %

| Worker Subordinate

Horizontal dfa . To Manager m
| Uertical E. To Assistant - ..E!E“ |

-Assistant ——

Horizontal - ﬁ:-p—‘ Organization -:Enﬂ
pertieat - E‘ Rpply | [Cum:ell ﬁ

2. Enter new measurements in the appropriate boxes.

3. (lick Apply to change the chart without closing the dialog box. Click OK to change the chart
and close the dialog box.

Changing the connector setfings

You can change the pen settings for connectors and choose between straight
and angled connectors.

] ]

L1 ]

Straight connectors Angled connectors

¢ Nofe You can also use the pen settings controls on the style bar at the top
of the window to change organization chart connectors.

If you select a connector before choosing Connector Setfings, the change you make
applies only to the selected connectors. If you don’t select a connector, the
change affects every connector in the chart. If you select a position, the change
applies only to the connectors attached to the position.



To change the connector settings:

1. Select an organization chart and then select the connectors you want fo change.

If you want to change all the connectors, don’t select any.

2. (Choose Connector Setfings from the OrgChart menu.
3. When the Connector Settings dialog box appears, set the options according to the instructions

in the table that follows.

Connector Settings

‘Line Style

|
Connector ’

Pen Color E
Pen Pattern [E] |
penwigth [1 |

-Dashes
‘@snlldllne O Dashed

Arrows ——— —
® No Arrows

O Arrow at Start

O Arrow at End

O Arrow at Both Ends

[ update Defaults

Cancel l l 0K '-’

To

Do this

Choose either straight or angled
connectors

Click Connector and choose straight or angled connectors.

Choose the connector color

Click Pen Color and choose a color.

Choose the connector pattern

Click Pen Pattern and choose a pattern.

Specify the connector width

In Pen Width, enter a point size between ) and 255.

Choose solid or dashed
connectors

Click Solid Line or Dashed.

Specify the connector arrow type

Click an option for Arrows.

Specify that the current settings
become the default settings

Click Update Default,

4. When all the options are properly sef, click OK.

Making organization charts
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Setting the frame spacing

Use Frame Spacing to determine the distance between positions and the border of
the chart.

Frame Spacing defermines =
these measurements

To change the frame spacing:

1. Select the organization chart.

2. (Choose Frame Spacing from the OrgChart menu.

3. When the Frame Spacing dialog box appears, enter measurements for the various borders.

The number you enter is the distance between the positions on that side of
the chart and the chart border.

4. (Click OK when you are finished.

Changing fill and pen setfings

You can use the fill and pen controls on the style bar to apply colors, patterns,
gradients, and most pen settings to position symbols. You select a position
symbol and choose settings just as you would when changing any draw object,
like a circle or rectangle.

o Note Any changes that you apply with the style bar cannot be saved as part
of a model style. To apply design changes systematically to different levels
in the chart, you should define element styles. See “Using organization
chart element styles™ on page 4-27. You can specify different element
styles for different levels in the chart with Level Setfings. See “Using Level
Settings” on page 4-17.
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Converting organization charts to outlines

ClarisImpact can convert an organization chart to an outline. Though the two
types of charts look very different, they both display information in a similar
hierarchical structure.

¢ Note When you convert an organization chart to an outline, all of the
formatting in the organization chart is lost. You can convert the outline
back to an organization chart, but the original formatting can’t be restored.

To convert an organization chart to an outline:
1. Select an organization chart.
2. Choose To Outline from the OrgChart menu.

A dialog box appears warning you that all the formatting settings will be
lost in the conversion.

3. (Click Yes to confirm the action.
4. When the Outline dialog box appears, choose the necessary settings and click OK.

ClarisImpact generates an outline from the organization chart. For
instructions on working with outlines, see chapter 9, “Making outlines.”
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Tefry Stanian
Original organization chart After conversion to an outline

For instructions on converting an outline to an organization chart, see
“Converting outlines to organization charts™ on page 9-14.
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Using organization chart model styles

Use model styles to automate organization chart formatting and design. This
section explains how model styles work with organization charts. For general
information about using model styles, see “Using model styles” on page 3-6.

Applying model styles to organization charts

A model style specifies all the settings on the OrgChart menu. You can apply
a model style when you create an organization chart, or apply one to an
existing chart.

The following table explains the settings stored in an organization chart model
style. Each category name appears in the Filter area of the OrgChart Model
Styles dialog box. When you apply a model style, you can exclude, or “filter,”
settings that you don’t want to use by deselecting the category name.

% OrgChart Model Styles ——
e Add_ |

Business
Aisco Delete
International

Modern

Traditional Apply |
Name | Basie | fi Cancel ]l Done '
Filter Click this triangle fo expand
Click a category of mode! Element Styles [ Layout [X] Direction or collapse the Filter area
style settings fo filter it out [ connectors [ spacing [ Default Data
& Frame H sizing [ Field Prompts
Category Controls
Element Styles Size, shape, fill, pen settings, and picture placement for the

position symbols: also the placement of text fields within
each position symbol and the text style for all text entered
in text fields

Connectors Connector settings, including pen settings, dashes,
and arrows

Frame Fill settings for the model frame. pen settings for the frame
border, and spacing between position symbaols and the frame
border
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Category Controls

Layout Layout options for position symbols at each level of the chart
Spacing Amount of space between positions at every level of the chart
Sizing Size of positions according to level and whether automatic

sizing is on or off

Direction Orientation of the chart: top to bottom, bottom to top, left 1o
right, or right to left

Default Data Data that appears in text fields if there is no entry

Field Prompts Prompt text that appears in text fields before an entry is made
(the text that appears between the “<>" symbols)

To apply a model style to an organization chart:
1. Select an organization chart and choose Model Styles from the OrgChart menu.

2. When the OrgChart Model Styles dialog box appears, select the style you want by clicking the
name in the list.

A preview appears in the area on the left. Click Sample to view a larger
version of a selected style.

3. If you want to filter any of the sefings, click the triangle next to Cancel to display the Filter
options. Click the checkboxes to change any of the settings.

A checked box indicates that the settings in that category will be applied.
4. Click Apply to apply the model style. Click Done to close the dialog box.

For a general description of model styles, see “Using model styles” on page
3-6.

(reating, delefing, or renaming organization chart model styles

You can create your own model styles using your own designs. You can also
delete or rename any existing style.

When you create a model style for organization charts, the model style records

all the settings as defined for the current chart by the Level Settings, Spadng, and
Sizing commands.
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Changes that you have manually applied to individual positions are not recorded
by the model style. For example, suppose all the positions in the second level
of a chart have a blue element style as specified by Level Settings. If you select
one of the positions and choose a red fill using the style bar, and then create a
model style based on this chart. the model style does not record the red fill as an
exception to the level two position settings. When you apply the model style, all
of the positions on the second level will be blue. This occurs because a model
style applies the same settings to all the positions at the same level.

To prepare an organization chart for use in creating a model style:

1. Create an organization chart using a model style that is similar fo the design you want
fo creafe.

2. (reate the element styles necessary for the various chart positions.

Any design for a position that you want to use in a model style must first
be defined as an element style. See the next section, “Using organization
chart element styles.”

3. Use Level Settings to specify which element styles should be used for the positions at each
level in the chart.

4. Use Spacing, Sizing, and Connector Setfings fo specify additional formatting settings.

To create, rename, or delete organization chart model styles:
1. Select an organization chart and choose Model Styles from the OrgChart menu.
2. When the OrgChart Model Styles dialog box appears, follow the instructions in this table.

To Do this

Record the settings of the current  Click Add,
chart as a new model style

Delete a model style Select a style and click Delete.

Rename a model style Select a style, enter a name in the Name box, and then
click Rename.

3. When you're done, click OK.

For general information about model styles, see “Using model styles” on page 3-6.

4-26



Using organization chart element styles

In organization charts, element styles specify all the formatting settings for
positions. Element styles provide the only means for changing the shape of
positions, or for defining new text fields within positions. You can also add
custom graphics or place clip art into your element styles.

An organization chart element style contains all the size and shape settings for
a symbol representing a position, including fill and pen settings, the name and
number of fields within each position, and all text settings.

Applying element styles to position symbols
To apply an element style to a position symbol:
1. Select the position symbols that you want o change.
2. Choose Element Styles from the OrgChart men.

The element styles palette appears. This palette stays open until you click
the close box or deactivate the model. You can collapse and expand the
palette by clicking the box in the upper-right corner of the title bar.

: Click here to collapse
prres or expand the palette

Black Yine
Business red
Business yellow
Business white
Business blue
Business

3. Preview the available element styles by licking the style names in the list box.
4. When you've chosen a style, click Apply.

When you change the element style of an existing position, ClarisImpact
intelligently places the text from the fields in the old style in the proper fields
of the new style. The text from the old Name field appears in the new Name
field, even if the fields are not in the same order, or if there is a different
number of fields.
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Changing organization chart element styles

Use the Element Styles command to add, edit, rename, or delete element styles.
To change position symbols, or to move, add, or change the default text settings
for the fields within position symbols, you create a new element style and then
apply it to a position.

To change organization chart element styles, you use a special window called
the Style Editor. While working in the Style Editor, you can use the same menu
commands, drawing tools, and style bar controls as are found in the main
document window. Any change you make in the Style Editor becomes part of
the element style. You can apply new colors, draw new shapes, or import clip
art. You aren’t limited to working with a single object. You can create complex
styles that involve several objects.

To create, edit, remove, or rename element styles:

1. Make sure the organization chart is active, and then choose Element Styles from the
OrgChart menu. If you want to create an element style based on an existing position,
select that posifion.

The element styles palette appears.

2. (Click the friangle in the lower-right corner to expand the window and display the
editing opfions.

Business blue
Business gray
Business red
Business white
Business yellow

——— Click this friangle fo expand
or collupse edit functions




3. To rename or remove an element style, or fo display styles by objedt, refer to the following
table. To edif or create an element style, confinue fo the nexi step.

To Do this

Rename an element style Select an element style, enter a new name in the Name box,
and then click Rename.

Remove an element style Select an element style and click Remove.

Display styles by object Click View by Object. (An X in the box indicates that the
option is on.)

4. To create an element style, click New. To edit an existing style, select the style and click Edit.

The Style Editor appears. If you're creating a style, a copy of the currently
selected position appears in the middle of the window (a simple rectangle
appears if no position is selected). If you're editing an existing style, the
style appears in the window.

Click Field and drag the
pointer into the window fo
place a new text field Draw a new object
with the drawing
tools to change the
position symbol
To Do this
Change the shape of the Select the position symbol and drag the corner handles 1o
position symbol reshape it.

All the draw tools and commands work in the Style Editor
as they do in the rest of ClarisImpact.

Add clip art or graphics to the  Import clip art or graphics using the Place File command,
position symbol or place objects using a library. You can also paste objects
from the Clipboard.
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To

Do this

Move or resize a position
text field

Click the text field to select it, and then adjust it as you
would a normal rectangle. You can place it anywhere in
the window.

You can also rotate a text field as you would an ordinary
text object.

Change the default text
settings for a text field

Select a text field and choose text settings from the
commands on the Text menu.

Add a field to a position

Move the pointer over the Field button in the upper-lefi
corner of the window.

Press the mouse button, drag the pointer down into the
window, and when the field is in the proper place, release
the mouse button.

When the Field Definitions dialog box appears, choose
one of the field names from the list, and then click OK.

5. When you're done working in the Style Editor, click OK. You may also wish fo rename the new

element style you've created.

ClarisImpact saves the contents of the Style Editor as an element style. This
doesn’t make any visible change in the chart you were working with. To
see the style you created, you need to apply it to a position. See “Applying
element styles to position symbols™ on page 4-27.

Determining where connectors attach

You can use element styles to change how connectors attach to position

symbols. Connectors attach to the midpoints of the edges of the object on the
bottom of the object stack. In the Style Editor, you can create an object to serve
as the connection point object and send it to the bottom of the object stack with
Move to Back on the Arrange menu. You can use this function to create a variety

of useful designs.



For example, to create a chart where the connectors do not appear to touch the
position symbols, you can create an element style with an invisible box around
the visible position box. In the Style Editor, first create the normal position box
and then draw a box around it, as shown here.

== s | Eto

Next, change the pen color of the box to white, and send it the back of the
object stack with Move to Back on the Arrange menu. When you save the
element style and then apply it to all the positions in the chart, you get a chart
that looks like this.

Frida Sanchex
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Chapter 5

Making flow charts

A flow chart is a collection of symbols connected by lines that show how the
symbols are related. A flow chart usually represents a process for getting
something accomplished.

Click the flow chart tool and drag When the Flow Chart dialog box Add new symbols with the
the first symbol info position oppears, choose o model style add element control

tourm (@ 1psems> |[(B)

B
Change the symbol set for
different types of charts

©)

Enter fext in the fex fields (reate your own symbol shapes
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Understanding flow chart basics

A flow chart is a structured chart composed of connected elements called
synbols. Each symbol represents a step in a process or some other type of
connected element. Most flow charts use symbols that have been defined by the
American National Standards Institute (ANSI). ClarisImpact includes most of
the ANSI flow chart symbols, as well as symbols representing various types of
computers and peripherals. You can also define your own symbols using any
type of shape or picture. This picture shows some of the common ANSI flow
chart symbols.

Task Decision Terminus Display Document

The lines connecting all the symbols in a process are called connectors. You
can select them individually and change how they are attached. You can also
drag new connectors out of existing symbols, attaching them to other symbols.

Included symbol sefs

ClarisImpact includes several symbol sets. The ANSI Standard set includes
most of the ANSI flow chart symbols. Additionally, there are ANSI symbol
sets that match each of the model style families included with Clarisimpact.
For example, the Business ANSI symbol set matches the design of the Business
model styles. These sets include only the most commonly used ANST symbols.
There is a also a symbol set for use in creating network diagrams that contains
pictures of common computer equipment.

You can change the symbol sets at any time while working on a flow chart. You
can also include symbols from different sets in the same chart. See “Changing
the symbol set” on page 5-10.

(reating a flow chart

When you create a flow chart, you can use a model style or choose your own
custom settings. Several model styles for flow charts are included with
Clarislmpact. Each model style contains the formatting settings for the chart
connectors and background. Model styles do not affect the flow chart symbols.
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Flow chart tool

Preview box

Creating a flow chart with o model style
To create a flow chart with a model style:
1. Click the flow chart tool.
The pointer changes to a crosshair.
2. Position the pointer where you want o place the first flow chart symbol and click the mouse

button. (You can also hold down the mouse button and move the mouse o see a box that
shows where the first symbol will be placed.)

The Flow Chart dialog box appears. To preview a style. select a title in the

list box to make it appear in the preview box. Click Sample to view a selected
style at a larger size.

rll;ll_.ll Chart

style !/ Custom |
Basic i

Business
<> ] Deco List box
~ Informal
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International
Modern
Traditional [T

Symbol Set
[ANSI Standard~]  [(cancel] [ ok |

3. Select the style you want by dlicking its name in the list box.
4. Choose one of the available symbols seis from the Symbol Set pop-up menu.

The symbol set determines which symbol shapes are available for the chart
when you start working. You should choose the symbol set that matches the
model style you selected. For instance, choose Business ANSI to match the
Business model style. You can change the symbol set at any time. See
“Changing the symbol set” on page 5-10.

5. When all the options are properly set, click OK to create the flow chart.



To delete unnecessary

ClarisImpact creates the flow chart and opens the symbols palette.

symbols, select them and
choose Cut or Clear from the
Edit menu

The symbols palette appears automatically after you create a chart. However,
when you deselect the chart to work elsewhere in the document and then
reselect the flow chart, it does not appear until you choose Symbols from the
FlowChart menu.

The Flow Chart dialog box appears only when you create a flow chart. All of
the functions it provides are available through other commands after you create
a chart.

+ Note If no model styles appear in the Flow Chart dialog box and Style is not
selectable, you may not have any model styles installed in your system.
You can still create a flow chart using custom settings. You can also run the
installation program again to install the model styles. Unless you have set
new preferences, ClarisImpact expects the model style files to be stored in
a folder named ClarisImpact Styles inside the Clarislmpact Folder.

(reating a flow chart with custom settings

ol

Flow chart tool

To create a flow chart with custom settings:
1. Click the flow chart tool.
The pointer changes 1o a crosshair.

2. Position the pointer where you want to place the first flow chart symbol and click the mouse
button. (You can also hold down the mouse bution and move the mouse to see a box that
shows where the first symbol will be placed.)
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The Flow Chart dialog box appears.

3. Click Custom.

The dialog box changes to show the custom options.

L ® Right Aingle =, (@ Edge to Edge
*. (O Straight =, O) Center to Center

Flow Chart
STl Custom § (lick here fo ativate the
Custom options
Conneclors

[ Connector Settings... |

Symbol set

[ANSI Standard -] (cancel ] [ ok |}

4. Set the options according to the instructions in this table.

Choose

To

Right Angle or Straight

Specify the angle of connectors between symbols

Edge to Edge or Center to Center

Determine where connector lines will attach to
symbols

Connector Settings

Specify the connector settings (see “Changing the
connector settings” on page 5-15 for instructions on
setting these options)

Symbol Set

Select a symbol set

5. When all the flow chart options are properly set, click OK to create the flow chart.

The Flow Chart dialog box appears only when you create a flow chart. All
of the functions it provides are available through other commands after you

create a chart.



Building a flow chart

You can add new symbols to a flow chart using special controls, called add
element controls, that appear around a selected symbol. Because the symbols
in a flow chart are connected, you must first select an existing symbol, and then
choose how the new symbol connects to it. After you add a symbol to the chart,
you can change its shape by applying a new symbol.

To build a flow chart:
1. Select a symbol in the chart to which you want to connect a new symbol.

2. If the symbols palette is not already visible, choose Symbols from the FlowChart menu.

When you select a symbol, the add element controls appear around the
symbol. The add element controls are also available near the bottom of the
symbols palette.

@ )
@ 1 ‘}D—Add element controls —@
=

3. Inthe symbols palette, dlick the type of symbol you want to add. (If the symbol shape you
want is already selected, you don't have fo change anything.)

Use the scroll bar to view all the symbol choices.

4. Place the pointer over one of the add element controls. Hold down the mouse bution and drag
the new symbol to the location you want.

A new symbol appears when
you relense the mouse button
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You can also click either the controls around the selected symbol or the
controls in the symbols palette to create a new symbol in the default location.

. Tip You can press Return to create a new symbol below the selected symbol.

Inserting and branching symbols

You can insert a new symbol between existing symbols or create a branch for
a new symbol. The placement controls near the bottom of the symbols palette
control how symbols are added between existing symbols. This picture shows
the difference between the two options.

Insert a newsymbol ———— | I-' 1— }’i I

:‘dlfr :n:l;w symbol as o _| |al — |

Adding multiple symbols
To connect several new symbols to a flow chart at once:
1. Select a symbol in the chart fo which you want fo connect a new symbol.

2. (Choose Create Multiple from the FlowChart menu, or hold down the Command key as you
click one of the add element controls.

The Create Multiple dialog box appears.

Create Multiple

~Direction R—
(@ O Left . & O nbove
i@omght (¥ @ Below

guantity|3 | [cancel] [ ok ||




3. Choose one of the position options: Left, Right, Above, or Below.
4. For Quantity, enter the number of copies. The number can be between 1 and 100.
5. Click OK when you're done.

¢ Tip The shortcut for adding multiple positions to an organization chart also
works for adding symbols to flow charts. Hold down the Shift key as you
click one of the add element controls, and then use the plus and minus
controls. See “Adding several positions at once” on page 4-7.

Entering and formatting text in symbols

Changing symbols

You can enter text and navigate between flow chart text fields using all the
same methods as in organization chart position symbols. For complete
information, see “Entering text in positions™ on page 4-10.

¢ Note The only text-entry feature unique to flow charts is that you can press
Shift-Return to create a new line of text in a text field.

You can format the text in symbols by selecting text and choosing commands
from the Text menu. To change the default text settings, you must modify the
symbol in the Style Editor as discussed in the next section.

Flow chart symbols are functionally the same as element styles in other
models. The symbols palette that appears when you select a flow chart is
identical to the element styles palette you use to apply element styles in other
ClarisImpact models. You change or create symbols in the symbols palette
using the same procedure as when modifying organization chart element styles.
(See “Changing organization chart element styles” on page 4-28.)

¢ Note There are only a few differences between flow chart symbols and
organization chart element styles. In a flow chart symbol there can be only
one text field. You cannot name a flow chart text field or define default text.
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Replacing a symbol in the chart

To replace a symbol that is already placed in the chart:

1. If the symbols palette is not already visible, select the flow chart and choose Symbols from
the FlowChart menu.

2. Select the symbol you want to replace.

3. Select a symbol in the symbols palette and click Apply, or simply double-click one of
the symbols.

Changing the symbol set

Clarislmpact includes several symbol sets. Use the pop-up menu at the top of
the symbols palette to choose among the available sets.

t ol Symbols [/
+"ANSI Standard
Business ANSI
Deco ANSI
Informal ANSI
International ANSI
Modern ANSI
Traditional ANSI
Computer Network

Available symbol sets

symbol Sets...

You should choose the symbol set that matches the model style you selected.
For instance, choose Business ANSI to match the Business model style.

Adding, removing, and renaming symbol sets
To add, remove, or rename a symbol set:

1. Make sure that a flow chart is selected, and then choose Symbols from the FlowChart menu.
2. Click the pop-up menu af the top of the symbols palette and choose Symbol Sets.
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The Symbol Sets dialog box appears.

Symbol Sets

Business ANSI
Deco ANSI
Informal ANSI
International ANSI
Modern ANSI
Traditional ANSI

Name:
Im | R '::l
=1
To Do this
Create a new empty symbol set  Click Add.
Remove a symbol set Select a symbol set and click Remove,
Rename a symbol set Select a symbol set, enter a new name in the Name box,

and then click Rename.

3. When you're done, click OK.

Changing a flow chart

Once you have created a flow chart, you can move or resize any symbol,
create new connectors between existing symbols, and change the way
symbols are connected.

Moving symbols and creating connectors

The methods for moving symbols and creating new connectors are very similar.

To move a symbol:

1. Make sure the flow chart is selected, and then move the pointer over a symbol, but not over
the symbol’s center area.

The pointer changes to a crosshair when over the center of a symbol. To
move the symbol, the pointer must have an arrow shape.
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2. Press the mouse button and drag the symbol.
3. Release the mouse button when the symbol is in the right place.

— Clarisimpact adjusts the
Click outside the centerarea ——— —— % I: connectors

and drag the symbol bt l

To create a new connector:

1. Make sure the flow chart is selected, and then move the pointer over the center of a symbol.
The pointer changes to a crosshair when over the center of a symbol.

2. Press the mouse button and drag away from the symbol to create a new connecior.

3. Move the pointer fo where you want fo connect to another symbol and release the

mouse button.
Drag the connector fo
Click here and drag another symbol The pointer changes fo o
! : double crosshair when a
-3 2 connecfion is possible
T

Resizing flow chart symbols
To resize a flow chart symbol, select the symbol and drag any of the
corner handles.

Using commands on the Arrange menu with flow chart symbols
You can use some of the commands on the Arrange menu to change symbols.
Alignment, Align to Grid, and Scale Selection all work with position symbols exactly as
they do with other types of objects (Scale Selection is on the Transform submenu).
Alignment is especially useful for lining up symbols that you have moved manually.
These commands are documented in chapter 12, “Working with objects.”
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Specifying the connector angle

Choose Right Angle from the FlowChart menu to specify right-angled connectors
between symbols. A checkmark indicates that the option is on.

Chart created with Chart created with
Right Angle on Right Angle off

¢ Note This option affects connections that you add after changing the
setting. It does not change connectors already in the chart.

Connecting center fo center

Choose Center to Center from the FlowChart menu to specify that connections
only be made between the centers of symbols. A checkmark indicates that the
option is on. With this option on, none of the connection points on the edge of
a symbol work.

Turn on Center to Center with the Right Angle option off to create radial charts, as
shown here.

o2
_ig N

=— 19
=, 0=, =
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Adding unconnected symbols

The Auto Connect option on the FlowChart menu determines whether or not a
new symbol is connected to the symbol from which it was generated. When
Auto Connect is off, no connector is attached to symbols that you add to the chart.
You should usually leave Auto Connect on, but in some cases you may want to
create a separate flow of symbols within the same chart.

To change the Auto Connedt setting, activate a flow chart by clicking it twice,
and then choose Auto Connect from the FlowChart menu. Auto Connedt is on when
it is checked.

+ lip To create an unconnected symbol without turning off Auto Connect,
hold down the Option key as you click one of the add element controls.

Using additional formatting options
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ClarisImpact offers a number of additional formatting options that affect the
appearance of a flow chart. All of these options are preset if you are using a
model style, so you don’t have to use them if you don’t want to. You may,
however, want to change some of them to achieve a particular effect.

Changing the default spacing

You can determine the amount of space between symbols, and how the spacing
is measured.
To change the default spacing:
1. Select a flow chart.
2. Choose Default Spacing from the FlowChart menu.
The Default Spacing dialog box appears.

Default Spacing

o1 (O center to Center | | Horizontal [0:25 i’
<10 @ Edge to Edge Uertical [0.25 in

Type—————— -Amount - — ‘




Choose To

Center to Center or Edge to Edge Specify how spacing between symbols is applied

Horizontal or Vertical Enter the measurements for the horizontal and vertical

spacing between symbols

3. When you've set all the options, click OK.

Setting the frame spacing

To specify the minimum distance between flow chart symbols and the
model frame:

1. Select a flow chart.

2. (Choose Frame Spacing from the FlowChart menu.
The Frame Spacing dialog box appears.

= = — Frame Spacing =

Top 0.25iIn Left |0.25in
Bottom [0.25 in Right [0.25in

(mppily ] [concer] | ok ||

3. Enter the appropriate numbers in the provided fields.

4. (lick Apply to change the chart without closing the dialog box. Click OK to change the chart
and close the dialog box.

Changing the connector settings

Use the Connector Settings command to specify the color, width, and pattern of the
connectors between symbols.

If you select a connector before choosing Connector Setfings, the change you make
applies only to the selected connectors. It you don’t select a connector. the
change affects every connector in the chart. If you select a symbol, the change
applies only to the connectors attached to that symbol.
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To change the connector settings:

1. Select a flow chart, or select the connectors you want fo change, and then choose
Connector Settings from the FlowChart menu.

2. When the Conneciors Setfings dialog box appears, set the options according to the instructions
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in the following table.

Connector Settings

Line Style —

Pen Pattern

. Arrows
Pen Color {® No Arrows

) Arrow at Start

O Arrow at End

Pen Width ¥ 500 || | O Arrow at Both Ends

£ Length [ update Defaulls

‘@sullﬁline O: h ‘|

[cencel] | ok |

To

Do this

Choose the connector color

Click Pen Color and choose a color.

Choose the connector pattern

Click Pen Pattern and choose a pattern.

Specify the connector width

In Pen Width, enter a point size between 0 and 255.

Specify the shortest possible
connector length

Enter the measurement in Length,

Choose solid or dashed
connectors

Click Solid Line or Dashed.

Specify the connector arrow type

Click an option for Arrows.

Specify that the current settings
become the default settings

Click Update Defaults.

3. When all the option are properly set, click OK.



Using flow chart model styles

This section explains how model styles work with flow charts. For general
information about using model styles, see “Using model styles™ on page 3-6.

Applying model styles to flow charts

A flow chart model style stores the settings for connectors, the model frame,
and the default spacing. The following table explains these settings. Each
category name appears in the Filter area of the FlowChart Model Styles dialog
box. When you apply a model style, you can exclude, or “filter,” settings that
you don’t want to use by deselecting the category name.

=== rflowChart Model Styles =————+1
Business
Deco :
Informal i
International il sample...
i
Traditional Apply ]
Name(Basic . . .. | o [cancel [ Dpone ] )
Filter ' Click this friangle to expand
Click a category of ~—~——{ Connestors: TEEraiie [ Default Spacing ‘ or collapse the Filter area
model style settings )
to filter it out
Category Controls
Connectors Connector settings, including pen settings, dashes, and
arrows
Frame Fill settings of the model frame, the pen settings for the

frame border, and the spacing between symbols and the
frame border

Default Spacing Spacing between symbols

To apply a model style to a flow chart:

1. Select a flow chart and choose Model Styles from the FlowChart menu.

2. When the FlowChart Model Styles dialog box appears, select the style you want by clicking the
name in the list.

A preview appears in the area on the left. Click Sample to view a larger
version of a selected style.
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3. Ifyou want fo filter any of the settings, click the triangle next o Cancel to display the Filter
options. Click the checkboxes to change any of the setfings.

A checked box indicates that the settings in that category will be applied.

4. (lick Apply to apply the model style. Click Done to close the dialog box.

For a general description of model styles, see “Using model styles™ on page 3-6.

(reating, renaming, or delefing flow chart model styles

You can create your own model styles using your own designs. You can also
delete or rename any existing style.

When you create a model style for flow charts, the model style records all the
settings as defined for the current chart by the Default Spacng, Frame Spadng, and
Connector Settings commands. These commands are explained earlier in this
chapter. A flow chart model style cannot store any of the formatting in the
symbols of your chart, or any changes you made to individual connectors.

To create, rename, or delete a flow chart model style:

1. Select a flow chart and choose Model Styles from the FlowChart menu.
2. When the FlowChart Model Styles dialog box appears, follow the instructions in this fable.

To Do this

Record the settings of the current  Click Add.
chart as a new model style

Delete a model style Select a style and click Delete.
Rename a model style Select a style, enter a name in the Name box, and then click
Rename.

3. When you're done, dick OK.

Changes you make to model styles are saved to disk when you close the
current document.

For general information about model styles, see “Using model styles™ on
page 3-6.
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Making tables

You can use ClarisImpact to place text, numbers, and symbols in neat columns
and rows. ClarisImpact has a variety of useful formatting and display options
to make your tables attractive, as well as easy to use and understand.

Click the table tool, move the When the Table

pointer into the documnent, dailog box appears,
and then drag to define the choose o model style | *

number of columns and rows

e

Enter or import data (hange the formatting
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Understanding table basics

Row

A table is a grid of rows and columns. A row is the horizontal arrangement of
cells. A column is the vertical arrangement of cells. A cell is formed at the
intersection of each row and column. A group of cells is called a cell range.

When you select a cell, the cell contents appear in a box at the top of the
window so that you can enter new values.

Column

Current cell entry

Row headings

é—Seleded cell

&
olalein: §

Each cell in a table has a unique cell address based on its position in the grid.
ClarisImpact identifies columns with letters (A, B, C...) and rows with numbers
(1,2, 3...). These addresses remain hidden unless you choose to display them in
the row and column headings with the Table Options command on the Table menu.
The cell address of a cell at the intersection of column C and row 2 is C2. You
use cell addresses to perform several different table functions.

Column Ilaemiings

A B C
o
12 14 16

Cell address: (2

(reating a table

5 g 8
8 23 3

5
&
w|m(ZE e

=

When you create a table, you can use a model style or choose your own custom
settings. Several model styles for tables are included with ClarisImpact. Each
model style contains all the formatting settings for a complete table design.
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Creating a table with a model style
To create a table with a model style:

222 1. Click the table tool.

2. Move the pointer into the document. Hold down the mouse buton and drag to define the area
and placement of the table, or click once where you want the upper-left corner.

Table tool

B8 Rows [+ ]| While defining the area of the
& Cols E table, an indicator shows the

number of rows and columns

When you release the mouse button, the Table dialog box appears
displaying the model style options for tables. When you select a style from
the scrolling list on the right, a sample of the style appears on the left. Click
Sample to view a selected style at a larger size.

Table

[ style \/ Custom |

Deco

5 Informal .
Preview box International -List box
Modern

Traditional [
[ sample... |

B Rows El
B columns |5 [ cancel | ﬂ 0K a

3. Select the style you want.
4. Enter the desired number of columns and rows in the appropriate boxes.
5. When all the options are properly set, click OK to create the table.

The Table dialog box appears only when you create a table. All of the
functions it provides are available through other commands after you create
a table.
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Table tool

For general information about model styles, see “Using model styles” on
page 3-6.

*

Note If no model styles appear in the Table dialog box and Style is not
selectable, you may not have any model styles installed in your system.
You can still create a table using custom settings. You can also run the
installation program again to install the model styles. Unless you have set
new preferences, ClarisImpact expects the model style files to be stored in
a folder named ClarisImpact Color Styles or ClarisImpact B&W Styles
inside the ClarisImpact Folder.

Creating a table with custom setfings

To create a table with custom settings:

1.
2.

(lick the table tool.

Move the pointer into the document. Hold down the mouse button and drag to define the
area and placement of the table, or click once where you want the upper-left corner.

As you drag, an indicator shows the number of rows and columns in
the table.

Release the mouse when the fable is the size you want.
The Table dialog box appears.
Click Custom.

The dialog box changes to show the custom options.

Table

style \/custom (lick here fo acfivate the

Custom options

Column Width Row Height

Grid Display Default Tent
[] Horizontel [l.] Font [Geneva~
vertical [M.] Size [9 Point~-
[ nashed Lines

™ Rows

Efcowmns |5 | [cancet] [ ok
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5. Set the options according to the instructions in this table:

To Do this

Enter the column width or  Enter the sizes in points in Column Width or Row Height.
row height {There are 72 points to an inch.)

Specify horizontal and Click either Horizontal or Vertical, and then click the color
vertical grid display, and control next to each to choose a color for the grid,

the color of gridlines

Choose the default font Choose a font from the Font pop-up menu, and choose a

and size for table text point size from the Size pop-up menu. You can later specify
a different font, size. or style for text in individual cells, but
these are the preset settings.

Specity dashed lines for Click Dashed Lines.
the grids

Specily the number of rows  Enter the numbers in Rows and Columns.
and columns

6. When you're done, click OK.

The Table dialog box appears only when you create a table, All of the functions
it provides are available through other commands after you create a table.

Using the model bar

When you finish creating a table, the model bar appears at the top of the window
below the style bar. The model bar for tables contains controls that activate the

most commonly used commands. It also includes a box for editing the contents
of a cell.

The model bar does not appear until you select a cell within the table. All of the
controls on the model bar are explained in related sections later in this chapter.

Expand column  Border right
Insert cells ‘ Cell wrap | nlutosum
|

2l [e[5] [z

Ipsum lorem

Current cell entry
Expand row Border outline

¢ Note If a table is not selected. clicking the table once selects the entire
table. and clicking again on a particular cell selects that individual cell.
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Entering and editing table data

ClarisImpact includes a number of features to help you enter and edit
information in a table.

To enter or edit data in a cell:
1. Seledt a cell by clicking it.
If the table is not already active, you may have to click twice.

2. For a new entry, start typing. To edit an existing entry, click in the box on the model bar and
make the necessary changes.

As you type, the data you enter appears both in the box on the model bar
and in the cell itself. You can enter up to 255 characters in a cell.

: . —— Current cell entry

1282 4523 123

3. Confirm the entry by pressing Tab, or click another cel.

When you confirm the entry, the data in the box appears in the cell.

If a text entry is too long to fit in a cell, ClarisImpact overlaps empty adjacent
cells to display the entire entry. If adjacent cells contain data, only part of the
entry is visible in the cell. You can also wrap text in a cell so that it won’t
extend beyond the cell borders. See “Wrapping a cell entry” on page 6-14 for
more information.

If a numeric entry won't fit in a cell, ClarisImpact displays the number in
scientific notation or fills the cell with number signs (###). See “About number
formats™ on page 6-13.

¢ Note To enter a negative number, begin it with a minus sign. To enter a

numeric entry as a text string, precede the entry with an equal sign and put
it in double quotation marks (="1994").
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Moving between table cells

To help enter data quickly, Clarisimpact provides several ways to confirm a
new cell entry and move to a new cell:

Press To

Return or Shift-Return  Confirm the entry and move the selection one cell down or up

Tab or Shift-Tab Confirm the entry and move the selection one cell to the right or left

Arrow keys Confirm the entry and move the selection one cell in the direction of
the arrow

Enter Confirm the entry and keep the current cell selected (if you press Enter

a second time, it deactivates the table and selects the model frame)

You can also click another cell to confirm the entry and move to that cell.

Working with cell data

After you enter data into cells, you can easily select cells and edit the data, or
move, copy, and paste the contents of cells into other cells.

Selecting cells and ranges

Before selecting a cell within a table, you must select the table frame. Once the
table frame is selected, there are several ways to select cells.

To select Do this

A single cell Click the cell. A heavy border surrounds the cell, and the cell contents
(if any) appear in the box on the model bar.

A range of cells Click a cell and hold down the mouse button as you drag through
adjacent cells.

Or, click the first cell in the range and then Shift-click the last cell. The cell
you clicked first becomes the current cell and its contents appear in the
model bar,

Arow or column  Move the pointer to the top or left edge of the table. When the pointer
changes to a down- or right-pointing arrow, click the mouse button.

All cells in the Move the pointer to the upper left corner of the table. When the pointer
table changes to an arrow pointing down and to the right, click the mouse button.

Or, select a cell and choose Select All from the Edit menu (or press
Command-A),

The range of cells  Hold down Command and Option as you click the cell in the upper-left
containing data corner of the table.
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(lick here when the pointer
changes to o down arrow to
select o column

Click here when the pointer changes

fo a right arrow fo select o row
I—. Entrants Best time Awe
i p_ Joson Mdddge |0 .E'-\ = ;h
Ella Wong E . - Elis. Weng 101 95
Yincent Dalvechio [ Yincent Delvechio 101 4
3 Sila Ruiz a8 a0
Byron Noseworthy a7 @

Cutting, copying, and pasting cell data

Y ou can cut or copy data and formats from one cell and paste them into another
cell in the current table or another table. The Cut and Copy commands affect only
the cell contents, not the cell itself. To delete entire cells, see “Inserting and
deleting rows and columns™ on page 6-17.

(learing and deleting the contents of cells

Select a cell and choose Qear from the Edit menu or press Delete to remove the

cell contents without placing a copy on the Clipboard. If you clear or delete cell
contents and then change your mind, choose Undo Qear from the Edit menu before
typing anything else. Clearing the contents of a cell also removes all formatting.

Summing cell data

Sum control

When selecting a range of
cells, include an empty cell
at the end of the range

Use the Sum function to add the values of a selected range of cells. The Sum
function adds all the values selected in a column or row, and places the result
in an empty cell at the end of the selected range.

To sum a selected range of cells:

1. Seled a range of cells, including an empty cell at the bottom, top, left, or right to contain
the result.

2. (lick the Sum control.

% — Clorisimpact places the volue
in the empty cell
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If you select more than one column or row, Clarisimpact sums each one
separately; it does not add cells that are not in the same row or column.

Multiple rows i T ¥ s " t— Clarislmpact sums
are selected = S R b el L1 each row separately

Moving the contents of cells

You can easily move the contents of a cell or cell range to another location in
the table without retyping. Refer to this table for instructions.

To Do this

Move a range of cells with Select the cell or range of cells you want to move.

the monse Hold down Command and Option as you click the top-lefi

cell in the area where you want to move the selected cells.

Move a range of cells with the Select the cell or range of cells you want to move and choose
Move command Move from the Table menu,

When the Move dialog box appears, enter the new cell
address and click OK.

¢ Tip To see cell addresses while using the Move command, use Table Options
on the Table menu to turn on the Column Headings and Row Heodings options.

Exchanging cell contents
You can exchange cell contents between two equal ranges of cells, or between
entire columns and rows.
To exchange entire columns and rows:
1. Move the pointer over the top edge of a column, or the left edge of a row.

2. When the pointer shape changes to a down- or right-pointing arrow, hold down the mouse
button and move the pointer over the column or row you want o exchange.
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3. Release the mouse button to exchange the contents of the two columns or rows.

(lick here, hold down the mouse -
button, and move the pointer q - Clarisimpact swaps the columns

over nnnther IIUIUITIIT .. . S . R ———
gl 02 03 I | 03 02
! 2 2 2 - | 2 2
5 7 8 g 7
E ST 23 [ & 23
[ AT 23 3 & 23
. 8 E 4 4 g

To exchange the values in a selected range of cells with the values in another
range of the same size:
1. Select the range you want to exchange.

2. Hold down Shift-Command-Option and click the fop-left cell in the range where you want to
move the selected cells.

The values in the selected range are exchanged with the values in the
new location.

Filling cells automatically
You can fill a range of cells by duplicating the contents of the cells in a selected
row or column. This can help you avoid typing repetitious information.

To fill cells:

1. Select a range of cells so that the data you want to duplicate is in the top row o left column
of the selecied range.

2. Choose Fill Down or Fill Right from the Table menu.

Clarislmpact duplicates the data to fill the selected rows or columns.

LHN]‘
"
[
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Formatting data in cells

You can change the appearance of table data by changing the format used in a
cell. Cell format refers to text characteristics and number formats.

Setting the format for numbers, dates, and times

You can control how numbers, dates, and times appear in a cell. Numbers
always appear unformatted in the model bar.

| [=i(=] [Siod = e 2] (2639 Number as you fype it

[=}] Q2 - q;
81239 $6437 s2632 F— Formatted number

Numeric data can be displayed as a percentage, currency, or scientific notation,
and can show a fixed or floating number of decimal places.

To set the number format for selected cells:

1. Select the cells you want o change and choose Number Format from the Table menu.
The Number Format dialog box appears.

Number Format

~Number 1L R —
O General O 1/26/92 |
@ Currency O Jul 26, 1992

) Percent O July 26, 1992

O Scientific © Sun, Jul 26, 1992 |
C Fined O Sunday, July 26, 1992

[] Commas _Time _
[ Negatives in () 0 5:20 PM O17:20 |
Precision O5:20:15PM O 17:20:15 |
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To

Do this

Choose the number format

Click one of the options in the Number area. (The options are
described in “About number formats™ below. )

Specify comma separators
for thousands

Click Commas.

Specify negative numbers
to display in parentheses

Click Negatives in ().

Specify the number of
decimal places

Enter a number up to 15 in Precision. Setting the precision
affects only how numbers display. It does not change the
accuracy of summations. For numbers using the Scientific
format, the precision applies to the mantissa,

Choose date and time
formats

Click a format in the Date and Time areas.

2. When you're done, click OK.

o Tip If numbers can’t be displayed because the cells are too narrow,
ClarisImpact first attempts to display the numbers in scientific notation. If
the numbers still won’t fit, ClarisImpact fills the cells with number signs
(##H#H#). To bring the numbers into view, make the cells wider. (See
“Resizing rows and columns™ on page 6-19.)

About number formats

The following table describes the ClarisImpact number formats.

Format Example  Description

General 43.6666 ClarisImpact adds a floating number of decimal places to the right
of the decimal point. Trailing zeroes to the right of the decimal point
are dropped. For example, 0.54 and 0.5400 appear as 0.54. The
number 54.00 appears as 54.

Currency $43.67 ClarisImpact puts a currency symbol next to the number. The preset
precision is two decimal places, but you can change it.

Percent 4367.00%  Numbers are displayed as percentages. Clarismpact multiplies the
number you enter by 100 and displays it in a fixed decimal format
with the precision you set. The number 5 appears as 500%, and the
number .5 as S0%.

Muaking tables
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Format Example Description

Scientific 4.37e+1 ClarisImpact displays entries as exponential powers of 10. The
precision (set in the Precision box) applies to the mantissa of the
value displayed. For example, if you set the precision at 2, the
number 1000000 appears as 1.00e + 6 (1.00 multiplied by 10 to the
power of 6).

Fixed 43.67 ClarisImpact rounds numeric entries to a fixed number of decimal
places. The preset number of decimal places is two. You can change
the number in the Precision box of the Number Format dialog box.

Changing the text seftings

You can change the font. size. style. color. or justification of characters in a cell
or range using the Text menu. To apply text formatting, select the cells you
want to modify, and then choose the appropriate formatting option from the
Text menu. For complete information about text formatting options, see
chapter 13, “Working with text.”

Wrapping a cell entry

=

Cell wrap control

6-14

When an entry is longer than the cell width, the lines continue into the next cell
(if the next cell is empty). The Cell Wrap command causes lines to wrap (go to
the next line) when they reach the border of the cell. Because cells usually only
fit one line of text, you can’t see the text that doesn't fit in the cell. If you want
the height of the cell to adjust automatically to fit the wrapped text, use the
Row Height command or the expand row control.

arerm dansm

| pELS arem donam

zurn lerem donain i j lpsm forem i escbril

Unwrapped entry Wrapped entry (the complete Row Height set to
entry is still stored in the cell)  Fif to Text

To prevent lines from overflowing a cell:
1. Select the cells you want to change.

2. Click the cell wrap control, or choose Justification from the Text menu, and then Cell Wrap
from the submenu.



3. Toadjust the row height to fit the wrapped text automatically, click the expand row control or
choose Row Height from the Table menu, click Fit to Text, and then click OK.

For complete information about Row Height, see ““Resizing rows and
columns” on page 6-19.

Expand row control

¢ Note Wrapped text is always aligned to the top of the cell.

Vertically centering text
You can vertically center non-wrapped text in a cell. Instead of beginning at the
bottom of the cell, the text is centered exactly between the top and bottom of
the cell.
To center text vertically:
1. Select the cell you want fo change.
2. (Choose Justification from the Text menu, and Center Vertically from the submenu.

Sorfing a range of cells

Clarislmpact can sort values in selected columns or rows. You can sort
alphabetically or numerically, in descending or ascending order. If a column
or row contains both text and numbers, text is sorted first, then numbers.

A vertical sort (down a column) sorts the data in several rows. The contents of
E cells in each row are kept together in the row.

Sorting verticall ; ;
9 Y A horizontal sort (across a row) sorts the data in several columns. The contents

o of cells in each column are kept together in the column.

You can specify three levels of sorting. If there are duplicate values in the first
Sorting horizontally row or column being sorted, ClarisImpact sorts the cells according to values in
the second specified row or column, and so on to the third sort level.
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Ascending sort
Descending sort
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In the following example, the table was first sorted by the first column only
(Name). With this level of sorting the Arronsons are grouped together, but they
appear in no special order. When a secondary sort is specified to sort the third
column (Grade) in descending order, the Arronsons are put in order by grade.
from highest to lowest.

[ GrA Graile Wame GPA ___ Grede Wame GPA Grude

..... o 33 [l e FT) ] [ Amnion 38 [
[ 31 5 Atronsen FI) | amoeann 3
ranson FX] [ Amronson 17 3 Amerin 19 .
Egrn 3 L] Eyeon | 3 a Bmen 1 [
Armnson ar a Cheg | it i thirg ¥ E
Ehang 27 2 Domings | 31 5 [ 11 5
Table as originally entered Table sorted by Name Table sorted by Name
column only and Grade

+ Note You must enter cell addresses 1o specify the columns and rows
you want to sort by. To determine cell addresses. use the Table Options
command on the Table menu to turn on the Show Cell ID, Column Headings.

and Row Headings options.

To sort the values in a range of cells:
1. Select the range containing values you want to sort.
2. Choose Sort from the Table menu.

The Sort dialog box appears. The Range box shows the range of cells that
you selected.

Sort

Range |A2..C7 |

l—l]rder Keys ——————  Direction———
st A2 @ad Oh ® Uertical
L 2na-[c2 Ol h | _O llnrizniti -
3rd @al Oh
al = Aiscending k. = Descending [ cancel | I 0K I

3. Enter the address of the top-left cell in each row or column you want to sort by in the Order
Keys area. For each entry, click the oscending or descending sort options.



There must be a value in Ist. Enter values in 2nd and 3rd only if you want to
specify additional sorting levels.

ClarisImpact assumes that you want to sort in ascending order by the row
or column of the top-left cell in the range you selected. If this is correct, you
don’t have to change anything in the Order Keys area.

4. In the Direction areq, click Vertical o sort down columns or Horizontal fo sort across rows.

5. Click OK.

Changing rows and columns

You can revise a table by inserting, deleting, moving, or resizing rows

and columns.

Inserting and deleting rows and columns

You can insert and delete ranges, rows, columns of cells anywhere in a table.
Inserting cells doesn’t affect the contents of any existing cells. Deleting cells
removes the cells and all their contents.

To

Do this

Insert rows or columns

Select rows below or columns to the right of where you want
Lo insert new rows or columns.

Select the same number of rows or columns that you want to
insert. For example, select three rows if you want to insert
three new rows.

Click the insert cells control (=) or choose Insert Cells from
the Table menu.

Delete rows or columns

Select the rows or columns you want to delete.

Click the delete cells control t'l. or choose Delete Cells
from the Table menu.

Making rables
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When you select a range of cells and then insert or delete cells, either the Insert
Cells or the Delete Cells dialog box appears. Both dialog boxes have almost the
same options. Choose options in these dialog boxes according to the
instructions in this table.

Insert Ceils

Insert —— Shift

E¥ @ Entire Row @ Celis Down
= O Entire Column O Cells Right
BH O selected R

|Eﬂnceli l DK ﬂ

Delete Cells

Delete ~Shift
B O Entire Row @ Cells Up
EEE O Entire Column O Cells Left

B @ Selected Rang

Cﬂncelll 0K '

Choose To

Entire Row Insert or delete the number of rows in the selected range
Entire Column Insert or delete the number of columns in the selected range
Selected Range Insert or delete the number of cells in the selected range
Cells Down or Cells Right Specify how the contents of the currently selected cells
(Insert Cells dialog box only) should be shifted when new cells are inserted (only available

if Selected Range is chosen)

Cells Up or Cells Left (Delete Specify how the contents of the adjacent cells should be
Cells dialog box only) shifted when the selected cells are deleted (only available if
Selected Range is chosen)
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Resizing rows and columns

You can resize rows and columns using the mouse, commands on the Table
menu, or controls on the model bar.

Resize a row or column with the mouse when you want to make a quick
simple change. This table explains methods for resizing rows and columns
with the mouse.

To Do this

Resize a row Select a cell in the table.

Move the pointer over the bottomn border of any row in the left
column of the table.

When the pointer changes to an up-and-down arrow (), you can
press the mouse button and drag the border to resize the row.

Resize column Select a cell in the table.

Move the pointer over the right border of any column in the top
row of the table.

When the pointer changes to a left-and-right arrow (+), you can
press the mouse button and drag the border to resize the column.

Resizing a column

¢ Tip To resize multiple rows or columns, select the rows or columns you
want to resize, and then drag the border of one of the selected rows or
columns. When you release the mouse button, they are all resized.
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Using commands on the Table menu or controls on the model bar, you can
resize rows or columns to specific measurements, restore them to their original
size, or expand them to fit the text entered in cells. Refer to this table for
instructions on using these functions.

To Do this

Enter a specific row or Select a cell in the row or column you want to change.

coluy size Choose Row Height or Column Width from the Table menu,

enter the sizes in points in the Size box, and then click OK.
(There are 72 points to an inch.)

Expand a row or column to Select a cell that you want to expand, and then click the
fit cell text expand row control ([BI) or the expand column control ([&]).

You can also choose Row Height or Column Width from the
Table menu, click Fit to Text, and then click OK.

Restore a row or column to its Select a cell in the row or column you want to change.
original height or width Choose Row Height or Column Width from the Table menu,
click Default, and then click OK.

Text text text
et et toxt texct Texh tant tech ot tent text text
Original table Column expanded to fit text Row expanded to fit text

Resizing tables with the mouse

You can always add new rows or columns or hide existing ones by changing
the size of the table with the mouse. To change the size of a table, select it and
drag one of the corner handles.

Clarislmpact adds o
new column fa fit in
the larger orea

ot

If you make the table larger, Clarisimpact adds new rows or columns to the
bottom and right sides of the table. If you make the table smaller, ClarisImpact
hides the cells that no longer fit. They reappear if you make the table larger again.



Adding borders and lines

Use these pop-up menus fo
enter the line weight for
each border

You can emphasize a selected cell (or range of cells) with a bold or colored
border. Borders are part of a cell’s format and are copied and pasted with the cell.

To add borders to a cell or range of cells:

1. Select cells you want to change and choose Cell Borders from the Table menu.

The Cell Borders dialog box appears. If a dash appears in a box, some (but
not all) of the currently selected cells have that border.

Cell Borders

Line Width—— Sample — e
{I:llmlline =] [

[ clear | [cancet] [ ok

2. Choose the line weight for each border from the pop-up menus next fo each option.
3. Click OK when you have set all the options.

You can also add lines and borders using the controls on the model bar.
Remember that the model bar appears only when a cell is selected.

To Do this

Surround the selected cells witha  Click the outline control (5).

border

Place a line below the selected Click the horizontal line control (Z]).
cells

Place a line to the right of the Click the vertical line control ().

selected cells

¢ Note Cell Borders does not control the color of gridlines. Use Grid Display
to choose the color and pen weight for gridlines.
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Specifying border colors

To change the color of borders, choose Grid Display from the Table menu and use
the Cell Borders control in the Grid Display dialog box to choose a color. All the
borders in the table are controlled by this setting. You cannot choose different
colors for each border.

Choosing table options

6-22

You can show or hide column and row headings, display cell addresses, and
control how formulas and circular references are displayed.

To change table options:

1. Select a table, and then choose Table Options from the Table menu.
You see the Table Options dialog box.

Table Dptions

[J Formulas [ Mark Circular Refs
[ Column Headings [ Show Cell ID

[] Row Headings

2. Seled the options you want.

Choose To

Formulas Display formulas, rather than computed values, in cells that
contain formulas

Column Headings Display the column headings (A, B, C. and so forth)
Row Headings Display the row headings (1, 2, 3, and so forth)
Mark Circular Refs, Place dots next to data in cells that contain circular cell references

(this helps you spot formulas that may need rethinking)

Show Cell ID Display the cell address in the box on the model bar each time a
cell is selected

3. Click OK.



Changing the grid display
To change the display settings of the table grid and the borders created by the
Cell Borders command:

1. Select a table and choose Grid Display from the Table menu.
The Grid Display dialog box appears.

6rid Display

= Horizontal cell Borders
R vertical  [l]
[] Dashed Lines

[ vertical in Front

To Do this

Change the horizontal or vertical  Click either Horizontal or Vertical, and then click the
gridlines color box next to each to choose a color for the grid.
Specify a color for borders Click Cell Borders and choose a color.

created by the Cell Borders

command

Specity dashed lines Click Dashed Lines.

Specify that vertical lines are Click Vertical in Front.

drawn in front of horizontal lines

2. When all the options are set, click OK.

Importing data

ClarisImpact can import data from spreadsheets and databases directly into
tables. It can import data directly from ClarisWorks and Excel 3.0, as well as
data saved in ASCII. DBF, DIF, or SYLK formats.

To place data from any of these formats in a table:
1. Create a table and select a cell where you would like to place the first cell of imported data.

This is usually the top-left cell in the table, but you can place the imported
data anywhere in the table.
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2. Choose Place File from the File menu.
3. When the Place dialog box appears, select the file you want to import and click Place.
If you don’t see the file you want, make sure that Show is set to All Available.

Importing ClarisWorks spreadsheets

You can import ClarisWorks spreadsheets without first creating a table. In
ClarisWorks, save your spreadsheet as a frame in a drawing or word processing
document. In ClarisImpact, use the Open or Place File commands to convert the
document. If you use Open, the ClarisWorks document appears as a new
ClarisImpact document. If you use Place File, the contents of the ClarisWorks
document are added to the ClarisImpact document. Once you import a
ClarisWorks spreadsheet, it functions exactly like a ClarisImpact table model.

Generating charts from tables
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ClarisImpact can generate data charts from a range of cells in a table. When
generating a chart from an existing table, you have the same chart creation
options as when working with other types of ClarisImpact data charts.

+ Note If the main purpose of your work is to create a data chart, you should
not use this procedure. Instead, see chapter 7, “Making data charts.” By
generating a chart from a table, you can create more than one chart from a
single table, and you can make a chart from a portion of the table.

When you generate a data chart from a table, you can link the new chart to the
table, or make a chart object. If you link the chart to an existing table, the chart
changes when you enter data in the table.

If you choose to make a chart object. it is identical to a data chart model created
with the data chart tool. When you change data in the original table. it has no
effect on the new chart object.

To create a chart from a table:

1. Select the range of cells that you want fo chart.

To create a new data chart object, you must select all the cells in the table.



2. Choose Make Chart from the Table menu.
The Chart dialog box appears.

Chart

Style |/ Custom |

Basic line

Basic pie

Business bar
Business line
Business pie |
Deco bar i
Deco line

Deco pie

E Sample... |

(®) Link to Table

(O Make LChart Ob ject

ll:ﬂnl:ell l 0K Ig

3. Choose a style for the chart, or dlick Custom and choose from the Cusiom options.

4. To generate a chart that is linked to the current fable, click Link to Table; for a new chart

objedt, click Make Chart Object.
5. Click OK to generate the chart.

For complete information about creating a data chart, see “Creating data

charts™ on page 7-10.

Using a chart that is linked 1o a table

A chart that is linked to a table is slightly different from a normal data chart
model. When you select the chart, the Chart menu appears, but it contains only
the Gallery, Axis, Series, Legend&Title, and Range commands. You can select chart
elements and modify them as you would in a data chart, but you cannot select
individual data points and edit data. Instead, you must edit the data in the table

to change the chart.

Making tables
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Using table model styles

Use model styles to automate table formatting and design. A model style stores
all the format options for a table. This section explains how model styles work
with tables. For an overview of using model styles, see “Using model styles”
on page 3-6.

Applying model styles to tables

Click a category of -
model style seffings
to filter it out
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A model style specifies all the settings on the Table menu. The following table
explains the settings stored in a table model style. Each category name appears
in the Filter area of the Table Model Styles dialog box. When you apply a
model style, you can exclude, or “filter,” settings that you don’t want to use by
deselecting the category name.

E==——— Tovie Modei styles =

| Add |

Deco
Informal
International

Nden

“|[ Traditional o

vome[Be ] . (conce) Come ]

Filter Click this triangle to expand
o Tent Style [ Borders I Fill Empty or collapse the Filter area

[ Text Rlignment Cell Color [ Grid Display
[) Number Format [ Width/Height [X] Frame

Category Controls

Text Style Fon, size, style, and color settings for text

Text Alignment Alignment settings for each table cell

Number Format Number, date, and time formats for each table cell

Borders Border display settings and border color

Cell Color Color, pattern, or gradient of each table cell

Width/Height Column width and row height settings for 1able cell

Fill Empty Placement of data from the model style in empty table cells
Grid Display Grid display settings for both horizontal and vertical grids
Frame Fill for the chart frame, and the pen settings for the frame border




+ Note If you turn off Fill Empty, the data stored in the model style will is not
placed in the table to which you are applying the style.

To apply a model style to a table:

1. Select a fable and choose Model Styles from the Table menu.

2. When the Table Model Styles dialog box appears, select the style you want by clicking the
name in the list.

A preview appears in the area on the left. Click Sample to view a larger
version of a selected style.

3. If you want 1o filter any of the settings, click the triangle next to Cancel o display the Filter
options. Click the checkboxes to change the setfings.

A checked box indicates that the settings in that category will be applied.
4. (lick Apply to apply the model style. Click Done to close the dialog box.

For a general description of model styles, see “Using model styles™ on page 3-6.

(reating, deleting, or renaming table model styles

A model style can store any formatting change you apply to a cell. To prepare
a table for use in creating a model style, format it with all the settings you
would like to store in the model style. Do not enter any data in the table unless
you want that data to be part of the model style.

To create, delete, or rename a table model style:

1. Select a table and choose Model Styles from the Table menu.
2. When the Table Model Styles dialog box appears, follow the instructions in this table.

To Do this

Record the settings of the current  Chick Add.
table as a new model style

Delete a model style Select a style and click Delete.

Rename a model style Select a style. enter a name in the Name box, and then
click Rename.

3. When you're done, click OK.

For general information about model styles, see “Using model styles™ on page 3-6.
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Using table element styles

Use table element styles to apply several formatting changes to table cells
simultaneously. A table element style stores the text, border, fill, and number
format settings for a table cell. It can also store default data.

Applying element styles to table cells
To apply an element style to table cells:
1. Select the cells you want to modify.
2. (Choose Element Styles from the Table menu.

The element styles palette appears. This palette stays open until you click
the close box or stop editing the table. You can collapse and expand the
palette by clicking the box in the upper-right corner of the title bar.

Click here to collapse
or expand the palette

Arrow hollow up
Arrow solid left
Arrow solid r

3. Preview the available element styles by clicking the style names in the st box.
4. When you've chosen a style, click Apply.

Changing table element styles

You can create an element style manually, or extract the settings of an existing
cell as a new element style.

To create, edit, remove, or rename element styles:

1. Select a cell, and then choose Element Styles from the Table menu. (If you want to extract the
settings of an existing cell, make sure that it is selected.)

The element styles palette appears.
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2. (Click the friangle in the lower-right corner to expand the window and display the
editing options.

[T Element Styles [ |

Arrow hollow up
Arrow solid left
Arrow solid rigl

(__meew ) =—{— Click this triangle fo expand
(Cmew J(_ean )
Hame ;

[ view by Object

3. To rename or remove an element style, or to display styles by objedt, refer to the following
table. To edit or create an element style, confinue to the next step.

To Do this

Rename an clement style Select an element style, enter a new name in the Name
box, and then click Rename.

Remove an element style Select an element style, and then click Remove.

Display styles by object Click View by Object.

4. To create an element style, click New. To edit an exisfing style, select the style and click Edit.
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The Table Element dialog box appears.

Table Element

~Text -
W D o

Osize
[ value [ style
e
O cell cotor (W] | cotor [T

D[ Borders... |
O[Numbers...]  [Extract] [Cancel |

5. If you want to copy the settings of the currently selected cell into the dialog box, click Extract.
6. Refer o the table that follows to set options.

To Do this
Set a default cell value Enter the data in Value.
Choose the cell color Choose a color from Cell Color.

Specify the border settings  Click Borders and set the border options in the dialog box
that appears. See”Adding borders and lines” on page 6-21.

Choose the number format  Click Numbers, and then set the number format options in
the dialog box that appears. See “Setting the format for
numbers, dates, and times” on page 6-12,

Specify the text settings Use Font, Size. Style, Align, and Color to set the text options.

7. Click OK fo record the settings and refurn to the element styles palette. You may also want fo
rename the new element style you've created.

Creating an element style makes no visible change in the table. To use the
style you created, you need to apply it to a cell.
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Entering and editing chart information
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Chapte r'7

Making data charts

ClarisImpact creates bar, pie, line, area, X-Y, hi-low, scatter, and pictogram
charts. All of these charts are useful for graphically representing numerical
data.

g When ihe Chart dialog
Click the chart tool, move box appears, choose g

the pointer into the
document, and then drag to . model style

define the size and
pluremenl of the chart

Et

; .HJ

R L Hide the data table fo
= | complete the chart
Enter your dofa

(larisimpact creates the chart

S e ive  teee
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Understanding data chart basics

All chart types contain similar elements. The purpose of most charts is to show
the relationship between the data points in a series, and to compare different
data series to each other.

The smallest bit of information on a chart is called a data point. A quarterly
sales figure or the number of stoves manufactured in April are both examples
of single data points. A single data point might appear as a bar on a bar chart
or a single slice in a pie chart. A data point is usually a single number, but
sometimes it can be a pair of numbers.

A data series is a group of data points containing the same type of information.
The quarterly sales figures for a whole year, or the number of stoves made each
month for a year, are both examples of data series. In a table, a data series
appears as a column or a row. In a chart, a data series may be displayed as all
the blue bars on a bar chart, or a line showing a sales trend on a line chart.

The groups of data in which data points from different data series are compared
are called divisions. For example, when comparing quarterly sales figures for
apples and oranges, each quarter represents a division,

All ClarisImpact data charts, except for pie charts, show data points at specific
points on an axis. The vertical (or Y) axis usually shows numerical values. The
horizontal (or X) axis usually shows divisions in the data series, most often
periods of time.

Title
Y oxis
Data series
E :::: | }7 Legend
Data point
e X axis
Divisions

Data table —{
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Types of charts

Bar charts

Every data chart type in Clarisimpact contains the chart itself, and a data rable.
The data table provides a different way of viewing the chart data. When you
change a value in the data table, Clarislmpact changes the chart automatically.
The values in the top row and left column usually appear on the chart as
division and series labels. The value of the cell in the upper-left corner of the
table usually appears as the chart title.

ClarisImpact provides twelve types of charts. The examples in this section
were created using methods described later in this chapter.

Bar charts show values in colored or patterned bars. A set of bars with the same
color or pattern represents a data series. The bars are grouped into divisions and
each data point is represented by its own bar. Bar charts are useful for
comparing values because you see the values side by side,

Sales By Region




Stacked bar charts

Area charis

A stacked bar chart shows the cumulative values for each division. The data
series within a division are stacked on top of each other, so that each division
is represented by one bar.

Sales By Regfon
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An area chart (also called a layer chart) represents data by plotting a data series
on a line and shading the area below the line. If there is more than one data
series, the shaded areas overlap. Area charts effectively show the relative size
or importance of data series over time. You could use an area chart, for
example, to illustrate the relative importance of two export commaodities.

Grain Exports
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Stacked area charts

A stacked area chart is similar to an area chart, except that instead of overlapping
the areas from different data series, the areas are added together and the chart
shows cumulative values.

Grain Exports
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Line charts

Line charts plot the values in a data series to points and connect the points
with a line.

Line charts are especially useful for tracking how data changes over time.
Values are usually plotted on the vertical (Y) axis, and time is represented on
the horizontal (X) axis, as in the following example.
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You can change or remove the data point symbols. For instructions, see
*“Changing series data symbols™ on page 7-30.



Scatter charts

Scatter charts plot the values of a data series to points in the chart. Each data
series is represented by a unique symbol. In the following example, the data
point symbols for each series are changed to help distinguish the series.
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X-Y line and scatter charts
X-Y charts plot pairs of numbers as points in an X-Y coordinate system. They
show the relationship of a pair of values to other pairs of values in a data series.
They also show how a change in the value of one variable is reflected in the
value of another variable. X-Y charts are useful for seeing statistical samplings
of data.

An X-Y line chart uses two rows of data to plot values for each data series.
Values in the first row are plotted on the X axis and values in the second row
are plotted on the Y axis. The pair of values in each column determines the
position of one data point (represented by a symbol) on the chart. The symbols
for each data series in an X-Y line chart are connected by a line.
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If you create more than one pair of rows in the data table, the X-Y line chart
plots more than one series of data.

W

An X-Y scatter chart is the same as an X-Y line chart except that the chart
symbols are not connected.
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Pie charts

A pie chart shows each data value as a percentage or portion of a whole. A pie
chart plots a single data series (a single row or column from the data table) as
a separale pie.

You can include values on the pie slices and explode one or more slices 1o
add emphasis.

Revenue Source

M riembershi p .Eu niributions .Gra nts

If you create a pie chart based on multiple rows of data, ClarisImpact charts
cach row as a separate pie. For example, if you created a pie chart based on
three rows and four columns of data, the chart would have three pies and each
pie would have four slices.

Hi-low charts

A hi-low chart plots a high point and a low point for each division in a data
series. For example, you could use a hi-low chart to plot the high and low prices
of a stock each day.
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Creating data charts

7-10

You need two rows of data for each data series. The pair of values in each
column appears in the chart as two points connected by a vertical line. Hi-low
charts usually show only one data series.
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Pictogram and stacked pictogram charts

A pictogram chart is a bar chart with graphics or images on the bars. A stacked
pictogram chart, like a stacked bar chart, shows the cumulative value for a
division in a single bar.

When you create a data chart, you can use a model style or define your own
custom settings. Several model styles for data charts are included with
ClarisImpact. While you still determine the contents and structure of the chart.
the style determines how the elements look.



(reafing a data chart with a model style

ClarisImpact includes model styles for three basic types of data charts: bar,
line, and pie charts. Although the program can create 12 different types of
charts (see “Types of charts” on page 7-4), all the others are variations of these
three basic types. If you want to create a chart for which there is no included
model style, use a style for the chart most similar to the one you want and then
change the chart type after the chart is created. (See “Choosing chart types and
options” on page 7-22.) For example, if you want to create a stacked bar chart,
use one of the bar chart styles. You can also create any type of chart using the
Custom settings.

To create a data chart with a model style:

1. (Click the data chart tool.

ad 2. Move the pointer info the document. Hold down the mouse button and drag to define the
area and placement of the chart, or click once where you want the upper-left corner.

Data chart tool _
When you release the mouse button, the Chart dialog box appears.
The dialog box displays the model style oplidns for charts. To preview a
style, select a title in the list box to make it appear in the preview box. Click
Sample 1o view a selected style at a larger size.
Chart
style !/ Custom |
Basic bar
a Basic line p
Preview box Pavic-gib List box

Business bar | |
Business line |
Business pie | |
Deco bar
Deco line
Deco pie

E= Rows E
EE tolumns E’ [l:ﬂm:al] II (114 ]

3. Click the name of the style you want.
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Data chart tool

7-12

4. Enter the number of columns and rows to be charted in the Rows and Columns boxes.

This determines how many data points and data series appear on the chart.
By default, each row is a separate data series. and each column is a division
on the X axis. You can also insert or delete rows and columns later.

When these options are properly set, click OK to create the table.

The Chart dialog box appears only when you create a chart, All of the
functions it provides are available through other commands after you
create a chart.

Note If no model styles appear in the dialog box and Style is not selectable,
you may not have any model styles installed in your system. You can still
create a data chart using custom settings. You can also run the installation
program again to install the model styles. Unless you have set new
preferences, Clarislmpact expects the model style files to be stored in a
folder named ClarisImpact Color Styles or ClarisImpact B&W Styles
inside the Clarislmpact Folder.

(reating a data chart with custom settings

To create a data chart with custom settings:

|
2.

(lick the data chart tool.

Move the pointer into the document, and then hold down the mouse button and drag to define
the area and placement of the chart, or dick once where you want the upper-left corner.

The Chart dialog box appears.
Click Custom.



4. (lick the type of data chart you want.

[“styie \/custom - Elirk here to activate the
- ustom options

™ @

™

Area Line Scatter Pie Pictogram

¥y Hi-Low  Stacked
Area Line Scatter Pictogram

M —— A,
& Color [ shadow
[ Herizontal [ 3-dimensional

FFH Rows E
Etnlumnsl_-;:l [cancel] | ok ||

5. Choose the Color, Horizontal, 3-dimensional, and Shadow options according o your needs.

Other options may appear depending on the type of chart you select. All of
these options are explained later in this chapter. You don’t have to specify
any options before creating the chart; you can set all of them later.

. Enter the number of columns and rows to be charted in the Rows and Columns boxes.

This determines how many data points and data series appear on the chart.
By default, each row is a separate data series, and each column is a division
on the X axis. You can also insert or delete rows and columns later.

. When ol the options are properly set, click OK to create the chart.

The Chart dialog box appears only when you create a chart. All of the
functions it provides are available through other commands after you
create a chart.
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Using the model bar
When you finish creating a data chart, and every time you select a data chart,
the model bar appears at the top of the window, below the style bar. The model
bar contains useful controls for working with data charts, as well as a box for
editing cell contents. The model bar doesn’t appear until you activate a chart
by clicking it twice.

Current cell entry
Delete cells
Insert cells

Chart options

Working with the data table

The data table provides a tabular view of the data in a chart. You can show or
hide the data table and separate it from the chart.

Hiding and showing the data table

When you first create a data chart, the data table appears directly below the data
chart. Clarislmpact displays the data table and groups it with the chart itself.
You can show or hide the data table.

To show or hide the data table:

1. Select an element in the dafa chart.

2. To show the data table, click the data table control at the bottom of the chart, or choose
Show Data Table from the Chart menu, or press Command-Option-D.
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3. To hide the data fable, click the data table control again, or choose Hide Data Table , or press
Command-Option-D.

(lick the data table control to
show or hide the data table

Separating the data table

If you need to generate additional charts from the same data table, you can
separate a data table from its original chart. A chartthat is separated from its data
table is identical to a chart that is linked to a table model. For information about
using this type of chart, see “Generating charts from tables” on page 6-24.

Also, if you want to ungroup a data chart, you must first separate it from the
data table. See “Ungrouping models™ on page 3-6.
To separate a data table from a chart:
1. Select an element in the data chart.
2. (Choose Separate Table from the Chart menu.
ClarisImpact divides the data table from the chart so they are separate

objects. The data table is still linked to the chart so that any changes you
make to the data in a cell are immediately reflected in the chart.
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Entering and editing chart information

Click the element you —
want fo change, and
enter o new value

7-16

Once you create a data chart, there are several ways to enter data and modify
the chart.

The data table that appears below the data chart is linked to the chart so that
each time you make a change in the table, the chart immediately changes. In
the same way, if you change the chart, the table changes.

You can enter new data in a chart by selecting elements directly on the chart
and entering new values, or by entering new values in the table cells.

To select chart elements and enter data:

1. Click a data chart to select it.

2. Click the data chart element that you want to change; for instance, a bar on a bar chart.
3. Immediately begin entering a new value.

The entry appears in the box on the model bar. You don’t have to click the
box to begin typing.

== [2d — The entry
- o appears here e

Hiorem Hiorsm

Mg | | Clarislmpadt —— B ipsom
- odjusts the scale

of the chart to

include the new
value

4. Press Tab or click another element when you finish.
ClarisImpact immediately changes the chart to reflect the new data.
You can also enter new values directly into the table without selecting a chart

element. First, click the data table control to show the data table (if it’s not
already visible). Click on any table cell to select it, and then enter a new number.



Moving between chart elements

Refer to this table for keystrokes that confirm the data you’ve entered and
move the selection,

Press To

Return or Shift-Return ~ Confirm the entry and move the selection one cell down or up in the
current column

Tab or Shifi-Tab Confirm the entry and move the selection one cell to the right or left

Arrow keys Confirm the entry and move the selection one cell in the direction of
the arrow

Enter Confirm the entry and keep the current cell and chart element selected

Adding new data series and divisions

You add new data series and divisions to a chart by selecting the type of
element you want to add, and then clicking the insert cells control. When you
add a data series or division to a chart, ClarisImpact copies all the values from
what you selected into the new series or division.

To add a series or division to a chart:

1. Toadd a data series, select a data point element, such as a bar in bar chart. To add a division,
select one of the division labels on the X axis.
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2. (lick the insert cells control on the mode! bar, or choose Insert Cells from the Chart menu.

Insert cells control

Clarisimpact
adds new bars
) ) 1o the chart,

Click o dulq point glemenl, represening a
and then click the insert it <o
cells control

Carislmpact
Click the division label, adds a new
and then lick the insert division
cells control

Data series and divisions correspond to rows or columns in the data table.

Whenever you add a data series or division, a new column or row appears in

the data table. You can also add data series by selecting columns or rows in the

data table and using the Insert Cells command or control.

+ Note You must first select an existing column or row to insert a new
column or row in the data table. You can select rows or columns in the same
way as in the table model. For instructions, see “Selecting cells and ranges”
on page 6-8,

Deleting data series and divisions
To delete data series and divisions:
= 1. Select a data point in the series you want to delete, or a division that you want o delete.
Delete cells control 2. (lick the delete cells control, or choose Delete Cells from the Chart menu.

+ Important The delete cells control or Delete Cells command removes a row or
column in the data table. Don’t use either when you simply want to delete
the data in cell (use Cear on the Edit menu or press Delete).
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Entering titles and labels

Add or change the title or legend names on the chart just as you would edit the
data in any cell.

Importing data

To change a chart title or label:

1.
2.

Make sure the chart is selected.

Click the chart title or a label to select it.

You can also select the corresponding cell in the data table.
Enter a new fitle.

The text you enter appears in the box on the model bar.
Press Tab or click another element when you finish.

ClarisImpact places the new text on the chart.

ClarisImpact can import data from spreadsheets and databases directly into
data charts. It can import from Excel 3.0, as well as data that has been saved in
the ASCII text, DBF, DIF, or SYLK formats.

To place data from any of these formats in a data chart:

)
2

(reate a data chart and make sure the data table is visible.
Select a cell in the data table where you would like to place the first cell of imported data.

This is usually the top-left cell in the table, but you can place the imported
data anywhere in the table.

Choose Place File from the File menu.

4. When the Place dialog box appears, select the file you want to import and click Place.

If you don’t see the file you want, make sure that Show is set to All Available.
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Changing data chart fill, pen, and text settings

Select o dota point element
and choose a new fill

7-20

You can specify fill, pen, and text settings for almost every element in a data
chart. In most cases you can change the settings for an element just as you
would any other ClarisImpact object. Select the element and choose a fill or
pen setting from the style bar, or a text setting from the Text menu.

You can apply all of these settings manually, or you can use model and element
styles to apply several formatting settings automatically. For information on
model and element styles, see “Using data chart model styles™ on page 7-38.

Changing the color or pattern of a series

When you change the fill or pen settings of a series, every element in that series
also changes. For instance, if you specify a new color for a bar in a bar chart.
all the other bars in that data series also change color.

To change the fill and pen settings for a series:
1. Select a data point in a data series, like a bar in a bar chart.
You can also select a series box in the chart legend.

2. Choose from the fill and pen palettes.

Al the elements in the data
series change

Formatting chart text

Change the font, size, style, or color of any chart text using the commands on
the Text menu. To apply text formatting, select the text you want to modify,
and then choose the appropriate formatting option from the Text menu. You
can select text elements in the chart or the data table. For complete information
about text formatting options, see chapter 13, “Working with text,”

+ Note To change the text formatting settings of the axis label and numbered
tick marks, select the Y axis and choose options from the commands on the
Text menu.



Restructuring data charts

Customize the scale and —
tick morks on an oxis

Reposition and
format the title

Chart Options
dialog box

Using the commands on the Chart menu, you can change how information is
displayed in a data chart. You can change the chart type, select various design
options, and specify how and where various elements appear on the chart. The
following chart shows some of the possible modifications.

[ Btorem 3 tpsum B Derm] —— Reposition and format the legend

——— (hange the type, color, or
pattern of a series

1994 1904 1993

Choosing either Gallery, Axis, Series, Legend&Title, or Range from the Chart menu
opens the Chart Options dialog box. The Chart Options dialog box provides
access to all of these options. You can set the options for one group of settings,
and then switch to another by clicking its name at the top of the dialog box.

Gallery V Ruis V Series VlegendV Range

PR

Bar Ares Line Pie Pictogram
[ TR

Stacked  Stacked -y Y Hi-Low  Stacked

Bar Area Line Soatter Plctogram

[ color [] shadow

[ Horizontal [J 3-dimensional
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Making data charts 7-21



1-2

Choose

To change

Gallery

Chart types (bar, pie. and so on) and desi gn options such as color, 3D, and shadow

Axis

Labels for the X axis and Y axis, the scale and display of tick marks, and the
gridlines display settings

Series

Data series display and label settings, including several special options for
different chart types, like exploded slices in pie charts

Legend

The display and location of the chart title and legend

Range

How Clarislmpact constructs the chart from the table, including whether the data
series come from rows or columns, whether the first row and column contain
labels, and the cell range (only for charts that are linked to a separate table)

¢ Tip Youcan quickly open the Chart Options dialog box by double-clicking
in the chart frame. If you double-click an axis, a data series, the legend, or
the title, the Chart Options dialog box opens displaying the appropriate
group of options.

Choosing chart types and options

Use Gallery to change the chart type, and to specify other special design options
for the chart type you select.

Although you can use Gallery to change a bar chart to an area chart or a pie chart,
different types of charts require differently structured data. For example, X-Y
charts require two columns of numbers for each data point. You should be
aware of these requirements before you switch between the various chart Lypes.
See “Types of charts” on page 7-4 for more information.



The following table describes the Gallery options and explains which options are

available for each chart type.

Option Works with

Description Example

Color All chart types

Determines if chart
elements are in color
(turn off to substitute
colors with gray fills
for black-and-white
output)

Horizontal All except X-Y

Changes the chart
orientation

Shadow All chart types

Shadows all data
elements

3-Dimensional  Bar and pictogram

charts only

Adds three-
dimensional effect

Scale Multiple  Pie charts only Scales pies to reflect
the sum of each data
series

Tilt Pie charts only Tilts pies

Square Grid X-Y charts only  Ensures that the X and

Y axes are the same
length, regardless of
the chart frame
dimensions

Making data charts

713



1-4

To specify the chart type and options:

1. Select a chart element and choose Gallery from the Chart menu, or simply double-click the
chart frame. (Double-click an empty area of the frame, not a chart element.)

The Chart Options dialog box displays the Gallery options.

[3 Color
[ Horizontal

[] shadow
[ 3-dimensional

2. Choose a new chart type or one of the design options af the bottom of the dialog box.
3. Click Apply to change the chart without closing the dialog box. Click OK o change the chart

and close the dialog box.




Modifying a chart axis

ClarisImpact automatically sets the scale for a chart axis based on the chart
type and data. Use Axis on the Chart menu to override the automatic settings.
You can change the high and low values for the axis scale and the interval of
the numbered tick marks. You can enter an axis label. You can also convert the
axis to a logarithmic scale to emphasize orders of magnitude.

Define the placement of
fick marks on the oxis _—
Set the low and high
axis values — 3 Bsio-
Specify the increment for ———— H ) | [RR
numbered fick morks h a0 Show ot hide gridines
1
Enter on axis label p
2 10
Specify the number of —— 4
ficks between numbered o
increments Frst Guarter Second Cluarter Third Cluarter

+ Note You don't need to use Axis to change the text formatting settings
(font, size, style, and color) of the axis label and tick marks. To apply text
formatting to an axis, select the axis and choose options from the Text
menu. Changing the text size can change the interval of major tick marks
displayed in the axis. To avoid this, manually set the axis interval using the
Axis options as described later in this section.

To change the axis settings:
1. Select a data chart axis.
2. Choose Axis from the Chart menu, or double-click the axis.
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The Chart Options dialog box displays the Axis options.

=== Chart Options ——
fAnis Series \/ Legend |/ Range

O H Ruis ® ¥ Auis

[ Label |E thousands of units shipped [
[ 6rid Lines Tick Marks
[] Custom Scale [ Minor

Magimum : [ step
Minimum :I CLeg I

3. Click either X Axis or Y Axis fo identify the one you want to change.
4. Set the options for the selected axis according to the instructions in this table.

To

Do this

Add an axis label

Click Label and enter the label text.

Display gridlines for the currently selected axis

Click Grid Lines.

Change the position of tick marks

Choose a positioning option from the Tick Marks pop-up menu,

Set the low and high values for the axis

Click Custom Scale, and then type values in Minimum and Maximum,

For example, if you want the scale to begin at 0 and reach 500, enter () in
Minimum, and 500 in Maximum.

Specify how many minor tick marks appear
between numbered tick marks

Click Minor, and then enter the number of marks you want to appear between
the numbered intervals,

For example, enter 1 if you want one mark to appear between every numbered
tick mark,

Leave Minor empty if you don’t want to display minor tick marks.

Set the interval value for the numbered tick
marks on the axis

Click Step, and then enter the interval at which you want numbered tick marks
Lo appear.

For example, enter 10 if you want the axis 1o show numbered tick marks at 10,
20, 30, and so on.

Change from a linear to a logarithm chart

Click Log, and then enter the log base.
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5. Click Apply to change the chart without closing the dialog box. Click OK to change the chart
and dose the dialog box.

+ Note To change the pen settings for the axis and gridlines, select an axis in the
chart and choose a new setting from one of the pen palettes on the style bar.

Modifying a data series

Control how each data series appears on the chart using Series on the Chart
menu. With the Series options you can specify how each separate data series
appears on the chart.

Change how o series is plotted Specify the size, shape, ond

to create o combination chart ﬁ% P =i (lr fordaf paint symbls
In pictograms, choosea

different graphic for each Disploy data point values
data series and choose their placement
Inpiecharts,

explode a slice

The Series options available in the Chart Options dialog box change depending
on the type of chart you're working with. This table shows which options are
available for each chart type.

Chart type Options
Bar, pictogram Data point value display settings
Pie Data point value display settings, exploding slice controls

Line, area, X-Y, scatter, hi-low  Data point value display settings, data symbol settings

Pictogram Data point value display settings, graphic controls for
pictograms
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datu series
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You don’t have to use Series to change the fill or pen settings of a series. To
change these settings for a series, you need only select a data point in the series,
like a bar in a bar chart, and choose settings from the fill and pen palettes.

¢ Note To change any of the data series options for a data chart that was
generated from a separate table, you must first select the series box in the
chart legend.

Changing a series chart type to create a combination chart

A combination chart uses more than one chart type to display a data series. You
can add emphasis to a series by displaying it as a different chart type. For
example, you can change one data series in a bar chart to a line. See the
previous section for an example of a combination chart.

+ Note Youcan change a series chart type in bar, line, area, scatter. and
pictogram charts only.

To change a series chart type:

1. Select a data chart element.

2. Choose Series from the Chart menu, or double-dlick o data point in the chart.
The Chart Options dialog box displays the Series options.

Gallery Axis Series \/ Legend |/ Range

Edit Series

Plot as

[J] Show value Sample
COC
O®O
00O
Center

3. Choose the series you want to change from the Edit Series pop-up menu.



4. Choose a chart type from the Plot as pop-up menu.

Some choices may not be available. depending on the type of chart you are
working with.

5. Click Apply to change the chart without closing the dialog box. Click OK to change the chart
and close the dialog box.

Showing data point values

You can display the values of data points in a series.

108 go—i—e—| REVENnue |-

Values disployedina————— 5
bar chart

Select o legend box and 4L N -
choose options from the :

Tex! menu fo change fext
seffings for values

—| B avsiness D Touist .Cuw-nﬂn—l

To display data point values:
1. Select a data chart element.
2. (Choose Series from the Chart menu, or double-click a data point in the chart.

The Chart Options dialog box displays the Series options.
[ show Value

50 3. Choose the series you want to change from the Edit Series pop-up menu (or set it to Al).
C®O0 :
GO6 4. Click Show Value.
Center 5. Choose a position for the value by clicking one of the positioning buttons.
Volue position options 6. Click Apply to change the chart without closing the dialog box. Click OK to change the chart

and close the dialog box.

¢ Note Tochange the font, size, style, or color of data point values, select the
small box in the chart legend for the series you want to change, and then
choose options from the Text menu.
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Showing values for pie slices

When showing the values for the slices of a pie chart, or its legend., the value
can appear in the slice, in the legend, or in both places. The value shows the
percentage of the whole represented by the data point. In a chart with
multiple pies, the value displayed in the legend shows the average for the
series in all pies.

Wiorem 708 }—‘ Average percentage for
@ by 0% data series in oll pies

— Percentage of whole represented
by this data point

Changing series data symbols

You can use the Series options to change the shape, size. and color of the symbols
ClarisImpact uses to plot data points in line, area, scatter, and X-Y charts.

To change any of the data symbol settings:

1. Select a data chart element,

2. (Choose Series from the Chart menu, or double-dlick a data point in the chart.
The Chart Options dialog box displays the Series options.

= Chert Options ———|
“Gallery \/” Anis_\/ Series \/ Legend \/ Range \
Edit Series
Plot as

[ Show Value [ pisplay Symbols

g}%g ' ﬁ 8 E ; o 2 (hoose a new data symbol shape
: ihi
000 Cotor (M from this panel

Top Left size (12" |points

Apply | |[:enl:el] H 0K H




Exploded pie slice

To Do this

Hide the symbols Deselect Display Symbols.

Use a different symbol Select a symbol in the Display Symbols area.
Change the color of a symbol Select a color from Color.

Change the size of a symbol Enter a point size in Size.

Click Apply to change the chart without closing the dialog box. Click OK to change the chart
and close the dialog box.

Note The pen color, pen pattern, and pen width palettes also affect the data
symbols in scatter and X-Y scatter charts,

Exploding slices in pie charts

An exploded pie slice is slightly separated from the rest of the pie to make it
more distinct. You can explode one, some, or all the slices in a pie.

To explode a slice in a pie chart:

(7
2

Select an element in a pie chart.
Choose Series from the Chart menu, or double-click a pie slice in the chart,
The Chart Options dialog box displays the Series options.

Choose the series you want fo explode from Edit Series, o choose Allif you want every series
o be exploded.

Click Explode slice.

Click Apply to change the chart without closing the dialog box. Click OK to change the chart
and close the dialog box.

Tip You can also explode a slice by holding down Option as you click the
slice itself, or the series box in the chart legend.
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Changing graphics in pictograms

Pictograms display graphics instead of bars in a bar-type chart. You can use the
same graphic for every series in the chart or use different graphics for each
series. There are a number of useful symbols for pictogram charts included in
the various ClarisImpact libraries. (See chapter 12, “Working with objects,” for
information about using libraries.)

Pictograms are most effective when you keep the number of bars 1o a
minimum. Use a graphic that is approximately the width of the bar. You affect
the width of the bars by changing the number of bars (series) displayed in the
chart and by changing the size of the chart.

ClarisImpact stretches or compresses the graphic to fit in the bar. If you repeat
the graphic in the bar and the bar is wide enough, Clarislmpact maintains the
graphic’s proportions. For a special effect, you can overlap a repeated graphic
in a bar.

l 1)
I
ko _.".

e
Graphics stretched Graphics repeated phics repeated
to fit bars and overlapped

ol

¢ Tip To remove the bars and show only the graphics, choose a transparent
fill for the series and set the pen width to None.

To keep your file size to a minimum, use graphic objects that were created with
draw tools (PICT format) rather than a paint images (bitmap): this is
particularly important if you are creating a large chart or using the Repeating
option in the bars. .

To change the graphic for a series:
1. Copy the graphic to the Clipboard.

If you’re not sure how to copy a graphic to the Clipboard. see chapter 12,
“Working with objects,”



. Select an element in a pictogram chart.

. Choose Series from the Chart menu, or double-click the chart legend, or an element on the
chart corresponding fo o dota series.

The Chart Options dialog box displays the Series options.

= Chart Options =—————+———§

Gallery 'l.! Auis 'q/ Series \{Legend 'l.g Range
Edit Series

Plot as

[ show Value Sampie
000
0O®O0 —=———= L& Sample box
000
Lonter O napeatlngm% overlap

(Apply | [cancet] [ ok ||

. From Edit Series, choose the series to which you want to add the new graphic.

If you want the same graphic to appear for all series, choose Al

. Click the Sample box to select it and then click Paste.

The new graphic appears in the Sample box.

. To repeat the graphic in the bar, select Repeating.

. If you want the graphic to overlap in the bar, enter a percentage of overlap in % overlap.

. Click Apply to change the chart without closing the dialog box. Click OK to change the chart
and close the dialog box.

Tip To quickly change the graphic for a series, click the series box in the
chart legend to select it, and then paste the contents of the Clipboard.
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Changing the chart fitle and legend

You can use Legend&Title on the Chart menu to choose position, shadow,

and orientation options for the chart legend and title. You can also specify a
horizontal or vertical overlay for both the chart legend and title. With these
overlays on, the legend or title is placed over the chart grid itself.

Use Vertical Overlay to
place legend o fitle over
the chort grid

Specify shadowing

(hoose o new position

for the legend or title

o Note You don't need to use Legend&Title to change the fill, pen, or text
settings for the legend or title. To change these settings, select the legend
or title, and then choose pen and fill settings from the style bar, and text
formatting options from the Text menu.

To change the legend and title options:
1. Select a data chart element.
2. (hoose Legend & Title from the Chart menu, or double-click the chart legend or fitle.

The Chart Options dialog box displays the Legend options. The options are
the same for both legend and titles.

Gallery \/ Anis \/ series \/ Legend \/ Range

[ Show Legend O—0O—@
[IHorizontel [ overiay Hor. O ‘.l.ll fe) Click one of these position buttons
Cishedow  [overiayver. ~ ~ to choose the legend placement
[ Show Title * Q._@_..Q
[ Horizontal [ Overiay Hor. () ||l. le} Click one of these position buttons
Cishodow  [lovertayver. AL " A to choose the fitle placement

(_Apply ] [cancel] E 0K Iﬂ
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To

Do this

Set the position of the legend or
title

Click one of the eight positioning buttons for Show Legend
or Show Title.

Make the legend or title vertical

Deselect Horizontal for Show Legend or Show Title.

Display the legend or title in a
shadow box

Click Shadow for Show Legend or Show Title.

Hide the chart title

Deselect Show Title.

Hide the chart legend

Deselect Show Legend.

Place the legend or title vertically
or horizontally over the main
chart grid

Click Overlay Hor. or Overlay Ver. for Show Legend or
Show Title.

3. Click Apply to change the chart without dlosing the dialog box. Click OK to change the chart

and close the dialog box.

Setting data range options

Use Range on the Chart menu to specify how rows and columns are interpreted
as data series, if numbers can be used as series or division labels, and what
range of cells in the data table should be charted.

Displaying series as rows or columns

Initially, ClarisImpact displays each row in the data table as a data series. You
can specify that columns be displayed as data series instead. This change can
help a chart emphasize different points with the same information, without you
having to enter the same information twice.

Making data charts
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In this stacked bar chart, ClarisImpact displays each row as a data series. This
chart is useful for comparing the numbers of each customer type in each quarter.

Data series charted

I'Y row ina Silltked Room Altocation

bar chart — N —
[ indvviduats
D Tour Groups

.Corparale Accounts

When you instruct ClarisImpact to display columns as data series instead of
rows, the chart changes to show the totals of each customer type for the year,
divided by the quarter.

The same data, with
data series charted

by column

s i —

T T T
Conventions Individuais Tour Groups Corporate Accounts
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To change the display of rows or columns as data series:
1. Select an element within o data chart.
2. (hoose Range from the Chart menu.
The Chart Options dialog box displays the Range options.

=  ————— Chart Options

Gallery V Axis V Series V Legendv Range

Chart Range:
Al..E4
Series Names Series in
| Business E @ Rows @
| Tourist O Columns ER

| Revenue
| = Use numbers

Exch serses 14 & sel 0Tt vatms in - O3 jabels in
row or colurnn, Series names are [ First row
Tisted in the legend. [ First column

(mpply ) (cancer] [ ok

3. For Series in, select Rows or Columns.
The series names for the rows or columns are listed in the Series Names list.

4. Click Apply to change the chart without closing the dialog box. Click OK to change the chart
and close the dialog box.

Using numbers for series or division labels
By default, ClarisImpact uses the contents of the left column and the top row
of the chart range for series and division labels. It uses the contents of the top-
left cell as the chart title. You can instruct the program to chart these values as
a data series or division instead of using them as series or division labels.
To chart the top row or left column of numbers:
1. Select an element within a data chart.
2. (Choose Range from the Chart menu.

The Chart Options dialog box displays the Range options.
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3. Under Use numbers as label in, deselect First row or First column.
A checked box indicates that the contents of the cells will be used as labels,

4. Click Apply to change the chart without closing the dialog box. Click OK to change the chart
and close the dialog box.

Changing the chart’s data range
This function works only on a chart generated from a table, or a chart separated
from its data table with the Separate Table command.

The data range identifies the table cells that are displayed in the chart. For
example, if you have generated a chart from a large table that contains accounting
data for two years, you may want to exclude one of the years by defining a data
range that includes only the first year’s data.
To change the chart’s data range:
1. Select an element within a data chart.
2. Choose Range from the Chart menv.

The Chart Options dialog box displays the Range options,
3. Enter a new range in Chart Range, or click Enfire Table.

To enter a range, type the address of the top-left cell, followed by two
periods, and then the address of the bottom-right cell (for example A1..C4),

For more about cell addresses, see “Understanding table basics™ on page 6-3.

4. (lick Apply to change the chart without closing the dialog box. Click OK to change the chart
and close the dialog box.

Using data chart model styles
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Use data chart model styles to automate data chart formatting and design. A
model style can store all the format options for a data chart. This section
explains how model styles work with data charts. For an overview of using
model styles, see “Using model styles™ on page 3-6.



Applying model styles to data charts

A model style specifies all the settings on the Chart menu. The following table
explains the settings stored in a data chart model style. Each category name
appears in the Filters area of the Chart Model Styles dialog box. When you
apply a model style, you can exclude, or “filter,” settings that you don’t want
to use by deselecting the category name.

= Chart Model Styles =————

Basic line
Basic pie
Business bar
Business line

Delete

fiename

Business pie
Deco bar T
Nome [Rasigbum i 1] (. (Concer)(Coone

e

“Filter . — Click this triangle to expand
Click o category of model——— [ Gattery [ series [ Text Styles or collapse the Filter area
style settings fo filter it out | Awis [ Legend/Title Frame

Category Contrals

Gallery Type of chart (bar, line, area, and so on), as well as chart
options like Shadow, and 3-Dimensional

Axis X and Y axis settings, the placement of gridlines, scale, and
tick marks

Series Series settings for each data series on the chart

Legend/Title Legend and title display options

Text styles Text settings for all chart ext

Frame Fill for the chart frame and pen settings for the frame border

To apply a model style to a data chart:
1. Select a data chart and choose Model Styles from the Chart menu.

2. When the Chart Model Styles dialog box appears, select the style you want by dicking the
name in the list.

A preview appears in the area on the left. Click Sample to view a larger
version of a selected style.
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3. If you want to filter any of the settings, click the triangle next to Cancel to display the Filter
options. Click the checkboxes to change the settings.

A checked box indicates that the settings in that category will be applied.
4. (lick Apply to apply the model style. Click Done fo close the dialog box.

For a general description of model styles, see *Using model styles™ on page 3-6.

Creating, deleting, or renaming data chart model styles

A model style can store any formatting change you apply to a data chart. To
prepare a chart for use in creating a model style, format it with all the settings
you would like to store in the model style.

To create, delete, or rename a data chart model style:
1. Select a data chart and choose Model Styles from the Chart menu.
2. When the Chart Model Styles dialog box appears, follow the instructions in ths table.

To Do this

Record the settings of the current  Click Add.
chart as a new model style

Delete a model style Select a style and click Delete.

Rename a model style Select a style, enter a name in the Name box, and then
click Rename.

3. When you're done, click OK.

For more information about creating and renaming model styles, see “Creating,
deleting, and renaming model styles™ on page 3-8.



Using data chart element styles

Use a data chart element style to apply several formatting changes to a data
series at once. A data chart element style determines the settings for individual
data series within a data chart. These include settings for the plotting method
(bar, line, pie, and so on), data symbols, data point value display, and fill and
pen selections. When you apply an element style to a data point, every data
point in the series changes.

Basic line
Select on element in o data 1 roirdnitinany
series, ond then apply an { fmtmind ot
element style Line with big points|
T
v
The element style changes

all of the dota series seftings
ot once
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Applying an element style to o data series
To apply an element style to a data series:

1. Select an element in the data series you wish to modify—Tfor example, a bar in bar chart.
2. Choose Element Styles from the Chart menu.

The element styles palette appears. This palette stays open until you click
the close box or deactivate the chart. You can collapse and expand the
palette by clicking the box in the upper-right corner of the title bar.

Click here 1o collapse
or expand the palette

Dark-Tight blue gr..[
Orange-yellow gr_ |}
Diagonal red

White confetti
Blue confetti

3. Preview the available element styles by clicking the style names in the list box.
4. When you've chosen a style, click Apply.

Note Clarisimpact displays an error message when you try to apply an
element style that is not compatible with the current chart type. For
example, you cannot apply an element style for a pie chart to a data series
in a bar chart. You can only combine bar, area, line, scatter, and pictogram
chart types. Hi-low, X-Y, and pie charts cannot be combined.

For more general information about element styles, see “Using element styles™
on page 3-10.



Changing data chart element styles

You can create an element style manually, or record the settings of an existing
data series as a new element style.
To create, edit, remove, or rename element styles:

1. Select an element within a data chart, and then choose Element Styles from the Chart menu.
(If you want fo extract the settings of an existing data series, make sure that it is selected.)

The element styles palette appears.

2. (Click the triangle in the lower-right corner o expand the window and display the edifing options.

Dark-Tight blue gr.. |
Orange-yellow gr.._
Diagonal red

White confetti
Blue confetti

3] i
(C_aew ) < [ Click this triongle fo expand

3. To rename or remove an element style, or fo display styles by obiec, refer to the following
table. To edit or create an element siyle, continue fo the next step.

To Do this

Rename an element style Select an element style, enter a new name in the Name
box, and then click Rename.

Remove an element style Select an element style, and then click Remove.

Display element styles by object Click View by Object.

4. To create an element style, click New. To edit an existing style, select the style and click Edit.

Making dara charts
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The Chart Elements dialog box appears. It is very similar to the Chart
Options dialog box when the Series options are displayed. Some of the
options change depending on what is selected in Plot as.

Chart Elements

—
Plot as

00,0
O30
o000

Center

SEER] JEEE]

[ Show Dalue Sample

5. I you want fo copy the settings of the currently selected data series into the dialog box,

dlick Extract.

6. Choose a series chart fype for the element style from Plot as.
Set the options for the chart type you selected.

The options available in the Chart Element dialog box change when you
make selections from the Plot as pop-up menu. This table shows the options
available for each series chart type. All the options have been explained

earlier in this chapter,

Chart type

Options

Bar, pictogram

Data point value display settings, (see “Showing data point
values™ on page 7-29)

Pie

Data point value display settings, exploding slice controls
(see “Showing values for pie slices™ on page 7-30, and
“Exploding slices in pie charts™ on page 7-31)

Line, arca, X-Y, scatter, hi-low

Data point value display settings, data symbol settings (see
“Showing data point values™ on page 7-29, and “Changing
series data symbols™ on page 7-30)

Pictogram

Data point value display settings, graphic controls for
pictograms {see “Showing data point values™ on page 7-29,
and “Changing graphics in pictograms™ on page 7-32)




8. To change the fill and pen seitings, use the controls at the bottom of the dialog box.

9. Click OK to record the settings and return fo the element styles palette. You may also wish to
rename the new element style you've created.

Creating an element style makes no visible change in the data chart. To see
the style you created, you need to apply it to a data series.
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Chapter 8

Making timelines

ClarisImpact creates simple timeline charts that are suitable for scheduling and
tracking a wide range of projects. Timelines, also called Gantr charts, represent
task durations as bars on a time scale.

E B

Click the timeline tool, move the pointer
into the document, and then drag fo define
the area and placement of the fimeline

Enter the nome and expected
duration of each task

82

Himatine

L T .

Buniness

it 2 e | T
= I'_g:‘%éw Inturmal
E i || mrermatiana
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{_samase
Wart Onte Dafeult Buration [13 | s 1 R
[wwema | wumbar of Teka[+ | i i
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Clarisimpact creates the
timeline with sample dota

(hoose o model style
for the timeline

Use the timeline to track the project—the
lower bar shows actual complefion dates



Understanding fimeline basics

With a timeline, you manage a project by breaking it down into several tasks.
You enter the name of each task in the task table, which appears on the left side
of the timeline. To the right of each task name, the task is displayed as a
horizontal task bar. The time scale appears above the task bars and displays
time increments to show the duration of each task and when it occurs.

For each task, you can enter information for several rask data points. Task data
points include planned start and planned end dates (or duration, instead of the end
date), actual start and end dates, percent complete, and latest finish date. You
don’t have to include all this information for all timelines. Any time between the
planned finish date and the latest finish date is called slack time.

If you choose to create a two-bar timeline, the planned and actual dates for each
task appear as separate bars. The bar for a task’s planned dates is called the
planned task bar. The bar for a task’s actual dates (when the task is actually
started and finished) is called the actual task bar. Various symbols appear on
task bars to represent different task data, like the planned finish date.

Actual task bar

Task table Time scale
| [
MNew Bath August, 1994 September, 1594 Ootober , 1594
Heouse 20 27 - 10 A7 24 i 8 .
L — ' : ; : : Planned task bar
xcavation e i .

Task nome -

(reating timelines

Slutlk time

When you create a timeline, you can use a model style or define your own
custom settings. Several model styles for timelines are included with
ClarisImpact. While you determine the contents and structure of the timeline,
the style defines how all the elements look.
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Creating a timeline with a model style

To create a timeline with a model style:

(lick the timeline tool.

Move the pointer into the document. Hold down the mouse button and drag to define the
number of tasks and the size of the chart, or click once where you want the upper-left corner.

When you release the mouse button, the Timeline dialog box appears. The
dialog box displays the timeline style options. To preview a style, click a
title in the list box to make it appear in the preview box. Click Sample to view
a style at a larger size.

Style V Custom |

TR

Business

[ List box

Deco

Informal
International
Modern

( sample... |

[ Link Starts to Ends

Default Duration
Number of Tasks E[

Click the name of the style that you want.

P L
[ -
Timeline tool
Timeline
Preview box
Start Date
3.
4.

84

Set the remaining options according fo the instructions in this fable.

Choose

To

Start Date

Enter the date when you want the first task to start

Default Duration

Enter the number of days you want as the preset task length

Number of Tasks

Enter the approximate number of tasks you expect 1o enter
(you can change the number of tasks later, so don’t worry if
this number isn't correct)

Link Starts to Ends

Specify if the start time of all tasks should be linked to the
finish of their predecessors (for more information about
linking tasks, see “Working with linked tasks” on page 8-10)




Timeline tool

5. When all the options are set, dick OK to create the chart.

The Timeline dialog box appears only when you create a timeline. All of
the functions it provides are available through other commands after you
create a timeline.

Note If no model styles appear in the Timeline dialog box and Style is not
selectable, you may not have any model styles installed in your system.
You can still create a timeline using custom settings. You can also run the
installation program again to install the model styles. Unless you have set
new preferences, ClarisImpact expects the model style files to be stored in
a folder named ClarisImpact Color Styles or Clarislmpact B&W Styles
inside the ClarisImpact Folder.

Creating timelines with custom setfings
To create a timeline with custom settings:

1.
2

(lick the timeline tool.

Move the pointer into the document. Hold down the mouse button and drag to define the
number of tasks and the size of the chart, or click once where you want the upper-left corner.

When you release the mouse button, the Timeline dialog box appears.

(lick Custom.

Timeline -
style |/ Custom )} Click here to acfivate the
= Custom opfions
-
Overlaid Bars Separate Bars =
O Finish Date Days/Week
(® Duration in Days
O Buration in Hours Hours/Day
[ Color
Start Date Default Duration | 14
21/95 0 Number of Tasks | 2
Link Starts to Ends [ ok ]
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4. Set the options according to the instructions in this table.

To

Do this

Choose the bar layout

Click Overlaid Bars to overlay the planned and actual task bars,

Click Separate Bars if you want Lo separate the planned and
actual task bars vertically.

Choose the scheduling
method

Click Finish Date to schedule the end of tasks by entering a
fixed finish date,

Click Duration in Days to schedule the end of tasks by entering
the expected duration of the task in days.

Click Duration in Hours to schedule the end of tasks by entering
the expected duration of the task in hours.

Enter the number of days
per week and hours per day

In Days/Week or Hours/Days, enter the appropriate numbers.

Specify colored or gray
bars

Select Color for colored bars, or deselect to substitute colors
with gray fills for black-and-white output,

Enter the start date

In Start Date, enter the date when you want the timeline to
begin,

Enter the default duration
for tasks

In Default Duration, enter the number of days or hours you want
to define as the preset task length.

Define the number of tasks

In Number of Tasks, enter the number of tasks you expect to
enter. You can change the number of tasks later, so don’t worry
if this number isn’t correct.

Link tasks start-to-finish

Click Link Starts to Ends. For more information about linking
tasks, see “Working with linked tasks™ on page 8-10.

5. When all the opions are set, click OK to create the chart.

Note The number of work days per week and hours per day affect the finish

dates of tasks scheduled by duration. For example, if you enter four hours
per day, an eight-hour task is scheduled for two days. If you enter five days
per week, ClarisImpact skips weekends when scheduling tasks. If you enter
six days per week, it skips Sundays.

The Timeline dialog box appears only when you create a timeline. All of
the functions it provides are available through other commands after you

create a timeline.



Using the model bar

When you finish creating a timeline, and every time you activate a chart by
clicking it twice, the model bar appears at the top of the window, below the
style bar, The model bar contains controls for working with timelines, and a
box for editing task data. You use the controls on the timeline model bar to
select a task data point you want to'change. Click one of the controls to select
the corresponding data point for the current task.

Latest Finish
Planned Start ——— ‘ % Done Current data point
| |
[E=Rd EJm== [Plonned Stert [9/1/93
; ) | I
Duration or Planned Finish Actual finish Current entry
Actual start

Entering and editing tasks

The procedure for entering tasks is similar to the procedure for changing the
data in a data chart or table.

¢ Tip To more easily view the available data points on task bars, use the
Separate Bar layout option when you create the timeline. You can also
press Tab after selecting a data point to select the next data point for the
current task, whether or not it is visible in the chart.

To enter task data:

1. Select the element in the timeline that you want fo change.

This could be a symbol on the task bar, or a cell in the task table.

Current element name

|
w [Actusl Start | 7/27/94—— Current element dato
........ Planned finish
m:na*m ;W, :;‘?‘ 3 NM|I.1;‘“||7 24 l:r;:eﬁ fdiﬂlsllk :
T dExcavation o T s I " H f nned fask bar
Iusk r:;me 1E P li ) B Y 8 .t ey oty PR L 1 .................... A[’uul !uSk bur
Planned start il
Actual start % complete
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2. Toreplace the current data with a new entry, begin entering data immediately. To edit existing
data, click the box in the model bar where the data is displayed and then make changes.

The data you enter appears in the box on the model bar. The name of the
data element appears to the left of the entry.

3. Press Tab to move fo the next task data point (or Shifi-Tab to move to the previous point).
You can also simply click a new element to select it.
Moving between timeline elements
While entering data, use the keystrokes listed in this table to move quickly

between the elements in a timeline:

Press To

Return or Shift-Return Confirm the entry and move the selection to the same data
point in the task below or above the current task (for example,
from Actual Start in task | to Actual Start in task 2)

Tab or Shift-Tab Confirm the entry and move the selection to next or previous
data point in the current task (for example, from Planned Start
to Duration)

Arrow keys Confirm the entry and move the selection in the direction of
the arrow
Enter Confirm the entry and keep the current data point selected

Completing the task data

You begin scheduling tasks by entering a date or time in Planned Start for the first
task (or for any task not linked to a predecessor). Depending on which option
you chose while creating the table, you schedule tasks by entering a date for

Planned Finish, or a duration for Duration in Days (or Duration in Hours).

If tasks are scheduled by duration, instead of entering the date when the task
should be finished, you enter the number of days or hours you expect it will
take to complete the task. If you schedule tasks with a fixed start or finish date,
the finish date never changes, regardless of changes in other linked tasks.

The following table explains how to complete each task data point.



+ Note Planned Finish, Duration in Days, and Duration in Hours are
mutually exclusive. Only one of them can appear in a timeline.

For this data point Enter

Task Name Name of the task

Planned Start Date you plan to start the task (leave empty if the task is linked)

Duration in Days (or Hours) Number of days or hours you estimate it will take 1o complete
the task

Planned Finish Date you plan to finish the task

Latest Finish Latest time when the task can be completed without defaying

the schedule—any time between Planned Finish and Latest
finish shows up on the chart as slack time

Actual Start Date the task actually begins

% Done Percentage of the task that is completed
Actual Finish Date the task is complete

o Note ClarisImpact automatically skips weekends if the number of days per
week is set to five. It skips Sundays if the number of days per week is set
to six.

Entering dates
Most fields in the task table require that you enter a date. When entering dates in
acell, enter the month first, followed by the day and the year, each separated with
a forward slash, like this: 7/22/94. If you don’t enter the year, Clarislmpact
assumes the current year according to your system calendar. If you don’t enter a
day, it assumes the first day of month (7/94 would be July 1, 1994).

Inserfing or deleting tasks
To add or delete tasks:

1. Select a task or a range of tasks.

ClarisImpact will insert the number of tasks you have selected, or delete the
entire range.

2. Choose Insert Tasks from the Timeline menu fo insert tasks below the selected tasks. Choose
Delete Tasks fo delete the selected tasks.
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Working with linked tasks

When you create a timeline with Link Starts to Ends on, Clarisimpact automatically
links the start of each task to the end of the previous task. When you enter the start
date of the first task, Clarisimpact schedules the remaining tasks start-to-end in

the sequence they appear in the task table. Tasks scheduled in this manner do not
have fixed start dates. Linking tasks in this way is useful when you want to see

the impact of schedule changes.

If you want to unlink a certain task so that it has a fixed start date, enter a date
in Start Date. This indicates that regardless of when the previous task ends, the
task begins on the date you entered. The tasks that follow are also rescheduled.

In the following example, all the tasks are linked together in sequence. When a
planned start date is entered for task 3, the start dates for tasks 4 and 5 also change.

Task Narme : Planned Duration in L1594 October, 1994 November
| start | oays |1 @ iS5 22.206 1320273 0,
Task1 | sterea | @ — i
All tosks are linked —
Task Narne i Planned  Duration in [September, 1994  October, 19_94 MNovember
Start | Days |1 8 15,22 29 & 13,20 273 10,
8 s A £ OB
14 |
Tasks 4 and 5 move when 15|
aplonned stort dateis [ = T
entered for Tosk 3
Tasks 14

To link a task that you unlinked, delete the contents of Start Date.
« Tip If you plan to link and unlink tasks, pay special attention to the order

that you enter tasks. Automatic linking links a task to the task directly
above it in the task table.
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Moving tasks

You can move tasks up or down in a timeline just as you would move rows in

Place the pointer here and dour Concrete
hold down the mouse hunnﬁm =

Drag fo where you ———
want place the task

The tasks switch positions ——

a table.

To move a task:

1. Move the pointer over the right edge of the fask table next to the task you want to move.
2. When the pointer changes to a right-pointing arrow, hold down the mouse button and move

the pointer to where you want fo place the task.

JExcavation

HLet Dry

ATask Name
20 127

JPaur Concrate

{Buitd Molds

—.C*: Exccavation

Let Dry

Task Name August, 199
20 27
fr——

HExcavation

————d4Four Concrete

Let Driy

3. When you release the mouse button, the two tasks switch positions.

Making timelines
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Importing data
You can import data into a timeline. The data in the file you import must contain
fields in this order: task name, planned start, duration (or planned finish), latest
finish, actual start, percent done, and actual finish. Include all of these fields, even
if some of them are blank. Also make sure that all data is in the proper date
format. Clarislmpact can import data into timelines from Excel 3.0, as well as
data that has been saved in ASCII, DBF, DIF, or SYLK formats.

To place data from any of these formats in a timeline:

1. Select a tusk name in the task fable where you would like to place the first cell of
imported data.

This is usually the top cell in the table, but you can place the imported
data anywhere.

2. Choose Place File from the File menu.
3. When the Place dialog box appears, select the file you want to import and click Place.
If you don't see the file you want, make sure that Show is set to All Available.

Setting the time scale

To change the start and end date of the entire timeline, or to specify the units
of time shown on the time scale, and how gridlines appear:

1. Select an element within the timeline.
2. (hoose Time Scale from the Timeline menu.
The Time Scale dialog box appears.

e Timescaio e
| Timeline Scale
[1start Date [
|
[ End Date |
[J center Date Horizontal 6rid
[ Show Current Date Vertical Grid
[J Abbreviate Month
[ Apply | (cancer] | ok ||
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Choose To

Timeline Scale Set the time scale option (days, weeks, months, quarters
or years)
Start Date and End Date Enter fixed dates for the start and end of the timeline (if

left blank, they are automatically derived from the task
dates you enter)

Center Date Center dates in the space between tick marks

Show Current Date Mark the current date on the timeline with a thick
black line

Abbreviate Month Abbreviate the month names
Horizontal Grid and Display horizontal and vertical gridlines at the major
Vertical Grid intervals in the timeline

3. If you want to see the effect of your changes without dosing the dialog box, click Apply.
Otherwise, dick OK when you finish.

¢ Note Tochange the text settings for the time scale text, select the time scale
and choose text settings from the Text menu.

Setting data display options

If you prefer to view task data in a table, you can display a column in the task
table for every task data point. This picture shows a task with all of the columns

displayed.
New Bath | Planned Durationn Latest | Actual | B © dotual [July, 1934 August, 1594

House | Start - Days Finish  Start | Done | Finish |20 27 3 o

Excayation 575221945 14 8/9/94 'wzwcui TS B/10/94 | (T ———
ot ot it AN i | — ! DE— . !} ol

To specify which columns are displayed:

1. Select any element within the timeline, and then choose Data Display from the
Timeline menu.

Making timelines 8-13



The Data Display dialog box appears.

Data Display

[£ task Name

[] Planned Start [ Actual Start
[ buration [ Actual Finish
[ Latest Finish [ % Done

2. Click the boxes next to the field names you want to display.
3. Click OK when you're done.

+ Note You can edit column names in the task table just as you would in a
table model. Changing the column name has no effect on the meaning of
the data in the column.

Changing task bar colors and symbols

You can change the thickness and colors of the task bars, and the shape of the
various symbols that appear on the bars.

Choose different symbols for the
sI||:rl or finish of different bar types

] ! |
Ie—=m |

Specify bar color and height

To change the bar display settings:

1. Select any task bar or range of task bars within the fimeline, and then choose Bar Display
from the Timeline menu.

Select the top row (the row with headings) to change the default bar
settings.
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The Bar Display dialog box appears.

(——————— nar Display

Modify Bar Maodify Symbol
@ Start () Finish
SEIIE] O[ViA[d] b
JEEE] R ED
Height E[pts.l Size Elpts.)

—0verlaid Bars ———Separate Bars

S—Cwmrn
- Tep—
1 o=y
[ Apply | [cancer] [ ok ||

2. Choose the type of bar you want to modify (planned, actual, and so on) from the Modify Bar
pop-up menu, or choose All Bars.

If you choose All Bars, you can’t specify fill and pen settings.
3. Set the options for each type of bar according to the instructions in this fable.

To Do this

Specify the fill and pen settings  Under Modify Bar, choose settings with the fill and
for the selected bar type pen controls.

Specify the height of the current  Under Modify Bar, enter a point size in Height.
bar type

Specify the symbol and size for  Under Modify Symbol, click Start or Finish to indicate
the start and finish of the current  which you are specifying, and then choose a symbol
bar type from the panel.
Enter the point size for symbols in Size (the setting
applied to both the start and finish symbols). Enter 0 for
no symbol.

4. When you've entered all the setting for one bar type, repeat steps 2 and 3 as needed for the
other bar types.

5. Click Apply to change the selected tasks without closing the dialog box. Click OK to change the
tasks and close the dialog box.
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Changing timeline options

Use Gallery from the Timeline menu to choose settings for four options affecting

8-16

the general appearance and

function of your timeline: the bar layout, the

scheduling method, the bar color settings, and the number of days per week or

hours per day.

To change the timeline options:
1. Select any element within the timeline, and then choose Gallery from the Timeline menu.

% Gallery

e |

Overlaid Bars Separate Bars

(® Duration in Days

[ color

O Finish Date Days/IWeek
O Duration in Hours  Hours/Day

(Apply ) [cancel] [ ok |

2. Set the options in the dialog box according to the instructions in this table.

To

Do this

Choose the bar layout

Click Overlaid Bars 1f you want the planned and actual task
bars to overlay each other,

Click Separate Bars if you want to vertically separate the
planned and actual task bars,

Specify the scheduling
method

Click Finish Date to schedule the end of tasks by entering a
fixed finish date.

Click Duration in Days to schedule the end of tasks by
entering the expected duration of the task in days.

Click Duration in Hours to schedule the end of tasks by
entering the expected duration of the task in hours,

Enter the number of days per
week and hours per day

Enter the appropriate numbers in Days/Week, or Hours/Days.

Specify colored or gray bars

Select Color for colored bars, or deselect to substitute colors
with gray fills for black-and-white output.




3. When you're done, click OK.

* Note The number of days per week and hours per day affect the finish dates
of tasks scheduled by duration.

Formatting the task table and fimeline text

You can format the task table using the same methods you use to change
ordinary tables.

Use the Date Format command on the Timeline menu to change the format of
selected date entries. Select a date field in the timeline, choose Date Format
from the Timeline menu, choose one of the date options, and then click OK.

® Use the Column Width and Row Height commands on the Timeline menu to
resize columns and rows. These commands work exactly as they do in the
Table model. For complete instructions, see “Resizing rows and columns™
on page 6-19.

Use the commands on the Text menu to reformat table text. To change the
text settings for the time scale text, select the time scale and choose text
settings from the Text menu.

Using timeline model styles

Use model styles to automate timeline formatting and design. A model style
can store all the format options for a timeline. This section explains how model
styles work with timelines. For an overview of using model styles, see “Using
model styles™ on page 3-6.
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Applying model styles to timelines

A model style specifies all the settings on the Timeline menu. The following
table explains the settings stored in a timeline model style. Each category name
appears in the Filters area of the Timeline Model Styles dialog box. When you
apply a model style, you can exclude, or “filter,” settings that you don’t want
to use by deselecting the category name.

[F=—— Timeline Model Styles ———xo—

e f B
Deco

| Informal

| International
Modern
Traditional

L

: - [ cancel |

Click this friangle o expand

~Filter
[ Gallery [ Date Format [<] Column Names or collapse the Filter area
Click a category of model [ Time Scale (X Width/Height [X Frame
style settings to filter it out [ Bar Display [ Data Display
Category Controls
Gallery Gallery settings, including the bar layout, the planned finish or
duration selection, the color selection, and the number of hours
per day or days per week
Time Scale Time scale selections, including starting date (if entered), and
how dates display on the timeline
Bar Display Default settings for bar height, fill, pen, and task symbols

818

Date Format

Date format in task table cells

Width/Height

Column width and row height settings for task table cells

Data Display

Task data columns to be displayed, as specified by the Data
Display command

Column Names

Special column names for the task table that may have been
stored with the model style

Frame

Fill for the timeline frame and pen settings for the frame border




To apply a model style to a timeline:

1. Select a fimeline and choose Model Styles from the Timeline menu.

2. When the Timeline Model Styles dialog box appears, select the style you want by dicking the
name in the ist.

A preview appears in the area on the left. Click Sample (o view a larger
version of a selected style.

3. IFyou want o filter any of the settings, click the triangle next to Cancel fo display the Filter
options. Click the checkboxes to change the setings.

A checked box indicates that the settings in that category will be applied.
4. (lick Apply to apply the model style. Click Done to close the dialog box.

For a general description of model styles, see “Using model styles™ on page 3-6.

(reating, delefing, or renaming timeline model styles

A model style can store all the formatting settings for a timeline. To prepare a
timeline for use in creating a model style, format it with all the settings you
would like to store in the model style. A model style records only the default
bar display settings, not settings for single task bars. See “Changing task bar
colors and symbols™ on page 8-14.

To create, delete, or rename a timeline model style:
1. Select a timeline and choose Model Styles from the Timeline menu.
2. When the Timeline Model Styles dialog box appears, follow the instructions in this table.

To Do this

Record the settings of the current  Click Add.
timeline as a new model style

Delete a model style Select a style and click Delete.

Rename a model style Select a style, enter a name in the Name box, and then
click Rename.

3. When you're done, click OK.

For a general description of model styles, see “Using model styles™ on page 3-6.
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Using timeline element styles

Use timeline element styles to change the Bar Display options for tasks in your
timeline. These include the fill and pen settings for the planned, actual, percent
done, and slack bars, as well as the symbol shape and color for the start and
finish of each bar.

Applying element styles to task bars
To apply an element style to task bars:
1. Select the tasks you wish to modify.
2. (Choose Element Styles from the Timeline menu.

The element styles palette appears. This palette stays open until you click
the close box. You can collapse and expand the palette by clicking the box
in the upper-right corner of the title bar.

Click here to collapse
or expand the palette
- time [}

Deco time

Informal time

Intl time

Modern time

Trad time =

twm ]~

3. Preview the available element styles by clicking the style names in the list box.
4. When you've chosen a style, click Apply.

For more general information about element styles, see “Using element styles™
on page 3-10.

Changing timeline element styles

You can create an element style manually, or extract the settings of an existing
lask as a new element style.
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To create, edit, remove, or rename element styles:

1. Select a task, and then choose Element Styles from the Timeline menu. (If you want to record
the settings of an existing task, make sure that the task is selected.)

The element styles palette appears.

2. Click the triangle in the lower-right corner o expand the palette and display the
editing options.

Deco time
Informal time
Intl time
HModern time L
Trad time Ak

(__aeew ] a—f— Click this triongle o expand
(Cmew J(Cean )
Narne
(ename J(petete ]

[Iview by Object
| =ikt ot =2

3. To rename or remove an element style, or to display styles by object, refer o the following
table. To edit or create an element style, continue fo the next step.

To Do this

Rename an element style Select an element style, enter a new name in the Name
box, and then click Rename.

Remove an element style Select an element style, and then click Remove.

Display element styles by object  Click View by Object.

4. To create an element style, click New. To edit an existing style, select the siyle and click Edit.
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The Timeline Elements dialog box appears.

Timeline Elements

‘Modify Bar Madify Symbol -_
@ start O Finish
SEIEE] glv[alde
JEEE] s[#lo[oJa]D
Height [S_|(pts.) size [9 |(pts.)

~Duerlaid Bars ———Separate Bars

fe ——— -]
< Te—
dm—

If you want o copy the setfings of the currently selected task into the dialog box, click Extract.

Choose the type of bar you want to modify from the Modify Bar pop-up menu, or choose
All Bars.

If you choose All Bars, you can’t specify fill settings for different

bar types.

. Set the options for each fype of bar according fo the instructions in this table.

To Do this

Specify the fill and pen settings  Under Modify Bar, choose settings with the fill and
for the selected bar type pen controls.

Specify the height of the current  Under Modify Bar, enter a point size in Height.
bar type

Specify the symbol and size for ~ Under Modify Symbol, click Start or Finish to indicate
the start and finish of the current  which you are specifying, and then choose a symbol from
bar type the panel.
Enter the point size for symbols in Size (the setting
applied to both the start and finish symbols). Enter () for
no symbols.

. When you've entered all the settings for one bar type, repeat steps 2 and 3 as needed for the

other bar types.



9. Click OK to save the setfings and return to the element styles palette. You may also wish to
rename the new element style you've created.

Creating an element style makes no visible change in the timeline. To use
the style you created, you need to apply it to a cell.
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Chapter

Making outlines

9-2

An outline organizes topics and subtopics in a structured hierarchy. ClarisImpact
provides many alternative designs for outlines. It also includes features to help
move topics and to view the desired level of detail.

(lick the outline tool and
then click in the document
where you want o place
the upper- left corner

When the Outline dialog hox
appears, choose a model style

Dutling

()

Enter outline fopics, using
Tab and Shift-Tab to move
topics right and left

Introduction
Making a Plan
Brainslosming
= Writing a Business Plan
Securing Funding
Where 1o Find Investors
il
Har
Versure Capi
What 1o Look for in an Investor
e s

Choosing a Location
Location is Everything
Costof Space
Costof Getting to Markst

Finding People

Collapse subtopics
for o concise view
of the outline

Intreduction
+Makinga Plan
+ Securing Funding
+Choosing a Locatior
Finding Pecple



Understanding outline basics

Topic -

Subtopics ——

Level 1

Level 2

An outline contains major headings, called ropics, which express main ideas.
A topic can contain subordinate ideas, called subtopics, which are indented
from the main topic. Subtopics can also have subordinate points or ideas of
their own, which are indented further.

Each different stage of indentation is a different /evel in the outline. The different
levels in an outline express the relative importance of the level’s contents to the
whole outline. Clarislmpact provides up to 16 levels in an outline.

A topic label, which can be a number, letter, or symbol, appears next to each
topic and shows its position in the outline.

BOOK LIST

———1. computers
A, COMPUTING GLOSSARY

Hoke
! E. EASY COMPUTER GRAPHICS
Hearn
—1I1. Business
A, FEAST AND FAMINE
Wong
B. MAKING DOLLARS WITH SENSE

Level 3

Wong
C. INSIDE THE BANKING SYSTEM

Topic labels

Smythe

I111. cooking
L A ART AND ARTICHOKES

Salinas
B SUREING THE MICROWAVE
Gettis

IV Eiction
A ITSYOUR WAR. MY LOVE

Gollstein
B DIAMOND MURDERY
Romano

Using outlines in presentations

In a presentation document, you can configure outlines so that one topic
displays each time you click the mouse during a slide show. See chapter 14,
*Making presentations.”
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Creating an outline

When you create an outline, you can use a model style or define your own
custom settings. Several model styles for outlines are included with
ClarisImpact. While you determine the contents and structure of the outline,
the style defines how it looks.

Creating an outline with a model style

To create an outline with a model style:

~v— 1. lick the outline tool.
i 2. Move the pointer info the document. Hold down the mouse button and drag to define the
Outline tool area and placement of the outline, or click once where you want the upper-left corner.

When you release the mouse button, the Outline dialog box appears. The
dialog box displays the outline style options. To preview a style, click a title
in the list box to make it appear in the preview box. Click Sample to view a
style at a larger size.

Outline :
{ style \/ custom

Preview box - . B
Deco
Informal
International
Modern
Traditional [T

[=

s - List box

3. (Click the name of the style that you want.
4. (lick OK fo create the outline.

A text insertion point appears inside the model frame next to the first topic
label. You can begin entering outline topics or specifying formatting settings.

The Outline dialog box appears only when you create a new outline.
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« Note If no model styles appear in the Outline dialog box and Style is not
selectable, you may not have any model styles installed in your system.
You can still create an outline using custom settings. You can also run the
installation program again to install the model styles. Unless you have set
new preferences, ClarisImpact expects the model style files to be stored in
a folder named ClarisImpact Color Styles or Clarisimpact B&W Styles
inside the ClarisImpact Folder.

Creating an outline with custom settings

To create an outline with custom settings:

— 1. Click the outline tool.
i 2. Move the pointer into the document. Hold down the mouse button and drag to define the
Outline tool area and placement of the outline, or click once where you want the upper-left corner.
When you release the mouse button, the Outline dialog box appears.
3. Click Custom.
Dutline _——
[“style \/custom| Click here to activate the
s Custom options

Size
() Uniform Size (@ Size by Level

cotor [W.]
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4. Set the options according to the instructions in this fable.

Choose To

Font Select the default font for topic text

Size Specify the size for the first level of topic text

Uniform Size Make text at all levels the same size

Size by Level Make subtopics smaller than topics

Label Select a topic label (see “Choosing topic labels™ on page

9-10 for a description of the topic labels)

Color Select the color for topic text

5. When all the options are properly set, click OK fo create the chart.

The Outline dialog box appears only when you create a new outline.

Entering topics
When you enter topics, you can use most of the usual ClarisImpact text-editing
keystrokes. See chapter 13, “Working with text.”
To enter new topics:
1. Select the outline and click where you want to put the new topic.
2. Press Return fo create a new topic ot the same level.
3. Press Tab or Shift-Tab to move the topic left or right to the appropriate level.
4. Type the text for your topic.

¢ Tip To insert a new line without creating a new topic, press Shift-Return.
To insert a tab, press Command-Tab.
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Formatting text

You can format text in an outline using all the normal text formatting options on
the Text menu. However, it is best to use the Level Settings command to control the
text formatting. Using Level Settings, you specify the text format for each level of the
outline. When you move a topic from level to level, Clarisimpact automatically
applies the correct settings for the new level. When you apply formatting changes
manually, the text formatting stays the same when you move a topic from level to
level. See “Using Level Settings™ on page 9-12.

If you apply a model style to your outline, all the text formatting is set
automatically. See “Using outline model styles™ on page 9-15.

Arranging topics in an outline

You can move a topic up or down or to a different indentation level in an
outline with the mouse, keyboard shortcuts, or menu commands. Unless you
hold down the Shift key while moving a topic, ClarisImpact moves all of the
topic’s subtopics automatically.

Moving topics with the mouse

To move a topic with the mouse:
1. Click the topic label to select the topic.
2. Hold down the mouse button and drag the topic label vertically or horizontally.

The pointer changes shape and a marker on the left side of the outline
shows the direction the current topic will move.

This marker shows that the This marker shows o .
topic will move left that the selected fopic +oLocationis Everything
will move up fo this < Cost of Space
location

3. Release the mouse button to place the topi.

ClarisImpact moves the topic, along with all subtopics, to the new location.
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Moving topics with the keyboard or menu commands

Follow these steps to move a topic with the keyboard or menu commands:

1. Click anywhere in the topic that you want fo move, or click the topic label.

2. Use one of the steps described in the following fable to move the topic.

To move a topic Do this

Right Press Tab, or choose Move Right from the Outline menu
orpress Option-Command-R.

Left Press Shift-Tah, or choose Move Left from the Outline

Options menu, orpress Option-Command-1..

Above the preceding topic

Choose Move Up from the Qutline menu, or pressOption-
Command-U,

Below the following topic

Choose Move Down from the Outline menu, orpress Option-
Command-D.

Promoting topics

The Promote command on the Outline menu removes the selected topic from its
current subtopic group and promotes it, along with its subtopics, one topic level
in the outline structure. Ordinarily, when you press Shift-Tab to move a topic
one level to the left, ClarisImpact doesn’t rearrange topics to make sure that all
subtopics stay with their original topics. When you use Promote, ClarisImpact

reorders the topics intelligently and keeps all subtopics with their original

topics.

To use promote a topic, place the cursor in the topic you want to promote, and
choose Promote from the Outline menu.



Viewing an outline

When you work with an outline, you can choose the number of levels to view.
To view fewer levels in an outline, collapse the outline (or portions of it) to hide
the subtopics. For example, if you need to give a presentation from the material
in a business report, you could create brief speaking notes by collapsing the
report to view only the main topics. Later, when you want to see more detail,
you could expand it to view the entire report.

Collapsed topics Expanded topics

To expand or collapse a level’s subtopics:
1. Select the topic or topics you want fo expand or collapse.
2. Choose Expand or Collapse from the Outline menu.

The subtopics expand or collapse, depending on what you chose.
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Choosing topic labels

9-10

To expand topics to a specific level:
1. Select the topics you want to expand.
2. (Choose Expand To from the Outline menu.
The Expand To dialog box appears.
3. Type the number of levels you want fo view, and then dick OK.

¢ Tip You can also collapse or expand a topic’s subtopics by double-clicking
the topic label.

If you use the Diamond format, the shading of the diamonds tells you whether
a topic is expanded or collapsed. An empty diamond indicates no collapsed
subtopics, a shaded diamond indicates subtopics that are currently collapsed
and out of view.

A topic label appears to the left of a topic to show its position in the outline. It
can be a number, letter, or symbol. You can change topic labels with either

Labels or Level Settings from the Outline menu.

You can apply topic labels to individual topics with Labels, but using Level
Settings is more efficient. Using Level Settings, you specify the topic label for each
level of the outline. When you move a topic from level to level, Clarislmpact
automatically applies the correct label for the new level. When you use Labels,
the label stays the same when you move a topic from level to level. This section
explains how to use the Labels options, for instructions on Level Settings, sce
“Using Level Settings” on page 9-12.

+ Note Topic labels do not affect text or level settings.

Clarislmpact includes 11 different types of topic labels. Some of the topic
labels have special features, as shown in the following examples.



< Introduction
<~Making a Plan

> Brainstorming
> Writing a Business Plan
» Securing Funding
- Where ta Find Investors
o Individuals
o Banks
«Wenture Capnal
= What to Look for In an Investor
o Hapds On" va “Hands O
o Financial Stabiliry
& Track Record
Choosing a Location
Location is Everything
»Cost of Space
- Cost of Getting to Market

'Finding People

= Introduction
* Makinga Plan
= Brainstormning
« ‘Writing a Business Plan
* Securing Funding
= Whare 1o Find Inyestors
= Individuals
« Banks
« Venture Capital
= What 1o Look for inan Investor
« "Hands On” ¥v5 "Hands O
* Flnancial Stability
= Track Record
= Choosinga Locatlon
* Locatlon |5 Everything
» Coslof Space
+ Costof Getting to Market
* Finding People

aintroduction
atlaking a Plan
whBrainstoming
awriting a Business Plan
aSecuring Funding
oWhere to Find Investors
alndividuals
oBanks
aYeniure Capital
oWhat to Look for inan
Inveshor
o"Hands On®vs
“Hands Of*
oFinancial Sabiliy
aTrack Record
oChoosing a Location
olocation s Everything
oCost of Space
nCost of Getting to Market
oFinding People

Diamond: A gray diamond indicates
collopsed subtopics beneath the current
topic; o dlear diomond indicates no

Bulleted List: A bullet symbol appears next

o each topic.

Checklist: A box appears nex! to each topic.
When you click the box, a checkmark

appears.

collapsed subtopics.
1. Inroduction 1. Introduction L Introduction
2 Makinga Plan 11 Making a Plan 2 Making a Plan
1. Brainstomming

2 Writing a Business Plan
1 Securing Fundging
1 Where to Find Investors
1 Individuals
& Banks
3 Venture Capital
2 ‘Whatto Look for in an Investor
1, *Hands On”vs: "Hands OF
2. Fimancial Stabiity
3 Track Record
4 Choosing a Location
1 Location is Everything
2 Costof Space
3 Costof Gedting to Market

5 Finding People

A Brainstormung
B Writine a Business Plan
111 Securing Funding
A Where to Find [nvestors
4. fndividusis
& Banlr
7 Pentune Capiral
B What to Look for in an Investor
¢ HapdeOn “vr. Handeorr
&' Sinancial Seabitity
T Track Record
IV. Choosing a Location
& Location s Everything
E Costof fpace
€ Gost of Getting to Market
V. Finding People

2 1. Brainstorming
2.2 Writing a Business Plan
3 Securing Funding

3.1. Where to Find Iavestors
311 Individuaiz
312 Banks
313 Venture Cepitel

3.2. What to Look for in an Investor
321 "Hands On™we “Hends Off"
922 Enancial Stabality
1273 Track Revord

4 Choosing a Location
4 1 Location is Everything
4.2. Cost of Space
4.3. Cost of Getting to Market
5 Finding Peopla

Numeric: Numbers show the sequence of

each fopic and subtopic.

Harvard: A unique character sequence

|abels each topic level (Roman numerals,

letters, and Arabic numerals).

Making outlines

Legal: Decimal numbers identify the exact
location of each topic in the overall outline.
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You can remove a topic label if you don’t want a label for a specific topic. The
following example shows topics without labels.

Topic label — 1 Business

O FEAST AND FAMINE
Wong
OMAKING DOLLARS WITH SENSE

No topic label

Using Level Settings

9-12

Wong
&INSIDE THE BANEING SYSTEM
Smythe

To change a topic label:

1. Place the insertion point in the fext of the fopic you want to change.

2. (hoose Labels from the Outline menu and then choose one of the lubel types.
Choose Nene if you don’t want a topic label.

You can specify the indent and text settings for each level in an outline with the

Level Settings command.

You can manually format outline text and choose topic labels, but using

Level Settings is more efficient. Using Level Settings. you specify the text format
and topic label for each level of the outline. When you move a topic from level
to level, ClarisImpact automatically applies the correct settings for the new
level. When you apply formatting changes manually, the settings stay the same
when you move a topic from level to level.

To change the level settings:

1. Select any part of the outline you want to modify, and then choose Level Settings from the
Outling menu.



You see the Level Settings dialog box.

Level Settings

s |
Level ZHelvetica 18 1 :

Level 3 Helvetica 14 Size

Level 4 Helvetica 12

style

Select Rl
Align  |Left=
rlndent- S | gn [Left-]
| teftindenmt [0 Label
FirstLine  |0in Color [M]
Right Indent |4in [ Retain Manual Changes

2. In the scrolling list, click the level you want to change, or dlick Select All.
3. (Choose the settings you want for the selected level according to the instructions in this table:

To Do this

Change the indent Enter measurements in Left Indent and Right Indent box in
the Indent area (you don’t need to type the unit).
Enter a measurement in First Line if you want the first line
of the topics at this level to have different indentation than
following lines.

Change text settings Use the Font, Size, Style, Align, and color controls to select
text settings.

Select a topic label Use Label in the Text area to select a topic label.

4. Repeat steps 2 and 3 to choose settings for other levels.

5. Make sure Retain Manual Changes is on if you want fo retain formatfing changes you have
applied manually to certain outline topics (such as making a particular topic bold). A checked
box indicates that the opfion is on.

6. Click Done to close the dialog box and apply the attributes that you've just selected.

Only the levels that you've modified change in your outline.
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Converting outlines to organization charts

To convert an outline to an organization chart:

1. Select an outline.

2. (Choose To Org Chart from the Outline menu.

3. When the OrgChart dialog box appears, select a style or enter custom settings. Click OK fo
create the chart.

+ Note When you convert an outline to an organization chart. the outline
formatting is lost. You can convert the organization chart back to an
outline, but the original formatting is not restored.

For instructions on working with organization charts, see chapter 4, *Making
organization charts.”

oFrida Sanchez -
= Albert Wong
=

& Janice Goodman i s iasavan [ remstrne
> alberio Yaspuscl |
o LUh Lee
; I
o Pal Jackson Albens Yaspace: [ ratdackson
~Terry Stanlan |

Original outline L s Loe J

After conversion to an
organization chart

« Note Each line of text in a single outline topic will be placed in a different
field in an organization chart position. Press Shift-Return to
create a new line in an outline without creating a new topic.

Converting outlines to text

9-14

You can convert an outline to an ordinary, unstructured text frame. The outline
formatting disappears and all the levels are formatted in the same way.When
you convert the text back to an outline, the formatting is restored. Any new
paragraphs you entered will be at the same level as the topic above them.



Switching between an outline and normal text is useful if you want to use an
outline to organize a longer text frame. You can easily move topics and subtopics
in the outline, and then convert back to normal text to format the final version.

To convert an outline to text:
1. Select an outline. .
2. (Choose To Text from the Outline menu.

Using outline model styles

Use model styles to automate outline formatting and design. This section
explains how model styles work with outlines. For an overview of using
model styles, see “Using model styles” on page 3-6.

¢ Note There are no element styles in outlines.

Applying model styles to outlines

A model style specifies all the settings on the Outline menu. The following
table explains the settings stored in an outline model style. Each category name
appears in the Filters area of the Outline Model Styles dialog box. When you
apply a model style, you can exclude, or “filter,” settings that you don’t want
to use by deselecting the category name,

— Dutline Maodel Styles %‘
Basic =il i Add
ol i Lo | Wkl 34 . Business =
s s

L [

L International
.| e
Traditional ]
[ _Done |

Nome [Basie | .. (Cancer)(Coone )
e ] ¢ (concel) — (lick this friangle fo expand

Filter - s
Click o category of model style [ Text style [ Labels [ color o comep e il ore
seftings o filter it out [ Texnt Size [ Indents [ Frame
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Category Controls

Text Style Text formatting options for all outline text

Text Size Size settings for text at different levels, including if text in
subtopics is smaller or the same throughout the outline

Labels Topic label choice for every level in the outline

Indents Indentation settings for each level

Color Color choice for each level

Frame Fill for the outline frame and pen settings for the frame border

To apply a model style to an outline:

1. Select an outline and choose Model Styles from the Ouiline menu.

2. When the Outline Model Styles dialog box appears, select the style you want by dicking the
name in the list.

A preview appears in the area on the left. Click Sample to view a larger
version of a selected style.

3. If you want to filter any of the settings, click the friangle next fo Cancel to display the Filter
options. Click the checkboxes to change the settings.

A checked box indicates that the settings in that category will be applied.

4. Click Apply to apply the model style. Click Done to close the dialog box.

For a general description of model styles, see “Using model styles™ on page 3-6.

(reating, delefing, or renaming outline model styles

To prepare an outline for use in creating a model style, format an outline with
the settings you want to be stored in the model style. Be sure to specify all the
settings with the Level Settings command. If you manually change topic text with
options on the Text menu or choose a new topic label with the Labels menu, the
setting will not be stored in the model style.



To create, delete, or rename, an outline model style:
1. Select an outline and choose Model Styles from the Outline menu.
2. When the Outline Model Styles dialog box appears, follow the instructions in this table.

To Do this

Record the settings of the current  Click Add.
chart as a new model style

Delete a model style Select a style and click Delete.

Rename a model style Select a style, enter a name in the Name box, and then

click Rename.

3. When you're done, click OK.

For general information about model styles, see “Using model styles” on
page 3-6.

Making outlines 9-17



Making calendars

Understanding calendar basics
(reafing calendars

Entering events
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Chapter 10

Making calendars

10-2

ClarisImpact makes monthly and yearly calendars for any time period. Enter
events for single days, or create banners to show events lasting several days.
You can also reformat any calendar text and specify a number of other

formatting settings.

Click the colendar tool and ~~ When the Calendor dialog

drag fo define the sizeand ~ appears, choose @ model

placement of the colendar style, starfing dote, and
type of calendar

Calondsr

Enter events and create banners
to complete the calendor

August 1994
Sw Mon T Wed  Thu  Fn Sat

-




Understanding calendar basics

In monthly calendars you can make entries, called events. for any day. You can
also create banners that span several days. On yearly calendars you can mark
days with small boxes. You can use element styles to change individual days
and place graphics.

July 1993
Sin %LL Th [} sa1

w 111 (il m 1 4 ]
Event “Pﬁ*
Element style with picture S 7 ; g e

4 Frida on,

n [ n l 1 i3 1 7
Bonner

it} i’ i " e (4] ﬁ

3 & [ [T 25 3E an

Marked doys

(reating calendars

July 1993 - June 1994
!“ﬁ;lml - “MI"“ 5 e | Coimaw | 757
HATAT LA EEH B V| RR Ry
T o0 Si0|8 F0IIAI4[S 0 TR RIDI|3 4S8 T RS
A1 43 13 TA IS PSAT|IS 15 AT IR IR 3021 |03 13 14 13 1E T 0|2 0] 1213 1413 18
TmIDH AR @A NGsTn|rnn AR Ns T 0N an
2535 37 39 2% 0 A1 (1% A0 0 BT mew porrasw
Mivarw | inami | 99 s s Fasewy | PR
M Iw IE B SW IN II B2 1 T EB 8 IW 1€ &
P23 o4 38 [ 1 I 2.3 &3
TR PIDILIIA|S ST A PIDI]|2 T 4 36T A|asT7 8 910112
T4 I3 18 1T IR IS AT I2 1T 14 100 N7 0| F 1001 1T 0 (4 13[10 (4 13 181710 1%
30 32 3336 I3 AT 1P A0 A0 T AT 24 2306 17 V0 IR I0AN 230 2 37 2435 30
v 203730 33030 T N3 202 20 37 30 29 |57 20
iHI.-]OI;E “unim ey | T Jura 195
#F g JUAMIELER RS § | RN b bR
& 7T 8 P00 |1 4 3 s T Fla ROl 2IAI43e TR FIDN
TR E3 1S AT IR ITI0 00 1213 1A S 1SIS IS IT IR IR IO |1F 13 A IS IBIT 0
T2 DA AAIIITINIIION W IIATAMIZAATN|1P0T 133333
wmEwn WABBIT NP WEE 2627 0 39 30

You can create a calendar with a model style or define your own custom
settings. Several calendar model styles are included with ClarisImpact.

(reating a calendar with a model style

Calendar tool

To create a calendar with a model style:
1. Click the calendar tool.

2. Move the pointer into the document. Hold down the mouse button and drag to define the area
and placement of the calendar, or click once where you want the upper-left corner.
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Preview box

104

When you release the mouse button, the Calendar dialog box appears. The
dialog box displays the calendar style options. To preview a style, click a
title in the list box to make it appear in the preview box. Click Sample to view
a style at a larger size.

Calendar -
Style \/ Custom |
I Angust 1993 uasc
Sn_Bn e W MM s Business =
—i—= Deco List box
i C T Informal
il AR I International
e — Modern
Tradilional [
[ sample... |
Starting Date Calendar Type

@® Month O Vear

3. Click the name of the style that you want.
4. For Calendar Type, click Month or Year to specify the type of calendar you want.
. For Starting Date, choose a month from the pop-up menu and enter o year.

If you're creating a monthly calendar, this selects the month for the
calendar. For a yearly calendar, this determines the starting month.

. When all the options are properly set, click OK to create the calendar.

The Calendar dialog box appears only when you create a calendar. All of
the functions it provides are available through other commands after you
create a calendar.

Note If no model styles appear in the Calendar dialog box and Style is not
selectable, you may not have any model styles installed in your system.
You can still create a calendar using custom settings. You can also run the
installation program again to install the model styles. Unless you have set
new preferences, Clarislmpact expects the model style files to be stored in
a folder named Clarislmpact Color Styles or ClarisImpact B&W Styles
inside the ClarisImpact Folder.



(reating a calendar with custom setfings
To create a calendar with custom settings:

1. Click the calendar tool.

2. Move the pointer into the document. Hold down the mouse button and drag to define the area

Coonlr: tool and placement of the calendar, or click once where you want the upper-left corner.

When you release the mouse button, the Calendar dialog box appears.

3. Click Custom.
Calendar
style \/Custom } Click here to activate the
I = Custom settings
(Wweekday...] (Weekend...|
[ Frame.. ]|  [Tent settings... |
startlng Date Calendar Type
@) Month 0 Year
4. Set the options according to the instructions in this fable.
To Do this
Choose the element style for the  Click Frame, Weekday, or Weekend. When you click any of
calendar frame (background), these buttons, the Elements dialog box appears. Select an
weekdays, and weekends clement and click OK.

See “Specifying the calendar elements™ on page 10-11.

Specify the text settings Click Text Settings. When the Text Settings dialog box
appears, choose a font, size, style, and color for the various
calendar text elements, and then click OK.

See “Formatting calendar text™ on page 10-8.

’Ir'f;.rftf'u‘li,‘ calendars ]0'5



Entering events

To Do this

Specify the starting date Under Starting Date, choose a month from the pop-up menu
and enter a year in the box.

If you're creating a monthly calendar, this selects the month
for the calendar. For a yearly calendar, this determines the
starting month.

Choose the calendar type Under Calendar Type, click Month or Year,

5. When all the options are properly set, click OK to create the calendar.

The Calendar dialog box appears only when you create a calendar. All of
the functions it provides are available through other commands after you
create a calendar,

On monthly calendars, you can enter events on single days and create banners
that spread across several days. Banners are useful for entering vacations and
other events that last longer than a day. On yearly calendars, you can mark days
with little boxes.

Entering single-day events

10-6

To enter an event on a monthly calendar;
1. Click @ day number on the calendar.
2. Type the event fext.

With an event selected, you can press Tab or Shift-Tab to move to the next or
previous event in the calendar,

If there is already an event on a day, select the day and choose Add Event from
the Calendar menu to create a new separate event.

Moving events

You can move an event between days. Move the pointer over an unselected
event, hold down the mouse button, move the pointer over a different day, and
then release the mouse button to complete the move.



Creating a banner
Banners can span up to a full week. Banners can have either rounded or square
corners. Use Calendar Settings from the Calendar menu to change the corner
settings. See “Changing the calendar settings” on page 10-9.
To create a banner on a monthly calendar:
1. Select all the days you want the banner fo span.

If you select days in more than one week, ClarisImpact creates separate
banners.

2. (Choose Add Banners from the Calendar menu.
A banner appears on the days you selected.
3. Type the banner fexi.

If you want to change the size of the banner, drag one of the handles that appear
at the corners. You can also drag the entire banner anywhere on the calendar.

With a banner selected, you can press Tab or Shift-Tab to move to the next or
previous banner in the calendar.

¢ Note You cannot wrap a single banner around a weekend.
Marking days

To place a small box around a day in a yearly calendar:

1. Click a day number on the yearly calendar.

i 2. Choose Mark Days from the Calendar menu.
IMIW1ES
s 78 amn ClarisImpact places a small box around the day.

15141516 17
MNRMBH
nunn

Making calendars 10-7



Changing calendar fill and pen settings

You can change the fill and pen settings for calendar days, months, and frames
(the background of the calendar). You can make changes by selecting elements
and choosing settings with the fill and pen controls on the style bar, but if you
want to change the design of the whole calendar it's best to use Calendar Elements
on the Calendar menu. Using Calendar Elements, you specify element styles for
weekdays, weekends, and the calendar frame. Element styles define the fill and
pen settings, the overall shape and design, and the placement of clip art in
calendar elements. For instructions on using Calendar Elements, see “*Specifying
the calendar elements™ on page 10-11. For information about element styles,
see “Using calendar element styles™ on page 10-14.

Formatting calendar text

You can specify the font, size, style, and color for all the different text elements

small E
FMedilin in a calendar.
Large
0 Peing When choosing the text size for various elements, you have the option of
10 Pobnt choosing an exact point size for the text, or choosing Small, Medium, or Large
12 Point options. If you choose an exact setting, the text stays the same size regardless
14 Poind : ; . 2
18 Patmt of the size of the calendar frame. If you choose the Small, Medim, or Large
gg gmﬁg options, ClarisImpact adjusts the size of the text in proportion to the calendar
o . . : -
95 Polol frame. If you plan on changing the size of the calendar frame, it’s best to choose
72 Poling one of these options.
mhar..‘_ - T h h l d é
R o change the calendar text settings:
T S—— ge the ca setting
menu in the Text 1. Ifnecessary, select any calendar day, and then choose Text Settings from the Calendar menu.
Settings dialog box ) )
The Text Settings dialog box appears.
= TentSellns =——
(ll(itt here oL 1
or here ®) Month O Weekend M
to specify text setfings O ay of Week O Weekday =
for Month O Banner O Event BN, Mon
Font Times ~ 7
Event
St_lle Mot actual font size
Color [H.]
{z] Retain Manual Changes | Apply | (cancel] [ ok ||
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. To choose the text element you want to change, click the button next to the name of the
element, or click the element in the figure on the right side of the dialog box (see the
preceding picture).

. Use Font, Size, Style, and Color fo change the text settings for the selected element.

. Repeat steps 2 and 3 as needed for each text element.

Click Retain Manual Changes if you want manual changes you have made
to individual text elements in the calendar not to be overwritten by the
changes you’ve specified.

For example, if you have made one event bold and you want it to stay
bold when you change the event text settings, you should make sure
Retain Manual Changes is on.

. Click Apply to change the calendar without closing the dialog box. Click OK to change the
calendar and close the dialog box.

Changing the calendar settings

You can define how weekdays are displayed, specify the banner style, change
the starting weekday, and choose different layout options. There are different
options available for monthly and yearly calendars.

Using Calendar Settings for monthly calendars

To change the calendar settings for monthly calendars:

1. Select a monthly calendar, and then choose Calendar Settings from the Calendar menu.
The Calendar Settings dialog box appears.

Calend ar 591_ tings

Weekday Display Banner Style
[Abbreuviated (sun)=|  [Round Ends~]

First Weekday Day Orientation

[] Show Ad jacent Days —,
[ show Date
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Choose To

Weekday Display Specify how weekday names are displayed

Banner Style Choose whether banners have round or square ends
First Weekday Select the day on which calendar rows begin

Day Orientation Choose how day numbers are placed

Show Adjacent Days Specify if adjacent days appear on the calendar (adjacent

days are the days that show on the calendar grid but are
before or after the current month)

Show Date Specify if adjacent days show their dates

2. (lick OK when you're done.

Using Calendar Settings for yearly calendars
To change the calendar settings for yearly calendars:
1. Select any month in a yearly calendar, and then choose Calendar Settings.
The Calendar Settings dialog box for yearly calendars appears.

i

Calendar Settings

First Weekday

Layout

Orientation ———

[@ Left to Right (O Top to Bottom
Choose To
First Weekday Select the day on which calendar rows begin
Layout ’ Specify the layout for months within the calendar

frame (the numbers refer to the number of months
across and down)

Left to Right or Top to Bottom  Choose the orientation for sequence of months

2. When you're done, click OK.

10-10



Specifying the calendar elements

You can specify the element styles that ClarisImpact uses for weekdays,
weekends, and the calendar frame (the background of the calendar). Element
styles define the fill and pen settings, the overall shape and design, and the
placement of clip art in calendar elements. For information about element
styles, see “Using calendar element styles™ on page 10-14.

To specify calendar elements:
1. Select a calendar, and then choose Calendar Elements from the Calendar menu.

The Calendar Elements dialog box appears.

% Calendar Elements = ——

—
Bas s To W WL B B2

(Weekday...] (Weekend...] [Adjatent...)

[ Retain manual changes

[(Apply ] [concer] | ok ||

2. Set the options in the dialog box according fo the instructions in this table.

To

Do this

Choose an element style for
the calendar frame (the
background of the calendar)

Click Frame. When the Elements dialog box appears, select
a style from the list, and then click OK.

Choose an element style for
weekdays

Click Weekday. When the Elements dialog box appears,
select a style from the list, and then click OK.

Choose an element style for
weekends

Click Weekend. When the Elements dialog box appears,
select a style from the list, and then click OK.

Choose an element style for
adjacent days

Click Adjacent. When the Elements dialog box appears,
selecta style from the list, and then click OK.

Adjacent days appear on the calendar grid before or after the
current month. For example, Friday, July 31st might be an
adjacent day for an August calendar.

Making calendars
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3. Make sure Retain Manual Changes is on if you want element styles you have applied to
individual days (or months in a yearly calendar) not to be overwritten by the changes you've
specified. An X indicates that the option is on.

4. Click Apply to change the calendar without closing the dialog box. Click OK o change the
calendar and close the dialog box.

+ Note If you are working with a yearly calendar, the Calendar Elements
dialog box displays only Frame and Month options for selecting elements.
Changing the calendar period

To change the starting date of the calendar or to switch between a monthly and
yearly calendar layout;

1. Select a calendar, and then choose Change Date from the Calendar menu.
The Change Date dialog box appears.

Change Date

~Starting Date = -Calendar Type —

:@ | L@Monlh O Year

2. In the Starfing Date area, choose a month from the pop-up menu and enter a year.

If you’re creating a monthly calendar, this selects the month for the
calendar. For a yearly calendar, this determines the starting month.

3. In the Calendar Type areq, click Month or Year fo specify the type of calendar you want.
4. When you're done, click OK.

Using calendar model styles

Use model styles to automate calendar formatting and design. A model style
can store all the format options for a calendar. This section explains how model
styles work with calendars. For an overview of using model styles see “Using
model styles” on page 3-6.
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Applying model styles to calendars

Click a category of model ———

style settings o filter it out

A model style specifies all the settings on the Calendar menu. The following

table explains the settings stored in a calendar model style. Each category name
appears in the Filters area of the Calendar Model Styles dialog box. When you
apply a model style, you can exclude, or “filter,” settings that you don’t want
to use by deselecting the category name.

[ colndurtodeisigies =

] Basic Add
I il brom
I informa
F F F International
sample...
Ik Modem
| Traditional
Neme | Basic | & [Ccencer )| pone |} o
Filter Click this triangle to expand
[ Calendar Elements [ Calendar Settings ‘ or collapse the Filter area
Text Settings I
Category Controls
Calendar Elements Element style selections for calendar weekdays, weekends,

adjacent days, and calendar frame, as specified in the
Calendar Elements dialog box

Text Settings Text settings for all calendar text elements as specified in the
Text Settings dialog box

Calendar Settings Calendar layout settings as specified in the Calendar Settings
dialog box

To apply a model style to a calendar:

1. Select a calendar and choose Model Styles from the Calendar menu.

2. When the Calendar Model Styles dialog box appears, select the style you want by dlicking the
name in the list.

A preview appears in the area on the left. Click Sample to view a larger
version of a selected style.
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3. Ifyou want to filter any of the settings, click the triangle next to Cancel to display the Filter
options. Click the checkboxes to change the settings.

A checked box indicates that the settings in that category will be applied.

4. Click Apply to apply the model style. Click Done to close the dialog box.
For a general description of model styles, see “Using model styles” on page 3-6.

Creating, deleting, or renaming calendar model styles

To prepare a calendar for use in creating a model style, format a calendar with
the settings you want to store in the model style . Use only the Text Settings,
Calendar Elements, and Calendar Settings commands to specify formatting. Changes

that you make to individual days cannot be stored in a model style.
To create, delete, or rename a calendar model style:

1. Select a calendar and choose Model Styles from the Calendar men.
2. When the Calendar Model Styles dialog box appears, follow the instructions in this table.

To Do this

Record the settings of the current  Click Add.
calendar as a new model style

Delete a model style Select a style and click Delete.

Rename a model style Select a style, enter a name in the Name box, and then
click Rename.

3. When you're done, click OK.
For a general description of model styles, see “Using model styles” on page 3-6.

Using calendar element styles

In calendars, element styles can specify all the formatting settings for different
types of days on the calendar and for calendar frames (the background of the

calendar). Element styles define the fill and pen settings, the overall shape and
design, and the placement of clip art in calendar elements. ClarisImpact fits the
shape defined in the element style into the space available for the selected day.
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To apply an element style to a calendar element:
1. Select the days you want to modify (or the calendar frame), and then choose Element Styles
from the Calendar menu.

The element styles palette appears. This palette stays open until you click
the close box or deactivate the calendar. You can collapse and expand the
palette by clicking the box in the upper-right corner of the title bar.

T Element Styies =] Click here to collapse
Day Styles or expand the paletfe

Plain
Rounded
Highlight
Right Thick
Left Thick
Bottom Thick

2. Choose either Day Styles or Background Styles from the pop-up menu at the top of the

Element Styles window.
If you're working with a yearly calendar, the choices are Month Styles and
Background Styles.

3. Select an element style by clicking it.

4. When you've chosen a style, click Apply.

For more general information about element styles, see “Using element styles™

on page 3-10.

Changing calendar element styles
To change the shape, color, size, or positioning of clip art for a day, month, or
calendar frame, you create a new element style and then apply it to the element

you want to change.
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To change calendar element styles, you use a window called the Style Editor. The
Style Editor contains the same draw tools and fill and pen palettes as the main
document window. Most of the menu commands are active as well. Any change
you make in the Style Editor becomes part of the element style. You can apply new
colors, draw new shapes, or import clip art. You aren’t limited to working with a
single object. You can create complex graphics that involve several objects.

To create, edit, remove, or rename element styles:
1. Select a day in a calendar, and then choose Element Styles from the Calendar menu.
The element styles palette appears.

2. Select the type of style you want from the pop-up menu at the top of the palette.

The choices are Day Styles, (or Month Styles if you're working with a
yearly calendar), and Background Styles.

3. (lick the triangle in the lower-right corner o expand the window and display the element
editing functions.

Click here 1o expand

4. To rename or remove an element style, or to display styles by object, refer to the following
table. To edit or create an element style, continue to the next step.

To Do this

Rename an element style Select an element style, enter a new name in the Name
box, and then click Rename.

Remove an element style Select an element style, and then click Remove.

Display element styles by object  Click View by Object.
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5. To create an element style, click New. To edit an existing style, select the style and click Edit.

The Style Editor appears. A copy of the currently selected style appears in
the window. If you're creating a background style, see “Creating calendar
background styles” on page 10-18.

Draw o new object
with the drawing tools
to change the shape of
the day style

109

To Do this

Change the shape of the style  Use the draw tools, style bar, and menu commands to create
or modifly the elements in the Style Editor, Anything you
place in the window becomes part of the element style.

Add graphics or clip art 1o Import clip art or graphics using the Place File command, a
the style library, or paste objects from the clipboard.

6. When you're done working in the Style Editor, dick OK. You may also wish to rename the new
element style you've created.

ClarisImpact saves the contents of the Style Editor as an element style. This
doesn’t make any visible change in the calendar you're working with. To
see the style you created, you need to apply it.
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(reating calendar background styles

There are some different options available while using the Style Editor to
create a background style. ClarisImpact displays a simple calendar object
that you move or resize to specify the placement of the calendar grid on the
background you are creating. If there is no calendar object in the background
style, click the Place Calendar button to create a new one.

Style Editor
= =' & b, T-t:l
™~ .
2& Month
Sun Mon Tue Wed Thu Fri Sat

Move or resize the calendar
abject to change the .
placement of the calendor _ :
grid on the background 100, ; I ]
Calendaor element styles can be

any shape, they do not have fo be
rectangular

o Note The calendar object represents only the placement of the calendar in the
background, it does not display any of the current calendar formatting settings.
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This chapter describes how to use the ClarisImpact drawing documents and
draw tools. A drawing document can span multiple pages, making it useful
for such things as large organization charts.

The draw tools are available in all three types of documents: drawing, report,
and presentation. You use these tools to embellish your charts and presentations.
You can also create an entire document of shapes and freehand sketches.



Working with drawing documents
Drawing documents include several unique features:
= a graphics ruler to help you position and size objects
= a graphics grid to help you place and align objects
= an autogrid to draw objects precisely

= a multipage option to create drawing documents that span multiple pages

Using the graphics rulers

ClarisImpact is preset to hide the graphics rulers in a drawing or presentation
document. You can show the graphics rulers whenever you need them. The
graphics rulers extend vertically along the left side of a document and
horizontally across the top. When the rulers are showing, thin dotted lines in
the rulers follow the cursor as you move across the document. By watching
these lines, you can judge the dimensions of objects and the distances between
them as you draw.

g WE

=B ——— The graphics rulers
=18 | extend the full length
= | 1 ond width of the
mE | docwment

B !

To show the graphics rulers, choose Show Graphic Ruler from the View menu.
To remove the graphics rulers from view, choose Hide Graphic Ruler from
the View menu.
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Using the graphics grid
You can show a grid to help you position and size models and other objects.
ClarisImpact is preset to display the grid in drawing documents.

The graphics grid in o

drawing document helps

position and size objects
sl
7 | - A4 Gridpoint

] i
To hide the grid, choose Hide Graphics Grid from the View menu. To redisplay
the grid, choose Show Graphics Grid from the View menu.
The spacing of the gridlines and gridpoints corresponds to the spacing of the
ruler divisions. One gridpoint appears for each division on the ruler,
Using the autogrid

When you want to make sure that objects you draw conform exactly to the
grid, use the autogrid. With the autogrid on, ClarisImpact restricts the sizing
and placement of objects to the spacing of the grid. ClarisImpact is preset to
use the autogrid. To position objects off the grid, turn the autogrid off.
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To turn the autogrid off or on, choose Autogrid from the Layout menu. When
Autogrid is checked, it is on: when it is not checked, it is off.

When the autogrid is on, all objects you draw align automatically to the grid.

Objects aligned fo the grid
by the outogrid - |
i -- ; Object boundaries are
m aligned with the gridpoints
o sl IE S |
Objects change size in increments of the grid spacing only. When you move
objects, their boundaries align only with the gridlines and gridpoints.
¢ Note Changing the ruler settings does not automatically realign objects to
the spacing of a new grid. Objects drawn before the ruler change don’t
realign to the new grid. To realign the object to the new grid, see “Aligning
selected objects to the grid” on page 12-12.
With the autogrid off, you can place objects at any point in the drawing
document.
Objects drawn off the grid ;
with the autogrid off ! - Object boundaries don’t
automatically align with
the gridpoints
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Sefting autogrid spacing
The number of divisions on the graphics rulers determines the spacing of the
autogrid. When you set ruler divisions, you specify what the distance between

the gridpoints represent. For example, you set one-half inch grid increments by
setting the Division/inch to two.

To specify a different autogrid spacing, change the division setting of the
graphics ruler.

To change the autogrid spacing:

1. Choose Rulers from the Layout menu.

2. Inthe Ruler dialog box, enter a different number of divisions in the Divisions /unit box.
3. Click OK.

(reating a multipage drawing document

With a drawing document, you can specify a size for a drawing up to 99 pages
horizontally or vertically. If a drawing is larger than a single printed page
(based on the printing device selected with the Chooser), ClarisImpact divides
the document across pages. The size of a new drawing document is preset to a
single page, but you can add pages as you need them. You can then draw
objects that are split between pages or easily drag objects from page to page
until you have the arrangement you want,

To create a multipage drawing document:
1. In a drawing document, choose Document from the Layout menu.
2. In the Size are, type the number of pages you want across and down.



Select this fo have the

You can also drag the handle in the page in the gray box to increase or
decrease the number of pages.

Document

~Margins — SiZE— ——

Bottom |0.43 in

Drag the handle to change
the number of pages

Left 0.42 in

Right 0.42 in

-Display

B3 show Margins Total Pages: |

[2 Show Page Guides [] Add Pages When Needed
1

puge size increase
automatically os needed

About the palettes

l Cancel I l B:_,

3. Select Add Pages When Needed if you want ClarisImpact to increase the pages automatically
as you draw. /

4. Click OK.

See “Changing margins and page options” on page 2-23 for information on
the other options in this dialog box.

¢ Tip To work on several pages of a multipage drawing document at once,
choose Fit to Window from the View menu. You can zoom back to one page
using the zoom controls.

e Tip To see how the document will print, choose Fit to Window and then
choose Show Page Breaks from the View menu. This shows what appears on
each page.

In a drawing document, you can use all the tools available in all document
types. You can create drawings, add text, and build models (for example, charts
and calendars). (For additional information on palettes, see “Working with
palettes™ on page 2-29.)
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This section covers the palettes for the draw and shape tools, which are
available for all document types. In any document type, you can create objects,
such as logos and symbols, with these tools. This section also covers the fill and
pen palettes, and the drop shadow control.

Using the tool palettes
The tools you use to create objects are in the two tool palettes: the draw tools

palette and the shape tools palette.

You can use the draw tools to create objects to embellish your charts and
presentations. For example, you can draw a logo and place it on a slide

background.
Draw tools palette
L Here are the draw tools and what they do:
25
o) Tool icon Tool name Function
@l K%
=& Line Draw a straight line.
o 2 Arc Draw an arc that curves between two points.
Diaw tools palette f Right-angle Draw an angled connecting line between two shapes,
pa connector
Straight Draw a straight connecting line between two shapes.
2 pe
connector
O] Rectangle Draw a rectangle or square.
@ Rounded Draw a rectangle or square with rounded corners,
rectangle
@ Oval Draw an oval or circle.
Freehand Draw curving or irregular lines—frechand shapes like

those you draw with a pen or pencil,

Polygon Draw a shape composed of angles and straight lines. such
as triangles, rhomboids, and stars.

Bezigon Draw a shape with Bezier curve control.

Note Add a note or memo to a document. (See “Working with
notes” on page 13-5.)

al|B| &

Eyedropper Pick up an object’s attributes and apply them to another
object. (See “Picking up an object’s fill”" on page 12-18.)

5
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Shape tools palette

Here are the shape tools and what they do:

Shape tools palette

Tool icon Tool nome Function
@ S-point star Draw a five-pointed star.
4-point star Draw a four-pointed star,
@ Starburst Draw a multipointed star shape.
@1 Speech balloon  Draw a speech balloon.
(] Plain arrow Draw an arrow horizontally,
@ Feathered arrow  Draw an arrow horizontally,

Pointer Draw a triangular-shaped arrow.
]E Chevron arrow  Draw a chevron-shaped arrow,
@ Double-headed  Draw an arrow with ;}puim at both ends.
ATOW
IE Cross Draw a thick cross shape.
IE X Draw an “X" mark.
Cube Draw a three-dimensional box shape.
@I Block arrow Draw a large pointing arrow, useful for highlighting text
on slides.
@ Parallelogram Draw a parallelogram (polygon with parallel sides).
[@ Trapezoid Draw a trapezoid (polygons with two parallel sides).
@] Regular polygon Draw a multi-sided, closed polygon (you select the

number of sides).

¢ Tip If you plan to use the same tool to draw several objects, tear off the tool
palette and double-click the tool when you select it. The tool remains active

until you select another one.

Drawing
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Using the fill and pen palettes

The draw and shape tools work with the fill and pen palettes. You use them to
change the color, pattern, gradient. and line style in your drawings. The fill
(bucket) and pen controls are located on the style bar.

Fill indicator Pen indicator —— Style bor

Smart shadow control

Fill controls Pen controls  Text controls

[vigolE 8>

The fill and pen indicators show you the current settings. The fill and pen
controls display the palette icons.

Fill palettes

Fill palettes include a color palette, a pattern palette, and a gradient palette. Use
the fill palettes to select a color, pattern, or gradient to fill the next object you
draw or to fill a selected object.

Fill color paletie Fill pattern palette Fill gradient palette
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Pen palettes

Pen refers to the lines (or object outlines) you draw when you use the tools. The
pen palettes include a color palette, a pattern palette, pen size palette, and an
arrow/dash styles palette. Use the pen palettes to select a color, pattern, line
size, or style to use with the next object you draw or to change a selected object.

4 Eia :wa
' Plain Line

Dashed

Arrow Al Start
Arrow At End

AFTOwWS
Dashes.

BEEEEE0 \
|

Pen color palette Pen patfern palette  Pen size palefte Arrow/dash palette

¢ Note You can edit a color or pattern (except the opaque or transparent
fills). When you do, the color or pattern changes for both the fill and the pen
palettes for the current document. See “Editing colors, patterns, and
gradients™ on page 2-32.

Setting the fill and pen styles
You can set the fill and pen styles before drawing objects. The settings remain
in effect until you change them.

¢ Note You can also change the fill and pen styles of an existing object. See
“Changing an object’s fill” on page 12-17. '

To set the fill style:
1. Make sure nothing is selected in the document.
2. (lick a fill control (color, pattern, or gradient) and select a fill from the palette.

You can select both a color and a pattern. The fill indicator changes to show
you the current fill.

The next object you draw has the current fill until you change it.

11-11
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To set the pen style:

.

Make sure nothing is selected in the document.

2. (lick a pen control (color, pattern, pen size, or arrow/dash) and select a pen sefting from

the palette.
The pen indicator changes to show you the current pen setting. The next

object you draw has the current pen setting until you change it.

Note The style bar also includes the text palettes for when you work with
the text tool. See “Changing the appearance of text” on page 13-31.

Adding a shadow to an object

The style bar includes a smart shadow control to let you quickly add a drop
shadow to an object.

=]

SmartShadow control

11-12

To add a drop shadow:

1.

Draw the object.

Each draw tool is covered in detail later in this chapter.
Click the SmartShadow™ control.

ClarisImpact adds a drop shadow to the object.

Note If the object has a transparent pen pattern and no fill pattern, the drop
shadow is not displayed.

Changing the drop shadow settings

The SmartShadow control is preset to draw a gray shadow with a horizontal
and vertical offset of five points, but you can change these settings. You can
change the preset settings so that all objects you add a drop shadow to take on
those settings, or you can change the color and offset of an existing shadow,



To change the drop shadow settings:
1. Command-click the smart shadow control, or choose Drop Shadow from the Layout menu.
You see the Drop Shadow dialog box.

Drop Shadow

Color [H.]
Sample orea shows the
current setfings Horizontal 0ffset
D Uertical Offset
(Cancel] ok |

2. (Click the color control and select a color from the paletie.
3. Change the Horizontal or Vertical Offset to increase or decrease the size.

This setting is measured in points. Look at the Sample area to see the
effects of your changes. '

You can also change the size by dragging the object shadow in the Sample
area.

4. (lick OK.

About drawing objects

To draw an object, you select the tool from the draw or shape tools palette,
and then drag it to create the object. Each tool is covered in detail in “Using
the draw and shape tools™ on page 11-16.

This section covers general information on using the draw and shape tools.
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Handles
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Object handles

When you finish drawing an object or when you click an existing object.
ClarisImpact selects the object. Large black dots, called handles, surround the
object. Objects must be selected before you can work with them.

Handles appear on both ends
of lines or on the corners of an
invisible rectangular boundary
that encloses the object

o Note If you double-click a tool when you select it, handles do not appear
around the object after creation. ClarisImpact assumes you want to draw a
new object, not edit the one you just drew.

Object stacking order

As you draw, some objects overlap and block your view of other objects. The
blocked object hasn’t been erased. You never lose part of an object because
another object covers it.

- uribus |
i | The speech balloon overlaps

part of the chart

ClarisImpact stacks objects in the order of creation, with the most recent object
on top, in an arrangement called the stacking order. Methods for changing the
stacking order are described in “Changing the stacking order” on page 12-7.



Using Shift to constrain draw and shape tools

Clarislmpact can help you draw lines at specific angles and draw specific
shapes, such as squares and circles. Normally, ClarisImpact allows you to draw
lines at any angle. By holding down Shift as you draw, you can constrain (limit)
a line to certain angles or an object to certain proportions. You can also change
the preset constraint value, which is 45 degrees.

You can constrain the rectangle and rounded rectangle tools to draw squares,
the oval tool to draw circles, and the arc tool to draw circular arcs.

Consiraining ovals to circles © ﬁ O

—

Constraining rectangles
o squares

As you draw polygons or bezigons, you can constrain the tools to locating line
segments or control handles a specific number of degrees (as specified in
Preferences) from the x and y axes.

To use a Shift constraint when you draw:
1. Select the draw or shape tool you want to use.
2. Hold down Shift as you drag the tool.

To change the constraint value:
1. Choose Preferences from the Layout menu.
You see the Preferences dialog box. Make sure Graphics is selected.
2. Enter a new value in the Shift Constraint Degrees box.
3. Click OK.

Using Shift now constrains lines to the new value you entered.
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Using center control

You can control the starting point when you use the draw and shape tools
(except the polygon, bezigon, freehand, and connector tools). Normally,
ClarisImpact draws objects from a corner, but you can start drawing from the
center of an object.

To draw from the center. hold down Option as you drag the tool. Start with the
selection arrow at the center of the object and drag to where a corner of the
object’s boundary should appear.

Using the draw and shape tools

S~

Line tool

11-16

Each tool in the draw and shape tools palettes draws a specific type of object
or performs a specific function. To draw a line or shape, select a draw or shape
tool by clicking it. After you select a tool, the selection arrow changes to a
crosshair to show the precise starting and ending points of the line or shape.
You drag the crosshair to draw the object.

¢ Note The note tool on the draw tools palette is covered in “Working with
notes™ on page 13-5. The eyedropper tool is covered in “Picking up an
object’s fill” on page 12-18.

Drawing a line

The line tool draws lines at any angle. ClarisImpact is preset to draw solid black
lines with a 1-point pen width.

To draw a line:
1. Click the line fool fo select it.
2. Choose a line width from the pen size palette, if you want.

You can also change the pen size later. See “Changing an object’s pen
settings” on page 12-19.

3. Position the crosshair where you want the line to begin.
The crosshair shows you the exact spot where the line begins and ends.

4. Drag the crosshair in the direction you want the line.



5. Release the mouse button when the line is the size you want.

When you release the mouse button, ClarisImpact selects the line and
handles appear at each end.

You can reposition the line by dragging it, and change the line length or
slope by dragging a handle.

Drawing dashed lines

K. |7 =2
Arrow/dash control e

ClarisImpact provides six preset dash patterns you can use to draw dashed
lines. You can also vary the pattern of dashes that make up a dashed line.

ClarisImpact is preset to draw plain lines. To draw dashed lines, you first select
the dash pattern you want, and then you select the line tool and the Dashed style.

Selecting a dash pattern

To select a dash pattern:
1. Click the arrow/dash control on the style bar and select Dashes from the palette.

You see the Dashes dialog box.

Dashes e
Dash @1 02 O3 04 O5 O6

1 2 K
Sample: j: ———————————————
cancel) [ ok )
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Click the button for the dash style you want.

The sample dash pattern at the bottom of the dialog box shows the currently
selected dash style. To create your own dash pattern, see *Customizing
dashed lines,” below.

(lick OK.

ClarisImpact is now set to use the specific dash pattern you chose.

Drawing a dashed line

To draw a dashed line:

.
2.
3.

Click the arrow/dash control on the style bar and choose Dashed from the palette.
Select the line tool.
Draw the line.

The line appears with the dash pattern currently selected in the Dashes
dialog box.

To stop drawing dashed lines or to remove the dashes from a selected line,
choose Plain Line from the arrow/dash palette.

Customizing dashed lines

A dashed line is made up of black dashes with white spaces between them.
To change a dashed line, you change the length of the colored dashes and the
white spaces.

To customize a dashed line:

1.

Click the arrow/dash control on the style bar and choose Dashes from the palette.

You see the Dashes dialog box.

lick the button for the dashed line you want to change.

Drag the handles on the lines descending from the ruler.

The sample dash'design at the bottom of the dialog box shows the changes.

To add a dash or space, drag the line that appears on the right end of the ruler toward the
beginning of the ruler.

Each time you drag the line across the ruler, ClarisImpact adds another
space or dash to the design.



5. To eliminate dashes and spaces, drag the rightmost line to the right end of the ruler.

Each time you drag a line off the ruler, ClarisImpact eliminates a dash or
space from the design.

6. Click OK.

If you change a dashed line and decide you want to keep the previous
design, click Revert to recall the old design.

ClarisImpact is now set to use the edited dash design when you draw
dashed lines.

Drawing lines with arrowheads

—_—
—
—

Arrowhead styles

Arrows dialog box

You can add arrowheads to a line by choosing an arrowhead style from the
arrow/dash palette. Arrows can appear at the start of a line, the end of a line, or
at both ends of a line. (You can only add arrowheads to lines and connectors.)

ClarisImpact provides two styles of arrowheads that you can add to a line. The
arrowheads increase or decrease in size to match the width of the line
automatically. You can also change the type and look of the arrowhead.

To choose the type of arrowhead:
1. Click the arrow/dash control on the style bar and choose Arrows from the palette.

You see a dialog box presenting two arrowhead styles.

Arrows

N ———— Arrow resize handle
O ¢—
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2. (Click a button to select an arrowhead style.

To change the arrowhead style, drag the handle that appears in the
magnified view of the arrowhead.

3. Click OK.
To discard the changes made to the arrowhead, click Revert.

To draw a line with arrowheads:
1. Click the arrow/dash control on the style bar.

2. From the palette, choose an arrowhead style: Arrow At Start, Arrow At End, or Arrows At
both Ends.

3. Select the line ool and draw the line.
All of the lines you draw will use the arrowhead style you chose.

To stop drawing arrowheads, deselect the arrowhead style.

Drawing a rectangle
The rectangle tool draws rectangles and squares. The rounded rectangle tool
Ol draws rectangles and squares with rounded corners.
g q
Rectangle tool

To draw a rectangle or rounded rectangle:

1. Select the rectangle or rounded rectangle tool from the draw tools palette.

O 2. Drag the tool across the document diagonally.
R“'-;“ded rectangle Holding down Shift as you drag the tool draws squares.
too

3. Release the mouse button when the object is the size you want.

]

Rectangle Rounded rectangle

¢ Tip You can also round the corners of a rectangle after you draw it. See the
next section, “Changing the corner size.”
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Changing the corner size

You can specify the size of the corner curves in rounded rectangles. You can
round corners in two ways: round two ends of the rectangle into semicircles,
or specily the radius of the circle that forms the corners.

To set the size for rounded rectangle corners:
1. Choose Round Corners from the Layout menu.

You see the Round Corners dialog box.

Round Corners dialog box
Eﬂllﬂd Corners

() © Round Ends
() @ Hodius

(o e ms'_]

(/& )(s5/16" ) _3/8" )

2. (Click the Round Ends or Radius opfion.

Selecting Round Ends produces a rectangle with ends rounded into
semicircles. Selecting Radivs allows you to enter a specific radius for the
COINEr curves.

To enter a specific corner radius, click a corner size button or type a custom
corner size in the Radivs box.

3. Click OK.

Drawing an oval

You use the oval tool to draw ovals and circles.

To draw an oval:

1. Select the oval ool from the draw tools palette.

Oval tool
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2. Drag diagonally from where one corner of the boundary should appear fo the spot where you
want the opposite corner to appear, or press Option as you draw to draw from the center.

Hold down Shift as you drag the tool to draw a circle.

3. Release the mouse button when the oval is the size you want.

Drawing an arc

You use the arc tool to draw elliptical and circular arcs. Arcs are preset to 90
degrees. You can reshape the arcs to any size or angle you want.

To draw an arc:

~ 1. Select the arc ool from the draw tools palette.

2. Drag diagonally from where one end of the arc should appear to where you want the other

Arc tool
end fo appear.

The direction you drag determines the curve of the arc. Holding down Shift
as you drag the tool draws circular arcs.

3. Release the mouse button when the arc is the size you want.

+ Note You can fill an arc with a color, pattern, or gradient. The fill is based
on the concave shape of the arc.

Drawing polygons

Use the polygon tool to draw shapes composed of angles and straight lines,
with as many sides or line segments as you want. You can draw open or closed
polygons. Use the regular polygon tool from the shape tools palette to draw
equal-sided closed polygons.
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Polygon tool

Open polygon  Closed polygon Regulor  Parallelogram Trapezoid

polygon

Drawing an open polygon

To draw an open polygon:

Select the polygon tool from the draw tools palette and click once where you want the shape
to begin.

Move the mouse in the direction you want and click to end the first line seqment.

You don’t have to hold down the mouse button. A line follows your
movement.

Continue moving the mouse and dlicking to create the angular shape you want.

To create a curve through a specific point as you draw, hold down Option
as you click the point the curve should pass through.

If you're not satisfied with the position of a vertex, press Delete or
Backspace. ClarisImpact removes the last point you created so that you can
reposition it.

To finish the polygon, double-click where the last point should appear.

You can also finish the polygon by pressing Enter.

Note ClarisImpact is preset not to fill a polygon even if you've selected a
fill in the palette. You can set ClarisImpact to fill polygons automatically
with the current fill color, pattern, or gradient by selecting Automatically Fill in
Preferences. See “About graphics preferences” on page 2-18.

Note You can reshape, smooth, and unsmooth an existing polygon. See
“Displaying an object’s size™ on page 11-36 and “Smoothing and
unsmoothing objects™ on page 11-34.
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Preferences dialog box
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Drawing a closed polygon
In a closed polygon, the last line ends at the starting point of the polygon. The
last line appears automatically when you double-click.

To draw a closed polygon, you change the Preferences setting for polygons:
1. Choose Preferences from the Layout menu.

The Preferences dialog box opens. Make sure Graphics is selected.
2. Click Automatic under Polygon Closing and dlick OK.

e ® 1 O3
Polygon LS Otauat L3 @ Automatio

Clesing [E] Automatically Smooth Freehand
[ Automaticaty Fin

Mouse Shift constraint E Degrees
Gradients [ Faster Gradwnts

Typing (@ Tuping creates new text obyect
Cend-0pt-T toggles (7) Typing sctivates shortouts

| Quick Time [ Loep P!ag:mic

 The setting remains in effect until you choose Manval.

3. Select the polygon tool from the draw tools palette and click once where you want the
shape fo begin.

o

. Move the mouse in the direction you want.

You don’t have to hold down the mouse button. A line follows your
movement.

5. To end the first line, dlick again.

Another line begins at that point.

o

. Continue moving the mouse and clicking to create the angular shape you want.

-~

. Double-dlick or press Enter o finish the polygon.

ClarisImpact closes the polygon.

¢ Note You can create closed polygons without selecting Automatic in
the graphics preferences by clicking the starting point of the polygon.



Drawing a regular polygon

o

Regular polygon tool

Use the regular polygon tool to draw a polygon with sides of equal-length. You
specify the number of sides you want in the regular polygon. The regular
polygon tool is in the shape tools palette.

To draw a regular polygon:

1. Select the regular polygon tool from the shape tools palette.

2. Choose Polygon Sides from the Layout menu.
You see the Polygon Sides dialog box.

Number of Sides

3. Enter the number of sides you want for the polygon (from 3 to 40), and click OK.

The regular polygon tool in the shape tools palette changes to the number
of sides you select until you change it again.

4. Drag the crosshair until the object is the size you want, and then release the mouse button.

ClarisImpact displays the border of the object as you drag.

+ Tip To draw a triangle, select the regular polygon tool and change the

number of sides to three.

Drawing other polygon shapes

X

Parallelogram tool

o

Trapezoid tool

Use the parallelogram tool to draw a polygon with four parallel sides. Use the
trapezoid tool to draw a polygon with two parallel sides. The parallelogram and
trapezoid tools are in the shape tools palette.

To draw a parallelogram or trapezoid:

1. Select the tool from the shape tools palette.

2. Position the crosshair where you want a corner of the object o appear.

3. Drag until the object is the size you want, and then release the mouse button.

ClarisImpact displays the border of the object as you drag.
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2
Freehand tool
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Joining polygons

You can draw a series of polygons, freechand shapes, and bezigons and then
connect them end to end. Connecting objects is useful when you want the same

shape repeated many times in a drawing.

To join two shapes (polygons, freehand shapes, or bezigons):
Select one of the objects, then choose Copy or Cut from the Edit menu.
Select the freehand shape, polygon, or bezigon you want to conned.

.

=

Choose Reshape from the Arrange menu.

Indicate where you want the first object (the one on the Clipboard) to be pasted:

To paste

Do this

Starting point of the object on the Clipboard
to the ending point of the selected object

Choosc Paste.

Starting point of the object on the Clipboard
to the starting point of the selected object

Select the starting point of the selected
object and choose Paste.

Ending point of the object on the Clipboard to
the ending point of the selected object

Press Command-Option-V,

Ending point of the object on the Clipboard to

the starting point of the selected object

Select the starting point of the selected
object and press Command-Option-V.

Making a freehand drawing

Use the freehand tool to draw a curving or irregular line just as you would with
a pencil or pen.

To make a frechand drawing:

1. Select the freehand tool from the draw tools palette.

2. Drag in the direction you want the freehand drawing to appear.

3. Release the mouse button when the drawing is the shape and size you want.

When you release the mouse button, Clarismpact smooths the freehand
points and removes excess points. Handles appear at the corners of the
rectangular boundary that surrounds the shape.



]

Bezigon tool

+ Note Clarismpact is preset to smooth the freehand shape. To chan ge this

setting, choose Preferences from the Layout menu. Deselect Automatically
Smooth Freehand. Y ou can also select the freehand shape and choose Transform
from the Arrange menu, then choose Unsmooth.

Drawing bezigons

The bezigon tool lets you draw shapes with curves that pass through specific
points. As you draw a bezigon, you specify the points. The bezigon tool draws
smooth Bezier curves that connect the points.

-

To draw a bezigon:

1.
2.

Select the bezigon tool from the draw fools palette.
Click where you want the first point of the bezigon to appear.

A line segment stretches from the first point as you move the mouse to the
next point,

Move the pointer and click where you want the next point of the bezigon to appear.

To create an angle (vertex) through a specific point, hold down Option as
you click the point. To control the slope of the curve at a point, drag from
that point.

To finish the bezigon, double-click where you want the last point to appear.

If you want to create a closed bezigon, click the first point or press Enter.
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After you draw a bezigon, you can modify a curve or unsmooth the curves.
See “Smoothing and unsmoothing objects™ on page 11-34.

o Note ClarisImpact is preset not to fill a bezigon even if you've selected a
fill in the palette. You can set ClarisImpact to fill bezigons automatically
with the current fill color, pattern, or gradient by selecting Automatically Fill in
Preferences. See “About graphics preferences™ on page 2-18.

Drawing other shapes

With the shape tools, you can easily draw perfect stars, starbursts, crosses, and
dArTOws.

W {iae X

S-point Star ~ 4-point Star  Starburst (ross X-shape

ITD :> Z’> §> <:> D—Bludnrrm

Plain arrow Pointer Double-headed arrow

Feathered arrow  Chevron arrow

To draw other shapes:

1. Select the tool from the shape tools palette.

2. Position the pointer where you want a corner of the object to appear.

3. Drag the tool until the object is the size you want, and then release the mouse button.
ClarisImpact displays the border of the object as you drag.

o Tip The arrow tools draw horizontal arrows, but you can rotate them
choosing Transform from the Arrange menu, and then choosing Rotate.



¢ Tip To attach text to a speech balloon so that the text always stays with the
speech balloon, create the speech balloon. Then, use the text tool and enter
the text inside the balloon. Select both the balloon and the text object and
choose Group from the Arrange menu.

Drawing a connector line

Use the SmartConnector™ tools to connect two objects with lines. Once
connected, the lines stay attached when you move, resize, or reshape the
objects. For example, you can use this tool to connect shapes.

Connected objects
before moving
Objects remain connected
after moving
._L. Connector lines are available in two styles: right angle and straight.
Right-angle To draw connector lines:
tomactor.tool 1. Draw the objects you want to connect.
~ 2. Select the right-angle or straight connector tool from the draw fools palette.
Straiaht When you position the crosshair on an object’s center, corner, or boundary
w,,,ft,,, tool midpoint, the crosshair becomes a connector pointer—a hollow crosshair.
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3. Position the crosshair on the first object’s center, corner, or the boundary midpoint.

Make sure you see the connector pointer change to a hollow cross.

You can conned! Connector pointer

objects from their

tenfers, corners, or

boundary midpaints it i
2

4. (lick when the hollow cross appears and drag the connector line to the second object.
5. Release the mouse button when the connector pointer appears in the position you want.

To remove a connector line, select it with the selection arrow and press Delete.

+ Note Youcanchange the width of a connector line by selecting the line and
clicking the pen size control. Select the size from the palette. You can also
change the color or pattern. Select the line and choose the color and/or
pattern from the pen palettes.

Changing the line extension length

On a right-angle connector line, you can set the length of the line between the
object and the first bend in the line, called the line extension length.

This distance is the line
extension length

This length sets the minimum distance that can occur between the object and
the first bend in the right-angle connector line.
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To change the line extension length:

1. Choose Connectors from the Layout menu.

Connectors dialog box

Conneclqr_s_
@ "L RightAngle  +5 Length, [IEEIINN
O N, Straight

[ Auto Point Guide

2. Enter a value in the Length box.
3. (Click OK.
Changing the connector style

Once you've connected two objects, you can change the connector line style
from right angle to straight or from straight to right angle.
To change the connector style:
1. Select the connector line you want to change.
Handles appear at both ends of the line.
2. Choose Connectors from the Layout menu.
You see the Connectors dialog box.
3. Select the connector line style you want.
4. Click OK.

The connector line changes.
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Editing draw objects
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This section covers editing features (such as reshaping, smoothing, and
unsmoothing) that work only on objects created with the draw and shape tools.

Reshaping objects
Clarislmpact lets you reshape existing polygons, bezigons, arcs, freehand
drawings, and other shapes created with the shape tools without having to
redraw them. If you've smoothed out angles, you can also restore the angularity
of the drawing.

To reshape objects:

1.
2.

Select the object you want fo change.
Choose Reshape from the Arrange menu.

The cursor changes shape. If the object is a polygon, hollow handles are
added at each point you clicked (vertex) to draw the object. If the object is
an arc, a handle appears at each end point of the arc. For objects drawn with
the frechand tool, handle placement depends on the shape of the object.

Drag one of the handles to reshape the objedt.

A dotted line follows your movements to show the new shape.

Ty
-

Drag o handle with the cursor

To change a straight line to a curve in a polygon, click o handle to select it. Then, Option-drag
the handle to create a curve.

With an unsmoothed polygon, click an edge fo add a new handle (vertex).
When you're through reshaping, select a tool or choose Reshape again.



Control handles

To reshape a bezigon:

k
2

Select the bezigon you want to reshape.
(hoose Reshape from the Arrange menu.

Handles appear around the bezigon, called points. Points through curves
are represented by circles; points through angles are represented by
squares. )

(lick o handle fo select i.

For each point, there are two control handles. You can drag the point or an
end of the control handle to change the object’s shape.

Point

Drag the point to move the curve passing through the point.
To move several points, Shift-click the points and then drag a selected point.

To make fine adjustments to the location of points, select a point and press
the arrow keys to move the point one gridpoint or one pixel on the screen
(depending on whether the autogrid is turned on or off).

Drag one of the control handles to bend the curve.
To add new points, click the bezigon’s border.

Add extra points to create additional curves in the shape. To delete a point,
click it and press Delete or Backspace.

To add a control handle, Option-drag from the point. To delete a control
handle, Option-click the control handle. Deleting both control handles
gives you a regular curve (similar to a curve in a freehand object).

When you're through reshaping, select a ool or choose Reshape again.
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Smoothing and unsmoothing objects

You can unsmooth a polygon to change straight lines and angles into curves.
You can unsmooth a bezigon, freehand drawing, or other shapes created with
the shape tools to change all of its curves into line segments. Or when
reshaping, you can unsmooth individual points along the object’s shape to
create a combination of line segments and curves.

To smooth the shape of a polygon:

1. Select the polygon you want to smooth.

2. (hoose Transform from the Arrange menu, and then choose Smooth.

/> /D

Before After
smoothing smoothing

To revert from a smoothed shape to an angular shape:
1. Select the smoothed object or objects.
2. (Choose Transform from the Arrange menu, and then choose Unsmooth.

The angles are restored.

To unsmooth the curves of a bezigon:

1. Select the object fo unsmooth.

2. (hoose Transform from the Arrange menu, and then choose Unsmooth.
The curves become angular.

¢ Tip To change a curved segment of a bezigon 1o a straight line, select the
two points that connect the segment. Choose Unsmooth from the Transform
menu.

To revert to the curves:
1. Select the bezigon you want fo smooth.
2. (hoose Transform from the Arrange menu, and then choose Smooth.



Using drawing guides

In addition to the graphics rulers and grid, ClarisImpact provides these drawing
guides to help you work:

s The PointGuide™ feature finds an object’s center, corners, and boundary
midpoints.

= The size palette shows you the exact position of the pointer and the
dimensions of objects as you draw or select them.

Finding an object’s corners and midpoints

The PointGuide indicates the exact center or corners of an object, or the
midpoints of an object’s borders. Choose PointGuide from the Layout menu to
display the PointGuide. When you position the pointer over the object’s center,
corner, or boundary midpoint, the pointer changes.

Showing the PointGuide +——— Showing the PointGuide helps
helps you find the center you find the midpoint of an
of an object object’s boundary

If you display the PointGuide and then move the pointer over an object’s
boundary, the pointer becomes hollow. When you reach a corner or midpoint,
a little plus sign appears next to the pointer.

R‘:.T When displaying the PointGuide, the pointer
changes when you're over a cenfer, corner,
or boundary midpoint

To see the PointGuide:

1. Choose PointGuide from the Layout menu.

2. Select the line tool if you want to draw a line from the object.
3. Position the pointer over an objed.

When you position the pointer over a midpoint, the pointer changes.

Drawing 11-35



Displaying an object’s size
The size palette provides an easy-to-read gauge that shows the position of the

pointer and the dimensions of objects as you draw or select them. When you
show the size, the size palette appears.

A
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Size palette

To display the size palette, choose Object Size from the Arrange menu.

As you move the object, the values in the size palette change. The top four
values show the object’s position relative to the left and top margins. The
remaining two values show the object’s width and height.

You'can also use the size palette to resize an object. See “Resizing objects
using actual dimensions™ on page 12-11.
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Chapter 12

Working with objects

Selecting objects

12-2

This chapter explains how to modify the objects you've created with the
models and tools. For example, you can:

®m move, resize, and change the color of objects

resize, align, and rotate chart objects
m change the colors or add drop shadows to organization chart boxes

enhance data charts to add a more interesting look

For information about creating objects using the draw and shape tools, refer to
chapter 11, “Drawing.”

Before you can change any object, you must select it. You can:
=  select one object

= select several objects



Handles ——

Selection arrow

= select all objects in a document

= select all drawing objects of a certain type (for example, all ovals)

Selected objects appear with handles that you drag to change the object’s size,

shape, or position.

"—I -

Once you select objects, they remain selected until you click in a blank area or

select another object.

¢ Note To change the number of handles on objects from four to eight,
choose Preferences from the Layout menu and click the Object Selection option

that shows eight handles.

Before you select objects, click the selection arrow.

To select

Do this

One object

Click anywhere on the object. For objects with a transparent
fill, click the object’s line or border.

Several objects

Drag the selection arrow across the objects to enclose them in
a selection rectangle. Only those objects inside the rectangle
are selected.

Hold down Command and drag the selection arrow across the
objects to enclose them. This selects any object, whether
partially or entirely within the rectangle.

Hold down Shift and click each object.

All objects

Choose Select All from the Edit menu,

All drawing objects of a certain
type

Select the tool that created the type of objects you want to
select, for example, the oval tool. Choose Select All from the
Edit menu,

To deselect an object. click anywhere outside the object.

Working with objects
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¢ Note Bezigons, all polygons, and frechand shapes are considered the same
type-selecting the bezigon, polygon, or freehand tool and choosing Select
All, selects all bezigons, polygons, and frechand shapes in the document.

Grouping objects

Sometimes you create a number of objects but want to treat the objects as a
whole. For example, if you want to keep the company logo together with the
company name, you can group the logo and name objects so you can work with
them as a single unit. When you perform an action on a group, all members of
the group are affected. For example, moving or resizing the group moves or
resizes all the objects in it.

Grouped objects (the chart G
and the speech balloon) } E Plurlbus
remain together when dnum :
moved or resized 1/ E Pluribus
— Sy | e Unum
- Series 2 e
.Sene» 1
. Serfes 2

Q1 02 03 04

To combine several objects into one group:

1. Select the objects you want to group together by Shift-clicking or enclosing them in a selection
rectangle.

2. Choose Group from the Arrange menu.
ClarisImpact consolidates the separate objects into a group. The group is
now a single object. You can select it, move it, and resize it just as you can
any other single object. You can also group a group with other objects.

124



To restore individual objects within a grouped object:
1. Select the grouped object.
2. (Choose Ungroup from the Arrange menu.

ClarisImpact breaks the object up into its original component objects, some
of which may be groups.

o Important If the Ungroup command changes to Ungroup Picture, you are trying
to ungroup an imported PICT file. You can do this, but you may lose
some of the picture in the process. After ungrouping a picture, you can
recombine it into a single picture again by immediately choosing Undo
from the Edit menu.

Editing a group

Preventing changes

You can edit grouped items in a separate window without ungrouping them.
Select the group you want to edit and choose Edit Group from the Arrange menu.
When you're satisfied with the changes, click Update Group. This option is useful
when a group is composed of subgroups and you want to maintain the
subgroups after editing.

After spending time developing a complex drawing, you can protect your work
from inadvertent changes—your own or someone else’s. When an object is
protected, its handles are dimmed to indicate it can’t be changed.

To protect an object from change:

1. Select the object you want to protect. (To select the whole drawing, choose Select All from
the Edit menu.)

2. (Choose Lock from the Arrange menu.

No changes can be made to the object. You can group locked objects.

To remove protection from a locked object:
1. Select the locked object or objects.
2. Choose Unlock from the Arrange menu.

You can now work with the objects as usual.
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Moving objects

You can lock an object to prevent it from being accidentally moved or changed.
When you lock an object you cannot move, cut, clear, rotate, or flip it or change
its size, appearance, or stacking order. You cannot realign the object to the grid,
or smooth, unsmooth, or reshape it. You can select, copy, and duplicate a
locked object.

If you include a locked object among objects selected for grouping and choose
Group from the Arrange menu, ClarisImpact locks the entire grouped object.

¢ Tip You can protect an entire document by selecting all of its objects and
then locking them. When locked, none of the objects in the document can
be changed.

You can move objects to different positions. ClarisImpact gives you several
ways to move objects. You can:

m drag objects

m nudge an object in small increments with the arrow keys

= move an object’s position in a stack of objects

s reposition an object with the size palette

o Tip Use the graphics ruler and graphics grid to help you position objects
accurately. See “Working with drawing documents™ on page 11-3.

Dragging objects

12:6

Any object can be moved to a different position in the work area. If you select
several objects, they move together.
To move an object:
1. Select the object.

Shift-click objects or drag a selection box to select more than one object.
2. Drag the object to the new position.

Holding down Shift as you drag constrains the movement to one direction
only-horizontally, vertically, or at the angle specified with Preferences.



Moving obijects with the arrow keys

Use the arrow keys to move an object when you want to make fine adjustments

to its position.

1. To move an object in small increments, select the object.

2. Press one of the arrow keys.
Each press of an arrow key moves the selected object one pixel in the
direction of the arrow if the autogrid is off or one gridpoint in the direction
of the arrow if the autogrid is on.

Changing the stacking order

ClarisImpact stacks objects on top of each other. If they overlap, the objects on
top may cover the objects underneath. The stacking order is initially
determined by the order you created the objects, with the most recent object on
top of the stack.

n
E Plurlbusj E 'f,',‘:{,':”s

1/ :
.Sorlﬂ 1 ] ' .Soms 1 T The Ob'ed
Wseries2 Wseries 2 moves fo
Select the object and choose the top of
Move to Front —— the stack
Q1 Q2 Q3 Q4 Q1 02 Q3 Q4

To change an object’s place in the stack:
1. Select the object whose order you want fo change.

2. Choose one of the four Move commands from the Arrange menu: Move Forward, Move to
Front, Move Backward, Move to Back.
Move Forward and Move Backward change the object’s position by one layer.
Move to Front and Move to Back move the object to the top or bottom of the
stack, respectively.

Working with objects 127



Repositioning an object with the size palette

The size palette shows the positions of an object’s boundaries in relation to
the page.

The size palette shows an

The left side of the square is 1
object’s position

inch from the left margin

The top of the square is 1 inch
from the top margin

The right side of the square is 2
inches from the left margin

The bottom of the square is 2
inches from the fop margin

To reposition an object with the size palette:
1. Select the object you want to move.
2. (hoose Object Size from the Arrange menu.
You see the size palette.
3. Enter new numbers o change the position.
The position is relative to the left and top margins.

¢ Tip You can use the size palette as you draw or drag objects. The numbers
in the size palette change as you draw or move the object.

Resizing obijects

ClarisImpact lets you change the size of existing objects without having to
redraw the object. You can resize objects individually or in relation to each
other.

¢ Tip Use the graphics ruler and graphics grid to help you resize objects
accurately. See “Working with drawing documents™ on page 11-3.
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Resizing by dragging
To resize an object by dragging:
1. Select the object whose size or shape you want to change.

To resize several objects at once, select the objects and drag a handle on
one of the objects. The objects are sized proportionally.

2. Drag one of the handles to make the object larger or smaller.

If you're resizing more than one object, the objects maintain their size
ratios when resized. For example, if one shape is twice as big as the other,
it maintains this ratio after resizing.

Resizing obiects in relation to each other

You can resize two or more objects by width, length, or both width and length
using SmartSize™ options. The objects are resized based on the stacking
order—the objects are resized based on the bottom-most object’s width or
height.

To resize objects in relation to each other:
1. Select two or more objects.
2. (hoose Alignment from the Arrange menu.

The alignment palette appears.

O [=| 20

L This SmuhrtSize opﬁt:ir:hkeeps the
objects the same wi
+]
ID l% ﬂ L This SmartSize option keeps the
- Relationships —— | objedts the same height

|:| Create E Show

Cewr ]
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3. Click the SmartSize option you want:

Option Use to make selected objects

The same width

il The same height

4. Select the Create option if you want to keep the objects related so that when you change the
size of one the others change automatically.

5. To show the relationship visually on the screen, select Show.

Relation indicators

Select to create a relationship
among the objects so that you
can resize objects together

Select to show the relationship
visually

Arrows appear on the related objects to remind you how they're related.

These objects are related by width

To remove the relationship between the objects, select the objects, choose
Alignment, and then click Clear in the alignment palette.
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Scaling objects by a percentage
To reduce or enlarge an object by an exact percentage:
1. Select the object.
2. Choose Transform from the Arrange menu, and then choose Scale Selection.

Scale Selection
T
o
[

3. Type the percentage of reduction or enlargement (from 25% to 400%) you want in the
two entry boxes.

To change the size proportionally, type the same value in both boxes.
Preset values are 50% or the last value entered since starting ClarisImpact
this time.

4. (lick OK.

ClarisImpact reduces or enlarges the object.

Resizing objects using actual dimensions

You can change an object’s size by changing its actual dimensions.

To use the actual dimensions:

1. Select the object you want fo resize.

Working with objects 1211



2. Choose Object Size from the Arrange menu.

You see the size palette.

Use these options fo change J .
the object’s size

— Object's width
‘ Obiect's height

3. Enter new values for the width and height options.

Aligning objects

You can align objects to the grid or to each other.

Aligning selected objects to the grid

You can align objects according to the current grid spacing to ensure that the
objects align precisely. Align objects to the grid when you:

s drew them on a different grid
= moved an object with autogrid turned off

= pasted an object from the Clipboard’

Objects aligned with
the grid

To align selected objects to the grid:

1. Select the object or objects you want to align.

12-12



2. Choose Align to Grid from the Arrange men.
You see the Align to Grid dialog box.

Align To Grid
-Sample ~Rlign i
-y ] T Align by top left
Object aligned by top left ] ® O O
o O O
O 0 O
Top Left

3. Select how you want the objecis to align.

The selected objects are adjusted so that they line up along the nearest
autogrid lines. The sample box illustrates how the object will align in
relation to the gridpoints.

4. Click OK.
Aligning objects to each other

You can arrange objects in relation to each other to create rows or columns
using the SmartAlign™ option.

Objects aligned fo create

a column * ' *
Al
* *
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To align objects in relation to each other:
1. Select the objects you want fo align.
2. Choose Alignment from the Arrange menu.

You see the alignment palette.

- Relationships
[ereate K show

Cewar )

3. (lick a SmartAlign option.

Icon Function

Aligns objects by their top boundaries

Aligns objects horizontally by their centers

&)=

Aligns objects by their bottom boundaries

Spaces three or more objects equidistant from each other horizontally

Aligns objects by their left boundaries

Aligns objects vertically by their centers

Aligns objects by their right boundaries

o] fee P 2]

Spaces three or more objects equidistant from each other vertically

The selected objects are rearranged as specified.

4. Select Createif you want fo keep the objects related so that when you move one the alignment
is preserved.

5. To show the relationship visually on the screen, select Show.
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+ Tip You can also align objects that are close together by their corners or
boundary midpoints using the PointGuide. For example, as you draw a
rectangle to another rectangle, the PointGuide appears when the bottoms
of each rectangle are aligned.

Duplicating an object

You can easily create an exact copy of an object in one step, without having to
copy it and then paste it. Duplicate does not change the current contents of the

Clipboard.

To duplicate an object:

1. Select the object you want to duplicate.

2. (hoose Duplicate from the Edit menu or press Command-D while the object is still selected.

A copy of the object appears, slightly offset from the original. Choose
Duplicate until you have the number of objects needed.

Original ——

Flipping objects

ke

You can use Duplicate to create evenly spaced rows of identical objects. If you
duplicate an object and immediately drag the copy to a new position,
ClarisImpact keeps track of the distance that you drag the copy. If you

duplicate again immediately, the next copy appears the same distance from
the last copy.

Duplicate

¢ Tip You can easily place duplicates in different positions in a document.

Press the Option key as you drag the object to where a copy should appear.
Release the mouse button.

You can turn an object upside down or flip it horizontally to produce a mirror
image. You can flip any object, including text. You can also create symmetrical
shapes by drawing half of the shape, making a copy, and then flipping it.
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Rotating objects

12-16

To flip an object:
1. Select the object you want o flip.
2. Choose Transform from the Arrange menu, and then choose Flip Horizontal or Flip Vertical.

The object changes orientation.

7

Original Flipped Flipped
horizontally  vertically

+ Note Some objects that have been flipped cannot be rotated.

You can rotate objects, including text objects, to any angle. You can rotate an
object manually or by 90 degrees.

To rotate an object manually:
1. Select the object you want fo rotate.
2. Choose Rotate from the Arrange menu.
The cursor changes.
3. Drag a handle of the selected object to rotate it.

To rotate the object in small increments, move the cursor farther away from
the object as you drag a handle. The farther the cursor is from the object,
the smaller the increments of rotation.

=

. Release the mouse button when the obiect is rotated the way you want it.

wn

. Deselect Rotate from the Arrange menu or select another tool.

Tip To rotate an object around its center, choose Rotate. Then press Option
as you drag the object’s handle.

L

To rotate an object in 90-degree increments:
1. Select the object you want fo rotate.
2. Choose Transform from the Arrange menu, and then choose Rotate 90.

The object rotates counter-clockwise by 90 degrees.



Filling an object

After creating shapes and objects, you can change their appearance by:

= filling objects with a color, pattern, or gradient
= changing the width, color, or pattern of lines and object borders
ClarisImpact lets you customize patterns and gradients. See “Editing colors,

patterns, and gradients™ on page 2-32. You can also set the preset fill. See
“Setting the fill and pen styles™ on page 11-11.

Changing an object’s fill

You can change the look of objects by filling them with colors, patterns, or
gradients or by making them transparent (objects beneath them show through).
The fill indicator shows you the current color, pattern, or gradient you're using.

You select the color and/or pattern. (The pattern you select appears in the
current color.) You can also select a gradient. (The gradients are not affected
by the current color.) '

To change an object’s fill:

1. Select the object you want fo fill.

2. (lick the color, pattern, or gradient control to open the appropriate fill palete.

The fill color palette varies with different color systems. On a monochrome
monitor, colors are listed by name.

3. Select a color, pattern, or gradient.

¢ Note To have Clarisimpact display gradients more quickly, see “About
graphics preferences” on page 2-18.

To make the object transparent:

1. Click the pattern control to open the fill pattern palette.
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2. Select the transparent icon if you want to see through the object (o fill); select the opaque
icon if you want the object fo be solid.

Use this option to make an
object a solid, opaque color
|

Use this option to make an
object transparent

¢ Note When you fill a transparent object with a pattern or color. the object
becomes opaque.
Picking up an object’s fill

With the eyedropper tool, you can quickly select a fill or pen setting. You can
also copy one object’s attributes and put them in another object using the
eyedropper. The eyedropper tool is on the draw tools palette.

To change the default fill or pen settings to those of an existing object:

» 1. Select the eyedropper tool (or click the eyedropper tool once, if it's already selected).

2. Toset the fill, Command-Option-click the object containing the fill you want, or to set the
pen settings, Command-Shift-click the object.

Eyedropper tool

To apply a fill or pen setting from one object to another:

1. Select the eydropper tool and double-click it.
This locks the tool. You can also tear off the draw tools palette and double-
click the eyedropper tool.

2. To pick up both the pen setting and fill, click the object whose fill you want to copy once.
(To pick up only the fill, Option-Click the object. To pick up only the pen setting, Shift-Click
the obiject.)

If the object has a drop shadow, picking up a fill also picks up the drop
shadow.

3. (lick the object or objects you want to fill

¢ Note You can pick up a new fill and/or pen when the eyedropper is locked
by Command-clicking an object.
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Changing an object’s pen settings

You use the pen indicator to change the color, width, and pattern of lines and
borders. You can add arrowheads to lines and specify whether lines are opaque
or transparent.

To change an object’s line or border color, pattern, or size:
1. Select the object you want fo change.

2. Click the color or pattern control to open the appropriate pen palette.
3. Select a color or pattern.

[[J Pen Size [= | i 1 i
0 Fes Size T 4. To change the pen size, press the pen size control and select a width.
./ Hairhine 5
Zpt
esm— Select To
None Draw an invisible line. Use this option to enclose a shape you

want filled with a color or pattern without creating a visible
line at the border.

Hairline Create a hairline rule, which is a delicate line
1 through 8 points Draw lines at preset point sizes
Other Set a custom pen size up to 255 points

To add arrowheads to an existing line:
1. Select the line you want to change.
2. Click the arrow/dash control to open the arrow/dash palette.

v/ Plain Line

Dashed

Arrow At Start 3. Choose the arrow style from the palette.

Arrow At End
Arrows At Both Ends

Arrows
Dashes.
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To make the pen transparent:
1. Click the pen patiern control to open the pen pattern palette.
2. (lick the transparent icon.

Click the opaque icon to make it a solid, opaque color again.

(=

Use this option to make
a line transparent

Use this option to make a
line a solid, opague color

Attaching a caption fo an object

12-20

You can add a caption to any object.

To create a caption:

1. Choose Preferences from the Layout menu and make sure Typing Creates New Text Object

is selected.

You can also select the text tool and click where you want the text to start.

2. Select the object that you want o add text fo.
3. Start typing.

Press Return when you want to start a new line.The text is automatically

centered.

¢ Note You can group the caption with the object so the text remains with the
object when you move or resize it. To group the objects, select the caption

and the object, and then choose Group from the Arrange menu.

If you want to edit the text frame, click the text tool and then click where you
want to edit. You can choose a different font, size, and style for the text.



Using libraries

ClarisImpact comes with several SmartSymbol™ libraries containing objects you
can use in your documents. You can also create your own collections of objects
to reuse in documents without redrawing them. You store these objects in

libraries.

(reating a new library

Library control

You can create a library for your own objects or create customized libraries by
copying objects from existing libraries.

To create a new library, choose New Library from the File menu.You see an
empty library. The library remains open until you close it.

la - Libr 1=
File Edit View

o]
-

Cass ) vee )

After you create a library, you can put objects in it. See “Adding an object to a
library” on page 12-24.

Tip You can create a new library by clicking the library control in the style bar.
The Open or Create a Library dialog box appears. Click New.
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Opening an existing library
ClarisImpact comes with several libraries of ready-made objects, called
SmartSymbol libraries. You can open these libraries or you can open a library
you've created.
To open a library:
1. Choose Open Library from the File menu.
You see the Open Library dialog box.

Open Library

) ClarisImpact ¥
> Hard Disk
O Library 1
O Clarisimpact Stationery
v’ ’
—-—______J
l Cancel

2. Select the name of the library you want to open and click Open.
ClarisImpact opens the library palette. You can now select and place library

objects into your document.

m ¢ Tip You can also open a library by clicking the library control in the style
" bar. The Open or Create a Library dialog box appears. Click the library

Library control ;
Y name and then click Open.

Saving a library

After creating objects and placing them in a new or existing library, you need
to save it to record the changes and additions.
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To save a library:
1. Choose Save or Save As from the Library File menu.
If you're saving a new library, Clarislmpact displays the Save As dialog box.
2. Enter a name, if necessary.
3. (Click Save.

Viewing objects in the library

You can view the objects in the library by object, by name, or alphabetically by
name. You can also change how the objects are displayed in a library.

To change the library view, from the library View menu, choose one of the

following:

Choose To

By Object Display library objects by their icons

By Name List library objects by their names

Alphabetize Display or list library objects in alphabetical order by their
names

View Options Set the number of rows and columns displayed in the library
and set the size of the icons in pixels (horizontally and
vertically)

Finding library obiects
If you have a large library containing many library objects, you can quickly
find an object by name.
To find a library object:
1. Open the library.
2. (Click the triangle to expand the palette.
This expands the library palette to reveal more options.

3. In the Name box, enter the name of the object you want fo find.
4. (lick Find.

The library highlights the object.
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Working with library objects

You can add objects to a library, name them, remove an object to make changes,
and delete objects as needed. You can place a copy of a library object in a
document (it becomes a clone).

Adding an object to a library

After creating an object, drawing, or model, you can place it in a library. Then,

you can place copies of the library object in a document.

To add an object to a library:
1. Select the object you want to add o the library.
You can select several objects and add all of them to the library at once.
2. Open a library, or create a new one by choosing New Library from the File menu.
3. Click Add.

File Edit View

o

[

_j The friangle expands the
5l|  library palette to show

(494 )(use )| more options

ClarisImpact gives the object a name. You can change the name if you
want. For more information on naming library objects, see the next section.

Naming library objects

ClarisImpact automatically names a new object Object and supplies a number.
You can rename objects to give them more descriptive names.
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To rename an object:
1. In the library palette, click the object you want to rename.
2. Click the triangle to expand the palette.

5]
((ade J(Cuse Ja The palette expands fo
(Rename ) L show more options
Mame: [Object 1|

3. Click in the Name box and type a name for the object. |
4. (lick Rename.

Placing a library object in a document
You can copy one or more objects from a library into a document. The copied
object becomes a clone of the library object.
To place a library object in a document:
1. Open the library palette that contains the object.

2. Click the library object and click Use, or drag the library object to where you want it to go
in the document.

You can select more than one object. To select objects that are next to
each other, Shift-click the object icons or names. To select objects that are
not next to each other, Command-click the object icons or names. You
can select all the objects by choosing Select All from the library Edit menu.

If you click Use, ClarisImpact places the object where you last clicked in
the document.
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Modifying a library object
To modify a library object, place it in a document, make the changes, then add
it into the library again.
To modify a library object:
1. Inthe library palette, drag the library object you want o change and place it in the document.
2. Make changes to the object.
3. Select the object and click Add.

The modified object doesn’t replace the original library object.

Copying and delefing library objects

You can copy a library object to another library in two ways: by dragging the
object from one library to another, or by cutting or copying the object and then
pasting it. You can also delete an object from a library.

To copy a library object by dragging:

1. Open the library containing the object you want to copy.

2. Open or create the library where you want to copy the library object.
3. Drag the library object to the new library.

To copy a library object by cutting and pasting:

1. Open the library containing the library object you want to copy.

2. (Click the library object you want to cut or copy.

3. Choose Cut or Copy from the library Edit menu.

4. Open or create the library where you want to copy the library object.
5. Choose Paste from the destination library’s Edit menu.

To delete a library object:

1. Open the library containing the library object you want to delete.
2. (Click the library object you want to delete.

3. Choose Delete or Cut from the library Edit menu.



Finding and replacing clones

Currently selected master

When you copy a library object to a document, the copied object is called a
clone. 1f you've placed several clones from the same master in a document, you
can quickly replace them all with a different object.

To replace multiple clones:

1. Modify an existing clone or create a new object with the draw tools.

2. Select the modified clone or new object.

3. (Choose Replace Clones from the Edit menu.

You see the Find/Replace Clones dialog box. The dialog box lists the
master objects from which you’ve created clones in the current document.

5[@=— Find/Replace Clones

Master Objects Replace With

object

List of master objects that
have clones in the current
document

e >

Object 2 -] [_use setected —}—— Object selected in the document
4-pL.Star appears after you click Use
Keep Selected
@ Transformations

( Find All ] [ Replace A |
[ FindNext ] [ unlink Clones |

4. Select the master object you want to find from the list of masters.

The currently selected master object appears in the Master Objects
viewing area.

5. Click Use Selected to display the object selected in the document in the Replace With viewing
areq.

This becomes the object that you will use to replace all the clones of the
selected master object.
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6. Choose an option from the table below.

Option Use To
Find All Select all the clones of the master object.
Find Next Select the next clone of the master object.

Keep Transformations

Keep any transformations (scale, resize, flip, rotation)
applied to the clone. For example, if you replace a clone that
has been flipped vertically, the replacement is also be flipped
vertically.

Replace All Replace all the clones in the document with the object
displayed in the Replace With viewing arca.
Unlink Clones Remove the link between a clone and its master so the master/

clone replacement does not affect the unlinked clone.
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Chapter

Working with text

With ClarisImpact, you can work with text in a report document, an electronic
note, or a text frame. This chapter describes each of these text formats and
explains how to use the ClarisImpact text features.

Header
Multiple columns ——
"Lorem ipsum 1§
Dolkor 5&amet, consecteluer adipiecing
TR T B LT e wli, sed d@am nonummy nibh e usmod
Lorem ipsum Aincidunt ut lacrest dokore magna
Dokor st amet; consectatuer Aliquam srat volupat Lt wisl anim ad
F adpiscing e, sed diam TTINKT veniam, quis nostrud exerciation
oofer ——— ) nonum. ullamcorper SUSCIpR lobartis nisl
1 AlUp &8 & commodo conanquat
Report document Note Text frame
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You can use most of the ClarisImpact text features in all three text formats. For
example, you can add graphics to notes and you can use the spelling checker in
text frames. However, certain features are only available in reports. If you want
to use footnotes, multiple columns, page breaks, headers, or footers, you must
work in a report document.

¢ Note Clarisimpact has an outline model. To learn about using outlines, see
chapter 9, “Making outlines.”

Working with reports

Use a report document when you want to take advantage of all the ClarisImpact
text features in longer, text-based documents. With reports, you can use
footnotes, multiple columns, page breaks, headers, and footers.

To create a report document, choose Report in the New Document dialog box.
For more information on creating new documents, see “Creating a document™
on page 2-2. On a new report page, you see the text insertion point in the upper-
left corner of a single page with margins and a text ruler. When you position
the pointer within the margins, you see the I-beam pointer. As you enter
information, new pages appear as necessary.

Style bar
—— |
SEi=————————— lntitled | - Repo = —— 5
g Bl
Text tool P TIPSR P FO¥ YO0 TR LSOO
— === = mEEE
Text ruler
Text insertion point
Margin o
I-beam poiner = X
Page guide
100 Page 1 = =
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You can add models or graphics to report text. For example, you can add a data
chart to a newsletter or place a logo in a brochure. You can also create a

title page for a report using the Document dialog box in the Layout menu. A
title page appears at the beginning of a report document. It looks the same as
the other pages in a report, but doesn’t have headers or footers, even if the rest
of the document does. For more information on adding a title page, see
*“Changing margins and page options” on page 2-23.

You can view report pages on your screen vertically or side-by-side. You can
also use the zoom controls to see all your pages at one time. For more
information on viewing a report, see “Working with document windows™ on
page 2-12.

New ClarisImpact report documents have the following predefined settings.

Document elements Settings

Alignment Lelt

Columns One

Font 12-point. plain Helvetica

Line spacing Single spacing

Margins 1 inch from the top, bottom, left, and right sides
Page size 8.5 by 11 inches

Ruler measurement units Inches

Tabs Invisible, left-aligned tab stops every 1/2-inch

You can change the report settings for a single document using the information
in this chapter. You can also create stationery templates for settings that you
use frequently. For more information on using stationery, see “Using
stationery” on page 2-27.



Working with notes
The note tool places electronic notes on a document. Try using notes to post
reminders, comments, or other notices temporarily on a document or use them
as speaker’s notes for presentations.
Al
Aunt ut faoreet dolore magna aliquam erat y
§ N T T T e ke
srsdLorem ipsum con
Note iy | Dolor sitamet, consectetuer lore
ad jadipiscing elit, tion
> exsed diam nonum. psu
Iit, s&Y cid

svolutpat. Ut wisi enim ad minim veniam, qu

After you add a note to a document, you see dark handles on the corners of the
note and you can type to add text. You can also choose a font, size, and style
from the Text menu before typing. If you click away from the note, the note
resizes vertically to fit the information you entered.

If you click the note once to select it, you see thé pointer. You have now
selected the note as an object and you can manipulate it like any other
ClarisImpact object. For example, you can resize, cut, copy, paste, or align the
note. With the note selected, you can also delete the frame, change its border,
color, and fill, and add a drop shadow using the tools on the style bar. For more
information on manipulating notes, see chapter 12, “Working with objects.”

If you click once more to select the note text, you see the text insertion point
and the I-beam pointer and you can edit the information in the note. You can
use almost all of the ClarisImpact text features in notes—except footnoltes,
multiple columns, page breaks, and headers and footers. (To use these features,
the insertion point must be in the body of a report document. For information
on opening a report document, see “Creating a document” on page 2-2.)

You can collapse notes to hide the text and you can expand them again. You
can also hide or show notes in a document and print with notes showing
or hidden.

Waorking with text 13-5



Selecting
the note tool

13-6

s|Re (0] /]

To add a note to your document:

L
2.

Click the draw tool on the tool panel, and then drag the pointer to choose the note tool.
Click in the document area where you want the note,

You see a new note with handles on each corner. The text insertion point
blinks in the note.

Type the text you want.

The text automatically wraps to the next line when it reaches the right margin.
As you type, the text frame expands to accommodate the text.

When you're finished typing, click outside the note object or press the Enter key.

Handles appear around the boundary of the note. You have several
other options:

To Do this
Hide notes from view Choose Hide Notes from the View menu.
Show notes Choose Show Notes from the View menu.

Edit the contents of a note Click once 1o select the note, and then click inside

the note for the text insertion point.

Change the size of a note Click the note to select it and drag a handle

1o resize.

Collapse a note Click the control in the upper-left corner of the
note. This hides the note’s contents.

Delete a note Click the note to select it and press the Delete or
Backspace key.

Expand a collapsed note Click the control in the upper-left corner of

the note.

Note When you print a document, notes print if they are currently showing
on the screen. If you don’t want notes to print, choose Hide Notes from the
View menu before printing.



Working with text frames

You can insert text frames in any Clarislmpact document by selecting the text
tool and dragging the pointer to create left and right margins for the frame. (In
a report document, press the Option key while dragging.) Text frames add
labels or captions to your work.

== Untitled 2 - Drawing

mw—ml
Text tool A =
|
2
=
|0
=X
Text frame with styled ¥
background in o
drawing document =

ELorem ipsurd T

After you add a text frame to a document, you see dark handles on the corners
of the frame and you can type to add text. You can also choose a font, size, and
style from the Text menu before typing. After you enter information, the frame
resizes vertically if you click elsewhere on the page.

If you click the text frame once to select it, you see the pointer. You have now
selected the text frame as an object and you can resize and manipulate the frame
like other ClarisImpact objects. For example, you can copy, paste, rotate, flip,
and align text frames. You can also delete the frame. change its border, color,
and fill, and add a drop shadow using the tools on the style bar. For more
information on how you can manipulate a text frame, see chapter 12, “Working
with objects.”

If you click the text frame one more time, you see the frame border, the text
insertion point, and the I-beam pointer. You also see the frame’s margins on the
text ruler. You can now edit the information in the frame.
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New text frame

13-8

You can use most of the ClarisImpact text features in text frames—except
footnotes, multiple columns, page breaks, headers, and footers. (To use these
features, you must work in a report document. For information on opening a
report document, see “Creating a document”™ on page 2-2.)

You can convert text frames to outlines when you want to see text information
organized hierarchically. When you do this, Clarisimpact converts every
paragraph of text to a separate outline topic. For more information about
outlines, see chapter 9, *Making outlines.” (You can also convert text in a
report document to an outline. For more information, see “Converting text to
an outline™ on page 13-18.)

If you have a complex page layout, you can link separate text frames together
so that text flows from one frame to another as you add text or graphics. For
more information on linked frames, see the next section, “Linking text frames.”

You can also create special text frames on objects called captions. For more
information, see “Attaching a caption (o an object” on page 12-20.

To add a text frame to a document:

1. In a drawing or presentation document, click the text tool on the fool panel.

2. Click the document page where you want the text frame. (In a report document, press the
Option key while clicking the page.)

You see a new text frame border with handles on each corner. The text
insertion point blinks in the frame.

3. Type the text you want.

As you type, the text frame expands to accommodate the text.



To delete a text frame:
1. Click the border of the frame to select it.

Iorem ipsum \I : You see dark handles on the corners of the frame to show you've selected it.
2. With the frame selected, press the Backspace or Delete or Backspace key.

You remove the frame.

To change text to an outline:
1. Posifion the pointer in a fext frame.
2. (hoose To Outline from the Text menu.

You see diamond-shaped bullets in front of each paragraph to show that the
text frame has become an outline. You also see an Outline menu and you
can use any of its commands on the text.

To change an outline back to regular text:

1. Position the pointer in the outline text.

2. Choose To Text from the Outline menu.

The Outline menu disappears and you see the outline change back into text.
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Linking text frames

With linked frames, you can have multiple columns of different heights. When you
move or change the size of one linked frame, the text flows into the next linked
frame as necessary. Try linking text frames when you need to create a complex
page layout with graphics and text such as a newsletter or brochure.
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¢ Tip If you want a simple layout with multiple columns of the same height,
you can use regular columns in a report document. For more information,
see "Working with columns™ on page 13-41.
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Top-of-frame indicator ————
on first frame

To link frames, you first create a regular text frame using the text tool. You then
choose the Linked Text command in the Text menu and draw another text frame.
When you select a linked frame, you see a link indicator showing where the
frame links to another frame. To see the links on several frames at once, press
the Shift key while clicking each linked frame. You also see a top-of-frame
indicator on the top of the first frame and a continue indicator on the bottom of

the last frame.
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monummy nibh & wsmod rincilus w

i =

Th wasd enim od WINIM VeRLm,
uis mostrud exercitation
sllameorper sugeipit lobortis sl
st aliguip ex ea commodo
eomsequat, Lorem ipsum dolor sit
amet Conssetetuer sdipiseing
wlir, sed dism nonummy nibh e
sismod tinelunt ut laorest dolore
Zagma aliquam eral volutpat, T
‘wish euim ol minim vendism .
Qs mostrul exereitation ullam
rorpe suscipit

BED DIAM, HOMUMMY

Lorem ipsum dolor sit amet,

comsectstusr sdipisoing alif, sed

T Min wavany b« wmol

ameitunt w Lsorvet dolore Tagna
alvpuam enat volutpat Ut wisi enim
Al minrm vextam Quit postrul
aumreitarion ullam corper Fuseipit
Lorem ipium dolor ot amet, |
Tomsectetuer sdipisaing elit, ved diam
nonummy TR wisi enim of minim '
Aemiam , it Bosirud exervitation |
ullam eorper sesvipit lobortis
ais] Hibh e wirmed tincidunt ut

Laorest dolore magms sliguam erst
wolutpat T wici enim ad mivim |
reniam , quis Bostrud exereitalion, |
Lsoreet dolore magma aliguam |

Continue indicator
on lost frame

+ Tip If you plan to reuse a layout with linked frames, you can save a blank
stationery document with linked frames for future use. For more
information, see “Using stationery” on page 2-27.

You can have any combination of linked and unlinked frames in the same
document. (For more information, see “Combining linked and unlinked

Link indicators
frames™ on page 13-13.)
To link text frames:
A 1. Click the text tool on the ool panel.

2. Click the document page where you want the fext frame. (In a report document, press the
Option key while clicking the page.)

You see the frame border with handles on each corner. The text insertion point
appears in the text frame.

Working with text
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3. Type the fext you want in the text frame.

As you type, the text frame expands to accommodate the text.
4. (lick once outside the frame or press the Enter key.

You see dark handles on the frame.
5. Choose Linked Text from the Text menu.

6. Click the continue indicator on the frame and draw the next frame on the page where you
want it.

7. Repeat steps 2 through 6 until you finish adding frames.

¢ Tip You don't see existing linked text frames while you add new ones. To
position a new frame next to an existing one, you can use the gridlines in a
drawing document as guides. For information about hiding and showing
gridlines, see “Using the graphics grid™ on page 11-4.

Adding text to linked text frames

You can type, paste, or insert text in a linked frame as you normally would in
aregular text frame or a report document. For more information, sce “Entering
text” on page 13-13.

As you enter text in a linked text frame, the information flows into the next linked
frame. When you reshape a linked frame, ClarisImpact rearranges the text so that
it fills as much of the frame as possible. If text overflows a linked frame, you see
a text overflow indicator on the bottom, right corner of the frame.

Link indicator

Continue indicator

13-12

Tincidunt ut boreet dolore magus

aliquam erst yolapst T wish saim

ol minim venism Qs mostrad i g
it g Text overflow indicator

To remove the overflow indicator, you can enlarge the frame, decrease the font
size of the text in the frame, or add another linked text frame.

For information on changing the borders and fill in a linked text frame, see
chapter 12, “Working with objects.”



Combining linked and unlinked frames

You can combine linked and unlinked frames in the same document. For
example, in a newsletter, you may want several linked text frames for a long
story and an independent text frame for a separate, smaller article.

To add independent frames after you’ve added linked frames:

1. In a drawing or presentation document, dlick the background of the document to deselect
the last frame you drew.

2. (Click the text tool on the tool panel and draw the frame in your document.

The new frame has no link.

Entering fext
When you enter text in a report document, note, or text frame, the text insertion
point indicates where the text will appear. At first, the insertion point appears
as a blinking vertical line in the upper-left corner of the working area. When
you move the pointer to another area within the margins, the pointer becomes
an I-beam. :
ER=———==————— Untitled | -Report ==&
k 2= A 5

luj’,l;z.l.34|.4.|.]5|n.[5.||_"‘|

; FEERE E mEEE

Text insertion paint

_ )

I-beam pointer = !
%,
1100 | oo Nl Page 1 »

To create a paragraph, start typing at the insertion point. You don’t need to
press the Return key to end a line and begin a new one. When you reach the end
of a line, the insertion point moves to the next line. This is called word wrap.
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To end one paragraph and start another, press the Return key once to end the
paragraph, and then once more to insert a blank line. You can also make a line
break within a paragraph by pressing Shift-Return.

+ Note When you press the Return key to start a new paragraph, the new
paragraph uses the same formats (fonts, sizes, styles, and so forth) as the
previous paragraph. To change these formats, see “Changing the
appearance of text” on page 13-31.

Moving the text insertion point

Revising text

13-14

To edit or insert text in different parts of a window, you move the text insertion
point with the mouse or the arrow keys. To type at a different spot in the text,
click the mouse over some text, or use the arrow Keys to position the insertion
point. When you do this, the insertion point blinks at that spot in the text.

The following table shows shortcuts for moving the insertion point with the
arrow keys.

To move the insertion point Press

One character left or right Left or Right Arrow
One word to the left Option-Left Arrow
One word 1o the right Option-Right Arrow
One line up or down Up or Down Arrow
To the beginning of a paragraph Option-Up Arrow
To the end of a paragraph Option-Down Arrow
Through a document continuously Up or Down Arrow

Whenever you make a typing mistake, you can correct it by pressing the Delete
or Backspace key. Each time you press one of these keys, you erase the last
character you typed. After deleting, you can retype the text to correct the error.



+ Note When you press the Delete or Backspace key, you remove text
permanently, without placing a copy on the Clipboard. To put a copy of
selected text on the Clipboard, select the text and choose Cut or Copy from
the Edit menu. Keep in mind that when you use Cut or Copy, whatever you
last placed on the Clipboard is replaced by the new selection that you cut or

copy.

To undo an action, choose Undo from the Edit menu immediately after the
mistaken action—before you type anything else. To return to the modified
version, choose Redo from the Edit menu. Both the Undo and Redo commands
reverse only your most recent action.

For other editing actions, first select the text you want to change, and then
choose a command from the Edit menu or use a keyboard shortcut. For
information on selecting text, see the next section,

The following table summarizes the keyboard shortcuts you can use for editing

a document.

To do this Press Or, on an extended keybourd, press
Delete the previous character Delete

Delete the next character Del

Undo or redo your last action Command-Z Fl

Cut a selection Command-X F2

Clear, or erase, a selection Clear

Copy a selection Command-C F3

Paste a copy of a selection Command-V F4

Working with rext
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for editing

13-16

Selecting text

To make corrections or changes in your text, position the I-beam pointer next
to the block of text you want to select, and then drag across the text.
ClarisImpact highlights the selected text. You can now retype the text or
choose a command to change the text. If you press any key, you replace

the selection.

Loremn Ipsum dolor sit amet, consectetuer adipiscing eI, sed diam nonummy
nibh & uismaod tincidunt ut laorest dolore magna aliquam erat volutpat, Ut wisi enimad
minim veniam, quis nostrud exercitation ullamcorper susciplt lobortis nis| utaliquip ex
Selected text ready ———————— SEEIMONG consequat

The following table shows some shortcuts you can use to select text elements

by clicking the mouse.

To select Do this

A word Double-click the word.

A line Click three times in the line.

A paragraph Click four times in the paragraph.

All the text in the current frame
or document (except headers,
footers, or footnotes)

Choose Select All from the Edit menu, or
press Command-A.

All the text in a report header,
footer, or footnote

Position the pointer in the header, footer, or footnote
and then choose Select All from the Edit menu, or
press Command-A.

An extended area of text

Place the insertion point, and then hold down the
Shift key while pressing the Up or Down Arrow key.

+ Tip To select a large block of text quickly, you can use a mouse technique
called Shift-clicking. To do this, click to place the insertion point at the start
or end of the text you want to select. Hold down the Shift key, and then
click at the other end of the text block.



Moving text

You can select text and move it to another location in the document. Use the Cut

and Paste commands or press the Command and Option keys and click in the

new location.

To move text by cutting and pasting:

1. Select the fext you want to move.

2. (Choose Cut from the Edit menu.
You see the selected text disappear from the screen while it moves to
the Clipboard.

3. Set the insertion point where you want to move the text.

4. Choose Paste from the Edit menu.

The text appears in its new position at the insertion point.

Text selected EormipsumcolorsRamet! Consectetuer adipiscing elit, sed diam nonummy
fiibh e uismod tincidunt ut loreet dolore magna aliquam erat volutpat, Utwisi enim ad
minirm yeniam, quis nosirud exerciation

Consectetuer adipiscing elit, sed diam nonummy nibh & uismod bncikdunt ut
lacreet dolore magna aliquam erat volulpat, Lt wisl enim ad minim veniam, quis
nostrud exercitation Lorem psum dolor sit amet

Text cut and posted 1o a l
new location

¢ Tip If you want to check the contents of the Clipboard, choose Show Clipboard
from the Edit menu. To close the Clipboard, click its close box.

To move text directly within a page or single text frame:

1. Select the text you want to move.

2. Press the Command and Option keys while dicking the area where you want to move the fext.

The text appears in its new position at the insertion point,
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Copying text
You can copy selected text and place as many copies as you want in different
locations in the document or in another document. Each time you use the Copy
command, the new selection replaces the previous contents of the Clipboard.
To copy text:
1. Seledt the text you want to copy.
2. (Choose Copy from the Edit menu.

The selected text remains on the screen. A copy of the text moves to the
Clipboard.

3. (lick the location in the document where you want fo insert the fext.
4. (hoose Paste from the Edit menu.

You see a copy of the contents of the Clipboard at the insertion point.

Deleting text
When you delete text, you can either remove it permanently, or place a copy on
the Clipboard to paste elsewhere in a document.
To remove text permanently:
1. Select the text you want fo delete.
2. Press the Delete or Backspace key or choose Clear from the Edit menu.

To remove text and keep a copy to paste elsewhere:
1. Select the fext you want fo remove.
2. Choose Cut from the Edit menu.

A copy of your selection moves to the Clipboard. You can now paste the
text somewhere else.

Converting text to an outline

You can change text in reports and text frames into outlines when you want to
see text information organized hierarchically. When you do this, Clarislmpact
converts every paragraph of text to an outline topic. For more information
about outlines and topics, see chapter 9, “Making outlines.”
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+ To change report text to an outline, open a report document and choose
To Outline from the Text menu. You see diamond bullets to the left of
each paragraph.

Finding and changing information

One of the advantages of working on a computer is the speed with which you
can find and revise information within a document. For example, if you need
to update a product name everywhere it occurs in a brochure, you can quickly
search for the old name and replace it with the new name.

In ClarisImpact, you can search for specified text and characters and change the
information automatically. Or, you can find each instance and change
it individually.

Finding and changing a word or phrase
To find and change a word or text phrase:
1. Choose Find/Change from the Edit menu, and Find/Change from the submenu.
You see the Find/Change dialog box.

If you have already searched for text since opening Clarislmpact, the
Find/Change dialog box displays the text you last searched for.

FlI=——— + = find/Change =———

Find Change

[ | 1 |

[Jwhole Word [ Case Sensitive
(lick fo replace all fTnange An J [ cChange ] [Change, Find) [ Find Next Jj
1 l

occurrences af once
[ Click to replace a word case by case

2. For Find, type the word or phrase you want to find.
3. For Change, type the new fext fo replace the found word or phrase, o leave it blank.
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4. If you want fo, set options to limit the search.

Option To find

Whole word Only the word or phrase itself and not text that contains that word
or phrase

Case sensitive Only the occurrences with capitalization that exactly matches the

contents of Find

5. Click Find Next.
ClarisImpact finds the specified text and selects it.

6. If you want fo replace the found text, click one of the Change buttons.

Option To replace

Change All All occurrences of the text in the document at once. You see a message
reminding you that changing all occurrences is not undoable. When all
the text is replaced, you see a message that tells you the number of
occurrences that were replaced.

Change The selected text without searching for another occurrence

Change, Find The selected text and then search for the next occurrence

To change the found text by hand, see the next section, “Changing found
text manually.”

7. When you are finished finding and changing text, click in your document to return fo
your work.

Changing found text manually

You can change text manually, and then return to the Find/Change dialog box
to continue finding and changing text automatically.

To change found text manually:
1. Click once in the document to make it active.
2. Make any changes you want fo the text.



3. Return fo the Find/Change dialog box.

If the Find/Change dialog box is in view, you can click it to bring it in front
of the document to resume the search. If you cannot see the dialog box,

choose Find/Change from the Edit menu, and Find/Change from the submenu.

Finding text that matches a selection

If you have more than one occurrence of the same text in a document, you can
quickly find other occurrences of that text. For example, you can make sure that
a name or address appears correctly in several places in the same document.

To find text that matches selected text:

1. Inthe document, select words or characters you want fo match.

2. Choose Find/Change from the Edit menu, and Find Selection from the submenu.
ClarisImpact finds the next occurrence of the text you selected.

3. Choose Find/Change from the Edit menu, and Find Again from the submenu to find
additional occurrences.

Finding formatting characters and special text

Clarislmpact documents contain formatting characters, such as return
characters, tab characters, and symbols for column breaks. You can search for
these characters the same way you search for regular text. You also can search
for special text such as automatic dates, times, and page numbers.

Formatting characters are preset to be hidden from view in your document. You
can show the formatting characters before you find and change them. For more
information on showing formatting characters, see the next section, “Using
formatting characters.”

To find formatting characters and special text:

1. Choose Find/Change from the Edit menu, and Find/Change from the submenu.
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2. For Find, type the characier’s substitute.

To find Press or type You see this in the Find text box
Automatic date \d \d
Automatic time \h ‘h
Automatic page number  \# \#t
Backslash (1) A\ W

Break (column or page) ‘¢ or Command-Enter \e

Fixed date (text) (text)
Fixed page number (1ext) (text)
Fixed time (text) (text)
Footnote A A\F

Line break Al Al
Non-breaking space Option-Space bar (nothing)
Paragraph return \p or Command-Return \p

Space Space bar (nothing)
Tab \t or Command-Tab \

For Change, type a replacement or leave blank.

. Click Find.

ClarisImpact finds and selects the formatting character or special text. You
can delete the selection or replace it with another formatting character by
using the change buttons the same way you do with text.

For more information on working with the Find/Change dialog box, see
“Finding and changing a word or phrase” on page 13-19.



Using formatting characters

Formatting characters are nonprinting, “invisible” characters that change the
format of your document. For example, when you press the Return key at the
end of a paragraph, you insert a return character that moves the insertion point
to the next line.

Return character

N --

Tab characler ———————=  Lorem-ipsum.dolor sitamet, consectetuer adipiscing eIt sed diam nonummy
nibhe uismod tincidunt Ut lacreet-dolore magra aliquam.eratyolutpat e
Lt wisi-enirm ad minim veniam, quis nostrud exercitation ullameorper suscipit lobortis
nislutaligquip ex ea commode consequat. 4

|
Break character (column or page)

Line break character

Space characder —

In a new ClarisImpact document, the formatting characters are invisible. You
can view the characters for more precise control while editing. For example,
if you accidentally insert an extra tab in a column of numeric data, you can
see the extra tab character and delete it. ’

The following table lists the Clarisimpact formatting characters, as well as
the keys you press to enter each character. The table also lists the symbols
you see if you selected Show Invisibles in the Preferences dialog box. For
information on working with the Preferences dialog box, see “Setting
preferences” on page 2-16.

To enter Press You see
Break (column or page) Enter key 4
Line break Shift-Return o
Nonbreaking space Option-Space bar

Paragraph return Return key o
Space Space bar

Tab Tab key E
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You can search for formatting characters in your document using the
Find/Change dialog box. For example, you can search your text for places
where you mistakenly typed two spaces after a period, and then replace the
spaces with one space. For information on using Find/Change, see “Finding and
changing information™ on page 13-19.

To view formatting characters on your screen:

1. Choose Preferences from the Layout menu.

2. (Click Show Invisibles in the Text area of the Preferences dialog box.
3. Accept the setting and close the dialog box by clicking OK.

You see the formatting characters in your document.

+ To delete a formatting character, place the insertion point to the right of the
character and press the Delete or Backspace key.

Using the spelling checker

You can check spelling in any ClarisImpact document, note, text frame, or
model. When you do a regular installation, Clarislmpact installs the correct
dictionaries for you—a Main Dictionary with around 100,000 words and a
User Dictionary you can use for special terminology or names.

You can also add other User Dictionaries if you have special kinds of
documents you need to check. For example, you can add names to one User
Dictionary and part numbers to another User Dictionary. When you check
your spelling, ClarisImpact consults the Main Dictionary and all User
Dictionaries. The spelling checker also counts the words in your document.

You can also look up synonyms for a word. For more information, see “Finding
synonyms” on page 13-30.

(hecking spelling in a document
During a normal installation. ClarisImpact gives you a Main Dictionary and
a User Dictionary. A Main Dictionary is required to check spelling. If you
want to use a different User Dictionary, see “Installing a dictionary or
thesaurus™ on page 13-26.
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Keyboard shorteuts for ———
suggested spellings

Questionable word in context

To check spelling in the current document:

(hoose Spelling from the Edit menu, and Check Document from the submenu.

Check Document checks the whole document.

As the spelling checker starts, you see the Spelling dialog box.

=——==== Spelling

—&[Em ipsum ... |

Number of words checked
so far

- Click the triangle fo show
or hide a questionable

word in context

2. Replace the word by typing the correct word in the Word box, or select one of the other opfions:

Option To

Replace

Replace the word, select a word from the list of replacements and click

Replace. (You can also double-click a suggested replacement or type the
keyboard shortcut beside a suggested word and press Return.)

Check Change the word yourself, edit the word in the Word box and click Check to
have the spelling checker verify the new spelling. If the word is okay. click
Replace. If the word is not okay, Clarislmpact suggests a replacement.

Skip Accept the word as is, click Skip. The spelling checker skips the word
throughout the current spell-checking session.

Learn Add the word to the dictionary, if you've set up a User Dictionary

Cancel Cancel the spelling check

The spelling check continues until the end of the document is reached (or
until you click Cancel). When the check is complete, the Replace button
changes to Done and the other buttons are dimmed.

If ClarisImpact finds no spelling errors, it tells you so in the status area at

the bottom of the dialog box.
3. (Click Done to return to the document.

Working with text
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Checking the spelling of selected fext

Checking the spelling of selected text is useful if you're working in a long
document and don’t want to run a complete spelling check. It’s also a quick
way to look up the spelling of a single word.

To check the spelling of selected text:

1. Select the area or word you want to check.

2. (Choose Spelling from the Edit menu, and Check Selection from the submenu.
You see the Spelling dialog box (shown in the previous section).

3. Select an option for the word by responding to the dialog box.

For more information on the options in this dialog box, see step 2 in the
previous section.

Installing a dictionary or thesaurus

The ClarisImpact Installer places the Main Dictionary, User Dictionary. and
Thesaurus in the Claris folder (in the System Folder), so you can use them
while you work with ClarisImpact.

If you want to use different dictionaries, you can do so by installing the
dictionaries. You can install and use two dictionaries with the Clarismpact
spelling checker: one Main Dictionary and one User Dictionary that you set up
yoursell. If you’ve already set up a User Dictionary in another Claris product,
you can use that dictionary for ClarisImpact.

You can also install a thesaurus to look up synonyms for words in a
ClarisImpact document.
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To install a dictionary or thesaurus:
1. Choose Spelling from the Edit menu, and Install Dictionaries from the submenu.

You see the Install Dictionaries dialog box.

Current folder (disk if no folder is open)

Select Dictionafy: ) Main @ User () Thesaurus

[Eciars ¥ — Hard Disk—{— Current disk
Available dictionaries — 1 | claristorks Stationery
o s S o
O User Dictionary .lﬂj
(Cancel ]
Currently Installed Dictionary

Itser Dictionary

2. (lick Main, User, or Thesaurus.

The list of available dictionaries changes, depending on the button you
select. You can use the scrolling list, the pop-up menu above the list, and
the Eject and Desktop (or Drive) buttons to locate the dictionary. Refer to the
documentation that came with your Macintosh if you need help.

3. Seledt the dictionary or thesaurus name.
4. Click OK (or double-click the name) to return to the document.
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Adding a User Dictionary
You may find a User Dictionary helpful if a document contains specialized
terms or proper nouns that don’t appear in the Main Dictionary. You can create
several different dictionaries with special sets of words you use frequently.
To add and install a User Dictionary:
1. Choose Spelling from the Edit menu, and Install Dictionaries from the submenu.
2. In the Install Dictionaries dialog box, click User and then click New.

You see the New User Dictionary dialog box.

Current folder =i Claris ¥
 ADDI > Hard Disk——— (Current disk
3 Claris Fonts
O [isris Halp Systam
[ Claris Translators Desklo
0 Cloris HING System |4
[ Clavistitoks Pretmences [§

New User Dictionary Name:  |__Sove |

Name for new dictionary——————f— [WSerBictionarys * 5500 |  (“cancel

3. Type a name and dick Save.
The new User Dictionary is now ready for you to add entries.
¢ Tip When you name a User Dictionary, give it a logical name, such as
“Customer Dictionary™ or “Part Number Dictionary.” Specific names help
you recognize a dictionary later if you need to reinstall it or use it on a
different computer.
Working with a User Dictionary

Once you've created and installed a User Dictionary. you can keep it up to date
by adding new terms, editing terms, teaching it words when you check spelling,
or removing words from the current list.
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To edit a User Dictionary:
1. Choose Spelling from the Edit menu, and User Dictionary from the submenu.

You see the User Dictionary dialog box. Current entries are in the
scrolling list.

User Dictionary: User Dictionary

| Clarisllorks <l
| FileMaker e
. | )
Current entries S == )
= [ oKk )
Entry: [—]
New entry goes here u: | | (tance

2. For Entry, type a new word and click Add.

To change an existing word, select the word in the list, click Remove, type
the revised word in the Entry box, and then click Add.

To remove a word, select the word and click Remove.
3. Click OK to store the changes you made.
4. (lick Cancel if you decide against the changes.

You're asked to confirm the decision.

Discard all changes to User Dictionary?

Click OK to leave the User Dictionary as it was before you made changes.

To close a User Dictionary:

1. Choose Spelling from the Edit menu, and Install Dictionaries from the submenu.
2. In the Install Dictionaries dialog box, click User.

3. (lick None.

Clarislmpact closes the User Dictionary for the current session.
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Finding synonyms

When you're searching for precisely the right word, you can look up
synonyms—words of similar meaning—in the onscreen thesaurus that
comes with ClarisImpact. A thesaurus is a collection of words organized
by synonyms.

If you did a complete install, the US English thesaurus was installed when you
installed ClarisImpact. This thesaurus can suggest synonyms for more than
220,000 words. If you’d rather use another thesaurus, you can install it in the
same way you can install a dictionary to use with the spelling checker. For
more information, see “Installing a dictionary or thesaurus™ on page 13-26.

Looking up a word

To look up a word:
1. Select the word in your document for which you want synonyms.
2. Choose Spelling from the Edit menu, and Thesaurus from the submenu.

The Thesaurus dialog box opens with the word you selected in the Find box
and synonyms listed above.

If you haven’t selected a word, you can type a word in the Find box and

click Lookup.

B vod finderd Mesaurs == —

welcome:
&4 favorable, good, agreeable, congenial, gratifying, grateful, nice, x|
pleasurable, pleasant, pleasing.

Synanyms —

Selected word {or the

acun | greeting, salutation, hospitality
vert | greet, address, call to, embrace, hail, meet, salute, summaon

Find: | usalee

[_l«'zst Illnrz}] [ Cancel ][ﬁm

word you typed)
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The thesaurus sorts synonyms by parts of speech. The eo symbol indicates
the start of a new chain of synonyms with a new or slightly different
meaning. If the scroll bar is active, you can scroll to review more
Synonyms.



3. If you don't see a word you like, select one of the synonyms and click Lookup to see
more words.

4. When you find a word you like, click the word, and then click Replace (or double-click the word
you want).

ClarisImpact replaces the original word and closes the dialog box.

Reviewing previous selections

When using the thesaurus, you can look up synonyms for more than one word
and compare what you find.

To review previous selections:
1. In the Thesaurus dialog box, dick Last Word.

The window lists up to 10 of the most recent words you looked up since
opening the dialog box.

2. Select a word from the list and dlick Lookup to review its synonyms (or double-click the word
you want).

3. (Click Cancel to close the dialog box when you've reviewed the synonyms, or select a word and

click Replace.
Changing the appearance of text

ClarisImpact report documents are preset to use the Helvetica fontin a 12-point
size and Plain Text style. You can change the text format, either before or after
lyping, by using commands in the Font, Size, and Style menus. On the style bar,
you have two text style controls that open to palettes. You can change the color
of your text using the text color control. You can apply preset styles or create
custom styles using the text style palette.

You can change the capitalization of text using the Case commands in the Text
menu. For example, you can change text in a title to capital letters. Any changes
you make using the Case commands apply to the current text only; they aren’t
saved in custom styles.

¢ Tip If you plan to use the same styles in several documents, you can save
the styles in a stationery document. For information about stationery, see
“Using stationery” on page 2-27.
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About fonts

Helvetica font Lorem ipsum.

Times font Lorem ipsum.
You can change fonts by selecting text, and then choosing a font in the Font
submenu in the Text menu. For instructions on installing additional fonts, see
the documentation that came with your Macintosh.

About type sizes

Type size is measured in units called points. A point is a typographic unit of
measure, equal to about 1/72 inch. To apply a type size to your text, select the
text and choose a size from the Size submenu in the Text menu. Or, specify a
custom size by choosing Size from the Text menu, and Other from the submenu.
Type the size you want and then click OK.

Font Size dialog box Font Size
Y our document can have different type sizes for different purposes. For
example, you can use an 18-point headline and 12-point body text.

18-point type size Lorem ipsum

. " Diolor sit amet, consectetuer adipiscing elit, sed diam nonummy nibh & uismod
12-point type size tncidunt ut laorest dolors magna allguam erat volutpat. Ut wisi enim ad minim veniam,
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A font is a collection of letters, numbers, punctuation marks, and other
typographical symbols with a consistent appearance. Here are two examples.

quis nestrud exercitation ullarmcorper suscipit lobortis nisl ut aliguip ex ea commodo



About type styles

You can apply one or more type styles to your text to change the way text
appears. After selecting text. you can choose from the styles in the Style menu.

You can combine several styles to create special effects. For example, you can
make text both bold and italic, and then add an underline. When you do this,

checkmarks appear by the names of each of these styles in the Style menu. If
you change the styles, the checkmark moves to reflect the new setting. To

remove several styles at once, you can select the text and then choose the
Plain Text style.

Y ou can also apply color to text. In slide shows, changing the text color—using
blue for headlines, for example—can make a dramatic impact. To change text
color, you can use the text color control on the style bar or choose Color from
the Text menu. To print text in color, you need a color printer. For more
information on printing, see “Printing your work™ on page 2-7.

To change the font, size, style, or color of text:

1. Select the text you want to change, or position the insertion point and dlick where you want to
begin typing text with the new settings.

2. Choose the new text setfings from Font, Size, or Style in the Text menu.

To make text a different color, click the text color control on the style bar
or choose Color from the Text menu, and then select a color from the
color palette.

You see the text in the new font, size, style, or color.

To change the capitalization style of text:
1. Select the text you want fo change.

2. Choose Case from the Text menu, and then choose lowercase, UPPERCASE, or Title from
the submenu.

You see the text in the new capitalization style.
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Using custom text styles

When you format text in a ClarisImpact document, you typically choose a font,
size, style, and perhaps a color or shade of gray. Each format must be applied
separately. If you find that you frequently use certain combinations of text
formats in a document, try applying them with a single command. A custom
style is a combination of text formats (font, size, style, color) that you set up as
a single style. Custom text styles can include any text format except the Case
commands in the Text menu.

Custom styles are especially useful for formatting long text documents like
reports, where you can have several types of headings, captions for
illustrations, or other special text with a unique appearance. ClarisImpact offers
several preset custom styles that you can apply to your text. To apply these
styles, click the text style control on the style bar and then drag the pointer to
choose a style.

+ Tip Custom styles exist in the current document only. If you plan to reuse
a particular text design more than once, try saving the custom styles in a
stationery document. Doing so makes the custom styles available whenever
you open a copy of the stationery. For more information on setting up
stationery, see “Using stationery” on page 2-27.

Using preset custom styles

Applying a custom style reformats selected text with the style’s settings. You
can use any of the ClarisImpact styles shown in the text style control on the
style bar. You can apply only one custom style to selected text at a time—you
can’t combine custom styles by applying one and then another to the same text.
However, you can apply a custom style and then modify the selected text using
commands in the Text menu,

After you try out a style, you can immediately choose Undo from the Edit menu
to return to the previous style. To restore the text to a plain, Helvetica, 12-point
font, you can choose Regular text from the list of preset styles.



Preset styles

To apply a preset style:

1. Inany Clarislmpact document, select a passage of text or posifion the pointer where you want
to begin typing in the new style.

2. Click the text style control on the style bar, and then drag the pointer to choose a preset style.

Deﬁnli Text Styles.. |

Subheading
Regular text
—jUrgent
Important
el
Note

Correction

You see the text in the style you chose.

Adding a custom style

You can define your own custom styles for a document and add them to the list
of styles. To do this, use the text style control to open the Define Text Styles
dialog box.

To add a custom style:

1. Open the document in which you want to create the style. If you want to add a custom style
that matches text you've already styled, select the text.

2. Click the text style control on the style bar and then drag the pointer to choose Define
Text Styles.

You see the Define Text Styles dialog box. If you selected text, you see the
attributes of that text in the dialog box.
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Preset style nome ———
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3. For Name, type a nome for the style.

[f you don’t type a new name, Clarisimpact uses the preset name (the
current font and size) for the new custom style.

Define Teut Styles

Heading 7] [ Plain Tent
Subheading B O Bold
| D indertine
Urgont L [] strike Thru
O outline
4 Name | Haloati S| O shadow
[ Condense
Font [ Extend

[ Superscript

size Color [M.] [ Subscript

[ Add | [Remoue] [ Cancel ) l Bnnel

4. To define a new style, choose text formats from the Define Text Styles dialog box. To define
a style based on selected fext, skip fo the next step.

5. Click Add.
You see the name of the style at the bottom of the scrolling list of styles.

6. 1f you want to add more styles, repeat steps 3 through 5. If you are finished adding custom
styles, go fo the next step.

7. (lick Done to accept your changes and close the Define Text Styles dialog box.

The style (or styles) you defined are added to the bottom of the text
styles palette.

For information on using a custom style after you've added it, see “Using
preset custom styles™ on page 13-34.

Modifying a custom style
You can change the ClarisImpact preset text styles and any of your own custom
styles. You may want to change styles if you don’t like the way a custom style
looks in your document.



+ Important The changes you make to an existing custom style don’t affect
text you’ve already formatted in that style. To change styled text to the new
custom style, you must select the text and reapply the modified style.

To modify a custom style:

1. From any Clarisimpact document, dlick the fext style control on the style bar and choose Define
Text Styles.

You see the Define Text Styles dialog box (shown in the previous section).
2. From the list of custom styles, select the name of the style you want fo change.

Custom styles are arranged in the order in which they were defined.
3. Make the changes you want.

In the Define Text Styles dialog box, you can choose a new font, size, and
color, and a different combination of styles.

. Ifyou want to modify another style, repeat steps 2 and 3. If you are finished modifying custom
sh,'les go to the next step. .

5. Click Dome to close the Define Text Styles dialog box.

Removing a Custom Style

Removing a custom style clears its name from the list of styles in the Define
Text Styles dialog box and removes it from the text styles palette.
To remove a custom style:

1. From any Clarisimpact document, click the text style control on the style bar and choose Define
Text Styles.

You see the Define Text Styles dialog box.

From the scrolling list of styles, select the name of the custom style you want to remove.
(lick Remove.

To continue removing custom styles, repeat steps 2 and 3.

When you finish removing styles, click Done.
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Working with pages

With report documents, you can change margins, add a title page, change your
view of the page, and print individual pages. You can also go directly to a page
or insert a page or column break. The information in this section applies only
to text in report documents, not to notes and text frames.

Understanding margins

Margins

ClarisImpact report documents are preset to show a border around the printable
area of the page. The border, called a page guide, appears on the screen, but
doesn’t print. Around the gray page guides you see the margins—the blank
edges of the page.

= Untitled | - Report ES=—————"—mI3

EFEE=E BEE®E T

Page guide
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If you're working on a small-screen Macintosh, you can hide margins to see
more of a report. Or, you can hide page guides to get a preview of the printed
report. Showing or hiding margins and page guides changes the way the page
looks on the screen, but not the way the page prints.

By changing the positions of margins, you can change the size of the page you
work with. It's possible to set margins so that some information on your page
is outside the printable area of your printer. Check the built-in margin settings
in your printer manual if this happens. For more information on changing
margins or the printable area, see “Changing margins and page options™ on
page 2-23.



Viewing and printing pages

With report documents, you can change your view of the pages onscreen. For
example, you can see how facing pages will look when printed by viewing two
pages next to each other. Or, you can use the zoom controls to see an entire
page or to enlarge details. For more information on options for viewing pages,
see “Working with document windows” on page 2-12.

You can change the starting page number of a document using the Document
dialog box in the Layout menu. For example, you can divide a long document
into separate chapter files. If you change the starting page number of each file
before you print, you can print the chapter files with consecutive page numbers.
You can also use the Document dialog box to set up a title page without
headers, footers, or footnotes. For information about changing the starting page
number and adding a title page, see “Changing margins and page options™ on
page 2-23.

To print report pages, open a report document and then choose Print from the
File menu. For more information about printing options, see “Printing your
work™ on page 2-7.

Going to a page

You can go directly to a page in a report document without using the scroll bars.

Doing so is useful when you know exactly where to find the information you

want in a document—for instance, if you're entering changes from a printed

copy of the document.

To go to a page:

1. Inareport, double-click the page indicator on the botiom-left corner of the document window.
You see the Go to Page dialog box.

6o to Page
()

2. Type the number of the page you want to go to and click OK.

ClarisImpact scrolls to the page.
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Setting page and column breaks

When you open a ClarisImpact report document, it contains a single page with
one column. ClarisImpact creates page or column breaks in a report document
whenever information extends beyond the bottom of a page or column. If you
want to end the page or column in a report before it fills up, you can create your
own break at the insertion point. (Notes and text frames don’t have page or
column breaks.)

When you insert a break, ClarisImpact adds an “invisible” formatting character
at the break. If your report page contains only one column of text, ClarisImpact
inserts a page break; the insertion point moves to the top of the next page. If
your page has two or more columns, ClarisImpact inserts a column break; the
insertion point moves to the top of the next column. (For more information
about using columns, see the next section.)

To set a page or column break in a report document:
1. Set the insertion point in a report document on the page where you want the break to occur.
2. Choose Insert Break from the Text menu, or press the Ener key.

The insertion point moves to the top of the next column or page.

You can remove a break by deleting its formatting character. To do so, set the
insertion point in front of the line following the break, and then press the Delete
or Backspace key. Or, you can select and delete the break character with
invisible formatting characters showing. For more information about working
with formatting characters, see “Using formatting characters” on page 13-23
and “Setting preferences™ on page 2-16.



Working with columns

When you open a ClarisImpact report document, the page contains a single
column of text. You can add more columns in a report document using the
column controls on the ruler.

suscipit lobortis msl utalquip ex ea veniam, quis nosirud exercitation uliam
commodo consequat. Lorem ipsum corper susciplt lobortis nisl utaliquip ex
dolor sitamet, consectetuer adipiscing ea commodo consequat.

elit, sed diarmn nanummy nibh e uismod

Z tincidunt ut faoreet dolore magna Lorem psum dolor st amet, consec

(ulumn gIJIdES T aliquam erat volutpat. Lt wisi enim ad tetuer adipiscing elit, sed diarm nonummy
minim veniam, quis nostrud exercitation nibh & ulsmeod tincidunt ut lacreet dolore
ullameorper suscipit lobortis nis| ut magna aliquam erat volulpat. Ut wisi
aligquip ex ea commodo consequat. enim ad minim veniam, quis nostrud exer

Space between columns citation ullamcomper susciplt Iobortis nis!
Lorem ipsum dolor sit amet, consec utaliquip ex ea commodo consequat
tetuer adipiscing elit, sed diam Lorem ipsurn dolor sit amet, con
Inonummy nibh veniam, quis nostrud | sectetuer ad ipiscing elit, sed diam

rexerc&ation ullam corper suscipit Iobo\'u‘sI nonurmmy nibh & uismeod tincidunt ut

Column width !

When your report document contains multiple columns, you can change column
width and the distance between columns using the mouse or the Columns dialog
box. Any changes that you make affect all the columns in a document.

¢ Tip If you want a varied column layout in a report document, you can use
linked text frames instead of regular columns. By linking text frames, you
can vary the height as well as the width of columns. You can also use linked
text frames to create columns in drawing and presentation documents. For
more information, see “Linking text frames” on page 13-10.

Adding columns using the ruler

In a report, you can use the column controls on the right side of the text ruler
to add or subtract columns of equal width. To add a column, click the increase-
columns control on the ruler. To remove a column, click the decrease-columns
control on the ruler.

|21...|?...|3...]4.|.5.|.|5.|.|?.|

EE=EEE=E BEEE O
I

— Increase-columns control
Decreose-columns control
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¢ Important If your document already contains columns of variable width,
clicking the increase- or decrease-columns control changes all existing
columns to equal width.

Modifying columns using the mouse

Column guide

In a report document, you

can use the mouse to drag the column border. called

a column guide, to change a column’s width. When you do this, the pointer
changes to a double arrow with two lines in the middle.

aliquip ex ea commodo consequat.

enim ad minim venam, qhis nostrud exer

Column guide pointer ————

Space between columns

Larem ipsum dolor git amet, consec

cltation ullamcorper suscipk lobortis nisl
ut aliquip ex ea commeodo consequat

tetuer adipiscing &1, sed diam
noenurmimy nibh yenlar, gquis nosirud

Lorem ipsum dolor sit amet, con
sectetuer ad ipiscing @i, sed diam

exercitation ullam corper suscipit lobortist  nonummy nibh e uismaod tincidunt ut

nisl uk aliguip ex ea commaodo
consequat Lorem ipsum dolor st amet,

| laoreet dolore magna ali quam erat
volulpak Ut wisi enim ad minim yeniam,

You can also drag the space between two column guides to resize two
columns at once. When you do this, the pointer changes to a double arrow
with a rectangle in the middle.

aliquip ex ea commodo conseguat.

lenim ad minim veniam, quis nostrud exer

Column space pointer

Hb
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tetuer adipiscing elit, sed dian
nenurnmy nibh yenkam, quis nosrud

klation ullamecorper suscipt lobortis nis!
ut aliquip ex ea commode consequat.
Lorem ipsum dolor sit amet, con
sectetuer ad iplscing elit, sed diam

g

lexercitation ullam corper susciplt lobortis nummy nikh e uismod tincidunt ut

nisl ut aliquip &x ea comme<do
consequat Lorem psum dolor sitamet,

faoreet dolore magna all quam erat
wolutpat, Lt wisl enim ad minim veniam,

To change a column’s width:

1. Press the Option key and dick the inside edge of a column guide.

When the pointer passes over a column guide, the I-beam changes 1o a
double arrow. When you click, you see the column guide highlighted.

2. Press the mouse bution and drag the column guide to a new position on the page.

The column guide moves with the pointer as you drag. When you release
the mouse button, you see the resized column and the new space between

columns.



To change the width of two columns at once:

1. Press the Option key and place the pointer over the space between two columns.
o The pointer changes to a double arrow.

2. While holding down the mouse button, drag the pointer to the right or left.

The space between the columns moves with the pointer as you drag. When
you release the mouse button, you see the resized columns. The space
between columns remains unchanged.

Adding and modifying columns using the Columns dialog box

In a report document, you can add or modify columns using the Columns
dialog box. If your document has only one column, you can use the dialog
box to change the number of columns. After you add more columns, you can
change the space between columns. You can also select Variable width and
change the column width.

To add columns with the Columns dialog box:
1. Choose Columns from the Text menu.

You see the Columns dialog box.

2. Type the number of columns you want (from 10 9).

i
~|l'l® Equal width

Column !ype ) barinble width
Number of — Exomple showing
Column width [l[—j three columns

R T S bet
Column-number indicator st
(cancer ]

With more than one column, you see a rectangle around Space between.
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3. (Click OK.

To modify column width or change the space between columns, use the
following procedures or “Modifying columns using the mouse™ on page
13-42.

To change the space between multiple columns of equal width:

1. Open the Columns dialog box by choosing Columns from the Text menu.

2. With Equal width selected, type a number in Space between for the space you want
between columns.

Columns

Equol widthseleded — 1@ Equal widtn
O variable width

Number of D

Column width [1=]  2.06n

Space between - Space between columns

You must have more than one column to change Space between. You can't
edit Column width for columns of equal width.

3. (Click OK o close the Columns dialog box.

You see the new column settings throughout your document.
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Variable width selected———

Highlight the column number and-
release the mouse fo choose this
column number

To change the width for columns of variable width:
1. If necessary, open the Columns dialog box by choosing Columns from the Text menu.
2. Select Variable width in the Columns dialog box.

You must have more than one column in a document to select Variable width.
With more than one column, you see a rectangle around Column width.

3. From the Column width pop-up menu, choose the number of the column you want to change.

Columns

Number of

Column width

n
Space between 0.17in
e

) Equal width
I~ (@ Variable width

—

2.06 in

Number of columns

Column width (showing width for
column number three)

4. With the correct column number displayed, type a width for that column in Column width.

If you want to change any other columns, repeat steps 2 and 4.
5. When you finish changing the column settings, click OK to close the Columns dialog box.

You see the new column settings throughout your document.

¢ Tip The easiest way to set variable width columns and change the space
between them is to use the mouse. See “Modifying columns using the
mouse” on page 13-42.
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Working with paragraphs

Left indent marker —

Indent settings

13-46

ClarisImpact gives you control over several kinds of paragraph formatting,
including indentation, tabs, text alignment, spacing between paragraphs, and
spacing between lines—also called leading. You can use two different tools for
formatting paragraphs: the text ruler and the Paragraph dialog box.

First-line indent marker

c’.lll'-ll-lz.u.]z’.|.|*.|.15.1.154|.]7.|1
B e
FERE B BEEE )
T - 1 |
Line-spacing controls Alignment controls Right indent
. o marker
Line-spacing indicator
=———— " Paragraph ﬁ|
b Left indent [0 in Line Specing [N [line~]
Lrirsttine  [0in space Before |0 tine=} Line spacing setfings
4 Right Indent |6.5 in Space fAfter [0 line
_ ——1——— Measurement unit
Pop-up menus

You can use either method for most paragraph formatting. However, some
tasks can only be done with the ruler or with the Paragraph dialog box, as
shown in the following table.

For this task Use the ruler Use the Paragraph dialog box
Set left indent, first-line indent, or right indent V v

Increase or decrease line spacing bl v

Adjust paragraph alignment v

Set the amount nl'lsnucc before and after a y

paragraph

Change the measurement unit for line spacing V

Change the measurement unit for the space v

before and after a paragraph




Indenting paragraphs

Paragraph with a
first-line indent

Indented porograph —

Paragraph with ———

hanging indent

First-line indent marker

You can quickly adjust left and right paragraph indentations using either the
text ruler or the Paragraph dialog box. To indent only the first line of a
paragraph, you can create a first-line indent. You can also indent the entire
paragraph or create a hanging indent, with everything but the first

line indented. :

———Lorem Ipsum dolor sit amet, consec tetuer adipiscing elit, sed diam nonumemy

nibh & uismod tincldunt ut laoreet dolore magna aliguarm erat yolutpat. Ut wisi enim ad
minim veniam

Lorem ipsum dolor sit amet, con sectetuer ad ipiscing elit, Sed diam nonummy
nibh e utsmed incidunt ut laorest dolore magna ali quam erat volutpal, Ltwis
enim ad mininm veniam

Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nonummy nibh e

ulsmod tincidunt ut lacreet dolore magna allquam erat volufpat. Ut wisi enim ad
minim yeniam

+ Note You can change the margin settings for an entire document using the
Document dialog box. For information on setting margins, see “Changing
margins and page options” on page 2-23.

With the ruler

By dragging the indent markers on the ruler, you can change the paragraph
indentation for selected text. The first-line indent marker (an inverted “T”) and
the left indent marker (a right-pointing arrowhead) are preset to have the same
position on the left side of the text ruler.

The right indent marker (a left-pointing arrowhead) appears on the right side of
the ruler. To create a first-line indent, press the Option key and drag only the
first-line indent marker.

Left indent marker Right indent marker
| |

|
D.|.I‘.|.|2i.|.T3||.|4.|.|5.|.|6.1.[7.

-

| 3
FEEEEDD BEEE
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To indent an entire paragraph, drag the first-line and left indent markers
together. For a hanging indent, press the Option key and drag only the left
indent marker.

Left indent marker

P i Pt B v B pan vl s B el 1600 o il oy

T P ;
EFREEE ET BEEE

To change paragraph indentations using the ruler:

1. If you don't see the ruler, choose Show Text Ruler from the View menu.

2. Set the insertion point in a paragraph or select several paragraphs to change.
3. You have the following options:

To You must

Set left indent Drag the left indent marker. Both the left indent and
first-line indent markers move as you drag.

Indent the first line of each paragraph Drag the first-line indent marker to the new position.
Only the first-line indent marker moves.

Indent every line except the first line  Press and hold the Option key while you drag the
of the paragraph (hanging indent) left indent marker to the new position, Only the left
indent marker moves.

Set right indent Drag the right indent marker

When you release the mouse button, the paragraph format changes.

With the Paragraph dialog box
To change paragraph indentation with the Paragraph dialog box:
1. Set the insertion point in a paragraph or select several paragraphs fo change.



2. To open the Paragraph dialog box, choose Paragraph from the Text menu. (Or, double-click
the line-spacing indicator or one of the alignment controls on the ruler.)

You see the Paragraph dialog box.

» Left Indent |@#W | Line Spacing |1 {line -]
——

L First Line 0in Space Before |0 line =

4 Right Indent |6.5 in Space After |0 [tine = |

[Apply | [Cancer] [ ox ||

To You must

Set left indent Type the measurement in Left Indent
Indent the first line of each Type the measurement in First Line
paragraph

Indent every line except the first line  Type a minus sign (—) before the number 1o add a
of the paragraph (hanging indent)  negative number in First Line

Set right indent Type a number in Right Indent

3. When you finish, click Apply to see the new indentation for your selection.

You can move the dialog box by dragging its title bar if it’s blocking
your view.

4. After you view the changes, you have the following options:
s Click OK to accept the changes.
m  Click Cancel 1o leave the selection as it was.

» Change the indentation again and click Apply to see the effect.

Waorking with text 13-49



Changing the space between lines

Clarislmpact report documents have preset, single-spaced lines. You can
increase line spacing for one or more selected paragraphs using the ruler or the
Paragraph dialog box.

With the ruler

To change spacing with the ruler, click the line-spacing controls. Each time you
click, the space between lines changes. The line-spacing indicator, to the right
of the controls, shows the current line spacing.

Decrease-spacing control

-=l=]
Increase-spacing control - Line-spacing indicator

To change line spacing with the ruler:

1. If the ruler isn't showing, choose Show Text Ruler from the View menu.
2. Set the insertion point in a paragraph, or select several paragraphs to change.
3. Click the line-spacing controls to change the spacing.

You see the new line spacing for the selected text.

With the Paragraph dialog box
To change line spacing with the Paragraph dialog box:
1. Set the insertion point in a paragraph, or select several paragraphs to change.

2. To open the Paragraph dialog box, choose Paragraph from the Text menu. (Or, double-click
the line-spacing indicator or one of the alignment controls on the ruler.)

You see the Paragraph dialog box.
3. Type a number in Line Spacing.
4. When you finish, click Apply to see the new line spacing for your selection.

You can move the dialog box if it’s blocking your view of the text you
applied the changes to.

13-50



5. After you view the changes, you have the following options:
m  Click OK to accept them.
m  Click Cancel to leave the selection as it was.

» Change the line spacing again and click Apply to see the effect.

Changing paragraph spacing
Using the Paragraph dialog box, you can change the spacing between
paragraphs. For example, you can emphasize a note by adding extra space
before and after the text.
To change paragraph spacing:
1. Set the insertion point in a paragraph or select several paragraphs to change.

2. To open the Paragraph dialog box, choose Paragraph from the Text menu. (Or, double-click
the line-spacing indicator or one of the alignment controls on the ruler.)

3. Type the amount of space you want before each paragraph in Space Before.
4. Type the amount of space you want after each paragraph in Space After.
5. When you finish, click Apply to see the new paragraph spacing for your selection.

You can move the dialog box if it's blocking your view of the text you
applied the changes to.

6. After you view the changes, you have the following options:
= Click OK to accept them.
»  Click Cancel to leave the selection as it was.

w  Change the paragraph spacing again and click Apply to see the effect.
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Changing the measurement unit for spacing

Lines are the preset measurement unit for line spacing and space before and
after a paragraph. In the Paragraph dialog box, you can change the
measurement unit to points, inches, millimeters, centimeters, or picas.

To change the measurement unit for spacing:
1. Set the insertion point in a paragraph, or select several paragraphs to change.

2. To open the Paragraph dialog box, choose Paragraph from the Text menu. (Or, double-click
the line-spacing indicator or one of the alignment controls on the ruler.)

3. Click a spacing unit indicator, and then drag the pointer to choose a new unit from the
pop-up menu.

IE Paragraph - _— ||

» Left Indent |0FiR° 77| Line Spacing |1
L First Line 0in Space Before |0
4 Right Indent [6.5 in Space After |0

4. Click Apply fo see the new unit of measurement in the spacing unit indicator and the effect of
the changes on your selection.

You can move the dialog box if it's blocking your view of the text you
applied the changes to.

5. After you view the changes, you have the following options:
& Click OK to accept them.
®  Click Cancel to leave the selection as it was.

= Change the units again and click Apply to see the effect.



Changing text alignment

You can align text within a paragraph with the text ruler, keyboard shortcuts,
or the Justification command in the Text menu. See the following table for the
mouse and keyboard shortcuts you can use to align text. For more keyboard
shortcuts, see the Quick Reference card.

To align text to Click this icon on the text ruler Or press

The left margin @ Left Command-|

The right margin @ Right Command- |

The middle of the working area @ Centered Command-\

Both the left and right margins EI Justified Shift-Command-\

To align text with the ruler:

1. Set the insertion point in a paragraph or select several paragraphs to change.
2. If the text ruler isn’t visible, choose Show Text Ruler from the View menu.

3. Click one of the alignment controls on the ruler. |

You see the new alignment for the selected text.

To align text with the Justification command in the Text menu:
1. Set the insertion point in  paragraph or select several paragraphs to change.

2. Choose Justification in the Text menu, and then drag the pointer to choose Left, Center, Right,
or Justify.

You see the new alignment for the selected text.
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Working with tab markers

Tabbed text with an
underscore os a tab
fill character
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ClarisImpact documents have invisible, preset, left-aligned tabs every half
inch. If you want to align text differently, you can set your own tabs. For
example, you can use an align on tab, also called a decimal 1ab, to align
columns of numbers on a specific character. You can choose from four types
of tabs.

To align text Choose this tab marker
To the right of the tab marker [Z- Left

To the left of the tab marker IK Right

Centered on the tab marker 'E Center

On a decimal character IE Align On

You can set tabs with the text ruler or the Tab dialog box. Using the ruler, you
can drag a tab marker onto the ruler to set a tab quickly. Using the Tab dialog
box, you can set a precise tab position and specify a fill character—a character
that repeats to fill the space between the tab and any text. For example. you can
create “blank™ lines on a form by using a right-aligned tab with an underscore
as a fill character.

Right-aligned tab marker
% untmad 1 - Re nrt

Ll .

mEEE

EFEEE

‘Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nonumimy nibh &
ulstriod tincidunt ut faoreet dolore magna aliquam erat volupat. Lt wisi enim ad minkm
veniam, quis nostrud exerciation ullamcorper suscipit lobortis nist utaliquip ex ea
commaodo consequat

100 Fage | [l




To set a tab using the ruler:

1. Select the text you want to change.

2. If the text ruler isn't visible, choose Show Text Ruler from the View menu.
3. Drag one of the tab markers to a posifion on the ruler.

When you release the mouse button, you see the tab marker on the ruler.
To align text to the tab markers in the ruler, type tab characters in the text.

To set a tab using the Tab dialog box:

1. Choose Tab in the Text menu or double-click a tab marker on the ruler.

You see the Tab dialog box.

Alignment Fill-

I O o Left @ None () ..

C a Center Q=== O__

O a Right e

® - Align On D Position |20

2. In the Alignment oreq, select an alignment option.
If you choose Align On, you can either align text on the preset character
(a period), or type a different character in the box.

3. If you want a fill character, select one of the characters in the Fill area.

4. Type a number for Position to specify where you want the new tab to appear.

5. Click Apply to see the new tab setting without closing the dialog box, or click OK to accept
the setfing and close the dialog box.

You see the new tab marker on the ruler.
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Adding, removing, and changing tabs

To add a tab in your text, press the Tab key. The text aligns to the next tab
marker or preset tab position.

To remove a tab, click in the text immediately to the right of the tab and press
the Delete or Backspace key. Or, select the tab character and delete it. Tabs are
“invisible” formatting characters. To make them visible, choose Preferences
from the Layout menu, select Show Invisibles, and click OK. For more information
about formatting characters, see “Using formatting characters™ on page 13-23
or “About text preferences” on page 2-19.

You can change a tab marker’s position by dragging the marker to the right or
left on the ruler. To specify a precise position, or to change the fill character,
you can change the tab information in the Tab dialog box.
To change a tab with the Tab dialog box:
1. Choose Tab from the Text menu, or double-click a tab marker on the ruler.

You see the Tab dialog box.
2. Type new entries for Alignment, Fill, or Position.

Position is the distance from the left margin.

3. Click Apply to see the new tab setting without closing the dialog box or dlick OK to accept
the settings and close the dialog box.

Any changes you make affect all tabs set to this tab marker.

Copying and applying tab and paragraph formats
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After setting the formats for one paragraph, you can easily apply these settings
to other paragraphs. You can use the Copy Ruler command in the Text menu to
copy a paragraph’s settings—indentation, spacing, alignment, and tabs. You
can then use the Apply Ruler command to apply these settings to another
paragraph. To copy and apply paragraph formats:

1. Place the insertion point in the paragraph with the format you want fo copy.
2. Choose Copy Ruler from the Text menu.



Using footnotes

Place the insertion point in a paragraph or select several paragraphs to change.
Choose Apply Ruler from the Text menu.

You see the text with its new paragraph format. You may need to enter tab
characters to align the text to the ruler.

In report documents, you can use footnotes to add a comment to text or cite
a source document. (You can’t use footnotes with drawing documents,
presentation documents, notes, or text frames.) Footnotes can use numbers
or custom characters, such as * or . You can choose any starting number for
the footnotes in a document.

wenam, quis nostrud exerctation ullamcorper susciplt lobortis nis| Wtaliquip &x #a il
cormads consedquat. Lorsm [psum doler sitamet, consectetuer adipiscing eiit, sed
diam nonummy nibh e uiemod.

Lorem ipsum dolor sitamet, consectstuer adipiscing i, sed diam nonummmy nibh
uksmod tincidurt ut lacreet dolore magna aliquam erat voluipat Ut wis! enim ad minim

Footnote area
(beneath line)

Footnote text

Yenam| quis nesTud exerciation ! Reference
number
1 LoremIpsum
ool e e

When you move and delete footnotes, Clarisimpact renumbers the remaining
footnotes and adjusts the page accordingly.

Inserting a numbered footnote

To insert a numbered footnote:

In a report document, click at the end of the word where you want the footnote number
to appear.

Choose Insert from the Text menu, and Footnote from the submenu.

You see the footnote number in superscript above the insertion point. The
insertion point moves into the footnote area, to the right of the footnote
number.
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3. In the footnote area, type the fext of the footnote.

You can edit text in the footnote area using any of the commands and
keyboard shortcuts in the Edit menu.

4. After typing the footnote, press the Enter key fo reposition the insertion point in your
document.

The insertion point moves one character to the right of the footnote number.
You can begin typing again where you left off.

Inserting a footnote with a custom character

Auto Number Footnotes
deselected

13-58

Before you insert a footnote with a custom character, you must deselect auto
numbering for footnotes.

To insert a footnote with a custom character:
1. Choose Preferences from the Layout menu.
You see the Preferences dialog box.

2. (lick Text and deselect Auto Number Footnotes.

Preferences

| | Fractional Character Widths
[ | Auto Mumber Footnotes

Starting Foatnote ®

Date @ s/15/95

Format (T} uun 15, 1995

O e 15, 1995

O Thu, Jun 15, 1995

O Thursday , June 15, 1995

Make I:Iefuult[ Cancel l




3. Press OK fo close the dialog box.

4. In a report document, position the insertion point in your fext where you want to place
a footnote.

5. Choose Insert from the Text menu, and Footnote from the submenu.
You see the Mark with dialog box.

Mark with A Custom footnote text box

6. Type the character you want to use as a footnote, and then press OK fo close the dialog box.

You see the footnote character in superscript above the insertion point. The
insertion point moves into the footnote area, to the right of the footnote
number.

7. In the footnote area, type the fext of the footnote.

8. After typing the footnote, press the Enter key to reposition the insertion point in your
document.

The insertion point moves one character to the right of the footnote you
entered. You can begin typing again where you left off.

For information about working with the Preferences dialog box. see
“Customizing documents™ on page 2-16.
Setting the starting number
To set the starting number for footnotes:

1. In a report document, choose Preferences from the Layout menu.

You see the Preferences dialog box.
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2. Type the number of the first footnote for Starting Footnote #.

Preferences

Text

General [ Smart Quotes (" *," *)
% Show Invisibles
Fractional Character 'Widths
Muto Number Footnotes

Starting Footnote *[14__| Starting Footnote # with 14 a5

bate (@ 6/15/35 the first footnote
Format O Jun 15, 1995

) June 15, 1995

O Thu, Jun 15, 1935

) Thursday, June 15, 1995

[Make Defauit] [ Cancel | [ 0K |}

3. Press OK to dlose the dialog box.
4. Position the insertion point in your text where you want to place a footnote.
5. Choose Insert from the Text menu, and Footnote from the submenu.

The footnote has the number you typed in the Preferences dialog box.

Removing a footnote
To remove a footnote:
1. In your text, select the reference number of the footnote you want to remove.
2. Press the Delete or Backspace key or choose Cut from the Edit menu.

ClarisImpact removes the footnote, rearranges the page, and renumbers any
remaining footnotes in the text and in the footnote area.

For information about working with the Preferences dialog box, see
“Customizing documents™ on page 2-16.



Using headers and footers

Title page has no headers
or footers

In report documents, you can use headers and footers on every page except a
title page. Headers repeat at the top of every report page. Foolers repeat at the
bottom of every report page. You can include text, graphics, the page number,
and the current date and time in headers and footers. If you include the page
number, date, or time, ClarisImpact increments the page number when you
print a document with multiple pages, and it uses the current date and time as
determined by the system.

Headers repeat of
the 1op of the page

Lorem ipsum dolor sit amet

Lorem ipsum dolor sit amet, cansectetuer adiplscing &, sed diam nonummy nibh e
usmodtincidunt ut laorest dolore magna aliquam erat volutpat

LR was| enim ad minim veniam, quis nosirud exercitation ullameomper suscipit lobortss
nishut aliquip ex ea commodo consequat Lorem ipsum dolor st amet consectehyer
adipiscing el sed diam nonummy nibh 2 uistmod ncidunt 1t oreet dolore magna
aliquam erat volulpat. LIt wisi en ad minim veniam, quis neatrud exerciation
Ullamcorper suscipit lobortis nis! utaliqup ex &a commodo consequat

Lorem [pEum delor sitamed, consecteiuer adipiscing i, sed diam nonummy nibh &
uismad tincidunt ut lacreat dolore magna aliquam erat volupat L& wisi anim ad minim
venm, quis nostrud exercitation ullamcorper suscip it kbotis nish ut aliquip ex ea
commodo consequat

LEwis) enim ad minim veniam, quis nostrud sxercitation uliamcsmen suscipk lobols

riis| utaliquip eX ea commiodo consequat. Lorer ipsum dolor sit amet, consechetuer

adipiscing e, sed diam nonummy nibh & uismod tincldunt ut lacrest dolore magna

allquarn erat vojupat. Ut wisi énim ad minim yveniam, quis nostrud itation Foo]g[s [epeul
ullamcorper suscipit febortis nisl Lt atiquip 2x ea commoda consequat Larem ipsum h |J

dolor st amet, consectstuer adipiscing 218, sed diam nonummy fibh & uismod at the bottom
tineldunt ut laoreat dolore ragna allquam et volupat

Lorem ipsurm dolor sk amed, consectetuer adipiscing elit, sed diam nonummy nibh &
utsmod tincxdunt ut laceeet dolore magna aliquam erat volutpat Lk wist enim ad minm
Yeniam, quis nostrud exercitation ullameomper suscipit loboris nisl utaliquip ex ea
commado consequat. Larem psum dolor sibamet, consectetuer adipiscing alit, sed
dm nenumimy Aibh e ulsmod Hnckdunk ul lacreet dolore magna alkquam et volutpat
Lt wisi enim ad minim veniam, quis nosirud exercitation ullameomer suscipit lobortis
sl Ut allquip ex &a commaods consequat Larem peurn dokor sitamet, consectetuer
adipiscing el sed diam nonummy nibh e uismod incidunt ut orest dolore magna
allquam erat yolulpat. LIt wist enim ad minim veniam, quis nostrud exercitation
ullameerper susciplt lobortis nisl Ut aliquip #x ea commodo consaguat

Lorem jprum dolor s wm el 1

¢ Note You can only use headers and footers in report documents—not in
drawings, presentations, notes, or text frames.
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Graphics pasted into header ‘

You can add text, models, or graphics to headers and footers. You can also
insert page numbers, the date, and the time. (For more information, see “Using
footnotes™ on page 13-57 or “Adding graphics or models to text” on page
13-64.) As you add information, headers and footers can each expand to one-
third of the height of the working area.

Lorem ipsum dolor sit amet — Text of header
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Lorem lpsum dolor sitamet, consectstuer adipiscing lit, sed diam nonummy nibh &
uismod tincidunt ut laoreet dolore magna allquam erat volutpat

Ut wisi enim ad minim veniam, quis nostrud exerciation ullamcorper suscipit lobortis

nisl ut aliquip &x ea commodo consequat Lorem ipsum doler sit amet, consectetuer
adipiscing elit, sed diam nonummy nibh & uismod tincldunt ut lacreet dolore magna

You can format text in headers and footers. For example, you can change the
fontand set indentation, tabs, and line spacing. For more information on styling
text, see “Changing the appearance of text” on page 13-31. For information on
using the text ruler, see “Working with paragraphs™ on page 13-46 and
“Working with tab markers” on page 13-54.

If you don’t want headers and footers to appear on the first page of a document,
you can insert a title page. To do so, choose Document from the Layout menu.
Then select Title Page in the Document dialog box. For more information, see
“Changing margins and page options™ on page 2-23.

To add a header or footer to a report document:

1. Choose Insert from the Text menu, and Insert Header or Insert Footer from the submenu.

The insertion point moves to the top or bottom of the page. A gray line
marks the header or footer area.

2. Type or paste the contents of the header or footer.
3. To position the insertion point back in the text, dick in the document or press the Ener key.
You see the header and footer on each page—on the screen and when

you print.

+ To remove a header or footer from a report document, choose Insert from
the Text menu, and Remove Header or Remove Footer from the submenu.



Adding an automatic page number, date, or fime

ClarisImpact can insert three kinds of automatic information: the page number,
date, or time. An automatic page number is a special character that “knows”
what page it is on in a document. In headers and footers, an automatic page
number updates itself to show the correct page number on every page in

the document.

You can insert automatic page numbers in any Clarislmpact document, note, or
text frame, but youll probably find them most useful in presentations or the
header or footer of a report. To put the information in a header or footer, first
open a report document and add a header or footer using the steps in “Using
headers and footers™ on page 13-61. Then follow the steps later in this section
to add the page number.

Automatic dates and times are special characters that “know” the current date
and time, as determined by your computer’s system clock. You can use
automatic dates and times in reports, text frames, and notes. When you insert
the date or time in a document, ClarisImpact updates the information as you
work. If you want to repeat the date or time on every page in a document, you
can insert it in a header or footer.

« Note Clarisimpact is preset to use the short format for automatic dates—
for example, 3/4/95 for March 4, 1995. You can reset the format in the Text
options of the Preferences dialog box. For more information, see “Setting
preferences™ on page 2-16.

+ Tip If you want to insert a fixed number in a document, instead of one that
updates automatically, type the number as text, or hold down the Option key
while you choose the command from the Insert submenu in the Text menu.
Otherwise, ClarisImpact updates the information whenever you repaginate,
open, or print the document.

To add the page number, date, or time:
1. Click where you want the information fo go.

If you want to add text (for instance. the word page. date, or time), type the
word and add a space with the Space bar.
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2. Choose Insert in the Text menu and Page #, Date, or Time from the submenu.

You see the current page number, date, or time at the insertion point.

+ Toremove the page number, date, or time, position the pointer to the right
of the information you want to delete and press the Delete key.

Adding graphics or models to text

Graphic inserfed as an
inline character and

Grophic inserted os an
object with fext wrap
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You can easily add graphics to any Clarisimpact document, note, or text frame.
For example, you can add ClarisImpact models, or graphics created in other
programs. You can place them on the page as floating objects, or in your text
as inline characters.

Both methods of adding graphics have advantages. When you add a graphic as
an object, you can wrap text around the graphic or position it using commands
from the Arrange menu.

When you add a graphic to text as an inline character, the graphic stays with
your text, and you can position it using the tab markers or the alignment
controls on the ruler. For example, you can indent a graphic or align it to the
center of the page. The following figure shows examples of both kinds

of graphics.

Lorem ipsum dolor st amet, consectetuer adipiscing elit, sed diam

nonummy nibh & wismod tincidunt ut faoreet dolore magna aliquam
tvolutpat, Ut wisi enim ad minim veniam, quis nosirud exercitation
ullamcorper suscipit lobortis nisl ut aliquip ex ea commodo consequat
Lorem psum dolor sit amet, consectetuer adipiscing elit, sed diam
i i R tincidunt ut lacreet dolore magna aliquarm
jerat volutpat, Ut wisi enim ad minim veniam, quis nostrud exerciation

\uifamcorper susciptt lobortis nisl ut aliquip ex ea commodo consequat. Lorem ipsum
dolor sitamet, consectetuer adipiscing e, sed diam nonurmmy nibh e uisrmod

For detailed information about creating your own graphics with ClarisImpact,
see chapter 11, “Drawing.”



Adding graphics or models s objects

Model —— -
tools
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When you add a model or graphic to text as an object, you can place it precisely
where you want it and have text wrap text around it. For example, you can draw
a timeline in the middle of a report page and have text flow around it. Add
graphics as objects using any of the following techniques.

= Draw directly on the page using a model tool, a drawing tool, or a
shape tool.
® Paste a graphic from the Clipboard, Scrapbook, or library.

® Place a graphic on the page using the Place File command in the File menu,
(This also works for QuickTime movies. For more information about
QuickTime, see appendix A, “Working with QuickTime movies.”)

The following steps contain brief instructions for adding a graphic as an object.
For more information about using the drawing tools to create a graphic in
Clarismpact, see chapter 11, “Drawing.”

For more information about inserting a graphic, see “Importing, placing, and
exporting documents” on page 2-8.

To draw a model on the page:

1. Choose a model tool from the tool panel.

2. Position the pointer on the page where you want the model.

3. Drag the pointer to draw the model you selected.

When you release the mouse, you see a dialog box with choices for
the model.

4. Press K to create o model with default setfings, or choose options in the model dialog box.
For more information on creating models, see chapter 3, “Understanding
models and styles.”

To draw directly on the page:

1. Choose a draw tool or shape tool from the tool panel.

2. Position the pointer on the puge where you want the object.

3. Drag the pointer to draw with the tool you selected.
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To paste a graphic from the Clipboard, Scrapbook, or library:

1.
2.

5

In another document or application, copy a graphic onto the Clipboard, Scrapbook, or library.
Open your Clarisimpact report document.
You see the tool panel on the left side of your page.

(lick the selection tool in the ool panel and then position the pointer on the page where you
want the graphic.

Paste a graphic onto the page from the Clipboard, Scrapbook, or Library.
You see the graphic on the page.

For more information about the library, see “Using libraries™ on page
12-21. For more information about using the Clipboard or the Scrapbook,
see the documentation that came with your Macintosh.

Drag the graphic fo the location where you want it.

To place a graphic in the document:

1.
A

Position the pointer on the page where you want the graphic.
Choose the Place File command from the File menu.

You see the Place dialog box.

Place

o Hard Disk

(CEfeet )

e )

Show: | All available

Choose the name of the file you want to insert and click Place.
You see the graphic at the insertion point.

For more information on placing a graphic in your text, see “Placing a
document™ on page 2-10.



Layering graphics or models with text

You can create interesting visual effects in your document by placing a graphic
behind text or in front of text. To do this, first add a graphic to text using one
of the procedures in “Adding graphics or models as objects™ on page 13-65.
Then, use one of the Move commands in the Arrange menu. For more
information about the options in the Arrange menu, see “Object stacking order”
on page [1-14.

uismod tincidunt ut laoreet dolore magna aliquam erat voluipat. Ut wisi enim ad minim
veniam, quis nostrud exercitabio pdliRENges-<r suscipit lobortls nisl utaliquip ex ea
. . commodo consequat. Lorerm ip drei amet, consectetuer adipiscing elit, sed
GFup}llt moved behind fext E jut jacreet dolore magna aliquam erat volutpat
LIt wisi enirm ad minim veniam, 4 g exercitation ullamoorper suscipit lobortis
nisl ut aliguip ex #a commodo consequat Lorem ipsum dolor sit amet, consectetuer

To layer a graphic behind or in front of text:
1. Add a graphic to your fext as an object.
2. Click the graphic to select it.
You see square handles on the corners of the gra;phic.
3. Drag the graphic to the new location.
4. From the Arrange menu, choose an option for the graphic:

Option To move the graphic

Move to Back or Behind text
Move Backward

Move to Front or In front of text
Move Forward

After making your choice, you see the graphic in its new position.
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Regulor text wrap (fext
wraps in a rectangular shape)

Irregulor text wrap (fext
wraps in the shape of
the object)

None
Regular
Irregular
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Wrapping text around graphics or models

In reports and text frames, you can wrap text around graphics—either in a
rectangular shape or around the actual object. To do this, first add a graphic
using one of the procedures in “Adding graphics or models as objects™ on pag
13-65. Then choose a text wrap option in the Text menu.

Lorem ipsum dolor sit amet, consectetuer adipiscing eI, sed diam nonumi
uismod tincidunt Ut laoreet dolore magna aliq uam erat volutpat Wt wisier

weniam, quis nostrud exercitation ullam corper suscip
nis! utaliguip ex ea commodo consequat Lorem ipsum
amet, consec tetuer adipiscing elit, sed diam nonumr

ek aliquam erat"
‘wisl enim ad minim veniam, quis nosirud exer citation |
suscipit lobortis nis| utaliquip ex ea commodo col

Lorem ipsum
sed diam

dolor sitamet, con sectetueradi
nenummy nibh & ulsmod tincidunt ut lacreet dd

eral yolutpat. Lt wisi enim ad minim veniam, qu
exer citation ullamcorper suscipit lobortis nisl ut aliquip ex ea ¢
consequat Lorem ipsum dolor sit amet, consectetuer adipisc

diam nonummy nibh e uismod tincidunt ut laoreet dotore magna aliquar «
Ut wis| enim ad minim veniam, quis nostrud exercitation ullamcorper susci

You can also wrap text around linked frames. For more information about
linked frames, see “Linking text frames” on page 13-10.
To wrap text around a graphic:
1. Add a graphic to your document as an obijedt.
2. (lick the graphic fo select it.
You see square handles on the corners of the graphic.
3. With the graphic selected, choose Text Wrap in the Text menu.
You see the text wrap options.

4. In the Text Wrap dialog box, dick one of the text wrap options:

Option To wrap text
Regular In a rectangular shape around the graphic
Irregular | Around the graphic itself

If you previously wrapped text around a graphic, you can remove text wrag
by clicking None.

5. Click OK.

You see the text flow change according to the option you chose.



Adding graphics or models to a line of fext

You can paste graphics from the Clipboard, Scrapbook, or library into a line of
text as inline characters. When you do this, you can align the graphic just as
you would align text. For example, you can use the centered alignment control
to position a graphic in the middle of the page. An inline graphic remains on a
line, so you can’t drag the graphic around the page, move it behind text, or wrap
text around it.

Graphic and text with
centered paragraph

u!ignmem Lorem Ipsum delor sitamet, consectetuer adipiscing elit, sed diam nonummy nibh e
wismod tincidunt ut laoreet dolore magna aliquam erat volutpat. Ut wisi enim ad minim
veniam, guis nostrud exerciation ullameorper suscipit lobortis nis! utaliquip ex ea
commodo consequat

To add a graphic to a line of text:
1. Create a graphic with the Clarisimpact draw tools, or with another application.
2. Copy the graphic to the Clipboard.

The graphic moves to the Clipboard.

3. Inyour Clarisimpact document, position the insertion point in the line of fext where you want
to place the graphic.

4. Press the Option key and then paste the graphic from the Clipboard by choosing Paste from
the Edit menu.

You see the graphic at the insertion point.

You can also insert graphics from a ClarisImpact library in a line of text. To do
s0, choose a library object, hold down the Option key, and press Use in the
library. For more information on libraries, see “Using libraries™ on page 12-21.

Once a graphic is pasted or inserted in your document, you can align it using
the ruler or the Tab and Paragraph dialog boxes. For more information about
working with tabs or paragraphs, see “Working with tab markers™ on page
13-54 or “Working with paragraphs” on page 13-46.

Waorking with text 13-69
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Chapter 14

Making presentations

ClarisImpact lets you easily create, edit, and produce professional-quality
presentations using your text, along with business graphics and illustrations
created in ClarisImpact or art imported from other programs. You can choose
the most effective way to present your slides:

Onstreen presentation Overhead transparencies 35-mm slides
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= Use the ClarisImpact application as your slide projector and your computer
monitor (or a computer connected to a video display projector) as the screen.

= Print your slides on plain paper or transparencies using a color or
black-and-white printer.
w [Image your slides to full-color photographic film using a 35-mm film

recorder or a slide service bureau. '

The Clarislmpact application includes several professionally designed color
and black-and-white master slide styles—or templates—appropriate for each
of these output mediums. These master slide styles provide you with a variety
of design formats from conservative to whimsical that you can use “as is™ or
modify to meet your specific needs.

Once you've created your slides, you can easily reorder them. See “Using the
Slide Manager” on page 14-26 for more information. If you use your computer
monitor to screen your presentation, you have a variety of viewing options, For
more details, see “*Setting the slide show options™ on page 14-31.

You also have access to all of the program’s powerful models, as well as its
drawing and text creation capabilities, within the presentation document.
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Understanding presentation basics

There are a few basic terms to understand about working with presentations.
A slide is the basic unit of your presentation, similar to a page in a report
document. The preformatted master slide stvles included with ClarisImpact are
“templates” that hold background colors and fills, frame positions, and font and
text formatting information common to all slides in your presentation. The slide
style also holds information about the output medium —the final target medium
for printing, imaging, or viewing your slides. You can choose from a computer
monitor, plain paper or transparencies, or 35-mm film.

Use a master slide style Add your own logo

with o background fill and on the master slide

preformatted title and body

placeholders
All your slides are then perfectly
and consistently formatted

Once you open a new presentation document, you can edit the master slide. A
master slide is a background “layer” of text or graphic information that repeats
on every slide. For instance, you might personalize a predefined master slide
style with your company’s logo. You can also modify the title and body
placeholder frames on the master slide to hold text style and placement
information that is the same for each slide in a presentation.

(reating presentations

144

You have the choice of using one of the master slide styles included with
ClarisImpact or designing a presentation from scratch. You can use one of
these styles as a starting point and further customize it to suit your needs. Or
you may design your own format, and then store it as a master slide style to use
again or share with your colleagues.



Whether or not you use a master slide style. it is important to decide what
output medium you want to use for your presentation before you begin to enter
information, because changing the output medium after you've begun will
change the dimensions and layout of yvour slides. For instance, the size and
placement of text placeholders in a presentation designed for a 35-mm slide are
very different from those in a presentation set up for an onscreen presentation
on a 21-inch Macintosh monitor,

¢ Note To learn how to create documents, see “Creating a document” on
page 2-2.

(reating a presentation with a master slide style

Creating a presentation with a master slide style is simple because the master
slide style determines many of the presentation’s formatting options. Further,
you are guaranteed well-designed results.

There are several style families included with ClarisImpact. Use model styles
from the same family when creating ClarisImpact models for your presentation
and then apply that family’s master slide style to your presentation to give your
slides a unified and professional appearance. (See “Understanding models and
styles™ on page 3-2 for more information.)

Lorem Ipsum Dolor

Sitamet
Consectetuer adipiscing efit
Sed diam nonummy nibh

Sample unformatted slide Sample slide formatted with the
Traditional family settings
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When you first open a ClarisImpact presentation document, you see the Master
Slide dialog box with a list of master slide styles and a pop-up menu to select
a slide size (or output medium) for your presentation.

Master Slide
(lick to select o .
master slide style style |/ custom |
Ep—— Business
. ) Ry Tihe Deco
And view a preview here == Informal
b ko L | International|
- s Modern
Traditional :
FastForward | |
. : Global 0
[ sample... |
slide Size
Click to select a slide size ————{{—[13" Rpple AGB Screen~]

¢ Note If the Style tab is not selectable or you don’t see master slide styles
in the list box, one of two different situations may have occurred.
ClarisImpact stores the master slide style files in a folder specified in model
preferences. If ClarisImpact cannot find these files because they were not
installed (see the installation instructions in Getting Started) or because you
changed the preset model styles folder (see “Setting preferences™ on
page 2-16), Style is not selectable.
Second, if your monitor size is different from the slide style sets supplied
with ClarisImpact, you cannot select Style. Choose a slide size other than
Custom from the pop-up menu to apply a master slide style and then see
“Using the Get Sareen Size button™ on page 14-15.

The Master Slide dialog box appears only when you create a presentation. All
of the functions it provides are available through other commands after you
begin working on your presentation.

To create a presentation using a predefined master slide style:

1. Choose a slide size (or output medium) from the pop-up menu. The size is preset fo fit your
computer's screen.
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<US Letter
A4 Letter
Overhead
9" SE Screen
10" PowerBook Screen
13" Apple RGB Screen
35mm
Custom

Slide Size pop-up menu

Because the final output medium you use determines the dimensions of
your slides, the Slide Size menu lists common output mediums. When you
choose a size from the menu, ClarisImpact automatically sizes your slides
to match that output medium. For more details, refer to “Choosing a
medium for your output™ on page 14-13.

If you don’t see your target output medium (for example, if you are using a
21-inch monitor), see the next section, “Creating a presentation with
custom settings.”

2. Preview the available master slide styles by selecting a title in the list box.
To see a larger view, click Sample.
3. When you've decided on a master slide style, dlick to select it, and then dlick OK.

The formatting information from the master slide style is automatically
applied to the master slide of your presentation. You see the first slide of
the new presentation. If you decide you don’t want to use one of the
available master slide styles, click Custom and refer to the next section,
“Creating a presentation with custom settings.”

« Important If you choose a master slide style sized for 35-mm slides and
plan to output your slides to a film recorder, remember to choose that
device’s driver in the Chooser. See “Imaging your presentations to film™ on
page 14-37 for important information about how Clarisimpact works with
film recorders. (For information on how to use the Chooser, see the
documentation that came with your Macintosh.)

Even though the formatting settings in your new presentation are applied from
this master slide style, you can modify these settings at any time by editing the
master slide.

For a complete explanation of all the settings that a master slide style controls,
see “Using master slide styles™ on page 14-16.

(reating a preseniation with custom settings

Alternatively, you can choose not to use a master slide style and create a
presentation formatted to your own specifications. When you have finished,
you can store this custom presentation as your own master slide style to use
again or share with colleagues.
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(lick here fo use the

To create a presentation without a master slide style:

1. If you haven't already, create a presentation document by choosing New from the File menu.

To learn how to create documents, see “Creating a document” on page 2-2.

2. Click Custom at the top of the Master Slide dialog box.

You see options allowing you to format the master slide to your custom
specifications.

Master Slide

Custom settings

(lick to select a slide size

Style '/ Custom |

Slide Layout Master Tent
[O B Portrait [ Rdd Title [ Add Body
® B Landscape Font Helvetica~ Choose opfions for

- the master
Width Title Size placeholders here

or click the Get Screen Size
button to use your current
screen size for an onscreen
slide show

|
Get Screen Size | | | Label
tolor  [H]

Slide Size

~US Letter
A4 Letter
Overhead
9" SE Screen
10" PowerBook Screen
13" Apple RGB Screen
35mm
Custom

Slide Size pop-up menu

14-8

{13" Apple RGB Screen~|

The Master Slide dialog box appears only when you create a presentation.
All of the functions it provides are available through other commands after
you begin working on your presentation.

Choose a slide size (or output medium) from the pop-up menu or click the Get Screen Size
button fo use the size of your screen for an onscreen slide show.

Because the final output medium you use determines the dimensions of
your slides, the Slide Size menu lists common output mediums. When you
choose a size from the menu, ClarisImpact automatically sizes your slides
to match that output medium. For more details, refer to “Choosing a
medium for your output” on page 14-13.

You can also select Custom and then enter your own measurements for width
and height.



4. Use the options in the Master Text area of the dialog box fo choose settings for the master fitle
and body placeholders.

To specify Do this

Whether or not to use a Select (or deselect) Add Title.
title text placeholder on each slide

Whether or not to use a Select (or deselect) Add Body.

body outline placeholder on each slide

The font for both placeholders Choose from the Font pop-up menu.

The font size for the title placeholder Choose from the Title Size pop-up menu.
The font size for the body (outline) Choose from the Body Size pop-up menu.
placeholder (The font size will decrease by outline level.)
The label (or bullet style) for the bullet Choose from the Label pop-up menu.

points in the body placeholder

The text color for both placeholders Choose from the Color pop-up palette.

These settings can be further refined by editing the master slide directly.
See the next section, “Using a master slide.”

5. Click OK to accept the settings.

+ Important If you choose 35mm or Custom in the Slide Size pop-up menu and
plan to output your slides to a film recorder, remember to choose that device’s
driver in the Chooser. See “Imaging your presentations to film” on page 14-37
for more information about how Clarisimpact works with film recorders.
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You see the blank first slide of your presentation formatted as you have

specified.
fli=—— s lntitled | - Presentaton =————— N
p B A e, -
A
‘=
Title placeholder B
Bodyploceholder =
f)
™)
pAfl
Unformatted master slide

]

o Note If you cancel the Master Slide dialog box, Clarisimpact displays the
master slide for you to customize to suit your needs.

Using a master slide
A master slide is a background “layer™ of text or graphic information that
repeats on every slide—such as your company’s logo or a decorative border.

If you are using a preformatted master slide style, certain attributes—such as
slide size, background fill, and font style—have already been applied to the
master slide. In a presentation not formatted with a master slide style. you
design the background as well as any graphic embellishment on the master
slide. ClarisImpact also creates two special text frames, the title and body
placeholders, to help you consistently place and format title and body text on
each slide.You control the size and placement of these placeholders, as well as
the formatting of the text, on the master slide. (See “Working with the title and
body placeholders™ on page 14-23.)
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Click here to use the slide
navigation pop-up menu

Editing the master slide

You edit the master slide in its own view in a presentation document. In master
slide view, you have access 1o all of the program’s drawing and editing tools.

To set up or modify a master slide:

1. Choose Edit Master Slide from the View menu or choose Master Slide from the navigation
pop-up menu.
ClarisImpact switches from normal view to master slide view. Master Slide

appears in the slide indicator at the bottom left of the document window
and the menu choice is checked.

Slide 1 - You can quickly switch back and
forth from master slide view ond
—@ Slide Manager... regulur edmng
100 | 4 p <L

2. Add the elements that you want to appear on every slide.

You can use the drawing tools and fill and pen palettes as you do in the
normal view. You can also use these tools to apply fills and pen styles to
the text placeholders.

3. Use the Text and Outline menus to apply text formatting to the master title and body
placeholders.

Select the title placeholder and format it using commands on the Text
menu. Similarly, use commands on the Outline menu to format the body
placeholder after selecting it. Because they are master placeholders, you
cannol enter text into either of these placeholders.

If you have applied a master slide style, the title and body placeholders are
preformatted for you, but you may choose to alter these settings. For more
information. see “Changing the appearance of text” on page 13-31 and
“Creating an outline with a model style” on page 9-4.
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4. (Choose Edit Master Slide again fo deselect it and return to normal slide view, or select a slide
directly from the navigation pop-up menu.
You see any graphical changes in the master slide reflected on the slides in
your presentation.

¢ Tip If you are not using a master slide style, you can create your own
custom background by drawing a borderless rectangle the same size as the
slide. Fill it with a subtle solid color or gradient and place it behind
everything else. (See chapter 11, “Drawing” and chapter 12, “Working with
objects” for more information.)

¢ Note You can choose to have ClarisImpact ignore the master slide
background for specific slides in your presentation. See “lgnoring the
master slide background” on page 14-30 for more information.

Hiding and showing the master slide background

You can hide any static text or graphics on the master slide while you work.
This is helpful if your master slide contains complicated graphics that are time
consuming for the computer to draw. Any formatting settings for the title and
body placeholders are still in effect. To hide the contents of the master slide,
choose Hide Background from the View menu. This command toggles to

Show Background.

Working with your presentation

1412

In a presentation document, you have access to all Clarislmpact model,
drawing, and text creation capabilities (except columns, headers, footers, and
footnotes). However, working with presentations is somewhat different from
working with a report document or a drawing document.

There are no pages in a presentation document. Instead, you work on slides to
compose your presentation. You also have access Lo three types of final output
mediums: onscreen, plain paper (or transparencies), and slide film. (See
“Viewing your presentation onscreen” on page 14-31 and “Producing your
presentation” on page 14-36 for more information.)



(hoosing a medium for your output

You can choose three different output mediums in which to “produce™ a
presentation. Your presentation can be:

s viewed on your computer monitor (or a different sized monitor, or a
computer connected to a video display projector)

= printed to plain paper for a flipchart or to transparencies for an
overhead projector

s imaged to photographic slides by a film recorder
The output medium can be modified after you have started your presentation.

However, changing the output medium once you've begun can change the size
and layout of your slides.

To change the size and layout of your presentation, and thus the output medium:
1. Choose Document from the Layout menu.

You see the Document dialog box.

Choose a size from the
pop-up menu
Document — -
US Letter . Size - Orientation
A4 Letter Slide Size B Portrait
Overhead i 13" Apple RGB Scr...~ | Landscape
9" SE Screen
J:g :nu.:er:::l; screen | Width Starting Stide # 1|
" RApple creen . o
el || | weignt
Custom [ Gel Screen Size ]
(lick the Get Screen Size — ' | cancel ) [ 0K ,
button to use your current

screen size for an onscreen
slide show

Choose on orientation
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. Choose a size (or output medium) from the pop-up menu or click the Get Screen Size button

to use the size of your screen for an onscreen slide show.

Because the final output medium you use determines the dimensions of
your slides, the Slide Size menu lists common output mediums. As you
select different mediums from the menu, notice the values in the Width and

Height boxes update.

For this medium Do this

Onscreen Choose 9" SE Screen (also use for Macintosh Plus, Classic, Classic 1.
Color Classic, or any compact Macintosh).

Choose 10" PowerBook Secreen (also use for PowerBook Duo).
Choose 13" Apple RGB Screen (also use for Apple Basic Color
Monitor and Macintosh Color Display).

Click the Get Screen Size button. (See “Using the Get Screen Size
button” on page 14-15.)

Overhead Choose US Letter
IFaNSParencies Of  chooce A4 Lelter

lain paper
rEn R Choose Overhead

35-mm slides Choose 35mm

Tip The screen dimension for the 9" SE Sareen size selection is 512 by

384 pixels, for the 10" PowerBook Sareen, 640 by 400 pixels, and for the
13" Apple RGB Screen, 640 by 480 pixels. You can use one of the slide sizes
from the pop-up menu if your monitor matches these dimensions.

You can also select Custom and then enter your own measurements for width
and height (for example, for Polaroid slide film).

Important Changing the document layout of a presentation can cause some
items on your slides to be cropped if they fall beyond the boundaries of the
new slide dimensions. If this happens, change the layout back to its

previous size and reposition elements that are close to the edge of the slide.

If you want, change the starting slide number.
The starting slide number is preset to one. You can change this if you are

creating a large presentation in modules and this presentation is not the
first module.

Click OK fo accept the seffings.



Using the Get Screen Size button

If you are planning an onscreen slide show and are using a different sized
monitor from the ones listed in the Slide Size pop-up menu, click the

Get Sareen Size button to have Clarislmpact use the size of your screen. If you
have already applied a master slide style, you need to resize the elements of the
style on the master slide to match the new slide size, or use the Fit to Window slide
show option to scale the slide during the slide show.

¢ Important If you choose 35-mm or Custom in the Slide Size pop-up menu and
plan to output your slides to a film recorder, remember to choose that device’s
driverin the Chooser. See “Imaging your presentations to film” on page 14-37
for more information about how Clarislmpact works with film recorders.

Adding slides to your presentation

[t

Add slide control

A ClarisImpact presentation document does not grow automatically as you add
information in the same way that a report document adds pages. To add a new
slide to your presentation, choose New Slide from the View menu or click the add
slide control in the bottom left of the document window. Clarislmpact adds a
new slide after the current slide, and the slide indicator at the lower left of the
window updates to show that you are working on the new slide. Any formatting
information from the master slide is applied to the new slide.

You can also add a new slide to your presentation directly from the keyboard
as you enter information. Simply press Option-Return when you have finished
typing text into the body frame on the slide you are editing, and ClarisImpact
automatically inserts a new slide after the current slide and positions your
cursor in its title placeholder.
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Navigating between slides

To go from one slide to another, use the slide navigation controls on cither side
of the slide indicator located in the bottom left of the document window. To go
to a specific slide, click the slide indicator and choose the slide that you want
to work on from the pop-up menu.

+ Slide 1
Slide 2
Slide 3
@ Slide Manager...
100 a4 3 R3] T
Previous slide control . Next slide contral
Click the slide indicator for
the navigation pop-up menu
To Click
Advance 1o next slide The next slide control (dimmed if at last slide) M
Back up to the previous slide The previous slide control (dimmed if at first shide)  [q]

Using master slide styles

14-16

Master slide styles are very similar to the model styles unique to ClarisImpact.
But instead of using a special model-specific menu when you are working in a
presentation document, commands appear on the View menu to let you work
with master slide styles.

Using master slide styles, you can automate presentation formatting and
design. You can apply a master slide style either when you start a presentation
or as you edit an existing one. You have complete control over how the
formatting settings are applied to your presentation: apply them all, or exclude
certain ones through filters.



A master slide style stores all the formatting settings for a presentation, including:

background fill and other background graphic elements
placement and size of title and body placeholders
font, font size, text style. and other text settings for the title placeholder

Level Settings for the outline model in the body placeholder (including text
style and size, labels, and indents)

For a complete list, see the table later in this section.

Several professionally designed master slide styles are included with
ClarisImpact. Each master slide style contains a selection of formatting settings
that work well together. While you still determine the contents of the slide, the
style determines how the slide will look. This saves you the trouble of making
design decisions and guarantees well-designed results.

You can use one of the master slide styles as designed, or as a starting point that
you further customize to suit your needs. You can even design your own format
and then store it as a master slide style to use again or share with your colleagues.

Formatting your presentation with a master slide style

To apply a master slide style to a presentation:

(lick to select o

L.

Choose Master Slide Styles from the View menu.

You see the Master Slide Styles dialog box with a list of available styles for
the document size you are using. There is a different set of master slide
styles for each preset slide size. (For specific details on adding, deleting,
and renaming master slide styles, see “Creating, renaming, or deleting
master slide styles” on page 14-19.)

. These master slide styles

moster slide style

And view a preview here

[
E_é 13" Apple RGB Slide Styles =— are nnh( flJI' IhES slide size
Business -
[ Delete |
Deco

Informal

International
e = | Modern
Traditional 7 Apply ]
Nome [T - (Concet )(bone ]
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Click the triangle to expand ——
and collapse dialog box

Select (or deseledt) filters to
control formatfing seffings

14-18

Preview the available master slide styles by selecting a title in the list box.
To see a larger view, click Sample.
If you want to control which settings are applied o your presentation, click the triangle to

expand the dialog box and display the style filters. All of the filters are selected. Now, click the
checkboxes corresponding to any filters that you don’t want applied fo deselect them.

o T |
Filter
| |VIE Title [ Background |
l_@ Body [ stide Size |

Normally, you simply apply all formatting settings controlled by the style.
However, you have complete control over which settings are applied to
your presentation through these filters. The filters control the formatting
settings in this way:

Use this filter To apply

Title Placement and size of placeholder frame

The frame fill color. pattern, and gradient and the pen
settings for the frame border

Indents, justification, line spacing, and tab settings

Font, font size, and text style

Body Placement and size of placeholder frame

The frame fill color, pattern, and gradient and the pen
settings for the frame border

Level Settings for the outline model (including font,
font size. and text style, as well as labels and indents)

Background The background fill (color, pattern, and gradient)

The background graphic elements

Slide Size The document size or output medium

. When you've decided on a master slide style, make sure it is selected, and then click Done.

The window closes and you see the formatting information applied to the
slides in your presentation. (Apply applies the selected master slide style and
leaves the window open so you can preview different master slide styles.)



Changing the slide size when using master slide styles

In a presentation designed for an onscreen slide show, to use a master slide
style designed for a different sized monitor (for example, if you are creating a
presentation on a 9-inch screen but know that you will be showing it on a
I3-inch), first use the Document command on the Layout menu to change the
slide size of your presentation to the size of the monitor on which you will be
showing the slide show. Then choose Master Slide Styles again to choose the
master slide style for the new slide size.

Applying a master slide style to an in-progress presentation

To apply a master slide style after you’ve begun a presentation, follow the same
procedure as outlined above: choose Master Side Styles from the View menu and
select a style to apply.

After applying the style, the content of your presentation—specifically any text
in the placeholders on each slide—is unchanged, but any formatting settings
made earlier are overwritten by the settings in the master slide style unless you
deselect the corresponding filter.

Creating, renaming, or deleting master slide styles
You can create your own master slide styles by designing a layout on a master

slide and then storing it. You can also delete or rename any existing style.

A master slide style records all the formatting settings that you have applied to
the master slide in your presentation. These settings, along with the filters that
control them, are listed in the table in the previous section. Any changes that

you have made to individual slides are not recorded with the master slide style.

To create a master slide style:

1. Use the techniques discussed in “Editing the master slide” on page 14-11 to format a master
slide to your custom specifications.

Make sure you are working on the master slide of the presentation.
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2. Choose Master Slide Styles from the View menu.

The master slide styles that you see are specific to the slide size chosen
in the introductory Master Slide dialog box (or by using the Document
command in the Layout menu).

Business
Informal
International -_
— Modern 2P
Traditional il
.. [ e

3. (Click Add fo record the settings of your master slide os a new master slide style.
4. When you have finished, click Done to close the dialog box.

You also use the Master Slide Styles dialog box to rename or delete existing
master slide style by selecting a master slide style and then clicking the
appropriate button.

ClarisImpact stores master slide styles as files on your hard disk. There are
different style “sets.” or files, for each document size found in the Slide Size
pop-up menu. Unless you have set new model preferences (see “Setting
preferences” on page 2-16), Clarislmpact stores the master slide style files in a
folder named Clarisimpact Color Styles or Clarislmpact B&W Styles inside
the Clarislmpact application folder. (See “Working with model style files™ on
page 3-9 for more information.)
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Entering information into your presentation

After setting up your presentation, you see the document window with a blank
slide looking something like this (depending on your system configuration).

Click here to stort an
onscreen slide show

_ﬂ% tlntltlad | - Presentatlion —=—————+—@i:

Click here to

_|
A

=) opena
Title placeholder e
Ed B S =
5>
Body placeholder ﬁ
. |
Click here to add a slide —— —-E E::'r;::;
fo your presentation [100] e

Click here to back up to the Click here to advance fo the next slide

previous slide
Click the slide indicator for
the novigation pop-up menu

In a presentation not formatted with a master slide style, the slide contains
placeholders for title and body text. (If you choose a master slide style, the
presence and placement of these placeholders is controlled by that style.)
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Commands affecting only
u presentation document

14-22

The add slide control, slide indicator (with navigation pop-up menu), and slide
navigation controls are all located at the lower left of the document window.
By clicking the slide show control on the right side of the style bar at the top of
the window, you can view your slides as a slide show on your computer
monitor. Menu items that specifically affect the presentation document are
found in the View menu.

Show Graphic Ruler
Show Text Ruler
Show Graphics Grid
Hide Page Breaks
Hide Notes

+— Hide Background

New Slide L
Slide Manager... #L

|| stide Show...

Master Slide Styles...
Rdd Title

Add Body

Edit Master Slide

Fit To Window M

New presentation documents that have not been formatted with a master slide
style have the following settings.

Document elements Settings

Slide size Current screen size

Output medium Onscreen

Master slide style None

Background None

Title placeholder Regular text frame; center justification; 36-point, plain Helvetica
Body placeholder Outline model; diamond labels; 24- to | 2-point plain Helvetica

o+ Note If you want ClarisImpact always to open new documents with your
own settings, use ClarisImpact Options stationery. Or you can save a
template of a presentation with the output medium and master slide style
already selected by using ClarisImpact document stationery. For more
information, see “Using stationery” on page 2-27.



Working with the fitle and body placeholders

Text insertion point (blinking) —

ClarisImpact has two special text frames, the title placeholder and the body
placeholder. They are preset to help you consistently place and format title and
body text on each slide. You can modify the font, text style settings,
justification, and paragraph settings for the title placeholder. And you can
modify the Level Settings for the body placeholder (which is preset as an
outline model). You can also modify the placement of either of these frames on
the master slide as well as the background fills and frame borders.

¢ Tip If you want any of these changes to affect all of the slides in your
presentation, edit the master slide. (For details, refer to “Editing the master
slide™ on page 14-11.)

To enter text into either frame:

1. Check the slide indicator to make sure you are working with a slide (not the master slide).

Entering text on the master slide would result in having that text appearing
on each slide in your presentation.

2. If necessary, click the frame once to seledt it.
When the frame is selected, you see selection handles.
3. Start typing.

Whatever you type replaces the Click for Title or Click for Body 1abel. You see the

flashing text insertion point in the frame. The selection arrow becomes an
[-beam pointer.

I-beam pointer

¢ Note To edit text in a placeholder that is not already selected, click once
to select the frame and then again to edit. You see the blinking text
insertion point.
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All text formatting, justification, and indentation controls work the same way
they do in the rest of ClarisImpact. Use the commands in the Text menu to
format your text in the title placeholder. Choose Show Text Ruler to control
margins and tabs. See chapter 13, *“Working with text” for more information
about entering, revising, and managing text.

The body placeholder is preset to be an outline model. When it is selected, you
can use the Outline model menu to manage the hierarchy of the outline, control
the level defaults and labels, and even apply an outline style. See “Creating an
outline with a model style” on page 9-4 for more information.

+ Note You can use any of the Clarislmpact models in the body placeholder.
Just select the model tool for the chart that you want on your slide and then
click the body placeholder with the pointer. Clarislmpact intelligently
places the appropriate model in the body placeholder frame.

Adding Clarisimpact models and other graphics

You can easily add any of these kinds of illustrations to a Clarislmpact

presentation:
For this kind of illustration Use Find more information in
Clarislmpact model The corresponding Chapters 4 through 10, (making models)
(such as a data or model tool from the
organization chart) tool panel (see Note

above)
A drawing created A draw tool or a Chapter 11, “Drawing”
with Clarisimpact shape ool from the chapter 12, “Working with objects”
drawing tools corresponding palette
A picture from The Clipboard or “Placing a document” on page 2-10
another program Scrapbook or the

Place command from
the File menu

Illustrations can appear anywhere on your slide.

¢ lip Place graphics that you want to appear on each slide on the master slide.



Once you have a model or graphic on your slide, you can transform it in a
number of ways including flipping, rotating, duplicating, and resizing. You can
also use the program’s smart alignment controls and powerful library feature.
See chapter 12, “Working with objects,” for more information.

Several ClarisImpact text features are especially helpful in a presentation
document. Use the following table to help you find information.

For information about See

Checking your spelling “Using the spelling checker™ on page 13-24
Looking up a synonym “Finding synonyms" on page 13-30
Creating custom text styles accessible “Using custom text styles” on page 13-34

from the text styles control in the style bar

Using an automatically-updated “Using footnotes™ on page 13-57
sequential slide number on each slide

Using linked text frames to create a “Linking text frames” on page 13-10
two-column text frame or outline on a slide

Placing electronic “notes™ as reminders, “Working with notes™ on page 13-5
comments, or speaker’s notes in your
presentation

Using a QuickTime movie in a slide show

You can include QuickTime movies in a slide show and play them as part of
the show. Add a QuickTime movie to a slide by placing or pasting it like any
other object. (For more information on importing items, see “Importing.
placing, and exporting documents™ on page 2-8.)

For details on using QuickTime movies in ClarisImpact documents, see
appendix A, “Working with QuickTime movies.” For information about
viewing options for QuickTime movies in a slide show, see “Setting the slide
show options™ on page 14-31.
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Using the Slide Manager

Using the Slide Manager, you can rename, reorder, and control how the slides
in your presentation are shown, in addition to creating and deleting slides. To
access the Slide Manager, choose Slide Manager from the View menu or click the
slide indicator and choose Slide Manager from the pop-up menu.

Example slide list —
siide Monager |
My notes [] = Hidden
. Title slide [ @ Transparent
Current slide ~ Agenda | [ = ignore Background
New Staff !
: Occupancy - slide 1 Create Slide
Selecled 5I|de Occupancy - slide 2 @ Delete Slide
Lobby renovation -
s aren l@ (cancer)
showing examples —————

You see the Slide Manager dialog box with a list of the slides in your
presentation. The slide currently on your screen is marked with a checkmark.
On the right side of the slide list is a status area showing which options are in
effect for each slide.

You can select several consecutive slides to work on by Shift-clicking in the
slide list, or you can select non-consecutive slides by Command-clicking. On
the right are buttons to create slides in or delete slides from your presentation.

Other functions you can control with the Slide Manager are described in the
following sections.
Renaming a slide
1. Ifyou haven't already, choose Slide Manager from the View menu.
2. Select the slide you want o rename in the slide list.
The selected slide is highlighted and you see its label in the Name box.
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3. Type the new name.

Slide Manager

Slide 2
Slide 3
Slide 4
Slide 5
Slide 6
Slide 7

Name [Title slide] |

The slide’s name is replaced in the slide list as you type. The new name
also appears in the slide indicator in the document window when that
slide is current.

Arranging the slide order
1. Ifyou haven't already, choose Skide Manager from the View menu.
2. Inthe slide list, place the pointer over the name of the slide you want to reorder.

The pointer changes to a double arrow when it is in the correct position for
reordering slides.

3. Drag the slide to a new position.

Title slide
Slide 4 =&
Slide 2
Slide 3
Slide 5
Slide 6
Slide 7

Double arrow pointer

Dragging the slide up makes it appear earlier in the presentation; dragging
it down makes it appear later. Reordering a slide affects its position not only
in the slide show but also in your presentation document.
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Hiding slides

Click here o assign the

You can omit selected slides from your presentation by selecting the Hidden
checkbox in the Slide Manager dialog box. A hidden slide is not accessible in
your presentation document as you work on it; nor does it appear in an onscreen

slide show or print when you produce your presentation.

To use the hidden option:

1. If you haven't already, choose Slide Manager from the View menu.

2. (Click the slide or slides that you want fo hide.

Use Shift-clicking (to select consecutive slides) and Command-clicking (to
select non-consecutive slides).

Hidden option to this slide.

Your pointer looks like
the hidden icon when
you're in the right spot.

3. (Click Hidden.
Hidden checkbox
selected for slide 4
slide Manager -
Slide 1 [ = Hidden
Slide 2 i [] @ Transparent
Slide 3 : [ = Ignere Background
Side 5
stide 7 ; Delete Slide
)

Hidden icon

The hidden icon appears in the status area to the right of the slide label.

¢ Tip Use Hidden to include speaker’s notes in your presentation. Set up your
document so every other page is a slide and the alternating pages are your
notes. As you work, your notes are interspersed with the slides: when you
print a copy to present from, your notes are collated. Before you print or
image your presentation, or show your presentation to an audience, use

Hidden to omit the note pages.

Layering slides

You can layer slides to reveal information piece by piece on successive slides:
this can be useful in showing a progression of steps across a number of slides,
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Select the Transparent checkbox in the Slide Manager dialog box to make a
slide’s background clear—a transparent slide is layered with all transparent
slides immediately preceding it in the slide list. The contents of the first slide
without Transparent applied appears on each transparent slide.

1.Actual 01-03 incomt I
2.Estimated 04 incom @
3.Projected 01-04 @

3

Use the Transparent option to
“layer" slides in your presentation

Layering illustrates procedural steps or consecutive

events across a number of slides

+ Note The Progressive Builds option in the Slide Show dialog box is similar to
Transparent but is used in a different circumstance. If your presentation is
viewed onscreen, use Progressive Builds on a slide to cause each bullet point
in the body outline to appear in succession as you advance the slide show.
See “Setting the slide show options™ on page 14-31 for details.

+ Assign Transparent in the same way you did Hidden: select the slide or slides
that you want to make transparent and then click the Transparent checkbox.

Transparent checkbox
selected for slide 4
Slide Manager
Slide 1 i hix ri'] i1 Hidden

Click here fo assign the
Transparent option fo this
slide. Your pointer looks like
the fransparent icon when
you're in the right spot.

Slide 2 Ta
slide 3

@ Transparent
[ x Ignore Background

Slide 4

Slide 5
slide 6 | .
Slide 7 3]

Name |8

Create Slide
Delete Siide

Making presentations
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The transparent icon appears in the status area to the right of the slide label.

¢ Tip If you are using a master slide, the graphical content of the master slide
always shows on transparent slides. 1f you do not want the graphical
content of the master slide to show on your transparent slide, select
Ignore Background (sce “Ignoring the master slide background” on
page 14-30) along with Transparent.

gnoring the master slide background

Click here to ossign the-
Ignore Background option to
this slide. Your pointer looks
like the ignore background
icon when you're in the
right spot.

14-30

You can specify that a slide ignore any graphic or static text (lext not in a
placeholder) on the master slide by using the Ignore Background option.

You might use this option on the title slide of your presentation where you want a
slightly different look, or for speaker’s notes (see previous tip in “Hiding slides™ on
page 14-28). This command’s function is similar to the Hide Background command
discussed earlier (see “Hiding and showing the master slide background™ on
page 14-12), but you set this option on a slide-by-slide basis.

+  Assign Ignore Background in the same way you did Hidden: select the slide
or slides that you want to omit from the slide show and then click the

Ignore Background checkbox.

Ignore Background checkbox
selected for slide 4

Slide Mb_ligel'_ o

Shide 1 % |4 [0 1 Hidden
Slide 2 : =| [[] @ Transparent
Slide 3 | | [ x Ignore Background

Ignore background icon

Shide 7 i -

The ignore background icon appears in the status area to the right of the
slide label.



Viewing your presentation onscreen

Once you have created the slides for your presentation, you can use your
computer as a slide projector to view it.

Setting the slide show options
When you run a slide show in Clarisimpact, you can set up a custom
combination of special effects for the show.
To set slide viewing options:
1. Choose Skide Show from the View menu.
You see the Slide Show dialog box.

Slide Show

-Slide Options - —— —_—
EIFit to Window [ Fade
[ Center DLnup

[ show Pointer [§ | [@ Click Exits Last Stide | |
[ Progressive Builds
Slide - [ Advance Every

Border ]  [EW seconds

rQuickTime Options ——————— —

[J Auto Play O Complete Play
[ simultaneous Before Advancing
Press ‘0’ to

end show. Done | I:Bm:ell i Start l

2. Select the Slide Options you want fo use.

Pointer pop-up menu

~Slide Options

B Fit to Window Fade
[ Center [ Loop
[ Show Pointer [ Click Exits Last Slide

[]Progressive Builds |
slide [ Rdvance Every |

Border Seconds |

Pop-up calor palettes

14-31
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To set and change slide show options refer to the following table.

Use this slide option

For effect

Fit to Window

Resizes the slide to best fit on the screen while maintaining its
aspect ratio (the ratio of its width to its height)

Center

b

Shows the slide in the middle of the screen. If Center is not selected
and the slide size is smaller than your screen, the slide shows at the
upper-left corner of the screen.

- Show Pointer
®
ad

Causes the pointer to be visible during the slide show, ClarisImpact
offers vou a variety of different styles from the pointer pop-up
menu. You can draw attention to areas on the slide during your
presentation by moving the pointer with the mouse.

G , Fade

A special effect that makes one slide dissolve into darkness and the
next slide illuminate gradually

Pointer pop-up menu Loop

Causes the slide show to run continuously until you tell it to stop.
When Clarislmpact gets to the last slide, it starts again at the first.

Click Exits Last Slide

Exits you from the slide show at the last slide with a click. Without
this option, you must press the “q” key, Command-period. Clear,
or Esc to exit.

Progressive Builds

Causes each bullet in an outline model to appear in succession as
you advance the slide show, each “building” on the previous bullet.
(This option is similar to the Transparent option set in the Slide
Manager, but differs in that this command affects only one shde
and that slide must have a multiple-bullet outline.)

Advance Every...

Paces the slide show at preset increments of 5 seconds for each
slide, or at the number of seconds that you set. If Advance Every 15
not selected, you must advance each slide manually. (For more
information on advancing slides manually, see “Showing your
slides onscreen’ on page 14-35.)
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Use the Progressive Build
opfion in a slide show that
contains slides with multiple
bullet points

Slide color

When you show the presentafion onscreen, each bullet
point appears in succession as you advance the slide show

3. Set the color of the slide background and the border.

If your slides have no background color already, you can apply one by
choosing a color from the Slide color palette.

¢ Note Changing the slide color here affects only the slide show. If you

want to change the slide background in your presentation, use a filled
rectangle on the master slide. See “Editing the master slide™ on
page 14-11 for more information.

It your slides are not sized for your screen and you have not selected the
Fit to Window option, you can change the border color behind the slides
from the preset black to another color by choosing a color from the Border
color palette.

Border color
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4. If you've used a QuickTime movie, select the QuickTime options you want fo use. (The

QuickTime options are dimmed if the QuickTime extension is not installed.)

~OuickTime Options -
[ Ruto Play O Complete Play
[C] Simultaneous Before Advancing I

For details on using QuickTime Movies in ClarisImpact, see appendix A,
“Working with QuickTime movies.”

+ Note In a slide show, a movie starts playing from where it left off the last

time it was played.

Use this QuickTime opfion For effect

Auto Play Plays the movie automatically when the slide on which the

movie is placed appears. If there is more than one movie on a
slide, movies play in the order of their objects, from back o
front. If Auto Play is not selected, you must manually click the
movie to play it.

Simultaneous Plays all movies at the same time il there is more than one

movie on a slide. (Auto Play must be selected before this
option is available.)

Complete Play Sets the slide show to finish playing a movie before advancing
Before Advancing to the next slide, even if slides are set to advance automatically

and the movie takes longer than the advance time. If there is
more than one movie on the slide, Clarisimpact does not
advance to the next slide until the last movie is finished. (Both
Advance Every and Auto Play must be selected before this
option is available.)

+ Tip To pause a movie that is playing in a slide show or start a movie that is

paused, click the movie (or press Command or Option and click anywhere
on the screen).

5. To show the slide show, click Start.

Done saves the slide show settings and closes the dialog box while Cancel
cancels all selections.

For more information on running and stopping a slide show, sce the
next section.



Showing your slides onscreen

;iide show ton.;rol

Once you have the slide show set up the way you want it, you can run the slide
show on your computer monitor. (If your computer has more than one monitor,
the slide show runs on the main monitor.) You can stop the slide show at any
time.

¢ Tip To start the slide show immediately and skip the Slide Show dialog
box, click the slide show control in the upper right of the document window
on the style bar. ClarisImpact runs the slide show using the last set of
options saved in the Slide Show dialog box.

To run a slide show:
1. Choose Skide Show from the View menu (if you haven't already).
You see the Slide Show dialog box (shown earlier).

2. If you haven't already, set options for the slide show.

For more information, see the previous section, “Setting the slide show
options.”

3. Click Start to begin the show.

The slide show begins. If you set the slides to advance automatically,
ClarisImpact shows each slide in succession until it reaches the last slide.

Use the following methods to run a slide show manually once it has started:

To Do this

Advance 1o the next slide

Click the mouse button or
press Right Arrow, Down Arrow, Page
Down, Return, Tab, or the Space bar.

Back up 1o the previous slide Press Left Arrow, Up Arrow, Page Up,
Shift-Return, Shift-Tab, or Shift-Space

bar.

Advance to the end of the slide show

Press the End key.

Back up to the beginning of the slide show

Press the Home key.

Play, pause, or resume a QuickTime movie

Click the movie (or Command-click or
Option-click anywhere on the screen).

Stop playing a QuickTime movie

Click the movie again.

Stop the slide show

Press the “q” key, Command-pertod,
Clear, or Esc.

Making presentations
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4. Tostop the slide show, press the “q" key, Command-period, Clear, or Esc.

ClarisImpact stops the slide show and returns you to the Slide Show dialog
box (or to the document, if you used the slide show control).

5. From the Slide Show dialog box, dick Done or Cancel.

Done saves the slide show settings and closes the dialog box while Cancel
cancels all selections.

Producing your presentation
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Once you compose your presentation, you can choose from several different
output options for your slides. You can also print handouts, which are printed
pages containing miniature representations of each slide in your presentation.
Handouts help the audience follow your presentation as well as serving as a
convenient note-taking device.

Printing your presentations on paper

You can print your presentation using a color or black-and-white printer to
proof an onscreen or film presentation, or as final output for a flipchart
presentation or overhead transparencies.

To print your presentation, choose Print from the File menu. For general
instructions on how to print in ClarisImpact, see “Printing your work” on
page 2-7. The following print options (that appear in the Print dialog box) are
available to you when printing a presentation document.

Order: [ Reverse Order Printing

Presentation: @ Print Slides ) Print Handouts () Print Both
[ Fit Slide To Page
Handouts

B

[ :
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Use this option To do this

Reverse Order Printing Prints your presentation in reverse order with the last slide

first. Always use this option when printing transparencies
with the straight paper path option on your laser printer (if

available).
Print Slides Prints only the slides in your presentation (no handouts)
Print Handouts Prints nn!f the handouts in your presentation (no slides)
Print Both Prints both the slides and handouts
Fit Slide To Page Resizes the slide to best fit the paper size while maintaining

its aspect ratio (the ratio of its width to its height)

Handouts: Slides per page Prints either 2, 3. 4, or 6 miniature slide representations per

page on each handout page

+ Note Because the images from your transparencies are enlarged when using

an overhead projector, crisp text and graphics are especially important. If
possible, use a high-resolution printer to print your overheads and print
directly to transparencies. (Using a copying machine to create transparencies
from original paper printouts may cause you to lose sharpness in your images.)

Important If you do choose to print your slides directly to transparencies,
use only transparencies recommended for your specific printer.

Imaging your presentations fo film

You can use ClarisImpact with an in-house film recorder or send your files
to a slide service bureau to get full-color 35-mm slides. There are some
considerations you should be aware of when preparing your presentation
document for imaging:

Make sure your slides are sized correctly. You must not only select the
correct layout option in Clarismpact (see “Choosing a medium for your
output” on page 14-13). but you must also select the imaging device’s
printing driver in the Chooser. If you are converting a presentation from an
onscreen slide show or printed overheads to slides, objects on the slides
may shift. Carefully inspect each slide and rearrange text frames and
graphics as necessary,
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Imaging your presentation to a film recorder (either on your own or through a
slide service bureau) uses different technologies than printing to a traditional
printer. Colors may change slightly: fonts may not print as you expect. Be sure
to read the film recorder documentation or any information provided by your
service bureau before you begin composing your presentation. Contact the
service bureau and ask for a test run, or produce a test slide with your in-house
film recorder.

Note Make sure you have turned off the handout printing option if you are
imaging your presentation to film.

Using a desktop film recorder

Frequently, you will use the Print command as you normally do after selecting
the film recorder’s driver in the Chooser. However, all recorders are different.
Read the documentation that came with your film recorder for instructions on
how to use it.

Note The slide size required for 35-mm slides may vary with different film
recorders. Verify that the slide dimensions specified in the documentation
that came with your film recorder match the dimensions in the Document
Layout dialog box. You may need to use a custom slide size to accommodate
your recorder.

Using a slide service bureau

Before you begin composing, contact a slide service bureau in your area for
instructions on how to prepare files for imaging. They may be able to work
directly with your Clarislmpact file or they may instruct you to print to a file
using a Chooser driver they provide.
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Appendix A

Working with QuickTime movies

A2

This appendix contains information on creating and working with
QuickTime movies.

If you've installed QuickTime and use System 6.0.7 or later, you can bring
QuickTime movies into a ClarisImpact document and play them onscreen.
QuickTime is an extension to your system software that makes it possible to
play movies on your Macintosh. A movie 1s a special kind of object that
contains a series of video images with sound. Playing a QuickTime movie is
similar to playing a VCR (video cassette recorder) tape and waltching it on a
television monitor.

You can play movies in any ClarisImpact document type. You can also
manipulate movies as objects. However. if you rotate or flip a movie, the
orientation of the picture stays the same.



Preparing to use movies

You can play QuickTime movies in a Clarislmpact document under

System 6.0.7 or later, or System 7. Before you use a QuickTime movie in a
ClarisImpact document, be sure that you’ve installed the QuickTime System
Extension. (For more information on installing QuickTime, see your
QuickTime documentation.)

You also need the QuickTime Movie XTND translator that comes with
ClarisImpact. If you did a normal installation, Clarisimpact placed the file in
the Claris Translators folder— inside the Claris folder in your System Folder.
For more information about translators, see “Importing, placing, and exporting
documents™ on page 2-8. For more information about installing translators, see
the installation instructions in Getting Started.

+ Note If QuickTime is not installed and you add a movie to your document,
QuickTime movies won’t be avialible in the Open or Place dialog boxes.

Adding a movie to a document

You must add a movie to a document before you can play it. Adding a movie
is similar to adding a picture,

You can add a movie to a document in the following ways:

m Importing—Use the Import command to import a movie; ClarisImpact
creates a draw document and places the movie in that document.

s Placing—Use the Place command to place the movie in the current
document, For more information on importing or placing, see “Importing,
placing, and exporting documents” on page 2-8.

m  Pasting—Copy the movie to the Clipboard in another application and use
the Paste command to paste the movie from the Clipboard to the document.

®  Subscribing—Subscribe to a document that contains a QuickTime
movie using System 7 Publish & Subscribe. For more information about
working with Publish & Subscribe, see appendix B, “Using System 7
Publish & Subscribe.”
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Handle

Control badge

When you add a movie using any of these methods, you put an alias in the
current document that points to the location of the QuickTime file—you do not
place the actual movie in your document. If you add a movie to a document and
then move the document to another machine, you see an error message and
can’t play the movie. You can play the movie again if you move the document
back to the original machine.

When you add a movie to a document, you see the movie object with a control
badge in the lower-left corner. If you click the control badge, you see the movie
control bar with options for playing the movie. To select a movie, click the
object that represents the movie. When the movie object is selected, you see
handles on its corners and you can manipulate the movie like an object. For
more information on the movie control bar, see “Playing movies™ on page A-5.

i ﬁﬁsﬁ.ﬂ’ftm- #

Changing the movie playback setting

A4

In Clarislmpact, QuickTime movies are preset to play through once and then

stop. You can also set movies to loop, or play continuously until you ask them
to stop. You can change how the movie plays with the Loop Playback setting in

the Graphics panel of the Preferences dialog box.

To change the playback setting:

1. Choose Preferences from the Layout menu, and then click the Graphics icon in the Preferences
dialog box.

You see the Loop Playback option on the bottom of the Graphics panel of the
Preferences dialog box.



2. (lick Loop Playback to change the setiing.

For this option Do this

Play movies continuously until you Select Loop Playback in the Graphics panel of
stop them by clicking the Stop button the Preferences dialog box.

Play movies from beginning to end and Deselect Loop Playback.

then have them stop

3. When you are finished, click OK.
Playing movies

You can play a QuickTime movie from beginning to end and control its
sound volume using the movie control bar. The movie control bar is not
available when the movie has been pasted or inserted as an inline character in
a report document or text frame.
From beginning fo end
To play a movie from beginning to end:
ﬁ 1. Click the control badge on the movie's objedt.

You see the movie control bar.

Play/Stop button  Play bar

Volume control—dlick PT | |)|
b o vl |
level you want Forward/reverse slider Step (forward and reverse) buttons
2. (Click the play button.
When the movie starts, the play button changes to stop.
m 3. Ifyou want fo stop the movie while it's playing, click the stop button.

¢ Tip You can also play a movie by double-clicking a movie object. (This
method is the only way to play a movie that has been pasted or inserted as
an inline character in a report or text frame.) To stop playing, click the
movie object once.
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In segments

You can step through a movie segment by segment, forward or backward. The
movie plays silently when you play it using this method.

To step through the movie segment by segment:

1. If the movie's control bar is not showing, click the control badge on the movie's object.

2. Click one of the step buttons for the direction in which you want fo play the movie.

The movie advances or moves backward one frame for each mouse click.
Press a step button and hold it down to advance more than one frame at a
time without sound.

Fast forward/reverse

If a movie is long and you don’t want to see the whole thing, you can fast
forward or rewind the movie to the point where you want to view it.

To do this, drag the forward/reverse slider right or left or click the play bar to
the right or left of the slider. To go directly to the beginning or the end of a
movie, press the Option key and then click the step (forward and

reverse) buttons.

At different rates of speed

You can play a movie in fast or slow motion. To do so, press Control and hold
down one of the step buttons in the movie control bar. You see a speed bar.

Starting point

DOE=]==C
|Speec|hnr

Drag to the right of the starting point on the speed bar to play the movie
forward. Drag to the left of the starting point to play the movie backward. The
farther you drag in either direction, the faster the movie plays.

¢ Tip You can also play a movie in fast motion by pressing Control and
holding down one of the step buttons in the movie control bar.



Edifing a movie
You can make simple editing changes to a movie such as cutting, copying,
pasting, or deleting parts of it.

To edit a movie:

1. If the movie control bar is not showing, click the control badge on the movie's object.
2. Select the part you want to cut, copy, or delete.

To make a selection, press Shift while clicking the play bar, the play button,
or one of the step buttons.

3. Make the editing change you want.

For this option Do this

Copy Press Command-C.

Cut Press Command-X.

Delete Press the Delete or Backspace key.
Paste Press Command-V.

Undo Press Command-7.,

Manipulating movies

You can manipulate a QuickTime movie as you do other ClarisImpact objects.
When you do this, you can create additional movies by duplicating a movie.
You can also cut or copy the movie and paste it as an object in the document.

To manipulate a movie:
1. Click the movie fo select it.

You see object selection handles on the corners of the movie object.
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2. Choose an option for the movie.

For this option

Do this

Copy Choose Copy from the Edit menu,

Cut Choose Cut from the Edit menu.

Delete Choose Clear in the Edit menu.

Duplicate Choose Duplicate in the Edit menu. You can also
Option-click the movie or press Command-D
while dragging.

Pasle After copying or cutting a movie, position the

pointer and choose Paste from the Edit menu,

Stop a continuous loop

Deselect Loop Playback in the Graphics panel of
the Preferences dialog box (Layout menu).

Undo

Choose Undo from the Edit menu.

For more information about manipulating objects, see chapter 12,

“Working with objects.”
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Appendix B

Using System 7 Publish & Subscribe

B-2

This appendix contains information on using Macintosh System 7 Publish &

Subscribe, which makes it easy to share information with other documents and
applications. You must be running System 7 to take full advantage of Publish
& Subscribe. If you are running System 6, you can use the shared data but you
cannot send and receive updates automatically.



Understanding Publish & Subscribe basics

Think of Publish & Subscribe as a “live” copy-and-paste of information from
one document or application to another. When you use Publish & Subscribe,
the information is in three places:

m The publisher is part of a document that is a source of data.

= The edition is a separate file that contains a copy of the information
identified by the publisher. The edition is linked to the publisher, and you
can set it to update automatically when you save the publisher.

w The subscriber is information in another document that is linked to the
edition. The subscriber contains a copy of the edition’s contents, and you
can set it to update automatically whenever the edition changes. Typically
a subscriber is used for viewing data from another document, but you can
also edit the subscribed data.

rarame 7 n .
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Lorem Ipacm

J ClarisImpact Edition

Publisher Edition Subscriber

Publishers and subscribers are linked by the edition file. The link is maintained
even if any of the files involved are moved, renamed, or closed.
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You can have any number and combination of publishers and subscribers in
a document. For example, you can publish a chart from a document for a
colleague to use in a report document, and have the published chart’s edition
file update whenever you change data in your chart. At the same time, you
can subscribe to your colleague’s analysis of the data in a text frame of the
drawing document where you originally created the chart.

Publishing a chart in o ]
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¢ Important You must be using System 7 to set up publishers and subscribers.
Once the links are established, you can use documents with publishers and
subscribers in System 6—but those publishers and subscribers cannot be
automatically updated.
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Deciding what fo publish or subscribe to

The type of information you select to publish determines how it is stored in
the edition file and how you can use it in other documents. For example, when
you publish text or table data, it is saved in the edition in text and tab-delimited
formats to accommodate the different types of documents or applications that
might subscribe. When you publish a drawn object or a chart, it is saved only
in PICT format.

Similarly, when you subscribe to an edition, the edition must contain data that
the subseriber’s document type or application can accept. If you subscribe to
editions from other applications, the information is in PICT format.

Publishers and subscribers are surrounded by a thick gray border so you can
distinguish them from other information in your document. You can hide this
border using the procedures in “Displaying publishers and subscribers™ on
page B-12.
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A publisher's border behaves differently, depending on the kind of information
you publish. When you publish text or table data, the border is “tied” to the
data it surrounds. When you publish a drawn object or a chart, the border is
an independent boundary that you can move and resize—whatever falls
within the boundary determines the contents of the edition file.

ClarisImpact also considers the arrangement and appearance of information
when it updates editions and subscribers. For example, if you sort data in
published table cells, the edition and its subscribers update to use the

new order.
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Publishing information from a document

Publishing information from a document defines part of your document as the
publisher and saves a copy of it in a separate edition file. You can publish any
object in a document, even a subscribed object.

You can modify the original information in the publisher and determine when
the edition is updated with your changes. You must be using System 7 to define
publishers and update editions, but System 7 is not required to modify data that
has been published.

Defining a publisher

Preview area shows the
publisher's confents

B-6

To define a publisher:
1. Select the material you want to publish.
You can select text, drawn objects, cells, charts, and so on.

2. Choose Publishing from the Edit menu and Create Publisher from the submenu.
You see the Publisher dialog box.

Preview [ Desktop « == Hard Disk
CL
T Trash
New [T
Name of new edition:
| tEditien] ~| -

3. Open the folder you want to keep the edition file in.

You can use the scrolling list, the pop-up menu above the list, and the Eject
and Desktop buttons to find a location for the file.

4. Type a name for the edition file in the text box.

New editions have the preset name ClarisImpact Edition and a number.



5. Click Publish.

ClarisImpact creates a new edition file with a copy of the information you
selected. Your selection becomes a publisher and is surrounded by a border.
(For more information about the appearance of the publisher, see “Deciding
what to publish or subscribe to” on page B-5.)

Modifying a publisher
You can modify a publisher as you would any other information in

ClarisImpact, and the changes are sent to the edition the next time it is updated
(unless you are running System 6). Note that a few special conditions apply:

= If you delete tabular data from a publisher, blank cells show in the edition
in place of the data.

= If you open a file under System 6, an edition is not updated when you
modify its associated publisher.

Updating an edition
In System 7, you can set whether an edition is updated when you save the

source file (preset) or only when you request an update. To do this, you use the
Publisher Options dialog box. In System 6, you cannot update editions.

» Tip You can open the Publisher Options dialog box by double-clicking the
border of the publisher.

To set update options in System 7:
1. Select the publisher.

If the publisher is text or table cells, you can click anywhere inside the
published area. If the publisher is an object, select the gray border that
surrounds it.

If you select something that is part of more than one publisher, you can set
the options for the first publisher defined from that data or object.
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2. Choose Publishing from the Edit menu and Publisher Options from the submenu.
You see the Publisher Options dialog box.

Publisher to:

-~ Send Editions:-— ..

- | Cancel Publisher
@® On Save i
O Manually Send Edition Now | -

. Latest Edition: Friday , August 6, 1993 2.03 .27 PM

- ]

You can click the edition name to see a pop-up menu showing the folders
and disk that edition is in.

3. In the Send Editions area, set how you want the edition fo be updated.

On Save sends changes every time you save the source document. Manually
sends changes only when you click Send Edition Now.

Latest Edition shows when the edition was last updated. If you select Manually,
you also see when you last edited the publisher.

4. Click OK.

To update an edition manually, select the publisher, choose Publisher Options
from the Publishing submenu, and click Send Edition Now.

Canceling a publisher

You cancel a publisher by deleting the link to its edition. Canceling a publisher
does not affect the edition file or its subscribers, but you can no longer send
updates. You must be running System 7 to cancel a publisher.

To cancel a publisher:

1. Select the publisher.

If the publisher consists of text or table cells. you can click anywhere inside
the published information. If the publisher is an object, select the gray
border that surrounds it.

If you select something that is part of more than one publisher. you can set
options for the first publisher defined from the selected information.



2. Choose Publishing from the Edit menu and Publisher Options from the submenu.
You see the Publisher Options dialog box.
In System 7, the dialog box looks like the one shown in the previous
section, “Updating an edition.”

3. (lick Concel Publisher.

o Important Canceling a publisher is not final until you save the source
document. If you cancel and then change your mind before saving (and you
saved the document after defining the publisher). you can close without
saving or choose Revert to Saved from the File menu to re-establish the link.

Canceling a publisher does not remove the edition. To remove the edition, drag
it to the Trash from the Macintosh desktop.

Subscribing to information in a document

Subscribing to information in a document defines part of your document as the
subscriber, and the system pastes a copy of the editjon there.

You can modify the subscriber and determine when it is updated with changes
to the edition. You must be using System 7 to set up and update subscribers,
but System 7 is not required to modify them.

Setfing up a subscriber
You can set up any information as a subscriber. If you subscribe to cells in a
table, be sure you select a range of cells large enough to hold the subscriber.
ClarisImpact subscribes to the entire edition, regardless of its size. If you select
a range for the subscriber that is smaller than the amount of data in the edition
you are subscribing to, the additional data replaces the contents of cells
adjacent to the subscriber in the spreadsheet.

To subscribe to an edition:
1. Select an area where you want to place the subscriber.

2. Depending on your needs, select fext, table cells, or objects. If you don't choose a location,
Clarismpact centers the subscriber on the page.
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3. Choose Publishing from the Edit menu and Subscribe To from the submenu.

You see the Subscribe To dialog box.

Preview | = Hard Disk

‘ T Trash fesktop
I i Subscribe i

2K a8/6/93 Label: Nore

4. Select the edition you want from the scrolling list.

You can use the scrolling list, the pop-up menu above the list, and the Eject
and Desktop buttons to locate the document. Refer to the documentation that
came with your Macintosh if you need help.

5. Click Subscribe, or double-click the edifion name.

You see a copy of the edition in the subscriber.

Updating and modifying a subscriber
In System 7, you can update a subscriber whenever the edition changes or only

when you request an update. In System 6. editions are not updated.

ClarisImpact is preset to protect text subscribers from modification. If you want
to edit a text subscriber, you can remove this protection. You can edit text
subscribers in System 7 and in System 6.

¢ Tip you can open the Subscriber Options dialog box by double-clicking the
border of the subscriber.

To set options for updating and modifying:

1. Select the subscriber.

If the subscriber is text or table cells, click anywhere inside the subscriber's
border to select it. If the subscriber is a chart or a drawn object, click the
object to select it.
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2. Choose Publishing from the Edit menu and Subscriber Options from the submenu.

You see the Subscriber Options dialog box. In System 7. the dialog box
looks like this:

Getl Editions: e S —— - mél T
® Automalically e
) Manuall Get Edition Now | Open Publisher |
4 LR i B
Latast Edition: Friday, August 6, 1993 24029 PM |

[ Allow Modification

If you are setting options for a drawn object, the dialog box does not include

an Allow Modification option.
You can click the edition name to see a pop-up menu showing the folders
and disk that the edition is in.

3. If you're using System 7, select Automatically or Manually in the Get Editions area.
Automatically updates the subscriber as soon as the edition changes. Manually
updates the subscriber only when you click Get Edition Now.

The Latest Edition date and time show when the edition was last updated.
If you select Manually, you see a second time and date that show when you
last updated the subscriber.

4. 1f you want to edit the subscriber, select Allow Modification (except for drawn objects).

You must be running System 7 to select this option.

5. Click OK.

+ Important If you're using System 7, keep in mind that any changes you
make to a subscriber are temporary because they are replaced at the next
update. If you want to break the link and turn a subscriber into a permanent
editable part of the document, click Cancel Subscriber.

To update a subscriber manually, select the subscriber, choose Subsariber Options
from the Publishing submenu, and click Get Edition Now.
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[T you have access to the document that contains the edition’s publisher, you
can also make changes there (in System 7 only).

To modify a subscriber by changing its edition’s publisher:
1. Select the subscriber.
Choose Publishing from the Edit menu and Subsriber Options from the

submenu.

2. (lick Open Publisher.

You see the document and application from which the subscriber
was published. You can now modify the subscriber.

Canceling a subscriber

You cancel a subscriber by deleting its link to the edition. The most recent data
from the edition remains in the subscribing document as editable data or as an
object. You must be running System 7 to cancel a subscriber.

To cancel a subscriber:
1. Select the subscriber,
2. (hoose Publishing from the Edit menu and then Subscriber Options from the submenu.

You see the Subscriber Options dialog box.

3. (lick Cancel Subscriber.

+ Important Canceling a subscriber is not final until you save the subscribing
document. If you cancel and then change your mind before saving (and you
saved the document after subscribing), you can close without saving or
choose Revert to Saved from the File menu to re-establish the link.

Displaying publishers and subscribers

B-12

ClarisImpact is preset to identify all information that has been published or
subscribed to by surrounding it with a gray border. The border does not print.

If you don’t want borders to display around publishers and subscribers. choose
Publishing from the Edit menu and Hide Borders from the submenu. This command
alternates with Show Borders.
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% Done, in timelines .8-9
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choosing slide size 14-14
creating 14-7, 14-9
imaging 14-37
3D, in data charts 7-13,7-23
4-point star tool 11-9. 11-28
5-point star tool 11-9, 11-28
81-color palette 2-20
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Actual Finish, in timelines 8-9
Actual Start, in timelines 8-9
Add element controls

in flow charts 5-7

in organization charts 4-6
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SmartSize 12-9, 12-10

text 13-53, 13-55
Alignment

controls for 13-46

SmartAlign 12-9, 12-14

SmartSize 12-9,12-10
Anchor points
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Angles
limiting when drawing 2-18
ANSI symbol set 5-3
Apple menu 1-22
Application icon 2-2
Apply size, in organization
charts 4-17
Applying rulers 13-57
Arc tool 11-8
Arcs, drawing and filling 11-22
Area charts 7-3
Arranging windows 2-12
Arrow keys
moving objects with 12-7
navigating in text 13-14
Arrow pointer. See Pointers
Arrow tools 11-9
Arrow/dash control 11-17
Arrowhead styles 11-19



Arrows
adding to lines 11-19
arrow/dash palette 11-11
rotating 11-28
Ascending sort, in tables 6-16
ASCII format, saving as 2-10
Assistants, in organization
charts 4-3
Auto Number Footnotes 2-19
Autogrid 11-4

Automatic page numbers, dates,
times 13-22, 13-63

Axes, in data charts 7-3, 7-25

Backgrounds, in presentations. See
Master slides
Backslash, finding and
changing 13-22
Balloon Help, using with Help
system ]-21,1-24
Banner, in calendars
creating 10-7
described 10-3
moving 10-7

style 10-10
Bar charts

described 7-4

stacked 7-5
Bezigon tool 11-8
Bezigons

adding control handles 11-33
anchor points 11-33
reshaping 11-33
smoothing and
unsmoothing 11-34
Block arrow tool 11-9

Body placeholders. See
Placeholder frames

Bold text style 13-33

Borders
adding to cells 6-21
changing for objects 12-19

for publishers and
subscribers B-5
for text columns 13-42
specifying color for
cells 6-23
Breaks
column or page 13-40
described 13-40
formatting character
for 13-22
line 13-23
Brightness. in Color Editor 2-34
Bucket 11-10

Bulleted List topic labels, in
outlines 9-11

Business graphics, described 1-4

C

Calendars

See also Models
adding graphics and clip

art 10-17
adjacent days 10-10
applying element

styles 10-14
applying model styles 10-13
background 10-11, 10-18
banner styles 10-10
changing dates 10-12
changing styles 10-11
creating and changing

element styles 10-15
creating background

styles 10-18
creating banners 10-7
creating model styles 10-14
creating with model

styles 10-3
day number placement 10-10
described 10-2

element styles,
described 10-14

elements 10-11
entering events 10-6

filtering out settings for model
styles 10-13
formatting text 10-8
marking days 10-7
model styles,
described 10-12
monthly or yearly 10-4
settings 10-9
start date 10-4
weekday names 10-10
Capitalization, changing 13-33
Captions, attaching to
objects 12-20
Case
changing 13-31, 13-33
sensitivity, text search
by 13-20
Cells, in tables
adding borders to 6-21
address 6-3, 6-22
applying element styles
o 6-28
clearing contents of 6-9
cutting, copying, and pasting
data 6-9
described 6-3
filling automatically 6-11
formatting numbers, dates,
times in 6-12
formatting text 6-14
inserting and deleting
columns and rows 6-17
moving data 6-10
range of 6-3
resizing 6-19
selecting 6-8
sorting 6-15
specifying border color 6-23
summing data 6-9
wrapping text 6-14
Center control 11-16
Centering text 13-53
Centimeter, ruler setting 2-26
Changing formatting characters.
See Editing
Charts, in text 1-8



Charts. See Data charts; Flow
charts; Organization charts

Checklist topic labels, in
outlines 9-11

Chevron arrow tool 11-9

Chooser, driver for film
recorders 14-37

Circles, drawing 11-15, 11-22
Circular gradient type 2-35, 2-37
Claris 81-color palette 2-20
ClarisImpact
application icon 2-2
described 1-3
documents, described 1-10
Help system 1-21, 1-22, 1-23
Options file 2-27
starting the application 2-2
Clarisl mpact Styles folder 3-9,
3-11
ClarisWorks, importing data
from 6-24
Click for Body label. See
Placeholder frames
Click for Title label. See
Placeholder frames

Clipboard, checking contents
of 13-17

Closing
Balloon Help 1-24
documents 2-6
Help system 1-23
windows 2-6
Color Editor 2-33
Color palettes
editing 2-33
loading 2-31
saving 2-31
setting 2-31
switching 2-20
Colors
changing hue, saturation,
brightness 2-34
editing 2-33
for cell borders 6-23
in data charts 7-13, 7-20

in model styles 3-9
in presentations 14-33
in text, changing 13-33
in timelines 8-14
saving for palettes 2-31
setting for palettes 2-30
setting preferences for 2-20
Colors. troubleshooting. Se¢
“Troubleshooting™ in
ClarisImpact Help
Column breaks
adding and removing 13-40
described 13-40
finding and changing 13-21
formatting character
for 13-23
Column guide
column width 13-41
described 13-42
space between 13-41
Columns
setting number, in data
charts 7-12,7-13
setting width, in
timelines 8-17
Columns, in tables
changing size 6-19, 6-20
described 6-3
headings 6-22
inserting and deleting 6-17
setting width 6-6
Columns, text
adding and changing 13-41.
13-43
borders 13-42

breaks. setting and
removing 13-40

changing with the
mouse 13-42
character for break 13-23
space between 13-41, 13-43
variable width 13-45
Combination charts 7-28
Connector lines, drawing 11-29

Index

Connectors
changing angles, in flow
charts 5-13
changing the line extension
length 11-30
changing the style 11-31
described 4-3,5-3
determining attachment
points in organization
charts 4-30
drawing 11-29
right-angle 11-8
settings for flow charts 5-6,
5-15
settings for organization
charts 4-20
straight 11-8
Constraining
described 11-15
setting preferences for 2-18
Continue indicator 13-11
Control badge A-4, A-5
Control handles, adding 11-33
Copying
rulers 13-56
text 13-15,13-18
Corner size. changing 11-21
Cross tool 11-9, 11-28
Cube tool 11-9
Curly quotes. See Smart Quotes
Current Style Folder, setting 2-21
Cursor. See Pointers
Custom styles, for text
adding 13-35
applying 13-35
changing 13-33
defining 13-35
described 13-31, 13-34
modifying 13-36
removing 13-37

Custom styles. See Element styles;
Model styles

Customizing
ClarisImpact 2-27
documents 2-16

Cutting and pasting text 13-15, 13-17



D

Dashed lines
customizing 11-18
described 11-17
drawing 11-18
Dashes
changing style 11-12
palette for 11-11
selecting a pattern 11-17
Data charts
See also Models
axes 7-22,7-25
chart options 7-21
colorsin 7-13
columns and rows 7-12, 7-13
data entry keystrokes 7-17
data point symbols 7-30
data series 7-27
data tables 7-14
described 7-2
gallery settings 7-22
generating from tables 6-24
gridlines 7-26
labels 7-19
Legend & Title 7-22
logarithm scale 7-26
model bar 7-14
model style filters 7-39
Range 7-22,7-35
Series 7-22
shadows in 7-13

three-dimensional effects
in 7-13

titles 7-19

Data charts, types of
area 7-5
bar 7-4
combination 7-28
hi-low 7-9
line 7-6
pictogram 7-10, 7-32
pie 7-9

scatter 7-7
stacked area 7-6
stacked bar 7-5
stacked pictogram 7-10. 7-32
X-Y line and scatter 7-7
Data charts, working with
adding data series and
divisions 7-17
applying element styles 7-42
applying model styles 7-39
changing data series colors
and patterns 7-20
changing element styles 7-43
changing title and
legend 7-34
choosing a chart type 7-22
creating model styles 7-40
creating with custom
settings 7-12
creating with model
styles 7-11
deleting data series and
divisions 7-18
displaying data point
values 7-29

entering and editing
data 7-16

exploding pie slices 7-31
formatting text 7-20
importing data 7-19
restructuring 7-21
Data entry
in data charts 7-16
keystrokes for data
charts 7-17
keystrokes for tables 6-8
Data points, showing in data
charts 7-29
Data series, in data charts
adding to charts 7-17
changing colors and
patterns 7-20
deleting from charts 7-18
described 7-3

displaying columns or
rows 7-35

modifying 7-27
Data symbols, in data charts 7-30
Data tables, in data charts

hiding and showing 7-14

separating 7-15
Date formats

in tables 6-12

in timelines 8-17
Dates

automatic 13-63

entering in timelines 8-9

finding and changing 13-21

preset format 13-63

repeating on every

page 13-63

setting preferences for 2-20
Days per week, in timelines 8-16
Decimal places, in tables 6-14
Decrease-columns control 13-41
Decrease-spacing control 13-50
Defining Text Styles 13-35

Deleting, rows and columns in
tables 6-17

Descending sort, in tables 6-16

Diamond topic labels, in
outlines 9-11
Dictionaries
See also Spelling; Thesaurus
changing 13-28
closing 13-29
installing 13-26, 13-27
Main 13-26
User 13-26, 13-28
Directional gradient type 2-35,
2-36
Divisions in ruler 2-26
Divisions, in data charts
adding to charts 7-17
deleting from charts 7-18
described 7-3

Document layout, for
presentations. See Output medium

Document stationery 2-27



Documents
See also Files
changing preset values 2-23
closing 2-6
creating 2-2
creating stationery 2-28
customizing 2-16
drawing 11-2
exporting 2-8, 2-11
finding and changing

formatting

characters 13-21
text 13-19

importing 2-8, 2-10
inserting 2-10
margins 2-25
making templates 2-28
opening 2-4
placing 2-8
presentation 1-14
preset name 2-3
printing 2-8
reports 13-3
shortcuts for creating 2-3
stationery 2-27
viewing 2-14
zooming 2-15
Double-headed arrow tool 11-9
Dragging objects 12-6
Draw tools
described 1-18
eyedropper 1-18, 11-8
note 1-18,11-8
palette 11-8
Drawing
arcs 11-22
autogrid, using 11-5
circles 11-22
connector lines 11-29
crosses 11-28
dashed line 11-18
documents, uses for 1-11
eyedropper tool 11-8
filling objects 2-18
freehand objects 11-26
from center 11-16
from corner 11-16

graphics grid 11-4
graphics ruler, showing and
hiding 11-3

lines 11-16

ovals 11-21

pictures in report
documents 13-65

polygons 2-18, 11-22
selecting objects 2-18, 12-3
squares 11-20
stars 11-28

Drawing documents

autogrid, turning on or
off 11-5
described 11-2
graphics grid, hiding and
showing 11-4
graphics ruler, hiding and
showing 11-3
multiple pages 11-6
page breaks, showing 2-23
span across pages 11-6
uses for 1-11
Drop shadows, adding and
changing 11-12, 11-13
Duplicating objects 12-15
Duration, in timelines 8-4,8-6,8-9

E

Editable 256-color palette 2-20
Editing

changing formatting

characters 13-21, 13-23

colors 2-33

gradients 2-36

groups 12-5

patterns 2-34

text 13-15

User Dictionaries 13-29
Editions

described B-3

file B-3

preset name B-6

removing B-9

updating B-7

Index

Element style files

See also Master slide style
files; Model style files;
Model styles

location of 3-11
names of 3-11
Element styles
applying, general 3-10
described 3-10
Element styles, calendar
applying 10-14
creating and changing 10-15
creating background 10-18
Element styles, data chart 7-41
Element styles, flow chart 5-9
Element styles, organization chart
applying 4-6, 4-27
changing 4-28
Element styles, table 6-28
Element styles, timelines 8-20

Element styles, troubleshooting.
'See “Troubleshooting™ in
ClarisImpact Help

Elements, model. See Model
elements

Error messages. See
“Troubleshooting™ in
ClarisImpact Help

Events, in calendars

described 10-3
entering 10-6
moving 10-6

Excel. importing data from 6-23,
7-19

Exploding pie slices, in pie
charts 7-31

Exported file icon 2-11

Exporting

documents 2-11
files 2-8
graphics 2-21
text 2-21

Exporting, troubleshooting. See
“Troubleshooting™ in
ClarisImpact Help

Extension length, for lines 11-30

Eyedropper tool 1-18, 11-8, 12-18
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F

Families of model styles. See
Predefined styles

Feathered arrow tool 11-9
File formats, described 2-8
Files
See also Documents
exporting 2-11
importing 2-10
inserting 2-10
placing 2-10
Files, location of. See
“Troubleshooting ™ in
ClarisImpact Help
Files, model style. See Model style
files
Fill character, in text 13-54
Filling objects 2-18
Fills
See also Gradients: Patterns
changing 12-17, 12-18
changing styles 11-11
color and pattern 12-17
controls 1-19, 11-10
described 12-17
indicator 11-10
palettes 11-10
picking up 12-18
Film recorders 14-7, 14-9, 14-37
Filtering out settings. See Master
slide styles; Model styles
Filters 2-9
Finding
library objects 12-23
synonyms 13-30
text in Help system 1-21,
1-23
Finding and changing
formatting characters 13-21,
13-22, 13-24
text 13-19
First Weekday, in calendars 10-10

First-line indent marker 13-46,
13-47

Fixed page numbers 13-63

Flipping objects 12-16
Flow charts

See also Models

add element controls 5-7

adding symbols 5-7, 5-8

applying and changing
element styles 5-9

applying and creating model
styles 5-18

Arrange menu
commands 5-12

changing connector
settings 5-6, 5-15

changing symbol sets 5-10

changing symbols 5-9

choosing symbol sets 5-3,
5-4,5-6

creating and applying model
styles 5-17

creating model styles 5-18

creating with custom
settings 5-5

creating with model
styles 5-4

default spacing 5-14

described 5-2

entering and formatting
text 5-9

frame spacing 5-15

inserting and branching

symbols 5-8

model style filters 5-17

rearranging 5-11

symbols palette 5-7
Focus, for gradients 2-35
Foils. See Overhead transparencies
Fonts

changing 13-32

point size 13-32

preset 13-31
Footers

adding 13-62

date or time in 13-63

described 13-61

page numbers in 13-63

removing 13-62

Footnotes
adding 13-57
custom markers 13-58
deleting 13-60
inserting custom
characters 13-58
numbering
automatically 13-57
removing 13-60
setting preference for 2-19
setting starting number 13-59
Formatting characters
changing 13-22
deleting 13-24
described 13-23
entering 13-23
finding and changing 13-21,
13-22,13-24
hiding and showing 2-19
viewing 13-24
Formatting text, styling 13-31
Formulas, in tables 6-22
Forward/reverse slider A-3
Fractional Character Widths 2-19
Fractional zoom control 2-15,
2-16
Frame spacing
in flow charts 5-15
in organization charts 4-22
Frames, linked
adding 13-11
adding text to 13-12

combining with regular
frames 13-13

link indicator 13-11
Frames, text

adding 13-8

changing to outlines 13-9

combining with linked

frames 13-13

linking 13-10

removing 13-9



Freehand
drawing 11-26
filling 11-28
setting preferences for 2-18
smoothing 11-2
Freehand tool 11-8

G

Gallery
data charts 7-22
timelines 8-16
Glossary, in Help 1-21
Gradient Editor 2-36
Gradients
See also Fills; Patterns
changing 12-17
described 2-35
editing 2-36
focus 2-35
palette 11-10
setting preferences for 2-18
sweeps
angle for 2-35
circular 2-35, 2-37
directional 2-35,2-36
shape burst 2-35, 2-37
Graphics
See also Pictures
exporting 2-21
importing 2-9
preferences for 2-18
Graphics grid
aligning objects to 12-12
described 11-4
spacing 11-4
Graphics rulers 11-3
Grid display, in tables 6-6, 6-23
Gridlines
in data charts 7-26
in drawings 11-4
Grouping objects 12-4

H

Hairline 11-11
Handles

anchor points on
bezigons 11-33

described 11-14
Handouts, for presentations 14-36
Hanging indent 13-47
Harvard topic labels, in
outlines 9-11
Headers
adding 13-62
date or time in 13-63
described 13-61
page numbers in 13-63
removing 13-62
Height of objects, with
SmartSize 12-10
Help system
adding notes 1-23
Balloon Help 1-24
closing 1-23
glossary 1-21
keywords 1-21
navigating 1-22, 1-23
opening [-22
searching for text [-21, 1-23
using 1-22
using Balloon Help with 1-24

Hidden checkbox, in
presentations 14-28

Hiding
autogrid 11-5
formatting characters 2-19
graphics grid 11-4
graphics ruler 11-3
invisibles 2-19
margins 2-25
page breaks 2-23
page guides 2-25
slides, in presentations 14-28
Hi-low charts 7-9

Horizontal offset, for
shadows 11-13

Horizontal, in data charts 7-23

Index

Hours per day, in timelines 8-16
Hue, in Color Editor 2-34

I

lgnore Background checkbox, in
presentations [4-30

lustration. 13-21
Ilustrations. See Pictures
Importing
data to tables 6-23
files 2-8,2-10
graphics 2-9, 2-21
QuickTime movies A-3
text 2-21
to data charts 7-19
Importing, troubleshooting. See
“Troubleshooting™ in
ClarisImpact Help
Increase-columns control 13-41
Increase-spacing control 13-50
Indent markers 13-47
Indenting outline topics 9-13
Indenting text 13-47, 13-48
Inserting
documents 2-10
pictures in report
documents 13-66
QuickTime movies A-3
Inserting, rows and columns in
tables 6-17
Insertion point
described 13-13
moving within text 13-14
Installation, troubleshooting. See
“Troubleshooting™ in
ClarisImpact Help
Installing
dictionaries 13-26
master slide styles 14-6
User Dictionaries 13-28
Inverting patterns 2-35
Invisibles. See Formatting
characters
Irregular text wrapping 13-68
Ttalic text style 13-33



J

Justifying text 13-53

K

Keep tool 11-9
Keywords 1-21

L

Labels, in data charts 7-19
Latest Finish, in timelines 8-9
Layering slides, in
presentations 14-28
Layouts, in organization
charts 4-3
Leading 13-46
Left indent 13-47
Left indent marker 13-46, 13-47
Legal topic labels, in outlines 9-11
Legends, in data charts 7-34
Level Settings, in outlines 9-12
Levels. in organization charts 4-3,
4-17
Libraries
adding objects to 12-24
creating new 12-21
finding objects 12-23
naming objects 12-25
opening 12-22
saving 12-23
viewing 12-23
Library control 1-19
Library objects
See also Objects
adding 12-24
finding 12-23
naming 12-25
Line break 13-14, 13-23
Line charts 7-6
Line extension length
changing 11-31
described 11-30
Line spacing 13-50
Line tool 11-8

Lines
See also Pen
arrowheads. adding to 11-19
changing 12-19
customizing 11-18
dash pattern. selecting 11-17
dashed 11-17
drawing 11-16
extension length [1-30
formatting character for
break 13-23
Line-spacing indicator 13-46,
13-50
Link indicator 13-11
Linked frames
adding 13-10
combining with regular text
frames 13-13

in presentations 14-25
link indicator 13-11
Linked tasks, in timelines 8-10
Linking text 13-12
Loading color palettes 2-20

Loading files, troubleshooting. See
“Troubleshooting™ in
ClarisImpact Help

Locking
eyedropper tool 12-18
groups 12-6
objects 12-5
Logarithm scale, in data
charts 7-26
Loop Playback 2-19, A-4
Loop, stopping continuous A-4
Lowercase text 13-31, 13-33

M

MacDraw Pro
sharing palettes with 2-30
using palettes from 2-20
Managers. in organization
charts 4-3
Margins
changing 2-23

described 2-23, 13-38

in documents 2-25

printing 2-25

showing and hiding 2-25
Marking days in calendars 10-7
Master slide style files

See also Element style files;
Model style files:
Presentations

managing 14-6, 14-20

Master slide styles

See also Master slides; Model
style files; Presentations;
Styles

applying 14-17, 14-19

creating 14-19

creating a presentation
with 14-6

deleting 14-20

described 3-7, 14-4, 14-16

filtering out settings 14-18

formatting settings in 14-10.
14-18

installing 14-6

renaming 14-20

saving 14-19

sets of, for slide sizes 14-17,
14-19, 14-20

using a different slide
size 14-19

Master slide styles.
troubleshooting, See
“Troubleshooting™ in
Clarislmpact Help

Master slides

See also Master slide styles;
Presentations

described 14-4, 14-10
editing 14-11
Measurement, unit of
described 2-26
graphics grid 11-4
lines 13-52
Memory, troubleshooting. See
“Troubleshooting™ in
Clarislmpact Help
Millimeter. ruler setting 2-26



Model bars
data charts 7-14
locating 3-5
tables 6-6
timelines 8-7
Model creation dialog box 2-21
Model elements
described 3-3
selecting 3-4
Model frames
described 3-2
formatting 3-5
selecting 3-4
Model menus, locating 3-5
Model style files

See also Element style files:
Master slide style files;
Master slide styles

managing 3-9
naming 3-9
Model styles
See also Element style files;
Master slide style files;
Master slide styles; Styles
applying to existing
models 3-8
color, black and white 3-9
creating, deleting, or
renaming 3-8
described 3-6
filtering out settings 3-8
folder for 2-21
setting preferences for 3-10
Model styles, calendar
applying 10-12, 10-13
creating, deleting, or
renaming 10-14
filtering out settings 10-13
Model styles, data chart
applying 7-39
creating 7-11
creating, deleting, or
renaming 7-40
filtering out settings 7-39
Model styles, flow chart

applying 5-17
creating 5-18
creating, renaming, or
deleting 5-18
filtering out settings 5-17
Model styles, organization chart
applying 4-24, 4-25
creating 4-4,4-25
creating, deleting, or
renaming 4-25
filtering out settings 4-24
Model styles, outline
applying 9-15
creating 9-4
creating, deleting, or
renaming 9-16
filtering out settings 9-15
formatting 9-15
Model styles, table
applying 6-26
creating, deleting, or
renaming 6-27
filtering out settings 6-26
Model styles, timeline
applying 8-19
creating, deleting, or
renaming 8-19
filtering out settings 8-18
Model styles, troubleshooting. See
“Troubleshooting™ in
ClarisImpact Help
Models
See also Calendars; Data
charts: Flow charts;
Organization charts:
Outlines; Timelines
creating 3-3
described [-4, 3-2
deselecting 3-5
setting preferences for 2-21
ungrouping 3-6
Models, troubleshooting, See
“Troubleshooting™ in
ClarisImpact Help
Monochrome monitors, color
editor for 2-33

Indea

Monthly calendars 10-12
Mouse, setting drawing
preferences for 2-18
Movie control bar A-4, A-5
Movies. See QuickTime movies
Moving
banners in calendars 10-7
cell data 6-10
columns and rows, in
tables 6-17
events in calendars 10-6
objects 12-6
positions, in organization
charts 4-11
symbols, in flow charts 5-11
text 13-17
through the Help system 1-22

N

Navigation buttons for Help
system 1-23
New Document dialog box
See also Stationery
making a selection 2-3
preset document type 2-3
New library 12-21
Nonbreaking spaces 13-23
Normal view, returning to 2-14
Note tool 1-18, 11-8
Notes
adding to Help system 1-23
electronic, for Help
system 1-21
Number formats, in tables 6-12,
6-13
Numbering
footnotes 13-57, 13-58
pages 2-25, 13-61, 13-63
slides 2-25
Numeric topic labels, in
ouilines 9-11



o

Objects

I-10

See also Library objects
adding to libraries 12-24
aligning 12-12
borders, changing 12-19
captions 12-20
creating relationships 12-10
dragging 12-6
drawing freehand 2-18
drawing polygons 2-18
duplicating 12-15
filling 12-17

fills, changing 12-17
fills, setting preferences
for 2-18

finding centers 11-35
finding corners 11-35
flipping 12-16
grouping 12-4

groups, editing 12-5
handles 11-14

locking 12-5, 12-6
making opaque or
transparent 12-17
moving 12-6

pen settings, changing 12-19
repositioning 12-8
reshaping 11-32
resizing 12-8

rotating 12-16

scaling 12-11

selecting 12-3

size, displaying 11-36
SmartAlign 12-14
SmartSize 12-9, 12-10
smoothing 11-34
stacking 12-7

stacking order 11-14
subscriber options B-11
ungrouping 12-5
unlocking 12-5
unsmoothing 11-34

Onscreen Help. See Help system

Onscreen slide shows
See also Output medium;
Presentations
Auto advance 14-32
border color 14-33
Center 14-32

choosing slide size 14-14

controlling viewing
options 14-26
dissolving 14-32
Fade 14-32

Fit to Window 14-32
Loop 14-32

Progressive Builds 14-32
QuickTime movies in 14-25,

14-33

running manually 14-35

self-running 14-32

setting up 14-31

Show Pointer 14-32

slide color 14-33

slide show options 14-31

special effects 14-31

starting 14-35

stopping 14-36
Opening

documents 2-4

files, by saving out 2-10

Help system 1-22

libraries 12-22

Opening files, troubleshooting. See

“Troubleshooting™ in
ClarisImpact Help
Options stationery 2-27
Organization charts
See also Models
add element controls 4-7
adding and modifying
positions 4-6

applying element styles 4-27
applying model styles 4-24

Arrange menu
commands 4-14

changing connections
between positions 4-12

changing connector
settings 4-20

changing direction 4-13

changing level settings 4-17

changing settings for text
fields 4-30

converting to outlines 4-23

creating model styles 4-25

creating, with custom
settings 4-3

creating, with model
styles 4-4

described 4-2

entering text in 4-10

formatting textin 4-11

frame spacing 4-22

moving positions 4-11

multiple organizations 4-10

reflowing 4-12

selecting elements in 4-14

setting spacing 4-19

Style Editor 4-29

worker and assistant
layouts 4-13

Outlines

See also Models

converting 1o organization
charts 4-23

converting to text 9-14

converting to text frame [3-9

creating 9-4

creating with custom
settings 9-5

creating with model
styles 9-4

creating, deleting and
renaming outline styles
for 9-16

described 9-2
entering topics 9-6
formatting text 9-7
indenting topics 9-13
level settings 9-12
model styles 9-15



moving topics 9-7
promoting topics 9-8
text settings 9-13
topic labels 9-6, 9-10, 9-13
viewing 9-9

Output medium

See also 35-mm slides;
Onscreen slide shows;
Overhead transparencies;
Presentations: Producing
presentations

choosing 14-5, 14-7, 14-8,
14-13

custom size 14-8, 14-14

described 14-4

different screen size from
preset 14-6, 14-15

objects cropped when
changing 14-14

preset sizes, in master slide
styles 14-7, 14-8, 14-17

sets of master slide styles
for 14-17

using filter for 14-18

Output medium, troubleshooting.

See “Troubleshooting™ in
Clarislmpact Help
Oval tool 11-8, 11-21
Overhead transparencies
See also Output medium;
Producing presentations
choosing slide size 14-14
printing 14-36. 14-37

P

Page breaks
adding 13-40
character for 13-23
described 13-40
finding and changing 13-21
formatting character

for 13-23
showing 2-23

Page flow settings 2-24
Page guides

described 2-23, 13-38
showing and hiding 2-25
Page indicator 1-12, 13-39
Page layout, using frames
for 13-10
Page numbers
automatic 13-22, 13-63
finding and changing 13-21
fixed 13-63
Page options, changing 2-23
Page setup 2-7
Pages
adding and removing
breaks 13-40
adding to drawing
documents 11-7
changing drawing size 11-6
changing options 2-23
going to 13-39
margins 13-38
numbering
automatically 13-63
changing the
number 2-25
entering fixed
numbers 13-63
every page 13-61
preset size 2-24
reducing to fit 2-14
setting up for printing 2-7
title 13-4
viewing side-by-side 2-24
Palettes
arrow/dash 11-11
changing patterns 2-34
closing 2-29
collapsing 2-29
described 1-20
draw tools 1-18
editing 2-33
expanding 2-29
fill 11-10
loading 2-31
loading color 2-20
pen 11-11

Tndex

saving color 2-2
selecting 2-30)
setting color preferences
for 2-20
setting colors 2-30
shape tools 1-18
sharing with other
applications 2-30
size 12-8
tearing off 2-29
Paragraphs
creating 13-14
finding and changing
returns 13-22
formatting 13-46
indenting 13-47
return character for 13-23
spacing 13-51
Parallelogram tool 11-9, 11-25
Pasting text. See Cutting and
pasting text
Pattern Editor 2-34
Patterns
See also Fills; Gradients
editing 2-34
inverting 2-35
Patterns, changing 12-17
Pen
See also Lines
control 1-19, 11-10
indicator 11-10
opaque or transparent 12-20
palettes 11-11
size, changing 12-19
style, changing 11-12
Percent Done, in timelines 8-9
Picas, ruler setting 2-26
PICT format, saving as 2-10
Pictogram charts
changing pictures 7-32
described 7-10
stacked 7-10
Picture charts. See Pictogram
charts

I-11



Pictures
See also Graphics
adding
as inline
characters 13-69
as objects 13-65
Lo report
documents 13-65
importing 2-9
text and, described 13-64
text and, layering 13-67
text and, wrapping
around [3-68
Pie charts
described 7-9
exploding slices 7-31
Placeholder frames

described 14-4, 14-10, 14-23

entering text 14-23
level defaults, in body

placeholders 14-11, 14-18,

14-24
master 14-9, 14-11
models, in body
placeholders 14-24
style settings 14-18
text settings 14-11, 14-18
Placeholders, described 1-14
Placing
documents 2-8, 2-10

pictures in report
documents 13-66

Plain arrow tool 11-9
Plain text style 13-33

Planned Finish, in timelines 8-9

Planned Start, in timelines 8-9
Play button A-5

Playing QuickTime movies A-5

Pointer arrow tool 11-9

Pointer, in onscreen slide
shows 14-32

Pointers
arrow 13-5, 13-7
crosshair 11-29
for columns 13-42
for connectors 11-30

112

for fractional zooming 2-16
for PointGuide 11-35
I-beam 13-3
text insertion point 13-3
PointGuide 11-35
Points, ruler setting 2-26
Polygon tool 11-8
Polygons
closed 11-24
described 11-22
drawing 11-22, 11-25
joining 11-26
open 11-23
regular 11-25
smoothing 11-34
Positions, in organization charts
adding and modifying 4-7
adding fields 4-30
adding multiple 4-7

adding, with menu
commands 4-9

adding, with the
keyboard 4-9

changing connections
between 4-12

changing fill and pen
settings 4-22
changing layouts 4-13
changing level settings 4-18
changing settings for text
fields 4-30
choosing element styles 4-6,
4-18
default value for 4-17
deleting 4-9
described 4-3
entering text in 4-10
formatting textin 4-11
moving 4-11
pictures in 4-29
resizing 4-15
setting space between 4-19
Predefined styles 3-7. 14-5. 14-17
Preferences

Auto Number
Footnotes 13-58

choosing options 2-17

colors 2-20

current style folder 3-9

dialog box 2-16

graphics 2-18

model styles 3-9

models 2-21

QuickTime movies A-4

setting for application 2-22

setting for documents 2-16,
2-2]

text 2-19

Presentation document types

described 1-14

Presentation documents

See also Slides
setting views 2-14
uses for 1-14

Presentations

See also Master slide styles:
Master slides; Onscreen
slide shows; Output
medium; Producing
presentations; Slides

adding slides 14-15, 14-26

automatic slide
numbering 2-25, 14-25

backgrounds 14-18, 14-33

color of border 14-33

color of slide 14-33

converting to 35-mm
slides 14-37

creating with custom
settings 14-4, 14-7

creating with master slide
styles 14-4, 14-6

Custom settings in 14-8

deleting slides 14-26

described 14-2

dissolving 14-32

entering information 14-21

formatting, with master slide
styles 14-16

graphic elements 14-18,
14-24

handouts for 14-37



Hidden option 14-28
hiding and showing
background 14-12
hiding slides 14-28
Ignore Background
option 14-30
imaging to film 14-37
layering slides 14-28
navigating between
slides 14-16
numbering slides 2-25
preset settings 14-22
printing 14-36
producing 14-36
renaming slides 14-26
reordering slides 14-27
self-running 14-32
Slide Manager 14-26
slide sizes 14-14
speaker’s notes 14-25, 14-28
starting slide number 14-14
title slides 14-30
Transparent option 14-29
Preset

changing values for
documents 2-23

fill style 11-11
graphics preferences 2-18
models preferences 2-21
page size 2-24
palettes 2-20
penstyle 11-11
stationery 2-27
text preferences 2-19
translators 2-21

Printing
documents 2-8
preparing to print 2-7
setting Fractional Character
Widths 2-19
title pages 2-25

Printing presentations 14-36
described 14-36

Printing. Troubleshooting. See
“Troubleshooting™ in
ClarisImpact Help

Problems, troubleshooting. See
“Troubleshooting” in
Clarislmpact Help

Producing presentations

See also 35-mm slides:
Output medium; Overhead
transparencies;
Presentations

described 14-36

imaging to film 14-7, 14-9,
14-37

Producing presentations,
troubleshooting. See
“Troubleshooting™ in
Clarislmpact Help

Progressive Builds, in
presentations 14-29
Promoting topics in outlines 9-8
Protecting, objects 12-5
Publish & Subscribe
borders B-5
breaking the link B-11
canceling
publishers B-8
subscribers B-12
defining
publishers B-6
subscribers B-9
described B-3
edition B-3
hiding the border B-12
modifying
publishers B-7
subscribers B-10
QuickTime movies A-3
re-eslablishing the link B-12
removing editions B-9
selecting
publishers B-7
subscribers B-10
showing borders B-12

showing publishers and
subscribers B-12

Index

subscriber update
options B-11
updating
editions B-7, B-8
subscribers B-10
Publishers
borders B-5
canceling B-8
defining B-6
described B-3
modifying B-7
selecting B-7
showing borders B-12

Q

Question mark menu 1-22
QuickTime extension
installing A-3
System requirements A-3
QuickTime Movie translator A-3
QuickTime movies
adding A-3
changing the playback
setting A-4
control badge A-4, A-5
described A-2
editing A-7
forward/reverse slider A-5
importing A-3
looping A-4
manipulating A-7
movie control bar A-4, A-5
play button A-5
playing A-4, A-5, A-6
play options A-4
Publish & Subscribe A-3
speed bar A-6
step buttons A-6
stop button A-3
stopping continuous
loop A-4
volume control A-5

I-13



QuickTime movies,
troubleshooting. See
“Troubleshooting™ in
Clarislmpact Help

QuickTime, in onscreen slide
shows 14-25, 14-34

QuickTime, Loop Playback
setting 2-19

Quotation marks 2-19

R

RAM. See “Troubleshooting™ in
Clarislmpact Help

Range
cells 6-3
data charts 7-35
Rectangle tools 11-8
Rectangles
changing corner size 11-21
drawing 11-20
rounded 11-20
Redoing actions 13-15
Reflowing organization
charts 4-12
Regular polygon tool 11-9
Regular text wrapping 13-68
Renaming slides, in
presentations 14-26
Reordering shides, in
presentations 14-27
Replacing text. See Finding and
changing
Report documents
adding pictures
as inline
characters 13-69
as objects 13-65
column and page
breaks 13-40
described 13-3
editing shortcuts 13-15
footnotes 13-57, 13-60
headers and footers 13-61
I-beam pointer 13-13
layering pictures with
text 13-67

I-14

navigation shortcuts 13-14
pages 13-38
revising text 13-14
selection shortcuts 13-16
settings 13-4
text insertion point 13-13
uses for 1-12, 1-13
wrapping text around
pictures 13-68
Repositioning objects 12-8
Reshaping
bezigons 11-33
moving anchor points 11-33
objects 11-32
setting preferences for 2-18
Resizing objects 12-8, 12-9, 12-11
Resizing organization chart
positions 4-15
Return character 13-23
Right indent marker 13-46, 13-47
Right-angle connector tool 11-8
Rotating
arrows |1-28
objects 12-16
Rounded rectangle tool 11-8
Rows
setting height, in
timelines 8-17
setting number, in data
charts 7-12,7-13
Rows, in tables
changing size 6-19, 6-20
described 6-3
headings 6-22
inserting and deleting 6-17
setting height 6-6
Rulers
applying 13-57
copying 13-56
measurements and
divisions 2-26
showing graphics 11-3
text 13-46

S

Saturation, in Color Editor 2-34
Saving
color palettes 2-20, 2-31
documents 2-5, 2-6
Saving out 2-10
Scale Multiple, in pie charts 7-23
Scaling objects 12-11
Scaling organization chart
positions (resizing) 4-15
Scanned images, troubleshooting.
See “Troubleshooting™ in
Clarislmpact Help

Scatter charts 7-7
Scientific formats, in tables 6-14
Searching. See Finding; Finding
and changing
Selecting
linked frames 13-11
objects 2-18, 12-3
text 13-16
tools, shortcuts for 2-19
Series. See Data series, in data
charts
Shadow control 1-19
Shadows on objects. See Drop
shadows, adding and changing
Shadows, in data charts 7-13,7-23
Shape burst gradient type 2-35,
2-37
Shape tools
described 1-18, 11-9
palette 1-18
Shift-clicking 13-16
Shift-constraint 2-18, 11-15
Shortcuts
aligning text 13-53
eyedropper tool, using 12-18
moving objects 12-7
moving text 13-17
moving the insertion

point 13-14
reusing draw and shape
tools 11-9

text editing 13-15



text selection 13-16
tool selection 2-19
Showing the Clipboard 13-17
Showing/hiding
autogrid 11-5
Balloon Help 1-24
formatting characters 2-19
graphics grid 11-4
graphics ruler 11-3
invisibles 2-19
margins 2-25
page breaks 2-23
page guides 2-25
Size
objects, displaying 11-36
objects, using
SmarSize 12-9, 12-10
of charts 4-17
text, changing 13-33
Size palette 12-8
Slide Manager. See Presentations
Slide service bureaus 14-37
Slide show control 1-14
Slide show control, in
presentations 14-35
Slide shows, starting and
stopping 1-14
Slide shows. See Onscreen slide
shows
Slide size. See Output medium
Slide styles, master. See Master
slide styles
Slides

See also Presentation
documents; Presentations

described 14-4
Smart Quotes 2-19
SmartConnector 11-29
SmartShadow

adding 11-12

control for 11-10
SmartAlign 12-13, 12-14
SmartSize 12-9, 12-10
SmartSymbol 12-21
Smoothing objects 11-34

Sorting cells. in tables 6-15
Spaces
character for 13-23
character, finding and
changing 13-22
nonbreaking 13-22, 13-23
Spacing ,
between columns 13-43
between flow chart
symbols 5-14
between lines 13-46
flow chart frames 5-15
line spacing controls 13-50
paragraphs 13-51
positions, in organization
charts 4-19
Special effects. in presentations.

See Onscreen slide shows;
Presentations
Speech balloons 11-9, 11-29
Speed bar A-6
Spelling
See also Dictionaries:
Thesaurus
checking
automatically 13-24
described 13-24
single word 13-26
dictionaries
changing 13-28
described 13-24
installing 13-26

User Dictionaries
adding 13-28
creating 13-28
described 13-24
editing 13-29
Spreadsheets
See also Tables
importing data from 6-23.
7-19
Square Grid, in data charts 7-23
Squares
drawing 11-15, 11-20
rounded 11-20

Inelex

Stacked
area charts 7-6
bar charts 7-5
pictogram charts 7-10
Stacking
described 2-13
objects, order
changing 12-7
described [1-14
Starburst tool 11-9, 11-28
Start date, in calendars 10-4
Start Date, in timelines 8-4, 8-6
Stationery
See also New Document
dialog box
creating 2-28
described 2-27
icon for 2-28
opening 2-27
options stationery 2-27
using custom rulers
with 2-27
Step buttons A-6
Stop button  A-3
Straight connector tool 11-8
Style bar 1-19
Style Editor, in organization
charts 4-29
Style filters. See Master slide
styles; Model styles
Styles
See also Element styles;
Master slide styles: Model
styles
folder for 2-21
setting folder for 3-9

text

adding 13-35
applying 13-35
changing 13-33
defining 13-35
described 13-31, 13-34
modifying [3-36
removing 13-37

Styles, troubleshooting. See

“Troubleshooting™ in

Clarislmpact Help
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Subordinates. in organization
charts 4-4, 4-6
Subscribers
borders B-5
canceling B-11, B-12
defining B-9
described B-3
hiding B-12
modifying B-10
modifying publishers
for B-12
re-establishing the link B-12
setting update options B-11
showing borders B-12
updating B-10
Sweeps
angle for 2-35
circular 2-37
directional 2-36
focus 2-35
shape burst 2-37
Symbol sets, in flow charts
adding, removing, and
renaming 5-10
choosing 5-4, 5-6
described 5-3
Symbols
ANSI standard 5-3
timelines 8-14
Symbols palette, in flow charts 5-7
Symbols, in data charts 7-30
Symbols, in flow charts
adding and choosing 5-7
adding multiple 5-8
adding unconnected 5-14
changing 5-9
connecting center to
center 5-13
described 5-3
entering and formatting
text 5-9
inserting and branching 5-8
replacing 5-10
resizing 5-12

I-16

Synonyms, finding 13-30
System 7
Balloon Help 1-24

Help system, opening in 1-22

System requirements for
QuickTime A-3

T

Tables
See also Spreadsheets
applying and changing
clement styles 6-28
applying model styles 6-26
creating model styles 6-27
creating, with custom
settings 6-5
creating, with model
styles 6-4
data entry keystrokes 6-8
default text settings 6-6
described 6-2
entering and editing data 6-7
filling cells
automatically 6-11
formatting numbers, dates.
times 6-12
formatting text 6-14
generating charts from 6-24
grid display 6-6, 6-23
importing data 6-23
inserting and deleting
columns and rows 6-17
model bar 6-6
moving data 6-10

resizing columns and
rows 6-19

selecting cells 6-8
setting column width 6-6
setting row height 6-6
sorting cells 6-15
summing data 6-9

table options 6-22
wrapping text 6-14

Tables. in Publish & Subscribe

deleting data from a
publisher B-7

subscribing to B-9

Tabs
aligning on a character 13-55
changing 13-56
character for 13-23
described 13-54
fill character 13-54
finding and changing 13-22
removing 13-56
setting 13-54
typing 13-56

Task data, in timelines 8-8

Task Name, in timelines 8-9

Task tables, in timelines
described 8-3
formatting 8-17

Tasks, in timelines
deleting 8-9
described B-3
entering and editing 8-7
inserting 8-9
linked 8-10

Templates. See Stationery

Text
aligning 13-53, 13-55
appearance, changing 13-33
arrow keys, using for
navigation 13-14
capitalization,
changing 13-33
changing to outline 13-18,
13-19
chart 1-8
color 13-33
copying 13-18
correcting and revising 13-14
cutting and pasting 13-17
deleting 13-14, 13-18
editing shortcuts 13-15
entering 13-13
finding and changing 13-19
footnotes 13-57
formatting 13-46



importing and exporting 2-21

indenting 13-47

insertion point,

moving 13-14

layering with pictures 13-67

moving 13-17

note tool 11-8

pages, working with 13-38

pictures, anchoring to 13-69

preset text format 13-31

selecting 13-16

setting default, in tables 6-6

setting preferences for 2-19

size and style 13-33

styles
applying 13-35
defining 13-35
described 13-31, 13-34
modifying 13-36
removing 13-37

wrapping 13-68
wrapping. in tables 6-14
Text control 1-19
Text frames
adding 13-8
changing to outlines 13-9
deleting 13-9
editing text in 13-7
linking 13-10
selecting 13-7
setting preferences for 2-18
Text margins 13-38
Text objects. See Text frames
Text rulers
adding and removing
columns 13-41
changing line spacing 13-50
changing text
alignment 13-53
setting tabs 13-54
Text style control 13-35
Text, entering
in data charts 7-16
in flow charts 5-9
in organization charts 4-10

Text, formatting
in calendars 10-8
in data charts 7-20
in flow charts 5-9
in organization charts 4-11
in outlines 9-7,9-13
Thesaurus !
See also Dictionaries;
Spelling
described 13-30
installing 13-26, 13-27
looking up words 13-30
reviewing previous
selections 13-31
Three-dimensional effects, in data
charts 7-13,7-23
Tiling windows 2-12
Tilt, in pie charts 7-23
Time formats, in tables 6-12
Time scale. in timelines 8-3, 8-12
Timeline element styles 8-20
Timelines
See also Models
applying model styles 8-18
Bar Display 8-14
column width 8-17
creating 8-3
creating model styles 8-19
creating, with custom
settings 8-5
creating, with model
styles 8-4
data display 8-13
data entry keystrokes B8-8
deleting tasks 8-9
described 8-2
element styles 8-20
entering and editing tasks 8-7
filtering out settings 8-18
formatting dates 8-17
formatting task tables 8-17
formatting timescale
text 8-17
gallery settings 8-16
inserting tasks 8-9

Indlen

linked tasks 8-10
model bar 8-7
model styles, described 8-17
row height 8-17
task data 8-8
time scale 8-12
Times
automatic 13-63
current, inserting 13-63
finding and changing 13-21
repeating on every
page 13-63
Title page
described 13-4
printing 2-25
Title placeholders. See Placeholder
frames
Title text 13-31, 13-33
Titles, in data charts 7-19, 7-34
Tool palettes
draw 11-8
shape 11-9
Tool panel, described 1-15, 1-17
Tools
calendar 1-17
constraining 11-15
data chart 1-17

draw 1-18
flow chart 1-17
line 1-17

organization chart 1-17

outline 1-17

reusing 11-9

shapes [-18

shortcuts for 2-19

star 1-17

table 1-17

text 1-17

timeline 1-17
Topic labels, in outlines

changing 9-13

choosing 9-6

described 9-3,9-10
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Topics, in outlines
described 9-3
moving 9-7
promoting 9-8
Top-of-frame indicator 13-11
Transforming polygons 11-34
Translators
See also XTND
described 2-9
installed files 2-9
installing 2-9
QuickTime movie A-3
setting preferences for 2-21
updating 2-22
Translators, troubleshooting. See
“Troubleshooting™ in
ClarisImpact Help
Transparencies. See Overhead
transparencies
Transparent checkbox, in
presentations 14-29
Trapezoid tool 11-9, 11-25

Troubleshooting. See
“Troubleshooting™ in
Clarislmpact Help

Typing, setting preferences
for 2-18
Typography

font 13-32

point 13-32

size 13-32

style 13-33

U

Underline text style 13-33
Undoing

grouping objects 12-5

text changes 13-15
Ungrouping models 3-6
Ungrouping objects 12-3
Unsmoothing objects 11-34
Update XTND List 2-22
Uppercase text 13-31, 13-33
User Dictionaries

creating 13-28

described 13-24

editing 13-29

v

Vertical offset, for shadows 11-13
Viewing pages side-by-side 2-24
Views, using 2-14

Volume control A-5

w

Weekday names, in
calendars 10-10

Whole word, text search
and 13-20

Width of objects, with
SmartSize 12-10
Windows
closing 2-6
showing whole page 2-14
stacking 2-12, 2-13
tiling 2-12
working with 1-15

Word wrap, described 13-13
Word wrap, in tables 6-14

Workers, in organization
charts 4-3

Wrapping text around
graphics 13-68

X

X tool 11-9
X-shapes, drawing 11-28
XTND
See also Translators
QuickTime movie
translator A-3
setling preferences for 2-22
XTND, troubleshooting. See
“Troubleshooting™ in
ClarisImpact Help
X-Y line and scatter charts 7-7

Y
Yearly calendars 10-12

Z

Zoom controls 1-15, 2-14, 2-15
Zoom percentage box 2-14, 2-15
Zooming 2-15, 2-16
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