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Letraset USA
Program
License
Agreement

Letraset Software
License

This legal document is an agreement between you, the end user, and Letraset USA, BY
OPENING THE SEALED DISK PACKAGE, YOU ARE AGREEING TO BECOME BOUND BY
THE TERMS OF THIS AGREEMENT, WHICH INCLUDES THE SOFTWARE LICENSE AND
SOFTWARE DISCLAIMER OF WARRANTY (collectively the “Agreement”).

THIS AGREEMENT CONSTITUTES THE COMPLETE AGREEMENT BETWEEN YOU AND
LETRASET USA. IF YOU DO NOT AGREE TO THE TERMS OF THIS AGREEMENT, DO
NOT OPEN THE DISK PACKAGE. PROMPTLY RETURN THE UNOPENED DISK PACKAGE
AND DOCUMENTATION TO THE PLACE OF PURCHASE FOR A FULL REFUND.

1. Grant of License. In consideration of payment of the LICENSE fee, which is part of the
price you paid for this product, Letraset USA, as Licensor, grants to you, the LICENSEE, a
nonexclusive right 1o use and display this copy of Letraset graphic design sofrware
(hereinafter the “Software™ on a single COMPUTER (i.e., with a single CENTRAL PROCESS-
ING UNIT) at a single location. If the single computer on which you use the SOFTWARE is a
multiuser system, the License covers all users on that single system. Letraset reserves all
rights not expressly granted to LICENSEE.

2. Ownership of Software. As the LICENSEE, you own the magnetic or other physical
media on which the SOFT'WARE is originally or subsequently recorded or fixed, but Letraset
retains title and ownership of the SOFTWARE recorded on the original disk copy(ies) and all
subsequent copies of the SOFTWARE, regardless of the form or media in or on which the
original and other copies may exist. This License is not a sale of the original SOFTWARE or
any copy.

3. Copy Restrictions. This SOFTWARE and the accompanying written materials are copy-
righted. Unauthorized copying of the SOFTWARE, includin 2 SOFTWARE that has been modi-
fied, merged, or included with other software, or of the written materials is expressly forbid-
den. You may be held legally responsible for any copyright infringement that is caused or en-
couraged by your failure to abide by the terms of this License. Subject to these restrictions,
you may make one (1) copy of the SOFTWARE solely for backup purposes. You must repro-
duce and include the copyright notice on the backu p copy.

4. Use Restrictions. As the LICENSEE, you may physically transfer the SOFTWARE from
one computer to another provided that the SOFTWARE is used on only one computer at a
time. You may not electronically transfer the SOFTWARE from one computer to another over
a network. You may not distribute copies of the SOFTWARE or accompanying written materi-
als to others. You may not modify, adapt, translate, reverse engineer, decompile, disassem-
ble, or create derivative works based on the SOFTWARE. You may not modify, adapt, trans-
late, or create derivative works based on the written materials without the prior written con-
sent of Letraset.

5. Transfer Restrictions. This SOFTWARE is licensed only to you, the LICENSEE, and
may not be transferred to anyone without the prior written consent of Letraset, Any author-
ized transferee of the SOFTWARE shall be bound by the terms and conditions of this Agree-
ment, In no event may you transfer, assign, rent, lease, sell, or otherwise dispose of the
SOFTWARE on a temporary or permanent basis except as expressly provided herein.

6. Termination. This license is effective until terminated. This License will lerminate auto-
matically without notice from Letraset if you fail to comply with any provision of this License.
Upon termination you shall destroy the written materials and all copies of the SOFTWARE, in-
cluding modified copies, if any.




e i sl .

Disclaimer
of Warranty and
Limited Warranty

7. Update Policy. Letraset may create, from time to time, updated versions of the SOFT-
WARE. At its option, Letraset will make such updates available to the LICENSEE and transfer-
ees who have paid the update fee and returned the Registration Card to Letraset.

8. Disclaimer of Warranty and Limited Warranty.

THE SOFTWARE AND ACCOMPANYING WRITTEN MATERIALS (INCLUDING INSTRUC-
TIONS FOR USE) ARE PROVIDED “AS IS" WITHOUT WARRANTY OF ANY KIND, EX-
PRESS OR IMPLIED, AND LETRASET USA SPECIFICALLY DISCLAIMS THE WARRAN-
TIES OF FITNESS FOR A PARTICULAR PURPOSE AND MERCHANTABILITY. FURTHER,
LETRASET DOES NOT WARRANT, GUARANTEE, OR MAKE ANY REPRESENTATIONS
REGARDING THE USE, OR THE RESULTS OF THE USE, OF THE SOFTWARE OR WRIT-
TEN MATERIALS IN TERMS OF CORRECTNESS, ACCURACY, RELIABILITY, CURRENT-
NESS OR OTHERWISE. THE ENTIRE RISK AS TO THE RESULTS AND PERFORMANCE
OF THE SOFTWARE IS ASSUMED BY YOU. IF THE SOFTWARE OR WRITTEN MATERIALS
ARE DEFECTIVE YOU, AND NOT LETRASET OR ITS DEALERS, DISTRIBUTORS,
AGENTS, OR EMPLOYEES, ASSUME THE ENTIRE COST OF ALL NECESSARY SERVIC-
ING, REPAIR, OR CORRECTION.

However, Letraset warrants to the original LICENSEE that the disk(s) on which the SOFT-
WARE is recorded is free from defects in materials and workmanship under normal use and
service for a period of ninety (90) days from the date of delivery as evidenced by a copy of
the receipt. Further, Letraset hereby limits the duration of any implied warranty(ies) on the
disk 1o the period stated above. Some states do not allow limitations on duration of an im-
plied warranty, so the above limitation may not apply to you.

THE ABOVE ARE THE ONLY WARRANTIES OF ANY KIND, EITHER EXPRESS OR IM-
PLIED, THAT ARE MADE BY LETRASET ON THIS LETRASET GRAPHIC DESIGN SOFT-
WARE PRODUCT. NO ORAL OR WRITTEN INFORMATION OR ADVICE GIVEN BY LETRA-
SET, ITS DEALERS, DISTRIBUTORS, AGENTS, OR EMPLOYEES SHALL CREATE A WAR-
RANTY OR IN ANY WAY INCREASE THE SCOPE OF THIS WARRANTY, AND YOU MAY
NOT RELY ON ANY SUCH INFORMATION OR ADVICE. THIS WARRANTY GIVES YOU
SPECIFIC LEGAL RIGHTS. YOU MAY HAVE OTHER RIGHTS, WHICH VARY FROM STATE
TO STATE.

9. Limitation of Remedies. NEITHER LETRASET NOR ANYONE ELSE WHO HAS BEEN
INVOLVED IN THE CREATION, PRODUCTION, OR DELIVERY OF THIS PRODUCT
SHALL BE LIABLE FOR ANY DIRECT, INDIRECT, CONSEQUENTIAL, OR INCIDENTAL
DAMAGES (INCLUDING DAMAGES FOR LOSS OF BUSINESS PROFITS, BUSINESS INTER-
RUPTION, LOSS OF BUSINESS INFORMATION, AND THE LIKE) ARISING OUT OF THE
USE OF OR INABILITY TO USE SUCH PRODUCT EVEN IF LETRASET HAS BEEN AD-
VISED OF THE POSSIBILITY OF SUCH DAMAGES. BECAUSE SOME STATES DO NOT AL-
LOW THE EXCLUSION OR LIMITATION OF LIABILITY FOR CONSEQUENTIAL OR INCI-
DENTAL DAMAGES, THE ABOVE LIMITATION MAY NOT APPLY TO YOU.

Letraset’s entire liability and your exclusive remedy as to the disk(s) shall be, at Letraset's
option, either (a) return of the purchase price or (b) replacement of the disk that does not
meet Letraset’s Limited Warranty and which is returned to Letraset with a copy of the receipt.
If failure of the disk has resulted from accident, abuse, or misapplication, Letraset shall have
no responsibility to replace the disk or refund the purchase price. Any replacement disk will
be warranted for the remainder of the original warranty period or thirty (30) days, whichever
is longer.

10. Governing Law. This Agreement is governed by the laws of the State of New Jersey.
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&ffqre You Start

Before you start to use Ready,Set,Go! there are a few things you should
know about the Macintosh computer, about this manual, and about the disks
that came with the application.

About Your Macintosh

You should know how to set up your Macintosh and switch it on. You should
know how to perform basic Macintosh operations, such as clicking

and dragging, choosing commands from menus, and opening and closing
applications and documents. If you are using a disk that supports the
hierarchical file system, you should know how to search through folders to

: find documents. For this information refer to your Macintosh owner’s guide
| and your hard disk owner’s guide.
|

! About This Manual

i You should also know how this manual is organized. Chapter 1 is a quick

| introduction to Ready,Set,Go! and all the things you can do with it.

' Chapter 2 is a tutorial that helps you discover the power of Ready,Set,Go! by
creating a Ready,Set,Go! document. If you're an experienced Macintosh
user, you may want to skip this chapter. Chapter 3 is a step-by-step guide to
Ready,Set,Go! It describes all the important tasks that you perform to
design a document, create objects on a page, work with text and graphics,
and print your final copy. You can read the chapter from start to finish

or turn to individual tasks as you need help. Chapter 4 is a reference. When
you’re familiar with Ready,Set,Go! this chapter can help you refresh

your memory about a particular command or provide some extra details
about how the application works. The chapter also points out some
shortcuts and offers suggestions for using memory efficiently. A glossary at
the end of the book defines the most important terms you'll find in this
manual.

Throughout the manual, you'll find “Notes” giving some background about
traditional printing and publishing terms and procedures, as well as helpful
hints for producing your finished pages.

ix
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— |

About Your Disks
You should have three disks: the System Disk, the Application Disk, and the
Dictionary Disk. The 800K System Disk provides the System Folder you
need to start up your Macintosh (unless you have a Macintosh 512K) and to
print your Ready,Set,Go! documents. The 400K Application Disk contains
the Ready,Set,Go! application, Hyphenation Exceptions and User
Dictionary files, and an Example folder you use with the tutorial

in Chapter 2. The 400K Dictionary Disk contains the dictionary that
Ready,Set,Go! uses to check spelling.

Before you begin to work, make working copies of these disks as described in
“To Make Working Copies of Your Disks” in Chapter 3. Then put

the originals away in a safe place so you'll always have them available in case
you damage your working copies. If you don’t know how to make backup
copies, see your Macintosh owner’s guide.

Welcome to Ready,Set,Go!
Now you're on your way to learning, using, and enjoying this revolutionary
desktop publishing product.
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P UBULI S HI NG M A D E S I M P L .E

Ready,Set,Go! is publishing made simple.

It’'s simple because Ready,Set,Go! gives you all the tools you
need to create printed pages—grids and drawing tools, over 50
graphic patterns, a variety of border styles, even a powerful
word processor—in one place.

It’s simple because Ready,Set,Go! puts you in control. You see
exactly how the finished page will look on the screen—before
you invest in typesetting or even settle on a final page design.
Changing the position of text and graphics is as easy as clicking
and dragging. So you can afford to experiment.

| Ready,Set,Go! is simple because, with just a few keystrokes, it
. performs advanced graphic operations such as scaling pictures or
| making text run around a picture.

And of course, it’s just plain easy to use. Once you learn a few
basic skills, you can create pages that normally require the
skills of many different people—word processors, typesetters,

| and pasteup and layoul artists.

Sound simple? Here’s how it works.

CHAPTER,|




Open a New Document

When you start Ready,Set,Go! a new document appears in a
window on your desktop. A tool bar at the top of the window
. provides all the tools you need to create text and graphics in
this document.

A menu bar appears across the top of the screen. You choose
commands from the menus in this bar—commands for everything
. from hyphenating text to designing a page grid.

See “Managing the Desktop” in Chapter 3 to start Ready,Set,Go!
and open a new document. P 54.44‘

2/PUBLISHING MADE SIMPLE




Click the page icons in With menu commands,

the page scroll bar to Yyou manage documents.
. move quickly from page You choose fonts,
Use the tools in the tool to page. ¢ styles, and text formats.
bar to' create text and You design page grids
graphics. ' ' : and change views of the
document. You also
f_l't_Fi[e Edit rani Style Farmatl Teumt Specid —_ choose line widths and
E[=—=—=-————— Untitled Page 1 = — —E styles and over 50 fill
“RIX[OOOI-N (=) <k P = and border patterns.
.}.lurmj_,2|(1,|.| |-|.E.\,_,J.4| Ll s-5| |2,|.l.|.

Specia( »
Facing Pages %E

Size To Fit €1
Half Size ®2
5% Size ®3
vActual Size ®4
Double Size %5

| Delete Pagels)...
Go To Page...

Preferences...
shap To
vUse Master

document. Yo apem i
document. You open
windows—one or

many—uwith the Open
and New commands.

OPEN A NEW DOCUMENT/3




Design Your Document

You start with design. Decide how many pages you want and
choose a page size. Your Ready,Set,Go! document can be a single

'i page. Or it can be many more—as many as your available memory

| allows. It can be any size up to 99 by 99 inches.

Next, design a page grid to help you organize objects on the

| page. The grid appears on the screen but not on your printed
page.

Finally, if your document has many pages with elements that
repeat on each page, you can create these elements on master
pages. Then Ready,Set,Go! automatically adds them to each page
of the document.

| “Designing a Document” in Chapter 3 gives you all the details.

4/PUBLISHING MADE SIMPLE




Put items that appear on
every page—column

rules, running heads, or
icons—on master pages.

Choose Grid Setup to
select from eight
standard grids. Or create
your own grid.

Choose Page Setup to
select your page size—a
standard business page
size, a tabloid size, or
any other size up to 99
by 99 inches.

DESIGN YOUR DOCUMENT/S




Create Ob]ects |

! When you create the pages of a newsletter, report manual, or
. brochure, you arrange objects on a page. Text. Charts.
| Illustrations. Photographs. Rules. Borders.

When you work with Ready,Set,Go! you work with obijects, too.
There are three kinds of objects in Ready,Set,Go!l—text blocks,
picture blocks, and graphic objects. You create them by selecting
a tool, and then clicking and dragging on the page.

“Working With Objects” in Chapter 3 tells you all you need to
know.

6/PUBLISHING MADE SIMPLE




Use the text tool to
create text blocks.

Use the picture tool to
creale picture blocks.

You put text in text

blocks. \ .

Draw graphic
objects—such as
circles, dotted lines,
or solid rules—
anywhere on a

page.

Use the shape tools to
create lines, rectangles,
rounded rectangles, and
ovals.

You put pictures in
picture blocks.

You can make

5 objects smaller or

: ; larger, move

: them, and copy
them. You can
stack them and
line them up

_ | horizontally or

1 | vertically.

CREATE OBJECTS/7




Work With Text '

; When you want to put text on a page, you create a text block.

Then you get to work with words—typing, getting text from
another document, choosing the fonts, styles, sizes, and formats
you want. You create stylesheets for standard combinations of
text styles and formats. You use glossaries to insert boilerplate
text—a few lines or several pages. You can search and replace
text. You can hyphenate automatically or choose not to. You can
even check your spelling.

To become an expert, see “Working With Text” in Chapter 3.

| § ¥ , sg | Select the linking
~ U \ 4 By ' tool and click
—_— _ in text blocks
= ' you want to link

. : : / in a chain. Then
: - . [ the text flows

from one column
to another.

8/PUBLISHING MADE SIMPLE




Select an insertion point
in a text block with the
insertion pointer. Then
type, or import lext
from another document.

Choose fonts
Jfrom the Font
menu.

Choose styles
and sizes from
the Style menit.

Choose formals— -
alignment, chamcre\: el
spacing, line spacing,
and more—from

the Format menu.

Or do it all at once
by choosing

Type Specs from
the Text menu.

wHyphenation On

iyphenation Off

wation Specs...

WORK WITH TEXT/9




Add Graphics

Ready,Set,Go! pages can have graphics as well as text. You can
draw directly on Ready,Set,Go! pages to create boxes for text or
pictures, rules to separate columns and rows, or simple charts or
diagrams.

For more complex graphics, you can create pictures in a graphics |
application and then put them in a picture block on a
Ready,Set,Go! page. You can even use photographs that you have
scanned with a scanner and retouched with ImageStudio—the
image-enhancing software from Letraset.

Check “Working With Graphics” in Chapter 3 for the fine points.

10/PUBLISHING MADE SIMPLE



Create borders, rules,

" and simple charts and
illustrations with the
shape tools.
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and scale a picture within
a picture block. Or create
text runarounds.

N |
0 @)
N —
Choose Specifications
=
At
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Print Your Document

Printing is the last step in creating a Ready,Set,Go! document.

It's as quick and simple as the other steps. You select the
options you want—the number of copies, the pages you want to
print, and the paper source, for example.

If you're using a page size that’s larger than your printer can
handle, you can divide your pages into sections called “tiles.”
The tiles fit the paper size you are using and have some overlap
$O you can paste them together to form the complete page.

For step-by-step instructions on how to print with an
| ImageWriter or LaserWriter printer, see “Printing” in Chapter 3.

12/PUBLISHING MADE SIMPLE



You select printing
options. Different
printers have different
options.

For large pages, choose
Page Setup and click
Tiling. Ready,Set, Go!
divides the page into
“tiles” for printing.

sseriiriter. <Lassrllitay PIil —— Il — Click OK to print a

— Panes A OEreril— Tac | e document that you can

Pages: @ f From: . —~ SIS 8 Pzl ook u
camera-ready original, or
a final document ready
Sfor distribution.
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Of course, before you rush into print, you will want to explore
the features of Ready,Set,Go! a little further.

You can start by creating a two-page sample newsletter with the
tutorial in Chapter 2. Or if you already have a project of your
own in mind, use the step-by-step instructions in Chapter 3 to
guide you as you learn to create professional-looking

. publications with Ready,Set,Go!
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| Ready,Set,Go! is easy to learn. So you may want to get started CHAPTEHR
| right away with a document of your own.

| But if you would like to practice Jor a few minutes before you
begin, or if you want to get some ideas about how to organize

the pmce&s Jrom start to finish—and pick up a few tricks along
the way—you can work with the sample newsletter in this

chapter.

To use this example, you need a folder named Example, which is
on the Ready,Set,Go! Application Disk. The Example folder
contains a Microsoft Word document named Article and a
Readly,Set,Go! document named Glossaries. It also contains two
graphics documents named Masthead and Illustration. You don't
need the Word or graphics applications to use these documents
in a Ready,Set,Go! document.

Before you begin to work, be sure to make working copies of
your disks. If you have two 800K drives, you can copy the RSG
Dictionary into your working copy of the Application Disk.
(However, you don’t need the RSG Dictionary to create the
newsletter in this chapter.) If you are using a hard disk, copy
the application and the dictionary onto one folder on your hard
disk. See “To Make Working Copies of Your Disks” in

Chapter 3 for details.
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Start Ready,Set,Go!

To start Ready,Set,Go! you insert your working copies of the System Disk
and the Application Disk in your disk drives and open the application to
display a new, untitled document. If you are using a hard disk, go directly to
| step 4. '

1 Switch on your Macintosh. If it is already on, return to the Finder and shut
it down by choosing Shut Down from the Special menu.

2 Insert your working copy of the Ready,Set,Go! System Disk, label side up,
metal end first, into the internal 3.5-inch disk drive. Then insert a copy of
the Application Disk into the external drive.

If you used the Shut Down command, click Restart.

The Macintosh Finder now appears on the screen. The icon for the
Application Disk appears just below the icon for the System Disk.

HH

Application Disk 3 Double-click the Application Disk icon to open it.
@ A window displays the contents of the Application Disk.
Ready ,Set,Go! 4.0 4 Double-click the Ready,Set,Go! icon.

Ready,Set,Go! starts by displaying page 1 of an untitled document and the
tools you need to work.
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1. Switch on your 2. Insert the System
Macintosh. Disk and the

Application Disk.

You can copy the
Application Disk and the
Dictionary Disk onto

a single SO0K disk to
check spelling.

4. Double-click the
Ready,Set,Go! icon.

Ready,Set, Go! displays
page 1 of an untitled
document on your
screen.

3. Double-click the
Application Disk icon.
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Name the Document

|

— L

The first stép is to give the newsletter a name_.,

1 Choose Save As from the File menu.

The Save As dialog box appears with Untitled selected.
2 Type a name for the document.

The title of this newsletter is Design Inc. You can use that for the name of
your document or choose another name.

| 3 Click Save to confirm the name.

The name that you typed now appears in the title bar of the document
window. A dotted line around the page shows the print area of the page—
that is, the part of the page that your printer can print.
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New
Open...

| Close

| Sape

~ Save fAs...
Page Setup...
Printer Setup...
Print... —
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Put Teut...

1. Choose Save As.
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o User Bictienary

| | 0 Example IG|E) Applicatio...
_[]riué
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Save current document as:
[Design,inc, vol. 1, No. 2|
/

2. Typeaname for (_0': File Edit Font Style Format Test Special Fill Lines Pen ]
the document.

Design Inc, Vol. 1, No. 2 Page 1

IWRE[OOOFN Al oM
3. Click Save. Foeuleealiod b o telletiz] sl i8] oy i 23l 0o )
£

/

This line marks the print
area of the page.
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Set Up the Grid

Attractive, readable publications start with page design. A grid system helps
you design pages that are balanced and consistent. Ready,Set,Go! makes
grid design easy, even automatic. But first you need to choose a
measurement scale.

1 Choose Preferences from the Special menu.

The Preferences dialog box displays several options. For now, just select the
units of measure and leave the other options unchanged.

2 Click Picas/Points, and then click OK.

The rulers in your document window now display picas.
3 Choose Design Grids from the Special menu.

A dialog box displays eight standard grids and an option for setting up your
own grid. For this newsletter, you're going to set up your own.

4 Click Grid Setup if it is not already selected, and click OK.

5 Type these specifications:

Top: 6 Bottom: 6

Inside: 6.06 OQutside: 4

Row Spacing: .06 Column Spacing: 1
Number Of Rows: 32 Number Of Columns: 4

Click Double Sided if it is not already checked. Ready,Set,Go! automatically
assigns the proper inside and outside margins to left and right pages.

The number you type replaces the selected number in each box. You can
use the Tab key to move from one box to the next.

6 Click OK to display the new grid and make it active.
The rows and columns form rectangles—32 rectangles per column.

Choose Save from the File menu to save your work before you continue.
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Add a Page

[~

New Ready,Set,Go! documents always open with one page. An icon for
page 1 appears in the page scroll bar at the upper right of the Ready,Set,Go!
document window.

This sample newsletter has two pages, so you need to add a page. You don't
have to set up the page grid each time you add a page. Ready,Set,Go! does it
for you.

1 Choose Insert Page(s) from the Special menu.

The Insert Page(s) dialog box appears. You can add any number of pages.
They can be blank pages or duplicates of the current page. You can add the
pages before or after the current page. For this example, you use the preset
options: 1 blank page after the current page.

2 Click OK.

An icon for page 2 now appears in the page scroll bar, and page 2 appears
on the screen.

3 Click the icon for page 1 in the page scroll bar to return to page 1.

The two icons at the far left of the page scroll bar represent master pages.
The L and R stand for left and right master pages. You use master pages to
create elements that you want to repeat on every left and right page. Master
pages are very useful for longer documents. See “To Set Up Master Pages” in
Chapter 3.

You may want to get a look at the full page now.

4 Choose Size To Fit from the Special menu.

The page is reduced to fit in the window. You can also choose Half Size and
75% Size for intermediate reductions or Double Size for a closeup view. You
can even choose Facing Pages if you have a document with facing pages.
This two-page newsletter is printed on a single, double-sided page, so it

doesn’t have facing pages.

5 Choose Actual Size from the Special menu to continue working.
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Actual Size again.
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|
Create a Masthead

[ A newsletter gets its identity primarily from its masthead. The Dulgn Inc
masthead is already created in a file called Masthead. To put it in the
newsletter, draw a picture block and get the masthead from the Masthead

file.
= 1 Select the picture tool from the tool bar.
A '
|
When you move the pointer into the window, the pointer becomes a
crossbar,
2 Position the pointer at the upper left corner of the first column. Drag
across the page to fill the top ten grid rectangles in all four columns.
As you drag, the page scrolls in the window. When you release the mouse
button, the picture block snaps to fit the grid exactly. If you don't get the
block the way you want it the first time, press Backspace to erase the block :
and try again. |
| 8 Select the cropping tool and click in the picture block. ‘
A pattern fills the picture block to show it's selected.

4 Choose Get Picture from the File menu.

A dialog box lists the available graphics files. Your list should include a file |
named Masthead. (You may have to open the Example folder or click Drive
to find this file.)

5 Double-click Masthead to open it.

The masthead appears in the picture block. You may need to move it
around in the picture block by dragging it with the cropping tool if it is not
centered in the block. Scroll to see the whole picture block, or choose Size
To Fit from the Special menu to see the whole page. Choose Save from the
File menu to save your work so far.
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Page Se

1. Click the picture tool.

2. Draw a picture
block to fill the top 10
rows of the page.

picture block.

tup...

Printer Setup... |

4. Choose Get
Picture.

- 3. Select the cropping
:X-l tool and click in the

5. Double-click
Masthead.

s for (o

Lz
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| Create Text Colummns

This sample newsletter has four columns of text on each page. To create

columns of text, you draw text blocks.

1 Select the text tool from the tool bar.

When you move the pointer into the window, it becomes a crossbar.

[ 2 Drag to draw a text block for column 1.

Skip the first grid rectangle below the masthead and start the first column.
Drag to the next-to-the-last grid rectangle in column 1. When you release

| the mouse button, the text block snaps to fit the grid. Text blocks are shown

on the screen with a dotted outline. When a text block is selected, there are
handles at the edges of the block.

3 Draw three more matching columns on page 1. Then draw the first three

| columns on page 2.

Start the columns on page 2 in the second grid rectangle and end them in
the next-to-last one.

Save your work before you continue.
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1. Click the text tool.

(& File Edit font Style farmal Tewt Special Fill Lines Pen 2. Drag to draw a

E= =1 Design Inc, Vol. 1, No. 2 Page | == = text block
OEINRE[OOOIN (0 <lz] _— | forcolumn 1.
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3. Draw 3 more
coiumns on page 1

and 3 columns on
7 page 2.
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Lay Out an Article

Now you’re ready to lay out your first article. You start by getting the text for
the article from a file named Article. Then you use the linking tool to lay it
out in columns.

| 1 Select the insertion pointer and then click in the text block in column 1 on |
s page 1.

When you move the pointer into the window, it becomes an I-beam. When
you click in column 1, a blinking insertion point marks where text you insert
will start.

| 2 Choose Get Text from the File menu.

A dialog box lists the available text files, including the file named Article.
You may have to open the Example folder or click Drive to find this file.

3 Double-click Article to open it.

The first part of the article fills column 1. (The top of the first line may
appear to be chopped off, but it will print correctly.) A symbol at the

| bottom right corner of the text block shows that there is more text in the
article than can fit in the text block.

4 Select the linking tool from the tool bar.

5 Click once in column 1 and then once in columns 2, 3, and 4.

As you click in each text block, text fills the block.

6 Click the icon for page 2 and link the text across the page by clicking in
columns 1 and 2 and double-clicking in column 3 to end the chain.

The text won't fill all the text blocks you made on page 2 yet, but it will after
you insert a picture on the page.

Save your work.

i
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and click in column 1.

1. Click the insertion pointer
2. Choose Get Text.

3. Double-click
Article.
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Change the Headings

| Ready,Set,Go! has a powerful built-in word processor, so you can change
text easily. One of its most powerful features is its ability to create
stylesheets—predefined formats that you can apply to text paragraphs or
headings, for example. You can use this feature now to change some of the
headings in the article you just laid out.

1 Select the insertion pointer and select the heading: “The form of a
letter.”

| 2 Choose Styles from the Text menu.

A window displays the list of available styles. Because this is a new
document, no styles are listed.

3 Click New to create a new style.
A new window shows the current specifications for the selected text.

4 Type a name for the new style. Click Helvetica and 10 Point. Then click

| OK.

Don'’t change the other specifications right now. You can learn more about
stylesheets and type specifications in “Working With Text” in Chapter 3.

When you click OK, the new style appears in the list of available styles and is
selected.

5 Click Apply and then click Done.
The head you selected appears in the new style. Select the rest of the
headings in the article, choose Styles from the Text menu, select the style

you just named, and click Apply to apply it to each one.

Save your work.
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Add a Publz's/fzer’s Note

Most publications have some standard text that always appears in the

document. The Design Inc newsletter has a Publisher’s Note that usually
appears in the last column of the last page. You can use the Glossaries !
command to add this note.

1 Draw a new text block in column 4 on page 2.

Select the text tool and position the pointer in the second grid rectangle
| from the top of column 4. Drag to the bottom of the sixth grid rectangle.

| 2 Select the insertion pointer from the tool bar and click in the new text
block.

| 3 Choose Glossaries from the Text menu.

A dialog box displays the available glossaries—preexisting boilerplate text
that you can insert anywhere in your document. Every document has a few
glossaries built into it for displaying the date and time. But you need to
import the Publisher’s Note glossary from another document.

4 Click Import.

A new dialog box lists Ready,Set,Go! files.

5 Double-click Boilerplates.

You may have to open the Example folder to find the Boilerplates file. All
the glossaries from the Boilerplates file are added to the list of glossaries.

6 Sclect Publisher’s Note, click Paste, and then click Done.

The Publisher’s Note appears in the new text block in column 4.

Save your work.
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:Add an Illustmtz'on

You already know how to get a picture from another file and put it into the
document. Now you can add an illustration to page 2 of the newsletter—a
picture of a printing press.

1 Select the picture tool and draw a picture block that starts in the eighth
grid rectangle in column 2 and ends in the next-to-the-last grid rectangle of
column 4.

' The text automatically adjusts to flow around the picture block. You can also
| make the text run around the image itself, rather than the block. But first you

need to insert the picture.
2 Get the picture named Illustration.

Use the cropping tool to select the picture block and choose Get Picture

| from the File menu. Double-click Illustration in the dialog box to insert it in

the picture block. Use the cropping tool to align the right side of the
printing press with the right edge of the picture block. Align the bottom of
the printing press with the bottom of the picture block.

3 Choose Specifications from the Edit menu.

A dialog box displays many options for the selected picture. It gives you two
Runaround options: Frame and Graphic.

4 Click Graphic and click OK. Then select the insertion pointer from the
tool bar.

The text runs around the image. If you're not quite happy with the way it
looks, try moving the picture with the cropping tool and select the insertion
pointer again to see the effect on the text.
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And Prmt It/

Prmtmg is always the fun part of using Reddy Set,Gol Art and type seem
somehow abstract while they’re on the Macintosh screen, becoming
| concrete only when they’re printed. So watch the paper output tray for the
true rewards of desktop publishing: words in type.

1 Choose Save from the File menu to save the document before you print it.
You may also need to choose a printer. Choose Chooser from the Apple
menu, click the printer you want to use, and click the close box.

2 Choose Print from the File menu.

3 Click OK.

Printing may take a few minutes because the graphics files are large. But it’s
worth the wait.

For more information, see “Printing” in Chapter 3.

Editors give writers great satisfaction with the words “Print it!” They mean
an article is approved and ready for publication.
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You're a publisher
now! Your printed
newsletter may

not look exactly like
this, but you now
know the basics of
Ready, Set, Go!

and you can begin
creating state-of-
the-art publications.

ﬁ Notes:

Next time you're at
the newsstand, pick up
a copy of The New
Yorker and notice the
text runarounds that
often survound the
magazine's small line
drawings. The
runarounds
simultaneously set off
line art and decorate

the pages.
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Working with Ready,Set,Go! means designing documents,
creating objects on a page, working with text, adding graphics,
and printing your finished pages.

Each of these tasks is made up of many small tasks. To design a
document, you must set up grids and master pages. You not only
create objects, but you move them, copy them, and align them.
When you work with text, you may be typing new text,
entering text from an existing document, editing text, or
SJormatting it. Adding pictures may mean drawing lines,
rectangles, and ovals, or it may mean copying a graphic
illustration from another document, resizing it, and cropping it
to fit into a picture block.

In addition, you need to know some of the basics about managing
your Ready,Set,Go! desktop—how to create working copies of

| your disks, how to start and quit the application, and how to
work with documents and windows.

If you're ready to get going with Ready,Set,Go! this chapter
shows you how to perform all of these important tasks. You can
read it from start to finish if you want or simply turn to each
task as you need help. Be sure you understand the basics of
using the Macintosh before you begin.

If you want a complete overview of the Ready,Set,Go! software
and desktop, as well as all the commands in the Ready,Set,Go!
menus, turn to Chapter 4, “Reference.”
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Managing the Desktop

| The Application

| You have three Ready,Set,Go! disks: the
| System Disk, the Application Disk, and
| the Dictionary Disk. The 800K System

'/ The 400K Dictionary Disk contains the

| your disks, see “To Make Working
Copies of Your Disks” in this chapter.
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efore you begin designing a
} document and entering text and

graphics, you need to know the
basics about managing the Ready,Set,Go!
desktop—how to start and quit the
application, how to work with documents,
and how to manage windows.

Disk provides the System Folder you
need to start up your Macintosh (unless
you have a Macintosh 512K) and to print
your Ready,Set,Go! documents. The 400K
Application Disk contains the application,
Hyphenation Exceptions and User
Dictionary files, and an Example folder
you use with the tutorial in Chapter 2.

dictionary that Ready,Set,Go! uses to
check spelling.

CAUTION! Before you do anything, make
working copies of your original disks.

Never use your original disks when you
work. If you damage them, you will need
to purchase a new copy of Ready,Set,Go!
For details on making working copies of




It's easiest to use Ready,Set,Go! with
two 800K disk drives or with a hard disk
drive. If you have two 800K disk drives,
make working copies of the System Disk

" and Application Disk on 800K disks, and
copy the RSG Dictionary from the
Dictionary Disk to the same disk and
folder as your Ready,Set,Go! application.
If you have a hard disk, copy the

| application and dictionary into one folder
' on the hard disk. You can also use
Ready,Set,Go! with only one 800K disk
drive or two 400K disk drives. See “To
Make Working Copies of Your Disks” in
this chapter and “The Software” in
Chapter 4 for details.

The Document
When you work with Ready,Set,Go! you

| create documents.

| You can open more than one document

' on the desktop and switch between
documents as you work. Or you can open
copies of the same document in more than

one window to see different views at the
same time. (Be careful to make all your

' changes you make, updating the version
- on your disk. You should save often to

| The Windows
| Ready,Set,Go! displays the pages of your

changes to the original copy of your
document and save them.) See the Save
command and “Available Memory” in
Chapter 4 for details.)

You name a document the first time you
save it. As you work, you can save the

avoid losing information.

document in a window. It displays one
page at a time or two facing pages. You
can change the view of a page or pages to
show the whole page in the window. You
can also enlarge the page to get a close-
up view.

Each window has a title bar that
displays the name of the document and the
current page. Every window also has its
own tool bar and a page scroll bar. The
page scroll bar has an icon for each of the
pages in the document, as well as for the
left and right master pages. The icon for
the current page is selected. You can use
the scroll bars at the right and bottom of
the window to view another part of the
current page.
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To make
working copies
of your disks

All the files you need
to use Ready,Set,Go!
come on three disks,
but you should never
work with your original

| copies. Instead, make

| a set of working copies
| and put the originals

away in a safe place. If
you damage your
original disks you will
need to purchase a
new copy of
Ready,Set,Go!

It is easiest to work with
Ready,Set,Go! if you
have two 800K disk
drives or a hard disk.
But you can make
working disks to use
with a single 800K disk
drive or even two 400K
drives.

If you are unsure of
how to initialize or
copy disks, see your

| Macintosh owner's

guide.

® [f you have two
800K drives, copy the
System Folder from
the System Disk onto
one 800K disk to make
a working System Disk.
Then copy the
Ready,Set,Go!
application and
Example folder from
the Application Disk
and the RSG
Dictionary from the
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Dictionary Disk onto
another 800K disk to
make a working
Application Disk.
Make sure that the
Ready,Set,Go!
application and the
RSG Dictionary are
kept in the same folder
on your working
Application Disk. You
can remove the
Example folder when
you are done with the
tutorial in Chapter 2.

® If you have a hard
disk drive, copy the
Ready,Set,Go!
application and
Example folder from

the Application Disk
and the RSG
Dictionary from the
Dictionary Disk to the
same folder on your
hard disk. You can
remove the Example
folder when you are
done with the tutorial
in Chapter 2. You can
use the System Folder
you already have on
your hard disk, but
make sure that you are
using Finder version
5.5 and System
version 4.1 or later
and LaserWriter and
LaserPrep versions 4.0
or later. If you are not
you can copy these
files from the System
Disk or obtain the
latest System Tools
disk from your Apple
dealer. See your
Macintosh owner’s
guide for details.

Ll




® If you have a single
800K disk drive, copy
the System Folder
from the System Disk
and the Ready,Set,Go!
application and
Example folder from
the Application Disk
onto one 800K disk.
You will not have
enough room for the
RSG Dictionary, so

you won't be able to
check your spelling.
Remove the Example
folder from your disk
when you are done
with the tutorial in
Chapter 2.

Copy from
the Dictionary
Disk.

® If you have two
400K drives, simply
copy the Application
Disk onto another
400K disk. Copy the
System Folder you
normally use onto
another 400K disk to
use as a working
System Disk. You will
not have room for the
RSG Dictionary on

I

Copy from the Application Disk.

your working
Application Disk, so
you won't be able to
check your spelling.
Remove the Example
folder from your
working Application
Disk when you are

| done with the tutorial

in Chapter 2.

Remove when you
are done

with the tutorial
in Chapter 2.
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The Application

Yo start
Ready,Set,Go!

You start
Ready,Set,Go! from
the Finder. You need
your working copies of
the System Disk and
Application Disk. See
“To Make Working
Copies of Your Disks”
in this chapter.

CAUTION! Always
use backup copies
when you work. Keep
your original disks in a
safe place.

1 Switch on your
Macintosh.

If your Macintosh is
already on, return to
the Finder and choose
Shut Down from the
Special menu.

If you have installed
Ready,Set,Go! on
your hard disk, switch
it on first.

2 Insert the
Ready,Set,Go! System
Disk and Application
Disk.

If you have installed
Ready,Set,Go! on
your hard disk, don't
insert any disks.

If you chose Shut
Down, click Restart.

1. Switch on your
Macintosh.

2. Insert the System
Disk and the
Application Disk.

3 Double-click the
Application Disk icon
to open it.

If you are working with
a single disk or a hard
disk, open its icon and
any folders you need
to open to display the
Ready,Set,Go! icon.

sHj:0

4. Double-click the Ready,Set,Go! icon.
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4 Double-click the
Ready,Set,Go! icon to
open it. Or click it to
select it and choose
Open from the File
menu.

| A new, untitled

Ready,Set,Go!
document appears in a
window on the desktop |
with the tools you need |

| to work.

3. Double-click
the Application
Disk icon.




To quit
Ready,Set,Go!

When you're finished
working or need to
work with a document
in another
application, you can
| quit Ready,Set,Go!

1 Choose Quit from
the File menu.

If you haven't saved
changes you've made
to documents on your
desktop, a dialog box
asks if you want to save
them.

2 Click Yes to save
your changes.

If you have not already
named a document,
another dialog box
prompts you for a
name before it saves
it. See “To Save a
Document” in this
chapter.

1. Choose Quit.

Quits without

saving
changes

2. Click Yes to save
titled"? changes.

Cancels the Quit
command

and returns you
to your
document

‘ If you click No, the

| untitled document and
any changes you've
made are not saved.
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The Document

To open a
document

Each time you start

| Ready,Set,Go! it

| opens a new, untitled
document. You can

| work with that

| document or open any |

| other new or existing
document. You can
open many
documents at once—
as many as your
internal memory
allows.

1 Choose Open from
the File menu.

A dialog box displays
a list of folders and
documents on the
current disk.

Click Eject or Drive to
go to another disk. If
your disk uses the
hierarchical file
system, you can open
folders to see folders
and documents within
them by double-
clicking.

' 2 Select a document
| and click Open. Or

just double-click the

| name.

| The document opens

to the page where you
were last working.

If you open a
document that is
already open, a dialog
box asks if you want to
make a copy of the
original. Click OK to
create a copy. The title
bar shows it is a copy.

1. Choose Open.

You can choose New to
open a new document.

® 7o open a new
document as you
work, choose New
from the File menu.

2. Double-click the
document name.

You can double-click
a folder to see
its documents.

You can click Eject
or Drive to go
to another disk.
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To save a
document

Your document is not
recorded on your disk
until you save it. The
first time you save i,
you give it a name.

1 Choose Save As
from the File menu.

| A dialog box prompts
you for the name of
the document.

2 Type the name of
the document.

The name may be up
to 31 characters long.
It can use any
character except a
colon ().

If your disk uses the
hierarchical file
system, you can open
folders and save your
document in one.

Click Eject or Drive to
save the document on
another disk.

3 Click Save.

The name of the
document appears in
the title bar of the
window,

@ 70 save changes as
you work, choose
Save from the File
menu. Save your
changes often so you'll
always have a recent
version on your disk.

@ 7o create a new
version of your
document and save
the old one, choose
Save As and give the
document a new name
or save it in a new
place. If you open
more than one copy of
a document,
Ready,Set,Go!
automatically asks you
if you want to save it
with a new name,

CAUTION! If you
save a copy with the
same name as the
original, it replaces
the original version.
See the Save
command in
Chapter 4 for details.

@ To save an article as
a text-only document,
select text or an
insertion point,
choose Put Text from
the File menu, and
name the document

where you want to save
the article. Then click
Save. Ready,Set,Go!
saves all the text in the
block or a chain of
linked blocks, includ-
ing overflow text.

1. Choose Save As.

You choose Save to
save changes as you work.

!Besignlinc. Vol. 1, No. 3

2. Type the
name of
the document.

3. Click Save.

You can double-click
a folder to save a
document in it.

You can click
Eject or Drive to save
on another disk.
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To manage
windows on the
desktop

You can open several
windows on the
desktop—as many as
your internal memory
allows. One window is
always the active
window.

You can move an
active window, change
its size, and switch
from one window to
work in another. You
can shrink or enlarge a
window or close the
window when you are
finished with it.

® To make a window
active, click in it.

® To move an active
window, drag its title
bar.

You can move a
window without
making it active by
holding down the
Command key while
you drag its title bar.

® Click the close box
to close the window.

® Click in a window to
make it active.

The active window is
frontmost.

® 7o change the size
of a window, drag its
size box.

® 7o shrink or enlarge
a window, click its
zoom box.

® 7o close a window,
click its close box.

If you've made
changes to a
document without
saving them, a dialog
box asks you if you
want to save the
changes before you
close the window.
Click Yes to save
them. See “To Save a
Document” in this
chapter.

@® Drag
the title
bar to
move the
window.

\o Click

the zoom
box to
shrink and
enlarge the
window.

@ Drag the size box to
change the size of a

window.
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| To scroll a
. window

A window displays one
page or two facing
pages at a time. Pages
may be shown in full
size, reduced, or
enlarged.

If you can’t see the
whole page in the

| window, you can scroll

it—either vertically or
horizontally—or drag
it in any direction with
the hand tool.

You can also scroll to
a new page.

| @ To scroll a small
| amount, click one of

the scroll arrows.

You scroll in the
direction the arrow
points.

® 7o keep scrolling,
point to a scroll arrow
and hold down the
mouse button.

® Joscroll to a
particular place on
the page, drag a scroll
box.

The position of a

scroll box within a
scroll bar corresponds
to your position on the
page. So if you drag a
scroll box to the
middle of a scroll bar,
you go to the middle
of the page.

® 7o go quickly to the
edge of a page, click
the gray area on either
side of a scroll box in a
scroll bar.

® Select the hand tool

to drag the page

quickly in any direction.

® [0 go to another

page, click its icon in
the page scroll bar.

The icons in the page
scroll bar show the
actual order of pages
in your document. If
you don’t number the
pages consecutively

starting with page 1,
the numbers in the
icons do not
correspond to the
numbers on the

pages.

You can also go to a
page by choosing Go
To Page from the
Special menu. A
dialog box prompts
you for the page
number.

@ Click the icon of

the page you

want to display.

® Click to
go to

the top or
bottom

of a page.

® Drag to
go to a
particular
place on
the page.

@ Click to scroll a little.

® Press to keep scrolling.
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To work with
different views
of a page

A window can display
a page in its actual
size, or you can reduce
or enlarge the view of
the page to make it
easier to work with.

You can also display
and work with different
views of facing left and
right pages.

® To change the view
of the window,
choose one of the size
commands from the
Special menu.

The five size
commands are below
Facing Pages at the top
of the menu. The
current size is
checked.

® 7o display facing
pages, select one of the
pages you want to view
from the page scroll
bar and choose Facing
Pages from the Special
menu.

| A box displays the
. facing pages in the

current view. To return
to a single page,
choose Facing Pages
again from the Special
menu.

@® Choose Facing
_ Pages to display
i . facing pages.

CAUTION! If you
create an object that
crosses facing pages,
you must display

| facing pages in order

to print the object
correctly. You must
also choose Tiling with
the Page Setup
command.
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® Choose one of the five size

commands to change the view of
the current page or pages.
Size To Fit
Half Size
75% Size
Actual Size
Double Size
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purposes. It directs the reader’s
eye. It highlights important
information. It organizes information, too,
binding an illustration with a paragraph
of text, for example. Design also gives a
document its own style, its own identity.
Consistency is the key word here. If
the design is consistent, its organization
is apparent, and its style is recognizable.
When you create a document with
Ready,Set,Go! design has yet another
purpose: to make it as easy as possible
for you to produce final pages.
Ready,Set,Go! has two features to help
you with these design objectives: the grid
and master pages.

The Grid

One of the first things you do when you
start a new document is select a grid. A
grid organizes a page into columns and

| rows. Ready,Set,Go! has eight standard

grids, from one column by one row to
eight columns by eight rows. You can also
define your own grid, with the number of
columns and rows you want.

You can fill these columns and rows

| with text, illustrations, or graphic
| objects. When you create text blocks,
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picture blocks, or graphic objects, they
automatically “snap” to fit your grid.
Sometimes you may want to use the
grid as a visual guide only, without
automatically aligning every object you
create. With Ready,Set,Go! you can turn
off the grid and still see it. Or you can
hide the grid completely.
The grid also defines the page margins.
The standard grids use preset margins for
the top and bottom of the page as well as
the inside and outside margins. Inside
margins are the margins that separate two
facing pages. Sometimes they are
narrower than outside margins. If you
create your own grid, you can change any
of the margins to suit your needs.
Everything you put on a page must fit
within the print area—the area that your
. printer can actually print. A dotted line
marks the outer edge of the print area.

The ruler also works with the grid.
You can choose one of three units of
measure: inches, centimeters, or picas and
points. When you define your own grid,
you specify the measurements in the units
you've chosen.

The Page

A document may have one page or many.
The only limit is the amount of storage

you have available on your disk and the

| usually 8.5 by 11 inches—depending on

' the left and the right pages. On the
| master pages, you lay out the elements

internal memory available in your
Macintosh. You can set the number of
pages before you begin, or you can add
and delete pages as you work.

The preset page size in Ready,Set,Go! is

the printer you are using. But you can
specify any page size you want, up to 99
by 99 inches. For these larger page sizes,
you can divide the page into sections
called “tiles” for printing.

If your document has many pages, one
of the most useful tools is the master
page. You create master pages for both

that you want to appear on all the pages of
the document—running heads, running
feet, page numbers, rules, logos, and
other repeating elements. Ready,Set,Go!
then displays all these elements on the

individual pages of your document. Of
course, you can also create these
elements individually on each page, but
using master pages saves you time and
helps ensure consistency from page to
page. See “To Set Up Master Pages” in
this chapter.
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‘The Grid

To mset up a
standard grid

The grid makes it easy
to place objects on a
| page with consistency.

A new document has
no active grid. You
can select one of the
eight standard grids
when you first design
your document.

| Once you select a grid,
it becomes active. If
you create an object—
a text block, picture
block, or graphic
object—it “snaps” to
fit one or more
rectangles in the grid.
. If you want to create an
object that does not fit
the grid lines, you can
turn the grid off.
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1 Choose Design
Grids from the Special
menu.

A dialog box displays
the eight standard
grids.

2 Click the standard
grid option you want
to use.

3 Click OK.

The grid appears on
all the pages of your
document.

® To turn the grid off
or on, choose Snap To
from the Special
menu. When the grid
is active, a check

| appears next to Snap

To.

@ To show or hide the

grid, choose
Preferences from the
Special menu, click
Show Grid, and click
OK. An X indicates
that the grid is
showing. When the
grid is hidden, it is no
longer active and the
Snap To command is
dimmed.

1. Choose
Design Grids.

You can
use this
option to
define your
own grid.

2. Click the

grid option.

|

3. Click OK.




1x 1 grid

5x5grid

2x2grid

6 x 6 grid

3x 3 grid

7x 7grid

4 x 4 grid

8x 8 grid
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The Page

To define your
own grid

If you want to change
the preset margins on
a page or the space
between rows and
columns, you can
define your own grid
using any
combination of rows
and columns.

Like a standard grid, a
grid that you define
appears on all the
pages of your
document and is
active. So when you
create objects, they
“snap” to fit one or
more grid rectangles.

1 Choose Design
Grids from the Special
menu.

A dialog box displays
the standard grid
options.

2 Click Grid Setup if
it's not already
selected, and click
OK.

The Grid Setup dialog
box displays the size of
the margins, the space
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between rows and
columns, and the
number of rows and
columns in the grid. If
the document is new,
the settings define a
grid with four rows
and two columns.

If you are using
different inside and
outside margins,
Ready,Set,Go!
automatically
alternates margins on

| left and right pages if

you select Double
Sided.

3 Type new

measurements for

| margins, Tow spacing,
column spacing, and

number of rows and
columns.

Just type to replace the
selected number.
Then press Tab to
select the next
number.

1. Choose Design Grids.

3. Type new grid
specifications.

® 70 design a grid for
a single-sided
publication, deselect
Double Sided in the
Grid Setup box. Inside
and Outside change to
Left and Right, and the
grid has the same left
and right margin on
every page.

4 Click OK.

The grid appears on
all the pages of your
document.

——1 2. Click OK to accept
| Grid Setup.

Note format for specifying picas and

points—6.06 means 6 picas and 6 points.

4. Click OK.




|
|

To change the
units of
measure

You can choose one of
three units of measure
when you work with a
Ready,Set,Go!
document: inches,
centimeters, or picas
and points.

The rulers that appear
in each window use the
scale you choose. You
also use this scale
when you define your
own grid or when you
specify the size of
objects. The preset
scale is inches, but
you can change it at
any time,

When you start
Ready,Set,Go! the
rulers measure across
and down, starting at
the upper left corner
of the page. You can
move the starting
point anywhere on the

page.

1 Choose Preferences
from the Special
menu.

A dialog box displays
several options.

2 Click the Units
option you want.

3 Click OK.

® 70 change the
starting point of the
rulers, position the
object pointer in the
small box at the upper

Special

left corner of the rulers

and drag to the
starting point on the
page you want. The
rulers will snap to an
active grid. Click once
in the small box to
return the starting
point to the upper left
corner of the window.

No matter where you
place the starting

| facing Pages %t | 1. Choose
| | Preferences.
ot al |
Siz *®2 I
+3| 2. Click the Units
vActual Size % option.
Double Size

() Picas/Points

| starting Page

Number:

|
|
I ) Centimeters
|
|
|
1
|

point of the rulers,
positions of objects
you specify with the
Specifications
command are always
measured from the
upper left corner of
the page.

@ 7o show or hide the
rulers, choose
Preferences from the
Special menu, click
Show Ruler, and click
OK. An X indicates
that the rulers are
showing.

This option shows
or hides
the rulers.

3. Click OK.

J
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To change the
page size and
orientation

You can select one of
five standard page
sizes, or you can
specify your own page
size. You can use the
page in its normal
upright position or
turn it sideways.

85x 11 inches —
8.5x 14 inches —
11 x 17 inches —

| 1 Choose Page Setup

from the File menu.

A dialog box displays
the page sizes and the
icons for the page
orientation options.

2 Click the size you
want.

If you want to define
your own size, click
Other and type the
width and depth.

1. Choose Page Setup.
2. Click the size.

3 Click the page
orientation you want.

If you are using a grid,
the width and depth of
columns and rows
adjust to keep the same
margins and spacing
on the new page size.
Make sure the grid is

8.27 x 11.69 inches
6.93 x 9.84 inches
Up to 99 x 99 inches

4. Click OK.

| inside the print area

for your page size and
printer.

4 Click OK.

@ 7o show or hide the
print area, choose
Preferences from the
Special menu, click
Show Print Area, and
click OK. An X

| indicates that Show

Print Area is selected.

3. Click the orientation.

Upright orientation

R — Stdeways orientation




To set up tiles

If you want to create a

| page that is larger than

the paper size your

| printer can handle or

| if you want to print

objects that cross
facing pages and fall
outside the normal
print area, you can
divide your page into

sections called “tiles.” .

When you print a page
with tiles,
Ready,Set,Go!
calculates the size of
the tiles and prints an
overlap on each one
to provide a
continuous image.
You can set the
amount of overlap.

1 Choose Page Setup
from the File menu.

| A dialog box displays

several options.

2 Click the Tiling
option.

3 Type the amount of

tile overlap you want.

! If you want to print
registration marks,
click Registration
Marks.

4 Click OK.

The tiles do not
appear on your
screen, but the dotted
rectangle that
indicates the print
area disappears and
your page is printed in

| tiles when you print.

1. Choose Page Setup.
2. Click Tiling.

3. Type the amount
of overlap.

4. Click OK.

Al14x 19
inch page is
divided

into four tiles

WHAT DO PICASS(
AND SALVADOR D,
WITH YOUR LOGO

, MAX ERNST,
ALI HAVE TO DO

Jor printing
on85x11
inch paper.

ﬁ Notes:

Registration Marks

Registration marks
help you line things

up.

Paste-up artists use
registration marks to
align overlays on
paste-up boards.

Printers use
registration marks,
too. They are
Dbarticularly
important for printing
Dbages with more than
one color. Each color
1s printed with a
different plate, and
registration marks
help the printer line up
the images as they
Dpass from plate to
Dlate.

When the corners of
the registration marks
on an oversized
Ready,Set,Go! page
are aligned, the tiles
of the page fit together
Dperfectly.
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To add blank or
duplicate pages

You can add one or
more pages before or
after the current page.
The pages you add can
be blank, or they can
be copies of the
current page.

1 Choose Insert
Page(s) from the
Special menu.

A dialog box prompts
you for the number of
pages and displays

| several options.

| 2 Type the number of

pages you want to add.

The number you can
add depends on the
available memory in
your Macintosh.

1.

3 Click the options
you want.

[ 4 Click OK.

If you duplicate a page
with linked text blocks,
you can select whether
the duplicate is without

| links (None), with

links on the duplicate
page only (Local), or
with the same links as

Choose Insert

Page(s).

The new pages are
added before or after
the current page.
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three options.

If you are are duplicating
a page that has links,
you choose one of these

the original page,
including links to
other pages (Global).
Only the text blocks
are duplicated, not
their text. See
“Working With Text”
in this chapter.

2. Type the
number of pages.

3. Click the
options.

4. Click OK.




You can delete one or
more pages from a
document.

1 Choose Delete
| Page(s) from the
Special menu.

A dialog box displays
the number of the
current page.

To delete pages | 2 Type the numbers of

the first and last pages
in the range you want
to delete.

If you want to delete

| only one page, type its

number as both the
first and the last page.

CAUTION! The page
numbers refer to the
page numbers shown
in the page scroll bar.
The numbers that
actually appear on the

page may be different.

1. Choose Delete
Page(s).

When the

dialog box first
appears,

the page
numbers are

Jor the

current page.

| are deleted. The

3. Click OK.

3 Click OK.
The pages you selected |

remaining pages are
renumbered in the
page scroll bar.

2. Type the
numbers
of the pages.
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To set up
master pages

You can set up two
master pages. The left
master page is a

| template for all of the
| even-numbered pages
in the document. The
right master page is a
template for the odd-
numbered pages.

Everything that is
visible on a master
page is visible on the
corresponding pages
of the document.

1 Click one of the two
master page icons—

labeled “L” and “R"—
in the page scroll bar.

The master page
appears with a grid if
you have displayed
one.

2 Enter text, pictures,
and graphic objects
that you want to
appear on every left
or right page of the

| document.

See “Working With
Text” and “Working
With Graphics” in this
chapter. See also “To
Add Page Numbers
Automatically” in this
chapter.

2. Enter text,
pictures,

and graphic
objects that are
to appear on
every right

or left page.

These appear
on all odd-numbered

pages.
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® To remove all
master page elements
from a document
page, choose Use
Master from the
Special menu to turn
off the master page for
the current page. The
check next to Use
Master disappears
when it is turned off.

® To remove some
master page elements
JSfrom a document
page, choose Use
Master from the
Special menu to turn
off the master page for
that page. Then copy
the elements you want
from the master page
and paste them on the
document page.

1. Click
one of the
master
page
icons.
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To add page
numbers
automatically

You can use the master
pages to number the
pages of your
document
automatically.

You can start with
page 1 or any other
number.

1 Click the icon for
the right master page.

2 Create a text block
where you want the
number to appear and
select an insertion
point. See “Working
With Text” in this
chapter.

3 Hold down the
Command, Option,
and Shift keys, and
type the number 3.

Two number signs
(##) appear in the text
block. These show that
automatic page
numbering is in effect,
and page numbers will
appear in the same

| position on all odd-
numbered pages in the

type, style, and size
you choose.

4 Repeat for the left
master page to
number all even-
numbered pages
automatically.

Page numbers are
entered automatically in
this position on every
corresponding page.

® 7o change the

starting page number,
choose Preferences
from the Special
menu, type the
starting number you
want in the dialog box
and click OK.

1. Click the icon for
the right master page.

4. Repeat for the left

master page.

| numbers on the

CAUTION! If the
starting page number
is not 1, the page
numbers in the page
scroll bar do not
match the page

screen. When you
delete pages, refer to
the pages in the page
scroll bar.

2. Create
a text
block for
the page
number
on the
master
page.

3. Hold
down the
Command,
Option,
and Shift
keys,

and

press 3.
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Working With Objects

hen you create a page in
Ready,Set,Go! you work with
objects. There are three kinds
of objects: text blocks, picture blocks,
and graphic objects.
A text block is an area where you

enter text. When you are working in a
text block, Ready,Set,Go! becomes a
powerful word processing system with
capabilities for formatting text,
hyphenating, searching and replacing, and
checking spelling.

| A picture block is an area where you
enter pictures you have created in
Macintosh graphics or scanning
applications.

A graphic object may be one of many
shapes: rectangles, squares, rectangles
with rounded corners, ovals, circles, and
vertical, horizontal, or diagonal lines.

When you work with objects, you can
work with an individual object or several
objects at once.
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The Object

You create an object by selecting a tool
from the tool bar and drawing. Once you
create it, you can move it on the page,

move it or copy it to another page, make
it larger or smaller, or remove it from
the document entirely. You can lock its
size and position. You can also make
duplicate copies and automatically space
them across the page to create forms or
complex diagrams, for example.

If the grid is active when you draw an
object, it snaps to fit the grid. Its outside
borders enclose one or more of the grid
rectangles. This Snap To feature makes it
easy to align objects exactly when the
grid is active.

Sometimes, though, you need to
position objects precisely without
aligning them to a grid rectangle. In these
cases, you can specify the size and
position of the object, using one of the
three units of measure available in
Ready,Set,Go!

| A Group of Objects

Often you want to work with a group of
objects rather than a single object. For
example, you may want to copy an entire

page to another document. Or you may
want to copy a masthead composed of
several objects from an old issue of a
newsletter.

With Ready,Set,Go! you can select
several objects at once. Then you can
work with the selected group in many of
the same ways as you work with a single
object—moving, copying, duplicating, and
removing it as necessary. You can also
lock a group of objects in place.

You can change the arrangement of a
group of objects. You can align their tops,
bottoms, or sides, or center them
horizontally or vertically. You can also
stack them so they overlap, and then
rearrange their order in the stack by
sending the object on top behind the
stack or bringing the one on the bottom
of the stack in front.

|
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To create an
object

You can create three
kinds of objects on a
page: a text block, a
| picture block, and a
graphic object.

You create these
objects with tools from
the tool bar.

® 7o create a text
block, select the text
tool, position the
pointer on the page,
and drag to draw the
block.

See “To Create a Text
Block” in this chapter.

® 7o create a picture
block, select the
picture tool, position
the pointer on the

page, and drag to draw |

the block.

See “To Create a
Picture Block” in this
chapter.

® 7o create a graphic
object, select one of
the shape tools,
position the pointer
on the page, and drag
to draw the shape.

See “To Draw a

| Graphic Object” in

this chapter.

As you drag to draw an
object, a dotted
rectangle or line shows
its size and position.

@ Select the text tool

and drag to
draw a text block.

When you release the
mouse button, the
object appears.

| Handles show that the
object is selected. If
you continue to create
the same kind of
object, all stay
selected until you
choose a new tool.

If the grid is active, the
object snaps to fit one
or more of the

rectangles in the grid.
If you change the grid
the object keeps its
original size and
position.

¥

® 7o show or hide
text and picture block
outlines, choose
Preferences from the
Special menu, click

| Show Block Outlines,

and click OK. An X
indicates that Show
Block Outlines is
selected.

® Select one of the

shape tools and drag to draw
a graphic object.

[ ]

X NS

Ny

[

0O

——
\

@ Select the picture
tool and drag to draw

a picture block.

Empty picture blocks

have a solid border

a large X inside.

Text blocks have dotted
lines for borders.

Graphic objects

borders in the pen pattern
and line size you select.

e

with

have
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To select an
object

When you first create
an object, it is
selected. You can also
select an object as you
work with the object
pointer. You do this
when you want to
move or copy the
object, change its size
remove it from the
document, or lock or
unlock it.

’

1 Select the object
pointer from the tool
bar by clicking it.

2 Point to the object

| you want to select and

click.

To select a line,
position the tip of the
pointer exactly on the
line and click.

If you are working on
one of the pages of the
document, you cannot
select an object that
you created on a
master page. See “To
Set Up Master Pages”
in this chapter.

1. Select the object pointer.

| ® To deselect an

See “To Select a Group
of Objects” in this
chapter if you want to
select more than one
object.

obyject, click anywhere
on a blank area of the
page with the object
pointer or click
another object.

2. Click
the object.
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To specify
an object’s size
. and position

After you create an

object, you can

| specify its size and
position with greater
precision than you

| might achieve when

drawing with one of

the tools in the tool

bar.

1 Select the object
whose size and
position you want to
specify.

| 2 Choose
Specifications from
the Edit menu.

A dialog box shows the
current position and
size of the selected
object, using the units
| of measure you
selected with the
Preferences

| command. A different
dialog box appears for
text blocks, picture
blocks, and graphic
objects.
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3 For the Start Across
position, type the
distance from the left
edge of the page to the
object. For the Start
Down position, type
the distance from the
top of the page to the
object.

Any number you type
replaces the selected
number. You can use
the Tab key to select
the next number.

4 Type the width and
depth of the object.

5 Click OK.

The object appears in
its new position and
size. It is not affected
by the grid.

® To specify the
positions and sizes of
objects in a group,
select the group and

choose Specifications.

A dialog box appears
for each of the
selected objects in the
group. Click OK or
Cancel to go to the
next dialog box.

1. Select the object.

2. Choose '
Specifications. |

Distance from 3. Type the new
the top position. ;
of the page }

4. Type the new

Distance from the size. !
left side
of the page 5. Click OK.




To move an
object on a page

You can quickly move
an object on the page.

1 Select the object

pointer from the tool
bar.

2 Position the pointer
in the object and drag
the object to the new
position.

As you drag, a dotted
outline shows the size
and position of the
object. If you move
the pointer past the
window border while
dragging, the page
scrolls in that
direction.

Objects you move do
not snap to the grid
the way they do when
| you create them or
| change their size. To
position objects with
precision, see “To
Specify an Object’s
Size and Position” in
this chapter.

If you drag a handle by

mistake, the object
changes size. If this
happens, choose
Undo from the Edit
menu before you do
anything else.

You can also specify
an object’s position
with the Specifications
command.

CAUTION! If you
drag an object outside
the page area, you
may lose it. To

| recover it, select the

object pointer,
choose Select All from
the Edit menu, hold
down the Shift key,
and drag the object
pointer from the top
left corner to the
bottom right corner of
the page to deselect all
outside objects. Then
choose Specifications
from the Edit menu. A
dialog box appears for
each object outside
the page area and you
can specify a new
position.

1. Select the
object
pointer.

2. Position
the pointer in
the object
and drag.

A dotted line
shows the
position and size
of the object as
you drag.
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an object to
another page

| You can copy or move
| an object from one
page of a document to
another or from one
Ready,Set,Go!
document to another.

1 Select the object
you want to copy or
move,

2 Choose Copy from
the Edit menu to copy
the object. Or choose
Cut from the Edit
menu to move it.

A copy of the object is
placed on the
clipboard, replacing
the last thing you
copied or cut. If you
choose Cut, the object
is removed from the

page.

You cannot cut a

| locked object. See “To
Lock an Object” in this
| chapter.

3 Go to the page
where you want to
copy or move the
object.

To move or copy ‘

Click the page number
in the page scroll bar.

| If you want to place the
| object in a different

document, open the
document and go to
the page.

4 Choose Paste from
the Edit menu.

The object is pasted
on the page in the
same position it was in

| on the page you

copied or moved it
from. If you don’t see
it in the window, scroll
to find it or change the
view of the page. If you

O

2. Choose Copy
or Cut.

3. Go to the
new page.

4. Choose Paste.

still don't see it,
change the Page Setup
options to match
those of the document
you cut or copied the
object from. Then
drag it to a new
position before you
reset the Page Setup
options.

1. Select
the object.
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. To duplicate an
object

You can make one or
more duplicate copies
of an object and
position them at
regular intervals on
the page. Duplicating
objects makes it easy
to construct forms.

1 Select the object
you want to duplicate.

2 Choose Duplicate
from the Edit menu.

A dialog box prompts
you for the number of

copies and the
distance you want
between copies on the

page.

3 Type the number of
copies you want.

4 For Horizontal
Offset, type the
distance from the left
side of the original
object to the left side
of the first copy.
|
|
If you want to align the |
objects vertically, type |
0 for the horizontal
offset.

| 8 For Vertical Offset,

type the distance from
the top of the original

object to the top of the
first copy.

If you want to align the
objects horizontally,
type 0 for the vertical
offset.

1. Select an object.

2. Choose
Duplicate.

100

3. Type the number of

copies.

4. Type the horizontal

offset.

5. Type the vertical

offset.

6. Click OK.

The horizontal
offset is 0.

The vertical
offset is

24 points

(2 picas equals
24 points).

6 Click OK.

The copies appear on
the page in the
positions you
specified. The last
copy is selected.

i000o0oooooooa
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To change
| the size of an
object

You can quickly
change the size of an
object.

1 Select the object
you want to change.

2 Position the pointer

on one of the handles.

3 Drag to make the
object larger or
| smaller.

If you drag one of the
corner handles, you
change the size both
horizontally and
vertically. If you drag
one of the top,
bottom, or side
handles, you change
the size only
horizontally or
vertically.

As you drag, a dotted
rectangle shows the
size and position of

| the object. If you
move the pointer past
the window border
while dragging, the
page scrolls in that
direction.
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If you accidentally
drag the whole object,
keep holding the
mouse button down
and drag the object
back so the dotted
outline is on top of the
original border.

—

If the grid is active, the | For greater precision,

object snaps to fit one
or more of the
rectangles in the grid.
| You can turn off the
grid with the Snap To
command in the
Special menu.

you can specify the
size of the object with
the Specifications
command. See “To
Specify an Object’s
Size and Position” in
this chapter. You
cannot change the size
of a locked object. See

“To Lock an Object” in

this chapter.

1. Select the
object.

2. Pointto a
handle.

3. Drag to
make the
object larger or
smaller.

Corner handiles
change the size in
any direction.

Side handles
change the
horizontal size.

Top and bottom
handles
change the
vertical size.




To remove an
. object

| You can permanently
remove an object
from a document.

1 Select the object
you want to remove.

2 Choose Clear from
the Edit menu. Or
press the Backspace
key.

The object is
removed.

If you want to store a
copy of the object on
the Clipboard, use the
Cut command to
remove it.

If the object you're
removing is a text
block linked to other
text blocks, see “To
Remove Linked Blocks
From a Chain” in this
chapter.

|

You cannot remove a
locked object. See “To
Lock an Object” in this
chapter.

Letraset

2. Choose Clear.
Or press
Backspace.

® 7o restore an
object that you've
removed, choose
Undo from the Edit
menu before you do

| anything else.

1. Select
the object.
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To lock an
object

You can lock the size
and position of
objects.

1 Select the object
you want to lock.

2 Choose Lock from
the Edit menu.

When objects are

| locked, you cannot
move them, change
their size, or remove
them from the page.
You can copy and
duplicate them. The

copies are also locked.

You can also move
locked objects in front
or in back of other
objects.

You can change the
text in a locked text
block or the picture in
a locked picture block.
You can also change
the border and fill
patterns in locked
graphic objects.

You can also lock
objects with the
Specifications
command from the
Edit menu.

1. Select an object.

® To unlock an
object, select it and
choose Unlock from

| the Edit menu. You

can also unlock an

| object with the

Specifications
command.

You cannot move
a locked object,
change its size, or
remove it with
the Cut or Clear
command.

2. Choose Lock.

You can unlock a
locked object
with the Unlock
command.
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-
To select a master page. See “To You can also hold | ® 7o deselect an
group of objects | Set Up Master Pages” down the Shift key and | object in a group of

[ in this chapter. drag the object | selected objects, hold
You can select a group pointer to surround an | down the Shift key and
of objects. Then you @ To select an additional group of | click the object.
can move, copy, | additional object, objects with a dotted
duplicate, or lock | hold down the Shift rectangle. When you

| them. You can also key and click the release the mouse
remove all of them. object. button, they are

selected.

1 Select the object
pointer from the tool
box by dlicking it. 1. Select the object pointer.
2 Position the pointer
on the page.

3 Dragto draw a
selection rectangle

around the group. e Letra seto

Ready,Set,Go! selects
all the objects in the
rectangle or that touch
its border.

Handles show that all
the objects in the
group are selected,
though some handles
may not be visible.

2. Position the

pointer

on the page.
If you are working on
one of the pages of the 3. Drag to draw
document, you cannot a selection

rectangle around

select an object that
) the group.

you created on a
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To stack
objects

You can stack objects
so they overlap
completely or
partially. You simply
move them on top of
one another.

When you stack
objects, you can
change the order in
which they are
stacked.

1 Select the object
you want to move.

2 Choose Bring To
| Front or Send Behind
from the Edit menu.

If you choose Bring To
Front, the selected
object appears on top
of any objects it
overlaps.

G W I T

If you choose Send
Behind, the selected
object moves behind
the other objects in
the stack.

H. . © B:-Jd E € T-S

If you select a group
and choose Bring to
Front or Send Behind,
the entire group
appears in front of or
behind other objects.

® 7o find an object
that has disappeared
behind another
object, select the
object you can see and
choose Send Behind.

k 1. Select the
object.

2. Choose
Bring To
Front or Send
Behind.
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To align objects
You can align a group
of objects you select
horizontally or
vertically.

| You can align them
| along their tops, their
| sides, or their centers.

1 Select the group of
objects you want to
align.

See “To Select a Group
of Objects” in this
chapter.

2 Choose Alignment
from the Special
menu.

A dialog box prompts
you for the kind of
alignment you want.

3 Click the options
you want.

If you align objects
along their tops,
bottoms, or left or
right sides, the objects

move to align with the
object farthest in the

direction you choose.

objects align with the
right side of the object
farthest to the right.

If you align centers,
the objects align along
a vertical or horizontal

For example, if you
align right sides, the

[ e lencnm
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s . w . g
; - - ml
. . W -
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| » . . i
| - . .
| . : I
| cu .
| h :
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. .m,
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L

Change the horizontal
alignment

Aligns along

] =] 1.

| center line.

| 4 Click OK.

Select the
objects.

2. Choose
Alignment.

Facing Pages &E

ual Size
Double Size €5

Insert Page(s)...
2lete Page(s)...
Go To Page...

| Preferences...
< | Snap To
+vUse Master

Align Ob jects

1
| ) Left Sides

) L/R Centers
L

Z)T/B Centers

£) Bottoms

p— .
| ok )| [(cancel
h' _-f —

Aligns along 3. click the options.

center lines Change
between sides the vertical  center lines
alignment  between tops

4. Click OK.

and bottoms
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ext can play many roles in a

document. It can be the long

paragraphs of a report that goes on
for pages, neatly arranging facts and ideas
for a reader. Or it might be a few, well-
planned paragraphs, short and to the
point, that describe a product or service
in a brochure for prospective customers.
It might be a quick message, no more than
a line or two, to give focus to a poster.

Because text can be all these things,

Ready,Set,Go! is designed to handle it
with flexibility, efficiency, and power.

Ready,Set,Go! gives you complete word
processing capabilities, with access to a
variety of styles and formats. You can
choose them as you work. Or you can set
| up stylesheets before you begin for fast
and consistent formatting. Basic aids such
as hyphenation options and spelling
checking also save you time.

The Text Block

The text block is the basic element of the
word processing system. You always

| enter text in a text block. The text block

can fill a page or a column or be just big

enough to fit a caption or even a page

number. You never enter text in a

document without first creating a text

block for it.

Working With Text

Once you create a text block, you can
enter text directly by typing. Or you can

| enter the text of a document that you

create with another application. You can
select text in a text block to edit it,
move it, copy it, replace it, or remove it.
You can even overlap a text block with
another text block, a picture block, or a
graphic object and make the text run
around the object.

A Chain of Blocks

Of course, your document may have
articles that span several columns or
pages. So you can link text blocks into a
chain. The text in a chain flows
continuously from one block to the next.
If you add or remove text, all the text in
the chain adjusts immediately, so you
don’t have to reenter text in each block
individually.

You can add or remove blocks from a
chain and copy blocks from one page to
another. If you duplicate pages with
linked blocks, you can automatically link
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the blocks on the new page to those on
previous and following pages. See “To
Add Blank or Duplicate Pages” in this
chapter.

Style and Format
You can select text in a block or chain of
linked blocks and then choose the font,
style, and size you want. You can also
change the text alignment, character
spacing, word spacing, line spacing, and
paragraph spacing. You can shift
characters in a line up or down, a point at
a time, if you want. You can choose
different styles of paragraph indentation.
You can make these choices one at a time,
or you can set up all the type
specifications with a single command
before you begin to enter text. See “To
Set Up Type Specifications” in this
chapter for the step-saving instructions.
Each character in a document carries its
own format information. So if you insert
text in an existing line of text, it has the
same format as the preceding character,
including invisible characters such as
spaces and return characters. Formats for
lines and paragraphs are determined by
the first character in the line or
paragraph.

Time-Savers

Ready,Set,Go! has several features to help
save you time as you work. Perhaps the
most important is the stylesheet.
Stylesheets are sets of type specifications
that you can choose as you work. For
example, you can create a stylesheet for
chapter titles. Then, whenever you type a
chapter title, you just choose the
stylesheet to format it. If you change the
stylesheet, it automatically changes all
the chapter titles.

You can also create glossaries for
standard text—a few lines or many
paragraphs—that you use over and over
again. When you want to use this text in a
document, you just choose it from a list of
glossaries and Ready,Set,Go! automatically
inserts it, already formatted, in your
document.

Other time-savers are automatic
hyphenation, with specifications that you
can select, and spelling checking. You can
also search a document for particular
phrases and replace them automatically
with other phrases or formats.
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The Text Block

To create a text
block

Before you can enter
any fext, you must
create a text block.

1 Select the text tool
from the tool bar by
clicking it.

2 Position the pointer
on the page in the
window.
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The pointer changes
to a crossbar when you
move it inside the
window.

3 Drag the pointer to
draw the text block.

If the grid is active, the
text block snaps to fit
one or more
rectangles in the grid.

As you drag, a dotted
rectangle shows the

size and position of |
the text block. When |
you release the mouse
button, the dotted
rectangle remains

and the text block is
selected. If you create
more text blocks, they
all stay selected until
you select another

You can change the
size of a text block,
move it, copy or
duplicate it, lock it, or
remove it. See
“Working With
Objects” in this

1. Select the text tool.

tool. chapter.
e The handles
- | show that
: % the block is
* I selected.
: The pointer
ool changesto
+ a crosshar.

2. Position the pointer

on the page.

3. Drag to draw the
text block.




To enter text by
typing

You can enter text
directly in a text block
by typing.

1 Select the insertion
pointer from the tool
box.

2 Click in the text
block where you want

to begin typing.

When you move the

~ pointer into the

window, it changes to
an I-beam.

If you click in an empty
text block, the
insertion point
appears at the upper
left corner of the
block. If you click in a
text line, it appears
where you click. If you
click in the empty area
of a text block with
some text, the
insertion point
appears at the end of
the text.

3 Type to enter text at
the insertion point.

Before you type, you
can choose the font,
style, and size you
want. You can also
select text and change
its type or format,
replace it with new
text, or remove it
completely.

As you type, lines wrap
automatically to the
next line, so you press
Return only at the end
of a paragraph.

If you type more text
than the block can
hold, the overflow
indicator appears in
the lower right corner
of the text block and
the text is stored as
overflow. You can
change the size of the
text block to display
overflow text. You can
also link the text block
to another text block.
See “To Link Text
Blocks” and “To Add
Text Blocks to a
Chain” in this
chapter.

n 1. Select the insertion pointer.

2. Click in the text
block.

A blinking vertical
bar marks the
insertion point.

3. Type the text.

You can choose fonts,
styles, and sizes before
you begin, or change
them after you type.

The overflow

indicator
means

more lext

Jollows.

]
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To get text from
another
document

You can get text from
documents you create
with MacWrite 4.5,
Microsoft Word 1.05
or 3.0, or WriteNow!,
or from a text-only
(ASCII) document.

1 Select the insertion
| pointer from the tool
bar.

2 Select an insertion
point in the text block
where you want to
enter text.

| See “T'o Enter Text by
Typing” in this
chapter.

3 Choose Get Text
from the File menu.

A dialog box lists the
documents that are
available on the
current disk. If you are
using the hierarchical
file system, it also lists
folders. You can open
the folders to view
additional folders and
their documents.

i E X

You can click the Eject
or Drive button to go
to another disk.

4 Select the document
you want and click
Open. Or just double-
click the name.

The document you
open is inserted at the
insertion point. If it is
a text-only document,
it is entered with the
formats of the
insertion point. If it is
a document from a
compatible word
processing applica-
tion, it keeps the font,
style, size, line spac-
ing, paragraph inden-
tation, tabs, and other
formats, depending
on the application.

If the document is
longer than the text
block or chain of
linked blocks, it is
stored as overflow
text. You can change
the size of the text
block or link the block
to another one to
display the overflow
text. See “A Chain of
Blocks” in this
chapter.
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L 1. Select the insertion pointer.

2. Select an insertion
point.

3. Choose
Get Text.

4. Double-
click the
document
name.

The overflow
indicator
/ shows that more
17 text follows.




To select text

When you want to
change text or remove
it, you must first select
it. Selected text is
highlighted, with white
characters on a black
background (unless
you select White
Type).

® 7o select text in a

text block, place the
insertion pointer at

the beginning of the
text and drag to the

end of it.

You can drag down the
page to select more
than one line.

If you find it difficult to
select an insertion
point at the beginning
of a line, place the
insertion pointer in
the middle of the first
character and click.

® 7o select one word
quickly, double-click
anywhere in the word.
Hold down the
Command key while
you double-click a
word to select just the
word, not any space

character that follows
it. Double-click and
drag to select as many
entire words as you
want.

See “Shortcuts” in
Chapter 4 for other
ways to sclect text.

® 70 make an
extended selection in
a text block or linked
blocks, click to select
the insertion point at
the beginning of the
selection. Then place
the pointer at the end
of the selection, hold
down the Shift key,
and click.

You can scroll to the
end of the selection—
on the same page or
another page—before
you hold down the
Shift key and click.

You can also drag
directly from one
linked text block to
another on the same
or facing page to select
all the text in between.

® 7o select all the text
in a text block or
linked blocks, select
an insertion point

anywhere in the block
and choose Select All
from the Edit menu.

@ To select all the text

in just one linked
block, select an
insertion point in the
block, hold down the
Option key, and
choose Select All from
the Edit menu.

® Select an insertion
point and drag to
select text.

® Select an insertion
point and choose
Select All from the
Edit menu to select all
the text in a block.

THE TEXT BLOCK/8
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The Text Block

To copy part of
a document

You can copy part of
the text from a
document that you
create with
Ready,Set,Go! or
almost any other
Macintosh
application. You use
the Clipboard or the
Scrapbook.

1 Open the document
with the text you want
to copy.

If necessary, quit
Ready,Set,Go!

T E X T

2 Select the text you
want and choose Copy
from the Edit menu to
copy it to the
Clipboard.

To copy several

selections before
quitting, use the
Scrapbook. See your
Macintosh owner’s
guide for details about
the Scrapbook.

3. Open the
Ready,Set,Go!
document.
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3 Open the
Ready,Set,Go!
document where you
want to enter the text.
If necessary, quit the
other application.

1. Open the document with the text you want.

2. Select the text and choose Copy.

-




4 Select an insertion
point in the text block
where you want to
enter the text.

See “To Enter Text by
Typing” in this
chapter.

5 Choose Paste from
the Edit menu.

If the text is from
another
Ready,Set,Go!
document, it keeps all

of its original formats.

If it's from another
application, the text
uses the formats at the

insertion point. See
“The Format Menu” in
Chapter 4 for details
about formats,

If you use the
Scrapbook, open the
Scrapbook and scroll
to the text you want
before you choose
Copy. If you don'’t see

5. Choose Paste.
“THE LOGIC OF © 70
'LOGOS .

‘Alogo, in s simplest
form, it just the name of -
“yowr company—or one of
“its produsts —spelled ot in -
type. -
. Hot just any type, of

. ~gowse. In fact, the typeface =

(35 what twras & printed worl -
ino  Jogo. The typeface
“gives the logo a viswal form-
a5 well as & verbal message,”
‘aad #t's this visrwl form

4hat prople recogmire as :
“yowr wnigwe Jogo, wherewer -
M appews. 3

‘So how do you choose *
‘the right typeface?

To begin, remember that
Ttypelsces thamsedwes com- -

munbsabe soma Vooks mos  °

your selections in the
Scrapbook, make sure
the Scrapbook you are
using is on the same
startup disk as the one
you used with the other
application.

4. Select an
insertion
point in

a text
block.
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To replace,
move, or
| remove text

| You can replace,
move, Or remove any
selected text.

® 70 replace text,
select the text you want
to replace and type
new text or choose

| Paste from the Edit
menu to replace the
selected text with the
contents of the
Clipboard.

® To move text to da
new location, select
the text you want to
move and choose Cut
from the Edit menu.

86/GO!

The text is placed on
the Clipboard—
replacing the last thing
you cut or copied—
and you can paste it
somewhere else in the
document or in
another document.

® 7o remove text,
select it and then
choose Clear from the
Edit menu or press the
Backspace key.

@ Select text you
want to replace and

type new text or
paste it from the
clipboard.

When you choose
Clear or use the
Backspace key, the text
is not saved on the
Clipboard.

@ To restore text that
you have removed,
choose Undo from the
Edit menu before you
do anything else.

® Select text you
want to move and
choose Cut to place it
on the Clipboard.

® Select text
you want to
remove

and choose
Clear.




To make text
| run around
another object

You can make text run
around any text block,
picture block, graphic
object, or group of
objects.

1 Create the object
you want the text to run
around and move it
into position on top of
the text block. The
object should remain
selected.

If the object is a
picture block, the text
automatically runs
around the block.

Text does not
automatically run
around text blocks,
graphic objects, or
groups of objects.

2 Choose
Specifications from
the Edit menu.

A dialog box displays
the specifications for
the selected object.

If you have selected a
group of objects, a

different dialog box
appears for each
object.

3 For the Text Repel
Distance, type the
distance you want
between the object
and the text.

If the selected object is
a picture block, you
can click Graphic to
make the text

A logo isawordora
~combiration of words in
pe. A loge

s readable,

pronounceible,

-a0d fully e

“tifies the comn-

pany o1

product it 1p-

-pesents. Logos

“spell out the

~company or z
product naene, and they -
-purantee imomediate
xecognition.

Text runs around picture
blocks automatically. You must
select Runaround for other

types of objects.

You can click Graphic to adjust

runaround adjust to
the contours of the
picture instead of the
frame of the picture
block.

4 Click Runaround if it
is not selected.

5 Click OK.

The text flows around
the object. If you
move the object, the
text adjusts
automatically.

1. Create the
object and
move it on top
of the text

block. 2. Choose

Specifications.

3. Type the repel
distance.

4. Click Runaround.

text to the contours of a picture.

5. Click OK.

® To prevent text
runarounds in a text
block, select the text
block, choose
Specifications from
the Edit menu, and
click Ignore
Runarounds. Now text
in this text block will
never run around any
object.

-_____________'________________
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To link text
blocks

When a single article
spans several columns
or pages, it's useful to
link text blocks into a
chain. Then the text
flows from block to
block and adjusts
automatically to
changes you make in
any of the linked
blocks.

You can link blocks
before or after you
enter text.

1 Select the linking
tool from the tool bar.

2 Click in the text
blocks in the order you
want them linked.

G oW T

of Blocks

As you click in the
blocks, the linking tool
flashes in the tool bar
and the linked blocks
blink.

You can use the page
scroll bar to go to a
new page and continue
linking.

Mg 1. Select the
il linking tool.

T E X F

If the first block has
overflow text, the text
immediately flows into
the linked blocks. If
the blocks you link
already have text, the
overflow text is
inserted after the
existing text.

3 Double-click in the
last block to end the
chain.

2. Click in
each block in
the link.

3. Double-click
in the last
block to end
the chain.
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Ready,Set,Gol!

automatically ends the

| chain if you select
' another tool.

You can find all the
linked blocks in a
chain by selecting

| some text and

choosing Select All.
Text in every linked
block is selected.




To add text
blocks
to a chain

You can add text
blocks in the middle
or to the end of a
chain of linked blocks.
You can also add text
blocks before the
beginning of a chain.

1 Insert the new text
blocks where you want
them to appear.

| You can draw new text
blocks with the text
tool, cut or copy text
blocks and paste them
into place, or
duplicate existing text
blocks on the same or
facing page.

2 Select the linking
tool from the tool bar.

3 Click in the text
block in the existing
chain that precedes
the new text blocks you
want to add.

4 Click in the new text
blocks in the order you
want to link them to

the existing chain and

double-click in the last
block you want to add.

Use the page scroll bar
to go to each page with
a text block you want to

| add.

| The text blocks are

added to the chain
after the existing
linked block you
clicked.

® 7o add text blocks
to the beginning of a
chain, click in the first
text’block in the chain.
Then hold down the
Shift key while you
click, in reverse order,
in the text blocks you
want to add to the
front of the chain.
Double-click in the
new first block.

® 70 add a new page

with linked blocks,

| choose Insert Page(s)
| from the Special menu

and select Duplicate
Current Page and
Global links. Overflow
text flows automatical-
ly into the blocks on
the new pages.

| 1. Insert
‘ new text

| blocks.

2. Select
the linking
tool.

P\N_z

3. Click in the
inked block
before the
blocks you want
to add.

4. Click in the
new blocks in
order.

5. Double-click
in the last new
| block.

A CHAIN OF BLOCKS/89




W O R K I N

A Chain of Blocks

G W I T

| R | G &) 1

To move or copy
linked blocks

You can move or copy |
linked blocks from one |
page in the document

to another. Then you
must use the linking

tool to relink them

after you paste them.

1 Select the text
blocks you want to
move or Copy.

2 Choose Cut or Copy
from the Edit menu.

The blocks and their
text are stored on the
Clipboard but are no
longer linked.

If you choose Cut, the
blocks are removed
and the remaining
blocks in the chain are
relinked. The original
text is adjusted to fit
the new chain.

3 Go to the page

where you want to

copy or move the
blocks.

You can use the page
scroll bar to go to a
new page in the
document, or you can
open another
document and go to a
page in it.

4 Choose Paste from
the Edit menu.

The blocks are pasted,
with their text, in their
original position, on

“snd Berignass nerw i -
-I_-l- henden e wdi-

“hepa e cplee by wade,
-ofamwton, deina, i

-tmhpu.lnm

2. Choose Cut or
Copy.

3. Go to the new
page.

4. Choose Paste.

90/GO!

Tty wlied i ® Fuiaizia depinind

the new page. If you
want to link them, see
“To Add Text Blocks
to a Chain” in this
chapter.

1. Select
the text
blocks.

C e sl printeg
. Hpaw oples e male
L sfmaten, dmmad

|h’uﬂw)- ‘uuMunn *
bt o, guphe e—iindeg o
! et—sad hold- tnlul.cl-(o'nt

+ e of - .

Vimal csmmaricaion

These blocks
are not linked.




To remove
linked blocks
from a chain

You can remove
linked text blocks from

| a chain. You can also

| unlink blocks without
removing them.

® 7o remove a linked
block, select it and
choose Cut or Clear -
from the Edit menu.
Or select it and press
the Backspace key.

The text block itself is
removed, but the text
it contained is
readjusted to fit the
remaining blocks in
the chain.

| @ To unlink a block

without removing it,

| select the linking tool

from the tool bar,
hold down the
Command key, and
click in the block you
want to unlink.

The text disappears

from the unlinked

block and flows into
[ the next block in the
| chain.

@ 7o restore a linked
block that you have
removed, choose
Undo from the Edit
menu before you do
anything else.

@ Choose Cut or
Clear to remove a
selected block.
Or press
Backspace.

@ Select the
linking tool, hold
down the
Command key,
and click in a
block to unlink it.

The text is adjusted in
the remaining blocks in
the chain when you
remove or unlink a block.
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To change the using. If you choose small sizes. Choose | command in
font, style, or Plain, all the other Preferences and select | Chapter 4 for more
size of text styles are canceled. Disable Font Scaling information.
to make it easier to
When you type text in 4 Choose the size you read and work with You can also change
a text block, it appears | want from the Style scaled fonts, but be the font, style, size,
in the font, style, and menu. sure to deselect and other formats with
size currently chosen Disable Font Scaling the Type Specs
at the insertion point. | If you choose Other, a | before you print with command. See “To
However, you can dialog box prompts an ImageWriter. See Set Up Type
change the font, style, | you for a size. You can | the Preferences Specifications” in this
and size as you type. specify any size from chapter.
[ Or you can change the | 1 to 255 points. Then
font, style, and. size of click OK. 1. Select an insertion point or text
any text selection. fl-. that you want to change.
Sizes that appear in _
1 Select an insertion outline characters in | Font |
point where you want the menu—those sizes o ;"‘ Choose a
to start typing in a new installed in your Alsietica] TOME
font, style, or size. Or | System file—look o e \4;?1123
select the text you want | better than other sizes g | pein  ®mF| 3. Choose
to change. | when you print them f_..f-w i ot e . - ::':r:'
on an ImageWriter. If in Underline U
: Lo Oueiine styles.
2 Choose the font you | you're using a Shadom
want from the Font LaserWriter, the font is E““_'W”Z@
. LtHien
menu. scaled when you print . Overstrike
to look good in any e oa e hasor T 4. Choose
3 Choose the style size you choose. To MG, marmlerti 10 Pelnt a size.
’ 4 A2 Polnt
you want from the . BICOT 10, can
Style menu. The Macintosh 10 Polnt )
call 24 Polat specify any
automatically creates, 36 Polnt size from
You can choose one on screen, sizes of D6~ | 7 t0 255
style or a combination | fonts not installed in such as Helvetica, might points if
of styles. A check your System file by you choose
' R ; Sy L - Other from
appears beside each scaling one that is. ‘ the Style
style that you are | Sometimes these [| sz E points S
| scaled fonts are almost { irﬁ ([Cancel)
illegible on screen— B
especially in very
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To align text

You can align your text
with the right or left
side of the text block.
You can also center
the text in a block or
justify it.

1 Select the text you
want to align.

Each line is aligned
according to the
alignment you specify
for its first character.
However, if you want
to keep the same
alignment as you edit,
it’s a good idea to
select entire lines,
paragraphs, or
articles.

2 Choose the
alignment you want
from the Format
menu.

The text you selected
realigns.

Left aligns
text at the left
side of the
text block

A check in the Format
menu marks the
alignment at the
insertion point.

| You can also align text
with the Type Specs
command. See “To
Set Up Type
Specifications” in this
chapter.

vleft

1. Select the text.

Right
Center

f'.'l'_etleriwns

"Letterforms are letters that.

Word Spaa wel to commusioate o

Line Spaceompany or produst zame,.
often in abbrevisted form.

Paragrap.

Left Inde,

Ve ‘other text—on o B,
REm “package, or & billhoard —
Letlerspifor atention

Shift Up.. Symbols

St

the com paay or produst,

Pictographs

‘Pictographs  are  informa-.
tomal masks, often public-

Justify spaces
words evenly
so each line
aligns at the
left and right
sides of the
text block.

They are  ideal  identity,
‘marks for corporations with!
Paragrapleg or diffieult L —.
they are short and quickly
recognizable, if not alwwys.
Right INd prenowncesdle. Like logos,”
‘they have to compete with.

hift D . Bymbols are marks without'
- y E““twe. They identify a com-,

aseline puay or product  without*
T e spelling ow its name.
They are wully simple
grphic forms, slways full
of impact, Their principle-
‘disadvaztage is that it takes.
time and relitively mamy
advertising dollars for the.
symbol to become widely-
‘associsted with the name of

~ ] 2. Choose the alignment.

o s ke e .

. Letterforms are latters that”
. are wsed to commumieate &'
© company or prodwst name,.
- often in abbrevisted form -
s They are ideal identity,
- marks for corporstions with
long or Aiffieukt names—.

| they are short and quickly
: recogmizable, if not always.
© promowacesble. Like logos,:
- they have to compete with
 othertext—on s page, &
package, or a billboard— .
for sttention -

= Symbols.
- Bymbols ane marks withou'
* type. They ientify » com-.
. pamy or product withour'

o ever spelling out its me..

They are wsually simple-
© graphic forms, always full
- of impact. Their prineiple-
- disadvantage is that 3 takes.

time and relatively many-

advertising dollars for the
. symbol to become widely
- associated with the name of,
. the company or produst.’

Pidoqrsahs:
Fictographs are informa-.

- tional marks, often public-

Right aligns
text at the
right side of
the text
block

- Luttarforms are letters that _
- are used to commundeste o -
* company or product zame, |
- often in abbrevisted form. -
They are ideal identity |
“marks for corponstions with
* long or difliewk names— |
- they are short and quickly -
* recoguizable, if not alvays
- prozounceadle, Like logos, -
 they have to compete with |
. other text —om & page, & "
- package, or  billboard— |
¥ for sttention,
Symbols
‘Bymbols are mavks withouw *
- type. They identify & com- |
© paayor produst withow -
* ever spelling owt its name. |
T They are wally simple -
* graphic forms, always full |
. of impact, Their principle -
- disadvantage is that it takes |
© time and relatively many -
© sdvertising dollars for the |
. symbol to become widely -
“associated with the name of |
_ the company or product, .

Pictographs
. Fictographs are informa- .
. tiomal marks, often public :

Center centers
the text

in the text
block.
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To reduce space
between
characters

Sometimes the space
between certain
characters is
noticeably too wide—
especially if the type
size is large, as in
titles. In traditional

| typesetting, this space
is reduced by a meth-
od called “kerning.”

With Ready,Set,Go!
you can automatically
kern certain pairs of
characters if you use a
LaserWriter screen
font that contains a
special table of pairs,
such as Toor AV.

| In addition, you can

specify the amount of
space you want to
remove between each
pair of characters in
text you select.

® 7o kern automati-
cally, select the text
you want to kermn and
choose Kern from the
Format menu.

Ready,Set,Go! kerns
| each pair of characters

that is included in a
table stored with most
LaserWriter screen
fonts. If the pair is in
the table, the
character on the right

| moves to the left and

any following lines of
type adjust to fit.

Because the
Macintosh screen
allows kerning only in
1-point increments,
kerning is effective
only for larger type
sizes, such as
headlines.

e To specify the space

to be removed
between two
characters, select the
character on the right
and choose Kern from
the Format menu.

A dialog box prompts
you for the number of
points you want to
remove. When you
click OK, the charac-

| ter moves to the left.

® 7o remove space
between each
character in selected
text, hold down the

Option key and
choose Kern from the
Format menu.

A dialog box prompts
you for the number of
points you want to
remove between each
pair of characters in
the selection. When
you click OK, all of the
characters move to the
left and any following
lines of type adjust to
fit.

® 7o remove space
manually between

selected characters,
hold down the
Command key and
press the Left Arrow
key once for each
point of space you
want to remove.

® 7o restore kerned

characters to their
preset spacing, select
the kerned text, hold
down the Option key,
and choose Kern from
the Format menu.
When the box
appears, type 0 and

click OK.

SALVADOR DALl

® To kern automati-
cally, select characters
and choose Kern. |

® To specify space

to be removed, select
characters and choose
Kern. Type the number
of points and click OK.
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To add space
between
characters

You can add space
between characters to
achieve special design
effects. This is called
“letterspacing.”

1 Select the text you
want to letterspace.

| 2 Choose Letterspace
. from the Format
| menu.

| A dialog box prompts
| you for the positive
number of points you
want to add between
each character.

If the text has already
been kerned or
letterspaced different
amounts, no number
will appear in the
dialog box.

3 Type the number of
points you want to

add.

4 Click OK.

Each selected
character moves to the
right, and the
following lines adjust
to fit.

If you type text after a
letterspaced
character, it uses the
same letterspacing.
Text that you paste is
not affected.

® 7Jo restore
letterspaced
characters to their

normal spacing, select
the letterspaced text
and choose
Letterspace from the
Format menu. When
the box appears, type
0 and click OK.

® 70 add space
manually between
selected characters,
hold down the
Command key and
press the Right Arrow
key once for each
point of space you
want to add.

“ 1. Select the text.

2. Choose
Letterspace.

3. Type the number of

points.
4. Click OK.
R L LR

&Notes:

Kerning Then
and Now

When all type was set
in metal blocks, the
space between letters
was governed by the
size of the block on
which the type was
cast. Sometimes the
size of the block
created awkward
spacing between
certain characters. To
correct this problem,
typesetters sawed
notches in the type
blocks to make them fit
closer together. The
part of the letter that
extended beyond the
notched edge was
called a “kern.”

Computers can make
these adjustments with
a lot less fuss.
However, you may still
want the manual
control of specifying
exactly how much
space to remove
between characters.
Ready,Set,Go! gives
you this control.
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To shift
characters up or
down

You can shift
characters up or down
from the baseline—
the imaginary line on
which the bottom of
most uppercase letters
rests. This is useful for
raised footnote
references and other
symbols as well as
special design effects.

1 Select the text you
want to shift.

2 Choose Shift Up or

G W I TMH

Style and Format

' 3 Type the number of

points you want the
text to shift.

4 Click OK.

The selected
characters shift up or
down. If you are using
automatic line

| spacing, the space
| between lines adjusts if

necessary. To keep the
line spacing the same,

T E X T

try changing the
shifted text to a
smaller font size or
specify the line
spacing for that line.
See “To Change the
Space Between Lines”
and “T'o Add Space
Between Paragraphs”
in this chapter.

- 1. Select the text.

‘You can shift char- -

® 70 use the arrow
keys to shift selected
text, hold down the
Command key and
press the Up Arrow or
Down Arrow key once
for each point of space |
you want the text to :
shift.

® 0 shift text back to
the baseline, select the
shifted text and
choose Baseline from
the Format menu.

or down .
‘from the baseline. -

Ea:: ters

Shift Down from the
Format menu.

| 2. Choose Shift Up or
| Shift Down.

) 3. Type the number of
A dialog box prompts points.
you for the number of
points you want the
text to shift. If a
number other than 0
appears in the box,
the text has already
been shifted by the
number of points
indicated.

4. Click OK.

You can shift char- -
-acters UP or down -

If no number appears, from the baseline. -

the text has been
shifted different

amounts.
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To change the | 3 Typeanew 4 Click OK. You can also change
space between percentage for the word spacing with the
words word spacing. Ready,Set,Go! now Type Specs

- uses the word spacing command. See “To
Ready,Set,Go! For example, if you you chose. Set Up Type

| automatically sets the want twice as much - Specifications” in this

| space between words. space between words, | chapter.
You can change the type 200. If you want
word spacing to half as much space,
increase or reduce type 50. |

space between words.

1 Select an insertion

“ 1. Select text or an insertion point.
point or some text.

2. Choose Word
Spacing.

2 Choose Word
Spacing from the Text

mendu. 3. Type a percentage of the preset

word spacing.

A dialog box prompts
you for a percentage of
normal word spacing.

The preset word _ ight Indent... || worg spacing: _ .

spacing is 100 percent.

The preset 4. Click OK.
word

spacing

is 100 sembets” T :
percent. mk“-;-;; :

spelling owt s name. .
They sre wrwally simple °
‘guphic forms, sbeays .
Il of impact. Their -
‘principle dissdvantage i |
Ahat ¥ takes time sad -
‘relstively many .
‘sdwrtising dollars Cor the -
‘symbol to Mecome wilaly.
associstel with the mme -
‘of the company or -

_m.
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To change the
space between
lines

Ready,Set,Go!
automatically adjusts
the space between
lines to fit the font size
you are using.
However, you can
specify the line
spacing you want—to
increase the space
between text and
headings, for
example, or to keep
the same space

| between lines with
different type sizes.
Ready,Set,Go!
measures the space
between lines and
paragraphs from the
| baseline of the line
above to the baseline
of the line below.

1 Select the lines
whose spacing you
want to change. Or
| select an insertion
point.

You can select the first
character or the entire
line. For ease of
editing, however, it's a
good idea to select the
entire line.

2 Choose Line
Spacing from the
Format menu.

A dialog box prompts

you for the number of
points between lines.

vich -
JLETTERFORMS,

ISYMBOLS, AND
iPICTOGRAPHS:

SOME
JDEFINITIONS
-Logos, symbols,
“latterforms, and pictographs |
are all idemtity .
‘marks —graphic devices for |
communicating produst or -
“corporate idantity. .
“Howewer, each one is
“different, with its own

LE

Strengths and weaknesses, :
‘Herw's a summary.

3 Type the number of
points you want
between lines.

4 Click OK.

The space is adjusted
between each selected
line and the line above
it.

T 1. Select the lines.

You can also change
line spacing with the
Type Specs
command. See “To
Set Up Type
Specifications” in this
chapter.

® To return to
automatic line
spacing, select the text
and choose Line
Spacing from the
Format menu. When
the dialog box
appears, type Auto and
click OK.

2. Choose Line Spacing.

3. Type the number of points.

4. Click OK.

'LETTERFORMS,
"SYMBOLS, AND
‘PICTOGRAPHS:
“SOME
‘DEFINITIONS
Logos, symbols,

tterforms, and plctographs |

are all identity

“marks —graphie daviees for |
communieating product or -
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To add space
between
paragraphs

Ready,Set,Go!
' normally uses the
| same space between
| paragraphs as it uses
| between lines in the
paragraphs. You can
add more space
between paragraphs if
you want.

1 Select the text you
want to change. Or
select an insertion
point.

You can select the first
character of a
paragraph, the first
line, an entire
paragraph, or several
paragraphs. For ease
of editing, however,
it's a good idea to
select at least an entire
paragraph.

2 Choose Paragraph
Spacing from the
Format menu.

A dialog box prompts
you for the number of
points you want to add
to the current spacing
above the selected
paragraph.

3 Type the number of
points you want to
add.

4 Click OK.

The space above each
selected paragraph is
adjusted. If you
selected an insertion
point, Ready,Set,Go!
uses the new
paragraph spacing for
any paragraphs you
type after the insertion
point.

1. Select text or an insertion point.

You can also change
the paragraph spacing
with the Type Specs
command. See “To
Set Up Type
Specifications” in this
chapter.

® 7o return to normal
paragraph spacing,

| select the text or an

insertion point,
choose Paragraph
Spacing from the
Format menu, type 0,

| and click OK.

2. Choose Paragraph Spacing.

3. Type the number of points.

4. Click OK.

<Any OM Btyle typeface Like .

‘Gouldy, with its ewrved

-serifs and vertical strokes, -

Ttells the world that the

compaay behind the logo is-

nelassie.

‘A more modern saxs serlf -

faze, such as Helwetica,

‘might suggest u produet or -
company that is forward-

Jookizg.

“The typeface or the WTADge-
‘munt of characters can also |
b ize with the word, -
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To indent
paragraphs

You can indent the
first line of a
paragraph or all lines
except the first line—
called a “hanging
indent.” You can also
indent any line from
the right or a combi-
nation of any of these
indentation styles.

1 Select the text you
want to indent.

You can select just the
first character of a
line, a line, a
paragraph, or an
entire text block or
chain of linked blocks.
It is usually best to
select at least an entire
paragraph, so if you
add or remove text
later, your indents will
not accidentally
change.

2 Choose an indent
command from the
Format menu.

Paragraph Indent
indents the first line of
each selected
paragraph.

Style and._ﬁgm@_qt

! Left Indent indents all
the lines except the
first line of each
selected paragraph.

Right Indent indents
all the lines from the
right side of the text
block.

When you choose one
of these commands, a
dialog box prompts

you for the amount of
indentation you want.

“A more modern sans serll
e, surk as Helwatica,

‘might suggest a produst or -
company that is forward- -
looking. ;

“The typelace or the smunge- |
ment of charsters ean also -
“harmonize with the word,

4mphasizing the sound of -
‘the worl, :

Left Indent
indents

all but the
first line

in the
selected text.

3 Type the number of

inches, centimeters,
or picas and points
you want the selected
lines to indent.

4 Click OK.

The selected lines are
indented.

“ 1. Select the text you want to indent.

2. Choose
command.

3. Type the amount
of indentation.

1 hsy OM Byl typeface - 4. Click OK.
‘like Gouly, with its ewrved .
-serifs and vertical strokes, -

ells the world that the

company bekind the logo is

nelassie.

“A more moders sans seril
. face, sweh as Helvatien, -
© might sugyest a produst |
. or company that is for-

o wwrd-looking.

The typelase or the

You can also set up
indentations with the
Type Specs com-
mand. See “To Set Up
Type Specifications”
in this chapter.

@ To remove an
indentation, select the
indented lines and
choose the appro-
priate indent com-
mand from the Format
menu. When the
dialog box appears,
type 0 and click OK.

an indent

amangement of characters

‘ean also harmonize with

100/GO!




To set up type
specifications

| You can set all the type
specifications at once,
| including font, style,

| size, alignment, tabs,
indentation, word
spacing, line spacing,
paragraph spacing,
and hyphenation.

1 Select an insertion
point in a text block.
Or select text.

When you select an
insertion point,
Ready,Set,Go! uses
the type specifications
you set for any text that
you type after the
insertion point.

2 Choose Type Specs
from the Text menu.

A window displays the
type and format

options of the selected
text or insertion point.

3 Select the options
you want.

You can click to select
the options for font,
style, size, alignment,
and hyphenation
specifications. Type
the indents you want
and the word, line,
and paragraph
spacing. Click Set Tabs
to display the Tabs
window. See “To Set
Tab Stops” in this
chapter for details
about using this
window. Select the
Tabs option to use the
tab stops you set.

You can also choose
to select no option for
one or more of the
type or formatting
specifications. Then
selected text will keep
its current
specifications for

| those formats.

4 Click Apply to view
your specifications
without closing the
window. Or click OK.

Ready,Set,Go! uses
these type specs for
the selected text or for
any text you type after
the insertion point.

the specifications by
choosing the Type
Specs command again
and choosing new
options. You can also
change individual
style and format
options as described
earlier in this chapter.

You can create
stylesheets for several
different sets of type
specifications and
apply them
throughout your
document. See “To
Create a Stylesheet” in
this chapter.

1. Select the
insertion point or
select text.

2. Choose Type
Specs from
the Text menu.

3. Select options.

4. Click Apply or
click OK.
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Style and Format

_ To set tab stdbs

You can set up to 10
tab stops for any text

| you select. You can
define a text measure:
the length of the text
line after a tab. You
can also choose right,
left, centered,
justified, or decimal
alignment of text
within that measure.

[ You can also use a
character as a leader
to a tab stop.

If no tab stops are set,
an 8-point space is
inserted automatically
at the insertion point
when you press Tab.

1 Select the text or
insertion point where
you want to set tabs,

Tab stops apply to any
text you type after the
insertion point.

2 Choose Tabs from

the Text menu.

A window displays a

| ruler for setting the tab
stops. The ruler

| measures from the left

| edge of the current text

block in the units you
choose with the
Preferences
command. You can
scroll to show more of
the ruler.

3 Click in the ruler

where you want to set a
tab stop.

? -
A CLASSIFICATION OF TYPE : ]

| Old Style Transitional Modem

b Bodo Century Melior
i G Falatine Optira
| Goudy Trurep Tirws

When you press

the Tab key, all of
the text to the right
of the insertion point
moves to the next
tab stop.

Two arrows appear.
The large arrow marks
the tab stop. The small
arrow marks the end of
the text measure. If the
measure is 0, the end

| of the measure is the
end of the text block.

The precise tab
position and width of
the measure are shown
above the ruler.

-

An icon to the left of
the arrows indicates
the alignment.

4 Click OK.

The tabs are set. Press
the Tab key to indent
the text. You can also
set tabs with the Type
Specs command. See
“To Set Up Type
Specifications” in this
chapter.

1. Select text or an
insertion point.

2. Choose Tabs.

3. Click in the ruler
to set a tab stop.

4. Click OK.

A CLASSIFICATION OF TYPE
0ld Style Transitional Modem
Bebo Century Melior
Garnatnond Falatine Optirma
Goudy Trump Tieoes
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® 7o set the text
measure dfter a tab,
select an insertion
point, choose Tabs,
and set the tab stop.
Then drag the smaller
arrow to the right to set
the text measure and
click OK.

® 7o change the

alignment at a tab,
| select the text, choose
| Tabs, and click the
| alignment icon. The
icon changes each
time you click to
indicate left, right,
centered, justified, or
| decimal alignment. If
you select decimal
alignment, the
characters you type at
the tab stop align to
the right until you type
a decimal point and
then align on the
| decimal point. Then
[ click OK.

® 7o specify a leader
character to a tab
stop, select the text,
choose Tabs, click the
tab stop, click Specs,
type the character for
the leader character,
click OK, and click OK
again. The character

| text, choose tabs, click
| the tab stop to select
[ it, and click Specs.

fills the space between
the text and the tab
stop.

® To specify tab stops
precisely, select the

When the dialog box
appears, type the
position of the tab
stop, the width of the
measure, and the

® To specify tab
stops precisely,
click Specs.

'_'.l lear ANl |Inde

leader character, click
OK, and then click OK
again.

® To change a tab
stop, select the text,
choose Tabs, click the
tab stop you want to
change, and drag the
appropriate arrow to
the new position.
Then click OK.

- ~ | Measur
Specs... | |

Measurer

-

nents in picas.pts.

® To remove a tab
stop, select the text,

| choose Tabs, click the

tab stop you want to
remove, and drag it
below the ruler. Then
click OK.

® To remove all tab
stops, select the text,
choose Tabs, click

| Clear All, and click

OK.

| —
! Tab Specifications
Il
. ® To set the ® To set

I el eader: [ ] alignment, the text
| Measure: - click the measure,
|’ alignment drag the
| ;E‘:s lIJJrH nents in E,:.:_.ﬁl-:—-}_\‘_ ._.f'.ﬂnrpl.: icon. small arrow
” — to the right.

® To specify a leader

character, type the

character in the Specs

dialog box.
«~ i - i Hi & i —-'l_‘_l
Left Right Decimal
alignment alignment Centered Justified alignment
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‘Time-Savers

To find text

You can search for
characters in a text
| block or chain. You

in any font, style, size,
or combination of
these.

1 Select an insertion
| point where you want
to begin the search.
Or select the text you
want to find.

You can search for up
to 255 characters. The
search begins after the
current insertion point
or selected text and
ends at the end of the
block or chain, which-
ever you choose.

can also search for text |

2 Choose Find from
the Text menu.

A window prompts you
for the text you want to
find and the search
options you want to
use.

If you select text before
you choose Find, the
selected text appears
in the Find box.

3 Type the text you
want to find.

If you want to match
uppercase and
lowercase characters,
type the characters
exactly and click Case-
sensitive,

If you selected text,
you can edit it in the
box.

4 Click Block or
Chain.

Ready,Set,Go!
searches the part of
the document you
choose.

5 Click OK.

The Find window
closes, and the next
occurrence of the
search text is
highlighted in the
document. You can
type to change it if you
want.

® 7o search for a font,
style, or size, hold
down the Option key

when you choose
Find. A new window
lists the font, style,
and size options.
Choose the options
you want. When you
click OK,
Ready,Set,Go! finds
the text in the font,
style, size, or
combination of these
you specified. Leave
the Find box blank to
find the next
occurrence of a font,
style, or size of type,
regardless of the text.

@ To quickly find the
next occurrence of
text, choose Find
Next. Ready,Set,Go!
finds the selected text
or type using the last
search options you
selected.
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TR in their simplest

form, are just the mame of -
Yo company—or one of .
it products —spelled ot in -
‘type. .
© Mot just any type, of

‘cowse. In fact, the typeface
‘s what twns & pristed word -
‘into » logo. The typeface .
.gives the logo a visual form-
‘a5 well as & verbal message, |
‘andit's this viswl form

that people meoguize s .
‘your uniqu logo, wherever *
B appears, "

:So how do you choose |
the right typeface?
“Te begin, nmember that

Aypefaces themselves com- :
‘mumicate some basie mes- |

sage. Any OUM Bryls

ypelase like Gouly, with |
s cwrved serifs and wertical .
“strokes, tells the world that |

bt company or product

“behind the logo is a classie, |

“well-rooted in Kistory. A

‘more modern sans serif face, .

“such a5 Halvetica, might

1. Select an insertion point
or the text you want to find.

2. Choose Find.

Replace... |
place Next 1

vHyphenation On
Hyphenation Off |
Hyphenation Specs...

Tabs...
Type Specs...
Styles...
Remove Styles
Glossaries

3. Type or edit the text.

— Find

= —| 4. Click Block
” or Chain.

Check Spel}

Suggest Sp| fing; Logos
Add Word |

[ case-sensitive

5. Click OK.

O Block ® Chain

Hold down the Option
key when you choose
Find to specify the font,
style, and size of text
you want to find.
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TLE - X T

. To replace text

You can search for text
and automatically
replace it with other

| text. You can replace

| the next occurrence of
| the text. Or you can
replace it everywhere
it occurs in a block, a
chain, or the entire
document. You can
also search for and
change a font, style,
or size of type
regardless of text, or
search for and change
the font, style, or size
of specific text.

1 Select an insertion
point where you want
to begin the search.
Or select the text you
want to find.

| When replacing text

| throughout a
document, you can
begin the search
anywhere in the
document. To replace
all occurrences in a
block or chain, you
must select an
insertion point at the
beginning of the text
in the block or chain.

2 Choose Replace
from the Text menu.

A window prompts you
for the text you want to
find, the text you want
to change it to, and
the search options you
want.

3 Type the text you
want to find.

THE LOGICOY - s
LOGOS :

‘Leogos, in their simplest

form, are just the name of -
“your company—or one of .
(s products —spelled owt in -
type. 3
- Hot just any type, of

‘eowrse. In fuet, the typeface .
i what terns a printed word -
‘into  loge. The typeface .
_gives the loge a visual form-
a5 well a5 & vardal message, |
“and it's this viswl form

Ahat people meoguize as |
your uaique loge, wherever -
W oappears. .

‘So how do you choose |
the right CTERETDY
“To begin, remember thar |
Jypelaces thamselves com- -
‘municate some basic mas- |
sage. Any OM Bryle

ypelace lice Gouly, with |
s cwrved serifs and vertical -
“strokes, tells the world that |

the company or produst - Check

behind the logo is u classic, |
wellrooted in history. A ¢
‘more moders sazs seril face,
wuch as Halveties, might

Replace Next % F

+vHyphenat
Hyphene
Hyphenation Specs...

Remove Styles
Glossaries.z= R

_Add Word

If you want to match
uppercase and
lowercase characters,
type the characters
exactly and click Case-
sensitive,

4 Type the new text
and click the search
options you want,

Click Block, Chain, or
Document to select
the part of the
document you want to

search. Click Once 1c
replace the next
occurrence of the text
or All to replace zall
occurrences in the
block, chain, or
document.

5 Click OK.

The new text replaces

the old text according

to your instructions

1. Select an insertion point or
text you want to replace.

ion On
on Off

2. Choose Replace.

3. Type the text you
want to replace.

4. Type the new text
and click the Search
options.

pell| Find: 1tgpe face

Change To: Epeful:e

(O Block (® Chain [] Case

O Document ® Once
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® 70 replace the font,
style, or size of text,
hold down the Option
| key when you choose

| Replace. A new
window lists the font,
style, and size options
| for both the old text
and the new text. Type
the old and new text,

| choose the options

' you want for each, and ‘

click OK.
Ready,Set,Go! finds
the text you specify
and replaces it with the
new text in the font,

Hold down the Option
key when you

choose Replace to specify

the font, style, and
size of the old and new
text.

Replaces all
occurrences of the
text in the block,

chain, or document

style, size, or
combination of these
you specified. Leave
the Find and Change
To boxes blank to find
and replace every
occurrence of the
font, style, or size of
type you specify,
regardless of text.

Replaces the next
occurrence
of the text

Ready,Set,Go! uses

® To quickly replace
the next occurrence
of text, choose
Replace Next.

the most recent
specifications for
replacing text or type.
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To create
a stylesheet

You can create one or
more stylesheets for a
document. A
stylesheet defines a set
of type specifications.
Once you create a
stylesheet, you can use
it to format text quickly
| and consistently. If
you change a
stylesheet,
Ready,Set,Go!
automatically changes
all of the text you
formatted with that

| stylesheet. You can
quickly reformat your
entire document in
this way.

1 Select an insertion
point. Or select text to
use its specifications in
the stylesheet.

2 Choose Styles from

the Text menu.

A window displays a
list of existing
stylesheets, if any.

3 Click New.

A new window displays
the options for type
specifications.

4 Type a name for the
stylesheet.

Ready,Set,Go!
automatically names
the stylesheet New
Style. You can give it
any name you want.
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5 Select the options
you want.

You can click to select
the font, style, size,
alignment, and
hyphenation options.
Type the indents you
want and the word,
line, and paragraph
spacing. Click Set Tabs
to display the Tabs
window. See “To Set
Tab Stops” in this
chapter for details
about using this
window.

You can also choose
to select no option for
one or more of the
type or formatting

| specifications. Then
text you format with
the stylesheet will
retain its current
specifications for
those formats. See “To
Use a Stylesheet” in
this chapter for more
information.

6 Click OK.
The new stylesheet

appears selected in the
list of stylesheets.

7 Click Done.

The stylesheet is
stored with the current
document, and you

| can use it to format

selected text. See “To
Use a Stylesheet” in
this chapter.

® Joassign a
keyboard command
to a stylesheet, set up
the stylesheet as usual,
but add a slash (/)
and any single
character at the end of
the name. See “To Use
a Stylesheet” in this
chapter for details
about using keyboard
commands for
stylesheets.




1' 1. Select an insertion
point or select text.

[THE L3I0 OFLOSos |
2. Choose Styles.

3. Click New.

|Te.uei 1 Head _]

4. Type the name of
the stylesheet.

5. Select options.

6. Click OK.

7. Click Done.
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To use a
. stylesheet

If you have created
stylesheets for your
document, you can
use them as you enter
text. Or you can
format the text that
you have already
entered with a
stylesheet.

1 Select the text that
you want to format or
select an insertion
point.

2 Choose Styles from
the Text menu.

A window lists the
stylesheets for the
current document.

3 Select the stylesheet
you want to use.

You can use the scroll
bar to bring more of
the list into view.

4 Click Apply and
then click Done.

The text you selected
or the text you type
after the insertion
point is formatted with
the type specifications
defined in the
stylesheet. You cannot
change any formats

| you specified with the
| stylesheet with menu

commands.

110/GO!

® 7o change the style
or format of text
Sformatted with a
stylesheet, select the
text you want to
change and choose
Remove Styles from
the Text menu. You
can now use menu
commands or another
stylesheet to change
the style and format of
the selected text. The
stylesheel remains

' unchanged.

| ® To use a keyboard

command for a
stylesheet, select the
text, hold down the
Command key, type
H, and then type the
character assigned to
the stylesheet. See “To

Create a Stylesheet” in

this chapter to assign a
keyboard command to
a stylesheet.

® 7o import a
stylesheet from
another document,
choose Styles from the
Text menu and click
Import. A dialog box
lists the other
Ready,Set,Go!
documents on your
disk. Double-click a
document to import
its stylesheets. When
they appear in the list
for the current
document, click Done.
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‘A logo, in its simplest
form, is just the name of
YOur compaRy—or one of
s produets —spelled owt in |
Aype. :
Hot just any type, of

‘eowrse. n fact, the typeface -
‘i what twas & printed word |
{into a logo. The typeface
‘gives the logo & visual form.
45 wall a5 & verbal message,
and it's this visval form |
that people recognize as :
“your wnigues Jogo, whersver |
-t appewrs. :

Bo bow do you choose the -
‘Fight typeface? Y
‘To begin, remember that 4
typefaces themselves com- |
‘munieate some basis mas- -
“sage. Any OU Btyle ;i
Rypeface like Gouly, with

“its curved serifs and vertical |
strokes, bells the world that -
bt company or produst |
“Dekind the Jogo is a elassic, -
‘well-rooted in history. A
‘more modern sans serif face,”
‘such as Helvetica, might  ©

. 1. Select text or an insertion point.

2. Choose Styles.

3. Select a stylesheet.

4. Click Apply and
then click Done.

“A Jogo, in its simplest
form, is just the mame of
‘yow company—or one of |
Jts products —spelled ot in -
type. 5
. Mot just any type, of
‘cowrse. In fact, the typeface _
i what twas & printed word *
into & logo. The typeface |
“gives the logo a visual form
o5 well a5 & verbal message, .
ol t's this viswl form
that people recognive as .
“yow wniqee logo, wherever -
“# appears. .

Esnhowlnn\:hmmlk .

right typeface?
“To begin, remember that

ypefaces themselves com- -
‘municate some basic mes- |

“sage. Any OM Style
‘typelace like Gouldy, with

5 ewrved serifs aad wertical -
“strokes, tells the world that |

ke company or product

‘bekind the Jogo is & classic, .

wellrooted in history. A

‘more modern sans serif face, .

swch a5 Helvetica, might
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? To modify a
stylesheet

1 You can change the
| name or specifications
of a stylesheet, and all
the text you formatted
with the stylesheet will
| be automatically
| changed throughout
your document. You
can replace the
original or keep both
the old version and
the new. You can also
delete a stylesheet
from a document.

1 Choose Styles from
the Text menu.

A window lists the
stylesheets.

2 Select the stylesheet
you want to change.

3 Click Modify.

A window displays the
specifications for the
selected stylesheet.

4 Change the name or
specifications as
appropriate and click
OK.

If you changed the
name, the new name
appears in the list of
stylesheets.

If you changed the
specifications, all text
in the document that

you formatted with
that stylesheet will also
be changed
automatically.

Caf you select text

formatted with a
stylesheet and choose
Remove Styles, its
formats will not

| change if you modify
| the stylesheet you

formatted it with.
5 Click Done.

® [0 create a new
version of a stylesheet
and save the old,
choose Styles from the
Text menu, select the
stylesheet you want to

use, and click
[ Duplicate. The
| duplicate has the same
| name as the original,
| but .1 is added to the

end of the name and
any keyboard
command character is
removed. You can
now modify the
duplicate and give it a
new name.

® 7o delete a
stylesheet, choose
Styles from the Text
menu, select the
stylesheet you want to
delete, and click
Delete. A dialog box
asks you to confirm
that you want to delete
the stylesheet. Click
OK to delete the
stylesheet. Then click
Done.
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1. Choose Styles.

n On
n Off
n Specs...

Styles | 2. Select the
stylesheet you want
i . to change.
evel 2 He |
i 3. Click Modify.
| ..';[Ijii‘ S.::5‘|||:r'1‘ir|n-. =
Right
| Justify
| licage

Indents:
Para [0,0000

Left [0.0000

[]Underline Right [g_ppp
12 Outline Spacing:
| hadow

] Condense

= | '.. |
! ‘ara (g
| 4. Change the name
or options or both and
| then click OK.
| i
i 5. Click Done.
I
I
| Dt |
|
;'

Set Tabs...

Word ;’5[][] —

|percent

inches

hes

inches

points

points
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To create a
glossary

A glossary is formatted
text that you use over
and over again. It may
be a copyright notice,
author biographies, or
your corporate

| address, for example.

You can create a set of
glossaries for your
document or import
glossaries from
another document.
See “To Use a
Glossary” in this
chapter for details
about importing
glossaries.

1 Type and format the
text you want to save as
a glossary and select
it. Or select existing

| text.
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2 Choose Glossaries
from the Text menu.

A window lists the
glossaries for the
current document.

3 Click Define.

A dialog box prompts
you for the name of

the new glossary.

4 Type the name of

| the glossary and click

OK.

The new glossary
appears selected in the
list.

| 5 Click Done.

| You can now use the

glossary anywhere in
your document.

® Jo assigna
keyboard command
to a glossary, define

| the glossary as
| described, but add a

slash (/) and any
single character at the
end of the name. See
“To Use a Glossary” in
this chapter for details
about using keyboard
commands to insert
glossaries.

® 7o rename a
glossary, choose
Glossaries from the
Text menu, select the
glossary you want to

rename, and click
Rename. Type the new
name in the dialog
box and click OK.
Then click Paste to use
it or click Done.

@ 7o delete a glossary,
choose Glossaries
from the Text menu,
select the glossary you
want to delete, and
click Delete. A dialog
box asks you to
confirm that you want
to delete the glossary.
Click OK to delete it.
Then click Done.

OO 044



1. Select the glossary text.

2. Choose Glossaries.

3. Click Define.

LPuhlisher‘s Note

glossary name '
and click OK.

5. Click Done.
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To use a
glossary

You can insert a
glossary in any text
block in your
document.

1 Select an insertion
point where you want
to insert the glossary.

-2 Choose Glossaries
from the Text menu.

A window displays the
names of glossaries in

the current document.

3 Seclect the glossary
you want and click
Paste.

4 Click Done.

The text is inserted at
the current insertion
point in the font,
style, size, and format
that you used to create
it. You can change the
style and format with
menu commands or
stylesheets.

® 7o use a keyboard
| command to insert a
glossary, select an

insertion point, hold

down the Command
key, type G, and then
type the character
assigned to the
glossary. See “To
Create a Glossary” in
this chapter to assign a
keyboard command to
a glossary.

® 1o import glossaries
Sfrom another
document, choose

Find...
Find Next
Replace...
Replace Next
vHyphenation On
Hyphenation Off

Type Specs...
Styles...

| Check Spelling

Suggest Spelling...
Add Word

Hyphenation Specs.

Glossaries from the
Text menu and click
Import. A dialog box
lists the Ready,Set,Go!
documents on your
disk. Double-click a
document to import
its glossaries. The new
glossaries appear in
the list for the current
document. You can

] 2. Choose Glossaries.
%F

paste one at the
insertion point or just
click Done.

® 7o insert the current
date or time, select an
insertion point,
choose Glossaries
from the Text menu,
select one of the
preexisting glossaries
for the date or time,
click Paste, and then
click Done.

1. Select an insertion point.

E S Glossaries E 3. Select
Short time/t Q_“ ) the glossar’
Long time/T | L f]zrruwj and click
Short date/d I Paste.
Long date/D Rename...
fAbbreviated date/a S -

. 7 Paste | 4. Click
S Done.
@uur’[‘..
(" Dpelete
Dasign Inc i3 a pudlication of Latrasar U
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To stop
automatic
hyphenation

Ready,Set,Go!
automatically
hyphenates words as
you type. If you
change the size of a
text block or edit the
text, it automatically
rehyphenates.

You can turn off
automatic
hyphenation
completely or remove
hyphenation from
selected text. You can
also keep together
words that are
separated by a space
or hyphen.

To make a word a
permanent exception
to hyphenation, see
“To Define an
Exception to
Hyphenation” in this
chapter.

® 7o turn off
hyphenation, select an
insertion point and
choose Hyphenation
Off from the Text
menu.

The text you type from
the insertion point on
is not hyphenated.

You c¢an also turn off
automatic
hyphenation with the
Type Specs
command. See “To
Set Up Type
Specifications” in this
chapter.

® Jo remove
hyphenation from
existing text, select the
text and choose
Hyphenation Off from
the Text menu.

Text that you insert
with the Paste
command keeps its
hyphenation format.
To ensure that a text
block or chain uses the
same format
throughout, choose
Select All from the
Edit menu and then
choose the
hyphenation
command you want.

® 7o keep two or more
words together on the
same line, put a
nonbreaking space
between them by

holding down the
Option key and typing
the space.

A nonbreaking space

normal space, and
you can see the
difference in a printed
document. To remove
a nonbreaking space,

may be wider than a

select it and type a
normal space.

® To turn off
hyphenation before

you enter text,

select an insertion point
and choose
Hyphenation Off from
the Text menu.

| Find Next %F
| Replace...

| Replace Neut %R
|“Hyphenation On

| H

Tabs ®T
""" 1 Type Specs... ®xY
Styles... %H
| Remowve Styles
| Glossaries... %6
| Check Spelling ®K

- Pieasso, a5 afounder of "l Word

the Cubist movement in
art, Tnid mamy of the
foundstions of modera
Aesign by rejecting the idea -
that & paisting must
sepresent threedimensional ©
space. The two-dimensional
‘swisce of the painting
“became ont of his objects .
-of interest, and the way that ©
“he and other Cubist antists .
-organized that surface
efined a set of design
prineiples for the grphic
‘arts, The eubists also wsed
Lype a5 & strong element of
‘the viswal experience,
-opening the way for mew
treatments of type. -
+ Miax Ermst was ome of the”
‘leading painters in the

Suggest Spelling... J

ation 0ff

® To turn off
hyphenation for existing
text, select the text
and choose
Hyphenation Off from
the Text menu.
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To define an
exception to
| hyphenation

If you do not want
Ready,Set,Go! to
hyphenate a particular
word or if you want to
hyphenate it

| differently, you can
make it an exception
by adding it to a list of
exceptions.

1 Choose
Hyphenation Specs
from the Text menu.

A window displays the
current list of
exceptions, if any,
and some general
hyphenation
specifications. It also
displays a blank below
the list where you enter
exceptions.

2 Type the word you
want to add to the list.

You can type only one
word at a time. It can
include letters and
hyphens, but no other
characters. Type the
word without hyphens
if you never want to

hyphenate it. If you

| want to hyphenate it
| differently, type the

word with hyphens
where you want to
allow them.

You can use any
combination of

| uppercase and

lowercase characters.
Ready,Set,Go! ignores
uppercase and
lowercase when
searching for

| exceptions.

3 Click Insert Word.

The word is added to

| the list alphabetically.
| You can scroll through

the list of words or add
another word.

4 Click Done.

The window closes and

| the words you added

are stored in a file
called Hyphenation
Exceptions that is
stored on your disk
with the
Ready,Set,Go!
application. This list is
used for all your

| Ready,Set,Go!

documents.

® 70 change
hyphenation on a
case-by-case basis,
select the word and
turn on automatic
hyphenation. You can
also hold down the
Command key and
type hyphens where
they are appropriate
in a word. The word is
hyphenated where you

| two-dimensional

Type hyphens where
appropriate. Type the
word without hyphens if
you don’t want to
hyphenate it.

typed a Command-
hyphen if it does not
fit on the line.

® 7o remove a word
Jrom the list of
exceptions, choose
Hyphenation Specs
from the Text menu,
select the word you
want to remove, click
Delete Word(s), and
then click Done.

1. Choose
Hyphenation Specs.

2. Type the word.

3. Click Insert Word.

4. Click
Done.

118/GO!




To change
| hyphenation
| specifications

You can change some
of the specifications
that Ready,Set,Go!
uses when it
hyphenates text
automatically.

You can specify the
minimum size of a
word that can be
hyphenated, the
minimum number of
characters before and
after a hyphen, and
the maximum number
of consecutive lines
that can be
hyphenated. You can
also prevent
hyphenation of the
last word of a
paragraph or of a word
that begins with a
capital letter.

1 Choose
Hyphenation Specs
from the Text menu.

A window displays the
list of hyphenation
exceptions and several
hyphenation
specifications.

2 Type the
specifications you
want.

You can press the Tab
key to move from one
option to the next.

Click Break Last Word
Of Paragraph or Break
Capitalized Words to
select or deselect these
options.

1. Choose
Hyphenation Specs.

2. Type the
specifications you
want.

Prevents
hyphenation of
the last word of a

paragraph

3 Click Done. ' |

Ready,Set,Go! now
uses your hyphenation
rules when automatic
hyphenation is on.

Preset
hyphenation
specifications.

3. Click Done.
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To check
spelling

You can check spelling
in a single text block or
in a chain of blocks.

Ready,Set,Go! uses
the RSG Dictionary
and a supplemental
User Dictionary to
search for legitimate
spellings. See “To
Change the User
Dictionary” in this
chapter.

1 Select an insertion
‘point where you want
to begin the spelling
check.

It begins after the
insertion point or any
selected text and ends
at the end of the block
or chain of linked
blocks.

2 Choose Check
Spelling from the Text
menu.

If you're checking a
linked block and don't
want to check the rest
of the blocks in the
chain, hold down the
Option key while you

choose Check
Spelling.

When a misspelled or
unknown word is
found, it is selected.

3 Correct the
misspelling by typing
the word again.

.|iHI: LOGIC OF
‘L0GOS

‘Logos, in their simplest
form, are just the name of -
“your company—or one of .
Jits products —spelled out i
Type. .
. Hat just any type, of
‘course. In fact, the typeface
s what tuns » printed word
‘into u loge. The typeface .
gives the logo a viswsl form
35 well a5 & verbal message, -
and it's this visud form
That people mcogmize as .
yowr unigue logo, wherever
& appears. :

‘So how do you shoose |
the right typeface?

‘Te begin, mmember that |
Aypefaces themselves com- -
‘munitale some basic mes- |
sage. Any OU Bryle

s eurved serifs and vertical - |
“strokes, tells the world tha t
the company or product

‘bekind the logo is a classic, |
swnellrooted in history. A

‘more modern sans seril face, .

Styles...
: Remove Styles
‘typelace like Gouly, with | Glossarie

Add Worc

Choose Suggest
Spelling from the Text
menu if you want help
with the spelling.

If the word is correctly
spelled but unknown to
the RSG Dictionary,
you can add it to the
User Dictionary by
choosing Add Word
from the Text menu.

4 Choose Check
Spelling again to
continue checking.

If Ready,Set,Go! does
not find a misspelled
or unknown word, the
insertion point does

not move.

T 1. Select an insertion point.

L

JIHE LOGIC OF
LOGOS

" Logos, in their simplest
[form, are just the name of -
{ yow company—or one of |

Snecs its products —spelled o in -

type
. Hot just any type, of
‘course. In fact, the typelace
& ¢ s what turns & printed word -
“into & loge. The typelace
gives (ke logo & visul form -
“oas well s nverkal message, |
a2d it's this viswl form
Cthat people meogmize as |
*your unigue logo, wharever ©
‘it AppeArs. .

‘So how do you m

You can the right typeface?
. To begin, remember tha
choose Add typelaces tamselves com-
. ‘mubicale some basic mas- |
Word from the ‘sage. Asy OM Style :
Text menu typeface like Gouly, with |

to add a new
word to the
User Dictionary.

Jts cwrved serifs and vertical
‘strokes, tells the worll that |

Aha company or product

“behind the logo is & classic, |

wellrooted in kistory. A

‘more modern sams seril face,,

such a5 Helvetics, might

2. Choose Check

3. Type to correct a
misspelled word.

4. Choose Check
Spelling again to
continue.
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| To change the

User Dictionary

The User Dictionary is
a text file that
Ready,Set,Go! uses as
a supplement to its
basic spelling
dictionary.

You can add selected
words to the User
Dictionary with the
Add Word command.
You can also open the
User Dictionary and
add or delete words
directly.

1 Draw a text block
and select an insertion
point.

2 Choose Get Text
from the File menu.

A dialog box lists the
text files on the current
disk. Click Drive and
open folders, if
necessary, to find the
User Dictionary. It
should be in the same
folder as the
Ready,Set,Go!
application.

3 Select User
Dictionary and click
Open. Or just double-
click the name.

The list of words in the
User Dictionary
appears in the text
block.

4 Add, change, or
delete words, keeping
one word to a
paragraph.

When you insert a
word, press Return
after you type it.

- 8 Choose Put Text

from the File menu.

A dialog box prompts
you for the name of
the document into
which you want to put
the text.

6 Type User Dictionary
as the name and click
Save.

Be sure to save the
User Dictionary in the
same folder as the
Ready,Set,Gol
application.

7 When the next

| dialog box asks you to

. confirm the name,

| click Yes to replace the
. old version.

You must quit and
restart Ready.Set.Go!
to use the new version
of the User
Dictionary.

1. Create a text block
and select an
insertion point.

-duchamp
-ernst
-:goudy
‘letterforms
‘marcel
‘readymades

2. Choose Get
Text from the File
menu.

3. Double-click User
Dictionary.

4. Add, change, or
delete words.

5. Choose Put Text
from the File menu.

6. Type User Dictionary
and click save.

7. Click Yes.
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Working With Graphics

raphics illustrate, emphasize,
and organize. Sometimes they
communicate the same

information as text, but more quickly and
more effectively. A bar chart of sales
growth and a pie chart that shows how a
population is divided by age groups are
examples.

Sometimes graphics communicate things
that can’t be expressed in text—things
like the pattern of circuits on a computer
chip or the joy in a child’s smile.

Sometimes they help the text
communicate better by dividing a page
into columns or guiding the eye to
important headings on the page.

Sometimes they are the whole message.

When you create graphics in a
Ready,Set,Go! document, you have a choice
of two kinds of graphics to do all of
these tasks: graphic objects and pictures.

Rectangles, Ovals, and Lines
. Graphic objects like rectangles, rounded
rectangles, and ovals can form borders
around text or pictures. They can also be
the building blocks of simple charts and
diagrams.
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Lines—horizontal, vertical, and
diagonal—can divide columns and rows
with rules or give weight to the top or
bottom of a page. They can also lead the
reader’s eye from a text label to the part
of a picture it describes.

Stacking graphic objects can give depth
to a page—a solid rectangle behind a
block of text, for example, suggests the
shadow created by a three-dimensional
form. You can also experiment with 52
patterns, including gray scales. Fill
rectangles, rounded rectangles, and ovals
with these patterns. Or choose from an
equal number of border patterns, which
may be the same as the fill pattern or
different. You can also vary the width and
style of many lines.

The Picture Block
You put pictures in picture blocks. You
work with them the same way you work
with other objects—moving and copying
them, changing their size, locking them,
or removing them from the document. So,
in addition to the instructions in this
section, you may want to refer to
“Working With Objects” in this chapter.
The pictures you put in a picture block
can be charts from a spreadsheet program
that you save in a graphics format. They

can be illustrations you create in a
graphics application. Or they can be
photographic images you scan and save in
a compatible graphics format. See “The
Software” in Chapter 4 for details.

When you move, copy, duplicate, or
remove a picture block with a picture,
you automatically move, copy, duplicate,
or remove the picture, too. If you change
the size of a picture block, though, you
don’t change the size of the picture. You
just show more or less of it.

You can change the size of the picture
by scaling it. If the picture is too big to
fit in the space allotted, you can scale it
down. If you want it to fill more space,
you can scale it up. Aside from improving
fit, scaling can produce special effects,
such as condensing or expanding an image.
Because you can scale vertically,
horizontally, or both, you can stretch a
picture into new shapes. This feature is
particularly useful for creating special
typographic effects.
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Rectangles, Ovals, and Lines
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To draw a
graphic object

You can draw several
kinds of graphic
objects: rectangles,
squares, rectangles
with rounded corners,
ovals, and circles.
You can also draw
horizontal, vertical,
and diagonal lines in
various widths.

1 Select one of the
shape tools from the
tool bar.

2 Choose the line you
want to use from the
Lines menu.

You can choose from
a solid line in six
widths, a dashed line
in five widths, or one
of three styles of
double lines. A check
marks the current
selection.

3 Position the pointer
on the page.

When you move the
pointer into the
window, it changes to
a crossbar.

4 Drag to draw the
object.

The object appears
with the line width and
style you chose. You
can also choose a
border pattern from

the Pen menu. See “To |
You can change the

Change the Border of
an Object” in this
chapter.

Ipot'm/ |

2po:'ms/ :

4 points

G points
8 points

Dashed
lines

Double
lines

o

The object is not filled —[
with a pattern unless
you have chosen one
from the Fill menu.
See “To Change the
Fill Pattern of an
Object” in this
chapter.

size of a graphic

object, move it or
duplicate it on the
page, copy or move it
to another page or
document, lock it, or
remove it from the
document entirely.
You can also specify
the size of a graphic
object for greater
precision. For details

i}

| see “Working With

Objects” in this
chapter.

1. Select a shape tool.

2. Choose a line.

e
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4. Drag to draw the shape.

3. Position the pointer on the page.




To change the
fill pattern of an
object

You can fill an object
with one of 52
patterns, including no
pattern at all.

1 Select the graphic
object you want to fill.

You can fill text blocks
with a pattern. Choose
a dark fill pattern and
select the White Type
option with the
Specifications
command to reverse
type.

You can also select a
group of objects. See
“To Select a Group of
Objects” in this
chapter.

2 Choose a pattern
from the Fill menu.

The pattern fills the
object, but does not
change its border.

If you choose None,
the object is
transparent. You can
see any text or object
beneath it.

| If you choose the white
| pattern, the object is

not transparent. You
cannot see any text or
object beneath it.

1. Select the object.

|

You cannot see
through

objects filled with
the white pattern.

The patterns labeled
10 through 90 are
percentages of black.

You can also choose a
fill pattern before you
create an object.

2. Choose a pattern.

You can see /

through objects filled

with None.
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;Recmngles, Ovals, and Lines

To change the
border of an
object

You can choose one of |
52 border patterns for
your objects or lines.
These combine with
the line you choose
from the Lines menu
to produce a variety of
effects.

1 Select the graphic |
object whose border |
you want to change.

You can also select a
group of objects. See
| “To Select a Group of

Objects” in this
chapter.

2 Choose a pattern
from the Pen menu.

The border appears in
the pattern you
choose.

If you choose the white
pattern or None, the
border disappears but
any fill pattern
remains. If the object
is filled with white or
no pattern, the entire
object may seem to
disappear.

You can find a missing
object by choosing

| Select All from the

| Edit menu. When the
object is selected, its
handles appear on the
screen and you can
change its border or
fill pattern to make it
visible again.

1. Select the object.

Some other patterns
may cause the object
to disappear, too. For
example, if you draw a
horizontal line with

| one of the horizontal

stripe patterns, the

| line may disappear.

You can find it with the
Select All command.

The patterns labeled
10 through 90 are
percentages of black.

2. Choose a pattern.
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The Picture Block

To create a
picture block

Before you can insert
pictures on a page,
you must create a
picture block.

1 Select the picture
tool from the tool bar
by clicking it.

2 Position the
pointer on the page in
the window.

The pointer changes
to a crossbar when you
move it inside the
window.

3 Drag the pointer to
draw the picture
block.

As you drag, a dotted
rectangle shows the
size and position of
the picture block.
When you release the
mouse button, the
picture block is
selected. If you create
more picture blocks,
they all stay selected
until you choose
another tool.

If the grid is active, the
picture block snaps to
fit one or more

rectangles in the grid.

You can change the
size of the picture
block, move it, copy
or duplicate it,
remove it, or lock it.
See “Working With
Objects” in this
chapter.

1. Select the
picture tool.

2. Position the
pointer
on the page.

3. Drag to draw
the picture
block.

The pointer
changes to a
crossbar.

An X in the
Dpicture block
distinguishes
it from a
rectangle.
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To insert a
picture

You can insert a
picture in a picture
block if you created or
. scanned the picture

| with Letraset’s Image-
Studio or an
application that can
save its graphics in
MacPaint, PICT, TIFF,
or EPSF format. See
“The Software” in
Chapter 4 for more
information about
compatible
applications.

. 1 Select the cropping
' tool from the tool bar.

2 Click in the picture
block into which you
want to insert a
picture.

| If no picture is in the

block, a wavy pattern

| shows it’s selected and

ready for a picture. If
the picture block
contains a picture, a
rectangle appears
around it to show it’s
selected.

3 Choose Get Picture
from the File menu.

| A dialog box lists the
| documents you can
| use. If you are using

the hierarchical file
system, it also lists
folders that may
contain documents
you can use. You can
open the folders to
view additional folders

| and their documents.

| You can click the Eject

or Drive button to go
to another disk.

‘ 4 Select the

document you want
and click Open. Or
just double-click the

| name.

The picture is inserted
in the picture block,
and any existing
picture is replaced.

If you don’t see your
picture, it's likely that
your block is smaller
than the picture and
that you're seeing the

| white space in the

picture.

You can make the
picture block larger or
you can use the
cropping tool to move
the picture in the
block. See “To Crop a
Picture” in this
chapter.

® 7o copy a picture
from another
document with the
Scrapbook or
Clipboard, see “To

| Copy Part of a

Document” in this

| chapter. The steps are

the same, except you

work with pictures and
picture blocks instead
of text and text blocks.

® To insert text as a
picture, create a text
block, type and format
the text you want to

insert in the picture

block, select the text
block with the object
pointer, and choose
Cut or Copy from the
Edit menu. Then
select the picture block
with the cropping tool
and choose Paste from

| the Edit menu. You

can’t edit text in a
picture block, but you
can crop and scale it
for special
typographic effects.
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KA 1. Select the cropping tool.
K

ﬂ|'"‘"Y"'Y"l"""""""f"ﬁ 2. click in the picture block.
v y

%N 3. Choose Get Picture.

NARANAANN ’ I; 20
“...“.“.." Llrls‘e |s||
w, aue 3
WW Save As...
Wﬁ' Page Setup...

AR
AN A A A TR Printer Setup...

— — _ 4_ Do"ble-click
=] (| the name of

— the document
with the
picture you
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The Picture Blo.c/e

To crop a
picture

A picture block acts
| like a hole cut out of a
sheet of paper. If you
put the paper on top of
a picture, you can see
only part of the picture
through the hole
because the paper
“crops” the rest of it.
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You can move the
picture in a picture
block to change the
way it is cropped.

1 Select the cropping
tool from the tool bar.

2 Position the
pointer in the picture
block and drag the
picture in the picture

block.

1. Select the cropping tool.
X

You can keep dragging

beyond the edge of the |

picture block. The
picture keeps moving
as long as you hold
down the mouse

button.
2. Position the
pointer in the block
and drag.
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To move, copy,
replace,

or remove a
picture

You can move or copy
a picture from one
block to another,
replace it with another
picture, or remove it
from the document
entirely.

® 7o move or copy a
picture from one
block to another,

| select the picture with

the cropping tool and
choose Cut or Copy

| from the Edit menu.

The picture is stored
on the Clipboard,
replacing the last thing

| you cut or copied. You
| can select another
| picture block and

paste the picture in it
with the Paste

| command.

You can preserve any
cropping or scaling by
selecting the entire
picture block with the
object pointer when
you cut or copy.

® 7o replace a picture
with another picture,
select the one you want
to replace with the
cropping tool and
choose Get Picture
from the File menu.

A dialog box displays
the available picture
documents. When you
open the one you
want, it replaces the
existing picture in the

| block.

2
N

® Choose Copy
to copy it to
the Clipboard.

You can also paste a
picture from the
Clipboard or
Scrapbook to replace
an existing one.

When you choose
Clear or use the
Backspace key, the
picture is not saved on
the Clipboard.

@ 7o remove a pictuire,
select it with the
cropping tool and
choose Clear from the
Edit menu. Or select it
and press the
Backspace key.

® 7o restore a picture
that you have
removed, choose
Undo from the Edit
menu before you do
anything else.

@ Select the picture.

@ Choose
Cut to
move it to
the Clip-
board.

® Choose Clear

or press Backspace
to remove it
entirely.
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To scale a
picture

When you insert a
picture in a picture
block, it may not fit
the block. You can
scale it larger or
smaller to fit.

You can change the
scale across or down
the picture to expand
or condense it, either
horizontally or
vertically.

1 Select the picture
block with the object
pointer. Or select the
picture with the
cropping tool.

2 Choose
Specifications from
the Edit menu.

A dialog box displays
the specifications for
the picture block and
several options.

3 Type a percentage
of the normal scale for
| Scale Across and Scale
Down.

The normal scale is
100 percent. To
reduce the scale, type
a percentage less than
100. To increase the
scale, type a
percentage greater
than 100.

4 Click OK.

The size of the picture
block remains the
same, but the
proportions of the
picture within the
block change.

If necessary, you can
change the way the
picture is cropped with
the cropping tool.

1. Select the picture block or the picture.
A

2. Choose
Specifications.

3. Type a new
percentage for Scale
Across and Scale
Down.

4. Click OK.
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Scale Across is increased. Scale Across is reduced.

Scale Down is increased. Scale Down is reduced.
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Printing

rinting is the moment of glory.
After you've done all the work of
designing a document, entering
and formatting text, and illustrating the
text with pictures and graphics, you get
to see the results of your efforts on the
| printed page.
Before you print, however, you have
some choices to make. You select the
printer you want to use and several setup

and printing options. These options differ
for different printers.

The Setup

In order to print, you need a resource for
your printer. This is a program that
translates the file you’re printing into a
language your printer understands. The
System Folder on your Ready,Set,Go!
System Disk comes with three printer
resources: an ImageWriter resource, an

| AppleTalk ImageWriter resource, and a

LaserWriter resource. If you are using a
LaserWriter, you also need the LaserPrep
file that comes in your System Folder.
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You select the printer with the You also make choices about the way

Chooser desk accessory. If you are using you feed paper. You can feed it
a network with more than one printer, | automatically or by hand. With many
you can also identify the printer you want | preprinted forms, folded paper, or paper
to use by a name that you or someone sizes that can’t be fed automatically, you
else gives it. must feed them one at a time, by hand.
Once you have selected a printer, you When you're finished printing, you may
can select your Printer Setup options. not be finished with your task. If you
These are the paper size and orientation plan to print many copies, your printout
you plan to use for printing. If you are may simply be a “camera-ready” original
using a standard page size, the Printer that you take to a professional printer for
Setup options should be the same as the printing. If you need a very high quality
ones you select with the Page Setup | original for printing, your printout may
command. (See “To Change the Page Size be a proof copy of your document that you
and Orientation” in this chapter.) If you check before you take it to a
are using a tabloid or other page size, phototypesetter. And of course, if you are
you can decide which paper size and printing tiles—sections of a very large
orientation are best for printing. page—you have some pasting to do.

The Printout

When you are ready to print, select your
printing options. How many copies do you
want to print? Do you want to print all of
the pages or just some of them? What
print quality do you need? Do you need
to give special instructions to the
LaserWriter?
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The Setup

To select a
printer

You can select the
printer you want
before you print. If
only one printer is
available, you must
make sure that it is
selected.

1 Choose the
Chooser from the
Apple menu.

A window shows icons
for the printers and
other resources
available to you.

2 Click the icon for
the printer you are
using.

A dialog box reminds
you to confirm the
Page Setup options
before you print. See
“To Set Up an
ImageWriter” or “To
Set Up a LaserWriter”
in this chapter.

3 Click Continue,

4 If you are using an
ImageWriter printer,
select the port to

which it’s connected.
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5 Type your name for
the user name if it’s
not already entered.

This name is optional.

6 Click the close box
to close the Chooser
window.,

i3 .
| About Ready,Set,Go! ‘

Rlar Cl
Chooser
| Control Panel
Key Caps
Note Pad
Scrapbook

2. Click a
printer
con.

3. Click
continue.

L

You must now confirm
the Printer Setup
options to let
Ready,Set,Go! know
which printer you are
using.

1. Choose Chooser.

ImageWriter icon
LaserWriter icon

CAUTION! You must
choose the printer you
will be printing with in
the Chooser and
confirm the choice
with the Printer Setup
command before you
start to work on a
document.

@ Active
O Inactive

3.1

4. Click a printer

port icon if

you are using an

ImageWriter.

6. Click the
close hox.

5. Type your

the user name.

name for




To set up
an ImageWriter

Before you begin
printing with an
ImageWriter, you can
select the paper size
and orientation, the
method of feeding
paper, and the
method of
pagination.

1 Choose Printer
Setup from the File
menu.

A dialog box displays
the setup options for
the ImageWriter.

2 Click the options
you want.

If the Printer Setup
options match the
document’s Page
Setup options,
Ready,Set,Go! prints
the document exactly

| as it appears on the
| screen. If the Printer

Save As...
| Page Setup
i T St

Setup options are
different,
Ready,Set,Go! shows
how the page will be
printed on the paper
size and in the

~ =n| 1. Choose Printer Setup.

«s| 2. Click the options.

orientation you
specify. See “To
Change the Page Size
and Orientation” in
this chapter.

3 Click OK.

I r:ltm y 85x11 85x 14 6.93 x 9.84
[ putrout.. inches inches inches
| Bet Picture... 1 / /
| Quit I ——
1 __imugeu.lriaer / ] / V26
Paper: @ MS Letter ' @ A4 Letter
) | G US Legal O International Fanfold [ cancel |
Prints | O computer Paper Eamcal }
upn‘ghr \ Orientation Special Effects: Tall Ad justed
[~ 50 % Reduction
g [l No Gaps Between Pages
‘ Prints _| \
sideways |____ -

/

Must be Halves Prints
selected for page over page
Ready,Set,Go!  size perforations
documents

3. Click OK.
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The Setup

| To set up
| a LaserWriter

Before you begin
printing with a
LaserWriter, you can
select the paper size
and orientation,
reductions and

If the Printer Setup
options match the
document’s Page
Setup options,
Ready,Set,Go! prints
the document exactly
as it appears on the
screen. If the Printer

Setup options are
different,
Ready,Set,Go! shows
how the page will be
printed on the paper
size and in the

enlargements, and Fite |

some special options gew— ~ #N] 1. Choose Printer Setup.
% n en...

for producing high- o

quality images. Save 2. Click the options.

1 Choose Printer
Setup from the File
menu.

A dialog box displays
the setup options for

Save fs...
P .

inches

85x11

85x 14

inches inches

orientation you
specify. See “To
Change the Page Size
and Orientation” in
this chapter.

3 Click OK.

827x11.69 6.93x9.84

inches

| Laserlri

|| Paper:

US Legal

the LaserWriter. upright | Orientation [i:;:tin@
(LHetp )
. . Prints —
| 2 Click the options deways | _/

you want. /
Substitutes Smoothes You type a 3. Click OK.
installed bitmapped  percentage
LaserWriter images Jfrom 25
Sfonts for to reduce Dpercent to
any font not  jagged 400 percent.
installed edges
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The Printout

To print with an
ImageWriter

When you print with
an ImageWriter, you
can print the entire
document or the range
of pages you want. You
can specify the
number of copies you
want, the paper
source, and the print
quality.

1 Choose Print from
the File menu.

A dialog box displays
the print options for
the ImageWriter.

| File |

i New
| Open... =®0
Close ®EW
Save xS
Save fs...

Page Setup...
Printer §

Best
quality

\

be ?.'Iml L..s
Put Teut...
bBet Picture

2 Click the options 3 Click OK.
you want.
The document is

printed according to

your specifications.

1. Choose Print.

Faster to Fast 2. Click
print printing the options.
than the without

best quality ~ graphics 3. Click OK.

\ \

| !magewrtter\ \

| Quit
Quality:
Prints - :;UL-L‘H‘H -
all pages -

Paper Feed: /@ Automatic /C) Hand Fee

E)Best @Faster'_

: A O From: L_SJ To:

® Draft -
i Cancel

/

For printing

fanfold or

a continuous
roll of paper

/ V

For printing You can
single specify the first
sheets and last pages
you want
to print.
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The Printout

To print with a 1 Choose Print from 2 Select the options 3 Click OK.
LaserWriter the File menu. you want.

The document is
When you print with a A dialog box displays | printed according to
LaserWriter, you can the print options for your specifications.
print the entire the LaserWriter.

document or the range
of pages you want. You
can specify the Helir —— 3

1. Choose Print.

number of copies you fpen:: X9
ose ®

want and the paper Save a5 2. Select the
source. You can also Save fis... You select options.

: Page Setup... h be
print a front or back Printer Setup...|  the number
; ; of copies 3. Click OK.

| cover page with ;

. < el Teut... Vou want.
information about the Put Tout ’

: = | bet Picture.s . —
prlnt JOb' Quit Laserlliri er <lLaserlUriter Plus> \4_9

l CDIHES,I— Pages:® All O From

lTo
Eantel
Cover Page: @ No () First Page O Last ane&‘j .._f' C
Help

Paper Source: ,@ Paper Cassette },J Manual Fe

Feeds paper You feed You can
automatically one sheet at specify the first
Srom the a time. and last pages
cassette you want

fo print.
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Chapter 4 is your reference guide to Ready,Set,Go! It describes
the details of Ready,Set,Go!—what’s on the disks and the
desktop, which commands are in which menus, what each
command does, and what the preset options are. It tells you
about some of the applications you can use with Ready,Set,Go!
and the shortcuts you can use to speed your work.

If you've already completed the tutorial in Chapter 2 and you've
spent some time performing the tasks in Chapter 3, you can use
this chapter as a quick reference for details you've forgotten or
to learn more about how a command works. If you are an
experienced Macintosh user, you may want to use this reference
to help you explore the features of Ready,Set,Go! instead of
going through the tutorial in Chapter 2. If you need help with
individual tasks—such as starting Ready,Set,Go!, entering text
JSfrom another document, or creating a picture block—you can
Jfind what you need in Chapter 3.
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The Soﬂwozre

The Application
Disk

You can use Ready,Set,Go! with any Macintosh except a Macintosh 128K.

The Ready,Set,Go! software comes on three disks: the System Disk, the
Application Disk, and the Dictionary Disk. In addition to this software, you
may want to use other applications, such as word processing programs,
graphics software, or desk accessories and other utilities that help you work
more efficiently. You may also want to install additional fonts.

CAUTION! Do not use your original Ready,Set,Go! disks when you work.
Make working copies of the disks and store the originals in a safe place. See
“To Make Working Copies of Your Disks” in Chapter 3.

The Ready,Set,Go! Application Disk is a 400K disk that contains the
Ready,Set,Go! application, version 4.0, which you use to create
documents, and a folder named Example. This folder contains four files
that you use with the tutorial in Chapter 2.

The Application Disk also includes two files that you should keep in the same
folder as the Ready,Set,Go! application. These are the Hyphenation
Exceptions file and the User Dictionary.

The Hyphenation Exceptions file is a list of the exceptions to the built-in
hyphenation rules in Ready,Set,Go! You can add to this list with the
Hyphenation Specs command. See “The Text Menu” in this chapter for
details.

142/REFERENCE




The User Dictionary is a list of words that supplements the RSG Dictionary
that Ready,Set,Gol! uses to check spelling. You can add words to the User
Dictionary with the Add Word command. The User Dictionary is a text-
only (ASCID file. You can open it, edit it, and save changes to it with a word
processor, but be sure to save it as a text-only file named User Dictionary
when you're done. Each line must contain only one word, followed by a
return character. You can edit the User Dictionary in Ready,Set,Go! by
using the Get Text command to enter the dictionary in a text block and then
using the Put Text command to save it again. See “The Text Menu” in this
chapter for details about the commands you use to check spelling. See “The
File Menu” in this chapter for details about using the Get Text and Put Text
commands. |

CAUTION! If you edit the User Dictionary in Ready,Set,Go! you must quit
Ready,Set,Go! and restart it before you can use your revised User
Dictionary.

=
K5

You use the
Readly,Set, Go! —-“""'_'_'_'_r-_:—._ 0140
application

to create
documents. | TR

The User
Dictionary
conlains

words you add to This folder contains
supplement

o example files you need
the RSG Sor the tutorial.

k]

Dictionary for
checking

spelling. The Hyphenation Exceptions
file lists words that are

exceptions to the built-in

hyphenation rules.
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The Software

The Dictionary
Disk

The System
Disk

The Dictionary Disk is a 400K disk that contains the RSG Dictionary. This
file is the built-in dictionary that Ready,Set,Go! uses to check spelling.
Ready,Set,Go! also checks the User Dictionary on the Application Disk for
words that you add with the Add Word command. |

The RSG Dictionary must be in the same folder as the Ready,Set,Go!
application. If you are working with a hard disk or 800K disks, create a i
working copy of your Application Disk and copy the RSG Dictionary into the |
same folder as the Ready,Set,Go! application. If you are working with one
800K disk or 400K disks only, you cannot use the RSG Dictionary or any of

the spelling features of Ready,Set,Go! See “To Make Working Copies of

Your Disks” in Chapter 3 for details.

Dictionary Disk
I00K in disk

Ready,Set, Go!
uses the RSG i RSG Ditionary i
Dictionary [

to check ; ‘
spelling. = ’

The Ready,Set,Go! System Disk is an 800K disk that contains all the system
software you need to start up your Macintosh and run Ready,Set,Go! unless
you have 400K drives. It also contains the resources for the ImageWriter and
LaserWriter printers. If you are using a different printer, you must use the
appropriate resource. See the manual that came with your printer for
details. See “To Make Working Copies of Your Disks” in Chapter 3 for
details.
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Other
Applications

'_S.IJ\1“|*|11 Folder

You need the
ImageWriter
resource if you
are using

an ImageWriter
printer.

597K n disk

The System
Folder has the
software
necessary to
start up your

You need the
LaserWriter
resource and the

Macintosh | <) ||_? | 2 = Laser Prep
and run | somd  Stotmborce e i || Sl tfyouare
Ready, Set, Go! for— _— | using a LaserWriter

printer.

When you work with Ready,Set,Go! you can use text and graphics from other
Macintosh applications. You can cut or copy text or graphics from almost
every application to the Clipboard or Scrapbook and then paste it into your
Ready,Set,Go! document.

You can also use the Get Text command to get text from any text-only
(ASCID files or documents created with MacWrite 4.5, Microsoft Word 1.05
or 3.0, or WriteNow! and put them directly into Ready,Set,Go!

You can use the Get Picture command to get pictures directly from
bitmapped graphics applications, like MacPaint and FullPaint; object-
oriented graphics applications that use the PICT format, like MacDraw or
MacDraft; high-resolution graphics applications that use EPSF
(Encapsulated PostScript File Format), like Adobe [lustrator, Cricket Draw
or Graph, or Letraset’s Image Studio; and scanner software that uses TIFF
(Tag Image File Format), like Image Studio or ThunderWare’s Thunderscan.

|
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The Software

Additional | Ready,Set,Go! comes with three ImageWriter fonts (Geneva, Chicago, and
Fonts | Monaco) and two LaserWriter fonts (Helvetica and Times), each in a
number of point sizes, installed in the System file on the System Disk.

You can install additional fonts if you like. If you are using an ImageWriter,
you simply use the Font/DA Mover on your Macintosh System Tools disk.
The Font/DA Mover installs screen fonts in your System file. Because the
ImageWriter can reproduce any image on the screen, it can reproduce any
screen font.

The LaserWriter and other PostScript printers do not reproduce the fonts as
they appear on the screen. Instead, they use a printer font, which is a set of
instructions for creating the characters in any size in a particular font. The
printer fonts for Helvetica, Times, Courier, and a symbol font are built into
all PostScript printers, such as the LaserWriter. More fonts are built into the
LaserWriter Plus. In addition, there are hundreds of other fonts you can buy
for use with PostScript printers, but you must download them to your printer
to use them. Downloadable fonts are transferred from your Macintosh to
the internal memory in your PostScript printer. To use downloadable fonts,
you install the screen fonts in your System file with the Font/DA Mover and
place copies of the printer fonts in your System Folder. See your Macintosh
| owner's guide and the manuals that come with your PostScript printer and

| downloadable fonts for more information.

Earlier @ With Ready,Set,Go! version 4.0, you can open, work with, and save
Versions of documents created with Ready,Set,Go! versions 2, 2.1, and 3. If you open a
Ready,Set,Go! document created with an earlier version, Ready,Set,Go! converts it to the
| version 4.0 file format and opens it in a new, untitled document window. It
[ is saved on your disk when you choose Save As the first time. The original
file is left unchanged on your disk.
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Available
Memory

When you are working with documents in Ready,Set,Go! each document is
stored in the internal memory (RAM) of your Macintosh. Changes you
make are stored on your disk only when you choose Save or Save As. so it is
important to save your changes often.

The size and number of documents you can work with at one time are limited
only by the available internal memory in your Macintosh. A dialog box will
alert you if you try to open too many—or too large—documents.
Ready,Set,Go! works perfectly with application managers like the Switcher.
but you can ensure that the greatest amount of internal memory is available
for your Ready,Set,Go! documents by not using such applications, which
use more memory than is necessary to run Ready,Set,Go! alone. It is also a
good idea to turn off the RAM Cache in the Control Panel, especially on a
Macintosh 512K enhanced. See “Desk Accessories” in this chapter for more
information.

You can also manage the amount of available internal memory by adjusting
these items:

e the number of windows open on the desktop

¢ the number of pages in a document

e the amount of text and graphics on a page

e the number of stylesheets in a document

e the number and length of glossaries in a document

* the number of entries in the User Dictionary

* the number of entries in the Hyphenation Exceptions file

If you do not have enough memory for a document, you can divide the
document into smaller files, remove unnecessary fonts from the System
file, and remove all desk accessories except the Chooser and Control Panel

from the System file. If you need to work with very large documents, you
may increase your internal memory with a memory expansion card.
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The Software

Ready,Set,Go!
on a Network

If you are working on a network, you can store Ready,Set,Go! documents on
a shared disk or folder, but each person must work with his or her own
purchased copy of Ready,Set,Go! You can contact Letraset for information
on obtaining a site-licensing agreement for your company.

Multiple persons can open and work with copies of an individual
Ready,Set,Go! document at a time. If you try to open a document that is
already open on the network, Ready,Set,Go! informs you that a copy of that
document will be opened instead.
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The Desktop

The Document
Window

The Ready,Set,Go! desktop appears on your screen when you open the
Ready,Set,Go! application. It is the area where you work.

(& File Edit_Coni_Style Farmat Tet _Special _Fill_Lines —— Menu bar
Design Inc, Vol 1, No. 1 Page 1 i et :

?l[_ N 15 [miTm YN N R PARTY
- De In nl 1, No. 2 Page 1 o

A=~ AT aln
Design Inc, Vol 1, ND 5 Page 1 =
3 N OE ~RR[O0 O] NI |._’ :
z e L Pl Blon o T2 oL, ‘QiL. R

=z

Windows

The Menu Bar | At the top of the desktop is the menu bar. The menu bar contains the titles of
the menus from which you choose commands.

A window with an untitled document appears when you open Ready,Set,Go!
Each document window has its own tool bar and page scroll bar just below
its title bar. You can open as many document windows as the available
memory in your Macintosh allows. You can even open copies of the same
document and view different parts of it. See the Open and Save commands
in “The File Menu” in this chapter for important information about working
with multiple copies of the same document.

One window is always the active window. You make a window active by
clicking in it. You move a window by dragging the title bar, and you change
its size by dragging the size box or clicking the zoom box. You close a
window by clicking the close box or choosing Close from the File menu.
You scroll the contents of the window to see any part of a page that's not
visible. When you name a document with the Save As command, its name
appears in the title bar of the window. For more on working with windows,
see “The Windows” in Chapter 3.
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__772&_? Desktop _.

The Tool Bar

Below the title bar of every window is a tool bar. The tool bar contains the
tools you use to create and work with objects on pages in that window. There
are two types of tools: selection pointers and tools for creating objects.

When you work outside the page area in a window, the pointer is an arrow.
You can use this pointer to select a tool from the tool bar. When you select a
tool and move the pointer inside the page area, the pointer changes shape
to indicate the tool you are using. Selection pointers take the shape they
have in the tool bar. Tools for creating objects turn into crossbars. Each
tool has a “hot spot” where things happen. For example, the tip of the
object pointer must be touching an object to select it. The center point of
the crossbar is where an object appears when you start to drag. The selected
tool is always highlighted in the tool bar.

The object The text tool The linking The cropping tool
pointer draws a tool selects selects a picture
selects an text block text blocks you and moves it in a
object and where you want to picture block to
repositions it. want to link together. crop it.

enter text.

I"MX}DDDI—\,

7
RN

The hand tool The insertion The picture tool The shape tools
drags a pointer draws a draw rectangles,
page within the selects an picture block rounded
window. insertion point where you rectangles, ovals,
or text in a want to puut and lines.
text block. pictures.
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The Page Scroll
Bar

The Document
Page

| bar, you can use the arrows to scroll the page icons to find the page you

| where you insert pictures; and graphic objects are shapes such as

Every document window has a page scroll bar to the right of the tool bar.
The page scroll bar has page icons, which display the number and order of
pages in the document. The numbers correspond to numbers on the pages
only if you number the pages consecutively beginning with page 1.
Otherwise, they refer only to the order of the pages in the document. Two
icons at the left side of the page scroll bar represent the left and right master

pages.

The icon of the current page is highlighted. If you are working with facing
pages, the icons of both current pages are highlighted. You can click a page
icon to display that page. If the document has more pages than fit in the

want.

A document may have as many pages as the internal memory available in
your Macintosh allows. Normally, one page appears in a document window
at a time. However, you can also display and work with two facing pages.
You choose the size of the page and its orientation—whether it’s upright or
sideways—with the Page Setup command. You can insert, delete, and
duplicate the pages of the document.

On each page of a document, you create objects. There are three kinds of
objects: text blocks are areas where you enter text; picture blocks are areas

rectangles, ovals, and lines. You can change the size of objects and copy,
move, stack, align, and lock them. See “Working With Objects” in
Chapter 3 for more information.

THE DESKTOP/151



br e e R E e E R R
The Desktop

Page Rulers Each window has one ruler at the top and one along the left side. You can
use these to position objects you create on a page. The rulers measure
across and down the page, starting at the upper left corner of the window.
Dotted lines move along the rulers as you move the pointer and show the
position of the pointer’s “hot spot.” The preset unit of measure for the
rulers is inches. You can change it to centimeters or picas and points with
the Preferences command. You can also hide the rulers or change their
starting point. See “The Grid” in Chapter 3 for more information on
working with rulers.

Margins | The print area defined by your printer creates an unchanging margin for
every page of the document. The printer cannot print in this margin, even
though you can place objects there on the screen, or cross it with a line or
another object. This margin is marked by a dotted line around the edge of
each page. The dotted line does not appear if you select Tiling with the Page
Setup command or deselect Show Print Area with the Preferences
command.

You create a visual margin on the page by aligning objects. You can use a
| grid to help you with this task.
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Master Pages

| See “Designing a Document” in Chapter 3 for information on working with

You can select one of eight preset grids or design your own custom grid
when you work with a document. The grid appears as dotted lines on the _
page, forming one or more rectangles in columns and rows. You use these |

| as guidelines for creating and aligning objects on each page.

When you select or define your grid with the Design Grids command, it is
automatically activated. Objects that you draw “snap” to fit the rectangles in
the grid. If you want to draw objects that don't fit the grid, you can turn the
grid off with the Snap To command. You can also hide the grid with the
Preferences command. The grid is never active when it's hidden.

grids.

Each document has a left and right master page. The left master page
corresponds to all the left, or even-numbered, pages in the document. The
right master page corresponds to all the right, or odd-numbered, pages.
Any object that appears on a master page—such as a running head, a page
number, or column divider rules—appears on the corresponding left or
right pages of the document. You cannot remove an individual master page
element from a document page. You can turn off the master pages for
individual document pages with the Use Master command. See “To Set Up
Master Pages” in Chapter 3.
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The Apple Menu

Ready,Set,Go! has eleven menus in its menu bar. These contain the
Ready,Set,Go! commands. When a menu title is dimmed, you can’t use any
of the commands in that menu. You can’t choose an individual command
when it is dimmed.

When you choose a command followed by ellipses (...), a dialog box or a
window prompts you for more information. Sometimes a dialog box asks
you to confirm the operation you are about to perform. You click OK or Yes
to confirm the command and any information you've entered in the dialog
box or window. If you click Cancel—or the close box in a window—to cancel
the command, Ready,Set,Go! returns to where you were when you chose the
command and does not change either your document or the information
that was originally in the dialog box.

You can perform some commands from the keyboard with Command-key
equivalents. You hold down the Command key while you press the
appropriate key, and Ready,Set,Go! performs the command as if you had
chosen it from the menu. For a list of Command-key equivalents, see
“Shortcuts” at the end of this chapter.

The Apple menu has information about Ready,Set,Go! and contains the
desk accessories that are installed in the System file on your working copy of
the Ready,Set,Go! System Disk.

About Ready,Set,Go!

Shows the Ready,Set,Go! version number and copyright information. It
also shows the amount of internal memory (RAM) that's available as you
work.

Desk Accessories

Desk accessories are applications that you can run without quitting
Ready,Set,Go! When you choose a desk accessory, it may appear in a
window that becomes the active window. It may also add a new menu to the
menu bar, from which you can choose commands.
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You can use any of the commands in the menu bar while a desk accessory is
open. They affect the document in the window that was active before you

chose the desk accessory. The exceptions are some of the commands in the
File and Edit menus. You can use these commands to close a desk accessory
and to cut, copy, or paste a selection from a desk accessory to a document.

The System file that comes with Ready,Set,Go! includes six desk
accessories: Alarm Clock, Chooser, Control Panel, Key Caps, Note Pad,
and Scrapbook. Of these, four are particularly important as you work with
Ready,Set,Go!

® Chooser is used to select the printer you want to use to print documents.
You can choose the Print command from the File menu to see which printer
is currently selected. When you choose the Chooser from the Apple menu,
a window displays icons for the types of printers that are available. When
you select an icon, it lists the names of the printers that are available.

If you change the type of printer, you must choose Page Setup before you
print so Ready,Set,Go! can adjust the print area. It is also a good idea to
verify the size of paper with Printer Setup at this time.

If you select a LaserWriter, the AppleTalk option must be selected.

If you've installed other software in your System file, such as print spooling
or file serving software, check the user’s guide that came with the software to
see how it affects the Chooser.

@ Control Panel controls a number of system options. For example, you
can use it to adjust the time and date, the desktop pattern, or the speed at
which the pointer moves on the screen when you move the mouse. See your
Macintosh owner’s guide for more information about each option.

The most important option for users of Ready,Set,Go! is the RAM Cache.
Ready,Set,Go! stores each document you are working with in internal
memory (RAM), so the size and number of documents you can work with at
one time are limited by the amount of internal memory available. Because
the RAM Cache also uses internal memory, it's a good idea to turn it off
when using Ready,Set,Gol—especially on a Macintosh 512K enhanced.
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® Key Caps displays your keyboard and labels the keys with the characters
in the current font. It also adds a Key Caps menu, which lists the same
screen fonts that appear in the Ready,Set,Go! Font menu. You can preview
a font by choosing it from the Key Caps menu. Press the Shift and Option
keys, alone or in combination, to see the special characters in the current
font.

Characters you type or click while Key Caps is open appear in a box at the
top of the Key Caps window. You can cut and paste the contents of the box
into your document. This is a quick way to find a special character and use it
in your document.

@ Scrapbook is used for copying text or graphics. It's particularly useful if
you want to copy and paste several items from a document created in
another application to a document in Ready,Set,Go! or if you want to paste
the same text or objects into different Ready,Set,Go! documents. You use
the Scrapbook’s scroll bar to display the item you want to use and choose
Cut or Copy. Close the Scrapbook and use the insertion pointer to select an
insertion point for text or the cropping tool to select a picture block. Then
choose the Paste command.

The File Menu | The File menu contains commands that you use to work with the documents
stored on your disks. You use some of these commands to open, save, 5
print, and close Ready,Set,Go! documents. You use others to get text or |

[ File | . . .
N'w =N pictures from other kinds of documents or to set up the printed page. You |
Open... %0 also quit Ready,Set,Go! from the File menu.
Close W
Save *®S
Save Rs... New
Page Setup... .
Printer Setup... Opens a new, untitled document. You can open as many new documents as
R s the internal memory available in your Macintosh allows. A dialog box alerts
Put Tent... you if you try to open too many. Each document appears in a new window.
Get Picture...
Quit %0
Open...

Opens an existing Ready,Set,Go! document. You select the document in a
dialog box that lists the Ready,Set,Go! documents. Another dialog box
alerts you if you try to open more documents than the internal memory in
your Macintosh allows.
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If your disk uses the hierarchical file system, the dialog box lists a directory
of documents and folders on the current disk. You can open a folder to view
a directory of the documents and folders stored in it. When you do, the
name of the current folder appears above the directory. Press the current
folder name to see a list of the folders and disk that contain the current
folder. You can drag down the list to select any one of these folders or the
disk to view the directory of documents and folders it contains.

If your disk does not use the hierarchical file system, the dialog box lists all
the Ready,Set,Go! documents on the current disk.

| Clicking Eject ejects the current disk so you can insert another disk and view
| or open its folders and documents. Clicking Drive displays the documents
| and folders on another available disk. (Pressing Tab is the same as clicking
Drive.)

Clicking the Open button in the dialog box opens the selected folder or
document. You can also double-click a folder or document to open it.
When a document opens, it opens to the page you were working on when
you last saved it.

You can open more than one copy of the same document. Each copy you
open becomes a different version of the document. The first copy you open
is the “original.” You cannot save other copies with the same name in the
same folder while the original is open. If you close the original and then
save a copy with the same name, the copy replaces the original. See the
Save command in this chapter for additional details.

You can also open documents created with earlier versions of
Ready,Set,Go! See “Earlier Versions of Ready,Set,Go!” in this chapter for |
more information.

_ S
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Close

Closes the active window on the desktop. The active window may be either a
desk accessory or a Ready,Set,Go! document window. The command is
dimmed if no document is open.

HHEEgggaaoonInnn

If you have made changes in the document in the active window without
saving them, a dialog box asks you if you want to save them before you close
the window. If you click Yes, the changes are saved before the document
closes. If you have not already saved the document, you can give it a name
before you save it. See the Save and Save As commands in this chapter for
more information. If you click No, the document closes and the changes are
not saved.

Save

Saves the current version of the document in the active window and replaces
the version on the disk with the same name. The command is dimmed if you
haven’t named the document with the Save As command, if you haven't
made any changes to the document since you last saved it, or if no
document is open.

If you have opened more than one copy of the document, the first copy you
opened is the “original.” You cannot save other copies with the same name
in the same folder as the original while the original is open. Ready,Set,Go!
displays the Save As dialog box and automatically enters the name of the
original document preceded by “Copy of.” You can save the copy with this
name or type a new name.

CAUTION! If you close the original and then save a copy of it with the
same name, Ready,Set,Go! does not prompt you for a different name. It
simply warns you that you are replacing the original with the copy.
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| Save As command to create a new version of the document with a new name

I your disk uses the hierarchical file system, the dialog box lists a directory

| documents and folders it contains. When you click Save, the document is

| up to 31 characters long. You may use any character except a colon (). To
| save both the current and the old versions of a2 document, type a new name
| or open a folder or disk that doesn’t contain a document with the same

Save As...
Saves an untitled document with a name you specify. You can also use the

or in a new place. The command is dimmed if no document is open.

A dialog box prompts you for the name of the document. The name may be

name. If you try to save the current version in a folder or on a disk that has a
document or folder with the same name, a dialog box asks if you want to
replace the document on the disk. Clicking Yes replaces it. Clicking No
returns you to the Save As dialog box.

of both documents and folders on the current disk. You can double-click a
folder to open it and view the documents and folders it contains. When you
do, the name of the current folder appears above the directory of its
contents. You can click the folder name and drag to show the hierarchy of
open folders on the disk. Press the current folder name to see a list of the
folders and disk that contain the current folder. You can drag down the list
to select any one of these folders or the disk to view the directory of

saved with the name you typed in the current folder.

If your disk does not use the hierarchical file system, the Save As dialog box
lists a directory of all the Ready,Set,Go! documents on the current disk and
displays the name of the disk above the directory. When you click Save, the
document is saved with the name you typed on the disk.

Clicking Drive displays the documents and folders on another available
disk. (Pressing Tab is the same as clicking Drive.) Clicking Eject ejects the
current disk so you can insert another disk and save the document on it.
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Page Setup...

Specifies the size and orientation of pages. You can also use the Page Setup
command to create a very large page from several smaller sections called
“tiles.” The Page Setup command is dimmed if no document is open.

A dialog box lists five standard page sizes: US Letter (8.5 by 11 inches), US
Legal (8.5 by 14 inches), Tabloid (11 by 17 inches), A4 Letter (8.27 by 11.69
inches), and B5 Letter (6.93 by 9.84 inches). You can also click the Other
option to specify any width and depth of page you want, up to 99 by 99
inches. If you select any of the standard page sizes except Tabloid, your
selection is automatically selected in the Printer Setup dialog box. The
preset size is US Letter.

Each page size has a standard print area, which is the maximum area that
can be printed on the page size you have selected. A dotted line marks the
outline of the print area of each page in the document window unless you
specify Tiling or deselect Show Print Area with the Preferences command.

You can choose two page orientations: the regular upright orientation or a
sideways orientation.

If the page size is larger than the paper size, you can divide the page into
tiles, print them, and then paste them together by hand. When you click
Tiling, you can specify the tile overlap—that is, the portion of the image
that overlaps from tile to tile. The preset overlap is 1 inch. You can also
print registration marks when tiling. These are useful for aligning the tiles.

When you change any of these options, Ready,Set,Go! changes them on the
screen. If you are using a custom grid, the margins remain the same, but the
print area may change and you may have to adjust the grid. Objects on a
page keep their same size and relative position.

CAUTION! If you specify a smaller page size, objects that appeared on a
larger page may no longer be visible. Before you select new options with
Page Setup, remember to shift objects so you will be able to see them.

See “The Page” in Chapter 3 for more about changing page size and
orientation.
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Printer Setup...

Specifies paper size and orientation and special printing effects, such as
reducing or enlarging, font substitution, and treatment of bit maps. The
command is dimmed if no document is open.

The dialog box that appears corresponds to the printer selected with the
Chooser. The paper sizes for the LaserWriter are US Letter (8.5 by 11
inches), US Legal (8.5 by 14 inches), A4 Letter (8.27 by 11.69 inches), and
BS Letter (6.93 by 9.84 inches). The sizes for the ImageWriter are US Letter,
US Legal, Computer Paper, A4 Letter, and International Fanfold. For either
printer, you can choose to print with a regular upright orientation or a
sideways orientation on the page.

If you have a LaserWriter, you can enlarge the page up to 400 percent or
reduce it to as small as 25 percent. Ready,Set,Go! automatically substitutes
printer fonts for screen fonts when you print. If you don’t want
Ready,Set,Go! to substitute LaserWriter fonts for ImageWriter font or for
screen fonts for which you don't have LaserWriter fonts, turn off Font
Substitution. You can also select a number of other options, including some
that affect the treatment of bitmapped text and graphics. See the owner’s
guide that came with your printer for details.

If you have an ImageWriter, you should specify Tall Adjusted to correct
distortion of graphics. You can also specify 50% Reduction to print your
pages at half size, and No Gaps Between Pages to eliminate the top and
bottom margins on the printed pages.

Clicking OK saves the setup options as part of the document. See “Printing”
in Chapter 3 for more information.
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Print...
Prints the current document according to the selected options. The
command is dimmed if no document is open.

The dialog box that appears corresponds to the printer selected with the
Chooser. If you are using a LaserWriter, you can specify the number of
copies and the range of pages you want to print. The preset options are one
copy and all the pages. You can also include a cover page that lists
information about your print job as a first or last page. The LaserWriter
normally feeds paper automatically from the paper cassette. With the
Manual Feed option, you can feed paper one sheet at a time.

If you are using an ImageWriter, you can specify the number of copies and
the range of pages you want to print. You can also choose one of the three
print qualities: Best, Faster, and Draft. Best and Faster print exactly what is
on your page. Draft prints only the text, and the ImageWriter substitutes its
own font for any fonts you have specified on the page. The preset options
are one copy of all the pages of the document, using automatic paper feed.
If you have specified a 50 percent reduction with the Printer Setup
command, the ImageWriter prints only at Best quality.

Clicking OK starts printing. You can hold down the Command key and type
a period (.) to stop printing. With the ImageWriter, you can stop printing
only after it actually starts.

See the owner’s guide that came with your printer and “Printing” in
Chapter 3 for more information.
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Get Text...
Inserts the text from another document at the insertion point in a text block.

The command is dimmed if no insertion point or text is selected in a text
block.

A dialog box appears with a directory of documents you can insert into
Ready,Set,Go! You may need to click Drive or Eject, scroll the directory, or
open and close folders to find the document you want. Select the name of
the document and click Open or just double-click the name. See the Open
command in this chapter for more information on this dialog box.

The documents you can open are text-only (ASCID files or documents
created with MacWrite 4.5, Microsoft Word 1.05 or 3.0 (do not use Fast
Save), or WriteNow! :

When you open a document, Ready,Set,Go! inserts it at the insertion point
in the text block. If text is selected in the text block, the new text replaces the
selected text. Text you get from a text-only file is inserted with any formats
you specified at the insertion point. Text you get from a document created
with a compatible application retains most of its formats, including style
and size of fonts, tab stops, indents, alignment, and line spacing. If a font
you specified when you created the document is not installed in the System
file you are using with Ready,Set,Go! an available font will be substituted.
See “To Get Text From Another Document” in Chapter 3 for more
information.

If you hold down the Option key when you choose Get Text, Ready,Set,Go!
converts punctuation commonly used in word processing to the style used
in typesetting. Two spaces are converted to one space, inch symbols (") are
converted to double open or close quotation marks. (“ and "), foot symbols
(') are converted to single open or close quotation marks or apostrophes

(‘ and "), and two hyphens in a row (--) are converted to an em dash (—).
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Put Text...

Saves text from a text block or a chain of blocks in a Ready,Set,Go!
document as a text-only (ASCID) file. This command saves all the text in the
block or chain with an insertion point or text selected. The command is
dimmed if no insertion point or text is selected.

For a complete description of the dialog box you use to save text, see the
Save As command in this section.

After it’s saved, you can open the file with any application that can open
text-only files.

Get Picture...

Inserts a graphics document created in another application in a picture
block. You select the picture block by clicking in it with the cropping tool.
The command is dimmed if no picture block is selected.

A dialog box appears with a directory of documents you can insert into a
picture block. You may need to click Drive or Eject, scroll the directory, or
open and close folders to find the document you want. Select the name of
the document and click Open or just double-click the name. See the Open
command in this chapter for more information on this dialog box. You can
open documents saved in the MacPaint, PICT, EPSF, or TIFF file formats.
See “The Software” in this chapter for a list of compatible applications.

When you open a graphics document, it's inserted in the picture block you
selected with the cropping tool. The picture is usually centered in the
picture block. If you don't see the picture, use the cropping tool to drag the
picture until you do or temporarily enlarge the picture block.

When you insert a MacPaint or PICT file in a picture block, it becomes part
of your Ready,Set,Go! document and you no longer need the original
graphics files to print it in Ready,Set,Go! However, when you insert a high-
resolution EPSF or TIFF file in a picture block, only the screen image
becomes part of your Ready,Set,Go! document when you save it, and the
original graphics document should be stored in the same folder as the
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Ready,Set,Go! document you placed it in. When you print, Ready,Set,Go!
remembers the name and location of any high-resolution graphic you
placed in the document and uses the original file, with any cropping and
scaling information, to print the picture on the page. If you rename the
original graphics file, you must use the Get Picture command again. If
Ready,Set,Go! can't find the original file, it prints the screen image
instead.

Quit

Quits Ready,Set,Go! and returns you to the Finder. If you've made changes
to any document on the desktop since you last saved it, a dialog box asks you
if you want to save the changes. If you click Yes, the changes are saved
before the document closes. (See the Save and Save As commands in this
chapter for more information.) If you click No, the document closes and
the changes are not saved. After the last document is closed, you return to
the Finder.

The Edit Menu | You use some of the commands in the Edit menu to cut, copy, and paste
selected objects, text, and pictures. You use other commands to undo some
operations; to select all the text in a text block or chain of blocks; to select
all the objects on a page; or to duplicate, lock, unlock, or move objects in

-------------------------------------- | | front or in back of one another. You can also specify the size, position, and
E‘;:m i}é | other specifications of text blocks, picture blocks, and other objects on a
Paste ®v| | age.

Clear pag

| setectan x| | Unde
Duplicate... %D " : 5 y

..................................................................... Restores text, pictures, or graphic objects that have been deleted with the

- Backspace key or with the Cut or Clear command. You must choose Undo
Bring To Front immediately after you delete. Otherwise, the command is dimmed.

Send Behind
el | én

Removes the selected object, group of objects, text, or picture and places it
on the Clipboard, replacing anything that is already on the Clipboard.
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Copy
Copies the selected object, group of objects, text, or picture and places it
on the Clipboard, replacing anything that is already on the Clipboard.

Paste

Places a copy of the contents of the Clipboard on the page in the active
window. The contents of the Clipboard may be text, a picture, or one or
more objects. You can paste items you cut or copy in the same document or
in another document.

If the Clipboard contains text, you must select an insertion point or text in
the text block where you want to paste it.

If the Clipboard contains a picture, you must select the picture block (with
or without a picture) with the cropping tool where you want to paste it.

If the Clipboard contains one or more objects, you must select the object
pointer before you paste. You can paste objects on any page in any
document window. The objects are pasted on the current page in the same
position (relative to the upper left corner) as on the page from which they
were copied. If you copy and paste an object on the same page, the new
copy appears on top of original and is selected. You can drag to move it.

Clear .

Removes the selected object, group of objects, text, or picture without
placing it on the Clipboard. You must choose Undo immediately to restore
anything you clear accidentally.

Select All

Selects all the objects on a page (except master page objects) if the object
pointer is selected. If an insertion point or text is selected, this command
selects all the text in the text block or chain of linked blocks.

If you want to select only the text in one block that is part of a chain, select
an insertion point or text in that block and hold down the Option key while
you choose Select All.
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Duplicate...

Places the specified number of copies of a selected object or group of
objects on the same page as the selection. You can specify the horizontal
and vertical distance between the original and each copy. If no objects are
selected, the Duplicate command is dimmed. '

A dialog box prompts you for the number of copies and the horizontal and
vertical offset for each copy. The preset offset is .25 inch to the right and
below the original object or group. A negative offset moves the copy to the
left of or above the original. You can also duplicate an object onto a facing
page if you are working with facing pages.

When you click OK, the specified copies are placed on the page or facing
page and the copy farthest from the original is selected.

Lock

Locks the object or group of objects you select with the object pointer so you
can’t remove, move, or resize them. Objects you create are unlocked until
you lock them. If no objects are selected, Lock is dimmed.

Lock affects only objects. Text, pictures, line weights, and pen and fill
patterns are not affected. You can copy and paste or duplicate locked
objects, and the copies are also locked. You can also move locked objects
in front or in back of other objects.

If you select one or more locked objects, a check appears next to Lock in the
Edit menu. If you select both locked and unlocked objects, no check
appears in the menu.

If you select a locked object and choose Specifications, an X appears in the
Locked check box. See the Specifications command in this chapter for more
information.

Unlock

Unlocks the object or group of objects you select with the object pointer.
Objects you create are unlocked until you lock them. If no objects are

| selected, Unlock is dimmed. If you select one or more unlocked objects, a
check appears next to Unlock in the Edit menu.
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Bring To Front

Places one or more locked or unlocked objects you select in front of any
unselected objects they overlap. This command is dimmed if no objects are
selected. '

Send Behind

Places one or more locked or unlocked objects you select behind any
unselected objects they overlap. This command is dimmed if no objects are
selected.

Specifications...

Specifies the position and size of a selected text block, picture block, or
graphic object in the units of measure you choose with the Preferences
command. It also specifies other options for the selected object.

A different dialog box appears for each type of object. All of them define
the size and position of the object by specifying the starting location,
measured from the upper left corner of the page (regardless of ruler
positions). For most objects, you specify the width and depth. For
horizontal lines, you specify only the width. For vertical lines, you specify
only the depth. For diagonal lines, you specify ending location, measured
from the upper left corner of the page.

All the specifications dialog boxes also include options for locking the
object (see the Lock command in this chapter) and for specifying a text
runaround. When you specify a text runaround, any text that overlaps the
object runs around the object and you can specify the text repel distance—
the distance between the text and the object. You can also select the Don’t
Print option, which you can use to drop out objects to be printed in a
different color.

@ Text Block Specifications include three special options: Ignore
Runarounds, White Type, and PostScript. If you select Ignore Runarounds,
text in the selected text block does not run around objects, even if you
specify runarounds for those objects. You can use the White Type option to
display white type on top of objects filled with black or a pattern. This
option is effective only if you fill the text block with a dark pattern as well. If
you select PostScript, any text in the selected text block is interpreted as a




The Font Menu

[Font [
Chicdgn )
vhGeneva
Helvetica
| Monaco
_ﬂmas

PostScript program by a PostScript printer—such as the LaserWriter. This
option is useful for creating special logo characters, for example.
Ready,Set,Go! does not check for errors, so make sure your program is
perfect before you print.

® Picture Block Specifications include special options for scaling a
picture and running text around either the frame of the picture block or the
graphic image inside the picture block. You can change the scale across and
the scale down the picture independently.

® Rounded Rectangle Specifications include a width and depth you
can specify for the curves at their corners.

The Font menu contains the fonts you use for displaying and printing text.
The Ready,Set,Go! System file contains three ImageWriter fonts (Chicago,
Geneva, and Monaco) and two LaserWriter fonts (Helvetica and Times),
each in several sizes. The menu is dimmed if no insertion point or text is
selected.

The preset font is Geneva. The current font at the insertion point or for
selected text is checked in the menu. If the selected text uses more than one
font, no font is checked.

When you insert text in existing text by selecting an insertion point or text
and then typing, by getting text from a text-only (ASCI) document with the
Get Text command, or by pasting text from the Clipboard, the text uses the
current font selected for the insertion point or selection. When you insert
formatted text with the Get Text command, it uses the same fonts as in the
original if they are installed in the System file you are using with
Ready,Set,Go! Otherwise, an available font is substituted.

You can use the Font/DA Mover to add screen fonts to your System file or to
remove them. See “The Software” in this chapter for information about
screen and printer fonts.
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The Style Menu

vPlain ®P
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The Style menu contains type styles and sizes you use for displaying or
printing text. The menu is dimmed if no insertion point or text is selected.

Font Styles

The Style menu contains nine styles: Plain, Bold, Italic, Underline,
Outline, Shadow, Condense, Extend, and Overstrike. You can combine
most of these styles for a variety of effects.

The preset style is Plain. You can choose one or more other styles. When
you do, any text you type at the insertion point or in place of selected text
appears in those styles. The current styles are checked in the menu. If the
selected text uses more than one combination of styles, no style is checked
in the menu.

Extend and Condense are opposite styles. If you choose one, it cancels the
other. If you choose Plain, all styles except Plain are canceled.

When you insert new text, it uses styles according to the same rules as it uses
fonts. See “The Font Menu” in this chapter for more information.

Type Sizes
The Style menu contains seven point sizes. It also includes the Other
command, which you can use to specify any size from 1 to 255 points.

The preset size is 12 Point. The current size for the insertion point or
selected text is checked in the menu. If you choose the Other command, a
dialog box prompts you for the point size you want. Other is checked if an
unlisted size is specified. If the selected text uses more than one size, no size
is checked.

Each type size in each font has an automatic line spacing, which sets the
distance in points from the baseline of the current line to the baseline of the
line above. However, if two or more sizes appear in the same line, the line
uses the spacing for the largest type size, increasing the space to the line
above. See the Line Spacing command in this chapter for more
information.
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Sizes that appear in outline in the menu are installed in the System file and
have the best screen appearance. The other sizes, including those you
specify with the Other command, are created from the closest installed size
by scaling it to a larger or smaller size. Scaled fonts may appear rough or
illegible on screen. You can turn off font scaling with the Preferences
command to make it easier to edit odd sizes, but be sure to turn it back on if
you print with an ImageWriter.

If you're printing with the ImageWriter, the installed sizes produce the best
result because the ImageWriter prints the fonts as they appear on your
screen. With the LaserWriter, each size of a printer font is created inside the
printer, with the same quality for each size. Therefore, a LaserWriter font in
any size produces an excellent printing result, even if the screen appearance
is ragged or if you have turned off font scaling.

When you insert new text, it uses sizes according to the same rules as it uses
fonts. See “The Font Menu” in this chapter for more information.

You can use the Font/DA Mover to add screen fonts of different sizes to your
System file or to remove them. See “The Software” in this chapter for
information about screen and printer fonts.
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The Format menu contains commands for formatting any amount of
selected text. These include commands for aligning lines of text, for
altering word, line, and paragraph spacing, for indenting lines, and for
changing the horizontal and vertical character spacing. The Format menu is |
dimmed if no insertion point or text is selected.

The format of a line depends on the format commands that apply to the first
character in the line. You can change the line’s format by selecting the first
character and choosing one of the commands that apply to lines from the
Format menu. However, if you change the format of the first character only,
the other individual characters in the line keep their original formats. If you
then insert or delete text or if you resize the text block, the first character of
the line may change and the line format changes accordingly. So it is a
good idea to format whole paragraphs or at least whole lines, rather than
just single characters.

The first four commands in the Format menu are alignment commands.
The one that applies to the selected insertion point or text is checked in the
menu. If more than one alignment command applies to the selection, none
is checked. When you choose one of the other Format commands, a dialog
box lists the specifications for the selected insertion point or text. If there is
more than one specification for the selection, no specification appears in
the dialog box.

If you are printing with a LaserWriter, you can improve the fit of lines and
characters by selecting Use Fractional Widths with the Preferences
command, even though the fit on the screen may actually appear to be
worse. Because the ImageWriter prints lines as they appear on the screen,
you get the best results if Use Fractional Widths is not selected. See the
Preferences command in this chapter for more information.

When you insert new text, it uses formats according to the same rules as
fonts. See “The Font Menu” in this chapter for more information.

Left .
Aligns selected lines to the left side of the text block and leaves text ragged
on the right. This is the preset alignment for every character.




Right
Aligns selected lines to the right side of the text block and leaves text ragged
on the left. !

Center
Centers selected lines between the right and left sides of the text block,
leaving the text ragged on the left and right.

Justify
Spaces words evenly so selected lines align to the left and right sides of the

text block (except for the last line of each paragraph, which aligns only on
the left).

Word Spacing...
Specifies the percentage of normal space between selected words. The
preset word spacing is normal, that is, 100 percent. = deSawlt

A dialog box prompts you for the percentage of normal word spacing you
want. It may be any amount from 0 to 255 percent. This command is
particularly useful to force justified text to fit in a fixed-size text block.

Line Spacing...
Specifies the space between the baseline of the selected line and the
baseline of the line above it.

A dialog box prompts you for the spacing you want. It may be any amount
from 1 to 255 points. The preset spacing is Auto. When you use automatic
line spacing, Ready,Set,Go! determines the line spacing based on the
largest font size in the line. Specify a number of points for line spacing if you
want the line spacing to be consistent in a selected paragraph, even if more
than one size of type occurs in it. You can type Auto in the dialog box to
return any selection to automatic line spacing.

— -Lype. Aude
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Paragraph Spacing...

Specifies the space, in addition to the specified line spacing, between the
baseline of the first line in a paragraph and the baseline of the line above.
Each paragraph may use different paragraph spacing, depending on the
specification for the first character in the paragraph.

A dialog box prompts you for the number of additional points between
paragraphs you want. It may be any amount from 0 to 255 points. The preset
spacing is 0 (zero), which means there’s no extra space and the paragraph
spacing is identical to the line spacing. You can type 0 in the dialog box to
return the paragraph spacing for any selection to its line spacing format.

. de ._(- " ‘j\
Paragraph Indent... R deSancty V

Indents the first line of selected paragraphs from the left side of the text
block.

A dialog box prompts you for the amount you want to indent in the unit of
measure that you select with the Preferences command. The preset indent is
0 (zero). Type 0 to cancel the indent for a selection.

Left Indent... ' Hovnaing

Indents every selected line, except the first line in a paragraph, from the left
side of a text block. See “Paragraph Indent” in this chapter to indent the first
line in a paragraph.

A dialog box prompts you for the amount you want to indent in the unit of
measure that you select with the Preferences command. You can use this
command to create a hanging indent. The preset indent is 0 (zero). Type 0
_to _cancel the indent for a selection.

Right Indent...
Indents every selected line from the right side of a text block.

A dialog box prompts you for the amount you want to indent in the unit of
measure that you select with the Preferences command. The preset indent is
0 (zero). Type 0 to cancel the indent for a selection.
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Kern < Maode lefy —
Automatically reduces the space between pairs of characters in text you

| select. The right character of each pair shifts to the left. If no text or

insertion point is selected, the command is dimmed.

This command affects only LaserWriter fonts and only those pairs of
characters that are included in a special table of pairs that can be kerned.
(This table is stored with the fonts.) Because the Macintosh screen allows
kerning only in 1-point increments, kerning is effective only for headlines
and other places where large type sizes are used.

You can kern any characters or specify the amount of kerning by holding
down the Option key when you choose the Kern command. A dialog box
prompts you for the number of points you want to remove between each

pair of characters in text you select.

If you select only one character when you choose Kern, the dialog box
appears whether you hold down the Option key or not. The selected
character shifts to the left the number of points you specify.

If you select an insertion point and choose Kern, each character you type
after the insertion point is shifted to the left the number of points you
specify in the dialog box.

The preset number of points in the dialog box is 0 (zero), which means the
spacing between the characters is the same as when you type them without
kerning. If you select text that has been letterspaced or with characters
kerned different amounts, no amount will appear in the dialog box. You can
type 0 in the dialog box to return any selection to its normal character
spacing.

You can also hold down the Command key and press the Left Arrow Key to
shift each selected character to the left, Each time you press the Left Arrow
key, each character shifts one point. The amount of kerning is displayed in
the dialog box if you hold down the Option key while you select the text and
choose the Kern command.
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Letterspace... — (10VE Tl —p

Adds space between selected characters. When letterspaced, each selected
character shifts to the right. If no text or insertion point is selected, the
command is dimmed.

A dialog box prompts you for the number of points you want to add between
each pair of characters in the text you select. You use this dialog box the
same way you use the Kern dialog box. See “Kern” in this chapter for more
information.

You can also hold down the Command key and press the Right Arrow key
once for each point you want to shift each selected character to the right.
The number of points you shift each character appears in the dialog box if
you select the text and choose Letterspace.

Shift Up... move up P
Shifts selected characters up from their normal baseline.

A dialog box prompts you for the number of points you want to shift the
selected characters.

The preset shift is 0 (zero). If you select text that has been shifted down or
with characters shifted up different amounts, no amount will appear in the
dialog box. You can type 0 in the dialog box to return selected characters to
their normal baseline, or you can choose the Baseline command.

The Shift Up command changes the spacing between lines unless you
specify a specific number of points with the Line Spacing command.

You can also hold down the Command key and press the Up Arrow key once
for each point you want to shift the selected text up. The number of points
you shifted the selected text appears in the dialog box if you choose Shift

Up.
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Shift Down... ¢
Shifts selected characters down from their normal baseline.

A dialog box prompts you for the number of points you want to shift the
selected characters. You use this dialog box the same way you use the Shift
Up dialog box.

You can also hold down the Command key and press the Down Arrow key
once for each point you want to shift the selected text down. The number of

points you shifted the selected text appears in the dialog box if you choose
Shift Down.

Baseline —_ ;Zf
Returns all selected characters to their normal baseline, canceling the effect
of the Shift: Up or Shift Down command.

The Text Menu | The Text menu offers special features for working with text. You can use the
commands in this menu to find and replace text and styles of type, choose
hyphenation options, set tabs, set up type specifications, define and use

i stylesheets and glossaries, and check your spelling.
Find Next *®F
Replace...
Replace Neut %R

..................................................... Fi“d..-

+Hyphenation On i . 3 g .
Hyphenation 0Off Searches for specified text in a text block or chain of linked blocks, starting
Hgghenationspecs:.. after the insertion point or selected text, for text specifications such as a
Tabs... *7 font, style, or size of type you specify, or for a combination of text and text
;114;’;:"8“"' ot specifications. If no text or insertion point is selected, the command is
Remove Styles dimmed.
Glossaries... ®0
Check Spelling %K When you choose Find, a window prompts you for the text yvou want to find

4 Dk Y

Suggest Spelling... J . o=
Add Word %L and some search options. You can type any text, up to 255 characters,

except a return or tab character. Type the text, including punctuation,
exactly as you want to search for it. If you select text before you choose the
Find command, the selected text appears in the Find What box in the
window.
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You can use special symbols to find tabs, returns, and other characters that
you can’t type or that are invisible. Each symbol is a combination of two
characters: a lowercase Greek delta (d) and another letter. You type the
delta by holding down the Option key and typing d. Type 6t in the dialog
box to find a tab character, dr or dn to find a return, da to find the Apple
character, dc to find a check mark, dm to find the command (or propeller)
character, or dd to find the diamond character.

Before you start the search, select the search options you want. You can
search for text that matches the uppercase and lowercase characters you
type, or you can ignore case. You can also search only the current text block
or the entire chain. The preset options are to ignore uppercase and
lowercase characters and to search an entire chain.

vou hold down the Option key while you choose Find, an expanded

window appears. Here you can _specify the font, style, and size of type you
wish to find, as well as text and the search options. You can specify all or
only one of these options. Options you don’t specify—for example, by
making sure all the style options are not checked—will be ignored. If you
don’t enter any text, you can find every occurrence of the font, style, or size
you specify, regardless of the text itself.

Clicking OK begins the search. When the specified text is found, it is
selected. The Find window closes, and you can edit the text. A message tells
you if Ready,Set,Go! does not find the text or if it finds the text in a text
overflow that’s not visible in the block or chain.

Find Next

Searches for the next occurrence of text, font, style, size of type, and other
options you last specified in the Find window, starting after the current
insertion point or text selection.

If you choose this command after Ready,Set,Go! has found the last
occurrence in the block or chain, a message tells you that there are no more
occurrences or that the text was found in a text overflow that’s not visible.

gaaaagl -



Replace...

Searches for specified text in a text block, a chain of linked blocks. or the
entire document, and replaces it with text that you type. It begins searching
after the insertion point or text you select. You can also find and replace a
font, style, or size of type you specify.

A window prompts you for the text you want to replace and the text you want
to change it to. The rules for typing this text and for special characters are
the same as those in the Find window. See “Find” in this chapter for more
information.

Before you start the search, select the search options you want. You can
select whether you want to find and replace text that matches the uppercase
and lowercase characters you type, or to ignore case. You can select
whether you want to find and replace the text only in the current text block,
in all the blocks it is linked to in a chain, or throughout the whole document.
You can also select whether you want to replace the single next occurrence
of the text or every occurrence. The preset options are to ignore uppercase
and lowercase characters, to search an entire chain, and to replace only the
next occurrence. If no insertion point or text is selected, the only option is
to find and replace every occurrence of the text throughout the entire
document.

——If you hold down the Option key while you choose Replace, an expanded

window appears where you can specify a font, style, or size of type, as well as
what text you wish to replace and what to change it to, and the search
options. s. The rules for selecting type styles and text are the same as for the
Find window. See “Find” in this chapter for more information.

Clicking OK begins the search. When the specified text is found, it is
replaced with the replacement text, which is then selected. The Replace
window closes, and you can edit the text. A message tells you if
Ready,Set,Go! does not find the text or if it finds the text in a text overflow
that’s not visible in the block, chain, or document.

THE MENUS/179




The Menus

Replace Next

Searches for and replaces the single next occurrence of the text, font, style,
size of type, and any options you last specified in the Replace window,
starting after the current insertion point or text selection.

If you choose this command after Ready,Set,Go! has found the last |
occurrence in the block or chain, a message tells you that there are no more
occurrences or that the text was found in a text overflow that’s not visible.

Hyphenation On

Automatically hyphenates words at the end of lines in text you select or text
you type or insert from another document after the insertion point.
Ready,Set,Go! uses a set of rules to perform hyphenation. You can modify
some of these hyphenation specifications and create a list of words that are
exceptions with the Hyphenation Specs command. See “Hyphenation
Specs” in this chapter for more information.

Hyphenation is always on when you first create a text block and select an
insertion point. You can turn it off or on for any amount of selected text in a
text block. This command is checked in the Text menu if hyphenation is on
| for the selected text. If hyphenation is on for some characters but off for
others in a selection, no check appears in the menu.

When you insert new text in existing text, hyphenation follows the same
rules as fonts. See “The Font Menu” in this chapter for more information.

Hyphenation Off '
Turns automatic hyphenation off for text you select or text you type or insert |
after the insertion point. You can turn hyphenation off for any character or
group of characters. For example, you can select a single word that you

don’t want to hyphenate and choose Hyphenation Off. This command is
checked in the Text menu if hyphenation is off for the selected text. If
hyphenation is on for some characters but off for others in a selection, no
check appears in the menu.

When you insert new text in existing text, hyphenation follows the same
rules as fonts. See “The Font Menu” in this chapter for more information.
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Hyphenation Specs...
Allows you to view, alter, and add to the list of words you want
Ready,Set,Go! to hyphenate differently than it does on its own. You can
also change some of the hyphenation specifications in the current
document. If no document is open, Hyphenation Specs is dimmed in the
menu.

When you choose Hyphenation Specs, a window appears with a list of
hyphenation exceptions you create on the left side and the current
hyphenation specifications on the right.

e Hyphenation Exceptions is a list of words you can create that you want
Ready,Set,Go! automatically to hyphenate differently than it does
normally. The list is saved in a file called Hyphenation Exceptions that is
stored in the same place on the Application Disk as the Ready,Set,Go!
application. Ready,Set,Go! uses this list for every document you work in.

Type the words you want to add to the list of exceptions one at a time in the
box below the scrolling list of words in the Hyphenation Specs window.
Type hyphens in the word where you want Ready,Set,Go! to hyphenate it.
Type the word with no hyphens if you want it never to be hyphenated.
Ready,Set,Go! ignores uppercase and lowercase characters when it uses
your list. After you type each word, click Insert Word. The word is added to
the scrolling list of exceptions in alphabetical order. You can also remove
words from the list by selecting them in the list and clicking Delete Word.
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® Hyphenation Specifications by which Ready,Set,Go! hyphenates
automatically are displayed on the right side of the Hyphenation Specs
window. The specifications apply only to the current document. You can
type new specifications for the minimum size of a word for which
hyphenation is allowed (preset at 5 characters), the minimum number of
characters allowed before and after a hyphen (both preset at 2 characters),
and the maximum number of lines in a row that are allowed to end in a
hyphen (preset at 3 lines). You can deselect Break Last Word Of Paragraph
to prevent a part of an automatically hyphenated word from being the only
thing on the last line of a paragraph. You can also deselect Break
Capitalized Words to prevent words that start with a capital letter from being
hyphenated. Ready,Set,Go! will not automatically hyphenate a word if the
rules you select will be broken.

Click Done to confirm your hyphenation specifications.

Tabs...
Allows you to specify the number and kind of tab stops for text you select or
text you type or insert after the insertion point. You can specify up to ten tab

ol leodes™ stops for a selection. You can also specify a character to be repeated as a
Slell=d'a

leader to a tab stop. If no text or insertion point is selected, Tabs is dimmed
in the menu.

A window appears with a ruler where you position tab stops for text you
selected. The ruler measures the distance from the left edge of the text block
in the units of measure you specified with the Preferences command. You
can click the arrows on either side of the ruler to scroll into view the portions
of the ruler that don’t fit in the window.

Any tab stops already set for the selected text appear in gray above the ruler.
If you click on an existing tab stop, it becomes black to show it is selected.
Only one tab stop can be selected at a time. The selected tab stop’s indent,
measure, leader character (if any), and the position of the decimal point if
it is a decimal tab are displayed in the current units of measure at the top of
the window.
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When you click on the ruler where you want to set a tab stop, two

overlapping arrows and a small icon to their left appear above the ruler in
black. The larger arrow indicates the tab stop’s indent from the left edge of
the text block, the smaller arrow indicates its measure (or width), and the
small icon indicates whether it is a left, right, centered, justified, or decimal
tab stop. When you first create a tab stop, it is left-aligning with no measure.
Decimal tab stops also have an up-pointing arrowhead which indicates the
alignment of the decimal point. You can also click the Specs button to
display a dialog box where you can specify precisely the indent, measure,
and decimal alignment by typing in the current units of measure. You can
also specify any character to be repeated as a leader from where you type a
tab character to the tab stop’s position.

You can drag any active tab stop out of the box around the ruler to remove
it. If you click Clear All, all tab stops are removed for the selected text.

Click OK to set the tab stops you have created or changed for the selected
text. Click Cancel to restore any tab stops that were set before you chose
Tabs.

When you type a tab character, the insertion point moves to the indent you
set for the first or next tab stop with the Tabs command. If no tab stops are
set for the insertion point or selected text, the insertion point moves 8
points to the right.

Type Specs...

Allows you to set up type and formatting specifications for text you select or
text you type or insert after the insertion pont. If no text or insertion point is
selected, Type Specs is dimmed in the menu.

A window appears in which you can choose most of the type and formatting
specifications that also appear in the Format and Text menus. You can
select one or all of the options for each specification in the window.
Options you specify are applied to your selection in the text block. Options
you don’t specify will be ignored, and selected text will retain its existing
specifications for those options. See the equivalent individual menu
commands in this chapter for more information about each option.
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You can click Apply, and drag the window out of the way if you need to, to
see the effects of the type and formatting options you have specified on the
selected text without closing the window. You can also click OK to apply
your specifications and close the window. Click Cancel to close the window
and leave the current specifications for selected text or the insertion point
i unchanged.

Styles...

Allows you to set up, add, modify, use, and delete stylesheets for your
current document. Stylesheets are preset type and formatting specifications
you can apply to text you select or text you type or insert after an insertion
point. It also allows you to import stylesheets you created in another
document so you can use them in your current document.

A window appears with a scrolling list of the stylesheets in the current
document.

Click New to create a new stylesheet. The Style Specifications window
appears where you can name the new stylesheet and specify the type and
formatting specifications you want from many options. Type the name for
the new stylesheet in the Style Name box. Then select the options you want
for the stylesheet. The current specifications for any text or insertion point
you selected are preset in the window. You select the options you want in the
same way you do with the Type Specs command. See Type Specs in this
chapter for more information. If you do not specify one of the type or
formatting options, text you apply the stylesheet to will keep its original
specifications for that option. Click OK to save the stylesheet with the name
and options you specified. Its name is added to the list in the Styles window.

You can modify an existing stylesheet by selecting its name from the list in
the Styles window and clicking Modify. The Style Specifications window
appears displaying the current name and type and formatting options for
the stylesheet. Make any changes to the name or specifications you wish and
click OK. Any text you formatted with the stylesheet will be automatically
updated with the new options you specify. Click Cancel to restore the
original name and specifications for the stylesheet.
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| Cancel if you clicked Delete accidentally. When you click OK, the stylesheet
| is deleted and its name is removed from the list.

You can format text you select or text you type or insert after the insertion
point with the type and format specifications you selected in a stylesheet.
Select the stylesheet you want to use and click Apply in the Styles window.
The options for type and formats you specified in the stylesheet are applied
to the selection. The selected text retains its current formats for any type
and formatting options you did not specify for the stylesheet.

You can add copies of stylesheets you created in another document to the
list in the current document. Click Import in the Styles window, and a dialog
box appears listing Ready,Set,Go! documents on the current disk. See the
Open command in this chapter for information on this dialog box. The
names of any stylesheets in the document you select are added to the list in
the Styles window. If an imported stylesheet has the same name as an
existing stylesheet in the list, a period and the number 1 (.1) are appended
to the added name. You can modify, apply, duplicate, or delete the
stylesheets you import just as you can the ones you create in the current
document.

Often it is easier to modify an existing stylesheet than to create a stylesheet
from scratch. Select the name of the stylesheet you want to modify without
losing the original from the list in the Styles window and click Duplicate.
The stylesheet you select is duplicated, a period and the number 1 (.1) are
appended to the original name, and the new name is added to the list. Then
you can modify or delete the duplicate as you would any other stylesheet in
the list.

You can delete any stylesheet from the current document by selecting its
name in the list in the Styles window and clicking Delete. Click OK in the
dialog box that appears to warn you about what you are doing, or click
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| Allows you to name, rename, and store frequently used text as a glossary

| When you choose Glossaries, a window appears displaying a scrolling list of

You can create a character shortcut for any stylesheet by adding a slash (/)
and any character you can type to the end of its name. Then you can apply
the stylesheet to any selected text or insertion point by holding down the
Command key and typing H and then quickly typing the character you
assigned to the stylesheet. The stylesheet is applied to your selection without |
opening the Styles window. '

If you format text with a stylesheet, you cannot use commands from the
menus to change any of the type or formatting options you specified in the
stylesheet you used, though type or formatting options you didn't specify in
the stylesheet can be altered in this way. See “Remove Styles” in this chapter
for more information.

Remove Styles

Allows you to use menu commands to modify the type and formatting of any
selected text that was formatted with a stylesheet. Remove Styles does not
alter the current formats of type you select. If you select text and choose
Remove Styles, its formats are not altered if you modify the stylesheet you
originally used to format it. If no text or insertion point is selected, this
command is dimmed in the menu.

Glossaries...

and paste it at the insertion point in any text block. It also allows you to
import glossaries you created in another document so you can use them in
your current document.

the glossaries for the current document.

You define the text and type styles you want to save as a glossary by typing it
in a text block, selecting it, and choosing the Glossaries command. Click
Define in the Glossaries window, and a dialog box appears prompting you
to type a name for the new glossary. Type the name and click OK, and the
new glossary name is added to the list of glossaries for the current [
document. The new name is selected in the list, and the beginning of its
contents is displayed at the bottom of the Glossaries window.
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You can rename an existing glossary by selecting its name from the list in
the Glossaries window and clicking Rename. A dialog box prompts you for
the new name for the glossary. Type the new name and click OK, and the
new name replaces the old one in the scrolling list.

| You can paste the contents of an existing glossary at the insertion point by
selecting its name from the scrolling list in the Glossaries window and
clicking Paste.

You can add copies of glossaries you created in another document to the
current document. You click Import in the Glossaries window, and a dialog
box appears listing Ready,Set,Go! documents on the current disk. See the
Open command in this chapter for information on this dialog box. The
names of any glossaries in the document you select are added to the list in
the Glossaries window. If an imported glossary has the same name as an
existing glossary in the list, a period and the number 1 (.1) are appended to
the added name. You can rename, paste, or delete the glossaries you
import just as you can the ones you create in the current document.

You can delete any glossary from the current document by selecting its
name from the list in the Glossaries window and clicking Delete. Click OK in
the dialog box that appears to warn you about what you are doing, or click
Cancel if you clicked Delete accidentally. When you click OK, the glossary

| is deleted and its name is removed from the list.

| You can create a character shortcut for any glossary by adding a slash ( /)

| and any character you can type to the end of its name. Then you can paste
the glossary at the insertion point by holding down the Command key and
typing G and then quickly typing the character you assigned to the glossary.
The glossary is pasted at the insertion point without opening the Glossaries
window.
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Check Spelling

Checks the spelling of each word from after the currently selected text or
insertion point to the end of a text block or chain of linked blocks. This
command is dimmed if no text or insertion point is selected or if the RSG
Dictionary is not in the same folder as the Ready,Set,Go! application.

Check Spelling compares each word to the spelling rules in the RSG
Dictionary and the list of words in the User Dictionary—if you have created
one and it is also in the same folder as the Ready,Set,Go! application.
When Ready,Set,Go! finds a word that is misspelled or unknown, it stops the
search and selects the word. You can then edit the word, ask for a suggested
spelling, or add the word to the User Dictionary. See the Suggest Spelling
and Add Word commands and “The Application Disk” in this chapter for
more information.

Choose Check Spelling again to continue the search. If no misspelled or
unknown words are found, the current selection or insertion point stays
selected.

Suggest Spelling...

Allows you to view a list of spelling suggestions from the RSG Dictionary and
User Dictionary for any word you select. This command is dimmed if no
text or insertion point is selected or if the RSG Dictionary is not in the same
folder as the Ready,Set,Go! application.

If you have selected one entire word—and not any spaces or punctuation
before or after it—a window appears with a scrolling list of suggested
spellings for that word. The list is in alphabetical order, and the first word is
selected in the list and in the box below it. You can select the correctly
spelled word you want from the list and edit it in the box below the list to
correct capitalization or make any other changes you want.

If you click Replace, the word selected in the box below the list replaces the
word you selected in the text block. If you click Cancel, no changes are
made.
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| You can work with facing pages exactly as you do with single pages and

Add Word

Allows you to add a word you select to a permanent file named User
Dictionary. Ready,Set,Go! uses this dictionary as a supplement to the RSG
Dictionary when you choose the Check Spelling and Suggest Spelling
commands. This command is particularly useful for recording proper
names and special terms that the RSG Dictionary doesn’t recognize when
you check spelling. The User Dictionary must be named User Dictionary
and be in the same folder as the Ready,Set,Go! application. See “User
Dictionary” in this chapter for more information. This command is
dimmed if no text or insertion point is selected or if the RSG Dictionary is
not in the same folder as the Ready,Set,Go! application.

The Special menu has commands for working with single pages or facing
pages (spreads) and selected objects in the active document window. With
these commands, you can display a page or facing pages in different sizes.
You can add or delete pages or spreads or go to a page you want. You can
select your preferences for the current document for units of measure;
screen displays of grids, rulers, the print area, and blocks; the display and
treatment of screen fonts; and page numbering. You can set up grids and
activate them. You can activate and deactivate the master pages. You can
also align objects.

Facing Pages
Displays both the current page and its facing page in the active windows.

display them at any size you choose in the Special menu.

Working with facing pages is particularly useful if you are creating pages by
the spread, as is done with many books and magazines. You can position
any object so that it crosses from one page to the other and even run text
around it on both pages. However, if you create spreads with objects that
cross pages, you must stay in Facing Pages view as you work and print. If you
return to a single-page view, those objects will only appear as part of the left
page of each spread and you will lose both those objects and any
runarounds on the right pages. Also, be aware that no object will print
where it crosses the nonprinting area between the two pages’ print areas
unless you select Tiling with the Page Setup command.
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If you have chosen Facing Pages just to view a spread in a document without
objects that cross pages, you can choose this command again to view only
one page in the active window at a time. This command is checked in the
menu when facing pages are displayed.

Size To Fit

Reduces or enlarges a page or facing pages so that all of the page or pages fit
in the active window, no matter what size the window is. The scroll bars are
inactive because the entire page is always visible. This command is checked
in the menu when it’s chosen.

Half Size

Displays a page or facing pages at 50 percent of actual size. You can use the
scroll bars to go to any part of the page or facing pages that isn’t visible.
This command is checked in the menu when it’s chosen.

75% Size

Displays a page or facing pages at 75 percent of actual size. You can use the
scroll bars to go to any part of the page or facing pages that isn’t visible.
This command is checked in the menu when it’s chosen.

Actual Size

Displays a page or facing pages at the same size as they will print, as
determined by the Page Setup and Printer Setup options. You can use the
scroll bars to go to any part of the page or facing pages that isn't visible.
This command is checked in the menu when it's chosen.

The first time you open a document, it displays a US Letter page (8.5 by 11
inches) at its actual size. However, if you save a document with a different
page size or display size, it opens with the sizes you last saved.

Double Size

Displays a page or facing pages at 200 percent of actual size. You can use the
scroll bars to go to any part of the page or facing pages that isn't visible.
This command is checked in the menu when it's chosen.
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Insert Page(s)...
Adds one or more pages before or after the current document page. You
| can’t use this command if the current page is a master page.

A dialog box prompts you for the number of pages you want to add. The
number is limited only by the available memory in your Macintosh. (See i
“Available Memory” in this chapter for more information.) You can insert
the page or pages before or after the current page, and they can be blank or
duplicates of the current page. The preset options are 1 page, Insert After
Current Page, and Insert Blank Page.

| If you click Duplicate Current Page, you can indicate how text blocks on the
duplicate page should be linked. Only the text blocks themselves are
duplicated, not any text in them. You click None if you don’t want to link the
text blocks. You click Local if you want to link the text blocks on the duplicate
page to one another but not to blocks on other pages. You click Global if
you want to link the text blocks to one another and to any linked blocks on
the previous and following pages.

Clicking OK inserts the specified number of pages. The inserted page, or

| the first page in a group of inserted pages, becomes the current page in the
window. Page numbers are reassigned, if necessary, in the page scroll bar.
The master page objects that appear on an existing page may change if the
page changes from an even-numbered page to an odd-numbered page (or
vice versa) because you inserted pages.

If you have facing pages displayed in the active window, this command
changes to Insert Spreads in the menu. The dialog box then prompts you for
the same options, but they apply to pairs of facing pages instead of single
pages.
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Delete Page(s)...
Deletes a page or range of pages that you specify. You can’t use this
command if the current page is a master page.

A dialog box displays the number of the current page (which is also the page
selected in the page scroll bar) as the starting and ending page of the range
to be deleted. You can change the range by typing the numbers of the first

| and last pages you want to delete. You delete one page by typing its number
[ in both blanks.

Clicking OK deletes the specified pages, and the page before the deleted
page becomes the current page in the window. (If the first page is deleted,
the following page becomes the current page.) Page numbers are
reassigned, if necessary, in the page scroll bar. The master page objects
that appear on an existing page may change if the page changes from an
even-numbered page to an odd-numbered page (or vice versa) because you
deleted pages.

CAUTION! The page range you specify with Delete Page(s) refersto the
order of the pages in your document, as displayed in the page scroll bar. If
you have specified a starting page number other than 1 with the Preferences
command, page numbers that appear on the pages will not be the same as
their order in the document.

Go To Page...
Displays the page whose number you specify in the dialog box. This
command is particularly useful if you are working with a long document and

| don’t want to scroll the page scroll bar to find the icon with the page number

| you want. If you enter a number that’s higher than any existing page,

Ready,Set,Go! displays the last page in the document. You can’t use this

| command to go to a master page.
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Preferences...

Allows you to preset your options for several of the features in
Ready,Set,Go! These include the measurement scale; page numbering;
screen displays of the grid, rulers, print area, and blocks; and the display
and treatment of screen fonts.

® Units of measure may be in inches, centimeters, or picas and points.
This scale is used for the units of measure of the ruler on the page and in the
Tabs window, and for measurements that you specify with commands in the
File, Edit, Format, Text, and Special menus. The preset option is inches.

@ Starting Page Number is the number you assign to the first page of the
document, which appears in the page scroll bar as page 1. You can insert
the page number directly in a text block on any page of the document by
holding down the Command, Option, and Shift keys while pressing the 3
key. If you type the same thing on a master page, two number signs (##)
appear and the page number is entered automatically on corresponding
pages of the document. If the position of a page with automatic numbering
is changed, the page number also changes to reflect the page’s new
position.

@ Show Grid, Show Rulers, Show Print Area, and Show Block
Outlines display or hide these items in the window. When you first open a
document, no grid is displayed. If you set up a grid with the Design Grids
command, it is automatically displayed and active. You can hide it and
make it inactive by deselecting the Show Grid option. If you select the Show
Grid option, the last grid specified in the Design Grids dialog box appears.

Every document window opens with rulers in the scale that you choose. You
can deselect the Show Ruler option to hide the rulers in the active window.
Select the Show Ruler option to show the rulers again.

The portion of the page size you select with the Page Setup command on
which your printer can print—the print area—is indicated on each page in a
window by a dotted line. See the Page Setup command for more
information. You can hide the dotted line that indicates the print area by
deselecting Show Print Area. Select Show Print Area to show the dotted line
again.
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When you create a text or picture block, Ready,Set,Go! displays its outline
on the page. Deselect the Show Block Outlines option to hide these
outlines. Select Show Block Outlines to show them again.

@ Use Fractional Widths determines the number of characters that can
fit on a line more precisely than it can by just using the bit map of each
character in a screen font, but the screen display may not be as clear. Using
this option also results in more perfect alignment of the right edges of
justified lines when you print. Select Use Fractional Widths if you are
printing with a LaserWriter to take advantage of this feature. If you are
printing with an ImageWriter, do not select this option because the
ImageWriter prints exactly what is displayed on the screen. This option has
no effect on a Macintosh 512K.

@ Disable Font Scaling makes screen font sizes that are not installed in
your System file easier to work with. Normally, the Macintosh creates a bit
map for those sizes of fonts from a size that is installed, but these can be
difficult or impossible to read, especially in small sizes. You can select the
Disable Font Scaling option if you are printing with a LaserWriter. Odd sizes
of fonts are displayed in a size that is installed in the System file, and
character spacing and line fit are not altered. Do not select Disable Font
Scaling if you are printing with an ImageWriter because it prints exactly what
appears on the screen. This option has no effect on a Macintosh 512K.

Snap To

Activates or deactivates the grid if it is displayed. When the grid is active,
new objects and objects you resize automatically “snap” to the nearest grid
lines. Existing objects are not affected. The grid is active when the
command is checked.

The command is dimmed and the grid is inactive if no grid has been
selected or defined in the Design Grids dialog box or if the Show Grids
option in the Preferences dialog box is not selected.
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Use Master

Activates and deactivates the master page elements on the current page.
Master page elements appear, and cannot be altered, on the corresponding
pages of the document if Use Master is chosen. Choosing this command
affects only the current page. The command is checked in the menu when
the master pages are active for the current page.

Sets up a grid for the entire document. You can select one of eight preset
grids or define one of your own.

A dialog box displays the eight preset grid options. These use preset
margins, rows, columns, and spacing between rows and columns. You can
click a grid option and click OK to activate a grid and display it in the
document window. If you choose Design Grids, click Grid Setup, and then

click OK, the Grid Setup dialog box displays the preset specifications for the
active grid.

You can also create your own custom grid by clicking Grid Setup, clicking
OK, and typing your own specifications in the Grid Setup dialog box. The
specifications use the units of measure you select with the Preferences
command.

Most publications are printed on both sides of each sheet of paper, so
Double Sided is preset in the Grid Setup dialog box. This allows you to set
margins for the inside—nearest the binding—and outside of each page,
which switches depending on whether you are viewing a right or a left page.
Deselect Double Sided if your publication will be printed on only one side
of each sheet of paper. The Inside and Outside margin specifications
change to Left and Right, because the inside is on the left on every page.
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Distances to Distance to
the grid the outside
from the top edge of
and bottom a facing page
of the page (or right
—  edgeifyou

Distance —T deselect Double
to the inside Sided)
edge of a
Jfacing page
(or left Numbers of
edge if you rows and
deselect © columns in
Double Sided) Specifies grid Distances the grid

Sor double- between rows

or single-sided and columns

publications

Clicking OK activates the grid and displays it in the document window. The
Show Grid option in the Preferences dialog box is selected, and the Snap To
command is automatically checked.

If the page size on the screen changes because you change the Page Size or
Printer Setup options, the grid specifications do not change, but the grid
rectangles change size to accommodate the change. If the grid extends
beyond the print area and is active, objects that you create may snap into a
position beyond the print area and will not print. It's best to specify the grid
again.
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Alignment...

Aligns selected objects vertically, horizontally, or both, along their sides or
center axis, depending on the options you select in the dialog box. This
command is dimmed unless two or more objects are selected. Locked
objects are not affected by this command.

objects.

Aligns along Aligns along
“center lines” “center
between lines” between
the sfdes\ / the tops
and bottoms

Options Options

in this column in this column

change change

horizontal vertical

alignment. alignment.

If you click Left Sides or Right Sides, objects move to align with the side of
the object that’s farthest to the left or right. If you click Tops or Bottoms,
objects move to align with the edge of the object that's nearest the top or
bottom of the page. If you click L/R Centers or T/B Centers, Ready,Set,Go!
calculates a vertical or horizontal center “line” along which it aligns the
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The Fill Menu ‘

The Lines Menu

The Fill menu contains 52 patterns that you can choose to fill the area inside
text blocks, rectangles, rounded rectangles, or ovals. The chosen pattern
immediately fills one of these objects when you create it. You can also
change an object’s fill pattern at any time by selecting it and choosing a new
pattern from the menu. See “The Lines Menu” and “The Pen Menu” in this
chapter if you want to change the borders of objects.

When you start Ready,Set,Go! the preset pattern is None, which is
transparent. If an object filled with None overlaps a text block, you can see

. the text through it.

The Fill menu includés black, white, and no (transparent) patterns;
horizontal, vertical, and diagonal stripe patterns in varying widths; some
standard Macintosh patterns; and nine shades of gray.

The Lines menu contains styles and thicknesses for the lines and borders of
the graphic objects you draw. The current line for a selected object is
checked in the menu. The preset line style and thickness is an unbroken
line, 1 point thick.

| The Thin line is a hairline, only 1/4 point thick. Only a high-resolution

printer—such as a PostScript phototypesetter—can print that fine a line. On
the LaserWriter, the Thin line will print a bit thicker than 1/4 point. On an
ImageWriter, the Thin line will print at the same thickness as the 1-point
line. The Thin line and the 1-point line appear to be the same thickness on
the screen because the dots on the screen are only 1 point square.

Hairline (1/4 point)

1 point N\
2 points E
4 points
6 points ——m89 ———
8 points
Dashed «—{
Double
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T

The Pen menu contains 52 patterns that you can choose as patterns for lines
and the borders of rectangles, rounded rectangles, and ovals. The patterns
are the same as in the Fill menu. The chosen pattern appears immediately
as the line or border pattern when you draw these objects. You can change
the pattern of an object’s border at any time by selecting the object and
choosing a new pattern from the Pen menu. Changing the border of a
rectangle, rounded rectangle, or oval does not change its fill pattern, which
you change with the Fill menu.

Some patterns—such as None, white, or those with widely spaced dots or
lines—may produce an invisible line or border. If so, you can use the object
pointer to drag in the area where the object has disappeared. The selection
handles then appear, and you can choose another pattern from the Pen

| menu if you want,
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Shortcuts

Opening,
Closing, and
Saving
Documents

Designing
and Displaying
Pages

Command-N opens a new Ready,Set,Go! document.

Command-0 opens the Open dialog box. You can then select an existing
Ready,Set,Go! document to open.

Command-@ quits Ready,Set,Go!

Command-$ saves the version of the document in the active window,
replacing the version on the disk.

Command-W closes the active window.

Command-9 opens the Design Grids dialog box. You can then select a
standard grid. Or you can click Grid Setup and then click OK to design your
own grid.

Command-E displays facing pages in the currently selected view. For a
complete view of facing pages, press Command-E followed by
Command-1.

Command-1 displays the current page to fit in the window.
Command-2 displays the current page at half its actual size.
Command-3 displays the current page at 75 percent of its actual size.
Command-4 displays the current page at its actual size.

Command-8 displays the current page at double its actual size.

Command-Option-Shift-3 inserts the page number of the current page at
the insertion point. On a master page, the placeholder is ##,
Command-Option-Shift-4 inserts the page number of the page
preceding the current page at the insertion point. On a master page, the
placeholder is $$.
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Command-Option-Shift-5 inserts the page number of the page after the
current page at the insertion point. On a master page, the placeholder is
%%.

Command-Option-Shift-6 inserts at the insertion point the page number
of the page on which the text block before the current text block in a chain
occurs. On a master page, the placeholder is AA,

Command-Option-Shift-7 inserts at the insertion point the page number
of the page on which the text block after the current text block in a chain
occurs. On a master page, the placeholder is &&.

Command-Option-Shift-8 inserts the total number of pages in the
current document at the insertion point.

Option + Drag turns the selected tool into the hand tool for moving the
page around in the window (unless the insertion pointer is selected). The
tool returns to normal when you release the mouse button.
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Shortcuts

Working With
Objects

Linking Text |
Blocks |
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Command-A selects all the objects (except master-page objects) on the
current page if the object pointer is selected.

Command-C places a copy of the selected object or group of objects on
the Clipboard.

Command-D opens the Duplicate dialog box. You can then specify the
number of duplicates you want to make and the horizontal and vertical

! offset.

Command-M opens a Specifications dialog box for each selected object.

Command-V pastes objects from the Clipboard onto the current page in
the same position as on the page from which they were cut or copied.

Command-X removes a selected object or group of objects from the page
and places it on the Clipboard.

| Command-Z restores objects that you've just deleted with the Backspace

key or the Cut or Clear command. Also restores the size or position of an
object you just resized or moved with the object pointer.

Shape Tool + Shift constrains rectangles to squares, ovals to circles, and
diagonal lines to 45-degree angles.

Linking Tool + Shift + Click adds a text block you Shift-click in before
the text block you just clicked in in a chain of blocks.

Linking Tool + Command-Shift + Click splits a chain of text blocks
into two chains and makes the text block you Command-Shift-click in the
first block in the new chain.

Linking Tool + Option-Shift + Click adds a chain of blocks whose first
text block you Option-Shift-click in to another chain of blocks whose first
block you just clicked in.
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Selecting Text

Command-A selects all the text in a text block (or chain of linked blocks)
with an insertion point or selected text.

Command-Option-A selects all the text in a text block with an insertion
point or selected text, but not the text in any linked text blocks.

Insertion Pointer + Double-click selects an entire word and the space
that follows it. Drag to select additional words, one at a time.

Insertion Pointer + Command + Double-click selects an entire word
without the space that follows it. Drag to select additional words, one at a
time.

Insertion Pointer + Click Three Times selects an entire line. Drag to
select additional lines, one at a time.

Insertion Pointer + Click Four Times selects an entire paragraph.
Drag to select additional paragraphs, one at a time,

insertion Pointer + Drag Across Linked Blocks selects all the text
from the insertion point in the first block to the place where you stop
dragging in another text block on the same or facing page.

Insertion Pointer + Shift + Click sclects all the text in the same or
linked text block from the current insertion point to the place where you
Shift-click.
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Editing and
Formatting Text

Command-B displays selected text or text that you type after the insertion
point in bold style. If it’s already bold, this key combination cancels the
bold style.

Command-C places a copy of the selected text on the Clipboard.

Command-F finds the next occurrence of the text you last specified in the
Find dialog box.

Command-l displays selected text or text that you type after the insertion
point in italic style. If it’s already italic, this key combination cancels the
italic style.

Command-J opens the Suggest Spelling window. You can then select one
of the suggested spellings for the selected word or type the correct spelling.

Command-K checks the spelling from the insertion point to the end of the
text block or chain of linked blocks.

Command-L adds the selected word to the User Dictionary that
Ready,Set,Go! checks when you choose the Check Spelling command.

Command-P displays the selected text or text you type after the insertion
point in plain style.

Command-R finds the next occurrence of the search text you last specified
in the Replace window and replaces it with the replacement text.

Command-T opens the Tabs window if text or an insertion point is
selected. You can then set tabs for the current selection.

Command-U displays the selected text or text you type after the insertion
point in underline style. If it's already underlined, this key combination
cancels the underline style.

Command-V pastes text in the Clipboard at the insertion point in a text
block or replaces selected text with the text on the Clipboard.
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Using
Glossaries and

Stylesheets |

Entering Date
and Time

Command-X removes selected text from the text block and places it on the
Clipboard.

Command-Y opens the Type Specifications window. You can then set up
type specifications for selected text or text you type after the insertion point.

Command-Z restores text that you've just deleted with the Backspace key or
the Cut or Clear command.

Command-G displays the Glossaries window. You can then create a new
glossary, or apply, modify, or import an existing glossary.

Command-G + Glossary Character inserts the glossary assigned to the
character you type at the insertion point.

Command-H displays the Styles window. You can then create a new
stylesheet, or apply, modify, or import an existing stylesheet.

Command-H + Stylesheet Character displays the selected text or text
you type after the insertion point according to the type specifications
defined for the stylesheet assigned to the character you type.

Command-G + t enters the current time in the hours and minutes (such as
12:15 PM) at the insertion point in a text block.

Command-G + T enters the current time in hours, minutes, and seconds
(such as 12:15:45 PM) at the insertion point in a text block.

Command-G + d enters the current date in the format month/day/year at
the insertion point in a text block.

Command-G + D enters the current date as a complete date (such as
Saturday, September 26, 1987) at the insertion point in a text block.

Command-G + Option-d enters the complete date in abbreviated form
(such as Sat, Sep 26, 1987) at the insertion point in a text block.
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Application Disk: The Ready,Set,Go! disk that contains the application,
an Example folder, and the Hyphenation Exceptions and User Dictionary
files.

Baseline: An imaginary line on which the bottom of most uppercase
letters rests.

Camera-ready: Art or text copy that is ready to be photographed for
reproduction.

Clipboard: The place where copied or cut text or graphics is stored. You
can use the Clipboard to paste text or graphics into a Ready,Set,Go!
document.

Desk accessory: An application that you can open from the Apple menu
when you're in Ready,Set,Go! The Chooser and the Scrapbook are
examples of desk accessories.

Desktop: The work area on a Macintosh screen on which you arrange the
windows you work in.

Dialog box: A request for more information in order to complete a
command.

Document: Anything you create with a Macintosh application. You can
create documents in Ready,Set,Go! or import them from other
applications.

Font: A set of letters, numbers, and other characters with a consistent look
and size. Ready,Set,Go! comes with three ImageWriter fonts (Geneva,
Chicago, and Monaco) and two LaserWriter fonts (Helvetica and Times).

Glossary: Text you use repeatedly in Ready,Set,Go! that you name and
store in a list. You can insert a glossary anywhere in a document.

Graphic object: An object that you draw directly on a Ready,Set,Go!
page with one of the shape tools. It can be a line, a rectangle, a rounded
rectangle, or an oval, and you can give its interior or border a pattern. A
graphic object is a type of Ready,Set,Go! object.
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Grid: A nonprinting pattern of rectangles on your page that helps you lay
out your objects. You can activate the grid so that objects you draw “snap”
to fit the rectangles, or you can turn the grid off and just use its rectangles as
guidelines for placing the objects yourself.

Hanging indent: An indent of the second and any following lines of text
in a paragraph to the right of the beginning of the first line. Also the
alignment of subsequent lines with the first word of an item in a list.

Hierarchical file system: A system for storing files on disks that uses
folders to organize your material. A folder can hold documents,
applications, and other folders. You open a folder just as you open a
document—by double-clicking its name in a dialog box.

Insertion point: The place in a text block where text will be added. You
select it with the insertion pointer. An insertion point looks like a blinking
vertical line.

Kern: To reduce the space between two characters.

Letterspace: To add space between two characters.

Link: To join text blocks in a “chain” so that the text flows from one block
to another. If you alter the text in one linked block, the other blocks will be
adjusted automatically.

Margin: The white space surrounding the art and text on your page.
Master page: A page that contains all the repeating elements—such as
running heads—for the pages in your document. You have a master page

for both your left pages and your right pages.

Object: What you draw on your Ready,Set,Go! page. There are three types
of objects: text blocks, picture blocks, and graphic objects.

Pica: Twelve points, or about 1/6 of an inch. The pica is a publishing unit
of measure for size and distances of text and art within a page.




Picture block: A place on your page where you put a picture. A picture
block is a type of Ready,Set,Go! object.

Point: There are 12 points in a pica and about 72 points in an inch. The
point is a publishing unit of measure. |

Reverse: Light-colored type or graphics on a dark-colored background.

Stylesheet: In Ready,Set,Go! a combination of font, type style, type size,
and formats that you define, give a name to, and store in a list. You can
apply a preset style to any selected text in a document.

System Disk: The Ready,Set,Go! disk that contains the system software
necessary 1o start up your Macintosh and the resources to print with the
ImageWriter and LaserWriter printers.

Text block: A place on your page where you put text. A text block is a type
of Ready,Set,Go! object.

Text runaround: The flow of text around a picture, a graphic object, or
other text on a page.

Tile: A section of a printed page. You use tiles when the page you're
printing is larger than the paper your printer can handle. You print the
sections separately and paste them together.

Window: An area on the desktop that contains a document page. You can
have as many windows open as the internal memory in your Macintosh
allows, but only one window at a time—the front one—is active.
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Index

A

About Ready,Set,Go! command (Apple menu), 154
activating windows, 48
Actual Size command (Special menu), 22-23, 51, 190
adding
page numbers, 63
pages, 22-23,60
text blocks, 89
| to User Dictionary, 121
| Add Word command (Text menu), 120, 121, 189
| Adobe Illustrator, 145
aligning
objects, 77
text, 93
alignment, 9, 102
Alignment command (Special menu), 77, 197
apostrophe, 163
Apple menu, 154-156
About Ready,Set,Go! command, 154
Calculator, 155
Chooser, 36-37, 136, 147, 155
Control Panel, 147, 155
Key Caps, 155, 156
Note Pad, 155
Scrapbook, 83, 128-129, 131, 145, 155, 156
Application Disk, 16-17, 44, 142-143, 144
applications, 145. See also specific application
arrow keys, 94, 95, 96
Article file, 28-29
ASCII documents. See text-only (ASCII) documents

B

Backspace key, 73, 86, 91, 131

Baseline command (Format menu), 96, 177
baseline, defined, 96

blank pages, 60

Boilerplates file, 32-33

boilerplate. See glossaries

Bold command (Style menu), 170

border pattern, changing, 126

Bring To Front command (Edit menu), 76, 168

C
Calculator (Apple menu), 155
case, 104-105, 106-107, 118
center alignment (tab stops), 102-103
Center command (Format menu), 93, 173
centimeters, 21, 57. See also Preferences command
chain of blocks. See text blocks
characters. See text
character spacing, 9
checking spelling, 120-121
Check Spelling command (Text menu), 120, 188
Chicago font, 146
Chooser (Apple menu), 36-37, 136, 147, 155
circles. See graphic objects; shape tools
Clear command (Edit menu), 73, 86, 91, 131, 166
Clipboard, 70, 73, 83, 86, 90, 128-129, 131, 145
close box, 48
Close command (File menu), 158
closing windows, 48
shortcuts, 200
columns (text), 26-27
Command key
selecting text with, 85
unlinking linked text blocks with, 91
windows and, 48
See also shortcuts
commands, 2-3, 154. See also specific command
Condense command (Style menu), 170
Control Panel (Apple menu), 147, 155
Copy command (Edit menu), 70, 83, 90, 128-129,
131, 166
copying
documents, 83-84
linked text blocks, 90
objects, 70
pictures, 128-129, 131
Courier font, 146
Cricket Draw, 145
Cricket Graph, 145
cropping pictures, 130
cropping tool, 24-25, 128-129, 130, 150
custom grids, 56
Cut command (Edit menu), 70, 73, 86, 90, 91, 128
129, 131, 165
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date, inserting, 116

shortcuts, 205
decimal alignment (tab stops), 102-103
Delete Page(s) command (Special menu), 61, 192
deleting
glossaries, 114-115
pages, 61
stylesheets, 112-113
from User Dictionary, 121
delta character (Option key-D), 178
deselecting. See selecting
Design Grids command (Special menu), 20-21, 54,
56, 195-196
desk accessories. See Apple menu
desktop, 40-51, 149-153
diagonal lines. See graphic objects; Lines menu; shape
tools
dictionaries. See Dictionary Disk; RSG Dmllonary,
spelling; User Dictionary
Dictionary Disk, 17, 144
dimmed menus/menu commands, 154
disk drives. See 800K disk drives; 400K disk drives;
hard disk drive
disks, working copies of, 42—43. See also specific disk
documents, 46-47, 52-63
copying, 83-84
designing, 4-5
naming, 18-19
opening, 2-3, 46, 200
printing, 12-13
saving, 47, 200
shortcuts, 200
text-only, 47, 82, 145
See also text
document window, 149-153
double-clicking, 85
double quotation marks, 163

| Double Size command (Special menu), 22-23, 51,

190
Down Arrow key, 96
downloadable fonts, 146
drawing graphic objects, 124

| Duplicate command (Edit menu), 71, 167

duplicate pages, 60
duplicating objects, 71

E
Edit menu, 165-169
Bring To Front command, 76, 168
Clear command, 73, 86, 91, 131, 166
Copy command, 70, 83, 90, 128-129, 131, 166
Cut command, 70, 73, 86, 90, 91, 128-129, 131,
165
Duplicate command, 71, 167
Lock command, 74, 167
Paste command, 70, 84, 86, 90, 117, 128-129,
131, 166
Select All command, 69, 85, 88, 117
Send Behind command, 76, 168
Specifications command, 11, 34-35, 57, 68, 69, 74,
87, 132-133, 168-169
Undo command, 73, 86, 91, 131, 165
Unlock command, 74, 167
800K disk drives, working copies and, 42-43
ellipses, 154
em dash, 163
enlarging windows, 48
EPSF format, 145
Example folder, 142, 143
exporting. See Put Text command
Extend command (Style menu), 170

F
facing pages, displaying, 50
Facing Pages command (Special menu), 22-23, 50,
189-190
File menu, 156-165
Close command, 158
Get Picture command, 24-25, 34-35, 128-129,
131, 164-165
Get Text command, 28-29, 82, 121, 163
New command, 3, 46, 156
Open command, 3, 44, 46, 156-157
Page Setup command, 4, 13, 50, 58, 59, 160
Print command, 36-37, 139, 140, 162
Printer Setup command, 137, 138, 161
Put Text command, 47, 121, 164
Quit command, 45, 165
Save As command, 18-19, 47, 159
Save command, 24-25, 36-37, 47, 158
files. See documents; text or specific file
Fill menu, 124, 125, 198

, 126, 166
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fill pattern, changing, 125 naming, 114-115
Find command (Text menu), 104-105, 177-178 shortcuts, 205
finding text, 104-105 using, 116
Find Next command (Text menu), 104-105, 178 Glossaries command (Text menu), 32-33, 114-115,
Font/DA Mover, 146 116, 186-187 I
Font menu, 9, 92, 169 Go To Page command (Special menu), 49, 192 |
fonts, 9, 146 graphic objects, 6-7
downloadable, 146 creating, 66
finding, 104-105 drawing, 124
printer, 92, 146 See also objects; picture blocks
replacing, 106-107 graphics, 10-11, 122-133. See also graphic objects;
scaled, 92 picture blocks; pictures
screen, 92, 146 grids, 4-5, 20-21, 54-57, 153
See also Font menu; Style menu custom, 56
foot symbol, 163 | hiding, 54
Format menu, 9, 93, 100, 172-177 showing, 54
Baseline command, 96, 177 standard, 54-55
Center command, 93, 173 turning on/off, 54
Justify command, 93, 173
Kern command, 94, 175 H
Left command, 93, 172 Half Size command (Special menu), 22-23, 51, 190
Left Indent command, 100, 174 handles, 66
Letterspace command, 95, 176 hand tool, 150
Line Spacing command, 98, 173 hanging indents, 100. See also tab stops |
Paragraph Indent command, 100, 174 hard disk drive
Paragraph Spacing command, 99, 174 starting from, 44
Right command, 93, 173 working copies and, 42-43
Right Indent command, 100, 174 Helvetica font, 146
Shift Down command, 96, 177 hiding
Shift Up command, 96, 176 grids, 54
Word Spacing command, 173 picture blocks, 66
formats, 9. See also Format menu print area, 58
400K disk drives, working copies and, 42-43 rulers, 57
FullPaint, 145 horizontal lines. See graphic objects; Lines menu;
shape tools
G hyphen, 118, 163
| Geneva font, 146 hyphenation, 117-119
| Get Picture command (File menu), 24-25, 34-35, changing, 118
' 128-129, 131, 164-165 exceptions to, 118
Get Text command (File menu), 28-29, 82, 121, removing, 117, 118
163 specifications, changing, 119
glossaries, 114-116 turning on/off, 117 |
| creating, 114-115 Hyphenation Exceptions file, 118, 142, 143 :
| deleting, 114-115 Hyphenation Off command (Text menu), 117, 180
importing, 116 Hyphenation On command (Text menu), 180
keyboard commands for, 114, 116 Hyphenation Specs command (Text menu), 118,
119, 181-182
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HNlustration file, 34-35
Hlustrator (Adobe), 145
ImageStudio, 145
ImageWriter, 92, 145, 146
printing with, 139
setting up, 137
importing
glossaries, 116
stylesheets, 110-111
text, 82
See also Get Picture command; Get Text command
inches, 21, 57. See also Preferences command
inch symbol, 163
indents, 100. See also tab stops
inserting
date, 116, 205
pictures, 128-129
text (as picture), 128-129
time, 116, 205
insertion pointer, 9, 28-29, 81, 82, 150
Insert Page(s) command (Special menu), 22-23, 60
89, 191
internal memory, 147
Italic command (Style menu), 170

J

justified alignment (tab stops), 102
Justify command (Format menu), 93, 173

Kern command (Format menu), 94, 175
kerning, 94, 95
keyboard commands, 154
for glossaries, 114, 116
for stylesheets, 108, 110
See also Command key; shortcuts
Key Caps (Apple menu), 155, 156

L

LaserPrep file, 145 -

LaserWriter, 92, 145, 146 l
printing with, 140 !
setting up, 138

leader character (tab stops), 102-103

left alignment (tab stops), 102-103

Left Arrow key, 94

Left command (Format menu), 93, 172

Left Indent command (Format menu), 100, 174

left master page. See master pages

Letterspace command (Format menu), 95, 176

letterspacing, 95

lines. See graphic objects; Lines menu; shape tools

Lines menu, 124, 126, 198

line spacing, 9, 98

Line Spacing command (Format menu), 98, 173

linked text blocks, 88, 90, 91, 202

linking tool, 8, 28-29, 88, 89, 91, 150, 202

Lock command (Edit menu), 74, 167

locking objects, 74

lowercase, 104-105, 106-107, 118

M
MacDraft, 145
MacDraw, 145
Macintosh 128K, 142
Macintosh 512K enhanced, 147, 155
MacPaint, 145
MacWrite, 82, 145
margins, 152
master pages, 4-5, 62, 63, 153
elements, removing, 62
page numbers and, 63
Masthead file, 24-25
measure. See tab stops
measurement scale. See Preferences command
memory, 147
menu bar, 2-3, 149
menus/menu commands, 2-3, 154. See also specific
menu/menu command
Microsoft Word, 82, 145
Monaco font, 146
moving
linked text blocks, 90
objects, 69, 70
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pictures, 131
text, 86
windows, 48

N
naming
documents, 18-19
glossaries, 114-115
networks, 148
New command (File menu), 3, 46, 156
newsletter, 16-37
nonbreaking spaces, 117
Note Pad (Apple menu), 155
number signs, 63

0
| object pointer, 67, 69, 75, 150
objects, 64-77

aligning, 77

border pattern, 126

copying, 70

creating, 6-7, 66

duplicating, 71

fill pattern, 125

groups of, 75-77

locking, 74

moving, 69, 70 -
| position of, 68

removing, 73

restoring, 73

selecting, 67, 75

shortcuts, 202

size of, 68, 72

stacking, 76

unlocking, 74

See also graphic objects; picture blocks; text blocks
Open command (File menu), 3, 44, 46, 156-157
opening documents, 2-3, 46

shortcuts, 200

Option key

checking spelling with, 120

converting punctuation with, 163

finding with, 104-105

kerning with, 94

nonbreaking space with, 117

replacing with, 106-107
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selecting text with, 85

Option key-D (delta character), 178
orientation (of pages), changing, 58

Other command (Style menu), 92, 170-171
Outline command (Style menu), 170

ovals. See graphic objects; shape tools
Overstrike command (Style menu), 170

P
page numbers, 63
shortcuts, 200-201
pages, 58-63, 151
adding, 22-23, 60
blank, 60
deleting, 61
duplicate, 60
facing, 50
master, 4-5, 62, 63, 153
orientation of, changing, 58
shortcuts, 200-201
size of, 4-5, 58
page scroll bar, 49, 50, 149, 151
Page Setup command (File menu), 4, 13, 50, 58, 59,
160
Paragraph Indent command (Format menu), 100,
174
paragraph indents, 100. See also tab stops; text
paragraph spacing, 99. See also text
Paragraph Spacing command (Format menu), 99, 174
Paste command (Edit menu), 70, 84, 86, 90, 117,
128-129, 131, 166
pattern. See border pattern; Fill menu; fill pattern;
Pen menu
Pen menu, 124, 126, 199
picas, 21, 57. See also Preferences command
PICT format, 145
picture blocks, 6-7, 10-11, 34-35, 127-133
creating, 66, 127
hiding, 66
showing, 66
See also graphic objects; objects; pictures
pictures, 6-7, 10-11, 34-35, 127-133
copying, 128-129, 131
cropping, 130
inserting, 128-129
moving, 131




removing, 131
replacing, 131
restoring, 131
scaling, 132-133
See also picture blocks
picture tool, 7, 24-25, 66, 127, 150
Plain command (Style menu), 92, 170
points, 21, 57. See also Preferences command
position (of objects), 68
PostScript printers, 146
Preferences command (Special menu), 20-21, 54,
57, 58, 63, 66, 92, 193-194
print area, hiding/showing, 58
Print command (File menu), 36-37, 139, 140, 162
printer fonts, 92, 146
printers, selecting, 136. See also ImageWriter;
LaserWriter; PostScript printers
Printer Setup command (File menu), 137, 138, 161
printing, 36-37, 134-140
documents, 12-13
with ImageWriter, 139
with LaserWriter, 140
punctuation, converting with Option key, 163
Put Text command (File menu), 47, 121, 164

Q

Quit command (File menu), 45, 165
quitting, 45

quotation marks, 163

R
RAM, 147
RAM Cache, 147, 155
rectangles. See graphic objects; shape tools
recto, defined, 23
registration marks, 59
Remove Styles command (Text menu), 110-111,
112-113, 186
removing
hyphenation, 117, 118
indents, 100
linked text blocks, 91
master page elements, 62
nonbreaking spaces, 117
objects, 73
pictures, 131

spaces (nonbreaking), 117
tab stops, 102-103
text, 86
renaming. See naming
Replace command (Text menu), 106-107, 179
Replace Next command (Text menu), 106-107, 180
replacing
pictures, 131
text, 86, 106-107
restoring
linked text blocks, 91
objects, 73
pictures, 131
text, 86
Return key, 81
right alignment (tab stops), 102
Right Arrow key, 95
Right command (Format menu), 93, 173
Right Indent command (Format menu), 100, 174
right master page. See master pages
rounded rectangles. See graphic objects; shape tools
RSG Dictionary, 120, 143, 144
rulers, 57, 102-103, 152
runarounds. See text runarounds

sample newsletter, 16-37

Save As command (File menu), 18-19, 47, 159

Save command (File menu), 24-25, 36-37, 47, 158

saving documents, 47

shortcuts, 200

scaled fonts, 92

scaling pictures, 132-133

Scrapbook (Apple menu), 83, 128-129, 131, 145,
155, 156

screen fonts, 92, 146

scroll arrows, 49

scroll bar, 49

scroll box, 49

scrolling windows, 49

searching and replacing. See finding text; replacing
text

Select All command (Edit menu), 69, 85, 88, 117,
126, 166

selecting

objects, 67, 75
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printers, 136
shortcuts, 203-205
text, 85, 203-205
Send Behind command (Edit menu), 76, 168
setting up
ImageWriter, 137
LaserWriter, 138
tab stops, 102-103
type specifications, 103
75% Size command (Special menu), 22-23, 51, 190
| Shadow command (Style menu), 170
| shape tools, 7, 11, 66, 124, 150
Shift Down command (Format menu), 96, 177
shifting characters up/down, 96
Shift key
adding text blocks with, 89
selecting objects with, 69, 75
selecting text with, 85
Shift Up command (Format menu), 96, 176
shortcuts, 200-205
showing
grids, 54
picture blocks, 66
print area, 58
rulers, 57
shrinking windows, 48
Shut Down command (Special menu), 16-17, 44
| sideways orientation, 58
single quotation marks, 163
site-licensing agreement, 148
size, 9
finding, 104-105
of objects, 68, 72
of pages, 4-5, 58
replacing, 106-107
of windows, 48
size box, 48
sizes (type). See Style menu
Size To Fit command (Special menu), 22-23, 24-25,
51, 190
slash, for keyboard commands, 108, 114
Snap To command (Special menu), 54, 72, 194
software. See applications or specific application
spaces, 163
nonbreaking, 117
Special menu, 189-197

Actual Size command, 22-23, 51, 190
Alignment command, 77, 197
Delete Page(s) command, 61, 192
Design Grids command, 20-21, 54, 56, 195-196
Double Size command, 22-23, 51, 190
Facing Pages command, 22-23, 50, 189-190
Go To Page command, 49, 192
Half Size command, 22-23, 51, 190
Insert Page(s) command, 22-23, 60, 89, 191
Preferences command, 20-21, 54, 57, 58, 63, 66
92, 193-194
75% Size command, 22-23, 51, 190
Shut Down command, 16-17, 44
Size To Fit command, 22-23, 24-25, 51, 190
Snap To command, 54, 72, 194
Use Master command, 62, 195
Specifications command (Edit menu), 11, 34-35, 57,
68, 69, 74, 87, 132-133, 168-169
spelling, 120-121
squares. See graphic objects; shape tools
stacking objects, 76
standard grids, 54-55
starting, 16-17, 44
Style menu, 9, 92, 170-171
Bold command, 170
Condense command, 170
Extend command, 170
[talic command, 170
Other command, 92, 170-171
Outline command, 170
Overstrike command, 170
Plain command, 92, 170
Shadow command, 170
Underline command, 170
styles, 9
finding, 104-105
replacing, 106-107
See also Font menu; Style menu
Styles command (Text menu), 30-31, 108-109,
110-111, 112-113, 184-186
stylesheets, 108-113
creating, 108-109
deleting, 112-113
importing, 110-111
keyboard commands for, 108, 110
modifying, 112-113

216/INDEX




shortcuts, 205
using, 110-111
See also text
subscripts, 96
Suggest Spelling command (Text menu), 120, 188
superscripts, 96
Switcher, 147
Symbol font, 146
System Disk, 16-17, 44, 144-145, 146
System file, 92, 146, 147
System Folder, 145, 146
System Tools disk, 146

T
Tab key, 102-103
Tabs command (Text menu), 102-103, 182-183
tabs ruler, 102-103
tab stops
alignment at, 102
leader character for, 102
removing, 102-103
setting up, 102-103
specifications, defining, 102
text, 6-7, 8-9, 78-121
aligning, 93
columns, 26-27
finding, 104-105
importing, 82
inserting (as picture), 128-129
kerning, 94, 95
letterspacing, 95
moving, 86
removing, 86
replacing, 86, 106-107
restoring, 86
selecting, 85, 203-205
shifting up/down, 96
shortcuts, 203-205
typing, 81
See also documents; stylesheets; text blocks
text blocks, 6-7, 8-9, 78-121
adding, 89
creating, 66, 80
linked, 88, 90, 91, 202
See also objects; text
text measure. See tab stops

Text menu, 177-189
Add Word command, 120, 121, 189
Check Spelling command, 120, 188
Find command, 104-105, 177-178
Find Next command, 104-105, 178
Glossaries command, 32-33, 114-115, 116, 186
187
Hyphenation Off command, 117, 180
Hyphenation On command, 180
Hyphenation Specs command, 118, 119, 181-182
Remove Styles command, 110-111, 112-113, 186
Replace command, 106-107, 179
Replace Next command, 106-107, 180
Styles command, 30-31, 108-109, 110-111, 112-
113, 184-186
Suggest Spelling command, 120, 188
Tabs command, 102-103, 182-183
Type Specs command, 9, 101, 183-184
Word Spacing command, 97
text-only (ASCID documents, 47, 82, 145
text runarounds, 37, 87
text tool, 7, 26-27, 66, 80, 150
Thunderscan, 145
TIFF format, 145
tiles, 12-13, 59
time, inserting, 116
shortcuts, 204
time-savers, 104-121
checking spelling, 120-121
finding text, 104-105
glossaries, 114-116
hyphenation, 117-119
replacing text, 106-107
stylesheets, 108-113
Times font, 146
title bar, 48
tool bar, 3, 66, 149, 150. See also specific tool
turning on/off
grids, 54
hyphenation, 117
type sizes. See Style menu
type specifications, setting up, 101. See also style
sheets; Type Specs command
Type Specs command (Text menu), 9, 101, 183184
typing text, 81

INDEX/ 217




U
Underline command (Style menu), 170
Undo command (Edit menu), 73, 86, 91, 131, 165
units of measure, 57, 193. See also Preferences com
mand
unlinking linked text blocks, 91
Unlock command (Edit menu), 74, 167
| unlocking objects, 74
Up Arrow key, 96
| uppercase, 104-105, 106-107, 118
upright orientation, 58
Use Master command (Special menu), 62, 195
User Dictionary, 120, 142, 143, 144
changing, 121

\'}

versions, 146

verso, defined, 23

vertical lines. See graphic objects; Lines menu; shape
tools

view (of windows), changing, 50-51

W, X, Y
windows, 3, 48-51, 149
activating, 48
closing, 48, 200
enlarging, 48
moving, 48
| scrolling, 49
| shortcuts, 200, 205
shrinking, 48
size of, changing, 48
view, changing, 50-51
Word (Microsoft), 82, 145
word spacing, 97. See also text
Word Spacing command (Format menu), 173
Word Spacing command (Text menu), 97
working copies, 42-43
WriteNow, 82, 145

| zoom box, 48

218/INDEX

-
3
sl
)
2
3
|5
L
"




VOV A O W W Y YL X X Y XTI X YT YT Y%



COMMUNICATION
-

{% ESSELTE



m—

_ JiL. Iju .
£ o C o AvBiy varo — 46
95009 TI ‘12odso1d IN

Y = sywed 2h o o6s xod 04

\

JN : Vi X ’ e 1 H N SR
By )Y >y PR Y L SN s 9| = SEWR T =ald

1






