




































































































































































































































I 0/ I Proofretders marks /.a 

meaning 

marks of instruction 

correction is concluded 

leave unchanged 

que ry 

broken letter 

wrong font 

spell it out 

correct vertical alignment 

remove extraneous marks 

deletion, insertion, 
substitution 

insert space 

insert characters 

close up 

dele te 

JUST WHEN you thought everything was safely on­
screen and you could say hello to the paperless studio, it's 
time to reme mber the traditional paper-based proof-reader 's 
marks. It remains good practice to p roduce and carefully 
examine at least one paper proof- it's surprising how many 
mistakes can be picked up by doing this - and studying the 
range of marks gives a good indication of the type of mis­
takes which can easily occur. 

marginal marks in text 

I none 

the copy b5; -- - = 
CD must be changed 

0 must be changed 

U.t· <f&' copy must be change04} 

sp @ proofs were sent to her 

liThe copy must be changed 
What are they? 

0 0) 

must no t be changed 

/..P The must be changed 

/' Let's {hange the copy 
v 

i Why not change the copyf 
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m eaning m a rginal m arks in text 

deletion, insertion, 
substitution 

1 
/"\ 

delete a nd close up Th1 e copy will be changed 

"" 
J;/ AL/ "' multiple correClions Thj e copy wi~ be changed 

v 

equalize spacing ~~ TheJ... copy must beJ.. changed 

indent 1 em 0 The copy has been changed 

indent 2 e ms Q0The copy was changed 

move left f+.e.r.M ~the copy must be changed 

move right 2MI¥l ? the copy must be changed 

raise l:SMCY\ 1the copy must be change~ 

lower ~"', 
the copy must be changed 

add leading L~ 
:;:.!.he copy must be chan~ed 

the copy must be chan ed 

substitute character A WiU. 
the copy~ be changed 

punctuation 

period 0 change the copy~ 

comma 
,. 
J change the cop>khe said 

semi-colon j he sent the copY/.. 

colon 0 firs~change the copy 

apostrophe v do1;_ change the copy 

exclama tion cha nge the cop>i, 
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tr I 0/2 Prdf'Q,reader's marks 

meaning marginal marks 

punctuation 

hyphen 

en dash 1-1 
em dash I 

1it 
brackets (L) 
superior figures ~ 
inferior figures -2' 
substitute ligature 1L 

~ 

insert oblique ([) 
open and close quotes (( 

v ~ 

question mark 7 
type styles 

lower-case lc 
capitals 

small capitals .Srtl c.aps 

capitals and small capitals cap~ ~ s.c. 

upper and lower<ase 

in text 

we are copi editing 

36( 4 

the copJ.with corrections 

ii the copi must not be changed 

2'® 

c~ 

~ore nee 

0~2 

A don't change the copk he said 

shall I change the copyk 

(fHE TYPE STYLE OF THIS COPV 

the tyPe style of this copy 

the copy is being changed 

it is being changed again 
;=== 

this is alllower<ase copy 
! 'I • 
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meaning 

type styles 

roman 

ital ic 

boldface 

boldface italic 

position marks and paragraph 

begin a paragraph 

no paragraph 

u·anspose letters 

transpose words 

transpose lines 

transpose a number 

or lines 

cenu·e 

response to query 

correct as set 

OK with corrections 

marginal marks 

imL 

bf 

- - ---;---

in text 

this is not roman 

this copy~ change 

the copy has~ 

or has it? 
........... w*-' 

~ next paragraph was 

the cd}\jhas bee n checked 

the co~ checked 

Gcondly, the copy 
~.the idea 

3 ----~-------tuh~e-tuh~j~rc~l~!i~n ,e 

t the fi rst lin e 

:z. the second ljne 

[] [ this copy is ranged left] 

the copy was changcg 

the copy was change€3 
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I 0/3 Style sheets 
D T P is panicularly useful fo r simplifying repeat j obs. 

Once a style has been set, templmes can be created which 
give a rough outline to the page, and all the typestyles used 
can be listed by function rather than having to select name, 
size and style each time. Templa tes can also ensure consis­
tency of design; some DTP programs, such as In tcrlcaf, 
Frame Make r and Ventura Publishe r, are inte nded to ma ke 
this particularly ea~y. while o thers such as Quark XPrcss an d 
Design Studio, place more emphasis on the creative role of 
the designer. 

-------------------------------
!t' '')u:;fiti6'r~·· ·r:i~il'rl~ 
: .. ~ ................................................... .. 

Style Sheets for 08- 03 style sheets 

Style Sheet: 
a head ~ 
b head 
CRPTION 
FOOTER 
Normal 

( New ) 

n Edit )J 

(Duplicate ) 

Delete 

Rppend 

Saue 

Cancel 

(Holvot ica) ( 12 pt) (Plain) (Black) (Shade: 1 OO<Ji!) (Tr ack Amount : 0 ) (Hor iz 
Scale : 1 OO<Ji!) (Alignment : Left) (No Drop Cap) (Left Indent : 0 mm) (First 
L ino : 0 mm) (Right Indent : 0 mm) (Leading : auto) (Space Before : 0 mm) 
(Space After : 0 mm) 

Some programs, such as Quark 
X Press, have a graphics library 
fea ture where frequentJy-uscd 
graphics can be stored ready fo r 
use. Even if your program 
doesn ' t have such a featur·c it's 
a good idea to keep graphics in 
a safe place on your hard disk 
with back-up copies to hand. 

. 
ro ·~ 

.L... ·. 

..... ~ 'I' .......... . .. ....... . .. . . ... . . . . . 
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~·: 

~~ 
~~ 
iiS3i!! : 
I$IISISI! : 

~l 
~! = ~ sam 

SaL•e cur·r·ent do£:ument as: 

08-03 style sheets 

c=) Document @Template 

.... ,.,.,.,.,.,.,.,.,.,.,.,.,.,.,.,.,.,.,.,.,.,., ... , ... ,.,.,.,.,.,.,.,.,.,.,.,.,.,.,.,.,.,.,.,.,.,.,.,.,., ........ , .... . 
' . Standardise heading sizes or 

options for bod)• copy \\ith a 
style sheet in the form of a 
menu. As well as saving time 
this means that everyone 
will stick to the style, e\·cn 
freelancers un familiar with it. 

Item Poge 

• Size • Type St yle • Colour • Shade • Horizontal Stole ... 
K <~lf l. •• 

Baseline Shift ... 
Character. .. X(}D 

Alignment • l eading .•• XOE 
rormot s .•. X(}F 
nules •.. XON 
Tabs ... X(}T 

Ulew Util i 

No Styli" 

b head 
CAPTION 
r ooTER 

v"'Normnl 

_. illiiililm . ..;_ ............ ·r ............. .............. ......... ........... ....... I· .: .... . 

Wh ere many si milar documents 
at·e 1.0 be produced from one 
initial design, it is usefu l to set 
up a template document. Each 
new documenl then created 
from the template \\~II follow 
the same style automatically. 

For documents with many 
repeated pages, it may be worth 
using a DTP program which 
works on the basis of master, or 
default , pages. Only the first 
example of the page needs to 
be designed, and then copy and 

illustrations can be nowed on to 
the page simply and quickly. 
This approach works we ll for 
technical documentation, 
where designers will probably 
only be used to work on the 
initial con cept. 
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I 0/4 Document handling 

··· ·········· ····%'· ·· ......... . 
~··· ""';§ :$: .. , . ~ ..... ~ ;:.· ~..: ················''" ~ 

~~ ... ...... .... . . ..... ......... 9$ 

~ t~ 
........... ... ... .. ~ ..... i 

Establish a schedu le of tasks 
and deadlines and make su re 
everyone on the team knows 
about it and sticks to it, and 
make sure that back-up copies 
of bo th applications and tex t 
and picture files arc always to 
hand. Immutable laws of 
publishing d ecree that the day 
you don't stick to these rules is 
the day when your hard disk 
will crash, ta king three weeks' 
work with it. 

Ensure that all writers have a 
cOp)' o f the style guide if there 
is one, and submit text in the 
chose n format (eg Word 4.0, 
WordPerfect 5.1 ) and on disks 
wh ich your compute rs can read. 

Save time by using searc h and 
re place to correct punctuation 
(eg double spaces afte r full 
stops) and recurrent spelling 
or style errors ( cg colo r 
for colo ur) . 

Don 't rely on spe ll checkers to 
pic k up every mistake - they 
don't spo t correctly·spelt but 
wro ngly-chosen words. 

G 0 0 D design and typography will only take you half­
way to the successfu:fC)~t1'8"l"f:anmem1m~·nr:-:GoO:~organisa­
tion is necessary to {j 1st~<~hf.~ ~~e~d;~dlinc is~1e'l.that time 
is not wasted by filc$ctflng'iest-;-·..,.if't:l5'at"t«eks.;~oJJbuter net­
works breaking do'~,R!:.~9.ffi~9.l~~ . fi:9.D.1i\YTmh!1~righ t ver­
sion of PagcMaker. "ffie·more .. pcopk·working·Jl a project, 
the better the organisation needs to be. 

Ill .. 

Establish a s ta ndard fo rmat for 
g raphics and illustrations, which 
your software and hardware can 
cope witl1. 

Keep standard graph ic cleme nts 
such as logos in a library. 

Keep transparencies an cl prin ts 
firmly and clearly labelled and 
stored so they don't get lost 
when it 's time for tl1e page to go 
to the linotronic bureau. 

I 

•••••• •••• •• 
•• ••• 

Make sure every workstation 
has the same version of your 
page make-up program, the 
sarnc fonts and the same style 
sheets. 

Give each layout a distinct 
name and don't let anyon e 
work on the back-up copy. 

Designers and edito rs should 
liaise to make sure that no thing 
important is left om and tha t 
a ny necessar y cha nges, eg cuts 
to copy, arc made. 

If you"re working on a ne twork 
or accepting a lot of noppy 
disks from outside contributors, 
install a virus checker. 

Save work regularly. 
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Unless you are using an 
expensive and sophisticated 
publishing system, you will n eed 
lU rely on a pape r or dry-wipe 
board prO!,'l·ess chart to make 
sure that all j obs arc being done 
on time. This allows you lO spo t 
areas which are lagging behind 
and do something about it. 

Produce a paper p roof tO 
show the bos and to ch eck 
how the page really loo ks. 

Don ' 1 try 10 correct small 
type on reduced size proofs: 
print the page in tiles or 
work on screen. 

:'11ake sure tha t all the fo nts 
arc available to the printer, 
o r it will substitute standard 
typefaces and produce 
something 1vhich loo ks 
no thing like wha t you 
intended. 

It's also a good idea to keep 
phone numbers of useful 
pcoplc - support desks, 
consultants, your b ureau, 
writers and illustrators- in 
paper fo rm rather than on the 
compute r which will have lost 
them or broken down when 
you need them. 

I ll .. 

:'11akc sure that all imerested 
parties arc satisfied with 
the page. 

Collect the page layout file 
and an)' o the r mate rial 
(additional fonts, gntphics, 
e tc) in a folder. Even if a 
graphic has been added to 
the page some bureaux like 
a copy of the original fil e 
for safet)'· 

Enclose a print-out of the 
layout with any additional 
instructions, such as colour 
mark-up, clearly indicated. 

Ill .. 

However you send you r files 
to your hureau, make sure 
tha t you keep copies of 
everything which has gone. 

Liaise with the bu reau staff 
to make sure that they have 
received everything you 
think you have sent, and that 
they know what to do "~th it. 
Bo th bikes and modems can 
myste riously lose fi les ... 

Keep a copy of order forms 
so that you don' t pay for 
their mist<tkes. 
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I 0/5 lmagesetting tips 

Stufflt 1 .5 .1 

If you"re sending files to the 
bureau by modem, make sure 
they know what files to expect 
and check that all of the files 
have arrived in one piece. 

C H 0 0 SING and working ha ppily with an output 
bureau can make all the d ifference to your work. Most of the 
problems which happen with DTP happen at this final stage, 
as files are transferred to and output from a totally different 
piece of equipment, the imagesetter. When DTP consisted of 
single colour text and line illustrations, there was less to go 
wrong but now that many users arc creating and separating 
full-colour continuous tone artwork on their desktop com­
puters, there is much more room for enor. 

Choose a bureau that can satisfY your demands. Don't go to 
the cheapest if it canno t handle the volume of work or the 
speed of turn-around you need. If you are doing colour 
'vork, check that the operators at the bureau understand 
your requirements and know about colour planning; it is a 
ski ll , and with much of the software still in early stages of 
development there is plenty that can go wrong. A bureau 
which invests in skilled , well-trained staff could save you 
money compared to a cheaper operatio n wi th less-skilled 
staff who mess up your documents and cause you to miss 
important deadlines. 

The imagese tting bureau proofs 
their run out against your laser 
proof- 1\~thout this there is no 
easy way of spotting problems 
before they get back to you. 

/ 

If you don't specify whether o r 
not you require the crop marks 
to p1int, the imagesetting 
bureau will probably print 
according to the last 
instructions in your print 
dialogue box -an easy mistake 
to make but potentially very 
annoying and expensive. 

Your document can be output 
onto bromide or film. If you are--------­
oulputting onto film, instruct 

~..... ~' -~ ~' rfiC'T"''I. ~ -:1(]: . . ~ ~ . 
. . .. ' \ _) ~ 
:Co :: :--;...'.._· .6. ~ :.:-c.::.. 

Make sure that you haven't 
acciden tally picked 1he wrong 
colours- an easy mistake to 
make in PageMaker, especially if 
you're using a mono screen, but 
an expensive one to put right if 
you only find out when the film 
comes back. 

If graphics and artwork arc 
being incorporated into made­
up pages, send the bureau 
copies of the origiual grap hic 
file as well as the version on the 
page or the encapsulated 
PostScript file ( EPSF). This 
helps the bureau if there arc 
any problems. 

your imagesetting bureau as to 
the type of fi lm required by 
your printer (see ell. 8). 

If you are producing artwork -----­
for colour prin ting, specify 
separated artwork if necessary. 
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It is important to supply the 
File name version number of the program. 

--~-5-L_in_o_~_o_n_i_c_u_p_s ______ /cM 
r rogram use .. 
QuarkXPress 3 

Fonts used ~ 

Check that your bureau has 
copies of the same software and 
fonts you are plan ning to use, 
and tha t the fonts are from the 

New baskcnille, M Gill sans 

same design er- one Garamond 
can bear very little resemblance 
to another, and if t11c widths 
don't match , your document 
could be ruined. 

hnjJor/f!{l graphics 
None 

............. 
------------------ If your bureau te lls you that 

/ 
Laser proof supflli~·d~ 
Yes 

Pagesiu 
A4 

RPduclimt/enlargemenl 
100% 

Crop marks 

--- No 

one fo rm of file format outpu ts 
mo re quickly, standardise on 
it. Some users lind that T IFF 
files output more quickly 
than PICTs. 

l\•lake sure that you specify 
__:._-------- this - especially if you have 

been proofing at a reduced size 
o n your laser printer ­
otherwise the bureau will p rint 
your document at the size 

~-------------------
specified in your page serup 
dialogue l.Jux. 

Screen frequmcy (ljli) 
133 

Screen orienl.alion (degrees) 
<!5 

No of J){Jges to print 
1 

- The screen frequency and 
screen orientation define the 
look of the tints o n your prints. 
The high er tl1c frequency, the 
smaller the dots (or thinner the 

\

lines) used to reprcscm tints. 
The higher the frequency, th e 
larger the range of tones that 
can be printed. 

-------------------
---- Ouipul You can change the 

angle that the screen is 
Bromide printed at by changing 

tl1e orientation. 

SptJaml ionJ 
black and cyan 

Visit your bureau to sec the 
cquipmem and meet the 
people who are working on 
your documen ts, especially if 
your bureau is doing colour 
plan ning for )'OU; 

D OC UMENT H A NDLING 

- ~': 

n ~ ~~; ;[~~ ~ L=- . t 

it's inten:sting to see the 
equipment and it will improve 
everyone 's u nderstanding of 
what you want done with 
your documents. 
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I I Hypermedia 
L 0 0 K AT THESE PAGES. Suppose I said 

'HyperText'. If you wanted to know what that meant, you'd 
have to grudgingly turn to the glossary, search for the word 

and read the explanation, then flick back and find 
where you'djustleft off. Boring. Imagine if you 

could just dick on that word and immediately 
its definition would po p up, along with a 
descriptive picture, and perhaps a spoken 
description or an animation. Well, it's hap­
pening today, and it's called hypermedia. 

A hypermedia system, like print media, is sim­
ply a way of storing and accessing information, 

except, in this instance, the information is stored 
on a computer, and is read or viewed by its audience 

on a screen. By using the computer as a medium, hypenne­
dia allows extra dimensions to the ways information can be 
accessed and presented. 

Firstly, it allows many types of media to be used. In a book, 
there are two basic components of design- text and graph­
ics- whether they be photographs or illustrations. 
Hypermedia opens up the possibility of adding sound, com­
puter animation and moving video to this list. 

Computers can now read from compact discs, which can 
store large amounts of data, enough to combine video, ani­
mation, sound, graphics and text onto a single disc. In 
future, products that combine some or all of these media 
will be commonplace in the office and the home. 

Hypermedia also allows a whole new set of ways that the 
audie nce can inte ract with information. These provide new 
and powerful means of allowing the user to find and manip­
ulate related information. 

In a printed book, we usc a set of established mechanisms to 

.\11 cxampJt-, ll'ed 111 1hi'' h.1p1n .lit' 

lr IIIli 1\111 k d11111' II\ J)d .11dc J),·,•gu 

help the reader find and use the 
contained information, such as 
contents pages and glossaries. 

Hypermedia's database facilities add to this the ability to 
search for and son in formation, and the means to automate 
the work of transponing the user between two or more bits 
of related content. 

The design of hypermedia presents major new challenges 
few have faced before. One issue is finding ways to harness 
the full potential of combining so many forms of media. 
While this presents fantastic new creative possibilities, there 
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is the risk of overloading the audience with information, 
and allowing the form of the information to become more 
important than the content. 

The second major challenge of hypermedia design is using 
the interactive abilities of the computer in the most useful 
ways. Given the possibility to inter-relate all the content of a 
productio n, a task well beyond even the most grandiose 
budgets, we have to face a set of decisions about what are 
the most imponant and meaningful ways of connecting the 
discre te aspects of the information presented. il!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!tl. 
While many of these choices may appear obvious, fi'( H I Jll 
predicting the audie nce's desires opens up aver- t e p JJ 
itable can ofworms. - ~ 

ln this brief exploration of hypermedia, we are not afforded 
the ability to look at all the different systems that can be 
used for its creation or use, but then that's not really the 
point. Whatever the system, the design issues encountered 
will be the same. 

At the heart of the dilemma facing designers in this new ter­
ritory is providing the audience with simple and intuitive 
ways of using the ir system, without losing the magical possi­
bi li ties that the medium presents. While everyone knows 
how to ' use' a book or magazine, the same is not true for 
the current generation of computers. 

In the same way, there is a need to provide a set of standard 
means for structuring a hypermedia 'book' so ils audience 
doesn't have to learn from scratch how to use each new sys­
tem. This is the most important aspect of the information 
presented here. The following pages outline a set of stan­
dard devices that hypermedia designers can use to e nsure 
that their productions are as easy to use as possible. Just as 
the rest of this book outlines a clear and easy to follow set of 
guidelines to help you make effective use of the 
computer as a design tool, so here we provide 
clear guidelines o n hypermedia design. Clear 
ideas apply to any system - the concepts dis­
cussed for ordering information are equally applicable to 
print design. 
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I I I I Systems and media 

CDROM-XA 
Compact disc, read only 
memory, extended architecture 
(CD ROM-XA) is supported by 
both Sony and computer 
software giant Microsoft. It is 
designed as a means of 
upgrading the swndard office 
pe rsona l computer to be able to 
access hypermedia products that 
combin e an imation , C D q ua lity 
sou nrl. rexL ~u1d low fnune r.ue 
small screen video. 

Video 
Increasingly mu ltimedia systems 
are able to in tegrate full-screen 
full-motion video, as simply 
another type of data the 
computer can handle. T he 
hardware necessary to handle 
video will soon be cheap 
enough to include in every 
personal computer. 

HYPERMEDIA, or multimedia as it is more com­
monly known, is essentially the ability to mix sound, vision 
and data in to an interactive program used on a computer. It 
is possible to use and produce hypermedia on a standard 
office personal computer and it has many business applica­
tions. The potential market for hypermedia products is set 
to explode in the 90s wi th the emergence of a new class of 
computer designed specifically for multimedia. These take 
the form of self-contained players designed primarily for 
domestic use. 

DVI 
Digital Video In teractive (DVI) 
is th e first system available for 
the integration of full-motion 
video into pe rsonal computer 
application s. Developed initially 
by RCA, and now owned by 
Intel and supported by LBM, it 
is primarily design ed as a means 
of upgrading the standa rd IBM 
compatible personal computer 
to include the ability to play­
back digital video from the 
computer's hard d isk or a 
CD ROM drive. 

Data 
A compact disc can store vast 
amoun ts of alpha-numeric data, 
all of which can be held in a 
database the user can easily 
search. The addition of audio 
and visual p resentation 
techniques to large databases 
is th e cornerstone of 
hypermedia potential. 

Audio 
Most of the new multimedia 
fo rmats are based on an 
extension of the compact d isc 
audio for mat, making use of 
large amounts of sound 
(either music, speech or 
sound effects) possible in 
an interactive product. 
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Graphics 
To varying degrees all 
multimedia systems include the 
ability to display high resolution 
images and computer 
animation; both are powerful 
visual tools for embellishing the 
presentation of information or 
simulating processes. 

CDTV 
Commodore Dynamic 

Total VISion (CDTV) 
is the first mass 

market 
multimedia 
player available 
for the home. 
Developed and 
marketed by 

Commodore, 
and based on the 

popular Amiga home computer, 
the first version of the machine 
does not support full-motion 
video, but this is promised with 
subsequent upgrades. 

Interaction 
The most important aspect of 
hypermedia is that it allows the 
user to interact with all the 
different types o f information 
being presented, and to 
manipulate this data in many 
ways. This usurps the linearity 
of traditional communications 
media, such as print and TV. 

CD-I 
Compact Disc Interactive 
(CD-I) is an extension of the 
ex isting world standard fo r 
compact disc audio. Suppo rted 
by many of the world 's major 
consumer electronics 
companies as a standard for 
sound, data and visuals on a 
single compact disc, it promises 
to provide a ubiquito us format 
for the distribution of 
multimedia information. CD-I 
players, which connect to bo th 
the TV, fo r play-back of the 
visual components, and to the 
stereo system, for high quality 
sound, are already available fo r 
commercial applications, and 
machines for the home will be 
available by 1992. 
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I I /2 Overview 

Directories 
Clicking on A-Z will bring up a 
men u of a ll the artist> listed in 

the database so the user can 
directly j ump from llmolji11i to 

Zebbedee, avoiding Machiavelli. 

Searches 
The question mark buuon 

allows the user lO bring up a 
dialogue box to search the 

database fo r a refe re nce to any 
word. So from Da \l illci 
you cou ld searc h lor all 
references to 1/e/icoptel: 

INTERACT I 0 N is the key to multimedia. While the 
rules contained in this book about design will be useful when 
you come to developing a hypermedia system, the challenge 
is to use the interactive power of the computer in the most 
useful way, allowing the user to jump effortlessly between 
associated inf(n·mation. 

A hypermedia data base is made up of screens of informa­
tion, variously known as pages o r cards. The analogy o f a 
page is used, as the sc1·eens are often similar in design to the 
pages of a book, except that with hypermedia the pages are 
not read in a linear seque nce. In fact each ' page ' can pro­
vide the user with a huge choice of which page to access 
next. Collections of cards or pages are referred to as stacks 
o r books. 

Titles 
The title icon tells the user 

their presen t location in the 
data base, and can be ust:d to 
move backwards through the 

data base along the path used 
to reach the current poin t. 

Search ror w hat keyword? 

I Helicopte~ 
(( OK )J Cancel 

Local navigation 
To simply move la tt:rally to 

the n ext page of related 
information , the user selectS 

the arrows fi1eing left or right. 

Nich 
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Navigation 
In this example, the screen design contains a number of differelll 
ways of moving around me d atabase. Going up and down the 
'u·cc· of information is called a 'global' move. Left and right navi­
gatio n be tween direct!)' relatccl pieces of informatio n is called 
"local' navigation. 

So for instance moving from a page on Da Vinci to a page on the 
Mona Lisa is global na\~gation, because you are looking at different 
types of information (painter and painting). But moving from a 
page on t11e Mona Lisa to a page on me Last Supp" would be local 
navigation, because bo th elements are the same type o f data. 

Hot text 
Words arc boldcd in the text to 
indicate to the user t11atthere 

as POUSSIN 
..-------------1~ is a further reference in ilie 

dawbase to that word. Clicking 
on o ne of iliem will take t11e 
user to rl1at reference instanU)', 
aiJm,~ng access to associated 
data. T his encourages rl1e user 

Born in Brussels. Chiefly active in from 1621. 
He became a French citizen in I employed 
by the French crown in 1633; he worked for 
Cardinal Richelieu and portrayed several of the 
prominent figures of Port-Royal. He was a founder 
member of the Academic in 1648. 

He was Later to come to grief in a collision with one 
of Da Vinci's early helicopter designs, which came 
loose of its mooring. Much lamented, he clid not 
begrudge giving his organs to science, where they can 
still be seen today. 

to further explo re a specific 
topic that most inte rests t11em. 

Hot graphics 
SeleCLing one of the iliumbnail 
pain tings displayed a t ilie bot­
tom of the page allows ilie user 
to get further info rmation on 
each of the artist's pa intings 
held in ilie database. These are 
known as gn1phic buttons, or 
'hot graphics'. 

' "'bot.- POl.'S'St' 

The Murder of ilie King 

~~!. .... ,....... __ 
::=:t::­
!:::"" .. ':::...""::' .. ..,.... ........ 
:::::~;:::-
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I I /3 Structures 
THERE are many possible ways to design the links 

between the different pages of information in a hype rmedia 
database. One of the most important issues for hypermedia 
design is providing the user with easy to understand ways to 
move through the information presented, which allow them 
to harness the associative powers of the medium while inside 
an intuitive framework. Here we look at some of the most 
common navigation concepts that can be employed, using 
the example of an interactive fashion catalogue. 

Selecting What :S New begins a video program that briefly 
introduces new fashions. Here the user can pause the 
video at any point and click on the screen to jump to 
details of any item of clothing presented in the sequence. 
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Running jacket 

From the runningjacket 
page, the user can also go 

'deeper' imo the system and 
get more information on th e 

garment. Here the user has 
the o ptio n of completing an 

order form, o r looking a t 
the jacket in a nmge of 

colours. The icon in the top 
left of every card returns to 
the tit.le card, providing an 
easy way out of t he system. 

Title Pages 
This is the first page that 
the user sees. It is much 
like the contents page of 
a book o r a magazine. 
Here they can select 
between Ll1e different 
topics covered in the 
database. 

This jadtet is made 
from 1 00% s ilk. 
Availd>le in a 
variety of 
colotJWays. Ideal 
lor wming~a 
sweat and gettirtg 
nicked for software 
logo theft. Get on 
them runnirtg shoesl 

Selecting Sportswear takes the 
user to this card which allows 
them 10 choose the specific 
area of sportswear L11at the)' 
are in terested in . 

Selecting j ackets takes L11e user 
to the first page on this type of 
garment. The left and right 
facing arrows are local 
na,~gmional tools which mo,·e 
back and fo•·ward th rough all 
Ll1e sporL~wear j acke t cards in 
the system, while the upward 
facing ar row mo\'CS back up the 
the u·ee structure to allow 
another sub-category o f 
sportswear to be selected. 
More informatio n on this 
particu la r item is available by 
using one of the icons on the 
bo tto m of the page. 

.Order Porn! 

,._..._ .. 
Slo<i No: 0 1S2F6 

- SI\J( c.br. 11£1) 

- PIAl'< 
Prioo: £.19.99 
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I I /4 Elements 

Menus 

SeH 
Rugs 
Socks 
Dole 

IN PRINT design the re are a number of standard 
building blocks which can be employed in the presentation 
of information ; prima rily text and images, and classes of 
these such as captions and headlines. AJl of these will be use­
fu l in hypermedia design, but here there is the added 
dimension of in tcractivity. It is necessary to introduce new 
design concepts to control how the user moves around and 
navigates through the document. Some of the basic types of 
interactive control are explained below. 

Customised menus give the user a series of choices. 
Most modern computer interfaces usc pull down 
menus, which appear on the top of the screen when 
the user selects th e menu title. 

[8] Food 

[8] Drink 

Radio buttons and check boxes 

Buttons 
The 1nain means of in teraclio u 
is through buttons, active areas 
of the screen that allow the 
user to move from one page 
display to anothe r by clicking 
o n them. Buttons are often 
referred to as icons, as a 
standard means of d isplaying 
them is to usc a pictorial 
representation of what they do. 
The function of each icon 
should be standardised 
throughout a product. 

I QY£S 
@NO 

In terface design has developed its own syntax. Much 
like you use italics for a certain purpose in typese tti ng, 
so certain types of butto ns arc used in certain specilic 
conditions; Radio buttons, like tl10se on the right 
above, are used to make mutually exclusive choices. 
Therefore when on e optio n is selected the other 
becomes deselected. Check buttons a llow the 
selection of a number of complementary options. 

I 26 c 0 L L I E R ' s R u L E s I 



User input Alert 

Nome this ship: 
Sorry Mon, 

\ souo~ 0 I 'ue crashed 

R OK ll Concel I[ Finder 

You should be able to describe the look of a twet;.i;iferring 
to the following features of individual letters: Stem, • 
Co111tter, Serif, Overhanqand Cross·Stroke. 

ypefaces can be described as Trcmsitiona~ Modern, Humanist, 
Geometric, Serif or Sans Serif 

u 

User option 

Replote eHisting "H"? 

Yes n No B 

Dialogue boxes 
These have a number of 
applications. O ne is where a 
menu item needs further 
choices, or specific data to be 
entered, befo re the action can 
be car ried out. Their o the r use 
is where there is a need to warn 
the user of the effects o f the 
selection they have just made 
and to have it confirmed. This 
is pa rticularly important where 
the action will irreparably 
change the system, such as 
d e leting pages. 

Measurements that apply to the whole typeface include the 
x k;ght, Base~ Mean line, Ascender lkle and Cq::rHe;ght. 

So, Avmt Gr~ could be described as a Geometric Sa.~~~~~~~[:B:~~~~~~~~~~~ 
with a large x k;ght, short cross -;strokes and circular 

Hot text 
One standard device for 
interacti,ity is to turn a wo rd 
into a bunon . An example of 
the effective use of hot text is 
in providing access to a 
glossar y ol' terms. Here each 
word that appears in the 
glossary can be bolded when 
it appears in a page design, 
indicating 10 the user 
that clicking on it ";n 
automaticall)' take 
them to its definition. 
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I I /5 More elements 
HYPERMEDIA'S DISTINCTION from other 

types of computer applications is that it integrates not only 
text and graphics, but also animation, sound, and increas­
ingly video footage. This creates new challenges in the 
design of computer user interfaces. ew metaphors and con­
u·oltechniques need to be devised which are as immediately 
unde rstandable as possible. just like good punctuation, a 
good interface should be invisible - so easy to use, you just 
go ahead without noticing. 

Help 

User (eedback 
Interactive ~}'Stems need to give their users constant feedback so 
that they are always aware of what is happening. A method of 
doing this is 10 design the system so that the visual representation 
of the cursor changes when it moves over an active zone. 
Al~ernatively audio cues can indicate when an error is made or 
wtien a task is completed. Another form of user feedback is (o · 
highlight buuons when they are touched, so the user knows that 
the computer is responding to their selection, as illustrated above. 

Maps 
Maps hould be used 10 provide 
1J1e user with an .overview of the 
comp\ete data base. llhey usually 
provide a graphic representation 
of all the pages and their relation­
ships to eac~ other and allow the 
user tO move directly to any Joca· 
tion in the database, by simply 
selecting any button on the map. 
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Agents 
These can be used to provide an 
in tell embodiment of the 
c:mnnuu•r interface. They 

the form of an 
ng head that the 

on to guide them 
system or to give 

expert advice. Agents 
can also be used to editorialise 
over the contents of a 
multimedia database, b 
providing the user with an 
interpretation of the from 
a particular point 

Sourcl! r.·.P.i.~·~ .. ~i.·~·~·~·~·~·~.!.~i~.~.~.~·.i·~·~~~·~·~:~~:~:i'.i}~.~.!.(.'.·.:·.·.·.:J [ Ej•ot I 
I 3 42 3o l 

II ~~ 1111 ~ 11 11 ~I II 

IY. IG ........ , 

With the integratio n of time 
based media, such as sound or 
animation, into a hypermedia 
system, it's important to provide 
the user with an easily 
understandable control method. 
The standard metaphor that has 
been adopted by many 
designers is a casseue recorder 
style control panel with play, 
stop, rewind, and fast fo rward 
buttons. Media counters which 
mirror the counters on most 
domestic cassette recorders and 
VCRs are ano ther easy way to 
provide the user with a means of 
editing these media types. 
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I I /6 Developing 

Initially it is important to 
document your concept before 
you sit down at the compmer to 
begin design work. The original 
concept should clearly outline 
the aims of the product along 
with its key features. 

1. 0~ 0~-"J __,..h. 
~-...- Hh 

~ ·-
? 0 w.,,v v.. \1 (. 11 
J il_W.. ( ,..._.., 

'-i F\). ~ N..., (.(.,.,~ 

~~ 

~ - -~~~ 
( f'>'~ .... < We- ,t.Q 1'1' 11 ~ 

The next stage is to sketch out 
ideas for the individual screen 
designs needed . These arc 
particularly useful to visual ise 
how many of tl1e features 
intended to fit into each screen 
will actually work with om cluucr. 

~:~~ 1/.! ,/,,~-~a==:;:- s 0 .J 

I . I 
I I 

:.!·· .: .. ~ ' 
.... <-•< 0 ' ,~ 
· ~ 

!&/.~ ~;: ·_ ~;· ~ !__ ~ 

DESIGN IN G a hypermed ia product requires a seties 
of discrete stages. In this example we look at the evolution of 
one screen of a computetised diary, from o•·ig inal concep­
tion to working product. In the process of production the 
diary moved between a graphic designer, an an imator and a 
computer progra mmer. Each of the people involved in the 
process makes a critical contribution to how the final prod­
I:JCt will look and function, emphasising the importance of 
strong team work in developing hypermedia products. 

From the rough ske tches you 
can begin to put t.ogetl1cr screen 
designs on the computer. Here 
it' s useful to work in a graphics 
package to ensure tha t the focus 
is on the look of 1 he product, 
rather than tlte functionality. 

Tu ..,t!:1\ Bob .... 

C) •••• • on~o• 

~ tiUI W~"for,_ 

Q 

c 

Q 

The choice of typefaces used in 
systems is important to e nsure as 
much inform ation as possible 
will fit on the sucen while 
maintaining readability. Here 
the designer elected to create a 
custOm font for the projecL 

" "'t\r..1oh . 
Vr,n~-·· 
054 'w'P 1$4276, 

WJ&. ... - 07 1 224 008l ....,....., 
0 • 

I ton !t i N~ lll(, 

,.......tf 18111ft714 00 

rft9~ tlw tv\U 1 .. 7 1410 
'-'' Vdl vnt. r .... tvutt t t Z:.tott'• 4M't 
(CJr9tl flo- • , ... 7,,00 
r"'9b¥~'""'Nio.bt , _.71800 
MW;~I>illrntt Mm lut n~t 1._,.70'li!O 
ctJotdc ou1 MV I Itt ........ 1918f47 10 .00 

Y 5I 917 ._ 1.1 79 022 - H • 3 039 -
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Having completed the screen 
designs the next stage is to 
pro totype the functionalit)'· In 
this example an animation 
package was used to simulate the 
operation of the d iary fo r the 
purpose of test ing and 
evaluation. This type of 
proLOtype is invaluable in 
testing the practicality of 
intcracti\'c devices. 

t e ptember 

When all the funCLions have 
been decided on, and screen 
designs appro,·ed, a compute r 
programmer is invoh·ed to write 
code to implement the features 
-and make everything work. A 
program reaches 'Beta' stage 
when all the functions have 
been included, and 'beta 
testing' is to ensure that 
ever ything works. 

lD 

:n Oo41V~~r.U.nt t~ ':'l!lll! 
- <'hatv,. e uttl1'19 eppotn!r.ler.t 
~t ~ llft"f ... 'fllw$ 

61\Jo"''lf M ...,...a.=o- '"1lilho .. ,., yo::>\0 901~ ".0 -t.7• 
t • tw r•t-.t h -w::....e.:• ~: i~ u ""T'tY tt.l: 

u~~ to t.~rC.nd 
~"'' H o:t:e n.-. 

Mt •H&<>r to .,.td. 

•~'t c•r.tlrrbort. of thl" •t<K-k to tnoo~ 
~lr.u.et~:. 

M':. :1.0ra.=:- •o t-uy 
ll * !'w~l::::'l: ':.~ .... 

.... ~t~ 

~~ a 1a - 'l',.s'" tt""' •xu tf'PI!•t. .!. 
rnd I f 

Tl~ll. 

H tl'.e re 1111 a bQ fl"ld " !l.ly" 
.,.,.., p..~ a a! ter bq ~lel:l: -o.y­

.,-.Jr.,_.. ... 
"•~ C&."'~:t. o! *l'l ia ·~•.:Jr. to !•1-

fflot'lA~/of:pctr:t ~r.t 

r ing alf for pay off .. ........... ... .. 

Careful! Bob Cla r ice- is a schizophrenic - find out 
which persona Hty is dominant before engaging in 
conver sation. 

lunch with ver boss ................ . 

I Tea with Bob 

HYPERMEDIA 

/'k II•' !f.Jnl<' 
Georgina Alpha 
John Azerty 
Bob Clark~ 
Henry Conner 

r ing J immy the swizz ................ . 181814 7 1 4 .1 0 
late lunch with For tunata at Zbigli's don' t 

forget flowers .......... ............... 181814 7 1 5 .00 
ring barney Mr bad Deb\.. ............ 1818147 18.00 
l'k 11·· L~ £nfty ...... ................ .. ..... 191714 7 1 5.43 

USA WP 154276-6 .............. .. . 

........................ 0 71 487 5225 07 1 224 0083 

.. .... ................... 0536 786437 

Fortunata .... .. ........... .... ............ .. 

Don't forget the manual, user 
support, free software upgrades, 
distribution, packaging, 
advertising, beta testers ... 
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Glossary 
Accent symbol which indicates 

how a letter should 
be pronounced. 

Agent (in hypermedia) \ideo 
or animated image which 
gives instructions on using a 
hypermedia system. 

Alignment arranging text or 
graphics to follow a straight 
vertical or horizontal line. 

Artwork images and text ready 
for reproduction. Can be 
direct output from a DTP 
system (e.g. laserprint) or 
hard copy and images with 
manual additions, such as 
overlays, colour swatches etc. 
See aL~o Marking up. 

Ascender portions of lower­
case characters that extend 
above (ascend) the x-height. 
See aLso X-height. 

Baseline invisible line on 
which letters stand. 

Bitmap grid of pixel elements 
which can be assigned colour 
values. Also: the method of 
encoding graphic images in 
a bitmap. See also Pixel. 

Bleed illustration which 
extends beyond the trimmed 
limit of the page. 

Bold type darker, heavier 
strokes than normal 
typeface; often used 
for emphasis. 

Brackets used to separate a 
clause within a sentence or 
to distinguish parts of a 
mathematical equation. 
Rounded brackets are called 
Parentheses. Use sparingly. 

Bullets symbols used to call 
attention to key points in a 
body of text. 
See also End-icons. 

Cap height the height of the 
capital letters from 
the baseline. 

Clip art collections of ready­
made, copyright free 
illustrations available in black 
and white and colour, in 
book form or in digital form 
on floppy disk. 

Continuation guide guides to 
reader for navigating 
symbols through different 
features usually incorpor­
ating arrows or pointers. 

Cowtter the space 
enclosed within letters 
like: a, b, d, e, g etc. 

Dash punctuation used in pairs 
to enclose a subsidiary 
thought used similarly to 
brackets. See also Hyphens. 

Descender portions of lower­
case characters that extend 
below the baseline. 

Desktop publishing production 
of finished documents with 
integrated text and graphics 
using microcomputer based 
equipment linked to a 
laser printer. 

Digital font fonts stored 
electronically which have a 
simple geometry and are 
designed to remind readers 
of computer displays. 

Dithering patterns of dots or 
lines available in some 
graphics programs which 
give varying degrees of 
shading in an image. 

Drop caps enlarged initial 
capital letters indented into 
text beneath it. 

DTP see Desktop publishing. 

Ellipsis set of three full points 
indicating an omission. 

Em rule unit of measurement 
of a typeface based on the 
square of the body of any 
size of type. 

En rule dash in text the width 
of a lower case n. 

End-icons bullets which 
indicate the end of a section 
chapter. See also Bullets. 

Folio page number. 

Font design and size of the full 
range of characters and 
symbols and the means of 
printing that design. 
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Grid non-printed boxes which 
are used by the designer to 
ensure consistency between 
pages of columns of text, 
positioning of graphics and 
beginnings of new sections. 

Hanging indent the first line 
left hanging extended to the 
full measure, while the body 
of the text is indented. 

Hypermedia means of 
computer access and storage 
of information which 
combines video, animation, 
sound, graphics and text. 

Hyphenation instructions for 
hyphenating words at the 
end of lines. These should 
follow rules about where 
wordo; can be correctly 
broken up. Will also depend 
on the justification required. 

Hyphens punctuation used to 
join two words together or to 
indicate where a word has 
been broken over two lines. 
See also Dash. 

Icons images providing 
instructions, identifying 
chapters or introducing 
warnings e.g. image of a 
phone to introduce a phone 
number. See aLfo End-icons, 
Zoomable icons. 

Indent space inserted at the 
beginning of lines. 

justification arrangement of 
text to give straight vertical 
edges of text on either or 
both margins. 

Kerning reducing a space 
between two characters to 
make them appear 
closer together. 

Laser printer standard 
proofing printer for DTP. 

Leading the spacing between 
lines of text. 

Ligatures two or more letters 
joined together as a 
single unit. 

Line length length of a line of 
text measured by the 
number of characters and 
word spaces. 

Marking up preparation of 
manuscript for typesetting by 
specifying typographical 
instructions or of artwork by 
giving instructions on 
colours and special effect<;. 

Metaviews maps indicating to 
users where they are in a 
hypermedia ~-ystem. 

Orphans lines of text left over 
from paragraphs at the 
bottom of columns; and 
single words left as the last 
lines of paragraphs. 

Page straps combination of 
graphics and text which 
indicate a clear beginning 
and the extent of a section. 

Painting filling in an area of a 
computer graphics display. 

Parentheses punctuation used 
in pairs to separate clauses. 
See also Brackets. 

Perfect binding method of 
binding a publication by 
gluing along the actual in­
side edge of the paper. Used 
for books and magazines. 

Period also called a full stop 
marks the end of a sentence. 

Pixel minute unit that makes 
up an electronically 
produced image. 

Proof initial or early printing 
of a document produced so 
that corrections can 
be made. 

Proofreading the checking of a 
proof and making 
amendments or giving 
instructions using standard 
proofreading marks. 

Range right/left alignment of 
text at the right or 
left margin. 

Rasterise production of an 
electronic image of a 
character using the pattern 
of pixels which matches it 
most closely. 

Resolution the quality of 
definition of an image 
measured in dots per inch 
on hard copy or in scan 
lines and pixels on a 
computer screen. 

Reversed out reversal of text 
or lines from the usual black 
on white to white on black 
(orWOB). 

Sans serif typeface 
without serif.o;. 

Scaling slightly distorting 
characters to fit them in to a 
given space. Can be used in 
combination with Tracking .. 

Serif stroke which finishes 
off a letter. 

Spiral binding binding by 
means of spiral plastic or 
wire inserted through holes 
in the paper and cover. 

Template (in type design) an 
outline, design of typeface 
etc which is used as a model 
for production of text to 
ensure consistency. Also 
known as style sheets. 

Tracking adding or deleting 
space between characters to 
fit them in to a given space. 
Can be used in combination 
with Scaling. 

Typeface originally the 
printing surface of a type 
(hence face) cut into a 
particular style. In desktop 
publishing typeface is 
sometimes used to mean the 
overall appearance of type. 

Widows single lines of text left 
alone at the tops of columns. 

X-height height in a particular 
typeface of lower-case letters 
measured from the baseline; 
excluding the ascenders and 
descenders. 

Zoomable icons (in hyper­
media) video image or 
animation running in a part 
of the screen which when 
selected fills the whole 
screen. 
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Index 
Accents, 50-1 
Agent 

in hypermedia, 120 
Alignment, 58-9 

Baskerville, 17 
Bembo, 16 
Bitmapped fonts, 9 
Bitmaps, 66-7 
Blackmail note style 

typeface, 22 
Bodoni, 17 
Bold type, 7, 31 
Brackets see Parentheses 
Bullets, 59, 83 
Buttons, 120-1 

C'..apitals 
in empha'\is, 39 
in headlines, 78-9 
in starting off, 80-1 

Captions 
punctuation of, 43 

Caston, 16 
Characters 

modern development'>, 4-5 
spacing, 30-2 

Clipboard, 73 
Colon, 49, 52-3 
Colour 

process colour, I 02-3 
spot colour, 100-1 

Columns, 55 
page layout, 76-7 

Computer typeface, 8-9 
appropriate to 
content'\, 14-15 
bitmappcd, 9 
classification, 14 
creating, I 0-11 
numerals, 12-13 
outline, 8-9 

Continuation symbols, 82-3 
Coyote, 17 
Currency symbols, 52-3 
Custom menus, 121 

Dash, 50 
Digital typefaces, 20-1 
Diphthongs, 59 
Dithering, 72 
Document handling, I 04-5 
Drawing, 68-9 
Drop capitals, 80-1 
Duo tone photograph, 100 

Em rule, 42-3 
Emphasis, 38-9 

Flush zone, 61 

Folios see Page numbers 
Fonts see Typeface 
FontStudio, 10-11 
Footnotes, 52 
FrameMaker, 52 
Framing illustrations, 85 
Full stop sec Period 

Garamond, 15-16 
Geometric sans serif, 19 
Gill, Eric, I 7 
Grids, 33, 76-7 

Headings 
punctuation of, 43 

Headlines, 78-9 
Humanist sans serif 

typeface, 19 
Hypermedia, 118-31 

control, 123 
developing, 128-9 
navigation, 123-4 
new developments, 130-1 
screen design, 124-5 
structure, 126-7 

Hyphens 
see also Dash, 
42, 45, 55, 62-3 

Icons, 79 
zoomable, 123, 125 

Illustrations, 84-5 
I mages sec Icons 
Indents, 58-9 
Industria, 17 
Interactivity, 118-21 
Italic type, 16 

Justification, 58-61 

Kerning, 5, 30, 33 
Kerning tables, 26 
Key Caps, 52 

Layout see Page layout 
Leading, 56-7 
Letter spacing, 26-7, 30-1 
Letters measuring, 6-7 
Ligatures, 28 
Lines 

length, 36-7 

Marking up arnvork, 94-5 
Mathematical signs, 52-3 
Menus 

hypermedia, 120-1 
Metaviews, 126-7 
Microsoft Word, 41 
Modula, 17 
Moire pattern, 102-3 
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Money symbols 
see Currency symbols 

Notes see FooUlOtes 
Numbers see Numerals 
Numerals 

creating, 12-13 

Optima, 17 
Orphans, 60 
Outline fonts, 8 
Overprinting colours, 101 

Page layout, 32-3 
grids, 76-7 
headlines, 78-9 
posters, 88-9 
signposts, 82-3 
starting off, 80-l 
using illustrations, 84-5 

Page numbers, 82 
Page straps, 82 
Page turn symbols, 82-3 
Painting, 66-7 
Paragraphs, 46-7 
Parentheses, 46-7 
Period, 46-7 
Pixels, 67 
Plantin, 16 
Pop up menus, 121 
Posters 

examples, 83 
style to suit function, 82 

PostScript, 5 
letter spacing, 26 
outline fonts, 8 
special fonts, 24-5 
typefaces, 14 

Printing costs, 92-3 
Process colour, I 02-3 
Proofreader's marks, 106-9 
Punctuation 

conventions, 42 
purpose, 42 
symbols, 44-9 

Quark Xpress 
storing graphics, 102 
using illustrations, 86 

Quotation marks, 43, 48-9 

Random typefaces, 22-3 
Ranged left, 58 
Ranged right, 58 
Rasterising, 9 
Reversed out text, 39, 45 

Sans serif, 75 
Sans serif font, 14 
Scaling type, 32 

Schedule of tasks, 110-11 
Screen designs 

hypermedia, 124-5 
Semi-colon, 46-7 
Serif, 75 

modern digital fonts, 20 
Serif font, 14 
Signposts, 78-9 
Spacing 

between lines, 56 
characters, 26-7, 40-1 

Special fonts, 24 
Spot colour, 100-1 
Standardisation of typeface, 5 
Style sheets, 110-11 
Symbols 

continuation, 82-3 
currency, 58-9 
mathematical, 58-9 
punctuation, 50-3 

Symbols see Mathematical 
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