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three folds. For a magazine, work with 
three pages-one can be a cover. For a 
newslerrer, design a four-page, double­
sided documenr. If you are creating a 
newspaper, design the front page or a 
section front and at least one inside 
page with advertisement space 
included. For a screen presentation or 
interactive lesson, include 10 frames or 

cards. If you are creating networked 
interactive multimedia, create a home 
page and at least five other pages linked 
from the home page. 

Print your finished designs (again, 
the low reso lution pictures will be 
functional, not attractive) with you r 
printer or take the work to a service 
bureau. 



APPENDIX A 

Desktop Computing 
Equipment Requirements 

Whenever you want to include words and images in d isplays that range from 
one-page printed pieces to multiframe interactive lessons, at the minimum 

you will need the most powerful and fastest computer you can afford. 

Macintosh Minimum Requirements 

• Central Processing Unit: 68020 or greater 
• System 7.0 or greater 
• 6MBRAM 

Windows Minimum Requirements 

• Central Processing Unit: 486-based 
• Windows 3.1 or greater 
• 8MBRAM 

Of course, for graphic work you will most likely need a more powerful and com­
plete system. Without recommending individual brands, here is a list of computer 
eq uipment requirements (software must be p u rchased separately) at three 
different price ranges: 

$5,000 Workstation 

Useful for word process ing, basic page designing, and beginning image 
processmg. 
• CPU with a medium clock-speed of at least 60MHz 
• 32MB RAM 
• 500MB hard drive 
• SyQuest-type external drive 
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• 24-bit colo r display 
• 17" high-resolution color monitor 
• Internal CD-ROM drive 
• Extended keyboard 
• Ethernet network 

$1 0,000 Workstation 

Useful for word processing, page designing, advanced image processing, and inter­
mediate presentation graphics and networked interactive multimedia production. 
• CPU with a medium clock-speed of at least 80MHz 
• 64MB RAM 
• 1GB hard d rive 
• 24-bit color d isplay 
• 17" high-resolution color monitor 
• Internal CD-ROM drive 
• SyQuest-rype external drive 
• Extended keyboard 
• Ethernet network 
• Flatbed scanner with print and negative/slide capabilities 
• Color printer 

$50,000+ Workstation 

Useful for word processing, superior printed displays, advanced image and video 
processing, presentation graphics and networked interactive multimedia, and CD­
ROM production. 
• CPU with a medium clock-speed of at least 80MHz 
• 124MB RAM 
• 2GB hard drive 
• SyQuest-rype external drive 
• 24-bit color display 
• 17" high-resolution color monitor 
• Internal CD-ROM drive 
• Video capture/display board 
• VHS player/recorder 
• Hi-8 player/ recorder 
• Videodisc player 
• 13" preview monicor 
• Extended keyboard 
• Ethernet network 
• Flatbed scanner with print and negative/slide capabilities 
• Digital camera 
• Color dye-sublimation printer 
• Black and white printer 
• CD writer 



APPENDIX B 

Contents of the Text and 
Graphics Files in the Data Disk 

If for some reason you can't access the text and picture files located! within the disk 
that came with this workbook, the contents of the disk are reproduced below. 

Contents of the README. TXT File 

CONTENTS OF COMPUTER FILES 

Copy the enclosed files to your own hard-drive and then save the data disk in a 
safe place in case you need to use it again. 

TEXT FILES (TEXT) 

There are six possible stories you can use: Alaskan scenic views, the 
Alaskan salmon industry, New Orleans scenic views, Mardi Gras, Belfast, 
Northern Ireland scenic views and the violence in Northern Ireland. 

File: dummy text (DUMMY.TXT) 
Use this file for all your simulated text needs. Place it within your 

graphic designs and copy and paste parts of the text to create headlines, 
subheads, body copy and so on. The text is a variation frorp Pietro 
Bembo's De Aetna 1495- 96 and printed originally by AldJs Manutius. 

File: infographics information (INFOGRAP.TXT) I 
Use the text in this file to create a fact box, table, and chart for each 

of the stories. 

PICTURE FILES (PICTURES) 

NOTE: All photographs were taken by Paul Martin Lester. The pictures were 
scanned at 72 dots per inch (dpi) which is fine for screen presentations, 
but will produce crude, "for position only" printed versions. All pictures 
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are saved in the PCT fi le format. If you want to use the images in the 
Illustrator program you will need to convert the fi les to EPS (Illustrator) 
formats using Photoshop. 

All of the images below are also available on line at the address, 
http:/ jwwwS.fullerton.eduj lesjworkbook/ homepics.h tml. If you have a 
Netscape graphics viewer you can see and download any image. 

Folder: ALASKA 
Folder: AL_SCENE 

Files: SCENIC.PCT a mountain scene at sunset 
MOUNTAIN.PCT a mountain scene at noon 
MOOSE.PCT one of many animals seen during a trip to Alaska 
BOAT.PCT a close-up shot of a fishing boat 
FISHING.PCT scenic view of several fishing boats 

Folder: SALMON 
Files: BIGFISH.PCT a salmon worker carries a king salmon for processing 

GUTTING.PCT a salmon worker guts a silver salmon 
PLANT.PCT an overall view of a salmon processing plant 
RACKS.PCT after the fish are cleaned, they are sent to the freezer in racks 
SALMON.PCT a symbolic shot linking a knife and a salmon 

Folder: ORLEANS 
Folder: MARDI_GR 

Files: STAGE.PCT as the crowd reacts, a man is overcome by alcohol 
OYSTER.PCT a man performs for the crowd dressed as an oyster 
LADIES.PCT Mardi Gras is a time for costumes 
CORNER.PCT a crowded corner in the French Quarter 
BUNNY.PCT even the Easter bunny must stop and tie his shoe 

Folder: CITY&PEO 
Files: ALHIRT.PCT the famed trumpet player reads a sheet of music 

RAINY.PCT a quiet scene at Jackson Square in the French Quarter 
BUILDING.PCT a fish-eye lens distorts a French Quarter building 
SUNTAN.PCT an organized sun worshiper at Jackson Square 
STREETCA.PCT two schoolgirls pass the time while riding a streetcar 
SHOOTING.PCT police stand over the body of a boy killed with a shotgun 

Folder: BELFAST 
Folder: CITY 
Files: ROSES.PCT the city park in Belfast is filled with many botanical sights 

HOUSE.PCT a look at Belfast from atop Cave Hill 
GIRLS.PCT three young Irish girls pose for the photographer 
CITY.PCT downtown Belfast is as commercially active as any other town 
CASTLE.PCT a look at Belfast Castle 

Folder: TROUBLES 
Files: WIRE.PCT a young boy stands on a building surrounded by barbed wire 

SHOTS.PCT an IRA firing party shoots over the casket of Joe 
McDonald in 1981 
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MASK.PCT a young boy erects a barricade 
ROCKS.PCT young children throw rocks at passing police and 

military vehicles 
BARRICAD.PCT two young boys construct a barricade in the street 

Folder: MAPS 
Files: ALASKA.PCT, ALASKA.TIF, ALASKA. TIFF line drawing map of Alaska 

LOUISI.PCT, LOUISI.TIF, LOUISI.TIFF line drawing map of Louisiana 
BRITAIN.PCT, BRITAIN.TIF, BRITAIN.TIFF line drawing map of 

Great Britain 

Folder: ALTERED 
Files: BIKERS.PCT two girls set out to go fishing on their bicycles 

ROAD.PCT on the road somewhere in New Mexico 

Contents of the INFOGRAP.TXT File 

FACT BOX INFORMATION 
FORALASKASCENICSTORY 
Population is 550,043; the state's area 
is 591 ,004 square miles; there are 
6,640 miles of coastline; the highest 
elevation is Mount M c Kinley a t 
20,320 feet; the January average tem­
perature is 5 . while for July it is 55 · ; 
the annual amount of rainfall is 55 
inches; statehood was given in 1959 
(the 49th state). 

FOR SALMON STORY 
There are five kinds of salmon typi­
cally processed in Alaskan plants: 
King can range between 50 and 100 
pounds, is the largest, a lso called 
Chinook , and its cheeks a re a rare 
gou rm et delicacy; Red is the m ost 
numerous, holds its color well after 
process ing, also called sockeye and 
can weigh as much as 15 pounds; 
Pink is the smallest at five pounds, 
mostly used for canning and is also 
called the humpback; Silver is a beau­
tifu l fi sh that is well adapted for 
freezing, it can weigh up to eight 
pounds and is also known as Coho; 
and Dog can weigh up to 12 pounds, 
it has an ugly physical appearance, is 

m ostly eaten by native Alaskans an d 
is also called chum. 

FOR NEW ORLEANS s pENIC STORY 
City population is 557,927; the city's 
area is 364 square miles; the average 
temperature in January is 54 • and in 
July is 82 · ;yearly average rainfall is 54 
inches; the city was founded in 1718 
and incorporated in 1805. 

FORMARDIGRASSTORY 
Mardi Gras is French fo r fat Tues­
day; celebrated the day before Lent; 
introduced by French colonists in 
the early 1700's; social organizations 
called krewes conduct parades 
throughout the city; the oldest 
krewes are Comus estab lished in 
1857 and Rex begun in 1872. 

FORBELFASTSCENIC TORY 
Population is 362,000; the city's area 
is 44 square miles; it is ocated on the 
river Lagan; Belfast oi.)tained a royal 
charter in 1888 and b came the seat 
of the Northern Irela~d government 
in 1920; one of the largest industries 
is the Harlan and Wolff shipbuilding 
firm which made the Titanic; since 
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1968 the city and area have been hit 
by sectarian violence. 

FOR THE TROUBLES STORY 

In 1690, James II, the Catholic king of 
England was defeated by William of 
Orange; 1801, Act of Union abolished 
the Irish Parliament; 1886, Home rule 
began for Ireland; 1920, the Govern­
ment of Ireland Act divided the coun­
try; 1967, Northern Ireland Civil 
Rights Association began to fight for 
civil rights; 1968, beginning of the ri­
ots and the worse of the sectarian vio­
lence between Protestant and catholic 
extremists; 1994, Irish Republican 
Army (IRA) cease fire. 

TABLE AND/OR CHART 
INFORMATION 

FORALASKASCENICSTORY 

Population figures fo r the state: 1890-
32,052; 1900-63,592; 1920-55,036; 
1940-72,524; 1950-128,643; 1960-
226,167; 1970-302,173; 1980-401,851; 
1990-550,043. 

Ethnic distribution: Anglo-75 .5%; 
African American-4.1 %; Latino-3 .2%; 
Native American-15.6%; Pacific 
Islander-3. 6%. 

Lives tock: cattle-9 ,500; s h eep-
2,400; poultry-6,000; reindeer-23,000. 

FOR SALMON STORY 

Leading salmon countries per year (in 
tons): Norway-26,000; Canada-56,500; 
Russia-90,200; Japan-189,800; U.S.-
345,700. Source: U.S. Department of 
Commerce. 

Alaskan land use: crops and pas­
ture-1 %; fo rest-32%; other-67%. 

Urban-rural distribution of popu­
lation: 1960-37.9% urban and 62 .1% 
rural; 1970-56.9% urba n and 43.1% 
rural; 1980-64.3% urban and 35.7% 
rural; 1990-69.3% urban and 30.7% 
rural. 

Sta tewid e income comes from : 
commercial fi shing-$ 1.5 billion; con­
struction-$1.9 billion; non-fuel miner­
als-$641.4 million; touri sm-$500 
million. 

FOR NEW ORLEANS SCENIC STORY 

Ethnic distribution for the state: An­
glo-67.3%; African American-30.8%; 
Latino-2.2%. 

Livestock: cattle-840,000; hogs/ 
pigs-50,000; sheep-16,000; poultry-2.1 
million. 

FOR MARDI GRAS STORY 

Statewide income comes from: com­
mercial fishing-$263.5 million; con­
s truction-$2.9 billion; non-fuel 
min erals-$381.1 million; tourism-$4.2 
billion. 

Employment distribution: trad e-
23.1 %; service-23.6%; government-
20.8%; manufacturing-11.1 %; other-
21.4%. 

FOR THE TROUBLES STORY 

Religious distribution in Northern 
Ireland: Catholic-36%; Methodist-S%; 
Presbyterian-27%; Anglican-22%; oth­
er-10%. Religious distribution in the 
Republic of Ireland: Catholic-95%; An­
glican-3%; other-2%. 

Contents of the 
DUMMY.TXT File 
Falo aliquando fubexefa uentos ad­
miferit aeftuantes, per quos idonea 
flammae materi es incanderetur. 
Habes, uncle inccendia oriantur Aet­
nae tuae. Habe nunc quomodo etiam 
orta perdurent. In quo quidem nolo 
ego te illud admirari , quod uulgus fo­
let. Magnu effe fcilicet t antras 
flammas, tam immen fos ignes poft 
hominum memo rium fern per 
habuiffe. Quo alereutur. Quid eft 
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en im magnum ipfi magiftrae rerum 
omniu. Er parenti naturae, quid ardu­
um. Quid ilia tandem non poteft. Qui 
fte llas qui folem qui coeli conuexa. 
Qui terras omnes acmaria qui 
mundum d en i ip fum. Qui nihil eft 
admirabilius. Uel po tius extra quem 
nihil eft. Quod admireris faepe f ine 
admiratione intuemur. Nifdem nobis 
effe Aetna m iraculum poteft. Caue fis­
tam imprudens fili. Ut tuid putesnam 
fi naturam refpicimus. Nihil in Aetna 
eft quod mirum uoces fi rem. 

Falo aliquando fubexefa uentos ad­
miferit aeftuanres, per quos idonea 
flammae materi es incanderetu r. 
Habes, uncle inccendia oriantur Aet­
nae ruae. Habe nunc quomodo etiam 
orta perdurent. In quo quidem nolo 
ego te illud admirari, quod uulgus fa­
let. Magnu effe fci licet tantras flam­
m as, t a m immen fos ig nes p o ft 
h o minum memorium fem per 
habui ffe. Quo a lereutur. Quid eft 
enim magnum ipfi magiftrae rerum 
omniu. Er parenti naturae, quid ardu­
um. Quid illa tandem non poteft. Qui 
ftellas qui fo lem qui coeli conuexa. 
Qu i t erras omn es acmaria qui 
mundum deni ip fum. Qui nihi l eft 
admirabilius. Uel po tius extra quem 
nihil eft. Quod ad mireris faepe fine 
admiratione intuemu r. Nifdem nobis 
effe Aetna miraculum poteft. Caue fi s­
tam imprudens fili. Ut ruid puresnam 
fi naturam refpicimus. Nihil in Aetna 
eft quod rnirum uoces fi rem. 

Falo a liquand o fubexefa u enros ad­
miferi t aeftuantes, per quos idon ea 
fl a mmae materi es incanderetur. 
Habes, uncle inccendia oriantur Aet­
nae ruae. Habe nunc quomodo etiam 

orca perdurent. In quo quidem nolo 
ego te illud admirari, quod uulgus fa­
let. Magnu effe fcilicet tantras flam­
mas, tam immen fos ign es poft 
h ominum m em o rium fern per 
habuiffe. Quo ale reutur. Quid eft 
enim magnum ipfi magiftrae rerum 
omniu. Er parenti naturae, quid ardu­
um. Quid illa tandem non poteft. Qui 
ftellas qui fo lem qui coeli conuexa. 
Q u i terras omnes acmari a qui 
mund um deni ip fum. Qui ni hil eft 
admirabilius. Uel po tius extra qu em 
nihil eft. Quod admi reris faepe fine 
admiratione intuemur. Nifdem nobis 
effe Aetna rniraculum potefr. Caue fis­
tam imprudens fili. Ut ruid putesnam 
fi naturam refpicimus. Ni hil in Aetna 
eft quod mirum uoces fi rem. 

Falo aliquando fubexefa uentos ad­
miferit aefcuantes, per q uos idonea 
flammae mater ies incanderetur. 
Habes, uncle inccendia oriantur Aet­
nae ruae. Habe nunc quomodo etiam 
orca perdurent. In quo quidem nolo 
ego te illud admirari, quod uulgus fa­
let. Magnu effe fcilicet tantras flam­
mas, tam immen fos ig nes poft 
hom inum m e m o rium fern p er 
habuiffe. Quo a lereuru r. Quid eft 
enim magnum ipfi magift rae rerum 
omniu. Er parenti naturae, quid ardu­
um. Quid ilia tandem non poteft. Qui 
fte llas qu i fo lem qui coeli conuexa. 
Qui terras o mn es acmaria qui 
mundum den i ip fum. Qui nihil eft 
admirabilius. Uel po t ius extra quem 
nihil eft. Quod admi reri s faepe fine 
admiratione intuemur. Nifdem nobis 
effe Aetna miraculum poteft. Caue fis­
cam imprudens fili. Ut tuid putesnam 
fi naturam refpicimus. Nihil in Aetna 
eft quod mirum uoces fi rem. 



advertising presentation format for commercial 
messages 

aesthetic when graphic design elements are considered 
pleasing 

alley white space between columns of type 

animation motion picture in the form of a cartoon or 
any moving display used in presentation graphics 

application another word for a computer software 
program 

area chart line chart with the space below the line filled 
111 

ascender that part of certain letters (f, t, h) that goes 
above the central section 

asymmetrical skewed or uneven layouts or element 

attributes all of rhe possible manipulations you can 
make co a typeface 

bar chart column chart buc with horizontal rectangles 

base line an imaginary horizontal line on which a let ter 
sics 

bitmapped image a low resolution, jagged image such 
as a TIFF picture 

bleed or bled a graphic design technique in which 
elements are placed on the edge of the page or frame 

body copy another term for text or a story 

Glossary 

boldface type attribute in which letters have a darker 
emphasis 

border a frame that can be as simple as a hairline rule or 
an elaborate pictorial design element (usually) 

broadsheet newspaper format that is almost twice as 
long as it is wide 

brochure an advertising or public relations related 
publication, often a single, folded page 

button a graphic element with an icon (often) that 
allows a user to advance through a presentation or 
perform a function of a program 

caption text on cop of a photograph that acts as a 
headline for the picture 

central processing unit the main part of a computer 
chat stores the circuits and drives chat make the 
computer work 

CD-ROM a laser disc storage and playback device 

chara<jler another word for an individual letter, 
number, or symbol 

checked commands commands that are in use and 
have a check mark before their name 

click, drag, and select press the mouse button, hold, 
and move the mouse in any direction while it is flat 
on the desk or pad 
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clip art simple line art (usually) used to make a graphic 
design more visual and paid for (usually) by the user 

clipboard a temporary storage location on a computer 

clock speed a computer chip's speed measured in 
megahertz (MHz) or millions of cycles per second 

CMYK short for the four color separation screens, cyan, 
magenta, yellow, and black 

collate arranging pages in the correct order for a 
publication 

color separations halftone and transparen t CMYK 
screens used to print color photographs 

column chart statistical infographic that shows a 
relationship between two sources with vertical 
rectangles 

column a block or box of text 

command keys the command or apple key on the 
keyboard; when used in combination with other 
keys, command keys can evoke procedures faster 
than using the mouse 

comp short for composition, a rough version of a 
graphic design 

contrast the difference between the whi test and the 
darkest tone of a picture 

copy another word for body copy or text 

CPU short for central processing unit 

credit line similar to a by-line for a story, it attributes 
the research, text, and picture producers 

cursor the icon that moves around the screen when the 
mouse is moved 

cutline text below (usually) a photograph or artwork 
that provides information 

data map statistical infographic in which figures are 
overlaid on a locator (usually) map 

databases collection of words, pictures, or numbers in a 
com puter format 

desktop computer a relatively inexpensive device used 
for a variety of pu rposes including word processing, 
picrure production, and graphic design displays 

desktop what you see on a screen when a computer and 
monitor are running 

diagram nonstatistical infographic that uses pictures to 
explain a complex procedure or function 

dialog box part of the finder or application in which a 
user is expected to fill in blanks or check boxes for 
computer operations 

die-cut any shape cut from an overlappi ng page or fold 
to reveal the layer underneath 

digital convergence the merging of words and pictures 
into a computer (digital) format 

disk drive the slot at the front of a CPU where floppy 
disks can be inserted 

display ads rectangular space within a frame (usually) 
that contains a commercial message 

document another name for a print or screen media file 

documentary objective, non biased story, or picture 

dominant element what readers notice first in a layout 

dots per inch (dpi) term used to describe the amoum of 
resolution of a picture or print-out 

double-click two quick clicks of the mouse button 

double-truck a two-page facing spread not separated by 
a gutter 

download procedure that allows modem-connected 
(usually) software to be transferred to your computer 

drive a place where information is stored and accessed­
either an opening in the CPU where disks can be 
inserted or within the CPU itself (as the hard drive) 

drop cap enlarged letter at the beginning of a passage of 
text 

drop shadow black (usually) box offset behind an 
element such as text, artwork, and an infographics to 
give it depth 

drop-down menus commands along the top of the 
desktop or program that contain other commands 
or options 

editorial another word for news editorial 

element any word or picture in a graphic design 

EPS Encapsulated PostScript fiie, a type of picture fil e 
format 

Ethernet a communications protocol necessary for fast­
speed, direct access (without using a telephone 
modem) to the Internet 



exposure the degree a picture is light or dark 

fact box nonstatistical infographic in which highlights 
of a story are featured within a frame 

file computer document or program 

Finder term used to describe the Macintosh operating 
system's desktop 

finish the surface or coating on a paper 

folder an icon in the shape of a file folder that can 
contain fi les, programs, and other folders 

font all of the upper and lower case letters, numbers, 
and symbols for a particular typeface 

frame outside edge of a screen media (usually) or an 
infographic 

GIF Graphics Interchange Format, an image fi le format 

graphic design the combination of all the word and 
picture elements for print or screen media 

graphics another term for pictures 

grayed commands commands that are colored gray 
and cannot be activated given the current set of 
conditions 

gutter white space between two facing pages 

halftone doc-filled screen used to reproduce 
photographs for print media 

hard drive a device within a CPU in which the user can 
store and access large amounts of data 

hard-drive icon the 'box' icon usually at the top-right 
with its name under it for Macintosh systems. 

highlight reversed type or icons; commands, type, and 
desktop icons (hard drive, disk, and trash can icons) 
must be highligh ted to affect change 

HTML Hypertext Markup Language, the computer 
program language used for Web browsers such as 
Netscape 

HTTP Hypertext Transport Protocol, a command used 
with Web browsers that identifies a fi le for use on the 
World Wide Web 

hypertext part of interactive multimedia; allows users 
to link to ocher information sources 

icon symboLic line drawing (usually) that replaces a 
word description in a computer application 

Glossary 397 

informational graphic either a pictorial representation 
of numerical values, an arrangement of words and 
numbers in an organized manner, or a picture that 
aids in the understanding of complex verbal 
information 

infographic short for informational graphic 

interactive multimedia (IM) disk or CD-ROM 
presentation in which you can control what you see 
usually by buttons or hypertext 

Internet a worldwide, largely nonregulaced collection of 
computer networks 

italic type attribute in which letters are printed at a 
slight diagonal, often used for emphasis 

journalism profession that creates words and pictures 
for news editorial purposes 

JPEG Joint Photographic Expert Group, an image 
compression software mechanism 

kerning adjusting space between letters 

keyline outlines that indicate the posicion of words and 
picture elements on a page 

laser printer a device for making inexpensive computer­
designed print-outs 

layout another term for a graphic design, the way words 
and graphics are placed on the page 

leading space between lines of type 

left-side button for mice with two buttons, the one 
usually programmed to complete most of the tasks 
requi red of an application 

legibility how easy it is to see individual letters 

line art any high contrast drawing 

line chart statistical infographic that plots pointS from 
two sources linked by a line 

live-action motion picture chat uses real actors and 
scenes- not a cartoon 

I I · · al · c h. h · · ocator map nonstatls ttc tnLograp tc t at pmpomts a 
geographical location 

logo J line drawing (usually) that represents a company, 
idea or service 

log on to a phrase chat describes being connected to an 
on-line network 
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magazine multipage, usually content specific, 
publication 

magnetic disk recording and playback device for 
computer files 

memory storage capability of a computer or related 
device 

modem device that links a computer with a telephone 
line 

modular a graphic design system popular with 
newspaper publishers that divides stories and 
pictures into distinct rectangles 

MPEG Moving Picture Expert Group, a movie file format 

MS-DOS a software product of the Microsoft 
Corporation that is a text-based computer operating 
system 

multimedia any presentation that includes t\vo or more 
forms of presentation as in words and pictures 

networked interactive multimedia (NIM) IM 
connected with a modem or di rect computer link co 
access additional databases around the world 

news editorial journalistic, noncommercial display of 
words and pictures 

newsletter multi page, usual ly content specific, public 
relations related publication 

newspaper multi page, general imerest journalism 
related publication 

object-oriented image a high resolution, smooth 
images such as EPS, PICT, or WMF files 

operating system a software program that allows a 
computer to function 

optical drive usually refers to a removable disk or 
cartridge that can be used to store large fi les and can 
be taken to a service bureau for processing 

page one side of a sheet of paper or its representation 
on the computer 

permission legal requirement through agreement and 
payment (usually) allowing use of a picture or story 

photojournalism pictures designed for news editorial 
purposes 

pica unit of measurement used in design; about Y. of an 
inch 

PICT Picture File (PCT for Windows), a type of image file 
format 

pictograph column chart (usually) in which column 
bars are replaced by a picture that is related to the 
subject 

pictures all the nonverbal elements of a graphic design 

pie chart statistical in fographic reserved for percentages 
shaped as pie wedges 

piece another word for the graphic design 

pixel short for pictu re element-a single dot on a 
monitor 

pixelated when an image is enlarged so highly that 
individual pixels can be easily seen 

platen metal plate used by offset presses 

PNT Paine, a type of image file format 

point unit of measurement used for typefaces and 
design; 12 points per pica; approximately 72 point 
per inch 

pointer a program tool in the shape of an arrow 
(usually) that is used to select text or graphic 
elements 

post-production finishing activities after the major 
work on a project is completed 

PPP Poinr to Point Protocol, computer soft\vare that 
allows a di rect Internet connection through a dial-up 
telephone line 

pre-production planning sessions and activities before 
work on a project 

presentation graphics communication format 
intended for computer screens 

print media communication that uses text and images 
on paper 

program another word a computer software application 

proportion wheel device used to derive the percentage 
of en largemenr or reduction of a picture for 
publication 

public relations profession that uses persuasion 
techniques to get free coverage of events or services 
by a client 

publication any public communication method 
whether for print or screen media 



Quicklime a type of movie file format 

quote-out (or pull quote) brief part of a story set larger 
an in boldface type (usually) as a design element and 
for emphasis 

RAM Random Access Memory or the internal storage 
available in a computer for running programs 

readability how easy it is for words to be read 

registration marks used on color separations to ensure 
alignment of the colors or screens 

reverse type light colored type against a darker colored 
background 

ROM storage that is read only memory or cannot be 
altered 

rule thin (usually) line in a graphic design 

scrapbook a temporary storage location on a computer 

screen media communication that uses a screen such as 
motion pictures, television or computers 

screen another term for a transparent halftone 

select using the pointer tool to point to text or a 
graphic element 

serif an extension at the end of strokes of a letter 

service bureau business that offers computer and 
printing related activities at higher qualities than 
copy shops (usually) 

SLIP Serial Line Internet Protocol, computer software 
that allows a direct Internet connection through a 
dial-up telephone line 

snapshot quick picture with little planning and 
though t for formal aesthetic values 

software program a complex set of computer codes 
that cause an application to perform 

stand-alone a picture without a story accompaniment, 
a computer fi le that can run without the host 
development program, or a nonnetworked 
interactive multimedia program 

start-up disk a floppy d isk that contains basic Finder 
files so that a compu ter will operate 

substrate surface on which words and pictures are 
placed 

symmetrical balanced and equal layout or element 
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SyQuest cartridge peripheral device that acts like a 
portable hard-drive so you can take work to a service 
bureau 

System 6 or 7 a software product of Apple Computer 
that operates the computer 

TIFF Tagged [mage File Format, a type of image file 
format 

t-square ruler with a two-sided straight edge used to 
align words and picrures 

table nonstatistical infographic in which two sources of 
information are arranged in a logical and orderly way 

tabloid a newspaper format that resembles a magazine 

teleputer device that combines the features of a 
telephone, television, and computer 

trashcan icon icon where files are discarded and disks 
are ejected 

typeface a specific typographical style that encompasses 
a complete font of type 

typography the art and craft of using words in graphic 
designs 

upload to transfer software in your computer to some 
other modem-connected (usually) location 

URL Universal Resource Locator, a World Wide Web 
address 

voice-over spoken words heard while viewing a graphic 
design 

windows rectangular boxes seen on a desktop in which 
applications, folders and files can be viewed 

Windows a software program of the Microsoft 
Corporation that turns the text-based MS-DOS 
operating system into a graphical interface 

words all the verbal elements of a graphic design 
including audio 

World! Wide Web or WWW a subset of computer 
networks on the Internet known for their use of 
graphic elements and hypertext links 

X-Acto knife razor-sharp blade with a handle used to 
cut words and pictures from a print-out 

zero lock a program feature that allows a user to adjust 
the horizontal and vertical ruler starting points 



A 
Acrobat, 54 

Advertisements: creation, 157-164; 
design, 363- 64; ethical concerns, 
363- 64 

AIF sound fi les, 113-14,317 

AIFF sound fi les, 317,330 

Alignment typeface attribute, 350-5 1 

All-in-One Internet Search, 335 

America Online, 377 

Animating text, 108- 110 

Animation screen presenration concern, 
372 

AU sound files, 114,317 

Audio: fi les, 112-114, 317; networked 
interactive multimedia, and, 
330- 32; as a typeface attribu te, 
351- 52 

B 
Backgrounds, 46-53,321-23 

Balance design suggestion, 361- 62 

Binding, 381-82: fold, 381; spiral, 
38 1-82; staple, 381; veto, 381 -82 

Bitmapped images, 34, 125 

Blackletter typeface family, 346 

Blurring of advertising and news as 
ethical issue, 358 

BMP picture format, 125 

Bookmarks, 59,335 

Brochures: creation, 165-78; design, 
364-65 

c 
CD-ROM, 354, 373 

Changing picture formats, 144 

Chart: creation, 259- 65; exercise, 385 

Clip art, 325, 354-55, 371 

Clipboard, 125 

Closing a file, 64-65 

CMYK color, 34, 61, 63- 64,88, 92, 131 

Coating of paper, 3 78 

Color: concerns, 375-76; images, 124; 
paper, 378; power of, 375; problems 
with, 376; as a typeface attribute, 
349; spot, 375; uses of, 376 

Coloring: Graphics, 131- 33; Te,t, 88-94 

Column size typeface attribute, BSO 
. I . 

Columns: creanng and, 74- 79; rrovmg 
and, 79- 82; sizing and, 79-82 

Comps for printers, 381 \ 

Computer basics exercise, 384 

Computers and graphics cools, 353 

Contrast design suggestion, 361 

Copying fi les, 8 

Index 

Corel Draw: closing a fi le, 64-65; 
coloring graphics, 131; coloring 
text, 91; columns, creating, 76- 77; 
column s, moving, 79; columns, 
sizing, 79; correcting typographical 
errors, 82; creating graphics, 
116-17; creating a new fi le, 34; 
creating a new page, frame, or card, 
39; creating text, 67; cropping 
graphics, 139; deleting graphics, 
143-44; deleting text, 94- 95; 
desktop, 15, 18,25; diagram 
creation, 237-42; editing graphics, 
130- 31; font changes, making, 84; 
icon, 13; kerning, 101; leading, 
10 1; margins, creating, 96; 
menubar, 15; moving graphics, 
142- 43; opening an existing file, 
44-45; picture formats, 124-25, 
146, 384-85; placing or importing 
graphics, 128; placing or importing 
text, 74; printing a file, 60; printing 
color, 62- 64; program function 
and terminology, 14; quitting a 
program, 65; saving a file, 53-54; 
sizing graphics, 140-41; spell 
checking, 105-107; starting a 
program, 33; tabs, creating, 98; 
toolbox, 25; using master pages, 
layers, or backgrounds, 49; using 
the undo command, 46; using the 
zero lock, 45- 46; viewing options, 
30; work area, 18 
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Correcting typographical errors, 82 

CRD picture format, 125 

Creating: Graphics, 115- 24; New File, 
34- 38; New Page, Frame, or Card, 
39- 4 1; Text, 67- 72 

Cropping Graphics, 138- 40 

D 
Darkrooms, 356 

DejaNews Research Service, 335 

Deleting: Graphics, 143- 44; Text, 94-96 

Design considerations, 361 - 74 

Design suggestions, 371: balance, 
361 - 62; contrast, 361; rhythm, 362; 
unity, 362- 63 

Desktop: Corel Draw, 15, 18, 25; 
Director, 15, 21, 27; Excel, 15, 20, 
26; FreeHand, 15, 18, 25; 
HyperCard, 15, 22, 29; Illustrator, 
15, 19, 25; Lotus 1-2-3, 15, 20, 26; 
Netscape, 15, 23, 29; PageMaker, 
15, 17, 24; Persuasion, 15, 21, 
27-28; Photoshop, 15, 19, 25- 26; 
PowerPoint, 15, 22, 28- 29; 
QuarkXPress, 15, 17, 24; Word, 
15- 16, 23; WordPerfect, 15-16,24 

Diagram creation, 237- 252 

Digital photography, 353 

Director: an imating text, 108-109; 
closing a file, 64-65; coloring 
graphics, 132; coloring text, 93- 94; 
columns, creating, 78; columns, 
moving, 82; columns, sizing, 82; 
correcting typographical errors, 82; 
creating graphics, 123; creating a 
new file, 34; creating a new page, 
frame, or card, 40; creating text, 
68- 71; deleting graphics, 143-44; 
deleting text, 94-96; desktop, 15, 
21, 27; editing graphics, 130- 31; 
font changes, making, 85; 
hypertext links, creating, 109; icon, 
13; imaging controls, 136-37; 
menu bar, 15; moving graphics, 
143; narration, creating, 112- 13; 
opening an existing file, 44- 45; 
picture formats, 124- 25; placi ng or 
importing graphics, 129; printing a 
file, 61; printing color, 62- 64; 
program function and 
terminology, 14; quitting a 
program, 65; running screen 

presentations, 57; saving a file, 
53-56; screen presentation 
creation, 267-82; sizing graphics, 
142; starring a program, 33; 
toolbox, 27; transitioning between 
frames, 41, 43; using master pages, 
layers, or backgrounds, 50-51; 
using the undo command, 46; 
viewing options, 31- 32; work area, 
21 

Disks: Macintosh, 145, PC, 145 

DOS Mounter, 145, 383 

Dots per inch (dpi), 145, 354, 380, 383 

Drop caps, creating, 102- 103 

E 
E-mail for networked interactive 

multimedia, 338-39 

Editing graphics, 130- 31 

Environmental concerns of paper, 379 

EPS (Encapsulated PostScript), 54, 
124-25, 128, 130,384-85 

Equipment screen presentation concern, 
372 

Ethical concerns of advertisers, 363- 64 

Ethical issues of pictures, 357-60: 
blurring of advertising and news, 
358; negative stereotypes, 358; 
picture manipulations, 358; rights 
to privacy, 358; victims of violence, 
358 

Excel: chart creation, 259- 62; closing a 
file , 64-65; coloring graphics, 
131- 32; coloring text, 92- 93; 
columns, creating, 78; columns, 
moving, 81; columns, sizing, 81; 
correcting typographical errors, 82; 
creating graphics, 120- 23; creating 
a new file, 34; creating text, 68- 69; 
deleting graphics, 143- 44; deleting 
text, 94- 95; desktop, 15, 20, 26; 
editing graphics, 130- 31; fonr 
changes, making, 82-83; icon, 13; 
menu bar, 15; moving graphics, 
142- 43; opening an existing file , 
44- 45; picture formats, 124-25; 
placing or importing graphics, 129; 
priming a file, 60; printing color, 
62- 64; program function and 
terminology, 14; quitting a 
program, 65; saving a fi le, 54; sizing 
graphics, 140- 41; spell checking, 

I 05- 107; s tarting a program, 33; 
toolbox, 26; using the undo 
command, 46; viewing options, 28; 
work area, 20 

Exercises, 383-86: chart, 385; computer 
basics, 384; fact box, 385; in-depth 
design, 385- 86; informational 
graphics, 384- 85; logo, 384; map, 
385; one page layout, 384; picture 
manipulations, 384; table, 385; 
typography, 384 

Exiting a program, 65 

F 
Fact box exercise, 385 

Finding files, 6-7 

Fold bindings, 381 

Font: changes, 82-86; as a typeface 
attribute, 350 

For position only, 145- 46 

Format for networked interactive 
multimedia, 318 

Formarring disks, 4-5 

FreeHand: closing a fi le, 64-65; coloring 
graphics, 131; coloring text, 91 - 92; 
columns, creating, 75; columns, 
moving, 80-81; columns, sizing, 
80-81; correcting typographical 
errors, 82; creating graphics, 
116- 18; creating a new file, 34; 
creating a new page, frame, or card, 
40; creating text, 67- 68; cropping 
graphics, 140; deleting graphics, 
143-44; deleting text, 94-95; 
desktop, 15, 18, 25; diagram 
creation, 242-47; editing graphics, 
130- 3 1; font changes, making, 84; 
icon, 13; kerning, 101; leading, 101: 
margins, creating, 96; menu bar, 15; 
moving graphics, 142-43; opening 
an existing file , 44- 45; picture 
formats, 124-25; placing or 
importing graphics, 128; placing or 
importing text, 72-73; printing a 
file, 60; printing color, 62-64; 
program function and 
terminology, 14; quitting a 
program, 65; saving a file, 54--55; 
sizing graphics, 140-41; starting a 
program, 33; tabs, creating, 98; 
toolbox, 25; using master pages, 
layers, or backgrounds, 50; using 



G 

the undo command, 46; using the 
zero lock, 45-46; viewing options, 
30; work area, 18; wrapping text, 
104-105 

GIF (Graphics Inrerchange Format), 
124- 25, 317, 328 

Grade of paper, 378-79 

Graphical interface, 3 

Graphics: coloring and, 131-33; 
creating and, 115- 24; cropping 
and, 138- 40; deleting and, 143-44; 
editing and, 130- 31; imaging 
controls and, 133- 37; moving and, 
142-43; networked interactive 
multimedia, 321 - 30; picture 
formats and, 124- 25, 144; placing 
or importing and, 126- 30; 
scanning and, 124; sizing and, 
140- 42; working with, 115-44 

Gravure presses, 380 

Grayscale images, 34, 61 , 124, 133, 328 

Greeking text, 28-29 

Gutenberg, johannes, 345-46 

H 
Hard drive opening, 4 

He-xadecimal equivalenrs, 321, 323 

Hoefler, jonathan, 345 

Home page, 33, 59, 3 17, 328, 339, 34 1: 
creation, 339- 41 

HTML (Hypertext Markup Language), 
14- 15, 41, 44-45, 57, 59, 111-12, 
114,317- 18,325,338,341 

HTML Assistant, 318 

HTML command language: audio, 
330- 32; backgrounds, 321 - 23; e­
mail, 338- 39; format, 318; 
graphics, 321- 30; home page 
creation, 339-41; icons, 325- 28; 
images, 328-30; li nks, 335- 38; 
rules, 324- 25; rabies, 332-35; text, 
319-21; text colors, 32 1- 24 

HTML editors, 318 

HTTP (Hypertext T ransport Protocol), 
14,328 

HyperCard clip art, 125 

HyperCard: closing a fi le, 64- 65; 
coloring graphics, 133; coloring 
rexr, 94- 95; columns, creating, 
78-79; columns, moving, 82; 
columns, sizing, 82; correcting 
typographical errors, 82-83; 
creating graph ics, 124; creating a 
new file, 34, 37-38; creating a new 
page, frame, or card, 40-41; 
creating text, 7 1- 72; deleting 
graphics, 143- 44; deleting rcxt, 
94- 96; desktop, 15, 22, 29; ed iting 
graphics, 130- 31; font changes, 
making, 86; hypertext links, 
creating, 109-111; icon, 14; 
kerning, 101; leading, 101; 
menu bar, 15; moving graphics, 
143; narration, creating, 113- 14; 
opening an existing file, 44-45; 
picture formats, 124- 25; placing or 
importing graphics, 130; printing a 
fi le, 62; printing color, 62- 64; 
program function and 
terminology, 14; quitting a 
program, 65; running screen 
presenrations, 58-59; saving a fi le, 
56-57; sizing graphics, 142; 
starring a program, 33; toolbox, 29; 
rransitioning between frames, 44; 
using master pages, layers, or 
backgrounds, 53; using the undo 
command, 46; work area, 22 

Hypertext, 14, 335-36,373: links, 
making, 109-112 

Icons for net\vorked interactive 
multimedia, 325- 28 

nlusrrator: closing a file, 64- 65; coloring 
graphics, 131; coloring texr, 92; 
columns, creating, 77- 78; columns, 
moving, 8 1; columns, sizing, 81; 
correcting typographical ertors, 82; 
creating graphics, 118- 19; c eating 
a new file, 34; creating text, 7; 
deleting graphics, 143- 44; deleting 
rexr, 94-95; desktop, 15, 19,125; 
diagram creation, 247- 52; editing 
graphics, 130- 31; fonr changes, 
making, 84- 85; icon, 13; kerning, 
101; leading, 10 1; menubar, 15; 
moving graphics, 142-43; openi ng 
an existing fi le, 44- 45; picture 
f01·mats, 124- 25, 146, 384-85; 

Index 403 

placing or importing graphics, 
128- 29; placing or importing rexr, 
74; printing a fi le, 60; priming 
color, 62-64; program function 
and terminology, 14; qu irring a 
program, 65; saving a file, 54- 55; 
spell checking, 105-108; sizing 
graphics, 141; starting a program, 
33; toolbox, 25; using master pages, 
layers, or backgrounds, 50; using 
the undo command, 46; using rhe 
zero lock, 45- 46; viewing options, 
30- 3 1; work area, 19; wrapping 
text, 105 

Images for net\vorked inreracrive 
multimedia, 328- 30 

Imaging conrrols, 133-37 

In-depth design exercise, 385-86 

Industrial Revolution, 347- 48 

Infographics, 353 

Info rmation superhighway, 317 

In formational graphics, 332,357-58: 
exercises, 384-85 

Interactive multimedia (IM), 371 

Internet, 14, 45, 321, 328 

J 
JPEG Ooint Photographic Experts 

Group), 125, 3 17, 328 

K 
Kerning, 98- 102 

Kodak CMS Photo CD, 125 

L 
Laser presses, 380 

Layers, 46- 53 

Leading, 98-102 

Letterpress presses, 380 

Line art, 124 

Line screens, 380-81 

Links for net\vorked interactive 
multimedia, 335- 38 

LISTWebber, 335 

Logo exercise, 384 

Lotus 1-2-3: chart creation, 263-65; 
closing a fi le, 64-65; coloring 
graphics, 132; colo ring text, 92- 93; 
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columns, creating, 78; columns, 
moving, 81 -82; columns, sizing, 
81- 82; correcting typographical 
errors, 82; creating graphics, 
120-23; creating a new fi le, 34; 
creating text, 68-69; deleting 
graphics, 143-44; deleting text, 
94- 95; desktop, 15,20, 26;editing 
graphics, 130-3 1; font changes, 
making, 85; icon, 13; menubar, 15; 
moving graphics, 142-43; opening 
an existing file, 44-45; picture 
formats, 124- 25; placing or 
importing graphics, 129; placing or 
importing text, 74-75; printing a 
file, 60; printing color, 62-64; 
program function and 
terminology, 14; qu itting a 
program, 65; saving a file, 53-54; 
sizing graphics, 140-41; starting a 
program, 33; toolbox, 26; using the 
undo command, 46; work area, 20 

Lycos, 335 

M 
Macintosh, 3- 11, 318: copying a file, 8; 

disks, 145, 383; fi le format, 317, 
341; find ing a fi le, 6; fo rmatting a 
disk, 4; menu bar, 5; saving files, 
53-54; opening, 4; printing 
problem, 10; starting, 3; turning off 
computer, 10; viewing scrapbook, 
8; viewing fi les, S- 6 

MacLinkPlus, 145, 383 

MacPaint image file, 130 

Magazine: creation, 179- 98; design, 
365- 66 

Map exercise, 385 

Margins, creating, 96 

Master pages, 46-53 

Menubars, 5: CorelDraw, 15; Director, 
15; Excel, 15; FreeHand, 15; 
HyperCard, 15; Illustrator, 15; 
Lotus 1-2-3, IS; Netscape, 15; 
PageMaker, IS; Persuasion, 15; 
Phoroshop, IS; PowerPoint, 15; 
QuarkXPress, 15; Word, 15; 
WordPerfect , 15 

Microsoft clip art, 125, 129 

Miscellaneous typeface family, 347 

Mosaic, 14 

Mouse, using, 3- 4 

MOV (Movie), 125 

Movies for networked interactive 
multimedia, 328, 330 

Moving graphics, 142-43 

MPEG (Moving Photographic ExpertS 
Group), 125, 3 17 

MS-DOS,3 

N 
Napoleon, 348 

Narration, creating, 112-14 

Negacive stereotypes as ethical issue, 
358 

Netscape: 317,321,328, 335,341, 373; 
audio, 330-32; backgrounds, 
321- 23; closing a fi le, 64- 65; 
coloring graphics, 133; coloring 
text, 94; creating graphics, 124; 
creating a new fi le, 34; creating a 
new page, frame, or card, 40-41 ; 
creating rexr, 72, 319- 24; desktop, 
15, 23, 29; e-mail, 338-39; font 
changes, making, 86; format, 318; 
graphics, 321- 30; home page 
creation, 339- 41; hypertext Links, 
creating, 111- 12; icon, 14; icons, 
325-28; images, 328-30; Links, 
335-38; menubar, 15; moving 
graphics, 143; narration, creating, 
114; opening an existing file, 
44-45; picture formats, 124-25; 
placing or importing graphics, 130; 
printing a file, 60; printing color, 
62-64; program function and 
terminology, 14- 15; quitting a 
program, 65; rules, 324-25; 
running screen presentations, 
59- 60; saving a fi le, 57; sizing 
graphics, 142; starting a program, 
33- 34; tables, 332-35; toolbox, 29; 
using rhe undo command, 46; 
work area, 21 

Networked interactive multimedia 
{NlM), 371: audio, 330-32; 
backgrounds, 321-23; creation, 
3 17- 41; design, 373; e-mail, 
338- 39; format, 318; graphics, 
321-30; home page creacion, 
339-41; icons, 325-28; images, 
328- 30; links, 335- 38; rules, 

324-25; rabies, 332- 35; text, 
3 19-2 1; text colors, 321- 24 

Netv Yo1·k Times, 377 

Newsletter: creation, 199- 2 18; design, 
366-69 

Newspaper: creation, 219- 36; design, 
369- 70 

0 
Object-oriented images, 125 

Offset presses, 380 

On-line newspapers, 335-36 

One page layout exercise, 384 

Opening an existing fi le, 44-45 

Operating systems, 3 

p 
PageMaker, 318: advertisement creation, 

157-60; brochure creation, 165- 70; 
closing a fi le, 64-65; coloring 
graphics, 131; coloring text, 88-89; 
columns, creating, 75- 76; columns, 
moving, 79; columns, sizing, 79; 
correcting typographical errors, 82; 
creating graphics, 116; creating a 
new fi le, 34; creating a new page, 
frame, or card, 39; creating rext, 67; 
cropping graphics, 138; deleting 
graphics, 143-44; deleting rexr, 
94-95; desktop, 15, 17, 24; drop 
caps, creating, 102- 103; editing 
graphics, 130- 3 1; font changes, 
making, 84; icon, 13; imaging 
controls, 133-34; kerning, 100; 
leading, 100; magazine creation, 
179- 87; menubar, 15; newsletter 
creation, 199- 208; newspaper 
creation, 219- 26; opening an 
existing fi le, 44- 45; picture 
formats, 124-25, 146, 384; placing 
or importing graphics, 126; placing 
or importing rexr, 72-73; 
PostScript files and, 380; priming a 
fi le, 60-6 1; priming color, 62-64; 
program fu nction and 
terminology, 14; quitting a 
program, 65; saving a fi le, 53-54; 
sizing graphics, 140-41; spell 
checking, 105- 107; starring a 
program, 33; tabs, creating, 96- 97; 
text styles, creating, 86-87; toolbox, 
24; using master pages, layers, o r 



backgrounds, 47; using the undo 
command, 46; using rhe zero lock, 
45-46; viewing options, 30; work 
area, 17; wrapping text, 104 

Paik, NamJune, 382 

Pan tone Matching System (PMS), 
91 -92, 376 

Paper, 377- 79: coating, 378; color, 378; 
environmental concerns, 379; 
grade, 378-79; weight, 378 

PC disks, 145, 383 

PCT (Picture), 124-25, 146, 384 

Persuasion clip arr, 125 

Persuasion: animating texr, 108- 109; 
closing a file, 64-65; coloring 
graphics, 132; coloring text, 94; 
columns, moving, 82; correcting 
typographical errors, 82; creating 
graphics, 123; creating a new file , 
34, 36; creating a new page, frame, 
or card, 40-41; creating rext, 71; 
cropping graphics, 138; deleting 
text, 94-95; desktop, 15, 21, 27-28; 
editing graphics, 130-31; font 
changes, making, 82-83; icon, 13; 
kerning, 101; leading, 101; 
menubar, 15; moving graphics, 
142-43; opening an existing fi le, 
44-45; picture formats, 124-25; 
placing or importing graphics, 
129-30; placing or importing text, 
74- 75; printing a fi le, 61-62; 
printing color, 62- 64; program 
function and terminology, 14; 
quitting a program, 65; running 
screen presentations, 58; saving a 
file, 56-57; screen presentation 
creation, 282-90; sizing graphics, 
140- 41; spell checking, 105- 108; 
starring a program, 33; tabs, 
creating, 98; toolbox, 27-28; 
transitioning between frames, 
42- 43; using master pages, layers, 
or backgrounds, 51 -53; using the 
undo command, 46; using the zero 
lock, 45-46; viewing options, 32; 
work area, 21 

Phoroshop, 328, 356: dosing a file, 
64-65; coloring graphics, 131; 
coloring rexr, 92-93; columns, 
creating, 81; columns, moving, 81; 
columns, sizing, 81; correcting 
typographical errors, 82; creating 

graphics, 119- 20; creating a new 
file , 34-35; creating rext, 68; 
cropping graphics, 139; cropping 
graphics, 138; deleting text, 94- 96; 
desktop, 15, 19, 25-26; editing 
graphics, 130-31; icon, 13; imaging 
controls, 134- 37; kerning, 101; 
lead ing, 101; menubar, 15; moving 
graphics, 143; opening an existing 
file, 44-45; picture formats, 
124-25, 144, 385; picture 
manipulation, 253-57; placing or 
importing graphics, 129; printing a 
file, 61; printing color, 62-64; 
program function and 
terminology, 14; quitting a 
program, 65; saving a file, 55; sizing 
graphics, 140-41; starting a 
program, 33; toolbox, 25-26; using 
master pages, layers, or 
backgrounds, 50- 51; using the 
undo command, 46; using the zero 
lock, 45-46; viewing options, 31; 
work area, 19; 

PICT (Picture), 54, 124-25, 130, 317 

Picture ethical issues, 357- 60: blurring 
of advertising and news, 358; 
negative stereotypes, 358; picture 
manipulations, 358; rights to 
privacy, 358; victims of violence, 
358 

Picture formats, 124- 25, 144, 317, 328, 
385: BMP, 125; clipboard, 125; 
CRD, 125; EPS, 54, 124- 25, 128, 
130, 384-85;GIF, 124-25; 
HyperCard clip art, 125;JPEG, 125, 
3 17, 328; Kodak CMS photo CD, 
125; MacPaint, 130; Microsoft clip 
art, 125, 129; MOV, 125; MPEG, 
125, 317; PCT, 124-25, 146, 384; 
Persuasion clip art, 125; PICT, 54, 
124-25, 130, 317; PNT, 125; 
QuickTime, 125, 129, 317; 
Scrapbook, 125, 129; TIF, 124- 25, 
128, 146, 384; TIFF, 1 24-25~ 
133-34, 146, 384; ~F, 125 

Picture manipulation, 354-56: creation, 
253- 57; effects, 356; ethical issue, 
358; exercise, 384 

Pictures: cropping and sizing, 356-57; 
elements of, 353; permissions, 354; 
power of, 353; selecting, 353; using, 
353- 60 

Pixelated images, 145 
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Placement: screen presentation concern, 
372; as a typeface attribute, 350 

Placing or importing: Graphics, 126-30; 
Text, 72- 75 

PNT (Paint}, 125 

Portable Document Format (PDF), 54 

PostScript files, 380 

PowerPoint: animating text, 108- 110; 
closing a file , 64- 65; coloring 
graphics, 132-33; coloring text, 
94-95; columns, moving, 82; 
correcting typographical errors, 82; 
creating graphics, 123; creating a 
new file, 34; creating a new page, 
frame, or card, 40-41; creating text, 
71; cropping graphics, 138; 
deleting text, 94-95; desktop, 15, 
22, 28-29; editing graphics, 
130-31; font changes, making, 
82- 83; icon, 13; menubar, 15; 
moving graphics, 142-43; opening 
an existing file, 44- 45; picture 
formats, 124-25; placing or 
importing graphics, 130; printing a 
file, 62; printing color, 62- 64; 
program function and 
terminology, 14; quitting a 
program, 65; running screen 
presentations, 58; saving a file, 
56- 57; screen presentation 
creation, 290-97; sizing graphics, 
140-41; spell checking, 105-107; 
starting a program, 33; tabs, 
creating, 98; toolbox, 28-29; 
transitioning between frames, 
43-44; using master pages, layers, 
or backgrounds, 52- 53; using the 
undo command, 46; viewing 
options, 28; work area, 22; 
wrapping text, l OS 

PPP (Point-to-Point Protocol), 14 

Presentation graphics design, 3 71-72 

Presses, 379-81: gravure, 380; laser, 380; 
letterpress, 380; offset, 3 79 

Printing: color and, 62-64; concerns, 
377-82; files, 60-62; problems, 
8- 10 

Process color, 375-76 

Program basics, 33-65: closing a file, 
64-65; creating a new file, 34-38; 
creating a new page, frame, or card, 
39-41; opening an existing file, 
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44-45; pri nting a file, 60-62; 
printing color, 62-64; quitting a 
program, 65; running screen 
presentations, 57-60; saving a file, 
53-57; starting a program, 33-34; 
transitioning between frames, 
41-44; using master pages, layers, 
or backgrounds, 46-53; using the 
undo command, 46; using rhe zero 
lock, 45- 46 

Program functions and terminology: 
CorelDraw, 14; Director, 14; Excel, 
14; FreeHand, 14; HyperCard, 14; 
Illusrracor, 14; Lotus 1-2-3, 14; 
Nerscape, 14--15; PageMaker, 14; 
Persuasion, 14; Photoshop, 14; 
PowerPoint, 14; QuarkXPress, 14; 
Word, 14; WordPerfect, 14 

Proof sheet, 354 

Q 
QuarkXPress: advertisement creation, 

160- 64; brochure creation 170-78· 
closing a fi le, 64- 65; colori~g ' 
graphics, 131; coloring rexr, 89-91; 
columns, creating, 76; columns, 
moving, 79-8 1; columns, sizing, 
79-8 1; correcting typographical 
errors, 82; creating graphics, 
116- 17; creating a new file, 34, 
36-37; creating a new page, frame, 
or card, 39; creating text, 67-68; 
cropping graphics, 138; cropping 
graphics, 138; deleting text, 94- 95; 
desktop, 15, 17, 24; drop caps, 
creating, 103; editing graphics, 
130-31; font changes making 84· 
icon, 13; imaging con,trols, 1 3~-3S; 
kerning, 100- 101; leading, 
100- 101; magazine creation, 
187-98; margins, creating, 96; 
menu bar, 15; moving graphics, 
143; newsletter creation, 209-218; 
newspaper creation, 226-36; 
opening an existing file, 44--45; 
picture formats, 124-25 146 384· 
placing or importing gr~phi~s, ' 
126-28; placing or importing rexr, 
73- 74; PostScript files and, 380; 
printing a file, 60- 61; printing 
color, 62- 64; program function 
and terminology, 14; quitting a 
program, 65; saving a file, 53-54; 
sizing graphics, 140-41; spell 

checking, 105- 107; s tarting a 
program, 33; tabs, creating, 97- 98; 
text styles, creating, 86-88; toolbox, 
24; using master pages, layers, or 
backgrounds, 47-49; using the 
undo command, 46; using the zero 
lock, 45-46; viewing options, 30; 
work area, 17; wrapping text, 
104- 105 

QuickTime, 125, 129,317 

Quitting a program, 65 

R 
Resolution, 380 

RGB color, 34, 61, 64, 92, 131, 328 

Rhythm design suggestion, 362 

Rich Text File (RTF), 54, 73 

Rights to privacy as ethical issue, 358 

Roman typeface fami ly, 346-47 

Rules (graphic element) for networked 
interactive multimedia, 324- 25 

Running screen presentations, 57- 60 

s 
Sans serif typeface family, 348 

Saving a file, 53-57 

SawySearch, 335 

Scanning pictures, 124 

Scrapbook, 125, 129 

Screen presentation concerns: 
animation, 372; equipment, 372; 
placement, 372; size, 372; time, 372 

Screen presentations: creation, 267- 98; 
design, 370-73 

Script typeface family, 347 

Search engines, 335 

Service bureaus, 380-81, 386 

Size: as a screen presentation concern, 
372; as a typeface attribute, 349 

Sizing graphics, 140-42 

SLIP (Serial Line Internet Protocol), 14 

SND sound fi les, 114, 3 17 

Sound files, 113- 14, 317 

SoundPro Edit, 330 

Spell checking, 105- 108 

Spiral bindings, 38 1-82 

Spot color, 88, 375 

Square serif typeface family, 348 

Stand-alone interactive multimedia 
design, 373 

Staple bind ings, 38 1 

Starring a program, 33-34 

SuperText, 318 

SyQuest drives, 145, 380, 383 

System 7.1 and beyond, 3-1 1: copying a 
file, 8; finding a fi le, 6; formatting a 
disk, 4; menu bar, 5; saving files, 
53- 54; opening, 4; printing 
problem, 10; starting, 3; turning off 
computer, 10; viewing scrapbook, 
8; viewing fi les, 5-6 

T 
Table: creation, 332; exercise, 385; for 

networked interactive multimedia, 
332-35 

Tabs, creating, 96-99 

Teleputer, 382 

Texc only filf:!s, 54, 73, 111, 317, 341 

Text: animating and, 108- 110; coloring 
and, 88-94, 321-24; columns, 
creating and, 74--79; columns, 
moving and, 79- 82; columns, 
sizing and, 79- 82; correcting 
typographical errors and, 82; 
creating and, 67-72; deleting and, 
94--96; drop caps, creating and, 
102- 103; font changes and, 82-86; 
hypertext links, and, 109- 112; 
kerning and, 98- 102; leading and, 
98- 102; margins, creating and, 96; 
narration, creating and, 112-14; for 
networked interactive multimedia, 
319- 21; placing or importing and, 
72- 75; spell checking and, 
105- 108; style creation, 86- 88; 
tabs, creating and, 96-99; text 
styles and, 86-88; working with, 
67 -1 14; wrapping and, 103- 105 

Three-dimensional effect, 332 

TIF {Tagged Image File), 124--25, 128, 
146,384 

TIFF (Tagged Image Fi le Format), 
124-25, 133-34, 146, 384 

Time screen presentation concern, 372 



Toolboxes: Corel Draw, 25; Director, 27; 
Excel, 26; FreeHand, 25; 
HyperCard, 29; lllustraror, 25; 
Locus I -2-3, 26; Netscape, 29; 
PageMakcr, 24; Persuasion, 27-28; 
Photos hop, 25-26; Power Point, 
28- 29; QuarkXPress, 24; Word, 23; 
WordPerfect, 24 

Transit ioning between frames, 41-44 

Turning off computer, 10- 11 

Turning on computer, 3 

Typeface attributes, 349-52: alignment, 
350-51; audio, 351-52; color, 349; 
column size, 350; font, 350; 
placement, 350; size, 349; white 
space, 35 1 

Typeface families, 345-47: blackletter, 
346; miscellaneous, 347; roman; 
346-47; sans serif, 348; script, 347; 
square seri f, 348 

Typography, 345- 52: exercise, 384 

u 
Undo command, 46 

Unity design suggestion, 362- 63 

UNIX computers, 54 

URL {Uniform Resource Locator), 45, 
3 17 

USA Today, 370 

v 
Vclo bindings, 381-82 

Victims of violence as ethical issue, 358 

Viewing options: Corel Draw, 30; 
Director, 31-32; Excel, 28; 
FreeHand, 30; HyperCard, IS; 
Illustrator, 30- 31; Lotus 1-2-3, 15; 
Netscape, J 4-15; PageMaker, 30; 
Persuasion, 32; Phoroshop, 31; 
PowerPoint, 28; Q uarkXPress, 30; 
Word, 28; WordPerfect, 28 

Viewing: clipboard, 8; files, 5- 6; 
scrapbook, 8 

w 
WAVsound files, J 13-14,317 

Web browsers, 321,328 

WebCrawler, 335 

Weight of paper, 378 

White space typeface attribute, 35 1 

Windows 3.1 and Windows 95, 3-J 1, 
318: copying a fi le, 8; file fo rmat, 
317, 341; finding a fi le, 7; 
fo rmatting a disk, 5; menu bar, 5; 
saving fi les, 53- 54; opening, 4; 
printing problem, 10; staning, 3; 
turning off computer, J 1; viewing 
cl ipboard, 8; viewing fi les, 5- 6 

WMF (Windows Meta File), 125 

Word processing creation, 147-56 

Word, 317-18: closing a file, 64-65; 
coloring graphics, 131; coloring 
text, 88-89; columns, creating, 
74- 75; columns, sizing, 79; 
correcting typographical errors, 82; 
creating graphics, 115- 16; creating 
a new file , 34; creating a new page, 
frame, or card, 39; creating text, 67; 
cropping graphics, 138; cropping 
graph ics, I 38; deleting text, 94- 95; 
desktop, 15- 16, 23; drop cap~, 
creating, I 02; editing graphics, 
130-31; font changes, making, 
82-83; icon, 13; kerning, 98-99; 
leading, 98-99; margins, creating, 
96; menubar, 15; moving graph ics, 
142- 43; opening an existing fi le, 
44- 45; picture formats, 124-25; 
placing or importing graphics, 126; 
placing or importing text, 72-73; 
printing a fi le, 60; printing color, 
62- 64; program function and 
terminology, 14; q uitting a 
program, 65; saving a file, 53-54; 
sizing graphics, 140-41; spell 
checking, 1 05-107; starting a 
progr:~m, 33; tabs, creating, 96-97; 
toolbox, 23; using the undo 
command, 46; viewing options, 28; 
word processing creation, 147- 52; 
work area, 16; wrapping text, 103 

WordPerfect, 317: closing a file, 64- 65; 
coloring graphics, 131; coloring 
text, 88-89; columns, creating, 75; 
columns, sizing, 79; correcting 
typographical errors, 82; creating 
graphics, 115- 16; creating a new 
file, 34; creating a new page, frame, 
or card, 39; creating text, 67; 
cropping graphics, 138; deleting 
text, 94- 95; deskrop, 15- 16, 24; 
editing graphics, 130- 31; font 
changes, making, 82-83; icon, 13; 
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kerning, 99-100; leading, 99-100; 
margins, creating, 96; menu bar, 15; 
moving graphics, 142-43; opening 
an existing file, 44- 45; picture 
formats, 124-25; placing or 
importing graphics, 126; placing or 
importing text, 72- 73; printing a 
fi le, 60; prim ing color, 62-64; 
program function and 
terminology, 14; quitting a 
program, 65; saving a fi le, 53-54; 
sizing graphics, 140- 4 J; spell 
checking, I 05-1 07; starting a 
program, 33; tabs, creating, 96-97; 
roolbox, 24; using the undo 
command, 46; viewing options, 28; 
word processing creation, 152-56; 
work area, 16; wrapping text, 103 

Words, using, 345-52 

Work areas: Corel Draw, 18; Director, 21; 
Excel, 20; FreeHand, 18; 
HyperCard, 22; Jl lustrator, 19; 
Lotus 1-2-3, 20; Netscape, 23; 
PageMakcr, 17; Persuasion, 21; 
Phoroshop, 19; Power Point, 22; 
QuarkXPress, 17; Word, 16; 
WordPerfect, 16 

World Wide Web (WWW), 14, 45, 59, 
317-18,325,328,330,336,338 

Wrapping text, 103- 105 

y 
Yal1oo, 335 

z 
Zero lock, 45-46 





CREATE EXCITING PUBLICATIONS AND VISUALS WITH 

Desktop Computing Workbobk! 

Now, you can create everything from dynamic advertising layouts to net­
worked interactive multimedia presentations on the Internet. It's easy with the 
step-by-step guidelines you'll find in this book. 

Author Paul Martin Lester details the operations of 15 compu er programs in 
Macintosh and Windows formats-including Microsoft Windows 95-and 
combines coverage of both computer program basics and de~ktop design 
aesthetics with practical workbook assignments. Designed to be used as a 
training and reference handbook you can use in school and in the working 
world, Desktop Computing Workbook is extensively illustrated with screen 
grab examples from the programs discussed: 

• CoreiDraw • Director • Excel 

• FreeHand • HyperCard • Illustrator 

• Lotus 1·2 ·3 • Netscape • PageMaker 

• Persuasion • Photoshop • PowerPoint 

• QuarkXPress • Word • WordPerfect 

Packed with tips to help you create eye-catching designs in all these 
programs, Desktop Computing Workbook is an essential tool for any 
design project. 


