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1
• First do this 

The first item is 

1• First do this 
• The first item is 

written, the designer decides that there is too much space after the 
third-level headings and that they need to be brought 2 points closer to 
the text that follows them. Without styles, someone would have to do a 
time-consuming, error-prone search through all the chapters for each 
third-level heading-probably a day's work on this book. With styles, 
however, we simply alter the definition of the heading 3 style in the 
master template-two minutes of work! (We'll consider the master 
template in detail soon.) 

This incredible flexibility is possible only if everyone who works 
with the files maintains the integrity of the style definitions within each 
document and follows the philosophy that each design element on the 
page has its own style (or styles) that produce it. 

An Example-Bulleted Lists and How-To Lists 
Let's take an example from this book, showing a right way and a 

wrong way to go about introducing a new design element. In this book 
we use two kinds of bulleted lists: those with bullets ( •) and those with 
arrows (n•) in front of the items in the lists. We call the second kind 
how-to lists because they contain instructions for how to do something 
in Word. 

The two kinds of lists are similar; both consist of outdented para­
graphs. Early in the design of the book, we were tempted to use the 
same style for the items in both kinds of lists. Perhaps we were feeling 
lazy, and it seemed like too much work to define a separate style for 
each. So we wrote chapter after chapter with a single style for both the 
bulleted and the how-to lists. 

Then the designer looked carefully at the bulleted lists and decided 
that they would look much better if the space between the bullet and 
the text were tightened up. Well, we learned the error of our ways, for 
when we redefined the bulleted-list style to move the text closer to the 
bullets, we discovered that arrows, because they are wider than bullets, 
didn't fit. The text following the arrows moved to the next tab setting, 
much too far away. 

To get things right, we had to do what we should have done in the 
first place -define a separate style for items in a how-to list and 
apply that style to all such paragraphs. Because we had written many 
chapters, we were faced with mind-numbing hours of work going 
through the documents, finding all how-to lists, and applying the new 
style. We might have been tempted to patch things up, say, by adding a 
tab setting at the place we would like the text to begin after the arrow. 
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Such a patch would have worked, and we could have gone on our 
merry way writing still more chapters in which the two kinds of lists 
had a single style. 

It wouldn't have been long, however, before someone would have 
recognized the need for another kind of change that would further 
differentiate bulleted lists from how-to lists. Perhaps the items in a 
bulleted list should be italicized or should have wider spaces between 
them, or their right indent should come in. At that point we would have 
had no choice but to bite the bullet and create the two styles, but the 
cost would have been a full day's work. 

So, as soon as you perceive that two design elements are different, 
define a style for each, even if, at the time, it seems that a single style 
will do for both. 

Keeping Flexible 
In addition to defining separate styles for separate design elements, 

there are some other things we should do to ensure that design changes 
remain easy to implement. 

The Master Template 
In Chapter 12, we discussed keeping a template of styles for a 

simple book. This template holds the official style definitions, page 
setup, sample headers ~nd footers, and some sample pages that show 
how each of the design elements is used. Such a template is convenient 
for a simple book and essential for a complex book with many design 
elements. Figure 18.6 shows a portion of the master template we used 
for this book. 

Anytime anyone involved in the project introduces a new style, that 
person should make sure the new style gets into the master template. 
When styles need modification, they should be modified in the master 
template. Probably one person will be in charge of maintaining the 
master template. When we wrote this book, one of the authors cared for 
the template, and all changes went through him. He had to make sure 
that others involved with the book had current versions of the template. 
When the book's designer began readying the chapters for final 
printing, she took charge of the template. 
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Figure 18.6 One spread from the master template for this book 

Using a master template lets you be sure that all the chapters have 
the same style definitions. Here is a checklist you would use before you 
begin work on a chapter, say, to prepare it for final printing. 

,., Import the style definitions from the template. See Chapter 12. 

,. Make sure that the Document dialog box for the chapter is identical 
to the one in the template. As we'll discuss below, one way to do 
that is with a macro. 

·• For each section in the chapter, make sure the Section dialog box 
has the same settings as those in the template. We're going to 
show you how to store section marks in a master glossary to 
facilitate this process. 
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1
• Compare the headers and footers in each section of the chapter 

with those in the template, making sure they are the same. Here 
again, the master glossary proves useful. 

,. Check the print preview to make sure everything came out ex­
actly-right. 

Organizing Large Style Sheets 
As the number of styles becomes large (the template for this book 

has over 50), keeping track of them all gets difficult. We found it useful 
to have a list of styles with comments about how to use them. A new 
person working on the book could use the list of styles as a reference. 
(You can use Word to print a list of styles with their definitions. With 
the Define Styles dialog box showing, select Print from the File menu.) 

Organizing styles in a hierarchy pays off even more when the 
number of styles is large than when it is small. Consider an example 
from this book. In the chapter template, six styles control the formatting 
of text and graphics that appear in the side bar. Five of these styles are 
based on the sixth and inherit their paragraph width (as set in the 
Position dialog box) from it. When the time came to change this width, 
we could do it by changing the width of the one parent style without 
having to redefine any of the other five styles. If the six styles had all 
been independent of one another, we would have had to go through the 
list of styles looking for those that should be changed. We would have 
certainly gotten it wrong at least once. 

Document Setup with Macros 
You can appreciate how easy Word makes maintaining consistent 

styles across chapters when you contrast that process to maintaining 
consistency in page and section setups. While you can import all the 
styles from the template into a chapter, you have to make any changes 
in page and section setups by hand. It's easy to make a mistake. 

A good practice is to make a printout of the template's Document 
and Section dialog boxes. If you are printing on an ImageWriter, you 
can do this directly with ~SHIFT -4 while the dialog box is showing. 
With a LaserWriter, you must first make a MacPaint document using 
~-SHIFf -3 and then print from within MacPaint or Super Paint. With the 
printouts in front of you, you can open up each chapter, check its page 
and section setups, and change whatever is necessary. 
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You have at your command two ways to automate the laborious 
process of changing Document and Section dialog boxes. A utility called 
MacroMaker comes with the Macintosh (Version 6.0 or later of the 
system software); a similar utility called AutoMac comes with Word. 
MacroMaker is the more intuitive of the two, while AutoMac is the 
more powerful. 

We don't have room in this book to go into detail about using a 
macro utility, but we'll sketch the idea in general terms. You install 
either of them once by placing its init files in the System Folder of your 
hard disk. Then, at any time, you are ready to record a new macro or 
play back a previously recorded macro. What is a macro? A macro is a 
series of keypresses and mouse-button pushes that have been stored in 
such a way that they can be played back any time you want. 

So, to make all the Document setups consistent, you would record a 
macro in which you open the Document dialog box for the master 
template, go through each field and type in the correct value, and 
finally close the dialog box. Then, when you are ready to work on a 
chapter, you play back the macro, and the exact same sequence of com­
mands will operate on it. When the macro has finished (and it will work 
much faster than you can), the Document dialog box for the chapter will 
be identical to the one for the master template. Macros are not 
everyone's cup of tea; using them is a bit like programming. But if you 
learn to use them, they can save a lot of time and headaches. 

The Master Glossary 
Just as a master template keeps track of style definitions for the 

project, a master glossary can keep track of words, phrases, paragraphs, 
graphics, tables, and other special formatting. The same person who is 
in charge of the master template can maintain the master glossary and 
distribute new versions of it along with the template. As each person 
working on the project receives a new version of the master glossary, he 
or she can merge it with the standard glossary using the Open command 
on the File menu while the Glossary window is open. 

We kept words we wanted to spell and format consistently such as 
11Post5cript" and 11Document menu" in our master glossary. This saved 
us time and errors as we were writing. 

We also kept templates of difficult formats in our glossary, an 
example of which is the paragraph with the hand next to it that we use 
to emphasize habits you should develop as you use Word. We format 
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this as a table and store a template for the table in our glossary. On the 
screen, with Show ~ on, the table looks like this: 

~·~·~·r~·:·fu~·~·i·:·ii;·~:·P~;~pi;·:·;iii~:·~·:·h·~·~·d~·:·~·~~:l 
I ~ a . one-row. table .. Both . cells . get. the . style.~ 
j • ~ soap. hand .. This . template . is . stored . in . the. I 
L. ........... J .. &.~.~~.~.!Y.:.~.~.~~~~:~~:~.~.~~.~.~:.~.!~:.~.!.!.P.:.~~~~ ... ~ .... J 
Headers and footers are a potential source of headaches in a multi­

file document, and a master glossary can help you keep things straight. 
Fortunately, many changes to headers and footers are made through 
the styles of their paragraphs, and these take care of themselves when 
you import the template styles. Changes that cannot be handled 
through styles-changing the wording or switching the position of the 
page number and chapter title, to take two examples-are tedious to 
make and ripe for screwups. For these, the safest method is to store 
templates for headers and footers in the master glossary, paste them 
into the individual files, and then make final changes, such as typing in 
the correct chapter name. Always check your work in print preview, 
because it's easy to get things wrong. We had a wrong chapter name for 
one chapter of this book up through the final page proofs! 

Section Marks in the Master Glossary 
Like the settings in the Document dialog box, the settings in Section 

dialog boxes need to be made consistent throughout the files for your 
project. You could accomplish this by hand or with macros, as we 
recommended for the Document dialog box. But the simplest method is 
to store the section mark as a glossary item. Here's how: 

,. Find the section mark for the desired section. It's the double 
dotted line at the end of the section. 

If your document has only one section, or if the section you want 
is the last in the document, you'll have to create a dummy section 
at the end of the document. Position the cursor there and type 
#-ENTER. 

,. Select the section mark by clicking with the mouse pointer from 
the selection bar. 
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• Bring up the Glossary dialog box and click on the Define button. 
Figure 18.7 shows what you should see. 

• Now open one of the project files and select the section mark in it 
corresponding to the one you pasted in the glossary (creating a 
new end section if necessary). 

• Bring up the Glossary dialog box and select the item for the section 
mark. Press the Insert button. 

If, at any time during the defining or inserting of this section 
mark, you get a dialog box asking if it is OK to use the Normal 
style instead of copying styles, you can press Yes. 

Recall that you can also use the ~-BACKSPACE shortcut for insert­
ing glossary items, and you can even install a glossary item on the Work 
menu (see Chapter 4). 

---- -~ - -~ --- -
------ ~---~~=============G=Io=s=s=ar=y======~~~~~ 

•For.Mo~.OH. n Insert JJ 
topic.-. whereGI [Define) 

(Cancel J 

0 

Figure 18.7: A section mark at the end of the book template has been defined as a 
glossary item named book section mark, ready for pasting into 
individ11al chapters. 

Why Changing Margins Can Be a Big Deal 
It pays to get the page margins and gutters correct from the start. 

Many tab settings and graphics depend on the margins in ways that 
Word won't adjust automatically when you change the margins. Con­
sider the page numbers at the top of this book's odd-numbered pages. 
They are positioned by a right tab on top of the right indent. When we 
changed the margins, the right indent moved, but the tab setting in the 
odd header stayed in the same place. We were forced to change every 
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tab setting that was supposed to remain a fixed distance from the right 
page boundary. 

You generally enlarge or reduce graphics so that they fit snugly 
within their column. But if you change margins, the width of columns 
changes and the graphics may no longer fit. You have to go through 
your document looking for graphics that are now too wide for their 
column or that now need enlargement to fill the space. 

Character Styles 
Finally, think about character styles. We don't mean the character 

style that you set for an entire paragraph using a style definition, but 
those that you apply to characters within a paragraph. Let's take an 
example. We wrote two-thirds of the first edition using the Chicago 
font to refer to words and phrases that appear on the Macintosh screen, 
such as menu commands and dialog box names. The book designer 
decided that Helvetica Narrow Bold would be a better choice. 

Unfortunately, Word doesn't provide a style sheet for character 
formatting to supplement the style sheet for paragraph formatting. If it 
did, we could have identified the formatting of menu commands with a 
name, such as program font. Then, when we made the decision to change 
from Chicago to Helvetica Narrow Bold, we could have changed the 
definition of program font, and the changes would have been made 
automatically. 

What can you do in lieu of such a style sheet? You can make sure 
you apply some unique character formatting to the words or phrases in 
question. Then, if the formatting must be changed, you will at least be 
able to search for all the words that need changing. Imagine how much 
more difficult things would have been for us had we not used a 
different font (Chicago) for all the menu commands and dialog box 
names. At least we were able to go through each chapter using the 
3€-0PTION-R, 3€-0PTION-A, and 3€-A commands to search for each 
instance of Chicago and change it to Helvetica Narrow Bold. Later in 
this chapter we are going to discuss a faster and less error-prone way to 
make this kind of change. (See Chapter 11 for details on how to search 
for and change character styles.) 
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SBG, side bar graphic 
Normal + Space Before 
2 pt, Posttion: left rei. to 
Page, width 108 pt 

SBHTG, side bar how 
to graphic 
SBG, side bar graphic + 
Space Before 4 pt 

Two Formatting Issues 
As you can imagine, we made countless decisions having to do 

with formatting. Exactly what styles did we need? What styles should 
be based on which others? Out of the multiplicity of such problems in a 
large project, we'll look at two: the family of styles used to format how­
to lists, and the problem of page breaks (one more time). 

After that, we'll discuss production problems-problems having to 
do with getting the book printed the way we wanted-and how we 
dealt with producing the table of contents and index for this big project. 

A Family of Styles for How-To Lists 
We want to consider the family of styles that provide the for­

matting for a list of instructions (the kind with an arrow in front of each 
paragraph). Figure 18.8 shows a typical example of such a list along 
with style definitions for all the paragraphs. 

Let's asswne that you will bewoxl<ingon othez chemistxy aJticles 
by this authoz. Thezefoze you will benefit f:rom having a sepazate 
dictionazyfoz thatwozk- the thizd of the th1ee options. 

11• Choose How fzom the FRo menu. Immediately a new dictionazy, 
named "Usez 2/' appeals in the list of open dictionuies. (,.N 
will nDt wo:rk as a kayboazd sho:rtcut because Wo:rd will 
intezpzet it as pushing the Ho Chango button,) 

.. You must tell Wozd that you wish to add wozds to the new 
dictionazy, not Use:rt. Do this by clicking on '"Use1 2 ,"' 

11• Click on the +button. The wozd appeazs as the fizst and only 
item in the list on the left. 

11• Click on the Contfnllc Chcclc button. The spell ins; checke:r will go 
on to find the ne1d ~.a"~zeco~ir:ed wo1d, .. PhD in the eNample 
doc~ment. 

~~ Pllobabl¥. "PhD" is a common enough abb:reviation that you 
would liJce to stoze it in the Usez 1 dictionazy, not the special 
pu:tpose Usu 2 dictionazy. To do so, click on "'Usez 1'" and then on 
the +button. 

para 
Normal + Indent: First .25in 

DHT1, delimit how to head 
HT, how to + Une Spacing -6 pt, 
Space Before 0 pt 

HT, how to 
para + lndent:Left 0.375in First -o.25in , 
Space Before: 4 pt 

DHT2, delimit how to tall 
Continue checking the doc~ment. You will find mo1e wolds that DHT1, delimit how to head+ 

axe spelled cozzectly but l.a'llecopr;ed by the fpelling checke1. ~ 
para 

Figure 18.8: A how-to list from Chapter 13 showing the styles used to delimit the list above and below and to format a list 
paragraph with a graphic beside it. 

Notice that the first paragraph in the list is a blank paragraph with 
the style DHT1, delimit how to head. Its purpose is to provide some space 
between the list and the paragraphs that come before. When such a list 
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immediately follows a figure caption or some other paragraph that has 
delimiting space built into it, we don't include the DHT1 paragraph. 
Similarly, the last paragraph in the list is another delimiter, this time 
with the style DHT2, delimit how to tall. At the moment, it has the same 
definition as DHT1, but that needn't always be the case. When the first 
paragraph following a how-to list has delimiting space built into it (as 
headings do, for example), we omit the DHT2 paragraph. 

Another thfug to notice is the way the styles depend on each other. 
Figure 18.9 shows this dependence graphically. 

Normal ---------para 
I 

HT, how to 
I 

DHT1, delimit how to head 
I 

DHT2, delimit how to tail 

SBG, side bar graphic 
I 

SBHTG, side bar how to graphic 

Figure 18.9: The hierarchy of styles used to create a how-to list 

Planning for Page Breaks 
The large figures and other graphics in this book made it hard to 

get the text on the pages to come out evenly. We had to move things 
around just before printing. With help, however, Word handles most 
page breaks perfectly. Here's how to handle some common problems: 

• Widow control-In the Document dialog box, the Widow Control 
option tells Word never to leave a single line of a multiline 
paragraph by itself at the bottom of a page (orphan) or at the top 
of a page (widow). Widows and orphans are confusing to the 
reader and are signs of poor layout, so tum this option on. 

• Headings-These are formatted with styles heading 2, heading 3, 
and heading 4 (the chapter title is heading 1), so that Word can use 
them to generate the table of contents. Giving them Keep With Next 
formatting guarantees that we won't find a heading stranded on 
the bottom of a page. 
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• Figures and captions-These must not be separated from each 
other. Furthermore, if the captions have more than one line, the 
lines must be kept together. We format the figures with Keep With 
Next and the captions with Keep Lines Together. Figures and cap­
tions may have to be moved, reduced, or enlarged to get the 
bottoms of the text on each page to come out within some prede­
termined distance of the bottom of the page. (For this book, the 
designer decided that one inch was a reasonable amount of slop.) 

Production Notes 
So far, we have talked in general terms about considerations and 

problems that.come up in large projects and have discussed two solu­
tions we used for common formatting problems. We now turn to partic­
ular techniques that have proved useful in the writing and layout of 
this book. We'll look at how the process of photo-offset printing affects 
the way you think about positioning the page on the paper. 

This book was printed using a process called photo-offset litho­
graphy. The originals that came out of the L300 imagesetter were 
photographed, and the film images were used to expose specially 
prepared metal plates. These plates served as the actual masters during 
printing. 

Why have we brought this up? Does whether printing is done on 
an office copy machine or a fancy photo-offset press affect the layout? 
In one way, yes-it affects how we should position the pages on the 
paper. And that, in turn, affects how we set up the fundamental 
structure of the book in the Document dialog box. 

Small Pages on Large Paper-Registration Marks 
The pages of this book are 7t;2 by 9 inches. We have already dealt 

with how to compute the margins for a similar situation in Chapter 12, 
when we discussed printing the small pages of a book on letter-size 
paper. But for this book we have an extra complication-we want to 
provide registration marks for the camera to line up on when it produces 
the master plates. (PostScript will produce these marks for us in the 
next section.) Recalling that the printer cannot print within about 
3/s inch of the page edge, we see that we have to center the page 
carefully on the paper to have enough room for these marks. Refer back 
to the template in Figure 18.1. 
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The net result of centering the small page on the larger paper is that 
we have to allow an extra inch on the top and bottom as well as an 
extra half inch on the left and right for the margins. 

Making Registration Marks in PostScript 
We use PostScript to draw registration marks on the master pages. 

Since every page gets these marks, we put the PostScript code in the 
headers. If there is more than one section, it appears in the header for 
each section. If a section has a special header for the first page, the same 
code goes in that header, too. This isn't as onerous as it sounds, because 
we put it all in the chapter template, and we keep a copy in the master 
glossary. Since a new chapter is begun by duplicating the template, it 
automatically gets all the correct PostScript. (Of course that means you 
have to be thinking about registration marks right from the beginning. 
If you don't deal with them, someone will have to add the code to the 
header in every section of every chapter.) 

Listing 18.1 shows the actual PostScript code for drawing the 
registration marks. You can see that it specifies drawing on the whole 
page and defines variables to hold the relevant page coordinates. Then 
it defines the procedure regX to set a mark at the current location. In 
the last part of the code, after setting the line width to something very 
thin, the regX procedure is called once for each mark. Finally, the 
stroke command actually draws the marks. 

Figure 18.10 shows how the registration marks are clipped off on 
the outside. Again, this is because the LaserWriter will not draw within 
about 3J8 inch of the edge of the paper. 

Bleeding to the Edge 
On the page facing the title page of most chapters in this book, the 

example documents extend all the way to the edge of the paper. When 
this happens, printers call it a bleed. To make something bleed, that is, 
extend to the paper edge, it must actually extend beyond the edge on 
the master copy so that small errors in cutting the paper will not show. 
Figure 18.10 shows what we mean. The artwork extends well beyond 
the edge of the page. 
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.page. % drawing relative to the entire page 
/inch (72 mul} def % function to convert points to inches 
/pagebottom 1 inch def % y coordinate of bottom reg marks 
/pagetop wp$y 1 inch sub def % y coordinate of top reg marks 
/ pageleft .5 inch def % x coordinate of left reg marks 
/pageright wp$x .5 inch sub def % x coordinate of right reg marks 
/regX ( % makes a reg mark at current position; 

% call is "size regX" , size in inches. 
/si ze exch inch def % the size of the mark in inches 
/half size 2 div def % half the size of the mark in inches 
0 half rmoveto % up to the top 
0 size neg rlineto % down to the bottom 
half half rmoveto % over to the right without drawing 
size neg 0 rlineto % over to the left 
} def 

.01 setlinewidth % a very thin line 
pageleft pagebottom moveto 
pageleft pagetop moveto 
pageright pagebottom moveto 
pageright pagetop moveto 
stroke 

.5 regX 

. 5 regX 

.5 regX 

. 5 regX 

% move to bottom-left , make the mark 
% similarly for top- left corner , etc . 

% actually draw all four marks 

Listing 18.1: PostScript to draw registration marks at the page corners 

-!-

t 

Figure 18.10 The artwork on pages facing the chapter title must extend beyond the 
edges of the page to insure a good bleed. 
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The pasteup for the chapter-art pages of this book, and thus the 
bleed, was done manually. But in cases where you want to use Word to 
do the bleed, a positioned object is a good candidate, because you can 
move it wherever you want on the page in print preview. 

Producing Camera-Ready Copy 
Finally, when all the editing is done and the page breaks have been 

adjusted properly, we print final page proofs on a LaserWriter. The 
pages are proofread, corrections are made, and new printouts are 
proofed again. At last everything, down to the last comma and graphic, 
has printed just the way we want. Each chapter has the correct starting 
page, as set in the Document dialog box. 

We're ready to take the files to the typesetter, who will print all the 
chapters at high resolution. Along with the files goes a final printout 
from the LaserWriter. The typesetter will use the printout to check the 
output of the L300. Everything should be in the same place, but of 
higher quality. 

The Table of Contents and the Index 
When the camera-ready copy has come back from the typesetter, 

the words are frozen on the page. It's time to put Word to work to 
produce a table of contents and an index. 

A Linked Chain of Files 
A table of contents or an index, by its very nature, contains infor­

mation about the entire book. As we discussed in Chapter 12, we have 
to help Word out by linking all the chapters together using the Next File 
button in each chapter's Document dialog box. We create a separate 
document for the table of contents and link it to Chapter 1. Similarly, 
another blank document, soon to be the index, gets linked to the final 
appendix. You can see what we mean by linking in Figure 18.11. 

The Table of Contents and the Figure List 
In this book the chapter titles are formatted in the heading 1 style, 

and the headings get styles heading 2 through heading 4. In Chapter 11, 
we saw how to use the Table of Contents ••• command on the Utilities menu 
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Contents F 
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Figure 18.11: All the chapters and appendices are linked together, beginning with the table of contents and ending with 
the index. 

to construct a complete table of contents for the book from these titles 
and headings. With only the table-of-contents document open in Word, 
we give the Table of Contents ••• command and watch Word go through 
each of the files gathering up the headings. Finally, the complete table 
of contents appears. 

Some books have a list of figures as well as a table of contents. 
Word can help produce that as well. Recall from Chapter 11 that you 
can place instructions for generating a table of contents as hidden text 
in the document. Each figure caption should have a hidden .C. in front 
of it. Then the Table of Contents ... command with the .C. Paragraphs option 
selected can produce a list of figures with the correct page numbers. 

The Index 
In Chapter 14 we dealt with the details of creating an index. Getting 

the index entries complete and consistent is no easy task. But once it's 
done, Word can produce the index with the Index ••• command on the 
Utilities menu. The result will go in the last of the linked chain of files. 

Unfortunately, there is a problem with large indexes. Word uses a 
fixed-size buffer to keep track of certain kinds of operations. Large 
indexes can force Word to run out of space in this buffer. The 
suggestion in our checklist about saving with Fast Save turned off helps 
prevent this from happening. If Word complains that it is running out 
of memory while creating your index, you will have to use the Index 
Characters From: To: option in the Index dialog box to break the index into 
two or more parts. 
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An Indexing Checklist 
It's surprisingly easy for things to go wrong when you make an 

index. Here is a checklist to help get it all right. 

• Make sure you are working with copies of the exact files that were 
used in printing. If changes were made during printing, you need 
to incorporate those changes in your files. 

• The LaserWriter must be the selected printer in the Chooser. 
• Each chapter should be repaginated forcibly using the Repaginate 

Now ... command on the Document menu. This will speed up Word 
during the building of contents· and index. 

• Making a large index pushes Word's memory limitations. The best 
you can do is to use Save As ... on each file with the Fast Save option 
turned off. Doing so frees up as much memory as possible for 
Word to use in constructing the index. 

• Put all the documents into a single Macintosh folder on your hard 
disk. Word will be able to locate them without having to ask you 
where they are. 

• Go ahead and make the index-possibly only a few letters at a 
time-and check the results carefully against the printed chapters! 

Changing Character 
Formatting with RTF Files 

In this chapter we discussed the problem of changing all occur­
rences of Chicago to Helvetica Narrow Bold, and we promised you a 
shortcut for doing this. A reasonably efficient way to solve this problem 
is to save each file in its Rich Text Fonnat (RTF) form. Figure 18.12 shows 
the box you can invoke by pressing the File Format... button in the 
Save As dialog box. 

In the RTF form, all the formatting commands, including font 
changes, are displayed with normal text using control words. For ex­
ample, the phrase 

The Section command appears on the Format menu. 
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comes out in an RTF file as 

The (\fO Section) command appears on the {\ fO Format) menu. 

\fO means "change to font zero," which happens to be Chicago, and 
the closing braces indicate that it's time to go back to whatever font was 
being used previously-in this case, Palatino. To accomplish the change 
from Chicago to Helvetica Narrow Bold, we first determined that 
\ b\ £15 (bold and font 15) was the desired control and then used Word's 
Change All command (see Figure 18.13). It took about fifteen minutes on 
a Mac Plus to convert the fonts in a typical chapter. Most of this was the 
time it took Word to convert the RTF file back to normal format, time 
we spent doing other things away from the computer. 

File Format-------..., 
0 Normal 
0TeHt Only 
0 TeHt Only with line Breaks 
Microsoft Word 

0 1.0 I Microsoft Works 
0 3.0 I Microsoft Write 
0 MS-DOS 

0 MacWrite 
® Interchange format (RTF) 

0 Default format for file 

Figure 18.12: The File Format ... options with RTF checked 

Change 

' OK D 
[ Cancel) 

Find What: I \fO 
~==~============~ 

Change To: Ll \_b_\f_l....!~--------' 
0 Whole Word 0 Match Upper/ Lowercase 

t Start Search D t: hi~IHJ•~ ( Change All ) (Cancel) 

Figure 18.13: The change from Chicago to Helvetica Narrow Bold 



Large Projects 473 

Customization Corner 
We did a lot of customizing of Word while we were writing this 

book in order to make our work easier. We put Paragraph Borders, Cell 
Borders, and Fractional Widths on the menu bar. We almost always used 
Smart Quotes, but since we occasionally needed to make them stupid, 
we put that command on the Edit menu. 

We added keyboard shortcuts to the commands we needed most, 
such as Position ... , Show Hidden Text, and Insert Index Entry. We also 
installed shortcuts for our most-used fonts, so that :t€-OPTION-SHIFf-B 
changed to Helvetica Narrow Bold, for example. 

Our Work menu was full of glossary items: the :t€-c ombination, 
headers, the gotcha graphic, a sample fraction, and the hand table we 
mentioned earlier. We also installed our master template (locked, of 
course!) and a separate file that served as a to-do list. 

An unexpected result of this extensive use of customization was to 
wish it were available in other programs. We could hardly have 
survived without it! 

For More on Various Topics 
Finding and changing character· styles-You can learn more about this 
in Chapter 11. 

Importing styles-You can learn how to import styles from a template 
document in Chapter 12. 

Indexing-We first prepared an index in Chapter 14. 

High-resolution printing-See Chapter 16 for a comparison of 
Linotronic and Laser Writer printing. 

Multiple files-We talk about handling multiple files for a single 
document in Chapter 12. 

Page size-In Chapter 12 we show how to think about laying out a 
page that is smaller than the print paper. 

PostScript-In Chapter 15 we draw a frame around the page, some­
thing similar to making registration marks. 

Table of contents-See Chapters 11 and 12 for the details of creating a 
table of contents. 

Widows-We show the effect of widow control on column breaks in 
Chapter 13. 



APPENDICES 
The two cops were there when I needed 
them. Manny was close behind. Morton 
Delgado was shackled and away before I 
could catch my breath. 

Manny took me by the shoulder and 
brought me around to my own office. He 
was carrying a brown paper bag. He 
reached in and pulled out a pair of Black 
Currant Calistogas, opened them both, 
and handed me one. I sipped. 

"Good to see you, Sergeant," I said. 

"Good work, detective. " 

"How did you manage to be here?" 

"We had Delgado figured for the murder 
when I called you at the pay phone, but 
we were waiting for the right time to 
pick him up. We thought he was safe in 
the crowd, but when he left, we followed 
him." 

"You had him figured? How?" 

"Three things. First of all, we couldn't 
see how anybody but Clara McConnell 
could have gotten into Markovsky's 
apartment while he was out. After we 
found the note in her car, it struck me 
to look at Victor's car." 

"Hide-a-key?" 

"Right. Second, a clerk at a specialty 
liquor store in North Oakland identified 
Delgado's picture as the man who 
bought a bottle of slivovitz but couldn't 
pronounce it. Third, the book Thompson 
sent Victor. If you'd read it carefully, you 
would have found Morton's M.O. for the 
stock scam. He'd been taken before; he 
was just learning from the burning. 
Until Victor got in the way." 

"I feel so stupid. I had him on my list of 
suspects this morning, but I just got 
caught up in Alice." 

"But you still figured him out. How did 
you do it?" 

I told him about the cookies and the 
newsletter. "But it was the note, really. 
Whoever made it doesn't understand the 
Mac. Victor does. Clara does. Alice wrote 
that manual; she does . And Chuck 
Hines, who scares me to death, wrote a 
proposal that shows that he does. n 

"What was it about the note that told 
you?" 

I showed him the two printouts I had 
made. "The problem has to do with font 
substitution," I said. He looked at me 
blankly. I handed him my mutilated copy 
of the book. "I think it's in an appendix. 
Read it. You'll learn something." 



APPENDIX A 

WHAT YOU NEED 
TO USE THIS BOOK 
This appendix will help you if you are preparing to 
use Microsoft Word on the Macintosh for the first 
time. We'll tell you what you need to have available 
to get going. If you have already been using Word, 
you are almost certainly set to go. If you are think­
ihg about purchasing a Mac, you will find some 
pointers here about what tradeoffs of equipment 
versus expense you should consider. 
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The Macintosh 
Word Version 4.0 will run on the 512KE Macintosh, but you'll be 

much happier with at least a megabyte of memory. More memory 
would be useful as you work through the chapters of this book that 
deal with graphics, because you might want to have both Word and a 
graphics program resident at the same time. Word takes advantage of 
all the computer memory you give it, and the more you give it, the 
faster it runs. 

The example documents we create in this book are not long, so it is 
possible to work with a minimum configuration of two BOOK drives, 
especially if you have trimmed your System file to remove unnecessary 
fonts and desk accessories. 

Word takes up a lot of disk space, however, so working with just 
BOOK of disk space leads to frustration. Life becomes much easier with 
two BOOK drives. And with a hard disk, you can really concentrate on 
your task instead of caring for your computer; besides, those annoying 
delays caused by the Mac reading from the disk are practically 
nonexistent. 

Keyboards 
There are four extant keyboards for the Macintosh (see Figure A.l). 

For the purposes of this book, few differences exist among them. We 
often refer to a key labeled BACKSPACE on the Macintosh Plus key­
board. This key is labeled DELETE on theSE keyboard and the extended 
keyboard. We occasionally refer to the four arrow keys; these are not 
present on the original Macintosh keyboard. 

Word offers many keyboard shortcuts that we do not mention in 
this book, some of which are not available on the original keyboard. In 
fact, it is possible to do everything in Word without using the mouse at 
all, but we don't recommend it. The keyboard shortcuts are generally 
more helpful if you are doing a lot of word processing than if you are 
doing desktop publishing. 

Printers 
Desktop publishing has grown up around laser printers, especially 

Apple's LaserWriter. In this book, we frequently discuss techniques 
that apply to printing on a laser printer, but not to printing on a dot­
matrix printer, such as Apple's Imagewriter. We doubt that you would 
have bought this book unless you have access to a laser printer, perhaps 
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Figure A.1: The layouts for three of the four Macintosh keyboards 

Finder System 
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LaserWriter 

at your local print shop. While you can learn a lot with just an Image­
writer, its maximum of 144-dots-per-inch resolution is just not 
acceptable for publishing. At the other extreme, we spend a little 
time in Chapter 16 talking about what it's like to use a 1270- or 
2540-dots-per-inch Linotronic printer, but we don't assume you have 
one in your back room. 

System Software 
Apple frequently updates its system software-the System, Finder, 

and LaserWriter files. Version 4.0 of Word works with System 3.2 and 
Finder 5.3; if you' re using a Mac SE or a Mac II, you need System 
Version 4.1 and Finder Version 6. But your best policy is to use the 
latest system software that will run with your Macintosh. As of this 
writing, the latest are System 6.0.3, Finder 6.1, and MultiFinder 6.0; they 
work with a Mac Plus, Mac SE, or Mac II. If you have a megabyte or 
more of memory, MultiFinder will make it possible to run other 
programs, especially graphics programs, concurrently with Word. 

Word 
Just as Apple updates its system software, Microsoft comes out 

with periodic updates and occasional major revisions of Word. The first 
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MacDraw 'kaoPaint 
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Word for the Mac was 1.05. While an adequate word processor for its 
time, Word 1.05 did not have sufficient power to do desktop pub­
lishing. This book has nothing to do with Word 1.05. 

Next came Word 3.0, a completely different piece of software. It 
was full of bugs-an embarrassment, really. Then there was 3.02, for 
which we wrote the first edition of this book. You can tell what version 
you have by selecting About Microsoft Word ••• from the • menu. 

We're using Word 4.0 for this edition. It works very well, even 
though there are still a few bugs and some awkwardly implemented 
features. Version 4.0 offers major improvements over 3.02. Read about 
them in your Word documentation and in Appendix F. 

Microsoft Word Uerslon 4.0 
Rpril 1 0, 1 989 

([ Help JJ 

(Cancel J 

0 1 987-1 989 Microsoft Corporation 

Graphics Software 
If desktop publishing became practical because of laser printers, it 

is the ability to integrate graphics and text that makes desktop 
publishing exciting and fun. Word lets you place graphics in your 
documents easily, once you get the hang of it. But you can't create 
graphics with Word; for that you need a graphics program. The 
grandparents of all Macintosh graphics programs are MacPaint and 
MacDraw. Either or both of these, or any of their many descendants, 
will work for trying out the graphics examples in this book. Microsoft 
has done us a great favor by bundling SuperPaint with Word. 

Paperware 
Besides this book, and an introductory book on Word if you want 

one, we recommend that you have Getting Started with Microsoft Word 
and the Reference to Microsoft Word (the thick one), both of which came 
with Microsoft Word, handy. Whenever you need a comprehensive 
explanation of one of Word's features, (for example, the function of 
every one of the parts of a dialog box) the Reference is the place to look. 
Remember to start with the index! 
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APPENDIXB 

BASIC WORD SKILLS 
To use this book, you should already understand 
the basics of Word. This appendix outlines what we 
think those basics are. You might check here if 
you're not sure about your basic skills and want to 
brush up, or if it seems that we're assuming you 
know something you don't. First we're going to 
describe basic Macintosh skills. Then we'll describe 
word processing skills such as moving the cursor, 
inserting text, selecting, using the clipboard, and 
imposing character formats. For those of you who 
have mastered the basics and can get around well 
in Word, we have included some timesaving tips in 
this appendix you might not be aware of. Check the 
section on selection especially.lf you're having 
trouble remembering keyboard shortcuts, be sure 
to keep handy the Quick Reference Guide that came 
with Word. 
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Basic Macintosh Skills 
In order to drive Word, you have to know how to do certain basic 

things on the Mac. We'll run through them very quickly. One thing to 
note is the language. The Macintosh came with its own vocabulary, 
which we'll use here and translate into English wherever necessary. 

Click, Double-Click, and Drag 
The mouse is the input device that most characterizes the Macin­

tosh. There are three mouse actions you need to understand in order to 
use this book. 

• To click (with the mouse button) means to press the mouse button 
down and release it without moving the mouse. A click is not over 
if the button is still down. When we tell you to click on an icon, 
point at it, press, and release. 

• To double-click means to click twice within a short period of time 
and in almost the same place. How short? It's variable, set in the 
Control Panel desk accessory under Mouse. 

• To drag means to point somewhere, press the button, and hold the 
button down while moving. You drag, for example, to move files 
to the trash, to choose an item from a menu, or to select text. 

Documents and Applications 
When you first start a session on the Mac, you see windows shaped 

like desk blotters and icons-little pictures- on the desktop or screen 
(see Figure B.l). The windows can vary in size and can overlap one 
another. 

The icons represent four kinds of things: 

• The trash 

• Disks-hard disks and floppies-that are currently attached to the 
Macintosh 

• Folders, which are organizational structures that look like manila 
folders 

• Files, in which information gets stored 
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Figure B.1: Different types of icons 

We can divide files into two categories: 

• Applications, that is, programs-the computer instructions for 
doing something 

• Documents, that is, data-the information that the applications 
operate on. Most documents are associated with a particular 
application, usually the one that created it. 

Thus, the file Microsoft Word is an application; a letter you create 
in Word and save on the disk is a document. 

Launching Word 
The Macintosh verb for running a program is to launch. There are a 

lot of ways to launch Word. These are the two most common: 

• Double-dick on the Word icon. This brings up a new, untitled 
document. 

• Double-dick on a document created by Word. This launches 
Word and brings up the document you double-clicked. 

Some people get the mistaken idea that in order to quit editing one 
document and begin editing another, you have to quit Word and 
double-dick the other document. Not so. You can always open an ex­
isting document without quitting Word. Similarly, you can always get a 
new, untitled document, even if you're editing an old one. You can 
have several documents open for editing at one time. 
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Saue XS 
Saue As .. . 
Delete .. . 

Page Preulew ... 
Print Merge .. . 
Page Setup .. . 
Print... XP 

Selecting from Menus 
You open an existing document or create a new one by selecting 

Open or New from the File menu. 
And how do you do that? When we talk about the File menu, we 

mean the pull-down menu whose title, File, appears on the menu bar, 
that list of names that crosses the top of the screen. If you point the 
mouse at the title of the menu you want and hold the button down, 
you'll see the menu. To select a command from the menu, drag the 
mouse from the menu title to the command you want. 

After you release the mouse button, the Mac will execute your 
command. The picture in the side bar shows the Open command about 
to be selected. 

Frequently, a menu command will have a keyboard shortcut. For 
example, in the File menu, we could select the Open command by using 
the ~-0 shortcut (holding down the ~ key and pressing 0). 

Using the Open and Save Dialog Boxes 
When you select Open, a dialog box will appear on the screen. In 

Word, it looks like Figure B.2; in other applications it looks and behaves 
similarly. You can do a great deal with this box, but beginners have 
some problems with it. Here are two frequent complaints: 

• My file isn't listed here. Probably not. The box doesn't list all the 
files, just the ones in the current folder. You may need to do a 
combination of these things': look inside a folder (open the folder 
by clicking on its name to select it and then clicking the Open 
button or by double-clicking its name); close the current folder to 
go up one level in the hierarchy (click on the name of the disk or 
use the pop-up menu under the folder name); or look on a differ­
ent disk (use the Drive button to change disk drives). 

• The disk I want isn't in the computer. No problem; use the Eject 
button to eject the disk you don't need, then insert the one with 
the document you want to open. 

The Save dialog box appears whenever you save something for the 
first time, use the Save As ••• command, or try to save a locked file. It 
operates analogously to the Open box except that since you have to give 
the file a name, there's a space for you to type the name in. Figure B.3 
shows a typical Save dialog box. 
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Figure 8.2: The Open dialog box. Use it to select files to open while you are running an application. 
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Figure 8.3: The Save dialog box. We have typed in the name we want to give the file. The figure also shows what the pop­
up menu that helps us traverse the hierarchical tree of folders looks like. 
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Scrolling 
You will make documents that are bigger than a screenful. Word 

provides two scroll bars, horizontal and vertical, to help you move to 
parts of the document that aren't visible. We'll discuss only the vertical 
scroll bar here. 

There are five parts to a scroll bar, labeled in Figure B.4. The most 
basic are the two arrows, which move you slowly in each direction. 
Next is the elevator box, called the thumb, which shows you where you 
are, relative to the whole document. You can also drag the thumb to 
any position you want, and Word will transport you to that place in 
your document instantly. 

That leaves the page-up and page-down regions. Clicking in these 
gray areas between the thumb and the arrows moves you one screenful 
in that direction. 

Uparrow--

Elevator box, 
or thumb 

Down arrow-

Figure B.4: Anatomy of the scroll bar 

Basic Editing 

Page-up region 
(click to move one screenful up) 

Page-down region 
(click to move one screenful down) 

Once you're in Word, you have to know how to edit. That involves 
inserting and deleting text. Inserting and deleting are intimately 
involved with the cursor, also known as the insertion point. 

We need to distinguish the cursor from the mouse pointer. The 
mouse pointer is the thing that your mouse moves around the screen. If 
there is a cursor, it looks like a flashing vertical bar. The cursor always 
appears between characters. 
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If you're moving your mouse around in the editing window, the 
mouse pointer looks like an 1-beam. In other parts of the screen it looks 
like an arrow. At some special times, it may look like a wrist watch, a 
plus sign, a minus sign, a magnifying glass, or a question mark. But the 
cursor is the flashing vertical bar. This brings us to three rules of basic 
editing: 

The First Rule of Editing: Inserting Text 

If there is a cursor and you type, whatever you type appears at 
the cursor. 

The Se~ond Rule: Moving the Cursor 

If you point with the 1-beam mouse pointer and click (not 
drag!), the cursor will move to the position of the 1-beam. 

The Third Rule: Deleting Text 

If you press BACKSPACE, Word deletes the character to the left 
of the cursor. 

With these three rules, you can edit anything. It may be tedious, but 
you can do it. To be more efficient you have to learn how to operate on 
more than one character at a time. This involves selection. 

Selection 
If you're using a black-and-white Mac (we are), selected text is 

white-on-black instead of black-on-white. If you have a wealthy patron, 
you should be using a Mac II, in which case selected text is highlighted 
in color. 

Selected text and the cursor are mutually exclusive: if there's any 
text selected, there's no cursor; if the cursor is there, no text is selected. 
Selected text is great, because when you do something, what you do 
affects the entire selection, not just the text at the cursor. There's 
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another property of selected text that's very powerful, but it gets 
everybody into trouble once in awhile: 

Typing into a Selection 

If there is any text selected, whatever you type replaces the 
selected text. 

Let's see what this implies in several different situations. 
You've typed a sentence and you want to replace one word. Select 

the word and type the replacement. No need to delete the word; that 
happens automatically. Just select and type. 

A dialog box appears with a number selected. You want to change 
it. Just type the number you want. You don't have to delete the number 
first; whatever you type will replace the seiected text. 

You're preparing to change the whole document to Helvetica, so 
you've selected the whole thing. The doorbell rings, and your cat walks 
on the keyboard while you're answering the door. Word replaces your 
entire document with whatever your cat typed. Of course, if you have 
text selected, BACKSPACE also deletes the selection. 

There are two fundamental ways to select text: 

• Drag from one end of the text you want selected to the other. It 
doesn' t matter whether you start at the beginning or the end, and 
it doesn't matter what path your mouse takes. The only thing that 
matters is where the mouse was when the button went down and 
where it was when the button came up. 

• Place the cursor at one end of the selection range, then hold the 
SHIFT key down and click at the other end. 

Those two methods are pretty powerful, but Word supplies a few 
more useful shortcuts: 

• Double-clicking on a word selects the word. This technique is 
great for deleting, replacing, or italicizing single words. If, having 
double-clicked a word, you drag the mouse, the selection will 
expand by whole words at a time. 

• If you hold down the :It key and click in a sentence, you will select 
the sentence, up to and including any final punctuation, but not 
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including any paragraph mark that follows it. This is great for 
removing or rewriting entire sentences. 

The next few shortcuts require that you understand the selection bar. 
The selection bar is an invisible region about 1/ 8" wide running down 
the left edge of the regular editing window. As you move the 1-beam 
mouse pointer to the edge, you'll see it change into an arrow pointing 
northeast. It looks like the regular arrow pointer, except that the regular 
pointer faces northwest. 

• Clicking in the selection bar selects the line (including any 
paragraph mark that may be there). 

• Double-clicking in the selection bar selects the paragraph. This is 
great for cutting and pasting whole paragraphs. 

• Holding down the X key and clicking in the selection bar selects 
the whole document. So does 3€- OPTION-M, by the way, but we 
find the click easier to remember. 

Cut, Copy, and Paste 
These three functions appear on the Edit menu. They operate with 

the clipboard, that ethereal never-never land on which you can store 
one thing at a time for later use. 

• Cut removes whatever is selected from your document and puts it 
on the clipboard. On the screen, it looks the same as deleting the 
selection. :H:-X is the shortcut for cutting. 

• Copy puts the selection on the clipboard without deleting it from 
your document. On the screen, it looks as if nothing happened. 
X-C is the shortcut for copying. 

• Paste will insert the contents of the clipboard at the cursor. If 
something is selected, Paste replaces the selection with the con­
tents of the clipboard and leaves the cursor at the end of the 
selection. X-V is the shortcut for pasting. 

Use these commands to duplicate text and move it around, includ­
ing between documents and between applications. In case you're ever 
in doubt as to what is on the clipboard, you can choose Show Clipboard 
from the Window menu. 
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I 
Word Help 

Imposing Character Formats 
We assume you know how to impose the basic character formats­

italics, boldface, and so forth- on your text. In case you're rusty, there 
are two ways to do it: 

On the Fly 
If you're typing text for the first time and you know that the next 

word is going to be italic, change to italic, type the word, change back 
to plain text, and type on. 

You can use any of these methods to change to italic: 

• Select Italic from the Format menu. 

• Click on Italic in the Character dialog box (also from Format). 

• Use the X-SHIFT-I shortcut. 

You can change back to plain text by repeating any of the above 
actions. The italics command acts as a toggle switch. 

After the Fact 
If you've already typed the word, and you want to italicize it, select 

it and then do one of the three things listed above. These same 
procedures work for changing fonts and font sizes. Naturally, you 
should use the selection shortcuts to do the selecting. 

Getting Help 
Word comes with a built-in help system. The file Word Help must 

be in your System folder or in the same folder as the Word program in 
order to use the help system. One way to get information from the help 
system is to choose About Microsoft Word ••• from the ti menu, and then 
click on the Help button. You will see a list of topics arranged alpha­
betically. That's all well and good if you can guess which topic you 
should look under. 

Another way to get help is through the X-? keyboard command. 
Your cursor will change to a?. You can then click the mouse on any 
object on the screen, including a dialog box, and Word will bring up the 
portion of its help system that deals with that object. 
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WHAT WORD CAN 
AND CANNOT DO 
Word on the Macintosh claims to be a powerful 
word processor-which it is. Yet it is more than 
that. With Word you can do most of what is now 
called desktop publishing. In this appendix you 
will find a list of those tasks that you would not 
ordinarily expect a word processor to be able to 
accomplish. You can do some of these tasks quite a 
bit more easily in Word than in the currently avail­
able page-layout programs. Following the list of 
what Word can do is a list of desktop publishing 
tasks that are so difficult to do inside Word that 
you should avoid taking them on. That's not to say 
they're impossible, as there may be some clever 
way we haven't thought of to do some of them. You 
might also get the work done in a graphics program 
such as MacDraw and then import the result into 
Word. You could write PostScript code to accom­
plish a task. (Because Word allows PostScript, 
nothing is completely impossible.) 
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Word Can 
Handle very long documents-Word does not limit the size of a single 
document, but the time to save the file can become quite long. It's still 
best to break a very long document into portions about the size. of a 
book chapter. 

Create a table of contents-Word can use either paragraphs with out­
lining styles (see Chapter 11) or embedded commands (see Chapter 12) 
to create a table of contents, even one that spans a large number of files. 

Create an index-You can embed indexing commands in the text to 
create an index. (See Chapter 18 for information about memory limit­
ation and how to get around it.) 

Keep side headings and graphics with the right body text­
Page-layout programs let you place headings to the side of body text, 
but if you edit the body text, the headings will soon be out of align­
ment. In Word, that doesn't happen because the headings move with 
the text. 

Change headers and footers in the middle of a document-Each sec­
tion in a Word document can have its own header and footer, and the 
first page of a section can have a special header and footer. You can put 
any text, the page number, date, and time in the headers and footers. 
All formatting commands work the same way in headers and footers as 
they do in the body text. 

Do mathematical typeseHing-Word provides a reasonably complete 
typesetting language for formatting mathematical expressions and 
equations. (See Chapter 13 for details.) 

Do a good first approximation on page breaks-With widow control, 
Keep Lines Together, and Keep With Next, Word can handle most page­
break decisions automatically. For documents without large figures or 
tables, you can define paragraph styles, so Word's page breaks are as 
good as any you would choose yourself. 

Allow multiple columns-Word has many different methods for cre­
ating multiple columns on the page. (See Chapter 10 for advice about 
how to decide which to use and when.) You can also change the 
number of columns in the middle of a page. 



the letters do 

M"roverlap. 

~~rned-the 
letters do 
overlap. 

The gray dawn 
gave way to the 

encroaching 
storm. 

What Word Can and Cannot Do 493 

Pin a graphic down to a particular location-Let's say you want a 
photo in an article at the bottom of the third column, no matter what. 
Word provides positioned objects to specify that condition. 

Flow text around graphics-Using positioned objects, you can flow text 
around graphics-as long as they're rectangular. 

Word Cannot 
Kern-Text is kerned when one letter is made to overhang its neighbor 
to even up the spacing. Kerned text looks better 
and is easier to read than unkerned text. Word 
doesn't give you an easy way to do kerning. 
You can import some text (a headline, for example) 
as a graphic from another program, or you can 
kern by hand using formulas (see Ch. 13). 

Fit an edge of a paragraph to the shape of an 
illustration-Word can't flow text around a graphic 
contour. You can do it laboriously by hand by pressing 
SHIFT -RETURN at the appropriate place in the line. 

Deal with several articles in a document, 
beginning all of them on page 1 and continuing on later pages-A 
Word document is one flow of text, so trying to intertwine more than 
one article in a single document is not worth the trouble. You can, 
however, format the articles with the desired column width and cut 
and paste the resulting galleys by hand into a finished layout. 

Allow d ifferent column widths next to each other when the text flows 
from the bottom of one column to the top of the next-Fortunately, 
this situation does not come up very often. Usually we use a column of 
different width for side headings or graphics. 

Put gray screens behind paragraphs-You can import paragraphs with 
gray screens from graphics programs, or you can use PostScript to 
create a screen. In the la tter case you must format the paragraph with 
Keep Lines Together, or else the part of the paragraph continued on the 
next page will not get screened. In other words, you can have screens, 
but they're a real bother. 
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Produce -As with screens, you can do it with 
graphics or PostScript, but Word doesn't provide an intrinsic format­
ting for it. 

Do vertical justification-Just as there are times when you want to 
fully justify lines of text so that the right edges of paragraphs all line up, 
there are times when you would like to justify pages vertically so that 
the bottom lines of text are all on the same line. Word can't do that for 
you, though you could adjust the line spacing of paragraphs, vertically 
justifying by hand. 

Float a figure and caption-Some sophisticated layout systems will let 
you specify that a particular figure with a caption be allowed to float 
within a certain range of text to allow the best possible page break. In 
Word you have to cope with placement of figures yourself with no help 
from the computer. 

Maintain a character stylesheet-While Word does a good job with 
its stylesheet for paragraph formatting, it doesn't allow you to keep a 
stylesheet for character formats within paragraphs. With such a style­
sheet you would record styles for emphasis, fonts to use to signify 
special things, and so on. When you changed your mind about a 
particular format, you would have to change only the style definition to 
accomplish the change. 

Automatically change page references-It would be wonderful if you 
could refer to a place in your document, as in "See page 47," and have 
Word recalculate and insert the appropriate page number auto­
matically. But Word can't do that. Likewise, Word cannot renumber 
figures or tables as it does footnotes. 



APPENDIXD 

A SAMPLING OF THE 
ADOBE TYPE LIBRARY 
Gathered in this appendix are font specimens of 
fifteen of the PostScript typefaces that are available 
from Adobe Systems Incorporated. Our purpose is 
to introduce you to the tremendous variety of fonts 
already available for PostScript printers. More will 
come. Included here are all of the fonts that come 
with the LaserWriter and Laser Writer Plus printers. 
The others are fonts that you can download from 
the Macintosh to the laser printer. With each font is 
listed its full PostScript name and its name as it 
appears on the Macintosh font menu. For most 
writing, you need to have only the roman version 
of the screen font in your system; the printer will 
automatically use the bold, italic, or bold-italic 
version of the PostScript font where you have 
imposed that character style. If you are doing 
detailed layout, you would do well to get screen 
versions of these other three forms of the font, 
because you will get a truer picture on the screen 
of what you will see on the paper. Many people 
inadvertently fall in love with the world of fonts. If 
this happens to you, get copies of font catalogs from 
the font vendors and peruse to your heart's ease 
and eye's delight. 
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lTC Avant Garde 
Avant Garde is a 
distinctive sans-serif 
font with narrow 
vertical lines and 
nearly circular 
curves. It works well 
for display and 
some text applica­
tions, but its uneven 
texture makes it 
disturbing for large 
blocks of body text. 

18 point 
ABCDEFGHIJKLabcdefghijklm 

12 point 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuWJXYZafifl0 ±<¥oo®t 
1234567890<{ ((«£oo§1l•=f= »? (,J))}>-1@#$%1\ 

7 2 point Italic 
ABCDEFGHIJKLabcdefghljklmnopqrstuvwxyz 

12 point Bold 
ABCDEFGHIJKLabcdefghijklmnopqrstuvwxyz 

12 point Bold Italic 
ABCDEFGHIJKLabcdefghijklmnopqrstuvwxyz 

lTC Bookman 
Bookman, as a 
highly legible, serif 
font, works well for 
both display head­
lines and body 
text. It is a general­
purpose font. 

18 point Roman 
ABCDEFGHIJKLabcdefghijkl 

12 point Roman 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstu~zafiflo±0A>o®t 
1234567890<{[(«£oo§q[•* »? lJ)]}>-!@#$o/oA 

12 point Italic 
ABCDEFGHIJKLabcdefghfjklmnopqrstuvwxyz 

12 point Bold 
ABCDEFGBIJKLabcdefghijklmnopqrstuvw 

12 point Bold Italic 
ABCDEFGHIJKLabcdefghijklmnopqrstuv 



Courier 
Courier is a 
mono spaced 
typewriter 
font, suitable 
for business 
correspondence 
and program 
listings. With 
PostScript, 
Courier can 
only be 
stroked, not 
filled. 

Garamond 
Garamond shows a 
stronger-than-usual 
contrast between 
the thick and thin 
strokes. Use it when 
you want highly 
legible, yet elegant 
type. The italic, 
since it is not 
strongly slanted, 
remains very 
readable. 
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18 point 
ABCDEFGHIJKLabcdefghijkl 

12 point 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyza0 ±®t 
1234567890<{ [ («£oo§<JI•:j: »?lJ)] }>-!@#$%" 

12 point Italic 
ABCDEFGHIJKLabcdefghijklmnopqrstuvwxyz 

12 point Bold 
ABCDEFGHIJKLabcdefghijklmnopqrstuv 

12 point Bold Italic 
ABCDEFGBIJ.KLabcde£ghijk2mnopqrstuv 

18 point Roman 
ABCDEFGHIJKLMabcdefghijklmn 

12 point Roman 
ABCDEFGHijKUMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstu~zafifl0±<>/oo®t 
1234567890<{[(«£oo§9f •f »?lJ)Jl>-!@#$%A 

12 point Italic 
ABCDEFGHI]KLabcdefghijklmnopqrstuvwxyz 

12 point Bold 
ABCDEFGifUKLabcdefghijldmnopqrstuvwxyz 

12 point Bold Italic 
ABCDEFGHIJKLabcdefghijklmnopqrstuvwxy 
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Goudy 
Goudy Old Style is a 
graceful, elegant font 
with smooth curves 
and gentle gradations 
from thick to thin. 
Use it when you need 
a touch of class in 
brochures, reports, 
and pamphlets. 

Helvetica 
Helvetica is a widely 
used sans-serif 
typeface of uniform 
line weight that you 
can use anywhere. 
It makes a good 
headline when 
combined with a 
serif font. 

18 point Roman 
ABCDEFGHIJKLMabcdefghijklm 

12 point Roman 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyzafifl 0 ±o/oo®t 
1234567890<{[( «£oo§9f •+ » ?zJ)]}>- !@#$%" 

12 point Italic 
ABCDEFG HI]KLabcdefghijklmnopqrstuvwxyz 

12 point Bold 
ABCDEFGHIJKLabcdefghijklmnopqrstuvwxyz 

12 point Bold Italic 
ABCDEFGHIJKLabcclefghijklmnopqrstuvwxyz 

18 point 
ABCDEFGHIJKLMabcdefghijklm 

12 point 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyzafifl0 ±%o®t 
1234567890<{[( «£oo§~•; »? t,J)]}>-I@#$o/oA 

12 point Italic 
ABCDEFGHIJKLabcdefghijklmnopqrstuvwxyz 

12 point Bold 
ABCDEFGHIJKLabcdefghijklmnopqrstuvwx 

12 point Bold Italic 
ABCDEFGHIJKLabcdefghijklmnopqrstuvwx 
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Helvetica Narrow 
Helvetica Narrow has 
the look of Helvetica 
but packs a lot more 
characters into the same 
space. Use it when you 
need to put a lot of 
information in a small 
space. 

18 point 
ABCDEFGHIJKLMNOabcdefghijklmnop 

12 point 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyzafifl0 ±%o®t 
1234567890<{[{ «£oo§~•t ,, ? i,J})}>"' !@#$0/o" 

12 point Italic 
ABCDEFGHIJKLabcdefghijklmnopqrstuvwxyz 

12 point Bold 
ABCDEFGHIJKLabcdefghijklmnopqrstuvwxyz 

12 point Bold Italic 
ABCDEFGHIJKLabcdefghijklmnopqrstuvwxyz 

New Century Schoolbook 
New Century 
Schoolbook is a 
clean, dignified font. 
Many of us remem­
ber it as the Dick­
and-Jane font of 
our youths-but 
it's highly legible at 
adult sizes as well. 

18 point Roman 
ABCDEFGHIJKLMabcdefghijk 

12 point Roman 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyzcfifl.0 ±%o®t 
1234567890<{[(«£oo§'ll•+ »? J)]}>-!@#$%" 

12 point Italic 
ABCDEFGHIJKLabcdefghijklmnopqrstuuwxyz 

12 point Bold 
ABCDEFGIDJKLabcdefghijklmnopqrstuv 

12 point Bold Italic 
ABCDEFGHIJKLabcdefghijklmnopqrstuvw 
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Optima 
Optima is a sans­
serif typeface that 
can be used in a 
wide variety of 
applications. It goes 
well with both other 
sans-serif and serif 
fonts. Notice that, 
unlike Helvetica, 
Optima has an 
uneven line weight. 

Palatino 
Palatino is an 
elegant typeface, 
useful for display 
headlines and body 
text. We like it so 
much we chose it 
for this book. 

24 point 
ABCDEFGHijabcdefghijkl 

12 point 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyzafifl 0±o/oo®t 

12 point Italic 
ABCDEFGHI)KLabcdefghijklmnopqrstuvwxyz 

12 point Bold 
ABCDEFGHIJKLabcdefghijklmnopqrstuvwxyz 

12 point Bold Italic 
ABCDEFGHI}Klabcdefghijklmnopqrstuvwxyz 

18 point Roman 
ABCDEFGHIJKLMabcdefghijkl 

12 point Roman 
ABCDEFGHI]KLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyzcfifl0 ±%o®t 
1234567890<{[(«£oo§'II •:f: »? lJ)]}>-!@#$%" 

12 point Italic 
ABCD EFGHIJKLabcdefghijklmnopqrstuvwxyz 

12 point Bold 
ABCDEFGHIJKLabcdefghijklmnopqrstuvwxyz 

12 point Bold Italic 
ABCDEFGHI]KLabcdefghijklmnopqrstuvwxyz 
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lTC Souvenir 
Souvenir, with its 
small serifs and round 
curves, has a muted 
effect that is pleasing 
in large amounts of 
copy. Use it for 
display as well, 
especially in applica­
tions that require an 
informal look. 

Symbol 
Symbol contains a 
Greek alphabet and 
the mathematical 
symbols that are 
used in typesetting 
equations. Word 
provides the 
~-SHIFT -Q shortcut 
for typing the next 
character in the 
Symbol font. 

18 point Roman 
ABCDEFGHIJKLabcdefghijkl 

12 point Roman 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyzcfifl0 ±%o®t 
1234567890<{[(cc£oo§9f•=f= ))?l/)]}>-f@#$%A 

12 point Italic 
ABCDEFGHIJKLabcdefghijklmnopqrstuvwxyz 

12 point Bold 
ABCDEFGHIJKLabcdefghijklmnopqrstuvw 

12 poi~t Bold Italic 
ABCDEFGHIJKLabcdefghijklmnopqrstuv 

18 point 
ABX~E<I>rHit}KAMNOIIE>Pl:TY ~ 

QS'I'Z a~XOE<\>'Y'lt<pdflV01t 

9pcr'turnro~'l'~ 1234567890 

~ p9\S= ocd®•. + •0:::>--E.l..J*< 
'

0/foo= ... l AV~<:=lt+uiT+~ItJ (le L 
r~L)J--?(1-·JJI)lN 
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Times 
Times is a workhorse 
that serves well almost 
anywhere. It is slightly 
condensed, so you can 
pack more text into the 
space than with most 
other fonts. The strokes 
of the letters are rela­
tively heavy, so Times 
can survive adverse 
printing conditions. 

18 point Roman 
ABCDEFGHIJKLMabcdefghijklmno 

12 point Roman 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghi jklmnopqrstuvwxyzCfift0±%o®t 
1234567890<{ [(«£oo§~•* »?l,J)] }>-!@#$%" 

12 point Italic 
ABCDEFGHIJKLabcdefghijklmnopqrstuvwxyz 

12 point Bold 
ABCDEFGHUKLabcdefghijklmnopqrstuvwxyz 

12 point Bold Italic 
ABCDEFGHIJKLabcdefghijklmnopqrstuvwxyz 

FTC Zapf Cliancery 
Zapf Cliancerg flows 
over tlie page {i~ fine 
cal{igrapliy, compfete{y 
surprising from a 
computer. Use it for 
awartf.s, invitations, 
poetry, or Cove fetters. 

18 point 
!Jlr.BC'D'E~ (j!l{JJ!l(L9v{9.£0PQ!RSPU¥W.x 
a6cdel9hijK{mnopqrstuv~~z 

14 point 
.9l'.BC'lYE~(j!J{JJIJ(£9v(9.£0PQ,$.SPUtYWx"9""Z 

a6ciefgliijk:[mnopqrstuv~z 

12 point 
.9lr.BC1YE/Jfj9iiJ9(£9vf9£0PQ$.SPll¥Wx'YZ 
a6ctfefgliijK{mnopqrstu~zafijf± %o®t 
1234567890</H «£oo § r• t »?A NJ>-1®# s 96" 
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lTC Zapf Dingbats 
Zapf Dingbats 
provide a wealth of 
bullets, symbols, 
and graphics to use 
in places where a 
graphic will com­
municate what you 
want to say better 
than words. 

18 point 
¢+++++~**0********* 
*******00**$******-
0110000. T +•:•till~*~ V'X@ 
~;t~~--. ..... 11-lll .. ~@)@c:)•~ ... -,.... 

12 point 

*+++++~**O*************••••o 
****~~****•o•oooo•-. •·:·tlllc&~..' t~xxx 
X+~®J®CB @~®+<l>®®lCD00.$CII>O®.tt®•'i'• 
(Dfj@.-.~ ..... --.~ .... 11 .. ~ •>(!) 
@®-+C[t)t)@¢••,..• >->0)~~c>o~@ 
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Font Family Name PostScript Name Macintosh Screen Font Name 

lTC Avant G2rde AvantGarde-Book Avant Garde 
(LaserWriter Plus) AvantGarde-BookOblique I Avant Garde BookOblique 

AvantGarde-Demi B Avant Garde Demi 
AvantGarde-DemiOblique Bl Avant Garde DemiOblique 

lTC Bookman Bookman-Demi B Bookman Demi 
(LaserWriter Plus) Bookman-Demiltalic Bl Bookman Demiltalic 

Bookman-Light Bookman 
Bookman-Lightltalic I Bookman Lightltalic 

Courier Courier-Bold B Courier Bold 
(LaserWriter) Courier-BoldOblique Bl Courier BoldOblique 

Courier-Oblique I Courier Oblique 
Courier Courier 

Garamond Garamond-Bold B Garamond Bold 
(Downloadable) Garamond-Boldltalic Bl Garamond Boldltalic 

Garamond-Light Garamond 
Garamond-Lightltalic I Garamond Lightltalic 

Goudy Gaudy-Bold B Goudy Bold 
(Downloadable) Goudy-Boldltalic Bl Goudy Boldltalic 

Gaudy-Italic I Goudy Italic 
Goudy Goudy 

Helvetica Helvetica-Bold B Helvetica Bold 
(LaserWriter) Helvetica-BoldOblique Bl Helvetica BoldOblique 

Helvetica-Oblique I Helvetica Oblique 
Helvetica Helvetica 

Helvetica Narrow Helvetica-Narrow-Bold NB Helvetica Narrow Bold 
(LaserWriter Plus) Helvetica-Narrow-BoldOblique NBI Helvetica Narrow BoldObl 

Helvetica-Narrow-Oblique Nl Helvetica Narrow Oblique 
Helvetica-Narrow N Helvetica Narrow 
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Font Family Name PostScript Name Macintosh Screen Font Name 

New Century Schoolbook NewCenturySchlbk-Bold B New Century Schlbk Bold 
(LaserWriter Plus) NewCenturySchlbk-Boldltalic Bl New Century Schlbk Boldlt 

NewCenturySchlbk-ltalic I New Century Schlbk Italic 
NewCenturySchlbk-Roman New Century Schlbk 

Optima Optima-Bold B Optima Bold 
(Downloadable) Optima-BoldOblique Bl Optima BoldOblique 

Optima-Oblique I Optima Oblique 
Optima Optima 

Palatlno Palatine-Bold B Palatine Bold 
(LaserWriter Plus) Palatino-Boldltalic Bl Palatine Bold Italic 

Palatine-Italic I Palatine Italic 
Palatine-Roman Palatine 

lTC Souvenir Souvenir-Demi B Souvenir Demi 
(Downloadable) Souvenir-Demiltalic Bl Souvenir Demiltalic 

Souvenir -Light Souvenir 
Souvenir -Light Italic I Souvenir Lightltalic 

Symbol 
(LaserWriter) 

Symbol Symbol 

Times Times-Bold B Times Bold 
(LaserWriter) Times-Bold Italic Bl Times Boldltalic 

Times-Italic I Times Italic 
Times-Roman Times 

lTC lapf Chancery ZapfChancery-Mediumltalic Zapf Chancery 
(LaserWriter Plus) 

lTC Zapf Dln~bats ZapfDingbats Zapf Dingbats 
(LaserWriter Ius) 



APPENDIXE 

ABOUT FONT SIZES 
Once you begin exploring typefaces and the way 
they print, you discover strange things about the 
sizes of letters. Because typography has conven­
tions and traditions that date back hundreds of 
years, the point-and-pica system of type measure­
ment doesn't correspond exactly with inches or 
centimeters. After clearing the fog that surrounds 
measuring letters and the space between lines of 
type, we'll look at the relationship between the size 
of type and how many words you can fit on a page. 
Smaller type, more words? Not always. Finally, 
we'll show what effect font substitution has on 
word spacing and why you should always format 
your document in a PostScript font when printing 
on a laser printer. 
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The Truth about Points and Picas 
We have said that 72 points is about 1 inch. How close is about? 

Our dictionary claims that in the United States, 1 point is defined as 
0.013835 inch. (The unit is defined differently in continental Europe.) 
Multiply by 72 and you get 0.99612 inches-very close to 1, but an inch 
contains a small fraction of a point more than 72. Twelve points equal 
1 pica, so there are almost exactly 6 picas per inch. 

On a ruler that has scales in inches and in picas, you can easily see 
the accumulated difference-about 1/ 16 inch in 18 inches. Typesetters 
have stuck to using points and picas for measuring text because they 
are more convenient units than inches. You can get used to using points 
and picas by setting Word's default measurement system to points with 
the Preferences ••• command in the Edit menu. 

The Size of Letters 
Let's return to fonts and type and ask whether 12-point Helvetica is 

exactly 12 points tall. The answer is no. In fact, you can look at the type 
samples in Appendix D and see that the same letters in the same point 
size in different fonts have different heights. How can this be? 

There are a number of factors that make font-size arithmetic so 
problematic. One of them is a historical accident. Point sizes for various 
typefaces are the sizes of the pieces of lead individual letters were 
originally cast in, not the sizes of the letters themselves. Some fonts 
used more of their lead than others; they are actually taller than other 
fonts of the same point size. But all 12-point letters must be smaller than 
12 points tall. 

Of course, it matters which letter we are talking about. Since the 
lead had to account for lowercase letters with descenders as well as 
uppercase letters, the point size is actually the maximum ascent plus 
the maximum descent plus whatever lead was left over. Thus, a capital 
E is usually about two-thirds of the point size, that is, a 12-point E is 
about 8 points tall, depending on the font. 

Baseline 
Ascent EY--~ Point size 

Descent (almost) 
I ------.-, ___ ...______ 
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Leading 
In the days of lead type, leading (pronounced "ledding") referred to 

little strips of lead inserted between rows of type in order to spread the 
lines apart and improve readability. If you put 2 points of lead between 
12-point type, you would say that your type was set 12/14, or 12 on 14. 
The 14 was q1easured between the baselines of the characters (in real 
points). 

We still use this same terminology. It's important to remember that 
the first 11umber does not translate directly into the size of the char­
acters, but the second number really does describe the vertical spacing. 
Thus, 12/14 type set in different fonts will have different amounts of 
vertical space between the letters but the same number of lines per inch. 

As we showed in Chapters 10 and 17, you can set the space be­
tween lines in the Paragraph dialog box. Word's default is Auto, but the 
spacing for Auto is different for different fonts. For example, ten lines of 
12-point Palatino take up more vertical space than ten lines of 12-point 
Times because the automatic line spacing is different. 

Typewriter Terms-Pica, Elite, and Pitch 
The word pica may be a familiar one to you from your typewriter 

days. Pica, in typewriter terms, refers to type with a true height of 
12 points between the top of an ascender and the bottom of a descen­
der. (Another typewriter term, elite, refers to type with a true height of 
10 points.) Pica type produces six lines to the inch, which is the type­
writer standard. 

Another term that can mess you up is pitch. Pitch refers to the 
number of characters that fit in a horizontal inch and is a sensible 
measurement only for a monospaced font. By a confusing coincidence, 
pica type has a pitch of ten characters per inch while elite's pitch is 
twelve characters per inch. 

What Happens 
with Font Substitution 

We wrote briefly about font substitution in Chapter 5. We want to 
elaborate on it here; we see many documents whose authors don't fully 
understand the implications of this feature . 
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Font substitution is an option in the Page Setup dialog box, and its 
default setting is On. With font substitution, New York is converted to 
Times, Geneva to Helvetica, and Monaco to Courier. It may seem like a 
good thing for Word to give you an attractive PostScript font when you 
have been writing in a bit-mapped one, but there are problems. Fig­
ure E.1 shows how much these pairs differ in true size when they are 
set to 12 points. 

New York Dear Clara .. this has to end. 
Times Dear Clara, this has to end. 

Geneva l"ve been a heel,. I know. 

Helvetica I've been a heel, I know. 

Monaco You won't see me again. 

Courier You won't see me again. 

Figure E.1: 12-point text in bit-mapped fonts and their PostScript surrogates 

In the case of 12-point New York, for example, the New York text is 
so much bigger that the Mac substitutes 14-point Times in order to 
make the size come out closer-but it just can't match exactly. 

Why Font Substitution Looks Strange 
Not matching exactly turns out to be a big problem, because Word 

tries to ad just the space inside the words to make the line breaks come 
where they did with the original font. After deciding what font to 
substitute for yours, Word does its best to put every letter of the new 
font where the corresponding letter of the old would have been. You 
can see the consequences easily. After this has happened to you a few 
times, you'll look at text like that on the left in Figure E.2 and ask your­
self, "why did they type this in New York?" 

Don't distract your readers-use genuine PostScript fonts when 
you print. 



Dear Clara, this has to end. 
Please don't come after me. I' 11 
be leaving lA, so you won't 
have to see me any more. I've 
been a heel, I know. Things just 
haven't worked out right with 
us. It's nothing you've done; 
there's nothing you can do. You 
won't see me again. -V 
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Dear Clara, this has to end. 
Please don't come after me. I'll 
be leaving lA, so you won't 
have to see me any more. I've 
been a heel, I know. Things just 
haven't worked out right with 
us. It's nothing you've done; 
there's nothing you can do. You 
won't see me again. -V 

Figure E.2:. Two versions of the same note. The one on the left was formatted in New York 12 and printed with font 
substitution. The one on the right is in Times 14. Notice the letter spacing in the left-hand example. 

Real Italics and Real Bold 
When you saw the PostScript names of fonts in Appendix D, you 

saw that the italic and bold versions of the fonts had their own separate 
names (for example, Palatino-Italic). We also listed the names of the 
Macintosh screen fonts (for example, I Palatino Italic) that correspond 
to these PostScript variations. 

Apple supplies only Palatino-Roman with the LaserWriter. Do you 
have to have I Palatino Italic installed in order to get the genuine 
article? Yes and no. If you have vanilla Palatino installed on your 
system, the Mac fakes an italic for your screen by slanting the letters. 
When Word sends the text to the LaserWriter, it substitutes the genuine 
PostScript Palatino-Italic font for the italicized words. But just as 
before, it tries to locate the letters as close as possible to where they 
appear on the screen. 

Is that so bad? In the case of Palatino, the true italic type is nar­
rower than the corresponding roman type. That means that there will 
be more space between letters than necessary if you print italic passages 
without using the italic screen font. 
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Oh, no. Do you have to change fonts every time you want to 
italicize something? Miraculously, no. If the font is in your system, the 
Mac automatically shifts to the appropriate font for your screen when 
you italicize. The same holds true for boldface and for the italic-bold 
combination. 

So get yourself some italic and bold versions of your favorite fonts 
and install them. This business of quadrupling the number of fonts you 
use is a natural for a desk accessory like Suitcase, by the way. It's only 
disk space. 



APPENDIXF 

WHAT'S NEW 
IN VERSION 4? 
You will be able to use Version 4 to edit your 
Word 3 documents, and you can do anything in 
Version 4 you could in Version 3-though it may 
sometimes be hard to find the command. If you've 
used Word only for simple word processing, you 
won't notice many differences; but if you're 
experienced at using styles and doing fancy 
formatting, you'll find answers to some of your 
frustrations-and some pleasant surprises-in 
Word Version 4. This appendix describes four of 
the most important enhancements: customizability 
of menus and keyboard shortcuts, access to styles 
from the ruler, tables, and positioned objects. You 
can read at length about these and other new 
features in Chapter 1 of Getting Started with 
Microsoft Word, which came with your software. 



514 Desktop Publishing with Microsoft Word 

APP.F 

3€ Command 
(a.k.a. clover) 

Customization 
Word's designers have done a good job arranging the important 

commands sensibly on menus and assigning them keyboard shortcuts. 
Even so, you may be uncomfortable with Word's default assignments. 
After all, Word has many more commands than will fit on the menus. 
You may have a favorite that you'd like to add, or a useless one you'd 
like to remove. You can also assign and reassign keyboard shortcuts to 
any command. 

The easy way to adjust your menu choices is with the newly 
expanded X- OPTION-+ (Add to Menu) and X -oPTION- - (Remove from 
Menu) commands. In Version 3, they maintained only the Work and Font 
menus. In Word 4, you can remove any item with Remove from Menu and 
add items to Font, Format, and Work with Add to Menu. (To add to other 
menus, you have to use Commands ... ) 

The basic method is this: use X-OPTION-+ to get a+ cursor. Then 
use that cursor to invoke a command, such as Keep Lines Together. 
Presto! The command appears on a menu. 

What about keyboard shortcuts? If you're tired of the command for 
small caps being X-SHIFT-H, you could change it to something else. Or 
if you want the Format Section command to have a keyboard shortcut, 
such as X -CONTROL-S, you can arrange that. Use Assign to Key (also 
X-QPTION- +, but this time the + is on the keypad) and issue the com­
mand. Word will prompt you to type the key combination. 

The keyboard combinations must include X and one normal key, 
and may include one or more of SHIFT, OPTION, and CONTROL, up to a 
maximum of four keys. Word now uses the symbols shown in Fig­
ure F.l when describing keyboard shortcuts. 

+ Right arrow g Escape 
{}- Shift 

Space w Enter ... 
~ Option 

<Bl Delete mill+ Keypad plus 
A Control +I Tab Return ....... 

Figure F.1: The semiotics of the menu bar. Word uses these symbols to display keyboard combinations. 

The most comprehensive tool for changing menu and key combi­
nations is the Commands... dialog box. Look for it in the Edit menu; a 
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sample appears as Figure F.2. There, you can select the command you 
want from an alphabetized list box, select the menu you want to add 
the command to (Word will have a default suggestion) or remove it 
from, and assign or deassign key combinations. Word will make sure 
you don't assign the same keys to two commands; for example, if you 
want to assign X -1 as well as X-SHIFf-1 to the Italics command, Word 
will ask if you want to remove X-I from Print Preview. 

We've decided to add 
the Side by Side 
command to a menu. 

If we add the command, it 
will appear on the Format 
menu by default. 

~Sh_o_w_T~e-H~t ~B-ou-n~d~o~rl-e+---""''"'r1 Command: 

Show/Hide Ruler 
Show/Hide CO 

Single Line Spaced 
Small Caps 
Smaller Font Size 
Smart Quotes 
Sort 
Sort Descending 
Spelling ••• 
Split Cell 

This button actually 
adds the command 
to the menu. 

Configuration: Word Settings (4) 

Clicking here will prompt 
us for a key combination. 

Figure F.2: The Command dialog box, showing a few of the many commands you can add to menus-even the 
now-obsolete Side by Side! 

Styles on the Ruler 
There's a new little box on the ruler, toward the left-hand side; it's 

called the style selection box. You can see it in Figure F.3. Like the style 
box in the status area (the box to the right of the page number at the 
bottom of the window), it displays the name of the current style. But it 
has more uses: 

• If you press the arrow to its right, the style selection box becomes 
a menu of style names. Select one to apply it to the current 
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paragraph. 

• Suppose you want to change a style definition. Reformat a para­
graph of that style, click in the box, and press RETURN or ENTER. 
Word will ask if you want to reapply the style-undoing your 
work-or redefine it. Redefining the style will make the change 
global in your document. 

• Suppose you want to define a new style. Create a paragraph like 
the one you want, click in the style selection box to highlight it, 
type the name of the new style, and press RETURN or ENTER. 
Word will ask if you want to define the new style. If you do, the 
style definition will describe the paragraph you just made; it will 
be based on the original style of the paragraph. 

This new feature of the ruler will let you make most of your style 
definitions and adjustments without the dreaded· Define Styles dialog 
box. That one works the same as in Version 3 and is still indispensable 
for complex definitions and sorting out the style inheritance tree. 

lgl .. "' 3" "'· 1 m::1 1@1 1-:a1 lED lliiD 1-1 1=1 a 1-1 .1&&&1 

\ 
Press here to get a menu of styles. I 

Style selection box 

Figure F.3: The new ruler, showing the style selection box 

Tables 
Tables are probably the single most wonderful feature of Word. 

They make many uses of side-by-side paragraph formatting obsolete, 
which is a relief, as you know if you ever used it. Positioned objects, 
whose description follows, finish off the Side by Side feature for good. 

Tables essentially let you put paragraphs inside boxes called cells, 
which are arranged in rectangular arrays. You can control the size of 
each cell and what kind of border it gets. 
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Tables are so intuitive that we won't tell you how to use them here; 
check out Chapter 7 for an introduction and Chapter 10 for more detail. 
The manual helps, too. The down side of tables is that it's sometimes 
hard to remember just which table command you want or how to find 
it. But you can customize Word to fix that. 

Figure F.4 shows an Insert Table dialog box from the Document menu 
with which we're about to create a three-column, seven-row table. 

Insert Table 

Number of Columns: 13 I ( OK J 
Number of Rows: 17 I (cancel J 

Column Width: 12.028in I (Format ... ) 

ConuertFrom --------------------~ 
0 f~<n·<~~jr<~~~h~ 

0 I•~b Ot~U•u~ tt~d 
0 [ onun•~ ih~ihn~tt~d 
0 Sidt~ bi.~ s•d(~ Onl~J 

Figure F.4: A sample Insert Table dialog box 

Positioned Objects 
Some of us think that positioned objects are even niftier than tables. 

They are, however, less intuitive, harder to learn about, and imple­
mented in a more Byzantine manner. But what are they? 

Normal text, tables, and graphics flow from left to right and from 
top to bottom. If you add something in the middle of a document, 
everything after it moves down to make room. But you can fix the 
position of an object so that it appears in the same place, no matter 
what normal material is around it. 

For example, if you have a graphic that you want to appear in the 
top-right corner of a page, you can specify that, and text will wrap 
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around it. You can see the Position dialog box to do that in Figure F.S. 
(You et to it from the Format menu.) 

Position 

Horizontal 

IUII!ID.IIQI 
Uertical ~ OK J 

ITop IIQI .. r 

Relatiue to: 
0 Margin 
®Page 
0 Column 

Relatiue to: 
0 Margin 
@Page 

Distance From TeHt: I 0.125in I 
Paragraph Width: I Auto I 

(Cancel) 

( Reset ) 

(Preuiew ... ) 

Figure F.S: The Position dialog box that places an object in 'the top-right 
corner of a page 

An indispensable feature of Word's positioning is that you don't 
have to specify the position in both dimensions. If you want, you can 
specify it in the horizontal direction only, leaving the vertical spec­
ification reading, "In Line." That means that the positioned object 
appears vertically wherever it is in the file, but horizontally wherever 
you specify it. This feature is great for drop caps and side headings. 

We introduced Positioned objects in Chapter 8 and use them exten­
sively in subsequent chapters, notably Chapter 11 (wrapping text 
around illustrations), Chapter 12 (drop caps), and Chapter 14 (side 
headings as positioned objects). 
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APPENDIXG 

BIBLIOGRAPHY 
A rapidly expanding literature exists for the emerg­
ing field of desktop publishing. In this appendix we 
list a few good books and articles that will help you 
grow in understanding how to use computers 
effectively in designing and laying out documents. 
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Design and Desktop Publishing 
The books we've included here will educate your designer's eye 

and provide you with insight into the many things you can do with 
desktop publishing. The magazine articles, though introductory in 
nature, deal with current problems and solutions for desktop pub­
lishing on the Macintosh. 

Parker, Roger C. The Aldus Guide to Basic Design. Aldus, 1987. 

From the people who created PageMaker, this lovely little book 
will draw you into the wonderful world of page design with 
the best examples we've seen anywhere. 

Stockford, James, ed. Desktop Publishing Bible. Indianapolis, Indiana: 
The Waite Group, Howard W. Sams & Company, 1987. 

Without pinning itself to any particular software or hardware, 
the excellent collection of articles in this book presents an 
overview of the entire field, including a discussion of the 
comparative costs of desktop publishing versus conventional 
typesetting that is helpful and sobering. 

Miles, John. Design for Desktop Publishing. San Francisco: Chronicle 
Books, 1987. 

The pages of this Blfrby-11-inch, spiral-bound book contain 
many well-commented examples of everything from typefaces 
to binding. Refer to it for inspiration and information. 

Price, Jonathan, and Schnabel, Carlene. Desktop Publishing. New 
York: Ballantine Books, 1987. 

This is a book of recipes based on PageMaker. But no matter 
what software you are using, you will find good ideas for 
layout and interesting background information. 

"Desktop Publishing, the New Generation." MacUser (July, 1987). 

This special supplement to MacUser has articles about various 
software, pointers on setting up a type shop, and a directory of 
publishers of desktop publishing software. 



Bibliography 521 

Stefanac, Suzanne. "First Edition." Mac World (August, 1987). 

This introductory article contains useful information about 
using the various laser-printer shops. 

Nielson, Erfert. "Laser Fonts." Mac World (February, 1987). 

Here you have an introduction to using PostScript fonts on the 
Mac. A lot of questions remain unanswered, though. 

PostScript 
If you were titillated by the little bit of PostScript programming we 

have done in this book, here are the books to take you further. These 
books all require at least some experience in programming. We haven't 
seen an introduction to PostScript for the novice. 

Holzgang, David A. Understanding PostScript Programming. Alameda, 
California: Sybex, Inc., 1987. 

Though technical in scope and style, this book proceeds in a 
leisurely, readable manner through a thorough introduction to 
the PostScript language. 

Adobe Systems Incorporated. PostScript Language Reference Manual. 
Reading, Massachusetts: Addison-Wesley Publishing Company, 
Inc., 1985. 

This well-written manual has the complete description of pro­
gramming in PostScript, a few examples, and a useful appendix 
on the Apple LaserWriter. 

Adobe Systems Incorporated. PostScript Language Tutorial and 
Cookbook. Reading, Massachusetts: Addison-Wesley Publishing 
Company, Inc. 

A companion to the reference manual, this book is, as its name 
proclaims, a tutorial with thoroughly explained examples of all 
of the kinds of things you would want to do with PostScript. 
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Writing 
As you do desktop publishing, you will also remain concerned with 

basic writing techniques and styles. 

Strunk, William Jr., and White, E.B., The Elements of Style. New York: 
Macmillan Publishing Co., 1979. 

If your desktop publishing involves any writing, read (or 
reread) this classic. Fewer than one hundred pages long, the 
examples of use and misuse of the language and suggestions 
on how to improve your writing style are timeless and 
valuable. 

University of Chicago Press. The Chicago Manual of Style. 13th ed. 
Chicago: University of Chicago Press, 1982. 

Are you trying to decide whether to use an em dash or an en 
dash, how to punctuate a bibliography, or how to create a 
comprehensive index? This is the book for you. 



INDEX 

A 
Abstracts 

for articles, 316 
for proposals, 258 

Again command (~-A), 209 
find format again (3f:-QPTION-A), 272 

Apostrophes, 418 
Apply button in character dialog box, 202 
Applying styles. See Styles 
Arrays and matrices in mathematical 

formulas,322 
Arrow keys in outlining, 131, 134 
Articles, 309-333 
ASCIT codes, inserting characters by, 340 
Asymmetry, 34-36 
Automatic styles, 135 

B 

displaying, 146 
footer, 327 
footnote,322,325 
header,293 
heading, 135,341 
PostScript, 387 
toe, 279, 360 

Back-to-back printing, 284 
Bitmaps, 171-173,339 
Bleeding to the paper edge, 467-469 
Boldface (3f:-SHIFT-B), 233 

fonts, 511-512 
Books, creating simple, 283-306 
Borders, 36-39. See also Cell borders; 

Paragraph borders; Shadow 
borders 

alignment of, table cell and paragraph, 
239 

Boxes, 38. See also Cell borders; 
Paragraph borders 

around words, 322 
Brackets in mathematical formulas, 320 
Brochures, 191-217 
Bulleted lists, 52-63 

examples,53,58,61,354,464 
nesting, 57 

Bullets, 50 
creating, 52 

c 

denoting automatic styles, 135 
in style lists, 135 

Calculation within Word, 245-246 
Camera-ready copy, 310 
Captions. See also Figures 

split, 274 
styles for, 267, 317, 405 

Cell borders 
drop shadow, 239 
removing,234 
underlining, 243 

Cell Borders dialog box, 232 
adding as menu command, 247 
examples,228,234 
how to use, 228 

Cells. See also Tables 
cutting and pasting, 151 
deleting last paragraph in, 152 
end-of-cell markers, 145 
indents inside, 149 
tabs inside, 231 

Cells dialog box, 228, 232 
Centering. See also Justification 

graphics, 180, 183 
with positioned text, 379-380 



524 Desktop Publishing with Microsoft Word 

Centering (continued) 
with PostScript, 391-394, 436 
problems with, 112 

Character dialog box 
Apply button, 202 
exannples, 165,179,202-203 

Character formats 
applied to graphics, 165 
applied to picture font, 171 
basics of, 490 
boldface, 233 
design considerations, 28-30, 463 
expanded,202,377,379 
global changes, 471-472 
gotchas, 369 
italic (3€-SHIFT-1), 490 
lack of stylesheet for, 463, 494 
outline, 379,404 
shadow,377 
snnall caps (~-SHIFT-H), 202,297,377 
subscript and superscript, 166 
underline (3€-SHIFT-U), 139,165 
white-on-black, 377, 494 

Check boxes, how to nnake, 440 
Checklists 

for indexing, 471 
for layout, 312 
for printing, 458 

ChicagoSynnbols font, 341 
Chooser desk accessory, 80,299,422 
Clicking, 482 
Clip art, 170, 176 
Clipboard, 162,489 
Clover synnbol, typesetting of, 340-341 
Colunms, 30-32 

changing the nunnber of, 196-199,236, 
314,431 

controlling breaks between, 115, 331 
evendngout213,332-333,408,431 
filling with gray, 445 
nnultiple, 99-101, 155, 223-226, 403 
space between, 101 

Colunms (continued) 
in tables, 157, 225, 230 
using outdented paragraphs, 224, 264 
using tabs, 224 
verticallinesbetween,445 

Conunand key. See Clover synnbol or 
individual conunands 

Connnnands dialog box, 187, 515 
Connparing docunnents, 255 
Coordinates fronn print preview, 388 
Copy (3€-C), 489 
Crop nnarks. See Registration Inarks 
Cursor, 486 

finding, 348 
nnoving, 487 

Customization, 473, 514-515 
adding keyboard conunands, 122,186 
adding nnenu conunands, 89, 186, 

218-219,247 
Cut (~-X), 489 

D 
Dashes, enn and en, 420 
Dates 

in glossary items, 73 
in headers, 292 

Decimal tabs, 230 
Default styles, 435-436 
Define Styles dialog box 

avoiding, 516 
Cancel button, 86 
Define button, 85-86 
examples, 136,435 
importing styles with, 90, 253, 302 
Next Style box, 137 
OK button, 85 
printing style definitions with, 253,459 
reverting to ~~Based On" style, 210,293 

Deleting text, 487 
Descenders, 508 

problems with, 298 



Design considerations,23,450 
balance, 34, 36, 119, 122 
boxes, 38-39 
for bulleted lists, 63 
busyness,28-30, 118 
character styles,28-30, 463 
columns,31 
and "computer look," 172 
consistency, 40-41,255 
folding, 192 
fonts, 24-25, 28-30, 83, 311 
form and function, 128 
grids,32 
heading~25-28,200,204 
line length, 31 
line thickness, 227 
for manuals, 338 
relative importance of elements, 118, 

409 
for a report, 402 
ruled lines, 36-38 
separating header from body, 292 
symmetry and asymmetry,34-36, 154, 

256-257, 311 
tables, 222 
three stages of proofing, 79 
vertical positioning, 114 
verticalspace,119 
white space, 32-34, 71, 258, 402 

Desk accessories 
Chooser, 299,422 
Comment, 255 
Key Caps, 61, 340 
Scrapbook, 162 
Suitcase, 512 

Desktop, 482 
Desktop publishing, 13 

cost of, 18 
history of, 13-17 
learning, 4, 18 
as a misnomer, 68 

Dictionaries. See also Spell checking 
creating, 329 
main,328 
saving,331 
user, 328-331 

Dingbats, 60,503 
Disk drives, 478 
DocuComp, 255 
Document dialog box 
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Even/Odd Headers option, 289,403 
examples,99, 195,313,452 
Mirror Even/ Odd Margins option, 

289,455 
Next File button, 303,469 
Number Pages From field, 302, 327, 469 
specifying facing pages in, 289, 403 
specifying footnote position in, 313 
specifying gutter width in,289,403 
specifying margins in, 99 
Widow Control option, 213 

Documents 
levels of formatting, 99 
organization of, 46 
when to divide into sections, 410 

Double-clicking, 482, 488 
Dragging, 482 
Drop caps, 297-299 

Editing text, 487 
Em and en dashes, 420 
Event programs, 95-121 
Excel 

graphics from, 265-268 
links with spreadsheets, 269-271 

F 
Facing pages, 283-286, 403-404 

setting in Document dialog box, 289 
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Figures 
lists of , 470 
screens for,443 
styles for, 267, 318, 405 

Files,482-483 
linking,469 
sequences of,303, 362 

Fill (PostScript command), 413 
Finding character and paragraph 

formatting (~-OPTION-R), 272 
Finding the cursor (~-OPTION-Z), 348 
First Page Special option,276, 290,315,383 
Fliers, 161-187 
Folded paper, designing for, 193 
Font examples 

Avant Garde, 24, 376, 496 
Bookinan,14,256,496 
Cairo, 170 
Carta, 171 
ChicagoSymbols, 341 
Courier, 83, 139,497 
Garamond, 497 
Goudy,498 
lfelvetica,14,24, 177,498 
lfelvetica Narrow, 8, 499 
New Century Schoolbook, 25, 499 
Optima,SOO 
Palatino, 193, 500 
Souvenir, 501 
Symbol,501 
Times,14,24,83,153,193,502 
Zapf Chancery, 14, 502 
Zap£ Dingbats, 52, 503 

Fontsubstitution,83,510 
Fonts, 495-503, 507-512 

changing Normal, 84 
decreasing size (~-SHIFf-<), 196 
global changes,471-472 
headings, as used in, 26 
Imagewriter and LaserWriter 

compared, 82 
increasing size (~-SHIFf->), 196 

Fonts (continued) 
installing, 85 
picture fonts, 170-171 
serif and sans serif, 24 
size arithmetic, 296,416 
sizes, 25-28, 31, 311, 508 
substitution, 83, 509 
texture,24 
too many on a page, 28, 118 

Footers, 315, 326-327. See also lfeaders 
Footnote dialog box, 323 
Footnotes (~-E), 321-322 

adding and deleting, 325 
automatic styles for, 325 
creating, 323-324 
dialog box examples, 323 
in Document dialog box,313 
effect on columns,333 
size of reference numbers, 326 
split windows with, 323 

Formatting problems 
balance, 407 
centering text, 112 
columns of different widths, 350, 353, 493 
difficult layouts, 432 
drop caps,298 
filling space, 121, 212, 407 
headlines above multiple columns, 431 
horizontal positioning, 111 
leaving room for a graphic, 167, 211, 404 
misaligned first lines, 146,408 
positioning graphics, 178-180 
pull quotes, 442-443 
side headings, 142,350-353 
uneven column bottoms, 332, 333 
uneven column tops,408 
vertical justification,332-333, 494 
vertical positioning, 114 
white text on a black background, 378-

381 
wrapping text around a graphic, 177, 

265,493 



Forms, 221-247 
Formulas 

exannples,321,381 
styles for, 318 
~esetling,319-322 
for white text on black, 381 

Fractional widths, 420-421 
Fractions in nnathennatical formulas, 

319-320 
Full Menus connnnand, 70, 90, 435 

G 
Galley view, 78,109 

compared to other views, 129 
headers in, 291 

Galleys, 493 
Glossaries 

clutter in, ~5 
date itenn, 73 
exannples of use, 341,369,443,445,460 
how to use, 60-63 
installing on Work menu, 62 
master for large projects, 460 
for PostScript, 445 

Graphics 
applying character formats to, 165 
converlingtextto,298 
cropping, 167,298 
distorting, 168 
draw art, 173-175 
fixing location on page, 493 
frames for check boxes, 440 
how Word treats graphics, 164 
innporting fronn Super Paint, 377 
linnitations in Word, 169 
mixed with text, 178-184, 258-269 
object-oriented, 173 
paint layer of Super Paint, 171 
pasting, 162-164 
picture fonts, 170-171 
positioning, 178-180 

Index 527 

Graphics (continued) 
reserving space for, 167-168, 211, 404 
resizing, 166-167 
screens behind text, 377-381,493 
sources for, 170-176 
stretching and shrinking, 168-169 
subscripting, 166 
in table cells, 240 
whether to paint or to draw, 175 
for white-on-black text, 494 
wrapping text around, 177,179-180, 

265-268, 493 
Gray scale, 172 
Gray screens, 443-444, 493 
Gray text, 388-396, 439-440 
Grids, 32, 255 
Group projects 

cooperative writing, 252 
and template files, 457 
use of hidden text in, 252-255 

Gutters, 285,289,403-404 

H 
Hairlines, 241 

for cell borders, 227, 229 
for paragraph borders, 207 

Half-tones, 172 
Handles on graphics, 165-169 
Header windows, 291-292 
Headers,283,290-294 

absent fronn first page, 285 
changing within a document,410 
compared to headings, 409 
on the Document menu, 289-291 
galley view vs page view, 291 
getting the wrong header, 412 
overlapping regular text, 385 
page nunnbers in, 292 
in page view, 294 
placennent on page, 293 
PostScript in, 413-418 



528 Desktop Publishing with Microsoft Word 

Headers (continued) 
in print preview, 294 
problems in multiple files, 461 
repositioning, 294 
styles for, 293,411 
when to design, 410 

Headings. See also Outlining 
brochure,200-207 
compared to headers, 409 
design considerations, 25-28 
hierarchical, 25-28, 357-359 
numbering,357-359 
purpose of, 252 
side headings, 352 

Headlines. See Headings 
Help, on-line, 197, 490 
Heresies 

inserting hard page breaks, 275 
staying Normal, 76 
using spaces for positioning, 51 

Hidden text (X-SHIFr-X ),254 
appearance on screen, 255 
forcomments,253-255 
for indexing, 362 
making visible, 254 
for PostScript, 387 
printing, 255 
for table-of-contents entries, 304 
uses of,410 

Hierarchical numbering, 357-359 
Hyperfontia, 28-29 
Hyphenation 

autornatic,299-301 
effect on column length, 407 
guidelines for, 301,331 
manual, 216-217 
optional hyphen (X-HYPHEN), 217 

Icon bar, 131,343 
Icons, 4S3 

hnagesetlers,172-173,422-424,469 
Indents,47 

compared to margins, 49 
design considerations, 27 
first line,48 
left and right, 48 
inside table cells, 149 

Indexing 
checklist for, 471 
conventions,364-365 
cross-references, 366-368 
dialog box example, 364 
formats, 363 
gotchas, 368-369,470 
Insert Index Entry command, 362 
page number formats, 366 
page ranges, 365-366 
subentries,363,365 

Inheritance, 75-76, 465 
Insert Graphics command, 168,392 
Insert Table command 

dialog box, 144, 227, 232, 517 
. proble~ with, 150 
Integrals in mathematical formulas, 322 
Invoices. See Forms 
Italics (X-SHIFT-I), 272,490 

fonts, 511 

J 
Justification 

centering, 106, 138 

K 

effect on word spacing, 216 
gotchas, 332 
right, 234 
with rulers, 86 
vertical, 494 

Keep Lines Together, 274-275,318,466 
Keep With Next, 273-274, 318, 465 



Key Caps desk accessory, 61, 340 
Keyboard commands 
custo~g, 122,186,473,514 
symbols for, 514 

Keyboards, 478 

L 
Labels 

for table columns, 232 
for table rows, 238 

Landscape orientation, 98 
Large projects, 449-473 
LaserWriter, 16, 478 

limitations of, 466 
printing near the edge, 431, 467 

LaserWriter Options dialog box, 432 
Leading, 509. See also Line spacing 
Left margin, putting text in, 351-352, 

381-385 
Letterheads,375-399 
Letters, 67-91 
Level styles, default definitions of, 135 
Ligatures,419-420 
Line spacing, 509 

negative,442 
problems with, 442 
setting with ruler, 120 

Lines. See Paragraph borders; 
Cell borders 

Linotronic printers. See Imagesetters 
Long documents, 301-305,469-470 

file sequences for, 303, 470 
page numbering in, 302 

M 
Macintosh 

assumptions about using, 4 
basic skills, 481-490 
metaphor, 4, 482 

Macros,460 

Manuals,337-369,480 
Margins 

compared to indents, 49 
for folding, 193 
mirrored,455 
in print preview, 81 

Index 529 

problems with changing, 462 
relationship to working area, 98-99 

Mastheads,430,436-439 
Mathematical typesetting. See Formulas 
Mathematics,245-246 
Measurement 

converting,388,468 
leading, 509 
page coordinates in print preview, 388 
points, inches, and centimeters, 508 
sizes of letters, 508 

Menus 
adding commands to (~-oPTION-+), 

514 
choosing commands from, 484 
customizing, 89-90,186,218,247,514 
with Full Menus command, 70 
removing commands from 

(~-QPTION--),514 

Work menu,89,247 
Mouse pointers, 486-487 
Multifile documents. See Long 

Documents 
MultiFinder, 163, 479 

background printing, 303 
examples, 164 
use with SuperPaint, 339 

N 
Naming files,88 
Naming glossary items, 61 
Nesting (~-SHIFf-N) and un-nesting 

(~-SHIFf-M), 57 
New command (3€-N), 484 
Newsletters, 429-445 
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Next Style box, 137 
Normal style, 75 

applying (:Jt:-SHIFf-P), 74-75, 287 
basing styles on, 107 
making global changes with, 76 
reasons not to stay Normal, 76 
redefimdng,84-85,287,435 

Numbering, 353-359 

0 
Odd and even pages, 284 
Open command (:Jt:-0), 90, 484 
Orphans, 465 
Outdented paragraphs, 50 

examples, 51, 224, 265, 354-355 
keyboard shortcut, 52 

Outline view 
applying styles in, 342 
compared to other views, 129 
icon bar, 129 
printing from, 347 

Outlining 
advanced topics, 341-349 
applying styles, 342 
arrow icons, 133 
arrow keys, 131 
basics, 128-134 
entering (:Jt:-U), 130 
expanding and collapsing, 344 
gotchas, 343,348,410 
headings, 131 
icon bar, 343 
leaving, 134, 347 
moving sections, 348 
number icons, 345 
numbering sections, 357-359 
for page layout, 129 
printing, 347 
promoting and demoting, 131-132 
Show All icon, 343 
Show All with keypad asterisk, 343 

Outlining (continued) 
showing and hiding body text, 342 
specifying what text appears, 343-346 
for table of contents, 262 
typing body text, 133 

Oxford rules, 442-443 

p 

Page Break Before, 404 
Page break limitations, 493-494 
Pagebreaks,272-275,331,465-466 

keyboard command (SHIFT -ENTER), 
117 

split captions, 274 
Page forward icon, 199 
Page numbers 

automatic starting numbers, 303 
in headers, 292 
in long documents, 302 
in PostScript, sideways, 440, 445 
in print preview, 81 
in Section dialog box, 276 

Page Setup dialog box 
examples, 83, 98 
Font Substitution option, 83,510 
Fractional Widths option, 420 
paper orientation, 98, 195 
Smoothing option, 172 

Page view (X-B), 115-116, 179, 198-199 
compared to other views, 129 
headers in, 291 

Pages 
facing. See Facing pages 
landscape orientation of, 192 
odd and even, 284 
odd sizes, 287, 466 
orientation, 98 
turning in page view, 294 

Panels, 192 
Paper, odd sizes, 287-289 



Paragraph borders, 204-207, 241 
adding to a menu,219 
bars,206 
boxes, 206, 269 
dialog box examples, 206-207 
double underline, 205 
in headers, 292 
for Oxford rules, 442 
rules for, 205 

Paragraph formatting 
Keep Lines Together,274-275,318,466 
Keep With Next, 273-274, 318, 465 
Line Spacing, 120-121, 509 
Page Break Before, 404 
principle of, 54 
Space Before and Space After, 71, 208 
Tabs dialog box, 103 

Paragraph properties mark, 184 
Paragraphs,46-47 

creating with ~-OPTION-RETURN, 106 
deleting last in a cell, 152 
delimiting paragraphs, 464 
numbering,353-359 
outdented. See Outdented paragraphs 
paragraph marks, 46 
selecting, 272, 489 
setting vertical extent, 436 
soul of, 60 
width set in Position dialog box, 236 

Paste (~-V), 489 
paragraph into a table cell, 151 

Photographs. See Figures; Graphics 
Picas, 452, 508-509 
PICT, 162 
Picture fonts, 170-171 
Pitch,509 
Pixels, 172 
Points,24 

converting from inches, 388, 468 
and picas, 452 

Portrait orientation, 98 

Position dialog box 
Distance From Text setting, 298 
double-clicking shortcut, 184 

Index 531 

examples, 180,183,236,261,268,353,518 
Paragraph Width setting, 236, 267, 297, 

383 
Positioned objects, 178-181, 235-238, 

297-299,517-518 
adjusting in print preview, 181-182, 

379-381 
for a bleed, 469 
examples, 180,259-262,266-268 
gotchas, 184, 452-454 
headings in the side bar,352-353 
interacting with tables, 239, 244 
overlapping text and graphics, 377-381 
when to use, 260 

PostScript, 16, 386-387, 413-418 
centering text, 391-394, 436 
clipping, 438 
comment delimiter, 390 
creating a print file, 387 
example output, 437-438 
framing the page, 396-399 
gray screens, 443 
gray text, 388-396, 439-440 
for a masthead, 436-439 
printing page numbers, 440, 445 
registration marks,445,468 
rotating text, 393,440 
setting the font, 390-391,416,440 
as a source of graphics, 176 
style for, 387 
style redefined, 389, 435 

Pos~criptcommands 
charpath,438 
clip, 438 
closepath, 398 
fill,413 
lineto,398 
moveto, 389,391 
.page.,398 
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PostScript commands (continued) 
.para.,392 
.pic.,444 
setfont, 416,440 
setgray, 391,413 
show, 391 
stringwidth, 418 

PostScript variables 
wp$bottom, 398 
wp$~age,416,440 
wp$left, 398 
wp$right, 398 
wp$top,398 
wp$x,392,418 
wp$y,392 

Preferences dialog box, 254, 508 
Print Next File option, 303 
Print preview, 79-81,199,380 

changing margins in, 81 
compared to other views, 129 
marginsicon,81, 181 
numbering pages, 81 
page coordinates in, 388 
repositioning headers, 294 
viewing one or two pages, 81, 200 

Printers. See also Imagesetters 
dot matrix, 14 
laser, 14, 172 
letter quality, 14 
resolution, 16, 172 

Printing 
back to back, 284 
background printing, 303 
close to the page edge, 431 
hidden text, 255 
on an imagesetter, 422-424 
linked files, 303 
lists of styles, 253, 459 
to a PostScript file, 387 
preparingfo~327-333,458 
from print preview, 81 
production issues,466 

Proportional fonts, 83 
Proposals, 251-279 
Pull quotes,207,404, 442-443 

Q 

Questionnaires, 440 
Quotes,418 

R 
Radicals in mathematical formulas, 322 
Registration marks, 445, 466-467 
Renumbercommand,353-359 
Reports, 401-424 
Resolution, 479 

bit maps, 172 
draw vs paint, 173,186 
on an imagesetter, 422 
improving through reduction, 173-175 

Resumes, 127-158 
RETURN 

what it does, 53 
what it should not do, 19 

Rotating text, 194, 394, 439-440 
RTF (Rich Text Format), 471-472 
Rulers,47 

column markers, 145,157,230 
~ontrolling justification on, 86, 234 
decimal tab icon, 230 
defining styles with, 516 
how they work, 56 
line spacing icons, 54, 120, 150, 154 
redefining styles with, 149,516 
right margin mark, 99 
scale icon, 145, 149, 157, 229 
Show Ruler command (X-R), 47 
style selection list, 146,515 
tab setting icons, 102 
using style selection box, 150 

Running heads, 259. See also Headers 



s 
Same as Previous button, 292 
Save command (X-S), 484-485 
Scrapbook desk accessory, 162 
Scrapbooks, 176 
Screen shots (X-SHIFf-3), 339 
Scripts, 63-64 
Scroll bars, 486. See also Split bar 
Section dialog box 

columns,99-101,197,315 
examples, 100 
First Page Special option, 276,290,315, 

383 
From Bottom setting, 315,326 
From Top setting, 293, 409 
fleader/Footersettings,293,315 
Include Endnotes option, 315 
New Page option, 260 
No Break option,200,213, 314 
Odd Page option, 290 
Page Numbers option, 276 
Restart at 1 option, 412 
section start, 200, 260, 314 

Sections, 46 
formatting the wrong, 413 
how to use, 197 
marking (X-ENTER), 197, 314 
multiple, 314 
when to use, 410 

Selecting 
columns, 246 
columns in a table, 230 
commands from menus, 484 
entire document, 287, 489 
entire lines, 200,489 
entire paragraphs, 272, 489 
entire table, 229 
paragraph marks, 57-60 
paragraphs, 105 
rows in tables, 233 
sentences, 488 

Selecting (continued) 
single words, 488 
table cells, 150 

Selection bar, 105, 489 
Serifs,24 
Setgray, PostScript command, 413 
Shadow border, for table cells, 239 
SHIFf-RETURN 

appearance of, 109,258 
examples, 109,114,239,295,318, 

383-384 
fitting text to a graphic, 493 

Short Menus command, 70 
Show flidden Text command, 254 
Show 'II (X-Y), 46 

as it affects formulas, 319 
as it affects graphics, 168 
effect on page view, 180 

Show Ruler command (X-R), 47 
Side headings, 141,144 
Slop,466 
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Small caps (X-SHIFf-fi), 202-203,297,377 
Smart Quotes feature, 418-419 
Smoothing,170, 172 
Space Before 

gotchas, 208 
icon on ruler, 54 
and Space After, 72 

Spaces, unconscionable use of, 19,51 
Spell checking, 327-331. See also 

Dictionaries 
Split bar, 323, 367 
Spreads,283-285,412 
Square roots, 322 
Stretching text, 200 
Style selection box, 70,515 

examples, 516 
redefining styles with, 150, 516 

Style sheets, 90,302,310,452 
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Style suggestions 
for captions, 317,404-405 
for computer manual, 369 
for figures, 318, 404-405 
for formulas, 318 
for headers, 293, 411 
for how-to lists, 464 
identify elements first, 109 
for letterheads, 377 
for newsletter, 433 
one per design element, 78 
for PostScript, 389,435 
for pull quotes, 405 
when to define, 71,105,208 

Styles, 69. See also Automatic styles; 
Define Styles dialog box 

applying, 74-75, 91, 208, 287, 515 
applying to table cells, 238 
applying while in outline view, 342 
character styles, 463 
dealing with many styles, 457, 459 
defaults, 435-436 
defining,69,105,287,516 
defining style chains, 442 
deleting redefined defaults, 436 
describing, 77 
gotchas, 456 
hierarchy,256,293,459,465 
importing,90,253,301-302 
Next Style examples, 136-138,317 
reasons for using, 97,455-457 
redefining, 149-150,516 
style name aliases, 293 
when to use next style, 137 
within tables, 146 

Styles dialog box, 74 
Summations in mathematical formulas, 322 
SuperPaint, 163 

draw layer, 173 
laser bits, 173 
paint layer, 171, 173 

Symmetry, 34-36 

T 
Tab leaders, 103, 441 
Tab settings, 102-103, 234. See also Tabs 
Table dialog box, 157, 232 
Table of Contents 

dialog box, 277 
editing, 278 
for figure lists, 470 
gotchas, 360, 422 
for a long document, 303-305 
purpose of, 252 
redefining styles, 360-361 
using .c. paragraphs, 303-305 
using heading styles, 277-279 
using outlining, 262,359-361 

Tables, 141-143, 225-226,516-517. 
See also Cells 

adding columns, 155-158 
adding rows, 145,239 
changing column width, 148-149 
for a chapter title, 295 
column labels, 232 
column widths in, 157, 230 
for columns, 225 
creating new ones, 144,227 
cutting and pasting cells in, 151 
example~ 144-146,148-149,225,296 
filling in, 244 
four dialog boxes, 232 
imported from Excel, 270, 402, 423-424 
inserting paragraph above, 240 
inserting rows, 232-233 
misaligned first lines, 146 
moving around, 229 
pasting text into, 151 
as positioned objects, 244 
selecting cells, 150 
selecting columns, 148, 230 
selecting rows, 151,233 
side headings with, 143-145 
styles within, 146, 149 



Tables (continued) 
tabs inside cells, 231 
when to use, 260 

Tabs 
for adding rows to tables, 145,239 
decimal, in tables, 230 
default settings, 57 
examples, 224 
gotchas, 132, 360 
to make columns, 224 
for moving in tables, 229 
in table cell text, 231 

Tabs dialog box, 103-104 
Tearoff lines, 441 
Templates, 301-302, 457-460 

installing in Work menu, 89 
for journal article, 333 
for letter, 87 
locking master, 89 
rules for group projects, 457 

Text sandwiches. See Pull quotes 
Text to Table dialog box, 151 
Thumb,486 
Thumbnail sketches, 68 
Time, in headers, 292 
Traditions 

beginning on an odd page, 285 
indexing, 364 
no headers on first page, 285 
page numbering, 284 

Typefaces,8, 14,495-503. See also Fonts 

Typesetting, 14-15 
Typewriting, habits from, 19 

u 
lJnderlining, 19,243,272 
lJndo (~-Z), 60 
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v 
Vaporware, 338 
Vertical alignment, in table cells, 440 
Vertical justification, 213, 332-333, 494 

w 
White space, 32-34, 311, 402 

controlling through paragraph 
formatting, 72 

in justified text, 216 
White text on black, 377, 381, 494 
Widow control, 213, 332, 465 
Windows, 482 
Word, 17 

advantages of, 492 
basic skills, 481-490 
hardware requirements, 478-479 
help system, 490 
launching, 483 
limitations of, 431-432,491-494 
opening a document, 483 
software requirements, 479-480 

Word processing, as distinct from 
typesetting, 14 

Word Settings file, 90,435 
Word wrap, 48 
Work menu, 89-90,247,473 

installing glossary item on, 62 
Writing problems, 252-255 
WYSIWYG,15 

counter-examples, 109 
in page view, 115 
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Mastering ProDOS 
Timothy Rice/Karen Rice 
260pp. Ref. 315-5 
An in-depth look at the inner workings of 
ProDOS, for advanced users and 
programmers--with discussion of system 
programming techniques, sample pro­
grams in BASIC and assembler, and scores 
of ready-made· ProDOS utility routines. 

Mastering Adobe Illustrator 
David A. Holzgang 
330pp. Ref. 463-1 
This text provides a complete introduction 
to Adobe Illustrator, bringing new sophisti­
cation to artists using computer-aided 
graphics and page design technology. 
Includes a look at PostScript, the page 
composition language used by Illustrator. 

Mastering WordPerfect on the 
Macintosh 
Kay Yarborough Nelson 
462pp. Ref. 515-8 
The graphics-oriented Macintosh version 
of WordPerfect is discussed from startup 
to mastery in this excellent tutorial. 
Detailed treatment of software features, 
plus sample layouts and design tips espe­
cially for the Mac. Includes Fast Track 
speed notes. 

Understanding HyperCard 
Greg Harvey 
580pp. Ref. 506-9 
The enormous potential of this major soft­
ware development is clarified and 
explained in this extensive hands-on tuto­
rial which covers all aspects of the Hyper­
Card and HyperText world, using 
step-by-step discussions, examples, and 
insights. The best way to construct, fill. 

and use stacks efficiently is covered in 
detail. 

HyperTalk Instant Reference 
Greg Harvey 
316pp. Ref. 530-1 
For serious HyperCard users, this finger­
tip reference offers complete, cross­
referenced summaries of HyperTalk 
commands, functions, properties, and 
constants. Examples of usage and an 
introduction to Scripting are provided. 

Mastering AppleWorks 
(Second Edition) 
Elna Tymes 
479pp. Ref. 398-8 
New chapters on business applications, 
data sharing DIF and Applesoft BASIC 
make this practical, in-depth tutorial even 
better. Full details on AppleWorks 
desktop, word processing, spreadsheet 
and database functions. 

AppleWorks Tips and 
Techniques 
(Second Edition) 
Robert Ericson 
462pp. Ref. 48Q-1 
An indispensible collection of timesaving 
techniques, practical solutions, and tips 
on undocumented problems for every 
AppleWorks user. This expanded new 
edition covers all versions through 2.0, 
and includes in-depth treatment of 
macros. 

The ABC's of Excel on the 
Macintosh 
Douglas Hergert 
314pp. Ref. 562-X 
This title is written for users who want a 
quick way to get started with this highly­
acclaimed spreadsheet program. The 
ABC's offers a rich collection of hands-on 



examples and step-by-step instructions 
for working with worksheets, charts, data· 
bases, and macros. Covers Excel 
through Version 1.5. 

Mastering Excel on the 
Macintosh 
(Second Edition) 
Carl Townsend 
607pp. Ref. 439-9 
A new edition of our popular hands-on 
guide to using Excel's extensive work­
sheet. database, and graphics capabil· 
ities. With in-depth coverage of special 
features and techniques, sample applica· 
tions, and detailed treatment of macros. 

Programming the Macintosh 
in Assembly Language 
Steve Williams 
779pp. Ref. 263-9 
A comprehensive tutorial and reference 
covering assembly-language basics, the 
68000 architecture and instruction set. 
the Macintosh Toolbox, linking with high­
level languages and more; plus an exten­
sive macro library and sample programs. 

Programming the Macintosh 
inC 
Bryan J. Cummings/Lawrence· J. 
Pollack 
294pp. Ref. 328· 7 
A comprehensive introduction to C pro­
gramming, especially for Macintosh 
users. Covers the design philosophy and 
special advantages of C, as well as every 
feature of the language. With extensive 
reference material. 

WORD PROCESSING 

The ABC's of WordPerfect 5 
Alan R. Neibauer 
283pp. Ref. 504-2 
This introduction explains the basics of 
desktop publishing with WordPerfect 5: 
editing, layout. formatting, printing, sort­
ing, merging, and more. Readers are 
shown how to use WordPerfect 5's new 
features to produce great-looking reports. 

The ABC's of WordPerfect 
Alan R. Neibauer 
239pp. Ref. 425-9 
This basic introduction to WordPefect 
consists of short. step-by-step lessons­
for new users who want to get going fast. 
Topics range from simple editing and for­
matting, to merging, sorting, macros, and 
more. Includes version 4.2 

Mastering WordPerfect 5 
Susan Baake Kelly 
709pp. Ref. 500-X 
The revised and expanded version of this 
definitive guide is now on WordPerfect 5 
and covers wordprocessing and basic 
desktop publishing. As more than 
200,000 readers of the original edition 
can attest, no tutorial approaches it for 
clarity and depth of treatment. Sorting, 
line drawing, and laser printing included. 

Mastering WordPerfect 
Susan Baake Kelly 
435pp. Ref. 332-5 
Step-by-step training from startup to mas­
tery, featuring practical uses (form letters, 
newsletters and more), plus advanced 
topics such as document security and 
macro creation, sorting and columnar 
math. Includes Version 4.2. 

Advanced Techniques In 
WordPerfect 5 
Kay Yarborough Nelson 
586pp. Ref. 511-5 
Now updated for Version 5, this invaluable 
guide to the advanced features of Word· 
Perfect provides step-by-step instructions 
and practical examples covering those 
specialized techniques which have most 
perplexed users--indexing, outlining. 
foreign-language typing, mathematical 
functions, and more. 

WordPerfect Desktop 
Companion 
SYBEX Ready Reference Series 
Greg Harvey/Kay Yarbourough 
Nelson 
663pp. Ref. 507-7 
This compact encyclopedia offers 
detailed, cross-referenced entries on 



every software feature, organized for fast, 
convenient on-the-job help. Includes self· 
contained enrichment material with tips, 
techniques and macros. Special informa­
tion is included about laser printing using 
WordPerfect that is not available else­
where. For Version 4.2. 

WordPerfect 5 Desktop 
Companion 
SYBEX Ready Reference Series 
Greg Harvey/Kay Yarborough Nelson 
1 OOOpp. Ref. 522·0 
Desktop publishing features have been 
added to this compact encyclopedia. This 
title offers more detailed, cross­
referenced entries on every software fea­
tures including page formatting and 
layout. laser printing and word process­
ing macros. New users of WordPerfect. 
and those new to Version 5 and desktop 
publishing will find this easy to use for on­
the-job help. For Version 5. 

WordPerfect Tips and Tricks 
(Third Edition) 
Alan R. Neibauer 
650pp. Ref. 520·4 
This new edition is a real timesaver. For 
on-the-job guidance and creative new 
uses, this title covers all versions of Word· 
Perfect up to and including 5.0-covers 
streamlining documents, automating with 
macros, new print enhancements, and 
more. 

WordPerfect 5 Instant Reference 
Greg Harvey/Kay Yarborough Nelson 
316pp. Ref. 535·2 
This pocket-sized reference has all the 
program commands for the powerful 
WordPerfect 5 organized alphabetically 
for quick access. Each command entry 
has the exact key sequence, any reveal 
codes, a list of available options, and 
option-by-option discussions. 

WordPerfect Instant Reference 
SYBEX Prompter Series 
Greg Harvey/Kay Yarborough Nelson 
254pp. Ref. 476-3 
When you don't have time to go digging 
through the manuals, this fingertip guide 
offers clear, concise answers: command 

summaries, correct usage, and exact key­
stroke sequences for on-the-job tasks. 
Convenient organization reflects the 
structure of WordPerfect. 

Mastering SAMNA 
Ann McFarland Draper 
503pp. Ref. 376-7 
Word-processing professionals learn not 
just how, but also when and why to use 
SAMNA's many powerful features. Master 
the basics, gain power-user skills, return 
again and again for reference and expert 
tips. 

The ABC's of Microsoft WORD 
Alan R. Neibauer 
321 pp. Ref. 497-6 
Users who want to wordprocess straight­
forward documents and print elegant 
reports without wading through reams of 
documentation will find all they need to 
know about MicroSoft WORD in this basic 
guide. Simple editing, formatting, merg­
ing, sorting, macros and style sheets are 
detailed. 

Mastering Microsoft WORD 
(Third Edition) 
Matthew Holtz 
638pp .. Ref. 524-7 
This comprehensive, step-by-step guide 
includes Version 4.0. Hands-on tutorials 
treat everything from word processing 
basics to the fundamentals of desktop 
publishing, stressing business applica­
tions throughout. 

Advanced Techlnques in 
Microsoft WORD 
Alan R. Neibauer 
537pp. Ref. 416-X 
The book starts with a brief overview, but 
the main focus is on practical applications 
using advanced features. Topics include 
customization, forms, style sheets, 
columns, tables, financial documents, 
graphics and data management. 

Mastering DlsplayWrlte 4 
Michael E. Mccarthy 
447pp. Ref. 510-7 
Total training, reference and support for 
users at all levels--in plain, non-technical 



language. Novices will be up and running 
in an hour's time; everyone will gain com­
plete word-processing and document­
management skills. 

Mastering MultiMate Advantage II 
Charles Ackerman 
407pp. Ref. 482-8 
This comprehensive tutorial covers all the 
capabilities of MultiMate, and highlights 
the differences between MultiMate 
Advantage II and previous versions--in 
pathway support, sorting, math, DOS 
access, using dBASE Ill, and more. With 
many practical examples, and a chapter 
on the On-File database. · 

The Complete Guide 
to MultiMate 
Carol Holcomb Dreger 
208pp. Ref. 229-9 
This step-by-step tutorial is also an excel­
lent reference guide to MultiMate features 
and uses. Topics include search/replace, 
library and merge functions, repagina­
tion, document defaults and more. 

Advanced Techniques 
in MultiMate 
Chris Gilbert 
275pp. Ref. 412-7 
A textbook on efficient use of MultiMate 
for business applications, in a series of 
self-contained lessons on such topics as 
multiple columns, high-speed merging, 
mailing-list printing and Key Procedures. 

Introduction to WordStar 
Arthur Naiman 
208pp. Ref. 134-9 
This all time bestseller is an engaging first­
time introduction to word processing as 
well as a complete guide to using 
WordStar--from basic editing to blocks, 
global searches, formatting, dot com­
mands, SpeiiStar and Mai!Merge. 

Mastering Wordstar on the IBM 
PC (Second Edition) 
Arthur Naiman 
200pp. Ref. 392-9 
A specially revised and expanded intro­
duction to Wordstar with SpeiiStar and 

MaiiMerge. Reviewers call it "clearly writ­
ten, conveniently organized, generously 
illustrated and definitely designed from 
the user's point of view." 

Practical WordStar Uses 
Julie Anne Area 
303pp. Ref. 107-1 
A hands-on guide to WordStar and 
MaiiMerge applications, with solutions to 
comon problems and "recipes" for day­
to-day tasks. Formatting, merge-printing 
and much more; plus a quick-reference 
command chart and notes on CP/M and 
PC-DOS. 

Practical Techniques In 
WordStar Release 4 
Julie Anne Area 
334pp. Ref. 465-8 
A task oriented approach to WordStar 
Release 4 and the DOS operating system. 
Special applications are covered in detail 
with summaries of important commands 
and step-by-step instructions. 

Mastering WordStar Release 4 
Greg Harvey 
413pp. Ref. 399-6 
Practical training and reference for the lat­
est WordStar release--from startup to 
advanced featues. Experienced users will 
find new features highlighted and illus­
trated with hands-on examples. Covers 
math, macros, laser printers and more. 

WordStar Instant Reference 
David J. Clark 
314pp. Ref. 543-3 
This quick reference provides reminders 
on the use of the editing, formatting, 
mailmerge, and document processing 
commands available through WordStar 4 
and 5. Operations are organized alpha­
betically for easy access. The text 
includes a survey of the menu system and 
instructions for installing and customizing 
WordStar. 

Understanding WordStar 2000 
David Kolodney/Thomas Blackadar 
275pp. Ref. 554-9 
This engaging, fast-paced series of tutori­
als covers everything from moving the 



cursor to print enhancements, format 
files, key glossaries, windows and 
MaiiMerge. With practical examples, 
and notes for former WordStar users. 

Advanced Techniques In 
WordStar 2000 
John Donovan 
350pp. Ref. 418-6 
This task-oriented guide to Release 2 
builds advanced skills by developing 
practical applications. Tutorials cover every­
thing from simple printing to macro crea­
tion and complex merging. With Maillist, 
Starlndex and TeiMerge. 

DESKTOP 
PUBLISHING 

Mastering Ventura 
(Second Edition) 
Matthew Holtz 
600pp. Ref. 581-6 
A complete, step-by-step guide to IBM 
PC desktop publishing with Xerox Ventura 
Publisher. Practical examples show how 
to use style sheets, format pages, cut and 
paste, enhance layouts, import material 
from other programs, and more. 

Ventura Tips and Techniques 
Carl Townsend/Sandy Townsend 
424pp. Ref. 559-X 
Packed with an experienced Ventura 
user's tips and tricks, this volume is a time 
saver and design booster. From crop 
marks to file management to using special 
fonts, this book is for serious Ventura 
users. Covers Ventura 2. 

Ventura Instant Reference 
Matthew Holtz 
320pp. Ref. 544-1 
This compact volume offers easy access 
to the complex details of Ventura modes 
and options, commands, side-bars, file 
management, output device configura· 
tion, and control. Written for versions 
through Ventura 2, it also includes stan· 
dard procedures for project and job con­
trol. 

Mastering PageMaker 
on the IBM PC 
(Second Edition) 
Antonia Stacy Jolles 
400pp. Ref. 521-2 
A guide to every aspect of desktop pub­
lishing with PageMaker: the vocabulary 
and basics of page design, layout, graph­
ics and typography, plus instructions for 
creating finished typeset publications of 
all kinds. 

Mastering Ready, Set, Go! 
David A. Kater 
482pp. Ref. 536-0 
This hands-on introduction to the popular 
desktop publishing package for the Mac­
intosh allows readers to produce 
professional-looking reports, brochures, 
and flyers. Written for Version 4, this title 
has been endorsed by Letraset, the 
Ready, Set, Go! software publisher. 

Understanding PostScript 
Programming 
(Second Edition) 
David A. Holzgang 
472pp. Ref. 566-2 
In-depth treatment of PostScript for pro­
grammers and advanced users working 
on custom desktop publishing tasks. 
Hands-on development of programs for 
font creation, integrating graphics, printer 
implementations and more. 

SPREADSHEETS AND 
INTEGRATED 
SOFTWARE 

The ABC's of 1-2-3 
(Second Edition) 
Chris Gilbert/Laurie Williams 
245pp. Ref. 355·4 
Online Today recommends it as "an easy 
and comfortable way to get started with 
the program." An essential tutorial for 
novices, it will remain on your desk as a 
valuable source of ongoing reference and 
support. For Release 2. 



Mastering 1-2-3 
{Second Edition) 
Carolyn Jorgensen 
702pp. Ref. 528-X 
Get the most from 1·2-3 Release 2 with 
this step-by-step guide emphasizing 
advanced features and practical uses. 
Topics include data sharing, macros, 
spreadsheet security, expanded memory, 
and graphics enhancements. 

Lotus 1-2-3 Desktop Companion 
{SVBEX Ready Reference Series) 
Greg Harvey 
976pp. Ref. 501·8 
A full-time consultant. right on your desk. 
Hundreds of self-contained entries cover 
every 1-2-3 feature, organized by topic, 
indexed and cross-referenced, and sup­
plemented by tips, macros and working 
examples. For Release 2. 

Advanced Techniques 
in Lotus 1-2-3 
Peter Antonlak/E. Michael Lunsford 
367pp. Ref. 556-5 
This guide for experienced users focuses on 
advanced functions, and techniques for 
designing menu-driven applications using 
macros and the Release 2 command 
language. Interfacing techniques and 
add-on products are also considered. 

Lotus 1-2-3 Tips and Tricks 
Gene Welsskopf 
396pp. Ref. 454-2 
A rare collection of timesavers and tricks 
for longtime Lotus users. Topics include 
macros, range names, spreadsheet 
design, hardware considerations, DOS 
operations, efficient data analysis, print­
ing, data interchange, applications devel­
opment, and more. 

Lotus 1-2~3 Instant Reference 
SVBEX Prompter Series 
Greg Harvey/Kay Yarborough Nelson 
296pp. Ref. 475-5; 4 3/4x8 
Organized information at a glance. When 
you don't have time to hunt through hun­
dreds of pages of manuals, turn here for a 
quick reminder: the right key sequence, a 
brief explanation of a command, or the 
correct syntax for a specialized function. 

Mastering Lotus HAL 
Mary V. Campbell 
342pp. Ref. 422-4 
A complete guide to using HAL "natural 
language" requests to communicate with 
1-2·3-for new and experienced users. 
Covers all the basics, plus advanced HAL 
features such as worksheet linking and 
auditing, macro recording, and more. 

Mastering Symphony 
{Fourth Edition) 
Douglas Cobb 
857pp. Ref. 494-1 
Thoroughly revised to cover all aspects of 
the major upgrade of Symphony Version 
2, this Fourth Edition of Doug Cobb's 
classic is still "the Symphony bible" to this 
complex but even more powerful pack­
age. All the new features are discussed 
and placed in context with prior versions 
so that both new and previous users will 
benefit from Cobb's insights. 

The ABC's of Quattro 
Alan Simpson/Douglas J. Wolf 
286pp. Ref. 560-3 
Especially for users new to spreadsheets, 
this is an introduction to the basic con­
cepts and a guide to instant productivity 
through editing and using spreadsheet 
formulas and functions. Includes how to 
print out graphs and data for presenta­
tion. For Quattro 1.1. 

Mastering Quattro 
Alan Simpson 
576pp. Ref. 514-X 
This tutorial covers not only all of Quat­
tro's classic spreadsheet features, but 
also its added capabilities including 
extended graphing, modifiable menus, 
and the macro debugging environment. 
Simpson brings out how to use all of Quat­
tro 's new-generation-spreadsheet capa­
bilities. 

Mastering Framework II 
Douglas Hergert/Jonathan Kamin 
509pp. Ref. 390-2 
This business-minded tutorial includes a 
complete introduction to idea processing, 
"frames," and software integration, along 
with its comprehensive treatment of word 



processing, spreadsheet, and database 
management with Framework. 

The ABC's of Excel 
on the IBM PC 
Douglas Hergert 
326pp. Ref. 567-0 
This book is a brisk and friendly introduc­
tion to the most important features of 
Microsoft Excel for PC's. This beginner's 
book discusses worksheets, charts, data­
base operations, and macros, all with 
hands-on examples. Written for all ver­
sions through Version 2. 

Mastering Excel on the IBM PC 
Carl Townsend 
628pp. Ref. 403-8 
A complete Excel handbook with step-by­
step tutorials, sample applications and an 
extensive reference section. Topics 
include worksheet fundamentals, for­
mulas and windows, graphics, database 
techniques, special features, macros and 
more. 

Mastering Enable 
Keith D. Bishop 
517pp. Ref. 440-2 
A comprehensive, practical, hands-on 
guide to Enable 2.0-integrated word pro­
cessing, spreadsheet, database manage­
ment, graphics, and communications-from 
basic concepts to custom menus, macros 
and the Enable Procedural Language. 

Mastering Q & A 
(Second Edition) 
Greg Harvey 
540pp. Ref. 452-6 
This hands-on tutorial explores the Q & A 
Write, File, and Report modules, and the 
Intelligent Assistant. English-language 
command processor, macro creation, 
interfacing with other software, and more, 
using practical business examples. 

Mastering SuperCalc 4 
Greg Harvey 
311pp. Ref. 419-4 
A guided tour of this spreadsheet, data­
base and graphics package shows how 
and why it adds up to a powerful business 

planning tool. Step-by-step lessons and 
real-life examples cover every aspect of 
the program. 

Understanding Javelin PLUS 
John R. Levine 
Margaret Levine Young 
Jordan M. Young 
558pp. Ref. 358-9 
This detailed guide to Javelin's latest 
release includes a concise introduction to 
business modeling, from profit-and-loss 
analysis to manufacturing studies. Read­
ers build sample models and produce 
multiple reports and graphs, to master 
Javelin's unique features. 

DATABASE 
MANAGEMENT 
Mastering Paradox 
(Third Edition) 
Alan Simpson 
663pp. Ref. 490-9 
Paradox is given authoritative, compre­
hensive explanation in Simpson's up-to­
date new edition which goes from 
database basics to command-file pro­
gramming with PAL. Topics include mul­
tiuser networking, the Personal 
Programmer Application Generator, the 
Data-Entry Toolkit, and more. 

The ABC's of dBASE IV 
Robert Cowart 
300pp. Ref. 531-X 
This superb tutorial introduces beginners 
to the concept of databases and practical 
dBASE IV applications featuring the new 
menu-driven interface, the new report 
writer, and Query by Example. 

Understanding dBASE IV 
(Special Edition) 
Alan Simpson 
880pp. Ref. 509-3 
This Special Edition is the best introduc­
tion to dBASE IV, written by 1 million­
reader-strong dBASE expert Alan 
Simpson. First it gives basic skills for ere-



ating and manipulating efficient data­
bases. Then the author explains how to 
make reports, manage multiple data­
bases, and build applications. Includes 
Fast Track speed notes. 

dBASE Ill PLUS Programmer's 
Reference Guide 
(SYBEX Ready Reference Series) 
Alan Simpson 
1056pp. Ref. 508-5 
Programmers will save untold hours and 
effort using this comprehensive, well­
organized dBASE encyclopedia. Com­
plete technical details on commands and 
functions, plus scores of often-needed 
algorithms. 

The ABC's of dBASE Ill PLUS 
Robert Cowart 
264pp. Ref. 379-1 
The most efficient way to get beginners 
up and running with dBASE. Every 'how' 
and 'why' of database management is 
demonstrated through tutorials and prac­
tical dBASE Ill PLUS applications. 

Mastering dBASE Ill PLUS: 
A Structured Approach 
Carl Townsend 
342pp. Ref. 372-4 
In-depth treatment of structured program­
ming for custom dBASE solutions. An ideal 
study and reference guide for applications 
developers, new and experienced users 
with an interest in efficient programming. 

Also: 
Mastering dBASE Ill: A 
Structured Approach 
Carl Townsend 
338pp. Ref. 301-5 

Understanding dBASE Ill PLUS 
Alan Simpson 
415pp. Ref. 349-X 
A solid sourcebook of training and ongo­
ing support. Everything from creating a 
first database to command file program­
ming is presented in working examples, 
with tips and techniques you won't find 
anywhere else. 

Also: 
Understanding dBASE Ill 
Alan Simpson 
300pp. Ref. 267-1 

Understanding dBASE II 
Alan Simpson 
260pp. Ref. 147-0 

Advanced Techniques 
In dBASE Ill PLUS 
Alan Simpson 
454pp. Ref. 369-4 
A full course in database design and 
structured programming, with routines for 
inventory control, accounts receivable, 
system management, and integrated 
databases. 

Simpson's dBASE Tips and 
Tricks (For dBASE Ill PLUS) 
Alan Simpson 
420pp. Ref. 383-X 
A unique library of techniques and pro­
grams shows how creative use of built-in 
features can solve all your needs-without 
expensive add-on products or external lan­
guages. Spreadsheet functions, graphics, 
and much more. 

Expert dBASE Ill PLUS 
Judd Robbins/Ken Braly 
423pp. Ref. 404-6 
Experienced dBASE programmers learn 
scores of advanced techniques for maxi­
mizing performance and efficiency in pro­
gram design, development and testing, 
database design, indexing, input and out­
put, using compilers. and much more. 

dBASE Instant Reference 
SYBEX Prompter Series 
Alan Simpson 
471 pp. Ref. 484-4; 4 3/4x8 
Comprehensive information at a glance: a 
brief explanation of syntax and usage for 
every dBASE command, with step-by­
step instructions and ex~ct keystroke 
sequences. Commands are grouped by 
function in twenty precise categories. 



Understanding R:BASE 
Alan Simpson/Karen Watterson 
609pp. Ref.503-4 
This is the definitive R:BASE tutorial, for 
use with either OSI2 or DOS. Hands-on 
lessons cover every aspect of the soft­
ware, from creating and using a data­
base, to custom systems. Includes Fast 
Track speed notes. 

Also: 
Understanding R:BASE 5000 
Alan Simpson 
413pp. Ref. 302-3 

Understanding Oracle 
James T. Perry/Joseph G. Lateer 
634pp. Ref. 534-4 
A comprehensive guide to the Oracle 
database management system for admin­
istrators, users, and applications devel­
opers. Covers everything in Version 5 
from database basics to multi-user sys­
tems, performance, and development 
tools including SOL* Forms, SOL* Report, 
and SOL*Calc. Includes Fast Track 
speed notes. 

COMPUTER-AIDED 
DESIGN AND 
DRAFTING 

The ABC's of AutoCAD 
(Second Edition) 
Alan R. Miller 
375pp. Ref. 584-0 
This brief but effective introduction to 
AutoCAD quickly gets users drafting and 
designing with this complex CADD pack­
age. The essential operations and capa­
bilities of AutoCAD are neatly detailed, 
using a proven, step-by-step method that 
is tailored to the results-oriented beginner. 

Mastering AutoCAD 
(Third Edition) 
George Omura 
825pp. Ref. 57 4-3 
Now in its third edition, this tutorial guide 
to computer-aided design and drafting 

with AutoCAD is perfect for newcomers to 
CADD, as well as AutoCAD users seeking 
greater proficiency. An architectural pro­
ject serves as an example throughout. 

Advanced Techniques 
In AutoCAD 
(Second Edition) 
Robert M. Thomas 
425pp. Ref. 593-X 
Develop custom applications using 
screen menus, command macros, and 
AutoLISP programming--no prior pro­
gramming experience required. Topics 
include customizing the AutoCAD envi­
ronment, advanced data extraction tech­
niques, and much more. 

DOS 

The ABC's of DOS 4 
Alan R. Miller 
250pp. Ref. 583-2 
This step-by-step introduction to using 
DOS 4 is written especially for beginners. 
Filled with simple examples, The ABCs of 
DOS 4 covers the basics of hardware, 
software, disks, the system editor EDLIN, 
DOS commands, and more. 

ABC's of MS-DOS 
(Second Edition) 
Alan R. Miller 
233pp. Ref. 493-3 
This handy guide to M5-DOS is all many 
PC users need to manage their computer 
files, organize floppy and hard disks, use 
EDLIN, and keep their computers orga­
nized. Additional information is given 
about utilities like Sidekick, and there is a 
DOS command and program summary. 
The second edition is fully updated for 
Version 3.3. 

Mastering DOS 
(Second Edition) 
Judd Robbins 
700pp. Ref. 555-7 
"The most useful DOS book." This seven­
part, in-depth tutorial addresses the 
needs of users at all levels. Topics range 
from running applications, to managing 



files and directories, configuring the sys­
tem, batch file programming, and tech­
niques for system developers. 

MS·DOS Handbook 
(Third Edition) 
Richard Allen King 
362pp. Ref. 492-5 
This classic has been fully expanded and 
revised to include the latest features of 
MS-DOS Version 3.3. Two reference 
books in one, this title has separate sec­
tions for programmer and user. Multi-DOS 
partitons, 3 1/2disk format, batch file call 
and return feature, and comprehensive 
coverage of MS-DOS commands are 
included. 

MS·DOS Power User's Guide, 
Volume I 
(Second Edition) 
Jonathan Kamin 
482pp. Ref. 473-9 
A fully revised, expanded edition of our 
best-selling guide to high-performance 
DOS techniques and utilities--with details 
on Version 3.3. Configuration, 1/0, direc­
tory structures. hard disks, RAM disks, 
batch file programming, the ANSI.SYS 
device driver, more. 

MS·DOS Power User's Guide, 
Volume II 
Martin Waterhouse/Jonathan Kamin 
418pp, Ref. 411-9 
A second volume of high-performance 
techniques and utilities, with expanded 
coverage of DOS 3.3, and new material 
on video modes, Token-Ring and PC Net­
work support, micro-mainframe links, 
extended and expanded memory, multi­
tasking systems, and more. 

DOS User's Desktop Companion 
Judd Robbins 
969 pp. Ref. 505-0 Softcover 

459-3 Hardcover 
This comprehensive reference covers 
DOS commands, batch files, memory 
enhancements, printing, communications 
and more information on optimizing each 

user's DOS environment. Written with 
step-by-step instructions and plenty of 
examples, this volume covers all versions 
through 3.3. 

MS·DOS Advanced 
Programming 
Michael J. Young 
490pp. Ref. 578-6 
Practical techniques for maximizing perfor­
mance in MS-DOS software by making 
best use of system resources. Topics 
include functions, interrupts, devices, multi­
tasking, memory residency and more, with 
examples inC and assembler. 

Essential PC-DOS 
(Second Edition) 
Myrll Clement Shaw/ 
Susan Soltis Shaw 
332pp. Ref. 413-5 
An authoritative guide to PC-DOS, includ­
ing version 3.2. Designed to make experts 
out of beginners, it explores everything 
from disk management to batch file 
programming. Includes an 85-page 
command summary. 

The IBM PC-DOS Handbook 
(Third Edition) 
Richard Allen King 
359pp. Ref. 512-3 
A guide to the inner workings of PC-DOS 
3.2. for intermediate to advanced users 
and programmers of the IBM PC series. 
Topics include disk, screen and port con­
trol, batch files, networks, compatibility, 
and more. 

DOS Instant Reference 
SYBEX Prompter Series 
Greg Harvey/Kay Yarborough Nelson 
220pp. Ref. 477-1; 4 3/4x8 
A complete fingertip reference for fast, 
easy on-line help:command summaries, 
syntax, usage and error messages. Orga­
nized by function--system commands, file 
commands, disk management, directo­
ries, batch files, 110, networking, pro­
gramming, and more. 
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DESKTOP PUBLISHING WITH 

MICROSOFT WORD 
ON THE MACINTOSH 

You don' t need expensive publishing software to create 
expensive-looking desktop publications using this project-oriented guide. 

Desktop Publishing with Microsoft Word on the Macintosh provides a 
basic introduction to the software and also gives special emphasis on 
desktop publishing techniques. Readers are shown the best new ways to 
get what they want on the page, with fifteen desktop publishing projects. 

You'll fmd step-by-step instructions and ready-made examples showing 
exactly how to produce your own custom r~um~. newsletters, 
programs, forms, fliers, brochures, proposals, reports, technical 
documents, articles, letterheads, and more. 

How about a murder mystery to lure you through the maze of desktop 
publishing techniques? Hard-boiled detective Delilah Stone stalks 
through the text, where a killer is on the loose-and clues lie hidden in a 
paper trail of typeset publications. If you study the examples carefully, 
you may solve more than just your desktop publishing needs. And here 
are a few of the things you'Lllearn how to do along the way: 

• select and use type sizes and styles to best effect 

• apply the same design principles used by professionals to create 
attractive, high-impact layouts 

• import, resize, and position graphics on a page 

• create special graphic effects with text 

• choose among many techniques for handling columns 

• use the PostScript page composition language to create 
extra-fancy layout effects 

Desktop Publishing with Microsoft Word on the Macintosh provides 
specific, easy-to-follow examples covering every publishing need~ from 
the simplest to the most complex. It's a complete guide to desktop 
publishing that no Word user should be without! 

COMPUTER BOOK SHELF CATEGORY 

v Intermediate 

v Advanced Reference 

"The reader can look up any 
particular type of document and 
start building . .. beautifully 
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