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Semiautomatic Text 
Icon 
'il 

Reverse type. White text printed on a contrasting backgronnd. In Page­
Maker, you can reverse type by drawing a box around the text that you fill 
with a pa ttern, shade, or color, then sending the box to the background, 
and selecting Reverse as the Type style on the Type menu. 

Ru lers. In PageMnkcr, the horizontal and vertical rulers that can be 
displayed in the publica tion window to help you in placing and aligning 
text and graphics on the page. If the rulers aren't displayed, select Rulers 
on the Options menu or press Both rulers use the system of mea­
surement that you select in the Preferences dialog box. The increments on 
the ruler d epend upon the resolution of your monitor, the display size of the 
page, and the units of measurement you 're using. 

Running h ead (or foot) . Information tha t is repeated in the top or bot­
tom margin of each page of a publication. If the information appears at the 
top of the page, it is called a running head. If it appears at the bottom of 
the page, it is called a running foot. The running head (or foot) usu ally 
contains the name of the publica tion, the section, and the folio. In Page­
Maker, running heads (or feet) are placed on the master pages. See also 
Folio; Facing pages; Master page 

Sans serif. A typeface tha t does not use serifs (the small cross strokes 
projecting from most of the letters). 

Semiautomatic text flow. A mode of text placement where text flows to 
the bottom of the current column or page and then waits for you to click the 
mouse to flow remaining text onto the next column or page. To change 
the Manual tex t icon to the Semiautomatic text icon (shown to the left), 
hold down the Shift key as you cl ick the mouse to place the text. 

Separations. The four screens containing the various percentages of 
cyan, magenta, yellow, and black used to produce the colors in th e printed 
publication. See also Process colors 

Serif. Short cross strokes added to most of the letters in a typeface or a 
font that uses such cross strokes. 
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Set solid. Refers to specifying type where the type size and leading are 
equal. See also Leading; Type size 

Slug. In commercial printing, a line of type cast in a single piece. In 
PageMaker, the horizontal bar indicating the amount of leading you've 
specified that appears when you select a portion of text. Inside the slug, the 
characters are aligned on a common baseline. 

Spot-color overlay. A page containing only the elements that are to be 
printed in a particular color. In PageMaker, the spot-color overlay con­
tains registration marks and the name of the color used, and you can print 
overlays for all colors in the publication or for just a particular color. See 
also Registration mark 

Story. All the text from a single word-processed document that is placed 
in your publication, or all of the text that you enter in or paste together in 
PageMaker. A single s tory can consist of several text blocks, provided that 
they are all threaded together. See also Text block; Threaded text 

Story view. A special text view that displays all text of the selected story 
in a single type size and font. In story view, inline graphks are displayed 
by graphic markers, and independent graphics are not displayed at all. 
Story view makes it easy to add, edit, or spell check the text of the story 
you're working on. To get into story view, you select Edit story on the Edit 
menu or press ~+E. 

Style. In PageMaker, a collection of format settings applied to all para­
graphs in the publication to which the style is assigned. See also Style 
palette 

Style-name tag. A style name placed in a pair of angle brackets, such as 
<Headline>, tha t is entered at the beginning of paragraphs in a \<VOrd 
processed document before it is placed in your PageMaker document. As 
long as the style name matches that of an existing style in the publication 
and you check the Read tags box in the Place document dialog box when 
importing the document, PageMaker applies the s tyle's definition to each 
paragraph that has been tagged. 
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PageMaker Template 
Icon 
v 

A 
Text Tool 
v 

Style palette. A small PageMaker window that you can display on the 
screen that contains the names of all the styles you've defined for your 
publication. To display the window, select Style palette on the Windows 
menu or press~+ Y. Once the palette is displayed, you can then resize and 
move the palette in the publication window as required. To assign a style 
to a paragraph of text, click the insertion point in the paragraph and then 
dick on the style in the Style palette. 

Template. A special publication that contains the structure required to 
generate actual publications that share the same design. In PageMaker, 
you can use two types of templates: grid templates, which contain only the 
layout grid used by actual publications; and placeholder templates, which 
contain dummy text and graphic placeholders showing the placement of 
the elements on each page. To generate a publication from a placeholder 
template, you open a copy of it and then replace the dummy text and 
graphic placeholders with the actual text and graphic images that are to be 
used in your publication. The template icon is shown to the left. 

Text block. In PageMaker, a portion of the text that has been placed on 
the page. When you select a text block in PageMaker with the Pointer, its 
borders are displayed by a box. At the top and bottom of this box, you see 
window-shade handles that can be u sed to change the size of the block or 
reflow it. See also Window-shade handles 

Text tool. In PageMaker, the tool used to manipulate text in layout view 
(shown to the left). When you select the Text tool, the Pointer changes to the 
I-Beam cursor, which can be used to position the insertion point or to select 
text. See also I-Beam cursor; Insertion point 

Thin space. In commercial printing, a fixed space that is less than the 
width of an en space. In PageMaker, a thin space is one half of an en space 
and is entered by pressing ~+Shift+t. 

Threaded text. In PageMaker, text that belongs to one story even when 
it has been split up by graphics into different text blocks. Threaded text 
always appears as a single story in story view. 
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Thumbnail. In commercial printing, a quick d esign sketch in which text 
is greeked and graphics are represented by shapes used to evaluate 
alternate layouts. In PageMaker, a miniature version of the printed page 
in which text is greeked and graphics are represented by shaded boxes 
used to check the layout of your pages. The program allows you to print 
up to 64 thumbnails per page. 

TIFF (Tagged Image File Format). A special format for storing bitmapped 
graphics that is used primarily by scanners to store scanned images of line 
art and photographs. 

Tile. In PageMaker, a portion of an oversized page that is printed on a 
single sheet of paper. You must assemble the tiles to create the complete 
oversized page. 

Track kerning. Uniformly adjusting the amount of Jetter and word 
spacing in a selected range of text. In PageMaker, you can choose between 
five different types of track kerning: Very loose, Loose, Normal, Tight, and 
Very tight. To select one of these settings, choose Track on the Type menu. 

Type size. The distance from the top of an ascender to the bottom of a 
descender, measured in points. 

Verso. The left-hand, even-numbered page of a double-sided publica­
tion. See also Recto 

Widow. In commercial printing, a single line or less than a third of a line 
that appears at the top of a page. In PageMaker, one or more lines at the 
beginning of a paragraph that are separated from the rest of the paragraph 
at the top of a new column or page. You can define the number of lines that 
constitute a widow in a s tyle and prevent them from being placed alone at 
the top of a new column or page. See also Orphan 

Window-shade handles. In PageMaker, the horizontal lines with 
handles that appear a t the top and bottom of a text block when you select 
it with the Pointer. If there is more text to be placed, PageMaker indicates 
this by displaying a solid triangle in the lower window-shade handle. If 
there is no more text to flow, the handle will appear empty. 



404 V Mastering PageMaker 4 on the Macintosh V APP A 

Word spacing. The variable amount of space placed between each word 
to justify a line of type. In PageMaker, you can adjust the word spacing 
with the Word space percentages in the Spacing attributes dialog box or the 
Track command on the Type menu. 

X-height. The height of the lowercase x in the font. The size of the x­
height has the most influence on how large the type appears to be to the 
reader. · 

Zero point. In PageMaker, the intersection of 0 (zero) marks on the 
horizontal and vertical rulers (see Rulers). You can change the zero point 
in a publication by dragging the zero-point marker (the intersecting 
hairlines in the upper left corner of the publication window) to a new 
position on the page. 
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Desktop publishing with PageMaker naturally involves the use of a wide 
variety of additional programs. Throughout the book, we've mentioned 
some programs that you can use with PageMaker to generate either text or 
graphics for the publications you 'll create. In this appendix, we look at a 
few of the companion products such as fon ts and clip art graphic images 
that make it more enjoyable to work with PageMaker, as well as some of 
the more essential utility programs that make it easier to work with 
PageMaker. 

We end the book with suggestions on where to go to learn more about 
desktop publishing on the Macintosh and garner new design ideas. 
Although we've not been able to spend much time discussing the more 
crea tive aspects of desktop publishing, we're acutely aware that the crea­
tive side of designing a publication is much more important (and difficult) 
than the technical side of putting it together. Fortunately, many resources 
are available to you as a new desktop publisher that can keep you current 
in this fast-paced fi eld as well as keep your crea tive juices running. 

FONTS AND 
FONT UTILITIES v 

Every d esktop publisher needs a wide variety of fonts at his or her 
disposal. It seems that no matter how many fonts we have to choose from 
for a project, we could always use more. Fortunately, locating new fonts 
that you'd love to own is seldom any problem, as new fonts are being 
released into the marketplace every day. 

The best way to go shopping for fonts is through the font catalog that 
each manufacturer puts out. If you're using Adobe Type Manager (A TM) 
with PageMaker, be aware that not all PostScript fonts are compatible with 
this utility (fo_r information on A TM, see Chapter 4). So-called Type 3 
PostScript fonts aren't supported by ATM; only Type 1 Adobe fonts are. 
Although most font manufacturers are in the process of converting their 
PostScript laser fonts from Type 3 to Type 1, you should verify this 
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information before you invest heavily in fonts that look great in print, but 
continue to appear jagged on the screen . 

The following font vendors offer a good selection of top-quality fonts : 

Adobe Type Library, Adobe Systems, Inc., P.O. Box 7900, 
Mountain View, CA 94039. This library includes one of the 
widest selections of fonts for $95-$370 each. 

Agfa PostScript Fonts with Adobe Hints, AGFA/ 
Compugraphic, 90 Industrial Way, Wilmington, MA 01887. 
AgfaType fonts are excellent quality and include some that are 
not available from Adobe for $90-$340 each. 

Bitstream Typeface Library for the Macintosh, Bitstream, Inc., 
215 First St., Cambridge, MA 01142. This library includes an 
interesting variety of text and display typefaces for $45 each. 

Fluent Laser Fonts, Cassady & Greene, Inc., P.O. Box 223779, 
Carmel, CA 90278. These fonts include some of the more decora­
tive type styles along with traditional favorites for $90-$130 each. 

Foreign Language Fonts, Linguis ts Software, 925 Hindley Lane, 
Edmonds, W A 98020. They offer one of the best selections of 
foreign language fonts for $50-$150 each. 

As your font library grows, you may experience some problems with 
organizing your fonts. Luckily, a grea t number of useful font utilities are 
available that can help you keep tabs on them. Here are two of our 
favorites: 

SuitCase II, version 1.2.6, Fifth Generation Systems, 10049 North 
Reiger Road, Baton Rouge, LA 70809. This utility makes your 
screen fonts available to any program \o\rithout having to load 
them in your System file with the Font/ DA mover. Suitcase also 
comes with a utility called Font Harmony, which allows you to 
combine all styles of a font into a single family. That way, your 
font lis t on the Font menu isn' t cluttered ·with a separate listing 
for the italic, bold, and regular version of a font. To use the italics 
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or bold version of the font, you select the font on the Font menu 
and then the attribute from the Type style menu. 

Adobe Type Reunion, Adobe Systems, Inc., P.O. Box 7900, 
Mountain View, CA 94039. This utility goes one step further than 
Font Harmony and groups different styles of a single font so they 
can be selected from a pop-up menu that appears when you 
select the basic font on the Font menu. This makes it a lot easier 
to locate and select a specific style for a font that offers a wide 
variety of styles, such as ITC Eras, which comes in Light, Book, 
Medium, Bold, and Ultra. 

Some jobs will require some special effects with type that may not be 
possible with PageMaker alone. Several type utilities allow you to ex­
periment with type and even develop your own fonts. 

Adobe Type Align, Adobe Systems, Inc., P.O. Box 7900, Moun­
tain View, CA 94039. If you're using Ad obe Type Manager with 
PageMaker, you will probably be interested in getting this pro­
gram, which allows you almost unlimited freedom in manipulat­
ing PostScript fonts. 

Fontographer, Altsys, 720 Avenue F, Suite 109, Plano, TX 75074. 
Although somewhat expensive, Fontographer gives you the 
freedom to design and create your own personal typefaces that 
you can then use in your PageMaker publications. 

GRAPHIC IMAGES v 
Knowing that you won't always have the time (and inclination) to draw 
your own illustrations for the projects you undertake with PageMaker, 
you may well want to invest in some of the clip-art collections that are 
available. That way, you will have access to a library of stock graphic 
images that you can use in your publication either as is or with slight 
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variations. Clip art, like PageMaker graphics, comes in different formats. 
You can select between bitmapped, draw-type, and EPS images. Once 
you've purchased the clip-art collection, you can bring any of its graphic 
images directly into PageMaker with the Place command and then posi­
tion it, scale it, and crop it as needed. 

Clip-art collections run the gamut from cartoons to intemational symbols. 
In fact, so many collections are available that it's almost impossible not to 
find the image you want in one format or another. The best way to find out 
what images a particular collection of clip art contains is by consulting a 
catalog. To date, one extremely useful, if somewhat dated, catalog is 
available: 

The Electronic Clip Art Digest: Volume 1: A Compendium of Art 
for the Macintosh (1988, The Electronic Clip Art Company, 6376 
Quail Run, Kalamazoo, MI 49009). This digest contains over 
15,000 clip-art illustrations available from 30 different companies. 
It comes in a loose-leaf format and comprises over 600 pages. 

If you have access to a CD-ROM player, you may want to look into 
collections of clip art available in this medium. A CD-ROM disk can hold 
many more images than standard floppy disks. We are familiar with a 
really diverse collection by Wheeler Arts that is available from Wayzata 
Technology: 

QuickArt by Wheeler Arts, Wayzata Technology Inc., P.O. Box 
97, Prior Lake, Minnesota, MN 55372. This collection of over 2000 
images is divided into 24 diverse categories, including such 
groups as Animals, Clothing, Farm, Food, Maps, People, Travel, 
and more. In addition to the images, the collection includes a 
utility called Retouch that enables you to enhance and resize the 
images before you import them into your PageMaker publications. 
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Desktop publishing is an exciting and rapidly changing field. To learn 
moreaboutit, keep current with the latest developments, and get valuable 
design ideas, you may want to investigate the following books and 
magazines: 

Forget All the Rules about Graphic Design (Including the Ones in 
This Book) by Bob Gill (1981, Watson-Guptill, 1515 Broadway, 
New York, NY 10036). A unique guide to graphic design that 
presents the design process as taking boring problems and giv­
ing them interesting solutions. 

Looking Good in Print: A Guide to Basic Design for Desktop 
Publishing by Roger C. Parker (1988, Ventana Press, P.O. Box 
2468, Chapel Hill, NC 27515). A good compendium of design 
ideas for the new desktop publisher. This book is noted for its 
makeovers that show you before-and-after versions of many 
types of publications. 

Graphic Design for the Electronic Age by Jan V. White (1988, 
Watson-Guptill, 1515 Broadway, New York, NY 10036). A thor­
ough introduction to type design and basic page layout. 

How to Understand and Use Design and Layout by Alan Swann 
(1987, North Light Books, 1507 Dana Ave., Cincinnati, OH 45207). 
Excellent introduction to basic design principles applied to pub­
lications. This book is divided into three parts: exploring design 
options, making design decisions, and fine-tuning the design. 

Desktop Publishing by Design by Ronnie Shushan and Don 
Wright (1989, Microsoft Press, 16011 NE 36th Way, Box 97017, 
Redmond, WA 98073). Combines hands-on projects v.rith a 
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wealth of practical and inspiring design ideas using PageMaker 
(version 3.0). 

Aldus Maga zine (Aldus Corporation, 411 First Ave. South, 
Seattle, WA 98104). This magazine is devoted primarily to the use 
of PageMaker, although you will find articles on other Aldus 
products. Aldus offers a free trial subscription to all registered 
PageMaker users. 

Publis11! (CW Communica tions, 501 Second St., San Francisco, 
CA 94107). This monthly magazine is devoted to desktop pub­
lishing, using all types of programs. It will keep you informed of 
major changes in the field as well as how businesses are actually 
using the technology. Publish! is full of hints for both new and 
more experienced desktop publishers. 
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Add word to user dictionary dialog box, 193-194 
adding columns and rows to a table, 216 
adding pages to the publication, 201 
adding text to a story, 173-176,197 
adding text to tables, 211 
Adobe Type Manager (ATM), 127-130 

Character shape option, 129-130 
font cache, 128-130 
Line spacing option, 129-1 30 
and PostScript fonts, 407-408 

Aldus print options, 372-376 
Aldus Printer Description (APD) files, 367 
Align to grid option, 314 
alignment, 122-123, 309-310, 393 
All caps Case option, 146 
AppleTalk, 8 
ASCII import filter, 169- 171 
Attributes dialog box, 186 
autoflow, 199-200, 393 
autoleading, 140-141 

Bv 
background printing, 367, 382 
Before x-ref option, 358 
Between entries option, 357 
Between page #s option, 357 
bitrnapped (paint-type) graphics, 225, 226, 393 
bleed, 393 
body type, 393 
book, 393 
Book command, 333, 393 
book list, 333-335 

adding publications to, 334-335 
printing all publications in, 372 
steps in creating, 359-360 

Book publication list dialog box, 333-335 
Bring to front option, 327-328 

Cv 

captions, adding to figures, 261 
Change command, 188-191 
Chooser, 366-367, 382 
ciceros, 393 
clip-art collections, 409-410 

clipboard, 5 
CMYK (Cyan, Magenta, Yellow, Black) 

colors, 384, 386-387, 394 
Color palette 

defined, 394 
displaying and hiding, 387 

color publications, 383-388 
color separa tion programs, 383-384 
color separations, 400 
colors 

applying to text and graphics, 387 
CMYK model, 384, 386-387, 394 
default, 384-385 
defining for publications, 384 
HLS model, 386 
Pantone, 387, 398 
Paper, 384 
process, 383, 399 
Registration, 385 
RGB model, 386 
spot, 383 

Column break before option, 310 
column g uides, 79 
Column guides dialog box, 283-284 
Column-break option, 253 
columns, 282-285 

combining different numbers on one page, 
322-323 

creating on master page(s), 283 
defu1ing, 329 
unequal, 284 

comps (comprehenSives), 2 
Convert quotes option, 198 
Copy styles dialog box, 320 
Create index entry dialog box, 344 
Create TOC command, 336-337 
crop marks, 394 
Crop marks printing option, 374 
Cropping tool, 36, 250-251 
customizing graphic boundaries, 256-261 
customizing vertical ruler, 277 

Dv 

Define colors command, 148 
Define colors dialog box, 384-385 
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Define styles dialog box, 302, 305 
desktop publishing 

defined, 1-4 
on the Macintosh, 4-5 

desktop publishing resources, 411-412 
dictionaries 

for hyphenation, adding words to, 134-135 
purchasing additional, 194-195 
selecting, 310 
specifying hy phenation for added words, 194 
for spelling, adding words to, "1 93-194 

discretionary hyphens, 394 
Display master items option, 280-281 
display type, 394 
double-sided publications, 394 
Download bit-mapped fonts option, 378 
Download PostScript fonts optio n, 378-379 
downloadable fonts, 7 
downloading bitmapped fonts, 378 
downloading PostScript fonts, 378-379 
drawing tools, 36-37 
drop caps 

creating with graphics, 262-265 
creating with Subscript position option, 148-152 
creating with text blocks, 323-325 
defined, 148-149 

dummy text, p lacing in publication, 100- 105 

Ev 
Edit color dia log box, 385-387 
Edit s tyle d ialog box, 301-303 
em, 394 
em dashes, 94 
em space, 122 
en, 395 
en dashes, 94 
en space, 122 
Entry end index option, 358 
EPS (Encapsula ted PostScript) 

defined, 395 
format, 6 
graphics, 226, 228-230 

Even/odd pages o ption, 376 
Export dialog box, 171- 173 
export filters, 171 

Export tags option, 173 
exporting text from PageMaker publications, 

171- 173 
exporting tables to PageMaker publications, 

219-221 

Fv 
facing pages, 395 
figure captions, 261 
fi ll patterns, 38 
Find command, 185-188 
flowing text, 199-200 
folios, 287, 395 
Following topic option, 357 
font utilities, 407-409 
fonts, 114, 125-130. See also type 

defined, 395 
downloading, 378-379 
PostScript and A TM, 407-408 
screen, bitmapped, 125 
selecting, 30-36 
substitution in printing, 374-375 

Force justify command, 144-145 
four-color separations, 383-384 

Gv 

galleys, 1 
Go to page dialog box, 275 
Grabber hand, 36, 43, 251, 395 
graphics, 225-239 

bitmapped, 225-226, 393 
bitmapped, printing with Smooth option, 375 
boundaries for, 252-253 
boundary handles, 257-261 
boundary hand les, adding new, 258 
boundary handles, deleting, 260 
changing independent into inline, 241 
changing inline to independent, 241 
clip-art collections of, 409-410 
cont rolling text flow around, 252-255 
cropping, 250-251 
customizing boundaries for, 256-261 
displaying in low resolution, 278-279 
drilw-type, 394 
EPS (Encapsulated PostScript), 226, 228- 230, 395 



flowing text around, 265 
importing as independent graphics, 264 
impor ting as in line graphlcs, 263 
importing into publications, 239-240 
independent, 240 
independent vs. inline, 225 
inlinc, 240 
PICT, 226--228, 398 
placing in publications, 241 
replacing, 240 
resizing, 249-250 
retaining proportions when resizing, 249 
scaling, 249-250 
scaling to printer's resolution, 249-250 
sizing during placement, 241 
switching to hlgh-resolu tion display of, 278 
TIFF, 226, 230-239. See also TIFF graphics 

grayscale images, 11, 230-231 
grayscale monitors, 9, 10 
greeked text, 38-39 

defined, 395 
specifying size of, 278 

grid, 282, 395 
Grid size option, 314 
guides 

defined, 396 
displaying or hiding in publication, 281 
specifying placement of, 279 

gutter, 274 

Hv 
halftones, 2, 11 , 230, 396 
halftoning, 234 
Help command, 14-15 
HLS (Hue, Lighh1ess, Saturation) colors, 386 
hyphenation, 133-135 

Hyphenation zone op tion, 134 
Limit consecutive hyphens option , 134, 318 
Manual only option, 134 
Manual plus dictionary option, 134 
specifying type of, 316--318 

lv 

!-Beam cursor, 396 
Image control command, 232- 238 

Image option, 376 
Imagewriter printers, 382 

Index V 41 5 

Import command, in story view, 196 
import fil ters, 160-162 
importing 

formatting from word processed documents, 
162-163 

independent graphics, 264 
inline graphlcs, 263 
stories from other PageMaker publica tions, 223 
tables into PageMaker publications, 219-221 
text from IBM PC word p rocessors, 161 
text from Macintosh word processors, 160 
text-only (ASCII) files, 169-171 
Word 4.0 documents, 164-165 
Word 4.0 tables into PageMaker, 167-169 
Word styles into PageMaker, 166--167 

lnclude Aldus Prep print to d isk option, 380-381 
Include images print option, 379 
Include in table of contents option, 310 
Indent/ tabs dialog box, 314-316 
independent graphics, 240 

defined, 396 
importing as, 264 
vs. in line graphlcs, 225 

Index format dialog box, 357- 358 
index(es), 343-359 

for a ll publications in book list, 355 
checking entries for consistency, 350- 351 
cross-referencing in, 349-350, 353 
formatting, 356--358 
genera ting, 354-356 
Include index section headings option, 356 
marking entries in, 343-345 
Nested vs. Run-In format, 357 
page ranges for entries, 348-349 
previewing, 351-354 
Reference override o ption, 348-349 
Remove unreferenced topics op tion, 355 
removing entries from, 353 
replacing, 354-355, 358 
sort order in, 347 
sort specifications for, 346--347 
steps in creating, 361-362 
in story view, 358 
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styles for, 359 
in line g raphics, 240 

defined, 396 
importing as, 263 
vs. independent graphics, 225 

Insert pages dia log box, 201 
Insertion point, 396 
ita lic type, 117, 396 

JV' 

jump-over option, 254 
justification, 396 

Kv 

Keep lines together option, 310 
Keep with next option, 310 
kern pairs, 136-137 
kerning, 121- 122 

defined, 397 
letter pairs, 136-139 
manual, 138-'139, 155 

kerning superscripted text, 152-154 
Knockouts option, 375, 388 

Lv 
landscape mode, 269, 376 
Lase rWriter, 6-8 

Print options for, 369-370 
LascrWriter U/NTX, 369 
LaserWriter Page Setup dialog box, 370 
layout grids, 282 
layout view, 43-44 

defined, 397 
edi ting text and graphics in, 49 
selecting preferences for, 276-280 

leaders behveen tabs, 316 
lead ing (ledding), 119-120 

defined, 397 
proportiona I method, 139-140 
specify ing amount of, 139-1 41 
top-of-caps method, 139-140 

letterspacing, 121-122, 132, 397 
line length, specifying, 120-'121 
Line menu, 37-38 
lines 

adding, 92-94 
changing thickness of, 37-38 

Link info dialog box, 248 
links (linked fi les), 241-248 

automatic updating of, 243 
manually updating, 245-246 
reestablishing, 246-248 
setting default Link options, 243-244 
setting Link options for, 242-244 

LM page marker, 288. See also master page(s) 
long documents, 333-335 

Mv 

Make Aldus Prep permanent option, 379 
manual kern ing, 138-139 
manual text flow, 199- 200, 397 
margins 

inside and outside, 273-275 
left and right, 273, 275 

master page(s), 56, 280-282, 328 
adding ru ler guides to, 82-84 
creating columns on, 79-82 
defined, 397 
d isplayi11g master items on, 280--281 
going to Left master page, 280 
going to Right master page, 280 

measurement system 
overriding d efaults, 25 
selecting, 276-277 

mechanicals, 398 
Microsoft Word. See Word 4.0 
monitors, exte rna l, 8-10 
moving e lements to a new page, 326 

Nv 
ew story command, 45 

Ov 

Orientation option, 376 
Orphan control option, 311 
orphans, 398 

Pv 

Page break before option, 310 
page numbering 



entering page-number markers for, 287-288 
specifying starting page number, 270 
specifying type of page numbers, 271-273 

Page numbering dialog box, 271-273 
Page range option, 357 
Page setup dia log box, 76-79, 268-270 
page size, 268-270 

changing, 38-42, 61 
in Fit in window view, 41 
in Fit in world view, 41 

page(s) 
adding to publications, 270-271 
deleting from publications, 270-271 
double-sided, 273-276, 394 
facing, 273-276, 395 
going to next, previous, or page number, 275 
orienta tion, 268-270 
setting up, 267-288 
specifying margins for, 273-276 

PageMaker 
hardware requirements for, 5 
starting, 19, 59 
version 4.0, new features in, 12-13 

PageMaker 4.0 Story importer dia log box, 179-182 
Pair kerning option, 137-138 
Pan tone colors, 387, 398 
paragraph. Sec nlso styles 

contro lling Jetter and word spacing in, 31 1 
marking, for table of contents, 336 
preventing widows and orphans in, 311 
rules above or below, 311-312 
rules, specifying position of, 312-314 
rules, specifying thickness of, 312 
specifying alignment for, 309-310 
specifying breaks, 310 
specifying indents for, 308-309 
specifying space before or after, 309 
table of contents, 336 

Paragraph ru les dialog box, 311 
Paragraph specifications dia log box, 308-314 

Dictionary pop-up menu, 195 
paragraph styles. See styles 
pasteboard, 27-28, 398 
pasteup, 398 
picas, 117-118, 398 
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PICT (draw-type) graphics, 226-228, 398 
pixels, 399 
Place command, 196-199 

options, 197-199 
used to import graphics, 240 

Place document dialog box, 197 
options when placing graphics, 240 

placeholders, 65 
placing elements precisely, with guides, 286-287 
placing text in publications, 196-199 

as addition to current stories, 222 
as new story, 87, 221 
prepared wi th Story Editor, 223 
as replacement for curren t story, 222 

Pointer, 30, 399 
points, 117-118, 399 
portrait mode, 269, 376 
PostScript, 6, 399 
PostScript print options, 376-380 
PostScript printers, 7-8, 368-370 
Preferences dialog box 

changing units of measurement, 24 
defaults, 276 
options, 276-280 
Show layout problems option, 132 
Size and Font options, 44 

Print blank pages option, 376 
print spoolers, computer-resident vs. network, 

367-368 
Print to dialog pox, 368-372 
printer drivers, 367-368 

Aldus Prep, 367, 379 
Apple printer driver, 367, 382 
and print spoolers, 367- 368 

printers 
choosing, 366-367 
non-PostScript, 382-383 
PostScript, 7-8, 368-372 
printer area, 370 
selecting for PageMaker, 6-8 

printing, 366-383 
Aldus print options, 369-372 
background, 367, 382 
bitmapped graphics, with Smooth option, 375 
blank pages, 376 
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color EPS and TIFF images, 379 
color publica tions, 383-388 
color separa tions, 380 
crop marks on pages, 374 
determining print area, 370 
to d is k, 380-381 
even or odd pages, 376 
knockouts, 375, 388 
mirror images, 376 
negative images, 376 
non-PostScript printers, 382-383 
orientation, 376 
oversized pages, 375-376, 391 
page proofs, 372, 374 
pages on film, 376 
publications in book list, 372 
scaling page size, 371 
selecting page size, 370 
service bureaus, 8 
specifying options for, 371 
spot-color overlays, 375, 387 
thumbnails, 372 
TIFF images a t lower resolution, 379 
tiling, 375-376 

printing exercises 
oversized pages, 391 
thumbnails, 391 
using defaults, 388, 391 

process colors 
defined, 399 
printing, 388 
in publications, 383-384 

Proof option, 372, 374 
Publication window, 22-43 
publications 

color, 383-388 
creating fro m scratch, 75-110 
creating from templates, 65-73 
defined, 399 
double-sided, 394 
opening, 20-22, 59 
opening new, 109-1 10 
saving changes in, 62 

pull quotes, 94-95 

Qv 

QuickDraw laser printers, 382 

Rv 
Read tags option, 163-173, 198, 401 
recto, 399 
registra tion marks, 399 
Remove pages dialog box, 201 
replacing graphics, 240 
replacing placeholders with text and g raphics, 293 
replacing text, 188-191 
replacing text attributes, 189-190 
resolution, 399 
Retain format option, 198 
Reverse option, 148 
reverse type, 140,400 
RGB (Red, Green, Blue) colors, 386 
RM page marker, 288. See also master page(s) 
rotated text, 142-143 

editing in story view, 71 
procedure, 155 

ruler guides, 79, 285-287 
rulers, 23-25 

defined, 400 
hiding or d isplaying, 23-24 
increments by page d isplay size, 286 
specify ing units of measurement for, 24-25 
vertical, customiz ing uni ts of measurement 

for, 277 
rules, 92-94 
runarounds, 256--261 
running heads, 287, 400 

Sv 

sa ns serif type, 400-401 
saving changes to a publication, 57-58 
scanned images, 10, 230-231 
scanners, 10- 12 
scroll bars, 42-43 
searching 

for special characters, 188- 189 
for text attributes, 186 
for text in story, 184-188 
with w ildcard character, 188 



selecting 
all elements on a page, 327 
overlapping elements, 328 
several elements at one time, 326 

semiautomatic text flow, 199, 400 
Send to back option, 327-328 
serifs, 400 
set solid, 401 
Set width command, 143- 144 
shading, 38 
Show index dialog box, 352-354 
Show layout problems options, 279 
slug, 139, 401 
small caps, 145-147 
Smooth option, 375 
Snap to guides option, 285 
Snap to ru lers option, 286-287 
sort specifications for indexes, 346-347 
spacing, adjusting letter or word, 132-133 
Spacing attributes dialog box, 131-132, 311 
spelling checker, 191-193 
Spelling command, 192- 193 
spot-color overlays, 401 
Spot color overlays print option, 375 
spot colors in publications, 383-384 
standoff, 254-255 
stories 

copying text be tween, 181 
creating new, 176-177 
defined, 176, 401-404 
editing in Story Editor, 177-178 
editing text of, 182 
importing from other publications, 179- 182 
methods for selecting text in, 183 
placing in publication, 178 
replacing in publication, 178 
shortcuts for moving around, 183 

Story Editor, 43-49 
disp laying paragraphs, tabs, and spaces in, 176 
displaying style names in, 175 
editing stories in, 177-178 
markers for index entries, 175-176 
markers for inline graphics, 175- 176 

Index V 419 

markers for page numbers, 175-176 
preparing text with, 173-176 

story view, 44 
defined , 401 
menu optio ns in, 46 
specifying font and type size for, 174, 279- 280 

style-name tags, 163-164 
Style palette 

defined, 402 
hiding and displaying, 35-36, 299 

style s heet, default styles in, 300 
styles, 33- 36, 294-320 

applying to text, 319, 331 
assigning type specifications for, 306 
Based on option, 305 
defau lt, 299-301 
defined, 401 
defining from existing text, 302-304, 329 
defining from scratch, 304-318, 330 
importing from other publications, 320 
for index, 359 
Next style option, 305-306 
No s tyle option, 300 
overrides in, 303-304 
overriding for selected text, 319-320 
for table of contents, 336, 340-342 
viewing contents of, 301 

Subscript position option, 150-152 
Substitute fonts option, 374-375 
Super~cript position option, 152-154 

Tv 
Table Editor, 207-221 
table of contents, 336-342 

default s tyles for, 340-342 
generating, 337-340 
indicating numbering system for, 338 
marking entries for, 336-337 
placing in publication, 339-340 
replacing, 337-342 
specifying character between entry and page 

number, 338-339 
steps in creating, 360 
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tables 
adding new columns and rows to, 216 
a ligning text in columns and rows of, 212 
calculating totals in, 212-213 
copying to publications via the C lipboard, 221-223 
creating new, 208-212 
deleting columns and rows from, 216 
deleting text from, 211 
entering text in, 211 
exporting to PageMaker publicatio ns, 219-221 
formatting numbers in, 213 
formatting text of, 211-212 
grid labels, 210 
grid lines, 210 
joining cells of, 217 
resiz ing columns and rows of, 21 4-21 6 
saving as PICT fi les, 220-221 
saving as Text only files, 220-221 
selecting borders for, 217-219 
shading cells in, 217-219 
using Table Editor, 207-221 

tabs 
adding, 316 
deleting, 316 
w ith leaders, 316 
repeating, 316 
setting, 314-316 

Tabs option, 314-316 
tags for style names, 163-164 
templa tes, 289-294 

creating from publications, 294 
creating new publica tions from, 108-109 
defined , 65, 402 
designing publications from, 289-294 
grid, 290-292 
p laceho lder, 292-293 
replacing p laceholders in, 66-73 

text. See also sto ries 
flowing a round graphics, 252-255, 265 
inserting in selected story, 197 
placing as new story, 197 
p reparing for PageMaker, 159-160 
p reparing with word processors, 160-173 
replacing iJ1 selected story, 197 
selecting, 31 
threaded , 201, 402 

text blocks, 201-207 
breaking into smaller blocks, 204-205 
combining, 206-207 
cutting and copying to Clipboard, 202 
defined , 402 
deleting, 202 
drag placing to span columns, 285 
reflowing, 98-100, 205-206 
selecting multiple, 202-203 
sizing and positioning manually, 203-204 

Text flow options, 254-255 
Text rotation command, 142- 143 
Text tool, 30-36, 402 
Text wrap dia log box, 252- 254 
thin space, 122, 402 
threaded text, 402 
thumbnails, 2, 372, 391, 403 
TIFF (Tagged Image File Format) 

graphics, 226, 230-239 
adjusting the ang le of the screen fo r, 235 
adjusting frequency of screen for, 234-235 
adjusting lightness and contrast o f, 236-238 
compressing, 238-239 
defined, 403 
editing in PageMaker, 232- 238 
printing in publica tions, 379 
uncompressing, 239 

TIFF for position only option, 379 
tile, 403 
Tile option, 375-376 
TOC and i11dex prefix option, 273 
Toolbox, 28-29 
Track command, 135-136 
track kerning, 135-136, 403 
type. See also fonts 

a lignmen tof, 122-123, 309-310 
body, 393 
compressing or expanding, 143-144, 156 
display, 394 
filling out a line of, 144-145 
ita lic, 396 
measurement of. 11 7-118 
point size of, 118-119 
reverse, 148, 400 
rotated, 142-143, 155 
sans serif, 114, 400 



serif, 114, 400 
shortcuts for sizing and enhancing, 185 
x-height of, 118-119 

type families, 116-117 
Type menu, 30-31, 182 
type size, 403 
Type specifications dialog box, 182-184, 306 
Type style command, 147-148 
typeface. See fonts 
typography, 113 

Uv 
units of measurement. See nlso Preferences dialog 

box 
overriding defaults, 25 
selecting, 276-277 

Vv 
verso, 403 
vertical ruler, specifying measurement system 

for, 277 
View last error message print option, 379 

Wv 
Widow control option, 311 
widows, 403 
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wildcard character, in text searches, 188 
window-shade handles, 403 
Windows menu, 178 
Word 4.0, 165-169 

import filter dialog box, 165-166 
importing documents into PageMaker, 164-165 
importing style sheets into PageMaker, 166-167 
importing tables into PageMaker, 167-169 

word spacing, 121- 122, 131-132, 404 
Wrap-all-sides option, 254, 262 
WYSIWYG, 4 

Xv 
x-height, 118-119,404 

Zv 
Zero lock command, 25-27 
zero points, 25-27, 404 
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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. 

ABC's of Excel on the 
Macintosh 
(Second Edition) 
Douglas Hergert 
334pp. Ret. 634-0 
Newly updated to include version 2.2, this 
tutorial offers a quick way for beginners to 
get started doing useful work with Excel. 
Readers build practical examples for 
accounting, management, and home/ 
office applications, as they learn to create 
worksheets, charts, databases, macros, 
and more. 

AppleWorks Tips and 
Techniques 
(Second Edition) 
Robert Ericson 
462pp. Ref. 480-1 
An indispensible collection of timesaving 
techniques, practical solutions, and tips 
on undocumented problems fo r every 
AppleWorks user. This expanded new 
edition covers all versions through 2.0, 
and includes in-depth treatment of 
macros. 

Desktop Publishing with 
Microsoft Word on the 
Macintosh 
(Second Edition) 
Tim Erickson 
William Finzer 
525pp. Ref. 601 -4 
The authors have woven a murder mys­
tery through the text, using the sample 
publications as clues. Explanations of 
page layout, headings, fonts and styles, 
columnar text, and graphics are interwo­
ven within the mystery theme of this excit­
ing teaching method. For Version 4.0. 

Encyclopedia Macintosh 
Craig Danuloff 
Deke McClelland 
650pp. Ref. 628-6 
Just what every Mac user needs-a com­
plete reference to Macintosh concepts 
and tips on system software, hardware, 
applications, and troubleshooting. 
Instead of chapters, each section is pre­
sented in A-Z format with user-friendly 
icons leading the way. 

Excel Instant Reference 
SYBEX Prompter Series 
William J_ Orvis 
368pp. Ref. 577-8, 4 3J4' x 8" 
This pocket-sized reference book con­
tains all of Excel's menu commands, math 
operations, and macro functions. Quick 
and easy access to command syntax, 
usage, arguments, and examples make 
this Instant Reference a must. Through 
Version 1.5. 

HyperTalk Instant Reference 
SYBEX Prompter Series 
Greg Harvey 



316pp. Ref. 530·1. 4 3/<'' x 8" 
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 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 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 detai ls on AppleWorks 
desktop, word processing, spreadsheet 
and database functions. 

Mastering Excel 
on the Macintosh 
(Third Edition) 
Carl Townsend 
656pp. Ref. 622·7 
This highly acclaimed tutorial has been 
updated for the latest version of Excel. 
Full or extensive examples, tips, applica· 
tion templates, and illustrations. This book 
makes a great reference for using work· 
sheets, databases, graphics, charts, 
macros, and tables. For Version 2.2. 

Mastering Microsoft Word on 
the Macintosh 
Michael J. Young 
447pp. Ref. 541·7 
This comprehensive, step-by-step guide 
shows the reader through WORD's exten· 
sive capabilities, from basic editing to cus· 
tom formats and desktop publ ishing. 

Keyboard and mouse instructions and 
practice exercises are included. For 
Release 4.0. 

Mastering Powerpoint 
Karen L. McGraw, Ph.D. 
425pp. Ref. 646-4 
The complete guide to creating high· 
quality graphic presentations using 
PowerPoint 2 .01 on the Macintosh­
offering detailed, step-by-step coverage 
of everything from starting up the soft· 
ware to fine-tuning your slide shows for 
maximum effect. 

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 Hard Disk 
Management on the Macintosh 
J. Russell Roberts 
334pp. Ref. 579·4 
This is the most comprehensive and acces· 
sible guide to hard disk usage for all Macin­
tosh users. Complete coverage includes 
SCSI and serial drives and ports. formatting, 
file fragmentation, backups, networks, and a 
helpful diagnostic appendix. 

Understanding HyperCard 
(Second Edition) 
Greg Harvey 
654pp. Ref. 607-3 
For Mac users who want clear-cut steps to 
quick mastery of HyperCard, this thor· 
ough tutorial introduces HyperCard from 
the Browsing/Typing and Authoring/ 
Painting levels all the way to Scripting with 
HyperTalk, the HyperCard programming 
language. No prior programming experi· 
ence needed. For Version 1.2. 



SYBEX Computer Books 
are different. 

Here is why . • • 

At SYBEX, each book is designed with you in mind. Every manuscript is 
carefully selected and supervised by our editors, who are themselves 
computer experts. We publish the best authors, whose technical expertise 
is matched by an ability to write clearly and to communicate effectively. 
Programs are thoroughly tested for accuracy by our technical staff. Our 
computerized production department goes to great lengths to make 
sure that each book is well-designed. 

In the pursuit of timeliness, SYBEX has achieved many publishing firsts. 
SYBEX was among the first to integrate personal computers used by 
authors and staff into the publishing process. SYBEX was the first to 
publish books on the CP/M operating system, microprocessor interfacing 
techniques, word processing, and many more topics. 

Expertise in computers and dedication to the highest quality product 
have made SYBEX a world leader in computer book publishing. Trans­
lated into fourteen languages, SYBEX books have helped mill ions of 
people around the world to get the most from thei r computers. We hope 
we have helped you, too. 

For a complete catalog of our publications: 

SYBEX, Inc. 2021 Challenger Drive, #1 00, Alameda, CA 94501 
Tel: (415) 523-8233/(800) 227-2346 Telex: 336311 
Fax: (415) 523-2373 



TO JOIN THE SYBEX MAILING LIST OR ORDER BOOKS 
PLEASE COMPLETE THIS FORM 

NAME COMPANY 

STREET ---- - - ----------- CITY - --------- -­

STATE ZIP -------------

0 PLEASE MAIL ME MORE INFORMATION ABOUT SYBEX TITLES 

ORDER FORM (There is no obl igation to order) 

PLEASE SEND ME THE FOLLOWING: 

TITLE QTY PRICE 

SHIPPING AND HANDLING PLEASE ADD $2.00 
PER BOOK VIA UPS 

FOR OVERSEAS SURFACE ADD $5.25 PER 
BOOK PLUS $4.40 REGISTRATION FEE 

FOR OVERSEAS AIRMAIL ADD $18.25 PER 
BOOK PLUS $4.40 REGISTRATION FEE 

CALIFORNIA RESIDENTS PLEASE ADD 
APPLICABLE SALES TAX 

TOTAL AMOUNT PAYABLE 

0 CHECK ENCLOSED C VISA 
0 MASTERCARD 0 AMERICAN EXPRESS 

ACCOUNT NUMBER 

TOTAL BOOK ORDER $__ EXPIR. DATE __ DAYTIME PHONE 

CUSTOMER SIGNATURE ----- ---------- -------------

CHECK AREA OF COMPUTER INTEREST: 

0 BUSINESS SOFTWARE 

0 TECHNICAL PROGRAMMING 

0 OTHER: 

THE FACTOR THAT WAS MOST IMPORTANT IN 

YOUR SELECTION: 

0 THE SYBEX NAME 

0 QUALITY 

0 PRICE 

0 EXTRA FEATURES 

0 COMPREHENSIVENESS 

0 CLEAR WRITING 

0 OTHER ------------ -

OTHER COMPUTER TITLES YOU WOULD LIKE 

TO SEE IN PRINT: 

OCCUPATION 

0 PROGRAMMER 0 TEACHER 

0 SENIOR EXECUTIVE 0 HOMEMAKER 

0 COMPUTER CONSULTANT 0 RETIRED 

0 SUPERVISOR 0 STUDENT 

0 MIDDLE MANAGEMENT 0 OTHER: 

0 ENGINEER/TECHNICAL 

0 CLERICAL/SERVICE 

0 BUSINESS OWNER/SELF EMPLOYED 



CHECK YOUR LEVEL OF COMPUTER USE 

0 NEW TO COMPUTERS 

D INFREQUENT COMPUTER USER 

0 FREQUENT USER OF ONE SOFTWARE 

PACKAGE: 

NAME -----------­

:-1 FREQUENT USER OF MANY SOFTWARE 

PACKAGES 

n PROFESSIONAL PROGRAMMER 

OTHER COMMENTS: 

PLEASE FOLD, SEAL, AND MAIL TO SYBEX 

SYBEX, INC. 
2021 CHALLENGER DR. #1 00 
ALAMEDA, CALIFORNIA USA 

94501 

SEAL 

D 



This book was produced on a Mac II with 5120K memory and a 
40Mb hard disk using PageMaker version 4.0. The text was 

produced with WordPerfect Mac, version 1.05. The body text is 
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Helvetica Narrow and Palatine. The index and table of contents 
were generated using PageMaker. Fractions were created with 
ParaFont. Scanned images were crea ted \•vith the ScanJet Plus. 

Line art was prepared with Aldus Freehand. Screen images 
were created with Capture. Page proofs were printed with a 
QMS-PS 810 Turbo laser printer at 300 dpi. Final pages were 
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Extended Characters 
v 
TEXT DIALOG BOX 
GRAPHIC DESCRIPTION TEXT ENTRY METHOD ENTRY METHOD 

White space wildcard N/A "w 

Tab Tab " t 

End of paragraph Return " p 

Forced line break Shift+ Return " n 

I Nonbreaking slash ~+Option+/ "I 
Nonbreaking dash ~+Option+- "-
Discretionary hyphen ~+- "-
En d ash Option+- "= 
Em dash Option+Shift+- 1\ _ (underscore) 

Thin space ~+Shift+t "< 

En space ~+Shift+n "> 

Em space ~+Shift+m " m 

Single wild card character "? "? 

? Ques tion mark ? ? 

1\ Caret Shift+" 1\1\ 

Open quotation marks Option+[ (Same as text) 

Close quotation marks Option+Shift+[ (Same as text) 

Single open quota tion mark Option+] (Same as text) 

Single close quotation mark Option+Shift+] (Same as text) 

« Open guillemets Option+\ (Same as text) 

)) Close guillemets Option+Shift+ \ (Same as text) 

Single open guillemet Option+Shift+3 (Same as text) 

Single close guillemet Option+Shift+4 (Same as text) 

Ellipsis Option+; (Same as text) 

Nonbreaking space Option+spacebar (Same as text) 

1 Page-number marker ~ +Option+p "# 



Special Symbols 
v TEXT AND DIALOG BOX 
SYMBOL DESCRIPTION ENTRY METHOD 

t Dagger Option+t 

t Double dagger Option+Shift+7 
0 Degree Optio n+Shift+8 

a Gene ral currency Optio n+Shi ft+2 

¥ Japanese Yen Option +Y 

£ Britis h Pound Optio n+3 

rt U.S. cent Option+4 

00 Infinity Optio n+S 

§ Section O ption+6 

'll Paragraph Option+? 

• Bulle t O ption+8 
<1 Feminine o rdina l indica tor Option+9 
Q Masculine ordina l ind icator O ption+O (zero) 

(5 German d oubles Option+s 

® Regis tra tion symbol Option+r 

© Cop yright symbol Optio n+g 
nt Trademark sym bol O ption +2 

0 Diamond or lozenge symbol Option+Shift+v 

Acute accent ma rk Option+e+spacebar 

Diaeresis or umlaut accent mark Option+Li+spacebar 

Circumflex Option+Shift+n 

Tilde Option+Shift+m 

Macron (diacritical) O ption+Shift+, (comma) 

Breve Option+Shift+ . (pe riod) 



MASTERING 

PAGEMAKER4 
ON THE MACINTOSH 
Mastering PageMaker 4 on the Macintosh is a complete hands-on guide 
to desktop publishing on the Mac, using the full features and capabilities 
of the latest PageMaker release. Whether you're exploring desktop 
publishing for the first time, or simply looking for an effective way to 
learn PageMaker 4, turn here for: 

A concise overview of desktop publishing and PageMaker-from the 
terminology of publishing to a hands-on tour of the PageMaker 4 
working environment on the Mac. 

Instructions for using built-in templates and style sheets to get fast and 
easy results. You'll learn to use PageMaker templates and style sheets to 
produce quick "pre-designed" documents. 

A comprehensive guide to using PageMaker 4 to design publications 
from scratch. You'll find complete hands-on lessons and practical 
illustrations for every major desktop publishing topic, including: 

• how to use type effectively-from choosing fonts to creating 
special effects 

• preparing and importing text from your word processor 

• creating and editing text in PageMaker's Story Editor 

• importing and working with graphics, including scanned images 

• using PageMaker's drawing tools and Table Editor 

• combining text and graphics on a well-designed page 

• fine-tuning and troubleshooting a page layout 

• using Styles, and creating your own custom templates 

• producing books, manuals, and other long publications 

• mastering the printing process-including how to prepare color 
separations for commercial color printing 

You'll also find quick-reference summaries of essential techniques; 
plenty of expert tips and warnings; and a resource guide listing add-on 
fonts, clip-art packages, utilities, design guides, and more. 
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