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Text Handling

This chapteris about DTP’s way with words — and with letters and characters
generally We shallseehow evensimpletext canbe madeto look specialif you give
it atouchof style: changeof fonts, sizesandlayoutsare all valuableresourcesat
your disposal. There are also typographicalnicetiesthat separatethe amateurish
approachfrom the professionalfinish, and special effects with text are not
overlooked.

Text Alone

Text Entry

The simplestuseof DTP softwareis asa word processorthoughthatseemgathera
wasteof all the otherfacilities. Neverthelesst is feasibleprovidedthat you setthe
text size large enoughfor it to be easily legible whenthe line occupiesthe screen
width; if textis too smallyou geteyestrainandsimply enlargingthe view resultsin

the annoyingeffectof only partof aline beingon screerat any onetime sothatthe
areavisible keepsflicking backandforth asyou type. Thereis nothingto stopyou

from making the type size small againjust before printing, onceyou havechecked
your typing on screen.This givesyou the advantage®f a word processomwithout
the disadvantages of an unreadable screen display.

Not all DTP packagesare equally suitablefor useasa word processorthough;in
particular, Acorn DTP doesn’tadd pagesautomaticallyas you type and is really
designedfor the addition of text confinedto one frame only. In this caseyou are
much betteroff preparingyour text beforehandbn a word processoiand loading it
into DTP. In fact this is a very commonpracticefor a variety of reasonsyou may be
responsiblefor putting togethera publicationwith severalauthorswho sendyou
their texts on disk, or you may simply be usedto the way your favourite word
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processomworks,or thetext editing facilities on your DTP softwaremay not do what

you want. Whatever the reason, the processipbrtingtext has many advantages.

Text Importing

All DTP packagesavethe ability to assimilatetext from anothersource;somecast
their net wider than others and some can do more with what they are given.
However,the principle is simpleenoughevenif the precisedetailsvary: just draga
file icon onto a documentand the text will be loaded,in much the sameway as
described in Chapter 4 for usiiglit with Draw.

Text Filters. Oneof themosthelpful jobsthatDTP softwarecandois acceptingext
from a wide variety of word processorspreferablyin sucha way asto retain as
much as possibleof any information abouttext stylesor layout. Acorn DTP hasa
built-in ability to translatelst Word Plus files so that text stylessuchas bold and
italic are preservedSomeof the other DTP packagesaveadditionalmodulesthat
you load as you needthem: they act mainly asfilters to removeword processing
codesthatmight otherwisecauseconfusionor, worse,that might force you to search
through the entire text and weed them out yourself. The most common causeof
frustrationwith importedtextis the unwantedReturncharactershatareaddedat the
end of every line by someword processorsAlways having to do a searchand
replacefor themon long documentss tedious,soit is fortunatethat Impressionfor
example,suppliesa moduleto do this for you automaticallyduring the importation
process.

The advantagef usingmodulesin this way is that after one hasbeenloadedit can
be ignoredbecauseat works invisibly, andif you want a different type of filtering
actionyou merelydouble-clickon the relevantfile icon. In this way the application
programcanbe kept more general(andthereforeshorter)while leavingyou free to
add only the functionsthat you needat any onetime. It also meansthat software
housescan supply further modulesas time goesby to broadenthe rangeof word
processorssupported. This apparently simple system is therefore really very
powerful.

Text preparation. The fact that Acorn DTP isn’t really intendedfor useasa word
processoffor enteringtext makesa word processomn essentialdjunct;importing
text is thus the norm with this software.With the othersyou have the choice of
whetheror not to usea separatevord processorHere is somegeneraladvice on
preparingtext for subsequenimport: heedingit shouldminimise any difficulties in
the absenceof any text filters specificto the word processoiin use,althoughsome
word processor—DTP combinations are more compatible than others.

« Don't use any of the word processor'sown formatting or typographic
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codes.In particular,don’t apply justificationor hyphenatiorif your word
processor provides them.

» Don’t type more than one spaceafter punctuationsuchas colonsor full
stops.Althoughthis is widely consideredo be goodsecretariapracticeit
cancauseformatting problemsin justified text onceit hasbeenimported
into DTP. Multiple spaces should in general be avoided.

» Unlessyou areusingAcorn DTP, usea single Returnto signify the endof
a paragraphasthe other DTP softwaredoesn’tconvertdouble Returnsto
a single one without help from a filter module.As is generallyadvised
with word processors, don't type Return at the end of every line.

» Tabsmayor maynotbepreservedbutevenif theyareyouwill needto do
some work on the positioning of tabulated matter after importation.
Tabbingin Edit, andotherword processorshatinsertspacesnsteadof tab
characters, should be avoided.

The benefitof multitasking under RISC OS is that you can (if you have enough
computemrmemoryat your disposaltestwhich of the abovepointscanbeignoredfor
your word processor—DTRpair by running them both simultaneouslyand ‘saving’
text from one to the other directly, without going via disk. In this way you can
quickly establishthe bestconditionsfor working with your particularsystem,and
you can also build up a set of instructionsfor use by anyoneelse who might be
preparing text for you to assemble by DTP.

Text Flow

Text Overflow. Oneof the mostimportantthingsaboutimportingtext asa storyinto
DTP is to know whereaboutst will go when the processis complete.It will of
coursebe pouredinto a text frame nominatedby you, but there may be more text
thanwill fit into thatframe.The outcomeof suchtextoverflowdependsn whatsort
of frameit is: with referenceto the frame typesdescribedin Chapter6, if it is a
masteror principal frame,asmanynewframeswill be createdautomatically(except
in AcornDTP) asarenecessaryo containthe whole story. If it is alocal frameyou
will bewarnedin someway thatthe overflowhasoccurred:OvationandImpression
placea downward-pointingarrow at the bottom right of the frame, whereasAcorn
DTP showsthe bottomof the frame asa brokenline. It is all too easyto overlook
this telltale signif you arein a hurry or if the brokenframeline is obscurecby an
appliedborder,sotry to developthe habit of checkingthe bottom of the last frame
whenevelyou areimporting text into a documentEventhe professionalsanforget
this sometimes, and losing the end of a story is risking the scorn of your readers.
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Linking Frames.To copewith text overflow,everyDTP packagehasa way to link

togethermore than one frame so that the story flows smoothly and continuously
betweenthem. Mostly this is done by subtle clicks of the correct mousebuttons,
presumablyto avoid links beingcreatedoy accidentalthoughOvation hasa special
linking tool that must be selectedfirst. You don’t have to wait until you have
achievedtext overflow with an imported story before making the links: they may
alreadyexistin casesvherethereis afairly rigid pagedesign,suchasa newssheet,
and linking text frames on the master page is one way of producing multiple
columns.

Remembetthat the orderin which you link framesis important. That may sound
obviousasyou readthis, but linking framesin the wrong orderis easierthan you
might think, and will cause some momentary head-scratchinglmpressionand
Ovationhavemechanismgor showingthe direction of text flow (Figure 7.1 shows
Ovationis text flow arrows),which is useful for ensuringthat you havethe order
right.
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Figure 7.1 A setof linked text framesin Ovation,with the link tool selectedto show
text flow between two columns and across a graphic frame

Text Manipulation

Editing. As alreadymentionedall the ArchimedesDTP softwarehas,to a greateror
lesserdegreeword processingacilities so thatyou canedit animportedstory. This
may be necessarpecausgou haveat the lastminutespottedsomegrievousspelling
error,or you may haveto cut the story downto fit a limited space(this is one of the
jobsof aneditor,andalthoughvital it is away of losingfriendsif not donewith care
and tact!).
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Apartfrom the useof the Deleteand Copy keysfor single-letterdeletionsbackwards
andforwardsrespectivelytext, like frames,canbe cut or copiedto the clipboardand

then pastedback elsewherejn eitherthe samedocumentor a different one (if the

softwareallows more than one documentin memoryat once).Justaswith frames,
though,the DTP programhasto be told whattext you intendto cut or copy, soyou

must select omarkthe necessary letters, words or sentences.

Thereare severalways of marking text, of which two are commonto all the DTP

packageson the Archimedes:the drag and the Select—Adjusimethods.The first

simply involvesclicking andholding Selectwhile the mousepointeris at oneendof

thetext to be marked thendragginguntil the passagdasbeenselectedasindicated
by its reversedor highlightedappearancdn the secondroutineyou click Selectto

move the text cursorto one end of the required passagethen move the mouse
pointerand click Adjust at the otherend. Figure 7.2 showsa highlightedregion of

text; thetechniquesandthe appearancwill both be familiar to you if you haveused
Edit to any extent.

wis alill done on movable pieces of lead type. Figure 1.3 shows names for vanous
(U EEs g Sk also certmn detined haghts, which (o some exient determine the

charctenaiie ook’ of o iype tace. The size of the piece of iype was (he same as, or
very shghtly more than, the distance from the top of the mghest ascender o the
lowest descender. On pnnung, this could give a iiny white space beiween one line
and the next. The omount of this whiie gapEEsiliR e Tiia B i TN T Y e
ot lend between the lines of text, which gave nse to the term feading (pronounged

Figure 7.2 A selected (or highlighted, or marked) region of text

Now for a coupleof refinementswith either methodyou can movethe end of the
markedsectionby clicking or draggingwith Adjust. Secondly,you don’t needto
dragforwardsin thetext (or click Selectat anearlierpointthanAdjust); you canalso
dragbackwardslin both casest is the placewhereyou stoppeddragging(or clicked
Adjust) which can be moved by clicking or dragging with Adjust.

Select—Adjustomesinto its own if you haveto scroll aroundthe documenbetween

Draggingis morelikely to be usefulif the passagés all visible on screenwhereas .
marking the start and the finish points. .

You may think thatthe foregoinghasmadea bit of a meal of sucha basicthing as
selectinga pieceof text: with thesemethodst is in fact very mucheasierto do than
to describe.The different DTP programsavailablealso offer their own individual
waysof markingcommonlyneededegionswith differentnumbersof buttonclicks;
theyall usea doubleclick to selectthe currentword, but beyondthatthe detailsvary.
In addition,any numberof key shortcutsexistto makeyour text editingtaskeasier
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too many (and too inconsistentbetweenpackages)o list or even hint at here;
familiarity with your chosensoftwareis the only answerto this (or you canusethe
menuoptions,which is a slowerway but more certain). Remembertoo, that there
are quick waysto move aroundyour documentwhich cansavea lot of time if it is
severalpagesor chapterdong: the Home, Pageup, Pagedown and cursorkeysare
worth investigating for a start, with or without Ctrl and/or Shift.

Cutting a markedpassagéo the clipboardcanalwaysbe donewith the Deletekey,
but Impressionand Ovation havean extrafeature:if you pressany letter or number
key while thereis a markedsection,that sectionwill be cut to the clipboardand
replacedwith what you havejust typed. This is really useful, for instancein con
junction with double-clickingto selecta word, for making very rapid textual sub>
stitutions.(Note thatwhenyou selecta word the softwaremay alsoselectthe space
beforeor after it, so be sureto type the spaceagainif necessary.)Yes,it is very
unnervingwhenit happendy accidentand an unobservednarkedsectionvanishes
silently andunexpectedlybut don’t panic:the disappearegassagavill stayon the
clipboard until another cut is made, so you can paste it back where it came from.

Most of the otheraspect®f text editingl shallleavefor you to discoverin your own
time with your own software, as each has its own peculiarities.

Margins, Indents and Tabs. As with any word processor DTP must give you
control over the positioning of text. The horizontal part of this is governedby
margins (the spacesbetweenthe text and the left and right edgesof its frame),
indents(traditionally, extra spacebetweenthe usualmarginandtext; in DTP it is
normally the spacebetweenthe left edge of the frame and the first line of a
paragraphbut seebelow) andtabs(columnpositionsor stopsthatcomeinto action
whenyou pressthe Tab key: eachtime you pressTabthe cursormovesonetab stop
along).In traditionaltypesettingthe distancebetweenthe left andright margins,in
other words the width of the text, was (and still is) callechibasure

The relationshipbetweenmarginsandindentsis slightly complex,andterminology
variesslightly from one piece of softwareto another.How you view marginsand
indentsat any onetime candependon the text layoutyou aretrying to achieve For
flush text whereall the lines are the samelength, things are simple: thereare no
indents.For a paragraptwith anindentedfirst line the pictureis asexplainedin the
previous paragraph.The reversesituation, however,is where the first line of a
paragraplsticksout to theleft of the others:thisis calleda hangingindent(or, more
colloquially, an outdent).The traditionalview of a hangingindentwould be thatthe
longestline representethe text measureandthe shorterineswereindented;in DTP
termsit makesmore sense,not least becauseit is the way you would do it in
practice to regardthe left edgeof secondandsubsequeninesin a paragraptasthe
left margin, with the first line having a smaller margin, putting it further to the left.
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Combininga hangingindentanda tab stopat the sameplaceasthe left marginis a
goodway of giving a neatfinish to a list containingseveralitems,be they numbered
or ‘bulleted’ in some way. Figure 7.3 gives two examples of such lists.

1

2

This is the first item in a short but
fascinating numbered list.

This is the seconditem; the first
line of eachitem startsat the ‘first
line margin’ position.

Straight after the numberis a Tab
character,which movesthe cursor
to the first tab stop.

This is the first item in a brief
‘bulleted’ list; we shall see later
how bullets come to be.

The first tab stop is positionedat
thesameplaceastheleft marginso
thatanytextfollowing thefirst line
aligns itself neatly.

This is the last item in the list.

Figure 7.3 Numbered and bulleted lists arranged tidily by using margins and tabs

Four types of tab stop are availablein DTP: left, right, centre and decimal, as
demonstratedh Figure7.4. Left andright tabs,astheir namesmply, align with the
left andright edgesof text. Typing againsta left tabis like typing againstthe left
margin, whereastext typed at a right tab moves the oppositeway from usual,
pushingpreviouslytypedlettersleftwards.A centretab sharesanytext equallyeither
side of the tab position,anda decimaltab works like a right tab until a full stopis
typed,whenit startsactingas a left tab; the effect of this is to line up all decimal
points for presentation of numerical tables.

left: centred: right:
the text on the text on the text o
this tab stop this tab stop this tab stap
is ranged is arranged is range
to the left centrally to the right

Figure 7.4 The four types of tab; the position of each tab is shown by a vertical line

Margins,indentsandtabstopscanbe setup in two ways:someprogramsallow both,
others only one. The easiest and most intuitive method uses a graphical
representationf a ruler alongthe top of the frame,with different symbolsstanding
for margins,indentsandtabsthatyou canslide alongto whereyou wantthemto be.
Theotherway is moreexactbut alittle harderto getright first time: you haveatable
of valuesthatyou fill in accordingto the requiredpositionsandtypesof item. The
programs(lmpressionand Ovatior) that provide both facilities give you the bestof

both worlds, becauseyou can positionyour stopsvisually on the ruler to get them
more or lessright, thenusethe valuetablesto put them exactly wherethey should
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be.Both methodsfrom Impressiorversion2.05, areillustratedin Figure 7.5, which
is the ruler usedfor the columnsin Figure 7.4. The different symbols used for
marginsandtabsareshownin a box at thetop of theruler, andtheir positionsalong
the ruler scale are given in numbers in the ‘Ruler setup’ dialogue box underneath.
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i

Figure 7.5 Margins and tabs in Impression: two approaches to the same specification

Vertical Spacing. Control over the vertical positioning of text in DTP takestwo

forms: the line spacingappliedequallyto a groupof lines (which may of coursebe

the whole text) and extraspacingappliedbetweenparagraphsThe line spacingcan
beviewedasa normfrom which youwould seldom,if ever,deviatefor anyonetype

of material,whereasparagraphspacingautomaticallygives you consistencyin the

white spacebetweenparagraphsand above and below headings.Note the phrase
‘aboveandbelow’: the spaceabovea paragrapttanbe setto a differentvaluefrom

that below. The two are independent.

In typing or word processingyou might inserttwo or three extra carriagereturns
abovea headingand one below it, sothatthereis a clearbreakin the text; for the
samereasonit is common practiceto put two Returnsto mark the end of each
paragraphln DTP this is not only unnecessaryput is actually counteproductive,
becauseusing full line spacesin this way preventsthe kind of fine control over
spacingthat DTP offers, andhavingto removethemis a nuisanceThe spacingof a
headingis partof the attributesyou definefor it, in the sameway aschangesn font
or size.We shall seelater, when consideringthe appearancef text, how to setup
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and apply the spacing controls.

Checking Spelling. Thesedays any word processoworthy of the namemust be
ableto checkyour spellingandqueryanywordswith whichit is unfamiliar.As DTP
hasbegunto assumédhe mantleof word processingt hashadto follow suit: of the
ArchimedesDTP package®nly Acorn DTP doesn’tprovidea spellingchecker.The
principleis fairly simplein thataword is comparedvith a dictionary,andif a match
is not found an error is generatedgdependingon the conditionsyou were operating
the checkerunder,the programmay offer you a list of guessest what you might
have meant.The suggestionsre usually pretty good for simple typing errors,and
choosingtheright word usuallyinvolvesno morethantwo mouseclicks, oneon the
word and one on a ‘Replace’ or ‘Insert’ button.

Alternatively the word might have beencorrectas typed and you would like the
softwareto recordit asavalid one.In thatcaseyou canaddit to thevocabularythat
will be recognisedandthen saveit to disk sothatit will be availablein all future
work sessionswhich overtime will build into a personalisedet of wordsthat are
importantto you. A third possibilityis thatyou might not wish to addtheword to the
list, but becauseat occursseveraltimes you don't want it to be queriedlater; an
‘Ignore’ or ‘Continue’ buttonis providedfor this purposelmpressionlets you save
an Ignore dictionary so that you needn’t be troubled by proper names again.

You haveseveralcheckingoptions:you cancheckthe whole of a story onceit has
beentypedin or imported,you canseeif the word at the cursoris correctlyspeltor
you can have words checkedas you type. For incompetenttypists or abysmal
spellers the last option may be too distracting, causing continual stoppages.

It is aswell to recognisethe limitations of a spelling checker.Like all computing
devicesit is only asgoodastheinformationit is given, so a completevocabularyis

important;bearin mind, though,thatthe longeryour dictionarythe morememoryit

takes, reducingthe room for documents.This is not too greata problemon the
Archimedesunlessyou are profligatewith words,whenyou will find thattoo big a
dictionary also slows down the checkingprocess Another drawbackis that a word
may be correctlyspeltbut be thewrong oneentirely,asin ‘He wasto latetoo help’.

A spellingcheckercan’t pick up this sortof contextualerror; someadditionalhuman
intervention is always a good idea.

Other Dictionaries. Thereare two otherrefinementsn the dictionarytheme.The
first, anabbreviatiorexpansiordictionary,is uniqueto Impressiorandis arealboon
to lazy or consistentlyinaccuratetypists (I fall into both categories)lt works like
this: for commonwords or phrasesyou preparea list of abbreviationsand their
completecounterpartssuchas ‘ar’ for ‘Archimedes’, and providedthat you have
selectedthe appropriateoption, ‘Expand as you type’, every time you type the
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abbreviationfollowed by a spaceor a Returnit will bereplacedby its expansionlt

is also useful for ensuringconsistency(l alwaysspell ‘disc’ thus; the publisher’s
housestyle for this bookis ‘disk’, so my dictionarytranslatesoneto the other)and
for correcting common typing errors.

The last dictionarytype, the hyphenationexceptiondictionary,is worth mentioning
here eventhoughan explanationof its contextmustwait until later. An exception
dictionaryis usedby thoseprogramsthat perform automatichyphenationandis a
list of wordsthatdon’t conformto the rulesusedto decidewherewords shouldbe
broken.You canbuild up your own exceptiondictionaryif you feel strongly about
the mistakes your DTP software makes.

Mail Merge. One of the most widely used featuresof word processorsn the
businessworld is the ability to take a form letter and print it dozensor hundredsof
timessothateachcopyis addressepersonally’ to someondifferent. You mustat
sometime have receivedspecialoffers or prize draw letters with your nameand
addressnsertedin the appropriateplaces Originally theform letterwasprintedwith
gapsandthe personalisationletailswereadded(unconvincingly)afterwardsput the
powerandspeedf moderncomputerss suchthata letterandafile of namescanbe
combined(merged sothateachletteris readyfor printing separatelyl supposeve
are still not fooled into thinking that the letter is genuinelypersonal,but it looks
more realistic.

On the Archimedesa form of mail merge,thoughsomethingof a fiddle, usedto be
possibleonly with Impression later versions(after 2.10) can be usedwith a mail-
mergeutility called Importer. Unfortunatelyl haven'tso far beenable to get mail
mergingto work in any practicalway with AcornDTP or versionl1.22of Ovation so
there is little point in going into detail here.

Text and its Appearance

Styles and Effects

actingmoreor lessasa word processorWe now cometo the partingof the textual
ways betweenword processorand DTP: giving plain words a specialappearance
that getscloseto, andin somesensesvena little beyond,‘real’ typesetting.This
versatility takesmany forms, from different fonts and sizesto the use of special
effects.

Up to now we havebeenconsideringext asmerelythe wordsthemselveswith DTP =

Paragraphs and ad-hocery. You should now be familiar with the conceptof a
paragraphas a basicunit, and we havelooked at markedtext in word processing
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terms.In a similar sort of way thereis a distinctionin DTP betweenlarge-scale
adjustmentgo the appearancef paragraphsr othermajor units of text, and purely
local fine-tuning of words or small sections.The fact that the philosophiesof the
various packagesre ratherdifferent makesgeneralisatiora slightly thorny matter,
but theunderlyingconceptsarevalid for all, regardles®f the detailsof how theyare
achieved.

It would beaswell to try to clearup a point of possibleconfusionof terminology,as
usageis so variablefrom one pieceof softwareto another.In the DTP contextthe
word ‘style’ hasseveraldifferent connotationsit can meanaslittle asthe font and
size of text; or it may be usedin a specificsenseto denotesomethingthatisn’t the
font nameor size or the way the text is laid out but, for example,the weight or
italicisation or whetherit is expandedgcondensedr underlined;or it can be the
actualmeansof applyinga definedsetof typographicafeaturedo a selectecpieceof
textor aparagraphln therestof this sectionl shallusethethewordsstyleandeffect
with the following meanings (unless otherwise indicated).

« Style: a namedspecification(font, size, underliningor whatever,or any
combinationof these)given to anything from a single letter, througha
whole paragraphor over a completedocumentiediting the definition of a
style will alter the specifications of all text containing that style.

» Effect: asinglepartof a specification(font, size,etc.) appliedto a marked
portion of text; it canonly be alteredby reselectinghat text. Effectsare
usefulwhenyou don’t want or needto go to the trouble of settingup a
style for an occasionaltask: hencemy use of the term ad-hoery to
describe such improvisation.

Thereis also,unfortunatelya wide variationin the scopeof applicationof styles:in
somesoftwarea style hasto be appliedoverthewhole of a paragraphwhereasther
programsallow any markedtextto be givenoneor morestyles.Effects,on the other
hand, are applied to a marked region, no matter what software you use.

It may bethatin trying to shedlight on this issuel havesucceedednly in clouding .
it, but all should become clear as we proceed. .

Effects. Let us startwith these,asthey are simplerand generallyusedone by one.
The effects provided by all DTP packages are as follows:

o text font;

o textsize;

< line spacing (not necessarily independently of text size);
« variant within font (bold, italic);
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» subscript or superscript;
» underline;and
« text colour (even if only white).

In addition, the more recent software offers other effects, such as:

« condensed textkeg this);

 expandedtextlike this);

« text alignment or justification (which we shall consider latny

e margins, indents and tabs (which we have already encountered).

The main benefitsof effectsare their speedand simplicity of application:they are
intendedto be usedand then forgottenabout.No preparationis required;you just
choose what you need from the list provided and carry on.

Applying an effect canbe doneeitherwhile you are typing or afterwards.Suppose
you are enteringtext at the keyboardandwantto changeto italics for a few words:
just choosethe appropriateeffect (on the browserin Acorn DTP, in the Style
submenuor using Shift-Ctrl-1 in Ovation under‘Text font’ in the Effect submenun
Impressiof and continue typing, changing back when you have finished with it.

Alternatively, if you have imported sometext and want to underline occasional
words,you first haveto marktherequiredtext passagesneat a time andthenapply
the underlineeffect. However,underliningis a hangoverfrom the typewriterera: as
a meansof emphasist is becomingdefunctnow that DTP gives accesgo ‘trad-
itional’ typesettingconverions suchasitalic or bold. So you may decidelater that
youwantto changeall your underlinego bold type. Thatis norealproblem:you just
haveto reselecieverypassageremovingthe underlineeffectandaddinga bold one
eachtime. Well, thisisn't hardbut it could gettedious.And thatis oneplacewhere
styles come in useful.

Another drawbackwith effectsarisesif you wantto changemore than one typo-
graphical feature of the text at once, say from 12pt Trinity Medium to 16pt
HomertonBold. You may haveto go throughmorethanone menuand makeindiv-
idual choices,onefor size,one for font and one for weight. After eachchoicethe
intermediateresult has to be calculatedby the font managerand plotted to the
screen:you may haveto passthrough 16pt Trinity Medium and 16pt Homerton
Medium beforeyou reachyour goal.Not only doesthis taketime, but havingto store
all thesesuccessivdut unwantedonts wastegpreciousmemoryin thefont cache A
way roundthis is to adjustthe window size until the markedsectionis no longer
visible andthenmakethe changesasthe intermediatestagesare thus nevershown
on screen the unnecessary calculations are avoided.
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Somethingelseto bearin mind whenusingeffectsto changeo italic or bold typein

the middle of a paragraphis that different programs have different ways of

identifying the fonts within a family. AcornDTP andOvationlet you specifya base
font suchas Trinity or Homerton,and it will appearasromantype. To changeto

italics you just chooséltalics from the appropriatenenu;if afont of the samename
plus‘.ltalic’ or *.Oblique’ is availableit will be provided.You don't haveto give the
full font namebecausehe programintelligently assumegyou wantthe italic of the
font thatis alreadythere.With Impression on the otherhand,you choosefrom the
completelist of fonts, so you would have to specify Trinity.Medium.lItalic or

Homerton.Medium.Oblique explicitly.

Sofar, sogood,but supposeyou now changeyour mind anddecideto put thewhole
paragraphnto bold type. AcornDTP andOvationaddthe attributestogether sothat
the romantype becomesbold romanandthe italic becomegcorrectly) bold italic:
the two elements,bold and italic, are treatedindependentlylf you try this with
Impression however the whole paragraptbecomedold romanasthe specification
for the italic font is overwritten by the new font name, Trinity.Bold or
Homerton.Bold.This is not intendedasa criticism, aseachphilosophyhasits merits
and its problems.

So, althougheffectsarein generala quick andeasyway of changingthe appearance
of text, they are not the whole story: something more powerful is needed.

Styles. At the centreof all DTP work is the notion of an underlyingstyle of text,
which is essentiallyits defaultappearanceshenyou opena freshdocumeni&ndstart
typing. It is normallythe oneusedmostin adocumentsoin somethingwith longish
stories,such as a book or magazine,t would be the body text the main reading
matter. You may find it called Body text (Acorn DTP), BodyText (Ovation) or
BaseStylg(Impressiof). Other stylescanbe definedthat usethis asa basis,merely
changingperhapghe sizefor useasa headingor they canredefineeverythingfor a
completecontrast.A style is in essencea group of effectsthat hasbeengiven a
readily identifiable name, but it is much more besides.

achieveuniformity with ease Note that Acorn DTP's stylescanbe appliedonly in
paragrapimode,andsimilarly Ovatioris paragraptstylesact on whole paragraphs.
If your main headingsare in HomertonBold at 18pt with a 6pt spacebelow, your
subheadings; HomertonMedium at 16ptwith 4pt spacebelow,andyour body text
isin Trinity Mediumat 12pton 14ptwith 4pt spacebetweerparagraphdyy applying
the necessangtylesto the headingsall the definitionsare takencareof in the one
stepratherthanhavingto apply severaldifferent effectsoneby one.Stylesnot only
saveyou time and make surethat similar things are treatedconsistently but they
havethe addedadvantagehattheyactin the sameway overthe whole documentlf

Oncestyleshave beenset up you can apply them anywherein the documentand .
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B Untitled: Edit style
Style name | BaseStylel |ﬂ’
- Text | ﬁ Style
[m Font name | Trinity.Hediun ﬂ

4pt
6.8pt

[m Font size ~

1207 F
[m Line spacing e
Cancel
|T Space above paragraph

I
i1}

— n 11 1 - &

Figure 7.6 The'Edit style’ dialoguebox from Impression;notethe insetwindowand
scroll bar

you define all your headingswith effects ratherthan styles, what happensf you
changeyour mind aboutthe font at a late stage?You haveto go throughthemall,
changingthe font for eachindividually. With stylesyou just alter the definition, and
every occurrence of the style will be updated automatically.

The only real problemwith stylesis thattheyrequiresomeforethoughtandpatience
in their definition. To give you anideaof justhow muchyou cando with styles,and
thereforehow muchyou mayhaveto considemwhensettingthemup, Figures6.6 and
6.7 showthe ‘Edit style’ dialoguebox from Impression other programsoffer most
of thesefunctionsin differentways,andmorebesidespsuallyover severaldialogue
boxes. So not only is there a wealth of potential for control over your text's
appearancethereis also great scopefor disasterunlessyou know what you are
doing.

In Figure 7.7 we seea definition of BaseStyleasit is setup by default on my

Archimedes.Wide-awakereaderswill spotthat this statemenimplies two things.
First, in the definition of BaseStylealmostevery entry has a value or a selected
option: this is becauseBaseStyleunderliesall other applied styles and all those
entriesmust havesomesortof decisionmadeaboutthem— for instancehyphenation
must be switchedon or off. The secondpoint is that by altering the definition of

BaseStyldn a documenthe whole basiccharacteiof the documenis changedit is

possibleto force the programto startup with a new default BaseStyleby savinga

suitablyamendedlankdocumenunderthe namelDefaultin a specialplace—in the

directory !lImpress.Auto.The other DTP programshavesimilar ways of letting you

start up with a different default text style from that suppliedoriginally, although
what you save may bestiylesheefsee later) rather than an empty document.
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It is worth taking a quick look at someof the
optionsin Figure7.7 asthis is the bestplace
to explainthem.In the box headedText you

will see a number of familiar items. The
buttonmarked120%’ is usedto setthe line

spacingto the DTP standardof 20% more
thanthe font size; unlessyou turn the button
off, any alterationgo theline spacingwill be
ignored.We havealsoalreadymetthe'Space
above paragraph’and ‘Space below para

graph’ options, but unexpected things can
happen even with this apparently simple
schemeJustremembeithatif your software
allowsyou to apply a styleto a paragraphby

selectingit (as opposedto only letting you

applyastylein paragraphmode,for example
aswith AcornDTP) the Returncharactethat
follows it needso havethe style appliedto it

as well if the value shown for the space
below it is to appear correctly.

The term ‘Font aspectratio’ may be new to
you. All it signifiesis the degreeof stretcling
or squashinghat is appliedto the lettersas
they are printed. This is a techniguethat is
very mucha partof the DTP experienceasit
was completely unthinkablefor those using
metal type! An aspectratio of 100% means
that the scalein the horizontal (X) direction
is the sameasthat in the vertical (Y) direc
tion; if the ratio is 50% the lettersare only
half aswide astheyarehigh (X:Y = 0.5),and
if it is 200% the width is twice the scaleof
the height (X:Y = 2). Below are some sam
ples showing the effect of different aspect
ratios:

ratio 60%
ratio 100%
ratio 2009290

Figure 7.7 The inset window from Figure 7.6 ‘unrolled’ to show all the options
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| have usedHomerton,a sansserif font, to emphasisdhat the relative widths of

horizontal andvertical lines are affectedby thesetransformationsThis makesthem
appeardifferent from ‘true’ condensednd expandedonts, which are designedso
thatthe weightsof horizontalsandverticalsarecomparableQOvationalsooffersyou

a ‘Small capitals’style (it looks a bit Like THis), which for the samereasondoesn't
quite look right becausehe line thicknessof the lettersis reducedin comparison
with the normal size.

The aspectratio is setin somesoftwareby giving the font a different width (in
points) from its height; the effect is the same,thougha little harderto calculate
consistently for different sizes.

The use of font colour is fairly easilyimagined,and if availableis definedby a
colour picker (seeFigure6.6) or similar device.The font backgrounccolour, which
is in any eventan option only in Impression can be ignoredfor normal purposes;
you would only needto worry aboutit if you changedhe backgroundcolour of a
textframe(if you didn’t alterthe font backgrounccolourto matchyou will find odd
edgeeffects aroundthe letters). In contrast,Ovation seemsto set the font back
groundcolour to the frame backgroundcolour automatically,which is far simpler,
even if not quite as flexible.

Text Formats. An understandingf theseis fundamentato goodDTP practice,and
thisis asgooda placeto dealwith themasany. As you canseefrom the contentsof
the box headedText formats’ there are four ways in which text can be set out
betweenthe left and right margins(or left andright indents,if your softwareuses
that terminology;| shall continueto usethe word ‘margins’). Three of the names
shouldbe strangelyfamiliar unlessyou skippedtheillustration of tab stopsin Figure
7.4.ThelLeft, RightandCentreentriesreferto left aligned right alignedandcentred
text, andtyping textin theseformatsis muchthe sameasin their tab counterpartas
long asyou substitute¢margin’ for ‘tab stop’. As in Figure 7.4, oneor both edgesof
thetext endup unevenbecausdhe linestendto be of differentlengths;left aligned
settingis thereforesometimesiescribedasraggedright andright alignedasragged
left. Some other pseudonyms, which are self-explanatory, are shown in Figure 7.8.

centredsetting,whereall the spacesarethe samewidth, the spacesn justified text

areexpandedo makethe widths of thelines constan{in otherwordstheright-hand
end of eachline is pulled to the right margin, stretchingevery spacein the line).

Different lines may needdifferent amountsof adjustmentso the spacesbetween
words will tend to be unequalfrom line to line. Automatic justification can be a

problem, or it can be turned to a design advantage, as we shall see later.

Thelastoption, Full, is usedto chooseully justifiedtext. In contrastwith raggedand =

Hyphenation and Justification. It is quite apparentfrom evena quick look at the
justified text samplein Figure 7.8 that full justification can causeproblems of
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is left aligned also
known asunjustified
flush leftor ragged
right because of the
uneven right edge; 4
the spaces between
words are the same
width. It gives a
‘modem’, friendly-

The text in this frame

The text in this frame
is centred as the
name implies, it is
equally distributed
about the centre line
between the left and
right margins; all the
spaces between
words are equal. Itis
useful for largish

The text in this frame

is right aligned

which is otherwise

known adlush right
orragged left

because of the

uneven left edge; a

the spaces betweer

words are equal. Te
set ragged left can &

Xt
€

Thetextin this frame
is fully justified or
simply justified the
spaces between
words are no longer
equal, as any excess
on a line is shared
between the words.
This produces neat

edgesbut sometimes

D

to-read feel to body
text but short lines
can look rough.

displayed text but
looks ‘faddish’ used
for body text.

harder to read as the messy middles; it
lines start in different | looks quite
places,| | traditional.

Figure 7.8 The four types of text alignment or format: each has its own characteristics

spacingbetweenwords. Although the samplewas deliberatelyfabricatedto give
someunsightly lines, the difficulty is not uncommon.To someextentthe ragged
settingssuffer too, but not as badly becausehe eye doesn’thaveto traversewide
spacesn trying to readaline. Thetroubleis causedy anunfavourablecombination
of threefactors:the text measurethe text sizeandthe lengthsof the wordsyou are
using.Looked at anotherwayi, it is relatedto the numberof lettersthat will go into
eachline andthe numberof spaceghereareto go round.If aword fails to fit atthe
end of a line, the programtakesit over to startthe next one (this is termedword
wrap); if thatword is particularlylong andonly just missedfitting, therewill bealot
of spaceto allocateandthe line will be open A potentialanswerlies in trying to
split orhyphenatehe long word at a suitable place.

The closerelationshipbetweenjustified text and the needfor hyphenatiorhasbeen
recognisedor a very long time: so closeis the associationjndeed,that the term

hyphenationand justification is often shortenedto the initials h&j. DecentDTP

programsare able to hyphenatetext automaticallyaccordingto a setof rules (the

algorithm), thoughthe powerandaccuracyof the algorithmusedcanvary from one
packageto another.Someof the Archimedessoftware,notably Acorn DTP, also
givesyou control over how narrowthe spacesn a line canbecomebeforea word

hasto be carriedover,andhow wide they areallowedto becomebeforehyphenation
is attemptedDTP softwarenormally letsyou choosewhetherautomatichyphenation
is switchedon or off (Impressiofs hyphenatiorbuttonsare abouttwo-thirds of the

way down Figure7.7).In preparingthe text of this book! left hyphenatiorswitched
off because of the relatively wide measure and fairly small text.

In practice,automatichyphenationby algorithmis not the whole answer,because
therewill alwaysbe timeswhenthe rulesof logic usedby the programbreakdown
and it makesmistakes.To be sure, hyphenatingthe English languageis a real
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minefield (next time you are readinga newspapeor magazine take a look at the
way words are split: you are likely to seeevenworse examplesthan at-heist lig-
hthouse mate-rial telep-honetypew-riteror contemp-tandnow you areawareof it
you may be consciouslyirritated insteadof subconsciouslylisorientateceverytime
you comeacrossa bad break!). Over the yearstraditional printersbuilt up a setof
rulesfor determiningwhereword breaksshouldbe allowed, basedon word stems,
pronunciationand meaning. In contrast,a DTP program can't learn from its
mistakes, but you can: this is where the exceptiondictionary comesin. It is
essentiallya list of wordsthatdon’t conformto the algorithm, showingpermissible
breaks.If aword mustnot be split automatically,it is enterednto the list asthe full
word; otherwiseit is includedwith oneor morehyphensat appropriateplaces.This
will then override the automaticchoice of hyphenationpoint. Interestingly, with
Impressionyou canallocatedifferent valuesof desirabilityto different breaks,soa
word may be split at one point in preference to another.

Whenall elsefails andthe line remainstoo open,you still havesomechoices First,
you caninserta hyphenmanually;however,if you thenalterthe measureor rewrite
partof the paragraptbeforethatpoint you will endup with anembarrassingyphen
in the middle of a word. Secondly,you caninsertan optional (or discretionary,or
soff) hypheninstead:if it is neededor aword breakit will appeajjustlike a normal
one,butif it isn’t requiredit will not be printed. Thirdly, if you really can’t find a
suitableplaceto breaka word, Ovation offers a useful facility: altering the space
betweenlettersby a processalledtracking This hasmorethanoneuse,but hereit
canhelpyou by letting you squeezdogetherthe lettersin the wordson oneline if
the problemword almostfits, or separatehemslightly to reducethe spacebetween
the wordsto lessunsightlygaps.Figure 7.9 showsboth effectsusedasa lastresort:
the first line gets negative tracking applied, and the second has positive tracking.

Onepointto look out for: in settingwherethereareonly a few characterd¢o aline,
hyphenatiormay becomefrequent.For aestheticeasons/ou shouldavoid havinga
run of successivdines endingin hyphens:threewould be a normal maximum.In
Impressionyou canpreventhyphenatiorin a specificcasewithout addinga word to
the exceptiondictionaryby defininga style (call it NoHyphen)thatdoesnothingbut
turn off automatichyphenationandapplyingit to the offendingword. Alternatively,
you canusea soft hyphento preventhyphenationin AcornDTP, placethe cursorat

the startof theword andpressF10,andin Impressiorput the cursorat the endof the

exceptionally
sentences  can

long
be

exceptionally long sentences
can be troublesomely
weighty

exceptionally long sentences
can be troublesomely
weighty

troublesomely weighty

Figure 7.9 The useof tracking in Ovation: left, the original; centre,with negative

tracking applied to the first line; right, with positive tracking in the second line as well
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word and type Ctrl-hyphen. Each of these methodswill override the automatic
hyphenation if it is turned on.

Other Style Options. Returningbriefly to Figure 7.7, there are a few remaining
options that are worth looking at here.

* Underline: fairly obvious, but note the option in this instancefor two
underlines as well as just one.

« Strikeout:this is a bit like a raisedunderline,and the only placel have
everseenit is in learnedjournalsdescribingoriginal manuscriptdo show
wherethe authorcrossedsomethingout after a changeof mind (it looks
like this: STRIKEOUT strikeout).

» Script: this is really only shorthandfor subscript(small characterdelow
the line) and superscript(above), which are useful for chemical and
mathematical formulae like 30, or E = Mc?, or for footnote numbers.

* Leaderingstring:thisis oneor morecharactershatareusedto fill thegap
whenthe cursormovesto a newtab stop;it is not often usedin tablesbut
canbe usefulin widely-spacedcontentslists to help the eyefollow from
the entry to the page number, as below:

1.What is DTP? .o
From Manuscript to Type .
The Computing Perspective.

Comparethat with the following, whereit may be hardto tell which pagenumber
goeswith which contentsentry (but a pagefull of dotscanlook decidedlyodd, so
there is a trade-off):

1.What is DTP? 1
From Manuscript to Type 2
The Computing Perspective 2

The nexttwo optionsin Figure7.7 will bedealtwith elsewherethe'Style lines’ box
in thenextchapterand'Style labels’laterin this chapterandin Appendix1. Thefirst
item in the ‘Style control’ box hasa counterparin Ovation it avoidsclutteringup
lists of availablestyles.The secondoption is availablein all the ArchimedesDTP
programswith this you candefinea time-savingkey shortcutfor applyinga style at
the cursor or to a marked section (or, in some programs, a paragraph).

Stylesheets

Whenwe were consideringmasterpagesin Chapter6 | mentionedthat mostof the
Archimedes DTP packagesallowed you to preservethe master pagesfrom a
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documenteparatelfrom any materialin the documenitself by savinga stylesheet
| glossedover how a stylesheeis used.It canbe looked on as a sort of skeleton
documentontainingthe pageformatandany mastempagesandstylesthathavebeen
defined,so if you will be producinga seriesof documentswhich all needto look
consistenyou cansetup thefirst oneandsaveits stylesheetYou shouldn’tforgetto
savethe documentitself as well, of course:the stylesheetcontainsthe template
information but none of the pages themselves.

If you wantto storesomethinglike a letterheadas a stylesheetrememberthat, as
only themastempagesaresaved anytext or logosmustbe on a mastempage.This has
the side-effectthat the letter heading,beingon the masterpage,will alsoappearon

page2, page3 andsoon, whereast is commonpracticefor suchfollow-on pageso

be blank. There may be occasionsvhen you can take advantageof this fact, but

otherwiseyou are probablybetteroff savinga form documentconsistingof a blank
masterpageandthe letterheadbn pagel. This is similar to the way that Impression
works: it doesn't use stylesheetsas such so you have to save a whole blank
document instead.

Loading Stylesheets.Dragginga stylesheet'sfile icon onto the DTP icon on the
icon bar causes newdocumento be openedcontainingthe mastempagesandstyles
definedin the stylesheetln addition, Ovation lets you merge stylesheetsso that
styles (but not master pages) can be accumulated in one document.

Thereasonmpressiondoesn’thavea stylesheefunctionis thatit doesn’tneedone:
if you wantto addthe stylesfrom a documenton disk to one you haveopen,you
drag the documenticon from the directory display onto the big downwardarrow
marked'Style’ atthetop right of the ‘Edit style’ dialoguebox (seeFigure7.6). Any
stylesin the documenton disk with different namesfrom thosein the documentin
memory will be added to the list of style definitions.

Defaults. On pagel261 mentionedsettingup a defaulttext sizein ImpressionYou

may of coursewantyour DTP softwareto startup with othersettingsconveniento

you, suchaspagesize, paragraptstylesand spelling checkeroptions(if available).
Impressionhasa Preferencesnenuand a !Default documentin the !Impress.Auto .
directory; Ovation lets you saveyour choicesas a stylesheetcalled Default in the

I0vation directory; Acorn DTP hasa stylesheetalled dtp_stylein the IDTPWork .
directory. Theyall do muchthe samething, but the more powerful the software the

more choices you have.

Style Management.It isn’'t agoodideato havetoo manystylesin onedocumentpy
theway, becausehoosingfrom along list slowsyou down;your documentill also
probablylook very bitty if you putit togetherfrom lots of styles.If you havebuilt up
along list of themovertime, seeif thereare somethatyou candeletebecauséghey
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are no longer needed,or perhapsyou can combinethe effects of stylesthat you
always use together.

Style Tags in Imported Text

So far we havetreatedtext for importing asa sort of bland pasteto which various
flavourings(stylesand effects)are addedatfter it is loadedinto DTP. Most usersof

DTP will find this convenientenoughfor their purposesput somemay be ableto

make use of the capability of Acorn DTP and Impressionto interpret special
commandgypedin the text as style changesand certainotherfunctions.In a way
this is analogougo the coding systemusedby Draw, describedn Chapter4, but is

optional ratherthan obligatory. You might at first think that this would only be of

interestto the sortof peoplewho enjoy the challengeof learningnew programming
languagesasindeedit might; but a different use,and one usedin the commercial
world, is where the text is being word processediy severaldifferent peoplefor

assemblyinto documentsof consistentformat by someoneelse.So if you havea
magazinghat manypeoplecontributeto by sendingtheir textson disk, this could be
for you: all you haveto do is providethe contributorswith a list of commandsand
how to use them.

The flexibility of this system,sometimesknown as tagging the text, varies from
programto program,as do the commandstructuresFor instance Acorn DTP uses
anglebrackets < and>, roundthe namesof paragraphstyles,which meansthat (i)
they canbe appliedonly to a paragraphat a time and (ii) a tagin the middle of a
paragraphisn’t recognisedas such:it is merelyimportedastext in anglebrackets.
Any tagthatdoesn’talreadyexistasa stylewill be createdasa style with the same
characteristicsas Body Text. Impression on the other hand, usescurly brackets,
{ and }, thatcanenclosea style name,changea singletext attribute,definean entire
style or merelyinserta non-keyboarctharacterthey canbe placedanywherein the
text.

If taggingsoundsasthoughit could be usefulto you but it all soundsdauntingly
complex,you canrelax: thereis no needto commityourselffully at the outset.Try

using a few simple tagsor commandsat first and work up from there.You may
surpriseyourself. As typing errorsin tagscancauseproblemsiit is bestif the word
processousedallows the entry of pre-definedext stringswith the functionkeys,as
they canthenbe programmedn advancewith the mostcommontags— or, better,all

of them:keepthe numberdownto avoid confusion.If nothingelse,it mayforceyou
to designyour DTP documentaroundonly a few styles;simplicity canbe elegantif

it is well thought out.



Impression Publisher Plus DTPbook

134 DTP on the Archimedes

Exporting Text

After hoursof planningand executinga DTP documentarrangingthe elementsso
thateverythingis balancedandfits perfectly,you might think it a completewasteof
time if you thensimply savethe text asa plain Edit file. But thisisn’t asstupidasit
soundsandbothImpressiorandOvationallow youto doit. Only onestoryatatime

can be saved, but that isn’t surprising as this is also the way that they are imported.

Text savedfrom Ovation will be completelyplain, innocentof style information,
containingonly line feeds(control code 10 or &0A (Ctrl-J)) in placeof new line,
new paragraph or new page commands, and control code 9 (Ctrl-I) instead of tabs.

In contrastmpressionlets you savetext without style informationif you want, but
much more usefulis the ability to savethe completestyle definitionswith the text
andall the pointswherethey areturnedon andoff throughouthe story. This means
thatyou canre-importit into a blank documentwhereinall the style changeswill be
reproduced.. well, almost:any stylesin the blankdocumentill notberedefinedoy
styles of the samenamein the importedtext. Deleting all the stylesin the blank
documentwould overcomethis — but you can’t delete BaseStyle the single most
important one. | leave it for you to work out how to get round this: it is possible.

Saving a blank Impressiondocumentseparatelyfrom its text is a way of econe
mising on disk spaceif you constantlyusethe samebasicdesign,becausehe text
file takes up less room than a completedocument.As long as you don’t use
illustrationsyou cankeepthetextsof, say,lettersor newslettersn acompactorm in
the knowledge that the documents themselves can easily be reconstituted.

Advanced Text Features

Onceyou havegot the hangof the basicsof word handlingin your DTP work, there
areanumberof typographicatefinementshatyou canmakeuseof to addthattouch
of class— and variety. This is anotherareawhere DTP is a major advanceover
typewriting, offering you facilities that were once the exclusive province of
typesetters: on a typewriter they were either fudged or impossible.

Non-keyboard Characters

The rangeof charactergou canprint in any font is far greaterthanis availableby
pressinghe letterkeyson the keyboard with or without Shift. Acorn havespecified
thatin fonts for useon the Archimedesseriesall the extracharactershouldbe as
definedin aninternationalstandardcurrentlythe ISO Latin 1 alphabetthoughthis
may changein duecourse)which for the codenumbersl43andaboveareasshown
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143« 144 145° 146 < 147> 148 149" 150,

151 — 152 — 153 - 154 E 155 e 156 t 157 £ 158 fi

159 fl 160 161 162 ¢ 163 £ 164 © 165 ¥ 166 !

167§ 168" 169 © 1702 171 « 172 - 173 - 174 ®
175~ 176 ° 177 + 1782 1793 180 ° 181 p 182 ¢
183 - 184, 185t 186° 187 » 188 Y 189 % 190 ¥
191 ¢ 192 A 193 A 194 A 195A 196 A 197 A 198 A&
199 C 200 E 201 E 202E 203E 2041 2050 2061

2071 208D 209N 2100 2110 2120 2130 2140
215 x 216 @ 217U 218U 2190 2200 221Y 222b
223 B 2244 2254 2264 227a4 2284 22948 230 &
231 ¢ 232¢& 233é 234é 235é 2361 2371 2381

2397 24008 241 fA 2420 2436 24406 2458 2460
247 + 248 3 2490 2500 2510 2520 253y 254D
255 y

Figure 7.10 Characters with numbers from 143 to 255, as defined by Acorn

in Figure 7.10. To accessone of them, hold down the Alt key while typing the
appropriatecodenumberon the numerickeypadat the right of the keyboard When
you releasethe Alt key the letter should appear.This techniqueis in fact quite
generaland canbe usedto chooseany charactetin a font: try the numbers72, 105
and 33, releasing the Alt key after each.

It is just possiblethat all that will happenwhen you do this is that a string of
numberswill appear.Don’t worry, your computerisn’t broken:it is just that the
softwaremodulebuilt into it that respondgo the Alt techniquehasbeendisabled,
probablyby somenaughtysoftware.To cureit, pressF12to leavethe Desktopfor a
moment and at the * prompt type:

RMREINIT INTERNATIONALKEYBOARD

(Thereshouldbe no spacein the secondword, long thoughit is.) ThenpressReturn
twice to re-enter the Desktop.

Now let uslook at the specificusesof someof thesecharactersvhich canmakeyour
finished products stand out from the crowd.

‘Real’ Quotes. Charactersl44 and 145, and 148 and 149, are matchedpairs of
openingand closing quotationmarks, single and double respectively,as used by
typesetterg145is alsothe properapostrophe)Typing quotationmarksfrom the key
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nextto Returnon the keyboardwill give you only undifferentiatecbbjectsthatserve
as both openers and closers, the so-called ‘sexless’ quotes (‘ and ").

If you can, get usedto inserting the proper quote marks: they look much more
professionalUsing the Alt key canbe ratherlaborious,though,andtherearethree
shortcutsyou canadoptinstead.Two aregeneralandarediscussed little later;the
otheris specificto quotesandworksin Impressionthey canbe accesseavith Ctrl-]
for *, Ctrl-\ for ’, Shift-Ctrl-] for “ and Shift-Ctrl-\ for ”. This is unfortunatelynot
very memorable althoughyou may find it easierthan rememberingnumbers,and
also less disruptive to your flow while you are typing.

The use of proper quotesis so importantthat a function has beenbuilt into the
standardext-importing part of ArchimedesDTP softwarethat autamatically trans

latessexlesgyjuotesin thetext into openingandclosingones.Sucha ‘smartquotes’
featureis valuableif you wantit; if you don’t, you canturnit off in Impressionby

alteringthe Preferenceslialoguebox. Be awarethatthereis no perfectsmartquotes
procedureit canbe fooled sometimesand put in the wrong sort. Try importing the
word 'tis or the possessiv@aturn 4'sfrom a text file.

Dashes.On a typewriterthe minuskey hasto servea wide variety of purposesasa
hyphen, as a longer dash betweenwords or numbers,as a grammaticaldash,
sometimeswith a spaceeachside — like that — aswell asa minus sign, which is
differentagain.Using eachonecorrectlyis a mark of professionalismevenif your
readerdon’t noticethemconsciouslylt is sadbut true that quality is not alwaysin
the eye of the beholder.

The hyphenis the commonesandshortesf thesedashesandis whatyou getwhen
you pressthe minus key next to the figure 0. This is not the placefor a grammar
lessonlook it upin oneof thewell-thumbed paper-coveredyrease-staineldooksin
your local library.

The endash,—, is numberl51 andis usedin two ways: (1) to join two compatible
wordsin suchaway asto mean‘and’ or ‘to’, asin ‘the Canadian—Americaborder’
or ‘the Paris—Niceroute’; and(2) to join togethertwo numbergo indicatearange as
in ‘15-21 °C’ (notethe useof characterl76,the degreesign)or ‘1968—-1972'.In the
secondusagethe dashshould be read as ‘to’, not ‘and’, so the phrase‘between
15-21 °C’ would be wrong.

Theemdash,—, is numberl52andis rarerthanthe endash,aswell asbeingtwice
aslong. It usedto bethe standardgrammaticadashandwasprintedwithout a space
either side—like that. Modern usagehas movedtowardsa spaceden dashfor this
purpose, a practice that | have followed in this book.
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The minus sign, —, which is number 153, looks very like an en dash but is
fractionally (almostinvisibly) longer.Usedas a binary operatorin equationgsuch
as2x — y = 16) it shouldbe spacedon either side with a fixed space(seebelow);
however,usedon its own (a unary operatol it shouldbetight againsithe numberor
algebraicvariablethatfollows it (for example~16, -6z, —t). | couldgo on atlength,
but that is probably enough maths for now.

Ligatures. If you look closely at charactersl58 and 159 you will seethat eachof

them is two letters joined together. These are the last vestigesof a long and

honourableline of ligatures groupsof lettersthat for soundpractical reasong(or

occasionallyasan ornamentaflourish) were setasonecharacteiin the daysof hot-

metaltypesettingCertaincommonlettercombinationsvould simply not fit together,
particularlyfi, fl, ff, ffi andffl, but alsogy in someitalic fonts. The ligatureswere
thereforedesignedto avoid breakageof the type. (Someuncommoncombinations
suchas fk asin Stiffkey causedproblems,but were rare enoughnot to warrant
ligatures.)The fi, etc.,onesstill persistin ‘proper’ settingbecausdhey look better
than the separatdettersin fonts of traditional design,but most modernfonts are
designednot to needthemso they arefalling into disuse.Acorn haveunfortunately
providedspacein eachfont for only two of the bareminimum setof three,so their

usefulnesss limited. Use themby all meansto experiencethe warm glow of self-

satisfaction,but don’'t expectanyoneto notice. This book has them all the way

through: can you honestly say that they registered with you?

| separateéhe foregoingtypographicaligaturesfrom the phoneticones(, ce, £ and
& principally becauséaf you usethe latter they will definitely be noticed! These
ligaturesare commonly(andarguablyincorrectly) calleddiphthongs They are quite
rare in English usagenow, though they were once more commonin words like

AEgean, mediaeval and cecology (now spelt ecology). They still crop up in

Scandinavian words, though.

Fixed Space.Characterl60is an oddity becauseothingis visible in thetable. This
a spaceput no ordinaryone:it is a fixedspace As far asthe eyeandthe printeris
concernedit is a non-printingcharactef(i.e. a space)of the samewidth asa normal
spacein unjustifiedtext, but to word-processingr DTP softwareit looks like an
ordinary letter. There are a couple of reasonswhy this is important: (1) putting a
fixed spacen alargenumberor a telephonenumberstopsit from beingsplit overa
line (£100 at the end of one line and 000 at the start of the next looks very
unprofessional)and (2) if you arereally fussytheremay be spaceghat mustn’tbe
expandedduring justification — for instance,large numbersagain. In Chapter3
| referred tohard spacesthey are the same thing, but had a different function there.

Bullets. You have probablynoticedthat lists in this book have usually had a blob
charactere, at the startof eachitem; this is calleda bullet Its charactemumberis
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143,which meanghatyou canenterit by hand,but AcornDTP (andEasiWriter, for
thatmatter)let you definea bulletedstyle thatautomaticallystartseachparagraphn
thatstyle with a bullet characteof your choice(someothersare0 0 O O O
D. In Impression Shift-Backspace (the grey key below F12) inserts a bullet.

Non-MonospacedDigit. It is not widely known that all the numeralsin ‘proper’

fonts are designedon the samewidth; they are therefore called monspaced as
opposedto proportionally spaced(where charactersare different widths). These
numbersline up properlyin tables,but asa resultthe numberl looks asthoughit

hasa small spaceon eitherside.For work in text you may wantto avoid this, and
most fonts from EFF provide a non-monospaced figure 1 as character 131.

Other Means of AccessLooking up charactenumbersn atable,evenonecloseto
the computer,is a bind andreally slowsyou down; althoughyou will quickly learn
someof the moreusefulnumbershe Alt methodis rathertedious.Fortunatelythere

are a couple of ways of speeding up the use of these non-keyboard characters.

A numberof applicationsare availableto let you pick a letter from a table suchas

that shownin Figure 7.11: you just point and click. The two most commonare

Chars which is providedwith Impressionwith PipeDreamor on Carewaredisk 7

from Norwich ComputerServices,and CharSe] which comeswith Ovation The

font shownis Oxford.Bold from the ElectronicFont Foundry.(Incidentally, if you

look carefullyyou will noticethatto theleft of the pointertip area setof characters
not in Figure7.10:this is becauseeFF thoughtfully providethemas extras.)These
character-pickingidsstill havethe drawbackthatthey don’t avoid disruptionto the

flow of your work at the keyboard:you still haveto breakoff to usethe mouse.
However, the advdage is that you don’t need to trouble with all those codes.

A lessrigorousway to getatthetop set,becausat involvesmorethanonestageand

=] Characters =

VUHS%& () *+,-./0123456789:;<=>2
@ABCDEFGHI ) KLMNOPQRSTUVWXYZ[\]A_
“abcdefghijklmnopgrstuvwxyz{l}~
R et MY /00 17y 4P (Choet $ifl
B RN I LT
AAAAAAZCEEEET 1 1 1DNOOOOOx@UUUUYPR
aaaa

ddeceéééiiiidonodooo+auddiypy =

| I

Figure 7.11 The application Chars, used for choosing awkward characters
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could get forgotten aboutif you arein a rush, is to usea processof substitution:
whereyou needa curiouscharacteljust type an otherwiseunusedonein its place,
and only when you have finished the whole documentdo you searchfor all the
place-holdersandreplacethemwith the correctones.Of course you shouldmakea
list of what you are usingand you mustbe consistentNeverthelessthis canbe a
valuabletechniqueand is onethat | usedextensivelyin preparingthe text of this
book; it is of most help for long documentsMy main substitutionswere double
guotefor openingquoteand single quotefor closing quote (which also meantthat
apostrophesverecorrectlyhandled)anddoublehyphenfor endash.Theligaturesfi

and fl were dealt with automaticallyin that no substitutionwas needed:| just
searched for the separate letters.

The Last Word on Alt. Yes,thereis more.The Archimedeshasa small numberof
undocumentettey shortcutgnvolving Alt, mainly for little-usedcharactersThereis
no systematicarrangementbut the shortcutsare designedo be memorablein case
you needthem; the available charactershave somerelation to the Alt-letter that
producegshem.Figure7.12lists thosethatl havefound: maybeyou will find others.
Ontheleft of eachpairis the key you presswith Alt, andontheright is the character
that results.If you get different effectsit may be becauseyou have a different
keyboardhandlermoduleloaded,asthe charactershownare what the UK handler

produces.

Alt- c¢ M u R ® S 8§ X » Y ¥ Z «
~ = 11 22 33 9 + 0°
< X > + space = hard (fixed) space

Alt-Shift-C ©

Figure 7.12 Characters available by pressing Alt and a key simultaneously

Kerning and Tracking

Kerning. Take a look at the following letter pairs, chosen more or less at random:

AY ET FA LW QU

Although eachpair was typed normally, without justification or any spacebetween
theletters,thevisual effectof thelettercombinationss suchthattheyeachappeato
havedifferentamountsof spacebetweenthem.This canbe quite subtle,asyou can
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seeby comparingthe ET andQU pairs,or it canbe striking, asbetweerAY andET.
This effect ariseshecausehereis really no suchthing asthe ‘correct’ width for a
letter: a designerof a font hasto find a compromisewidth for eachthat will be
almostright for asmanyletter-paircombinationsaspossible.This meanghatasthe
letters are printed larger and larger the compromisewears thinner — for some
combinationsfaster than others.In most casesthis is best correctedby closing
togetherslightly, or kerning individual letter pairs to balancethe overall visual
effect,althoughit is possibleto applyreversekerningandincreasehe spacingof the
closer pairs slightly. The amountof kerning to apply is very much a subjective
matter and dependson which letters are involved and also on their context: see
which of the two setsbelowyou prefer,giventhateachpair is in this instancemore
or less in isolation:

AY ET FA LW QU
AY ET FA LW QU

To my eye the first pairs are betterthan the second,becausehe latter have been
kerned excessively,bringing the letters too close togetherfor normal use, and
resultingin poorerreadability.Of course you might wantto achievea specialvisual
impact by squeezingletters right up againsteach other, but this should be a
conscious design decision rather than over-enthusiastic kerning.

The needfor kerningonly arisesin displayedmaterialsuchastitles and headings;
thereis no pointin trying to kern body text manually.On computersotherthanthe
ArchimedessomeDTP softwareprovidesa table of letter-pairkerning adjustments
sothatevenbody text canbe kernedautomatically Not every possiblecombination
of letter pairsis included(it would slow processinglown too muchandwould also
makethe table very large); about500 are normally enoughfor good results.Each
font needsa separatetable becausethe lettersin different fonts fit togetherin
differentways. The endresultis that body text looks ‘tighter’, andlargersizessuch
asheadingsmeedlessmanualadjustmentAt the time of writing, suchtablescannot
be usedwith the Acorn outline fonts on the Archimedes,but a new font manager
currently under development will have this facility.

Tracking. We havealreadyseentrackingin action,on pagel130,whereit wasused
in Ovationto force a justified line to fit, or to preventimmoderatespacebetween
words.It is moreproperlydefinedasanautomaticadjustmento the spacingbetween
charactersto suit the point size, which is necessarybecausethe inter-character
spacingis designedto be bestat a certain size. Smaller text needsspacingout
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slightly overall andlargertext needsclosingtogether,quite apartfrom the needsof
individual letter combirationsfor separatereatmentLike kerningtables,autanatic
trackingis not yet availableon the Archimedesput the manualtrackingfacility can
be usedin this way for headingsn capitalsif you feel the need(it wastraditionalin
‘quality’ typesettingto addsmall spacedetweencapitallettersin headinggo make
themappeatessheavy),or it canbe usedto tightenthemfor emphasislf your DTP
programdoesn’thavetracking,kerningcanbe usedwith the sameeffect, althoughit
takes longer to do.

Special Effects with Fonts

As we arenearingthe endof the chapteron text andapproachinghaton graphicsjn

this sectionwe shall be looking at waysin which text can be usedasthe basisfor

graphic-like treatment.Here we shall begin to seethe needfor self-control, the
consciouglecisionnot to useall thefacilities on offer simply becauséheyarethere.
The key to gooddesignlies in rejectingwhatis superfluousanythingthatis surplus
to the effective communicationof your messagevill be a barrier betweenyou and
your reader.

Expanded and Condensed Type

This s little morethana note or reminderthatevenwith your DTP program(unless
it be Acorn DTP) you can modify the appearance®f a font by making the letters
wider or narrowerwith the ‘aspectratio’, ‘horizontal scale’or ‘font width’ controls.
This is the simplestof the text manipulationtools, yet it is often overlooked.Also,

don't forget that by condensinghe body text slightly you canfit morewordsin a
given area.

Creating Graphics from Text

If you haveeverexperimentedvith the Text optionin Draw (the capital T on the

toolbox) you will no doubthavebeendisappointedo find that oncetext hasbeen .
enteredt canonly be stretchedor squeezedy selectingit asan objectand pulling

the relevant‘ear’; thereis no facility for otherdistortion or generalplaying around .
with the letter shapesFortunatelythereis a goodrangeof softwarefor converting

textinto a form in which it canbe manipulatedas one or more Draw objectswith

editable pathsrather than as a single text object. We shall look at importing the

image itself into DTP in Chapter 8, but meanwhile here are some of the possibilities.

FontDraw. The first packageto consideris also the simplest: FontDraw, which is
suppliedwith Impression allows you to typein aline of text in any font you have
available and convertit into a simple Draw file, with different outline and fill
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colours.Figure 7.13 showsthe program’sdialoguebox, and Figure 7.14 a sample
letterloadedinto Draw. In (a) the outline of theletter hasbeenthickenedandthefill
colour alteredto make a contrast.The next stepwasto choose‘'Ungroup’ in the
Selectsubmenu(this seemdo be necessaryhetherthereare severallettersor only
one)andthen‘Edit’ to showthe object’'spaths,asin Figure7.14(). Onceyou have
the letter in this form it can be reshaped by hand (see Figure 7.15) or by software.

DrawBender. The next stepup in complexity,andin this caseleadingdirectly on
from FontDraw, is DrawBenderfrom lan CopestakeThis takesa Draw object(not
necessarilya letter or a word, of course)and distortsit within an outline mould of
your choiceor design.lt isn’t lightning fastbut it is entertainingandit comeswith

three fonts. A selection of the effects achievable with words is shown in Figure 7.16.

C1E Font-3Draw

Text ‘ A mosi mnmmlfprmffrmI ‘ Hake DrauwFile
Font: Pembroke,Bold.Italic Scale D

. —
£+ Fill colour 1 Hone

; ]
S e

Figure 7.13 FontDraw’s dialogue box

Figure 7.14 (a) A letter selectedas an objectin Draw; (b) the sameletter as a setof
lines and control points, ready for editing
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Figure 7.15 A ‘melted’ letter g created by editing its shape in Draw

W= ey

2 -

Figure 7.16 Some of the manipulations that can be performed with DrawBender

FontFX. We now moveon to softwarethatacceptgextasaninputandconvertsit to

a Draw file, simultaneouslyaddinga variety of flourishesor appendagesSucha

programis FontFX from the Data Store.The dialoguebox in Figure 7.17 indicates .
the range of options, and Figure 7.18 shows some of the results that can be obtained.

Both DrawBenderandFontFX areinexpensivgaround£10 each),andtogethermwith
FontDraw provide many of the creativetools that the averageDTP designerwill
need. You may need others, though, and so we move on to...

Poster.At the top of the rangeof softwarefor manipulatingDraw imagesis Poster
from 4Mation EducationalResourcesTo a large extentit is like Draw itself, but
with manymorealternatives|ike Draw, it canalsobe usedasa DTP packagen that
it will accepttext preparedbeforehandn a word processorand combineit with
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graphics.For the purposef this chapterit is enoughto note that Postercantake
small amountsof textualinput, or the outputfrom one of the otherprogramsmen

1 FontF%

J|== o™

‘ Text: | Diywn in the jungle, mmu:thiﬁl;{ stirred |

| Font: | Harsaw. DeniBold |

Special Effects
Outline colour: [ |NEEEM(%] Fill colour: (&9 6]
Qutline width: [#] Z |1/ Shadow: <»Hall <>Floor
Font size (pts) [ |Make ¥=% | Colour:
grlef72] 8] ve[el[7z2][8]| WM -~ BE - -SW . -SE

<»Ripple < xTiggle <:Rre CrCircle
+Column Direction:  Internal Shape:
rRotate  <:Slope ¢ 3 o0¢w

rLean

fingle (*): [£]25 |[F] Replace spaces with dots
Gl B3

=] f2] |

Figure 7.17 FontFX’s dialogue box, demonstrating its scope
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N X ~ floor show °
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l{z X, 1 11fe On e oCCap WavE
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falling over tadknauds
the writing on the wall

Figure 7.18 Somesimpleusesof FontFX’s facilities; manymore can be achievedby
combining different effects
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tionedabove andmould, shapeandshadowit in awide variety of ways.Figure7.19
showsa few of the simplereffectsthatyou canachievejonceyou knowwhatyou are
doing, and providedthat you have enoughimagination,you can designyour own
mouldsandreally go to town. However,asthe figure demonstratedpr the purposes
of legibility you should try to restrain yourself.

A
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Figure 7.19 Using Poster to shape and adjust text

Equasor. A ratherspecialisedpieceof softwarefor DTP purposess Equasorfrom
ComputerConceptslt is designedo let you entercomplexmathematicaformulae
andincludethemasDraw files in your text. You don’t haveto be anexpertat math
ematicsto useit, but somebasicknowledgehelps.Figure 7.20 gives examplesof

what can be done with it. =

While we are thinking aboutmathematicalvork, | shouldmentiona promisedall-
round packagefrom lcon Technologycalled TechWriter This is expectedo be an
advancedversionof EasiWriter (seeChapter3) with the addition of mathematical
typesettingand equation-buildingfacilities. The mathematicapart was developed
from Formulator on the Apple Macintoshandshouldevenallow the outputof work
createdon it asa documentcompletewith TEX codes.(TEX, pronouncednore or
lesslike tek is alanguagewidely usedin mathematicatypesetting sothe ability to
producesuchoutputgreatlyincreasethe compatibility of the Archimedeswith the
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Figure 7.20 A few examples of mathematical setting with Equasor

wider mathematicafraternityin this respect.)t isn't DTP, though,by the definition
| use.

Shadow Text within DTP

In the previoussectionwe haveseensomeremarkableeffectscreatedby usingextra
software.Beforeyou get carriedaway, let us look briefly at somequite acceptable,
thoughsimpler,designsthat canbe built up with the facilities providedby the DTP

programghemselvesThe techniqueusedis perfectlygeneralandwill work with all
the DTP packages on the Archimedes.

Shadow
Sneclow

Shadow

Figure 7.21 Three forms of shadow text easily produced without artificial aids
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Severaldifferent effectscan be achievedthree of which are shownin Figure7.21,
all from the samebasicprinciple. Theideais to havetwo framescontainingtext, one
overtheotherbutdisplacedslightly. Justcreatea frame,addthetext, makea copy of
the frame and play aroundwith the coloursof the text andthe frame backgroundor
transparencyn each.The mostimportantthing is to remembeito makethe oneon
top non-repelling to text.

So,in thefirst examplethe upperframeis settransparenandthetext colouris black,
andthelower frame’stextis grey. The seconds a moresubtleeffect,andfor it to be
successfuyou really haveto usea bold font andonly a smalldisplacemenflessthan
the line thicknessof the letters):the coloursusedare obvious.To producethe third
examplerapidly | hadto cheatslightly andput a third frame,whosecolourwasgrey,
behindthe othertwo, both of which were madetransparentHowever,if you were
routinely going to be preparingheadingsn this way you shouldbe ableto manage
with only two, settingup the correctpositioningof the text within the lower frame
with styles and effects.

As ever, the caution againstoveruseof such obviously ‘DTP’ artefactsapplies,

unless you are trying to achieve that sort of appearance for reasons of your own.

A Finishing Touch: Contents and Indexes

A documeniof any sizeis goingto needsomesort of contentdist and perhapsalso
anindex. If you havelmpressionyou are fortunatebecausédacilities for generating
thesearebuilt in; otherwisealthoughDTP in generalisn't really gearedo this, even
without specific facilities in your applicationthere are quicker, or at least more
accurateways of preparingcontentsand indexesthan writing them on a sheetof
paperandtyping themin again.With Acorn DTP, which allows only onedocument
in memoryat a time, you will haveto createsomespace,suchasa sparepage,in
your documentso that you can build up the contentsor index text; if you are an
Ovationuser,just opena freshdocument.Thenjust go throughthe final versionof
the documentmarkingthe requiredentriesone by one,copyingandpastingthemto
the areasetasidefor themandaddingpagereferencesasyou go along.In this way
you canbe surethatthe entrieswill agreeexactlywith whatis in thetext (including,
naturally,any mistakes)Remembeto usekey or mouseshortcutgatherthanmenus
whereverpossible;also,try working with onehandon the keyboardandoneon the
mouse, because there is not much typing involved, only manipulation.

The contentsandindexedfacility in Impressions centredon the ‘Style labels’boxin
the Edit style dialoguebox (seeFigure 7.7). In principle all you haveto do for a
contentslist is to incorporatea contentslevel numberinto eachheadingstyle and
choosethe ‘Compile contents’option in the Misc submenu.For indexesyou can



Impression Publisher Plus DTPbook

148 DTP on the Archimedes

define a separatestyle with only the ‘Index label’ button and perhapsa font
backgrounctolour of yellow (giving you an effecton screerlike a highlighterpen),
then choose'Compile indexes’.In both casesthe softwarethenworks throughthe
documentand picks out all the text piecescontainingthe relevantflags,assembling
thematthe startor endof thedocumentasappropriatelf you do highlighttheindex
style,remembetto setthe font backgrounctolourto white againbeforeprinting the
document out. A little more detail on this topic can be found in Appendix 1.

Hints and Tips

Save,Save,Save.You canneversavea documentto disk too often. Cultivate the
habit of savingevery five minutesor so. Sometimegproblemscan be causedby a
softwareerror or a hardwarecrash,leadingto the applicationvanishingor a Reset
beingyour only option — andtheregoesyour documentOr you might accidentally
delete somethingcrucial insteadof cutting it to the clipboard. It is unbelievably
frustratingto find thatyou havejust lost thefruits of anhour’slabourandthereis no
otherrecordof the change%r additionsthatyou madeduring thattime. Softwareis
becoming less likely to crash now that relatively bug-free versions are being
releasedbut thereis no suchthing asabsolutesecurityin computermemory:sotake
heed. Fortunately, Ovation and the later versionsof Impressionhave auto-save
features,so you don’'t evenhaveto rememberthis advice.You canjust setup the
program to perform a timed save every few minutes.

Back it up. Similarly, just ascomputermemoryisn’t securedisksaren'tinfallible.

At theendof a DTP sessioryou shouldmakea securitycopy of any documentsy/ou
havechangedespeciallythe importantones)onto a separateadisk. If you arelucky
enoughto havea harddisk, keepa backupor archivecopy on a floppy disk; better
still, usethe ‘grandparent—parent—childystemsoyou alwayshavethe two previous
versionsaswell asthe currentonein caseof dire accidentsTheway | doit is to

havethreedirectories(Grandad,Dad and Son) for eachdocument,and on backing
up | avoid extensive copying by:

» deleting the Grandad directory (and therefore the oldest version as well); .
< renaming the Dad directory to Grandad,;

« renaming the Son directory to Dad; .
« creating a new Son directory and opening it; and

« copying the latest version into the Son directory.

Renaminga directory takes considerablyless time than copying files around,
especiallyif they are long ones(like this book, which as| write alreadyoccupies
2.5Mb on disk — even a hard disk has to work hard at that).
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EvenLine Spacing.Thereis a curiouseffectin Impressiorthatis sometimewisible
if the first characteron a line is in a different font from the lines aroundit; take a
look at this, which is a reproduction of part of Figure 4.1:

\L n line spacing (points)

\M left right left and right margins

\Pn space between
paragraphs (points)

\Upt underline position
and thickness

\U. turn off underlining

\V move vertical move

You canreadily seethatthe fourth andsixth lines seemower thanall the others;this
is becausethey start with charactersin Trinity font rather than Corpus and this
throwstheline spacingout. The solutionis simplebut effective: put the cursorat the
startof the affectedline andchoosethe samefont asthe linesaroundit, thenusethe
Alt key to entera characterthat hasn'tbeendefinedin that font (try number128,
131,1360r 139).In thisway you will placeaninvisible charactemwithout anywidth
at the beginning of the line, and the spacing will be evened up.

Shift in Chars and CharSel The characterselectionutilities Chars and CharSel
havea secondarymethodfor picking charactersnsteadof clicking on them:if you
pressShift the characterunderthe pointeris insertedat the caretin the currently
activedocumentWhile this canbe a boonit canalsobe annoyingif you forgetthat
the pointeris overthe selectionwindow whenyou aretrying to type a capitalletter,
becausedd charactersill suddenlyappeain your text instead.To getroundthis,
if you arefeelingcourageougyou canloadthe Basicprogram!Runimagefrom either
applicationdirectory (!Charsor !CharSel)and alter it so that the programusesa
different key, suchas Ctrl, which you are lesslikely to pressby mistake.ln Chars
the relevant line, which is early in the program, reads:

HotKey%=-1

andall you haveto do is changethe -1 to —2 to makeCtrl do thetrick. In CharSel
the line (number 1670 in the version | have) reads:

IF INKEY-1 THEN

Again, just change-1 to -2 for the desiredeffect. A completelist of internal key
numberss given on pages474—-480of the Programmer’sReferencéManuat if you
wantto choosea different active key just substitutea different number.Calculateit
by adding 1 to the number in the table and then put a minus sign in front.
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