
.2nd- Edition 



TM 

Using PFS@: 
First Publisher 

2nd Edition 

Katherine Murray 

Foreword by 

Jill Groginsky 
Software Publishing Corporation 

CORPORATION 
LEADING COMPUTER KNOWLEDGE 



Using PFS@: TY 

First Publisher 
2nd Edition 

Copyright @ 1990 by Que@ Corporation. 

11 rights reserved. Printed in the United States of America. No part of A this book may be used or reproduced in any form or by any means, 
or stored in a database or retrieval system, without prior written permission 
of the publisher except in the case of brief quotations embodied in critical 
articles and reviews. Making copies of any part of this book for any purpose 
other than your own personal use is a violation of United States copyright 
laws. For information, address Que Corporation, 11711 N. College Ave., 
Cannel, IN 46032. 

Library of Congress Catalog No.: 90-62076 

ISBN 0-88022-591-2 

This book is sold as is,  without warranty of any kind, either express or 
implied, respecting the contents of this book, including but not limited to 
implied warranties for the book’s quality, performance, merchantability, or 
fitness for any particular purpose. Neither Que Corporation nor its dealers or 
distributors shall be liable to the purchaser or any other person or entity with 
respect to any liability, loss, or damage caused or alleged to be caused 
directly or indirectly by this book. 

93 92 91 8 1 6 5 4 3  

Interpretation of the printing code: the rightmost double-digit number is the 
year of the book’s printing; the rightmost single-digit number, the number of 
the book’s printing. For example, a printing code of 90-1 shows that the first 
printing of the book occurred in 1990. 

Using PFS: First Publisher, 2nd Edition, is based on all versions of PFS: 
First Publisher prior to and including Version 3.0. 



D E D I C A T I O N " ' !  

To L.S., 

a great teacher and 
an even better friend 

-km 

iii 



Publishing Director 

Lloyd J. Short 

Acquisitions Editor 

Karen A. Bluestein 

Product Director 

Shelley O’Hara 

Project Manager 

Paul Boger 

Production Editor 

Gregory Robertson 

Editors 

Lori A. Lyons 
Heidi Weas Muller 
Janet Thrush 

Technical Editor 

Arnold Rosen 

Indexer 

Sharon Hilgenberg 

Editorial Assistant 

Patty Brooks 

Book Design and Production 

Dan Armstrong 
Bill Basham 
Claudia Bell 
Brad Chinn 
Don Clemons 
Sally Copenhaver 
Travia Davis 
Tom Emrick 
Denny Hager 
Tami Hughes 
Bill Hurley 
Betty Kish 
Larry Lynch 
Jennifer Matthews 
Mitzi Parsons 
Cindy Phipps 
Joe Ramon 
Dennis Sheehan 
Louise Shinault 
Bruce Steed 
Mary Beth Wakefield 

~ ~ 

Composed in Times and E>cellent b) Que Corporotion 

iv 



Katherine Murray 

atherine Murray is the president of revisions Plus, K Inc., a writing and desktop publishing company that 
deals primarily with the development and production of 
microcomputer-related materials. She is the author of 
Using Appleworks GS, Using Professional Write, Using 
PFS: First Choice, IBM PC, XT, and DOS Workbook, 
and the IBM PC, XT, and DOS Instructor’s Guide, and is 
a contributing author of Using Hypercard: From Home to 
HyperTalk and 1-2-3 Quickstart. Katherine also has pub- 
lished many family-related articles in national 
publications. 

V 



Introduction . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  1 

Part I An Introduction to First Publisher 
Chapter 1 Desktop Publishing: A Primer . . . . . . . . . . . . . . . . . . .  11 

Chapter 3 Getting Started with First Publisher . . . . . . . . . . . . . . .  61 

The Basics: Creating a Publication 

Chapter 2 Installing First Publisher . . . . . . . . . . . . . . . . . . . . . . . .  31 

Part I1 
Chapter 4 
Chapter 5 
Chapter 6 
Chapter 7 
Chapter 8 

Beginning the Publication . . . . . . . . . . . . . . . . . . . . . . .  137 
Entering and Editing Text . . . . . . . . . . . . . . . . . . . . . . .  181 
Creating and Using Graphics . . . . . . . . . . . . . . . . . . . .  231 
Finishing the Layout . . . . . . . . . . . . . . . . . . . . . . . . . . .  281 
Printing the Publication . . . . . . . . . . . . . . . . . . . . . . . . .  315 

'I r 

Part I11 Advanced Techniques 
Chapter 9 
Chapter 10 

Creating Your Own Templates . . . . . . . . . . . . . . . . . . .  347 
Using First Publisher's Special Features . . . . . . . . . . .  381 

Appendix A Turning Your Publication into a Finished Product . . .  397 
First Publisher Design Tips . . . . . . . . . . . . . . . . . . . . . .  403 

Appendix C First Publisher for DeskMate Users . . . . . . . . . . . . . . .  407 
Appendix D Features New with Version 3.0 . . . . . . . . . . . . . . . . . .  423 

Appendix B 

Glossary . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  425 

Index . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  431 

vi 



Introduction . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  1 
What Is First Publisher? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  2 
Advantages of First Publisher . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  3 
Why a Book on First Publisher? ............................ 3 
Who Should Read This Book? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  4 
Conventions Used in This Book . . . . . . . . . . . . . . . . . . . . . . . . . . . .  5 
What Is in This Book? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  6 

Part I . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  6 
Part I1 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  6 
Part I11 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  7 
Appendixes and Glossary . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  8 

I An Introduction to First Publisher 

1 Desktop Publishing: A Primer . . . . . . . . . . . . . . . . . . . . . . .  11 
What Is Desktop Publishing? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

Benefits of Desktop Publishing . . . . . . . . . . . . . . . . . . . . . . . . . . .  
11 
11 

Saving Time . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  12 
Saving Money . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  12 
Retaining Control and Convenience . . . . . . . . . . . . . . . . . . . . .  13 
Producing Visually Appealing Documents . . . . . . . . . . . . . . . .  14 

Desktop Publishing and First Publisher . . . . . . . . . . . . . . . . . . . . . . .  15 
Designing and Planning . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  15 
Preparing Text . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  17 
Preparing Graphics . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  17 
Laying Out the Publication . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  20 
Printing the Publication . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  21 
Conventional Versus Desktop Publishing: Summing Up . . . . . . .  22 

An Overview of First Publisher., . . . . . . . . . . . . . . . . . . . . . . . . . . .  23 
Where Does First Publisher Fit in Desktop Publishing 

History? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  23 
What First Publisher Can-and Cannot-Do . . . . . . . . . . . . . . . .  27 
What's in the Future? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  29 

Chapter Summary . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  30 

vii 



2 Installing First Publisher . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
What Comes with First Publisher? . . . . . . . . . . . . . . . . . . . . . . . . . . .  
What Do You Need? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

The Computer System . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Monitor . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Printer . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
The Mouse . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

Making Backup Copies on a Hard Disk System 
with One Disk Drive . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

Making Backup Copies on a Hard Disk System 
with Two Disk Drives . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

Making Backup Copies on a Two Disk Drive System . . . . . . . .  

Making Backup Copies of First Publisher . . . . . . . . . . . . . . . . . . . . .  

Installing First Publisher on a Hard Disk . . . . . . . . . . . . . . . . . . . . .  
Planning and Setting Up Directories . . . . . . . . . . . . . . . . . . . . . . .  
Copying First Publisher to the Hard Disk . . . . . . . . . . . . . . . . . .  
Configuring First Publisher for Your System . . . . . . . . . . . . . . . .  

Connecting a Printer . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Customizing First Publisher . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

Selecting Display Colors . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Specifying Units of Measure . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Setting Path Defaults . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

Starting First Publisher . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Chapter Summary . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

Adding a Mouse . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

3 Getting Started with First Publisher . . . . . . . . . . . . . . . . .  
Methods of Using First Publisher . . . . . . . . . . . . . . . . . . . . . . . . . . .  

Using the Mouse and the Keyboard . . . . . . . . . . . . . . . . . . . . . . .  

Working with the Text Layer . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Working with the Graphics Layer . . . . . . . . . . . . . . . . . . . . . . . . .  

Understanding Version 3 . 0 Art Layers . . . . . . . . . . . . . . . . . . . . . . .  

High-Resolution Art Layer . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Using First Publisher’s Clipboards . . . . . . . . . . . . . . . . . . . . . . . .  

Understanding the First Publisher Screen . . . . . . . . . . . . . . . . . . . . .  

Using the Bar Cursor . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Using the Mouse Cursor . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

Usingthe Mouse . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Using the Keyboard . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

Understanding the Layers in First Publisher Publications . . . . . . . .  

Standard Art Layer . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

The Screen Area . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Using Cursors . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

31 
31 
32 
35 
36 
38 
43 
45 

45 

46 
46 
47 
47 
50 
50 
5 1  
51 
54 
54 
56 
57 
58 
60 

61 
61 
62 
62 
63 
64 
64 
65 
67 
69 
70 
70 
72 
73 
74 
74 
75 

viii 



The Menu Bar . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

The Elevator Bars . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

Using First Publisher Menus . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Using the File Menu . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Using the Page Menu . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Using the Text Menu . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Using the Font Menu . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Using the Style Menu . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

The Graphics Tools . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

Understanding First Publisher Menus . . . . . . . . . . . . . . . . . . . . . . . .  

Using the Baselines Menu . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Using the Art Menu . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

Getting Help . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Additional First Publisher Features . . . . . . . . . . . . . . . . . . . . . . . . . .  

Adding Fonts . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Capturing Screens . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

First Publisher’s Templates . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
A Version 2.0 Publisher Quick Start 

Copying the Template . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Starting First Publisher Version 2.0 . . . . . . . . . . . . . . . . . . . . . . .  
Opening a Publication . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

. . . . . . . . . . . . . . . . . . . . . . . .  

Erase Comments Before Using the Template . . . . . . . . . . . . .  
What Are Baselines? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

Working with Text . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Entering Text . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Modifying Text . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Moving Text . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

Saving Your Work . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Adding the Banner . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Adding a Headline . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Adding Graphics . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

Selecting Clip Art . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Finding the Clip Art File . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Selecting and Saving the Art Image . . . . . . . . . . . . . . . . . . . . .  
Returning to the Publication . . . . . . . . . . . . . . . . . . . . . . . . . . .  

Printing the Publication . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
A Version 3.0 Quick Start . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

Starting First Publisher Version 3.0 . . . . . . . . . . . . . . . . . . . . . . .  
Selecting a Layout from the Layout Gallery . . . . . . . . . . . . . . . .  
Working with Text . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

Placing, Resizing, and Positioning the Graphic . . . . . . . . . . .  

Entering Text . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Modifying Text . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

75 
76 
77 
79 
79 
80 
82 
84 
86 
87 
88 
89 
91 
96 
96 
97 
97 

100 
100 
101 
101 
103 
104 
105 
106 
107 
107 
109 
111 
113 
114 
114 
115 
115 
116 
117 
118 
119 
121 
121 
122 
123 
123 

ix 



Moving Text . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  124 
Saving the Publication . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  125 
Adding the Banner . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  126 
Adding a Headline . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  128 
Adding Graphics . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  129 

Using Clip Art . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  129 
Using High-Resolution Art . . . . . . . . . . . . . . . . . . . . . . . . . . . .  130 
Using the Graphics Tools . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

Printing the Publication . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  132 
131 

Chapter Summary . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  133 

I1 The Basics: Creating a Publication 

4 Beginning the Publication . . . . . . . . . . . . . . . . . . . . . . . . . . . .  137 

Designing Your Publication . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  138 
Overall Design Tips . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  138 
Planning Newsletters . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  139 
Planning Flyers and Brochures . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Planning Business Cards and Stationery . . . . . . . . . . . . . . . . . . . .  
Handouts for Training . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  147 
Summary of Design Strategies . . . . . . . . . . . . . . . . . . . . . . . . . . .  

Opening Publications . . . . . . . . . . . . . . .  . . . . . . . . . . . . . . . . . .  149 
Selecting a File . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  150 
Working with Different File Types . . . . . . . . . . . . . . . . . . .  151 
Choosing a Template . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  153 

Setting Up the Page . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Defining the Page with Version 2.0 . . . . . . . . . . . . . . . . . . . . . . .  

143 
146 

149 

155 
156 
157 
160 
160 
163 
164 
164 
165 

168 

Setting Columns with Version 2 .0 .  . . . . . . . . . . . . . . . . . . . . .  
Setting the Leading with Version 2.0 . . . . . . . . . . . . . . . . . . .  
Aligning Text with Version 2.0 . . . . . . . . . . . . . . . . . . . . . . . .  
Setting Margins and Gutters with Version 2.0 . . . . . . . . . . . .  

Defining the Page with Version 3.0. . . . . . . . . . . . . . . . . . . . . . .  
Setting Margins with Version 3.0 . . . . . . . . . . . . . . . . . . . . . .  
Choosing Paper Size with Version 3.0 . . . . . . . . . . . . . . . . . .  
Selecting Orientation with Version 3.0 . . . . . . . . . . . . . . . . .  166 

Working with the Layout Gallery . . . . . . . . . . . . . . . . . . . . . . . . .  
Choosing a Layout . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  168 
Defining Columns . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  169 
Deleting a Layout . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  170 
Adjusting a Layout . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  170 

Resizing Columns . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  171 
Copying, Cutting, and Pasting Columns . . . . . . . . . . . . . . .  172 

X 



Lining Up Columns . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Fine-Tuning Columns . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Controlling Text Flow . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

Adding Layouts to the Gallery . . . . . . . . . . . . . . . . . . . . . . . . .  
Saving Files . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Naming Files . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Deleting Files . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Chapter Summary . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

5 Entering and Editing Text . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Methods of Assembling the Publication . . . . . . . . . . . . . . . . . . . . . .  
Introduction to the Text Menu . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
An Introduction to Baselines . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

What Do Baselines Look Like? . . . . . . . . . . . . . . . . . . . . . . . . . .  
Why Are Baselines Important? . . . . . . . . . . . . . . . . . . . . . . . . . . .  
When Will You Work with Baselines? .................... 

Entering Text . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Positioning the Cursor . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Typing the Text . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Adding Text to the Middle of a Publication . . . . . . . . . . . . . . . .  
Saving Text . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

Working with Fonts . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Differences in Using Fonts between 

Versions 2.0 and 3.0 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Determining the Current Font . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Understanding the MASTER.FNT File . . . . . . . . . . . . . . . . . . . . .  
Types of Fonts . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Using the Set Up Fonts Option . . . . . . . . . . . . . . . . . . . . . . . .  

Listing Fonts . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Adding Fonts . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Deleting Fonts . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Copying Font Files . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

Importing Text . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Tabular Material in Imported Text ...................... 
Importing ASCII Text . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Using the *FONT* Commands . . . . . . . . . . . . . . . . . . . . . . . .  

Working with Overflowed Text . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Putting Overflowed Text on Another Page . . . . . . . . . . . . . . .  
Changing Font Size to Eliminate Overflowed Text . . . . . . . .  
Modifying Leading . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

Editing Text . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Moving around the Page . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Selecting Text . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

172 
i74 
174 
175 
175 
177 
178 
179 

181 
181 
182 
183 
183 
186 
188 
189 
190 
191 
192 
194 
196 

196 
197 
197 
199 
199 
200 
202 
203 
204 
204 
209 
210 
211 
213 
215 
216 
217 
220 
221 
222 

xi 



Correcting Misspellings . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  223 
Copying Text . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  223 
Pasting Text . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  224 
Moving Text . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  225 
Erasing Text . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  225 

Working with Pages . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  226 
Adding Pages . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  226 
Inserting Pages . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  227 
Deleting Pages . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  228 

Chapter Summary . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  229 

6 Creating and Using Graphics . . . . . . . . . . . . . . . . . . . . . . . .  231 
Why Use Graphics? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  232 
A Few Rules for Choosing Graphics . . . . . . . . . . . . . . . . . . . . . . . . .  233 
The Differences between MAC and ART Files . . . . . . . . . . . . . . . .  234 
Working with the Graphics Layer . . . . . . . . . . . . . . . . . . . . . . . . . . .  236 
Introduction to the Art Menu . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  236 
Introduction to the Graphics Tools . . . . . . . . . . . . . . . . . . . . . . . . . .  240 

The Text Tool . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  241 
The High-Resolution Art Tool . . . . . . . . . . . . . . . . . . . . . . . . . . . .  241 
The Graphics Text Tool . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  242 

Banners and the Graphics Text Tool . . . . . . . . . . . . . . . . . . . .  242 
Headings and the Graphics Text Tool . . . . . . . . . . . . . . . . . . .  243 

The Selection Tool . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  244 
The Hand Tool . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  245 
The Line Tool . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  247 
The Box Tool . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  248 
The Circle Tool . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  250 
The Pencil Tool . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  251 
The Eraser Tool . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  252 
The Line Width Settings . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  254 

Applications for the Graphics Tools . . . . . . . . . . . . . . . . . . . . . . . . .  255 
Creating a Side Banner . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  256 
Creating Rules . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  256 
Making Shadow Boxes . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  258 

Saving Images . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  260 
Using First Publisher's Clip Art Files . . . . . . . . . . . . . . . . . . . . . . . .  261 

What's in the Clip Art Library? . . . . . . . . . . . . . . . . . . . . . . . . . .  263 
Using Clip Art in Your Publications . . . . . . . . . . . . . . . . . . . . . .  264 

Accessing the Clip Art File ........................... 264 
Selecting the Clip Art Image . . . . . . . . . . . . . . . . . . . . . . . . . .  264 
Saving the Clip Art Image . . . . . . . . . . . . . . . . . . . . . . . . . . . .  265 
Opening Your Publication . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  265 
Bringing the Art into the Publication .................... 265 

xii 



Working with Art . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  267 
Using the Graphics Clipboard . . . . . . . . . . . . . . . . . . . . . . . . . . . .  267 
Cutting and Pasting Art . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  267 
Moving Art . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  268 
Duplicating Art . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  268 
Flipping Art . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  269 
Rotating Art . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  269 
Inverting Art .......................................... 270 
Resizing Art . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  272 
Magnifying Art . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  273 

Importing Graphics . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  274 
Adding Art from Other Programs . . . . . . . . . . . . . . . . . . . . . . . . .  275 
Windows Paint . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  276 
PC Paintbrush . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  277 
LOGITECH Paintshow . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  277 
Rules for Scanned Images . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  278 

Chapter Summary . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  279 

Finishing the Layout . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  281 

Reviewing the Publishing Process . . . . . . . . . . . . . . . . . . . . . . . . . . .  282 
Finishing the Text Layer . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  283 

Creating and Positioning Headlines ........................ 284 
Importing Headlines . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  284 
Typing Headlines . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  285 
Adding the Headline as Graphics Text . . . . . . . . . . . . . . . . . .  286 

Modifying Baselines . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  288 
Reviewing the Baselines Menu . . . . . . . . . . . . . . . . . . . . . . . . .  289 
Moving Columns with the Adjust Column Option . . . . . . . . .  291 
Canceling Baselines . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  292 

Changing Baseline Alignment . . . . . . . . . . . . . . . . . . . . . . . . . .  296 
299 

Finishing the Banner . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  300 
301 
305 

Adding Graphics . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  305 
307 

Adding Footers . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  310 
To Rule or Not To Rule . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  310 

314 
Chapter Summary . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  314 

Modifying Individual Baselines . . . . . . . . . . . . . . . . . . . . . . . .  295 

Completing the Graphics Layer . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

Using the Grid To Align Elements . . . . . . . . . . . . . . . . . . . . . . . .  
Using Rulers To Place Elements . . . . . . . . . . . . . . . . . . . . . . . . . .  

Fine-Tuning the Display with Picturewrap . . . . . . . . . . . . . . . . . .  

Adding Boxes To Highlight Information . . . . . . . . . . . . . . . . . . .  

xiii 



8 Printing the Publication . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  315 
Reviewing Printer History . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  315 
Using Dot-Matrix Printers . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  317 
Using Laser Printers . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  321 
Using First Publisher Print Modes . . . . . . . . . . . . . . . . . . . . . . . . . . .  

Using Draft Mode . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  323 
Using Standard Mode . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  324 
Using Smoothed Mode . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  326 

Installing Your Printer . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  327 
Installing a Dot-Matrix Printer . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Installing a Laser Printer . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

Hard Disk System Installation . . . . . . . . . . . . . . . . . . . . . . . . .  

321 

329 
330 
332 

or DeskJet Printer . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  333 

Printer . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  335 

336 
338 
339 

Two-Drive System Installation for a LaserJet 

Two-Drive System Installation for a Laserwriter 

Completing Laser Installation . . . . . . . . . . . . . . . . . . . . . . . . . . . .  336 
Printing with First Publisher . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

Printing with a Dot-Matrix Printer ........................ 
Printing with a Laser Printer . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Using Soft Fonts . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  340 
Printing Faster . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  341 
Modifying Printer Margins . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  342 

Chapter Summary . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  344 
Printing to a File . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  343 

9 Creating Your Own Templates ...................... 347 

350 
The NEWS.PUB Template . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  350 
The FLYER.PUB Template . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  353 
The BUSINESS.PUB Template . . . . . . . . . . . . . . . . . . . . . . . . . .  353 
The 1NVOICE.PUB Template . . . . . . . . . . . . . . . . . . . . . . . . . . . .  354 
The LIST.PUB Template . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  356 
The MENU.PUB Template . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  356 
The CARD.PUB Template . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  359 
The MAILEKPUB Template . . . . . . . . . . . . . . . . . . . . . . . . . . . .  360 

Making Templates . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  361 
Creating a Template from an Existing Publication . . . . . . . . . . .  
Creating a Template from a New Publication . . . . . . . . . . . . . . .  

Reviewing First Publisher’s Templates . . . . . . . . . . . . . . . . . . . . . . .  

361 
363 

xiv 



10 

A 

B 

How Do You Use a Template? . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  366 
Template Applications . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  367 

Example 1: The HighFlyer Newsletter ..................... 367 
Example 2: Peterson’s Advertising Flyer . . . . . . . . . . . . . . . . . . .  372 
Example 3: Business Cards and Stationery . . . . . . . . . . . . . . . . .  376 

Producing Business Cards . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  378 
Producing the Invoice . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  379 

Chapter Summary . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  379 

Using First Publisher’s Special Features . . . . . . . . . . . . .  381 
Using Scanned Images . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  381 
Using FONTMOVE . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  384 

Starting FONTMOVE . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  386 
The FONTMOVE Menu System . . . . . . . . . . . . . . . . . . . . . . . . . .  387 
Creating Another MASTER.FNT File ..................... 388 
Adding Fonts . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  389 
Soft Fonts and FONTMOVE . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  390 
Erasing Fonts . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  391 

Using SNAPSHOT . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  392 
What is SNAPSHOT? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  392 
When Do You Use SNAPSHOT? ......................... 392 
Activating SNAPSHOT . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  393 
Selecting a Hot Key . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  393 
Capturing a Screen Shot . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  394 
“Developing” the Screen Shot . . . . . . . . . . . . . . . . . . . . . . . . . . .  394 
Cropping the Screen Shot . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  395 

Chapter Summary . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  396 

Turning Your Publication into a Finished Product . .  397 
How Should the Publication Look When You Take It to the 

Printer? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  397 
Typical Newsletter Orders . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  398 
Paper . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  398 
Inks . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  400 
Copying . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  400 
Additional Printing Tips . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  401 

First Publisher Design Tips .......................... 403 
Overall Design Tips ...................................... 403 
Newsletter Tips . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  404 
Business Stationery Tips . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  405 
Flyer Tips . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  406 
Training Materials Tips . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  406 



C First Publisher for DeskMate Users . . . . . . . . . . . . . . . . .  
What Is DeskMate? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
What Do You Need To Run First Publisher’s 

DeskMate Version? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
What’s New about First Publisher for DeskMate? . . . . . . . . . . . . . .  

The User Interface . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

Using the Menu Bar . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Understanding the Information Line ..................... 

Selecting Menu Options . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Using the F9 and F10 Menus . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

Specifying Mouse Settings . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Specifying Printer Settings . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

Running the FONTMOVE Program . . . . . . . . . . . . . . . . . . . . . . . . .  
Changing Colors . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Tips for Using PFS: First Publisher-DeskMate . . . . . . . . . . . . . . .  

407 
407 

408 
409 
409 
409 
410 
412 
413 
414 
416 
418 
419 
422 

D Features New with Version 3.0 ...................... 423 

Glossary . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  425 

Index . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  431 

xvi 



Foreword 

reating documents in today’s business world no longer has to be a C confusing process of writing, cutting, and pasting. The scratching of 
pens and the snipping of scissors is rapidly giving way to the tapping of 
keys and the clicking of mouse buttons. Advancing computer technology 
raises questions for first-time users, but it also brings an exciting array of 
newly discovered possibilities. 

A personal computer, a decent printer, and good, easy-to-use desktop pub- 
lishing software make it possible for the ordinary business person to pro- 
duce high-quality newsletters, memos, fliers, and brochures. You no longer 
need to be a graphic designer to give a professional shine to that company 
newsletter or that announcement about your latest store “special.” And you 
don’t have to sit through hours of classes, spend hundreds of dollars on 
expensive software, or have the newest pricey hardware, either. 

PFS: First Publisher provides an inexpensive solution to the problem of pro- 
ducing professional-looking documents. First introduced in 1985, PFS: First 
Publisher has rapidly become a national best-seller, the standard in the 
entry-level desktop publishing market. Its low price, ease of use, and capa- 
bility of quickly producing polished, visually appealing documents on a 
wide variety of computer systems and printers have made PFS: First Pub- 
lisher the favorite of many thousands of people who had never before even 
heard of fonts or leading. 

It is important to stress that PFS: First Publisher is an entry-level desktop 
publishing package, designed for people whose days are filled with a lot 
more than producing desktop publications. Software Publishing Corporation 
is not attempting to replicate the capabilities of a professional typesetter. 
What we hear from entry-level desktop publishers across the country and 
from all types of business people is that they need to produce the highest- 
quality output possible from the relatively inexpensive hardware already 
available to them. We designed PFS: First Publisher to meet this need by 
offering the ordinary business person all the tools needed to produce profes- 
sional-looking documents quickly and easily. 
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By no means, however, is PFS: First Publisher a flimsy tool made just for 
beginners. It offers more than enough functionality and sophistication to 
challenge the most experienced user. Many First Publisher users have pro- 
duced great-looking publications for years without even touching some of 
the more sophisticated features. Software Publishing Corporation has con- 
tinually added to PFS: First Publisher as First Publisher users have indicated 
the need for new capabilities. Our continuing challenge is to make the soft- 
ware easy to use, even as we offer more sophistication. Our goal is to make 
desktop publishing accessible to everyone by keeping PFS: First Publisher 
the easiest and most intuitive desktop publishing software on the market 
today. 

To that end, I welcome and highly recommend Que Corporation’s Using 
PFS: First Publisher. Katherine Murray’s well-written and insightful text 
provides a natural supplement to First Publisher’s own documentation, 
which is designed more as a reference book. Using PFS: First Publisher 
will take you through a series of new and useful tips compiled from the 
suggestions we have received from First Publisher users across the country. 
Ms. Murray suggests approaches that we hope will speed your learning of 
First Publisher and enhance your enjoyment of our product. 

Que’s book has the same goal as Software Publishing Corporation: to take 
the frustration out of learning and doing desktop publishing and to make 
desktop publishing accessible and satisfying to you. If you are new to desk- 
top publishing and need to produce professional-quality documents quickly 
and easily, you can do no better than to use PFS: First Publisher. And if 
you use PFS: First Publisher, Using PFS: First Publisher can be your best 
source for new and more creative ideas for your next publication. 

Jill Groginsky 
Product Manager, PFS: First Publisher 
Software Publishing Corporation 
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C O N V E N T I O N S  U S E D  
I N  T H I S  B O O K  

he conventions used in this book have been established to help you learn to use T PFS: First Publisher quickly and easily. As much as possible, the conventions 
correspond with those used in the PFS: First Publisher documentation. 

1. Information that you are to type (usually found in examples with numbered 
steps) is indicated by italic type (“Type cd \pub”) or is indented and set on a 
line by itself. 

2. Names of menus (such as File, Page, and Text) are shown with the initial 
letter capitalized. Options on the menus appear in boldface type (for example, 
Get art and Save art). 

3.  Messages and prompts that appear on-screen are represented here in a special 

4. Special tips and questions often asked by First Publisher users are highlighted 

typeface (Printer number). 

by a special design box. 

5. Text-related information of interest to First Publisher users is contained in 
sidebars (boxed text with a title). 

0 A special icon is used to call your attention to information pertinent to users of 
PFS: First Publisher Version 3.0. 

In addition to these conventions, figures, graphics, and diagrams are used liberally 
throughout the book to illustrate the examples in various stages of completion. 
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Introduction 

elcome to desktop publishing! 

If that sounds intimidating, don’t let it bother you. Like everything 
else in computerdom, desktop publishing is just a means to an end: a way 
get your booklets, brochures, newsletters, and other documents produced 
with the least possible amount of trouble and expense. 

If you are responsible for producing your company’s newsletters, annual 
reports, or press releases, you will discover that PFS: First Publisher 
enables you to produce professional-looking documents with a minimum of 
effort. Whether you publish company materials, community newsletters, or 
advertising flyers for your own business, First Publisher offers you every- 
thing you need to merge text and graphics. 

If you will be using First Publisher as part of your day-to-day routine, you 
will find that the program is easy to learn and use-even if you have had no 
previous computer experience. If you plan to use First Publisher only occa- 
sionally-when you redesign a flyer, for example-you will see that after 
you have used First Publisher, you can go back to it easily. Everything you 
need is available in the pull-down menus or in the tools row, so you have 
no complicated commands to remember and no sophisticated procedures to 
recall. 

In this book, you will learn how to use PFS: First Publisher to produce 
materials that might normally go through conventional publishing methods. 
You can use First Publisher for a variety of projects, such as thz following: 

W 

Ci Newsletters 
Brochures 

Ci Business reports/Proposals 
0 Announcements 

1 
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Cl Flyers 
Cl Resumes 

Business stationery 
Cl Letterheads 
Cl Disk labels 

Business cards 
Ll Greeting cards 

Whatever you want to publish, First Publisher will help you design, lay out, 
illustrate, and print your project. 

Whether you already have invested in First Publisher or are simply explor- 
ing the possibility of purchase, Using PFS: First Publisher, 2nd Edition, 
will help you evaluate the “dos and don’ts’’ of the program, learn the pro- 
cess of creating First Publisher publications, avoid trouble spots, and 
explore the basics of production stages from design to printing. 

What Is First Publisher? 
First Publisher is a desktop publishing program that enables you to create 
short publications such as newsletters, brochures, and flyers. Unlike some 
other desktop publishing programs, First Publisher comes with everything 
you need to write, design, illustrate, and print your projects. 

If you, like thousands of other businesspeople, are pinching pennies, you 
will find First Publisher’s price attractive. If you are just exploring desktop 
publishing and feel insecure about spending hundreds of dollars on a pro- 
gram you may never use, you will have trouble justifying a $795 expense 
for a sophisticated desktop publishing program like Aldus PageMaker or 
Ventura Publisher. Also, unlike competing desktop publishing programs, 
First Publisher does not require the use of a high-end computer system that 
possesses features such as a hard disk and additional random-access mem- 
ory (RAM), which can add another $500 to your investment. 

Why should you invest in a sophisticated program and a feature-laden sys- 
tem in order to produce a simple newsletter when First Publisher gives you 
all the tools you need? At the low price of $129 (retail), First Publisher is a 
“can’t lose” choice for first-time desktop publishers. 

Version 3.0 of First Publisher is available to Version 2 users at an upgrade 
cost of $45. For users purchasing the program for the first time, First Pub- 
lisher 3.0 retails for $129.00 (at the time of this writing). 



Introduction 2 

Advantages of First Publisher 
First Publisher is a page-composition program that gives you everything 
you need to merge text and graphics, create exciting layouts, and print 
professional-looking documents. As you begin to explore the program, the 
following benefits become apparent: 

p First Publisher is so easy to use that you can produce a document 
the first day you work with the package. In Chapter 3 of this book 
are two First Publisher Quick Starts (for Version 2.0 and Version 
3.0, respectively), which show how to use various features in the 
program and produce a publication-at one sitting. 

First Publisher is a “complete” package in itself. Unlike other pro- 
grams, First Publisher comes with clip art that you can use in your 
own publications. Also, you can use First Publisher’s free-hand art 
capabilities to produce custom graphics. You can enter text using 
First Publisher or import it from other programs. These options 
enable you to create a complete document entirely within First 
Publisher if you prefer, without switching back and forth between 
word processing and graphics programs. 

First Publisher offers flexibility that other programs cannot. You 
can make text or graphics changes easily, flow text around 
graphics, and move various elements on-screen with a minimum of 
trouble. 

Why a Book on First 
Publisher? 
When you are learning something new, whether you’re learning to speak 
French or learning to drive a five-speed, your point of reference means 
everything. If you try to learn French by reading the French translation of 
Macbeth, or attempt to learn to drive a stick shift by starting on the German 
autobahn, chances are you will be defeated (or flattened) before you start. 

Learning about desktop publishing is not nearly as complicated as either of 
those two tasks, especially if you have previous computer experience and 
some idea of what you want a desktop publishing program to do. Although 
First Publisher is phenomenally easy when compared to more powerful (and 
expensive) programs like PageMaker and Ventura, don’t be fooled: a learn- 
ing curve is still involved. 
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In general, people expect low-priced software to be easy. Price and ease of 
use seem to go hand-in-hand, perhaps because of the connection between 
price and the features available in most programs. For example, Software 
Publishing Corporation’s PFS: Professional File (a database program) is 
substantially less expensive than dBASE 111 Plus (a high-end database pro- 
gram)-but Professional File also is less powerful. People apply that same 
logic when they approach desktop publishing software. First Publisher may 
surprise them. Although the more powerful desktop publishing programs 
possess features that are helpful when working with long, complex projects, 
First Publisher packs all the punch necessary for short publications such as 
newsletters, business reports, flyers, and press releases. 

Although First Publisher is far from being the most complicated program on 
the market, it does have some tricks and traps. This book answers questions 
often asked by First Publisher users. Some additional techniques are 
included to help you hurdle trouble spots and shorten design and layout 
time. 

You also will find that this book does some “hand-holding,’’ something not 
often found in computer books, because a friendly, helpful attitude is in 
keeping with the overall tone of the software. The First Publisher program 
provides a pleasant, nonthreatening introduction to desktop publishing and 
this book does the same. For example, Appendix A explains how you can 
turn your First Publisher document into a finished publication; this appendix 
includes tips for choosing paper, inks, and other items related to produc- 
tion. Appendix B provides design tips from professionals, tips you can use 
to make your projects outstanding. 

Who Should Read This Book? 
First Publisher is still an emerging product. Already, hundreds of thousands 
of people are using the program to produce newsletters, business reports, 
resumes, flyers, and myriad other publications. Specifically, Using PFS: 
First Publisher, 2nd Edition, addresses the following users: 

P People in small- or medium-sized businesses who are responsible 
for the publication of materials related to their companies 

Cl Owners of small businesses who need to produce advertising mate- 
rials, newsletters, reports, and miscellaneous materials related to 
their businesses 

P Home users who want to publish community or organizational 
newsletters 
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Potential desktop publishers who are investigating the possibility of 
publishing materials for clients 

Whether you use First Publisher to produce press releases at work, invita- 
tions at home, or newsletters at school, you will find the examples in Using 
PFS: First Publisher, 2nd Edition, informative and helpful. Additional 
material, such as expert design tips, has been included to help you produce 
the most appealing publications possible. 

Conventions Used in 
This Book 
Using PFS: First Publisher, 2nd Edition, uses several conventions of which 
you should be aware. They are listed here for your reference. 

P Information that you are to type (usually found in examples with 
numbered steps) is indicated by italic type. For example, “At the 
prompt, type cd \pub.” 

Names of menus (such as File, Page, and Text) are shown with the 
initial letter capitalized. Options on those menus appear in boldface 
type (for example, Get art and Save art). 

P Messages and prompts that appear on-screen are represented here 
in a special typeface (Printer number). 

P Special tips and questions asked often by First Publisher users are 
highlighted by a special design box. 

0 Text-related information of interest to First Publisher users is 
boxed and has a title. 

A special icon has been used to call attention to information perti- 
nent to users of PFS: First Publisher Version 3.0. 

In addition to these conventions, figures, graphics, and diagrams are used 
liberally throughout this book to illustrate the publication examples in var- 
ious stages of completion. 



6 Using PFS: First Publisher 

What Is in This Book? 
This section explains the various parts and chapters-the overall game 
plan-of Using PFS: First Publisher, 2nd Edition. 

Part I 
Part I ,  “An Introduction to First Publisher,” starts at the beginning and, 
using a First Publisher Quick Start, takes you through the production of a 
sample document. 

Chapter 1, “Desktop Publishing: A Primer,” covers desktop publishing 
concepts and terms, the evolution of desktop publishing, the position of 
First Publisher in that evolution, and what First Publisher can-and 
cannot - do. 

Chapter 2, “Installing First Publisher,” shows you how to install First Pub- 
lisher on your system if you haven’t already done so. In addition, this chap- 
ter describes the required hardware and shows you how to add a mouse and 
a printer to your system. This chapter also covers the basic procedures for 
setting up directories and organizing your First Publisher files. For Version 
3.0 users, this chapter provides instruction on customizing First Publisher 
3.0 for your system. 

Chapter 3, “Getting Started with First Publisher,” provides a tour of the 
basic elements involved in First Publisher: layers, text, art, tools, menus, 
baselines, and fonts. This chapter also explains how to use the on-line help 
system in Version 2.0 and 3.0, and introduces you to the templates avail- 
able with First Publisher. Chapter 3 also highlights the new features added 
with Version 3.0. The chapter contains a First Publisher 2.0 Quick Start 
that uses the program’s NEWS.PUB template to illustrate how you can 
“borrow” a design and use it as the basis of your own publications. A 
Version 3.0 Quick Start teaches those users how to create a publication by 
using the layout gallery. 

Part I1 
Part 11, “The Basics: Creating a Publication,” is a hands-on, step-by-step 
tutorial for creating your First Publisher document. 

Chapter 4, “Beginning the Publication,” takes you through the basics of 
planning and starting the publication. Design considerations for various pro- 
ject types are included in this chapter. Additionally, this chapter explains 



Introduction 7 

the procedures for opening publications, defining pages, checking the status 
of the system, and saving and deleting files. Because Version 3.0 offers the 
layout gallery for automating your use of various layouts, this chapter 
explains how to select, adjust, and work with layouts from the gallery. 

Chapter 5, “Entering and Editing Text,” includes topics and procedures for 
creating text in First Publisher or importing it from popular word processing 
programs. Included are instructions for editing text; deleting text; selecting 
fonts; using the clipboard; moving, inserting, and erasing text; saving text; 
and copying and pasting text. In addition, Chapter 5 includes important font 
information for Version 3.0 users. 

Chapter 6, “Creating and Using Graphics,” explains the tools used to pro- 
duce and modify graphics in First Publisher. Topics include importing 
graphics files, using text as graphics, rotating text images, importing images 
(including special information about using scanned images), changing art, 
saving graphics as art, erasing art, creating personalized art, and making 
attention-getting mastheads. For Version 3 .O users, this chapter explains 
how to use high-resolution art. 

Chapter 7, “Finishing the Layout,” teaches you how to put text and 
graphics together. Topics include reviewing the definition of the page, set- 
ting baselines, aligning text, setting and changing margins, controlling text 
flow, adding rules and boxes, inserting a page, and viewing the whole 
page. 

Chapter 8, “Printing the Publication,” shows you how to print what you 
have created. Information about printing with dot-matrix and laser printers 
is included in this chapter. Also included are tips for using the Hewlett- 
Packard DeskJet and LaserJet printers, and the scaled and unscaled printing 
options available with First Publisher Versions, beginning with 
Version 2.01. 

Part I11 
Part 111, “Advanced Techniques,” takes you through the second stage of 
preparing documents. After you have designed and printed the first drafts, 
you may want to design your own templates for documents you use repeat- 
edly. You also may want to work with some of the special features in First 
Publisher, such as FONTMOVE and SNAPSHOT. 

Chapter 9, “Creating Your Own Templates,” gives you information about 
setting up your own templates so that you can use them instead of redesign- 
ing the same documents over and over again. This chapter shows you how 
to set up templates for various publications. 
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Chapter 10, “Using First Publisher’s Special Features,” is a catch-all chap- 
ter covering aspects of the program that don’t fit within typical chapters. 
FONTMOVE (the utility that moves fonts in and out of First Publisher) is 
discussed, as is SNAPSHOT, the program’s screen-capture utility. 

Appendixes and Glossary 
This book concludes with four appendixes and a glossary. Appendix A 
takes you through the process of turning your First Publisher document into 
a finished product. Appendix B provides design tips gleaned from graphics 
designers. Appendix C includes important information for users of the First 
Publisher DeskMate version. Appendix D highlights the new features avail- 
able with Version 3.0. Finally, the Glossary provides definitions of various 
terms used throughout the book. 

Now that you know the basic course of the book, it’s time to get started. 
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Desktop Publishing: 
A Primer 

hether you are new to personal computers or you have been using a W computer for years, when you enter the desktop publishing arena for 
the first time, you wind up either learning a new set of skills or building on 
the skills you already have. If you envision yourself as a budding publisher, 
having a healthy interest in writing, editing, layout, or graphic design will 
help you produce professional-looking documents, but even that interest is 
not mandatory. First Publisher is a learn-as-you-go type of program that 
enables you to combine text and graphics to produce a quality document 
with a minimal amount of effort and expertise. 

In this chapter, you will learn what the term desktop publishing means, how 
the publishing industry has evolved, and where First Publisher fits into that 
evolution. 

What Is Desktop Publishing? 
Desktop publishing gives you the flexibility to combine text and graphics in 
one document. Whether your desktop publishing tasks include creating the 
company newsletter, designing advertising brochures, or pounding out 
attention-getting press releases, First Publisher is a low-priced yet powerful 
program that enables you to design, create, and produce your publications 
with a minimum of effort and investment. 

Benefits of Desktop Publishing 
As you become proficient with First Publisher-or any other desktop pub- 
lishing system-you will discover dozens of benefits. If you are currently 

11 
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producing flyers by writing them out by hand or by using a word processor 
and then literally cutting and pasting the text, you will find that the docu- 
ments you produce with First Publisher require less effort and look substan- 
tially more professional. Along the same lines, training handouts that are 
typed on a typewriter and then photocopied are not nearly as visually 
appealing as a handout that combines text and graphics in an effective 
layout. 

The four major benefits, the benefits you will recognize right away, also are 
the primary reasons most people get into desktop publishing. With a desk- 
top publishing system, and with First Publisher in particular, you can save 
time, save money, retain quality control of your projects, and produce visu- 
ally appealing documents. 

Saving Time 
As you will see later in this chapter, desktop publishing drastically reduces 
the time spent on complex procedures related to typing, typesetting, design- 
ing, and pasting up documents. A project that takes days to accomplish with 
conventional methods may be reduced to hours with a desktop publishing 
system. Additionally, with desktop publishing, you retain the ability to 
make last-minute changes -right up to the minute you print the publication. 
If modifications are needed on the printed document, you can make the 
changes quickly and print the document again. With a conventional method, 
you would need to travel back and forth to the printer in order to make 
corrections, and you would lose valuable time in waiting to see the results. 

When you use a typesetting system or a more complicated desktop publish- 
ing program such as Ventura Publisher or Aldus PageMaker, you go 
through a steep learning curve because of the variety of procedures and 
commands you must learn. Not so with First Publisher. First Publisher 
saves you even more time because its user-friendly interface, easy-to-under- 
stand menus, and numerous help screens take the confusion out of desktop 
publishing. With First Publisher, you can create your first document the 
same afternoon you pop the shrink-wrap on the package. 

Saving Money 
Typesetting systems are expensive. Not too many people go out and pur- 
chase a typesetting system-which could cost up to several hundred thou- 
sand dollars-in order to produce a series of newsletters or advertising 
flyers. If you are currently producing those publications by taking them to a 
printer and having them typeset, you are paying for some of the cost of that 
typesetting system. On the average, typesetting charges run $18 to $20 per 
page. 
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By comparison, desktop publishing offers many less-expensive alternatives. 
If you start with the bare essentials, you need a computer, a mouse, and 
desktop publishing software. You also must own a printer or have access to 
one that outputs the quality you want. Even better, if you already own a 
personal computer, First Publisher probably will run on your system as-is. 
With other competing products such as PageMaker or Ventura, you may 
need to upgrade your system by increasing the system’s memory or by 
adding a hard disk, which can require a significant investment. 

Depending on the power and capacity of the computer you choose (First 
Publisher will work on a system that has two disk drives and no hard disk), 
your cost may be as low as $2,000. If you plan to invest in a laser printer, 
however, add at least another $2,000. (The laser printer cost given is an 
estimate; costs for laser printers range from $1,500 to more than $8,000.) 

Retaining Control and Convenience 
Another important benefit of desktop publishing is the amount of control 
you retain over your projects. Suppose that you currently create the com- 
pany newsletter by gathering articles, entering them into your word process- 
ing program, printing on a high-resolution dot-matrix printer, and pasting 
on a few graphics. Perhaps you have someone else proofread the newsletter 
quickly, and then you take the newsletter to the printer or to a good 
photocopier. 

With First Publisher, you never need to pull the paste out of your desk 
drawer. After you type the articles into your word processor, you can 
import the text into First Publisher, use the program’s clip art to illustrate 
the newsletter, and use the program’s graphics tools to further enhance the 
design. 

In a more elaborate publishing cycle, you might take the quarterly sales 
report to be typeset, and then you would have to trace the publication 
through a series of steps: to the typesetter, back for page proof‘s, back to the 
typesetter for corrections, and then to the printer-you could have a wait 
time of several weeks involved, depending on the workloads of the printer 
and the typesetter. 

With First Publisher, you can create new text or bring in existing text, cre- 
ate and use graphics, lay out the publication, and print it yourself. You can 
be the writer, editor, typesetter, designer, proofreader, and layout artist for 
the project, which gives you ultimate control over the quality, timeliness, 
and cost of your publication. 
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Producing Visually Appealing Documents 
One of the additional benefits of desktop publishing is the difference you 
can make in the publications you produce. If you have previously been typ- 
ing press releases on the company letterhead and sending the release out to 
prospective buyers, you will find that the choice of fonts in First Publisher, 
the capability of importing scanned images, and the graphics features of the 
program will greatly enhance the material you create. For example, you can 
use First Publisher to spruce up your press releases by doing the following: 

Ll Using one font for headlines and a second font for the body text 

Cl Scanning a photo of the product and incorporating the scanned 
image in the publication. (You also can edit the scanned image by 
using the options available on the Art menu.) 

Ll Adding rules to highlight the product information 

Ll Adding a quick-look box that provides technical specifications of 
the product 

Similarly, suppose that you are responsible for creating a quarterly sales 
report that will be distributed to all sales managers in your district. In the 
past, you simply typed the text into your word processor (in a one-column 
format), left blank space for spreadsheets and graphs (which you created in 
1-2-3 and printed), and printed the text on a Hewlett-Packard laser printer. 
You then had to paste the printed spreadsheet and graphs in place and have 
the publication copied. With First Publisher, you can cut down on the 
amount of work and time involved and produce more professional-looking 
output by using these features: 

Ll Select the margin and column formats before entering text 

CI Import text directly from the word processor with fonts already 
specified (by using First Publisher’s *FONT* commands) 

a Use SNAPSHOT (First Publisher’s screen-capture utility) to take a 
picture of the 1-2-3 spreadsheets and graphs and import those items 
as graphics into your publication 

Cl Use the program’s graphics tools to add rules and highlight boxes 
to your publication 

Use the Hewlett-Packard soft fonts to produce professional-quality 
text 
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Desktop Publishing and 
First Publisher 
In this section, you will get an overview of what you can do with desktop 
publishing. Desktop publishing gives you the power to combine text and 
graphics into a pleasing layout to produce a professional-looking publica- 
tion. Figure 1.1 shows the basic elements involved in the desktop publish- 
ing process. Each of these elements is described in the following pages. 

/ Design and planning nw 
Preparing t e x t  

Preparing graphics m. 
Add design 

Fig. 1.1. Elements in the desktop publishing process 

Designing and Planning 
Before you begin typing text, creating graphics, or pondering headlines, 
you should think about the design of your publication. You can plan on- 
screen, in your head, or on paper (see fig. 1.2). Ask these kinds of ques- 
tions: What type of document am I producing? Do I want three columns? 
One? Will I use photos? Who will read this publication? What will they 
expect? 
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Fig. 1.2. Planning the page layout on paper. 

In Chapter 4, you will learn to plan various aspects of your publication 
before you put finger to keyboard (or hand to mouse). This stage in desktop 
publishing is comparable to the design stage in traditional typesetting: in 
both processes, someone has to think about the design. In desktop publish- 
ing, that someone is you. 
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Preparing Text 
With the advent of word processing, typewriters are fast becoming obsolete. 
Word processing enables typists to enter data at lightning speed, while 
simultaneously fixing errors, formatting paragraphs, and performing a mul- 
titude of other tasks, such as tabbing, spacing, hyphenation, spelling, and 
adding headers and footers- things impossible or too time-consuming with 
a typewriter. 

The typist can save the finished document in a file that can be printed as-is 
or used as text in a desktop publishing program such as First Publisher. 
Literally hundreds of word processing programs are on the market. The 
most popular of these programs are supported by First Publisher, meaning 
that text generated with them can be used in First Publisher. First Publisher 
can use text that you have generated using one of the following programs: 

PFS: First Choice (Version 3.0) 
0 PFS: Professional Write (Version 1.0 or 2.0) 
Li Microsoft Word 3 
Li Microsoft Word 5 
Li MultiMate 
Li Officewriter Version 6 
Li Wang PC 
P Wordperfect 3, 4.1, or 4.2 
Li Wordperfect 5.0 
Li WordStar 

If you use a word processing format other than the ones listed, you may be 
able to output your file in ASCII format; First Publisher can read such a 
file. (For more information, see Chapter 5,  “Entering and Editing Text.”) 

You also can type text using First Publisher, whether you want to enter new 
sentences or paragraphs or edit what’s already there. First Publisher also 
gives you the option of treating text as graphics-a valuable feature when 
you want to create eye-catching mastheads or ornate paragraph openings. 
Figure 1.3, for example, shows a newsletter with its name printed vertically 
along the left side of the page. To achieve this vertical positioning, the text 
was treated as a graphic and rotated to fit on the side of the page. 

Preparing Graphics 
Without some form of graphics, your publications would be nothing more 
than pages full of type. Graphics add a degree of professionalism to your 
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published monthly 
by the CARC 
association o f  
Carmrl, Indiana. 
P.O. Box 412 

C r e d i t s  -Lucky- Piper Cub 

Brad Johnson W i n s  Nationals! 

Brad Johnson, asecond-year 
memberofCARC, va l kedawy  "Lucky'after i t  plummeted 
w i th  the National Piper Cub 
championshipinTampa, F l o r i b  
on Saturday, Apr i l  19th. 

d a y - - a l i t t l e t w v i r d y f o r  rows of broken corn stal ks and 
Johnson's l iqhtveiqht Piper--he weeds and things. Just when I vas 
vm able to beat the times o f  al l  vonderinq h o v i n t h e v o r l d  a 
competitors i n  the pattern flying planev i thav inqspanl ike that  
competition andin the t r i ck  could justdiappear into th ina i r ,  
f ly ing rounds. my daughter hollered 'I found 

Brsd's wife, 
Helen, shakes her i t ! ' i e  couldn't 
head. "We thought 
we were qoing to the tv iq tandcorn  
Florida for  a stalksand th iwp  
vacation.* she said. "But as Soon that the plane wasn't busted up. 
as I saw h im loadinq that plane But there i t  sat; li ke someone had 
Into the camper, I knew la id  i t  down qently. Not a scratch 
something was UP.' on i t . "  

Brad didn't have the same luck 
winter. during the heavy 
tnowstorrm i n  January. "Good 
t ime to  beinside,"said Brad. 

The plane weiqht i n  at 6 
pounds, 3 ounces, a l i t t l e  under 
the average weiqht for a Piper 
Cub. Covered w i th  l i gh t  blue 
v i t h v h i t e a n d  dark blueaccent 
stripes, the plane i s  flawlessly 
made and designed. Brad's 
four-year-old daughter, 
Jennifer, helpedviththedesign. should beaninspiration tothe 

1 

The Iami ly  named the plane 

in to a cornfield last March but 
vas rescued--all i n  o n  piece. 

"Wescarchedfor thatthing for  
A l t h o u q h i t v ~ a g u s t y v a r m  an hour,lookinq upanddovn 

believe that v i t h a l l  

Brad bui l t  his Piper Cub last 
w i th  his f i r s t  plane, acreat 
Plains t ra iner  model. His second 
f l iqht  up--s t i l l  w i th  his 
instructor, somethinq 
malfunctionedin his radioand the 
airplane lost power, fell to  the 
around. and vas smashed to  bits. 
" I t  took me four months to build 
that plane, too." said Brad. 

Althouqh Bradis  not your 
typical flight student, his succets 

Fig. 1.3. The name of this newsletter treated as a graphic and rotated. 

projects that simple typed documents cannot offer. Most people using desk- 
top publishing want to integrate text and graphics to produce a document 
that is visually inviting, informative, and professional. 

Before desktop publishing, the creation of graphics required the expertise of 
a trained artist. The artist would combine creativity, tools, and talent to pro- 
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duce an image that-it was hoped-fulfilled the client’s vision. Before the 
finished image could be used in a publication, it was “shot down” to size 
(meaning that it was captured on film and sized to the meet the require- 
ments of the publication). 

If your projects didn’t warrant the use of an artist, you probably had to type 
the text in a word processor, print the text, leaving blank space so that you 
could cut and paste in the graphics, and then draw in rules or special design 
elements by hand. 

With First Publisher, you can draw rules and boxes; draw ovals and circles 
(with Version 3.0); use text as graphics; place, edit, and resize images cre- 
ated with paint (graphics) programs; and use clip art (predrawn elements) 
with only a few simple procedures (First Publisher comes with several 
pages of clip art you can use in your own publications). First Publisher even 
accepts scanned images, which means you can use photos-actually art cre- 
ated from photos-in your publication. (And because First Publisher 
enables you to edit scanned images, you can produce an image taken from a 
photo that actually looks better than the original photo.) First Publisher 
doesn’t take the mystique-or the need for talent-out of creating dynamite 
graphic elements; it just makes the process easier for those persons who will 
never paint a Mona Lisa. Figure 1.4 shows an example of First Publisher’s 
graphics capabilities. 

First Publisher Version 3 .O includes 20 pieces of high-resolution art; that is, 
art created at more than 72 dots per inch (dpi), which provides better clar- 
ity. You can modify and print this high-resolution art, and you can import 
and work with high-resolution art from other sources, as well. 

The following paint programs produce files that can be used with First 
Publisher: 

Ll PC Paintbrush 
Ll PC PaintPlus 
Ll Microsoft Windows Paint 
Ll Publisher’s Paintbrush 
P LOGIPAINT 
Ll Any program that can produce files in TIFF format 

Many graphics programs have a conversion utility that you can use to con- 
vert the graphics files to a format that can be recognized by First Publisher 
(PCX files). To see whether your graphics program can be used with First 
Publisher, check your program’s documentation or ask your dealer. Chapter 
6, “Creating and Using Graphics,” explains how to create, import, and 
work with graphics in your First Publisher documents. 
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d u m  4. No 3 February 1988 

I s  Your House Babyproof? 

Home Safe Home 
When you f i r s t  bring your baby 

home f rom the hospital, there 
isn't  much babyproofing to  do. 

plug up draf ty  places and make 
sure that  you've done everything 
possible to  ensure that  your 
in fant  i s  warm and content aut as 
to  actual babyproofing-thea actof 
safeguarding your home so Baby 
doesn't get i n to  anything that  
might hur t  him-that won't rea l ly  
s ta r t  un t i l  your baby s ta r t s  to  
become mobile. 

Most parents are faced w i t h  
babyproofing as soon as their baby 
s ta r t s  t o  scoot. 

According t o  Wilma Scott, who 
has four chi ldren under the age of 
six, "My k ids a l l  learned to  c raw l  
because they discovered that 's 
how they could get i n to  things.' 
Wilma's five-month-old 
daughter's f i r s t  scooting 
excursion took her  s t ra ight  to the 
nearest e lect r ica l  outlet.  "I knew 
then I was i n  f o r  trouble." says 
Wilma. 

less l imited, he f inds more 

I f  i t ' s  winter t ime,  you probably 

As a chi ld's movement becomes 

trouble spots to  explore. And, as a 
result,  you f ind yourself 
babyprooflng your home gradually: 
When Junior begins t o  crawl, you 
make sure everything dangerous 
w i th in  reach 1s removed. When he 
pul ls  himself up, the i tems on the 
coffee table disappear. When he 
begins walking and climbing, even 
more babyproofing takes place. 

Understandably. the i t ems  most 
parents and chi ld-care experts 
worry  about are the poisonous 
ones: household cleaners, sprays, 
some plants. However, there are 
other i tems to  watch f o r  as wel l .  

A hanging tablecloth i s  an 
inv i ta t ion f o r  your toddler t o  play 

I 
F e  1988 Baby News I 

7 7 
Fig. I .4. At1 e.mnple oj' First Publisher's gruphics c~upuhilitirs. 

Laying Out the Publication 
With conventional publishing methods, "laying out the publication" means 
just that. After assembling the finished art and the typeset and printed arti- 
cle (referred to as the galleys), you use a special knife, a T-square, glue or 
hot wax, and a burnisher to manually paste everything onto boards (card- 
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board pages on which the text and graphics are waxed or glued). First text, 
then art, then rules and other graphic elements, and then headers, footers, 
and page numbers are carefully pasted into place. A great deal of work is 
involved for one page (see fig. 1.5). 

I =I 
Fig. 1.5. The paste-up process used with conventional publishing. 

With First Publisher, you can pull text from one program and art from 
another, or create all the elements within the program, producing a publica- 
tion on-screen in a few short steps. When you print the publication, the 
text, art, and graphic elements are all together-straight from your printer. 
No hot wax, no slips of the knife, no separate pieces of artwork to keep 
track of. The document is completed on-screen and printed as a completed 
publication. For complete instruction on using First Publisher to lay out 
your publication, see Chapter 7, “Finishing the Layout.” 

Printing the Publication 
The last phase in the desktop publishing cycle-the actual printing-is not 
much different from conventional methods. At this stage in the conventional 
process, someone boxes up the boards (the pasted-up manuscript) and ships 
them to an offset printer. (An offset printer uses a printing press to produce 
the best print quality possible.) Or, depending on your method of publish- 
ing, perhaps you take the pasted-up document to the photocopier. 

If the project is a newsletter, the newsletter goes to the printer to be printed 
and folded (or stapled, if necessary). Perhaps several weeks later, after the 
proofing stage, the publication is returned to you in its finished state. 
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In recent years, photocopying has evolved to the point where many people 
produce their materials by copying them on a high-quality copier. Some 
people still prefer to use an offset printer. Because of the time, cost, and 
patience involved, few people publish 150 copies of a monthly newsletter 
on their laser printers-but it can be done. Let your own standards be the 
guide for handling the final printing of the document. Appendix A gives 
you additional tips for dealing with a printer about the choices regarding 
your publication. 

The future of printing promises improved printer technologies, fax boards, 
networking of desktop publishing systems, and color photocopiers and color 
laser printers (which are currently available but costly). Chapter 8 includes 
information about printing your First Publisher documents. 

Conventional Versus Desktop 
Publishing: Summing Up 
Desktop publishing combines the power of a personal computer, the flex- 
ibility of a page-composition system, and the basic procedures of conven- 
tional publishing to constitute an easy-to-use, cost-effective, and timely 
alternative to the complicated publishing process. 

You can spend hundreds of thousands of dollars on a typesetting system that 
produces beautiful type, is difficult to learn, expensive to run, and difficult 
to maintain. Desktop publishing is a low-cost, low-maintenance solution 
that enables you to produce professional newsletters, brochures, manuals, 
books, and flyers. Table 1.1 compares conventional and desktop publishing 
and shows why even large companies with the capacity to do in-house type- 
setting are exploring the possibility of desktop publishing. 

Table 1.1 
Benefits of Desktop Publishing 

Conventional Publishing Desktop Publishing 

Expensive hardware Inexpensive hardware 

Extensive coding Minimum coding (none with First 
Publisher) 

Complicated process Flexible process 

Costly materials Less costly materials 

Involves many people Requires only one person 
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Conventional Publishing Desktop Publishing 

Requires tight scheduling 

Hard to control project 

Minimizes time investment 

Easier to control project 
Minimum effort expended 

High-quality output Professional-quality output 

An Overview of First 
Publisher 
First Publisher occupies a unique position in the desktop publishing market. 
Instead of costing hundreds of dollars, First Publisher retails for $129 and 
includes templates and clip art files you can use to create your own 
publications. 

As a result, First Publisher rapidly has acquired devoted users. These peo- 
ple are “taking a chance” on desktop publishing. If your company pub- 
lishes a three-page newsletter once a month for day-care moms, do you 
need a desktop publishing package that costs $795 and will take you months 
to learn to use effectively? If your radio-control airplane club has voted you 
the editor-in-chief of the HighFlyer, do you want to tap the club’s reserves 
(or your patience) by investing in an expensive, complicated program? Fig- 
ure 1.6 shows three examples of the kinds of publications you can produce 
with First Publisher. 

First Publisher is used by people all over the country (and internationally) as 
a low-cost, easy-to-use solution to the problem of personal publishing. 
Newsletters, training materials, flyers, proposals, reports, manuals, maga- 
zines, brochures, invitations -all kinds of professional-looking documents 
are being produced by First Publisher users. 

Where Does First Publisher Fit in 
Desktop Publishing History? 
First Publisher truly is a unique product. It combines powerful features, an 
easy-to-use design, and extra elements such as clip art files, a screen- 
capture utility, 20 different dot-matrix fonts, and support for leading laser 



24 Part I: An Introduction to First Publisher 

Winter 's  Coming! 
Don't Get Left Out in the Cold 

Call Peterson's Heating and Cooling 
Office. 575-0002 
Emergency: 555-9944 

o Check your furnace 
0 Clean your vents 
0 Caulk your windows 
0 Add insulation 

Give U s  a Call Before Your Furnace 
Leaves You on Ice! 

Fig. 1.6. Examples of publications produced with First Publisher. 

printers -all wrapped up in the least expensive desktop publishing program 
available. 

When the term desktop publishing first became a buzzword at cocktail par- 
ties, people used it synonymously with Aldus PageMaker, a high-level, 
sophisticated desktop publishing program. In those early days, desktop pub- 
lishing was PageMaker-there really was no competition. 
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The HighFlyrr i s  
published monthly 
by the C hRC 
association o f  
Camel,  Indiana. 
P.Q. Box 472 

Brad Johnson, a second-year 
member of  CARC, walked away 
w i t h  the National Piper Cub 
championshipinTampa, Florida 
on Saturday, Apr i l  19th. 

day--a l i t t l e  tw windy fo r  
Johnson's lightweiqht Fiper--he 

competitors in thepat te rn f l y inq  p lanewi thawingspan l ike tha t  
cumpetition and in  the t r i c k  
f l y ing  rounds. 

Brad's wife, 
Helen, shakes her it!:;ecouldn.t 
head. "We thought 
we were qoinq to 
Florida fo r  a stalksand thinqs 
vacation," she said. -But as smn that the plane wasn't busted up 
as I saw h im loadi nq that plane But there i t  sat; li ke someone hed 
i n to  the camper, i k m w  la id  i t  down gently. Not a scratch 
somethin9 was up." oni t . "  

Braddidn't havethcsarneluck 
winter,  durinq the heavy w i t h  his f i r s t  plane. a Great 
sfmwstorms i n  January. 'W Plains t ra iner  model. His second 
t ime to be inside;said Brad. f l iqht  up--st i l l  w i t h  his 

pounds, 3 ounces, a l i t t l e  under malfunctionedin his radioand the 
the average weiqht fo r  a Piper airplane lost power, fe l l  to the 
Cub.Covered w i th l iqh t  blw qround, and vas smashed t o  bits. 
w i thwh i teand dark b l w s e e n t  "It took me four months to bui ld 
stripes, the plane i s  flawlessly that plane, too." said Brad. 
made and deriqned. Brad3 Althouqh B r d i s  not your 
four-year-old daughter, typical f l ight  student, h is success 
Jennifer, helpedwiththedesign. should bean insp i ra t ion to the  

The fami ly  named the plane 
"Lucky" af ter  i t  plummeted 
in to  a cornfield last March but 
was rescued--all i n  one piece. 

We searchedfor that t h i r q  for  
A l thouqh i twasaqustyvarm anhour,lookinpupanddown 

rowsof  brokencornstalksand 
w e d s  end things. Just when I was 

wasableto beatthet imssofal l  v o n d s r i q  how i n  the wor ld a 

could justdiappearintothinair,  
my dawhter hollered 'I found 

believe that w i t h a l l  
the twiqsandcorn 

Brad bu i l t  his Pi per Cub last 

Thep laneweiqhs ina t6  instructor, something 

Fig. 1.6-Continued 

PageMaker was a phenomenal advancement for the new desktop publishing 
industry. Like its chief competitor, Ventura Publisher, PageMaker is expen- 
sive, difficult to use, and complicated. 

Since computers first became tools that real people could use -no longer 
confined to people with degrees in engineering and computer science-they 
have become user-friendly machines. In general, software has followed that 
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A Christmas Mouse 
A Play by Katherine Murray 

Benjamin Mouse: 
Mary Alice Mouse: 

Mother Mouse: 
Father Mouse: 

Baby Mouse: 
Goosebert: 

Matilda: 
Oinker: 

Chester Cow: 
No-Milk Mildred: 

Francis Ferret:  
Angels: 

Christopher Moran 
Celeste Libbert 
Kelly Roos 
Brandon Reynolds 
Samantha Purse1 
Curtis McQueary 
Alina Mitchell 
Robert Lands 
B i l l  Howard 
Amy O'Banion 
Angela Smith 
Rebecca, Kathleen, 
and Elizabeth Short 

*** Program designed and illustrated b y  Kelly Murray 

Fig. 1.6- Continued 

same evolution. Early spreadsheet programs that were difficult to decipher 
now can carry out complex operations with one keystroke. Word processors 
that required a series of commands to move a paragraph now enable you to 
identify and move a block of text with minimal trouble. More and more 
often, software companies provide help screens and better documentation 
with their products, hoping to improve the user-friendliness of the software. 
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First Publisher not only brings you up to speed on desktop publishing tech- 
niques, it makes the whole process as easy to understand as possible. In 
addition, by offering you a variety of templates and designs, First Publisher 
helps you learn to create your own publications; you provide the text and 
graphics, and First Publisher provides the layout. When you are ready to 
create your own designs, First Publisher provides help screens to assist you 
in trouble spots and clip art to spark interest in your publications. 

What First Publisher Can- 
and Cannot-Do 
Although the cost of First Publisher is only a fraction of that of its more 
complicated competitors, First Publisher isn’t “missing” anything. In fact, 
First Publisher has some features that the high-end desktop publishing pro- 
grams do not have, such as graphics editing, clip art files, and so forth. To 
produce virtually any short publication, you will find in First Publisher 
everything you need to design, write, edit, lay out, and publish your 
project. 

Among its many features, First Publisher offers the following: 

Q In Version 2.0, layout of up to four columns. You can easily spec- 
ify up to four columns by using the Define page option in the File 
menu. Additionally, First Publisher comes with a library of temp- 
lates, which provides a variety of column formats. In Version 3.0, 
you have a variety of column layouts available in the new layout 
gallery. 

Cl Text entry and editing. With First Publisher, you can choose to 
enter text directly into the document by typing it, or you can 
import text from most popular word processors. First Publisher 
also offers text editing features and enables you to control the 
amount of space between lines; to control the fonts used in body 
text, headlines, and banners; and to customize the way in which 
the text flows on the publication. 

Q Placement of text around graphics. First Publisher offers an auto- 
matic Picturewrap feature that automatically flows text around a 
graphic. You also can tailor the way in which the text is positioned 
by shortening or lengthening each text line to fit a particular for- 
mat. 

CI Library of clip art. Unlike any other desktop publishing program 
on the market, First Publisher is packaged with five different clip 
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art files. Each file offers many individual pieces of clip art that you 
can use in your own documents. Additionally, many other clip art 
files are available separately from Software Publishing Corpora- 
tion. With Version 3.0, 20 pieces of high-resolution art also are 
available. 

Ll Capability to resize graphics. In First Publisher, you can select and 
resize graphics - something other desktop publishing programs can- 
not claim. Resizing capability enables you to tailor an image to fit 
a particular location in the text or to reduce an image so that it 
appears more clearly (this capability is particularly useful for hand- 
drawn or scanned images). 

Ll Capability to rotate graphics. Other desktop publishing programs 
have extremely limited-if any-graphics editing features. First 
Publisher gives you many options for working with graphics, and 
one of the most useful is the capability to rotate graphics. This 
capability enables you to create side banners and special effects 
that other programs cannot create. 

c] Speed keys. First Publisher offers what the manufacturer refers to 
as “speed keys,” which decreases the number of keystrokes neces- 
sary to perform certain operations that you use frequently. Instead 
of going through a menu selection sequence each time you want to 
save a file, for example, you can press Alt-S. 

Ll Capability to preview full pages. With the Show page option on 
the File menu, First Publisher displays the entire page of the docu- 
ment so that you can see how the text and graphics are organized 
on the page. 

Ll Capability to import scanned images. You can use scanned images 
in your First Publisher documents, and because the program offers 
graphics editing techniques, you can “clean up” scanned images 
by using Magnify from the Art menu, for example, to straighten 
lines or remove unwanted shadows. 

Ll Support of laser printers, soft fonts, and Bitstream outline fonts 
(Version 3 .O only). First Publisher supports the Hewlett-Packard 
LaserJet series and the Apple Laserwriter printer. Additionally, the 
program works with the DeskJet printer, which is not actually a 
laser printer but produces output that is near-laser quality. You also 
can use soft fonts and several Hewlett-Packard cartridges to give 
you an almost limitless choice of fonts to use. 
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Currently, the following features are not offered by First Publisher: 

Ci Creation of master pages. Muster pages are pages that record the 
design of the publication-no text or graphics are placed on master 
pages. In longer documents, master pages are useful so that certain 
design elements need not be repeated from page to page. For most 
First Publisher documents, this feature is not necessary. For those 
documents that require the same or a similar design (such as a 
monthly newsletter), you can create a template file on which you 
build each newsletter so that you don’t have to re-create the design 
each time you use it. 

LI Production of indexes, tables of contents, headers or footers 

Automatic page numbering 

Ll Shading of graphics (although images from paint programs that do 

Ci Multiple page sizes 

include shading can be imported) 

What’s in the Future? 
Speculating on what the future will bring to First Publisher and to desktop 
publishing in general is difficult. By examining where the industry has 
been, perhaps deductions can be made about where it’s going. In general, 
expect to see these improvements in the desktop publishing industry: 

Ci More typefaces 

Ci More powerful graphics packages 

Ci Faster processing and reforming on-screen 

Ll More context-sensitive help screens 

0 Decrease in cost of desktop publishing peripherals 

Ll More powerful laser printers 

Ci Multiple page sizes 

First Publisher itself also will continue to evolve. Although the desktop 
publishing industry has been progressing at a furious pace in the last few 
years, it still only has begun to fulfill its development potential. If people 
know how much money, time, and effort desktop publishing saves them 
and are aware that they can better control the quality of their publications, 
produce more professional-looking documents, and automate tasks they now 
do by hand, why hasn’t desktop publishing become the explosion it has the 
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potential to be? Simple. Because many people who are in a position to learn 
desktop publishing skills are intimidated by the language and concepts they 
don’t understand. As the first truly user-friendly desktop publishing pro- 
gram, First Publisher takes the intimidation out of desktop publishing and 
helps users produce appealing, professional publications in the manner most 
comfortable for them. 

Chapter Summary 
In this chapter, you learned about the concept of desktop publishing and 
some of the benefits it provides the user. In addition, you learned which 
word processors and paint programs work with First Publisher. An overview 
of First Publisher was included in the chapter in order to highlight First 
Publisher’s features and to show how versatile the program is. Finally, the 
chapter looked at the future development of desktop publishing programs. 
The next chapter tells you what hardware you need and how to install First 
Publisher for your system. 



Installing First Publisher 

efore you can start producing impressive publications with First Pub- B lisher, you must find out what hardware and software you need, install 
First Publisher for your particular system, and set up the mouse and the 
printer you will be using. This chapter introduces you to all those things and 
shows you how to start the program. 

In the first half of this chapter, the discussion deals with the various hard- 
ware setups possible with First Publisher. Explanations for backing up First 
Publisher disks and installing the program on your particular system are 
provided. Because several different systems are discussed, you may want to 
skip the sections that don’t apply to your system: much of the information is 
the same and only details relating to the hardware have been changed. 

What Comes with 
First Publisher? 
First things first. When you open the First Publisher box for the first time, 
you should find the First Publisher User’s Guide and five disks: 

a Program Disks 1 and 2 
Cl The Fonts Disk (Disk 3 )  
0 The Sampler Disk (Disk 4) 
Cl The Laser Support Disk (Disk 5) 

If you bought First Publisher for a computer system that has 3 112-inch 
drives, such as the PSI2 Models 30, 50, or 60, you will find the User’s 
Guide and three disks: 



32 Part I: An Introduction to First Publisher 

0 The Program and Fonts Disk (Disk 1) 
Li The Program Disk (Disk 2) 

The Laser Support and Sampler Disk (Disk 3) 

If you are missing any of these items, contact the dealer who sold you the 
program. 

Be sure to send in the registration card that is packaged with the First Pub- 
lisher program. Doing so puts you on a list to receive upgrade notices and 
offers of additional clip art and sample disks. 

With First Publisher Version 3.0, you have the following disks: A 
Li Program Disk 1 
Li Program Disk 2 
Li Program Disk 3 

The Outline Fonts Disk 
The Laser Support Disk 

Cl The Sampler Disk 
The Utility Disk 

If you are using the DeskMate version, you also have a DeskMate Runtime 
disk. Consult your software manual for a list of the disks with your 
program. 

What Do You Need? 
Although First Publisher isn’t as demanding on your computer’s RAM 
capacity (or your pocketbook) as some other leading desktop publishing 
programs, your system does have to meet some essential requirements. 
Most likely, First Publisher will work on your IBM or 100 percent IBM- 
compatible computer just as you have it set up. You do need either a Color 
Graphics Adapter (CGA), Enhanced Graphics Adapter (EGA), or Hercules 
Graphics Card that is installed inside your computer, however. If you do 
not have one of these graphics cards, your local computer dealer can help 
you with this choice and installation. Before you can use First Publisher, 
you need the following items: 

P An IBM PC, XT, or PC AT; a Personal System/2 30, 50, 60, 70 
80; or an IBM-compatible computer. (The computer must have two 
floppy disk drives or one floppy disk drive and a hard disk.) For 
Version 3.0 users, a hard disk is not mandatory, but it is recom- 
mended by the manufacturers. 
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Cl DOS (Version 2.0 or higher) 

Cl 512K of memory 

A monitor (monochrome or color) 

P A graphics card (CGA, EGA, VGA, or Hercules) 

Cl A mouse (optional, but recommended) 

Cl A printer 

The sections that follow explore each hardware necessity in more detail. If 
you already have the hardware and software you need to run First Publisher 
and are eager to get started, you can skip the next section and go on to 
“Installing First Publisher.” 

In the following section, three tables show you the basic, enhanced, and 
top-of-the-line setups for a First Publisher desktop publishing system. 
Remember that if you already own a personal computer, chances are that 
the program will work on your system as is. 

Table 2.1 lists the essentials for a system that will run First Publisher. Table 
2 . 2  shows you the type of system many First Publisher users own; and 
Table 2.3 shows you the top-of-the-line (and most expensive) system used 
for First Publisher. 

Table 2.1 
Minimum Hardware and Software Setup for First Publisher 

Component System Has 

System unit 8088 microprocessor 

Disk drives 

Memory 5 12K of RAM 

Monitor Monochrome 

Display adapter CGA 

Printer Dot matrix 

Operating system 

Two 5 114-inch disk drives 

MS-DOS or PC DOS (2.0 or higher) 
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Table 2.2 
Enhanced Hardware and Software Setup for First Publisher 

~ ~~~ 

Component System Has 

System unit 

Disk drives 

Memory 640K of RAM 

Monitor Monochrome or color 

Display adapter EGA 

Printer 

Operating system 

Mouse 

Text editor PFS: First Choice 

8088 or 80286 microprocessor 

One 5 114-inch disk drive, 20M hard disk’ 

Dot matrix, ink jet, or laser 

MS-DOS or PC DOS (2.0 or higher) 

Microsoft, LOGITECH, or Mouse Systems 

The hard disk and the mouse are optional components. First Publisher will work without 
them, but their use is recommended. 

Table 2.3 
“Top-of-the-Line” Hardware and Software Setup for First Publisher 

Component System Has 

System unit 

Disk drives 

Memory 

Monitor 

Display adapter 

Printer 

Operating system 

Mouse 

Scanner 

Text editor 

Graphics editor 

80286 microprocessor 

One 3 112-inch or 5 114-inch disk drive, 40M 
hard disk 

640K of RAM 

EGA 

EGA 

Laser (Hewlett-Packard or Apple) 

MS-DOS or PC DOS (2.0 or higher) 

Microsoft, LOGITECH, or Mouse Systems 

Hewlett-Packard 

PFS: First Choice 

Publisher’s Paintbrush 
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The Computer System 
You have several options for the type of computer you use to run First Pub- 
lisher. You can go from a simple two-drive IBM PC or IBM-compatible 
system to a feature-laden IBM Personal Sys t ed2  (see fig. 2.1). The num- 
ber of applications you run, the speed you desire from your machine, and 
the quality of screen display and printer output you need all figure greatly in 
your computer hardware decision. 

r r r r r r r r  
rrrrrrr rr 

B 111111  I 

1 1 1 1 1 1 1  

Fig. 2.1. An IBM PC and a PSI2 Model 60. 
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If you are still shopping for a computer, the type of documents you produce 
also can help determine the type of computer you purchase. For example, if 
you are creating multipage newsletters that combine many graphic elements, 
a considerable amount of text, and several different typefaces, you may 
want to consider purchasing a hard disk. More complex documents take up 
more storage space; therefore, if you are creating long or complicated pro- 
jects, an investment in a hard disk drive will pay off. Additionally, if your 
projects require frequent use of graphics, purchasing a mouse can save you 
a large amount of time that otherwise would be spent capturing and posi- 
tioning graphics by using the keyboard. 

Monitor 
For many people, the choice of monitor is one of the most important hard- 
ware decisions they make. After all, without the monitor, you wouldn’t be 
able to see what you’re doing. (It is possible to use a computer without a 
monitor, as people did when output was produced on punch cards or mag- 
netic tape.) 

With First Publisher, you have the choice of selecting a monochrome or 
color monitor. You also can choose the quality of the display you want by 
selecting a CGA, EGA, or Hercules Graphics Card. If you use First Pub- 
lisher Version 3.0, you also have the option of using a VGA graphics card. 

On all monitors, the display is composed of hundreds of small dots of light, 
called pixels. Each character is a pattern of pixels displayed on the screen. 
The higher the number of pixels used to display a character, the better the 
quality of the display. Monitors that can display a high number of pixels are 
known as high-resolution monitors; monitors capable of displaying a lower 
number of pixels are low-resolution monitors. 

A CGA adapter is capable of displaying characters within a grid of 8 X 8 
pixels. By comparison, an EGA adapter displays 8 X 14 pixels for one 
character, and the Hercules graphics card provides a display of 9 X 14. A 
few extra pixels per character can greatly increase the readability and clarity 
of on-screen text and graphics. If you plan on doing a great deal of work 
with First Publisher, it would be worth your investment to get a monitor 
with better resolution than is possible with the CGA. 

With the different graphics adapters, you also have differences in color 
capability (which was not an issue with versions of First Publisher before 
Version 3.0). With a CGA adapter, you can display the four primary colors 
at a screen resolution of 320 x 200 pixels. With an EGA adapter, you can 
display up to 16 colors at 640 X 200 resolution. A Hercules card cannot 
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display color and is used only for monochrome monitors, although the 
screen resolution is acceptable for most applications. Also, a VGA adapter 
displays characters at 640 X 480 resolution and is capable of producing up 
to 256 colors. 

As a First Publisher user, the question of high versus low resolution really 
depends on what you want from your system. If cost is a major considera- 
tion, a low-cost option is to use a CGA card and monitor, although that 
combination also gives you the lowest screen resolution. A better solution is 
to use an EGA card and monitor or a Hercules card with a monochrome 
monitor for higher resolution. 

SNAPSHOT and the Hercules Card 

Here’s an important note if you are still shopping for a monitor and 
a graphics card. As you may know, First Publisher comes with a 
screen-capture utility called SNAPSHOT that enables you to take a 
“picture” of any screen displayed on your monitor (whether that 
screen is a WordStar document, Harvard Graphics chart, AutoCAD 
image, or from some other program). You can then “develop” the 
picture and use the image as a graphic in your First Publisher docu- 
ments. If you plan to use SNAPSHOT on a system that is equipped 
with a Hercules card, however, you should be aware that the text 
on the screen will not be captured. If you are capturing only 
graphics, or if you do not plan to use screen shots in your publica- 
tion, this consideration is minimal; but if the screens contain text, 
SNAPSHOT will not recognize the text when the screen shot is 
captured. 

Just remember that the higher the resolution of your display, the more accu- 
rately your First Publisher screen will reflect the printed publication. 
Although First Publisher is a “what you see is what you get” program, 
meaning that what you see on-screen is what you get as a printed product, 
the resolution of the screen does affect the accuracy of the display. If you 
have a CGA, for example, when you print the publication, you may find 
that although it appears basically the way you created it, the size and loca- 
tion of some elements may be different from what you anticipated. 

Also, if you are using a CGA card, First Publisher displays only one-quarter 
of a publication page at one time, and the letters and graphics are a little 
“stretched out.” If you are using a Hercules card or an EGA, half a page is 
displayed at one time, and the letters and graphics are formed the way you 
see them in print. (Note: With any of these graphics adapters, you can use 
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the Show page command to display the entire page. Remember that this 
“whole page” display gives you only a thumbnail picture of the entire 
page, however; you will not be able to read individual characters in the text. 
Later chapters explain more about this command.) 

P First Publisher Version 2 and Color 

As you know if you have a color monitor, First Publisher Version 
2 does not display in color. When the opening screen is displayed, 
it is black text (or gray tones) on a white screen. 

If you use another graphics program that does display in color, 
such as PC Paintbrush or LOGITECH’s Paintshow, you need to 
change that image to a black-and-white image before you import it 
into First Publisher. If you try to import a color graphic into First 
Publisher, a message is displayed telling you that First Publisher 
cannot retrieve that file. Check your paint program’s documenta- 
tion for information on how to save the art as a black-and-white 
image. 

First Publisher Version 3 does make use of the color capabilities of your 
monitor. You can choose from one of three color schemes. For more infor- 
mation on choosing the colors for your display, see “Customizing First 
Publisher,” later in this chapter. 

Printer 
Your choice of printer also dramatically affects the quality of your finished 
documents. Do&-matrix printers are given ample support by the First Pub- 
lisher program; a wide variety of fonts is available for dot-matrix printers. 
Laser printers provide professional-quality output that is not achievable with 
dot-matrix printers, but they also represent a substantial investment. The 
Hewlett-Packard DeskJet printer produces output that rivals laser printers, 
but at a fraction of the cost. When you are considering which printer to 
purchase, ask yourself the following questions: 

Does the type of publication I’m producing require near-typeset- 
quality print? Consider what type of documents you will be producing 
with First Publisher. If you plan to create documents for business pur- 
poses- to woo clients or to communicate information outside your 
company-a laser printer may be in order. For internal documents, 
reports, or announcements, a dot-matrix printer may be as much as 
you need. 
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Who will be reading the document? What type of quality will your 
audience expect? If you are producing a newsletter for your gardening 
club, chances are that the members will be impressed with the print 
quality you can produce on a dot-matrix printer. Many newsletters, 
flyers, and announcements don’t demand laser-quality output. If that’s 
your niche, you could use a dot-matrix printer. If you are producing a 
quarterly report that will be circulated at the regional sales meeting, 
however, your publication needs a more polished look. For this use, 
printing with a laser printer will give your document the professional 
quality it needs. 

Will I be selling the publication? If you hope to make money using 
desktop-published materials, examine the publications of your major 
competitors. Whether they are producing house publications for var- 
ious nonprofit organizations or catering to the needs of school PTOs 
across the district, look at the quality of their publications. Do they 
use typeset material? Is the newsletter simply typed on someone’s 
typewriter and then duplicated 200 times? Consider the needs of your 
clients, and then take steps to go a little beyond their expectations. 
Keep in mind, however, that as the industry evolves and the price of 
laser printers comes down, more and more people will expect laser- 
quality output. 

As table 2.4 shows, with First Publisher Version 2, you have a wide variety 
of printers from which to choose. Table 2.5 highlights additional printers 
that are now supported under Version 3.  From basic dot-matrix to letter- 
quality to laser printers, you are sure to be able to find a printer that gives 
you the quality you want at affordable cost. 

Table 2.4 
Printers Compatible with First Publisher Version 2.0 

~~ ~ 

Manufacturer Models 

Apple Laserwriter, Laserwriter Plus, Laserwriter I1 

Epson EX, FX, JX, LX, MX, RX, LQ 

Hewlett-Packard LaserJet, LaserJet + , LaserJet Series 111, 
QuietJet, QuietJet Plus, ThinkJet, DeskJet2 

IBM Graphics, Quietwriter 11, ProPrinter, ProPrinter 
XL, ProPrinter 11, ProPrinter XL24, ProPrinter 
X24 

NEC P5, PSXL, P6, CP6, P7, CP7, P9 
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Table 2.4-continued 

Manufacturer Models 

OKIDATA Microline models 92, 93, 182, 183, 192, 193, 
292, 293, 294 

1080, 1090, 1091, 1092, 1093, 1592, 1595 

Gemini 10X/15X, NR-10/15, NX-10/15, 

Panasonic 

Star Micronics 
NB24- 10/15, NB- 15 

Tandy DMP-130, 430, 2110, 2200 

Texas Instruments 855 

Toshiba P321, P341, P351, P351C, P1340, P1350, 
P1351 

' First Publisher supports all Hewlett-Packard sofr fonts and font cartridges B and F 

* First Publisher supports cartridges A D E F G H. I. P and Q 

Table 2.5 
Additional Printers Compatible with First Publisher Version 3.0 

Manufacturer Models 

Canon 

Epson 

Hewlett-Packard 

IBM 

NEC 

Panasonic 

Tandy 

Toshiba 

BJ-130, BJ-l30e, 111, IV, LBP-811, LBP-8111 

FX-850/1050, LQ-2550/LQ-500, LQ-950 

DeskJet Plus, PaintJet, LaserJet IIP 

4216 Personal Pageprinter, Proprinter X24e, 
ProPrinter XL24e, ProPrinter I11 

2200, 5200/5300 

10921, 1124, 1524 

LP 1000 

P321SL, P341SL 

Figure 2.2 shows you the differences between a First Publisher document 
printed on an Epson FX-286e and a Hewlett-Packard LaserJet. 

Users of First Publisher's DeskMate version have the option of setting color 
specifications. For more about setting color with First Publisher-Desk- 
Mate, see Appendix C. 
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Objectives: 
0 To understand the purpose o f  desktop publishing 
8 To gain f a m i l i a r i t y  w i t h  the desktop publishing process 

To see how F i r s t  Publisher compares w i t h  o ther  programs 

I n  th is session, we'll explore what the desktop 
publishingindustrycan meanto your businessas both 
e money-making and acommunication tool. Then,after 
the break, we'll i l lustrete how First  Publisher 
enswers those needs, as well 

Forthoseof youconsidering forthe f i rst  t imethe 
possibility of publishing your own materials. desktop 
publishing represents a valueble, cost-effective 
solution. When youta l l y the  money youspendsending 
workout to betypesetand printed-nott to mention 
thet ime wasted o r  theloss ofcontrol--you w i l l  
realizethatadesktop publishinqsystem,dependingon 
which one you buy and how often you use i t .  can earn 
back i t s  cost i n  less than one year. 

Desktop publishing makes your communication w i th  
the public an open doorwey. Want to  announce a new 
product?Thinkebout how s imp le i t  would be tos i t  
down, creetee publication, p r i n t  it, endsendit out. 

Rather than spend1 ng days o r  even weeks on the 
conventional method of  publishing, wai t i rg on the 
typescttcr to get to your material. waitinq fo r  the 
pr inter to  fit !I i n to  the schedule, you keep control of 
your project. Thet'sa major benefit. By retaininq 
control of  your project, #ou are the only one who can 
hang things up. 

0 

I I Course Outline I I 

Creat ing a I - publ icat ion 

I I 
:;;shing 

publ icat ion I 
Designing 
special ized 
documents 

I - 
I 

revisions Plus elsooffers 
t ra in ing sessionson 

Edi t i  nq 
Wr i t inq  
Outlining 
Wr i t ing  Children's Books 
Wr i t ing  Traininq Materials I Writ ing  fo r  Magazines 

Fig. 2.2. A document printed on an EPSON FX-286e and u Hewlett- 
Puckurd LaserJet. 
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I Objectives: 
0 TO understand the purpose of  desktop publishing 
8 To gain f a m i l i a r i t y  w i t h  the desktop publishing process 

TO see how F i r s t  Publisher compares w i t h  other programs 

I n  this session, we'll explore what the desktop 
publishing industry can mean to your business as 
both a money-making and a communication tool. 
Then, af ter  the break, we'll illustrate how First 
Publisher answers those needs, as well 

For those of you considering for the f l rs l  time the 
possibility of publishing your own materials. 
desktop publishing represents a valuable, 
cost-effective solutton. When you tally the money 

YOU spend rending work oct to be typeset and 
printed--not to mention the time wasted or the 
loss Of control--you will realize that a desktop 
publishing system, depending on  which one you 
buy and how often you use it, can earn hack its 
cost in less than one year. 

Desktop publishing makes your communmtton 
with the public an open doorway. Want to 
announce a new product? Thlnk about how 
simple it would be to sit down. create a 
publication, print it, and send it out 

Rather than spending days or even weeks on the 
conventional method of publishing, waiting on 

the typesetter to get to your material, waiting lor  

the printer to fit 11 into the schedule. you kecp 
control of your project That's a majar beneht  

0 

1 I Course Outline I I 

Creating a 
publication 

I 

I I 

Designing 
Speci sl I zed 
documents 

I 
EEmm 
I 

rcv is ionr  Plus also olrers  
t ra ining sessionson 

Editt ng 
Wr i t inq  
Outlininq 
Wri t ing Children's Books 
Writ ing Train ing Materials I Writ ing f o r  Magazines 

Fig. 2.2-Continued 
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b Dot-Matrix Printers: 9-Pin or 24-Pin? 

Dot-matrix printers come in two varieties: 9-pin and 24-pin. As 
explained more thoroughly in Chapter 8,  a dot-matrix printer prints 
text and graphics by pressing a matrix of pins into a ribbon, which 
in turn prints the characters on the page. Some users and hardware 
manufacturers believe that 24-pin printers produce better quality 
print than the 9-pin varieties. Generally, the 24-pin dot-matrix 
printers produce only their built-in Courier fonts with any notice- 
able difference in quality; they actually do poorly when compared 
with the 9-pin printer’s ability to produce fancier fonts and 
graphics. 

~~ 

As you see in table 2.4, First Publisher Version 2.0 supports two types of 
laser printers: the Apple Laserwriter series and the Hewlett-Packard Laser- 
Jet series. First Publisher Version 3.0 also supports Canon, Tandy, and 
other PostScript-compatible printers. Additionally, First Publisher supports 
the Hewlett-Packard DeskJet as a laser printer, but it actually is a printer 
that can produce near-laser quality documents and costs significantly less 
than a laser printer. First Publisher is capable of supporting the HP soft 
fonts for LaserJet and LaserJet Series I1 only and several of the cartridges, 
as well. Soft font support gives you the capability to access a wide variety 
of other typefaces, styles, and sizes available for laser printers. Chapter 8 
explains the specifics of using these features with First Publisher. 

The Mouse 
You don’t need to have a mouse to use First Publisher-but without one, 
you will be spending quite a bit of time pressing keys and waiting for the 
cursor to move. Also, if you often work with graphics, you will find that 
positioning and modifying graphics is much more difficult without a mouse. 

Having a mouse (the small pointing device you use to direct the cursor on 
the screen) gives you the freedom to capture, move, and edit graphics on 
the screen. Additionally, you use the mouse to move the cursor quickly and 
to select options and commands. With a simple click of the mouse button, 
you can open menus, choose tools, capture art, move art, position elements 
on the page, resize art-and those are only a few possible uses. Doing all 
these tasks from the keyboard is possible -but cumbersome. 

Many PC users feel uncomfortable about the idea of using a mouse; it 
seems like an item more fitting for Macintosh than for a PC. However, old 
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standards are changing quickly, and many popular applications programs 
are now adopting the pull-down menu structure and mouse interface that 
once was exclusive to Apple computers. For new mouse users, the change 
from typing commands at the keyboard to physically moving your hand in 
order to move a cursor on-screen is quite a leap, although after you get used 
to it, you will find that it’s much more intuitive than pressing the arrow 
keys. In First Publisher, the mouse is most important in placing, modifying, 
and moving graphics, but it also provides you with a faster method of mov- 
ing the cursor on the text layer, and enables you to open the pull-down 
menus and select options easily. 

If you plan on using a mouse with First Publisher (and that is highly recom- 
mended), you need to obtain one of the following: 

Li A Microsoft mouse 
Li A LOGITECH mouse 
0 A Mouse Systems mouse 

Figure 2.3 shows a LOGITECH mouse. 

Fig. 2.3. A LOGITECH mouse 

Mouse costs range from $79 to $1.50, and often you will find “package 
deals” that offer a paint program for no extra charge with the purchase of a 
mouse. For example, the LOGIPAINT paint program has been pack- 
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aged-at no additional cost-with a LOGITECH mouse. Check to see what 
offers are available-and before you invest, make sure that the paint pro- 
gram and the mouse are compatible with First Publisher. 

Making Backup Copies 
of First Publisher 
Before you install First Publisher, you need to make backup copies of the 
original First Publisher disks. Whether you need to copy five disks (for 5 
1/4-inch disks) or three (for 3 1/2-inch disks), the copying procedure is 
basically the same. (Remember that First Publisher is not copy-protected, 
but the program is covered by the copyright laws that pertain to computer 
software. These laws allow you to make backup copies for your own use, 
but making copies for others is illegal.) 

This section explains how to install First Publisher on a two disk drive sys- 
tem and on a computer with a hard disk. The disks you use to store the 
backup copy of the program must be blank, formatted disks. (If you are 
unsure of how to format the disks, consult Using PC DOS, 3rd Edition, 
published by Que Corporation.) 

Remember to label the disks before you back up the program on 
them; use some type of identifier to indicate that they are backup 
copies. 

If you are using the First Publisher DeskMate version, the copying and 
installing procedures are slightly different. Consult your software manual 
for details. 

Making Backup Copies on a Hard 
Disk System with One Disk Drive 
After your computer has been turned on, and the C prompt is displayed on 
the screen, follow these steps: 

1. Type diskcopy a: b: and press Enter. 

(Note: Even though, with one disk drive, your system technically 
has only drive A, in this case the drive does “double duty,” serv- 
ing as both the source and the destination drive.) 
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2. Place Program Disk 1 in the drive and press Enter (for 3 1/2-inch 
disks, this is the Program and Fonts disk.) DOS then reads the 
disk and prompts you to insert the blank, formatted backup disk. 

3.  Remove Program Disk 1. 

4. Insert the backup disk and press Enter. DOS then writes the infor- 
mation to the disk. 

Repeat these steps until you have made backup copies of all your First Pub- 
lisher disks. Remember to store the original First Publisher disks in a safe 
place. 

Making Backup Copies on a Hard 
Disk System with Two Disk Drives 
The backup procedure for a hard disk system with two disk drives is a little 
less complicated: not as much floppy-swapping is involved. When the com- 
puter is turned on and the C prompt is displayed, follow these steps: 

1. Insert Program Disk 1 (or the Program and Fonts disk, for 
3 1/2-inch systems) into drive A. 

2. Insert the blank, formatted, and labeled backup disk into drive B. 

3. Type diskcopy a: b: and press Enter. DOS then copies the con- 
tents of the disk in drive A to the disk in drive B. 

Repeat these steps until you have made backup copies of all your First Pub- 
lisher disks. Remember to store the original First Publisher disks in a safe 
place. 

Making Backup Copies on a 
Two Disk Drive System 
If you don’t have a hard disk drive, you have an additional (albeit simple) 
step to master. Instead of having the DOS operating system on your hard 
disk, you need to put the DOS disk into drive A before you turn on the 
computer. When the A prompt appears (perhaps after you enter the date and 
time), follow these steps: 

1. Type diskcopy a: b: and press Enter. 
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2 .  Remove the DOS disk from drive A, place Program Disk 1 into 
the drive, and close the drive door. (This will be the Program and 
Fonts disk if you have 3 1/2-inch disks.) 

3. Insert the formatted and labeled backup disk into drive B and 
close the drive door. 

4. When prompted, press Enter. 

The operating system then copies the contents of the disk in drive A to the 
disk in drive B. Repeat these steps until all your First Publisher disks have 
been copied. For safety’s sake, use the backup copies of First Publisher for 
your daily use and store the original disks in a safe place. 

Installing First Publisher 
on a Hard Disk 
The next step in preparing to use First Publisher involves getting First Pub- 
lisher installed on your system. On a hard disk system, the installation pro- 
cess actually requires three steps: (1) setting up directories for your First 
Publisher files, ( 2 )  copying the First Publisher files to your hard disk, and 
(3) configuring First Publisher to recognize your particular system. 

Planning and Setting Up Directories 
Some people go blazing through their hard disk, taking no time to organize 
files, scattering files here and there in no particular order. But let these peo- 
ple spend one harried afternoon searching desperately for a lost but impor- 
tant file, and they will realize that they’re doing something wrong. 

No matter how rushed you are, whether you plan to do only one project or 
one hundred projects, take the time to think through the organization of the 
directories on your hard disk. 

If you think of a directory as having a “tree” structure, you will be able to 
visualize the storage structure of your hard disk. Figure 2.4 shows this tree 
structure. In the figure, you can see that the root directory (shown at the 
base of the tree) leads to several different directories. On the far left is the 
WS4 subdirectory, which stores the program Wordstar. The WS4 subdirec- 
tory branches further to subdirectories for individual projects that are being 
done in Wordstar: BOOK and MEMOS. The First Publisher directory, 
which is named PUB, appears in the middle of the tree, on the same level 
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as the WS4 directory. Beyond this directory are the subdirectories of ZOO 
and DRAGON (two projects currently under construction in First 
Publisher). 

: ..:..+:.: .: . , . ' 

root  C:\ 

BOOK MEMOS DRAGON 

Fig. 2.4. The tree structure of the directories on a hard disk. 

I I 

Figure 2.5 shows the way the directory illustrated in figure 2.4 would look 
if the DOS command DIR were used to display the files and subdirectories 
in the directory. 

As you will learn in later chapters, First Publisher has four file types, 
known by their file name extensions: publications that combine text and 
graphics (PUB), graphics files (MAC), art files (ART), and text files 
(TXT). Some people opt to keep each of these file types in different sub- 
directories, as shown in figure 2.6.  Many users, however, find it easier to 
keep all files (PUB, MAC, ART, and TXT) related to a particular project in 
one directory named for that project. 
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K:\PUBI dir 

Uolw in driue C is COBWl 
Directory of C:\FlJB 

< R I A >  18-19-88 
I ,  <DIR> 18-19-88 
m am> 18-19-88 
D M  a m  18-19-88 
FP M E  152512 5-19-88 
FP HLP 7814 5-17-88 
FP CUI 115888 4-22-88 
FP UPC 892 3-18-88 
FP OUL 148328 5-19-88 
FPPRINI DEF 313 18-14-88 

18 Filek) 11838528 bytes 

tC:\WBI 

1:wp 
1:eep 
i:mp 
i:mp 
9:43a 
2:2* 
6:83p 
4 : 15p 
9:43 
5:mp 
free 

Fig. 2.5. The directory and subdirectories. 

Fig. 2.6. Alternate method of setting up directories 

To set up your First Publisher directories, follow these steps: 

1. Turn on your computer, if you haven’t already done so 

2. If you have been using your computer, get to the DOS prompt and 
type cd\ . This command ensures that the root directory is the cur- 
rent directory. 

3. Make a directory to store the First Publisher program by typing 
md\pub and pressing Enter. (The md stands for “Make Direc- 
tory,” and the backslash says that the directory is off the root 
directory. Without the backslash, the new directory would be cre- 
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ated under the current subdirectory. Typing pub assigns the name 
PUB to the new directory.) 

4. Type cd\pub and press Enter. This command tells DOS to 

If you want to go ahead and create subdirectories for your current or 
upcoming projects, follow these steps: 

“Change Directory” to the \PUB directory. 

1. Get to the root directory by typing cd\ and pressing Enter. 

2. Create a subdirectory of the PUB directory by typing md\pub\ 
and the name of the directory you want to create (for example, 
MD\PUB\DRAGON). DOS limits the names of directories to 
eight characters, with an optional extension. Be sure to choose a 
directory name that in some way indicates what files will be stored 
there. 

When you retrieve a file, you are asked to specify the directory in which the 
file is stored. You do this by entering the path to the file. For example, the 
path to a file stored in the subdirectory just created is C:\PUB\DRAGON. 

Copying First Publisher 
to the Hard Disk 
The installation procedure is simply a matter of copying First Publisher to 
your hard disk. Follow these steps: 

1. At the C prompt, change to the PUB subdirectory by typing 
cd\pub and pressing Enter. 

2. Place Program Disk 1 in drive A. (If you have 3 1/2-inch drives, 
this is the Program and Fonts disk.) 

3 .  Type copy a: *.* and press Enter. Repeat this step until you have 
copied all files on the First Publisher disks to the PUB subdirec- 
tory. 

Configuring First Publisher 
for Your System 
First Publisher is installed on your hard disk. Now you’re ready to config- 
ure the program for your particular system. 
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Adding a Mouse 
As mentioned earlier in this chapter, First Publisher works with a 
LOGITECH, Microsoft, or Mouse Systems mouse. When you purchase a 
mouse, it comes with a program that tells the computer that a mouse will be 
used. That program is called a mouse driver. 

Depending on which mouse you purchase, the mouse drjver program may 
be different. Chances are, the driver program will be either MOUSE.COM 
or MSMOUSE.COM. 

Each time you start your computer, the mouse driver program must tell the 
computer that the mouse will be used. You can run the mouse program by 
entering a specified command at the DOS prompt (the command varies, 
depending on which mouse you use). If you have a hard disk, copy the 
mouse driver to your PUB subdirectory. If you want, you can include the 
command to run the mouse driver program in your computer’s 
AUTOEXEC.BAT file so that the program runs automatically each time 
you start the computer. 

The way in which you attach the mouse depends on the type of system and 
the type of mouse you have. Some systems use a serial port (located on the 
back of the machine) to attach the mouse; some mice-called bus mice 
-attach directly to the card that comes with the mouse (these mice must be 
installed in the computer). Other systems, like the PS/2, have a dedicated 
mouse port, meaning that the port is used only to attach a mouse to the 
system. 

If you have a two disk drive system, insert the disk that was packaged with 
the mouse into drive A; then type the command necessary to run your 
mouse driver program. 

For more specific information about your particular type of mouse, consult 
the manual that is included in the mouse package. This manual should tell 
you the type of mouse you have, how to connect it, what mouse driver 
routine is included, and how to incorporate a command in your AUTO- 
EXEC.BAT file so that the mouse driver routine runs automatically when 
you start your system. 

Connecting a Printer 
The next step in configuring First Publisher for your system involves telling 
the program what type of printer you will be using. 
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If you have a hard disk system, follow these steps: 

1.  Change to the First Publisher directory by typing cd\pub and 
pressing Enter. 

2 .  Type printer and press Enter. You then see a numbered list that 
shows several different printers (see fig. 2.7). If you don't see the 
printer you need, you can press Enter to display another screen of 
printer choices. If you are using First Publisher Version 3.0, the 
initial screen shows printers different from those shown in figure 
2.7. 

\ 

Type the nunber of your printer and press Enter, or press 
Enter to see mre printers, or press 
Esc toreturntoDOS. - 

1 

Fig. 2.7. The printer selection screen. 

3. Enter the number that appears next to your printer type and press 
Enter. 

4. A message on-screen asks whether you want the printer to pause 
between pages. If you want the printer to pause after each page, 
press Y; otherwise, press N; and then press Enter. 

5 .  Select the port you will be using by typing the number that corre- 
sponds to your printer port and pressing Enter. (If you are unsure 
how to determine which port you will be using, contact the dealer 
or service outlet from which you purchased the system.) 

Unless you change printers or install First Publisher on another machine, 
you will not need to modify these settings. 

Although the DeskMate program offers a Printer Settings screen, you must 
run First Publisher's Printer program (by selecting Run ... from the File 
menu) for your documents to print properly. 
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Scaled Versus Unscaled Printing 

In order to explain the scaled/unscaled concept, you need to learn a 
little printing history. Version 1 .O of First Publisher offered 
unscaled printing, meaning that your printed documents closely 
resembled what you saw on-screen, but the proportions and sizes 
were a bit different. This print routine worked fairly quickly and 
offered good quality output. Version 2.0 of First Publisher 
attempted to answer users’ wishes by providing a scaled print rou- 
tine, meaning that everything printed appeared exactly as it was 
created on-screen, in the precise proportions and measurements 
shown in the ruler lines. Although this feature provided documents 
that were truer-to-form, it also introduced problems for some users. 
Depending on the type of printer used, some users found the newer 
print routine to be producing lower quality text and long print 
times. 

To solve this problem, Software Publishing Corporation chose to 
give users the choice of scaled or unscaled printing. Version 2.01 
enables you to decide which method works best for your projects 
and your printer. 

If you are using First Publisher Version 2.01, after you specify the 
printer number you are using (in the Printer routine), a prompt may 
be displayed asking Scale output (Y/N)?.  (Whether or not this 
prompt is displayed depends on the printer you use.) If you answer 
N, scaled output is unavailable to you. If you select Y, the system 
enables you to use scaled or unscaled output, depending on the 
needs of the publication. When you start to print the document 
later, the Print dialog box asks you whether you want to print the 
document scaled or unscaled. If you want to print unscaled, you 
can select No at that point, rather than disabling the feature alto- 
gether. Try both the scaled and unscaled methods and see which 
method gives the best results on your printer. If you change your 
mind about this setting later, you can simply run the Printer routine 
again by exiting to the DOS prompt and typing printer. 

If you have a two disk drive system, follow these steps: 

1. Insert Program Disk 1 into drive A. (Again, that’s the Program 
and Fonts disk if you’re using 3 1/2-inch disks.) 

2. When the A prompt is displayed, type printer and press Enter. 
You then see a numbered list that shows several different printers. 
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If you don’t see the printer you need, you can press Enter to dis- 
play another screen of printer choices. 

3 .  Enter the number that appears next to the type of your printer. (If 
you are using First Publisher Version 2.01, see the sidebar titled 
‘‘Scaled Versus Unscaled Printing. ”) 

4. Select the printer port by entering the correct number at the 

The installation procedure for laser printers is a little more complicated 
because it requires manipulating some of First Publisher’s font files and set- 
ting up First Publisher’s laser support. For details on these and other pro- 
cedures related to printing, see Chapter 8. 

Printer port prompt and pressing Enter. 

A Custornizine First Publisher 
/ \  U - 

With Version 3.0 of First Publisher, you can customize several features that 
were not available in previous versions of the program. Did you grumble 
about being limited to a black-and-white display with First Publisher Ver- 
sion 2.0? Did you have trouble switching your brain over to thinking in 
inches when you were used to centimeters (or vice versa)? Did you keep 
forgetting where on the hard disk you created the various subdirectories for 
your ART, PUB, and TXT files? If the answer to any of these questions is 
an exasperated “yes,” First Publisher Version 3.0 solves your problems 
with three new customization features. Now you can choose colors, units of 
measure, and default paths for your First Publisher files. 

You can access these new features with a simple Customize command that 
has been added to the File menu (see fig. 2.8). When you select Custom- 
ize, First Publisher displays a dialog box in which you choose the various 
settings you want for your system (see fig. 2.9). 

The following sections explain each of the options available in the Custom- 
ize dialog box. 

Selecting Display Colors 
Color is a preference issue. Some people want to see color on their color 
monitors. Some people don’t really care what color is what, as long as the 
text and graphics they see on-screen are clear and free of distortion. First 
Publisher Version 3 .O provides three basic color sets that enable you to 
choose the color scheme most appealing to your eye. 
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Fig. 2.8. The Customize option in First Publisher Version 3.0. 

Fig. 2.9. The Customize dialog box. 

Three color sets are available (no mixing and matching allowed). You can 
choose from Blue, Gray, or Black & White color schemes. When you 
choose one of these sets and click the OK button, First Publisher automat- 
ically changes the screen configuration to reflect the set you have chosen, 
showing you immediately how your choice looks on the screen. 

When you first display the Customize dialog box, Blue is the default color 
scheme selected. The menu bar at the top of the screen is yellow, and when 
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you open a menu, the options appear as white text on a blue background. 
When you drag the highlight down through the options, the highlight 
appears as yellow. To change to the color option you want, click the mouse 
button. (If you are using the keyboard, press the function key shown next to 
the color name.) Click the OK button at the bottom of the dialog box to 
change the color and return to the work area. 

Specifying Units of Measure 
Depending on what you’re used to, you may find the First Publisher Ver- 
sion 3.0 default measurement in inches to be confusing. (For most people, 
however, the opposite is probably true.) 

If you want to change the unit of measurement you use in your publications, 
you can change the on-screen rulers, the grid measurement, and the mar- 
gins. You have two choices: the default setting of inches, or centimeters. 
To change the unit of measurement, simply click the type you want (or 
press the function key next to the measurement type). Figure 2.10 shows 
how the screen looks after centimeters has been chosen as the unit of mea- 
surement for the rulers and the grid. (In order to see the change, however, 
you must display the rulers by selecting Show rulers from the Page menu.) 

Fig. 2.10. Selecting centimeters for the rulers and the grid. 



Chapter 2: Installing First Publisher 57 

Setting Path Defaults 
The last option in the Customize dialog box enables you to set the default 
paths for your First Publisher Version 3.0 files. (As you may know, the 
term path is used to describe the route First Publisher uses to find a specific 
file you want. For example, if you want to open a publication file that is 
stored in a directory named FP3, the path to that directory is C:\FP3.) You 
don't have to set default paths for your First Publisher Version 3.0 files, but 
doing so can cut down on time and typing when you are consistently using 
files from certain directories. For example, suppose that you have copied 
the First Publisher program into a directory named FP3. You then may have 
several subdirectories under the FP3 directory, which enables you to keep 
track of different types of files. For example, First Publisher Version 3.0 
gives you the option of having one subdirectory for your ART (graphics and 
clip art) files, one for your PUB (publication) files, and one for your TXT 
(text) files (see fig. 2.11). Or, perhaps you prefer to organize your subdirec- 
tories based on the projects you are currently working on. Whichever 
method works best for you, you can use the Path default option in the 
Customize dialog box to tell First Publisher where to look for the individual 
file types. Setting a default path frees you from having to type the path each 
time you look for a specific file. 

Fig. 2.11. Setting default paths with First Publisher Version 3.0. 

Maybe a concrete example will help. Suppose that you are working on a 
newsletter for your consulting business. You know that you have created 
and saved a text file, but where is it? You open the Text menu, select Get 
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text, and then proceed to look for the file by typing different paths in the 
Path box at the bottom of the Get Text dialog box (see fig. 2.12). If you 
had specified a default path for all your TXT files, First Publisher would 
have known automatically which directory to look in for that file, and you 
would have had the file on the screen in seconds (assuming, of course, that 
you always place files in their correct subdirectories). 

Fig. 2.12. Using the Path box in the Get Text dialog box to find a f i le .  

To set the default paths for your various First Publisher files, click the box 
containing the path you want to change, and type the correct path. If you 
want to change the extension that the program looks for, you can click the 
appropriate extension box and retype that also. When you are satisfied with 
the paths you have chosen, click the OK button or press Fl .  You then are 
returned to the First Publisher work area. 

Starting First Publisher 
To start First Publisher on a hard disk system, follow these steps: 

1. Change to the PUB directory by typing cd\pub and pressing 
Enter. 

2 .  Type fp and press Enter. 



59 Chapter 2: Installing First Publisher 

To start First Publisher on a two drive system, follow these steps: 

1. At the A prompt, using the backup copies of your First Publisher 
disks, insert Program Disk 1 into drive A. 

2. Insert the Fonts disk into drive B. (Note: If you have 3 1/2-inch 
disks, you can insert the Program and Fonts disk into drive A and 
a data disk into B.) 

3. Type fp and press Enter. 

On either type of system, after you typefi and press Enter, First Publisher’s 
opening screen, shown in figure 2.13, is displayed. 

Fig. 2.13. First Publisher’s opening screen 

To start the DeskMate version of First Publisher, run the program from the 
DeskMate desktop. For specific instructions, consult your program’s 
documentation. 
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File Limitations on a Two-Drive System 

On a two-drive system that uses 5 1/4-inch disks, First Publisher 
uses a temporary file, called PUBLISH.WRK, on the Fonts Disk to 
record publication changes. This fact means that you must leave 
the Fonts disk in drive B whenever you use First Publisher. The 
program must have at least 40K available on the Fonts disk, or the 
program will not be able to create the temporary file, and any 
changes you make will be lost. 

To determine the amount of space available on the Fonts disk, you 
can use the DOS command DIR. For more information about DIR 
and other DOS commands that can aid you in file organization and 
maintenance, see Using PC DOS, 3rd Edition, published by Que 
Corporation. 

Chapter Summary 
In this chapter, you went from an inspection of the hardware you need in 
order to run the program to the installation and configuration of First Pub- 
lisher. At this point, you are ready to proceed to the next chapter, in which 
you go through a step-by-step exploration of the various elements of the 
program and begin hands-on learning with a First Publisher Quick Start. 



Getting Started with 
First Publisher 

p to this point, you have been introduced to the basics of desktop U publishing and the installation and configuration procedures for First 
Publisher. In this chapter, you will learn about the various elements that 
make up the program. First, however, the chapter briefly explains the two 
different ways of using First Publisher. Then, starting with a discussion of 
the use of layers in First Publisher documents, you are introduced to all the 
important features you will use as you create your own projects. 

As a special feature, this chapter offers a First Publisher Quick Start tutorial 
that walks you through the various procedures involved in creating, editing, 
enhancing, and printing a First Publisher document. Because the majority of 
this book focuses on creating publications from “scratch,” the Quick Start 
shows you how to produce professional-quality materials by using one of 
the templates that are packaged with First Publisher. 

Methods of Using 
First Publisher 
Basically, First Publisher allows three methods of operation: (1) using the 
mouse, ( 2 )  using the keyboard, and (3) using the mouse and the keyboard. 
The way in which you use First Publisher depends on the type of hardware 
you have and the methods with which you are most comfortable. Each of 
these methods is explained in this section. 

Most people who have purchased a mouse use it for operations such as plat- 
ing and modifying graphics. Accurate positioning of art elements is more 
difficult when you must use the keyboard. 

61 
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Some tasks primarily involve text manipulation. For these tasks, the key- 
board method is adequate if you use the cursor-movement keys and First 
Publisher’s speed keys to move the cursor quickly and to give you fast 
access to menus and options. 

Even with mouse capability, however, many users prefer to use a combina- 
tion of mouse and keyboard operations in order to use First Publisher most 
efficiently. These users count on the mouse when they are working with 
graphics and rely on First Publisher’s speed keys to select menus and 
options quickly. 

Using the Mouse 
If you are a dyed-in-the-wool PC fan, it may have taken you a while to try 
your hand at a mouse-literally. Although mouse-run programs have been 
common at Apple for years, it hasn’t been that long since the first DOS 
programs with mouse capabilities were introduced. 

Some people don’t like using a mouse; they find that the mental shift from 
typing to pushing is more interruptive than helpful. If you’re accustomed to 
working primarily with the keyboard, don’t worry: First Publisher has an 
alternative keyboard method for every mouse action required by the 
program. 

On the graphics layer, using a mouse opens up the alternative of drawing 
free-hand. On the text layer, the mouse method requires less time to select 
commands and move the cursor around within the document. Throughout 
this book, you will see two terms related to mouse operations with which 
you should be familiar: 

Click means to press and release the mouse button. (Depending on 
which mouse you use, your mouse may have up to three mouse but- 
tons. Pressing any one of the mouse buttons produces the desired 
result .) 

Drug means to press and hold down the mouse button and move the 
mouse so that the mouse cursor moves accordingly. 

Using the Keyboard 
Using the mouse is not mandatory with First Publisher, but when you use 
only the keyboard, moving the cursor can seem like a slow process. Luck- 
ily, other cursor-movement keys are available to you that help speed the 
cursor-movement operation. For a listing of these keys, see Chapter 5. 
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If you do not use a mouse, you can perform the mouse click and drag oper- 
ations by using these methods: 

Emulate a mouse click by pressing F10 twice. (Remember that the 
mouse click is actually two actions: pressing and releasing the mouse 
button. That’s why two F10 keystrokes are needed.) 

Drag an item by positioning the cursor on the item, pressing F10 
once, and using the arrow keys to move the item in the direction you 
desire. 

Using the Mouse and the Keyboard 
As users become proficient with First Publisher and comfortable with the 
menu selections they use most often, most users mix using the mouse with 
using the keyboard. You can use the mouse with graphics and for position- 
ing the cursor; First Publisher offers speed keys that enable you to select 
menu options quickly from the keyboard. The speed keys are shown on the 
pull-down menus, to the right of the option name. Not all options have 
speed keys. Figure 3.1 shows how the speed keys appear on the File menu. 

As you can see, six of the nine options on the menu have speed-key combi- 
nations. For Get publication, for example, you press Alt-G, meaning that 
you should press and hold the Alt key, and then press G. (Note: Although 
the ALT symbol on the screen is written in stair-step fashion, the combina- 
tions are represented here by hyphenating the key names to show that they 
are pressed at the same time.) 
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The option Start over does not have a speed-key combination. To select 
this option without using the mouse, you use the 1 key to move the high- 
light to that option and press Enter. If you are using a mouse, simply drag 
the mouse until the option is highlighted and click the mouse button. The 
next section begins the exploration of the various elements in the First Pub- 
lisher program. 

DeskMate users will notice that First Publisher’s speed-key combinations 
involve the use of the Ctrl key rather than the Alt key. 

Understanding the Layers in 
First Publisher Publications 
Unlike some other desktop publishing programs, First Publisher Version 2.0 
looks at each document as a combination of two layers: text and graphics 
(see fig. 3.2). The text layer, as you might expect, includes the text for the 
document, and the graphics layer includes all clip art, rules, boxes, and text 
treated as graphics, such as headlines and banners. (Note: The First Pub- 
lisher User’s Guide refers to these layers as overlays.) 

With First Publisher Version 3.0, another layer has been added; this one is 
for high-resolution art. Instead of having a text layer and a graphics layer, 
First Publisher Version 3.0 has one text layer and two graphics layers-one 
for standard art (such as clip art) and one for high-resolution art. 

Working with the Text Layer 
The text layer is the layer on which you work with text in your First Pub- 
lisher document. Each time you start First Publisher, the program begins 
with the text layer-even if you are working with a new publication that, as 
yet, has no text. You can tell that the text layer is the current layer because 
the text tool (shown at the top of the row of tools on the right side of the 
screen) is the current tool. 

Everything you do on the text layer is independent of the graphics layer (or 
layers, in First Publisher Version 3.0). You can move, delete, reformat, 
place, and edit text-perform any operations you want-and not affect the 
graphics layer of the First Publisher document. 

Figure 3.3 shows the text layer of a publication 
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Fig. 3.2. The layers of a First Publisher document. 

Working with the Graphics Layer 
The graphics layer of a First Publisher document stores only the graphics 
portion of the layout, including boxes, art, lines, and any text that is used 
as graphics. This separate graphics layer gives you the freedom to move or 
resize graphics to fit the text you have imported, or vice versa. Because 
modifications on the graphics layer do not affect the text layer, you don't 
have to go through a lengthy process of reformatting text or moving col- 
umns or headings if you want to change a particular graphic element on a 
page. Also, when you use the eraser tool to erase something on the graphics 
layer, you can use the tool freely, without worrying that you might erase 
some of the text. Text on the text layer is unavailable on the graphics layer; 
graphics text, on the other hand, can be erased with the eraser tools. YOU 
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B r d  Johnson, I r c o n d - y r r  
member o f  CARC, walked w a y  
w i t h  the National Piper Cub 
champiomhipinTampe, Florida 
on Saturday, April 19th. 

A l though i tweaagustywrm 
day--a l i t t l e  t w w i n d y f o r  
Johnson3 lightweight Piper--he 
w w  able to beat the t l m s  of  all 
competitors i n  the pattern f ly ing 
competition and In the t r i c k  
flying rounds. 

Brad's wife, 
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that the plane wasn't busted up. 
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Braddidn't havethesameluek 
w i t h  his f i r s t  plane, a Great 
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f l iqht  up--st i l l  w i t h  hia 
ins t rmtor ,  something 
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airplane loat power, fe l l  to the 
ground, and was smashed to bits. 
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that plene, too." said Brad. 

Althouqh Brad i s  not your 
typical flight student, h is smceas 
should be a n i w p i r a t i o n  tothe 

We searched f o r  that th i  ng for 

Fig. 3.3. The text layer of a publication. 

switch the program to the graphics layer when you select any one of the 
options on the Art menu or one of the graphics tools from the right side of 
the screen. When you are working on a publication and you select a 
graphics tool, the text appears "dimmed," but it does not disappear alto- 
gether. When you have been working on graphics and switch to the text 
layer, the graphics remain visible on-screen. The graphics tools available 
are the following: 
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graphics text tool 
selection tool 
hand tool 
straight line tool 
box tool 
circle tool (Version 3.0 only) 
pencil tool 
eraser tool 

With First Publisher 3.0, the graphics layer-as it was known in Version 
2.0-is now called the standard art layer. On the standard art layer, you 
bring in and work with standard (as opposed to high-resolution) art. Stan- 
dard art includes the clip art in the MAC files packaged with First Pub- 
lisher, art you create yourself using the art tools, and other pieces of art you 
bring into First Publisher that are 72  dpi in resolution. High-resolution art, 
however, is art created at a resolution greater than 72 dpi. The high- 
resolution art files included with First Publisher end with a TIF extension. 
For more information about the differences in these two types of art and 
their respective art layers in First Publisher Version 3.0, see the section. 

Figure 3.4 shows the graphics layer of the First Publisher document shown 
in figure 3.3. Figure 3.5 shows both layers, as they are displayed and 
printed in First Publisher. (Note: Although these figures do show the text 
and graphics layers individually, this effect is for discussion purposes only. 
First Publisher has no capability for displaying or printing the layers 
separately.) 

You can add text to the graphics layer by using the graphics text tool. If 
your publication includes a considerable amount of text, however, use 
graphics text only for headings and banners. Typing the entire publication 
in graphics text does not give you the print quality that is available from 
regular text. For more information on using graphics text, see Chapter 6. 

Understanding Version 
3 .O Art Layers 
As mentioned in the preceding section, another layer has been added to the 
layer system in First Publisher because First Publisher Version 3.0 adds 
the capability to use high-resolution art. Because standard art and high- 
resolution art are two different art types, certain tools and techniques work 
only with one type of art or the other. Hence the creation of the high-resolu- 
tion art layer. 
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Fig. 3.4. The graphics layer of a First Publisher document. 

It may help to think that basically nothing has changed about the text/ 
graphics layer idea-only the name of the graphics layer has been changed 
to standard art layer, and a new layer has been added that enables you to 
work with high-resolution art. All three layers are independent of each 
other; you can make changes to standard art without affecting the placement 
of either high-resolution art or text on the text layer. The following sections 
explain each of these layers in more detail. 
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Volume 4. Yo. 3 H a g  1989 
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Brad Johnson W i n s  Nationals! 

Brad Johnson, a second-year 
member o f  CARC, walked away 
w i t h  the National Piper Cub 
championship i n  Tampa, Florida 
on Saturday, Apr i l  19th.  
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The fami ly named the plane 
'Lucky" af ter  i t  plummeted 
in to  a cornfield last March but 
was rescued--all i n  one piece. 
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typical f l ight  atudent, his success 

Fig. 3.5. The document with text and graphics layers printed together. 

Standard Art Layer 
The standard art layer is, essentially, the graphics layer in First Publisher 
2.0. You still have the same capabilities and tools (plus one-Version 3.0 
adds a circle tool that was unavailable previously). 
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You are using the standard art layer whenever you have selected one of the 
graphics tools along the side of the work area. Additionally, when you open 
a clip art file (these files end with the extension MAC), the standard art 
layer is made active automatically. 

With standard art, you can import, modify, magnify, erase, and perform 
virtually any kind of editing operation (except cropping). You can use any 
of the graphics tools and most menu options in working with standard art. 

High-Resolution Art Layer 
The high-resolution layer was added with First Publisher Version 3 .O to 
accept the high-resolution art files packaged with the new version of the 
program. (You also can import high-resolution art files from programs other 
than First Publisher.) 

High-resolution art is different from standard art. Unlike standard art, you 
cannot edit, magnify, and use the graphics tools when you are working with 
high-resolution art. You can use, however, most of the menu options avail- 
able in the Art menu (such as Rotate, Flip Horizontal, and Invert). When 
you work with high-resolution art, you use it as an entity-one item that 
you really cannot modify beyond changing its placement or perhaps control- 
ling its size by cropping the edges. You cannot get in there and play with 
the individual dots that comprise the art- you must work with what you 
have. You do get high-quality art that looks great in your publications, 
however, adding a professional touch that the sometimes-choppy 72 dpi 
graphics cannot offer. 

Using First Publisher’s Clipboards 
First Publisher also offers you the use of clipboards; one for text, and 
another for graphics. You use the clipboards when you cut and paste text 
and graphics, when you move an item from one place to another, or when 
you copy text or a graphic element. 

If you have one item on the clipboard and you copy another item to 
the clipboard, the first item is replaced. You can, however, have 
one text item on the text clipboard and have another item on the 
graphics clipboard at the same time. 



71 Chapter 3: Getting Started with First Publisher 

For example, suppose that you want to move the text phrase during the 
heavy snowstorms in January, as shown in figure 3.6. You highlight the 
phrase, thus marking it for the move operation (exactly how to highlight the 
phrase and move text is explained later in this chapter). You then select the 
appropriate commands to perform the action you want (in this case, you 
would select Cut from the Text menu, or press Del), and the text is moved 
to the clipboard. Because the clipboard is “unseen,” the text appears to 
have been deleted. When you move the cursor to the place you want to 
insert the text and select the Paste command (Alt-P), however, the text is 
copied from the clipboard and placed at the cursor position. 

f 
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Fig. 3.6. Marking a block of text for a move operation. 

Figure 3.7 shows the moved text. As you can see, some “patching” still 
needs to be done; for example, the d in during needs to be capitalized, the 
phrase about winter needs to be deleted, and the period needs to be moved. 

Now that you have a basic understanding of the layers in a First Publisher 
document, you are ready to begin exploring the area in which you will do 
all your work: the First Publisher screen. 
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Fig. 3.7. The inserted text is copiedffom the clipboard. 

Understanding the First 
Publisher Screen 
This section explains the various elements on the First Publisher publication 
screen. You use this screen to do all of your work. Unlike other competing 
products, First Publisher never leaves a blank screen, forcing you to guess 
which keys to press. The document you are working on is displayed at all 
times; in some cases, windows pop up over the document to ask for your 
input on various items. 

The First Publisher screen is a combination of five major elements: 

CI The screen area 
P The cursors 

The menu bar 
The graphics tools 

P The elevator bars 

Figure 3.8 shows each of these elements. In the sections that follow, each 
element will be explained. 

The First Publisher Version 3.0 screen has a few different elements (see fig. 
3.9). In the upper right corner, instead of the current file name, A l t - H  = 
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Elevator bar 

Graphics tools 

- 

HELP is displayed. In the tools row, the high-resolution tool and circle tool 
have been added. The line width settings at the bottom of the tools row 
have been removed. (These settings were incorporated into the Art menu.) 

Screen area 

Fig. 3.8. The elements of the First Publisher Version 2.0 screen. 

IOFil- aPrpr r5)Tc-t @ B r r r l i n r r  O R r t  4rH-Hllp 7 

I c - B a r  cursor Menu bar 

x+-- Mouse cursor Elevator bar 

I !  Screen area 

Fig. 3.9. The elements of the First Publisher Version 3.0 screen. 

The Screen Area 
The screen area in First Publisher is the desktop on which you do your 
publishing. Whether you need to place, create, or edit text; draw, modify, 
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or lay out graphics; add rules and boxes; or simply play around with design 
modifications, the screen area is the place where your actions are displayed. 

When you call up First Publisher, the screen area is empty. When you 
select commands from the menu bar (discussed later in this chapter), dialog 
boxes may pop up over the screen area. Figure 3.10 shows the Get dialog 
box asking which file to open. (In this case, the user has selected Get Pub- 
lication from the File menu.) 

Fig. 3.10. The Get dialog box. 

Using Cursors 
First Publisher has two cursors: the bar cursor and the mouse cursor. The 
following sections explain each of these cursor types. 

Using the Bar Cursor 
When you initially bring up the First Publisher screen, the bar cursor is 
positioned in the upper left quadrant of the screen. You can tell that this 
cursor is the bar cursor because it resembles a thin vertical bar. On the text 
layer, this cursor marks the place that text will be inserted if you begin 
typing. When the graphics layer is displayed, the bar cursor is not 
displayed. 

To move the bar cursor to another position, you must move the mouse cur- 
sor to the correct location and click the mouse button. You also can move 
the bar cursor by pressing the arrow keys. Figure 3.11 shows the bar cursor 
and the mouse cursor. 
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I c Barcursor 

X C House cursor 

Fig. 3.11. The bar cursor and the mouse cursor. 

Although First Publisher’s text and graphics clipboards function normally in 
the DeskMate version, you cannot use DeskMate’s clipboard while you are 
using First Publisher. 

Using the Mouse Cursor 
The mouse cursor is so named because it reflects the screen position cur- 
rently pointed to by the mouse. This cursor is different from the bar cursor 
in appearance: the mouse cursor has curved lines across the top and bottom 
of the vertical bar. When you move the mouse, this cursor moves accor- 
dingly on-screen . 
When you move the mouse cursor to the menu bar, the cursor changes to 
the shape of an arrow. Also, when you select one of the graphics tools on 
the right side of the screen, the mouse cursor changes shape to replicate the 
tool selected. For example, when you select the hand tool, the cursor 
changes to a hand shape. (I€ you don’t have a mouse installed, the mouse 
cursor is not displayed on the screen. When you choose one of the graphics 
tools, however, a cursor appears in the shape of that tool, indicating the 
current position on the graphics layer.) 

The Menu Bar 
The menu bar is the line at the top edge of the screen. In this bar, you see 
the names of each of the menus you will use in First Publisher. At the far- 
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right edge of the menu bar, the current file name is displayed. If you are 
creating a new publication, the name NEW is displayed. If you are working 
on a file you created previously, that file’s name is displayed in this space. 

“Behind” the menu bar lie the various menus you use to create, modify, 
and print publications in First Publisher. These menus are File, Page, Text, 
Font, Style, Baselines, and Art. To access these menus, you have two 
choices: (1) use the mouse to position the arrow on the menu of your choice 
and press and release the mouse button, or ( 2 )  press the key shown next to 
the menu name (for example, for the File menu, press Fl) .  

The Graphics Tools 
The graphics tools are located along the right edge of the First Publisher 
screen area. Actually, “graphics” tools is the correct term for all the tools 
except one: the text tool, at the top of the column, is the only tool not used 
for working with graphics. When the text tool is selected, First Publisher 
displays the text layer. When any of the other tools are selected, the 
graphics layer is displayed. Table 3.1 shows you the tasks these graphics 
tools perform. 

Table 3.1 
The Graphics Tools 

Tool Name Description 

A E 

m 
v 

r i  ....... 

rn 
\ 

0 

0 

Text tool 

High-resolution 
art tool 

Graphics text tool 

Selection tool 

Hand tool 

Line tool 

Box tool 

Circle tool 

~~ 

Used to switch to the text layer 

Used for working with high-resolution art 

Used to enter and edit text on the graphics 
layer. (Note: This text is treated as a graphic 
element and cannot be manipulated from the 
text layer.) 

Used to select a graphic image for cut, copy, 
move, or stretch operations 

Used for placing or moving a graphic element 

Used for drawing straight lines 

Used for drawing boxes 

Used for drawing circles and ovals 
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Tool Name Descrivtion 

Pencil tool Used for drawing items “by hand” and for 
manipulating and editing drawings pixel-by- 
pixel 

@ Eraser tool Used for erasing graphic elements 

f l  

The last four items in the graphics tools row are not really “tools”: they are 
line-width settings that enable you to control the width of the lines you draw 
with the line, box, or pencil tools. 

To select any of the tools, you position the mouse cursor (which is an arrow 
at this point) over the correct tool and click the mouse button. If you would 
rather use the keyboard method, you have several options, as shown in table 
3.2. 

First Publisher Version 3.0 adds a couple of elements and subtracts a few 
items from the graphics tool row. Below the text tool, the high-resolution 
art tool has been added; below the box tool, the circle tool has been added. 
The last four items from the Version 2.0 tools row (the line width settings) 
have been incorporated in the Art menu. 

Table 3.2 
Tool Selection Keys 

~ 

Action Use 

To move to the text tool 

To highlight the next tool in the row (press this key 
repeatedly to cycle through the tools) 

Shift-F9 

F9 

To highlight a line width (press this key repeatedly to Alt-F9 
cycle through the line width settings) 

The Elevator Bars 
You use the elevator bar to get around in a First Publisher document. If you 
are familiar with computers, you probably have seen this technique used in 
other programs. The elevator bar is the gray vertical bar on the right side of 
the screen (between the graphics tools and the screen area). At the top of 
this bar is a triangle pointing up; at the bottom is a triangle pointing down 
(see fig. 3.12). 
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Fig. 3.12. The elevator bar. 

The rectangle in the middle of the bar is called the elevator. The number 
within the elevator shows the number of the current page. The position of 
the elevator within the elevator bar shows where you are in the current doc- 
ument. For example, if the elevator is at the top of the elevator bar, the top 
of the document is being displayed. You can display different areas of the 
document by moving the elevator to the position in the elevator bar that 
corresponds with the area of the document you want to see. To move the 
elevator, you have four choices: 

1. Position the arrow on the elevator; then press the mouse button 
and drag the elevator to the desired position. 

2 .  Press t or .1 (if you want to move the display one line at a time) 
or PgUp or PgDn (if you want to move the display one screen at a 
time). 

3. Click at the point in the elevator bar relative to the position you 
want to move to. 

4. Click repeatedly on either of the triangles at the ends of the eleva- 
tor bar. (Use this choice when you need to move the display a 
fraction of a screen.) 
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Unders tandin e First 
Publisher Menus 
In this section, you will become familiar with First Publisher’s pull-down 
menu system. After a brief introduction to the methods you use to pull 
down menus and to select options on those menus, each of the menus is 
discussed in detail. Each of these menus is discussed more fully at the 
appropriate places in the book. Look in each section for references to the 
specific chapter in which you can find more information. 

Using First Publisher Menus 
As you already know, the menu bar lists the names of the seven First Pub- 
lisher pull-down menus. These menus are called pull-down menus because 
they remain hidden, giving you a maximum amount of room on-screen for 
your publication, until you pull the menu down to select a command. 

On some early programs that used pull-down menus, the technique for pull- 
ing down a menu and selecting a command required a little extra skill. For 
some programs, you had to press the mouse button, pull down the menu 
(while holding down the button), and move the highlighting bar to the com- 
mand you wanted (while still holding down the button), and then release the 
button to select the command. As a result, users wound up selecting a lot of 
commands they didn’t want. 

First Publisher makes the process easier by requiring only that you position 
the mouse cursor (which becomes an arrow when it’s positioned in the 
menu bar) on the menu you want and click the mouse button. (Remember, 
click means to press and release the mouse button.) 

When you release the button, the menu is displayed. You then can highlight 
the command you want and press Enter to select it, without having to worry 

If you want to select a menu by using the keyboard method, simply press 
the function key listed next to the name in the menu bar. And, after you 
have opened a menu, you can display menus to the right or left by pressing 
the right or left arrow keys. Keys for selecting the various menus are listed 
in table 3.3 .  (Note: These keys are different for the DeskMate version. See 
Appendix C.) 
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Table 3.3 
Menu Selection Keys 

File F1 
Page F2 
Text F3 
Font F4 
Style F5 
Baselines F6 
Art F7 

I If an item on a menu appears gray, it cannot be used in the current I 

As mentioned earlier in this chapter, if you are using the keyboard method, 
you have a choice of method in selecting individual menu options. You can 
move the highlight to that option and press Enter or use the speed-key com- 
bination, if one is available. 

To select a menu option with the mouse, you simply move the mouse cursor 
to the item you want (the highlight moves also) and press Enter. 

When you want to close the menu, you can either press Esc or-if you’re 
using a mouse-move the cursor off the menu. 

Some menus have options that are toggled on and off. For example, figure 
3.13 shows the Page menu. On that item, one toggle option is Show rulers. 
When the option is enabled, meaning that the Show rulers option is turned 
on, a check mark appears next to the option. To turn off, or disable, the 
option, you must select the option again, using one of the methods dis- 
cussed previously. When the option is disabled, the check mark disappears. 

A check mark next to an option indicates that the option works as a 
toggle. Select the option once to turn it on; select the option again 
to turn it off. 

p, Using the File Menu 
The File menu, shown in figure 3.14, contains the options you use for 
manipulating files in First Publisher. First Publisher Version 3.0 adds a few 
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I 

Fig. 3.13. The Page menu with the Show rulers option enabled. 

options to the File menu. For this reason, the File menu with Version 2.0 is 
shown on the left and the Version 3.0 File menu is shown on the right. 
Chapter 4 provides more information about the File menu. Table 3.4 pro- 
vides you with an overview of each of the commands on this menu. Icons 
have been used to highlight the options available only with Version 3.0. 

In the DeskMate version, the File menu has several additional options. See 
Appendix C for details. 
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Fig. 3.14. The File menu in Version 2.0 (left) and 3.0 (right). 
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Table 3.4 
Options on the File Menu 

Option Description 

Get publication (Alt-G) Retrieves from storage a publication you 
have already created with First Publisher 

Gets graphics files created in First 
Publisher or graphics files that are 
compatible with the program (this option 
not available in Version 3 .O) 

Saves the current file (Note: this 
command saves the file and leaves the 
file open for further modifications.) 

Prints the current file 

Deletes the specified file 

Displays First Publisher’s help screens 
(discussed later in this chapter); called 
Help topics in Version 3.0 

Enables you to choose one of three color 
sets, choose units of measurement, and 
set path defaults 

Shows the status of the current file (Note: 
“Status” includes the current font, 
leading, printer, port, and number of 
characters. ) 

Abandons the current file and opens a 
new file (speed key available only with 
Version 3.0) 

Get graphics 

Save (Alt-S) 

Print (Alt-P) 

Delete file 

Help (Alt-H) 

Status (Alt-I) 

Start over (Alt-Y) 

Exit (Alt-E) Exits First Publisher 

Using the Page Menu 
The Page menu offers some important options that you will use often as you 
create and modify your First Publisher documents. From the initial deci- 
sions you make with the Define page option to Picturewrap and Show 
page, all the options on the Page menu help you merge text and graphics 
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into the most appealing layout possible. First Publisher Version 3.0 also 
adds the layout gallery features to the Page menu, features that automate 
your First Publisher procedures and save you considerable time and trouble. 
Figure 3.15 shows the Page menus available in Versions 2.0 and 3.0. 

Fig. 3.15. The Page menu in Version 2.0 (left) and 3.0 (right). 

Table 3.5 lists the options on the Page menu and provides a description of 
each. The Define page option is explained in Chapter 4, and Chapter 7 
provides a more complete discussion of the other options on this menu. 
Again, icons are used to highlight Version 3.0 options. 

Table 3.5 
Options on the Page Menu 

ODtion Description 

Define page Enables you to set margins, columns, and 
leading information about the page 

Enables you to select a predesigned layout 

Enables you to modify one of the 
predesigned layouts 

Wraps text around a graphic element 

Displays rulers on the screen, enabling you 
to make your layout as accurate as possible 

Choose layout 

Adjust layout 

Picturewrap (Alt-W) 

Show rulers (Alt-L) 
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Table 3.5-continued 

Option Description 

Use grid (Alt-U) 

Set grid size 

Jump to page (Alt-J) 

Insert page 

Delete page 

Show page (Alt-Z) 

Locks the movement of the cursor into a 
particular “grid” pattern, enabling you to 
ensure a clean, precise look for your 
publication 

Enables you to modify the size of the grid 
so that the movement of some tools is still 
restricted, but within a different variance 

Moves the display to the page you specify 

Inserts a page following the current page 

Deletes the current page 

Displays the entire page (Note: This 
command gives a “thumbnail” view of the 
entire page, so although this command 
enables you to see the general layout, you 
cannot read the text.) 

Using the Text Menu 
The Text menu includes only five options. These options are the ones you 
use when you are working with the text layer of First Publisher documents. 
The Text menu options enable you to move, copy, delete, rearrange, and 
add text to your documents. Figure 3.16 shows the Text menu, and table 
3.6 provides an introduction to each of the options on that menu. The 
options on the Text menu are the same for Version 2 and Version 3. Notice 
that on the Text menu, all items are gray except the first option, Get text. 
This “graying” effect means that the option is not available until a specific 
block of text is highlighted on-screen. Chapter 5 deals specifically with text 
manipulation and the options available on the Text menu. 
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Fig. 3.16. The Text menu for Versions 2.0 and 3.0. 

Table 3.6 
Options on the Text Menu 

Option Description 
_ _ _ ~  _ _ _ ~  

Get text 

Save text 

Cut (Del) 

Enables you to get and place text files 

Saves a marked block of text to disk 

Removes highlighted text block from publication and 
places the block on the text clipboard 

Copies a highlighted text block and places the copy 
on the text clipboard 

Inserts at the cursor position the text block currently 
on the text clipboard 

Copy (Alt-C) 

Paste (Alt-V) 

In First Publisher, you highlight text by first positioning the cursor at the 
place you want the highlighting to begin. If you are using the mouse, you 
click the mouse button and drag the mouse to the position you want the 
highlighting to end. When you release the mouse button, that section 
remains highlighted. If you are using the keyboard method, when the cursor 
is positioned at the starting position of the highlight, press F10. Then use 
the arrow keys (or PgUp and PgDn) to move to the end of the block. When 
you have reached the end of the section you want to highlight, press FlO 
again. The highlighted section is known as a block or a marked block of 
text. 
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Using the Font Menu 
A 

The Font menu lists the names of the fonts that are available for your use. If 
you use First Publisher Version 2.0, you will learn in Chapter 10, you can 
change the fonts that are automatically displayed in the Font menu by using 
the FONTMOVE program. If you use First Publisher Version 3.0, you use 
a new option on the Font menu, Set up fonts, to move fonts in and out of 
the Font menu (see Chapter 5). Figure 3.17 shows the Font menu available 
with Version 2.0 and 3.0. (If you have installed a laser printer, the fonts 
will be different. For more information about installing a laser printer, see 
Chapter 8.) The typefaces in the Font menu are toggle options, meaning 
that a check mark appears next to the selected typeface. 

Fig. 3.17. The Font menu in Version 2.0 (left) and 3.0 (right). 

The Font menu lists several different typefaces that you can use to vary the 
type in your publication. You use this menu hand-in-hand with the Style 
menu, which is used to set different sizes and styles for the typeface. 

Only use one or two typefaces in your publication. Using more 
than two typefaces can make the page look cluttered and confusing 
and can detract from-rather than enhance-your design. If you 

wever, you can use as many fonts as your system mem- 
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Using the Style Menu 
You use the Style menu to select the size and style for the typeface you 
choose in the Font menu. Figure 3.18 shows the Style menu for both Ver- 
sion 2.0 and 3.0. 

Bold 
itr1ic 
%".'""I 

,noman 

Fig. 3.18. The Style menu in Version 2.0 (lefr) and 3.0 (right). 

I I 

Make sure that the body text of your publication is all the same 
size. Generally, 10 points is a good size for body copy, but any 
size from 9 to 12 points is acceptable. 

options you have for the style of the text. If one of those attributes is not 
available for the typeface you have chosen on the Font menu, that item 
appears gray, meaning that the option is disabled and you cannot select it. 

First Publisher Version 3.0 adds two options to the menu: Bold Italic and 
Regular. These options give you further control over the way text is pre- 
sented in your publications. 

The remaining items on the Style menu list the various sizes available in 
that typeface. Again, the active size is marked by a check mark. 
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Using the Baselines Menu 
You use the Baselines menu to adjust the layout of the text in your publica- 
tions. Whether you are familiar with desktop publishing or not, the concept 
of baselines is probably new to you. Each line of text in First Publisher 
rests on a baseline that is unseen until one of the options in the Baselines 
menu is selected. Figure 3.19 shows how the screen looks when the Adjust 
single option in the Baselines menu is enabled. The Baselines menu is the 
same for Versions 2.0 and 3.0 of First Publisher. 

f 

Fig. 3.19. The baselines in a First Publisher document. 

Table 3.7 explains the options available on the Baselines menu. 

Table 3.7 
Options on the Baselines Menu 

Option Description 
~~ ~~~ 

Adjust single (Alt-A) 

Adjust column 

Adjust above 

Enables you to adjust a single baseline 

Enables you to move the placement of a 
column 

Lets you select one baseline and move every 
baseline on that page above and including 
the selected one 



Chapter 3: Getting Started with First Publisher 89 

Option Description 

Adjust below 

Center (Ah-X) 

Left justify 

Right justify 

Full justify 

Change leading 

Realign text (Alt-T) 

Lets you select one baseline and move every 
baseline on that page below and including 
the selected one 

Centers a baseline (often used to center 
headings) 

Moves the selected baselines so that text is 
placed starting at the left edge of each line 

Moves the selected baselines so that the text 
extends evenly to the right edge of each line 

Adjusts baselines so that the text ends 
evenly at both ends of selected baselines 

Enables you to change the amount of space 
between lines 

Realigns text that has been affected by the 
baseline modifications 

In the DeskMate version of First Publisher, F1 is reserved to call up Help. 
The function key designations of the menus, therefore, are changed so that 
the File menu is F2, Page is F3, Text is F4, and so on. The DeskMate 
version also offers two menus that can be accessed with F9 and FlO. See 
Appendix C for details. 

The concept of baselines is often a difficult one for new First Publisher 
users. For now, just think of baselines as the lines on which the text “sits.” 
Basically, you need to work with baselines only if you want to modify the 
way baselines are set when you choose a specific column format or when 
you want to move text in order to make room for a graphic element. For 
example, if you want to run text around an art element in the center of a 
page, you could shorten the individual baselines around that element so that 
the text flows up to-but not over-the image. In Chapter 7, you will learn 
how to work with the baselines in your publication. 

Using the Art Menu 
The Art menu gives you the options you need to work with the graphics 
layer of First Publisher. The options on this menu pack a lot of punch, 
especially when you compare First Publisher’s art capabilities with the capa- 
bilities of other leading desktop publishing programs. 
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First Publisher Version 3.0 adds two options to the Art Menu: Crop and Set 
line width. You use the Crop option when you are working with high- 
resolution art, and you use Set line width to control the line width of art 
elements you draw with the graphics tools. (With previous versions of First 
Publisher, the line width controls were part of the graphics tools row.) Fig- 
ure 3.20 shows the options available on the Art menu 

Fig. 3.20. The Art menu in Version 2.0 (left) and 3.0 (right). 

Table 3.8 explains each of the options available on First Publisher's Art 
menu. Icons are used to highlight Version 3.0 options. Chapter 6 explains 
how to use each of the options available on this menu. 

Table 3.8 
Options on the Art Menu 

Option Description 

Get art 

Save art 

Retrieves art files from storage 

Saves art you have created in First 
Publisher or art that you have selected in 
a graphics file 
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Option Description 

Cut (Del) 

COPY (Alt-C) 

Paste (Alt-V) 

Duplicate (Alt-D) 

Flip horizontal 

Flip vertical 

Rotate (Alt-0) 

Invert 

Resize (Alt-R) 

Crop (Alt-K) 

Set line width 
( ALT- - ) 

Magnify (Alt-M) 

Removes selected art from the First 
Publisher document and places it on the 
graphics clipboard 

Copies selected art and places the copy on 
the graphics clipboard 

Places art item from the graphics 
clipboard to the indicated position in the 
document 

Creates a duplicate image 

Flips selected image horizontally 

Flips selected image vertically 

Rotates selected image 90 degrees 

Turns white pixels black and black pixels 
white 

Enables you to change the size of the 
selected image 

Enables you to crop (reduce overall size 
of) high-resolution art 

Enables you to select the line width used 
with the graphics tools 

Magnifies selected image so that you can 
modify the image pixel-by-pixel 

This menu concludes the menu-by-menu approach to explaining First Pub- 
lisher’s elements. In the next section, you will learn about First Publisher’s 
help system. 

Getting Help 
Unlike other desktop publishing programs, First Publisher offers a help sys- 
tem, accessible from almost any point in the program. (The only exception 
to this occurs in Version 2.0 when a dialog box is displayed on the screen.) 
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The purpose of the help system is to give you a brief overview of what to 
do when you get stuck-a valuable reminder to users who are returning to 
First Publisher after a period of time and for new users, as well. 

The type of help available to you depends on the version of the program 
you are using. With Version 2.0, you select help topics from a menu that is 
displayed; with Version 3.0, you can either select a help topic from the 
menu or press a key combination to display context-sensitive help; that is, 
information related to the operation you are performing (more about this in 
a minute). 

To ask for help in First Publisher Version 2.0, pull down the File menu and 
then select Help, or press Alt-H. First Publisher then displays a pop-up 
window that shows you the various subjects for which you can get help (see 
fig. 3.21). 

Fig. 3.21. The Help window in First Publisher Version 2.0. 

If you are using the DeskMate version of First Publisher, you can access 
help by pressing F1. 

Because the program offers more help subjects than can be displayed in one 
pop-up window, a scroll bar is located on the right side of the window. You 
can click on the arrows located at the top and bottom of the scroll bar in 
order to show the subjects that are not displayed. When you see the subject 
on which you would like more help, highlight the subject by clicking it (or 
by using the or 4 key to highlight it) and clicking OK (or pressing FI).  
A secondary screen then is displayed, offering you help on the subject you 
have chosen and providing a reference to which you can go for more infor- 
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mation. A total of 14 help subjects are available with Version 2.0, as listed 
in table 3.9. 

Table 3.9 
Available Help Subjects in First Publisher 2.0 

About Help Fonts 
Creating a publication Baselines 
Moving around Art 
Speed keys Lining up art 
Text or graphics? Deleting 
Getting text, graphics, and art Printing 
Defining the page Overflowed text 

When you are ready to return to your First Publisher document, click Can- 
cel or press Esc. 

As mentioned earlier, with First Publisher Version 3.0 you have a choice of 
two kinds of help. You can select from a list of help topics (similar to those 
available with Version 2.0, but more comprehensive), or you can use Ver- 
sion 3.0’s new context-sensitive help system to bring the help to you-right 
when and where you need it. 

The term context-sensitive means that the program is able to determine what 
action you are stuck on and display help appropriate for that action. For 
example, suppose that you think you want to use the Customize option on 
the File menu, but you’re not really sure what it does. Just open the File 
menu, highlight the option, and press Alt-H. First Publisher then displays a 
Help screen that tells you all about the Customize option. Figure 3.22 
shows the context-sensitive help screen displayed for this option. 

In addition to the context-sensitive help, you have an expanded version of 
the help menu system that was made available with Version 2.0. To use the 
help menu system, you open the File menu (by using the mouse or pressing 
F1) and select the Help topics menu option. The window shown in figure 
3.23 is then displayed. 

To select a help topic and display a screen of information, you highlight the 
topic you want and either click the OK button or press F1. The range of 
help topics available with First Publisher Version 3.0 has been increased 
significantly over the 14 help subjects available in Version 2.0. Table 3.10 
lists the topics available in the Help window of Version 3.0. 
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Fig. 3.22. The Help screen displayed for the Customize option. 

Table 3.10 
Help Subjects in First Publisher Version 3.0 

About Help 
Moving around with a mouse 
Moving around with the keyboard 
Creating a publication 

Setting up the printer 
Preparing text 
Preparing art 
Laying out a publication 
Saving 
Printing 

Text layer 
Art layer 
High-resolution art layer 
Changing layers 

Working with text 
Editing text 
Overflowed text 

Working with art 
Drawing art 
Selecting art 
Positioning art 
Graphics text 

Text, art, and high-resolution art 
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Fig. 3.23. The Help topics window in Version 3.0. 

High-resolution art 
Selecting high-resolution art 
Editing high-resolution art 

Accessing fonts 
Changing fonts 

When to adjust baselines 
How to adjust baselines 

Choosing a layout 
Adjusting a layout 
Adding a layout 
Deleting a layout 

How to use a template 
Creating a template 

Getting better-looking results 
If your printer doesn’t print 

Registering 
Upgrading 
Product support 

Fonts 

Baselines 

Layouts 

Templates 

Printing tips 

Product info 
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Additional First Publisher 
Features 
First Publisher also has several built-in features that other programs cannot 
boast. This section introduces you to FONTMOVE, the program’s utility 
for moving fonts in and out of First Publisher, and SNAPSHOT, First Pub- 
lisher’s screen-capture utility. 

’ First Publisher Version 3.0 does not include the FONTMOVE program, 
because this utility was built into the new release of the program. Instead of 
FONTMOVE, you can add and remove fonts from First Publisher Version 
3.0 by using the Set up fonts option in the Font menu. Working with fonts 
is explained in detail in Chapter 5. 

Adding Fonts 
FONTMOVE is a program that runs outside of First Publisher Version 2.0; 
that is, you need to exit to DOS before you can run the FONTMOVE pro- 
gram. You use this program to move fonts in and out of the program. Why? 
Because many computers don’t have the memory capacity for a full range 
of fonts, the MASTER.FNT file (the file responsible for the fonts shown on 
the Font menu) is configured for the smallest system, which is a two disk 
drive system. As you have probably already noticed, in its basic configura- 
tion, First Publisher offers only five options on its Font menu: Elite, 
Geneva, Helvetica, New York, and Pica. (If you have installed a laser 
printer, the fonts available on your Font menu will be different.) If you are 
working with a hard disk system that has 640K, you may be able to add 
more fonts to the Font menu by using FONTMOVE. 

First Publisher also offers 20 different typefaces in various sizes and styles. 
These fonts are packaged with the program and are included in the file 
EXTRA.FNT (found on the Sampler Disk). In order to use these fonts in 
First Publisher, you need to make them accessible by adding them to the 
Font menu. You use FONTMOVE to add them to the menu. The pro- 
cedures for using FONTMOVE are described thoroughly in Chapter 10. 

With First Publisher’s DeskMate version, you can run the FONTMOVE 
program and the Printer program from within First Publisher. See Appendix 
C for details. 

First Publisher Version 3.0 offers even more fonts than Version 2.0. These 
fonts are available in EXTRA1 .FNT and EXTRA2.FNT. In addition to dot- 
matrix fonts, Version 3.0 includes a variety of high-resolution fonts. Using 
fonts is explained in Chapter 5. 
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Capturing Screens 
SNAPSHOT is a screen-capture utility that also runs outside of First Pub- 
lisher. Like FONTMOVE, this program is started from DOS. When you are 
using SNAPSHOT, you can take a picture of whatever is displayed on your 
screen at a given time-no matter what that program is. You then use a 
companion program, called SNAP2ART, to turn the picture into a file (with 
the extension ART) usable by First Publisher. This utility is a valuable fea- 
ture if you are working on a project in which you need to incorporate screen 
shots from another program. No matter what the program is-AutoCAD, 
1-2-3, dBASE IV-as long as the program runs under DOS, SNAPSHOT 
can take a picture of the screen, and you can use the screen in your First 
Publisher documents. SNAPSHOT is one of the main topics of Chapter 10. 

First Publisher’s Templates 
Imitation may be the sincerest form of flattery, but it is also a great learning 
tool. Recognizing this fact, the makers of First Publisher supply users with 
a library of templates that can be used as is or modified for individual pro- 
jects. The templates packaged with First Publisher Version 2.0 are listed in 
table 3.11. 

Table 3.11 
Templates Packaged with First Publisher Version 2.0 

File name Description 

NEWS.PUB Newsletter template (with seven additional 
format templates on Program Disk 2) 

Template for an invoice (not available in Version 
3.0) 

Template for a flyer 

Template for a list (such as a mailing list, phone 
list, client list, supplier list, and so on) 

Template for business stationery and business 
cards 

Template for a restaurant menu 

Template for greeting cards or invitations 

1NVOICE.PUB 

FLYER . PUB 

LIST.PUB 

BUSINESS .PUB 

MENU. PUB 

CARD. PUB 
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The NEWS.PUB template is used to produce newsletters-a common goal 
with First Publisher users. Because working with baselines to create multi- 
column formats can be a bit tricky, as you will see in later chapters, First 
Publisher Version 2.0 also includes seven preset format templates you can 
use as the basis for your own newsletters. Figure 3.24 shows a miniature of 
each Version 2.0 template. Figure 3.25 shows the Version 3.0 templates. 
(You can use the templates from Version 2.0 with Version 3.0 files.) 

-7 
r 1 

Fig. 3.24. These templates are provided with each copy of First 
Publisher Version 2.0.  In addition to the templates shown here, seven 
preset format templates for the NEWS.PUB template are included on 
Program Disk 2 .  

In the following section, "A Version 2.0 Quick Start," you will learn to 
create a newsletter, using First Publisher's newsletter template, 
NEWS.PUB. (This template is the same for both Version 2.0 and 3.0.) 

With First Publisher Version 3.0, the only templates that have remained the 
same as those packaged with Version 2.0 are the NEWS.PUB and the 
CARD.PUB templates. Version 3.0 has removed the 1NVOICE.PUB temp- 
late and all seven newsletter templates that were available on Program Disk 
2 of Version 2.0. (You can still use those templates with Version 3.0 files, 
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however.) All other templates available with Version 3.0 are new. These 
new templates, which are shown in figure 3.25 ,  include the following: 

FLYER . PUB 

LETTER.PUB 

MAILER.PUB 

SANDWICH.PUB 

A flyer that replaces the old FLYER.PUB 

A template for creating a letterhead 

A two-page template for producing a brochure 

A template for producing menus 

r 1 

Fig. 3. 

. . . . . . . . . . . . . . . 

t25. The new templates with 
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First Publisher Version 3.0. 

In many ways, Versions 2.0 and 3.0 are similar, but in other ways they are 
very different. In order to highlight both versions’ strong points, two Quick 
Starts are in the following sections: one for users of First Publisher Version 
2.0, and one for 3.0 users. The first Quick Start, for 2.0 users, shows you 
how to build a publication based on a First Publisher template file. ‘The 
second Quick Start, for 3.0 users, explains how to create a publication by 
starting with a layout from the new layout gallery. You will find similarities 
between Quick Starts, but you should use the Quick Start that corresponds 
to your version of the program. 
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A Version 2.0 Quick Start 
In this section, you will take a mini-trip through First Publisher Version 
2.0. Rather than follow the journey all the way from idea to printed page, 
you will skip the beginning, paper-and-pencil planning stage and start right 
in with a First Publisher template. At other places in this book, you are 
taught to design and create publications from scratch, so having the pro- 
cedure for using templates in this location should prove helpful. 

In this Quick Start, you will use Version 2.0 to do the following: 

Li Select and load a newsletter template 

Cl Get text 

D Modify text 

P Add banners 

Li Add headlines 

Li Get clip art 

Cl Resize and place clip art 

Li Print the publication 

A reminder before you begin: use backup copies of your First Pub- 
lisher disks, not the originals. Also, when you save your publica- 
tion, remember to save it under a name that is different from the 
name of the template. Otherwise, the template is overwritten by 
your publication file. 

Copying the Template 
First, you need to copy the NEWS.PUB template to your hard disk (or to a 
formatted data disk in drive B if your system does not have a hard disk). 
The main templates are stored on the Sampler Disk, and the additional for- 
mat templates for NEWS.PUB are stored on Program Disk 2 .  For this exer- 
cise, you will need only the Sampler Disk. 

To copy NEWS.PUB to your hard disk, follow these steps: 

1. Place the Sampler Disk in drive A and close the drive door. 

2 .  Type copy a:news.pub c:\pub\work (Note: This line assumes that 
the directory to which you are copying the file is named WORK. 
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Be sure to enter the path and directory name that is correct for 
your system’s configuration.) 

3. Press Enter. NEWS.PUB then is copied to the hard disk. 

To copy NEWS.PUB to drive B, follow these steps: 

1. Place the Sampler Disk in drive A and a blank, formatted disk in 
drive B. 

2. Type copy a:news.pub b: and press Enter. 1 File(s) copied 
appears on-screen. This message indicates that the file has been 
copied to the disk in drive B. 

Starting First Publisher Version 2.0 
Next, you need to start the program. The way you start it depends on 
whether you have a hard disk or a two disk drive system. 

To start First Publisher on a hard disk system, follow these steps: 

1. Turn on the computer. 

2. Go to the First Publisher directory by typing cd\pub and pressing 
Enter. 

3.  Type fp and press Enter. 

To start First Publisher on a two disk drive system, follow these steps: 

Make sure that the computer is turned on. (The A prompt should 
be displayed on the screen.) 

Insert Program Disk 1 into drive A and the Fonts Disk into drive 
B. (The Fonts Disk will store a backup copy of your work file in 
the extra space on this disk.) 

Type fp and press Enter. 

After First Publisher is loaded, remove Program Disk 1 from drive 
A and insert the blank, formatted data disk on which you copied 
the NEWS.PUB file. This disk will store the First Publisher docu- 
ments you create. 

Opening a Publication 
When the First Publisher screen is displayed, you are ready to open the 
NEWS .PUB template file and start building your publication. 
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To open the NEWS.PUB file, follow these steps: 

1. Move the mouse so that the mouse cursor points to the word File 
in the menu bar. Click the mouse button. (Remember that the term 
click refers to a press-and-release action. The File menu is not dis- 
played until you release the mouse button.) If you are not using a 
mouse, press F1 to display the options in the File menu. 

2. Move the mouse down (or press 1 until the option Get publica- 
tion is highlighted. 

3. Click the mouse button (or press Enter). First Publisher then dis- 
plays the Get dialog box, which enables you to choose the name 
of the file you want (see fig. 3.26). 

f 
I 
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Fig. 3.26. The Get dialog box. 

4. Move the mouse to the name of the file you want (NEWS.PUB) 
and click the mouse button; then move the mouse to the Get but- 
ton (or to Cancel if you have chosen the wrong file), and click the 
mouse button again. (If you are using the keyboard, use or & 
to move the highlight to the correct file name, and press F1 to 
select it.) 

After you click the Get button or press F1, NEWS.PUB is displayed on the 
First Publisher screen (see fig. 3.27). 
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Fig. 3.27. NEWS.PUB is loaded into First Publisher. (Notice the file 
name in the upper right corner of the menu bar.) 

If This Weren’t a Template . . . 
If instead of using a First Publisher template you were designing 
your own publication, at this step you would plan out the document 
by using the Define page option on the Page menu. You use this 
option to set the number of columns, the leading, the margins, and 
other information pertinent to the format and layout of the page. 
The template files have these things already done for you. 

Erase Comments Before Using the Template 
Before you go any further, take a minute to look closely at NEWS.PUB. At 
the top of the page, you see the word Banner. Then, as you scan down the 
page, you can see a variety of notes that the makers of First Publisher inser- 
ted so that you would know what goes where. 

You need to erase those comments before you add your own text and 
graphics. To erase the notes on the template (these notes are all written on 
the graphics layer), first make sure that you are using a copy of 
NEWS.PUB, and then follow these steps: 

1. Click the eraser tool (the seventh tool from the top on the graphics 
tools row on the right side of the screen). If you are using the 
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keyboard, press F9 seven times. The cursor changes to the shape 
of an eraser. 

2 .  Move the eraser to the notes. 

3.  Press and hold down the mouse button while you move the eraser 
over the notes. This procedure erases the words. 

Another method of erasing the notes involves using the selection tool to 
enclose the items and then pressing Del. (Remember, you’re working with 
graphics text here.) Depending on the amount of art you need to erase, this 
may be the easiest method for you to use. However, if the area you need to 
erase is not rectangular, you need to use the eraser tool, because the selec- 
tion tool captures only a rectangular area at one time. If you have erased the 
art items by selecting them with the selection tool and pressing Del, you can 
recover them by selecting Paste (Alt-V) from the Art menu. (You can only 
recover the last item erased.) If you use the eraser, however, the items are 
gone and cannot be recovered. Later in this chapter, in “Adding the Ban- 
ner,” you will learn to use the selection tool. 

Note: If you prefer, you could leave the comments until you begin working 
on that particular area. Some users like having the example notes in place 
so that they can refer to the type size and style used for headlines, kicker 
lines. and so on. 

What Are Baselines? 
Now you’re almost ready to start making the template a publication of your 
own. But first, before you get too far into the procedure, you need to learn 
about baselines. 

Baselines, in First Publisher, are lines on which the text is placed. When 
you are laying out the publication, you plan where you want text to appear, 
and you modify the baselines accordingly. The Baselines menu offers you a 
wide range of choices for modifying baselines. The procedures for working 
with baselines are explained fully in Chapter 7. 

To better illustrate this discussion, display the baselines on the NEWS .PUB 
template. Make sure that the text tool is selected by clicking the top A in 
the row of graphics tools on the right side of the screen. Then click the 
Baselines menu and select Adjust single (or press Alt-A). The baselines for 
the document are then displayed (see fig. 3.28). Use the mouse or the cur- 
sor keys to move the display so that you can view the baselines. 
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Fig. 3.28. Baselines for the NEWS.PUB template. 

The text is inserted when you begin typing, starting at the left edge of the 
top-left baseline. As you type, the text continues down the left column. 

Graphics text, on the other hand, can be positioned anywhere on the pub- 
lication. When you are creating a headline, for example, it’s much easier to 
switch to the graphics layer by selecting the graphics text tool (the outlined 
A), and then create the headline by setting the font and style you want and 
typing the headline. You then can position the headline wherever you want 
by grabbing it with the selection tool and using the hand tool to position it 
in the correct location. (For more detailed discussion on each of these tools, 
see Chapter 6.) 

Graphics text often is used for headlines and banners. This type of 
text is created on the graphics layer and can be moved anywhere 
on the publication. Baselines are not used for graphics text. 

Working with Text 
With First Publisher, you have two options for working with text. You can 
type text, which is, in effect, using First Publisher as a word processor, or 
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you can load into First Publisher a text file created in another program. (For 
really fast typists, the typing method may be too slow. If you have a con- 
siderable amount of text to enter, you may want to consider exiting First 
Publisher, typing the text with your word processing program, and loading 
the text into First Publisher.) Chapter 1 lists word processors that produce 
files compatible with First Publisher. (Note: The procedure for importing 
text from another program is explained in Chapter 5 . )  

Entering Text 
For this exercise, you will enter a paragraph of text. When you start First 
Publisher, the default text type is Geneva, 10-point Normal type. Just to 
make sure that the typeface, size, and style have not been modified, check 
the Font and Style menus by following these steps: 

1. Click the Font menu name or press F4. 

2. Make sure that the Geneva font is checked. (If not, click Geneva 
or highlight the item and press F10.) 

3. Move the mouse cursor out of the Font menu to close the menu. 
(If you are using the keyboard, press Esc.) 

4. Click the Style menu or press F5. 

5 .  See whether Normal  and 10 P o i n t s  are checked. (If not, select 
those options as explained in step 2.) 

6. Close the Style menu by moving the mouse cursor out of the menu 
or by pressing Esc. 

The cursor is positioned at the far-left edge of the top baseline. To enter a 
paragraph, simply type the following (mistakes and all): 

This month we begin the process of electing new leasers for 1989. At 
the October meeting, we will nominate candidates for the three rotat- 
ing vacancies on the Board of Directors that go into effect January 15. 

As you type, if you make mistakes (that aren’t deliberate), you can use 
the backspace key to “back up” over the text you have typed, thereby eras- 
ing it. 

As you can see, First Publisher “wraps” the text automatically, meaning 
that when one line is full, the program continues to the next line. You don’t 
need to press Enter until you are finished with the paragraph. The page now 
looks like the one shown in figure 3.29. 
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Fig. 3.29. The page with one paragraph entered. 

Modifying Text 
As you probably have noticed, the paragraph in figure 3.29 has a couple of 
problems. To modify the first misspelling (you need to change leasers to 
leaders), follow these steps: 

1. Place the mouse cursor between the letter s and the letter e in the 
word leasers and click the mouse button. If you are using the key- 
board, use the cursor movement keys to move the cursor to that 
position. 

2. Press the backspace key. 

3. Type d .  

That procedure corrects the misspelling. Simple? Absolutely. Remember 
that you can use this technique to edit as large a text string as you want. If 
you have a lot of backspacing to do, however, you will find it more effi- 
cient to delete the phrase by highlighting it and pressing Del rather than 
backspacing over the entire phrase and typing another one. 

Moving Text 
The next step involves removing the word will from its incorrect spot in the 
sentence. Will actually goes between that and go in the last sentence. 
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1. Place the mouse cursor immediately preceding the word will. If 
you are using the keyboard, use the cursor-movement keys to 
move the cursor to that position. 

2. Press the mouse button and drag the mouse to the right (while you 
keep the mouse button pressed). After the word will is high- 
lighted, release the mouse button. If you are using the keyboard 
method, press F10 and press + several times. 

3. When the word will is highlighted, press Del. (Or, if you are 
using the keyboard method, press F10 after the word will is high- 
lighted, and then press Del.) The word then is cut from the pub- 
lication and is placed on the text clipboard (which you cannot 
see). 

4. Place the mouse cursor between the words that and go in the last 
sentence. If you’re using the keyboard, use the cursor movement 
keys to move the cursor. 

5 .  Click the mouse button to bring the cursor to that position. 

6. Open the Text menu (F3) and select Paste (or press Alt-V). 

7. Press the space bar to add a space, if necessary. 

I 
If you have used other “cut-and-paste’’ programs, you may be 
accustomed to using the Del key to cut and the Ins key to paste. In 
First Publisher, the Ins key has another function. When you have a 
large amount of text to insert, first position the cursor at the point 
you want the text to begin, and then press Ins-and the remainder 
of the text on the publication will disappear, enabling you to enter 
text more quickly. (This increase in speed is due to the fact that 
when text is present, First Publisher realigns all the text as you 
type. For example, if you are working in the first paragraph of a 
publication and there are eight paragraphs on-screen, the program 
realigns all that text continually while you type. This slows down 
First Publisher’s ability to “see” the text you type.) 

Figure 3.30 shows the publication with the corrections in place. 
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Fig. 3.30. The sample publication with corrected text errors. 

So far, you have learned the basic techniques for working with text and the 
text clipboard. Next, you will learn about adding banners, creating head- 
lines, and using graphics. 

Saving Your Work 
Saving may seem like a procedure that is usually performed when you are 
jinished with something. But if you have ever lost an afternoon’s work to a 
badly timed thunderstorm, you know that nor saving a publication until 
you’re finished is courting disaster. For that reason, the steps for saving are 
included here. 

To save your publication, follow these steps: 

1. Open the File menu by clicking File or by pressing F1. (You also 
can save the publication without accessing the menu by simply 
pressing Alt-S from any point in First Pub!isher.) 

2. Select Save or press Alt-S. First Publisher displays the Save dia- 
log box, as shown in figure 3.31. 

3. Make sure that the PUB format is selected. If not, click the radio 
button in front of the the word PUB, or press F3. 

4. Type the name you have chosen for the file. In this case, the name 
is indreal (for Independent Realtor). Be sure to name the file 
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Fig. 3.31. The Save dialog box. 

something other than NEWS.PUB; otherwise, the NEWS.PUB 
template will be overwritten. (Note: If you need to specify a path 
other than the one shown in the Path box, position the cursor in 
the Path box and type the correct path.) 

5 .  Click OK or press F1. If you have saved a file under that name 
before, First Publisher displays another dialog box reminding you 
of that fact and asking whether you want to proceed with the save 
operation (see fig. 3.32). 

r- Thla nwnthva begin the 
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mecting,we nominated 
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Your own photo here 

Fig. 3.32. If you try to save a file under a name used previously, First 
Publisher asks you to verify the save operation. 
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That’s all there is to saving your files. Remember to save every 15 minutes 
or so. Some people actually use timers to remind them to save; others stick 
a well-worn but useful sign above their computers, saying “Save 
frequently. ’ ’ 

Adding the Banner 
Next, you advance to the graphics layer, where you make your publication 
look like your publication. Remember when you erased the word Banner 
that appeared in the space at the top of the template? You had to use the 
erase tool because the word was on the graphics layer. This type of text is 
called graphics text. The advantage to using graphics text is that you can 
create it anywhere on the publication and then move it to whatever position 
you desire. You don’t have to worry about baselines, or text flow, or any of 
the considerations that affect the placement of body text. 

To create the banner for your version of NEWS.PUB, follow these steps: 

1. 

2 .  

3. 

4. 

5 .  

6.  

7 .  

8 .  

9 

Select the graphics text tool (the second A from the top) by 
clicking it or pressing F9 once. 

Display the Font menu by clicking the name in the menu bar or by 
pressing F4. 

Select New York to designate the typeface for the banner. 

Display the Style menu. 

Select Normal and 36 Points. 

Position the cursor about an inch in from the left edge of the pub- 
lication and click the mouse button. If you are using the keyboard, 
use the cursor movement keys to position the cursor and then 
press FIO twice. 

Type Independent Realtor (or a banner of your choosing). 

Click the selection tool that is directly below the graphics A on the 
graphics tools set at the far right edge of the screen, or press F9 
once. (Note: The selection tool, which is the third tool down from 
the top, is used to capture the images that you plan to move, copy, 
delete, and so on.) 

Position the arrow just above and to the left of the banner; then 
press the mouse button and drag the mouse down and to the right. 
If you are using the keyboard, press FIO above and to the left of 
the banner; then use the 1 and + keys to enlarge the box. Con- 
tinue expanding the rectangle until the entire banner is enclosed in 
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the dashed rectangle. Then release the mouse button or, if you’re 
using the keyboard, press FIO again. 

I 1 

If you make a mistake while capturing part of a graphics element 
with the selection tool, simply release the mouse button and start 
again. The new rectangle will replace the old one. Only one item 

10. Select the hand tool. (Note: The hand tool, which is the tool 
beneath the selection tool, is used to move and position images.) 

11. Position the hand cursor over the banner, press the mouse button 
(or FlO), and while holding the mouse button down (or FIO), 
move the banner into its place at the top of the publication (cen- 
tered above the double lines). If you are using the keyboard, move 
the banner by pressing the appropriate arrow keys. When you are 
happy with the position of the banner, release the mouse button or 
press FIO again. 

You can eliminate the steps for moving the banner by positioning the cursor 
and using graphics text to type the banner in the correct place. Because it’s 
difficult to guess how much room 36-point text will take, however, and 
because you are likely to want to play around with the position of the head- 
lines and banners to produce the best possible effect, the procedure for 
selecting and moving graphics text is included here as part of the banner 
procedure. Figure 3.33 shows the publication up to this point. 
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You may want to modify the banner after you have it in place. You can 
select the banner, using the selection tool, and resize it by selecting Resize 
from the Art menu. Because this Quick Start deals with the basics of cre- 
ating and placing a banner, the procedure for resizing graphics is discussed 
in Chapter 6. 

Now that you have entered and placed the banner, you can modify it, 
spruce it up, add graphics (covered in a later section), or change it any way 
you like. If you decide that you would rather try another typeface or that 
you want to change the name, you can erase the banner by using the eraser 
tool or by selecting the banner (using the selection tool) and pressing Del. 

Adding a Headline 
The procedure for adding a headline is much the same as adding the banner, 
except on a smaller scale. You’re still working with graphics text, which 
means that you can type the headline virtually anywhere you want on the 
document and then move it to the desired location. 

To add a headline on the Independent Realtor newsletter, follow these 
steps: 

1. Select the graphics text tool (second A from the top). 

2. Open the Font menu by clicking File or by pressing F4. 

3.  Select Helvetica. 

4. Open the Style menu. 

5. Select 18 Point and make sure that Normal is selected. 

6. Position the cursor at the position you want the headline to go and 
press the mouse button or F10. (Remember that you also can use 
graphics text to type the headline at any position and then move 
it.) 

7. Type the headline, in this case 1989: Year of the Successful Real- 
tor! 

8. If you typed the headline in the correct position, you’re finished. 
If you need to move the headline to the right spot, select it by 
using the selection tool and use the hand tool to move it to the 
place you want. 

You can use this same procedure to add the line called the kicker (the small 
tag line above the main headline on the page-2 1/2 inches on the side ruler 
and 3/4 inch on the top ruler). The kicker here is Geneva 12-point normal 
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type. A rule has been added to separate the kicker from the headline. (The 
rule was produced using the line tool, which is found just below the hand 
tool in the graphics tools row.) Figure 3.34 shows the publication thus far. 
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Fig. 3.34. The publication with a banner and headline. 

Adding Graphics 
Okay, you have text, a banner, and a headline. Now you need to add 
graphics. In this section, you will add some artistic touches to your publica- 
tion by adding clip art. 

Selecting Clip Art 
One of the nice features First Publisher offers is its own set of clip art-that 
is, art images you can "clip" from the file and use in your own publica- 
tions. For this example, you will clip the image of a cityscape to use in the 
banner. The clip art is found in the graphics file PERSONAL.MAC. The 
process of using clip art involves the following steps: 

Cl Go to the clip art (MAC) file 

Cl Select the art image you want 

Cl Save the image as an ART file 

Return to the publication 

Get the ART file 



Chapter 3: Getting Started with First Publisher 11 5 

Ci Resize the graphic as necessary 

0 Position the graphic 

The following sections break each of these steps into individual procedures. 

Finding the Clip Art File 
To access the clip art file you want (in this case, PERSONAL.MAC), fol- 
low these steps: 

1. Save your publication by selecting Save from the File menu or by 
typing Alt-S. 

2. Select Get graphics from the File menu. 

3. When the Get dialog box is displayed, click PERSONAL.MAC 
and OK (or highlight the file name by using the arrow keys and 
press Fl) .  

First Publisher then displays the clip art file. The next step is to select the 
image you want. 

You cannot get to the clip art files by choosing Get art from the 
Art menu. This “art” refers to the art files you create using First 
Publisher. If you have created an image by using the graphics 
tools, for example, this file would be accessible with the Get art 
option. Or, after you have selected an image in the clip art file and 
have used Save art to save it in ART format, you can use Get art 

Selecting and Saving the Art Image 
To select and save the art image, you follow these steps: 

1. Click the selection tool (or press F9 until the tool is highlighted). 

2 .  Place the arrow cursor above and to the left of the image you want 
to capture. If you are using the keyboard, use the cursor move- 
ment keys to move the cursor to the correct position and press FlO 
twice. 

3. Drag the mouse down and to the right, enclosing the image you 
want to select. From the keyboard, use the arrow keys to manipu- 
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late the rectangle, and when you’re finished, press F10. (Note: For 
this example, you need only a portion of the cityscape image. Fig- 
ure 3.35 shows the captured image.) 

/ \ 

Fig. 3.35. The captured clip art image. 

4. You then need to save the image to an ART file by selecting Save 
art from the Art menu. If you are using the keyboard, press F7 to 
open the Art menu and use the 1 key to move the highlight to the 
Save art option; then press Enter. 

5. A dialog box is displayed, asking you to enter a name for the ART 
file. Use a name that will remind you of the file’s contents later. 
For this example, use the file name CITY. Then click OK or press 
F1. First Publisher saves the file. 

Returning to the Publication 
Next, return to your publication by following these steps: 

1. Open the File menu and choose Get publication. (If you have 
made any modifications to PERSONAL.MAC, you will be asked 
whether you want to save the file. Choose No.) 

2 .  When the Get dialog box is displayed, select the name of your 
publication file (in this case, 1NDREAL.PUB). You should see 
your altered newsletter template on the screen again. 
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Placing, Resizing, and Positioning the Graphic 
The last leg of this journey requires you to paste the image on the publica- 
tion, resize it to fit the space allotment, and put it in place. 

To place the image, you do the following: 

1. Select the hand tool from the graphics tools. 

2. Select Get art and CITY.ART, and then use the hand tool to posi- 
tion the cityscape in a “white” area (where no text or lines 
appear). 

3. Click the mouse button (or press F10). The image is placed on the 
publication. 

To resize the image, you follow these steps: 

1. Select Resize from the Art menu (or press Alt-R). 

2. Position the arrow cursor over one of the four black handles and 
click the mouse button or press FlO. Then move the mouse (or use 
the cursor keys) to resize the item as necessary. When you move 
the handles, the size and shape of the image changes accordingly. 
Resize the cityscape so that it fits to the left of the banner Znde- 
pendent Realtor. If you are using the keyboard, when the image is 
the size you want, press F10. Remove the handles by pressing 
Alt-R again. 

To position the image, you do the following: 

1. Select the hand tool. 

2. Move the image to the correct position to the left on the banner, 

Figure 3.36 shows the publication with the clip art images pasted in place. 
Notice that a duplicate image of the item was made (by selecting Duplicate 
from the Art menu when the image was selected) and then the image was 
“flipped.” The option Flip horizontal was used to reverse the direction of 
the buildings. A box also was added (using the box tool) and another image 
was copied in (this one from PUBLICAT.MAC). These operations are dis- 
cussed in more detail in Chapter 6. 

You are almost finished with the Version 2.0 Quick Start tour. Remember 
that the rest of this book focuses on the various things you can do to 
enhance your First Publisher documents and make them unique. The last 
step in this Quick Start involves getting a printed copy of your First Pub- 
lisher creation. 

using the move procedure described previously. 
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Fig. 3.36. The completed document. 

If you want to view the entire document before you print, you can select the 
Show page option from the Page menu, or press Alt-Z. The entire page is 
then shown on the screen, but because the image is small, you use this view 
basically for checking the placement of items on the page. When you are 
ready to remove the full-page view, press the space bar or click the mouse 
outside the view box. 

Printing the Publication 
When you have finished doing all you can think of doing for your publica- 
tion (or when you want to check your progress), you are ready to print. The 
procedure is simple. After you have saved the file, follow these steps: 

1. Open the File menu by clicking File or by pressing F1. 

2 .  Choose the Print option. First Publisher then displays the Print 
dialog box (see fig. 3.37). 

3. The Print dialog box is explained thoroughly in Chapter 8.  For 
now, you can leave all the options as they are (or, if you want to 
take the time to print the highest-quality version, click the radio 
button in front of the Smoothed option). 

4. Click OK or press F1. 

If you're like most people, as soon as you see the publication in print, you 
will begin to think of other ways to enhance it. For this reason, you may 
want to print in draft mode most of the time, until you are positively fin- 
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Fig. 3.37. The Print dialog box. 

ished with the document. Selecting draft mode saves you time-and printer 
ribbons. When you go to print the final version, use standard or smoothed 
mode to give the publication a more polished look. (If you are using Ver- 
sion 2.01, you also have the option of choosing scaled or unscaled printing. 
For more information, see Chapter 8.) Figure 3.38 shows the finished Znde- 
pendent Realtor newsletter. 

A Version 3.0 Quick Start A - 
In this Quick Start, you learn about the new features added to Version 3.0 
of First Publisher. If you have just worked through the Version 2.0 Quick 
Start, you will find many of the same steps in this Quick Start. However, 
because the layout gallery is such an important feature of Version 3.0, the 
NEWS.PUB template is not used in this section; instead, this Quick Start 
shows you how to select a predesigned layout from the 21 available layouts 
in the gallery. 

This Quick Start takes you through the following steps: 

D Starting First Publisher Version 3.0 

D Selecting a layout from the layout gallery 

D Working with text 

P Saving the publication 

P Adding the banner 
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rel l inq andclosinq Among hia suqqeations 
were thefollowinq: 

1. Know your area. 

2. Do research on local busineaaes and 
schools. 

3 Find entertainment locations 

4. Know how muchother homer in theareaare 
worth; f ind out how m a h  that rate hat 
increased or decreased i n  the laat 15 qeara. 

5. Find out tho percentage of young adulta 
w i t h  small children. o f  older adulta, of elderly 

6. Do your research on the cr ime rate. If i t 'a 
high, provide auppcstions f o r  deterr i rq  crtma 
1fit 'alow,findoutwhy(dailypatrol,  
security, lightad streeta, night watchman, 
etc.). 

Fig. 3.38. The finished Independent Realtor newsletter. 

P Adding a headline 

U Adding graphics 
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Starting First Publisher Version 3 .O 
First, you need to get First Publisher up and running. The way you do that 
depends on the type of system you use. 

To start First Publisher on a hard disk system, follow these steps: 

1. Turn on the computer. 

2. Go to the First Publisher directory by typing cd\fp and pressing 

3. Type& and press Enter. 

Enter. 

To start First Publisher on a two disk drive system, follow these steps: 

1. Make sure that the computer is turned on. (The A prompt should 

2. Insert Program Disk 1 into drive A and the Fonts Disk into 

be displayed on the screen.) 

drive B .  

3.  Type & and press Enter. 

4. After First Publisher is loaded, remove Program Disk 1 from drive 
A and insert a blank, formatted data disk. This disk will store the 
First Publisher documents you create. 

First Publisher then displays a blank document on the screen. At this point, 
you are ready to select the layout for the publication. 

Selecting a Layout from the 
Layout Gallery 
First Publisher Version 3.0 comes with 21 predesigned layouts in a variety 
of column formats and lengths. You can choose from layouts that offer one 
through six columns, in many different arrangements. 

To choose a layout from the layout gallery, follow these steps: 

1. Open the Page menu. 

2. Select the Choose layout option. The window shown in figure 
3.39 is then displayed. 

3. Use the Next button to page through the variety of layouts avail- 
able. (You can either click the button or press F l . )  

4. For this exercise, select the two-column layout 2. To do this, sim- 
ply display the layout and then click the OK button (or press Fl) .  
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Fig. 3.39. The layout gallery window. 

Now the layout is in place and you are ready to add your own text. 

“But,” you may ask, “how do I know I’ve got the right layout? I 
can’t see anything different about the page.” Because the lines on 
which the text is placed (called baselines) are not visible at most 
times, you cannot see the structure of the layout you have chosen. 
If you want to see positive proof that you are now working with 
the layout you chose from the layout gallery, open the Baselines 
menu and select Adjust single. (If you prefer, you can press Alt-A 
to perform the same task.) 

First Publisher then displays the baselines for the layout, and there 
it is-the layout you selected in the layout gallery. When you are 
through perusing the baselines, press Alt-A again to return the doc- 
ument to its normal mode. 

Working with Text 
With First Publisher, you have two options when working with text. You 
can type text, which is, in effect, using First Publisher as a word processor. 
Or you can load into First Publisher a text file created in another program. 
For this example, you can simply type in the same text. For longer projects, 
you may want to consider typing the text in a separate word processing 
program and then importing it into First Publisher. 
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Entering Text 
Start by typing some text into the new document. Just enter the following 
paragraph (mistakes and all): 

Welcome to another issue of Full Moon Review. In this issue, we’ll 
take a close look at our city’s hotest new jazz group, Domingo, and 
find out they got their where Biggest Break. (A jazz trivia hint: It 
wasn’t too far from this editor’s desk.) 

If you make typing mistakes that aren’t deliberate, you can use the Back- 
space key to “back up” over the text you have typed. Each time you press 
the Backspace key, the character to the left of the key is erased. 

As you type, First Publisher “wraps” the text automatically to the next 
line. You don’t need to press Enter until you are finished with the para- 
graph. Your page should now look like the one shown in figure 3.40. 

W e k o n w  to another imw of ihe Full 
Moon Review. In  t h b  bow. we’ll 
take a  ckco b o k  at our city’o hojwt 

gnoup. Domingo. and find 
Zwtc:,ot t b i r h n  Biggwt 
Break. ( A m  trivia hint: its w o n ’ t  
too far from thin editor‘s dock.) 

x 

Fig. 3.40. The page with one paragraph entered. 

Modifying Text 
As you probably have noticed, the paragraph in figure 3.40 has a few prob- 
lems. To correct the misspelling (you need to change hotest to hottest), fol- 
low these steps: 

1. Make sure that the text tool (at the top of the tools row) is 
selected. 

2. Place the mouse cursor between the letter t and the letter e in hot- 
est and click the mouse button. (If you are using the keyboard 
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rather than the mouse, use the cursor keys to maneuver the cursor 
to that point.) 

3. Type t .  

This corrects the error. Remember that you can use this technique to edit as 
large a segment of text as you want. If you have a lot of backspacing to do, 
however, you will find it more efficient to delete the phrase by highlighting 
it and pressing Del rather than backspacing over the entire phrase and typ- 
ing another one. 

Moving Text 
The next step involves removing the word where from its incorrect spot in 
the paragraph and placing it in the correct position. (It actually goes 
between out and they.) 

1. Make sure that the text tool is selected. 

2. Place the mouse cursor immediately before the word where. (If 
you are using the keyboard, use the cursor-movement keys to 
move the cursor to that point.) 

3. Press the mouse button and drag the mouse to the right (while you 
keep the mouse button pressed). After the word where is high- 
lighted, release the mouse button. If you are using the keyboard 
method, press F10 and press + several times. 

4. When the word where is highlighted, press Del. (Or if you are 
using the keyboard method, press F10 after the word where is 
highlighted, and then press Del.) The word is then cut from the 
publication and is placed on the text clipboard (which you cannot 
see). 

5. Place the mouse cursor between the words out and they in the last 
sentence. If you’re using the keyboard, use the cursor-movement 
keys to move the cursor. 

6. Click the mouse button to bring the cursor to that position. 

7. Open the Text menu (F3) and select Paste (or press Alt-V). 

8. Press the space bar to add a space, if necessary. Figure 3.41 
shows the corrected paragraph. 
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Wekonm to another Isow of the Full 
Moon Review. In this Isow. we’ll 

Fig. 3.41. The corrected paragraph. 

Saving the Publication 
Don’t wait to save your publication until you have finished it: You could 
risk losing everything you have done by tripping over the power cord, for 
instance. If the power goes out and you haven’t had a chance to save your 
work, it’s gone-all you can do is re-create the publication as best you can. 

For that reason, you should save your publication every 15 minutes or 
so-or each time you finish a major step in building your document. Here 
are the steps for saving the publication: 

1. Open the File menu. 

2. Select the Save option. 

3.  When the Save dialog box is displayed, type a name for the file 
(in this case, type sump). You don’t need to type an extension for 
the file name; First Publisher adds that automatically. 

4. Check the Path box and make sure that First Publisher will be sav- 
ing the file in the correct directory. (If you want to change the 
directory, position the mouse cursor in the Path box, click the 
mouse button, and type the correct path.) 

5. Make sure that the correct format has been chosen for the file. (In 
this case, the PUB button should be selected.) 
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6 .  When all settings are correct, click the OK button or press F1; the 
program saves the file in the subdirectory you specified. 

First Publisher Version 3.0 also offers a Save as option, which 
enables you to save another copy of a file under a different name. 
For example, say you are working on one version of a newsletter 
and you think-but you’re not quite sure-that you would prefer 
the banner in a different font. Rather than changing your only copy 
of the newsletter, you can use the Save as option to make a copy 
of the newsletter and give the copy a different name. Then you 
have two copies of the newsletter file, so that if you decide that 
you dislike the new banner and want to return to the old, the origi- 
nal banner is still intact; and if you prefer to go with the new ban- 
ner, you can do-so. 

Adding the Banner 
The next step is to wow ’em with graphics-in this case, graphics text. The 
banner of your publication should make a statement about both the content 
of the document and the audience it reaches. For a light-hearted, personable 
newsletter, a creative, fun banner says a lot. For a professional piece, a 
more sophisticated banner communicates the publication’s focus. 

As you may recall, you will work with two types of text in First Publisher: 
regular text and graphics text. Regular text is text used in the body of your 
publications. It “sits” on the baselines and is aligned according to the lay- 
out you chose from the layout gallery, at least in this case. Graphics text, 
on the other hand, is placed on the graphics layer (also called the standard 
art layer). You use the graphics text tool when you are entering graphics 
text, and you can work with the graphics text as you can work with any art: 
copying, moving, cutting, pasting, rotating, inverting, and so on. 

To create the banner for your publication, follow these steps: 

1. Select the graphics text tool (the second A from the top) by click- 
ing it or pressing F9 once. 

2. Display the Font menu by clicking the name in the menu bar or by 
pressing F4. 

3. Select New York to designate the typeface for the banner. 

4. Display the Style menu. 

5. Select Normal and 24 Points. 
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6. Position the cursor about an inch in from the left edge of the pub- 
lication and click the mouse button. If you are using the keyboard, 
use the cursor-movement keys to position the cursor and then 
press F10 twice. 

7. Type Full Moon Review (or a banner of your choosing). 

8. Click the selection tool that is directly below the graphics A on the 
graphics tools set at the far right edge of the screen, or press F9 
once. (Note: The selection tool is used to capture the images that 
you plan to move, copy, delete, and so on.) 

9. Position the arrow just above and to the right of the banner; then 
press the mouse button and drag the mouse down and to the right. 
If you are using the keyboard, press F10 above and to the left of 
the banner; then use the & and + arrow keys to enlarge the box. 
Continue expanding the rectangle until the entire banner is 
enclosed in the dashed rectangle. Then release the mouse button, 
or, if you’re using the keyboard, press F10 again. 

I 

If you make a mistake while capturing part of the graphics element 
with the selection tool, simply release the mouse button and start 

10. Select the hand tool. (Note: The hand tool, which is the tool 
beneath the selection tool, is used to move and position images.) 

11. Position the hand cursor over the banner, press the mouse button 
(or FlO), and while holding down the mouse button (or FlO), 
move the banner into its place at the top of the publication (cen- 
tered above the double lines). If you are using the keyboard, move 
the banner by pressing the appropriate arrow keys. When you are 
happy with the position of the banner, release the mouse button or 
press F10 again. 

You can eliminate the steps for moving the banner by positioning the cursor 
and using graphics text to type the banner in the correct place. Because it’s 
difficult to guess how much room 24-point text will take, however, and 
because you likely will play around with the position of the headlines and 
banners to produce the best possible effect, the procedure for selecting and 
moving graphics text is included here as part of the banner procedure. Fig- 
ure 3.42 shows the publication up to this point. 
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Fig. 3.42. The publication with the graphics banner. 

You may want to modify the banner after you have it in place. You can 
select the banner, using the selection tool, and resize it by selecting Resize 
from the Art menu. Because this Quick Start deals only with the basics of 
creating and placing a banner, the procedure for resizing graphics is dis- 
cussed in Chapter 6. 

Now that you have entered and placed the banner, you can modify it, 
spruce it up, add graphics, or change the banner in any way you like. If you 
decide that you would rather type another typeface or that you want to 
change the name, you can erase the banner by using the eraser tool or by 
selecting the banner (using the selection tool) and pressing Del. 

Adding a Headline 
The procedure for adding a headline is much the same as adding the banner, 
except on a smaller scale. The headline also is created with graphics text. 

To add a headline to the newsletter, follow these steps: 

1. Select the graphics text tool. 

2. Open the Font menu. 

3. Select Geneva. 

4. Open the Style menu. 

5.  Select 12 Point and make sure that Bold is selected. 
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6 .  Position the cursor where you want the headline to go and press 
the mouse button or F10. (If you prefer, you can type the headline 
at any point and then move the headline to the desired place.) 

7. Type the headline 1990: A Year of Full Moons! 

8.  If you typed the headline at the location you want it, you’re fin- 
ished. If you need to move the headline, select it with the selec- 
tion tool and use the hand tool to move the headline to the place 
you want. 

Adding Graphics 
First Publisher Version 3.0 gives you a range of choices for including art in 
your publications: You can choose clip art or high-resolution art, or you can 
use the graphics tools to draw your own art. The Quick Start sections here 
describe the procedures for including both types of art in your sample pub- 
lication and for adding your own graphics touches by using the graphics 
tools. 

Using Clip Art 
One of First Publisher’s best features is the mini-library of clip art that 
comes packaged with the program. These clip art files are like sheets of art 
from which you “clip” the items you want. In this example, you use a 
clip art image-the saxophone-to highlight the banner of the Full 
Moon Review. The clip art you will be using is in the graphics file 
LEISURE.MAC. The procedure for using clip art involves these steps: 

1. Save your publication by pressing Alt-S. (Note: If you don’t save 
the publication first, First Publisher prompts you to save the file.) 

2. Open the LEISURE.MAC file by opening the File menu, selecting 
the Get publication option, highlighting the LEISURE.MAC file, 
and clicking OK (or pressing Fl) .  Depending on where you are in 
the program, you may need to enter a new path. 

3. Select the saxophone clip art by using the selection tool. 

4. Open the Art menu and select the Save art option. 

5.  Enter a name for the clip art file (in this case, sax), and click OK 
or press F1. 

6. Reopen the publication file (SAMP.PUB) by opening the File 
menu, selecting the Get publication option, highlighting 
SAMP.PUB, and clicking OK (or pressing Fl) .  
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7. Get the art by opening the Art menu, selecting Get art, choosing 
the clip art file (SAX.ART) from the window, and clicking OK or 
pressing F1. First Publisher then displays the hand tool. 

8. Position the hand tool where you want the image to be placed and 
click the mouse button (or press F10). The saxophone is then 
placed at the cursor position. 

Figure 3.43 shows the publication after the clip art has been added. 

out *re they qot their Eqqi4408t 
Break. ( A m  thin hint: I&kmn't 
too far from tho editor'o deak ) 

1990: A Yeor of Full Moons! 

Fig. 3.43. The publication after clip art has been added. 

Using High-Resolution Art 
First Publisher Version 3.0 added high-resolution art. As you may know, 
high-resolution art is art that has been created at greater than 72 dpi, making 
the image sharper and clearer than art created at a resolution lower than 
72 dpi. 

Each of the 20 pieces of high-resolution art included with First Publisher 
Version 3.0 is included in its own file, making the procedure for adding 
high-resolution art as simple as possible. To add high-resolution art, follow 
these steps: 

1. When your publication is displayed on the screen, open the Art 
menu. 

2. Select the Get art option. 

3. Select a high-resolution art file (in this case, PARTY.ART) by 
clicking the name and clicking OK, or by pressing F1. 
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4. The hand tool is displayed. Position the hand tool where you want 
the graphic to be placed and click the mouse button (or press 
F10). First Publisher then places the high-resolution art at the 
position you indicated. Figure 3.44 shows the publication with 
both high-resolution and clip art included. 

Full Moon Review 
k b n m  lo another IDDUO of lhe Full 

lake a c k  b o k  a1 our cky'o holtect 
MW pu group, D o n i n g o .  and find 
out v h r e  they qot their Biqqect 
Break. (A@ t?~h hint: I t ~ - k s n ' l  
loo far from thio editor 's  deck. )  

1990: A Year of Ful l  Hoonbl 

n Review. In lhb bow. we'll 4 

x 

5. H - H I p 

Fig. 3.44. Placing high-resolution art. 

I I 

Although you can move, rotate, invert, flip, and crop high-resolu- 
tion art, you cannot magnify or use any of the graphics tools when 
you are working with high-resolution art. 

Using the Graphics Tools 
The last type of graphics procedure included here involves the use of the 
graphics tools, located along the right edge of the First Publisher work area. 
In this example, you'll use the line tool to add a few final touches to the 
banner of the Full Moon Review. 

To use the line tool (or any graphics tool), 

1. Open the publication you want to work with. 

2 .  Click the tool you want to use. 

3. If you want to change the line setting, you can do so by selecting 
Set line width from the Art menu. (For this example, changing 
the line width is not necessary.) 



132 Part I: An Introduction t o  First Publisher 

4. Position the line cursor at the point you want to begin drawing the 
line. 

5 .  Press the mouse button and, while keeping the button pressed, 
drag the mouse in the direction you want the line to go. (If you 
are using the keyboard, press FlO, and use the arrow keys to draw 
the line.) 

6. Release the mouse button when the line is the length you want. (If 
you are using the keyboard, press F10 again.) Figure 3.45 shows 
the completed Full Moon Review. 

lower rate (t imnke to the Fiffit 
Welcome to another bw of the Fu 
Moon Rpvbw. In this bw, w'll 
lake a clocp bok at our ckfo hott 
new + group, Donringo.  and find 
out uhere they 901 their Eiggecl 
h k .  (A + trnh hint: It0 won' t  
too far from this editor's deck . )  

1990 A Year of Full Hoonsl 

Fig. 3.45. The completed Full Moon Review. 

Printing the Publication 
When you're ready to print a copy of your publication, you have only a few 
remaining simple steps: 

1. Make sure that the publication you want to print is displayed on 
the screen. 

2. Open the File menu. 

3. Select the Print option. First Publisher then displays the Print dia- 
log box (see fig. 3.46). 

4. The Print dialog box is explained fully in Chapter 8. For now, just 
click the Smoothed option (or press F5) to get the highest possible 
quality for your first printout. 
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5. Click OK or press F1. 

If you’re like most people, as soon as you see the publication in print, you 
will begin to think of other ways to enhance it. For this reason, you may 
want to print in draft mode most of the time, until you are positively fin- 
ished with the document. Selecting draft mode saves you time-and printer 
ribbons. When you print the final version, use standard or smoothed mode 
to give the publication a more polished look. 

Fig. 3.46. The Print dialog box. 

Chapter Summary 
In this chapter, you covered a lot of ground. The first half of the chapter 
detailed the various First Publisher elements you will use as you create dif- 
ferent publications, and the other half took you through Quick Starts that 
listed the procedures for basic First Publisher tasks. The remaining chapters 
concentrate on building publications the hard way; starting from scratch 
rather than using First Publisher templates. 
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41 
Beginning the 

Publication 

hat would happen to the world if no one planned ahead? Bus drivers 
would get in their buses in the morning and drive around, randomly 

picking up passengers. Interstate highway systems would never get finished 
(maybe that’s the problem). Businesses would go bankrupt. 

Producing an effective publication that is targeted to the correct audience, 
that has the right.tone and image, that is visually appealing, and that is easy 
and enjoyable to read takes a certain amount of planning. Whether you plan 
on a drawing board, in your head, or on paper, the thinking stage of the 
design process is a crucial one. The amount of time you spend planning 
will, of course, depend on the complexity of the project. If you have been 
producing a flyer by writing it out by hand, you will spend little or no time 
planning. If you have just been assigned the job of developing a company 
newsletter, however, you will want to get a basic idea of the type of pub- 
lication your company wants to see before you sit down at the keyboard and 
begin creating. 

After you have thought about text and the type of art you want to use in 
your publication, you are ready to define the page. Defining the page 
involves different steps, depending on which version of First Publisher you 
use. If you are using Version 2.0, you use the define page option in the 
Page menu to set the number of columns, the amount of leading, and the 
margins and gutters for the page. If you are using Version 3.0, the Define 
page option (still in the Page menu) enables you only to set the margins, 
paper size, and orientation for the publication (orientation is a feature new 
with 3.0). You use a separate option, Choose layout, to specify the number 
and placement of columns for your publication. 
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Some First Publisher users prefer to import the text for their publication 
before selecting the number of columns and format. You can follow which- 
ever method is most comfortable for you. If you use Define page or 
Choose layout before you begin creating the publication, you can change 
any or all of the settings at a later time. 

This chapter begins with a set of planning strategies you can use as you 
begin to develop your publication. If you are an experienced desktop pub- 
lisher, you may want to skip ahead to “Opening Publications.” If you are 
new to desktop publishing, you should find the “Designing Your Publica- 
tion” section helpful, offering you a wide range of considerations to help 
you produce the result you want. After you have the project mapped out, 
this chapter shows you how to open the First Publisher file and begin setting 
the specifications for that file. The chapter then concludes with the pro- 
cedures for saving, naming, and deleting files. 

Designing Your Publication 
No one has to argue the benefits of planning: too many of us have suffered 
the consequences of not having thought things through. Although your 
desktop publishing efforts may not be affected severely by omitting the 
planning stage, you invariably will save time and produce a better product if 
you carefully plan the publication you want to produce. 

The design phase of creating a document can be as lengthy or as short as 
you would like. For that matter, although this method is not recommended 
for new users, some people do their best work on-screen, without having 
put any real thought into the design at all. Other people spend hours-or 
even days-thinking about the audience, talking to their constituents, con- 
ducting their own brands of research to find out what looks best and why. 
Most people, however, take 10 to 30 minutes before sitting down at the 
computer and think about the items listed in the following sections. 

Overall Design Tips 
Before you read through the tips for individual project types, here are a few 
general tips you should consider: 

Consider your audience. Who will be reading your publication? Make 
sure that the style of the text and the art you select is geared toward 
that person. If you are composing a serious newsletter for a society of 
nuclear scientists, you may want to avoid using cartoon-style graphics 
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and light, too-friendly text. A sophisticated-looking banner, and a 
serious, factual writing style would be more appropriate for such an 
audience. 

Consider your objectives. If you have inherited the job of producing 
the company newsletter or of producing attention-getting press 
releases for the marketing department of your company, you need to 
consider what goals the materials are intended to meet. Do you want 
to inform, inspire, or motivate? Will the press release go out to com- 
panies evaluating your product or to potential sales prospects? Write 
down your views on the objectives of the publication, and talk them 
over with others in the department. Figure 4.1 shows a sample ques- 
tionnaire that a representative of a desktop publishing firm might use 
io find and document these objectives. 

Keep a folder of styles you like. Whether you produce brochures, 
flyers, menus, or newsletters, keep samples of other peoples’ prod- 
ucts. Typeset or not, mimeographed or professionally printed, the idea 
is not how the product was produced, but whether you can emulate it. 
This folder also can help when people have trouble deciding on a par- 
ticular style or format; you can pull out the samples folder and let 
them show you what they like. 

The sections that follow outline planning strategies for individual projects. 

Planning Newsletters 
First Publisher is used most often to produce newsletters. Figure 4.2 shows 
two varieties of newsletters. 

As you can see from figure 4.2, these two newsletters are drastically differ- 
ent. Baby News and Medical Update may, on occasion, carry a similar arti- 
cle related to pediatrics, but you can be sure that their audience, tone, and 
content are drastically different. Even the art in the publications represents a 
drastically different publishing style. When you begin to plan your newslet- 
ter, consider the following questions: 

What type of design is appropriate for the audience? Baby News 
required a light, friendly design, so a two-column design was chosen. 
Medical Update, on the other hand, needed a more professional look, 
so a more sophisticated layout (three columns on top, two on the bot- 
tom) was selected. (Note: First Publisher does offer a preset layout for 
the style used in the Medical Update publication. This template is in 
the Version 2.0 file 3TOP2BOT.PUB.) 
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reVisions 
Plus 

0 C l i e n t  name: Date: J-1- 

P Project  type: - tkvs ls t te r  - Fl ie r  - M n u a l  l a r d s  -Other 
If M h e r ,  please deacribe: 

~ 

Who will be reading th i s  publication? 

What i s  the purpose of the publication? 

Do you have 0 company logo that  should appear on th i s  publication? 
If p, p l ~ r  attach a sheet shovi ng your compny's logo. 

P H o w  manycolumns? - 1  -2  -3 -4 -Other 
If Other, please describe the format you'd li Le: 

Any special format  considerations? 

0 What type of a r t  will  be used? 

0 How would you l i k e  the banner to  appear? 

When do you need the completed pro ject? -am/pm - /J- 

0 Notes: 

Fig. 4.1. An interview sheet. 
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~ l u m e  4. No. 3 February 19SB 

I s  Your House Babyproof? 

Home Safe Home 
When you f i r s t  bring your baby 

home f rom the hospital,  there 
isn't  much babyproofing to  do. 

plug up draf ty  places and make 
sure that  you've done 
everything possible to  ensure 
that  your in fant  i s  warm and 
content. But as t o  actual 
babyproofing--the act of 
safeguarding your home so Baby 
doesn't get i n to  anything that  
might hurt him--that won't rea l ly  
s ta r t  un t i l  your baby s ta r t s  to  
become mobile. 

Most parents are faced w i t h  
babyproofing as soon as their baby 
s ta r t s  to  scoot. 

According to  Wilma Scott, who 
has four chi ldren under the age of 
SIX, "My k ids a l l  learned to  crawl  
because they discovered that 's 
how they could get i n to  things." 
W i  Ima's f ive-month-ol d 
daughter's f i r s t  scooting 
excursion took her  s t ra ight  to the 
nearest e lect r ica l  outlet.  -I knew 
then I was i n  f o r  trouble," says 
Wilma. 

I f  i t ' s  winter t ime,  you probably 

c 

As a chi ld's movement becomes 

less l imited, he f inds more 
trouble spots t o  explore. And, as a 
result, you f ind yourself 
babyproofing your home gradually: 
When Junior begins t o  crawl, you 

make sure everything 
dangerous w i th in  reach 
i s  removed. When he 

pul ls himself up, the 
i t ems  on the coffee table 

0 disappear. When he begins 4 walking and climbing, even 
more babyproofing takes place 

Understandably, the i tems 
most parents and child-care 

experts worry  about are the 
poisonous ones: household 

cleaners, sprays, some plants. 
However, there are other i t ems  to  
watch fo r  as wel l .  

A hanging tablecloth i s  an 
inv i ta t ion fo r  your toddler t o  play 
tug-of-war. Avoid placing hot 
foods or  drinks on a table where a 
chi ld can pul l  them o f f .  

Never leave ashtrays ( w i t h  
burning cigarettes or  otherwise) 
i n  a chi ld's reach. 

whether a plant i s  poisonous, play 
! f  you're unsure about 

'cb 1988 Baby News 

Fig. 4.2. Two newsletter samples. 
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Research Shows Surprising Results 

N e w  Strategies for Mitral Valve Treatment 

ecent research hat proven that R mit ra l  inaufficiency f rom 
connective tissue disorders and a 
variety of other c a w s  areleading 
physicians to consider m i t r a l  
valve reconstruction as a viable 
alternative for  patients sufferinq 
f rom mi t ra l  disorders. 

Seei nq the advantages to mi t  ra l  
valvular reconstruction has been 
slow for many leading physician$. 

However, mi t ra l  valve 
reconstruction offers a lower 
percentaqe of long-term 
morbidity and m r t a l i t y  than 
replacement offers. 

The research demonstrates 
that,ifcaughtearly, mi t ra l  valve 
r e p a i r i s  mucheasieron the 
patient and i s  a safer operation to 
perform. 

Thia procedure h w  been slow to 
pain acceptance bccade accurate 
methodaof obtaininp reaearch 
data have not been 
available 

have had trouble 
seeing the 
rea l  value i n  
considering 
m i t r a l  valve 
reconstruction ...- 

toasseaa whether or  not the 
procedure i s  wor th thecost and 
rir k -  -al beit mi  ni mal - -to 
patients. 

Color mappinq i s  a technique 
that superimposes on the 
two-dimensional echocardiogram 
color that highlights the blood flow 
velocity and direction. This color 
mappinp allows physicians to 
determine whether a weak valve 
doe$ i n  fact warrant further 
test ingasto the possibi l i tyofa 
mi t ra l  valve reconstruction. 

Thia technique also lends i tse l f  - toother diagnostic proceduresas 
well. When a ventr icular clot i s  
suspected, the color mappinq 
procedure can be used to 
determine whether a clot exists, 

Researchers have recently 
attempted u s i q  i ntraoperative 
cardiaccolor-flow mappinpas a 
method ofpathering the 
statistical data theu need i n  order C ' m t W r u r M .  3 .. 

Family Service Unit Opens at Mount Sinai 
Minnie Mouse Coat. Sure; But Hickey Mouse Work? NO Way. 
He wears a Minnie Mouse coat and his office i s  f i l led 
wi th  toys and stuffed animals, but for  D r .  Howard 
Levy, l i f e  i s  anything but frivolous. The playful 
trappings constrast sharply w i t h  the tragedy that 
confronts Dr. Levy w i t h  each patient he sees. Dr. 
Levy i s  the director o f  the Pediatric Ecology Unit at 
Mount Sinai Medical Center inChicaqo. I t 's thef i rs t  
faci l i ty i n  the nation deaipned to evaluate and treat 
vict ims and families ofch i ld  abuse and neglect. 

old. I t  offersa relaxed.co2yatmosphere. None ofthe 

staffwear uniforms, and the rooms are furnished 
more l i k e  a home than a hospital. The walls are 
adorned wi th  finqer paint ingsandcrayonartwork. 
"The wholeenvironment here,"says Dr. Levy. "is 
aimed toward warmth." 

Sadly, for  many o f  the young patient$, the warmth 
of the unit i s  the f i rs t  they havcexperienced. 

The Mount Sinai unit  i s  structured to qive each 
child theattentionheneed3.Oneoithe best thinqs 
about it, note the doctors, i s  the way they take things 
"at thechi ld's speed " Kids are piven t ime to warm 

mnthmd on oa 2 

The unit treata patients from newborn to 14 years 

Medica l  Update 1 Feb 1989 

Fig. 4.2 -Continued 
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How many pages will the newsletter cover? Will you want to repeat 
this design for subsequent pages? As you design the cover page, think 
about whether front-page articles will continue on inside pages. 

How many articles will be involved? Block out the number of articles, 
the approximate length, and the planned placement for the articles. 

What type of banner does the publication need? Will you be designing 
the banner or has your company already created it? Will you need to 
scan the banner from an existing document? Again, as you create the 
banner, keep the audience in mind. An appropriate, eye-catching ban- 
ner gives the reader the first impression of a publication and may 
determine whether your project goes in the In box or gets dumped 
without a second look. 

What kind of art will be involved? Will you be using clip art, scanned 
photos, or freehand graphics? Is the type of art you need available in 
computer form or will you need to leave space on your printout to 
paste in the items before you take the publication to be duplicated? 

Planning Flyers and Brochures 
Attention-getting flyers are easy to produce with First Publisher. In less 
than an hour, you can design, create, and print a flyer that is ready to be 
photocopied or printed and sent out. When you are planning a promotional 
piece- whether a flyer or a fold-out brochure -consider these questions: 

What kind of business are you promoting? If the flyer is advertising a 
service business, the text and graphics you choose for the flyer should 
convey that idea. If you are promoting a product or advertising a sale 
at a local retail outlet, you may want to create a graphic that resem- 
bles the product. 

What i s  most important about what you’re trying to say? A flyer is a 
“hit-’em fast” type of publication. Much of the communication 
power must rest on the graphics, and you must choose your words 
carefully so that you convey the strongest message possible in a small 
number of words. Figure 4.3 shows two flyers: one is effective, and 
one isn’t. 

What type of graphics should be used to grab readers’ attention? 
Because sales is people oriented, a friendly-yet-serious image is best 
for may businesses. You want the public to think you run a person- 
able business but that you take your work seriously. The graphics you 
choose should reflect the image you want to portray. A business that 
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Winter 's  Coming! 
Don't Get Left Out in the Cold 

Call Peterson's Heating and Cooling 
Office: 575-0002 
Emergency: 555-9944 

We can 
0 Check your furnace 
0 Clean your vents 
0 Caulk your windows 

Add insulation 

Give U s  a Call Before Your Furnace 
Leaves You on Ice! 

Fig. 4.3. You cart scan the publication on the left quickly; the flyer on 
the right has too much text. 
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Let Maids, Inc. take care o f  everything i n  your house, f rom the mi ldew 
i n  your basement t o  the cobwebs i n  your a t t ic .  From top t o  bottom, w e  
can clean your house--daily, weekly, monthly, bi-monthly. o r  on an 
as-called basis. 

With over 25 years o f  experience in  thE Minneapolis area, w e  a t  Maids, Inc. 
take pride i n  the jobs w e  do. Our services include dishes, laundry, 
vacuuming, windows, bathrooms--and we're available f o r  larger 
jobs l i ke  spring cleaning, moving preparations. and any other happening 
that requires a quick, thorough housecleaning. 

With a s ta f f  o f  14 employees, Maids, Inc. can be f l ex ib le  w i t h  the 
scheduling o f  your housecleaning appointments. Do you work a t  night? If 
you'd prefer a maid drop by when you are out--even i f  you work odd 
hours--we can arrange t o  have one of  our maids do the job when i t ' s  most 
convenient f o r  you. Weekends, evenings, and day ra tes  d i f fer ,  so ask the 
Maids, Inc. representative about charges when you cal l .  

Now, f o r  a short t i m e  only, Naids, Inc. i s  of fer ing a f ree "get acquainted'' 
discount. We'll come clean your home f o r  only $15; then, i f  you sign a 
6-month contract, you can '"lock in"  a price o f  only $25 per v i s i t .  

Fig. 4.3-Continued 
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makes home-knitted baby booties, for example, could be more relaxed 
in its business-like portrayal-but generally, buyers want to know that 
they are paying for a professional product. The graphics you choose 
for the flyer should reflect this professionalism. 

Planning Business Cards 
and Stationery 
Probably the most important aspect of business cards and stationery is the 
company logo. Selection of a logo should be a careful process: choose 
something that in some way “connects” with the service or product you 
offer. Don’t just select a graphic for art’s sake. Putting a penguin next to 
the company name, Walter’s Cleaners, will not work: it may be cute, but it 
will not mean anything to anybody. (If the name is Pen’s Cleaners or if 
you’re running the Petite Penguin restaurant, on the other hand, such a 
graphic would be appropriate.) Figure 4.4 shows a few sample company 
logos. 

revisions 

Unfimited 

n . L U k  
Y n r  I I I S  

Mongo’s Music &* 

Fig. 4.4. Three sample company logos. 
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If your company has an existing logo that employees are are happy with, 
you can scan the logo so that you can use it in their First Publisher docu- 
ments. (For more information on scanning images, see Chapter 10.) 

When designing your company’s business cards and stationery, consider 
these tips: 

Make the design of your cards, stationery, envelopes, and other 
printed items consistent. After you have decided on a logo, use that 
logo on all your printed materials-even your newsletters. You can 
play on the design if you want, varying it slightly for envelopes, 
maybe enhancing it for the business cards, but keep the basic ele- 
ments the same. This consistency will help keep your company’s 
name and symbol in the reader’s mind. 

Keep the design simple and memorable. Choose a design that doesn’t 
fill up the card or the stationery. Remember that the unprinted space 
on any document is just as important as the printed space. If readers 
encounter a piece of material that looks difficult to read, has only a 
small amount of white space (unprinted space), and has a crowded 
design, chances are they will not even attempt to read it. 

Make sure that the stationery doesn’t “overwhelm” the printing. Re- 
sist the temptation to overdo your stationery. A simple design with the 
company logo at the top is more effective than a form that includes 
heavy rules all around the page and combines a heavy-duty graphic 
element with a company name. You want the reader’s eye to be 
pulled to the typed text, not drawn repeatedly to overwhelming 
graphics. 

Highlight the company name. Use the graphic elements to call atten- 
tion to the point you really want the reader to remember: your com- 
pany’s name. Make sure that you leave enough white space around 
the name so that the reader’s eye is drawn easily to that point. A clut- 
tered business card may not make it to the Rolodex-it might go 
straight into the trash. 

Handouts for Training 
Training handouts require even more planning than the average publication 
because you have an additional purpose: you hope to teach students some- 
thing about a particular subject. The design of the dccument should lend 
itself to a “quick look” format; readers should be able to tell, based on the 
design, what on the page is most important for them to read first. Figure 
4.5 shows a sample handout. 
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Objectives: 
0 To understand the purpose of desktop publishing 

To  gain f a m i l i a r i t y  w i t h  the desktop publishing process 
T o  see how F i r s t  Publisher compares w i t h  o ther  programs 

I n  this session, we'll explore what the desktop 
publishingindustrycan mean to your businessas both 
a money-making and a communication tool. Then, after 
the break, we'll i l lus t ra te how Fi rs t  Publisher 
answers those needs,as well. 

For those o f  you considering l o r  the f i r s t  time the 
possibil i ty of publishing your own materials, desktop 
publishing represents a valuable, cost-effective 
SOlUtiOn. When youta l ly the money youspsndsending 
work out to  be typeset and printed--rat t o  mention 
t h e t i m  wastedorthelossofcontrol--you w i l l  
rea l izethsta desktop publishingsystem, dependingon 
which one you buy and how often you use i t ,  can earn 
back i t s  cost i n less than one ywr, 

Desktop publishing makes your communication wi th  
the public an open daarvay. Want to  anraunce a new 
product?Thinkabout how simple i t  would be tos i t  
down,createa publication, pr in t i t ,andsendi tout .  

Rather than spending days o r  even weeks on the 
conventional methodof publishing, waiting on the 
typesetter t o  pt to  your material, waiting for the 
Printer to  fit i t  in to  the schedule, you keep control of 
your project. That'sa major benefit. By retaining 
control of your project, WII are the only one who can 
hang things up. 

0 

An overview 
of F i r s t  

I Publisher 

Creating a 
publication 

I 

I I 

Designing 
soecial ized 

I 

documents 

rcliaiona Plus also offers 
t ra i  ni ng sessions on 

Editing 
Wr i t i ng  
Outlining 
Wr i t ing Children's Bwks 
Wri t ing Training Materials I Writ ing  for  Magazines 

Fig. 4.5. A sample handout for a training class. 

When you are designing handouts, consider these tips: 

Make your class objectives known. Place the objectives-or goals-of 
your course in an easily identified spot on the handout. 

Keep the handout brief, with only enough information to refiesh the 
reader's memory when the handout is read later. If you pack too 
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much text into the handout, the effect of quickly “reminding” the 
reader is lost. Usually one or two pages is sufficient. The longer the 
handout, the less likely it is to be used outside of class. 

You may want to include space for notes. Depending on the nature of 
your course and whether you are pressed for space on the handout, 
you may want to include a spot for notes on one page. 

Make the major points easy to find. Use graphics to highlight the most 
important points on a page. You can use numbered steps, boldface 
type, or a graphic element such as an icon to draw the reader’s eye to 
the important topics. 

Use boxed material to reinforce concepts introduced in the text. 
Boxed information can be effective in restating, or summarizing, a 
topic introduced in text or in class. Keep boxed material brief. You 
may want to consider adding a drop shadow behind the box (the pro- 
cedure for adding drop shadows is explained in Chapter 6 ) .  

Summary of Design Strategies 
Before designing your publication, think about the following points: 

Cl Your company’s expectations 

The type of format that will appeal to readers 

Li The purpose of the publication 

How many columns you want 

What type of graphics you need 

When you have a clear picture of where you want to go with a publication, 
you’re ready to define the first page of your project. 

You may find that as you become proficient with First Publisher, you spend 
less and less time on the planning stage. But if you start with a clear image 
of where you want to be when you finish creating your First Publisher docu- 
ment, you will have an easier time getting there. 

Opening Publications 
When you begin using First Publisher to create your project, the first step 
after the paper-and-pencil design stage involves opening a publication. If 
you are creating a new publication, you don’t need to do anything: First 



150 Part 11: The Basics: Creating a Publication 

Publisher automatically displays a new, blank screen right after you start the 
program. As figure 4.6 shows, the word NEW appears in the upper right cor- 
ner of the screen. (Note: With First Publisher Version 3.0, the New marker 
has been replaced by A l t - H  = Help.) 

Fig. 4.6. The new file in Firsr Publisher. 

If you plan to use an existing publication, you have two options: you can 
retrieve a publication you already have worked on by selecting Get pub- 
lication, or you can use Get publication to choose a First Publisher temp- 
late. Although for the sake of the discussion in this chapter it is assumed 
that you want to design a new publication from scratch, the following sec- 
tions explain each of these two options. 

Selecting a File 
First, to select a file you already have created, you need to access the File 
menu. To access this menu, move the mouse cursor up to the word File in 
the menu bar and click the mouse button. (If you’re using the keyboard, 
press Fl . )  When the File menu is displayed, move the mouse to highlight 
the Get publication option and click OK. If you’re using the keyboard, you 
can use the down-arrow key to highlight the option and then press Enter. 
(You also can skip the menu selections altogether by pressing Alt-G.) The 
Get dialog box, shown in figure 4.7, then is displayed. 
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Fig. 4.7. The Get dialog box. 

Look through the file names shown in the small window on the left side of 
the dialog box. As you can see, this window also has an elevator bar that 
you can use to display more files. Notice that the Get button appears gray 
rather than black; this dimmed appearance indicates that the Get button can- 
not be used until a file is selected. When you find the file you want, click 
the file name to highlight it (or highlight it by pressing F10 and using the 
arrow keys to move the highlight bar to that item). Then click the Get but- 
ton or press F1. If you have chosen the wrong file or decide at this point not 
to proceed, click the Cancel button, and the screen is returned to the blank 
file that was originally displayed. 

If the file you want is not displayed, it may be in another directory. Check 
the path designation to see whether you need to type a new path. If you 
need to review the path concept, refer to Chapter 2. 

Working with Different File Types 
The type of file you are looking for determines the type of files First Pub- 
lisher displays in the Get dialog box. For example, when you select Get 
publication, the default path First Publisher searches ends with PUB, 
meaning “find and display all files that end with the extension PUB.” 
Table 4.1 shows the relationship between the selected Get option and the 
file name extension for First Publisher Version 2.0. 
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Table 4.1 
Working with First Publisher Version 2.0 Files 

When you select 
First Publisher looks 
for the extension 

Get publication PUB 

Get graphics MAC 

Get text TXT 

Get art ART 

First Publisher Version 3.0 removed the Get graphics option from the File 
menu. In the older version, you use Get graphics only when you want to 
open one of the clip art files that was included with the program. These clip 
art files ended with the MAC extension. Version 3.0 enables you to get 
both clip art and the new, high-resolution art with the Get art option in the 
Art menu. 

You can display any other files in those subdirectories by changing the path 
designation. For example, the path 

C: \PUB \ * .PUB 

means that First Publisher has looked in the PUB directory to find and dis- 
play the files that end with the extension PUB. If you have stored your 
publication files in another subdirectory, the window in the Get dialog box 
may display No matching files were found. This message doesn’t mean 
that no files are in that subdirectory; it means that First Publisher didn’t find 
any files with the extension PUB. To see which files are stored in that 
directory, you can change the path to the following: 

C : \ PUB \ * . * 
This path says to “find and display all files in the PUB directory.” Sim- 
ilarly, if you know the extension of the file you want, you can specify that 
extension, as in the following: 

C: \PUB \ * .PCX 

(Note: The PCX extension is the extension for graphics files created in or 
converted to PC Paintbrush.) 

If you are using a two disk drive system, this procedure is less complicated. 
The path designation most likely i s  b:*.pub, and the same rules mentioned 
previously apply for the various file types displayed. 
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After you click the Get button (or press Fl), a dialog box appears, telling 
you that the file is being read and then formatted (see fig. 4.8). Your file 
then appears on the screen. 

I 

Orttln(l dooumrnt 
. . A I # -  rprn 

... w r r d l n m  droumrnt 

Fig. 4.8. The “in-process’’ dialog box. 

First Publisher Version 3.0 gives you the option of setting default paths by 
using the Customize option in the File menu. 

Choosing a Template 
If you are choosing a template, the procedure for opening a publication is 
basically the same. But first, if you don’t have the template files on your 
hard disk or if you are working on a two disk drive system, you need to 
make sure that First Publisher has access to the template you want. Chapter 
3 describes the templates available on the Version 2.0 Sampler Disk and 
shows you what each template looks like. The Version 2.0 templates from 
which you can choose are the following: 

NEWS.PUB 
FLYER.PUB 
1NVOICE.PUB 
LIST.PUB 
CARD. PUB 
BUSINESS. PUB 
MENU. PUB 
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On Program Disk 2 of Version 2.0, you will find seven additional newslet- 
ter templates that give you a variety of format choices. The newsletter for- 
mat templates are the following: 

lTOP2BOT.PUB 
1TOP3BOT. PUB 
?TOP 1BOT.PUB 
2TOP2BOT.PUB 
2TOP3BOT.PUB 
3TOP 1 BOT. PUB 
3TOP2BOT. PUB 

The names of these templates really give away their content; for example, 
lTOP2BOT.PUB is a template in which the publication is designed to have 
one column on top and two columns on the bottom. 

These templates, which were new with Version 2.0, are a great enhance- 
ment to First Publisher. As you will learn in Chapter 5, working with base- 
lines-the lines on which the text is placed-can be a tricky job. In these 
templates, the baseline work is done for you; all you have to do is fill in the 
text and add graphics. 

As you may recall from Chapter 3, First Publisher Version 3.0 has few- 
er-and different-templates. The only templates that have remained the 
same as those packaged with Version 2.0 are the NEWS.PUB and the 
CARD.PUB templates. Version 3.0 has removed the 1NVOICE.PUB temp- 
late and all seven newsletter templates that were available with Version 2.0. 
(You still can use those templates, however, with Version 3.0 files.) All 
other templates available with Version 3.0 are new. These new templates 
include the following: 

FLYER.PUB 

LETTER. PUB 

MAILER. PUB 

SANDWICH.PUB 

A flyer that replaces the old FLYER.PUB 

A template for creating a letterhead 

A two-page template for producing a brochure 

A template for producing menus 

In addition to the inclusion of the templates, First Publisher Version 3.0 
offers an alternative to all that baseline work by providing you with a 
gallery of formats from which you can choose when you create your pub- 
lication. With 20 preset formats, in a variety of columns and placements, 
First Publisher gives an alternative to those intimidating-or annoy- 
ing-baseline maneuvers. For more information about using the preset for- 
mats in the layout gallery, see “Working with the Layout Gallery” later in 
this chapter. 
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When you have the appropriate disk in the drive or have copied the template 
files to the hard disk, select Get publication from the File menu. When the 
Get dialog box is displayed, click the template file you want and then click 
the Get button. (If the template files are in drive B, you need to make sure 
that the path designation begins with b:.) After the “in-process” dialog box 
appears and disappears, the template is displayed. 

Remember when you save the file to specify a file name other than the 
name of the template (NEWS.PUB). Otherwise, the original template file 
will be overwritten. For more information, see the section “Saving Files” 
later in this chapter. 

Setting Up the Page 
Because First Publisher Versions 2.0 and 3.0 approach the page definition 
concept in a different way, both of these procedures will be treated indepen- 
dently. In the next section, you will learn how to define the page if you are 
using First Publisher Version 2.0. With this process, you basically set the 
following items by using the Define page option on the File menu: 

Q Choose the number of columns 

Q Set the left, right, top, and bottom margins 

Q Choose the leading 

0 Choose the justification (alignment) of the text 

Q Set the gutter (space between columns) width 

First Publisher Version 3.0 splits the page definition process into two parts. 
Because of the addition of the layout gallery feature, First Publisher Version 
3.0 limits the following tasks to the Define page option: 

Q Set the left, right, top, and bottom margins 

Q Choose paper size 

Cl Select the orientation 

Then, in the Choose layout option (also in the File menu), First Publisher 
Version 3.0 enables you to choose the number of columns, select from a 
variety of preset layouts, or adjust a preset layout to meet your needs. Later 
in this chapter, the section “Working with the Layout Gallery” explains 
how to select, adjust, and use a layout from the layout gallery. 
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Defining the Page with Version 2.0 
When you are creating a publication from scratch, you need to tell First 
Publisher how many columns you want the publication to include, how 
much leading (white space) you want to appear between each line, and how 
much room you want allotted to the margins and the gutter (the vertical 
white space between columns in a publication). The margin and gutter set- 
tings are measured in inches; the leading, in points. (A point is a standard 
unit of measurement for type equal to about 1/72 inch.) With First Publisher 
Version 2.0, you use the Define page option on the Page menu to specify 
these settings. Figure 4.9 shows the default settings for the Define Page 
dialog box in Version 2.0. (Note: Your margin settings may be different, 
depending on the printer you are using.) 

Fig. 4.9. The default settings for the Define Page dialog box. 

You can use the settings either as they are, or you can enter new settings. 
When you want to change a setting, simply position the cursor in the box 
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next to that setting by moving the mouse cursor to that location and clicking 
the mouse button. If you are using the keyboard, you can use Tab, Enter, or 
the arrow keys to reach the setting you want to change. 

When you have finished modifying the settings, click OK and First Pub- 
lisher saves the settings for the current publication. 

~ I 

When you use Define Page to enter settings for the current page, 
those settings are also in effect for any pages following the current 
one. You can select different settings for the following page by 
selecting Define page when that page is displayed on the screen. 
Doing so will not affect the original page, but any pages you add 
after that one will take on the Define page settings of the modified 

Setting Columns with Version 2.0 
The number of columns you select depends largely on the decisions 
you made while designing the publication. First Publisher allows up to 
four columns. (However, you can use the templates 2TOP3BOT.PUB or 
3TOP2BOT.PUB or create your own similar design to give the appearance 
that five columns are used. Creating another design involves the manipula- 
tion of baselines, which are covered in detail in Chapter 5.) 

As figure 4.9 shows, the default setting for columns in Version 2.0 is 1, 
meaning that when you type or import text into the publication, the text is 
placed in one column that extends across the screen. 

To change the column setting, simply type the number of columns you 
want. Figure 4.10 shows two sample publications: one has one column, and 
one has four columns. 



158 Part 11: The Basics: Creating a Publication 

Let Maids, Inc. take care of everything i n  your house, f rom the mi ldew 
i n  your basement to  the cobwebs i n  your a t t ic .  From top to  bottom, we 
can clean your house--daily, weekly, monthly, bi-monthly, or  on an 
as-called basis. 

With over 25 years of experience in  the Minneapolis area, we a t  Maids, Inc 
take pride i n  the jobs we do. Our services include dishes, laundry, 
vacuuming, windows, bathrooms--and we're available f o r  larger  
lobs l i ke  spring cleaning, moving preparations, and any other happening 
that  requires a quick, thorough housecleaning. 

With a s ta f f  of 14 employees, Maids, Inc. can be f lex ib le  w i t h  the 
scheduling o f  your housecleaning appointments. Do you work a t  night? I f  
you'd prefer a maid drop by when you are out--even i f  you work odd 
hours--we can arrange t o  have one of  our maids do the job when i t ' s  most 
convenient f o r  you. Weekends, evenings, and day rates dif fer, so ask the 
Plaids, Inc. representative about charges when you cal l .  

Now, fo r  a short t ime only, Maids, Inc. i s  o f fer ing a f ree "get acquainted'' 
discount. We'll come clean your home fo r  only 0 15; then, i f  you sign a 
6-month contract, you can '"lock in"  a price of only $25 per v i s i t  

Fig. 4.10. Examples of different column settings 
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Culver, Diana 
9 4  Wedgewood 
8 3 3 - 5 4 5 4  

Daniels, Marge 
1 4  Snodhopper 
575 -8773  

DelVerne, Anita 
7 6  Linda Ln. 
575 -8880  

Dracula. R.J. 
31 HalloweenCt. 
833 -0000  

Eggbert, Ronald 
8 3 2  N. 108th 
8 3 2 - 7 7 4 4  

Eltrroth, Jeanne 
465  N. 197th 
833-5656  

Fangard, Elise 
45  N. Windfield 
833 -21  3 3  

Fenwick, Patricia 
688  N. Holston 
832-7878  

Freeley, Lisa 
9 0  Redrose Ct. 
832 -7666  

Granger, Peter 
9 8  Harpington 
8 3 3 - 5 5 5 5  

Gump, Marcia 
141  5 N. College 
5 7 5 - 5 3 3 4  

Harlan, Dsrla 
51  N. 198th 
575-9001  

Hawthorne, John 
6 7  River S i .  
8 3 3 - 9 8 4 4  

Hendricks, Shay 
2 3 0 4  Srentwood 
833-8989  

Hooker, Sarnatha 
4 8  Wi rdfield 
8 3 2 - 1  11 1 

Hummingbird, P. 
4500  N. 103 rd  
575-8660  

James, Danielle 
15  Redrose C t .  
8 3 3 - 7 8 3 3  

Jarvis, Paula 
2 3  Ellerbee 
8 3 3 - 4 4 4 4  

Johnson, Mike 
6 7  Ellerbee 
833-8888  

Kittle, Dean 
333  Wedgewood 
832-  I 4 1  4 

Land, Marcia 
51  7 N. College 
5 7 5 - 8 8 8 0  

Lawton, P. 
1 9  Linda Ln. 
5 7 5 - 3 4 7 2  

Long, David 
6 7  Harpinpion 
833-7641  

Lump, Renita 
733  Teagarden Ln. 
832 -  4 4 4 4  

Manx, K i t ty  
5 5  Petrie Place 
833-7699  

Mellencamp. Joan 
14Traverre Way 
8 3 3 - 4 7 4 7  

Mitchell, Mona 
819  Ellerbee 
832-1  1 I 9  

Fig. 4.10-Continued 
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Changing the Number of Columns on an Existing Publication 

In First Publisher, you can change the number of columns without 
losing the text or starting over with the publication. Even after you 
have placed text and graphics, you can go back to Define page and 
change the number of columns you had specified. Before changing 
settings, however, remember to save a copy of the publication 
-just in case you don’t like the change. 

Because the text and graphics layers are independent of each other, 
you don’t have to worry about text in any way harming the 
graphics you already have placed. 

One additional tip: When you set the number of columns with 
Define page, choose the maximum number of columns you think 
you might use. If you later decide that you want to use three col- 
umns instead of four, for example, you can “zero out” the 
unwanted column. On the other hand, if you choose three columns 
and then decide you really need four, you have no way to break 
apart baselines to make another column. (The procedures for 
modifying baselines are discussed in Chapter 7.) 

Setting the Leading with Version 2.0 
The leading is the amount of white space that appears between lines. The 
amount of space between lines will vary depending on the typeface you use 
in the body of the document. Figure 4.11 shows a flyer with 18-point lead- 
ing. Figure 4.12 shows the same flyer with 9-point leading. 

First Publisher accepts leading amounts between 9 and 72 points. If 
you specify any other amount, you are prompted to correct the 

Aligning Text with Version 2.0 
Also in the Define Page dialog box, you can choose the way text is aligned 
in the columns. You can specify one of the following, as shown in 
table 4.2. 
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Let  Maids. Inc take care of  everythtng i n  your house, f r o m  the m i ldew 
i n  your basement t o  the cobwebs In  your a t t i c  From top t o  bot tom, we 
can clean your house--dally, weekly, monthly, bl-monthly, o r  on an 
as-called baS1S 

With over 25 years of  experlence I n  the ninneapol is area, w e  a t  Malds, Inc 
take pr ide I n  the jobs w e  do Our servlces include dishes, laundry, 
vacuuming, windows, bathrooms--and we're available f o r  la rger  
jobs l i k e  spr ing cleantng, movlng preparatlons, and any o the r  happenlng 
tha t  requires a qutck, thorough housecleaning 

Wi th  a s t a f f  of 14emolouees Maids. Inc can be f lex ib le  w l t h  the 

\ 

Fig. 4.11. A flyer with IS-point leuding. 

f 

Let Val&, Inc. takecarcofcverulhlrqln your how,from t h  mlldavln your bocmnt to t h  
c~bwbinyoura t t l c .  Frorntoptobottom,vc canclaan your houx--dslly,vwkly,mont~ly, 
bl-month1 y, o r  on an m-call8d h t a .  

W i t h m r  25 wort ofcxprlcncelnths Mlnraspolisarr,vcat Val&, l r c b k e  p r lds ln ih  
jobvrdo.Our~rvt~lnclulsbish.r . laundry,vquumlnp,vindwr,  bathrmms--tndm'm 
availablefor larpar j o b l i k c  rprlrqcleanlrq, mvirq preprattom,andanyothr happnlrq 
that requires aqulck,thoroqh tmLc8claaninp. 

Mtht r ta f fo f  14employsss. ntidt,Inc.can b e f l c x t b l e w i t h l h x ~ u l i n p o f  your 
houMcleanlnp applntmntt. Do you wrk at night? If you'd prefar a m id  drop by vhn you are 
ou t - -mn  if you work odd hour$--vr can a r r o w  to b e  om 01 our mi& do thc j o b  w h n  11'3 
mostcomnnlantlor you.Wwkand~,s*cnirqa,andday ratesdiffer,)oaskth 
tlalh, Inc. rcprcscntatlveabovtcharqnvhn youcall. 

b w ,  for a short time only, Val&, lnc. i s  offerirq a free - r t  acquainted-discount. W e l l  coma 

Fig. 4.12. A flyer with 9-point leading. 
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Table 4.2 
Text Alignment Commands 

To specify Type in the Text Justify Box 

Left-justified text L 

Right-justified text R 

Full-justified text J 

Centered C 

If you already know how you want the text to look, you can go ahead and 
specify the setting you want. (Left-justified, the most common alignment, is 
the default.) Like the other items on the Define Page dialog box, you can 
change this setting later if you change your mind. 

If you look at other newsletters, you will see that left-justified text is the 
most common. The text is lined up along the left edge of the column. 
Right-justified text aligns down the right edge, and full-justified text ‘‘fills 
out” the lines with spaces so that each line extends to the left and right 
margins. Figure 4.13 shows examples of various justification settings. 

Lot Mal&. Irc.lakocaroofewryth1np 
I n  your howe,fromthamildavin 
wur bsssmrdtottmrnbwbain your 
attlc. From lop to bottom, M can 
)lean wur  how--dsilu,weklu, 
monthly, bl-monthly,or onan 
aa-call44 basis. 

Let E(sl&, irc. l a b  are of ewruthtq 
I n  your how, from ths mlldsv In 

your bawnsntlolhscobvebain your 
elHc. From top to bottom, M a n  
clean your how--ds l ly ,veakly .  

monlhlu. bl-monthly, or onan 
a*-aIled bash 

j usiificati.a 

Lot Pblds, lrc t a b  cere of evaruthtnp 
i n  your house, from tha mtldav In 
your bsrcmnt 10 lhs m b w b  In  your 
att ic From top to bottom, ve can 
clean your houss--delly. vsskly, 
monlhly, bl-monthly, or on an 
aJ-call44 basis. 

Lot Mi&, IN. take care ofovoruthinp 
I n  your tmuss,fromths mlldsvln 

your baamnl lo lhscobwbInyour  
attic. From lop lo bottom, v e  can 
clean your hou%--dslly, wekly, 

monthly, bt-mon1hly.oronan 
a$-eaIled bast¶. 

Fig. 4.13. Examples of justification settings. 
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Remember that if you select the Centered option, all text within the col- 
umns will be centered. If what you really want to do is produce a centered 
heading, you use the Center option available in the Baselines menu. (This 
procedure is explained in Chapter 7.) 

Setting Margins and Gutters with Version 2.0 
The margins you set for your First Publisher documents depend, in part, on 
the capabilities of your printer. The defaults that First Publisher assigns to 
the Define Page settings on your system depend on the printer you specified 
during the installation procedure. 

Figure 4.14 shows the Define Page settings for an Epson FX-286e printer. 

. 
Fig. 4.14. Default Define Page settings for an Epson FX-286e. 

You can modify the margin settings to meet the needs of your particular 
publication. Don’t “cut into” the default margin settings if you’re trying to 
pick up room, however. The margins displayed by First Publisher are the 
smallest you should use; if you decrease the amount of space allotted to the 
margins and then print text or graphics out into that space, the text or 
graphics may be cut off or distorted. 

If you plan to modify the margin settings, do so by increasing the amount 
of space you give to margin allotment. In other words, enter a larger num- 
ber in the boxes that display the margin settings. Remember to use decimal 
settings to indicate the margin size-that is, use 1.75 instead of 1 3/4. 
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I I 

It is easier to make room for a banner you add in graphics text by 
adjusting the top margin at this stage. Otherwise, you must use 
Adjust below on the Baselines menu to move the baselines down 
to make room for the banner. (More about baselines is explained in 
Chapter 7.) 

A Defining the Page with Version 3.0 
As mentioned earlier in the chapter, Version 3.0 introduces a new method 
of working with page definition. Unlike the old method-in which you 
entered the number of columns you wanted and First Publisher displayed 
the page segmented in the specified number of columns-First hblisher 3.0 
gives you a library of column arrangements from which you can choose the 
one best for your publication. This “layout gallery” feature is terrific: it 
saves you a considerable amount of time and trouble and enables you to see 
basically how your publication will look when you enter text. With the 
addition of this layout gallery feature, the makers of First Publisher divided 
the duties of the Define page option in the File menu. Now, rather than 
placing all the various page settings in one box, Version 3.0 divides the 
responsibility for the basic page settings -margin, orientation, and paper 
size-into one option (Define page) and places the column number and 
arrangement decisions in another option (Choose layout). 

The first thing you should do when you open your new First Publisher doc- 
ument (assuming you have thought about your design strategies) is open the 
File menu and select Define page. The dialog box shown in figure 4.15 is 
then displayed. 

As you can see, you only have a few choices to make. What margins do 
you want? What paper size will you be using? What is the physical orienta- 
tion of your publication, portrait or landscape? 

Setting Margins with Version 3.0 
As in Version 2.0, the margins you use in your publications will depend in 
part on the capabilities of your printer. In other words, you cannot print 
wider than your printer will let you. You can move the margin in, however, 
creating all sorts of different looks and accommodating different types of 
company letterhead, forms, and other odd-printing items. 
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Fig. 4.15. The Define Page dialog box in Version 3.0. 

Basically, First Publisher enters default margins for you, depending on the 
type of printer you tell the program you are using. (You do this by running 
the Printer program from outside First Publisher.) 

To enter different margin settings, position the mouse cursor in the box that 
contains the setting you want to change and click the mouse button. (If you 
are using the keyboard, you can move the cursor to the appropriate box by 
pressing Tab and Shift-Tab.) First Publisher then highlights the existing 
value. You can then type the new setting. When you are happy with the 
settings you have chosen, click the OK button (or press Fl). The program 
then saves the settings with the publication. 

Choosing Paper Size with Version 3.0 
The new version of First Publisher enables you to print with the following 
paper sizes: 

Paper Type Size 

US Letter 

US Legal 

A4 

8 1/2 inches by 1 1  inches 

8 1/2 inches by 14 inches 

29.7 cm by 21 cm 

You can change the setting by clicking the button in front of the paper size 
you want. If you are using the keyboard, press the corresponding function 
key shown to the right of the button. 
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Selecting Orientation with Version 3 .O 
As mentioned previously, the capability to choose orientation is a feature 
new with Version 3.0. Orientation describes the way in which the publica- 
tion is printed on the page. Portrait is a vertical orientation, the way most 
letters, manuals, and typical business correspondence is printed. Landscape 
is a horizontal orientation, particularly suited for brochures, flyers, and pre- 
sentation materials. Figure 4.16 shows a document created and printed with 
portrait orientation; figure 4.17 shows a publication with landscape 
orientation. 

Fig. 4.16. A document created with portrait orientation. 

To choose the orientation you want for your publication, simply click the 
button beside the orientation type or press the corresponding function key. 
If you click the Landscape button, First Publisher displays a horizontal ele- 
vator bar that enables you to scroll the width of the document (see fig. 
4.18). 

First Publisher Version 3.0 can display the entire page in landscape 
orientation when you select the Show page option from the File 
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so come on over and spend 
a leu days (or reeks) with 
us. Let us do your 
rorry1ng tor YO". Slt 
bask, put YO"' feet UP, 
and ,et m e  staff of 
"elnrisn estates she" you 
how t o  have a rea1 
vacation. 

Fig. 4.17. A publication in landscape orientation. 

Fig. 4.18. The horizontal elevator bar displayed with landscape 
orientation. 

After you have made your decisions with the Define Page dialog box, you 
are ready to choose the columns for your publication. You make those deci- 
sions at the layout gallery. 
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Working with the Layout Gallery 
As you know, First Publisher Version 3.0 adds the layout gallery; a library 
of preset formats from which you can choose the layout you want for your 
documents. There are two options in the Page menu for selecting and work- 
ing with layouts: Choose layout and Adjust layout. The following sections 
explain both options. 

Choosing a Layout 
When you are ready to choose a layout for your publication, open the Page 
menu and select the Choose layout option. The screen shown in figure 4.19 
is then displayed. 

Fig. 4.19. The Choose Layout dialog box. 

As you can see, the layout gallery provides you with a visual icon of the 
way your page will look if you choose that layout. The columns are num- 
bered so that you can see the order in which First Publisher flows the text. 
Additionally, the margins are shown within the icon. In the top right corner 
of the dialog box is the number of the layout, showing Layout  21 of 21. 
(This is a 3.0 quirk-you would expect to see Layout  1 o f  2 1  as the first 
layout that comes up.) 

The buttons on the right side of the dialog box enable you to perform a 
variety of actions. With the Previous and Next buttons, you can page 
through the available layouts. With Delete, you can delete the layout dis- 
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played (be careful!). With Define Cols, you can add from one to twenty 
columns similar to the one shown in the layout icon. With Adjust, you can 
fine-tune the layout you choose (discussed in “Adjusting a Layout,” later 
in this chapter). 

For now, click the Next button (or press PgDn) to display the different lay- 
out choices available. To choose a layout, simply click the OK button (or 
press Fl). First Publisher then returns you to the publication, with the 
“invisible” layout you have chosen in place. (If you want to see the base- 
lines to ensure that the layout is, in fact, the one you chose, you can press 
Alt-A to display the baselines-and press Alt-A a second time to hide the 
baselines once again.) 

Defining Columns 
When you want to add columns to your publication, based on a particular 
layout you have chosen, you can do so by clicking the Define Cols button 
in the Choose Layout dialog box. When you click this button (or press F3), 
the Define Columns dialog box shown in figure 4.20 is displayed. 

Fig. 4.20. The Define Columns dialog box. 

In the Define Columns dialog box, you enter the number of columns you 
want, the width of the columns, the leading (amount of space between lines 
in the column), and the justification (whether you want the text in the col- 
umn to be right-aligned, left-aligned, full-aligned, or centered). First Pub- 
lisher automatically makes the default justification left-aligned, so if you 
want right-aligned, centered, or full-aligned text, enter R (for right), C (for 
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centered), or F (for full). Later, if you want to return the setting to the 
default, you can enter L (for left). For more information about justification 
options, see “Aligning Text with Version 2.0,” earlier in this chapter. 

Deleting a Layout 
You also have the option of deleting a layout from the Chqose Layout dia- 
log box. You might want to delete a layout, for example, when you want to 
“weed out” layouts you no longer use. When the layout you want to 
remove is displayed in the gallery window, simply click the Delete button 
(or press F4). First Publisher then warns you that the layout is about to be 
deleted; you need to click OK (or press F1) to confirm the deletion. First 
Publisher then removes the layout from the gallery. 

Adjusting a Layout 
You can adjust the layout you choose either by clicking the Adjust button in 
the Define Columns dialog box or by selecting the Adjust layout option in 
the Page menu. When you perform one of these actions, First Publisher 
Version 3.0 displays the dialog box shown in figure 4.21. 

4 -- 
Fig. 4.21. The Adjust Layout dialog box. 

Again, you see the visual icon of the layout of your page. The columns are 
numbered, indicating the way the text will flow into the layout (unless you 
change it). You also see an assortment of buttons that enable you to perform 
a variety of tasks: 
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Use this button To do this tusk 

Cut (Del) 

COPY (Alt-C) 

Paste (Alt-V) 

Fine Tune (F3) 

Remove a column from the layout 

Copy a column (or columns) 

Paste a column (or columns) 

Set leading and justification of column (or 
columns) 

Automatically aligns specified columns 

Choose the order in which you want the 
program to flow text into the columns 

Add the layout you have adjusted to the 
layout gallery 

Line Up (F4) 

Text Flow (F5) 

Add to gallery (F2) 

1 

Selecting a Column 

Many of the options in the Adjust layout dialog box are not avail- 
able unless you have selected a column. To select a column with 
the mouse, simply click on it. To choose a column by using the 
keyboard method, press Tab. If you want to select several col- 
umns, hold down the Shift key and click on the columns you want 
(if you are using a mouse). With the keyboard, select the first col- 
umn by pressing Tab; then use the arrow keys to move the cursor 
to the next column you want and press Shift-F10. 

Resizing Columns 
You can control the size of the columns by resizing them in the Adjust 
Layout dialog box. To resize a column, follow these steps: 

1. Select the column by clicking on it or by pressing Tab until the 
correct column is selected. 

2. Position the mouse cursor on one handle, press the mouse button, 
and drag the column boundary to the size you want (see fig. 
4.22). (If you are using the keyboard, move the pointer to the han- 
dle you want to move, press F10, and use the arrow keys to move 
the boundary in the correct direction.) 

3.  Release the mouse button (or press F10). 
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I 

Fig. 4.22. Resizing a column. 

Copying, Cutting, and Pasting Columns 
With the options in the Adjust Layout dialog box, you also can copy, cut, 
and paste columns. Each procedure is carried out as follows: 

To copy a column, simply select the column and click the Copy but- 
ton (or press Alt-C). 

To cut a column, select the column and click the Cut button (or press 
Del). First Publisher does not warn you that you are about to delete 
the column - so be careful. 

To paste a column, click the Paste button (or click Alt-V). First Pub- 
lisher then displays the hand cursor so that you can indicate where the 
column should be placed. Position the hand cursor and click the 
mouse button. 

Lining Up Columns 
First Publisher Version 3.0 automatically will line up the columns in your 
publication for you. For example, suppose that you have been adjusting a 
few of the columns in your layout, and you have it almost just the way you 
want it. The top of the columns and the gutters (the white space between 
columns) still look a bit uneven (see fig. 4.23). You can have First Pub- 
lisher straighten things out for you. 
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Fig. 4.23. The publication before Line Up. 

To have First Publisher line up the column, select the columns in question 
and click the Line Up button (or press F4). The program automatically 
aligns the columns you selected (see fig. 4.24). Note: This option is not 
available unless you selected more than one column. 

r 

. 
Fig. 4.24. The publication after Line Up. 
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Fine-Tuning Columns 
Another option in the Adjust Layout dialog box enables you to control the 
amount of leading, margins, and the justification (text alignment) of the col- 
umns. When you click the Fine Tune button (or press F3), the dialog box 
shown in figure 4.25 is displayed. 

Fig. 4.25. The Fine Tune dialog box. 

The Fine Tune option has a neat feature that enables you to preview the 
changes you make to the settings. When you have modified the margins, for 
example, you can click on Preview to show how your changes affect the 
layout. When you have finished fine-tuning the layout, click OK (or press 
Fl) .  

Controlling Text Flow 
First Publisher Version 3.0 also enables you to control the way text flows 
into the columns you create. For example, you might want to change the 
text flow when you move the placement of an article you have already 
entered. Rather than cutting and pasting sections of text, you can have First 
Publisher reflow the text for you by changing the text flow. If you want to 
change the order, you can use the Text Flow button to indicate to the pro- 
gram the way you want the text added. When you select Text Flow, the 
screen shown in figure 4.26 is displayed. 
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Fig. 4.26. Changing text flow 

To change the text flow, simply click on the columns in the order you want 
them to receive text. If you need help, press Alt-H. When you are finished, 
click OK or press Fl. 

Adding Layouts to the Gallery 
The last option on the Adjust Layout dialog box is the button that enables 
you to add the newly modified layout to the layout gallery. If you like what 
you have done and think that you might use the layout again, be sure to 
click the Add to gallery option or press F2. First Publisher then adds the 
layout to the gallery and assigns a number to it so that you can use it again 
at a later time. 

Saving Files 
As mentioned in Chapter 3 ,  remember to save your work frequently as you 
develop a publication. You may want to save the publication at obvious 
steps: after you define the page, after you add text, after you edit text, after 
you add graphics. Other important times to save include just before you do 
something drastic that you may not like, which enables you to do away with 
the modified file and return to the one you liked better. 
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To save your publication, follow these steps: 

1. Open the File menu by clicking File or by pressing F1. 

2 .  Select Save. First Publisher then displays the Save dialog box, as 
shown in figure 4.27. (You also can bypass the menu selections 
altogether, if you prefer, by pressing Alt-S.) 

I s  Your House Babyproof? 

Home ,Safe Home 
I When you f i r s t  b r ing  your baby 
home f r o m  t h e  hosp i ta l ,  t h e r e  
isn ’ t  much babyproofing t o  do. 

plug up d r a f t y  ploces and make 
Sure t h a t  you’ve done e v e r y t h i n g  
Possible t o  ensure t h a t  uour  

less l i m i t e d ,  he f inds  m o r e  
t roub le  spots t o  explore.  And, a s  a 
resu l t ,  you r ind  y o u r s e l f  
babyproofing your home gradua l ly :  
When J u n i o r  begins to  c r a w l ,  you 

danaerous w i t h i n  r e a c h  

It i t ’ s  w i n t e r t i m e ,  you probably 

make sure e v e r y t h l n g  

Fig. 4.27. The Save dialog box. 

3. If you are saving a publication, make sure that the PUB file type 
is selected. If not, click the radio button in front of the word PUB. 
If you want to save the page as an art file, click the MAC radio 
button. If you want to save the page as a text page (First Publisher 
will not allow you to save the page as text if you have added a 
graphic element), select the TXT radio button. (If you are using 
the keyboard, you can press F3 to select PUB, F4 to select MAC, 
and F5 to select TXT.) 

4. Look at the path designation. If necessary, type a new path so that 
the file will be saved to the correct directory. 

5. Type the name you have chosen for the file. First Publisher will 
accept up to eight letters in a file name. You don’t enter the exten- 
sion; First Publisher assigns the extension for you, depending on 
which radio button you clicked (PUB, MAC, or TXT). For more 
information about choosing a file name, see “Naming Files” later 
in this chapter. 
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6 .  When you are satisfied with the name and the path designation, 
click OK or press F1. If you want to stop the save operation, click 
Cancel (or press Esc) and your current publication is displayed. If 
First Publisher finds another file that has been saved with the 
name you specified, the program will alert you to this fact and ask 
whether the save operation should be continued. If you choose to 
continue the same operation, the existing file with the name you 
specified will be overwritten. 

Naming Files 
Naming files doesn’t take an astronomical amount of talent, but if you abide 
by a few guidelines you might avoid wondering three months from now 
what a file named Goofy contains or why you named publications after the 
Seven Dwarfs. 

Some good, generic rules for effective file naming include the following: 

Choose a name that reflects the topic. If you are doing newsletters for 
several departments, NEWSL.PUB isn’t good enough. Suppose that 
one department is the Technical Research department. You could use 
that department’s initials (TR.PUB) or use a word that will help 
“tag” the item in your mind, such as TECHRN.PUB. (In this case, 
the N would indicate a newsletter, as opposed to a flyer, invoice, and 
so on.) 

Indicate the status of the file. If you save more than one backup 
of a file, particularly if you’re worried about needing an earlier ver- 
sion to return to, use some identifier to show the status of the files. 
For example, if you have three versions of TECHRN.PUB, you 
can show the order in which they were created by naming them 
TECHRNl.PUB, TECHRN2.PUB, and TECHRN3.PUB. You might 
want to keep two copies: an early edition and a revised edition. You 
can name those files TECHRN.PUB and TECHRNR.PUB. The “R” 
version is the one modified most recently. 

Include a date, if necessary. If time is an element you need to be 
aware of, be sure to include a date in the file name. If you have done 
three monthly newsletters for the Technical Research department, you 
need something to distinguish between the newsletters, such as 
TRN4-1l.PUB. This file name tells you that the file is a newsletter, 
the TR tells you it’s for Technical Research, and 4-11 shows the date 
of the newsletter. 
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Be careful with files you save on the spur of the moment. If you are an 
impulse saver, you may be tempted to just give a file any old name. 
You just want to get the save operation over with and get back to 
what you were doing. Everyone does a fair amount of that kind of 
unorganized saving. But as a rule, try to organize your files so that 
you don't waste a lot of time and disk space. Littering your hard disk 
with impulsively saved files only leaves a mess that you will have to 
clean up sooner or later. 

First Publisher accepts any characters in a file name that DOS conventions 
allow. For example, the characters * and ? can be used in DOS command 
lines (they are called wild card characters), but they cannot be used as part 
of a DOS file name. First Publisher doesn't allow these characters to be 
used either. The characters not allowed in a First Publisher (or DOS) file 
name are the following: 

+ = / [ ] " : ; ? * I < >  

The following list shows some acceptable file names in First Publisher: 

NZ008-28.PUB 
LOGOREV. PUB 
# 122. PUB 
PUB. PUB 

Deleting Files 
After you have been using First Publisher for a little while, you may want 
to clean up your floppy disks or hard disk. You may need to delete a few 
impulsively saved files or sweep away old versions of finished publications. 
When you want to delete a file in First Publisher, follow these steps: 

1. When a publication other than the one you want to delete is dis- 
played on the screen, open the File menu by clicking it or by 
pressing F1. 

2. Choose Delete file. A dialog box then is displayed, showing you 
the names of files in the specified directory. If you don't see the 
file you want to delete, change the path designation. 

3. Highlight the file you want to delete by clicking it or by using the 
arrow keys to move the highlight to the appropriate file name. 

4. Click the mouse button (or press F10). 
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5. Click the Delete button. As shown in figure 4.28, First Publisher 
then displays a box telling you the file is about to be deleted. 
(This message gives you the option to back out of the procedure, 
if necessary.) 

6 .  Click OK or press F1. The file then is deleted. 

R b o u l  10 dcl-1- file *P+ElUP.PUB". 

Fig. 4.28. The Delete dialog box. 

If you are using the DeskMate version of First Publisher, you will notice 
several differences in the File menu. Instead of the Get publication option, 
you can choose New for new publications or Open for existing publica- 
tions. You also have a Save as... option, which enables you to save a copy 
of the current publication under a different name. In addition, the Run. .. 
option enables you to run other programs without exiting First Publisher. 

Chapter Summary 
In this chapter, you went through the design process of thinking out the 
publication and explored the various page definition settings available in the 
Define Page dialog box and in the layout gallery. This chapter also 
explained some basic file operations, including how to change path designa- 
tions, save and name files, and delete files. Now that you have made some 
basic decisions about your publication, you are ready for Chapter 5, 
"Entering and Editing Text." 
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51 
Entering and 
Editing Text 

ow that the design phase is out of the way, you are ready to begin N creating text for your First Publisher document. In this chapter, you 
will explore the options on the Text menu, learn about baselines, and find 
out how to enter, import, and edit the text in your publication. 

One major consideration needs some attention before you start creating text, 
however. Have you decided which fonts you want to use in your document? 
(The First Publisher User’s Guide shows examples of all the fonts that are 
packaged with the program.) If you are a First Publisher Version 2.0 user 
and want to use a font shown in the user’s manual that does not appear in 
the Font menu, you will need to use FONTMOVE to make that font avail- 
able. If this is the case, turn to Chapter 10 and follow the procedures for 
using FONTMOVE to add fonts to First Publisher. After the Font menu 
displays the names of all fonts you want to use, you can begin adding text 
to your publication. 

If you use First Publisher Version 3.0, you can add fonts using the Set up 
fonts option in the Font menu. This procedure is explained in this chapter. 

Methods of Assembling 
the Publication 
At this point in the development of a First Publisher publication, you come 
to a point of decision: First Publisher can be used in more than one way. 
You need to decide which method of using First Publisher seems most natu- 
ral to you. 

181 
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The first method, which is the general course of instruction in this book, 
works well on a hard disk system that enables you to save and retrieve files 
easily. This book leads you through the steps in the process in the following 
order: 

1.  Define the page, setting columns, leading, and margins. (Nore: 
This procedure was covered in Chapter 4.) 

2.  Create, enterhmport, and edit text in the publication (which is 
already in the correct format of columns, leading, and margins). 

3. Create and add graphics to the publication (which already has for- 
matted text in place). 

4. Save the publication. 

5. Print the publication. 

The second method involves creating the various elements as separate files 
and then merging them. Because the program enables you to save three 
types of files (art, text, and publication files), you can save the text in a 
TXT file and the art in an ART or a MAC file and then later use those files 
in the final publication. This method seems to work best for those users 
who are importing or entering long blocks of text, who need to retrieve a 
number of graphics from various files, and who are working with a two disk 
drive system. The steps involved follow: 

1. Enter and edit text and then save text as a TXT file. 

2. Create graphics and save as an ART or a MAC file. 

3. Define page for publication (set columns, leading, and margins). 

4. Pull in TXT file. 

5 .  Pull in ART file (or first clip the art from a MAC file). 

6. Save the publication. 

7. Print the publication. 

Introduction to the Text Menu 
You will use the Text menu for most of the text-manipulation tasks you 
perform in First Publisher. When you are working on the graphics layer of 
the First Publisher document, four of the five options on the Text menu are 
disabled; only Get text is available for your use. In text mode, Cut, Copy, 
and Paste are available only if you have first highlighted a text block. Table 
5.1 explains the function of each of the options in the Text menu. 
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Table 5.1 
Options on the Text Menu 

Option Description 

Get text Enables you to import text from an existing First 
Publisher TXT file or a file you are importing from 
a compatible word processing program 

Enables you to save a marked block to disk as a 
TXT file for later incorporation into a publication 

Used to remove a marked text block from the 
document. Use Cut with move and delete 
operations. 

Makes a copy of the highlighted text block and 
places the copy on the text clipboard 

Inserts at the cursor position the text currently on 
the clipboard 

Save text 

Cut (Del) 

Copy (Alt-C) 

Paste (Alt-V) 

An Introduction to Baselines 
As you may recall from Chapter 4, baselines are the lines on which the text 
is positioned. Although you will not be modifying the baselines in this 
chapter (that discussion fits under the subject of layout), understanding why 
and when you will need to work with your publication’s baselines is 
important. 

What Do Baselines Look Like? 
If your publication has a one-column format, the baselines resemble the 
lines on a sheet of notebook paper. If the publication is designed to be two 
columns, the baselines appear in two-column form. Figure 5.1 shows exam- 
ples of the baselines in various column formats. 

The baselines are not visible until you select an option from the Baselines 
menu. These options are toggles. The option also is disabled if you select 
one of the graphics tools or make a selection from another option. Table 5.2 
explains the options on the Baselines menu. For more information about 
using each of these options, see Chapter 7. 
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Fig. 5.1. Examples of different baseline formats. 

Table 5.2 
Options on the Baselines Menu 

Option Description 

Adjust below 

Center (Alt-X) 

Left justify 

Adjust single (Alt-A) 

Adjust column 

Enables you to shorten or 
lengthen a single baseline 

Enables you to move a column 
of baselines up or down 

Lets you select one baseline and 
move every baseline in that 
column above and including the 
selected one 

Lets you select one baseline and 
move every baseline in that 
column below and including the 
selected one 

Centers a baseline (often u x d  to 
center headings in conjunction 
with Adjust single) 

Moves the selected baselines so 
that text will be placed starting 
at the left edge of each line 

Adjust above 
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Option Description 

Right justify 

Full Justify 

Change leading 

Realign text (Alt-T) 

Moves .the selected baselines so 
that the text extends evenly to 
the right edge of each line 

Adjusts baselines so that the text 
extends evenly to both ends of 
selected baselines 

Enables you to change the 
amount of space between lines 
(applies to the option selected in 
the Baseline menu) 

Realigns text for the whole page 

Why Are Baselines Important? 
Unlike some programs, First Publisher does not offer an automatic text flow 
feature. Instead of clicking the mouse to indicate where you want to place 
the text, you must manually manipulate the baselines so that your text flows 
onto them correctly. After you get used to manipulating the flow of text in 
this way, you will like the added control you have over the placement of the 
text. 

Suppose, for example, that you are working with a two-column publication 
and the text you have entered fills both columns. You want to add a box 
that lists upcoming events for your organization to the bottom right corner 
of the page (see fig. 5.2). You have created this box as a graphic item, 
using First Publisher’s box and graphics text tools. How will you move the 
text on the newsletter so that you can fit in the boxed information? 

First Publisher Version 3.0’s layout gallery makes it possible to create and 
work with column layouts without having to manipulate baselines, although 
it may sometimes be necessary to move baselines when you are merging 
text and graphics. For more information about the new layout gallery, see 
Chapter 4. 

Because the Upcoming Events box is a graphic, it resides on the graphics 
layer. The text you have entered for the newsletter article is on the text 
layer. First Publisher enables you to position the box right over the text, but 
the program doesn’t “know” that the text needs to be reformatted (see fig. 
5.3). 
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IUpcoming Events 
I mrsb 3 Or. Rsyrnld's la lure 

onwrk i fqv i l h  
qiflsdchildmn. 

plandfqrummr 
fun. 

I ~ p r l l  IO Workshopon 

I M s  9 Bumr and f ldd 
dty  for OPT0 
mrenls. 

Fig. 5.2. A two-column newsletter and an Upcoming Events box. 

/ 

Understandably, the i t e m s  
most  parents and chi ld-care P experts wor ry  about are the 

uoisonous ones: household 

s t i r t  u n t l l  your baby s t a r t s  to 
become mobi le  

Most parents a re  faced w i t h  
babyproofing as soon as t h e i r  baby 
s t a r t s  t o  scoot 

According t o  Wi lma Scott ,  who 
has four chi ldren under the age of 
six, 'My klds a11 learned 10 CrPWl 

because they discovered that's 
how they could get i n t o  th ings '  
Wilma's f ive-month-o ld  
daughtefs  f i r s t  scoot lng 
excursion took her s t ra igh t  t o  the 
nearest e lec t r i ca l  o u t l e t  -I knew 
then I was i n  f o r  trouble," says 

As e chi ld 's movement becomes 

Fig. 5.3. The newsletter with the graphics item pasted in. 
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As you can see in figure 5.3, the bottom comer of the newsletter is a mess. 
First Publisher enabled you to paste the graphic onto the newsletter, but the 
text shows underneath. To solve this problem, you can modify the baselines 
so that First Publisher does not flow text through the area covered by the 
box, or you can use the program’s Picturewrap feature. (Note: The step- 
by-step procedures for modifying baselines are provided in Chapter 7. This 
discussion is meant only to give you an overview of the ways in which you 
may need to modify the baselines of your publications. Picturewrap is dis- 
cussed in Chapter 7, as well.) 

To stop the text from flowing into the area, you use the Adjust below com- 
mand to “zero out” the unwanted baselines. (Note: Before you use Adjust 
below, you need to make sure that you do want to change the baselines of 
all lines below that point in the column you have selected.) After the 
specified baselines are canceled out, the baselines look like the ones shown 
in figure 5.4. 

Fig. 5.4. The baselines of the modij?ed publication. 

Now the text stops before flowing into the Upcoming Events box because 
baselines no longer exist for the text (see fig. 5.5). 
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Aume 4, NO. 3 February 1988 

I s  Your House Babyproo f?  

H o m e  S a f e  H o m e  
When you f i r s t  bring your baby less l imited, he f inds more 

home f rom the hospital, there trouble spots to  explore. And, as a 
isn ' t  much babyproofing to  do. result, you f i nd  yourself 

babyproofing your home gradually: 
plug up draf ty  places and make When Junior begins to  crawl, you 

make sure everything 
dangerous w i th in  reach 
i s  removed. When he 

pul ls himself up, the 

sure that you've done 
everything possible to ensure 
that  your in fant  i s  warm and 
content. But as to  actual 
babyprooling--the act of  i tems on the coffee table 
safeguarding your home so Baby disappear. When he begins 
doesn't get i n to  anything that  

Ea 
walking and climbing, even 

might hurt him--that won't rea l ly  more babyproofing takes place. 
s ta r t  un t i l  your baby s ta r t s  t o  Understandably, the i t ems  
become mobile. most parents and child-care 

Most parents are faced w i t h  experts worry  about are the 
babyproofing as soon as the i r  baby poisonous ones: household 
s ta r t s  to  scoot. cleaners, sprays, some plants. 

According to  Wilma Scott, who 
has four chi ldren under the age of 
six, "My kids a l l  learned to  crawl  
because they discovered that 's 

If i t ' s  winter t ime,  you probably 

I Harch 3 Dr. Reunold'slecture 
on vwking vith 
gifted children. 

planninqsurnmer 
I A p r i l  10 Workshop on 

how they could get i n to  things.' 
Wilma's five-month-old 
daughter's f i r s t  scooting 
excursion took her  s t ra ight  to the 
nearest e lect r ica l  outlet.  "I knew 
then I was i n  f o r  trouble,- says I 9 Bazaar and field 
Wilma. day (or OPT0 

parents. As a chi ld's movement becomes 

'rb 1988 Baby News 

Fig. 5.5. The publication after the baselines have been mod8ed. 

When Will You Work 
with Baselines? 
As the preceding section explains, you use baselines whenever you deal 
with the text layer of a First Publisher publication. Baselines are not used 
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for text that you enter by using the graphics text tool; that type of text is 
known as graphics text, and First Publisher treats graphics text as if it were 
any other type of graphic element, like a box, a line, or a piece of clip art. 

A few examples of situations in which you might modify baselines include 
the following: 

Ci When you want to run text next to a graphic (closer than the auto- 
matic Picturewrap feature will go) 

Ci When you want to change the leading or justification of a headline 

0 When you want to make one article a different width from the rest 

P When you want to customize the placement of text by lengthening 

Ci When you are organizing text flow 

of the column 

or shortening lines 

For more information on the procedures for modifying, canceling, and mov- 
ing baselines, see Chapter 7. 

Entering Text 
If you have ever placed your fingers on a typewriter keyboard, you know 
how to enter text. Entering text in a word processor, page composition pro- 
gram, or even a spreadsheet program is no more mysterious or complicated 
than typing characters on a typewriter. (Of course, after you type the text 
into a computer program you can do all sorts of wonderful electronic tricks 
with it, but the actual typing is the same.) 

In this section, you will enter text in a First Publisher document. First Pub- 
lisher-either version-is not meant to be a word processing program, but it 
does move along as you type and edit the text in your publications. For 
extremely fast typists, the slight time delay may be distracting; you proba- 
bly will prefer to type your documents in a true word processing program 
(where you probably can check for spelling errors also) and then import the 
text into First Publisher. (Importing text is discussed later in this chapter.) 

This section teaches you the following basic text-entry techniques: 

Ci Positioning the cursor 
P Typing the text 
Ci Adding text to the middle of the publication 
Ci Saving text 
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Positioning the Cursor 
As you know, First Publisher shows two cursors on the screen. The mouse 
cursor is the cursor that moves when you move the mouse: the bar cursor is 
the cursor that marks the position on-screen where text will be inserted 
when you begin to type. (Of course, if you haven’t installed a mouse, the 
mouse cursor will not appear on your screen.) 

When you start a new document, the cursor starts out at the far-left edge of 
the top left baseline (see fig. 5.6). Note, however, that at this point the 
baselines are not displayed on the screen. If you don’t want to start on that 
line, press Enter until the cursor moves down the page to the position you 
want. If, after moving the cursor down, you change your mind and want to 
move the cursor back up, you can press Del or the Backspace key until the 
cursor is positioned correctly. (Remember that unless one of the options in 
the Baselines menu is enabled, the baselines are not visible on the screen.) 

Fig. 5.6. The cursor position on a new publication. 

If you are working with a publication you created earlier, you can move the 
bar cursor to whatever position you want either by positioning the mouse 
cursor at that point and clicking the mouse button or by using the arrow 
keys on your keyboard. If you are using the keyboard method and you need 
to access a part of the publication that is located down the page, use Alt- 
End to move down the page and then use the arrow keys to get to the exact 
spot. Later in this chapter, in “Moving around the Screen,” you will learn 
about the various keys and options for moving the cursors on the screen. 
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Typing the Text 
Now that you have specified the font and positioned the cursor, all you need 
to do is type the text. 

As you type, you will notice that the text wraps automatically when you 
reach the end of the line; you don’t need to press Enter to make the cursor 
go to the next line-the program “senses” the end of the line and wraps the 
text to the next line. Some programs automatically hyphenate words when- 
ever possible, but First Publisher instead moves the whole word down to the 
next line. This looks cleaner and is less awkward for the reader. 

Only press Enter when you come to the end of a paragraph. If you 
press Enter at other times as you’re entering text, when the text 
rewraps, the Enter keystroke will cause a paragraph break where 
you might not want it. 

Press Enter to mark the end of a paragraph, and the cursor moves to the 
next line. If you want to leave a blank line between paragraphs, press Enter 
twice when you are ending a paragraph. 

If the document you are typing has headings, you can either type the head- 
ings in at this stage or paste them in as graphics later. If you plan to include 
them here, on the text layer, press Enter twice at the end of the last para- 
graph before the heading (pressing Enter ends the paragraph and leaves a 
blank line). Type the heading. Press Enter twice again. You then have the 
heading on one line with a blank line before and after. Later, you can go 
back and change the font so that the heading stands out. If you want, you 
also can modify the baseline on which the heading is positioned so that the 
heading is centered over the text. 

Whatever justification setting you decided on in the Define Page dialog box 
is in effect now. If you chose left-justified text, the text you type should be 
lined up along the left edge with a ragged right edge. (Note: The word m g -  
ged indicates that the lines break at the end of a word and that spaces have 
not been added to make the right edges line up.) 

You choose the alignment for the text by using Define page from 
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If you type quickly, your fingers probably will get ahead of First Publisher. 
When you get ahead of the program, First Publisher beeps at you, signaling 
that it is having trouble keeping up with your typing. If the program beeps, 
stop for a minute and wait until everything you have typed is displayed on 
the screen. If you want to add paragraph indents to the beginning of each 
paragraph, press the space bar five times to add five extra spaces before you 
begin typing a new paragraph. 

Figure 5.7 shows the article typed into DT Publisher. You don’t need to 
type the example shown here; it is just for illustration purposes. 

Welcome t o  19891 
The s t a f f  of  DT Publ isher 

hopes t h i s  one w i l l  be a p ro f i tab le  
and enjoyable year f o r  you as you 
explore f u r t h e r  i n t o  the wor ld  of 
desktop publ ishing 

We promised you the year 
Would S t a r t  Off w i t h  a bang SO 
s t a r t  the drum r o l l  announcing 
DT PUbliShBr‘S 1989 MakeOver 

f larkowitz,  owner and publ isher of 
DT Publisher, El izabeth Combs, 
commerclal a r t i s t  and president 
of The Last Word, Inc ,  a desktop 
publishing company operating out 
of Des floines, Iowa, and Peter 
Sandbar, a professor  a t  Duke 
Uni versi  t y  

On page 3 of t h i s  issue, you 
w i l l  f ind  the cover page of a 
news le t te r  badly i n  need of Some 
TLC and some c r e a t i v i t y  The 
entr ies w i l l  be Judged and the 
winners w i l l  be contacted no l a t e r  
than May 5, 1989 

Fig. 5.7. The first DT Publisher article. 

Adding Text to the Middle 
of a Publication 
If you are adding text to an existing publication, you will find that adding a 
sentence in the middle of a document can be an excruciatingly slow pro- 
cess. This slowness is caused by First Publisher’s “realign” feature, in 
which the program realigns all the text on the page whenever text is mod- 
ified. If you have two full-page columns of text and you modify a sentence 
in the upper left corner of the page, for example, First Publisher realigns the 
text after you add each word, which causes a great deal of realigning, espe- 
cially if you are adding 10 or 15 words. 

To get around this problem, position the cursor at the point you want to 
insert text and then press Ins. All the text beyond the cursor position will 
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disappear, enabling you to enter the text more quickly and allowing First 
Publisher to skip all that realignment stuff (see fig. 5.8). When you have 
entered the necessary text, press Ins again and the program returns the text 
it had hidden (see fig. 5.9). First Publisher automatically realigns the text as 
it is returned. 

f 

/ 

Fig. 5.8. After pressing Ins, text beyond cursor position disappears. 

7 
arilr a ~ m g r  CBT-M~ B)F-"~ mstvir ~ ~ s r r r i i n r r  mnrt NEW 

The s t a f f  of  DT Publ isher consul t  our November 1988 issue ~~~ ~ ~ 

hopes t h i s  one w i l l  be a p ro f i tab le  
and enJoyable year f o r  you as you 
explore fu r ther  i n t o  the wor ld  of 
desktop publ ishing 

We promised you the year 
would S t a r t  o f f  w i t h  a bang: SO 
s t a r t  the drum r o l l  .... announcing 
DT Publisher's 1989 MakeOver 

On page 3 of t h i s  issue, you 
w i l l  r ind  the cover page of a 
news le t te r  badly i n  need of some 
TLC and some c r e a t i v i t y  Th is  
news le t te r  i s  targeted a t  an 
audience of sma l l  business 
owners ( that  is, owners of smal l  

to re f resh  your m ind  about 
impor tant  design t ips .  

Judges w i l l  include I r a  
Morkowitz, owner and publ isher of 
DT Publisher. El izabeth Combs, 
commercial a r t i s t  and president 
of  The Last Word, Inc., a desktop 
publ ishing company operat ing out 
of Des Moines, Iowa; and Peter 
Sandbar, .a professor  a t  Duke 
Universi ty.  

Fig. 5.9. The publication after Ins was pressed again. 
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If you have a large section of text to enter, you also can enter it in 
a separate text file (by using a word processor or First Publisher) 
and then import the section at the appropriate point in the 

Saving Text 
Remember to save your files every 15 or 20 minutes. Typing 1,000 words 
of an article and then having a power surge that causes your computer to 
lock up can be an exasperating experience. Granted, this situation will not 
occur often, but when it does, you will wish you hadn’t taken the chance by 
not saving more often. 

The way you save the text in a First Publisher publication depends on the 
method you are using to assemble the project. If you are creating the pub- 
lication as you go-doing the text entry and the layout at the same time, as 
in the example in this book-you need to save the file with a PUB exten- 
sion. If you are working on the file as a text file that later will be incorpo- 
rated into a publication, as explained in the First Publisher User’s Guide, 
you will be saving the file as a TXT file. Figure 5.10 shows the PUB, 
TXT, and MAC radio buttons. (The MAC button is used when you are 
saving the file as a graphics file. This procedure is discussed in Chapter 6.) 

TO save the file 
as a publication file 

a# 41- Qrrus Olawr8 b 3 F u v t t  3 S t y l e  B B a . ~ e l h e a  3 g O r t  N E W  

The s t a f f  of OT P u b l i s h e r  consult  our November I 9 8 8  issue 

contes t !  
On page 3 o f  t h i s  issue ,  you 

w l l l  f lnd  the cover  page of a 
n e w s l e t t e r  badly I n  need o f  some 
TLC and some c r e a t l v l t y .  T h i s  
n e w s l e t t e r  i s  t a r g e t e d  a t  an 
audience of s m a l l  business 
owners ( t h a t  i s  
buslnesses. not  

ent r ies  w i l l  be 

or Des nolnes,  l o w &  and P e t e r  
e n d b a r ,  a  p r o f e s s o r  a t  Duke 
Unl versi ty. 

L 

Fig. 5.10. The PUB, MAC, and mT radio buttons. 
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To save to a PUB file by using the menu selections, follow this procedure: 

1. Open the File menu by pressing F1 or by clicking the menu name 
in the menu bar. 

2. Highlight the Save option by moving the mouse cursor to that 
point or by using the arrow keys. 

3.  Select the option by clicking the mouse button (or by pressing 
Enter). The program then displays the Save dialog box. 

4. Enter the name and path of the file you want to save. Make sure 
that the PUB radio button is checked, because then First Publisher 
adds the PUB extension automatically; if you try to type the sep- 
arator period (.), the program will beep at you. 

5. Click the OK button (or press Fl) ,  and First Publisher saves the 
file. 

You also can save the file as a text file by following steps 1 through 3 and 
then selecting the TXT radio button in step 4. 

, you can save 

If you are saving the file as a TXT file by using the Save text option, 
follow these steps: 

1. If you want to save only a portion of the text in the document, 
highlight the text you want to save. If you don’t highlight a spe- 
cific section, all text in the document gets saved. 

2 .  Click the Text menu by pressing F3 or by clicking the menu name 
in the menu bar. 

3. Highlight the Save text option by moving the mouse cursor to that 
point or by using the arrow keys. 

4. Select the option by clicking the mouse button (or by pressing 
Fl) .  The program then displays the Save dialog box. 

add the TXT extension for you. 

6. Check the path designation and modify it if necessary. Click the 
OK button (or press F l ) ,  and First Publisher saves the item as a 
text file. 

5. Enter the name you want to use for the file. First Publisher will 
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If you use the Save option in the File menu, you have the option of 
saving the file as a publication, a graphics file, or a text file. Sim- 
ply click the appropriate radio button (PUB, TXT, or MAC). First 
Publisher then will know to attach the correct extension to the file. 

@ Working with Fonts 
Just a few years ago, font was considered an odd word. To persons outside 
the publishing field, font had little meaning. Today, everyone uses fonts, 
and everyone wants more. 

Fonts - in their now-accepted meaning - bring an additional depth to printed 
publications that simple words cannot. With a font you can shout, whisper, 
state, or impress; you can say something quietly with reverence or burst 
upon your audience in the loudest possible way. 

A font is one particular type in a typeface family. What does that mean in 
real-world terms? Consider the Times Roman typeface family. The Times 
Roman family offers hundreds of fonts in a variety of sizes and styles. 
Times Roman 10-point bold is an example of one font. Times Roman 24- 
point italic is another font. One typeface (Times Roman), one size (24- 
point), and one style (italic) comprise a font. 

Differences in Using Fonts between 
Versions 2.0 and 3.0 
With First Publisher Version 2.0, you had to use a special stand-alone util- 
ity called FONTMOVE to move fonts in and out of the program. (This 
method was used because the manufacturers wanted to include more fonts 
than the software’s memory could handle; they created a mini-program that 
you could use to swap fonts in and out of the program easily. For the most 
part, FONTMOVE worked well, and certainly the additional fonts were a 
terrific thing to have, but many users shied away from learning to use 
FONTMOVE and missed some of the flexibility of the program.) 

With First Publisher Version 3.0, FONTMOVE has been integrated into the 
program. You will find FONTMOVE in the Font menu, under the guise of 
the Set up fonts. Later in this chapter, you will learn how to move fonts in 
and out of First Publisher. For now, see what fonts are there and discover 
how to get to them. 
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Determining the Current Font 
When you are working with regular text (that is, the text that “sits” on the 
baselines, as opposed to graphics text), you can specify the font you want to 
use either before you type or after you type the text. 

First, take a look at the current font for your publication. Assuming that you 
have a new (blank) publication on the screen, open the Font menu. If you 
are using First Publisher Version 3.0 as you received it, your Font menu 
should display the fonts shown in figure 5.11. 

Fig. 5.11. The default fonts available with Version 3.0. 

Next, open the Style menu. The Style menu lists the styles and sizes avail- 
able for the font you choose. 

Understanding the MASTER.FNT 
File 
Anytime yau use any text in your publications, First Publisher looks in a 
file called MASTER.FNT for the font you have specified. The fonts in the 
Font menu are the ones included in the MASTER.FNT file. Not all fonts 
included in First Publisher fit into memory at one time; that means that 
some way of swapping fonts in and out of MASTER.FNT (and the Font 
menu) is necessary. 
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The makers of First Publisher realized that not all First Publisher users use 
the same printer. Some have dot-matrix printers; some have laser printers. 
Some have PostScript printers. There is even another printer that’s almost- 
but-not-quite a laser printer. Because not all printers can handle the same 
fonts, the developers had to devise font files for each of the major printer 
groups. The font files packaged with your First Publisher program include 
these: 

File name For this printer type 

APLASER.FNT For Apple Laserwriter and all PostScript 
printers 

HPLASER.FNT For Hewlett-Packard LaserJet printers 

DESKJET.FNT For Hewlett-Packard DeskJet printers 

EXTRA1 .FNT 

EXTRA2.FNT 

For all printers, standard resolution 

For all printers, standard resolution 

If you use an Apple Laserwriter printer, another PostScript printer, an HP 
LaserJet, or an HP DeskJet, you need to rename the file that corresponds to 
your printer type as MASTER.FNT so that First Publisher will know how to 
find the fonts supported by your printer. First, rename the existing MAS- 
TER.FNT file to something else so that you don’t overwrite the file. To do 
this, exit to DOS (by pressing Alt-E) and type the following (assuming you 
are using a hard disk and are in the FP subdirectory): 

REN MASTER. FNT M . FNT 

This command line tells DOS to rename the MASTER.FNT file to M.FNT. 
Now you no longer have a file named MASTER.FNT. If you start First 
Publisher now, the program won’t work because no MASTER.FNT file is 
available. If you have an Apple Laserwriter printer, you would rename as 
MASTER.FNT the font file for your printer (APLASER.FNT). Here’s the 
command for that operation: 

REN APLASER.FNT MASTER.FNT 

Now when you start First Publisher and open the Font menu, you will see 
the fonts that are available for your printer. You also can add as many of 
the fonts from the other font files (such as EXTRA1.FNT and 
EXTRA2.FNT) as your computer’s memory will allow. You also may want 
to look at the old MASTER.FNT (which is now M.FNT) to see whether 
you want to use any of the fonts in that file. 

Are you lost? Sounds like fonts are zipping all over the place, but hold on. 
The next section straightens things out by explaining the basics of different 
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font types. You then will learn how you can use Set up fonts to move fonts 
in and out of First Publisher Version 3.0. 

Types of Fonts 
First Publisher Version 2.0 offered incredible flexibility for dot-matrix 
printers. There are several types of printers, each capable of producing a 
different quality of print. Basically, from low-end to high-end, there are 
dot-matrix printers, Hewlett-Packard (and compatible) laser printers, and 
PostScript printers. Realizing that the majority of their users owned dot- 
matrix printers at that time, First Publisher developers created a program 
that enabled dot-matrix users to get terrific output from their print- 
ers- something few software manufacturers had attempted to do. 

As the price of laser printers dropped and the general population became 
more concerned with the aesthetics of output, people invested in HP-com- 
patible and PostScript laser printers. Version 2.0 of First Publisher included 
support for laser and PostScript printers, but Version 3.0 further enhances 
the support already there by providing high-resolution fonts (and art, too) 
that can be printed at the highest quality your printer is capable of. This 
means that if you have a dot-matrix printer, you can use the HR (or outline) 
font and you will get neat characters; but if you print the same HR font on a 
PostScript printer, you get clear, hard-hitting characters that are produced 
by making the most of your printer’s enhanced printing capabilities. 

So, put simply, First Publisher Version 3.0 offers two basic kinds of fonts 
that can be used on any printer: standard fonts and high-resolution (also 
called outline) fonts. 

Standard fonts are treated like graphics when they are printed. 
Because they are created at 72 dots per inch (dpi), you can see the 
individual dots that make up each character. 

High-resolution fonts are created with a different technology. These 
fonts are generated to the highest resolution of your printer. You can 
tell which fonts are high-resolution fonts because their names include 
the letters HR. 

Using the Set Up Fonts Option 
With First Publisher Version 3.0, you list, add, and remove fonts by using 
the Set up fonts option in the Font menu. When you choose that option, the 
dialog box shown in figure 5.12 is displayed. 
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Fig. 5.12. The Set Up Fonts dialog box in Version 3.0. 

In the Set Up Fonts dialog box, you see four options: 

Option Description 

List fonts (F2) 

Add fonts (F3) 

Delete fonts (F4) 

Copy font file (F5) 

Displays all fonts in a font file you specify 

Enables you to add fonts from one file to 
another 

Enables you to delete fonts in a specified font 
file 

Lets you copy the font file you specify 

Listing Fonts 
The first option, List fonts, enables you to see which fonts are stored in 
which font files. When you select the List fonts option (either by clicking 
on the option or by pressing F2), the dialog box shown in figure 5.13 is 
displayed. 

Before investigating the swapping of fonts, you need to learn a couple of 
important terms. Throughout this section (and throughout these procedures 
in First Publisher), you will see references to the target file and the source 
file. The target file is the file to which you will be moving or copying the 
font. The source file is the filefiom which you are moving or copying. 

The first thing you are asked to do with List fonts is choose the target file 
for the fonts. Actually, target doesn’t seem to fit in this case, because you 
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~ ~ 

~ i n t  font- 
Choocr  target f i l m  

Fig. 5.13. The List Fonts dialog box in Version 3.0. 

aren’t actually moving or copying fonts anywhere; you are just looking at 
them. Just the same, choose the file whose content you want to see by 
clicking the file name and clicking OK (if you use a mouse) or by moving 
the arrow to the file you want, pressing F10 to highlight the file, and then 
pressing Fl. (If you don’t see the font file you want, you may need to 
choose another subdirectory. If so, enter a new path at the bottom of the 
box.) 

First Publisher then displays another dialog box listing the fonts in the file 
you chose (see fig. 5.14). When you are finished perusing the fonts, click 
OK or press F1. 

Adding Fonts 
When you have identified the fonts you want to add to the MASTER.FNT 
file (remember that’s where First Publisher looks for the fonts you use in 
your documents), you need to use the Add fonts option to get them there. 

To use Add fonts, you click the button or press F3. The dialog box shown 
in figure 5.15 is displayed. 

As you can see, this screen looks similar to the one you saw with List 
fonts. You are asked to choose the target file (that is, the one to which you 
will add the fonts). Because you want to add the fonts to MASTER.FNT, 
select the MASTER.FNT file and click OK or press F1. Next, First Pub- 
lisher displays another window, asking you to choose the source file. (This 
is the file from which you are copying the fonts.) Click on the font file YOU 

want to use. 
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L1.t font. 

:a\FP\MAtTER.FNT 

DUtOh sol+ 10 lt-llo 
Dutch sol+ 10 R o m m  
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outoh sol+ 

Fig. 5.14. Listing fonts in Version 3.0. 

Fig. 5.15. Adding fonts with Version 3.0. 

At this point, the type of font you choose makes a difference in the next 
step you take. If you select a file with the extension FNT (this is a file that 
stores several fonts), the contents of the file are displayed, similar to the 
results of the List fonts option. If you choose a file that ends with FNB 
(this is a file that stores a single outline font file), the screen shown in fig- 
ure 5.16 is displayed when you click OK. 

In the Add Fonts dialog box, the name of the font you chose is displayed in 
the Font Name box. You then specify the point size you want by clicking 
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Rdd r o r i r d  font- 

Fig. 5.16. Adding outline fonts with Version 3.0. 

the Point Size box and typing the point size you want. (The available point 
sizes for that font are shown in parentheses below the name.) Additionally, 
the Add Fonts dialog box shows the name of the style, the name of the 
source file, and the name of the target file. When all information is correct, 
click Add or press F1. 

If the font you have chosen is a soft font file, the Add Soft Fonts 
dialog box is displayed. This box shows you the font name, style, 
point size, and orientation in addition to the source and target file 

If you chose an FNT file, you need only to click the font you want and 
click Add or press F1. First Publisher then tells you that the file is being 
added. When you are finished adding fonts, click Cancel or press Esc to 
back out of the menus and return to the publication you were working on. 

Deleting Fonts 
First Publisher also provides you with a means of deleting fonts you no 
longer need. This is an important consideration, given the limited amount of 
available memory and the size of most font files. You may run across an 
occasional error message that tells you that you have loaded as many files 
as your computer’s memory can stand and you’ll have to get rid of some- 
thing before you can load any more files (the error message isn’t quite that 
friendly about it). 
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To delete fonts, start by clicking the Delete Fonts button or by pressing F4. 
First Publisher then displays a screen enabling you to choose the font you 
want to delete. Select the font you want to delete and click the OK button 
or press F1. First Publisher warns you that the font is about to be deleted; 
you then click OK to continue or press Esc to cancel the deletion. 

Copying Font Files 
You can copy an entire file full of fonts with the Copy fonts option. When 
you select this option, the Copy Font File dialog box is displayed (see fig. 
5.17). 

Entrr tho p i th  + nrmr o r  tho font rilr 
to oopy rromm 

Ca\FP\*.FNT I 

Fig. 5.17. The Copy Font File dialog box. 

First, you are asked to choose the file from which you want to copy the 
files. A dialog box is displayed showing you the source file you have cho- 
sen and providing you with a space for entering the path and name of the 
font file you want to copy the fonts to. When you have typed the correct 
path, click OK or press F1. 

Importing Text 
With First Publisher, you also have the option of using text that you have 
created with other word processing programs. First Publisher can use text 
files you create in any of the programs or formats listed in table 5.3. 
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Table 5.3 
Text Files Recognized by First Publisher 

ASCII 
DCA 
Microsoft Word (Version 3) 
Microsoft Word (Version 5)-new with Version 3 .O 

MultiMate 

Office Writer (Version 6)-new with Version 3.0 

PFS: First Choice (Version 3)-new with Version 3.0 
PFS: WRITE 
PFS: Professional Write (Versions 1.0 and 2.0) 
Wang PC 

Wordperfect (Versions 3, 4.1, and 4.2) 
Wordperfect (Version 5)-new with Version 0 
WordStar 

If you don’t know which version of the word processing software 
ram’s documentation or look for the ver- ou have consult th 

If you use a word processor other than the ones listed here, you still can 
import those files into First Publisher by first saving the file in ASCII for- 
mat. Consult your word processor’s documentation to find out how to save 
in ASCII format. 

If you are accustomed to using a word processor, you already know its 
advantages: faster typing, flexibility in correcting errors, and automatic for- 
matting. A wide range of features make word processing headache-free 
when compared with using a typewriter. 
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First Publisher has additional advantages when you use imported text. When 
you import a document you have created in a word processor, the obvious 
benefit is that you save the time required to type the text into the publica- 
tion. Your word processor probably accepts typing much more quickly than 
does First Publisher. You also have the option of controlling some of the 
formatting, such as bold, italic, or paragraph indents (although the formats 
that translate will depend on your word processor). First Publisher also has 
special commands called *FONT* commands that enable you to tell First 
Publisher what font you want to use while you are still importing the text. 
(These commands are explained later in this section.) 

Here are a few tips to remember when you are preparing to import text: 

D If you plan to import text for an entire newsletter that consists of 
several articles, save each article in a file by itself and then import 
the articles one at a time. 

D Insert an extra line before and after the headlines in the text file so 
that the headlines are not run in with the imported text. 

D Insert First Publisher’s *FONT* commands in your word process- 
ing document to have the program automatically assign the correct 
font styles and sizes to the indicated text. (More information about 
*FONT* commands is included later in this chapter.) 

D Make sure that the Font menu displays all the fonts you need 
before you import the text. (If you need to add fonts, read the 
FONTMOVE procedures in Chapter 10 for Version 2.0 or “Work- 
ing with Fonts,” earlier in this chapter, for Version 3.0.) 

D If your word processor has the capability of displaying the format- 
ting codes used, such as hard carriage returns, delete those codes 
before you import the file. This saves you quite a bit of work in 
First Publisher, because after the file is imported, for example, you 
will not be able to see the hard carriage returns or soft hyphens. 

To import text into a First Publisher publication, follow these steps: 

1. Open the First Publisher file into which you want to import the 
text. In this case, it is DTP.PUB, the publication file for DT Pub- 
lisher. (You may be working on a TXT file instead.) Also, make 
sure that you have selected the font style and size you want to use 
when the file is imported, because if you don’t, the incoming text 
will take on the font you have most recently used or the default 
font. 

2 .  Position the cursor at the point you want the text to be inserted 
(see fig. 5.18). 
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3. Select Get text from the Text menu. The Get dialog box then is 
displayed. 

4. Highlight the name of the file you want to import. Be sure to enter 
the correct path designation. 

5. Click the Get button (or press F1) when you have highlighted the 
correct file. Figure 5.19 shows the completed Get dialog box. 

explore fu r the r  I n t o  the w o r l d  of 
desktop publ lshlng 

we promlsed you the year  
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TLC and some c r e a t l v l t y  Th is  
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Fig. 5.18. Positioning the cursor where you want to insert the text. 

((-J >. . 

DT Publisher's 1989 makeover 

On page 3 of t h i s  Issue. you 

publlshlng company operat lng out 
of  Des Moines, Iowa; and Peter  
Sandbar. a professor  a t  Duke 

Fig. 5.19. The Get dialog box for importing text. 
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Some people may think they need to copy the word processing file 
to the PUB directory where they store their First Publisher publica- 
tions, but this procedure is not necessary. You can specify a differ- 
ent path in the Path box of the Get dialog box, such as 

c:\ws4\tech\trn2-90.txt 

This path designation causes First Publisher to look in the Techni- 
cal Research (TECH) subdirectory of the WordStar 4 (WS4) direc- 
tory for the text file for the February 1990 newsletter. 

After you select the file and the path, a dialog box is displayed that asks 
what program or format you are importing from (see fig. 5.20). Note: If 
you are using First Publisher Version 3.0, you will see some additional sup- 
ported word processors. Select the correct format and click OK (or press 
Fl). 

DT Publ isher 's  1989 Makeover  

On page 3 of t h i s  issue, you 
w i l l  find t h e  c o v e r  page of a 
n e w s l e t t e r  badly i n  need of  some 
TLC and some c r e a t i v i t y  T h i s  
n e w s l e t t e r  i s  t a r g e t e d  a t  an 

publ ishing company operat ing out 
of Des noines,  Iowa; and P e t e r  
Sandbar, a p r o f e s s o r  a t  Duke 
Univers i ty .  
I 

Fig. 5.20. Selecting the text format. 

If you are unsure of the version of your word processing program, 
you have three options: start the word processing program and look 
for the version number on the opening screen, check the program's 
documentation for the version number, or select the format you 
think may be the one you need and see what First Publisher does 
with the file. (If you get an error message, try a different format.) 
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The cursor then changes to the shape of a clock, indicating that you need to 
wait while the program reads the file. Another message box then is dis- 
played and tells you that the file is being converted to a file format First 
Publisher understands (see fig. 5.21). 

PI-=-- = t m d  by 
Conucrting your word pco=c i ior  file. 

and 
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e r  of 
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s t a r t  the  drum r o l l  announcing 
DT Publ isher 's  1989 Makeover  
contes t )  

On page 3 o f  t h i s  issue,  you 
w i l l  f ind  the  cover page o f  a 
n e w s l e t t e r  badly i n  need o f  some 
TLC and some c r e a t i v i t y  T h i s  
n e w s l e t t e r  i s  t a r g e t e d  a i  an 
audience o f  s m a l l  business 

DT Publ isher,  E l i z a b e t h  Combs, 
commercia l  a r t i s t  and president  
O f  T h e  Last  Word, I n c ,  a desktop 
publ ishing company o p e r a t i n g  out 
of Des noines,  Iowa,  and P e t e r  
Sandbar, a p r o f e s s o r  a i  Duke 
U n i v e r s i t y  

I 

Fig. 5.21. The conversion message box. 

The text then is placed on the screen, in the format you specified with 
Define page in the Page menu. 

Tabular Material in Imported Text 
If you are importing columnar material, such as a table of information 
within the body text, expect to lose the exact format of the columns when 
you import the text into First Publisher. The program may keep the table in 
generally the same format, but the spacing will be different. This spacing 
difference occurs because First Publisher's columns are not based on a tab 
concept like word processing and spreadsheet columns. 

To save yourself the time of adjusting the spacing First Publisher uses when 
importing tabular material, you may find it helpful to pull the text in the 
table flush left (against the left margin). Then, after the file is in First Pub- 
lisher, you can correct the spacing by positioning the cursor and adding 
spaces (see fig. 5.22). 

If you already have a table in a word processing file that you want to use in 
a First Publisher document, you do have a few options for importing the 
table without losing the format. You can use the method described in the 



2 10 Part 11: The Basics: Creating a Publication 

I February 28,roqet 
most program, xanned lmapss can be 
modifled, resized, and treated w any o t h r  

(Onruidrb8f8:*s I vwmhtidcrirq hov 
Jmtvill includs Ira Wrkowitz, f a r n k m m v i t h t h a ~ I u t i o n a r d  

wrer ard publi$kr of DT Publ l ik r .  affo(ordobllityofthi$ t y p o f  pripharal. my 
Elizabeth Comb$, mmmrcia l  artirt and m n - w r - O l d s o n S m t t  valksd u p , e w  
prasldcniofTk L w t W n r d , l ~ . , e 6 s ~ o V  vi&,irnnrqattharclnner *si p i e k d i i  
p u b l l s h i ~ c o m p n y o p r e l i r q o ~ n f  Da up to $how him, ha put his hand, I n  front of 
hire$, 1ma;erd RlerSardbar,a hl$f~e.'Don'tl'hassid,'Ifyoupointthal 
profmor ai Duke Unlwrsitu. thlrq at m, w n ' t  I vird up on the 

Enterprise?" W o k  $till got a low n u  to 

19E8inwto graphicalanmnl. 

Dr Pubmhrf 
M a t e h r  1989 

P I x a  Prize Ivarded 

131 $500 
2nd $200 

Fig. 5.22. Fixing a table imported into First Publisher. 

preceding paragraph, or you can do one of the following: use SNAPSHOT 
and SNAP2ART to take and develop a picture of the table and then import 
the file as a graphic; import the table as text, save it as a MAC file, and 
then manipulate the columns as art images; or in the word processing file, 
format the columns so that they are all in one column against the left edge 
of the screen; then after you import the file as text, divide the long column 
into the appropriate columns. (This last option does not work well for a 
multicolumn, complicated table, however.) 

Importing ASCII Text 
As you may know, ASCII (American Standard Code for Information Inter- 
change) refers to the method your computer uses to translate binary ones 
and zeros (which is how the computer "sees" data) into the characters and 
special symbols you type and see on the screen. ASCII format is supported 
by most word processing programs; consult your individual word processing 
program to see whether it supports output to an ASCII file. 

Depending on the way you have entered the data in the ASCII file, the 
format of the file in First Publisher may not be what you expected. Table 
5.4 shows how First Publisher reads the carriage return codes (which are 
inserted each time you press the Enter key). 
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Table 5.4 
First Publisher and Carriage Return Codes 

In Your Word Processing File: First Publisher: 

Where you pressed Enter once The Enter keystroke was treated 
as a space and the next line 
begins next to it. 

The paragraph was ended and a 
blank line was inserted. 

The paragraph was ended and a 
blank line was inserted. 

Where you pressed Enter twice 

Where you pressed Enter once 
and added a space 

The procedure for importing an ASCII file is identical to that for importing 
any word processing file. When you are asked which format or program 
you are importing from, click ASCII and then click the Get button (or press 
Fl) .  

First Publisher also has the capability of exporting ASCII files. This means 
that you can import the text from a word processing program, modify it, 
save it as a TXT file, and export it back to your word processor as an 
ASCII file. 

Using the *FONT* Commands 
First Publisher also offers a feature that enables you to set the font you want 
for headings and other text before you import the file. These commands are 
called *FONT* commands, and they look like this: 

*FONT HELVETICA 18 BOLD*What’s Next? 

This line tells First Publisher to turn the text following the second asterisk 
(*) into Helvetica 18-point boldface type. If you do not accompany that line 
with another line that turns the special font off, the remainder of the text in 
the document will appear in 18-point Helvetica bold. 

You can use *FONT* commands whenever you want to change the font in 
the document. You can even specify all the fonts you want to use in the 
document before you import the file, if you want, as long as the fonts you 
specify can be found in First Publisher’s MASTER.FNT file. If you want 
the body text of the document to appear in Geneva 10-point normal type, 
for example, you can specify a *FONT* command to carry out those 
instructions. Then, when you want to add a heading three paragraphs into 
the document, you can insert another *FONT* command to make the head- 
ing Helvetica 18-point bold. You then need to change the body text back to 
Geneva 10-point normal, so a third *FONT* command makes that change. 
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Figure 5.23 shows how a WordStar file looks with *FONT* commands 
embedded. Figure 5.24 shows the First Publisher screen after the file was 
imported. 

tFONI Heluetica 18 bold*Scanners: Bean Ne UP, Scatty 
*FONT Geneua 18 normal* 

technology is definitely euoluing, and at a surprisingly 
affordable rate. If -ne had told ne tuo !wars ago that hY 
1989 I'd haw a desktop publishing system elaborate enough to 
produce a high-quality nwsletter, cmplete uith scanned ~ M g e S ,  
laser-quality print,'and knock-out graphics, I'd haw rolled w 
eyes and looked sk&tical 

But today, here it is, The nost recent addition to w dtp 
collection is a scanner. Scanners are peripheral devices that 
turn your printed material, photos, or drauings into digitimd 
inages that you can play around uith on your caplter screen. 
In nost prograns, scanned inages can be modified, resizedl and 
treated as any other graphic elenent. 

(*F Geneua 18 italicmne aside here:*F Geneua 18 nornal* b I uas 
considerins hou far ue'w cone uith the euolution and 

< 
< 
< 

< 
< 

< 
< 

Fig. 5.23. A WordStar file with *FONT* commands. 

Fig. 5.24. The First Publisher screen after the WordStar file was 
imported. 
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In figure 5.23, the first *FONT* command tells First Publisher to make the 
body text Geneva 10-point normal; the second makes the heading Helvetica 
18-point bold; then the third *FONT* command returns the text to Geneva 
10-point normal. 

Here are some rules for using First Publisher’s *FONT* commands: 

P Remember to check your MASTER.FNT file to make sure that the 
fonts you specify in the *FONT* command lines are available. 

0 If you want only to change the font of a single item or heading and 
then return to the previous font, remember to use a pair of 
*FONT* commands: one to change the font to the new setting, and 
one to change the new setting back to the previous font. 

0 Don’t include the word point after the numeric point size. If you 
type *FONT Geneva 16 point italic*Hi There!, for example, First 
Publisher will tell you that it cannot find “16 point point” type. 

0 Always include both asterisks-one before the word FONT and 
one after the style (bold, italic, or normal). 

0 Don’t add spaces after the second asterisk unless you want those 
spaces to appear on the publication. 

Ci Instead of typing *FONT every time, you can shorten the com- 
mand to *F,  but don’t forget the asterisks. 

0 You can indicate boldface or italic by typing b or i .  

Ci Use *FONT* commands when you are entering a large amount of 
type in various sizes and styles or when you are unsure of the exact 
font you want to use. 

Working with Overflowed Text 
At times, you may have difficulty judging how much text you have in a 
word processing document and how that text will transfer to First Publisher 
pages. Because how much text you can fit on one page depends on the font 
you have chosen and how many graphics you plan to use, you may find that 
your article takes up much more room than you had anticipated. First Pub- 
lisher accepts a maximum of 5,000 characters on each page. 

Foreseeing this situation, First Publisher developers built into the program 
an “overflow” feature that can be a real lifesaver. Few things are as dis- 
heartening as squeezing a few final lines into the document, only to dis- 
cover that part of the text is missing. Where did it go? Do you have to type 
it again? No, First Publisher is preserving it-safely-in an area known as 
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the overflow area. This area, like First Publisher’s clipboards-is an unseen 
area, but rest assured that your text hasn’t been beamed up into the ozone 
somewhere. 

When you import a long file, First Publisher flows the text automatically to 
subsequent pages. When you go back and type additional text into the pub- 
lication, however, some of the text might get “bumped” off the page. For 
example, suppose that in the DT Publisher example a paragraph was added 
in the middle of the publication after the rest of the text had been imported. 
Because the last bit of text couldn’t fit on the page, First Publisher placed 
the text in the overflow area. 

To make sure that First Publisher did put the text in the overflow area, 
select Status from the File menu or press Alt-I. First Publisher then dis- 
plays a message box showing you the number of characters that are being 
stored in the overflow area for page 1 (see fig. 5.25). You cannot see the 
actual text; only the number of characters are displayed. To remove the 
message box, click anywhere on the publication outside the box or press 
Esc. (Note: This status box looks slightly different in Version 3.0, but the 
overflow information is the same.) 

/ 

PFSr F l r r l  Publlrhrr, U-rrlon 2.00 

Port, LPTlt 
Font, G r n c u r  10 point Norrnrl 

c Prlntrri Epron FW-86rf286r 

T.rhr Font lcrdingr 13 point- 

Rny *cy continurr 

Buttoday, hcreIt1s.Tha most rmntlddlt lonto mydtpcollsctlonisaJcenner Scannertare 
p r l p h r a l  &vices that turn your prlntsd mtar l t l ,  photm,or dravinprintodlgltlzed 

imapesthat youcan playaroundwithon your computer r rssn .  Im mott prcqram3,~canned 
I-can bs modlflsd, rwiisd,and treateda, anyotharpraphlcalcmnt 

Fig. 5.25. The last paragraph of the second article didn’tfit on page I .  

Now that you know text is in the overflow area, what do you do with it? 
You can either leave the text there (it will stay attached to the page but will 
not be printed), edit the text on the page so that the overflow text will fit (in 
this case, this option is not realistic), or move the overflowed text to the 
next page. 
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Putting Overflowed Text on Another Page 
In this instance, because the publication will be several pages long, the best 
solution is to move the text from the ovefflow area to another page. Before 
you can move the text to another page, you must create the page. Although 
the procedure for adding pages is covered in more detail later in this chap- 
ter, it is covered briefly here, with an added “overflow” twist: 

1. Pull down the Page menu by clicking the name or by pressing F2. 

2. Select Jump to page. A dialog box is then displayed asking for 
the page you want to jump to (see fig. 5.26). 

3. Type 2 and click the OK button (or press FI).  A second dialog 
box is displayed, alerting you to the overflowed text and asking 
how you want to resolve it (see fig. 5.27). 

4. Click the button next to the phrase Move t e x t  i n t o  c l i p b o a r d  (or 
press F3). This command moves the text to the clipboard so that 
you can paste the text onto the new page. 

5. Click the OK button (or press F l )  to move to page 2. 

6. Position the cursor and choose Paste from the Text menu (or press 
Alt-V). The program then inserts the overflowed text on page 2. 

rate. I f  someone 

Fig. 5.26. The Jump to Page dialog box. 
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any o t h e r  graphic e l e m e n t .  

w i t h  the evolut ion and 
a f f o r d a b l l i t y  of t h i s  type of 
per iphera l ,  my seven- year-old 
son S c o t t  w a l k e d  up, eyes w l d e ,  I 

u r  m i n d  about  

M a r k o w l t z ,  o w n e r  and publ isher o f  

Fig. 5.27. The dialog box for overflowed text. 

Changing Font Size To Eliminate 
Overflowed Text 
Another solution to the problem of overflow text is to reduce the size of the 
type in the document. If you are using 12-point type, this type size reduc- 
tion is a possibility. But if you try reducing the size of any type smaller 
than IO-point, you may wind up packaging a magnifying glass with every 
newsletter you send out. 

Suppose that you used 12-point Geneva normal type and placed the extra 
text onto page 2. The procedure that follows shows you how to reduce that 
type to IO-point type: 

1. Highlight the entire page either by positioning the cursor and drag- 
ging the mouse down and to the right or by pressing F10 once at 
the beginning of the text and scrolling to the end of the text by 
pressing PgDn and pressing F10 again (see fig. 5.28). You also 
can get to the end of the page quickly by pressing Alt-End. 

2. Select 10 Points from the Style menu. When you release the 
mouse button (or press Enter), the text is changed to IO-point size 
(see fig. 5.29). 



Chapter 5:  Entering and Editing Text 2 17 

Fig. 5.28. The entire first page highlighted. 

Welcometo 19891 
Tho staff o f  DT Publlshor how this one 

bill bo a profitable and enjoyable wr for 
you a$ you axploro furthor Into the w r l d  of 
tektop publlrhlng. 

We promlwd you tho war w u l d  start o f f  
b i t h  a b4q:soshrt thodrum 
roll .... announcing DT Publishor's 1989 
Pbkavor (hntsstl 

O n w 3 o f t ~ l s I ~ w , y o u v l l l f i n d t h o  
m r  w o f a m t l e t t s r  badlyln nwdof 
wmeTLCondwmecrut1vity.Thls 
newletter Is targotad at an audienca or 
small bus inaswwrs (thotIs,wnersof 
small buslnasss, not small wners of 
regular-sized bwlrmx.ea).Thoantrlervfll 
b o j ~ a n d t h c v l n w r s v l l l  bocontsted 
m later than P b y  5, 1989. 

Prlmlncluds publlcaHonofthe 

TschmlcqyIrdsfinltalyswlvlng,and~o 
surprlslnqlqaffordrbla rote I f w m w  had 
told me tvo wra ago that by I989 I'd tmw 
a desktop publlstdng syatam elaborats 
emqh to PrOdUCd a hlph-qmlltq 
mslattsr, eomplar vlth u n w d  I w r ,  

$ ophlu, I'd tmw rolled my a u g  and looW 
r-qwll ty prlnt,md knock-out 

sbptical. 

But todsy, hem It Is. Tho mi r m n t  
addition to my dtp mllsnon IS a sdnmr. 
Sunnersare psriphoral dsvicwthotturn 
your printedrmtaria1.photm.ordrsrlnpr 
intodlpltizedtrmvwthot wucan plaq 
arovndvfthon yourcomputer x r w n  Im 
mmt prcqrama,unwdInmwrcan bo 
modlfled, mlzed, and 1mW a$ any other 

Fig. 5.29. The type reduced to 10 points. 

Modifying Leading 
The result looks better, but the page still needs some work. Notice the 
amount of white space-or leading-between the lines. This leading 
amount is still set for 12-point type. Different methods are available for 
modifying the amount of leading between lines, depending on which ver- 
sion of First Publisher you are using. 
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Ci With Version 2.0, you can use Define page to change the leading, 
but when you select that option from the Page menu, any baseline 
modifications you have made up to that point are lost. 

Ll You can use the Change leading option in the Baselines menu, 
and the baseline modifications remain intact. (However, if you 
originally used Adjust column to move the baselines down to 
make room for the banner, the baselines move back up into the 
banner after you use the Change leading option. Other baseline 
modifications are not affected.) 

Ll With Version 3.0, you can modify the leading of individual col- 
umns by using the Adjust layout option in the Page menu. 

To use Define page to modify the amount of leading, follow these steps: 

1. Open the Page menu. 

2. Select Define page. 

3. Change the setting in the Leading box to 13. 

4. Click the OK button or press F1. 

After you click OK, the publication is reformatted with 13-point leading. 

To use the Change leading option in the Baselines menu to change the 
amount of leading, follow these steps: 

1. Open the Baselines menu. 

2. Select Adjust column. 

3. Click on any baseline in the left column. Three black handles will 
appear on the baseline. 

4. Open the Baselines menu again and select Change leading. 

5. Type 13 in the Leading box. 

6. Click OK or press F1. The leading change is then made. 

As figure 5.30 shows, this reformatting saves you quite a bit of space and 
looks much better. 

To use the Version 3.0 Adjust layout option, follow these steps: 

1. Open the Page menu. 

2. Select the Adjust layout option. 

3. Click on the column you want to adjust. (If you are using the 
mouse, press Tab until the column you want is selected.) 
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Fig. 5.30. The publication with adjusted leading. 

4. Click the Fine Tune button or press F3. 

5. Position the cursor in the Leading box (by pressing Tab or by 
clicking the mouse button). 

6. Type the new value (if you are following along with the examples, 
enter 13). 

As you can see, you now have room for the overflow text in the lower right 
column of the publication. But First Publisher doesn't just automatically 
pull in the text from the second page; you need to pull it over manually. 

First, go to the second page by selecting Jump to page from the Page 
menu. Next, highlight the text and select Cut from the Text menu (see fig. 
5.31). Finally, return to page 1 by using the Jump to page command again 
and paste the text in the correct location by positioning the cursor and 
selecting Paste from the Text menu (see fig. 5.32). 

Now you know how to get text into First Publisher-whether you type it 
yourself or import it from a word processing file. You also have learned 
what to do with overflows and special format problems. In the next section, 
you will learn to edit what you have entered. 
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Fig. 5.31. Cutting the text from page 2 .  
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Fig. 5.32. Pasting the text into the available space on page I .  

Editing Text 
Few people type everything accurately 100 percent of the time. In fact, 
many people back up and correct every fourth or fifth word, which can be 
really discouraging when you're faced with a 10,000-word document. First 
Publisher has the capacity to allow for correcting mistakes. In this section, 
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you will learn how to maneuver around the page and how to select, add, 
move, copy, and erase text. 

Moving around the Page 
If you have been dabbling with First Publisher up to this point, you have no 
doubt discovered ways to move the cursor around the page. When you 
begin editing and fine-tuning your text, it becomes even more important 
that you be able to get quickly to the parts of the document you need. 

When you are working on the text layer of a First Publisher document, you 
have a set of keys available that do not have the same function on the 
graphics layer. 

As you learned in Chapter 3, you can use the keyboard to work with First 
Publisher, you can use the mouse, or you can use a combination of the two. 
Most people use the keyboard for operations that require a quick keystroke 
or two and use the mouse (if one is available) for operations that would take 
longer from the keyboard-such as working with graphic items, moving the 
cursor, and selecting options-or that would not be possible at all, such as 
drawing curves freehand. 

Chapter 3 also explained the elevator bar and how you can move through 
the document by clicking the bar relative to the part of the publication you 
want to display. You also can click the arrows located at either end of the 
elevator bar, although this method is slower than the others. 

Table 5.5 shows the various keys you can use to get around in a First Pub- 
lisher publication. 

Table 5.5 
First Publisher Editing and Cursor-Movement Keys 

Keystroke Moves the cursor to the position 

Home 
Ctrl-Home 

Ctrl-PgUp 
PgDn 
Ctrl-PgDn 
End 
Ctrl-End 

W J P  

t 
.1 

~ 

Beginning of the current line 
Beginning of the page 
Up one screen 
Up a fraction of one screen 
Down one screen 
Down a fraction of one screen 
End of the current line 
End of the text on the page 
Up one line 
Down one line 
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Table 5.5 -continued 

Keystroke 

t 

C t r l - t  

Ctrl--, 
Ctrl-N 
Ctrl-P 
Shift- + 
Shift- - 

+ 

Moves the cursor to the position 

Left one character 
Next word to the left 
Right one character 
Next word to the right 
Next column 
Previous column 
Next page 
Previous page 

Selecting Text 
The next step in editing First Publisher text involves learning how to select 
text. Selected text is the text that is highlighted on the screen. Figure 5.33 

dornop publl tMq 
WI promt;ad you ttn wr would s l r r l  off 

v l t h a b ~ r q  w s h r l i h d r u m r o l l  
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praldsnt of 1 

Molba, Imn,rnd R t e r r M b I r , r  
Iks Unlnrslty 

shows a section of selected text. 

Fig. 5.33. Selected text. 
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You need to select text for many operations: when you need to move, copy, 
or delete text, you need to be able to tell First Publisher what text you want 
to manipulate. 

To select text by using a mouse, follow these steps: 

1. Position the mouse cursor at the start of the text you want to 
select. 
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2 .  Press the mouse button to move the bar cursor to that point. 

3. Press the mouse button and drag the mouse to the end of the text 
you want to select. The text then is highlighted, appearing as 
white text in a black (or gray) block. Remember that you can use 
the cursor-movement keys shown in table 5.5 to maneuver around 
the screen. 

4. Release the mouse button. 

The text is now selected, ready for you to use in whatever operations are 
necessary. 

If you are using the keyboard instead of a mouse, highlight text by follow- 
ing these steps: 

1. Press F10 once to anchor the highlight. 

2 .  Use the arrow keys to move the cursor to the end of the text you 
want to highlight. Remember to use the cursor-movement keys if 
they will help you get to your destination more easily. 

3. Press F10 again to indicate the end of the selected text. 

Correcting Misspellings 
Correcting errors in your publication requires only minor surgery. When 
you identify an error in spelling, punctuation, or whatever-few persons 
write text an editor would love-you simply need to position the cursor and 
use the Backspace key to delete the characters. Suppose that you enter the 
following text as part of a letter to your sales force: 

Our new fuel injection system gives us the opportunity to penetrate a 
new market: high-performance luxury automobiless. 

All you need to do is position the cursor between the letter s and the period 
(.) and press the Backspace key. Another method of getting rid of that 
pesky s is by positioning the cursor immediately in front of the letter and 
pressing Del. You also could highlight the item you don’t want and then 
press Del. 

Copying Text 
At times, you will want to copy sections of text. Perhaps you have included 
a lead for an article on page 1 of your newsletter, but now you’re consider- 
ing moving the lead to page 3. You can copy the lead to that point just to 
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see how it looks; then, if you change your mind, you can delete that para- 
graph and still have the original intact on page 1. To copy a block of text, 
you simply do the following: 

1. Select the text to be copied. 

2. Open the Text menu by clicking the menu name or by 
pressing F3. 

3 .  Select Copy or press Alt-C. 

The text you selected then is copied to the text clipboard. Remember that 
you can copy only one item to the clipboard at a time; any text you had 
stored on the clipboard previously is now erased. 

Pasting Text 
After copying text, the next step is pasting it. The paste operation is actu- 
ally the opposite of the copy or the move operation. In those operations, 
you take text and place it on the text clipboard; in the paste operation, you 
take text from the clipboard and place it in the publication. To paste an item 
from the text clipboard, follow these steps: 

1. Position the cursor at the point you want the pasted text to be 
inserted. 

2. Open the Text menu by clicking the menu name or by 
pressing F3. 

3.  Select Paste or press Alt-V 

The text item in the clipboard is now pasted at the cursor position. (Note: If 
the Paste option on the Text menu is gray, no text is on the clipboard.) 

After the paste operation, the text clipboard is not “empty.” That 
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Moving Text 
Moving text is only slightly different from copying text. Copying, of 
course, copies the selected text to the clipboard, leaving the original text 
intact on the publication. Moving, on the other hand, removes the original 
from its place on the document and places the item on the text clipboard. 
Although First Publisher has no actual “move” command, you can com- 
bine Cut and Paste to get the same effect: 

1. Select the text to be moved. 

2. Open the Text menu by clicking the menu name or by 
pressing F3. 

3.  Select Cut or press Del. 

4. Position the cursor in the place to which you want to move the 
text. 

5. Select Paste from the Text menu or press Alt-V. 

The item then is copied to the indicated position, and all text following that 
position is reformatted. After the Cut operation, the text is realigned to fill 
the gap left by the movement of the text. 

Erasing Text 
When you want to erase text, follow these steps: 

1. Select the text you want to erase. 

2. Open the Text menu by clicking the menu name or by 
pressing F3. 

3. Select Cut or press Del. 

Every time you Cut something from a First Publisher document, 
the program actually removes it only as far as the text clipboard. If 
you want to recall it, you can use the Paste option. Otherwise, the 
item will be erased when the next item is copied to the text clip- 
board or when you exit First Publisher. 
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Working with Pages 
The last section in this chapter deals with the topics of adding and deleting 
pages. First Publisher makes it easy for you to manipulate the pages of your 
publication as you work. 

One thing is a bit surprising about using the “pages” commands; from their 
names, you may not be able to tell what they do. For example, you would 
expect Jump to page only to take you to a page that’s already been created, 
when, in fact, it can create pages as well. You would think you would use 
the Insert page command to add a page to the end of the publication, but 
the command actually inserts a page before the current one. Table 5.6 lists 
the page commands and their functions. 

Table 5.6 
First Publisher’s Page Commands 

Command Function 

Jump to page 

Insert page 

Delete page 

Adds a page if it has not been created and takes 
you to the new page 

Adds a page before the current one 

Deletes the page you specify 

Adding Pages 
When you begin creating your publication, you may not know how many 
pages it will require. When you import large text files, First Publisher cre- 
ates the pages automatically. You also can specify the number of pages you 
want when you set the Define page settings with Version 2.0, or you can 
add to or delete pages at any time. Remember that the Define page settings 
you specify for the first page also apply to all subsequent pages, unless you 
modify those settings. 

To add one or more pages to your First Publisher document, follow these 
steps: 

1. If you haven’t saved the file recently, save it now. 

2. Open the Page menu by clicking the menu name or by 
pressing F2. 

3. Select Jump to page or press Alt-J. A dialog box is displayed, 
asking for the page number you want to reach and telling you 
which page is now displayed. 
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4. Type 2 and click the OK button. Page 2 of the publication then is 
displayed. Notice that the number in the elevator box is now 2 
(see fig. 5.34). 

f 

The number I n  the _$ 
elevator box shows 
the current page 
number. 

/ 

Fig. 5.34. The page number shown in the elevator box. 

I 1 

You may want to check the status of the file to see whether you 
have any text stored in the overflow area that should be pasted on 

check the status, select Status from the File 

Inserting Pages 
The Insert page command is a little different from the Jump to page com- 
mand. Suppose that you are working on a booklet for the regional sales 
meeting and you just ran across a handout of sales tips from a recent train- 
ing session. You want to incorporate the information from that page (it is 
already in a text file) into the First Publisher document you are creating, but 
you need to reserve the last page of the document for the addresses and 
phone numbers of each sales manager in the district. With Insert page, you 
can insert a blank page immediately preceding the last one and then use 
First Publisher’s text import features to bring the sales tips onto that page. 

To use this Insert page option, do the following: 

1. Save the file if you haven’t already done so. 
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2. Select Insert page from the Page menu. The Insert Page dialog 
box is displayed (see fig. 5.35). 

3. Enter the number of the page before which you want the page to 
be inserted. 

4. Click OK or press F1. 

Fig. 5.35. The Insert Page dialog box. 

Deleting Pages 
When you change the size of the type you’re using or you decide to scrap 
an article that had taken up a considerable amount of room, you may find 
yourself with an extra page or two in your publication. 

To delete pages, follow these steps: 

1. Save the file if you haven’t recently done so. 

2. Select Delete page from the Page menu. A dialog box is dis- 
played, telling you which page is the current page and asking for 
the number of the page to be deleted. 

3. Enter the number of the page you want to delete. 

4. Click the OK button or press F1. 

When you delete one or more pages in a document, First Publisher automat- 
ically renumbers the remaining pages. If you are working on a four-page 
document and you delete page 3, for example, the original page 4 becomes 
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the new page 3. If you want to keep the same page numbering, you need to 
use Insert page to fill the vacancy left by the Delete page command. 

Chapter Summary 
In this chapter, you learned all sorts of procedures related to entering, 
importing, and editing text. Also explained were the steps for adding, delet- 
ing, and inserting pages; correcting misspellings; changing font size and 
style, and using automatic *FONT* commands. In the next chapter, you 
will add artistic touches to your First Publisher publications by working 
with graphics. 
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61 
Creating and Using 

Graphics 

publication without graphics is just a bunch of type. That’s a bold A statement, perhaps, but it’s true. Whether it’s part of your job to pro- 
duce professional-quality press releases or to create snazzy advertising 
material, chances are that you use First Publisher in order to integrate text 
and graphics to produce a visually appealing document. 

Throughout this book, the word graphics is used to describe any element 
created on the graphics layer of a First Publisher publication. (If you do not 
know what the graphics layer is, refer to “Working with the Graphics 
Layer,” later in this chapter.) Therefore, any of the following are accu- 
rately called graphics: 

Li Clip art 
Li Free-hand art 
Li Art imported or screen-captured from other programs 
P Banners created as graphics text 
Li Headlines created as graphics text 
P Scanned images 
Li Rules 
P Boxes 

Although there’s no rule that you must use graphics in a First Publisher 
document, you are certainly missing an opportunity if you don’t. First Pub- 
lisher Version 2.0 makes using graphics simple; 175 clip art images are 
even with the program, and more than 2,500 additional First Publisher clip 
art images are available separately. And Version 3.0 further enhances your 
art capabilities. The same clip art files are available, but 20 high-resolution 
art files have been added. 
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As you will see in this chapter, the graphics capabilities of First Publisher 
offer quite a bit of flexibility in enhancing the design of your document. For 
nonartists, First Publisher offers-packaged with the program-five 
“sheets” of clip art you can use in your own publications. First Publisher’s 
graphics tools give you the capability to draw boxes, rules, and free-hand 
drawings. Additionally, you can import graphics from other programs like 
Windows Paint, PC Paintbrush, Publisher’s Paintbrush, and LOGITECH 
Paintshow. 

Why Use Graphics? 
Whether or not you decide to use graphics in your publication, you should 
be aware of the reasons that most publishers-desktop and otherwise-feel 
graphics are a necessity in their publications. 

Artwork breaks up the page for the reader, giving the impression that the 
information presented is assembled in bite-sized chunks. Research has 
shown that readers avoid reading a page that is nothing more than line after 
line of text: They will read something they feel is “manageable,” some- 
thing that they can pick up and put down as necessary, something that 
doesn’t require a 40-minute block of time. 

Along a similar line, artwork gives the reader’s eye a rest. Too much text is 
hard on the eyes as well as the brain. Particularly when you’re reading 
about something light, like the latest PTO elections or the success of the 
Peach Festival, a few pictures help break up the monotony of Geneva 12- 
point type. 

Graphics can add information to the page and help reinforce what is said in 
the text. A graph, for example, can portray in one image the dramatic suc- 
cess of the Apple Fair, while it might take paragraphs to textually compare 
the results of the Fair in the last three years. One rule of thumb, however: 
Although a picture might be worth a thousand words, don’t use it instead of 
a thousand words. Never use a graphic to explain what should be said in the 
text. The most effective publications say it with words and show it with 
graphics - not one or the other. 

Some graphics are just plain fun. On publications that warrant it, cartoons 
or light-hearted graphics can make the project more appealing and enjoy- 
able. Remember to consider your audience; a Pet Pals newsletter might be 
able to use cartoons, but a serious report about a diplomat’s fact-finding 
mission to the Inuvik Region probably would not. 
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Lastly, use the graphics to draw attention to a specific article or element 
within an article. Because everything in your life competes for your atten- 
tion-the boss, the kids, the bills, TV, school, grandparents, the dog- 
sometimes you need to be “courted” into spending time reading an article 
that you might otherwise toss aside. If you receive a newsletter that has an 
article about a recent high school football game, you might throw it out 
without a second look. If there were a graphic image of a grandstand full of 
fans waving pennants madly on a crisp October afternoon, however, you 
might pause a moment to look at that picture. And then, when the thought 
“I wonder what they’re so excited about” crosses your mind, you’re 
hooked. You may not read the entire article, but the graphic did spark your 
interest. 

A Few Rules for Choosing 
Graphic s 
Before you get started using First Publisher’s graphics tools and the clip art 
images supplied with the program, take a few minutes to review the follow- 
ing rules for creating effective graphics: 

Don’t overwhelm the page. One well-placed, well-planned graphic 
element makes a more favorable impression than six cluttered “what- 
the-heck-let’s-put-this-here” graphics. Think about the type of graphic 
element you want to use, and then limit yourself to only one or two 
graphics per page. 

Make sure that the graphic “connects” to the text. Make sure that the 
graphic fulfills a purpose. Obviously, in the example of the newsletter 
that showed a picture of an enraptured crowd at a football game, a 
picture of an ice cream cone would be inappropriate. (Occasionally, 
advertising uses a purposely misplaced graphic of this sort. The idea 
is to make you wonder “Why is this here?” and then spend more 
time looking at the item. In the text there may be some sort of vague 
connection. Unless you are using First Publisher to create wacky party 
invitations to send to your friends, stay away from this misleading 
gimmick.) 

Use enough white space to showcase the image. Although most peo- 
ple don’t think about it, the white space they see on the page is as 
important as the text and graphics. White space helps display 
graphics, set off text columns, and improve the look of headings. Size 
your graphics so that they allow an appropriate amount of white space 
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as a border; don’t make them so large that they look scrunched against 
the text. 

Adding Graphics to Your Publication 

As you may recall, Chapter 5 explained that there were different 
ways to assemble a First Publisher document. Some users prefer to 
create each element- text and graphics-in separate files and then 
merge the files to form the document. Other users “build” the 
publication as they go by first designing the publication, then 
entering or importing text, then adding graphics, and then fine- 
tuning the layout. This book takes the second, “building-block’’ 
approach to creating a document. 

If you are using clip art items in your publication, you can use the 
building-block approach with no problem. However, if you want to 
create your own graphic items, such as shadow boxes, free-hand 
art, or other items not available in First Publisher’s clip art library, 
you should open a new file and create your graphics there. 

Creating graphics on the graphics layer of a publication that 
already includes text can be unnecessarily confusing and distract- 
ing. It’s better to start with a clean slate, and then later copy the art 
you create into the First Publisher document. (To display a blank 
screen, select Start over from the File menu. Procedures for sav- 
ing art are explained later in this chapter in the section “Saving 
Images.”) 

The Differences between 
MAC and ART Files 
Many users new to First Publisher are a bit foggy about the difference 
between MAC and ART files. What are they, and when do you use them? 

MAC files are the clip art files that come with First Publisher or that you 
create yourself. Additional MAC files also are available from Software Pub- 
lishing Corporation or other vendors. The graphics in these files must be cut 
and saved as individual ART files before they can be used in a publication. 
In other words: 

P MAC signifies a file that stores many graphics elements. 
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Ll ART indicates an individual art image that can be pasted in a pub- 
lication. 

You can create your own MAC files; First Publisher gives you the option of 
selecting the MAC radio button when you select Save from the File menu. 
But, if you cannot use MAC files directly in your First Publisher documents 
(you must save the art to an ART file to use it in the document), why would 
you want to save art to a MAC file? 

If you are working on a page that is a compilation of various graphics- 
perhaps you are trying several twists of an old company logo-you can save 
that file as a MAC file so that you have all the logos together. Later, if you 
decide to use one version, you can select and save that individual item as an 
ART file and paste it directly into your document. 

If you are trying to preserve the column format of a table you're 
importing, try importing the file as an ASCII file and then saving 
the First Publisher file as a MAC file. You can then modify the 
table as a graphic image and not need to wony about text wrap or 
formatting problems. 

Table 6.1 reviews all the files you use, create, and save in First Publisher 
and shows you on which menus they are found. 

Table 6.1 
Files Used in First Publisher 

File Type Options for RetrievelSave Found on 

Publication files Get publication File menu 
Save (as PUB) File menu (PUB) 

Text files (TXT) Get publication File menu 
Get text Text menu 
Save (as TXT) File menu 
Save text1 Text menu 

Graphics files Get graphics File menu 
Save (as MAC) File menu (MAC) 

Art files (ART) Get art 
Save art' 

Art menu 
Art menu 

' You must select a block of text before using Save text; an image must be selected 
before you can use Save art. 
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Working with the 
Graphics Layer 
If you are working through this book sequentially, you have already found 
out about the layers in a First Publisher publication. The program “sees” 
each document on-screen as a combination of two layers: text and graphics. 
On the text layer, as you might expect, you enter and edit text by using the 
text tool (the text tool is at the top of the tools row) and by selecting options 
in the Text and Baselines menu. On the graphics layer, you create and mod- 
ify graphic images by using the tools available on the right side of the 
screen and by working with the options available in the Art menu. 

With First Publisher Version 3.0, the Get graphics option in the File menu 
has been eliminated. Now you can get both MAC and ART files with the 
Get art option in the Art menu. 

When you select one of the tools below the text tool, when you select one 
of the options on the Art menu, or when you get graphics, First Publisher 
automatically changes to the graphics layer. If you have entered text on the 
text layer, the text becomes illegible. If no text exists on the text layer, 
there is no noticeable difference on the screen when First Publisher changes 
to the graphics layer. When you return to the text layer, any graphics on the 
screen look the same as when you worked on the graphics layer. This 
means that the only difference in the appearance of the two layers on the 
screen occurs when you select a graphics tool or option to enter the graphics 
layer; the text on the text layer of the screen then becomes unreadable. 

Figure 6.1 shows how the publication looks on-screen when the selection 
tool (which is a graphics tool) is selected. Notice that the characters on the 
text layer are not clearly defined. 

Introduction to the Art Menu 
You will use the options on the Art menu for manipulating the graphics 
items individually. This menu offers several options (such as Rotate, Mag- 
nify, and Invert) that are not available in other desktop publishing pro- 
grams. Figure 6.2 shows the choices available on the Art menu in Version 
2.0 and 3.0, and table 6.2 explains each of the options. As you can see, 
two menu options have been added with Version 3.0; Crop and Set line 
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width. The key or key sequences placed in parentheses in table 6.2 can be 
directly used instead of accessing the Art menu and then selecting that 
option. 

Home Safe Home 

Fig. 6.1. The text layer becomes unreadable when the graphics layer is 
in use. 

... ... .. ... ... ... ... ... .. .. ... .. .. .. ... .. 
M I  m n i f y 5rM 

Fig. 6.2. The Art menu in Version 2.0 (left) and Version 3.0 (right). 

Table 6.2 
Options on the Art Menu 

Option Description 

Get art Retrieves individual ART files so that you 
can place them in the current publication 
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Table 6.2-continued 

Option Description 

Save art 

Cut (Del) 

COPY (Alt-C) 

Paste (Alt-V) 

Duplicate (Alt-D) 

Flip horizontal 

Flip vertical 

Rotate (Alt-0) 

Invert 

Resize (Alt-R) 

A Crop (Alt-K) 

Magnify (Alt-M) 

A Set line width (Alt-- 

Saves the selected art image 

Removes selected art from the First 
Publisher document and places it on the 
graphics clipboard. If you cut another 
graphic, the first item on the clipboard is 
overwritten. 

Copies selected art and places copy on the 
graphics clipboard. If you copy another 
graphic, the first item on the clipboard is 
overwritten. 

Places the art item from graphics clipboard 
to the indicated position in the document 

Creates a duplicate image and places the 
duplicate on the page, without using the 
graphics clipboard 

Flips selected image horizontally 

Flips selected image vertically 

Rotates selected image 90 degrees 

Turns the white area within the selected 
area to black, and vice versa 

Enables you to change the size of the 
selected image 

Enables you to crop high-resolution graphics 

Magnifies selected area of art image so that 
you can work with the graphic pixel-by- 
pixel 

Lets you choose the line width used with 
the various graphics tools. OJ [hyphen]) 

Become familiar with the choices in this table. You will use each option in 
other sections of this chapter. 
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Introduction to the 
Graphics Tools 
Whether you use clip art or create your own graphics, you have the option 
of using First Publisher's graphics tools, located on the right side of the 
screen, to enhance your publications. Figure 6.3 shows the position of the 
graphics tools in both Version 2.0 and 3.0. 

..",- 

nigh-rmnlutimm e r t  t a d  - 
t r m p b i u  text  tu1 - 

S.1uti.m tu1 - 
l&d tMl - 
L i U  tu1  - 
Bmx id- 

C i r c l e  tu1 - 
P e U i l  tM1- 

Ermarr too1 - 

Fig. 6.3. The graphics tools available in Version 2.0 (left) and 3.0 
(right). 

At the bottom of the tools row in Version 2.0 are four individual line set- 
tings-offering four different line widths. You can select these widths to 
change the look of boxes and lines drawn with the other tools on the 
graphics tools row. Table 6.3 explains each of these tools. 

Table 6.3 
The Graphics Tools 

Tool Name Description 
n Text tool Used to enter and edit text 

& High-resolution tool Used to place high- 
resolution text 
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Table 6.3-continued 

Tool Name Description 

m Graphics text tool Used to enter and edit text 
on the graphics layer. 
(Note: This text is treated 
as a graphic element and 
cannot be manipulated from 
the text layer.) 

Cf Selection tool 

??I Hand tool 

\ Line tool 

0 Box tool 

4 Pencil tool 

# Eraser tool 

Used to select a graphic 
image for various operations 
such as cut, copy, move, 
resize, rotate, invert, and 
flip operations 

Used for placing or moving 
a graphic element 

Used for drawing straight 
lines 

Used for drawing boxes on 
the graphics layer 

Used for drawing circles 
and ovals in the graphics 
layer 

Used for drawing lines or 
images “by hand” and for 
manipulating and editing 
drawings pixel-by-pixel 

Used for erasing’graphic 
elements 

First Publisher Version 3 .0 adds the circle tool and the high-resolution tool 
and does away with the line width settings in the tools row. Now you select 
the line width settings by selecting Set line width from the Art menu. 

The four items shown at the bottom of the tools row in Version 2.0 are not 
actually tools; they are the line widths available for use with the line, box, 
and pencil tools. 

You can select any of the items in the tools row by moving the mouse cur- 
sor to that particular tool and clicking the mouse button or by pressing F9 to 
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move to each tool in turn. Pressing Shift-F9 selects the text tool, located at 
the top of the tools row. 

In the sections that follow, you will learn to work with each of these tools. 

The Text Tool 
Because the text tool is not a graphics tool, it technically shouldn’t be cov- 
ered in this chapter. The text tool is covered here for the sake of 
completeness. 

The text tool is active whenever you enter or edit text. When First Publisher 
initially is loaded, this tool is the active tool. (Note: When a tool is active, 
or in use, its image is inverted, meaning that what usually appears white is 
now black, and items usually black are white. When the text tool is active, 
the black A on a white background becomes a white A on a black 
background.) 

When the text tool is selected, First Publisher displays the text layer. To 
switch to any of the graphics tools, click that tool with the mouse or press 
F9 to cycle through the tools until the one you want is highlighted. To 
return to the text layer and the text tool, press Shift-F9. 

The High-Resolution Art Tool 
One new tool added with First Publisher Version 3.0 is the high-resolution 
art tool. This tool becomes the active tool when you use the Get art option 
in the Art menu to get one of the high-resolution graphics that are packaged 
with First Publisher. 

As you may recall from earlier chapters, Version 3.0 added a high- 
resolution graphics layer- separate from the standard art layer. When you 
want to change from either the text or the standard art layer to the high- 
resolution layer, you can click the high-resolution art tool. Everything on 
the text and standard graphics layers become “grayed”; you then can 
import or work with high-resolution art. 
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The Graphics Text Tool 
You will use the graphics text tool often as you create banners, information 
boxes, and other text items you would rather paste down than type in. 
Graphics text is just that; text treated as a graphic, meaning that you can 
resize, rotate, invert, and perform any operation on the text that you can 
perform on any other graphic in First Publisher. 

Banners and the Graphics Text Tool 
The banner, or name, of your publication is one of the most important 
design elements you create. The banner is one of the first things a reader 
sees and it should make a statement about your publication. 

When you use the graphics text tool to create a banner for your publication, 
First Publisher provides flexibility that other programs cannot offer. Sup- 
pose that you create the banner in 36-point Helvetica, the largest type your 
setup can offer, but that still isn’t big enough. Because the text is graphics 
text, you can select and resize it, stretching it to fill whatever space you 
need to fill (see fig. 6.4). 

Fig. 6.4. Stretching the banner created with graphics text. 

First Publisher does a great job of smoothing the edges of resized graph- 
ics-but you can magnify the item and work with the individual dots, or 
pixels, comprising it if you want to fine-tune the text of the banner. You 
can do this using the Magnify option on the Art menu. 
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The graphics text tool also opens the door to creativity. Because you can 
treat text as graphics, you can come up with unique designs for your ban- 
ners, playing on the name of your organization, or designing up a company 
logo. Figure 6.5 shows examples of banners created with the graphics text 
tool. 

lndep endent Realtor 
D e c e m b e r  1988 V o l u m e  1, No. 3 

N o m i n e e s  f o r  Board O p t i m i s t i c  1 1989: Year of the Successful Realtor! I 

Fig. 6.5. Examples of banners created with the graphics text tool. 

Headings and the Graphics Text Tool 
When there are headings in the publication, you have two choices: you can 
enter the headings as text on the text layer (and adjust the individual base- 
lines so that the text flows correctly), or you can leave space on the text 
layer and paste in the headings as graphics text. Some people prefer the 
latter method, but you should use the method with which you are most 
comfortable. 

When you create headings using the graphics text tool, the procedure is 
identical to the procedure for creating banners: select the graphics text tool, 
specify the font and style you want, and type the text. Because the text 
entered is a graphic element, you can “grab” it using the selection and 
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hand tools (covered later in this chapter) and move it to any point in the 
publication. Figure 6.6 shows two headings that were created as graphics 
text. 

f 
Research Shows Surprising Results 

New Strategies for Mitral Valve Treatment 

Fig. 6.6. Headings also can be created as graphics text. 

Research Shows Surprising Results 

New Strategies for Mitral Valve Treatment 

Fig. 6.6. Headings also can be created as graphics text. 

The Selection Tool 
You use the selection tool to “grab” items-or portions of items-to be 
used in another operation. Whether you want to move, copy, cut, resize, 
magnify, or perform any other operation on the Art menu, you must select 
it first. 

When you are using the high-resolution art packaged with First Publisher 
Version 3.0, you do not need to use the selection tool. Each piece of high- 
resolution art is included in its own dotted border. 

To use the selection tool, follow these steps: 

1. Choose the selection tool by clicking it or by pressing F9 until the 
selection tool is highlighted. 

2 .  Position the mouse cursor at the upper-left comer of the item you 
want to grab. If you are using the keyboard method, use the arrow 
keys to move the cursor to the correct position on-screen and press 
F10. (Actually, you can start with any corner of the image, but 
this book consistently uses the method described here .) 
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3. With the mouse, press the mouse button and drag the mouse down 
and to the right so that the entire element is enclosed in the flash- 
ing rectangle. On the keyboard, use the & and + keys to enlarge 
the box. 

4. Release the mouse button (or press F10). The image is enclosed in 
the rectangle and has been selected successfully. 

You can now perform various operations on the selected image. Note: If 
you leave any part of the image outside the selection rectangle, that part is 
not included when you work with the selected image. This can be beneficial 
if you only want to select part of an image. If you want to redefine the 
selected area, reposition the crosshair cursor at the upper left corner of the 
image and repeat steps 3 and 4 so that all or part of the image is enclosed. 

Releasing the Selected Image 

First Publisher doesn’t automatically “know” when you are fin- 
ished using a selected image. After you have moved the image or 
performed an operation on that image, you must release the item 
from the selection tool. Otherwise, the item continues to flash and 
is redrawn on the screen each time you use an option or another 
tool, which can be distracting and time-consuming. 

Even when you switch to another tool or change to the text layer, 
the selected item remains selected. Although the flashing rectangle 
doesn’t show on the text layer, the contents of the selected area 
will “flash” when you make any modifications on the screen. To 
release the item, select the selection tool again, position the mouse 
cursor away from the selected item, and click the mouse button (or 
press F10). This releases the image and, in effect, turns the selec- 
tion tool off, because you are not selecting another image. 

Figure 6.7 shows how you can use the selection tool to select an image. 

The Hand Tool 
The hand tool is often used to move images around on the page. This tool 
must be used with the selection tool; you cannot move an image before you 
tell First Publisher what it is you want to move. 
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Fig. 6.7. Use the selection tool to select an image or part of an image. 

To use the hand tool, follow these steps: 

1. Make sure that the image you want to move has been selected 
with the selection tool. Refer to “The Selection Tool” in this 
chapter for instructions on selecting an image. 

2 .  Position the hand tool anywhere on the selected image. If you are 
using the keyboard, use the arrow keys to move the hand to the 
desired location. 

3. Press and hold the mouse button (or press F10). 

4. Move the item to the desired position by using either the mouse or 
the arrow keys. 

5. Release the mouse button (or press F10). 

First Publisher automatically selects the hand tool for you when you use 
options like Get art or Paste from the Art menu. When you use those 
options, the program knows that you must position the art on the screen, so 
the hand tool is automatically chosen. After positioning the hand tool where 
you want the item to be pasted, you click the mouse button, and the art 
appears where the hand tool has indicated it is to be positioned. Because the 
item is still selected and the hand tool is still active, you can use the mouse 
cursor to move the item around on the screen after it is pasted (see fig. 6.8). 

With First Publisher Version 3.0 high-resolution art, you do not need to use 
the hand tool to move items. Just position the cursor on the art, press the 
mouse button, and drag the art. 
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Fig. 6.8. The effects of using the hand tool. 

First Publisher’s rulers are helpful for controlling the exact place- 
ment of graphics. If you are using a CGA card, the rulers appear 
distorted, but if you use the rulers to place a graphic two inches 
from the top and two inches from the left edge of the page, the 
graphic is printed in that position. 

I 

The Line Tool 
The line tool, predictably, is used to draw lines. Whether you want to add 
rules, close up a gap in a box, or connect the dots, the line tool finds the 
straightest road to your destination. 

To use the line tool, follow these steps: 

1. Select the line tool by clicking it or by pressing F9 until that tool 
is highlighted. 

2 .  Position the cursor at the point on-screen where you want the line 
to begin by using the mouse or by using the arrow keys. 

3 .  Press and hold the mouse button (or press F10). 

4. Drag the mouse in the direction you want the line to go. Notice 
that you can move the line in any direction; it is not “pasted” 
down until you release the mouse button. If you are using the key- 
board, use the arrow keys to draw the line. 
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5 .  When the line is the length you want, release the mouse button (or 
press F10). 

Because First Publisher offers a WYSIWYG (“what-you-see-is-what-you- 
get”) screen, you can tell when you have gotten the straightest line possible 
by watching it carefully on the screen. This can be a difficult call, espe- 
cially if you draw a line the length of the page to serve as a border. If you 
draw a diagonal line, move the angle of the line until the “stair-step’’ incre- 
ments look even. 
I 1 

When you draw lines the length of the screen, or whenever you 
need to draw a straight line, you can use the Use Grid option on 
the Page menu to turn on an invisible grid that controls the move- 
ment of the cursor. For more about the Use Grid option, see Chap- 

If you don’t like the way the line turned out, you can use the eraser tool to 
erase the line. You also can get rid of the line by using the selection tool to 
select the line and using Cut (or Del) to remove it. 

You also can select different line widths for the line tool. To find out more 
about changing the line width, see “The Line Width Settings,” later in this 
chapter. 

The Box Tool 
If you like to use squares, then you will use the box tool to create boxes of 
all sizes. Bullet boxes, drop shadow boxes, boxes to enclose a publication 
message or secondary article-a box, used effectively, can add greatly to 
the design and readability of your page. In the “Applications for the 
Graphics Tools” section of this chapter, you will learn a few box tricks. 
For now, here’s how to use the box tool: 

1. Select the box tool by clicking it or by pressing F9 until that tool 
is highlighted. 

2. Use the mouse or the arrow key to position the cursor at the place 
on-screen where you want the upper left corner of the bcx to 
appear. 

3. Press and hold the mouse button (or press F10). 

4. Drag the mouse down and to the right, until the box is the size 
you want. If you are using the keyboard, press 4 and + to 
enlarge the box. 
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5. Release the mouse button (or press F10). 

You also can specify different line widths for boxes. These width settings 
are discussed in “The Line Width Settings,” later in this chapter. 

After you select the box, you can perform any modification on it that you 
want, including resizing, copying and pasting, flipping, or inverting. Figure 
6.9 shows a publication in which boxes were used for several different 
elements. 

Objectives: 
T O  understand the purpose of deSktOp publishing 

To  see how F i r s t  Publisher compares w i t h  other  programs 
To gain f a m i l i a r i t y  w i t h  the desktop publishing process 

I n  th is session, w e l l  explore what the desktop 
pub l ish iw indus t rycan m a n t o  your businessas both 
a money-makinqard acommunication tool. Then,after 
the break, we’ll i l lustrate how First  Publisher 
answers those mdt, as well. 

For thaseofyouconsidertnqforthsflrst t imethe 
possibility o f  publishing your own mter ia ls,  desktop 
publirhing represents a valuable, cost-effective 
solution. When you ta l l y  the money you s p r d  rending 
workout to betypeset and printed--not tomention 
the t ime wastcdor the lossof control--you w i l l  
real inthatadesktop publishingsystem,depndinqon 
which one you buy and how often you UY it, can earn 
back i t s  cost i n  less than one w a r .  

Desktop publishinq makes your communicationwith 
the public an open doorway Want to announce a m w  
product?Thinkahut how simple i t  would be tos i t  
down, create a publication, p r in t  it, andsendit out. 

Rather than spendif!q days o r  even weeks on the 
conventional method of  publishing. waitinq on the 
typesetter to get to your material, waitinq for the 
pr inter to fit i t  in to  the schedule, you keep control of 
your project. That’sa major benefit. By retaining 
control of your project, wu are the only one whocan 
hang things up. 
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Fig. 6.9. Using boxes in a publication. 
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The Circle Tool 
The circle tool adds another dimension to First Publisher graphics. Rounded 
images are not easy to draw-especially not when you must use square 
tools to draw circles. 

With the new circle tool in First Publisher Version 3.0, you can draw cir- 
cles and ovals easily on the screen. To draw a circle, follow these steps: 

1. Select the circle tool by clicking it or by pressing F9 until that tool 
is highlighted. 

2 .  Use the mouse or the arrow keys to position the cursor at the place 
on the screen where you want to draw the circle. 

3. Press and hold the mouse button (or press F10). 

4. Drag the mouse down and to the right until the circle is the size 
you want. If you are using the keyboard, use the arrow keys to 
enlarge the circle. Notice that the circle changes shape as you 
move the mouse (or press the arrow keys). 

5 .  Release the mouse button (or press F10). 

You can select different widths for the circle line, if you prefer. To set the 
line width for the circle, open the Art menu and choose the Set line width 
option. Then choose the setting you want. Figure 6.10 shows an example of 
using the circle tool. 

Fig. 6.10. Using the circle tool. 
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The Pencil Tool 
The pencil tool is for the daring desktop publisher. Anyone who has ever 
sketched a half-decent doodle will be tempted to use this tool. It is fun, but 
it also can be discouraging. Use the pencil tool when you want to draw 
something “by hand” to incorporate in a publication. 

The pencil tool is invaluable for editing art images, especially when used 
with the Magnify option on the Art menu. You can use the pencil tool to 
smooth the edges of a hand-drawn graphic or to fine-tune the lines in a 
scanned or screen-captured image. 

To use the pencil tool, follow these steps: 

1. Select the pencil tool by clicking it or by pressing F9 until that 
tool is highlighted. 

2. Position the pencil cursor on the screen where you want to begin 
drawing. 

3.  Press and hold the mouse button as you draw (or press F10). 

4. Draw the desired image, using the mouse to direct the pencil on 
the screen. Remember to keep the mouse button pressed as you 
draw. 

5. Release the mouse button when you are finished drawing (or 
press F10). 

Like the line and box tools, you can adjust the width of the line drawn by 
the pencil tool. Refer to “The Line Width Settings,” later in this chapter. 

Because First Publisher doesn’t have every tool you might need, you may 
have to use the pencil tool at different points in your publishing projects. 
Here are a few tips to make using the pencil tool less frustrating: 

Li Draw the item larger than necessary and then use the Resize option 
on the Art menu to reduce the size of the image. Reducing the size 
may smooth out the edges of the image and make the graphic look 
more professional. 

Li If the item includes straight lines or boxes, use the Use Grid 
option on the Page menu to guide you as you draw the item free- 
hand. 

Li If you are drawing the item while referring to a photo or picture, 
use Show rulers on the Page menu to give you an idea of how 
accurately you are copying the item. 
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CI Use Magnify on the Art menu to get a closer look at the pixels of 
the image. You can then use the pencil tool to change black pixels 
to white and white pixels to black, if necessary, to give the image 
a smoother look. (Note: You cannot use Magnify with Version 
3.0’s high-resolution art.) 

CI Save the image several times as you work. One little change may 
enhance or ruin the image. Also, when you’re dealing with pixels, 
one slip of the eraser tool and you may be back to square one. 

Figure 6.11 shows two items drawn with the pencil tool. The first one is 
shown at actual size, and the second was resized to enhance the sharpness 
of the lines. 

Fig. 6.11. Two items drawn with the pencil tool. 

The Eraser Tool 
If you’re like most people, very soon after you begin using First Publisher’s 
graphics tools, you will get to know the eraser tool. Few people do every- 
thing right all the time. The eraser tool enables you to erase an image or 
part of an image. 

You cannot use the eraser tool to erase high-resolution art. 

To use the eraser tool, follow these steps: 

1. Select the tool by clicking it or by pressing F9 until the tool is 
highlighted. 
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2. Position the cursor (which now resembles a white box) at the 
place on screen where you want to begin erasing. 

3. Press and hold the mouse button (or press F10). 

4. Drag the cursor over the item you want to erase by using the 
mouse or the arrow keys. 

5 .  When the item is erased, release the mouse button (or press F10). 

You also can use the eraser tool as a “spot” eraser; that is, instead of drag- 
ging the cursor over an item, place the cursor over the item and then click 
the mouse button repeatedly. When you drag the mouse, you can easily 
erase a part of the image you want to keep. The spot eraser method makes 
you a little more accurate when you are doing some risky erasing. 
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The Line Width Settings 
The four line width settings, located at the bottom of the graphics tools row 
with First Publisher Version 2.0, aren’t really tools; they are settings used 
by the line, box, and pencil tools. 

With First Publisher Version 3.0, the line width settings were removed from 
the tools row. Now to display and change line width settings, you select Set 
line width from the Art Menu. (The steps for this procedure are shown later 
in this section.) 

When you enter First Publisher, the first line width (1-point width) is the 
default setting used. For most purposes, such as drawing boxes, rules, and 
separator lines, this width is sufficient. In other cases, when you are con- 
cerned about adding a “designer” touch to the publication, you may want 
to experiment with other width settings. 

The available line widths are the following: 

- 1 point 

- 2 point 

I 3 point 

I 4 point 

To select a different line width, follow these steps: 

1. Make sure that the tool you plan to use is selected. The 
or pencil tools are affected by changing the line width. 

ine, 

2. Click the line-width setting at the bottom of the graphics tools row 
that you want to use. Alternately, press F9 until the desired line- 
width setting is highlighted (or press Alt-F9). 

3. Draw the image. 

If you use one of the heavier line widths and then reduce the size 
of the image, the heavy lines may appear to “fill in” the image. 
To avoid this, use a lightweight line when you plan to reduce the 

As mentioned earlier, the line width settings were removed from the tools 
row; now they exist within the Art menu (as the bottom option). To reach 
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and change the line width settings in First Publisher Version 3.0, follow 
these steps: 

1. Open the Art menu. 

2. Select the Set line width option. (You can bypass the menu 
options by pressing Alt-- [hyphen] if you prefer.) A dialog box is 
displayed, offering you the four basic line widths (see fig. 6.13). 

I 
S e t  Line Width 

e m  - 
oe, - 
0 0  - 
o m  = 

Fig. 6.13. Selecting line widths with Version 3.0. 

3. Click the line width you want (or press the corresponding 
function key). 

4. Click OK or press F1. 

Applications for the 
Graphics Tools 
Now that you know how to use the graphics tools, what can you do with 
them? This section explains how to put the tools to good use in creating 
items you can use repeatedly in your publications. Remember to save the 
images after you create them so that you can use them again in your pub- 
lications. The procedure for saving images is explained in “Saving 
Images,” later in this chapter. 
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Creating a Side Banner 
To create a side banner in First Publisher, do the following: 

1. Start with a blank screen. (Select Start over from the File menu 
after saving the previous file.) 

2. Select the graphics text tool. 

3.  Select the font and style you want to use. (In figure 6.14, 36-point 
Helvetica was chosen.) 

4. Position the cursor anywhere on the screen by using the mouse or 
by using the arrow keys and pressing F10 twice. (You can move 
the banner later.) 

5. Type the name of the publication. 

6. Use the selection tool to select the banner (be sure to enclose the 
entire name in the flashing rectangle). 

7. Choose Rotate from the Art menu. First Publisher rotates the ban- 
ner so that the right end of the name is pointing upward. 

8. Use the hand tool to move the banner to the correct position on the 
page. If you are using the keyboard, select the hand tool by press- 
ing F9 until the hand tool is highlighted. Then use the arrow keys 
to move the cursor to the banner and press FlO. Use the arrow 
keys again to move the banner, and press F10 again when the ban- 
ner is positioned properly. 

9. Select Show page from the Page menu to get an idea of how the 
banner is positioned. 

You also can further enhance the banner, if you like, by inverting the ban- 
ner name. Because the banner is still selected, you can choose Invert from 
the Art menu; First Publisher turns all the white space inside the flashing 
rectangle to black, and vice versa. Figure 6.14 shows an example of a side 
banner. 

Creating Rules 
Rules may be the most subtle of all graphic elements. Rules correctly used 
tend to be transparent in that they add to the design and overall “feel” of 
the page, but they are not so obvious that they draw attention to themselves. 

You will want to use different rules in diffcrent places on your document. If 
you opt to use separator lines between columns, the separator line should be 
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Fig. 6.14. An example of a side banner. 

the lightest line available: 1 point. If you want to include a medium-weight 
line that shows where one article stops and another begins, use a 2-point or 
3-point line. 
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To create a “designer” rule to function as part of a logo, follow these 
steps: 

1. Save the publication, if you haven’t already done so. 

2. Select the line tool and make sure that the default (1 point) line 
width is selected. 

3. Position the mouse cursor far enough to the left that you can draw 
the entire line. 

4. Press and hold the mouse button (or press F10). 

5. Drag the mouse to the right (or press -+) until the line is the 
length you want. 

6. Release the mouse button (or press F10). 

7. Select the 3-point line width by clicking it or by pressing F9 until 
that line width setting is highlighted (Version 2.0 only). Version 
3.0 users must change the line width by using Set line width from 
the Art menu. 

8. Position the cursor immediately under the left edge of the 1-point 
line. 

9. Press and hold the mouse button while dragging the mouse to the 
position directly beneath the right edge of the 1-point line. If you 
are using the keyboard, press F10 and use the arrow keys to move 
the cursor to the correct position. 

10. Release the mouse button (or press F10). 

The lines just drawn complement each other. You may want to use the 
selection and hand tools to select and move the second line closer to or 
farther from the first. Figure 6.15 shows an example that uses these rules 
(the example is the banner for the newsletter DT Publisher, which was star- 
ted in Chapter 5.) 

Making Shadow Boxes 
A shadow box is a box that gives the appearance of having a shadow behind 
it-a two-dimensional image. Using this shadow technique can give your 
publications a “polished” look that a simple line box cannot provide. To 
create a shadow box, follow these steps: 

1. Select the box tool by clicking it or by pressing F9 until the tool is 
highlighted, (Make sure that the default line width is selected.) 
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Fig. 6.15. Using the rule in the DT Publisher banner. 

2 .  Position the cursor anywhere on-screen by using the mouse or the 
arrow keys. 

3. Press and hold the mouse button while dragging the mouse down 
and to the right. If you are using the keyboard, press F10 and 
press & and + to enlarge the box. 

4. When the box is the size you want, release the mouse button (or 
press F10). 

5. Select the heaviest line width setting (4 point) by clicking it or by 
pressing F9 until the setting is highlighted. 

6. Select the line tool. 

7. Position the cursor a little to the right of the lower left corner of 
the box. (Place the crosshair cursor directly on the bottom line of 
the box. When you release the mouse button, the line will appear 
beneath the box’s bottom line.) 

8. Press the mouse button and drag the cursor to the bottom right 
corner of the box. If you’re using the keyboard, press F10 and use 
+ to move the cursor to the right corner of the box. 

9. Release the mouse button (or press F10). The thick line should 
appear after the mouse button is released. 

10. Position the cursor on the right edge of the box, a little lower than 
the top right corner. 
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11. Press the mouse button and drag the cursor to the bottom right 
corner of the box, meeting the first thick line. Using the keyboard, 
press F10 and use & to move the cursor to the bottom right corner 
of the box. 

12. Release the mouse button (or press F10). The second thick line 
should appear. 

13. Use the eraser tool, if necessary, to “trim off” any extra length 
on either of the thick lines. 

Figure 6.16 shows the finished shadow box. 

Fig. 6.16. A shadow box created with the box and line tools. 

Saving Images 
Remember to save periodically the images you create during your work ses- 
sion. If you are working on a publication and bring in graphics, save the 
file as a PUB file. (The procedure for saving PUB files is covered in Chap- 
ter 5.) If you are creating your own “clip art” file, you can save the file as 
a MAC file. If you are working on a graphics file that you plan to import 
into a publication, as is done in this chapter, save the file as an ART file. 

To save the file as an ART file, first use the selection tool to select the 
single image you want to save. (Remember that ART files are used in their 
entirety.) Choose Save art from the Art menu. A dialog box is displayed, 
asking you to enter a name for the file (see fig. 6.17). Type a name for the 
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image you are saving, and check the path designation shown at the bottom 
of the dialog box. (You don’t need to enter an extension for the file name; 
First Publisher attaches the ART extension automatically.) If you want to 
change the directory to which the file will be saved, do so now. When you 
have entered all the necessary information, click the OK button or press F1. 

Fig. 6.17. The Save dialog box. 

If you entered a file name that has already been used, First Publisher alerts 
you and asks whether you want to overwrite the existing file with the new 
one (see fig. 6.18). If you are simply modifying an earlier version of the 
file and want to overwrite it, click OK or press F1; if you accidentally 
entered the wrong file name, cancel the operation and start again. 

Using First Publisher’s 
Clip Art Files 
As you probably have learned already, First Publisher deals with files a lit- 
tle differently from other programs you may be familiar with. With First 
Publisher, you can save files as publication files (PUB), text files (TXT), or 
art files (ART). When you retrieve those files, you must use Get publica- 
tion from the File menu to get PUB files, Get art from the Art menu to 
retrieve ART (and MAC, with Version 3.0) files, and Get text from the 
Text menu to get TXT files. 
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DO you want to .-PI==. it? 

Fig. 6.18. A message box warns you of overwriting a file. 

In Version 2.0, another option available on the File menu, called Get 
graphics, retrieves graphic files. These files have the extension MAC. Most 
2.0 users, at some time or other, try to get graphics using Get graphics. 
What those users discover, when a full page of clip art is displayed, is that 
what they really wanted was to get a piece of art from the graphics page. 
To do that, the user must select the desired piece (using the selection tool) 
and save it using Save art from the Art menu. Then, to retrieve it and put it 
in the document, the user must select Get art from the Art menu. 

The following are the differences between Get graphics and Get art: 

Get graphics, on the File menu, gets the clip art files packaged with 
First Publisher and gets graphics from other compatible programs 
(PCX files, MSW files, and so forth) that are compatible with the 
program. Note: You also can save MAC files you create or import. 

Get art, on the Art menu, retrieves individual ART images that you 
can paste in your publications. This option also can retrieve files from 
PFS: First Choice or from files you have saved as ART files. 

Before you can use the clip art images that are packaged with First Pub- 
lisher, you must save the individual image as a separate ART file. The next 
section explains how to display, cut, and paste clip art items into your First 
Publisher document. 
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What’s in the Clip Art Library? 
Before you learn how to cut and paste from First Publisher’s clip art files, 
you should know what’s available. First Publisher comes with five files of 
clip art; each file contains one page of art elements. These files are 

BUSINESS.MAC 
HOLIDAYS .MAC 
LEISURE.MAC 
PERSONAL. MAC 
PUBLIC AT. MAC 

These clip art files come packaged on the Sampler Disk and are examples of 
the art in other clip art libraries available from Software Publishing Corpo- 
ration. First Publisher is the only leading desktop publishing program to 
come equipped with these “freebies,” and for many people, the built-in 
clip art library more than accommodates the graphics needs of their pro- 
jects. (Nore: The makers of First Publisher also offer many other clip art 
files, available for $39 each.) 

Figure 6.19 shows the clip art packaged with First Publisher. 

Fig. 6.19. The clip art files available with First Publishei 
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Using Clip Art in Your Publications 
Now that you have identified the art you would like to clip, you need to 
know how to clip it. To use clip art in your publications. you must 

0 Access the appropriate clip art file 

Li Select the art you want to clip 

Li Save the clip art as an ART file 

Li Open your publication 

Retrieve the ART file 

Li Position or resize the art to fit the publication 

The following sections explain how these steps are done. 

Accessing the Clip Art File 
Suppose that you want to clip the small Victorian house from the PUB- 
LICAT.MAC file. To do so, you must first open the PUBLICAT.MAC file 
by selecting Get graphics from the File menu in Version 2.0, or by using 
Get art in Version 3.0. The Get dialog box then is displayed, showing you 
the names of all the MAC files in that subdirectory. (Note: If you receive a 
message saying no matching files were found, check the path designation 
and change it if necessary to the directory where the MAC files are 
located.) 

Highlight the file PUBLICAT.MAC by clicking it or by using the f and 4 
keys to move the highlight. When the desired file name is highlighted, click 
the OK button or press Fl .  

First Publisher then displays the file on the screen. Figure 6.20 shows that 
only a portion of the page can be shown on-screen at one time. 

Selecting the Clip Art Image 
To select the small Victorian house, move the display so that the house is 
within “grabbing” distance. Move the mouse cursor to a point about half- 
way down the elevator bar. Click the mouse button. The page is scrolled 
up, and the house is now within reach of the selection tool. 

Choose the selection tool by clicking it or by pressing F9 until that tool is 
highlighted. Then, using the technique described earlier in this chapter, 
select the house by enclosing it in the flashing rectangle. 
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Fig. 6.20. The default display of PUBLICAT.MAC. 

Saving the Clip Art Image 
Because an art image has been selected, options on the Art menu that had 
previously been disabled now become available. Choose Save art from the 
Art menu. A Save dialog box is displayed, asking for a name and path 
designation for the file. Enter a name that will help you recall the item at a 
later date (such as SMHOUSE). Remember that you don’t need to enter the 
ART extension; First Publisher does that for you. 

Opening Your Publication 
Next, you need to open the file in which you want to paste the clip art. If 
that document is a publication, select Get publication from the File menu. 
If that file is to be a new file, select Start over from the file menu. 

Suppose that the clip art is to be used in a newsletter called Independent 
Realtor (see fig. 6.21). This document, which was created previously, was 
retrieved with the Get publication command. 

Bringing the Art into the Publication 
Next, you need to bring the art you just saved into the publication. To com- 
plete this final step, select Get art from the Art menu. You then use the 
arrow keys or the mouse cursor to indicate which ART file you want; click 
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Nominees for Board Optimistic 

1989: Year of the Successful Realtor1 

0 low maintenance 

Fig. 6.21. The Independent Realtor newsletter. 

the mouse button or press Enter to select the file. After you click the Get 
button (or press F l ) ,  First Publisher automatically selects the hand tool, 
enabling you to indicate the position on-screen where you want the image to 
be placed (see fig. 6.22). After you position the hand and click the mouse 
button (or press F10 twice), the art is copied to the publication. 

Nominees for Board Optimistic 

1989: Year of the Successful Realtor! 

otential homeowners look for 

low maintenance 
0 good schools 
o storage space 
D tax breaks 
0 adaptablllty 
o nearby shopping 

/ 

Fig. 6.22. When you select Get art, First Publisher selects the hand tool. 



Chapter 6: Creating and Using Graphics 267 

After the image is placed in the publication or the file, you are ready to 
make any necessary modifications. Modifications are discussed in the next 
section of this chapter. 

Working with Art 
In this section, you will learn to use the other options on the Art menu; 
options for working with images after you have placed them in a PUB, 
MAC, or ART file. You should remember that most of the options in the 
Art menu (with the exception of Modify) can be used with Version 3.0’s 
high-resolution art. 

Using the Graphics Clipboard 
When a graphics image is cut, copied, or pasted, the operation involves the 
use of the graphics clipboard. As you may recall, First Publisher has two 
clipboards: one for text and one for graphics. 

When you use the Cut option on the Art menu, First Publisher removes the 
item from the file, but leaves it on the graphics clipboard. If you decide you 
don’t want to erase the item after all, you can select Paste and First Pub- 
lisher will return the item you deleted. Remember that the graphics clip- 
board stores only one item at a time, however; if you use Cut or Copy to 
place another item on the clipboard, the first item is overwritten. You can 
use the graphics clipboard with Version 3.0’s high-resolution art. 

When you use Copy, First Publisher places a copy of the selected item on 
the clipboard. When you use the Paste option, the program pastes the con- 
tents of the clipboard onto the publication, and a copy of the item remains 
on the clipboard, meaning that you can paste the same item several times, if 
you want. 

Cutting and Pasting Art 
You often may need to cut and paste an art element. Suppose, for example, 
that you want to move the house graphic to another part of the publication. 

To cut the picture from the publication, you follow these steps: 

1. Select the house picture by using the selection tool. 
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2. Select Cut from the Art menu or press Del. The selected element 
is then cut from the document and placed on the graphics clip- 
board. 

When you are ready to paste the item, position the cursor where you want 
the image to reappear and select Paste from the Art menu or press Alt-V. 

Moving Art 
Moving an image is actually a cut-and-paste operation in disguise. When 
you want to move an image from one position in a publication to another 
position, follow these steps: 

1. Select the art to be moved with the selection tool. 

2. Choose Cut from the Art menu or press Del. This removes the art 
from the page and places it on the clipboard. 

3. Move the cursor to where you want to paste the art. 

4. Select Paste from the Art menu or press Alt-V. 

The art is then moved to the appropriate spot. 

Duplicating Art 
Duplication is another name for copying. So why have a Copy and a Dupli- 
cate option? The Duplicate option reduces the number of keystrokes 
involved; it can save you the trouble of dealing with the graphics clipboard 
or overwriting another piece of art on the clipboard. 

For example, suppose that you are using shadow boxes to help highlight 
some important points in your publication. Instead of selecting a box, copy- 
ing it with Copy, pasting it with Paste, and then positioning it, you can use 
the following steps to duplicate the image: 

1. Select the image. 

2. Choose Duplicate from the Art menu or press Alt-D. The item is 
immediately duplicated and placed on the document. You can then 
move the item to the correct position on the page and click the 
mouse button (or press F10) to paste the image in place. 
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Flipping Art 
First Publisher’s “flipping” feature can be a lifesaver if you create your 
own hand-drawn graphics. For example, suppose that you are working on a 
tricky design. You can ensure that the design is symmetrical-and make the 
job easier, to boot-by using the Copy and Flip options to make a copy of 
the first half, flip the copy, and paste it down next to the first half (see fig. 
6.23). 

/ \ 

\ / 

Fig. 6.23. Using Flip horizontal to finish the design. 

First Publisher can flip images horizontally or vertically. Figure 6.24 shows 
how each of these options works. 

Rotating Art 
The Rotate option is a favorite of many First Publisher users and one that 
other desktop publishing programs cannot boast. Rotate gives you the 
option of turning art in 90-degree increments. Whether you use the Rotate 
option to make side banners or to take some of the work out of your 
graphics chores, you will find this option a big advantage of First Pub- 
lisher’s graphics capabilities. 

Figure 6.25 shows examples of how Rotate can be used. 
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Fig. 6.24. Examples of using Flip horizontal and Flip vertical. 
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Fig. 6.25. Examples of the Rotate option. 

Inverting Art 
Although First Publisher doesn’t have the capacity to create gray tones - 
that is, shades of gray between black and white-the program can turn a 
white page black (and vice versa). The Invert option enables you to invert 
the color of a selected image. By inverting the appearance of a banner, for 
example, you can create a dramatic, professional look for your publication. 
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When you use Invert, the color of everything within the selected 
area is reversed. If the area you invert is surrounded by a rect- 
angle, after the inversion, the rectangle appears white. 

To use the Invert option, follow these steps: 

1. Use the selection tool to select the area you want to invert. 
Remember that everything black within the selected area will 
become white. You do not have to enclose the area to be inverted 
in a rectangle drawn with the box tool; when you select it, the 
boundaries are defined. 

2. Choose Invert from the Art menu or use the cursor keys to move 
the highlight to that command and press Enter. 

The selected area then is inverted. Figure 6.26 shows the effect of the 
Invert option. 

Fig. 6.26. The effect of the Invert option. 

r 1 

If you don’t like the way the inversion turned out, you can change 
the section back by selecting Invert again before performing any 



272 Part 11: The Basics: Creating a Publication 

Resizing Art 
The capability to resize art is an important one in First Publisher. You can 
use Resize, for example, to fit a graphic item into a defined space, to 
reduce the size of a drawn item in order to enhance its clarity, or to size 
letters as you want them for headings and banners. To use Resize, follow 
these steps: 

1.  Use the selection tool to select the item you want to resize. 

2. Choose Resize from the Art menu or press Alt-R. Four black 
“handles” appear on the comers of the selected graphic. 

3. Position the mouse cursor over the handle you want to move. If 
you’re using the keyboard, use the arrow keys to move the cursor 
to the handle you want. 

4. Press and hold the mouse button while you drag the mouse in the 
direction you want to resize the item (see fig. 6.27). From the 
keyboard, press F10 and use the arrow keys to enlarge the box. 

5. When the item is the desired size, release the mouse button (or 
press F10). 
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Magnifying Art 
The Magnify option is used with the pencil tool. This option, which works 
as a toggle, enables you to get a closer look at a selected image. Magnify is 
not available with high-resolution art. When it is selected, you can see the 
dots, or pixels, that make up the graphic image. To use Magnify, follow 
these steps: 

1. Select Magnify from the Art menu or press Alt-M. The cursor 
changes to the shape of a miniature magnifying glass. 

2. Position the magnifying glass in the center of the area you want 
to see. 

3.  Click the mouse button (or press F10). The screen then displays a 
close-up view of the individual dots, or pixels, that actually make 
up the picture (see fig. 6.28). In the upper left corner of the 
screen, you see a miniature version of that section of the graphic, 
so that if you make changes on the image, you can see how it 
looks from a larger perspective. Notice that the cursor has been 
changed to the shape of a pencil. 

Fig. 6.28. Use Magnifv to provide a close-up view of an image. 

4. If you want to edit the graphic in this form, you can use the pencil 
to turn black pixels to white or vice versa. Simply click the indi- 
vidual pixel to change its color. You can erase an entire area of 
pixels by clicking on a black pixel and dragging the pencil through 
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that area, keeping the mouse button pressed. If you are using the 
keyboard, press F10 each time you want to turn a pixel on or off. 

5. When you are ready to return to the larger view, click the box in 
the upper-left corner or disable Magnify by pressing Alt-M. 

r- I 

Importing Graphics 
Now you have exhausted the graphics resources built into First Publisher. 
Still, other options are available for getting graphics into the program. You 
can import graphics from other graphics programs by using basically the 
same procedure you use to retrieve MAC files. First Publisher can use 
graphics files from the following paint programs: 

CI PC Paintplus 

P PC Paintbrush 

0 Windows Paint 

0 LOGIPAINT 

0 LOGITECH Paintshow 

Q Publisher’s Paintbrush 

First Publisher can work directly with PCX files, such as those produced by 
PC Paintbrush and Publisher’s Paintbrush. Other paint programs may be 
compatible with First Publisher as well, if they come equipped with a trans- 
fer utility that converts the file into the PCX form readable by First Pub- 
lisher. (Many paint programs, like LOGITECH Paintshow, have this 
utility. Check your paint program’s documentation for specific instructions.) 

Additionally, many public-domain conversion routines are available on bul- 
letin board systems such as CompuServe. Be sure to check these routines 
carefully before you use them to make sure that they are free of bugs and 
are compatible with First Publisher. 
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Adding Art from Other Programs 
In this section, you will take a quick look at three popular paint programs 
and how they are used with First Publisher. After you have created an 
image with those programs, how can you use it in First Publisher? 

If the file is in a format compatible with First Publisher, follow these steps 
to turn the graphics file into usable art: 

1. Start First Publisher. 

2. Select Get graphics from the File menu (for Version 2.0) or Get 
art from the Art menu (for Version 3.0) and highlight the file you 
want to import. This option brings to First Publisher the entire 
page-the whole file-you created in the paint program. When the 
Get dialog box is displayed, make sure that the path designation is 
specified correctly. (Note: If you don’t see the file you want or 
you cannot recall the file’s extension, type *.* after the directory 
name in the path box, such as c:\fp\pub\*.*. This displays all 
files in the PUB subdirectory.) 

3.  Choose the selection tool. 

4. Select the entire image (or any portion of it that you want to use 
separately) by clicking in the upper-left comer and dragging the 
mouse down and to the right until the desired portion of the 
graphic is enclosed in the flashing rectangle (see fig. 6.29). If you 
are using the keyboard, use the arrow keys to move the cursor to 
the upper left corner and press F10. Then use and + to enlarge 
the box, and press F10 again. 

Fig. 6.29. Saving the graphic as an ART$le. 
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5. Choose Save art from the Art menu. The Save dialog box is dis- 
played. 

6. Enter a file name that will help you identify the file later. Change 
the path designation, if necessary, so that the file is stored in the 
correct directory. (Remember that First Publisher automatically 
assigns the ART extension.) Also, if you are working from a clip 
art disk, be sure to save your art to the correct directory or you 
will wind up saving it to the clip art disk. 

7. Click the OK button or press Fl .  The art is saved under the spe- 
cified ART file name, and you can use it in your First Publisher 
documents. 

Clip art can take up a lot of room on a hard disk. If you are wor- 
ried about preserving memory, use the clip art files from the floppy 

Windows Paint 
Microsoft Windows Paint is a paint program popular with many users of 
desktop publishing software. Figure 6.30 shows the workscreen on which 
you create graphics in Windows Paint. This program complements the 
graphics areas in which First Publisher needs an extra boost-by providing 
several additional graphics tools and shading capabilities. 

Fig. 6.30. The workscreen of Windows Paint. 
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PC Paintbrush 
PC Paintbrush is another popular paint program directly compatible with 
First Publisher (see fig. 6.31). When you create a file with PC Paintbrush, 
you can use the art directly-even though the files end with PCX-by 
selecting the file with the Get graphics command on the File menu with 
Version 2.0 or by using Get art from the Art menu in Version 3.0. (Before 
you can paste the image as art into your publications, however, you need to 
capture and save the image as an ART file.) Although PC Paintbrush is 
somewhat limited, many users find that this paint program offers them 
everything needed to enhance their First Publisher graphics. The maker of 
PC Paintbrush, ZSoft, also produces Publisher’s Paintbrush, which offers 
more features and saves to a PCX file. 

/ 

Fig. 6.31. The opening screen for PC Paintbrush. 

LOGITECH Paintshow 
LOGITECH Paintshow is a full-featured paint program that comes with the 
LOGITECH mouse. This program, which was used to produce all the hand- 
drawn graphics in this book, offers a wide variety of tools and various paint 
patterns from which to choose. In figure 6.32, the shapes were painted in 
various patterns. When this image was converted to a format readable by 
First Publisher (through the use of a routine called TIF2PCX, which is 
packaged with LOGITECH Paintshow), the patterns were brought without 
difficulty into the publication (see fig. 6.33). 
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Fig. 6.32. A graphic being “painted” in LOGITECH Paintshow. 

Fig. 6.33. The item transfers correctly to First Publisher. 

Rules for Scanned Images 
Later in this book, you will learn how to use a scanner to bring in digitized 
images. First Publisher Version 2.0 can use images scanned at 72 dpi, so 
you must use a scanner that can be set to 72 dpi. (If you own a scanner, the 
product manual explains whether this is possible. If you are taking your 
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picture to a scanning service to be scanned-many printing houses and even 
some instant copy services now have this capability-ask an employee 
whether their particular scanner is capable of scanning at this setting.) First 
Publisher Version 3.0 supports high-resolution art, so those users can 
import images scanned at higher resolutioo. 

The scanned image must be stored in a graphics file compatible with First 
Publisher or that can be converted to a compatible format (see the list of 
compatible paint programs shown earlier in this section). Remember that 
First Publisher “sees” a scanned image the same way it sees every other 
graphic element. After the scanned image is imported into First Publisher, 
you can modify, resize, invert, and flip it, just like any other graphic 
image. Chapter 10, “First Publisher Special Features,” explains the pro- 
cedure for using scanned images in your First Publisher publications. 

ChaDter Summarv I J 

In this chapter, you learned all about the graphics tools and options avail- 
able in First Publisher. Tips and applications were provided that will help 
you add creative touches to your publications. Additionally, you learned 
how to use First Publisher’s clip art library, add graphics to your publica- 
tions, and modify art elements. This chapter concluded with an overview of 
importing art and digitized images. The next chapter puts it all together by 
teaching you how to finish the layout. 
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7 
Finishing the Layout 

his chapter shows you how to pull into a finished product all the ele- T ments with which you have been working. If you have been trying the 
examples throughout the book, you probably already have been making 
decisions about which methods of using First Publisher you will adopt and 
which methods you will modify. 

Built-in flexibility is one of First Publisher’s best features: you have the 
flexibility to put your publication together any way you want. For example, 
you may want to produce a simple three-column report that has one heading 
at the top and your company’s name at the bottom. If you use Version 2.0, 
you can simply set the Define page settings for three columns, place the 
text, and change the fonts of the heading and the footer. If you use Version 
3.0, you can choose a simple layout and add the text and style you want. 
For some projects, you may not need to work with graphics or the graphics 
layer at all. In another case, you might want to produce an advertising flyer 
that has no text on the text layer; the flyer is just a piece of artwork, a 
border, and a few lines pasted in as graphics text. Whatever you need to 
produce, First Publisher enables you to assemble the project in the manner 
most comfortable for you. 

In this chapter, after a brief review of the publishing process to this point, 
you will work with baselines to complete the text layer. Then you will 
explore the Page menu, complete the graphics layer, and learn about the 
Picturewrap feature and realigning the text. This chapter concludes with 
information for fine-tuning the publication by adding rules and boxes. 

281 
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Reviewing the 
Publishing Process 
Because First Publisher is such a flexible program, you have several ways 
to go about setting up a publication. This book has taken the following 
approach: 

design + text + graphics + layout = publication 

As you may recall, Chapter 4 provided design tips and explained the use of 
the Define page option of the File menu and the layout gallery in Version 
3.0. Chapter 5 talked about typing or importing text and showed you how to 
edit the text after it was brought into a First Publisher document. Chapter 6 
explained the various graphics tools and options, and discussed a few paint 
programs that are compatible with the program. 

For some projects, you may not have to finish the layout as a separate step. 
If you started with a new publication, defined the page, pulled in text, and 
added art and rules while still working on that publication, for example, you 
were preparing the layout as you worked. But if you created the text and art 
files separately, you need to define a publication and then import and posi- 
tion the text and the art. This process is known as layout. Figure 7.1 shows 
the difference between the two approaches to assembling a publication. 

You can assemble a Vou can also put the 
publication by publication together 
creating by start ing 
separate - - w i t h  a blank 

-- - _  publication 
and then 

text  and - - 
art f i les  
and then by \\ , 

importing and graphics 
the f i les  
into the 
First  Publisher 
publication. 

-_  -- -_  -- -- -- 

Fig. 7.1. Two approaches to assembling a publication. 
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You can set the page specifications by using the Define page option in the 
File menu at any time during the creation of a publication. If you have 
opted to create your text and art files separately and are now planning to 
merge them in a publication file, you may be working with this option for 
the first time. If so, read Chapter 4 to find out how to choose the specifica- 
tions for your publication. 

As you may recall, in Chapter 5 you created the DT Publisher newsletter, 
which served as an example of typing and importing text. In Chapter 6, you 
modified the newsletter further to add a banner, using graphics text. In this 
chapter, you complete the layout phase for that same newsletter. Figure 7.2 
shows how the DT Publisher example appeared at the end of Chapter 6 .  
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Fig. 7.2. The DT Publisher example in its current state. 

Finishing the Text Layer 
You need to do several things to DT Publisher before it can be called a 
finished publication. The first step is “finishing” the text layer of the news- 
letter. For this example, finishing the text layer means that you need to do 
the following things: 

Cl Add headlines 

0 Change the font style and size of headlines 
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Ll Modify baselines so that headings and text are placed correctly on 
the page 

The sections that follow explain each of these procedures. 

Creating and Positioning Headlines 
When you are adding headlines to the document, you have another decision 
to make. You can add a headline by 

Ll Importing the headline with your word processing file 

Ci Typing the headline in its correct position on the document 

Ci Adding the headline as graphics text 

Importing Headlines 
You may remember that when the example shown in figure 7.2 was origi- 
nally imported from a WordStar file, a *FONT* command was used to 
change the font and size of the headline. Using a *FONT* command isn’t 
necessary, although doing so does save you the time of respecifying the font 
later. But, if you prefer, you can import the heading in the same type size 
and style as the body text and then change the font later. 

To change the font, style, and size of existing text, follow these steps: 

1. Make sure that the text tool is selected. 

2. Position the mouse cursor immediately to the left of the text you 
want to select. 

3. Press the mouse button (or FlO) and drag the mouse (or press the 
right-arrow key) to the right until the entire headline is high- 
lighted. 

4. Open the Font menu and select the font you want to use (see fig. 
7.3). The newly chosen font immediately goes into effect. 

5. Open the Style menu and select the style and size, if necessary. 

6 .  Move the cursor off the window, and the selected text is changed 
to the newly specified size and style. 

Remember that your headlines should be of a uniform font; don’t have three 
different headlines in three different fonts. As a general rule, use only one 
or two typefaces in a publication. For variety, you can change the size and 
style of the font you have chosen. 
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Fig. 7.3. Changing the font, style, and size of existing text. 

Typing Headlines 
You also can enter headlines on the publication by typing them in place. 
Suppose, for example, that you want to add the heading Deadline Znstruc- 
tions in the middle of the first article. (This item is a subheading that is 
subordinate to the main article heading, so it should appear in a smaller type 
size than the main headline. You add the main article headline later in this 
chapter.) 

To type a heading in the publication, do the following: 

1. Make sure that the text tool is selected. (The text tool is the tool at 
the top of the tools row, located on the right side of the screen.) 

2. Position the cursor at the end of the paragraph after which you 
want to enter the heading. 

3. Press Enter twice to add another blank line. 

4. Select New York from the Font menu. 

5. Select Bold and 14 from the Style menu. 

6. Type Deadline Instructions and press Enter. 

The headline should now be sandwiched between two blank lines and dis- 
played in the correct font. Figure 7.4 shows the result. 
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Fig. 7.4. Typing a headline. 

Adding the Headline as Graphics Text 
Your last option for adding headlines is the easiest of all: adding the head- 
line as graphics text. If you decide to use the graphics text tool to enter the 
headline, remember to specify the font, size, and style first. First Publisher 
does not enable you to highlight and change typed graphics text as you can 
regular text on the text layer. 

The beauty of using the graphics text tool to enter headlines is that you 
don't need to worry about baselines (which are discussed in the next sec- 
tion) or positioning the text. You simply type the text anywhere on the pub- 
lication, select the text with the selection tool, and use the hand tool to push 
the text to the correct location. 

The down side of using the graphics text tool to enter headlines is that the 
text will print as graphics text, so it will not take advantage of built-in fonts 
or cartridge fonts on dot-matrix or DeskJet printers. Also, headlines created 
in graphics text print in lower resolution on laser printers than headlines 
created with regular text. Therefore, if the banner you are creating does not 
require large or unusual sizes, you will get a better print quality if you use 
regular text for the banner and headlines. You can smooth out the graphics 
text by using the Magnify option on the Art menu and by using the pencil 
tool to modify individual pixels. 
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When you are using graphics text, you cannot highlight and change 
the font, size, or style of text by changing the selected items in the 
Font and Style menus. To change the font of graphics text, you 
must erase the text, select the font specifications you want, and re- 
enter the text. 

To enter a headline as graphics text, follow these steps: 

1. Make sure that the graphics text tool is selected. 

2. Anchor the cursor by clicking (or pressing F10) anywhere on the 
screen (preferably somewhere with a great deal of white space so 
you can easily see what you’re doing). 

3. Select Helvetica from the Font menu. 

4. Select 24 points from the Style menu. 

5. Type Happy New Year! 

6. Select the selection tool by clicking it (or pressing F10) or by 
pressing F9 until the tool is highlighted. 

7. Capture the headline in the selection tool’s flashing rectangle by 
clicking (or pressing F10) at the upper left comer of the headline 
and dragging the mouse down and to the right. 

8. Select the hand tool. 

9. Position the hand tool over the headline. Push the mouse button 
and drag the headline to the correct position on-screen (see fig. 
7.5). 

10. At the appropriate position, release the mouse button. 

Note: In order to make room for this heading, the baselines in the left col- 
umn were moved down. The steps for this procedure are included later in 
this chapter. 

You can add a “kicker” line, a small headline that leads into the larger 
headline, by using the same graphics text technique. Usually, a small rule is 
used to separate the kicker from the main heading (see fig. 7.6). 
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Fig. 7.5. Moving the graphics text headline to the correct position. 

7 

Fig. 7.6. A kicker line in graphics text. 
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Modifying Baselines 
Positioning headlines on the text layer is not quite as simple as positioning 
graphics text. Earlier chapters introduced you to baselines, but until this 
phase, your involvement with baselines probably has been limited. In earlier 



Chapter 7: Finishing the Layout 289 

versions of First Publisher, baseline modification was more difficult. With 
Version 2.0, however, most of the heavy-duty baseline modifications have 
been done for you. In earlier versions of First Publisher, for example, if you 
wanted to create a newsletter that had two columns on the top and three on 
the bottom, you had to zero out the baselines by hand. In Version 2.0, one 
of the seven available templates already has the baselines set in this format 
(2TOP3BOT. PUB). 

Although you don’t need to do any major changing with Version 2.0, you 
might modify baselines for the following reasons: 

Ci You need to make room for graphic elements so that the text 

Ci You want to move the baselines down to make room for the banner 

Ci You want to change the flow of text 

doesn’t overlap the graphic 

As you may recall, First Publisher’s Version 3.0 layout gallery even further 
reduces your need to work with baselines. Chapter 4 explained the layout 
gallery. 

Reviewing the Baselines Menu 
You use the Baselines menu whenever you need to change the format of the 
text on the text layer. Table 7.1 provides an overview of each menu option. 
(Note: The Baselines menu is the same in Version 2.0 and 3.0.) 

Table 7.1 
Options on the Baselines Menu 

Option Description 

Adjust single Enables you to adjust one single baseline 

Enables you to move a column 

Enables you to select one baseline and move every 
baseline in that column above and including the 
selected one 

Enables you to select one baseline and move every 
baseline in that column below and including the 
selected one 

Centers a baseline (often used to center headings) 

(Alt-A) 

Adjust column 

Adjust above 

Adjust below 

Center (Alt-X) 
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Table 7.1-conrinued 

Option Description 

Left justify Moves the selected baselines so that text is placed 
starting at the left edge of each line 

Moves the selected baselines so that the text 
extends evenly to the right edge of each line 

Adjusts baselines so that the text extends evenly to 
both ends of selected baselines 

Change leading Enables you to change the amount of space 
between lines 

Realigns text that has been affected by the baseline 

Right justify 

Full justify 

Realign text 
(Alt-T) modifications 

As mentioned earlier, the baselines in the DT Publisher example were 
moved down to make room for the banner. Figure 7.7 shows how the base- 
lines looked before they were moved. The baselines appear closer together 
than they would appear on a default document because Geneva 10-point 
type with 13-point leading has been specified. Remember that baselines are 
displayed only when one of the options in the Baselines menu is active. 

I 

Fig. 7.7. The baselines before modification. 
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Moving Columns with the 
Adjust Column Option 
To move down baselines in the left column, select Adjust column from the 
Baselines menu. In this case, you need to zero out the baselines that would 
interfere with the banner. The procedure for “zeroing out” baselines is 
explained in the next section. 

When Adjust column is active, the baselines on the document appear. 
Select the top baseline in the left column by clicking it (or by using the 
arrow keys to move the cursor to that position and pressing F10 twice). 
Three handles appear on the baseline; one on each end and one in the mid- 
dle. Position the mouse cursor on the handle in the middle of the baseline, 
press the mouse button, and drag the handle down until it covers the fourth 
baseline from the top. 

The baseline should look as though it is moving. If only the handles seem 
to be moving in tandem with the mouse, you are not moving the base- 
line-you are simply selecting different baselines as you drag the mouse. If 
your baseline isn’t moving, release the mouse button, position the cursor on 
the top baseline, and start again. Figure 7.8 shows how a baseline looks 
when it is being moved. 

Fig. 7.8. Moving a baseline. 
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Because the columns of DT Publisher need to be even, repeat this pro- 
cedure to move the right-hand column down to the same place on the pub- 
lication. Although the text is “fuzzy” when you are manipulating baselines, 
when you turn off the active baseline option, the text once again becomes 
readable. 

Figure 7.9 shows the newsletter after the baselines have been adjusted. 
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Fig. 7.9. The newsletter after the baselines have been moved. 

1 

After you have started making baseline changes in Version 2.0, 
don’t use the Define page option unless you have made some 
serious mistakes and want to start over. Choosing Define page 
erases any modifications you have made to the baselines and 

Canceling Baselines 
When you are working with baselines, you will need to cancel, or zero out, 
a baseline on the publication. For example, suppose that after you move the 
columns down, you notice that the text extends too far down the page. You 
can use Adjust below to zero out the baselines at the bottom of the page. 
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To zero out the baselines at the bottom of the newsletter, do the following: 

1. Select Adjust below from the Baselines menu. 

2. Move the mouse cursor to the top baseline you want to remove 
and click the mouse button. (If you are using the keyboard, use 
the cursor keys to move the mouse cursor to the appropriate base- 
line and press F10 twice to select the baseline.) The handles 
appear on the baseline. 

3. Position the cursor on the handle nearest to the gutter. (The gutter 
is the white space between columns.) In this example, click the 
right side of the bottom-left baseline. 

4. Press the mouse button (or FlO) and drag the baseline to the left, 
in effect pulling the baseline back over itself. This zeros out the 
baseline. (If you are using the keyboard, press F10 once and use 
the left-arrow key to move the baseline to the left.) If the baseline 
isn’t growing shorter as you move the mouse, you didn’t select the 
outside handle. If you notice that the operation isn’t working, 
release the mouse button and start again. 

5. Release the mouse button (or press F10). The baseline has been 
zeroed out so that text will not flow to that baseline. 

Zeroing out baselines is important in controlling the text flow of your pub- 
lication. Suppose, for example, that you want to place two articles on page 
one of a newsletter. Five basic steps are required. They are the following: 

1. In Version 2.0, choose Define page and specify a two-column for- 
mat. In Version 3.0, select Choose layout from the Page menu 
and choose a two-column layout. 

2. Select Adjust below from the Baselines menu and zero out both 
columns, starting at the center of the page. (Only the top half of 
the page should show baselines at this point.) 

3. Import the first article. The text flows into the available baselines 
in the top half of the page. 

4. Select Adjust below from the Baselines menu and reverse the 
zeroing out procedure, returning the baselines to their original 
length. 

5. Import the second article. The text flows into the only available 
baselines, which are located in the bottom half of the page. 
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--- 

Remember that you can use any of the first four options on the 
Baselines menu when you want to move, shorten, lengthen, or zero 
out baselines. 

The zeroed-out baseline looks like a white H in a black box. After you 
move to the next baseline, the H turns into a small black dot, indicating that 
the line has been canceled. You can reverse the zeroing-out procedure by 
clicking the dot until the H appears; then click the H and pull the line back 
to its original position. 

To restore zeroed-out baselines, you may need to pull the handle 

to grab the outermost handle and pull 

As you can see, zeroing out a baseline does not actually remove it but sim- 
ply makes the baseline too small to hold even one letter. Whether you zero 
out baselines at the start, the middle, or the end of a page or document, text 
automatically flows to the next available baseline. Figure 7.10 shows the 
newsletter after the bottom baselines have been canceled. 

I 

Fig. 7.10. The newsletter after the bottom baselines have been zeroed 
out. 
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Modifying Individual Baselines 
In some instances, you need to be able to manipulate individual baselines. 
Suppose, for example, that you want to cut a piece of clip art from one of 
the available clip art files and paste the art between the columns of DT 
Publisher. 

First Publisher enables you to cut and paste art on the graphics layer without 
modifying the baselines at all; but if you don’t move the baselines, the text 
and the graphic will overlap, leaving you with an unreadable mess. 

You also have other options for formatting text around a graphic. You can 
use First Publisher’s Picturewrap feature (available on the Page menu) to 
cut out a rectangular block into which text will not flow. Additionally, you 
can use Adjust below or Adjust above to move and align baselines to 
allow room for art. In this example, the text “runs around” a graphic, so 
Adjust single is used here. 

To move the baselines so that the text is arranged around the art, follow 
these steps after you place the art on the publication: 

1. Select Adjust single from the Baselines menu or press Alt-A. 

2. Move the mouse cursor to the baseline you want to modify (in this 
case, the fifth baseline from the top). 

3. Select the baseline by clicking it or by moving the cursor to that 
position and pressing F10. 

4. Shorten the baseline by dragging it back to the appropriate posi- 
tion. (If you are using a keyboard, press FlO and use the arrow 
keys to move the baseline as far as necessary.) 

5. Release the mouse bntton (or press F10). 

Figure 7.11 shows how the publication looks after the baselines on the left 
side of the page have been adjusted to make room for the art. 

I 

Rather than modify the baselines to make room for an image, you 
can select Picturewrap to “block out” a section of the publication 
so that text doesn’t enter that area. You can use Picturewrap 
before or after you place graphics. (For more information, see 
“Fine-Tuning the Display with Picturewrap,” later in this 
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From the editors: 

Happy New Year! 

\ 
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Fig. 7.11. DT Publisher after the baselines have been adjusted. 

Changing Baseline Alignment 
As you may recall, you set the text alignment when you define the page 
(using Define page on the File menu in Version 2.0, or Choose layout on 
the Page menu in Version 3.0). The Baselines menu has a few additional 
commands that enable you to change the alignment of the text on individual 
baselines. These commands are the following: 

Center 
Left justify 
Right justify 
Full justify 
Change leading 

You may want to use these baseline alignment settings, for example, when 
you want to center a heading, create a particular design by aligning the text 
on the right side of the column, or add white space around a specific line to 
call attention to it. 

The last option, Change leading, will be discussed first. You use this 
option when you want to change the amount of white space that surrounds a 
particular baseline. Perhaps, for example, you think the Scanners headline 
has too much leading. To correct that situation, you should first delete the 
extra blank lines that you added by pressing Enter. To erase the blank line 
above the heading, position the cursor at the beginning of the headline Gust 
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to the left of the S in Scanners) and press the Backspace key. The text then 
moves up one line. Use the Backspace key also to remove the blank line 
that follows the heading. 

To change the leading of the baseline, first select Adjust single from the 
Baselines menu or press Alt-A. When the baselines appear, click the base- 
line that includes the Scanners headline. Next select Change leading from 
the Baselines menu. After you select that option, the dialog box shown in 
figure 7.12 appears. 

Fig. 7.12. The Change Leading dialog box. 

Position the cursor in the specification box. The box shows either 16-the 
default value-or another setting you specified in the Define Page dialog 
box or in other Change leading operations. (For this example, a setting of 
13 was entered.) When you have entered the setting you want, click the OK 
button or press F1. Figure 7.13 shows the results of the new leading 
specification. 

The remaining options on the Baselines menu deal with the alignment of 
text on the baselines. Before you can select these options, you must have 
selected one of the first four items in the Baselines menu. In other words, 
before you can change the alignment for baselines, you must select the 
baselines that will be affected. Figure 7.14 shows how the Center, Left 
justify, Right justify, and Full justify options affect text on baselines. 
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Fig. 7.14. Using the baseline alignment options. 
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Are You Finished with the Text Layer? 

When you think you are just about finished with the text layer of 
the publication, ask yourself these questions: 

Li Are you happy with the font, size, and style you have 
selected for body text? 

5 Have you edited the text? 

Li Have you inserted and modified headings as necessary? (If 
you plan to insert headings as graphics text, skip this 
question.) 

collide with the graphics? 

page? 

5 Have you modified the baselines so that the text doesn’t 

Li Are you satisfied with the way the text is laid out on the 

Completing the Graphics Layer 
The next step in finishing the publication involves polishing off the graphics 
layer. What still needs to be done? 

Cl Finishing the banner 

5 Using the grid and rulers to align graphics and text 

5 Adding images 

5 Fine-tuning the display 

Li Adding headers and footers 

These procedures require the combined use of the graphics tools and the 
Page menu. Table 7.2 highlights the commands on the Page menu. 
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Table 7.2 
Options on the Page Menu 

Option Description 

Define page 

Choose layout 

Adjust layout 

Picturewrap (Alt-W) 

Show rulers (Alt-L) 

Enables you to set margins, columns, and 
leading information about the page 

Enables you to select a layout from the 
gallery 

Enables you to adjust the current layout 

Wraps text around a graphic element 

Displays rulers on the screen, enabling you 
to make your layout as accurate as possible 

Locks the movement of the cursor into a 
particular grid pattern, enabling you to ensure 
a clean, precise look for your publication 

Enables you to modify the size of the grid so 
that the movement of some tools is still 
restricted, but within a different variance 

Jump to page (Alt-J) Moves the display to the page you specify 

Insert page Inserts a page before the current page 

Delete page Deletes the current page 

Show page (Alt-Z) Displays the entire page (Note: This 
command produces a “thumbnail” view of 
the entire page. Although you can see the 
general layout, you cannot read the text.) 

Use grid (Alt-U) 

Set grid size 

Finishing the Banner 
The main part of the banner, the word Publisher, was created as graphics 
text in Chapter 6 .  The DT was added later in that chapter as an example of 
inverted graphics text. But the banner hardly looks finished. 

When you are creating your publication’s banner, consider the audience of 
the publication. Let this consideration guide your choice for the font, size, 
and graphics used in the banner. To add a modern look to the banner of DT 
Publisher, add a clip art selection to the publication. First save the publica- 
tion, then open the BUSINESS.MAC clip art file, and capture the image by 
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using the selection tool and the Save art command. Return to the publica- 
tion, select Get art, and select the clip art file you just saved. The program 
automatically changes to the hand tool, and you then click the mouse (or 
press FlO) to paste the item on the publication. You can move the item to 
the correct place or resize, invert, or modify the image as needed. (For 
more information on working with graphics, see Chapter 6.) Figure 7.15 
shows the results to this point. 

Fig. 7.15. The results of the banner modification. 

menu, to smooth the edges of an image or to 
another graphic. In the DT Publisher example, the clip art symbol 
was positioned next to the banner name; then the image was 
smoothed with the Ma tion. (Note: You cannot use Mag- 

Using the Grid To Align Elements 
You may want to draw the outline of your publication by adding rules on all 
four sides. Additionally, some publishers like the look of rules used to sepa- 
rate columns of text. (See “To Rule or Not To Rule” in this chapter.) To 
draw the top rule, you simply select the line tool and draw a line from the 
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left side of the screen to the right. You should wind up with a straight line, 
but if you get a “crimp” in the line, or if you release the mouse button 
before you have positioned the end of the line properly, you have to erase 
the line and start again. To ensure that the lines you draw are straight, you 
can use First Publisher’s grid feature. 

The grid helps you position both text and art on the graphics layer. Use the 
grid when you are positioning graphics, when you want to align a headline 
so that it is even with corresponding text, or when you are trying to align 
two graphic elements on a page. The grid feature is particularly useful when 
you are drawing rules the length of the page, when you are aligning two or 
more graphic elements, or when you are aligning text and graphics. Another 
use for the grid arises when you are working with multipage documents. If 
you are copying headers or footers so that they appear in the same position 
on each page, use the grid to ensure the accuracy of the position. 

To turn on the grid, select Use grid from the Page menu or press Alt-U (see 
fig. 7.16). When the grid feature is activated, small dots appear 1/4 inch 
apart in a grid pattern on-screen, as shown in figure 7.17. (Note: This is the 
default specification for the grid size.) 

Fig. 7.16. Selecting Use grid. 
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From the editors 
Happy New Year! 

Fig. 7.17. The grid pattern displayed on the screen. 

When the grid feature is active, you can use the Shift and arrow keys to 
move the cursor in grid increments. To move the cursor one grid increment 
in a specific direction, press Shift and use the arrow keys in the manner to 
which you are accustomed. 

You can change the size of the grid by selecting Set grid size from the Page 
menu (see fig. 7.18). The available size increments for the grid range from 
0.12 inch to 1 inch. Figure 7.19 shows the grid set to the smallest available 
setting (0.12). You can set the vertical and horizontal grid sizes indepen- 
dently, if you prefer. 

\ 

Fig. 7.18. Selecting Set grid size. 
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Fig. 7.19. Using the smallest grid size. 

For the DT Publisher example, suppose that you need to draw one rule 
across the top and one rule the length of the publication. To create these 
rules, follow these steps: 

1. Select Use grid from the Page menu or press Alt-U. The small 
dots showing the grid size are displayed on the screen. 

2. Choose the line tool from the graphics tools. 

3. Position the cursor at the left edge of the publication. 

4. Press the mouse button (or FlO) and drag the line across the width 
of the publication. Notice that as you drag the line, it “snaps” to 
the grid lines (see fig. 7.20). 

5. At the right edge of the publication, release the mouse button (or 
press F10). You have completed the first line. 

If the grid size is set too large, you may wind up drawing the rule farther 
away from the edge than you prefer. To fix this problem, you have two 
options: you can change the grid size by selecting Set grid size from the 
Page menu; or you can draw the second rule with the grid width as is and 
then turn off the grid, capture the rule with the selection tool, and move the 
rule to the appropriate position. 
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Fig. 7.20. The grid restricting the movement of the line. 

Using Rulers To Place Elements 
You also can use rulers to align elements and to help you make sure that 
you place certain elements in the same position on every page. Suppose, for 
example, that you want to position a page number in the bottom right corner 
of every page. You can display rulers by selecting Show rulers from the 
Page menu or by pressing Alt-L (see fig. 7.21). A horizontal ruler is dis- 
played across the top of the screen, and a vertical ruler is displayed on the 
left edge of the screen (see fig. 7.22). The ruler is marked in 1/4-inch incre- 
ments. After you judge where on the page the page number is to be posi- 
tioned, you can place the number in that exact spot on every page. 

When you want to remove the rulers, select Show rulers (or press Alt-L) 
again. 

Adding Graphics 
Next you need to add graphics to the DT Publisher newsletter. Again, you 
have two options: you can create the image here, on the publication; or you 
can create the art in another file and then import that art into the publica- 
tion. For this example, assume that you created the art in another file and 
are now importing the art into the current publication. (For more informa- 
tion on creating and saving art, see Chapter 6.) 
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Fig. 7.21. Selecting the Show rulers option in Version 2.0. 
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Fig. 7.22. Displaying rulers with First Publisher. 

The image must be in an ART file before you can bring it into your First 
Publisher document. If you saved the image in a MAC file or imported the 
image from another document, you first need to turn the image into an ART 
file that First Publisher can cut and paste. To turn an image in a MAC file 
into a piece of art available with the Get art command, follow these steps: 
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1. Save the current publication, 

2. Select Get graphics from the File menu in Version 2.0 or Get art 
from the Art menu in Version 3.0. 

3. Choose the name of the file you need and click OK (or press F10). 

4. When the MAC file is displayed on the screen, choose the selec- 
tion tool from the graphics tools. 

5. Grab the item you want to save as an ART file. 

6. Select Save art from the Art menu. 

7. Enter a name for the ART file and click OK (or press FlO). The 
image is then saved as an ART file. 

8. Select Get publication from the File menu and return to the pre- 
vious publication. 

Now the art image is available to you when you choose Get art from the 
Art menu. When you select that option and the file name of the art image, 
the program changes the cursor to the hand tool, indicating that you should 
click the mouse button (or position the cursor and press F10) where you 
want the image to be placed. You then can move the image around the 
publication as necessary. 

When you use a clip art image in First Publisher, you must first save it as 
an ART image and then import the art by using the Get art command 
(available in the Art menu). Don’t try to place a graphic in your publication 
without first saving it as an ART file, or First Publisher will display an 
error message. 

Figure 7.23 shows an image after it has been imported into the DT Pub- 
lisher example. 

Next, the document needs a little fine-tuning. As you can see, the graphics 
and text overlap. You can solve this problem either by modifying some of 
the baselines or by using First Publisher’s Picturewrap feature. 

Fine-Tuning the Display 
with Picturewrap 
The Picturewrap feature enables you to block out a section of the publica- 
tion and prevent text from flowing into that area. As you read in an earlier 
section, you can modify the length of individual baselines to control how 
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. .  . 

Fig. 7.23. An image imported into DT Publisher. 

closely text is positioned to an image. The Picturewrap option enables you 
to protect a square of space for the graphic. 

You can use Picturewrap before or after you place graphics. In fact, you 
can use this feature to block out a section for a graphic you haven’t even 
created yet. To use Picturewrap, do the following: 

1. Choose the selection tool from the graphics tools. 

2. Select the area on the publication you want to reserve. 

3. Select Picturewrap from the Page menu or press Alt-W (see fig. 
7.24). When the option is selected, a check mark appears next 
to it. 

First Publisher then realigns all text automatically, reserving the area you 
marked with the selection tool. Whether or not you have an image within 
that selected area, First Publisher does not flow text into the area, as dem- 
onstrated in figure 7.25. 

If you turn on Picturewrap before you place an image, First Publisher 
automatically formats the text in a square surrounding the image area. 
When you want to disable the Picturewrap feature, select the option or 
press Alt-W again. 

When you are finished using the Picturewrap feature, remember to turn it 
off by selecting it again or by typing Alt-W. If you don’t disable the feature 
and you bring in another image, First Publisher will picturewrap that image 
also, even if it’s not in the place you intended i t .  
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your printad mterial ,  photos, or  draviw 
into $iqWed Imps th.1 you can ploy 
aroundwithon qnurcornputsrkran irn 
rnwt propram, scanted inmqcs can be 
modified. redmd,and treated&sanyothr 

(0neuidrdare:As I ~esc~ns idCr l rq  

bwyon qnur m k w r s  right wag.  And 

\ 

Fig. 7.24. Selecting Picturewrap f7om the Page menu. 

Fig. 7.25. The effects of using the Picturewrap option. 
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Adding Footers 
If you are creating a newsletter, you may want to add footers to your pub- 
lication. As you probably know, a footer is a line (or lines) at the bottom of 
a publication that are printed on every page. Often, these lines include the 
name of the publication, the month, and the page number. 

You add the footer as graphics text because of its low position on the page. 
(Baselines do not extend that far down the page.) Figure 7.26 shows the 
footer for the DT Publisher newsletter. 

aroundvithonydurmmp;tcr &e;. lrn 
m a t  proqranu, scanned imapcr can be 
modified, restzed, and treated IS any other 

(oMuidrhrr#:*s I vw mrn idcr iq  
h w f a r v s ' w  mmviththeecvolutionand 
aff~rdabilityofthistypsofparipheral. my 

mnrultour snven-wr-OIdmYott  walked up,eyes 
widc,lwkiRat thescanner at I pickedit 
~ p l o t h D w h ~ m , h e p u t h ~ ~ k n d s ~ n f r o n t o f  

refresh your his face 'Don'tl' he said. "If you p i n t  that 
mindabout th iw  at ms,won't I wind upon the 

Entcrprix?'We've still got a lonq way to 

Entry deadlira is  f e b r w r u  28, m r t  
busy on your mksovrrs r i q h t w y  And 

here'sa hint qraphic elemant. 

3rd 

lanuary 1989 DT Publisher 

, 

Scannerrare peripheral dCYice$tht turn 
WUr printed nmterial, photos, or dr(MPg1 
into diaitizcd imaacs that m u  can DIW Deadline lnstructlons 

Fig. 7.26. The footer for DT Publisher. 

To Rule or Not To Rule 
Another important consideration for the design of your document involves 
whether you want to draw lines around the publication and between col- 
umns. Rules in a publication should add-quietly- to the design, not over- 
whelm or detract from it. Too many rules in a publication steal the reader's 
attention from the text. You want to use only enough to give the publication 
an orderly, organized look. 

Figure 7.27 shows several examples of rules. In the first example, the pub- 
lication is entirely bordered by rules. The second example shows a publica- 
tion that has rules separating the columns, and the third has two rules used 
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as design elements in the center of the page. Choose the style that best fits 
your audience and your expectations. 

January 1989 

Volume 2, Wo.l 
s u b  1 i sher 

From the editors: 

Happy New Year! 
Welcome to 1 9 8 9 !  
The staff of DT Publisher hopes th is  one 

important design t ips 
Judges w i l l  include I r a  Markowitz, 

owner and pub!isher o f  DT Publisher, w i l l  bea prof i tab l~andenjoyable year 
for you as you explore further into the 
world o f  desktop publishing. 

We promirad you the year would 
start off  w i th  a bang: so star t  the 
drurnrol l  ... .announcing DT Publisher's 
1989 MakeOver Contest! 

Onpage3ofthisissue. y o u w i l l  find 
the cover page o f  a newsletter badly i n  need 
of  tome TLC and some creativi ty. This 
newsletter i s  targeted at an audience of 
small b w i m t s  owners (that is, owners of 
small businesses, not small owners of 
regular-sized businesses).The entries w i l l  
be judqedand the winners w i l l  be contacted 
no later than May 5. 1989. 

Prizes i nclude publication o f  the 
makeover 1 n the August issue o f  DT 
Publisher (and You have totell how you did 
it), t500cash. anda Hewlett-Packard skeptical. 
ScanJet. Two second prizes of  S200 w i l l  be 
awarded,andthree t h i r d  pr izesof  $100  
w i l l  be given away. 

Deadline Instructions 

blishing company operating 
Des Wines, Iowa;and 
Sandbar, a professor at 

up, scotty 
~ ~ h ~ l ~ ~  ir &finitely evolvjna, 
surprisingly affordable rate. If someone had 
told ~ t w o  yearsago that by 1989  I'd have 
adasktop publishingsystem 
emugh to produce a high-quality 
newsletter,complete w i t h  scanned images, 
laser-quality print,  and knock-out 
graphic$, l'd have rol led my eyes and looked 

But today. here i t  is. The mot recent 
addition t o  my dip collection i s  a scanner. 
Scanners are peripheral devices that t u r n  
your printed material, photos,or drawings 
into digitized images that you can play 
arourd w i t h o n  yu rcompu te rsc rwn .  Im 
most programs, scanned images can be 
modified, resized, and treated as any otner 

(0nearidehere:As I was considering 
how far we've CON w i t h  the evolution and 
affordabil i tyofthis tupe of peripheral, my 
seven-year-old sonScott walked up,eyes 
wide.lookiraat thescanner.As I pickedit 

at a 

Entry deadline i s  February 28, so get 
busy on your makeovers r ight  away. And 

I here's a hint graphicelement. 

2 %!!! 1 November 1 ::i i ;:; I 1 9 8 8  issue to up toshow him, he put h is  ha& i n  front o f  
his face. "Don't!" he said, -If you point that refresh your 

mind about th iwatme.won' t  l w i n d u p o n t h e  
Enteiprise?- We've s t i l l  pi a long way to 

snuary 1989 DT Publisher 

Fig. 7.27. Several examples of rules in publications. 
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I 

Research Shows Surprising Results 

New Strategies for Mitral Valve Treatment 

valve reconstruction as a viable 
alternative fo r  patients suf fer i  ng 
f rom mi t ra l  disorders. 

Seeing the advantapes to mi t ra l  
valvular reconstruction has been 
slow for many leading physicians. 

However, m i t ra l  valve 
reconstruction offers a lower 
percentege of lonq-term 
morbidity and mortal i ty than 
replacement offers. 

The research demonstrates 

ecent research has proven that 

connective tissue disorders and a 
variety of  other causes are leading 
physicians to  consider mi t ra l  

R .  mit ra l  insufficiency f rom 

Color mapping i s  a technique 
that superimposer on the 

r e a l  value in 
considering 

determine whether a w o k  valve 
d a s  i n  fact warrant fur ther 
testing as to the pmai b i l i t y  of  a 

to other diagmstic procedures as 
well. When aventr icular clot i s  

determine whether a clot exists. 
procedure can be used to 

Researchers have recently 

cardiac color-flow mappinp as a 

statistical data theu nsad i n  order cont#nadmw. 3 

that,ifcaughtearly, m i t ra l  valve attempted usingintraoperative suspected, the color mapping 
repa i r i s  mucheasieronthe 
pat ientandisasafer operation to  methodofpatheringthe 
oerform. .. 

Family Service Unit Opens at Mount Sinai 
Minnie House Coat, Sure; But  Mickey House Work? No Way. 
He wears a Minnie Mour coat and his office i s  fil led 
withtoysandstuffedanimals, but fo r  Or. Howard 
Levy, l i f e  i s  anything but frivolous. The playful 
trappings constrast sharply w i th  the tragedy that 
confronts Dr.  Levy wi theech patient he sees. Dr.  
Levyisthe director of the Pediatric Ecology Unitat  
Mount Sinai Medical CenterinChicago. I t ' s the f i rs t  
facility i n the nation desipned to evaluate and treat 
victims and families of  chi ld abuse and neglect. 

old. It offers a relaxed, cozy atmosphere. None of the 

staff wear uniforms, and the rwna are furniahed 
more l i ken  hornethana hospital.Thevallsare 
adorned w i th  firqer paintings and crayon artwork 
'Thevholeenvironment here,"aaya Dr.  Levy. "is 
a i d t o w a r d  warmth." 

Sadly,for manyofthe young paticnts,thewarmth 
of the uni t  i s t h e f i r s t t h e y  haveexperienced. 

ThePIount Sinai uni t  isstructured topiveeach 
chi ld the attention he needs. One o f  the best thinqs 
about it, notethedoctors,is theway they take things 
"at the child's speed." Kids are piven t ime t o  warm 

wntinuedon pg. 2 

The unit treats patientsfrom newbornto 14years 

Medical  Update 1 Feb 1989 

Fig. 7.27-Continued 
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A Christmas Mouse 
A Play by Katherine Murray 

Benjamin Mouse: 
Mary Alice Mouse: 

Mother Mouse: 
Father Mouse: 

Baby Mouse: 
Goosebert: 

Matilda: 
Oinker: 

Chester Cow: 
No-Milk Mildred: 

Francis Ferret:  
Angels: 

Christopher Moran 
Celeste Libbert 
Kelly Roos 
Brandon Reynolds 
Samantha Purse1 
Curtis McQueary 
Alma Mitchell 
Robert Lands 
Bi l l  Howard 
Amy OBanion 
Angela Smith 
Rebecca, Kathleen, 
and Elizabeth Short 

*** Program designed and illustrated by  Kelly Nurray. 

Fig. 7.27-Continued 
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Adding Boxes To Highlight 
Information 
Another graphic touch you see often in newsletters and magazines are call- 
out boxes, boxes that include synopsized information, tips, or quotes. These 
boxes tell the reader the high points of the article and possibly get the 
reader interested in reading the article. Used wisely, these boxes also add a 
sophisticated look to the publication. 

Specific instructions for creating shadow boxes are included in Chapter 6. 
When you place the text in an information shadow box, make sure that you 
select a different size or style for the text. Generally, staying with the same 
typeface is best, but you should vary the style or the size of the type. The 
image added earlier in this chapter was a drop shadow box with a title bar 
overlay. In figure 7.23, this box was created as graphics text and then 
imported into the document 

Are You Finished with the Graphics Layer? 

When you think you are just about finished with the graphics layer 
of the publication, ask yourself these questions: 

Li Do you like the way the text is arranged? 

Cl Does the banner reflect the style you want? 

Li Did you add rules, boxes, and graphics to enhance the 

Li Did you leave enough white space on the publication? 

layout? 

(Does it look too crowded?) 

text’s message? 
Cl Do the images you have chosen help communicate the 

Chapter Summary 
In this chapter, you learned how to finish the text layer and the graphics 
layer and how to fine-tune your publication by adding rules, boxes, and 
footers. You also learned how to control the layout of text and graphics by 
using Picturewrap and by modifying baselines. In the next chapter, you 
will print the publication you have created. 



Printing the Publication 

omething is very rewarding about seeing your creation in print. Any- S thing you create on-screen is just a screen image until you have a copy 
you can hold in your hands. 

This chapter explores the procedures for printing your First Publisher pub- 
lications. First Publisher is a WYSIWYG program, which means that your 
on-screen creations resemble the output you receive from your printer. The 
image you see on your screen, however, may vary from the final output 
depending on the resolution of your monitor. If you are using a CGA moni- 
tor, for example, the printed output may be slightly different from what you 
see on-screen; the output may be closer to the screen representation if 
you’re using an EGA monitor. If the placement of the graphics is an impor- 
tant consideration for your work, be sure to turn on First Publisher’s rulers 
even though they appear distorted on the screen. (Enable the rulers by 
selecting Show rulers from the Page menu.) 

In this chapter, you will learn the hardware and software information you 
need to know to use dot-matrix and laser printers. After you learn to set up 
your MASTER.FNT file, you will learn the procedure for using soft fonts, 
when to use the various print modes, and how to evaluate your printed 
product. This chapter also includes tips that can help your printing go more 
smoothly and save time. 

Reviewing Printer History 
Today, many kinds of printers are available for personal computers. Just a 
few years ago, printers with the print quality of just a typewriter cost up to 
$1,000. Now, less expensive printers can produce output to rival that of 
professional typesetting systems. 

315 
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With the current version of First Publisher, you cannot output text directly 
to a Linotronic typesetting system or other electronic typesetter; at present, 
the best quality you can get is output from a laser printer, which can print 
publications at 300 dpi. First Publisher also can produce good results on 
dot-matrix printers. Before you go any further, stop and review the defini- 
tions of a few terms: 

Dot-matrix printer refers to the type of printer that places text and 
graphics on a page by printing a pattern of dots. 

Laser printers use laser technology to produce images in a manner 
similar to photocopying machines. 

Resolution refers to the number of dots per inch in a printed (or on- 
screen) image. The more dots, the higher the resolution. An image 
printed at high resolution (such as 300 dpi) looks much smoother, less 
jagged than an image printed at 120 or 72 dpi, which are the resolu- 
tions of most dot-matrix printers. 

Bit-mapped is a term used to describe text or an image that is actually 
a pattern of dots. 

Sofrfonts are fonts on a disk that are available for some laser printers. 
These soft fonts can be downloaded-or copied- to the printer when 
a publication is printed. 

When First Publisher was introduced, laser printers weren’t as common- 
place as they are today. Unlike other programs, First Publisher takes care of 
the many users who don’t have a laser printer but who need to produce 
quality publications on dot-matrix printers. The program takes the dot- 
matrix printer user seriously and addresses the problem of producing high- 
quality output on a low-resolution machine. 

First Publisher is packaged with a master font file, called MASTER.FNT, 
which contains all the dot-matrix fonts available in the Font and Style 
menus when you first install the program. Extra fonts also are available in a 
file called EXTRA.FNT. These are not in the MASTER.FNT file because 
not all computers have enough memory for all the fonts. Chapter 10 
explains the FONTMOVE program, which is used to move fonts in and out 
of First Publisher Version 2.0. (Version 3.0 has incorporated the Set up 
fonts option in the Font menu to take care of adding and removing fonts.) 
A Laser Support Disk contains the fonts supported by your particular brand 
of laser printer. First Publisher also supports downloadable fonts (also 
called softfonts) for the Hewlett-Packard series of laser printers. The pro- 
cedures for using soft fonts with First Publisher are explained later in this 
chapter. 
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Using Dot-Matrix Printers 
Probably the biggest problem with dot-matrix printers is their low resolu- 
tion. Because most dot-matrix printers produce either 72 or 120 dots per 
inch (most laser printers produce output at 300 dpi), the characters and 
graphics on a dot-matrix printer can be a bit jagged. If you look closely, 
you can see the individual dots that make up the pattern of the letter or 
image. 

To help alleviate this problem, First Publisher includes a smoothing feature 
with the print routine. This feature “polishes” rough text by smoothing the 
jagged edges of characters and graphics. Figure 8.1 shows a publication 
printed in standard mode; figure 8.2 illustrates the difference the smoothing 
feature can make when the same publication is printed with that mode 
selected. Smoothing is discussed in more detail in the “Using Smoothed 
Mode” section of this chapter. 

First Publisher supports the widest range of printers available with any 
desktop publishing program, so you are likely to find yours listed. Table 
8.1 lists the dot-matrix printers that are tested and are sure to be compatible 
with Version 2.0 of First Publisher. Table 8.2 lists new printers supported 
by First Publisher Version 3.0. If your printer is not on the list, check your 
printer’s user’s manual to see whether the printer can emulate one on the 
list. 
I 1 

If your printer isn’t on the list, you may still be able to use the 
printer. To find out whether your printer can emulate a printer 
compatible with First Publisher, check the printer’s user’s manual 
or call the printer manufacturer. 

If the printer can emulate a printer usable with First Publisher, sim- 
ply enter the number next to that printer’s name when you run the 
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rial Independent Realtor 
volume I ,  NO. 3 December 1988 

Nominees f o r  Board Opt imist ic  

1989: Year of the Successful Realtor! 
This monthwe beqinthe 

process of  electing new leaders 
for  1989. A t  the October 
meeting, we nominated 
candidates for  the three 
rotating vacanies on the Board 
of Directors that w i l l  go in to  
effect January 15. 

Also at that meeting, 
Mir iam Hawthorne, the 
director o f  Madison County's 
IRA association, was selected to 
chair the panel discussion on 
" F i  ndi nq the 'Real' Real 
Estate," en hour-long session 
et Nays auditoriumon Friday, 
February 23. 

Thisopen forum w i l l  br ing 
together legislators, 
communit y spo kespersons ~ and 
potential builders to discuss 
the various concerns o f  

I Potent ia l  homeowners look for  

o l o w  maintenance 

0 good schools 

o storage space 

0 tax breaks 

o adaptabi l i ty  
o nearby shopping 

independent realtorsand the Guest speaker Tom Benniger 
need f o r  the establishment of a gave a talk on 1989. which he 
community-wide standard. says may be the most 

Minutes were reed by J i m  productive year independent 
Lathrop,andsecretaryAnn realtors have experienced i n  
Whitcombgave a br ie f  this decade 
summaryofthe IRAaccounts. rr/a&dsrorypl,@a 2 

I Benniger Outlines Sales Tips I 
Mr.Tom Benniger, nationally known speaker 

on real estate techniques, outlined at a recent 
I R A  meetinq his "Common Sense Plan"for 
selling and closing. Among his suggestions 
were the following: 

1.  Know your area. 

2 Do research on local busi nesses and 
SChOOlS. 

3. Find entertainment locations 

4. Know how muchother homesintheareaare 
worth,findout how much that rate has 
increased or  decreased i n  the last I5 years. 

5. Findout the p e r c e n t q o f  young adults 
w i t h  small children, o f  older adults, ofelderly 

6 Do your researchonthecrimerate I f i t ' s  
hiqh, provide suqqestions for deterrinq crime. 
I f i t ' s low, f indout  why(dai ly patrol, 
security, lighted streets, niqht watchman, 
etc.). 

Fig. 8.1. A publication printed in standard mode. 
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Independent  Realtor 
December 198f lolume 1,  No. 3 

Nominees f o r  Board Opt imist ic  

1989: Year of the Successful Realtor! 
This monthwe beginthe 

process of  electing new leaders 
f o r  1989,AttheOctober 
meeting, we nominated 
candidates for the three 
rotating vacanies on the Board 
of Directors that w i l l  qo in to  
effect January 15. o storage space 

Mir iam Hawthorne, the 
director of Madison County's o adaptabi l i ty  
IRA associetion, was selected to 
chair the panel discussion on 
"Findinq the 'Real' Real 
Estate." an hour-lona session 

Potent ia l  homeowners look for  

o l o w  maintenance 

0 good schools 

D tax breaks 

o nearby shopping 

Also at that meeting, 

at Nay; auditorium on Friday, independent realtors and the Guest speaker Tom Benniler 
February 23. need for the establishment of a qavea t a l k o n  1989, which he 

together leqislators, Minutes were read by J i m  productive year independent 
community spokespersons, and Lathrop,andsecretaryAnn realtors have experienced i n  
potential builders todiscuss Whitcombqavea brief this decade. 

Thisopen forum w i l l  br inq community-widestandard. says may be the most 

thevarious concernsof aumrnary of  the IRAaccounts. mhkdstwyMM.2 

1 Benniger Outlines Sales Tips 
Mr.Tom Benniqer, nationally known speaker 

on real estate techniques, outlined at a recent 
IRA meetinq his "CommonSense Plan" for 
sellinq and closinq. Among his suqqestiona 
were the following: 

1 .  Know your area 

2. Do research on local businesses and 
school 3.  

3. Find entertainment locations 

4. Know how muchother homesintheareaare 
worth; find out how much that rate has 
increased or  decreased i n  the last 15 gears. 

5 Find out the percentage o f  younq adults 
wi th  small children, o f  older adults, of elderly. 

6. Do your research on thecr ime rate. I f i t ' s  
high, provide augqestions for  deterr ing crime 
If i t ' s  low, find out why (daily patrol, 
security, lighted streets, niqht watchman, 
etc.). 

Fig. 8.2. The same publication printed in smoothed mode. 
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Table 8.1 
Dot-Matrix Printers Compatible with First Publisher 

Manufacturer Models 

Epson 

Hewlett-Packard 

IBM 

NEC 

OKIDATA 

Panasonic 

Star Micronics 

Tandy 

Texas Instruments 

Toshiba 

EX, FX, JX, LX, MX, RX, LQ 

QuietJet, QuietJet Plus, ThinkJet 

Graphics, Quietwriter 11, ProPrinter, Proprinter 
XL, ProPrinter 11, ProPrinter XL24, ProPrinter 
X24 

P5, PSXL, P6, CP6, P7, CP7, P9 

Microline Models 92, 93, 182, 183, 192, 193, 
292, 293, 294 

1080, 1090, 1091, 1092, 1093, 1592, 1595 

Gemini 10X/15X, NR-10/15, NX-10/15, 
NB24- 10/15, NB- 15 

DMP 130, 430, 2110, 2200 

855 

P321, P341, P351, P351C, P1340, P1350, 
P1351 

Table 8.2 
Additional Printers Compatible with First Publisher Version 3.0 

Manufacturer Models 

Canon BJ-130, BJ-l30e, 111, IV, LBP-811, LBP-8111 

Epson FX-850/ 1050, LQ-2550/LQ-5OO1 LQ-950 

Hewlett-Packard 

IBM 

Desldet Plus, PaintJet, LaserJet IIP 

4216 Personal Pageprinter, ProPrinter X24e, 
ProPrinter XL24e, ProPrinter I11 

NEC 2200, 5200/5300 

Panasonic 1092i, 1124, 1524 

Tandy LP 1000 

Toshiba P321SL, P341SL 
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Using Laser Printers 
First Publisher also comes with a Laser Support Disk. On this disk, you will 
find the high-resolution fonts that work with your laser printer (provided 
that you have one of the printers listed in table 8.3).  First Publisher supports 
all Hewlett-Packard LaserJet soft fonts and several cartridges that you can 
purchase separately (see table 8.3). 

Table 8.3 
Laser Printers Compatible with First Publisher 

Manufacturer Models 

Apple 

Hewlett-Packard 

Laserwriter, Laserwriter Plus, Laserwriter I1 

LaserJet, LaserJet + , LaserJet Series II', 
DeskJet2 

I First Publisher supports all Hewlett-Packard LaserJet soft fonts and font cartridges B 
and F. 

First Publisher supports cartridges A, D, E, F, G ,  H, J, P, and Q. The DeskJet is not 
a laser printer but is recognized as such by the First Publisher program. 

Using First Publisher 
Print Modes 
First Publisher gives you the option of printing output at three different 
quality levels: draft, standard, and smoothed. You select the mode by click- 
ing the box in front of the mode you want in the Print dialog box (see fig. 
8.3). 
The time required to print the publication and the quality of the printout 
vary greatly depending on which mode you choose. With the release of 
Version 2.01, Software Publishing Corporation also gave users another 
choice that influences the print time and quality of the printouts. Now users 
can choose whether they want publications to be printed in scaled or 
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LPTl: 

Print 

Destination 

-Draf t  W S t a n d a r d  OQ)Srnoothed 

Scale output? F] Pause page? 

Fig. 8.3. The Print dialog box in Version 2.0 (top) and Version 3.0 
(bottom). 

unscaled mode. Table 8.4 gives you an idea of when you might use each of 
these print modes. Version 3.0 also incorporates the scaledlunscaled option. 

Table 8.4 
Using the Print Modes 

Mode Use 

Draft Use this mode when you want to print quickly a 
rough draft of a working layout. 

Use this mode when you need to see how the text 
and graphics work together on the publication, but 
you are not ready to print in smoothed mode. (On 
some printers, standard mode may produce better 
looking characters than smoothed mode.) 

Use this mode when you want to print the final 
version of the publication. (If you are unhappy with 
the formation of any of the characters, try printing 
the document in standard or unscaled mode.) 

Use this mode when you need to print a document 
in the exact proportions it is displayed on-screen. 
Use this feature, for example, when you are printing 
a publication that includes a map, a diagram that 

Standard 

Smoothed 

Scaled 
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Mode Use 

must be accurate, or items that must be true to size, 
such as business cards or mail-in business reply 
cards. Scaled mode can be used with draft, 
standard, or smoothed mode. 

Use this mode when printing the publication in the 
exact on-screen proportions is not necessary. Some 
printers produce better looking characters in 
unscaled mode, so if you are having trouble with 
the formation of text (particularly in smaller fonts), 
try printing in unscaled mode. Unscaled mode can 
be used with draft, standard, or smoothed mode and 
can make a substantial difference in lowering print 
times. This mode can generally be used for printing 
all publications that do not require printing to screen 
specifications, such as most newsletters, flyers, 
business reports, proposals, press releases, and 
announcements. 

Unscaled 

Using Draft Mode 
Usually, you use draft mode when you are creating a publication. Draft 
mode print is not high quality; it is meant to give you a “rough draft” of 
your publication. Figure 8.4 shows an example of a publication printed in 
draft mode on an Epson FX-286e printer. 

You can print faster in draft mode than in standard or smoothed mode, 
which is the major advantage of draft mode. To date, no other low-priced 
desktop publishing program offers draft mode as a printing choice. When 
the publication in figure 8.4 was printed with Version 2.0, the print time 
was five minutes. When it was printed with Version 2.01 in unscaled mode, 
the print time was two minutes. 

In all modes, the print time will vary, depending on how much text and 
how many images are used in the publication and on the capabilities of your 
printer. Because fonts and images are complex formulas that your printer 
must interpret, the publications will take longer to print than average word 
processing files. 



324 Part 11: The Basics: Creating a Publication 

11 lirw a, N u  FFbl  i n r y  1 Y b  

Is Your House Babyproofs 

Home Safe Home 

Fig. 8.4. An example of draft mode. 

Using Standard Mode 
Standard mode prints in denser type, filling in more dots and improving the 
definition of characters. You can use standard mode when you're almost 
finished with a publication and you want to send a copy to several depart- 
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ments for approval. Figure 8.5 shows a publication printed in standard 
mode (also on the Epson). Printing this publication in standard mode with 
Version 2.0 took 28 minutes; Version 2.01 in standard, unscaled mode pro- 
duced the document in 6 minutes. 

Baby News 
~ l u m  4, NO 3 February 1988 

Is  Your House Babyproof? 

Home Safe Home 
When you f i r s t  bring your baby less l imi ted,  he finds more 

trouble spots to  explore And, as a 
resul t ,  you f i nd  yourself 
babyproofing your home gradually. 
When Junior begins t o  crawl,  you 

honie f rom the hosriital,. there 
isn't  much babyproofing t o  do 

plug up draf ty places and make 
sure that you've done make sure everything 

i s  removed When he 
pul ls  himsel f  up. the 

everything possible to  ensure 
that your infant i s  warm and 
content Eiut as t o  actual 
babyproofing--the act  of i tems on the coffee table 
safeguarding your home so Baby 0 disappear. When he begins 
doesn't get in to  anything that walking and climbing, even 

more babyproofing takes place 
Understandably, the i tems 

might hurt  him--that won't rea l ly  
s ta r t  un t i l  your baby s ta r t s  to  
become mobile most parents and child-care 

Most parents are faced w i t h  experts worry about are the 
babyproofing as soon as the i r  baby poisonous ones: household 
s ta r t s  t o  scoot. cleaners, sprays, some plants 

According t o  Wilina Scott, who 

I f  i t ' s  wintert ime, you probably 

dangerous w i th in  reach 

1 has four children under the age of 
six., "My kids a l l  learned t o  crawl 
because they discovered that 's 
how they could get i n t o  things' '  
Wilma's five-month-old 
doughter's f i r s t  scooting 
excursion i o o k  her straight t o  the 
nearest e lectr ical  out let  "I knew 
then I was i n  f o r  trouble," says 
Wilma. 

As a chi ld's movement becomes 

Upcoming Events 
I March 3 Dr Reynold's lecture 

nnworking with 
yifted children 

planning summer 
fun 

April 10 Workshop on 

I Mar 9 Bazaar andfield 
Jay for OPT0 
parents 

I 

'eb 1988 Baby News 1 

Fig. 8.5. A publication printed in standard mode. 
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Printing with Version 2.0 

If you have upgraded to Version 2.0 from Version 1.0, you may 
have noticed a considerable slowdown in the printing process. This 
speed reduction is caused by a new feature of the program that pro- 
duces a truer representation of images on the screen. With Version 
1.0, if you used the ruler to draw a 5-inch by 5-inch box on- 
screen, the printed image appeared as 6 inches by 6 inches. With 
Version 2.0, a 5-inch by 5-inch box prints as a 5-inch by 5-inch 
box. 

Depending on your printer and the type of publications you pro- 
duce, the slowdown may not be a problem for you. However, if 
you have noticed a substantial increase in the amount of time it 
takes to print a publication or if you have noticed a decrease in the 
quality of the printout, Version 2.01 offers the feature you need to 
enhance the printing capabilities of the program. As mentioned ear- 
lier in this chapter, Version 2.01 adds a scaled/unscaled feature 
that enables users to select whether they want to print the publica- 
tion exactly as it appears on-screen (scaled) or whether the exact 
measurements are unnecessary (unscaled). There is not a drastic 
change in the appearance of the two options, so if you choose 
Unscaled, don’t worry: the publications will not appear distorted. 
Unscaled mode offers you the flexibility of printing high-quality 
documents more quickly and, in some cases, with better character 
formation. Choose Scaled when you have a publication that 
requires printing exactly as the image appears on the screen (in 
accordance with First Publisher’s rulers). 

According to the developers of First Publisher, on certain printers, some 
small characters in certain fonts look better printed in standard mode rather 
than in smoothed mode. The left side of figure 8.6 shows a paragraph 
printed in 10-point Seattle text in standard mode. The right side of the fig- 
ure shows the same paragraph printed in smoothed mode. 

Using Smoothed Mode 
Smoothed mode is the highest quality you can get. Most users print a 
smoothed version of their publication only when they are finished with the 
project because of the longer print time. 
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According to the developers 
o f  Fi rs t  Publisher, some 
smal l  characters in certain 
fonts may look bet te r  pr inted 
i n  standard mode than they 
do i n  smoothed mode. 

According t o  the developers 
o f  F i r s t  Publisher, some 
smal l  characters i n  cer ta in  
fonts may look b e t t e r  pr inted 
i n  standard mode than they 
do i n  smoothed mode. 

Fig. 8.6. A comparison of standard and smoothed modes. 

Figure 8.7 shows a document printed in smoothed mode. This document 
took 46 minutes to print in Version 2.0. Printing this publication in 
unscaled mode with Version 2.01 took nine minutes. As you can see, 
choosing unscaled mode wherever possible can save you a substantial 
amount of time. 

Installing Your Printer 
In Chapter 2 ,  you were introduced to the various installation procedures for 
different hardware configurations. In this section, the procedures for install- 
ing a dot-matrix and different laser printers are explained. If you have 
already installed your printer, you can skip to the “Printing with First Pub- 
lisher” section. 

The phrase installing a printer means to run a printer setup program to tell 
First Publisher what type of printer you are going to use to print your pub- 
lications. That way, First Publisher knows what codes to send to the printer 
to communicate things like font changes, graphics layout, and other infor- 
mation about the publication. Check your printer manual to make sure that 
your printer is connected correctly (and also whether it’s in the correct emu- 
lation mode, as appropriate). The printer setup program packaged with First 
Publisher is an independent feature; before you can set up your printer, you 
must exit First Publisher. 

You should run the printer program before you begin creating or working 
with your publication. The basic steps are included in Chapter 2 ,  but they 
are repeated in the next section for your reference. If you haven’t run the 
Printer program, do so now, using the steps in the next section. If you are 
using a dot-matrix printer and you already have run the Printer program, 
you can skip to the section “Printing on a Dot-Matrix Printer.” 
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L has four children under the age o f  
six, My kids a l l  learned to crawl 
because they discovered that s 
how they could get into things 
Wilma s f ive-month-old 
daughters f i r s t  scooting 
excursion took her straight t o  the 
nearest e lectr ical  ou t le t  I knew 
then I was i n  l o r  trouble, says 
Wilma 

As a chi ld s movement becomes 

Upcoming Events I 
I 

I march 3 Dr Reynold’slecture 
on workinq with 
qifted children 

I A p r i l  10 Workshop on 
planninq summer 
fun 

I Hlq 9 Bazaar and field 
day for OPT0 
parents. I 

Fig. 8.7. A publication printed in smoothed mode. 

If you are using a laser printer, you first need to set up First Publisher to 
work with your printer’s available fonts by replacing the MASTER.FNT file 
packaged with the program. (These procedures are explained in the section 
“Installing a Laser Printer.”) 
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I 1 

Installing a Dot-Matrix Printer 
To install a dot-matrix printer on a hard disk system, follow these steps: 

1. Go to DOS by exiting your current program. (If you are using 
First Publisher, select Exit from the File menu or press Alt-E.) 

2. Make sure that you are in the First Publisher directory by typing 
cd\pub and pressing Enter. 

3 .  Type printer and press Enter. You see a numbered list of different 
printers. If you don’t see the printer you need, you can press Enter 
to display another screen of printer choices. 

4. Enter the number next to your printer and press Enter. 

5. Select the port you will use by typing the number that corresponds 
to your printer port and pressing Enter. (If you are unsure how to 
determine which port you will be using, check your printer manual 
or contact the dealer or service outlet from which you purchased 
the system.) 

Unless you change printers or install First Publisher on another machine, 
you will not need to modify these settings. Figure 8.8 shows the printer 
selection screen. 

Users of First Publisher’s DeskMate version also must run the Printer pro- 
gram (by selecting Run... ’from the File menu) for the program to print 
properly 

1 Lasmuriter 
2 LaserUriter Plus, and other PostScript printers 
3 EX-888/1888 
4 Fx-88/1w I11 
5 Fx-By185 
6 Fx-86e/286e 
7 JX-88 
a LQ-WlWI 
9 LQ-1588/2988 

18 LI?-858/1B98 

Type the number of your printer and press Enter, or press 
Enter to see nore printers, or pres 
Eu: to return to WS. 

Fig. 8.8. The printer selection screen. 



330 Part 11: The Basics: Creating a Publication 

If you have a two disk drive system, follow these steps to install your dot- 
matrix printer: 

1. Go to DOS by exiting your current program. (If you are using 
First Publisher, select Exit from the File menu or press Alt-E.) 

2. Insert Program Disk 1 into drive A. (If you’re using 3 1/2-inch 

3. When you see the A prompt, type printer and press Enter. 

4. Enter the number that appears next to your printer. 

5. Select the printer port by entering the correct number at the 
Printer port prompt and pressing Enter. 

disks, insert the Program and Fonts disk.) 

Installing a Laser Printer 
The installation procedure for laser printers is a little more complicated 
because it requires manipulating some of First Publisher’s font files and set- 
ting up First Publisher’s laser support. See table 8.3  for a list of compatible 
laser printers. 

When you select a font, First Publisher searches in the MASTER.FNT file 
for the font you specified. If that font, style, or size is not found, First 
Publisher displays an error message. Whether you use a dot-matrix printer 
or a laser printer, all fonts accessed by the program are found in the MAS- 
TER.FNT file. If you want to add additional fonts to the program (as you 
do when you add laser support), you need to copy the fonts to the pro- 
gram’s MASTER.FNT file. 

The fonts, styles, and sizes initially displayed in the Font and Style menus 
are the dot-matrix fonts packaged with First Publisher. Many other fonts are 
available on the Fonts disk in the package; but when you initially install 
First Publisher, only the fonts shown in figure 8.9 are available. These fonts 
are the ones in the MASTER.FNT file. 

Although the fonts initially available on the Fonts menu are dot-matrix 
fonts, they can be used by a laser printer, as well. You may want to con- 
sider using FONTMOVE to add those dot-matrix fonts to your laser version 
of MASTER-FNT. (Procedures for using FONTMOVE are discussed in 
Chapter 10.) 

Including both dot-matrix and laser fonts in your MASTER.FNT file gives 
you more flexibility in the design and production of your projects. You can 
print in a larger size some of the fonts that have limited size ranges, and 
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To install laser printer support, you replace the MASTER.FNT file 
that came with your version of First Publisher with a laser version 
of the MASTER.FNT file. In Version 2.0, Laserwriter fonts are 
stored on the Laser Support Disk, and LaserJet and DesWet fonts 
are stored on Program Disk 2. You rename your printer’s font file 
as MASTER.FNT and copy the file to the hard disk. Then, if you 
want to add dot-matrix fonts, you can use FONTMOVE to add 
those fonts to your laser version of MASTER.FNT. 

FONTMOVE is a program that enables you to transfer fonts in and 
out of First Publisher while staying within the program’s memory 
restrictions. (Because FONTMOVE is a separate utility program 
that is packaged with First Publisher, it is discussed fully in Chap- 
ter 10.) 

If you are using Version 3.0, you can use the Set up fonts option 
in the Font menu to add and remove fonts. 

Fig. 8.9. The fonts jirst available with First Publisher. 

you can save the time and trouble of changing the fonts in the publication if 
you upgrade from a dot-matrix to a laser printer. 

In addition, First Publisher offers many different dot-matrix fonts, styles, 
and sizes, but only four First Publisher Version 2.0 fonts can be used with 
compatible laser printers: 
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Q Times Roman 

CI Helvetica 

Q Courier 

L l  Lineprinter (offered by the Hewlett-Packard LaserJet only) 

Version 3.0 offers greater support for laser and postscript printers, including 
Bitstream outline fonts, which can be printed at the highest resolution possi- 
ble on you printer. 

The Apple Laserwriter, a PostScript printer, is capable of producing the 
largest variety of sizes and styles. Although the Laserwriter does not sup- 
port the Lineprinter font, it does have two Courier sizes (10 and 12 points) 
and a range of Helvetica and Times Roman sizes from 7 to 48 points. 

The Hewlett-Packard DeskJet is not really a laser printer but is recognized 
as such by First Publisher because of its high-quality output. This printer 
supports one size of Courier (12 points) and four sizes each of Helvetica 
and Times Roman, plus most of the rest of the cartridge fonts. 

The LaserJet has the fewest fonts to offer because most LaserJet owners 
already own soft fonts. The LaserJet offers one size each of Courier, 
Helvetica, and Lineprinter (10, 14, and 8, respectively) and two sizes of 
Times Roman (8 and 10 points). Other cartridges and soft fonts available 
for the LaserJet can be added to the MASTER.FNT file. The soft fonts are 
available in virtually limitless styles, sizes, and so on. (See your dealer for 
more information on Hewlett-Packard soft fonts.) 

Hard Disk System Installation 
The procedure for installing laser support on a hard disk system is similar to 
the procedure for floppy disk systems. The only difference is the location of 
the font file you want to rename as MASTER.FNT. To install laser support, 
whether you use a Laserwriter, LaserJet, or DeskJet printer, follow these 
steps: 

1. Exit to DOS. (If you have been using First Publisher, exit the pro- 
gram by selecting Exit from the File menu or by pressing Alt-E). 

2. If you have been working in another directory, type cd \pub to 
change to the directory that stores your First Publisher program 
files. 

3. Rename the existing dot-matrix MASTER.FNT file so that it will 
not be overwritten. To rename the file, type 
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REN MASTER.FNT DOTMX.FNT 

This command line renames the file DOTMX.FNT. (Be sure to 
choose a name that reminds you that the file contains dot-matrix 
fonts.) 

4. Copy the file to the hard disk, giving it the name MASTER.FNT. 
To do this, you can enter 

COPY A:APLASER.FNT MASTER.FNT 

This command line copies the Apple Laserwriter font file in drive 
A to a file named MASTER.FNT on the hard disk. If you use a 
LaserJet, you enter hpZuser.fnt instead of upluser.j?tf. The name of 
the font file for a DeskJet printer is deskjetlfnt. 

When you copy the contents of your laser printer’s font file to 
MASTER.FNT, you are not adding the contents of the two files; 
you are replacing the first file with the contents of the second one. 
For this reason, remember to save a renamed copy of the original 
MASTER.FNT so that later you can incorporate the dot-matrix 
files in the laser version of MASTER.FNT. 

This completes the procedure for installing laser support on a hard disk sys- 
tem. As you may know, before a font can be used in First Publisher, its 
name must appear on the Font menu. This enables you to select that font 
and gives First Publisher the information it needs to find the specifications 
for the font. If you want to add the original dot-matrix fonts to your now- 
functional MASTER.FNT file, you can use the FONTMOVE utility 
(explained in Chapter 10). Figure 8.10 shows the fonts available in the Font 
menu after a Hewlett-Packard LaserJet has been installed. 

Two-Drive System Installation for a 
LaserJet or DeskJet Printer 
If you are using a two-drive system with a laser printer, the steps involved 
in installing the printer are slightly different. 

The procedure for installing a LaserJet or DeskJet printer is as follows: 

1. Insert the Fonts Disk in drive A and a blank, formatted disk in 
drive B. 
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Fig. 8.10. The fonts available for a LaserJet. 

2. Copy the MASTER.FNT file from drive A to drive B with a com- 
mand such as: 

COPY A:MASTER. FNT B :DOTMX. FNT 

Make sure you rename the file as you copy it. 

which the laser font file is stored). 

MASTER.FNT in the process: 

3.  Remove the data disk from drive B and insert Program Disk 2 (on 

4. Copy the laser font file from drive B to drive A, renaming it as 

COPY B :HPLASER . FNT A:MASTER.FNT 

This procedure copies the LaserJet font file over the original 
MASTER.FNT file, overwriting its contents. If you are using a 
DeskJet printer, substitute the file name deskjet@ for hplaser.fnt. 
You can use FONTMOVE to add the original dot-matrix fonts to 
the laser MASTER.FNT, if you want. 

5. If you are using a DeskJet printer, one more step remains. Copy 
the DeskJet’s additional font files to the Fonts disk so that First 
Publisher will have access to the fonts during printing. To do that, 
type the following commands, pressing Enter at the end of each 
line: 

COPY B:FONTSDJ.DIC A: 

COPY B:FONTSDJ. WID A: 
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When you are working with a two-drive system, be aware of the 
amount of space you have on disk. First Publisher must have 40K 
available on the Fonts disk to store a backup copy of the current 
publication. Use the DOS DIR command to determine how much 
space is available on the disk, in the format dir b:*.*. This com- 

Two-Drive System Installation 
for a Laserwriter Printer 
To install a Laserwriter printer, use the following procedure: 

1. Insert the Fonts Disk in drive A and a blank, formatted disk in 
drive B. 

2. Copy the MASTER.FNT file from drive A to drive B with a com- 
mand such as: 

COPY A:MASTER.FNT B:DOTMX.FNT 

Make sure that you rename the file as you copy it. 

3. Erase the original MASTER.FNT file on the Fonts Disk by typing 

DEL MASTER.FNT 

4. Remove the data disk from drive B and insert Program Disk 1 (on 
which the laser font file and the PostScript files are stored). 

5. Copy the PostScript files (the files ending with the PS extension) 
from Program Disk 1 (drive B) to the Fonts Disk (drive A). These 
files are LASERDEF.PS, SMOOTH.PS, and UARTPAT2.PS. 
Use the following format: 

COPY B:LASERDEF.PS A: 

If you are using 3 1/2-inch drives, this step is not necessary 
because the font files and the program files are on the same disk. 

6. Use FONTMOVE to create an empty MASTER.FNT file, then 
use the utility to move laser fonts from the Laser Support Disk to 
the newly created MASTER.FNT file. 
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Completing Laser Installation 
After you have replaced the original MASTER.FNT file with the correct 
font file for your laser printer, you need to run the Printer program. This 
program is a utility that is independent of First Publisher; you must exit the 
program in order to use it. When the DOS prompt is displayed, type printer 
and press Enter to run the Printer program. You need to choose the correct 
printer model, and for LaserJet printers, you need to specify the cartridge, 
as well. Figure 8.11 shows the third page of the printer selection screen. 

Type tk nunber of your printer and press Enter, or press 
Enter to see mre printers,  or p r e s  
Esc toreturntoDOS, 

Fig. 8.11. The third page of the printer selection screen. 

Printing with First Publisher 
The process for printing with First Publisher is easy. The procedure is 
basically the same no matter what type of printer you are sending the output 
to. When you are ready to print, follow these steps: 

1. Open the publication to be printed so that it is displayed on the 
screen. (If you have been working on the publication, remember 
to save it by using Save from the File menu or by pressing Alt-S.) 

2. Select Print from the File menu. The dialog box shown in figure 
8.12 is displayed. 
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Fig. 8.12. The Print dialog box. 

3. Specify the number of copies you want to print (the default value 
is 1). 

4. Specify the starting page. 

5 .  Specify the ending page. 

6. Be sure that the Destination is correct (the port to which your 
printer is connected). 

7. Select the mode in which you want the publication to be printed 
(Draft, Standard, or Smoothed). If you have printed previously in 
this session, whatever mode you selected during that print job is 
still selected. 

8.  If you are using Version 2.01 or 3.0, you need to select whether 
you want to print the publication in scaled or unscaled mode. With 
Version 3.0, you can opt to pause printing between pages. 

9. Click the OK button. 

A message box is displayed showing you what percentage of the document 
has been sent to the printer (see fig. 8.13). You can interrupt printing at any 
time by pressing Esc. 
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. . . .- 

Fig. 8.13. The message box displayed during printing. 

Printing with a Dot-Matrix Printer 
No law says all desktop publishers must own laser printers. In fact, First 
Publisher produces surprisingly good output on dot-matrix printers. 

There are a few things you can do to ensure that the output of your dot- 
matrix printer is the best you can get: 

0 Make sure that you are working with a new (or reasonably new) 

Ci Print final copies on high-quality paper. 

Ci Select a font for the body text that looks crisp in dot-matrix output. 
(You may want to spend some time printing out samples of various 
fonts in different styles and sizes.) 

0 Stretch graphics only when necessary (the stretch may distort some 

Ci Use Magnify to smooth the rough edges of graphics before you 

ribbon. 

angles). 

print. 
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The makers of First Publisher recommend that dot-matrix printer 
owners use Pica or Elite type for the body text and for text that 
requires a monospaced font. Monospaced means that each charac- 
ter uses the same amount of space, enabling characters to be 
aligned vertically in columns. These “built-in” fonts yield the 
highest quality (and readability) your printer is capable of produc- 
ing, which is especially important for smaller point sizes. 

Printing with a Laser Printer 
If you are printing your First Publisher documents on a laser printer, you 
probably plan to take the copy to a printer for reproduction (unless you have 
enough toner and paper to print a few hundred copies yourself or you have 
a great photocopier). You want the quality of your design, production, and 
printing to shine through, so make sure that you have done all the following 
before you start the printing process: 

P Copy your laser printer’s font file to the MASTER.FNT file as dis- 
cussed earlier in this chapter 

P With Version 2.0, use FONTMOVE to add dot-matrix fonts or soft 
fonts to MASTER.FNT (if you used dot-matrix fonts in your pub- 
lication). With Version 3.0, use Set up fonts to add font files to 
MASTER.FNT. 

P Run the Printer program 

P Check the toner cartridge 

P Use high-quality paper 

P Modify graphics images to smooth out any rough edges 

tl Make sure that the cable connection from the system to the printer 
is secure 

text will appear grainy, and you will not get the high-quality fonts 
available on the laser printer. To use the laser fonts, you must use 
the regular text tool to enter text. The text tool is found at the top 
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Using Soft Fonts 
First Publisher supports all Hewlett-Packard and 100-percent compatible 
soft fonts. To make these soft fonts available to First Publisher Version 2.0 
at print time, you must first move the soft fonts into First Publisher’s MAS- 
TER.FNT file by using FONTMOVE. Figure 8.14 shows the FONTMOVE 
opening menu. 

r 

FT3:Flrst  Publisher Fonkoue  m r m  2.8 

k l n  llenu 

m lbue fonts 

Wd W LserJet  soft fonts 

h i t  to m 

Copyright (cl 1988 Softuare Publlshlllg Corporation 

/ 

Fig. 8.14. The FONTMOVE opening menu (Version 2.0 only). 

Remember, if you use First Publisher Version 3.0, you use the Set up fonts 
option in the Font menu to add and remove fonts. This procedure is 
explained in Chapter 5. 

When First Publisher prints a document that includes soft fonts, the pro- 
gram must have access to those font files. If you are using a hard disk sys- 
tem, you must be sure to copy the necessary soft fonts to your PUB 
directory before you print. If you are using a two-drive system, place the 
disk containing the soft fonts in drive A. 

When you select Print from the File menu, a dialog box is displayed. The 
box asks whether any soft fonts should be sent to the printer. You are also 
asked to specify where the program can find those soft fonts. 

After a soft font is sent to the printer, it stays in the printer’s memory until 
you turn the printer off or copy other soft fonts over the ones in the printer’s 
memory. Therefore, you need to send a soft font to the printer only once for 
each work session, no matter how many different documents you print 
using the same soft font. 
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The printer has a limited amount of memory. Before you use soft fonts, you 
should be aware of the memory capacity of your printer (check your 
printer’s manual). If you download a soft font to the printer and the 
printer’s memory is full, a soft font you sent to the printer earlier is over- 
written. (To find out how much memory is used by a soft font, consult the 
soft font manual. ) 

Because of the amount of memory used by the DeskMate version of First 
Publisher, you may want to customize your MASTER.FNT file to store 
only the one or two fonts you use often. 

There are two steps involved in using soft fonts with First 
Publisher: 

1. Use FONTMOVE to add the soft fonts to the MASTER.FNT 
file. The fonts are displayed in the Fonts menu. 

2. Make sure that the soft font files are accessible to First Pub- 
lisher before you print (have the correct disk in drive A or 
copy the files to your PUB directory on your hard disk). 
First Publisher must have access to the files when the pro- 
gram prints with the soft fonts. 

Printing Faster 
When it comes to printing, First Publisher Version 2.0 is more like a tor- 
toise than a hare. This lack of speed is understandable, particularly in 
smoothed mode. The program is sending much information to the printer, 
which the printer deciphers and applies to its task. When you need to print 
something in a hurry, however, First Publisher’s print routine can seem 
slow. 

Version 1.0 of First Publisher printed more quickly, but was less adept at 
proportioning graphics; more images came out stretched or squat, in sizes 
different from what you expected. Version 2.0 resolved this problem and 
added more laser support, but there is a trade-off in print speed. 

With Version 2.01, Software Publishing Corporation has introduced a fea- 
ture that enables you to control further the print time and quality of the 
publications you produce. You can select Unscaled to print more quickly 
without worrying about whether the exact proportions of the images match 
the images on-screen. When you select Scaled, the publication is printed as 
it appears on-screen. Depending on the printer you use and the publications 
you produce, this may not be a problem for you. 
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Modifying Printer Margins 
You probably will not need to modify the print margins set up in the Define 
page dialog box. When you use the Printer program to tell First Publisher 
which printer you will be using, the program assigns default margin set- 
tings, according to the printer you specify. The makers of First Publisher 
configured the margins for all the printers available in the Printer program. 
Remember, however, that if you do change the settings in the Define page 
dialog box, any baseline modifications you have made previously on that 
document will be removed-even if you are only changing margins. 

Evaluate Your Printout 

After you have printed the publication, you need to stand back and 
take an objective look at it. The flexibility of First Publisher 
enables you to make modifications at any point during the creation 
and production of a document. 

You don’t like the way the printed banner looks? It’s not set in 
stone; you can go back and change the look of the banner with a 
minimum of trouble. Here are some other questions you can ask 
yourself as you survey your work: 

Do you like the font, style, and size you have chosen for the 
body text? In print, the type may look too big, too small, too 
light, or too heavy. You can change the font type, size, or style 
by capturing the text you want to change (refer to Chapter 5 for 
specific examples) and selecting new settings from the Font and 
Style menus. 

Did the graphics print the way you intended them to? Your 
graphics may not print at exactly the same size you envisioned. 
For example, if you cut and pasted penguins from the clip art 
files and then resize them to fit in a certain space, the penguins 
may look “stumpy” when they are printed. This screen-to- 
printer proportion problem was more pervasive with Version 
1 .O; Version 2.0 prints a truer representation of what you see on 
the screen. 

If you are unhappy with the way the graphics printed, you can 
modify them easily by selecting the image and using the Resize 
option on the Art menu. 

Are the rules straight? You may have put a “crimp” in the line 
when you were outlining the document with the line tool. To fix 
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the line, unfortunately, you must use the eraser tool to erase the 
part of the line that isn’t straight. To help you redraw the line, 
use Use grid to lock the line into place. 

Are the boxes effective? Have you used boxes to help organize 
the page? Boxes should give an article an inclusive look. For 
example, if you have a newsletter in three-column format on the 
top and two-column format on the bottom, unless you do some- 
thing to set off the bottom article-such as enclosing the article 
in a box or separating it from the first article by running a rule 
across the page-the reader may get to the bottom of the first 
column and wonder “What am I supposed to read next?” A 
well-placed box helps contain the reader’s gaze and shows the 
correct sequence of information. 

Is the banner overwhelming? Are you pleased with the way the 
banner balances the printed page? If you don’t like the way the 
banner turned out, you can get rid of it and start again, or make 
subtle changes until it conveys the message you want. Think of 
the banner’s effect in terms of the audience, reading level, and 
goals of the publication. 

Should the publication be printed in smoothed or standard 
mode? If you like the way the publication was printed- 
whether you used standard or smoothed mode-stay with your 
current print choice. If you are disappointed in the formation or 
clarity of some of the characters in smaller type sizes, however, 
you may want to consider changing the mode. 

Printing to a File 
When you think “printing,” you probably think of the output a printer pro- 
duces. There is, howevern, another output device you can choose. By print- 
ing to a disk file, you can save a First Publisher publication and print it later 
on a system that doesn’t have the program. 

Suppose, for example, that you have created a newsletter on your computer 
at home, but your laser printer is at work. You can use the Printer program 
to configure First Publisher for the laser printer you are going to use, print 
the file to disk, take it in to work, and print it. Simply print the file to disk 
by following these steps: 
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1. Make sure that the publication you want to print is displayed on 
the screen. 

2. Select Print from the File menu or press Alt-P. 

3. When the Print dialog box is displayed, change the Destination 
setting to indicate the drive to which you want to save the file. For 
example, if your data disk is in drive B, you type b: as the Desti- 
nation. 

4. Click the OK button or press F1. 

The file is printed to the disk in the specified drive. After you take the disk 
to work, you can print the file by using the DOS COPY or PRINT com- 
mands. For example, the following command prints the file (named 
TRN2-23.PUB) to the LPTl port, which connects to the printer: 

COPY TRN2-23.PUB LPT1: 

PRINT TRN2-23.PUB 

If you decide to use the DOS PRINT command, press Enter after you type 
the preceding command line. A prompt is displayed, asking what output 
device you are printing to. Type lptl and press Enter. Your publication is 
printed. 

Chapter Summary 
In this chapter, you learned about the various hardware and software setup 
requirements for printing with First Publisher. You also learned the tech- 
nique for printing with soft fonts and for printing to a file. This chapter 
offered many printing tips gleaned from Software Publishing Corporation’s 
technical support line, answering questions often asked by new First Pub- 
lisher users. In the next chapter, you will learn to create templates of your 
own for various publications, such as newsletters, flyers, and business 
cards. 
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91 
Creating Your Own 

Templates 

fter you have created and assembled a publication-whether that pub- A lication is a flyer, a business report, a newsletter, or any other type of 
project, you basically know the ropes. The next time you create something, 
the process probably will go much faster. 

However, if you could skip the design stage and go right to plugging in new 
text and graphics on an existing publication, wouldn’t you rather do so and 
save the time and trouble? For example, if you have finished with the first 
issue of DT Publisher (the January 1989 issue), you don’t want to begin the 
February issue by starting back at square one, opening a blank publication. 

To save yourself the work of re-creating a publication, you can make a tem- 
plate of an existing publication and work from that. A template is a file that 
already has some elements placed for you; elements that don’t change 
between issues or versions of the publication. In the DT Publisher example, 
the banner and the two column format stay the same from issue to issue. 
Additionally, the placement of the graphic item in the center of the page 
remains as is, meaning that the baselines of the publication are not modified 
for different issues. Figure 9.1 shows the publication as you last left it; fig- 
ure 9.2 shows the DT Publisher template. 

In this chapter, you will learn to create your own templates for newsletters, 
flyers, and business stationery, such as invoices and reports. First, however, 
before you learn to create templates, you need to review the templates that 
are packaged with First Publisher. 

347 



348 Part 111: Advanced Techniques 

From the editors: 
Happy New Year! 

welcome to 1989! 
The staffof DT Publisher hopes th is  one 

important desipn t ips. 
Judpeswil l  inc ludel ra  Plarkowitz, 

owner and publisher of DT Publisher, 
Elizabeth Combs, commercial ar t is t  and 
president of Tha Last Word, Inc., a desktop 

publishing company operating 
out of Dss Mines,  1owa;and 
Peter Sandbar, a professor at 

w i l l  ba a profitable and enjoyable year 
for you as you explore fur ther  into the 
world of desktop publishing. 

Wa promised you the year would 
start o f f  w i t h  a bang: so star t  the 
drumrol l  ... .announcing DT Publisher's 
I989 MakaOvar Contest! uke University. 

On paps 3 of  th is  issue, you w i l l  find 
the cover paw of  a newsletter badly i n  ne 
of some TLC and some creativi ty. This 
newslatter i s  tarpeted at an audience of 
smell b u s i m s  owners (that is. owners of 
small businesses, not small owners of 
repular-sized businesses).Theentries w i l l  
bcjudaedandthewinnerswill becontacted adesktoppublishingsystemelaborate 
no later than My 5, 1989. 

P r i z n i n c l u d e  publicationofthe 
makeovar i n  the Aqus t  issue of  DT 
Publisher (and you have t o t e l l  youdid 
it), t500cash.  anda Hewlett-Packard skeptical. 
ScanJet. Two sacond prizes of  $200 w i l l  be 
awarded,and three t h i r d  prizesof $100 
vill be piven away. 

Deadline Instructions 

canners: Beam Me 
up, scotty 
Technolqy i s  definitely evolving, and at a 
surprisinqly affordable rate. If someone had 
told mstwo yearsapo that by I989 I'd have 

anoqh to  produce a hiph-quality 
newsletter, complete w i t h  scanned images, 
laser-quality print,  and knock-out 
graphics, I'd have rol led my eyes and looked 

But today, here i t  is. The most recent 
addition to my dtp collection i s  a scanner. 
Scanners are peripheral devices that t u r n  
your printed nmterial, photos, or  drawings 
into dipit indimapes that you can play 
around w i t h  on your computer screen. I m  
most programs. scanned imapes can be 
modified, resized,andtreatedasany Other 

EntrydeadlineisFebruary 28,sowt 
bury on your makeovers r ipht  away. A n d  

here's a hint 

consult our 
November 
i 988 issue to 
refresh your 
mind about 

praphic element. 
(Unraridrhere:As I was considering 

how far  we've come w i t h  the evolution and 
affordabil i ty o f  th is  1 ype of  peripheral , my 
seven-war-old sonScott walked up,eyes 
wide,lookingatthescanner.AsI pickedit 
up t o  show him, hs put h is  hands i n  front o f  
his face. *Don't!" he said, "If you point that 
th ingatm,wonl Iwinduponthe 
Enterprise?' We've s t i l l  got a lonp way to 

January 1989 DT Publisher 

Fig. 9.1. The DT Publisher newsletter. 
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Volume 7 .  No. 

1989 DT Publisher 

Fig. 9.2. The template file from DT Publisher. 
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Reviewing First Publisher’s 
Templates 
Chapter 3 gave you an introduction to the templates that are packaged with 
First Publisher. For new users, these templates serve as a gentle introduc- 
tion to design, creation, and layout-you simply plug in your own text and 
graphics in the predefined format. You don’t need to modify base- 
lines-although you may if you want-and some of the rules have already 
been drawn for you. In some templates, graphics already have been added, 
as well. In this section, you will explore in a little more detail each of the 
templates included in First Publisher. This study will give you a “pattern” 
to follow as you begin to create your own First Publisher templates. 

The NEWS .PUB Template 
As its name suggests, NEWS.PUB is a template for a newsletter publication 
(see fig. 9.3). As you may recall, you used this template as the basis for the 
Version 2.0 Quick Start exercise in Chapter 3. 

The NEWS.PUB template uses two different formats: the top half of the 
page is formatted in three columns, and the bottom half is formatted in two 
columns. The template includes the rules that separate the identifier line 
(which lists the volume number and the date of the publication), as well as 
the box that delimits the second article space and the outline box. As you 
can see, headlines are indicated, as are kicker lines and photo space. 

Although the baselines of the publication are not displayed, each column in 
the publication has been assigned a sequence number. This number tells you 
in which order the text will fill the columns. Figure 9.4 shows how the 
template looks on-screen when the baselines are displayed. (Remember, 
baselines appear only when one of the options in the Baselines menu is 
active. ) 

Everything on the NEWS.PUB template was produced using graphics text, 
graphics tools, or both. This means that before you begin to use the temp- 
late, you must erase the items already there. Of course, you may want to 
leave the rules and boxes, and you may opt to leave the various elements in 
place and work on them one-by-one, as opposed to erasing them all and 
then creating your own elements. But when you want to insert your own 
banner, for example, you first need to erase the word Banner that appears at 
the top of the template. (To erase the word, either use the eraser tool or use 
the selection tool to capture the word and then press Del.) 
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Banner 

Uolume * Date 

Kicker 

Head I ine 
First article, 1st o d m n  r- 1 

1 

Your own ohoto here 

1 
photo caption 1 

L c 
First article, 3rd column First article, 2nd column 

2 3 

~ 

Head line 
Second article. 1st column Second artrele, 2nd column 

4 5 

Fig. 9.3. The NEWS.PUB template. 
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Fig. 9.4. The baselines of NEWS.PUB. 

Although the NEWS.PUB template has a blocked-out space for a photo, 
you don't really have to paste a photo there. You can use that space for a 
graphics element, paste in a box that contains graphics text, or move the 
baselines so that text flows through that area. 

Remember to work with the backup copies of your template files. 
If you accidentally save a modified file without first changing the 
name of the file, the changed file will overwrite the original temp- 
late file. To be safe, keep the original disks in a safe place and 

The makers of First Publisher seemed to recognize that working with base- 
lines to control text flow can be one of the most confusing things about the 
program. With Version 2.0, they included seven additional newsletter temp- 
lates in various column formats and styles. These templates, which are 
found on Program Disk 2, can save you an enormous amount of time and 
effort. The seven templates are shown in figure 9.5. 

With Version 3.0, the flyer, the card, the letter/logo, and the newsletter 
have remained basically the same. One new template, MAILER.PUB, has 
been added. Figure 9.6 shows the new templates that come with Version 
3.0. The additional newsletter templates included with Version 2.0 are not 
packaged with Version 3.0. The new template is described later in this 
chapter. 
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Fig. 9.5. The seven additional newsletter templates 

The FLYER.PUB Template 
You can use the FLYER.PUB template to create advertising flyers for your 
business, party invitations, or a number of other attention-getting projects. 
Figure 9.7 shows an example of the FLYER.PUB template. 

Notice that on this template significantly more room is blocked out for 
graphics than for text, because a flyer is meant to be a "hit 'em fast" type 
of publication. You should rely on pictures and as few words as possible to 
convey your message. 

The BUSINESS .PUB Template 
The BUSINESS.PUB template is a simple one: the most beneficial feature 
this template has to offer is the predrawn business card in the center of the 
page. This "card" is drawn to the actual size of a business card and has 
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I ..-_ 
1 

Fig. 9.6. The new templates with First Publisher Version 3.0. 

crop marks so that your printer will be able to reproduce the card and cut it 
to size with no additional work. (Note: Crop marks are the lines used to 
indicate where the cards will be cut.) Figure 9.8 shows the BUSI- 
NESS.PUB template. (In First Publications Version 3.0, BUSINESS. PUB 
is called LETTER.PUB.) 

This template offers you only one way to create your stationery and busi- 
ness cards. In the section called “Creating Your Business Stationery,” you 
will see some alternative ideas for sprucing up your business materials. 

The INVOICE. PUB Template 
The 1NVOICE.PUB template is one that is almost ready-to-use: just add 
your company name and your logo, and you have a usable invoice. To 
extend the invoice entry lines farther down the page, use the selection tool 
to capture five or six lines and then select Copy from the Art menu or press 
Alt-C. Then select Paste or press Alt-V. First Publisher changes the shape 
of the cursor to a hand, and you can position the cursor and click the mouse 
button, and the program pastes the copied lines on the invoice. You then 
need to align the new lines so that the edges match (see fig. 9.9). If you 
have trouble matching the edges or leaving the same amount of space 
between lines, use Magnify to get a close-up look at the trouble spot. 
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r 
house and t r e e s  

L 
r 

Hote l  n a m e  and address 

L 

r 
Hotel  d e s c r i p t i o n  s t a r t s  here 

L 

1 

i 

1 

A 

Fig. 9.7. The FLYER.PUB template. 
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Fig. 9.8. The BUS1NESS.PUB template. 

The LIST.PUB Template 
The LIST.PUB template offers you a four-column format for recording 
client names, supplier lists, phone lists, reunion information, and so on. 
This template also can be used to show items in a catalog form. Figure 9.10 
shows the LIST.PUB template. 

The MENU. PUB Template 
The MENU.PUB template provides you with an almost-ready-to-use menu. 
The graphic is already there, as figure 9.11 shows. You probably will want 
to remove the words in the canopy and add your own restaurant’s name. 
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Fig. 9.9. Aligning entry lines on IWOICE.PUB. 

r 1 
company name 

log o-or 
image 

Column tit1 e 
L 

STATE 
Dealer name 
4ddress 
City and 21P Code 
Area code 8 Phone no. 

r List  title 
7 

L J 

Fig. 9.10. The LIST.PUB template. 
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(The documentation provides steps for doing this.) You can use this tem- 
plate for menus, for dinner party invitations, or in the form of a flyer for a 
catering business. The developers of the template suggest you break the 
food down into food groups (that is, appetizers, sandwiches, and so forth- 
not meats, vegetables, dairy, and breads). 

Menu 
4th food group 

1st food group (food D i s h  description text (food 
D i s h  Description text ImWe) Price image) 
Priar 

5th food group 
2nd food group (food D i s h  Description text (food 
Dish  Description text image) prier image) 
Pri'ce 

6th food group 
3rd food group (food Dish  Description text (food 
Dish  Descriptxon text Image) Prh? Image) 
Price 

Fig. 9.11. The MENU.PUB template. 
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The CARD .PUB Template 
This template is a little off the beaten path, but gives you an afternoon's 
diversion if you're feeling a little extra creative. With the CARD.PUB tem- 
plate, you can create your own cards-birthday, holiday, invitation, get 
well-any type of card you want. Figure 9.12 shows the CARD.PUB 

. . . . . . . . . . . . . . . . . . . . . . . . . .  

. . .  . . . . . + . . . . . . . . .  

This is a good place to give yourself 
credit for your work and date your card. 

I I 

. . . . . .  . + .  . . .  

template. 

v 

Fold pap-? in half on th i s  line first .- .......................................................................................................................................... 

Front o f  Card 

. . . . . . . . . .  + . . . . .  

Fig. 9.12. The CARD.PUB template. 
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This template leaves more to your imagination than some of the other temp- 
lates do. Instead of including borders and blocked out areas for text, 
CARD.PUB explains where to position different text items and illustrates 
where the inside text will be positioned when the card is folded. 

card. You need to be able 
that the text will be placed 

NOW that you have explored each of the templates available with First Pub- 
lisher, you need to find out how to make templates of your own. 

The MAILER. PUB Template 
This new template is the only template offered in landscape orientation. A 
three-column mailing brochure, this template provides you with room for a 
banner, several articles, a logo, several small icons (made from the Cairo 
font), and gives you a second page with the mailer information already 
placed (see fig. 9.13). 

Fig. 9.13. The MAILER.PUB template. 
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Making Templates 
Basically, a template is a “shell” of a publication that you can use again 
and again. A template should store only the information that isn’t variable; 
things like a newsletter’s banner, the company name on an invoice; the logo 
on business stationery. A template isn’t be very functional if you must go 
through and delete text and graphics every time you want to use it. There- 
fore, your template should be the basic item on which you paste the variable 
text and graphics. 

You have two options for creating a template: 

Cl You can make a copy of an existing publication and delete all vari- 

Cl You can create a template “from scratch,” by copying and pasting 

able information 

items like a banner, logo, or name 

Creating a Template from 
an Existing Publication 
If you are like many people, by the time you are satisfied with the way a 
publication looks, you have modified it, tweaked it, and analyzed it until 
you want to stick it in a drawer and forget it. And, if you have gone to all 
that trouble, the idea of starting over next month and creating another issue 
may be overwhelming. Instead of starting over, you can make a template of 
this month’s finished product, and then next month you can simply add text 
and graphics and save the file under another name. This process involves 
three steps: 

1. Open the publication you want to turn into a template. 

2. Delete all variable information (text, changeable graphics, and so 
on). 

3. Save the publication under a new name. 

The paragraphs in this section explain these three steps by showing how a 
template is created from DT Publisher. Figure 9.14 shows how the finished 
publication looks. 

To open the publication, select Get publication from the File menu. Spec- 
ify the publication you want (in this case, the DTP file), and click OK or 
press F1. The file then is displayed on the screen. 
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Important dsslpn tlp. 
Ju@w kill Include I ra  t!drWh, 

wmr and publisher of DT Publlrher, 
fllnbsth Comba, m m m r d b l  aril& and 

IMTh h i  Word. lm.,a&aklop 
publlahlqmmpny oprdlrq 
out of Daa mlnss, low; and 
PIter L n d h r . a  profsrsor ai  

The alawof DT Publlaher hoper l h l i  om 
vill bra profitable and enfo#~sble $em 
for you ea you axplora further lntO lh 
wrldofdaaktop publlrhlrq 

We promlad you the uaar vould 
alar l  off vi lh a bang: w a l a r l  the 
drumroll ... .anmuWlq DT Publiaher’a 
I989 rlakeOwr Conledll 

On paas 3 of thla Iaiuo, you vlll nrd 
t h e m r p w a o f a n s v t l e t t e r  bamyln 
of w m  TLC and tom creallvlly. Thla 

Fig. 9.14. The DT Publisher newsletter. 

Next, you need to decide what elements you will keep and what elements 
you will delete. Remove all items that are variable; that is, the items that 
will change from month to month. For example, in the identifier line, the 
date shows January 1989. For the template, you may want to delete only 
January and leave 1989; or, if you would rather not have to change 89 at 
the end of the year, you can drop those characters, too. If you are making a 
template out of a newsletter publication, you probably need to delete the 
following items: 

P The volume number and the date in the identifier line 

P All text in articles 

0 Headlines that will change from month to month. (If you run a 
monthly column, such as “Letters to the Editor,” you leave that 
heading in place.) 

P Graphics that are tied to a specific article 

The items that you should consider keeping include the following: 

P The banner 

P Any portion of the identifier that is not variable 

P The baseline settings 

P Headers and footers 

0 Graphics items that are part of the design 

P Any publishing information that is printed in every issue 
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Figure 9.15 shows DT Publisher after all the extraneous information has 
been deleted. 

Fig. 9.15. The publication after the variable information is deleted. 

After you delete the information, you are left with the publication that will 
serve as your template. You're now ready for the most critical step: saving 
the publication. 

To save the publication, select Save from the File menu or press Alt-S. 
When the Save dialog box is displayed, enter a file name that indicates that 
the file is a template file (see fig. 9.16). For this example, the template file 
name used is DTPTMP. Be sure to specifi a newfile name. If you acciden- 
tally click OK, you may wind up overwriting the publication you took such 
pains to create. 

Creating a Template from 
a New Publication 
Although this process is easier to describe than the preceding process, it 
takes longer to cany out. The reason? When you sit down to plan out a 
publication, a lot of thinking time is involved. If you sit down with the 
objective of not only producing one publication, but of creating a reusable 
template out of that design, your burden may seem pretty heavy. 



364 Part 111: Advanced Techniques 

Fig. 9.16. Saving the template fi le.  

Most people start with a basic idea of what they like, what their audience 
likes, and what type of material should be included. From that point, they 
fine-tune features of the publication until they come up with something they 
can live with, or, if they’re lucky, something they like. But this process 
generally involves going through several printings, showing the project 
around, getting feedback, and weeding through comments. 

If you are planning on creating a newsletter template from scratch, take a 
few minutes and look through the templates offered by First Publisher; you 
may find something you like. If not, charge ahead: but be aware that deve- 
loping a good publication usually requires more than one sitting and more 
than one opinion. 

Creating new templates for publications less complicated than a newsletter 
is significantly easier. A flyer, for example, is fairly easy to create as a new 
template. To create a flyer template from scratch, you need to assemble the 
following things: 

CI Your company’s logo 

0 Any graphic element that should appear on every version of the 
flyer. (Generally, this type of graphic is part of the company 
name.) 

Your company’s address 

Ll Your company’s motto (if you have one) 

L l  A border (if you plan to use the same border on subsequent flyers) 
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Figure 9.17 shows a sample flyer template. The section for text (blocked 
out in the middle) is reserved to include variable information about sales 
and seasonal discounts. 

I 

1 
Call Peterson's Heating and Cooling 

Office: 575-0002 
I Emergency: 555-9944 

o Check your furnace 
0 Clean Your vents 

I 

I 1 

Give U s  a Call Before Your Furnace 
Leaves You on Ice! 

Fig. 9.1 7. A sample flyer template. 
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When you want to save the publication, you just select Save from the File 
menu or press Alt-S. When the Save dialog box is displayed, enter a file 
name that in some way reflects the fact that this is a template file for flyers. 
After making sure that the path designation is correct, click OK or press F1. 
First Publisher then saves the file under the name you specified. 

How Do You Use a Template? 
Now that you have a template, what do you do with it? To use a template, 
you simply open the file and begin building the project, just like any other 
publication. Add text and graphics, fine-tune the layout, follow whatever 
process is most comfortable for you. In fact, the only real difference 
between a template file and a regular publication file is that in the template, 
some of the work has already been done for you. And also, because you 
want to preserve the template so that you can use it again, you need to be 
sure to save the modified file under a new name so that the publication file 
is not overwritten. 

In the procedures of creating and using templates, there are two 
crucial points to remember: 

CI When you save the created template, be sure to enter a unique 

CI When you save a publication you have created by using a 
template, specify a new name for the finished publication. If 
you save the modified file under the template file name, the 
template will be overwritten. 

. . . . . . . . . . . ... .. .. .... . . . . . .... . .  .. .. 

IWI example, suppose that you have created a publication from your tem- 
plate file and you are ready to save the publication. If, in the Save dialog 
box, you click the OK button when the default name (the name of the cur- 
rent file) is displayed, the template file will be overwritten. When you are 
using template files to build your publications, then, make sure that you 
specify another file name in the Save dialog box. 

To save a publication that was created from a template file, follow these 
steps: 

1. Select Save from the File menu, or press Alt-S. 
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2. Enter a new file name that in some way describes the content of 
the file (such as DTPFEB). First Publisher automatically assigns 
the extension for you, according to the radio button that is 
checked. 

3. Make sure that the path designation is correct. 

4. Click the OK button or press F1. 

For the remainder of this chapter, you will see how three different templates 
are created and used. 

Template Applications 
In this section, you will see how three different First Publisher users pro- 
duce publications from templates. Whether you are the editor of your com- 
munity newsletter, the person responsible for producing advertising 
materials in a small business, or a desktop publishing entrepreneur, you will 
find that using templates cuts the repetitiveness out of your desktop publish- 
ing tasks, and, consequently, saves you time and trouble. 

Example 1: The HighFlyer 
Newsletter 
Bob Howard is the editor-in-chief of The HighFlyer, a monthly newsletter 
for enthusiasts of radio-controlled airplanes. He inherited this job because 
he’s the only one in the group with a personal computer. Although the club 
boasts almost 200 active members, the president almost swallowed his pen 
when Bob sheepishly asked about dipping into the funds to buy a $795 
desktop publishing program. 

After Bob found First Publisher, The HighFlyer was never again to be pro- 
duced on a typewriter. He had already envisioned the banner he wanted and 
felt that even though First Publisher’s clip art didn’t include a picture of an 
airplane, a helicopter was close enough. The template for the The High- 
Flyer, shown in figure 9.18, was created and assembled in this way: 

1. The banner was created first. Bob selected the graphics text tool, 
New York font, 36-point size, and typed the name. He then used 
the selection tool to select the name and used the Rotate option in 
the Art menu to move the name to align vertically with the left 
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The HiqhFlyrr i s  
published monthly 
by the CARC 
association o f  
Carmrl, Indiana. 
P.O. Box 472 

Credi ts  -Lucky- Piper Cub 
Brad Johnson Wins Nationals! 

Brad Johnson, a second-year 
member o f  CARC, walked w a y  
w i t h  the National Piper Cub 
championship i n  Tampa, Florida 
on Saturday, Apr i l  19th. 

Althoughit was a gusty warm 
day--a l i i t le toowindyfor  
Johnson's lightweiqhi Piper--he 
was able to beat the times o f  e l l  
competitors i n  the pattern f lyinq 
competit ionandinthe t r i c k  could justdiappearintothinair,  
f ly inq rounds. 

Brad's wife, 
Helen, shakes her 
head. "We thought 
we were qoi nq to 
Florida f o r  a 

The fami ly  named the plane 
"Lucky"af ter  i t  plummeted 
in to a cornfield lest March but 
was rescued--all i n   ne piece. 

an hour, looking up and down 
rows of  broken corn stalks and 
weeds and things. Just when I was 
wondering how i n  the world a 
plane wi thawingspanl ikethat  

my daughter hollered 'I found 

"Wesearchedfor that thinq for 

"We couldn't 
believe that w i t h  a l l  
thetwiqsandcorn 
stalks and thinqs 

vacation,' she said. '"But as soon 
as I saw h i m  loadi nl that plane 
in to the camper, I knew 
something was up." 

winter, durinq the heavy 
snowstorms i n  January. "Good 
t ime t o  k inside,"said Brad. 

The plane weiqhs i n  at 6 
pounds, 3 ounces, a l i t t l e  under 
theaveraqe weight for a Piper 
Cub.Covered wi th  l iqht blue 
wi thwhi teand dark blueaccent 
stripes, the plane i s  flawlessly 
made andderiqned. Brad's 
four- year-old dauqhter, 
Jennifer, helped w i t h  thedesign. 

Brad bui l t  his Piper Cub last 

that the plane wasn't busted up 
But thereitsat;likesomeone had 
la id  i t  down gently. Not a scratch 
on i t . "  

Brad didn't have the same luck 
w i t h  his f i r s t  plane, acreat 
Plains t ra iner  model. His second 
f l iqht up--st i l l  w i t h  his 
instructor, somethinq 
malfunctiomdin his radioand the 
airplane lost power, fel l  to the 
ground, and was smashed t o  bits. 
"It took me four months to  bui ld 
that plane, too.' said Brad. 

Although Bradis  not your 
typical f l ight student, his success 
should beaninspirat ion to the 

1 

Fig. 9.18. The HighFlyer newsletter 

edge of the page. He then used the Show page option to see how 
the banner looked in that position, and, deciding that it still looked 
too small, he returned to the publication, selected Resize from the 
Art menu, and stretched the name until it touched the left edge of 
the screen. 
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2. Details were then added to the banner. Bob typed the word The in 
New York, 24-point type. He then selected the area around the 
word by using the selection tool and chose Invert from the Art 
menu. He then moved the inverted word to a position where it 
would complement the main section of the banner. 

3. Next, rules were added to enclose the banner. One rule was added 
to the top, and two were placed close together below the banner. 
Another line was added horizontally across the top of the page, 
leaving enough room for text. The straight line tool was used to 
produce an arrow, which was placed at the end of the leftmost 
rule. 

4. An identifier line was added across the top in Geneva 14-point 
bold type. 

5. The publishing information box was added as graphics text, using 
Geneva 9-point normal type. The box tool was used to produce 
the box. 

6 .  Bob then modified the baselines, which was a multistep process. 
When he first defined the page (using the Define Page option in 
the Page menu), he set the publication for two columns. Figure 
9.19 shows how the baselines look before they are modified. 

Fig. 9.19. The baselines before modification. 
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First, he selected the Adjust column setting from the Baselines 
menu, and moved each column down far enough to leave room for 
headings. Next, he clicked on the top baseline in the left column, 
and dragged the left handle to the right, thereby shortening that 
baseline and all baselines in that column. Then he shortened the 
far-right column; and finally, he adjusted both columns so that the 
right and left columns were of equal length. The panels in figure 
9.20 show these steps. 

1.1.1 4, *.. 3 

/ 

Fig. 9.20. Modzjjing the baselines for the HighFlyer. 
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Next, he used Adjust single to adjust the baselines around the 
graphics box in the center of the page (see fig. 9.21). Figure 9.22 
shows the baselines after the modifications have been made. 

Fig. 9.21. Adjusting single baselines. 

Fig. 9.22. The finished baselines. 
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With Version 3.0, you can choose a layout from the layout gallery and 
bypass the baselines altogether. 

Example 2: Peterson’s 
Advertising Flyer 
Karla is the office manager for Peterson’s Heating and Cooling. When she 
was introduced initially to First Publisher several months ago, Karla was 
still relatively new to computers in general. She had used one file program 
to keep track of stock inventory; someone else in the office did the book- 
keeping with an accounting package. Until recently, she had produced 
flyers by using press type and cutting and pasting pictures out of clip art 
books. She delivered the “finished” version to the printer, with a variety of 
items pasted or taped onto one page. 

With First Publisher, Karla was able to pick the border she wanted to use, 
and cut and paste it (electronically) to fit the measurement she wanted. She 
chose from a variety of clip art so that she could include something that 
would catch the reader’s eye and still tie in to the message she wanted to 
convey. The variety of fonts gave her the freedom to make parts of the 
document stand out, while still giving the rest of the document a profes- 
sional look. The advertising flyer for Peterson’s Heating and Cooling shown 
in figure 9.23 was produced-entirely on the graphics layer-in the follow- 
ing steps: 

1. Karla first looked through the clip art files and found the border 
she wanted to use. She used the selection tool to select the border 
(see fig. 9.24). Because the selection tool always selects items 
within a rectangular area, part of the MasterCard and Visa sym- 
bols were selected as well. (But that’s all right, for now-after the 
image is placed on the page, the extra images can be erased.) She 
then selected Save art from the Art menu and entered the name 
BORDER when it was requested. 

2. She then selected Start over from the File menu so that a blank 
page would be displayed. 

3. She selected Get art and then selected BORDER from the dis- 
played names. (The path she used when she saved the art is 
offered as the default.) After she clicked the OK button, First Pub- 
lisher changed the cursor to the shape of a hand. When she clicked 
the mouse button, the border was pasted onto the page. She then 
selected the unwanted image of the MasterCard emblem and 
pressed Del to delete it. 
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Winter 's  Coming! 
Don't Get Left Out in the Cold 

Call Peterson's HeatinQ and Cooling 
Office: 575-0002 
Emergency: 5 5 5-9944 

Check your furnace 
0 Clean your vents 
0 Caulk your windows 
0 Add insulation 

I 

Give Us a Call Before Your Furnace 
Leaves You on Ice! 

Fig. 9.23. The advertising flyer, 

4. Next, she needed to copy and move the border sections so that 
they enclosed the page. She selected Duplicate from the Art 
menu; the cursor changed to the hand icon. She clicked the mouse 
button, and a copy of the border was pasted onto the page where 
she had placed the hand icon (see fig. 9.25). 
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Fig. 9.24. Selecting and saving the border. 

Fig. Y.25. Copying the border section. 

5. Next, she flipped the border section so that it would fit in the 
upper-right corner by selecting Flip horizontal from the Art 
menu. Then she selected and moved each border section to its 
comer. 
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6. To create the corner pieces for the bottom of the page, she 
selected the two top corner pieces, chose Duplicate from the Art 
menu, positioned the hand icon, and clicked the mouse button. A 
copy of the selected items was positioned on the page. She then 
selected the new images and chose Flip vertical from the Art 
menu, which caused the bottom corners to be flipped so that they 
would align with the bottom of the page (see fig. 9.26). 

Fig. 9.26. Flipping the bottom corners of the border. 

Sometimes the process of moving graphics down a page can seem 
slow-if you use the method of selecting the image with the selec- 
tion tool and using the hand tool to drag the image down the page. 
To speed things up, use the cut-and-paste method instead. First 
select the image with the selection tool; then press Del; then press 
PgDn to get to the part of the page you want, and press Alt-C. The 
deleted image then is restored at the cursor position. 

7. To fill in the border along the edges, Karla selected a piece of the 
longest side of the border (see fig. 9.27). She then copied it sev- 
eral times, rotating each piece to fit the area in the border. 

8.  She then selected the font she wanted to use and, using the 
graphics text tool, typed in the name, address, and phone number 
of the business. 
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Fig. 9.27. Filling in the border 

These items- the border and the company information - are the only things 
on this flyer that are not variable; the picture of the penguins and the “catch 
lines” at the top of the flyer will vary depending on the season and the 
promotion being offered. For this reason, Karla saves the publication as her 
template at this point, under the name FLITMP, and then returns to the 
publication to finish the winter flyer. 

Example 3: Business Cards 
and Stationery 
Desktop publishing overtook John quite by accident. A political reporter for 
his local paper and an occasional free-lancer, John had always considered 
himself a dyed-in-the-wool writer; he did the creating and left the correc- 
tions and the other production activities to the editors and publishers. 

In doing some research for an article, however, John ran across a review of 
First Publisher, and his interest was sparked. He got the program and, 
within hours, had created his own business card and stationery. As he circu- 
lated his card, others began coming to him to produce their business mate- 
rials. Several months later, John was owner of a desktop publishing 
business that created custom business materials for clients. In order to keep 
the development time to a minimum, John decided to keep four different 
template styles for stationery and cards, and he encourages his clients to 
pick from those styles. He then assembles the publication by building on the 
basic template style he created previously. 
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Because this audience is so specialized, John can set up a template only as 
far as fundamental graphic items are concerned; until he talks with the indi- 
vidual client, he cannot add clip art items or the name or motto of the busi- 
ness. For the business packet shown in figure 9.28, John built on a template 
that consisted only of the rules and the boxes; he added the logo, business 
name, and other variable information. 

To create the business packet shown in figure 9.28 (which consists of busi- 
ness cards, stationery, and invoices) for a client, John followed the pro- 
cedures in the following sections. 

Fig. 9.28. Business stationery, a business card, and an invoice. 

For stationery, he followed these steps: 

1. John selected a new publication by choosing Start over from the 
File menu. 

2. He then enabled the grid by selecting Use grid from the Page 
menu. (Guide dots appear on the screen.) 

3. Because he planned to draw two rules side by side, he needed to 
change the size of the grid. To do this, he selected Set grid size 
from the Page menu, and entered the smallest allowable setting 
(.12) for both the horizontal and vertical settings. The dots were 
then displayed much closer together (see fig. 9.29). 

4. He turned on the ruler feature by selecting Ruler from the Page 
menu. (Rulers appear across the top and down the left edge of the 
screen.) 

5 .  Using the line tool, he drew a rule of regular width from a loca- 
tion 2 1/2-inches below the top edge of the page. 
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Fig. 9.29. The grid with the smallest settings specified. 

6. Next, he selected the second width setting to draw the companion 
rule. However, he found that even though the grid setting was 
small, it still did not enable him to draw the rule as close to the 
first rule as he wanted. 

7. To solve this problem, he disabled the grid by selecting Use grid 
again from the Page menu. The dots disappear. 

8. He then captured the second rule by using the selection tool; then 
clicked on the hand tool and moved the rule up underneath the 
first rule (see fig. 9.30). 

At this point, John saved one version of this publication for the client; then 
deleted the client information and saved the publication as a template file. 

Producing Business Cards 
To produce the business cards, John worked on a smaller scale model of the 
graphics used on the stationery. He wanted everything to tie together visu- 
ally. He first used Show rulers to measure off the area for the card-3 1/2- 
inches by 2 inches-and then he added a smaller version of the rules. Next, 
he selected Get art and specified the ART file that stores the design ele- 
ment. When he pasted the image onto the publication, he selected Resize 
and reduced the size of the camera so that it wouldn’t look overwhelming 
on the small card. 
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Fig. 9.30. Moving the second rule 

You may notice when you use the Show rulers option that the 
rulers don’t seem to be of equal measurements. The top ruler looks 
okay, but the ruler down the left edge of the screen looks exagge- 
rated. Go ahead and create the card-or any graphic-according to 
the rulers; when you print the publication, it will be printed in the 
right proportions. On-screen, however, your business card may 
look more like a square than a rectangle. 

Producing the Invoice 
To be consistent with the design used on other publications, John modified 
the stationery design to create the invoice. By consolidating the logo and 
using rules and boxes to create the data entry area, he created the finished 
invoice after just a few minutes of work. 

Chapter S urnmary 
In this chapter, you learned how to create and use your own templates with 
First Publisher. Additionally, you took a closer look at the templates pack- 
aged with the First Publisher program. The last half of this chapter used 
three desktop publishing examples to show you how templates-and First 
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Publisher in general-can be used for different applications. The next chap- 
ter concludes the book by introducing you to some specialized uses of First 
Publisher: importing and using scanned images, and using FONTMOVE 
and SNAPSHOT. 



101 
Using First Publisher’s 

Special Features 

n this chapter, you will learn about the special features of First Publisher I that don’t fit neatly into one of the chapters up to this point. This chapter 
focuses on more specialized applications, including the following: 

Cl How to import and use scanned images in First Publisher publica- 

CI How to use the FONTMOVE utility to move fonts in and out of 
your MASTER.FNT file (for Version 2.0 users only) 

How to use First Publisher’s screen-capture utility, SNAPSHOT, to 
“take a picture” of your screen, and SNAP2ART to develop the 
picture 

tions 

Using Scanned Images 
Before starting to explore the possibilities of importing scanned graphics 
into First Publisher publications, you need to know the answers to a few 
basic questions. 

What is a scanned image? A scanned image is a graphic that is con- 
verted from a photograph or line drawing-on paper-to an on- 
screen, electronic representation of the image. 

How can you use scanned images? Scanned images can be used in the 
same way a photograph or other art is used. But, instead of pasting 
photos at layout stage or having the printer inlay art, scanned images 
give you the freedom of importing the graphic into First Publisher, 
modifying the image as necessary, and saving it on disk to use again. 
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How do you scan art? The photos and art for scanning are digitized 
through the use of a scanner-a device that uses accompanying soft- 
ware to “read” the image and translate the data to dot patterns. The 
dots-or pixels-can then be modified, copied, or manipulated as any 
other First Publisher graphic. 

What scanners are compatible with First Publisher? First Publisher 
can accept digitized images from any scanner capable of scanning at 
72 dpi or more. Many scanners on the market today scan at 300 
dpi-a dot ratio too high for First Publisher Version 2.0 to use but 
okay for Version 3.0. Most of these same scanners, however, are 
capable of scanning at a lower rate as well as the higher one. Be sure 
to check your scanner’s manual before attempting the scan. You may 
be able to get around this dpi limitation in Version 2.0, however, if 
you have a paint program that is capable of using a higher resolution 
graphic. For example, you might be able to import the scanned image 
into your paint program and then transfer the file into First Publisher. 

What type of scanners are available? There are three types of scan- 
ners available: sheetfed, flatbed, and hand-held. With a sheetfed scan- 
ner, the image is scanned as it moves across the glass area inside, not 
unlike the traditional photocopier. Flatbed scanners also are similar to 
copiers without the autofeed mechanism: you lay the photo or art face 
down on the glass, close the cover, and the image is scanned. To use 
the hand-held scanner, you hold the scanner and move it across the 
image. The hand-held scanner is not much larger than an average 
mouse and is used primarily for scanning small images, such as com- 
pany logos, banners, and other small graphic items. Prices range from 
$1,995 for the top-of-the-line flatbed and sheetfed scanners to $199 
for the lower resolution hand-held scanners. 

What type of images produce the best results? When you are consider- 
ing whether you want to invest in a scanner or have an image scanned 
by a service, carefully consider the material you want to scan. Look 
for contrast, sharp lines, clean images. A good, crisp, black-and- 
white photo is probably the ideal image for scanning, but you can use 
color photos as well. Choose a picture in which the central image is in 
sharp contrast to the background. If the background is too light, the 
detail and definition of the scan may be lost-especially when the 
image is scanned at 72 dpi. 

If you don’t have a scanner of your own but would still like to incorporate 
scanned images in your First Publisher publications, you can find a scan- 
ning service to scan the image for you. Many printing houses have this ser- 
vice now. Just make sure that you find a company with a scanner that is 
capable of scanning at 72 dpi and converting the file to a format readable by 
First Publisher or by a compatible paint program. 
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Figure 10.1 shows a photograph that was scanned at 72 dpi and imported 
into First Publisher. In this photo, the central figure was caught in the flash 
of the bulb (it was not a great photograph because of that), but this caused 
the image to stand out clearly, making it easy for the scanner to pick up. 

\ 

Fig. 10.1. A photograph scanned and imported into First Publisher. 

Compare figure 10.1 with figure 10.2. The photograph in figure 10.2 was 
professionally taken, and the balance of background and foreground was 
less startling. Because of the lower level of contrast and the lightness of the 
background, the photo did not scan as well at 72 dpi and the result is a 
darker image. 

After you import a scanned image into First Publisher, you can treat the 
image as you would any other graphic. You simply retrieve the file by 
choosing Get graphics from the File menu in Version 2.0 or Get art from 
the Art menu in Version 3.0. Then select the image by using the selection 
tool and save it as an art image by choosing Save art from the Art menu 
and assigning it a name. 

Figure 10.3 shows a line art image in Magnify mode. That same image is 
later used on the front of a publication advertising a church function (see 
fig. 10.4). For more information on modifying graphics, see Chapter 6. 

In the next section, you will learn how to use First Publisher’s 
FONTMOVE utility to add fonts to the program’s MASTER.FNT file. 
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Fig. 10.2. A professionally taken photograph imported into First 
Publisher. 

Fig. 10.3. You can mod& a scanned image like any other graphic. 

Using FONTMOVE 
At several points throughout this book, you have seen references to the First 
Publisher FONTMOVE utility. Don’t be intimidated by the phrase “utility” 
or by the fact that it is a miniprogram that runs independently of First 
Publisher. 
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Fig. 10.4. The scanned image used in a publication. 

Note io Version 3.0 users: FONTMOVE is available only for versions of 
First Publisher earlier than 3.0. With Version 3.0 you move fonts in and 
out of the program by using Set up fonts on the Font menu (see Chapter 5). 

FONTMOVE is a small program that moves fonts in and out of First Pub- 
lisher. Because systems always have a limited amount of memory available, 
First Publisher is packaged with only a few of the available fonts installed 
on the Fonts menu. The default fonts available in the Fonts menu are the 
following: 

Elite 
Geneva 
Helvetica 
New York 
Pica 

These fonts give you a sampling of the various types of fonts available. 
New York is a serif type, meaning that the characters have small lines that 
cross at each end of the letter, and Helvetica is a sans serif type, meaning 
that the characters do not have those lines. 

Other fonts are available. On the Sampler Disk, in a file named 
EXTRA.FNT, First Publisher has the following additional dot-matrix fonts: 

Athens 
Chicago 
London 
Los Angeles 
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Monaco 
Seattle 
Toronto 
Venice 

These fonts give you a wide variety of styles from which to choose, from 
ornate fonts like London to a simple, sans serif Monaco font. 

If you want to use any of these additional fonts, you must use FONTMOVE 
to place the fonts on the Fonts menu. Additionally, if you are using a laser 
printer, you need to use FONTMOVE to add the fonts from your printer’s 
font file to the Fonts menu. Whether you are using an Apple Laserwriter or 
a Hewlett-Packard LaserJet or DesWet, First Publisher already has the font 
file for your printer. You simply need to rename the program-supplied 
MASTEKFNT file (which contains dot-matrix fonts) and copy and rename 
your printer’s font file to MASTER.FNT. (This procedure is explained in 
detail in Chapter 8.) 
I 1 

For any operations requiring the use of a First Publisher program 
disk, remember to use backup copies instead. If you haven’t 

ade backup copies, refer to Chapter 2 for copying 

Starting FONTMOVE 
In order to use FONTMOVE, you need to exit to the DOS prompt. If you 
are working on a First Publisher document, remember to save the publica- 
tion by selecting Save from the File menu or by pressing Alt-S. Then exit 
First Publisher by selecting Exit from the File menu or by pressing Alt-E. 

If you are using a system that is equipped with a hard disk, you can start 
FONTMOVE from the PUB directory by typing fontmove and pressing 
Enter. If you are using a two disk drive system, place Program Disk 1 in 
drive A and the Fonts Disk in drive B; then typefontmove and press Enter. 

After you press Enter, the FONTMOVE Main menu is displayed (see fig. 
10.5). Table 10.1 gives you an overview of each of the commands used 
with FONTMOVE. 

With the First Publisher DeskMate version, you can run FONTMOVE by 
selecting Run... from the File menu. 
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Fig. 10.5. The FONTMOVE Main menu. 

Table 10.1 
Commands Available in FONTMOVE 

Key Command Function 

F1 Help Displays the functions of the 
FONTMOVE commands 

F2 Dir Lists all font files (FNT) in the specified 
directory 

F3 Show Displays all fonts in the selected font file 

F4 Destination Chooses file to which selected font will 
be copied 

F5 Create Creates a font file 

F6 Copy Copies font to the destination 

F7 Erase Erases font 

Esc Quit Displays the FONTMOVE Main menu 

The FONTMOVE Menu System 
The FONTMOVE Main menu only has three options: 

Move fonts 
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Add HP LaserJet soft fonts 
Exit to DOS 

If you are moving the fonts from First Publisher’s EXTRA.FNT file into the 
program, or if you are adding First Publisher fonts you purchased sep- 
arately, you use F1 to access the next menu. If you are adding Hewlett- 
Packard soft fonts to the Fonts menu, you press F2 to access the correct 
menu. Each of these options is discussed more fully in the sections related 
to their functions. 

Although First Publisher does support Hewlett-Packard LaserJet 
soft fonts (for LaserJet and LaserJet Series I1 only), the program 
does not support DeskJet soft fonts. 

Creating Another MASTER. FNT 
File 
As you read in Chapter 8, MASTER.FNT is the file that First Publisher 
searches to find the font you specify. Before you can use a font with First 
Publisher, you must use FONTMOVE to move the font to the MAS- 
TER.FNT file. 

When you set up the fonts for your laser printer, you replace the MAS- 
TER.FNT file-which originally stores dot-matrix fonts-with the laser 
fonts for your printer. You may want to have a mixture of dot-matrix and 
laser fonts, however, so that you have more flexibility in the fonts and sizes 
you use. 

If you want to combine a few dot-matrix fonts with your laser printer fonts, 
you can create a new MASTER.FNT file and move those fonts to the file. 
You also can choose to have several font files-perhaps one for each cate- 
gory of publication you produce-but there can be only one font file named 
MASTER.FNT at one time. 

To create a new MASTER.FNT file, first choose Create from the 
FONTMOVE menu by pressing F5. Enter the file name of the new font 
file. (Remember that if a version of MASTER.FNT already exists, you 
must save the font file under a different name.) 
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Adding Fonts 
After you have started FONTMOVE, you are ready to move fonts into the 
program. If you are using a two disk drive system, Program Disk 1 should 
be in drive A, and the Fonts Disk should be in drive B. (If you’re using 3 
1/2-inch disks, place the Program and Fonts Disk in drive A.) 

To select and add the fonts to the font file, follow these steps: 

1. Press F1 to select Move fonts. 

2. Press F2 to choose Dir. Specify the drive and directory where the 
program can find the font file (see fig. 10.6). If the fonts are on a 
disk, insert the disk in drive A and type a: as the path. After you 
specify the path, press Enter. (If you are using 5 1/4-inch disks, 
before pressing Enter, remove the Program Disk from drive A and 
insert the disk with the font file.) 

Move fonts 1 

DESTINATION f i l e  for COPY c m n d  

Fig. 10.6. Choosing Dir in FONTMOVE. 

3. Press F3 to select Show, and enter the name of the file you want 
to show. The program then displays the contents of the font file 
selected (see fig. 10.7). Use t and 1 to scroll through the list. 
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Fig. 10.7. Showing the contents of the font file. 

4. Press F4 to select the Destination. This file is the one to which 
you will copy the fonts. First Publisher looks in MASTER.FNT to 
get the fonts displayed in the Font and Style menus. If you have 
created a second font file, specify that file name. If you haven’t 
yet created the file, select F5 (Create), and FONTMOVE creates 
the file and assigns it as the destination. 

5. Use the arrow keys to move the highlight to the font you want to 
copy (refer to fig. 10.7). Press F6 to select Copy. The file is cop- 
ied to the destination file. Repeat this step until you have copied 
all necessary fonts. 

Soft Fonts and FONTMOVE 
Soft fonts are fonts stored on disk that can be loaded into your program and 
then downloaded-or copied-to the printer when you print a document that 
uses that particular font. First Publisher supports soft fonts for the Hewlett- 
Packard LaserJet printers, but does not support soft fonts for the DeskJet 
printer. 

Before you can use a soft font, it must be made available on the Font menu. 
You need to add the soft font to the MASTER.FNT file by using the 
FONTMOVE program. 

Before you begin, be sure that you know the file name of the soft font you 
want to add because you are asked to enter the file name later in the pro- 
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cedure. If you are using a two disk drive system, make sure that Program 
Disk 1 is in drive A (or the Program and Fonts disk, for 3 1/2-inch disks), 
and the soft font disk is in drive B. 

Next, to add the soft font to your font file, follow these steps: 

1. At the FONTMOVE Main menu, press F2 to select Add HP 
LaserJet soft fonts. 

2. Type the path to the soft font file and then press Tab. 

3. Type the destination path and font file where you want the soft 
font to be copied. (If you type the name of a FNT file that has not 
yet been created, First Publisher will automatically create the file.) 

4. Enter the name of the font as it should appear in the Font menu. 

5. Enter the path to First Publisher (such as c:\pub for a hard disk 
system) and press Enter. (If you’re using a two-disk system, and 
the Fonts Disk is in drive A, you press Enter.) 

If you have additional soft fonts to add, repeat the last few steps as many 
times as necessary. If you are using a two disk drive system, remember to 
leave at least 40K on the Fonts Disk so that First Publisher will be able to 
store the working backup copy of your current publication. 

Remember that the procedure for using soft fonts with First Pub- 
lisher is twofold: 

1. You must use FONTMOVE to add the soft font to your 
MASTER.FNT file. 

2. At print time, you must have the disk containing the soft 
fonts in drive A or copy them to the hard disk. Even though 
the soft font file names appear in the Font menu, First Pub- 
lisher must have access to these files at print time. 

Erasing Fonts 
After you load a few fonts into MASTER.FNT, you will find that the avail- 
able memory goes quickly. To remove fonts to make room for additional 
fonts-or just to free up some extra space-you can erase a font by using 
FONTMOVE. If you are using 5 1/4-inch disks, place the Fonts Disk in 
drive A. Follow these steps: 
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1. Press F2 to select Dir. FONTMOVE lists the available files. 

2. Press F3 to choose Show and enter the name of the file you want 
to work with. MASTER.FNT is the file that stores the fonts listed 
on the Fonts menu. First Publisher displays the contents of the 
selected file. 

3. Use t or .1 to highlight the font you want to remove. 

4. Press F7 to choose Erase. 

Remember that after you have erased a file, it’s gone. Don’t forget to keep 
a backup copy of all your font files before using Erase. 

That wraps up the discussion of FONTMOVE. In the next section, you will 
learn about First Publisher’s screen-capture utility, SNAPSHOT. 

Using SNAPSHOT 
As you have been reading through this book, you have seen illustrations 
that show actual screen images-called screen shots-that depict an action 
taking place on the screen. The figures are not “representations” or 
“artist’s renderings” of the screen; they are electronic photographs of the 
screen taken while the operation was in progress. These photographs are 
taken by a program called a screen-capture utility, which works “behind” 
your program and takes a picture of the screen when you press a specified 
key or key combination. 

What is SNAPSHOT? 
SNAPSHOT is First Publisher’s screen-capture utility. But, unlike some 
utilities of this sort, SNAPSHOT does not have the capacity to “develop” 
the pictures it takes. To develop the picture by turning it into an ART file 
usable by First Publisher, the utility SNAP2ART is used. 

When Do You Use SNAPSHOT? 
Granted, the number of applications that require the use of a screen-capture 
utility may be limited. Such a program is useful, however, if you are creat- 
ing any of the following projects: 

D A software manual 

0 Training materials 
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Q An advertising flyer for your desktop publishing business 

Ll A newsletter related to computer hardware and software 

Ll Any document that incorporates on-screen spreadsheets 

Activating SNAPSHOT 
You can use SNAPSHOT whether you have a hard disk system or a two 
disk drive system. As you know, SNAPSHOT is an independent screen- 
capture utility that works outside of First Publisher. If you are using a two 
disk drive system, first put Program Disk 1 in drive A; if you have 3 1/2- 
inch drives, put the Program and Fonts Disk in drive A; and if you are 
using a hard disk system, make sure that C:\PUB is the current directory. 

To activate SNAPSHOT, you type snapshot and press Enter. The following 
lines then are displayed: 

Snapshot program Vers ion  1.1 
Copyr igh t  1987,1988 So f tware  P u b l i s h i n g  C o r p o r a t i o n  
Press [ S h i f t - P r t S c ]  t o  t a k e  a snapshot .  
Use SNAP2ART program t o  c r e a t e  . A r t  file from snapshot .  

Selecting a Hot Key 
In the message displayed when SNAPSHOT is activated, the third line lists 
the key combination you use to take a picture with SNAPSHOT. By press- 
ing the Shift and the PrtSc keys at the same time, you tell SNAPSHOT to 
capture whatever is displayed on the screen at that moment. 

You have the alternative of selecting a different key combination-or hot 
keg-to tell SNAPSHOT to take a picture. If you want to customize SNAP- 
SHOT in this way, you simply start the program by typing snapshot k 
instead of the regular snapshot. After you press Enter, you need to type the 
key that you want to use as the activator. 

If you specify a hot key for SNAPSHOT rather than use the default 
Shift-PrtSc, be careful to select a key that is not used in the pro- 
gram you will be photographing. For example, if you select F1 as 
the hot key for SNAPSHOT and then you use First Publisher, you 
will be unable to use the F1 key for normal First Publisher opera- 
tions. Choose instead a key you use rarely, such as the right 
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Capturing a Screen Shot 
Whether the screen you are taking a picture of is a First Publisher screen or 
a screen from another program, SNAPSHOT stays dormant “behind” the 
program until you need it. When the screen is displayed, simply press Shift- 
PrtSc or the hot key you specified. 

Immediately after you press the key to activate SNAPSHOT, you hear a 
beep, which indicates that SNAPSHOT has taken the picture of the screen. 
If you hear a buzzing noise, SNAPSHOT was unable to take the picture. 

SNAPSHOT captures only graphics screens if you are using a 
Hercules card. 

One major limitation of SNAPSHOT arises from the fact that you can only 
take one picture at a time. In order to do this, you must exit the program, 
use SNAP2ART (discussed in the next section) to turn the picture into an 
ART file, and then return to the program. If you have several screen shots 
to capture, this process can be frustrating. 

‘‘Developing’ ’ the Screen Shot 
As mentioned previously, you must use SNAPSHOT’S companion utility, 
SNAP2ART, to convert the picture to an ART file usable by First Pub- 
lisher. Like SNAPSHOT, SNAP2ART is an independent utility that runs 
outside of First Publisher. If Program Disk 1 is in drive A (on a two disk 
drive system) or PUB is the current directory (on a hard drive system), you 
can use SNAP2ART by following these steps: 

1. Type snup2urt at the DOS prompt. 

2. Name the picture and press Enter. SNAP2ART shows the picture 
on the screen. A Help screen is available, enabling you to make 
modifications to the picture or save it as captured (see fig. 10.8). 

3.  Remove the Help screen by typing r .  

4. Press E to save the picture and exit the program. 

If you want to quit SNAP2ART without saving the picture, type r .  

After the file is saved in ART format, you can retrieve the file and use it in 
your publications by selecting Get art from the Art menu. You then can 
modify it as you would any graphic image in First Publisher. 
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Fig. 10.8. The SNAPZART Help screen. 

Cropping the Screen Shot 
You have the option of selecting only a portion of the SNAP2ART image 
by cropping the picture. A flashing box encloses the selected area; this area 
is saved (see fig. 10.9). You use the Help options at the top of the screen, 
to move the sides of the flashing box. (If you have removed the Help screen 
and want to restore it, press ?) 
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Chapter Summary 
This chapter introduced you to three very different but important features of 
First Publisher. The first section explored the possibilities of using scanned 
images with First Publisher: the second section explained FONTMOVE and 
showed you how to add and erase fonts from the program’s MASTER.FNT 
file; and the last section illustrated SNAPSHOT, First Publisher’s screen- 
capture utility, and explained SNAP2ART, the utility used to turn the snap- 
shot into an ART file usable by First Publisher. Four appendixes and a glos- 
sary end this book. 



Turning Your Publication 
into a Finished Product 

ow you have worked all the way through the book and you’re ready to N take the publication to the printer. Many new desktop publishers feel 
“out of their element” when they walk into a print shop. They think they 
don’t know what questions to ask, what the ‘‘normal’’ choices are (paper 
weight and size, ink, and so on), or what price range to expect. 

This appendix attempts to help you with those questions. The best advice 
for working with printers, however, is the following: 

Find a printer who is willing to advise you, who shows creative 
judgment you can trust, and who gives you a reasonable price. If 
you are satisfied with the quality, turnaround time, and cost, stay 
with that printer. Developing a business relationship with one 
printer is good business sense for a budding desktop publisher, and 
it will work to your company’s best interest in the future. 

How Should the Publication 
Look When You Take It to 
the Printer? 
Many times, when you finish a publication, you will not want to look at it 
anymore. Part of the reason may be that you’re tired of reworking and 
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revising it; the other part may be that you’re afraid you will see something 
else you want to change. 

Generally, when you consider yourself “finished” with a publication, you 
should take one last, careful look. Make sure that the rules are where you 
want them to be; read over the publication for grammatical and punctuation 
errors; check your graphics to make sure that they printed correctly. 

If you have had to paste down anything manually, make sure that it is 
secure and neatly done (big wads of rubber cement don’t indicate profes- 
sionalism). Have all your pages together in the right order. 

Typical Newsletter Orders 
More and more, businesses are going to a more polished, sophisticated 
newsletter style. Gone are the days of the typed-and-photocopied company 
newsletter. Now house organs use eye-catching color, custom art, and laser- 
or typeset-quality type to create a dramatic effect for their publications. 

These publications typically are four-page newsletters, which is actually one 
sheet of fairly heavy-stock paper, printed front and back and folded in the 
middle. One half of the last page is reserved for the mailing panel, to which 
mailing labels are affixed. The bulk mailing rate also may be printed in the 
top-right corner of the panel. A print run for a publication of this type may 
be up to several thousand copies. 

Although that type of high-investment “typical” order may be the norm for 
the corporate world, plenty of people are still producing informational 
newsletters for nonprofit organizations, parent-teacher organizations, and 
businesses. This type of business relies on First Publisher most, making 
good the use of the program’s clip art, flexibility, and wealth of features. 

Paper 
What paper weight do you want? This question is one of the first your 
printer will ask you. For newsletters, a 60-lb offset paper is best. The 
coarseness of the paper can stand up to printing on both sides. If you’re on 
a low budget, you can use a 50-lb offset paper, but you run the risk of the 
ink bleeding through when you print on both sides of the page. 

If you are producing a brochure for mailing, you should use a different type 
of paper. You can select from a flat finish, enamel (high gloss-which also 
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strengthens the paper), text stock, or card stock. (Text stock is a relatively 
lightweight paper that folds easily; card stock is heavier paper, often used 
for producing materials that include business-reply cards, and so on.) 
Unless you are including a business reply card that will be detached and 
mailed separately by the recipient, an enamel text stock is a good choice for 
a mailer. It folds neatly, doesn’t need to be scored, as card stock does, and 
costs less in postage. (The term scored refers to the process of making 
grooves at the folds of the publication so that the heavy stock can be folded 
neatly.) 

What size should the paper be? For a typical four page newsletter, printers 
most often use one 11-by-17-inch sheet. The sheet is folded vertically in the 
center, giving you the “book” effect of having four pages. If you have 
stayed within the First Publisher margins set in the program, your printer 
will be able to print the pages on 11-by-17-inch paper. If you have modified 
the margins and extended the graphics to the edge of the page, or if you 
want a graphic image-like a rule or border-to bleed off the page, the 
printer must print the publication on larger size paper and then cut the pages 
back to 11-by-17-inch size. For publications other than the standard 
8 U2-by-ll-inch size, keep in mind that the process may require cutting or 
printing on larger or smaller size paper. (Naturally, the larger the paper size 
or the more work involved, the more you pay.) 

If you are producing business cards, be sure to create the publication card at 
actual size: 2 inches by 3 1/2 inches. If the card is larger than standard 
business card size, the printer must photograph it, electronically reduce it, 
and print from the reduced copy. This process can detract from the read- 
ability of the card. It’s best to create it at the size you need; then you can 
simply print the card, take it in, and let the printer do the rest. 

What color paper should I use? You have a choice in the color of paper you 
use for your publication. From real “colors,” such as blue, pink, and yel- 
low, to the more business-like colors of gray, off-white, and white, you can 
choose the paper color that best suits your publication. Remember that you 
want a paper color to complement the ink color you use on the publication, 
so if you’re using red ink as part of a company logo, a publication on pink 
paper might make your readers cringe. Before you decide, ask to see the 
color selection available. 

How much will the paper cost? Several factors figure into the price of the 
paper you use: the weight, the size, the finish, and the quantity. Heavier 
paper costs more, but often is a necessity; and larger stock costs more than 
regular sizes. Keep in mind that most printers offer a substantial price break 
for buying in quantity. If you have taken on the responsibility of printing 
your organization’s newsletter for 12 months, for example, and you expect 
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to print at least 500 copies a month, you may want to buy all your paper for 
the year at one time. Most printers will store the paper for you, and this 
gives you a significant price break on the paper, also. 

Inks 
What color ink should I use? As you might expect, black is the least expen- 
sive ink you can use. Most printers also have standard inks in several differ- 
ent colors. If you are trying to match a specific color, or simply don’t like 
the selection you have seen, you do have the option of requesting custom 
colors, likely at additional cost. For a custom ink color, you select the color 
from a chart (much like the paint scales at your local hardware store), and 
the printer mixes it for you. Usually, there’s an additional fee of $25 per 
ink for standard inks (the price may be more or less, depending on your 
area), and an additional $10 to $15 charge for each custom color. 

You can cut costs on printing in special ink and printing in quantities with 
one blow, if you prefer. Suppose that in addition to the mass amount of 
paper you purchased, you also wanted to print the company’s masthead-in 
a custom royal blue ink-on the top of every page. The rest of the publica- 
tion will be done in black ink. In this instance, you can buy the paper in 
bulk and have the color printed on all of it at one time. This keeps you from 
having to buy the paper and pay the special ink fee every month when you 
print the publication. When you take the monthly publication in to be 
printed, the cost will be minimal. 

Copying 
Is it cheaper to photocopy? Depending on your project, the type of audience 
you’re reaching, and the quantity you want, photocopying is probably not 
your best bet. Although most people think “I’ll just take this flyer down 
and run off 50 copies,” the quality they get for the price they pay may be 
poor. Here again, think in terms of quantity. Is the flyer you’re producing a 
one-time, seasonal promotion that will have a limited shelf life? Or is it a 
flyer you will be able to use several times throughout the year? If you can 
justify printing 100 or 150, have the printer reproduce it for you. The qual- 
ity will be much better, and the cost is still minimal: about $12 for 100 
copies. 



Appendix A: Turning Your Publication into a Finished Product 4.01 

Additional Printing Tips 
Let the printer make suggestions. The printer has worked with many clients, 
some of whom must have produced publications similar to yours. Rely on 
the printer’s experience to tell you what paper, ink, envelope weight, and so 
on works best for your particular project. Most printers keep samples of 
recent works, so you can feel the various paper weights, see the inks, and 
examine the layouts. 

Keep a folder of publications you like. This tip was included in the design 
section also. It’s important to identify the styles that catch your eye: those 
styles will catch other readers’ eyes, as well. If you like the paper, the ink, 
or the size, keep it with your publication’s file: then take it to the printer 
with you. The printer will be able to make suggestions based on your likes 
and dislikes. 

Ask questions. If you don’t understand something about the printing process 
or about your responsibilities in preparing the material, don’t be afraid to 
ask. An informed customer is much easier for the printer to deal with than a 
customer who doesn’t understand the process. 

Remember to get a guaranteed print date. Most printers will give you a 
target date or time by which they will have finished the publication. And 
reputable printers stick to that deadline. However, bear in mind that some- 
times even in the best of situations, deadlines get bumped: so if your printer 
misses by a little bit, don’t write him off-unless that becomes a pattern. 
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First Publisher 

Design Tips 

his appendix gives you a quick look at the various design tips scattered T throughout the book. Tips are broken down into the following 
categories: 

c3 Overall design tips 

P Newsletter tips 

P Business stationery tips 

P Flyer tips 

Ci Tips for training materials 

Overall Design Tips 
Consider what you want to accomplish with your publication. Are you try- 
ing to enlighten, amuse, inspire, or inform people? Do you simply want to 
get your business’s name out in front of the largest number of people 
possible? 

Think about the tone of your publication. Plan everything-from the design 
to the content-to correspond with the tone your audience will expect. 

Picture your audience. Are they businesspeople or members of the PTO? 
Do they sell stocks and bonds or roses and daffodils? Think about the type 
of publication your audience would expect to see. Sketch a rough draft of 
the publication before you begin. Decide where you will position different 
elements and, if you will be using more than one page, sketch out addi- 
tional pages, too. 
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After you have created some of the basic elements on the page, print a 
copy, using draft mode. This printout will give you a paper guide- 
something you can continue to sketch ideas on or use to decide what to do 
and not to do as you continue the design stage. 

Think about the way a reader’s eye scans text. Choose columns and place 
graphics in such as way that it encourages the reading flow rather than inter- 
rupts it. 

Use rules and boxes judiciously to help enhance the organization of the pub- 
lication and lead the reader’s eye. 

Keep a folder of styles you like so that you can try to emulate those pub- 
lications using First Publisher. 

Newsletter Tips 
What does your banner say about the publication? Make sure that the ban- 
ner is appropriate for your audience. Should it be dramatic? Try inverting 
the banner so that it is white text on black. Is it lighthearted? Use a clip art 
item as a side graphic and work that into the banner. 

Use one of First Publisher’s newsletter templates if you want to vary the 
column layout. 

After text is placed in the multicolumn layout, check to make sure that there 
are no “bad breaks”; that is, words or letters that wrap to the top of the 
next column or the next line, leaving a confusing, unbalanced look. 

Don’t overdo it with graphic elements. Remember that graphics are meant 
to support the text; not the other way around. Use one or two graphic ele- 
ments on each page. More than two elements of art on one page detracts 
from the readability of the newsletter. 

Use only one or two fonts within a document. Don’t run the risk of clutter- 
ing your publication and detracting from its effect by trying out various 
fonts in one publication. Select one or two typefaces you like, and then 
stick with them throughout the document. 

Never use graphics instead of text in a newsletter. In other words, don’t try 
to convey a message in a graphic that isn’t conveyed in text. Readers may 
go searching for the text that supports the art. 

Make sure that the baselines in columns align so that even though the text 
wraps to the next column, the text in the two columns is aligned. 



Appendix B: First Publisher Design Tips 405 

Use a box to enclose a secondary article. This box helps highlight the article 
and, at the same time, confine the reader’s eye. 

Use shadow boxes in a newsletter as callout boxes. Callout boxes summa- 
rize an important concept in the text and display the message in larger type. 
This design element enables the reader to scan the article quickly and pick 
out the major points. 

Enlarge the banner by stretching it with Resize and by using the Magnify 
option to smooth out rough edges. 

Be sure to include on the first page a table of contents box (use graphics 
text to create this text). 

Use the Change leading option in the Baselines menu to change the amount 
of white space around headlines. 

Create and use a template if you will be doing the same publication month 
after month. 

Business Stationery Tips 
Keep a collection of stationery and logos that you like. This selection will 
help you in deciding what is appropriate for your business stationery. 

Create a logo that is in some way connected with your business. First Pub- 
lisher has several logos available in the program-supplied clip art file, and 
other clip art files for businesses can be purchased separately from Software 
Publishing Corporation. 

Make sure that the letterhead you choose does not overwhelm the page. 
There is a fine balance there- selecting an image that sticks in the reader’s 
mind but doesn’t dominate the page. Again, looking through a file of sta- 
tionery you like will help you identify what might work for you. 

Use rules across the top of the page and down the left edge, if you like. 
Remember that in most cases, also running rules down the right and bottom 
edges-in effect, boxing in the page-gives the page a “confining” feel. 

Use the logo on all your business items: stationery, business cards, enve- 
lopes, invoices, and any other business forms. Use the logo as an identifier 
for your business. 

Keep the design of your letterhead simple and memorable. Don’t overload 
your readers with your creative talent. Do something subtle that will linger 
in the reader’s mind. 
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Remember that the white space is just as important as the printed space on a 
publication. 

Position the elements on the page so that attention is called to your com- 
pany’s name. 

Flyer Tips 
In most publications, white space is as important as printed space. In a 
flyer, white space may be more important than the printed space. Use white 
space to highlight the message you are trying to convey. 

Remember that if a reader cannot scan the flyer quickly, the flyer doesn’t 
work. If a reader must sit down with a cup of coffee in order to read the 
volume of text on a flyer, that flyer isn’t effective, and probably won’t be 
read. 

Place the business name and address so that the reader’s eye will be drawn 
to it. 

The fewer words, the better. 

Use graphics to catch the reader’s eye. (Make sure that the graphics in some 
way are tied to your business or your message.) 

Use a border to give the page an organized look or to call attention to a 
specific promotion. 

Make sure that you include your company logo somewhere on the flyer. 

Training Material Tips 
Keep the handout brief, with only enough information to refresh the 
reader’s memory later. 

If you have room on the page, add space for notes. 

Include an agenda box that lets readers know what to expect from the 
course. (Use graphics text to create this box.) 

Use graphic elements to highlight important points. 

Use rules to help organize the flow of text. 

Be sure to include captions on any figures or graphs. 



C I  
First Publisher for 

DeskMate Users 

n February, 1989, Software Publishing Corporation introduced another I version of PFS: First Publisher. The new version, PFS: First Publisher 
2.01 -DeskMate, was created to run with the DeskMate program available 
for Tandy and other IBM-compatible computers. 

What Is DeskMate? 
DeskMate, an interface program produced by Tandy Corporation, is a shell 
from which you can run application programs on a Tandy or IBM-compati- 
ble computer. DeskMate includes many applications to help you manage 
data. These applications include a calendar, a file program, a word pro- 
cessor, a spreadsheet, a draw program, a communications application, and a 
music program. 

All application programs run from within DeskMate look and work sim- 
ilarly. After you learn how to use the menu system in one application, you 
can apply that knowledge to the other applications, as well. 

If you currently are using the DeskMate program, adding First Publisher to 
your collection of applications programs gives you the flexibility to turn 
your system into a complete desktop publishing package. Armed with a 
word processing program and First Publisher, you have everything you need 
to produce effective newsletters and brochures, as well as business reports, 
press releases, and many other publications. 

407 
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What Do You Need To Run 
First Publisher’s DeskMate 
Version? 
You can use First Publisher with DeskMate Runtime, included with the 
packet of First Publisher DeskMate version disks, or you can purchase 
DeskMate 3.0 from Tandy Corporation. 

b What Is DeskMate Runtime? 

If you purchased PFS: First Publisher 2.01 -DeskMate, you actu- 
ally have a version of First Publisher created to run with the Desk- 
Mate program. The DeskMate program is not packaged with First 
Publisher; only the necessary commands for running the program 
are included. If you need to get the entire DeskMate program (with 
First Publisher included), you can purchase DeskMate 3.0 from 
Tandy Corporation. 

To run PFS: First Publisher 2.01-DeskMate, you need the following hard- 
ware and software: 

Li A Tandy, IBM, or 100-percent compatible computer 

Li 640K of memory 

0 Two floppy disk drives or one floppy disk drive and one hard disk 

P DOS Version 3.2 or higher 

Cl One of the following graphics cards: Hercules, CGA, EGA, or 

LI A mouse from one of the following manufacturers: Tandy, LOGI- 
TECH, Microsoft, or Mouse Systems. (Note: The use of a mouse 
is optional but highly recommended.) 

A dot-matrix or laser printer supported by First Publisher. For a list 
of compatible printers, see Chapter 8. 

VGA (Tandy or IBM) 
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The amount of memory your system has is crucial to the operation 
of First Publisher. Before you start the program, be sure that you 
do not have any other active memory-resident programs. If you do, 
reboot your computer and restart First Publisher to free the memory 
needed for First Publisher to make use of all program features and 
fonts. For tips on increasing the amount of memory space you can 
use for First Publisher, see “Tips for Using PFS: First Publisher- 

Because of the memory required by the DeskMate version of First Pub- 
lisher, users who currently use the stand-alone IBM version of the software 
should not consider this version a sufficient upgrade for the program they 
are now using. Although the DeskMate version does enhance some of the 
features introduced in Version 2.0, the product was designed specifically to 
run under the DeskMate interface program. If you are currently using the 
stand-alone version of First Publisher and do not plan to use the program 
with DeskMate, don’t despair. You can expect to see the extra features of 
this version in subsequent releases of First Publisher. 

What’s New about First 
Publisher for DeskMate? 
Whether you use the First Publisher 2.0 or 2.01 -.DeskMate, the program’s 
basic operation is the same. In this section, you learn about a few of the 
differences encountered when using the DeskMate version. 

The User Interface 
The user interface of the DeskMate version of First Publisher resembles the 
interface of other DeskMate applications. Figure C. 1 shows the screen dis- 
played after you start First Publisher. 

Understanding the Information Line 
First Publisher displays the date and time in the information line at the top 
of the screen. The name of the program also is displayed (First Pub) in this 
line, and the current directory is listed to the right of the program name. On 
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Fig. C.1. The opening document screen. 

the right side of the information line is a reminder that you can access help 
from any point in the program by pressing F1. 

Using the Menu Bar 
The menu bar, directly below the information line, lists the First Put ier 
menus. (Note the absence of F1, the key used only to display help screens.) 
Next to the menu names are the function keys you can press to open win- 
dows. Table C. l  lists the various menus and their function key alternatives 
and provides a basic description of the purpose of each menu. 
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Table C . l  
First Publisher Menu Options 

Menu Key Description 

File F2 

Page F3 

Text F4 

Font F5 

Style F6 

Baselines F7 

Art F8 

Use the File menu to open, close, save, delete, 
and print files; to run other programs; to check 
the status of the current file; and to exit First 
Publisher. (For more about the File menu, see 
Chapter 4.) 

Use the Page menu to define the page by setting 
columns, margins, and leading; to toggle the 
Picturewrap feature on and off; to enable and 
disable the grid and to change grid size; to move 
to other pages; to add new pages; and to display 
the entire current page. (For more about the Page 
menu, see Chapters 4 and 7.) 

Use the Text menu to retrieve and save text, and 
to cut, copy, and paste selected text items. (For 
more about the Text menu, consult Chapter 5.) 

Use the Font menu to change the current typeface 
on the text and graphics layers of the document. 
(For more about the Font menu, see Chapters 5 
and lo.) 

Use the Style menu to change the style or size of 
the typeface you choose from the Font menu. 
(For more information on the Style menu, see 
Chapter 5.) 

Use the Baselines menu to control the flow of 
text in your publication. (Chapter 7 explains more 
about the Baselines menu.) 

Use the Art menu to retrieve and save art images, 
and to cut, copy, and paste selected art items. (In 
Chapter 6 ,  you find additional material about the 
options available on the Art menu.) 

You can open a menu in two ways: 

1. By clicking the mouse button on the menu name 

2. By pressing the function key next to the menu name 
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Similarly, you can close the menu in two ways: 

1. By clicking the mouse button outside of the open menu 

2 .  By pressing Enter or Esc 

Selecting Menu Options 
Now that you know how to open the menu and display the available 
options, you need to select the options. For example, suppose that you want 
to select the Open ... option on the File menu (see fig. C.2). You have three 
methods of making this selection: 

1. You can use the 
and press Enter. 

2 .  You can move the mouse pointer so that the highlight rests on the 
item and then click the mouse button. 

key to position the highlight bar on the item 

3. You can press Ctrl-0. 

Fig. C.2. Selecting the Open ... option from the File menu. 
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This last method involves a speed key combination. Speed keys are key 
combinations that enable you to bypass the keystrokes for opening menus 
and selecting options (or, if you are using the mouse, you can bypass the 
necessary mouse operations). The DeskMate version of the program uses 
the Ctrl key with an alphanumeric key for each combination; First Publisher 
2.0 uses the Alt key and an alphanumeric key for speed key combinations. 

In the next section, you learn more about the menus unique to First Pub- 
lisher’s DeskMate version. 

Using the F9 and FlO Menus 
The first seven menus available in the menu bar (File, Page, Text, Font, 
Style, Baselines, and Art) are almost identical to the menus used in First 
Publisher 2.0. The two main exceptions are the several options added to the 
File menu-such as an option for running programs like FONTMOVE and 
the Printer program from within the program, and separate options for open- 
ing new and existing publications-and the function key alternatives are 
changed so that Help is available when you press F1. (Chapter 3 explains 
more about each of the menus.) 

In the DeskMate version of First Publisher, however, two new menus are 
available: F9 and F10. The F9 menu has no name other than F9, and, if you 
are using First Publisher’s DeskMate Runtime version, the options on this 
menu are unavailable to you. If you select the menu by clicking the name or 
pressing F9, the menu shows the message 

You use the F10 menu, called the DeskMate Accessories menu, to tell 
DeskMate and First Publisher what type of mouse you are using and how 
fast you want the double-click speed to be. (Double-click speed is the mea- 
surement of the time between clicks in a double-click.) You also can set the 
communications settings (for DeskMate only), the date and time, the printer 
settings (for DeskMate only), and the colors you use on-screen. 

Empty >. 

I 

Although the DeskMate Accessories menu provides you with the 
means to change the printer settings, you must run First Publisher’s 
Printer program for the program to print your documents correctly. 
For more information on running First Publisher’s Printer program, 
see the section “Specifying Printer Settings,” later in this 
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When you select the DeskMate Accessories menu by pressing F10 or by 
clicking the menu name, one option is displayed: Setup. When you select 
the Setup option, the screen shown in figure C.3 is displayed. 

)(ar 2, 1989 5:32 am Setup - Help FI 
____ 

Opt ions FtI 1 1  F ~ J  

Communications Settings 

Pointing Ruice: Other mouse 
Double Click Speed: 3 

)(arch 2, 1989 
5:32:46 M 

Printer Settings 

Driver n a ~ :  d r p d i h  
Line feed filter: Off 
Printer Ports: LPIl H Characters Per Inch: 10 

L 1 

Fig. C.3. The screen produced by selecting the Setup option. 

As you can see, five boxes appear on-screen, displaying the current settings 
for each of the following elements: 

Mouse Settings 
Communications Settings 
Date and Time 
Printer Settings 
Colors 

To change any of the settings &splayed, select the Options menu by click- 
ing the menu name or by pressing F2. The menu shown in figure C.4 is 
displayed. 

Specifying Mouse Settings 
After you select Mouse ... from the Options menu, the screen shown in fig- 
ure C.5 is displayed. 
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Mar 2, 1989 5:33 an setup - 

and Time.. . 

Date and Time 

5:33:04 fvl 

Printer Sett ings 

Driuer name: dmpdibmm 
Line feed filter: Off 
Printer Ports: LPTl 
Characters Per Inch: 10 

Colors 

Fig. C.4. The Options menu. 

Mar 2. 1989 5:33 am Setup - Help F, 

! Fg - opt ions F?I 

OSerial mouse - Other mouse 
II I Double Click Speed 

S l w  7 1 1  I F a s t  9 1  9 2  -3 9 4  O S  
Date and T i m t  Colors 

I 

March 2, 1% 
5:33:21 fvl 

Fig. C.5. The Setup Mouse Device screen. 
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Select the item that best describes the type of mouse you have by position- 
ing the mouse pointer on the item’s setting button and clicking the mouse 
button or by pressing Tab to move to the appropriate setting and pressing 
the space bar. 

If you are unsure about which type of mouse you are using, refer to the 
section called “The Mouse,” in Chapter 2. If you are still uncertain, con- 
sult the manual packaged with the mouse or contact your local dealer. 

Depending on the type of mouse you select, some of the options on this 
screen may be disabled, meaning that these options cannot be selected. You 
can tell which options are disabled by their appearance: the unavailable 
options are lighter than available options. 

In the bottom half of the Setup Mouse Device box, you can set the amount 
of time allowable between clicks in a double-click. For example, if the user 
does not click the second time quickly enough, First Publisher doesn’t rec- 
ognize the action as a double-click. The program sees the two clicks inde- 
pendently. Try different settings to see which is most comfortable for you. 
Use the Test button to try the speed you have selected. When the Test but- 
ton flashes, you have double-clicked the mouse button within the allowable 
time limit. 

Specifying Printer Settings 
Although the DeskMate Accessories menu has a Printer Settings box, you 
must run First Publisher’s Printer program to ensure that your documents 
are printed correctly. Use the Printer Settings box on the DeskMate Acces- 
sories menu to specify printer settings used with other DeskMate 
applications. 

To run the Printer program from within First Publisher’s DeskMate version, 
follow these steps: 

1. Select the File menu by pressing F2 or clicking the menu name. 

2. Select Run ... from the File menu. The screen shown in figure (2.6 
is displayed, asking you to enter the name of the program you 
want to run. 

3. Type printer and press Enter (this action automatically “presses” 
the OK button). The screen shown in figure C.7 is displayed. 

4. Type the number that corresponds to the printer you are using. 
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Fig. C.6. The Run File window in which you specij) the program you 
want to run. 

Number . . Hodel 

Type the number of your printer and press Enter, or press 
Enter to see more printers, or press 
Esc to return to DOS. -- 

Fig. C.7. The first screen of the Printer program. 
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5 .  Specify the printer port and whether you are using scaled or 
unscaled printing. (For more information about scaled versus 
unscaled printing, see Chapter 8. )  

When you press Esc to return to First Publisher, a blank publication screen 
is displayed, and the program can be configured for your printer type. 

Running the FONTMOVE 
Program 
FONTMOVE is a utility program that First Publisher uses to move fonts in 
and out of the program. In First Publisher 2.0, users often find that adding 
fonts from the EXTRA.FNT file is necessary to merge fonts for dot-matrix 
and laser printers or to create a custom MASTER.FNT file. (Note: MAS- 
TER.FNT is the name of the file in which First Publisher looks to find the 
fonts listed in the Font menu.) 

With the DeskMate version of First Publisher, FONTMOVE becomes even 
more important because the memory limitation is a greater consideration. 
You may want to select only two or three fonts to use in the creation of 
your First Publisher document and include only those fonts in your MAS- 
TER.FNT file. This process reduces the amount of data First Publisher must 
store in RAM, and therefore increases the amount of RAM you have avail- 
able for First Publisher documents. 

To run the FONTMOVE program from within First Publisher, follow these 
steps: 

1. Select the File menu by pressing F2 or clicking the menu name. 

2. Select Run. .. from the File menu. 

3. When the screen asking you to enter the name of the program you 
want to run is displayed, type fontmove and press Enter. The 
screen shown in figure C.8 is displayed. 

When you finish moving fonts with First Publisher, press F3 to get back to 
the First Publisher document screen. (For more information on using 
FONTMOVE, see Chapter lo.) 
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PFS:First Publisher Fontmrn Program 2.01 

Hain Hcnu 

l[p k u e  fonts 

I[iB Idd HP LaserJet soft fonts 

m Exit 

Copyright <c)  1988 Softuare Publishing Corporatlon 

& 
Fig. C.8. The FONTMOVE Main menu. 

Changing Colors 
Discussing the DeskMate Accessories menu leads to another new feature of 
the DeskMate version that most people notice right away: color. First Pub- 
lisher 2.01 -DeskMate enables you to choose foreground and background 
colors, designing your screen in whatever color scheme works best for you. 

To display the current color settings, follow these steps: 

1. Press F10 to open the DeskMate Accessories menu, or position the 
mouse pointer on the menu name and click the mouse button. 

2. Open the Options menu. 

3. Select the Colors ... option. The window shown in figure C.9 is 
displayed. 

In this pop-up window, you can examine the various active color settings 
and modify those settings if you want. In the top left corner of the window 
is the Palettes box. If you look to the right of the items in that box, you see 
(in the Colors column) the color selected for that item. 
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Mar 2. 1989 b:24 am setup - Help f1 

Opt ions F2 11 ‘91 

I t 

Point: 
h u b  I 

Date ai 

March Z 
6:21 

L 

Red 

Green 

Blue Ilcl @ Colors 

Fig. C.9. The Set Colors screen 

t Background and Foreground: Which Is Which? 

First Publisher for the DeskMate throws you a slight curve when 
referring to background and foreground. If you have ever seen 
First Publisher operate on a black-and-white monitor, you know 
that the document appears white and the text and graphics placed 
on the document appear black. 

With Deskh4ate’s color scheme, the definition of background and 
foreground is reversed. If you want the DeskMate version of First 
Publisher to display as black text on a white background, therefore, 
you need to set the background to black and the foreground to 
white. Similarly, to get yellow text on a blue background, set the 
background to yellow and the foreground to blue. Although this 
process seems backwards, when you get back into First Publisher, 
you see the correct settings. 
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To change the color of an item, follow these steps: 

1. Select the name of the element you want to change (for example, 
Text background). 

2. Click the arrows at the end of the red color control panel to add a 
smaller or larger amount of red to the item color. If you are not 
using the mouse, you can use Tab to move to the color control 
panel you want and use the + and keys to indicate more or 
less color. 

3. When you are happy with that item's color, repeat steps 1 and 2 
for any other elements you want to change. 

4. When you have set all the colors the way you want them, tell First 
Publisher whether you want these changes to be in effect for only 
the current session (temporary) or to be made the default colors 
for every session (permanent). 

5. You now have three choices: You can select RESET to do away 
with the changes you made and return the display to the color 
scheme selected previously; you can choose OK to accept the 
color scheme you have chosen; or you can select Cancel to aban- 
don changes. 

The color scheme you choose depends on your personal preferences. The 
following are a few general suggestions for selecting a good color scheme: 

Ci Pick colors that are not too bright; remember that extremely bright 
characters are difficult to read and a background that is too bright 
overwhelms the text. 

CI Make sure that the overall color combination scheme is not too 
dark. Picking three different shades of blue, or choosing two dark 
blues and a dark green for the text, menu background, and fore- 
ground results in a screen that requires a lot of effort from the 
reader. 

Choose a combination of colors you like. You can even get a little 
exotic. 

D Remember that one of the keys to choosing a good color combina- 
tion is in the degree of contrast. If you can choose your colors for 
foreground and background so that they go well together, show 
enough contrast to make the necessary items stand out easily, and 
don't overwhelm you with brightness, you have a good screen. 
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Tips for Using PFS: First 
Publisher - DeskMate 
This section summarizes the DeskMate suggestions appearing throughout 
this book: 

Li Remember that the DeskMate version uses a considerable amount 
of memory. You must disable all memory-resident programs before 
running First Publisher. (Otherwise, your use of available fonts and 
possibly the program may be inhibited.) 

Cl To free up RAM that can be used by First Publisher, create a 
MASTER.FNT file including only one or two fonts you use often. 
(Chapter 10 explains more about customizing the MASTER.FNT 
file and using FONTMOVE.) 

Li Use FONTMOVE from within First Publisher by selecting Run... 
from the File menu and typing fontmove in response to the program 
name prompt. 

Li Remember that you must run First Publisher’s Printer program to 
correctly configure the printer for the program. Using DeskMate’s 
Printer Settings screen is not sufficient for printing First Publisher 
documents. You run the Printer program by selecting Run ... from 
the File menu and typing printer in response to the program name 
prompt. 

Li Remember that you cannot use DeskMate’s built-in clipboard while 
First Publisher is active. When you use First Publisher’s text and 
graphics clipboards, anything previously placed on DeskMate’s 
clipboard is erased. 



D 
Features New with 

Version 3.0 

he newest release of First Publisher (Version 3.0) brings several T important new features to the program. The following list highlights 
the new features and shows you where in this book you can find informa- 
tion about them. 

New feature Chapter 

Selecting screen colors 2 

Setting default paths 2 

Changing units of measure 2 

Using context-sensitive help 3 
I 

Working with new templates 

Using the layout gallery 

3, 9 

4 

Using predesigned layouts 4 

Working with fonts (Set up fonts) 5 

Using high-resolution art 6 

Working with additional printers 8 

423 
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Glossary 

Alignment. A phrase used to describe the positioning of text within a col- 
umn or on a page. In First Publisher, you can choose the alignment of 
text from the Define Page option in the File menu or by choosing indi- 
vidual baseline adjustment features in the Baselines menu. 

Art clipboard. The unseen clipboard to which items from the graphics 

ART file. A First Publisher file that can be used-or pasted-directly into a 

layer of the publication are copied, cut, or pasted. 

publication. 

ASCII. An acronym for American Standard Code for Information Inter- 
change. This is the “common denominator” form of saving data: most 
word processing programs have the capacity to save data in ASCII for- 
mat, which is without formatting or font specifications of any kind. 
First Publisher can then import the ASCII files. 

Autoleading. A short form of the phrase automatic leading. First Publisher 
changes the amount of space between lines (leading) automatically, 
according to the largest font you have used on that line. 

Bad break. A term used to indicate the situation when a word fragment or 
section of a sentence is wrapped to the next line or column, giving the 
publication an unbalanced look. 

be inserted if you begin typing. 
Bar cursor. The bar cursor marks the position on the page where text will 

Baselines. The baselines are the lines on the text layer on which text is 
positioned. 

Bleed. The phrase bleed of the page indicates a graphic element, such as a 

Body text. The text of the publication that is entered on the text layer. 

rule or box, that continues off the edge of the page. 

425 
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Box tool. The tool in the tools row used to draw boxes on the graphics 
layer. 

Brochure. A small, folded pamphlet. 

Callout. Text that is used to highlight an element in a figure or in a shadow 

Centered text. Centered text leaves an equal amount of space on each end 

Clipboard. First Publisher has two clipboards: a text clipboard and an art 
clipboard. The text clipboard stores the text block most recently cut, 
copied, or pasted; the art clipboard stores the art element that was most 
recently retrieved, cut, copied, or pasted. 

Columns. With First Publisher, you can format the document in up to four 

Crop marks. Lines on the publication used to indicate to the printer where 

Cursor. First Publisher actually has two cursors. The cursor for the text 
layer is the bar cursor. The cursor for the graphics layer takes on the 
shape of the tool you’re using. 

Desktop publishing. A computerized method of publishing printed 

Directory. An area on the hard disk in which a specific group of files are 

box to summarize concepts introduced in the text. 

of the line. 

columns of text. 

the publication should be cropped (or cut). 

materials. 

stored. 

Dot-matrix printer. A printer that creates characters and images in patterns 
of dots. 

dpi. Dots per inch. First Publisher’s screen display is 72 dpi. 

Drag. A word indicating that you press the mouse button, hold the button 
down, move the mouse cursor to where you want it, and release the 
button. 

Elevator. The small white box in the elevator bar that indicates your posi- 

Elevator har. The vertical bar on the right side of the screen area that has 
one arrow at each end and the elevator in the center. You use this bar 
to scroll through First Publisher files by clicking on either the gray sec- 
tions of the bar or the arrows. 

Eraser tool. The tool in the graphics tools row that is used to erase ele- 

tion on-screen. 

ments on the graphics layer. 



Font. One complete set of characters in a specific typeface, size, and style. 

FONTMOVE. The miniprogram used to move fonts in and out of First 

Footer. Lines of text that appear on the bottom of every page in the 

Full-justified text. See Justified text. 

Graphics overlay. The layer of a First Publisher document that stores all 

Graphics text tool. The tool in the graphics tools row that is used to enter 

Grid. A mesh of nonprinting dots that helps you align rules, boxes, and 

Gutter. The amount of white space between columns. 

Hand tool. The tool in the graphics tools row that is used to move or place 
selected images. 

Handles. Three small black rectangles that appear on a selected baseline. 
You use handles to move, zero out, shorten, or lengthen baselines. 

Header. A line of text that appears at the top of every page of a 
publication. 

Highlight. Turns black text on a white background to white text on a black 
background. Before performing operations on text on the text layer, 
you must first highlight the text. 

I-beam cursor. Also called the mouse cursor, this cursor marks the posi- 
tion of the mouse pointer. When you choose one of the graphics tools, 
this cursor takes on a different shape, according to the tool you choose. 

Insert mode. This mode (activated by pressing Ins) wipes away all text past 
the insertion point on the screen. This enables First Publisher to accept 
without delay the text you type. To deactivate insert mode, press Ins 
again. 

Justified text. Justified is a text alignment setting that adds space between 
words so that the beginning and end of each baseline are aligned. 

Laser printer. A high-resolution printer that uses laser technology to pro- 
duce print that rivals electronic typesetting equipment. 

Layout. The phase of putting all elements together to form a publication. 

For example, Geneva 12-point bold is one font. 

Publisher’s Font and Style menus. 

publication. 

graphic elements. 

text on the graphics layer. 

graphic elements as you place them on the page. 
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Leading. The amount of white space between lines in a paragraph or block 

Left-justified text. Left-justified is a text alignment setting in which the left 

of text. 

ends of all baselines are aligned. 

Logo. A company’s symbol or graphic image that is used on stationery, 
cards, invoices, and so forth. 

MAC file. A First Publisher clip art file. You can create MAC files of your 
own, but you can use the art saved in those files only after you save the 
individual art pieces to ART files. 

Magnify. An option on the Art menu that enables you to display a large 
image of a selected area of a graphic so that you can edit the image 
pixel-by-pixel. When you return the graphic to normal display size (by 
pressing Alt-M), the graphic shows the modifications. 

Margin. The amount of white space reserved on a publication, and in 
which text and graphics are not printed. 

played in the Font and Style menus. 

ing information usually located at the top of a newsletter. 

MASTER.FNT. The font file First Publisher uses to find the fonts dis- 

Masthead. Another word for banner, which refers to the name and publish- 

Menu bar. The bar across the top of the First Publisher screen in which all 

Mouse. A small peripheral device used in First Publisher to point to and 
select menus, commands, options, tools, and graphic elements. A 
mouse is not mandatory for use with First Publisher, but one is 
recommended. 

the menu names are displayed. 

Mouse cursor. The small, I-beam shaped cursor that moves in accordance 
with the movement of the mouse. This cursor changes shape according 
to the selected tool. 

Offset printing. High-quality , professional printing done on a printing 

Path. The drive and directory where First Publisher can find or save files 

press. 

you specify. 

hand” on the graphics layer. 

flow text around an image automatically. 

Pencil tool. The tool in the graphics tools row that is used to draw “free- 

Picturewrap. A feature available on the Page menu that enables you to 



Pixel. The smallest element in the publication-a dot. Every character and 

Point. A measurement of the height of a character, as in 12-point type 

PUB file. The extension of a First Publisher publication file. 

Pull-down menu. A menu you can display by using the mouse to “pull it 

image is composed of a pattern of pixels. 

down” or by pressing specified function keys. 

Right-justified text. Right-justified is a text alignment setting in which the 

Rule. Line used as a graphic element to enhance the page. 

Ruler. An option, available on the Page menu, that displays rulers across 
the top and down the left edge of the screen, enabling you to produce 
correctly proportioned graphics. 

Sans serif. Type without the small cross-lines that appear on the ends of 
characters in a serif font. 

Scanner. A peripheral device similar to a photocopier that digitizes images 

Scroll. The term used to describe the action of moving the screen display. 

Selection tool. The tool in the graphics tools row that is used to select ele- 

Serif. Type with small cross-lines across the ends of the characters. 

SNAP2ART. The companion program for SNAPSHOT, which develops 

right ends of all baselines are aligned. 

into an electronically usable form. 

ments on the graphics layer. 

the “picture” taken by SNAPSHOT. 

a picture of a current application on-screen. 
SNAPSHOT. An independent screen-capture utility that enables you to take 

Soft font. A font packaged on disk that is copied to the printer at print 
time. To install soft fonts for use by First Publisher, you must use the 
FONTMOVE utility. 

Speed keys. Keys displayed in the menus of First Publisher, showing you 
alternative methods of selecting the options without using the pull-down 
menus. 

Template. A publication skeleton upon which you build the actual publica- 
tion. Use templates, for example, to save time when you create similar 
publications or subsequent issues of a newsletter. 

Text overlay. The text layer of First Publisher upon which text entry and 
editing takes place. 
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Text tool. The tool at the top of the graphics tools row. This tool is the 
only one not used on the graphics layer. Used only for text, this tool is 
active whenever you are working on the text layer. 

Tools. First Publisher offers you a set of tools that you use in the creation 
and maintenance of all your First Publisher documents. The top tool is 
the text tool, used to manipulate text on the text layer. The other tools 
are used on the graphics layer of the publication. 

Wordwrap. First Publisher automatically bumps words to the next line 
when the words you type pass the right end of the baseline. This action 
is known as wordwrap. 
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J key, 78, 264, 412 

*FONT* command, 206, 211-213, 284 
10 Points option, 216 
12 Points option, 128 
14 Points option, 285 
18 Points option, 11 3 
24 Points option, 126, 287 
36 Points option, 1 11 
lTOP2BOT.PUB template, 154 
lTOP3BOT.PUB template, 154 
2TOPlBOT.PUB template, 154 
2TOPZBOT.PUB template, 154 
2TOP3BOT.PUB template, 154, 289 
3TOPlBOT.PUB template, 154 
3TOP2BOT.PUB template, 139, 154 

key, 78, 264 

A 
Active baseline option, 292 
Add (Fl) key, 203 
Add Fonts dialog box, 202-203 
Add fonts option, 200-201 

Add to gallery option, 175 

Adjust above option, 88, 184, 289, 295 
Adjust below option, 89, 164, 184, 187, 289, 

Adjust column option, 88, 184, 218, 289, 291, 370 
Adjust Layout dialog box, 171-172, 174-175 
Adjust layout option, 83, 168, 170, 218, 300 
Adjust single option, 88, 104, 122, 184, 289, 295, 

Alt-A keys, 88, 104, 122, 184, 289, 295, 297 

F3 key, 200-201 

F2 key, 171, 175 

292-293, 295 

297, 371 

APLASER.FNT file, 198 
art clipboard, 425 
Art DeskMate menu, 411 
ART file, 116, 182, 234-237, 260-261, 306-307, 425 

ART file extension, 48, 97, 152, 261-262, 264, 265, 

art layer, 241 
Art menu, 28, 70, 76, 89-91, 104, 11 3, 11 5, 117, 

vs. MAC files, 234-235 

276-277 

128-131, 152, 235-238, 241-242, 244, 246, 
250-252, 254, 256, 260-262, 265, 267-268, 
271-273, 275-277, 286, 301, 307, 342, 354, 
367-369, 372-375, 383, 394 
F7 key, 80, 116 

importing, 210-21 1 
ASCII text file, 205, 425 

AutoCAD, 97 

AUTOEXEC.BAT file, 5 I 
autoleading, 425 

B 
Backspace key, 106-107, 123, 190, 223 
bad break, 425 
banners, 111-113, 126-128 

and graphics text tool, 242-243 
finishing, 300-30 1 
making room for, 164 

bar cursor, 74-75, 190, 425 
baselines, 89, 104-105, 122, 183-189, 425 

alignment, 296.299 
canceling, 292-294 
leading, 296-297 
modifying, 288-299 
moving columns, 291-292 
zeroing out, 293-294 

Baselines (At-A) keys, 169 
Baselines DeskMate menu, 4 1 1 
Baselines menu, 76, 88-89, 104, 122, 163-164, 

183-185, 218, 289-291, 293, 295-297, 370, 425 
FG key, 80 

Beginning of Line (Home) key, 221 
Beginning of Page (Ctrl-Home) keys, 221 
bit-mapped, 316 
bleed, 425 
blocks, 85 
body text, 425 
Bold Italic option, 87 
Bold option, 87, 128, 285 

boxes, 248-249, 314 
brochures, 426 

business cards, 353-354, 399 

box tool, 67, 76, 240, 248-249, 258, 426 

planning, 142-145 

paper, 399 
planning, 145-146 
templates, 376-379 

business stationery, design tips, 405-406 
BUSINESS.MAC file, 263, 300 
BUSINESS.PUB template, 97, 153, 353-354 

C 
callout, 314, 426 
Cancel (Esc) key, 177, 203 
CARD.PUB template, 97-98, 153-154, 359-360 
cards, 359-360 

431 
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carriage return codes, 2 10-2 1 1 
CD DOS command, 49-50 
Center option, 89, 163, 184, 289, 297 

Alt-X keys, 89, 184, 289 
Centered option, 163 
CGA graphics card, 36-37, 247 
CGA monitor, 315 
Change Leading dialog box, 297 
Change leading option, 89, 185, 218, 290, 296-297, 

characters, deleting, 223 
Choose Layout dialog box, 168-170 
Choose layout option, 83, 121, 137-138, 155, 164, 

168, 293, 296, 300 
Choose Tool (F9) key, 77, 104, 111, 115, 126-127, 

405 

240, 244, 247-248, 250-252, 254, 256, 258-259, 
264, 287 

circle tool, 67, 76, 240, 250 
circles, drawing, 250 
clicking, 62-63, 79 
clip art, 27-28, 67, 70, 129-130, 234, 261-265 

accessing, 264 
finding file, 1 15 
library, 263 
saving image, 265 
selecting, 114-115, 264 
using in publications, 264-267 

art, 425 
copying text to, 224 
graphics, 70-71, 267 
pasting text from, 224 
text, 70-71, 108 

clipboards, 70-71, 426 

Colors ... option, 419 
columns, 27, 426 

copying, 172 
cutting, 172 
defining, 169- 1 70 
fine-tuning, 174 
importing text, 209-210 
lining up, 172-173 
moving, 291-292 
pasting, 172 
resizing, 17 1 
selecting, 171 
setting, version 2.0, 157-160 

commands 
*FONT*, 206, 211-213, 284 
DOS 

CD, 49-50 
COPY, 50, 101, 344 
DIR, 48, 60 

MD, 49 
PRINT, 344 
REN, 198 

FONTMOVE 

DISKCOPY, 45-46 

Copy, 387 
Create, 387 
Destination, 387 
Dir, 387 
Erase, 387 
Help, 387 
Quit, 387 
Show, 387 

COPY DOS command, 50, 101, 344 
Copy Font File dialog box, 204 
Copy font file option, 200 

Copy FONTMOVE command, 387 
Copy fonts option, 204 
Copy option, 85, 91, 182-183, 224, 238, 267-269, 

F5 key, 200 

354 
AIt-C keys, 85, 91, 171-172, 183, 224, 238, 354, 

columns, 172 
font files, 204 
templates, 100-101 
text, 223-224 

Create FONTMOVE command, 387 
crop marks, 426 
Crop option, 90-91, 236, 238 

Alt-K keys, 91, 238 
Ctrl key, 413 
cursors, 74-75, 190, 426 

clock shape, 209 
I-beam, 427 
mouse, 75, 190, 428 

Customize dialog box, 54-58 
Customize option, 54, 82, 93, 153 
customizing 

375 
copying 

bar, 74-75, 190, 425 

First Publisher, 54-58 
templates, 361-367 

Del key, 71, 85, 91, 171-172, 183, 225, 238, 248, 

Cut option, 71, 85, 91, 182-183, 219, 225, 238, 
267-268 

268, 375 

D 
dBASE IV, 97 
DCA file format, 205 
Define Columns dialog box, 169-170 
Define Page dialog box, 156, 160, 162, 167, 191, 297, 

Define page option, 27, 82-83, 103, 137-138, 
342 

155-157, 160, 164, 191, 209, 218, 226, 281-283, 
292-293, 296, 300, 369, 425 

Del key, 104, 107-108, 113, 124, 190, 223, 350 
Delete button (F4) key, 170 
Delete file option, 82, 178 
Delete fonts option, 200 

F4 key, 200, 204 
Delete page option, 84, 226, 228-229, 300 
deleting 

characters, 223 
files, 178- 179 
fonts, 203-204 
layouts, 170 

DESKJET.FNT file, 198 
DeskMate, 407-422 

closing menus, 412 
FONTMOVE program, 418 
hardware requirements, 408 
information line, 409 
memory requirements, 408-409 
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menu bar, 410-414 
mouse settings, 414-416 
operating system requirements, 408 
PFS: First Publisher tips, 422 
printer settings, 416-418 
screen colors, 419-421 
selecting menu options, 412 
speed keys, 413 
user interface, 409-410 

DeskMate Accessories menu, 4 13-4 19 
DeskMate Art (F8) key, 411 
DeskMate Baselines (F7) key, 41 1 
DeskMate File (F2) key, 411, 416, 418 
DeskMate Font (F5) key, 411 
DeskMate Help (FI) key, 92, 410, 413 
DeskMate Page (F3) key, 411, 418 
DeskMate Style (F6) key, 41 1 
DeskMate Text (F4) key, 411 
desktop publishing, 11-14, 24, 426 

overview, 15-23 
vs. conventional publishing, 22-23 

Destination FONTMOVE command, 387 
dialog boxes 

Add Fonts, 202-203 
Adjust Layout, 171-172, 174-175 
Change Leading, 297 
Choose Layout, 168-170 
Copy Font File, 204 
Customize, 54-58 
Define Columns, 169-170 
Define Page, 156, 160, 162, 167, 191, 297, 342 
Get, 74, 102, 115-116, 150, 152, 207-208, 264, 

Get Text, 58 
Insert Page, 228 
Print, 53, 118, 132, 321, 344 
Save, 109, 125, 176, 195, 265, 276, 363 
Set Up Fonts, 200 

275 

DIR DOS command, 48, 60 
Dir FONTMOVE command, 387 
directories, 47-50, 426 

DISKCOPY DOS command, 45-46 
display, setting colors, 54-56 
dot-matrix printers, 38, 43, 316-320, 426 

paths, 57-58 

fonts, 385 
installing, 329-330 
printing, 338-339 

Down One Line ( 
Down One Screen (PgDn) keys, 221 
Down Screen Fraction (Ctrl-PgDn) keys, 221 
downloadable fonts, 3 16 
dpi, 426 
draft mode, 321-323 
dragging, 62-63, 426 
Duplicate option, 91, 117, 238, 268, 373, 375 

) key, 221 

Alt-D keys, 91, 238, 268 

E 
editing text, 181, 220-225 
EGA graphics card, 36-37 
EGA monitor, 3 15 

elevator, 78, 426 
elevator bars, 77-78, 426 
Elite option, 96, 339 
End of Line (End) key, 221 
End of Page Text (Ctrl-End) keys, 221 
Enter key, 79, 190-191, 210, 412 
Erase FONTMOVE command, 387 
eraser tool, 65, 67, 77, 103-104, 113, 240, 252-253, 

erasing 
260, 343, 350, 426 

fonts, 391-392 
graphics, 252-253 
text, 225 

Esc key, 93, 106, 203, 337, 412 
Exit option, 82, 329-330, 332, 386 

EXTRA.FNT file, 96, 316, 385, 388, 418 
EXTRA1.FNT file, 96, 198 
EXTRA2.FNT file, 96, 198 

Alt-E keys, 82, 198, 329-330, 332, 386 

F 
F1 key, 151, 165, 169 
F9 DeskMate menu, 413 
F10 DeskMate menu, 413-414, 419 
File DeskMate menu, 41 1 
file extensions 

.ART, 48, 97, 152, 261-262, 264-265, 276-277 

.FNT, 202-203, 391 

.MAC, 48, 70, 152, 194-196, 210, 262 

.FNB, 202 

.MSW, 262 

.PCX, 152, 262, 277 

.TIF, 67 

file formats 

.PUB, 48, 151-1 52, 194-196, 206 

.TXT, 48, 152, 194-196. 206. 211 

ART, 182 
DCA, 205 
MAC, 176, 182 
PCX, 19, 274 
PUB, 176 
TIFF, 19 
TXT, 176, 182 
Wang PC, 205 

File menu, 27-28, 54, 63, 74, 76, 80-82, 92-93, 102, 
109, 115-116, 118, 125, 129, 132, 150, 152-153, 
155, 164, 166, 176, 178, 195-196, 214, 227, 
234-236, 256, 261-262, 264-265, 275, 277, 282, 
296, 307, 329-330, 332, 336, 340, 344, 361, 363, 
366, 372, 377, 383, 386, 422, 425 
F1 key, 80, 102, 109, 118, 176, 178, 195 

APLASER.FNT, 198 

ASCII text, 205, 425 
AUTOEXEC.BAT, 5 1 
BUSINESS.MAC, 263, 300 
clip art, 234, 261-265 
deleting, 178-179 
DESKJET.FNT, 198 
EXTRA.FNT, 96, 316, 385, 388, 418 
EXTRAl.FNT, 96, 198 

files 

ART, 116, 234, 235-237, 260-261, 306-307, 425 
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EXTRAZ.FNT, 96, 198 
font, 198 
FONTSDJ.DIC, 334 
FONTSDJ.WID, 334 
HOLIDAYS.MAC, 263 
HPLASER.FNT, 198, 334 
LASERDEF.PS, 335 
LEISURE.MAC, 129, 263 
MAC, 67, 234-236, 253, 260, 306-307, 339, 428 
MASTER.FNT, 96, 197-199, 201, 211, 213, 

315-316, 328, 330-336, 339-341, 386, 388, 391, 
418, 422, 428 

naming, 177- 178 
PARTYART, 130 

printing to, 343-344 
PERSONAL.MAC, 114-1 15, 263 

PUB, 235, 253, 260-261, 429 
PUBLICAT.MAC, 263-264 
PUBLISH.WRK, 60 
saving, 175-177 
selecting, 150-153 
SMOOTH PS, 335 
source, 200 
target, 200 
TIFZPCX, 277 
TXT, 235, 261 
UARTPAT2.PS, 335 

Fine Tune (F3) key, 171, 174, 219 
Fine Tune option, 174 
First Publisher 

backup copies, 45-47 
hard disk system, 45-46 
two disk drive system, 46-47 

customizing, 54-58 
design tips, 403-406 
DeskMate, 32, 407-422 
dot-matrix printers, 320 
getting started, 61-133 
hard disk system, 47-50, 58 
hardware requirements, 32-38 
help, 91-95 
installing, 31-59 
keyboard, 62-64 
laser printers, 321 
layers, 64-70 
memory requirements, 33-34 
mouse, 62 
operating system requirements, 33-34 
overview, 15-30 
program disks, 31-32 
screens, 72-76 
special features, 381-395 
starting up, 121-122 
system contipration, 50-54 
templates, 350-360 
two floppy disk system, 59-60 
version 2.0 

quick start, 100-119 
starting, 101 

art layers, 67-70 
disks, 32 
new features, 423 
quick start, 119-133 

version 3.0 

Flip horizontal option, 91, 117, 238, 374 
Flip option, 269 
Flip vertical option, 91, 238, 375 
FLYER.PUB template, 97, 99, 153-154, 353, 355 
flyers, 353 

design tips, 406 
planning, 142-145 
templates, 372-376 

FNB file extension, 202 
FNT file extension, 202-203, 391 
Font DeskMate menu, 411 
font files, 198 

Font menu, 76, 86, 96, 106, 11 1, 1 13, 126, 128, 
copying, 204 

196-197, 199-200, 206, 284-285, 287, 316, 
330-331, 340-341, 385, 391 
F4 key. 80. 106. 111. 113. 126 

FONTMOVE, 86, 96, 196, 330-331, 333-334, 339-341, 
384-392, 422, 427 
COPY (F6)  key. 387, 390 
Create (F5) key, 387-388, 390 
DeskMate, 418 
Destination (F4) key, 387, 390 
Dir (F2) key, 387, 389. 392 
Erase (F7) key, 387, 392 
Help ( F l )  key, 387, 389 
Main menu, 386-388 
opening menu, 340 
Quit (Esc) key, 387 
Show (F3) key, 387, 389, 392 
starting, 386-387 

fonts, 86, 196-204, 316, 427 
adding, 96, 201-203, 389-390 
changing size to eliminate overflowed text, 

deleting, 203-204 
dot-matrix printer, 385 
downloadable, 316 
erasing, 391-392 
high-resolution, 199 
listing, 200-201 
monospaced, 339 
moving in and out of First Publisher, 385-392 
sans serif, 385, 429 
serif, 385, 429 
size and style, 87 

specifying before importing text, 2 1 1-2 13 
standard, 199 
types, 199 
version 2.0, 196 
version 3.0, 196 

FONTSDJ.DIC file, 334 
FONTSDJ.WID file, 334 
footers, 427 

four-column listings, 356 
freehand drawing, 251-252 
Full just@ option, 89, 185, 290, 297 
function keys, 79 

2 16-2 17 

soft, 316, 340-341, 390-391, 429 

adding, 310 
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G 
Geneva option, 96, 128 
Get art option, 90, 115, 117, 130, 152, 235-237, 241, 

Get button ( F l )  key, 102, 207, 211, 266 
Get dialog box, 74, 102, 115-116, 150, 152, 207-208, 

246, 261-262, 264-266, 275, 277, 301, 306-307, 
372, 378, 383, 394 

264, 275 
Get graphics option, 82, 115, 152, 235-236, 262, 264, 

Get publication option, 63, 74, 82, 102, 116, 129, 
275, 277, 307, 383 

150-152, 155, 235, 261, 265, 361 
AIt-G keys, 63, 82, 150 

Get Text dialog box, 58 
Get text option, 57, 84-85, 182-183, 207, 235, 261 

graphics, 17-21, 89-91, 114-118, 231-279 
glossary, 426-430 

adding, 129-131 

boxes, 248-249 
circles, 250 
clipboard, 267 
cutting and pasting, 267-268 
duplicating, 268 
editing pixels, 273-274 
erasing, 252-253 
flipping, 269 
free-hand drawing, 251-252 
grid to align elements, 301-304 
high-resolution, 130.131, 241 
importing, 274-279 
inverting, 270-271 
layer, 64-68 
line width settings, 254-255 
lines, 248 
magnifying, 273-274 
moving, 245-247, 268 
Picturewrap feature, 307-309 
placing, 117, 305 
positioning, 1 17 
resizing, 28, 117, 272 
rotating, 28, 269 
rules, 256-258 
saving, 260-261 
scanned, 278-279 
selecting, 233-234, 244-245 

and saving, 115-116 
from clip art, 264 

shadow boxes, 258-260 
text as, 242-244 

from other programs, 275-277 
to publications, 234, 305-307 

graphics cards 
CGA, 36-37 
EGA, 36-37 

VGA, 36-37 
Hercules, 36 

graphics clipboard, 70-71 
graphics layer, 111,  126, 236 

graphics overlay, 427 
graphics page, selecting piece of art, 262 

completing, 299-314 

graphics text tool, 65, 67, 76, 105, 1 1  1 ,  126, 128, 
242-244, 256, 287, 367, 427 
banners, 242-243 
headings, 243-244 

graphics tools, 76-77, 131-132, 239-260 
grids, 301-304, 427 
gutters, 163-164, 427 

H 
hand tool, 67, 76, 112-113, 117, 127, 129, 240, 

handles, 427 
hard disk system 

245-247, 256, 266, 287, 427 

backup copies of First Publisher, 45-46 
copying First Publisher to, 50 
directories, 47-50 
installing 

dot-matrix printer, 329 
First Publisher, 47-50 
laser printer, 332-333 

selecting printers, 52 
starting First Publisher, 58 

hardware requirements, 32-44 
computer system, 35-36 
DeskMate, 408 
monitor, 36-38 
mouse, 43-44 
printers, 38-43 

headers, 427 
headings and graphics text tool, 243-244 
headlines, 113-114, 128-129, 284 

adding as graphics text, 286-287 
importing, 284 
modlfying, 284 
typing, 285 

help, 91-95 
context-sensitive, 93 
topics, 93-95 

Help FONTMOVE command, 387 
Help option, 82, 92 

Alt-H keys, 82, 92-93, 175 
Help topics option, 93 
Helvetica option, 96, 1 1  3, 287 
Hercules graphics card, 36 
Hewlett-Packard DeskJet, 38 
high-resolution 

fonts, 199 
graphics, 130- 13 1 
layer, 67, 70, 241 
tool, 76, 239, 241 

highlighting, 427 
HOLIDAYSMAC fiie, 263 
hot keys, 393 
HPLASER.FNT file, 198, 334 

~~ 

I 
I-beam cursor, 427 
importing 

graphics, 274-279 
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headlines, 284 
scanned images, 28, 383 
text, 204-2 13 

ASCII text file, 210-211 
overflowed text, 213-219 
speclfying fonts before importing, 2 1 1-2 13 
tabular text, 209-210 

inks, 400 
Ins key, 192 
insert mode, 427 
Insert Page dialog box, 228 
Insert page option, 84, 226-229, 300 
installing 

First Publisher, 3 1-59 
printers, 327-336 

dot-matrix, 329-330 
laser, 328, 330-336 

Invert option, 91, 236, 238, 256, 270-271, 369 
1NVOICE.PUB template, 97-98, 153-1 54, 354 
invoices, 354 
Italic option, 87 

J-K 
Jump to page option, 84, 215, 219, 226, 300 

justified text, 169, 427 
keyboards, 62-64 
keys 

Ak-J keys, 84, 226, 300 

J ,  78, 264, 412 
1 (Down One Line), 221 
+ (Left One Character). 222 
-+ (Right One Character), 222 
T ,  78, 264 
T (Up One Line), 221 

Alt-- (Set Line Width), 91, 238, 255 
Alt-A (Adjust Single), 88, 104, 122, 184, 289, 295, 

Alt-A (Baselines), 169 
297 

Alt-C (COPY), 85, 91, 171-172, 183, 224, 238, 
354, 375 

Alt-D (Duplicate), 91, 238, 268 
Alt-E (Exit), 82, 198, 329-330, 332, 386 
Alt-F9 (Line-Width Settings), 77, 254 
Alt-G (Get Publication), 63, 82, 150 
Alt-H (Help), 82, 92-93, 175 
Alt-I (Status), 82, 214, 227 
Alt-J (Jump to Page), 84, 226, 300 
Alt-K (Crop), 91, 238 
Alt-L (Show Rulers), 83, 300, 305 
Alt-M (Magnify), 91, 238, 273-274 
Alt-0 (Rotate), 91, 238 
Alt-P (Print), 82, 344 
Alt-R (Resize), 91, 117, 238, 272 
Alt-S (Save), 82, 109, 115, 129, 176, 195, 253, 

Alt-T (Realign Text), 89, 185, 290 
Alt-U (Use Grid), 84, 300, 302, 304 
Alt-V (Paste), 71, 85, 91, 104, 108, 124, 171-172, 

Alt-W (Picturewrap), 83, 300, 308-309 
Alt-X (Center), 89, 184, 289 

336, 363, 366, 386 

183, 215, 224-225, 238, 268, 354 

Alt-Y (Start Over), 82 
Alt-2 (Show Page), 84, 118, 300 
Backspace, 106-107, 123, 190, 223 
Cancel, 203 
Ctrl, 413 
Ctrl-+ (Left One Word), 222 
Ctrl-+ (Right One Word), 222 
Ctrl-End (End of Page Text), 221 
Ctrl-Home (Beginning of Page, 221 
Ctrl-N (Next Column), 222 
Ctrl-0 (Open), 412 
Ctrl-P (Previous Column), 222 
Ctrl-PgDn (Down Screen Fraction), 221 
Ctrl-PgUp (Up Screen Fraction), 221 
Del, 104, 107-108, 113, 124, 190, 223, 350 
Del (Cut), 71, 85, 91, 171-172, 183, 225, 238, 

End (End of Line), 221 
Enter, 79, 190-191, 210, 412 
Esc, 93, 106, 177, 203, 337, 412 
Esc (FONTMOVE Quit), 387 
F1, 151, 165, 169 
F1 (Add), 203 
F1 (DeskMate Help), 92, 410, 413 
F1 (File menu), 80, 102, 109, 118, 176, 178, 195 
F1 (FONTMOVE Help), 387, 389 
F1 (Get button), 102, 207, 211, 266 
F1 (OK button), 93, 110, 118, 121, 129-130, 170, 

248, 268, 375 

174-175, 177, 179, 195, 201, 204, 208, 215, 
218, 228, 255, 261, 264, 276, 361, 366-367 

F2 (Add to Gallery), 171, 175 
F2 (DeskMate File), 411, 416, 418 
F2 (FONTMOVE Dir), 387, 389, 392 
F2 (List Fonts), 200 
F2 (Page menu), 80, 215, 226 
F3 (Add Fonts), 200-201 
F3 (DeskMate Page), 411, 418 
F3 (Fine Tune), 171, 174, 219 
F3 (FONTMOVE Show), 387, 389, 392 
F3 (Move text into clipboard), 215 
F3 (PUB), 176 
F3 (Text menu), 80, 108, 124, 195, 224-225 
F4 (Delete button), 170 
F4 (Delete Font), 200, 204 
F4 (DeskMate Text), 411 
F4 (Font menu), 80, 106, 111, 113, 126 
F4 (FONTMOVE Destination), 387, 390 
F4 (Line Up), 171, 173 
F4 (MAC), 176 
F5 (Copy Font File), 200 
F5 (DeskMate Font), 411 
F5 (FONTMOVE create), 387-388, 390 
F5 (Smoothed), 132 
F5 (Style menu), 80, 106 
F5 (Text Flow), 171 
F5 (TXT), 176 
F6 (Baselines menu), 80 
F6 (DeskMate Style), 411 
F6 (FONTMOVE Copy), 387, 390 
F7 (Art menu), 80, 116 
F7 (DeskMate Baselines), 41 1 
F7 (FONTMOVE Erase), 387, 392 
F8 (DeskMate Art), 41 1 



Index 437 
F9 (Choose Tool), 77, 104, 1 1 1 ,  115, 126-127, 

240, 244, 247-248, 250-252, 254, 256, 258-259, 
264, 287 

F10, 151, 171, 178 
F10 (Select), 63, 85, 106, 108, 111-113, 115-117, 

124, 127, 201, 216, 223, 244, 246-248, 
250-251, 253, 256, 258-260, 266, 268, 272-275, 
284, 287, 291, 293, 295, 301, 304 

function, 79 
Home (Beginning of Line), 221 
hot, 393 
Ins, 192 
PgDn (Down One Screen), 78, 169, 216, 221 
PgUp (Up One Screen), 78, 221 
Shift, 171 
Shift-- (Previous Page), 222 
Shift-+ (Next Page), 222 
Shift-F9 (Text Tool), 77, 241 

Shift-Tab, 165 
speed, 63-64, 429 
Tab. 165. 171. 218 

Shift-F10, 171 

L 
landscape orientation. 166, 360 
laser printers, 38, 43, 316, 321, 427 

installing, 330-336 
printing, 339 

ZASERDEF.PS file, 335 
layers 

graphics, 64-68, 1 1  1,  126 
high-resolution art, 67, 70 

text, 64, 66, 105 
layout gallery, 164, 168-175, 282 

adding layouts, 175 
selecting layout, 121-122 

layouts, 427 
adding text, 122-124 
adding to layout gallery, 175 
adjusting, 170-175 
deleting, 170 
selecting, 12 1-1 22, 168- I69 

leading, 296-297, 428 
automatic, 425 
modlfying, 2 17-2 19 
version 2.0, 160 

standard art, 67-70, 126 

Left just@ option, 89, 184, 290, 297 
Left One Character (+) key, 222 
Left One Word (Ctrl-+) keys, 222 
left-justified text, 428 
LEISURE.MAC file, 129, 265 
LETTER.PUB template, 99, 154, 354 
line tool, 76, 131, 240, 247-248, 258, 304 
Line Up (F4) key, 171, 173 
Line Width Setting (Alt-F9) keys, 77, 254 
lines 

drawing, 247-248, 256-258 
width settings, 254-255 

List fonts option, 200, 202 
F 2  key, 200 

LIST.PUB template, 97, 153, 356 
LOGIPAINT, 19, 44, 274 
LOGITECH mouse, 44 
LOGITECH Paintshow, 232, 274, 277 
logos, 428 
Lotus 1-2.3, 97 

M 
MAC (F4) key, 176 
MAC file extension. 48. 70. 152. 194-196. 210. 262 
MAC files, 67, 176,' 182, 234-236, 253, 260, 306-307, 

339, 428 
vs. ART files, 234-235 

Magnlfy option, 28, 91, 236, 238, 242, 251-252, 273, 
274, 286, 301, 338, 354, 383, 405 
Alt-M keys, 91, 238, 273-274 

MAILER.PUB template, 99, 154, 352, 360 
mailers, 360 
margins, 428 

modlfying for printing, 342-343 
version 2.0, 163-164 
version 3.0, 164-165 

MASTER.FNT file, 96, 197-199, 201, 211, 213, 
315-316, 328, 330-336, 339-341, 386, 388, 391, 
418, 422, 428 
and printers, 198 
renaming, 198 

masthead, 428 
MD DOS command, 49 
memory requirements, 33-34 

DeskMate, 408-409 
menu bars, 75-76, 428 
MENU.PUB template, 97, 153, 356, 358 
menus, 79-91, 356, 358 

Art, 28, 70, 76, 89-91, 104, 113, 115, 117, 
128-131, 152, 235-238, 241-242, 244, 246, 
250-252, 254, 256, 260-262, 265, 267-268, 
271-273, 275-277, 286, 301, 307, 342, 354, 
367-369, 372-375, 383, 394 

218, 289-291, 293, 295-297, 370, 425 
Baselines, 76, 88-89, 104, 122, 163-164, 183-185, 

DeskMate 
Art, 411 
Baselines, 4 1 1 

F9, 413 
File, 41 1 
Font, 411 
Options, 414 
Page, 41 1 
Style, 411 
Text, 411 

F10, 413-414, 419 

DeskMate Accessories, 413-419 
File, 27-28, 54, 63, 74, 76, 80-82, 92-93, 102, 109, 

115-116, 118, 125, 129, 132, 150, 152-153, 
155, 164, 166, 176, 178, 195-196, 214, 227, 
234-236, 256, 261-262, 264-265, 275, 277, 282, 
296, 307, 329-330, 332, 336, 340, 344, 361, 
363, 366,372, 377, 383, 386, 422, 425 

Font, 76, 86, 96, 106, 1 1 1 ,  113, 126, 128, 
196-197, 199-200, 206, 284-285. 287. 316. 
330-331, 340-341, 385, 391 
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FONTMOVE Main, 340, 386-388 
Options, 419 
Page, 56, 76, 82-84, 103, 118, 121, 137, 156, 168, 

170, 191, 209, 215, 218-219, 226, 228, 248, 
251, 256, 293, 296, 300, 302-308, 315, 369, 
377 

pull-down, 79, 429 
Style, 76, 87, 106, 111, 113, 128, 197, 216, 

Text, 57, 71, 84-85, 108, 124, 182-183, 195, 207, 
, 284-285, 287, 316, 330 

215, 219, 224-225, 235, 261 
Microsoft mouse, 44 
Microsoft Windows Paint, 19 
Microsoft Word (Version 3.0), 17, 205 
Microsoft Word (Version 5), 17, 205 
modes 

draft, 323 
insert, 427 
print, 321-327 
scaled, 321-323 
smoothed, 326-327 
standard, 324-326 
text, 182 
unscaled, 322-323 

monitors, 37-38 
CGA, 315 
displaying color, 36-38 
EGA, 315 
pixels, 36 

monospaced fonts, 339 
mouse, 43-44, 62-63, 428 

cursor, 75, 79, 190, 428 
DeskMate settings, 414-416 
driver, 51 
LOGITECH, 44 
Microsoft, 44 
Mouse Systems, 44 
selecting text, 223 

Mouse Systems mouse, 44 
Mouse ... option, 414 
MOUSE.COM driver, 51 
Move text into clipboard (F3) key, 2 15 
moving 

columns, 291-292 
graphics, 245-247, 268 
text, 107-108, 124, 225 

MSMOUSE.COM driver, 51 
MSW file extension, 262 
MultiMate, 17, 205 

N 
naming files, 177-178 
New York option, 96, 11 1,  126, 285 
NEWSPUB template, 97-98, 100-1 19, 153-154, 

newsletters, 98, 100-1 19, 350-352, 398-399 
350-352 

adding graphics, 114-1 18 
banners, 11 1-1 13 
design tips, 404-405 
headlines, 1 13- 1 14 
paper, 398-399 

planning, 139- 142 
printing, 118-1 19 
text, 105-109 
templates, 367-372 

Next Column (Ctrl-N) keys, 222 
Next Page (Shift-+ keys, 222 
Normal option, 87, 111, 113, 126 

0 
OficeWriter Version 6, 17, 205 
offset printing, 428 
OK button ( F l )  key, 93, 110, 118, 121, 129-130, 

Open (Ctrl-0) keys, 412 
operating system requirements, 33-34 

options 

170, 174-175, 177, 179, 195, 201, 204, 208, 215, 
218, 228, 255, 261, 264, 276, 361, 366-367 

DeskMate, 408 

10 Points, 216 
12 Points, 128 
14 Points, 285 
18 Points, 11 3 
24 Points, 126, 287 
36 points, 11 1 
Active baseline, 292 
Add fonts, 200-201 
Add to gallery, 175 
Adjust above, 88, 184, 289, 295 
Adjust below, 89, 164, 184, 187, 289, 292-293, 

Adjust column, 88, 184, 218, 289, 291, 370 
Adjust layout, 83, 168, 170, 218, 300 
Adjust single, 88, 104, 122, 184, 289, 295, 297, 

Bold, 87, 128, 285 
Bold Italic, 87 
Center, 89, 163, 184, 289, 297 
Centered, 163 
Change leading, 89, 185, 218, 290, 296-297, 405 
Choose layout, 83, 121, 137-138, 155, 164, 168, 

Colors ..., 419 

Copy font file, 200 
Copy fonts, 204 

Customize, 54, 82, 93, 153 

Define page, 27, 82-83, 103, 137-138, 155-157, 

Delete file, 82, 178 
Delete fonts, 200 
Delete page, 84, 226, 228-229, 300 
Duplicate, 91, 117, 238, 268, 373, 375 
Elite, 96, 339 
Exit, 82, 329-330, 332, 386 
Fine Tune, 174 
Flip, 269 
Flip horizontal, 91, 117, 238, 374 
Flip vertical, 91, 238, 375 

295 

371 

293, 296, 300 

COPY, 85, 91, 182-183, 224, 238, 267-269, 354 

Crop, 90-91, 236, 238 

Cut, 71, 85, 91, 182-183, 219, 225, 238, 267-268 

160, 164, 191, 209, 218, 226, 281-283, 
292-293, 296, 300, 369, 425 
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Full just@, 89, 185, 290, 297 
Geneva, 96, 128 
Get art, 90, 115, 117, 130, 152, 235-236, 237, 

241, 246, 261-262, 264-266, 275, 277, 301, 
306-307. 372. 378. 383. 394 

Get graphics, 82, 115, 152, 235-236, 262, 264, 

Get publication, 63, 74, 82, 102, 116, 129, 
275, 277, 307, 383 

150-152, 155, 235, 261, 265, 361 
Get text, 57, 84-85, 182-183, 207, 235, 261 
Help, 82, 92 
Help topics, 93 
Helvetica, 96, 113, 287 
Insert page, 84, 226, 229, 300 
Invert, 91, 236, 238, 256, 270-271, 369 
Italic, 87 
Jump to page, 84, 215, 219, 226, 300 
Left just@, 89, 184, 290, 297 
List fonts, 200, 202 
Magnify, 28, 91, 236, 238, 242, 251-252, 273-274, 

Mouse ..., 414 
New York, 96, 1 11, 126, 285 
Normal, 87, 111, 113, 126 
Paste, 71, 85, 91, 104, 108, 124, 182-183, 215, 

Path default, 57 

Picturewrap, 27, 82-83, 300, 308-309 
Print, 82, 118, 132, 336, 340, 344 
Realign text, 89, 185, 290 
Regular, 87 
Resize, 91, 113, 117, 128, 238, 251, 272, 342, 

Right just@, 89, 185, 290, 297 
Rotate, 91, 236, 238, 256, 269, 367 
Ruler, 377 
Run ..., 416. 418, 422 

286, 301, 338, 354, 383, 405 

219, 224-225, 238, 246, 267-268, 354 

' Pica, 96, 339 

368, 378, 405 

Save, 82, 109, 115, 125, 176, 195-196, 235, 336, 

Save art, 90, 115-116, 129, 235, 238. 253, 260, 
363, 366, 386 

262, 265, 276, 301, 372, 383 
Save as, 126 
Save text, 85, 183, 195, 235 
Scaled, 326, 341 
Set grid, 377 
Set grid size, 84, 300, 303-304 
Set line width, 90-91, 131, 236, 238, 240, 250, 

Set UP fonts, 86, 96, 196, 199, 316, 331, 339-340, 

Setup, 414 
Show page, 28, 38, 82, 84, 118, 166, 256, 300, 

Show rulers, 56, 83, 251, 300, 305, 315, 378-379 
Smoothed, 118, 132 
Start over, 64, 82, 234, 256, 265, 372, 377 
Status, 82, 214, 227 
toggling, 80, 86 
Unscaled, 326, 341 
Use grid, 84, 248, 251, 300, 302, 304, 343, 

254-255, 258 

385 

368 

377-378 
Options DeskMate menu, 414 
Options menu, 419 

iverflow area, 2 14-2 19 
werflowed text, 213-219 

changing font size to eliminate, 216-217 
modifying leading, 2 17-2 19 
putting on another page, 215 

P 
Page DeskMate menu, 41 1 
Page menu, 56, 76, 82-84, 103, 118, 121, 137, 156, 

168, 170, 191, 209, 215, 218-219, 226, 228, 248, 
251, 256, 293, 296, 300, 302.305, 308, 315, 369, 
377 
F2 key, 80, 215, 226 

adding, 215, 226-227 
bleed, 425 
defining, 137-138, 155 

pages, 226-229 

version 2.0, 156-164 
version 3.0, 164-167 

deleting, 228-229 
highlighting text, 216 
inserting, 2 2 7-2 2 8 
moving around, 221-222 
orientation 

landscape, 166 
portrait, 166 

overflowed text, 2 15 
setting up, 155-167 
viewing full pages, 28 

Paintshow, 38 
paper, 398-399 

paragraphs, breaking, 1 9 1 
PARTYART file, 130 
Paste option, 71, 85, 91, 104, 108, 124, 182-183, 215, 

Alt-V keys, 71, 85, 91, 104, 108, 124, 171-172, 

selecting size, version 3.0, 165 

219, 224-225, 238, 246, 267-268, 354 

183, 215, 224-225, 238, 268, 354 
pasting 

columns, 172 
text, 224 

Path default option, 57 
paths, 428 
PC Paintbrush, 19, 38, 152, 232, 274, 277 
PC PaintPlus, 19, 274 
PCX file extension, 152, 262, 277 
PCX files, 19, 274 
pencil tool, 67, 77, 240, 251-252, 273, 286, 428 
PERSONAL.MAC file, 114-115, 263 
PFS: First Choice (Version 3), 17, 205, 262 
PFS: Professional Write (Versions 1.0 and 2.0), 17, 

PFS: WRITE, 205 
PgDn key, 78, 169, 216 
PgUp key, 78 
photo-copying, 400 
Pica option, 96, 339 
Picturewrap feature, 187, 189, 295, 307-309, 428 
Picturewrap option, 27, 82-83, 300, 308-309 

pixels, 36, 429 

205 

Alt-W keys, 83, 300, 308-309 

cditing in graphics, 273-274 
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points, 156, 429 
portrait orientation, 166 
Previous Column (Ctrl-P) keys, 222 
Previous Page (Shift--) keys, 222 
Print dialog box, 53, 118, 132, 321, 344 
PRINT DOS command, 344 
print modes, 321-327 
Print option, 82, 118, 132, 336, 340, 344 

Alt-P keys, 82, 344 
Printer program, 165 
printer-ready publications, 397-401 
printers, 28, 38-43 

and MASTER.FNT file, 198 
DeskMate settings, 416-418 
dot-matrix, 38, 43, 316-320, 329-330, 338-339, 

Hewlett-Packard DeskJet, 38 
history of, 315-316 
installing, 327-336 
laser, 38, 43, 316, 321, 330-336, 339, 427 
resolution, 316 
selecting, 51-54 

faster, 341 
modlfying margins, 342-343 
offset, 428 
publications, 2 1 -22, 1 18- 1 19, 1 32- 1 33, 3 1 5-344 
scaled, 53-54 
tips, 401 
to file, 343-344 
unscaled, 53-54 

AutoCAD, 97 
dBASE IV, 97 

426 

printing 

programs 

FONTMOVE, 86, 96, 330-331, 333-334, 339-341, 

LOGIPAINT, 19, 44, 274 
384-392, 422, 427 

LOGITECH Paintshow, 232, 274, 277 
Lotus 1-2-3, 97 
Microsoft Windows Paint, 19 
Microsoft Word (Version 3.0), 17, 205 
Microsoft Word (Version 5), 17, 205 
MultiMate, 17, 205 
Officewriter Version 6, 17, 205 
Paintshow, 38 
PC Paintbrush, 19, 38, 152, 232, 274, 277 
PC Paintplus, 19, 274 
PFS: First Choice (Version 3), 17, 205, 262 
PFS: Professional Write (Versions 1.0 and 2.0), 17, 

PFS: WRITE, 205 
Printer, 165 
Publisher’s Paintbrush, 232, 274, 277 
SNAPZART, 97, 392, 394-395, 429 

Windows Paint, 232, 274, 276 
Wordperfect (Version 5), 17, 205 
Wordperfect (Versions 3, 4.1, and 4.2), 17, 205 
WordStar, 17, 205 

205 

SNAPSHOT, 96-97, 392-394, 429 

PUB (F3) key, 176 
PUB file extension, 48, 151-152, 194-196, 206 
PUB files, 176, 235, 253, 260-261, 429 
PUBLICAT.MAC file, 263-264 

publications 
art bringing into, 265-267 
assembling, 18 1 - 182 
banners, 126-128 
boxes, 314 
business cards, 353-354 

clip art, 264-267 
columns, 160, 169-170 
designing, 138-149 
finished product, 397-401 
flyers, 353 
footers, 310 
four-column listings, 356 
graphics, 129-131, 234, 305-307 
headlines, 128-129, 284-287 
inks, 400 
invoices, 354 
layouts 

mailers, 360 
menus, 356, 358 
newsletters, 3 50- 3 5 2 
opening, 101-103, 149-150, 265 
pages, 215, 226-229 
photo-copying, 400 
planning, 137- 179 
printer-ready, 397-401 
printing, 118-119, 132-133, 315-344 
returning from graphics layer, 116 
rules, 310-313 
saving, 109-111, 125-126 

template file, 366-367 
side banners, 256 
templates, 367-379 

Cards, 359-360 

choosing, 168-175 
finishing, 281-314 

from existing, 361-363 
from new, 363-366 

text to middle, 192-194 
viewing, 1 18 

PUBLISH.WRK file, 60 
Publisher’s Paintbrush, 232, 274, 277 
publishing process, 282-283 
pull-down menus, 79, 429 

Q-R 
Quit FONTMOVE command, 387 

Realign text option, 89, 185, 290 

Regular option, 87 
REN DOS command. 198 

Alt-T keys, 89, 185, 290 

Resize option, 91, 
368, 378, 405 
Alt-R keys, 91, 

113, 117, 128, 238, 251, 272, 342, 

117, 238, 272 
Right just& option, 89, 185, 290, 297 
Right One Character (-+) key, 222 
Right One Word (CUI-+) keys, 222 
rightjustified text, 429 
Rotate option, 91, 236, 238, 256, 269, 367 

Alt-0 keys, 91, 238 



Ruler option, 377 
rulers, 429 

rules, 256-258, 301-304, 310-313, 429 
Run ... option, 416, 418, 422 

placing graphic elements, 305 

S 
SANDWICH.PUB template, 99, 154 
Save art option, 90, 115-116, 129, 235, 238, 253, 

Save as option, 126 
Save dialog box, 109, 125, 176, 195, 265, 276, 363 
Save option, 82, 109, 115, 125, 176, 195-196, 235, 

260, 262, 265, 276, 301, 372, 383 

336, 363, 366, 386 
Alt-S keys, 82, 109, 115, 129, 176, 195, 253, 336, 

363, 366, 386 
Save text option, 85, 183, 195, 235 
saving 

clip art images, 265 
files, 175-177 
graphics, 115-116, 260-261 
publications, 109-11 1, 125-126 
text, 194-196 

scaled mode, 321-323 
Scaled option, 326, 341 
scaled printing, 53-54 
scanned graphics, 278-279, 381-383 

importing, 28, 383 
scanners, 382, 429 
screen area, 73-74 
screen-capture utility, 392-394 
screens, 72-76 

capturing, 97 
cursors, 74-75 
DeskMate colors, 419-42 1 
elevator bars, 77-78 
foreground and background, 420-421 
menu bar, 75-76 

scrolling, 429 
Select (F10) key, 63, 85, 106, 108, 111-113, 115-117, 

124, 127, 201, 216, 223, 244, 246-248, 250-251, 
253, 256, 258-260, 266, 268, 272-275, 284, 287, 
291, 293, 295, 301, 304 

selection tool, 67, 76, 111, 113, 115, 127, 240, 
244-245, 256, 262, 264, 267, 275, 301, 304, 308, 
350, 354, 367, 372, 429 

Set grid option, 377 
Set grid size option, 84, 300, 303-304 
Set line width option, 90-91, 131, 236, 238, 240, 250, 

254-255, 258 
Alt-- keys, 91, 238, 255 

Set Up Fonts dialog box, 200 
Set up fonts option, 86, 96, 196, 199, 316, 331, 

339-340, 385 
Setup option, 414 
shadow boxes, 258-260 
Shift key, 171 
Shift-F10 keys, 171 
Shift-Tab keys, 165 
Show FONTMOVE command, 387 

Show page option, 28, 38, 82, 84, 118, 166, 256, 300, 

Show rulers option, 56, 83, 251, 300, 305, 315, 

368 
Alt-2 keys, 84, 118, 300 

378-379 
Alt-L keys, 83, 300, 305 

SMOOTH.PS file, 335 
smoothed mode, 321-322, 326-327 
Smoothed option, 118, 132 

smoothing feature, 3 17, 3 19 

cropping the screen, 395 
developing screen shot, 394 

activating, 393 
capturing screen, 394 

F5 key, 132 

SNAPZART, 97, 210, 392, 394-395, 429 

SNAPSHOT, 37, 96-97, 210, 392-394, 429 

soft fonts, 316, 340-341, 390-391, 429 
source file, 200 
speed keys, 28, 63-64, 429 
standard art layer, 67-70, 126 
standard fonts, 199 
standard mode, 321-322, 324-326 
Start over option, 64, 82, 234, 256, 265, 372, 377 

stationery 
Alt-Y keys, 82 

planning, 145-146 
templates, 376-379 

Status option, 82, 214, 227 
Alt-I keys, 82, 214, 227 

straight line tool, 67, 369 
Style DeskMate menu, 41 1 
Style menu, 76, 87, 106, 111, 113, 128, 197, 216, 

system configuration, 50-54 

284-285, 287, 316, 330 
F5 key, 80, 106 

T 
Tab key, 165, 171, 218 
target file, 200 
templates, 97-99, 347-379, 429 

lTOPZBOT.PUB, 154 
lTOP3BOT.PUB, 154 
ZTOPlBOT.PUB, 154 
2TOP2BOT.PUB, 154 
2TOP3BOT.PUB, 154, 289 
3TOPlBOT.PUB, 154 
3TOP2BOT.PUB, 139, 154 
business cards, 376-379 
BUSINESS.PUB, 97, 153, 353-354 
CARD.PUB, 97-98, 153-154, 359, 360 
choosing, 153-155 
copying, 100-101 
creating from new publication, 363-366 
customizing, 361-367 
erasing comments before using. 103-104 
FLYEKPUB, 97, 99, 153-154, r53, 355 
flyers from, 372-376 
INVOICE.PUB, 97-98, 153-154, 354 
LETTER.PUB, 99, 154, 354 
LIST.PUB, 97, 153, 356 
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MAILER.PUB, 99, 154, 352, 360 
making from existing publication, 361-363 
MENU.PUB, 97, 153, 356, 358 

newsletters, 98, 100-1 19, 367-372 
SANDWICH.PUB, 99, 154 
saving publication file, 366-367 
stationery, 376-379 

adding to middle of publication, 192-194 
aligning, 191, 425 

version 2.0, 160-163 
as graphics, 242-244 
automatically wrapping, 19 1 
block, 85 
body, 425 
centered, 426 
controlling flow, 174-1 75 
copying, 223-224 
editing, 181, 220-225 
entering, 27, 106, 123, 181, 189-204 
erasing, 225 
fonts, 196 
importing, 204-2 13 
inserting, 192-194 
justification, 169, 427 
leading, version 2.0, 160 
left-justified, 428 
manipulating manually, 185-187 
moddying, 107, 123-124 

leading, 2 17-2 19 
moving, 107-108, 124, 225 
overflowed, 2 13-2 19 
pasting, 224 
preparing for desktop publishing, 17 
right-justified, 429 
saving, 194- 196 
selecting, 216, 222-223 
typing, 191, 192 

text clipboard, 70-71, 108 
Text DeskMate menu, 411 
Text Flow ( F 5 )  key, 171 
text layer, 64, 66, 105, 236, 241, 283-299 
Text menu, 57, 71, 84-85, 108, 124, 182-183, 195, 

F3 key, 80, 108, 124, 195, 224-225 
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