








































































































































































































Set Width 87 

What gets selected depends on the view you are in and the Toolbox 
tool that is active: 

• In Story view, Select all selects the entire story 

• In Layout view with the text tool in a text block, Select all 
selects that block 

• In Layout view with any tool active (except the text and 
cropping tools), Select all selects everything in the window 

Text blocks on your active publication page will appear with brack­
ets around them, called windows/zades. Graphic elements appear 
framed, with eight little boxes surrounding them. 

Result The entire page of the publica tion is now selected, ;vith 
>vindowshades appearing around text blocks. This is useful, since 
text or graphic elements under overlayed text blocks now become 
yjsible. 

To delete the selected items on the page, first hold down the Shift 
key and click the mouse button over it,ems you want to deselect 
(i.e., do not want to delete). Then press al:X to delete all remaining 
items from the window (same as Cut from the Edit menu). 

See Also Bring to front/Send to back and Toolbox 

• MODE 

Layout view or Story view 

• DESCRIPTION The Set width command is used to define 
the horizontal position of characters. This affects the total spacing 
of the characters on a line in a paragraph, not individual character­
to-character spacing. 
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To Set the Width of a Line 

1. Open the Type menu. 

2. Select the Set width option with the mouse. 

3. The Set width pull-down menu will appear adjacent to 
the Type menu. You can select from the set percentages 
listed, or select Other to enter your own, between 1-250 
percen t in 0.1 percent increments. 

See Also Pnmgrnph, Tmck, and Type specs 

I SHOW CLIPBOARD 

• MODE 

Layout view or Story view 

I 

• DESCRIPTION The clipboard is used to store text and gTaphic 
elements you have cut or copied from a publication. Check the contents 
of the clipboard before pasting items into your publication. 

To Show the Clipboard Contents 

Open the Edit menu and select the Show clipboard option. 

Result The clipboard, a single window, will appear in the 
foreground of your screen, showing any items you have previously 
cut or copied . To close the clipboard dialog box, click on the close 
box in the upper-left corner. 

See Also Copy, Cut, and Pnste 
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I SHOW INDEX 
I' I 

• MODE 

layout view or Story view 

• DESCRIPTION Use the Show index command to view the 
series of index entries you have completed for your publication. 
Index entries that are defined in terms of an entire book are also 
accessible this way. 

To Show the Index Entries 

1. Open the Options menu. 

2. Select the Show Index option. 

3. The Show Index dialog box will appear (see Figure.42), 
presenting you with several options. 

4. Click on OK when you are through. 

Show lndeH 

lndeH section: @] [ Go lo neHt I 
Leve1 1 Level 2 

11-ro r. .. [ill t... 

Figure 42: TI1e Show Index dialog box 
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The options are as follows: 

Index section: Clicking thjs option provides a pop-up menu 
of the alphabet. Select the letter of the alphabet your index 
entries are listed under to d isplay them in the scrollable win­
dow in the Show Index dialog box 

Go to next: Clicking thjs button displays the next alphabetic 
section of index entries. At least one index entry needs to be 
present for the next alphabetic letter to be shown 

Reference: At the right of the scrolling lis t is a column 
called Reference. If it shows a number, it's a page refer­
ence. It can also show a ·reference code that defines the 
location of each index entry. The codes are defined below: 

Code Location 

PB Pasteboard 

LM Left master page 

RM Right master page 

OV Overset (unplaced) text 

US Unplaced story 

X-ref: Clicking on this button displays the Create index 
entry dialog box. Use it to add names to the index or to 
crea te c'ross-references 

Edit: Cjicking this button displays the Edit Index entry 
dialog box for use in editing any portion of the index cur­
rently displayed 

See Also Crente inde.'l: and Index entn; 

I SIZE 

• MODE 

Layout view or Story view 

I 
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• DESCRIPTION The Size command controls the size of the 
font you are using in your publication. You can use this command 
to select different point sizes throughout your publication. 

To Size Your Fonts 

1. Highlight the text you want to change. 

2. Open the Type menu. 

3. Select the Size option. 

4. A pull-down menu will appear adjacent to the Size op­
tion. The currently selected font will have a check mark 
next to it. The Other selection in the pull-down menu 
can be used to select point sizes from 4 to 650 points, in 
0.1 point increments. 

Result You' ll see the highlighted text change to reflect your 
la test font-size selection. If no text was highlighted , the next text 
typed in either layout or Story view will appear in the point size 
you selected. 

See Also Font, Type specs, and Type style 

I SNAP TO GUIDES I 
• MODE 

Layout view 

• DESCRIPTION Snap to guides is used to align text, graphics, 
and pointers precisely on the page. 

To Snap to Guides 
1. Open the Options menu. 
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2. Select Snap to guides with the mouse. 

Keyboard Shortcut xu 
This command is a toggle; select it again to turn it off. 

Result New items in the publication (or old ones that you move 
again) will now be snapped to the guides. 

See Also S1tnp to rulers 

I SNAP TO RULERS I 
• MODE 

Layout view 

• DESCRIPTION Snap to rulers is used to align text blocks 
and graphic images precisely a t intersections of the vertical and 
horizontal ru ler lick marks. (The horizontal and vertical tick marks 
on a ruler define a transparent grid behind your publication's 
pages.) 

To Snap to Rulers 
1. Open the Options menu. 

2. Select Snap to rulers with the mouse. 

Keyboard Shortcut XI 

TI1is command is a toggle; select it again to turn it off. 

Result New text blocks and graphic elements (or old ones that 
you move again) wi ll snap to the ruler intersections on the page. 
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See Also Snap to guides 

• MODE 

Story view 

• DESCRIPTION The Spelling command is used to spell­
check words, a block of text, or all stories in your publication. 

To Spell-Check Text 

1. Open the Edit menu. 

2. Select Spelling. 

Keyboard Shortcut :1€L 

3. The Spelling dialog box will appear, as shown in Figure 43. 

4. To close it, click on the close box in the upper-left corner. 

Spellln 

Reedy ... 

Seorch: 0 Sulcc h~1i h •,l t ® Current s tory 0 011 s torie s 

Figure 43: The Spelling d ialog box 
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The options are as follows: 

Change to: Words that PageMaker does not find in these­
lected dictionary wi ll appear in this box. Select from the words 
presented in the suggestion list box below to replace the un­
recognized word 

Search: Searches the selected portion of text, the entire current 
story, or all stories in the publication, depending on the option 
clicked on 

Start: Click on the start button or press Enter. After a specific 
word is found, Ignore replaces Start. Click on Ignore with the 
mouse or press Enter to continue spell-checking your document 
when a word is encountered that you do not want to change. Once 
you've added a word to the user dictionary (mentioned below), 
this button will read Continue 
Replace: Replaces the word highlighted in the Change to 
box with the selected word in the suggestion list box 

Add: Clicking here displays the Add word to user dictionary 
dialog box, shown in Figure 44. The options are as follows: 

Word: Specifies the word you want to add to the dictionary 

Dictionary: Shows a pop-up menu of all dictionaries in­
staJled in your PageMaker program. There can be several 
different language d ictionaries available within the same 
version of PageMaker. You may also choose to create your 
own user dictionary 

Add word to user dictionary U::J 
Word: ~:;:=:;:;:::::::;-----' · I cancel I 
Olctlonnry: I US English I 
Add: 0 As ntllowcrcnsc 

® £1tnc t1y ns typed 

Figure 44: The Add Word to User Dictionary d ialog box 
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Add: Adds the word entered in the Word box to the diction­
ary, either as all lowercase, or exactly as typed (the default) 

Remove: Removes the selected word from the d ictionary 

After selecting the options you prefer to use, and inserting 
words into the dictionaries, click on OK in the Add word to 
user dictionary dialog box. You will still have the Spelling 
dialog box on-screen. 

Result Choosing the Spelling command searches an entire series 
of stories, a specific story, or some selected text for correct spelling. 
After adding a word to the user dictionary, that word will be recog­
nizable during subsequent editing sessions. 

• NOTE In the Add word to user dictionary dialog box, you 
can hyphenate words at the same time that you enter them into a 
dictionary. Insert tildes(-) to designate where and how hyphenation 
should occur: - gets highest priority, --- gets lowest. (Example: 
re-in---fec--tion.) If a tilde is entered a t the begitming of a word, 
that word will never be hyphenated. 

See Also Hyphenation 

I STYLE I 
• MODE 

Layout view or Story view 

• DESCRIPTION The Style command is used to apply dif­
ferent paragraph styles that appear in the style palette. 

To Use the Style Command 

1. Open the Type menu. 
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2. Select the Style option. A pull-down menu will appear 
with the different publication styles listed, which you can 
use to reformat paragraphs. 

See Also Define styles, Pnragmph, and Style pnlette 

I STYLE PALETTE 

• MODE 

Layout view or Story view 

I 

• DESCRIPTION To add a specific style to a paragraph, use 
the Style paleHe command. You can modify any paragraph in 
which you are currently working by leaving the text tool in the para­
graph and accessing the Style paleHe command. (The text tool is 
the A that appears in the Toolbox window.) 

To Use the Style Palette 
1. Highlight a paragraph you want to modify, or leave the 

text tool in the paragraph. 

2. Open the Windows menu. 

3. Select the Style palette option with the mouse. 

Keyboard Shortcut :H:Y 

4. The Styles scrollable window will appear. You may now 
choose which paragraph style to apply to your selected 
paragraph. 

5. Click in the close box when you are through. 

See Also Define sh;les, Style, and Toolbox 
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I TEXT ROTATION I 
• MODE 

layout view 

• DESCRIPTION This command rotates text blocks in 90-
degree increments. Text blocks must not contain any inline graphics 
for the command to work. Once rotated, the text cannot be edited. 

To Rotate a Text Block 

1. Highlight the text block you want to rota te. 

2. Open the Element menu. 

3. Select the Text rotation option. 

4. The Text rotation dialog box will appear (see Figure 45), 
showing four orientations of the le tter A. Select the angle 
of rotation you want. 

5. Click on OK. 

See Also Text wrap 

Figure 45: The Text Rotation dia log box 



98 TextWrap 

I I 
• MODE 

Layout view 

• DESCRIPTION Text wrap is used to define how you want 
your text to flow around independent graphic elements in your 
publica tion. 

To Wrap Text around a Graphic Element 

1. Highlight the graphic you want to flow text around in 
your publication. 

2. Open the Element menu. 

3. Select Text wrap with the mouse. 

4. The Text wrap dialog box will appear (see Figure 46), 
presenting you with several options. 

5. Click on the OK button after making your selections. 

Tetel wrop n OK u 
I Cancel ) I Wrap option: 

!; a~ ~ 
Tout flow: 

5tondoflln Inches: 

Left lullifll Right ~ 
Top ~ Ooltom lo.t67 1 

Figure 46: The Text Wrap d ialog box 
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The options are as follows: 

Wrap option: The first icon positions text over the graphic ele­
ment. The second one creates a rectangular frame arotmd it. The 
third icon will be highlighted if you have already customized a 
graphic's boundary. You can use the Standoff in inches option to 
define the spacing around the graphic element when you select 
the second or third icon 

Text flow: These icons define how text will flow on the page rela­
tive to graphic elements. The first icon stops flm·ving text when a 
graphic is encountered. The second icon causes the text to jump 
over the graphic element and begin at column locations below it. 
The third icon flows text around the graphic element 

Standoff in inches: Use these values to define the amount of 
space or margins around the g raphic element. Select a large 
bottom margin if you plan to add captions to your graphic 
elements 

• NOTE To set default values, make your Text wrap selections 
prior to beginning your publication. 

See Also Page setup and Place 

• MODE 

Layout view 

• DESCRIPTION The Toolbox command is used for on-screen 
access to the pointer, text, cropping, and d rawing tools. 

To Display the Toolbox 

1. Open the Windows menu. 
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2. Select the Toolbox option with the mouse. 

Keyboard Shortcut 31:6 

3. The toolbox will appear in the upper-right corner of your 
screen (see Figure 47). This command is a toggle; hit 31:6 
again to make the toolbox disappear. 

• NOTE To access specific Toolbox functions without display­
ing the box, hit one of the following keys at the top of the keyboard: 

Fl Pointer tool 

F2 Line tool 

F3 Constrained-line tool 

F4 Text tool 

FS Corner tool 

F6 Rounded-corner tool 

F7 Ellipse tool 

FS Cropping tool 

• IIi: File Edit Options Poge Type Element Windows 

10 Compass Reoearch 01 
. '1 ' .'1 .•t 1. '1 'I ' I 

r·· ······················································· · · ·l· · ·· ····· ····· · ··sai"R~ ~o~~~"~ ~ ~~ 1 

Macintosh Conn(d!ivity Aewslettt 11 
I ,, 

:I 
1- ' ~~~··· .... ~--~ ..... ~ [0 j 

• ' I 1Cchr.cl.ocy stxk3 toe the Jut thru yean. ::!' 
roVIb In w Oe*top Publillllnl: Mo:l<etplA:e 

:1: bcen•nnbutr.d to wen in'Ztn.t.:inc !unctioN 

i' rr<v1o\Uly dont ouald• tht comptny,INid< 1l1e -,.; xlstlt\c Oll:e.niutiDJU 
• 5 h: 
l illl"d 3T•I s1• 1 7T•I•T,• I nRQim'''hlHh . ~· "' J • Hr~UOH l!l 

Figure 47: The Toolbox 
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I TRACK I 
• MODE 

Layout view or Story view 

• DESCRIPTION Track is used to ad just the space between let­
ters and words selected in your publication. If no text is selected, 
settings made in this dialog box will apply to the next text you type. 

To Track Kern Your Text 

1. Highlight the text you want to adjust. 

2. Open the Type menu. 

3. Select the Track option with the mouse. 

4. TI1e Track pop-up menu will appear, presenting you with 
several options. 

5. Click on the OK button.after you've made your selection. 

The options are as follows: 

No track: No track kerning or spacing is applied to the text 
(keyboard shortcut: o :1€Q) 

Very loose: Applies track kerning to the selected text block, 
making the space between characters appear very wide on 
the page 

Loose: Kerns the selected text, assuming a slightly larger 
point size 

Normal: Applies track kerning to adjust the font at larger and 
smaller point sizes 

Tight: Track kerns selected text to make characters appear 
closer than the font was designed for 

Very tight: Cond enses text in the selected text block very 
tightly 
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See Also Alignment, Hyphenation, and Type specs 

• MODE 

Layout view or Story view 

• DESCRIPTION The Type specs command is used for defin­
ing type specifications in your publication. You can set default 
"specs" by first accessing this command before beginning your 
publication . 

To Define Type Specifications 

1. Highlight the text for which you want to set type 
specifica tions. 

2. Open the Type menu. 

3. Select Type specs with the mouse. 

Keyboard Shortcut :t~:T 

4. The Type specifications dialog box will appear (see Fig­
ure 48), presenting you with several options. 

5 . Click on the OK button when you have made your 
selections. 

The options are as follows: 

Font: Displays a pop-up menu of fonts you can select for use in 
your publication 

Size: Presents a pop-up menu of the character sizes available 
for the font type selected 

Leading: Displays a pop-up menu defining the different 
parameter selections for font leading, or vertical spacing. The 
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Type speclflcotions 

Font: !!§!!] 
Size: ~~~ ~ I poin t s 

l ending: I Auto I~ I point s 

Se t wl~th: \ Norm nsj l> I per cent 

Color: I Block I 

Po sition: I Norm oi l . 

Cose: I Norm oil 

Tr nck: ~ 

Type style: 181 Normn l D ltnllc D Outline D neuerse 

GtJ 
~1] 
-------· 

D Bold D Underline D Shndotu D Sl riket hr u 

Figure 48: TI1e Type Specs d ialog box 

Auto option sets leading a t 120 percen t of type size. You can 
also set the Autoleading value in the Spacing attributes 
dia log box (see Figure 33) 

Set width: Presents a pop-up menu of options available for set­
ting the w idth of characters w ithin a line of text 

Color: Displays a pop-up menu of colors available for text. 
(Also shown in the color palette.) 

Type style: Click in one or more of the eight boxes to select the 
type style you want 

Position: Displays a pop-up menu of th ree text-position selec­
tions. Normal positions the text at sta ndard distances across 
your publication's page. Superscript positions the text above 
the standard line of text by the amount of space defined in the 
Type options d ialog box, shown in Figure 49. Subscript places 
text below the center of the line of text by the amount of space 
indicated in the Type options d ialog box 

Case: Displays a pop-up menu for defining how you want 
your text to appear. Normal leaves the upper and lower-case 
characters as typed. All caps changes all text to capital letters. 
Small caps changes all letters to small capitals 

Track: Displays a pop-up menu for setting track-kerning options 

Options: Clicking on this button displays the Type options 
dialog box. Here you can set the percentage of point size for 
Small caps size, Super/ subscript size, Superscript position, 
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Type options 

Small caps size: lfl•M I '?, of point size 

Super/ subscript size: ~'?.or point s ize 

Superscript 11osltlon: §]"!.of point size 

Subscrhot po•itlon: §]'?. of point size 

Figure 49: The Type Options d ialog box 

and Subscript position. After you have set these values, click 
on OK. The Type specifications dialog box will reappear on 
the screen 

See Also Font, Leading, Paragraph, Set width, Size, Track, and 
Type style 

• MODE 

Layout view or Story view 

• DESCRIPTION Type style can be used for defining the dif­
ferent font enhancements used in your publication. You have the 
option of using normal, bold, ita lic, underline, strike-through, out­
lined, shadowed, or reverse characters. 

To Set the Type Style 

1. Highlight text you want to modify; otherwise you will set 
the default style. 

2. Open the Type menu. 
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3. Select the Type style option. 

4. A list of type sty les wil l appear. Select the style you prefer 
to use and dick on OK when you are through. 

• NOTE To create color text, highlight the text and select a color 
from the color palette. 

See Also Color palette and Type specs 

I UNDO I 
• MODE 

Layout view or Story view 

• DESCRIPTION Undo undoes the immediately previous ad­
dition or change made to your publication. 

To Undo a Change 

1. Open the Edit menu. 

2. Select Undo with the mouse. 

Keyboard Shortcut xz 

• NOTE Depending on whether they are used in Layout or 
Story view, certain commands can be undone, and others cannot. If 
an action is undoable, you' ll see the word Undo under the Edit 
menu. If it is not, the word Undo will change to Cannot undo and 
be grayed out (unavailable). 

Cutting, copying, pasting, moving text and graphic elements, edit­
ing text, changing the number of pages, copying master guides and 
Page setup parameters can be undone. Changes made with the 



1 06 Zero Lock 

Type and File menus are not undoable. The Styles and Color paleHe 
commands are irreversible as well. 

See Also Revert 

I ZERO LOCK I 
• MODE 

Layout view 

• DESCRIPTION Zero lock is used to anchor the zero point of 
the horizontal and vertical rulers in the publication window. The 
zero point is where the "0" tick marks intersect. 

To Lock the Ruler's Zero Point 

1. Open the Options menu. 

2. Select the Zero lock option. 

3. Use the pointer to drag the zero point to the location you 
prefer. A good spot to place the zero point is a t the upper­
left corner of the image area on your publication page. 

Result Your text and graphic elements will be positioned relative 
to the location of your ru lers. Moving and placing text blocks and 
graphic elements is easier once ru.lers have been locked into place. 

See Also R11/ers 
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PageMaker 4.0 can be used on all Macintosh-compatible network 
products on the market today. Performance of PageMaker 4.0 on a 
network can vary significantly, depending on the following factors: 

Network speed: Page Maker 4.0 will run significantly faster on 
an Ethem et-based Local Area Network (LAN) than on a serial­
based LAN. This is because the speed of Ethernet is several 
times greater than serial-based LANs. Suppose you send a 60K 
PageMaker file from a remote Macintosh II to a file server lo­
cated in another room. With an Ethernet-based LAN this could 
take less than two minutes, while with a serial-based LAN this 
could take as long as five minutes. TOPS (by Sitka), which uses 
Apple Talk, can speed the printing process. 

Size of files: If you are using a rela tively slow network, keep 
the files small, with minimal graphics and text. With a high­
speed network, however, you can increase the size of your files. 

Use of character and image enhancements in documents: The 
faster and less crowded your netvvork, the more you can use 
character and image enhancements in your files. If you have a 
high-speed network installed , you can send enhanced Page­
Maker publications during peak traffic hours of the day; with 
slower networks, reserve sending your files until traffic on the 
network is rela tively low. 

Network user interfaces: When selecting a network program 
for u se with PageMaker, consider the convenience of using an 
INlT utility. INlT network programs are compatible with 
Apple Talk, which is supplied with every Macintosh. They in­
crease the efficiency of file transfers on a network because they 



108 Using PageMaker on a Network 

run in the backgrow1d, freeing your computer for other uses. 
TOPS is one such network program that uses Apple Talk. 

Relative traffic level of the network: Knowing how many 
users are sending files at the same tin1e across a network can 
help you send your PageMaker files efficiently. When someone 
else is printing, the network must allocate some of its time to 
watching the printer spooler on that user's system and coor­
dinating when the print job can be sent to the printer; so avoid 
those times. Send PageMaker files across a network when the 
level of activity is relatively low. To find out the current level 
of activity on your network, look at the screen of the system 
that has been dedicated as the file server. Many network op­
erating systems show a bar graph of tl1e relative amount of 
traffic on the network. Furthermore, programs such as TOPS 
monitor traffic and use an optimjzer to expedite messages over 
the network. 

Location of PageMaker 4.0 on the network: PageMaker 4.0 is 
best used as a dedicated application, running on a single sys­
tem. Frequent disk accesses, periodic saving of files, and the 
use of PageMaker features is relatively slow over a network. 
For tl1e best overall performance, have PageMaker installed on 
the Macintosh system where it will be used most. If you find 
that several members of your work group need a copy of Page­
Maker 4.0, contact Aldus Corporation for a network license. 

Use and management of printer spoolers: Printer spoolers are 
invaluable when printing PageMaker 4.0 publications over any 
kind of network. A printer spooler intercepts a print job on the 
way to the printer, temporarily saving it to the hard disk. When 
the printer is available again, the print job is sent a t the printer's 
transmission rate. As all these background tasks are occurring, 
your computer is free and you can continue to work. Printer 
spoolers can be resident on your computer, or can be part of ti1e 
overall network operating system. Keep in mind that Apple's 
PrintMonitor is only compatible with Apple-specific peripherals 
(Apple L'lserWriter, LaserWriter SC, Image Writer, etc.). Several 
Apple developers are now offering printer spoolers for use on 
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networked Macintosh systems. SuperMac's LaserSpool is a 
spooler that perfom1s excellently over networks, and includes 
many customizable features. Contact your Apple dealer for 
details on any additional printer spoolers available. 

To install a printer spooler, move the spooler icons into the sys­
tem folder and reboot your system. The spooler acts as an INIT 
file, which becomes loaded once your system is rebooted. 
When you are ready to print, select the printer-spooler icon 
from the Chooser option under the Apple symbol, and com­
plete your print job. Aldus has designed its drivers to work 
well with these third-party spoolers. 
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You may find that certain PageMaker 3.X files continue to meet 
your needs, while other files can be made more effective by using 
the features of PageMaker 4.0. (Macintosh PageMaker versions 3.0, 
3.01, 3.02, and 3.02CE are included in the designation PngeMaker 
3.X.) When completing conversions for PageMaker 3.X to Page­
Maker 4.0 files, keep the following considerations in mind: 

• The total size of your fi le in PageMaker 4.0 will be smaller 
than in PageMaker 3.X 

• PageMaker 4.0 composes text more compactly, so line 
breaks that appeared in PageMaker 3.X may not appear in 
a converted 4.0 file 

• Selections made in the Type specifications dialog box in 
PageMaker 4.0 will become active when any new text is 
added to your converted 3.X file. Type specifications as 
defined and saved in the 3.X fi le will be preserved in the 
converted publication, as will be formats 

• Text blocks within the converted PageMaker 3.X file may 
appear shorter, since PageMaker 4.0 uses autoleading for 
more precise positioning of characters on a line 

• A PageMaker 3.X file's text-wrap option for wrapping text 
around a graphic on one of the master pages ·will be ignored; 
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the PageMaker 4.0 automatic text-wrap feature wiU be 
used instead 

To Convert a 3.X File to a 4.0 File 

1. In PageMaker 4.0, access the Open command (31:0) and 
open your PageMaker 3.X file as you would any normal 
file. PageMa.ker 4.0 keeps the original 3.X file intact, trans­
la ting only a copy of the file. 

2. A bar graph will appear on your screen, showing the 
progress of the translation process. Click on the Cancel 
button to cancel the translation at any time. 

3. As the file is being converted from one version to another, 
extensive file-verifica tion tests will be completed by Page­
Maker 4.0. If during the translating process it encounters a 
condition, a brief message will appear on-screen inform­
ing you that PageMa.ker is making the necessary revisions 
to the file. 

4. When the process is complete, PageMaker 4.0 will open 
the translated file as a new, unsaved publication. To save it 
permanently, use the Save (3€5) or Save as commands. 

CONVERJING IBM PC­
BASED FILES TO 

MAGINTOSH FILES 

Keep in mind the following considerations when converting files 
from the PC-based version of PageMaker to PageMaker 4.0 on the 
Macintosh: 

• Throughout the conversion, PageMaker on the Macintosh 
automatically saves the text, the document formatting ac­
complished in the PC version of PageMaker, the graphics 
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stored in the converted file or publ ication, the complete en­
capsulated PostScript (EPS) graphic e lements, and the low­
resolution screen versions of scanned images 

• PageMaker on the Macintosh does not automatically trans­
fer linked graphics or text files, draw-type or object-oriented 
graphics, graphic elements not completely stored in the 
publication, and tables built using the Table Editor. These 
files are considered as separa te items and must be con­
verted ind ividually 

• Prior to starting any file translations from the PC version 
ofPageMaker, save your files wi th Adobe PostScript fonts 
and d evice d rivers selected. While PageMaker4.0 is com­
pleting the file conversion, the PostScript fonts and printer 
driver will be seamlessly transferred from the PC version 
to the Macintosh version. If the incoming file from the 
PC has not been saved with PostScript fonts and p rinter 
drivers selected, the default values of PageMaker 4.0 will 
be applied to the d ocument 

• Areas in PageMaker publica tions where draw-type or 
object-oriented graphics have been inserted on the PC 
w ill appear grayed out on the Macintosh, with an X over 
the area of the page where the image had been p laced. Use 
the file-conversion utilities of your PC-based draw pack­
ages to import the graphic files that are assigned to these 
X'ed areas as PJCT files 

• Low-resolution images tha t have been saved in your PC­
based version of PageMaker w ill be automatically con­
verted by PageMa ker 4.0 on the Macin tosh. To re insert the 
high-resolu tion version of these graphic files, use the 
utilities fou nd in your PC-based graphics package to trans­
late PC-based graphic files into P!CT files. Once the PICT 
file is available, relink the g raphic element to your publica­
tion with the Links command 

• TI1e IBM extended-character set differs from the Macin­
tosh character set. Since the Macin tosh screen technology 
is based on bi t-mapped characters instead of ANSI charac­
ters, the Macintosh can replicate the IBM characters con­
ta ined in your document. Once your fi le is accessible on 
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the Macintosh, leave these characters as they appear; if 
you choose to reconvert the file back to the PC, these char­
acters will be readable. If they are changed, the PC will not 
be able to recognize them 

• NOTE lf your Macintosh system has SuperDrive, you will be 
able to read M5-DOS formatted disks without using communication 
programs that specialize in translating PC files to the Macintosh. 

To Convert a PC File to a Macintosh File 

1. Copy the PC version of your PageMaker file to a 3V2" disk. 

2. Insert the disk into your Apple Macintosh SuperDrive. It 
will appear as an icon on the Macintosh system's desktop. 

3. Use the Apple File Exchange to convert your file from PC 
format to Macintosh format. 

4. Load PageMaker 4.0 on your Macintosh. 

5. Press 3€0 to open the file converted from your PC version 
of PageMaker. The Open dialog box will appear. 

6. Select the converted file and click on the OK button. 

7. After completing your editing of the converted file, use 
the Save as command to save the converted file in the 
PageMaker 4.0 file format. 

• NOTE If your Macintosh does not have SuperDrive insta1Jed, 
use one of the following communication programs: Aldus Corpora­
tion has tested MacLink by Data Viz, TOPS by Sitka, and MacBridge 
by Tangent Technologies, and fow1d these products to complete file 
transfers successfu1Jy. When using these programs, transfer the files 
in binary format. 
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A 
Actual size command, 1 
alignment 

to guides, 91-92 
to rulers, 92-93 
of text, 1-2, 42-44, 64 

Alignment command, 1-2 
Arabic numerals for page num­

bering, 62 
Autoflow command, 2-3 

8 
bit-mapped fonts, 77 
black-and-white images, 38 
blank pages, printing, 77 
Book command, 4-5 
Bring to front command, 5-6 

c 
center alignment, 42 
01ange command, 6-8 
changes 

saving. 83-84 
undoing. 81, 105-106 

changing text, 6-8 
character spacing, 87-88 
Clear command, 8-9 
clearing clipboard, 8 
Clipboard 

clearing, 8 
copying items to, 13 
cutting items to, 17-18 
displaying items on, 88 
pasting items to, 68-69 

Close command, 9 
Close story command, 10 
collating with printing, 75 
color 

creating and editing. 18-19 
of lines, 65 

palette for, 11 
selecli ng, 103 

Color palette command, 11 
color separations, 77, 79 
column guides, 11- 12 

copying, 13-14 
locking, 56 

Column guides command, 11- 12 
columns 

breaks for, 64 
displaying. 33 
text flow in, 2-3 
width of, 11- 12 

commands, help for, 34 
contrast, 38-39 
converting files, 111- 114 
Copy command, 13 
Copy master guides command, 

13-14 
copying 

items to clipboard, 13 
li nked files, 85 
styles, 21 

Create index command, 14-15 
Crea te TOC command, 16- 17 
cropping, 76,99-100 
cross-references 

in indexes, 46, 90 
linking for, 53-56 

Cut command, 17-18 
cutting items to clipboard, 17-18 
CYM K colors, 19 

D 
default line style, 50 
default link opLions, 52 
Define colors command, 18-19 
Define styles command, 20-21 
deleting 

wi th Clear, 8- 9 
with Cut, 17-18 
graphics, 8-9, 17-18 
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pages, 80-81 
words from d ictionary, 38 

dictionary, 36-38, 64, 94-95 
Display master items command, 

22 
Display paragraph command, 

22-23 
Display s tyle names command, 23 
displaying 

actuill size, 1 
clipboard , 88 
columns, 33 
entire pages, 30-31 
entire pasteboi!rd, 31 
guides, 33-34, 74 
index en tries, 89-90 
master pages, 22 
rulers, 33 
stacked images, 5-6 

drawing tools, 99-100 

E 
Edit layout commilnd, 24 
Edit story command, 24- 25 
editing 

colors, 18- 19 
with inline g raphics, 97 
stories, 24-25 
styles, 21 

enlarging pages, 69 
error messages, 78 
even pages printing, 77 
exiting PageMaker, 79-80 
Export command, 25-26 

F 
files 

consolidating, 4-5 
converting, 111-114 
exporting, 25- 26 
linking. See linking files 
saving, 83-85, 112- 113 
size of on networks, 107 

FiU command, 27-28 

Find command, 28-30 
Find next commilnd, 28-30 
Fit in window commilnd, 30-31 
Fit in world command, 31 
flow of text, 2-3, 98-99 
Font command, 31-32 
fonts 

bit-mapped , 77 
enhancements for, 104- 105 
and le11ding, 49, 68 
PostScrip t, 78 
sectrching for, 28-30 
selecting, 31-32, 102 
size of, 90-91, 102 
substitute, 76-77 

force justification, 2, 64 
full alignment of text, 1-2 

G 
Go to page command, 32-33 
graphics 

deleting, 8-9, 17- 18 
flowing text around, 98-99 
importing, 70-71 
pasting, 68 
selecting, 86-87 

gray sca le, 38-39 
Greek text, 73 
grids 

alignment to, 66 
g rids, s ize of, 66 

guides 
display ing, 33-34, 74 
snapping to, 91-92 

Guides command, 33-34 

H 
height of pages, 61 
Help command, 34-35 
hiding master items, 22 
HLS colors, 19 
horizontal g uides, 33 
horizontal rulers, 83, 106 
Hyphenation command, 35-38 



hyphenation dictionary, 64, 95 

IBM files, converting, 112-114 
Image control command, 38-40 
images on networks, 107 
Import command, 40-41 
importing 

adjusting images while, 38-40 
graphics, 70-71 
text, 21, 40-41 

indentation, 44, 63, 66 
Indents/tabs command, 42-44 
independent gra phics, 71 ,98-99 
index entries, displaying, 89-90 
Index entry command, 45-46 
indexes, 14- 15, 45-46, 89-90 

cross-references in, 46, 90 
INIT network programs, 107 
inline graphics, 71,97 
Insert pages command, 46-47 
intensity, 38-39 

J 
joining fi les, 53-56 

K 
kerning, 67, 101 ,103 
knockouts, 77 

L 
landscape orientation, 61, 77 
layout, 24, 73-74 
leaders, 42-43 
leading, 48-49,67, 102- 103 
Leading command, 48-49 
left alignment of text, 1-2, 42, 64 
left margins, 44, 63 
Line command, 49-50 
Lines 

number of, for printing, 39 
spacing between, 48-49 

spli tting of, 64 
styles for, 49-50, 65-66 
width of, 49, 65, 88 
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Link info command, 51-52 
Link options command, 52-53 
linking files, 51-56 

with converting, 113 
copying with, 85 
with Open, 60 

Links command, 53-56 
Lock guides command, 56 
low-resolution images, 113 

M 
margin guides, 33 
margins, 44, 62, 63 
master page, displaying, 22 
measurement system, 

choosing, 73 

N 
names 

with saving, 84-85 
of styles, 23 

negative images, printing, 77 
netvvorks, 107-109 
New command, 57 
New sto ry command, 57-58 
numbering pages, 62-63 

0 
odd pages, printing, 77 
Open command, 59-60 
orientation of page, 61, 77 
orphan control, 65 

p 

PageMaker 
3.X files, converting, 111- 112 
exiting, 79-80 
using on a network, 107- 109 

Page setup command, 60-63 
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pages 
displaying actual size of, 1 
displaying entire, 30-31 
inserting, 46- 47 
numbering, 62-63 
removing, 80-81 
size of, 61, 69 

palette. See Color palette 
command 

PANTONE-certified colors, 18-19 
paper sizes, 76 
Paragraph command, 63-68 
paragraphs 

appearance of, 63-68 
displaying special characters 

in, 22-23 
spacing between, 64 
styles for, 95-96 
in tables of contents, 16 

pasteboard, displaying entire, 31 
Paste command, 68- 69 
pasting items to clipboard, 68-69 
patterns, 27, 38-39, 49 
Percentage size command, 69 
Place commands, 70-72 
point size, 48-49,103-104 
pointer tool, 99-100 
portrait orientation, 61, 77 
positioning 

with g rids, 66 
with rulers, 83 
with scroll bars, 85-86 
of s tacked images, 5-6 

PostScript fonts, 78 
Preferences command, 72-74 
Print command, 74-79 
printer-description files, 76 
printers on ne tworks, 108-109 
printing 

blank pages, 77 
even and odd pages, 77 
page range, 75 

proportional kerning, 67 

Q 
Quit command, 79-80 

R 
ranges 

for indexes, 45 
printing of, 75 
reducing pages, 69 
references with indexes, 90 
Remove pages command, 80-81 
Replace command, 71-72 
replacing 

text, 6-8 
words wilh Spelling, 94 

reverse order, printing in, 75 
Revert command, 81 
right alignment of text, 1-2, 42, 64 
right margins, 44, 63 
Roman numerals for page num-

bering, 62 
rotating text, 97 
Rounded corners command, 82 
ruler guides, locking, 56 
rulers, 73 

anchoring, 106 
displaying, 33 
setting, 83 
snapping to, 92-93 

Rulers command, 83 

s 
Save command, 83-84 
Save as command, 84..:.85 
saving 

with Close, 9 
files, 83-85, 112-113 
with links, 52 
with Quit, 80 

seating with printing, 75 
Scroll bars command, 85- 86 



scroUing, 32-33 
searching 

for fonts, 28-30 
for text, 6-8, 28-30, 94 

Select all commnnd, 86-87 
Send to back command, 5-6 
Set width command, 87-88 
shad ing, 27 
shapes, filling, 27-28 
Show clipboard command, 88 
Show index command, 89-90 
size 

of display, 1, 30-31 
of files, on networks, 1 07 
offonts, 90-91, 102 
of grids, 66 
of pages, 61, 69 
of paper, 76 
of text, 48-49, 103-104 

Size command, 90-91 
smoothing, 77 
Snap to guides command, 91-92 
Snap to rulers command, 92-93 
sorting of indexes, 45 
spacing 

of characters, 87-88 
ol columns, 11-12 
of lines, 48-49 
of paragraphs, 64 
in tables of contents, 17 
of words and letters, 67,101 

Spelling command, 93-95 
spelling dictionary, 64 
spoolerson networks, 108-109 
stacked images, 5-6 
status messages, 78 
stories 

beginning, 57-58 
closing, 10 
editing, 24-25 

Style command, 95-96 
Style palette command, 96 
styles 

copying and editing, 21 

of corners, 82 
defining, 20-21 
displaying names of, 23 
of lines, 49-50, 65-66 
of paragraphs, 95-96 
searching for, 28-30 

subscripts, 103-104 
substitute fonts, 76-77 
superscri pts, 103 

T 
tables of conten ts, 16-17, 64 
tabs, 42-44 
text 
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alignment of, 1-2, 42-44, 64 
deleting, 8-9,17-18 
flo\ving of, 2-3 
with graphics, 98- 99 
importing, 21, 40-41 
kerning, 101 
pasting, 68 
rotating, 97 
searching for, 6-8, 28-30 
selecting, 86- 87 
size of,48-49, 103-104 
spacing between lines of, 

48-49 
styles for, 20-21 

text columns, width of, 11-12 
Text rotation command, 97 
Text wrap command, 98-99 
thumbnail printing, 75 
tiles, 77 
Toolbox command, 99-100 
top of caps kerning, 67 
topics 

for help, 34 
for indexes, 45-46 

Track command, 101-102 
trays, printer, 76 
Type specs command, 102-104 
Type style command, 104- 105 
typestyles, searching for, 28-30 
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u 
Undo command, 105- 106 
undoing changes, 81, 105-106 
updating with links, 52, 55-56 

v 
vertical guides, 33 
vertical rulers, 73, 83, 106 

w 
widow control, 65 

width 
of characters, 103 
of columns, 11-12 
of lines, 49, 65, 88 
of pages, 61 

windowshades, 87 
words 

z 

hyphenation of, 35-38, 95 
spacing of, 67, 101 
spell d1ecking of, 93-95 

Zero lock command, 106 



Selections from 
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APPLE/MACINTOSH 

The ABC's of Excel 
on the Macintosh 
Douglas Hergert 
314pp Ref. 562-X 
Th1s Utle is wriuen lor users who want a 
quick way to get started w1th th1s highly­
acclaimed spreadsheet program. The 
ABC's oilers a rich collect1on of hands-on 
examples and step-by-step instruCtiOns 
lor work1ng w1th worksheets charts. data­
bases. and macros. Covers Excel 
through Version 1.5. 

ABC's of Excel on the 
Macintosh 
(Second Edition) 
Douglas Hergert 
334pp. Ret. 634-0 
Newly updated to 1nctude version 2 2. this 
tutorial offers a quick way lor beginners to 
get started doing useful work with Excel. 
Readers build practical examples lor 
accounting, management . and home/ 
office applicat1ons, as they learn to create 
worksheets. cnans. databases. macros. 
and more. 

AppleWorks Tips and 
Techniques 
(Second Edition) 
Robert Ericson 
462op. Ref 480-1 
An md,spens1ble coltect10n ol umesaving 
techmques, practical solutions, and ups 
on undocumented problems lor every 
AppleWorks user. Th1s expanded new 
ed1t1on covers all vers1ons through 2.0. 
and includes in-depth treatment of 
macros. 

Desktop Publishing with 
Microsoft Word on the 
Macintosh 
(Second Edition) 
Tim Erickson 
William Finzer 
525pp. Ref 601-4 
The authors have woven a murder mys­
tery through the text us1ng the sample 

publications as clues Explanal,ons of 
page layoul. headings. fonts and styles. 
columnar text. and graphiCS are Interwo­
ven within the mystery theme olth1s excit­
'ng teaching method. For Version 4.0. 

Encyclopedia Macintosh 
Craig Danulof1 
Deke McClelland 
650pp. Ret 628·6 
Just what every Mac user needs-a com­
olete reference to Macintosh concepts 
and lips on system software. hardware 
applicauons. and troubteshoo\mg 
Instead of chapters. each sect1on IS pre­
sented 1n A·Z format with user-lnendly 
1cons tead1ng the way. 

Excel Instant Reference 
SYBEX Prompter Series 
William J. Orvis 
368pp. Ref. 577-8. 4 3f<' ' x 8" 
This pockel-s,zed reference book con­
ta,ns all ol Excel's menu commands. math 
operat1ons. and macro functions Quick 
and easy access to command syntax. 
usage, arguments. and examples make 
th1s Instant Reference a must. Through 
VerSIOn I .5 

HyperTalk Instant Reference 
SYBEX Prompter Series 
Greg Harvey 
316pp. Rei. 530-1 4 3/a .. x 8" 
For senous HyperCard users. thiS linger­
lip reference offers complete. cross­
referenced summanes of HyperTalk 
commands. functions. propert1es. and 
constants. Examples of usage and an 
introduction to Scripting are provided. 

Mastering Adobe Illustrator 
David A. Holzgang 
330pp. Rei. 463-1 
Th1s text prov1des a complete Introduction 
to Adobe llluslrator. bringing new sophisti­
cation to art1sts using compu1er·a1ded 
graphiCS and page design technology 
Includes a look at PostScript, the page 
composition language used by Illustrator 



Mastering AppleWorks 
(Second Edition) 
Elna Tymes 
479pp. Ref. 398·8 
New chapters on busmess applications. 
data sharing DIF and Applesoft BASIC 
make th1s practical. 1n-depth tutorial even 
beller. Full d etails on AppleWorks 
desktop, word processing, spreadsheet 
and database funcuons. 

Mastering Excel 
on the Macintosh 
(Third Edition) 
Carl Townsend 
656'pp. Ref. 622-7 
This h1ghly acclaimed lutonal has been 
updated for the latest vers1on of Excel 
Full o f extensive examples. tips, apphca­
uon templates. and illustratiOns. Th1s book 
makes a great reference for usmg work­
sheets. databases, graphics. charts. 
macros. and tables. For Vers1on 2.2 

Mastering Microsoft Word on 
the Macintosh 
Michael J. Young 
447pp. Ref. 54 1-7 
This comprehenswe. step-by-step guide 
shows the reader through WOAD's exten­
SIVe capabilities, from baSIC ed1tmg to cus­
tom formats and desktop publ ish~ng . 
Keyboard and mouse 1nstruct10ns and 
pract:ce exerc1ses are 1ncluded. For 
Release 4.0. 

Mastering Powerpolnt 
Karen L. Mc Graw, Ph.D. 
425pp. Ref. 646-4 
The com plete guide to c reating hJgh· 
.quahty graph1c presentations using 
PowerPoint 2.01 on the Macintosh­
offeiing detailed, step-by-step coverage 
of everything from starting up the soft· 
ware to fine-luning your slide shows for 
maximum effect. 

Mastering Ready, Set, Gol 
David A. Kater 
482pp. Ref. 536-0 
This hands-on introduction to the popula1 

desktop publishing package for the Mac­
intosh allows readers to produce 
professional-looking reports, brochures, 
and flyers Wrilten for Vers1on 4, this title 
has been endorsed by Letraset. the 
Ready, Set. Go! software publisher. 

Understanding Hard Disk 
Management on the Macintosh 
J. Russell Roberts 
334pp. Rei. 579·4 
Th1s is the most comprehensive and acces­
~ble guide to hard disk usage for all Macin· 
tosh users. Complete coverage includes 
SCSI and senal dnves and ports. formatting. 
f.le fragmentation, backups, networks, and a 
helpfu ciagnostJC appendix. 

Understanding HyperCard 
(Second Edition) 
Greg Harvey 
654pp. Ref. 607·3 
For Mac users who want clear-cui steps to 
quick mastery of HyperCard. this thor­
ough tutonal introd uces HyperCard from 
the Brows,ng/Typ1ng and Authoring/ 
Paintmg levels all the way to Scripting w1th 
HyperTalk, the HyperCard programming 
language. No prior programmmg experi­
ence needed. For Version 1.2. 

Using the Macintosh 
Toolbox with C 
(Second Edition) 
Fred A . Huxham 
David Burnard 
Jim Takatsuka 
525pp. Ref. 572-7 
Learn to program with the latest versions 
of Macintosh Toolbox using lh1s clear and 
succ1nct Introduction. Th1s popular title 
has been rev1sed and expanded to 
include dozens of new programm~ng 
examples for windows, menus, controls. 
alert boxes. and disk 1/0 . Includes hierar­
chical file system, Lighlspeed C, 
Resource files. and A ~aker. 
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PUBLISHING 

The ABC's of the New Print 
Shop 
VIvian Dubrovln 
340pp. Ret. 64()..4 
Th1s beg1nner's guide stresses fun. pract1· 
cality and orig1nal 1deas. Hands-on tuton· 
als show haw to create greeting cards. 
invi tations. signs. flyers. letterheads. ban· 
ners. and calendars. 

The ABC's of Ventura 
Robert Cowart 
Steve Cummings 
390pp. Ref. 537·9 
Created espec1ally for new desktop pub­
lishers. this IS an easy introduction to a 
complex prog ram. Cowart provides 
details on using the mouse. the Ventura 
side bar. and page layout. with careful 
explanations of publishing terminology. 
The new Ventura menus are all carefully 
expla1ned . For Version 2. 

Mastering COREL DRAW! 
Steve Rimmer 
403pp. Ref. 685·5 
This four-color tutorial and user's guide 
covers draw1ng and tracing, text and spe­
Cial effects. f1le Interchange. and adding 
new fonts. With 1n-depth treatment of 
design principles. For verSion t . 1. 

Mastering PageMaker 
on the IBM PC 
(Second Edition) 
Antonia Stacy Jolles 
384pp. Ref. 521·2 
A guide to every aspect of desktop pub· 
fishing with PageMaker: the vocabulary 
and baSICS of page deSign. layout. graph­
ics and typography, plus instructions for 
creating fin1shed typeset publications of 
all kinds. 

Mastering Ventura 
(Second Edition) 
Matthew Holtz 
613pp. Ref. 581-6 
A complete, step-by-step guide to IBM 
PC desktop publishing wi th Xerox Ventura 

Publisher. Practical examples show how 
to use style sheets. format pages. cut and 
paste, enhance layouts. import matenal 
from other programs and more. For 
Version 2. 

Understanding PFS: 
First Publisher 
Gerry Litton 
310pp. Ref 616-2 
Th1s complete gu1de takes users from the 
basics all the way through the most com­
plex features ava1fable. Discusses work· 
ing ,-mh text and graphiCS. columns. clip 
art. and add-on software enhancements. 
Many page layout suggestions are 1ntro· 
duced. InCludes Fast Track speed notes. 

Understanding PostScript 
Programming 
(Second Edition) 
David A. Hofzgang 
472pp. Ref. 566-2 
In-depth treatment of PostScnpt for pro­
grammers and advanced users working 
on custom desktop publishing tasks. 
Hands-on development of programs for 
font creat1on. Integrating graph1cs. printer 
Implementations and more. 

Ventura Instant Reference 
SYBEX Prompter Series 
Matthew Holtz 
320pp . Ref. 544- t . 4 Ji,, .. x a" 
This ccmpact volume offers easy access to 
the complex details of Ventura modes and 
options. commands. side-bars. file manage· 
ment. output deviCe configuration. and con· 
trol. Written for veroons through Ventura 2. 1! 
also inducles standard procedures for pro· 
jed and JOb control. 

Ventura Power Tools 
Rick Altman 
318pp. Ref. 592-t 
Renowned Ventura expert. Rick Altman 
presents strateg1es and techmques for the 
most effic1ent use of Ventura Publisher 2 
This meludes a power d1sk with DOS u!lh· 
ties wh1ch is speoally deSigned for optl· 
mizing Ventura use. Learn how to soup up 
Ventura. edit CHP files. avoid design trag· 
edies, handle very large documents, and 
improve form. 



Your HP LaserJet Handbook 
Alan R. Neibauer 
564pp Ref 618·9 
Get the most from your pnnter with thos 
step·by·step instruction book for usong 
LaserJet text and graphocs features such 
as cartndge and soft fonts, type selection. 
memory and processor enhancements. 
PCL programm1ng and PostScropt solu· 
loons Tn1s nands-on guode provodes spe· 
cofoc onstructoons 'or workong woth a vanety 
of software 

CAD 

The ABC's of AutoCAD 
(Second Edition) 
Alan R. Miller 
375pp Ref. 584·0 
This brief but effective introduction to 
AutoCAD quockly gets users draftong and 
desognong With this complex CADD pack· 
age The essential operatoons and capa· 
bilities of AutoCAD are neally deta1led. 
using ll proven. step·by·step me!hod that 
is laolored to the results·onented beginner. 

The ABC's of AutoLISP 
George Omura 
300pp. Ref. 620·0 
Thos book is for users who want to 
unleash the full power of AutoCAD 
through the AutoLISP programm1ng ian· 
guage In non-technocal terms. the reader 
os shown how to store point locations. 
create new commands, and man1pulate 
coordonales and text Packed woth tops on 
common cod1ng errors 

The ABC's of Generic CADD 
Alan R. Miller 
278pp Ref 608·1 
Thos out stan dong guode to computer-a1ded 
desogn and draftong woth Genenc CADD 
assumes no prev1ous experoence woth 
computers or CADD. This book w111 have 
users doong useful CADD work in record 
tome. oncludong basoc drawing woth the 
keyboard or a mouse. erasing and 
unerasong, making a copy of drawongs 
on your pnnter. addong text and organoz· 
ong your drawings usong layers. 

Advanced Techniques 
in AutoCAD 
(Second Edition) 
Robert M. Thomas 
425pp Ref. 593-X 
Develop custom applicatoons using 
screen menus. command macros, and 
AutoUSP programmong-no pnor pro· 
gramming expenence required Topics 
onctude customozong the AutoCAD envi· 
ronment. advanced data extraction tech· 
noques, and much more. 

AutoCAD Desktop Companion 
SYBEX Ready Reference Series 
Robert M. Thomas 
1094pp. Ref. 590·5 
This is a complete reference work cover· 
ong all the features. command s. and user 
op:ions avaolable under AutoCAD 
Release 10, onctudong drawong basic and 
complex ent1l1es. edoting, displaying, 
pnnting, p lotting, and customizong draw· 
•ngz. mon1puloting the drawing database. 
and AutoLISP programming. Through 
Release tO. 

AutoCAD Instant Reference 
SYBEX Prompter Series 
George Omura 
390pp. Ref 548-4, 4 3j," x 8 ' 
This pocket-sized reference is a quock 
guide to all AutoCAD features. Des1gned 
for easy use. all commands are organized 
with exact syntax . a bnef description. 
optoons. tops. and references. Through 
Release tO. 

Mastering AutoCAD 
(Third Edition) 
George Omura 
825pp. Ref 574·3 
Now in ots third edition, thiS tutorial guide 
to computer-aided design and draftong 
woth AutoCAD is per1ect for newcomers to 
CADD as well as AutoCAD users see kong 
greater proficoency. An architectural pro· 
ject serves as an example throughout. For 
Release 10 



Mastering VersaCAD 
David Baaaett-Parklns 
450pp. Ref. 617-0 
For every level of VCAD user. lh1s com­
prehensive tutorial treats each phase of 
project design •ncludmg drawing, modify· 
1ng, grouping, and f11ing. The reader will 
also learn VCAD p roject management 
'lnd many tips. tncks, and shortcuts Ver­
s•un 54 

WORD PROCESSING 

The ABC's of Microsoft Word 
(Third Edition) 
Alan R. Neibauer 
461pp. Ret. 604-9 
This is tor the novice WORD user who 
wants to beg1n producing documents in 
the shOrtest time possible. Each chapter 
has short. easy-to-tallow lessons tor both 
keyboard and mouse, includ1ng all the 
bncic editing, formatt•ng and print1ng 
functions. Vers•on 5.0. 

The ABC's of WordPerfect 
Alan R. Neibauer 
239pp. Ref. 425-9 
This basic mtroductoon to WordPefect 
cons•sts ot short. step-by-step lessons­
for new users who want to get going last. 
Topics range tram s1mple ed•ting and for· 
matting. to merging, sortmg. macros. and 
more. lndudes version 4.2 

The ABC's of WordPerfect 5 
Alan R. Neibauer 
283pp. Ret. 504-2 
Th1s introduclion explains the basics of 
desktop publishing w1th WordPerfect 5: 
editing, layout. formalling, printing, sort· 
mg. merg•ng , and more. Readers are 
shown how to use WordPerlect 5's nevr 
leatures to produce great-looking reports. 

The ABC's of WordPerfect 5.1 
Alan R. Neibauer 
352pp. Ret. 672-3 
Neibauer's delightful wriling style makes 
th1s clear tutonat an especially effective 
learn•ng tool Learn all about 5. 1 · s new 
drop-down menus and mouse capab1l· 

•t•es that reduce the tedious memonzat•on 
of funct•on keys. 

Advanced Techniques in 
Microsoft Word (Second Edition) 
Alan R. Neibauer 
462pp. Ref. 615·4 
This highly acclaimed guide to WORD is 
an excellent tutorial for intermediate to 
advanced users. Topics 1nclude word pro­
cessong tundamentals. desktop publish· 
•ng with graph•cs, data management, and 
working in a multiuser env11onment. For 
Versoons 4 and 5. 

Advanced Techniques 
in MuitiMate 
Chris Gilbert 
275pp. Ret. 4t2-7 
A textbook on efficient use of MultiMate 
tor busoness applications. •n a senes at 
self-contained lessons on such top•cs as 
multiple columns. high-speed mergmg, 
mailing-list pnnt1ng and Key Procedures. 

Advanced Techniques In 
WordPerfect 5 
Kay Yarborough Nelson 
586pp Ref. 511·5 
Now updated for Version 5, th1s invaluable 
gu de to the advanced features of Word· 
Perfect prov•des step-by-ste:p mstructions 
and practical examples covering those 
specoalized techn1ques which have most 
perplexed users-indexing. outlining. 
tore•gn-language typmg, mathematical 
tun~tions. and more 

The Complete Guide 
to MuitiMate 
Carol Holcomb Dreger 
208pp. Ref. 229-9 
Th1s st'Jp-by-step tutonal is also an excel· 
lent reterence guide to MultiMate teatures 
and uses. Topics include search/replace, 
library and merge functions. repagina­
uon. document detaults and more. 

Encyclopedia WordPerfect 5.1 
Greg Harvey 
Kay Yarborough Nelson 
t tOOpp. Ret 676·6 
Th1s comprehens•ve. up-to-date Word­
Perfect reterence IS a must for beginning 



and expenenced users alike. W1th com· 
plete. easy-to-find mformatlon on every 
WordPerfect feature and command --and 
1t's organized by practical functions. with 
business users 1n m1nd 

Introduction to WordStar 
Arthur Naiman 
208pp. Ref. 134-9 
Th1s all time bestseller is an engaging lust­
time Introduction to word processmg as 
well as a complete gUide to us1ng 
WordStar-from basic editing to blocks. 
global searches. formatting. dot com­
mands. SpeiiStar and MaiiMerge. 
Through Version 3.3. 

Mastering DisplayWrite 4 
Michael E. McCarthy 
447pp. Ref. 51 0-7 
Total traimng. reference and support for 
users at all levels- in pla1n. non-technical 
language. Nov1ces Will be up and runn1ng 
in an hour's time; everyone will gain com­
plete word-proc essing and document­
management skills. 

Mastering Microsoft Word 
on the IBM PC 
(Fourth Edition) 
Matthew Holtz 
680pp. Ret. 597-2 
Th1s comprehensive. step-by-step gUide 
details all the new desktop publishing 
developments in th1s versatile word pro­
cessor. includmg d eta1ls on ed1Jing, for­
matting. pnnt1ng. and laser pnntmg. Hollz 
uses sample bus1ness documents to dem­
onstrate the use of different fonts graph­
ICS. and complex documents Includes 
Fast Track speed notes. For VerSions 4 
and 5 

Mastering MultiMate Advantage II 
Charles Ackerman 
407pp. Ref. 482-B 
This comprehensive tutonal covers all the 
capabi lities of MulliMate, and highlights 
the d1fferences between MultiMate 
Advantage II and preVIous vers1ons-1n 
pathway support. sorting. math. DOS 
access. using dBASE Ill, and more. With 
many prac11cal examples. and a chapter 
on the On-File database. 

Mastering WordPerfect 
Susan Baake Kelly 
435pp. Ref. 332-5 
Step·by·step training from startup to mas­
tery. featunng practical uses (form tellers. 
newslellers and more). plus advanced 
topics such as document security and 
macro creation. sort ing and columnar 
math. Through Version 4.2. 

Mastering WordPerfect 5 
Susan Baake Kelly 
709pp. Ref. 500-X 
The revised and expanded version of this 
definitive guide is now on WordPerfect 5 
and covers wordprocessing and basic 
desktop publishing. As more than 
200,000 readers of the orig1nal ed1tion 
can auest. no tutorial approaches 1t for 
clarity and depth of treatment Sorting, 
line drawing, and laser printing included. 

Mastering WordPerfect 5.1 
Alan Simpson 
1050pp. Ref. 670-7 
The ultimate gUide for the WordPerfect 
user. Alan S1mpson, the "master commu­
nicator." puts you in charge of the latest 
features of 5. 1· new dropdown menus 
and mouse capabilities. along with the 
desktop publishing, macro programming. 
and file conversion functions that have 
made WordPerfect the most popular word 
processing program on the market. 

Mastering WordStar Release 5.5 
Greg Harvey 
David J. Clark 
450pp Ref. 49 1-7 
This book is the ultimate reference book for 
the newest verSion of WordStar. Readers 
may use Mastering to look up any word pro­
cessing function. including the new Versoon 
5 and 5.5 features and enhancements. and 
find deta·led Instructions for fundamental to 
advanced operabons 

Microsoft Word Instant 
Reference for the IBM PC 
Matthew Holtz 
266pp Ref. 692-B 
Turn here for fast. easy access to concise 
informat1on on every command and fea­
ture of Microsoft Word \•ersion 5.0 -- for 



edrting, formatting. mergrng. style sheets. 
macros. and more. With exact keystroke 
sequences. discussion of command 
optrons. and commonly·performed tasks 

Practical WordStar Uses 
Julie Anne Area 
303pp. Ref. 107-1 
A hands·on gUide to WordStar and 
MariMerge applicatrons. wrlh solutrons to 
comon problems and " reapes" for day­
to·day tasks. Formalling. merge-printing 
and much more: plus a quick-reference 
command chart and notes on CP/M and 
PC·DOS. For Version 3.3. 

Understanding 
Professional Write 
Gerry Litton 
400pp Ref. 656-1 
A complete gurde to Professronal Wnte 
thai takes you from creating your first 
srmple document. rnto a detarled descrip· 
uon of all major aspects of the software. 
Specral features place an emphaSis 011 
the use of drfferent typestyles to create 
attractive documents as welt as potential 
problems and suggestro:1s on how 10 get 
around them. 

Understanding WordStar 2000 
David Kolodney 
Thomas Blackadar 
275pp. Ret. 554·9 
Thrs eng agrng. fast-paced series of tutori­
als covers everything from moving the 
cursor to print enhancements. format 
files. k ey glossanes. wrndows and 
MaiiMerge. Wrth p ractrcal examples. 
and notes for former WordStar users. 

VIsual Guide to WordPerfect 
Jeff Woodward 
457pp. Ret. 591·3 
This is a visual hands-on guide which is 
rdeal for brand new users as the book 
shows each activrty keyst rake· by­
keystroke. Clear ilfustratrons of computer 

screen menus are ~r~cluded at every 
stage. Covers basic editrng, formalling 
lines, paragraphs. and pages, using the 
block feature, footnotes. search and 
replace. and more. Through Version 5. 

WordPerfect 5 Desktop 
Companion 
SYBEX Ready Reference Series 
Greg Harvey 
Kay Yarborough Nelson 
1006pp Ref. 522-0 
Desktop publishrng features have been 
added to this compact encyclopedia. This 
trtle offers more detailed. cross­
referenced entries on every software fea­
tures rncludmg page formatting and 
layout. laser printing and word process· 
mg macros New users o' WordPerfect. 
and those new to Versron 5 and desktop 
pubhshmg writ fmd thrs easy to use for on· 
the-job help. 

WordPerfect Instant Reference 
SYBEX Prompter Series 
Greg Harvey 
Kay Yarborough Nelson 
254pp Ret. 4 76-3. 4 3/•" x 8" 
When you don't have trme to go drgging 
through the manuals, lhrs fingertip guide 
offers clear. conase answers: command 
summaries. correct usage. and exact key­
stroke sequences for on-the-JOb tasks. 
Convenrent organrzation reHects the struc­
ture of WordPerfect. Through Version 4.2. 

WordPerfect 5 Instant Reference 
SYBEX Prompter Series 
Greg Harvey 
Kay Yarborough Nelson 
3 16pp. Ref 535-2. 4 :J/4' x 8" 
Thrs pocket-srzed reference has all the 
program commands for the powerful 
WordPerfect 5 organrzed atphabetrcaJiy 
for qurck access. Each command entry 
has the exact key sequence. any reveal 
codes, a hst of available optrons. and 
optron-by-option discussrons. 



Keystroke Commands 

Command Keystrokes 

25% size ~0 

50% size ~5 

75% size ~7 I• 

200% size ~2 

400% size 3€4 

Actual size 3€1 

Bring to front 3€F 

Change 3€9 

Close story 3€W 

Color palette 3€K 

Copy ~c 

Cut ~X 

Define styles ~3 

Edit layout ~E 

Edit story ~E 

Find 3€8 

Find next 3€, 

Go to page 3€G 

Guides 3€J 

Hyphenation ~H 

Indents/tabs 3€1 



Keystroke Commands 

Command Keystrokes 

Index entry :!€· I 

Links :!€ = 

New :ll: N 

Open :1€0 

Paragraph :ll:M 

Paste :ll: V 

Place :ll:D 

Place I Replace :ll:D 

Print :ll:P 

Quit :ll:Q 

Ru lers :ll:R 

Save :ll:S 

Select a ll :ll:A 

Send to back :ll: B 

Snap to guides :ll:U 

Snap to rulers :!€[ 

Spelling :ll: L 

Style palette :ll: Y 

Toolbox :1€6 

Type specs :ll:T 

Undo :ll:Z 






