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Starting a new publication

Exercise 1

i) Decide on the measurement units you want. See page 16 to change the settings if necessary

i) Follow the procedure below to start a new document with the following settings:

Layout Type: Print Page size: A4 Orientation: Portrait
Columns: 1 Facing pages off’ Automatic Text Box off
Margins: 2.35cm (0.846in) top and bottom, 3cm (1.134in) left and right
Filez-New<= Prqject to display the New Project diaog box. Thenyou can | Projects and Layouts
set the following: e When you build anew file
Page Click on size or enter valuesin Width and Height fields you cr_eaﬁe_aprqect_
_ _ _ * A project file contains one
Margin Enter valuesin the Top, Bottom, L eft, and Right fields or more layouts, which are
guides Check Facing Pagesto set up aleft- and right-facing spread the physical pages of the
For facing pages, L eft and Right margin fields change to job you are creating
I nside (between pages) and Outside (to left and right of e A layout isequivalent to a
pages) document in previous
Column Enter number of columnsin the Columnsfield Versons o
guides Enter the space between columnsin the Gutter Width field | © Individual layouts withina
_ ) project can have different
Automatic Check Automatic Text Box to place atext box on a page sizes
text box document's first page and on Master Page 1. If you do this, : :
" ¢ A single project can
pages you add will also have atext box on them include print and/or Web
layouts
Click OK and the screen now appears something like this:
Ruler origin: Drag Tool palette: Ruler guides: Colour Document
from here into the h |
document window to s-gleifeuc{ rggﬁls drag ::fesrz ‘om palette Layout palette
reset ruler zeros highlighted
Qua D Pa no axp avo _ ol x
1 File Edit Style I Page Layout View [Utilities Window \ Help == %]

2HD‘II\Il\\1I6‘IIII|II1II2‘IIA\IIB‘HIAlIHﬂIIH|HIID|\IH|II\£I1|\HIMIHB|IIII‘II1\I2|\\II‘HWI\6|IHN\II2IID|H‘II\I|\HﬂIII\llHIB|IN|H1II2‘\II\lH‘I\I6|HII|II2IID\I‘ ﬂ

D—% \ Colours
4_5 N |50|ifN =l
= i’ = #CH IU_
g ; @ B Atwe =
BE M Elack 4
1_5 W HEie |
23 % The handles E?ﬁn z
= - reen
_E SthOW thatt.thls W tagenta 4]
Bl item is active BWreo X
el
L; = Ml F=oistration j
7= L]
EEWZ \
; Rulers: These S Sos:
el track drawing ;1ge IS,
el and movement Show margins
g = of boxes
EE
4
33 1X) % Frorem w[paem alrr 3| s [roo 0 A P iy
v [agcm H: [4486 cm 7 [oem +| % [100% - e fugm
e Pl ololl o) 4
£\ Layout 1| Pasteboard:
View percent: v " ~ Can create, position, an_d group
shows current Current page easuremgn S items on the pasteboard just as on
magnification. Double- number o palette.] . a document page. Can drag
click to highlight and shows details o between the pasteboard and the
enter new value active item document page
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The Tool palette

Tool Use to More details
move, Click an item to make it active, indicated by resizing handles and a darkened outline. To
delete activate multiple items, marquee (drag an imaginary box around) them or Shift+click to
"@" and copy | add to/remove from the active set. Pointer changes to “* over an active item. Drag to move
ltem items it. By waiting until an item flashes after clicking on it and before dragging it, you will see
(boxes, the actual item rather than an outline. Ctrl+Alt+Shift+click (Mac: #+Option+Shift+click )
linesand | shows successive hidden items. If you pressthe Ctrl (Mac: 3) key on its own, any tool
groups) | switchestemporarily totheltem tool.
import Pointer changes to I-beam, I over an active text box. Use . to click an insertion point or
I{I’FF. and to highlight text by dragging. Multiple clicks within atext box successively highlight a
change | word, line, paragraph, and the entire story. Pointer changesto " over an active picture
Content | POX box containing a picture. Drag with 7 to reposition picture in box.
contents Crop apicture by resizing the box.
rotate Pointer changes to #. Movethe pointer to the rotation point you want. Press and hold
.::I the_ down the left button. Pointer changes to [/\-" & is displayed at the rotation point. Drag [;3‘
: active out of the crosshairs to rotate the item. By waiting until an item flashes after clicking on it
Rotation | items and before rotating it, you see actual item rather than outline. Release mouse to place the
item. Shift constrainsto 45° increments. To keep [~ selected, hold down Option (PC: Alt).
reduce To magnify, click over section where you want greater detail. To zoom out, Ctrl+Click.
or Additional clicks change the view scale by 25%. Can use® to drag out arectangle
q enlar_ge enclosing an area of detail to fill the document window. Y stays selected.
Zoom theview | \when another tool is selected, the Zoom tool can be made available temporarily by holding
down Ctrl + spacebar. Add Alt to zoom out.
Text Box The

Isi When one is selected, the pointer changes from % into the ltem
|y%l | ®|®|® |ag D] :ﬁiossm Creation pointer (+) when it is over the page.
To create atext or picture box, click on the first corner, drag the

rou ) .
Picture Box gr e aﬁ) | mouse to the diagonally opposite corner, release the mouse

|§I®|®I®IE¢I@|@| used to | Putton.

create To create alineg, click to start, drag to the other end, release the
items mouse button.

Li n? Holding down Shift constrains text boxes and rectangle or
| i ’R v | + | s I rounded-corner rectangle picture boxesto squares, oval picture
b boxes to circles and the orientation of lines drawn with the Line
Line Text-Path tool to 0°, 45°, and 90°.
| a0 | Al |'h-—| To keep a creation tool selected (when creating multiple items),
hold down Option (PC: Alt) when you select it.
Thetoolswith a » in the top right corner provide accessto a
selection of related tools when the left mouse button is held
down.
link and The Linking tool is used to connect text boxes, allowing flow from one box to
unlink text another. Establishes atext chain, also called astory. Unlinking tool breaks links.
Linking | boxes Both tools are also used to set or break links on master pages used in page insertion.
'z When either is selected, the links for the active text chain are displayed.
Ur;lliﬁnki ng Floyv into atext box i§ shown by an arroyvhead going into its upper left corner. Flow
out is shown by thetail of an arrow coming out of the lower right corner.
== Scissors
Ef'? Starburst
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Changing the display to help you work

Exercise 2

Follow the procedures below to:

i) Setthe rulers' zero points to the intersection of the margin guides

ii) Set ruler guides so there is one every 2" (5cm) horizontally and vertically from the
margins (see picture on right)

iii) Set Snap to Guides to ON

Changing the rulers' zero point

Do thisto measure accurately from any position

1

Point to the zero box: Drag to the new zero and
press the left button:
= File Edit View = File Edit View [agyoy
: 2 4 \|IE‘\\I|IM\llm\\l%‘l\lmﬂlmﬁ‘l\ drag' the
0 = rulers
3 show
E // where
" / you are

Release the mouse and the
Zeros are reset:

= File Edit View

] |.|‘|.|.%|.h|.h\.|.\.|.|.E|.h|.h\.|.\

b
nnnnt

=

\|||
&

TIP: Asyou drag, the Measurements Palette shows the exact position of the zero

Setting ruler guides

These help you to position items. Drag horizontal guides from the top ruler and vertical guides from the left
ruler. Drag onto the pasteboard for guides which extend beyond the page. Ruler guides are green. Can move
guides to new positions.

Point to
ruler:

the

|I|D||I|

Press the left Drag to where you Release the TIP: Asyou
button: want a guide: Mmouse: drag, the

[ 0|
Wl

1N Measurements

*

Using the Guide Manager

Palette shows
the exact
position of the
guide

i) The Guide Manager alowsyou to setup aregular grid very quickly

ii) Utilitiese=Guide Manager ..., make the required settings
iii) Click Add Guidesthen click OK

Snapping to guides

When Snap to Guidesis set, abox edge, line or item creation pointer snapsto a guide like steel to a magnet
when you drag it near. View< Snap to Guidesto turn on/off. v means ON.

Changing the page view

Choose a view from the View menu.
Or enter from 10% to 400% in View Percent and press ..

Or, use

oL

(see page 2).

Or, use akeyboard shortcut: eg Ctrl+0 (Mac: 3+0) to Fit in Window
Or, with any tool, Ctrl+click to Zoom in, Ctrl+Alt+click to Zoom out

J i
[ w00<  Pagefi
T Layout 1 I

View Percent field (bottom left
of document window). To
select, double-click it or PC:
Ctrl+Alt+V (Mac: control+V)
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Putting a picture on the page

Exercise 3
Follow the steps below to:

i) Draw a rectangular picture box 4" (10cm) high by 2" (5cm) wide, using the grid of ruler guides

i) Import the graphic SHIP.TIF from the folder H:\\QXP into the rectangular picture box

Create a box to hold the picture

i) Select E or [E:] etc and move the + to where you want to start the box N

ii) Hold down the mouse button and drag + diagonally %

iii) Release the mouse button when the box is the size and shape you want

NOTE:Hold down Shift while dragging to restrict a box to a square or acircle

Put a picture into a box

i) Select I{fr? and click on the picture box
ii) FileeGet Picture... to display the Get Picture dialog box

iii) Locate and select the picture to import, then click Open
Adjusting a picture

Exercise 4

Use the procedures below to:

i)  Fit the picture to the box proportionally

ii)  Switch to the Item tool and move the picture so that it is on the margins at the
bottom right of the page (see right)

i) Save the publication

11
Changing the size of a picture
Select the picture, then use the following:
Action PC Mac
Style=Fit pictureto box Ctrl+Shift+F F+Shift+F
Style=Fit pictureto box (proportionally)  Ctrl+Alt+Shift+F 38+Option+Shift+F
Decrease/increase scale of picture by 5% Ctrl+Alt+Shift+</>38+Option+Shift+</>
Y ou can aso enter valuesin the X% and Y % fields to scale the picture
Resizing and moving a box
To change the size of abox so that it fits a picture, Style®Fit Picture To Box. Or use the following:
Change the size by dragging a handle when the pointer is =2 or enter valuesin the M easurements
Drag these 10 palette to specify new size and location:
Drag these change width X 2413 W 3853 A
tohcef}gﬂge %Zmag a corner to change e H: 4729" Cols

height and width Position of top Width and
left corner Height

To move abox with its contents, select '@' and drag the box to new position, or change X and Y values

on the M easurements Pal ette.
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Cropping pictures

Cropping is a standard technique for selecting the most effective portion of a picture

Just make the box
smaller than the
picture (seeright).

Once you have fixed J
the box size, you can

adjust the position of

the picture using the

Content tool

Before cropping

After cropping

)

Exercise 5

Fit the box to the picture
Move the box so that its base is on the bottom margin

Crop sky from the top of the picture so the box becomes a square, ie 2"
(5cm) high

Select the Item tool and move the box so that is on the bottom and right
margins (see the picture on the right)

Changing the position of a picture inside a box

There are three ways of doing this:

Mouse Drag it with the Content tool, Iimﬂ'l
Measurements palette  Enter valuesin the X+ and Y+ fields or click E and EEI
Keyboard PC Mac
Ctrl+Option+M  38+Shift+M centre picture in box
Arrow keys Arrow keys nudge picture in 1-point increments

Alt+arrow keys  Option+arrow keys nudge picture in 0.1-point increments

Deleting a picture

To delete a picture but |eave the box, click with I{fr? and press the backspace key,

To delete abox with what it contains, click with "@" and press the backspace key,
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Putting lines on the page

Drawing lines

In typesetting, lines are also referred to asrules. | f‘ i |—|— |z1r|
. T

i) Select one of the tools from the line flyout (see right)
ii) Position the + and pressto establish the first endpoint

The tools are Line, Bezier Line,
Orthogonal Line and Freehand

iii) Drag until the line length and the second endpoint are what Line respectively
you want

Modifying lines

Select aline (or lines), then [tem®=M odify to change any attributes. Y ou can also use the Colour s Palette to
change colours. For individual lines you can use the Style menu or the M easur ements Palette:

x1: |0.13 em w2: |9.888 cm [Endpoints ]
W 12t - YYYSTIT NN, —_—
Vi: [2519Tem || 2 [z5.181 cm N fleet 1] | M -]
Start point End point Choose anything but - . - . - .
co-ordinates co-ordinates  Endpoints to show ﬁgill(m%mfo_r ;"G'itht Click 7 for styles:  Ciick ! for endcaps:
A IDQ ‘ ILeﬂPuint LI ‘ = = mm mm [of — >
IE 10 1 [ Wiy
I9.?58 cm "y . .- —
seesesnss Al e »
— Do i
Y ou can aso change the length and angle of aline by dragging one of its [T IE:: —
handles. — i
Thit
Trip
Exercise 6

Place a rule, of your choice, on the bottom margin (see right)

Deleting aline

Click with "@" and press the Backspace key,

Moving aline

Drag it with "@"
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Putting text onto the page

Exercise 7

Follow the procedures below to: Ta B ]2

i) Draw a text box which is 0.8” (2cm) high and on the left, right and top margins — —

i) Draw a second text box which is 2" (5cm) below the top margin, on the left and right — —
margins and 2” (5cm) above the bottom margin (see the picture on the right)

i) Type the following into the small text box: Go to sea with DTP ﬁ

iv) Import the text file LEAFLET.DOC from H:\QXP into the large text box

v) Move the second paragraph so that it comes before the first

by <put your name here>

Creating a box to hold text

i) Select , and move the + to where you want to start the box

ii) Pressthe mouse button, drag the + diagonally and release it when the box is the size and shape you want

NOTE:Hold down Shift to restrict the box to a square

Typing, selecting and deleting text

Select I;ST? , click in atext box, and start typing at the Insertion point.

To select text, drag with the mouse, click from 2 to 5 times to select successively the current word, line,
paragraph and story, or use Shift and cursor movement keys. Or click at start and Shift+click at end. Use
Delete, Insert in the usual way.

To delete text, select and press the Delete key.

Bringing in text from afile

Y ou can import text into an empty box or into a box that already contains text.

i)  Click on atext box with

I{mﬁ' and place the Text Insertion bar at the place you want to insert text. To

replace arange of text with text from afile, highlight it.
ii) File=Get Text... todisplay the Get Text dialog box.
iii) Select type of fileto import from the Files of Typelist.
iv) Select thefile you want and click OK.

NOTE: If thereismore text than fitsin the box, the text overflow indicator, E appears at the bottom right

Moving text

To copy/move text, highlight it then use Edit® Copy/Cut and Edit®Paste. The ability to drag and drop text
can be turned on viathe Application I nteractive preferences.

Moving a text box

Drag it with the Item tooal,

Deleting a text box

i

, use the M easur ements Palette or use [tem® M odify

To delete a box with what it contains, click with "@" and press the Delete key

Showing non-printing characters

View=Show/Hide I nvisibles to display/hide invisible characters (tab, space etc).

Intro to QXP 6.5.doc, dI, 13/06/07 16:26




Text formatting

Font formatting

Fonts are collections of typefaces. Examples of fonts:
Serif and Sans Serif

adeefg A BCD EFG Times New Roman. Thisis a Serif typeface. A serif is a decorative

addition to the basic character shape.

adeefg ABCDEFG Arial. Thisisa Sans Serif typeface. It has no serifs.

Font size and style

Font size is measured in points. One inch is approximately 72 points. The point size is the design size, not the
actual height. The following characters are 36 pt. The box is 0.5 inch (1.28cm) square.

X|]TH Hfjx

Font styles include ROMAN (or Plain), Bold and Italic

Making changes
QuarkX Press applies changes to highlighted text or, for new text, at the text insertion point.
StylesCharacter to display the dialog box, then make desired settings.

Y ou can change some things using the M easur ements Palette:

Leading Font Size Select from drop-down lists or, for size, enter number
ll Iauto - ’E? IAriaI LI |12pt LI
Al 1y EI5D [Fefefu]ufe]efs]x[ ][]z

Kerning

<—Click these buttons to toggle a Type Style on/off

Character formatting commands are also available separately in the top half of the Style menu.

Exercise 8

i) Format the headline in a Sans Serif font and set its size so that it runs across the width of the box. Add
bolding etc to suit your taste

ii) Format the byline in a bold Sans Serif font at a reasonable small size

iif) Format the body text in the large box in a Serif font. Resize it so the text ends above the picture

Proportional and non-proportional fonts

Most typesetting fonts are proportional: Non-proportional fonts, such as Courier New,
the horizontal space each character originated on typewriters which had to use the
occupies depends on its width: same amount of space for each character:

M niwul Mniwul
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Paragraph formatting: Indents, Alignment, Spacing and Hyphenation

Thefollowing all apply to paragraph(s) which you have selected by highlighting or, for one paragraph, by
clickingin.

All paragraph specifications are available via the Style® For mats command:

Paragraph Attributes m I I P

FDrmatSlTabs |Ru|es | Alth h setti inth
oug Ingsinine

LeftIndent Iﬁ [ Lrop Caps —————— Paragraph Attributes dialog
Eiret Line: o Choracter Count. [T ] box are displayed in the

. | Line Count |— units of measurement that
Bight Indent: [ B are specified on the General

tab of the Document

Leading: [puto -] O Keep Linss Together Preferences, you can enter
O All Linesin 1 i i
Space Before: ID.. il Vlal ues using any units you
ease.
O Start: Encl: P
Space After. IU" I_ ! I_ ) )
Valid examplesinclude:
Alignment, Jugtified M [T Keepwith Next 1
| I ? 6pt  2p5
Ha.J: IStandard j [ Lock to Baseline Grid .
3in 0.3cm
4mm

[0]4 | Cancel | Apply |

At the same time as the dialog box is displayed, aruler is displayed over the text box. The First, Left and
Right indent markers can be dragged to set indents. Whether values are set viathe box or the ruler, the effect
of changes may be seen by clicking the Apply button.

Toset Alignment, youcanalsouse =

on the M easurements Palette.

NOTE: To create anew hyphenation rule of your own, eg to turn off hyphenation, Edit®H& Js, click
New and make settingsin the dialog box.

Exercise 9

In the large text box:

i) Remove the extra line space between each paragraph

i) Set all text to be justified

iii) Set the first line indent to 0.1” (0.25cm) for all paragraphs except the first

iv) Save the publication

Some of the parts of a letter

Ascender O T

x-height

Descender

C_\JJ J|baseline
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Typography — adjusting text spacing

Typographic control facilities allow you to fit text precisely and to enhance its appearance.

Exercise 10

Use the techniques below to:

i) Increase the size of the headline by 5pt

i) Select the headline and adjust its tracking so that it fits on one line

iii) Decrease the leading of the heading so that the byline reappears in the box

iv) Set the leading of the text in the large text box to 14pt

Changing Leading (line spacing)

Leading is the distance between the baselines of two lines of text. SL LIT
Select the paragraphs you want to change the leading for. Then,

L}
| these are the Leading arrows v ( ] ] e S
A:J ’autu - ’E? !Arial 13 312 pat 13 -

F o) E[ET alelofs[a]ofsix]<[e]:]¢]

Click [2] to increase and [=x] to decrease leading in 1-point increments

The default leading is
120% of point size

Hold down Ctrl (Mac: Option) while clicking to change leading in 0.1-point increments.

Y ou can aso apply leading values by entering a value in the leading field (default is auto) to the right of the
leading arrows. Apply the value entered by pressing the tab key, or exiting the Measurements pal ette.

Kerning

Kerning alows you to adjust the space between character pairs.

QuarkX press automatically kerns character pairs which requireit. The
kerning described here isin addition to this. 1 kerning unit = 1/200 of
an em space.

NOTE: 1 emisthe point size. So, for 12 point text, 1 em = 12 points

First, place the Text Insertion bar between the two characters. Then use
the kerning arrows on the M easurements pal ette:

i » IE.S cm W, IE.DEE cm .y ID“ ll Iauto = IE?

e |B.DS4 cm H: |3.‘|480m Cals: |1 il IU O] E

Kern values of -10 (AV)
and +10 (VA)
Jsrial | izpt [~]
[Flo 2 ule]e[o]8]x[<]:]:]¢]

These are the Kerning arrows

Click the left/right kerning arrows to decrease/increase kerning in 1/20-em increments. Hold down CTRL
(Mac: 3 + Opt) while clicking the arrows to kern in increments of 1/200 em. Or, enter avalue in the kerning
field to the right of the kerning arrows. To apply your value, tab to the next field, select another field, or exit
the palette.

Tracking

Tracking auto  Tracking-20 Tracking +20

Tracking allows you to adjust the space between letters and words in arange of text. Negative values decrease
the space; positive values increase the space.

First, highlight the range of text to track. Then, use the same procedures as kerning.
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Exercise 11

before setting of 6pt. Then follow the steps below to:

i) Change the number of columns to 2

iii) Lock the main text paragraphs to the baseline grid so that the column bases align

Insert a subhead “Printing” before the last main text paragraph. Format it as 15pt Arial Bold with a space

i) Set the baseline grid so that its increment is the same as the text leading (ie 14pt)

Changing the number of columns

i) Activate the text box
ii) Item=Modify

iii) Set Columnsto the number you want and Gutter Width to the distance between them

The baseline grid

The baseline grid is a horizontal grid which you can useto aign
the baselines of text regardless of the text size. A specific useisto
ensure that the base of columns are aligned.

To seethe the baseline grid: View® Show Basdline Grid. It shows
as magenta lines.

Defining the baseline grid

sl Tendlt

] E |:
T

Sime

poen

Here, the start of the grid
has been set to 2 inches
and the grid itself has
been set to 36 points (1/2
inch). The text is locked
to the grid

i) EditePreferences® Typographic

ii) Enter avalue between 0 and 13.889in (35.2 cm) in the Start field of the Baseline Grid area to specify

the distance from the top of the page to the first line of the grid.
iii) Enter avalueinthelIncrement field for vertical distance between the grid lines.

iv) Click OK.
Locking paragraphs to the baseline grid

Y ou can align baselines from column to column and from box to box across a page and across spreads by

locking paragraphs to the baseline grid.

i) Select aparagraph or range of paragraphs
ii) StyleeFormats

iii) Check Lock to Baseline Grid.

iv) Click Apply to preview the new format.
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Master pages

Exercise 12

Start an A4 single column publication with Facing Pages. Set top and bottom margins to 1.5cm (0.6 in),
inside margins to 2cm (0.8 in) and outside margins to 4cm (1.6 in)

Create a new facing pages master page, B-Master B

Modify B-Master B as follows:
On the left master page, place a heading that reads “This is a Left Page Header”
On the right master page, place a heading that reads “This is a Right Page Header”

Add 4 pages based upon B-Master B to the document
Apply B-Master B to page 1

Place guides and items on master pagesif you want them to appear automatically on document pages.

The settingsin the New Project dialog box specify the format of the default master page.

Adding and deleting master pages

Up to 127 are allowed
| | New, duplicate,
To add a new master page, drag a new single page, [Jora ID 0 _|_|_| N section and delete

facing page, (], into the master page section. Or select amaster
page icon and click Duplicate, 3

To delete amaster page, click it and then click the delete button,
=

Modifying master pages

buttons

This section shows
master pages

This section shows
<— document pages.
Click onicon to

i)
i)

= M |r m

select

In the Document Layout palette, double-click on the master =
page to modify or Page="Display and select aMaster Page sraces ]

Make changes then double click on document page icon or
Page= Display< L ayout

‘Apply Master page B to document page 1

Applying master pages

To apply amaster page to existing document page(s):

i)
i)

Display the Page Layout palette (Window® Show Page L ayout if necessary)
Drag a master page icon onto a document page icon

Add document pages

i)

i)

In the Document Layout palette, drag a master page icon to where you want to insert a page. A pointer
(| etc) appearsindicating the direction pages will reflow if you insert a page at that position. A page
icon appearsiif inserting the page will not affect the placement of existing pages. To add a document
page which has no associated master page, drag an appropriate blank page button into the document area

Rel ease the mouse when the pageisin the desired position

Alternatively, Page® Insert...
Delete document pages

i)

i)

In the Document Layout palette, select the pages to delete (Ctrl+click to add pagesto a selection,
Shift+click to select arange)

Click the Delete button, Pl

Alternatively, Page® Delete...
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Move document pages
In the Page Layout palette, drag the page icons to a new location

Exercise 13
Follow the steps below to:
i) Insert page numbers on all pages

i) Check that all master items appear correctly on each document page

iii) Suppress the master items on page 1

Automatic page numbering

i)  Display master page and create a text box

ii) TypeCtrl+3 (Mac: 3+3) to put the page number character, <#>, into the text box, then format it
Suppressing master items

To stop master items appearing on a particular document page, delete them from that page

Changing page margins and columns

i) Display the master page as above, then Page®= M aster Guides
ii) Enter new valuesin the Margin and/or Column Guidesfields
iif) Click OK

Exercise 14

Change the page settings to 3cm margins and 2 columns with a 1cm gutter

Linking and unlinking text boxes

Exercise 15

i) Create two text boxes, each filling one of the columns
i) Follow the steps below to link the boxes together

iii) Import the text from LEAFLET.DOC

iv) Adjust the size of the text boxes until both are full and each column of text on the page is the same length

v) Save the publication as Links in My Documents

Linking boxes with the Linking tool,

i) Select and click on the box to flow from. Note the moving dotted borders (called marquees)
indicating that a"from" box has been activated.

ii) Click on the box to flow to. Get an arrow, 4 e showing the new link.

If you hold down Alt when you select the Linking tool (to keep it selected), the box you link to is now
marqueed. Thisisthe new "from" box. Can continue to click on boxes to create an entire text chain.

NOTE:If you link to atext box that is part of achain, the box is extracted from its chain before the new link is
made. If your "from" box isin the middle of achain, the "to" box isinserted after it. Y ou can't link two boxes
that both contain text.

Unlinking boxes with the Unlinking tool,

Select and click on the link to break: the arrowhead entering the box to break the flow in, or the tail of
the arrow exiting the box to break the flow out. Text stays with the section of the chain containing the head of
the chain.

When you click on the arrowhead or tail, the arrow disappears. If you pull off the box without releasing the
button, the link will not be broken.

Extract a text box from a chain

Press Shift and click on box with to extract. Links are rerouted and text stays in the chain.

Intro to QX P 6.5.doc, dI, 13/06/07 16:26 13



Supplementary
Meaterial

Basic file management

Saving a document

i) FileTSave Asto save anew document for the first time.
ii) Inthe File Name box type aname

iii) Select appropriate drive and directory

iv) Press.J

For subsequent saves, use File® Save.

Automatic save and backup
This causes QuarkX Press to save changes periodically to protect from system failure.

i) Edit®Preferencese Application® Save
ii) Check Auto Save and specify atime interval in the Minutesfield
iii) Click OK
Automatic save and backup
This causes QuarkX Press to keep previous revisions of a publication.

i) EditePreferences® Application® Save
i) Check Auto Backup and set the number of revisionsin the Keep box.
iii) Click OK

Open an existing document

i) FileeOpen . If necessary, select adifferent disk drive
ii) If necessary, move to the directory which containsthefile
iii) Click on thefileto open

iv) Press.or click OK
Automatic backup

Lets you keep previous versions of documents

i) EditePreferencese Application

ii) Check Auto Backup and put number of revisions (up to 100, al taking up disc space!) to keep in the
Revisionsfield

iii) Click button next to Destination to select a new directory for backup
iv) Click OK
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Working with items in general

Thefollowing apply to active items. Picture boxes, text boxes and lines are al items.

Make one copy of an item

Item<e Duplicate

A duplicate of the item will appear at the offsets defined in the Step and Repeat dialog box (see next).
Make any number of copies at regular intervals

i)
i)
i)

iv)

Item< Step and Repeat
Put number of copiesin Repeat Count

Enter valuesin the Horizontal/Vertical Offset fieldsto specify distance to |eft or right/up or down that
copies are to be placed.

Click OK

The Super Step and Repeat command allows you to modify numerous additional attributes.
Rotating items

Item®Modify thenentera or Usethe Measurements or .::I

value from -360° to +360° palette: enter avaluein place Use

in 0.001° incrementsin the of 0°inthe <& 07 field and See description of tools
Anglefield and click OK press ENTER on page 2

Changing the stacking order of overlapping items

Select the item to move and then use Send Backward, Send to Back, Bring Forward and Bring to Front on
the Item menu

)

i)

ii)

iv)

Vi)

Exercise 16

Start a new document: A4, margins: top=1.5cm (0.4in), bottom=1.2cm (0.49in), left=1cm (0.3in),
right=1cm (0.35in)

Draw a square of side 3cm (1.2in) at top left margins. Duplicate it with horizontal offset=2cm (0.8in) and
vertical offset=3cm (1.2in) so that a series of square runs down the diagonal of the page. Colour all the
squares

Draw a text box 30cm (12in) wide and 5cm (2in) high, type your name into it, then rotate it so that it runs
along the other diagonal. Resize it if necessary so that it fits on the page. Increase the size of the text
until it fills the box

Draw a circle from the left margin to the right and place it in the centre of the page. Colour it and then put
it behind all other items

Save and close the document

In a new document, draw a rectangle 1cm * 8cm, frame 1 point. Duplicate it three times so that you now
have four. Rotate and arrange as follows:

[ ] ]
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Miscellaneous features

Changing preferences

Edit= Prefer ences allows you to change a wide range of basic settings.
Changes made while no document is open apply to all new documents.

Changes made while a document is active apply to that document, except for Application preferences, which
always apply to all documents.

Adding document pages

i) Go to the page that you want to insert before or after

ii) Page=lnsert

iii) Enter the number of pagesto insert inthe Insert Pagesfield
Deleting document pages

Page® Delete. Enter page number(s) and click OK
Moving and copying pages between documents

i) View=Thumbnails
ii) Drag page between documents
or use EditeCut/Copy and Paste

To see source and destination documents simultaneoudy, do Windows# Tile
Moving and copying items between documents

i)  View< anything except Thumbnails

ii) Selectitem(s) with "@" and drag item(s) between documents
or use Edit® Cut/Copy and Paste

Text and picture display
Greeking can help speed screen display; it does not affect printing

i) EditePreferenceseGeneral

ii) Check Greek Below, and enter a point size from 2 to 720 points to replace the screen display of
characters below that size with agrey bar. Check Greek Picturesto replace the screen display of pictures
with grey boxes

Putting a frame (border) on a box

When you create a box, the width of itsframeis zero (unless the default has been changed
viaEdit® Preferences® Tools). What you see on the screen is a guide. It does not print.
To make the frame printable,

i)  Select the box with IST? or "@* then Iltem® Frame
ii) Set Width, Style, Colour and Shade as required and click OK

NOTES

¢ When you frame atext box, you may need to change Text I nset (see Changing the inset of text in a box
on page 17

¢ When you frame a picture box, you may need to resize the picture so that the frame does not obliterate part
of it.
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Changing the inset of text in a box

When you frame atext box, the space between the text and the frame (the inset) is determined by the default
preferences value. Thiswill probably be too small. To changeit,

i) Select the box, then Item® M odify and select the Text tab

ii) Set Text Inset asrequired and click OK

DesEtor PuUbTISHING
scftware runs oo
standard business
computer There areg

a range of desktop

Desktop publish-
ing software runs
on standard busi-
ness computer
There are a range

H hlishi -
To change the default, double-click on the Text tool, [a]*, then P ons.  werying in of desktop b
CliCk M0d|fy cost,  capabilitiew)
Text Inset =0 Text Inset = 8 pt
Exercise 17

i) Putaframe on the headline box

i) Setthe text insetto 5 points

iii) Readjust the point size, tracking etc appropriately (increase the size of the box temporarily if necessary)

Setting tabs

i) Style=Tabs. A ruler isplaced at the top of
the text box and the Tabs dialog box is
displayed (see right)

ii) Select thetab alignment button required

Click on theruler to place atab stop. Drag tab
stops to reposition. Drag off the ruler to
delete. OR enter avaluein the Position field,
click one of the alignment buttons and click
Apply

Enter one or two charactersin the Fill
Charactersfield to create aleader.

v) Click OK to set the tabs, Cancel not to set
them

4
I

i 4] [ & 10 1] 14] 16|

Paragraph Attributes m

Formats | Tahs |Ru|es |

“—|;¢|1|¢-|

Left Centre Right Decimal
Position: Set
Fill Characters: Clear All
Align On:

Comma Align On

Ok

Cancel

Apply

Exercise 18

layout and then key in the text:

The that depends
kind you upon what
of should you want
tab use to achieve

i) Start a new document, A4, 1 column, with an Automatic Text Box

1.225 The space
2.34 between
12.1006 columns

675.7 is important

i) Click in the Automatic Text box with the content tool, set up the correct kind of tabs for the following

i) Make a copy of this text and adjust the tabs so that the space between columns is the same.

Vertical text alignment

i) Activate text box(es) for whichyouwant  Top Bottom Centred Justified
to apply anew vertical aignment THISIS THIS
i) Item®=Modify TOP THISIS IS
THISIS CENTRED
Choose aignment from the Type list: BOTTOM JUSTIFIED

iii) If you choose Justified, the Inter  Max field becomes active. If you enter a0 (zero) in the Inter § Max
field, QuarkX Press distributes space evenly between lines and paragraphs when verticaly justifying lines

of text.
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Some more keyboard shortcuts
Font formatting

Plain Text  3/Ctrl+Shift+P Bold $8/Ctrl+Shift+B Italic $8/Ctrl+Shift+]
Underline FB/Ctrl+Shift+U Word Underline  3/Ctrl+Shift+W StrikeFhry-  38/Ctrl+Shift+/
Outline $8/Ctrl+Shift+O Shadow 38/Ctrl+Shift+S ALL CAPS  $8/Ctrl+Shift+K
SMALL CAPS  38/Ctrl+Shift+H Superior $8/Ctrl+Shift+V (38 on Mac, Ctrl on PC)

Leading

F#+Option+Shift+" (PC: Ctrl+Alt+Shift+") increases leading in 0.1-pt increments
F#+O0ption+Shift+: (PC: Ctrl+Alt+Shift+:) decreases leading in 0.1-pt increments

Kerning and Tracking

PC Mac
decrease kerning /20 em Ctrl+Shift+{ FB+Shift+{
increase kerning 1/20 em Ctrl+Shift+} 38 Ctrl+Shift+}
decrease kerning 1/200 em CtrI+Alt+Shift+{ 36 +Option+Shift+{
increase kerning 1/200 em Ctrl+Alt+Shift+} F6+Option+Shift+}

Exercise 19
This is an optional exercise on Tracking, Kerning and Leading
i) Start a new document with margins of 3cm all round and create a text box on them

i) Type in the following so that they describe themselves
This sentence is in 16 point Times New Roman on 16 point leading
THIS SENTENCE IS IN 18 POINT ARIAL AND ITS LEADING IS SET SO THAT THERE IS NO SPACE
BETWEEN THE LINES
This sentence is in 12 point Times New Roman and its tracking is 0
This sentence is in 12 point Times New Roman and its tracking is -15
This sentence is in 12 point Times New Roman and its tracking is +20

iif) an you set up a sentence like this?

iv) Key in the word Work. Set the letter W to 72 pt and the rest of the word to 24 pt

v) Zoom in close and kern so that the space between W and o is the same as the rest of the word:

W,
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Working with colours

Applying colours

Y ou can apply colours to text, lines, frames, box backgrounds, and some picture
types. B3 | | = [100% -
. . . {Solid ~]
i)  Window= Show Coloursto display the Colours palette. )
ii) Highlight the text or activate the box, line, or group. B Al =
M Ei=ck 74}
iii) Click the relevant Colours palette icon. are Frame, Text and = E{S:n g
Background respectively [ Green 4
M Magenta 4
iv) Click on acolour in the Colours palette.
Ml Fegistration
V) Select a shade from the drop-down list in the upper right corner of the paette [ white
Cellow 7 -

vi) If desired, select ablend type from the second drop-down list and set a second
colour

Creating and editing colours

Y ou can create colours in avariety of colour models, edit existing colours, and share colours with other
documents

i) Edit=Colours

ii) Click New to create anew colour.
Or, select a colour from the Colour scroll list and click Edit or Duplicate.

iii) Set the following:

Name: enter a name for a new colour or change the name of an existing colour

Model: choose an option to specify or change the colour model

Spot Colour: clear to specify a process colour that will separate into its CMYK components
iv) Usetheright of the dialog box to specify the colour according to the model:

RGB drag the Brightness scroll bar and click on the colour wheel or enter valuesin the Red,
Green, and Bluefields

HSB drag the Brightness scroll bar and click on the colour wheel or enter valuesin Hue,
Saturation, and Brightness fields

CMYK drag the Brightness scroll bar and enter valuesin the Cyan, M agenta, Y ellow, and Black
fields

LAB see Color Model Optionsin Help for details of this colour model

Multi-Ink create a colour based on tint percentages of existing process or spot inks

PANTONE etc click on acolour swatch or enter the colour's number in the No. field (the colour's name
automatically changes to the manufacturer's name)

v) Click OK to closethe Edit Colour diaog box.
vi) Click Saveinthe Colours dialog box to add changes to the document's list.
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More on text, typography and special effects

Scaling text

STRETCH

Y ou can expand or condense characters by scaling text: SQUEEEE|

i) Highlight the characters to modify.
ii) StyleeHorizontal/Vertical Scale to display the dialog box.

iii) Choose ascaling method from the Scale drop-down list. Horizontal for wider or narrower characters;
Vertical for taller or shorter characters.

iv) Enter avalue between 25% and 400% in 0.1% increments. V alues less than 100% condense the
characters; values more than 100% expand the characters.

v) Click OK
OR CTRL+| condenses highlighted charactersin 5% increments
CTRL+] expands highlighted characters in 5% increments
Exercise 20

Create a 6cm (2.5in) high text box on a new page (see page 16) and type in the following sentences in Arial
20 point, fully justified. Format them so that each describes itself

THE CHARACTERS IN THIS SENTENCE ARE EXPANDED BY 20%

THE CHARACTERS IN THIS SENTENCE ARE CONDENSED BY 15%

Keeping lines and paragraphs together
Style®Formats... then:
e To keep aparagraph (eg, a heading) with the next paragraph K eep with Next .
e To prevent paragraphs breaking over pages check Keep Lines Together and All Linesin 1.
e To prevent Widows and Orphans, set Start and End to 2.

Reversed text

Thisis afrequently used specia effect for small amounts of text. The heading at the top of thispageisan
example. It is particularly easy to do in QuarkXPress. Just set the text box background to black and the text
itself to white. Make sure that the text is not too fine or it will be overwhelmed by the black. Make sure also
that text inset is appropriate.

Creating drop caps

A drop cap isthefirst letter of a paragraph, enlarged (and possibly embellished) to | gy~ mElora i
create a graphic effect. mata reddi
. tis pretium
i) Stylee=Formats... and check the Drop Caps box AHAUS . SCH

i) Set number of charactersto drop by entering 1 to 8 in the Char acter Count field centum qui decidi, |
iii) Specify the number of lines (2-8) to drop in the Line Count field

|Creating a drop shadow

This can be done with any box:

Duplicate the box, set the background of the duplicate to black, then Item® Send Backwar d to send it
behind. Adjust the relative position as necessary.
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Positioning the first baseline in a text box

Y ou can specify where text starts by positioning the first baseline in a text box.

i) ltem*=Modify

ii) Enter avaluein the Offset field to specify the distance between the first text
baseline in the box and the top inside edge of the box.
Choose an option from the Minimum drop-down list to specify the minimum First line of text
distance between the first text baseline in an active text box and the text inset at
the top edge of atext box:

Option isequal to the height of

Cap Height a0 (zero) in the font of the largest character on the first line of text

Cap + Accent a0 (zero) in the font of the largest character on thefirst line of text plusthe vertical space
necessary for an accent mark over an uppercase character in that font.

Ascent ascendersin the font of the largest character on the first line of text. The ascender isthe
portion of alowercase letter that rises above its main body, as in the upright stem on the
letters b, d, f, h, k, and t (see Some of the parts of a letter on page 16)

QuarkX Press uses the larger value of the Offset distance or Minimum setting you choose to position the first
line of text in a box.

Shifting characters above/below their baselines

Y ou can shift characters without affecting a paragraph's line spacing: noemata
Nz,

i) Highlight the character(s) to shift U Ui decict,
i) Style=Basdine Shift IR

iii) Enter avaluein Baseline Shift (in .01pt increments). Positive values shift characters up;
negative values shifts characters down.

shifted above

Anchoring rules to paragraphs

ST melora dies, Uk vina, poe-

i) Style=Rulesand check Rule Above and/or Rule Below mata redait, scire velim, char-

. . It ti

ii) Choose Indentsor Text from the Length drop-down list. | ndents extend the lc?u%rtile{’:?mg]la_WSUip—
rule from the left indent; Text bases the length on thefirst line of text for a for abfinc annos centum qui

. decidit, inter perfectos vet-

Rule Above and the last line of text for a Rule Below. eres que referr dekbet an in

. . ™ . . ter wilis afque E

iii) Enter avalueinthe From Left/Right to change position of left/right endpoint — Iew et inmia finis “Far

relative to the selection you make in the L ength drop-down list. 4 pt rules with 0.5” indents

Offset can be an absolute amount (eg 10 pt) or a % to increase the distance
between the paragraph and therule

iv) Click OK

Exercise 21

i)  Open the file LINKS that you saved earlier and insert a heading before each main paragraph
i) Set all the headings to Keep with Next and format them as display text

iii) Seta 3 line Drop Cap in each paragraph of body text

iv) Set a rule below each paragraph of body text

v) Adjust the height of the text box to balance the columns
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Text checking and changing

Exercise 22

Check and correct the spelling of the document

Change all occurrences of you to users and programs to software

In the story in LINKS, replace all occurrences of 2 new paragraphs in succession with one new paragraph
Format all headings so that there is 12 pt before and 6 pt after each

Improve the appearance of the story as you wish

Put the top heading and the first paragraph into a separate box and reverse the text

Checking spelling

To check a gtory, click in the story.

Utilitiese=Check Spelling® Story/Document. The Word Count dialog box is displayed, giving the
Total, Unique and Suspect counts.

If no suspect words are identified, click OK to return to the document.

Otherwise, click OK to display the Check Story/Document dialog box. The suspect word is displayed
in the dialog box. Y ou can then choose to: Replace it with aword from the scroll list or aword you type
inthefield; L ookup alist of possible replacement words; Skip the word, and all other instances of the
word; K eep the word and add it to an open auxiliary dictionary; Cancel and return to the document
without making any changes

NOTES: To check asingle word, Highlight word, then Utilitiese-Check SpellingeWord. Select a

replacement and click Replace or click Cancdl.
To check Master page spelling, Page= Display and select a master page.

Searching for and replacing text

Tosearch Dothis

an entire document < have no text boxes active
from this point on® click at that point

an entire story= click at the start of the story
specific text highlight the text

Then,

vi)

Edit=Find/Change
Enter the text to search for in the Find what field. Enter the text to replace it with in the Changeto field.

Check Document to search the entire document; Whole Word to find the complete word, rather than the
word embedded in other characters; Ignore Case to find all uppercase and lowercase variations; Ignore
Attributesto search all text, regardless of any styles applied

Click Find Next to start the search. (Or hold down Alt to change Find Next to Find First so asto find
the first occurrence of the word within the specified text). The found text is highlighted in the document.

Click: Find Next to skip that occurrence of the text; Change to change the occurrence to the new text;
Change, then Find to change the occurrence then continue to search; Change All to change all
occurrences of the text to the new text

Click Closeto finish

Advanced search and replace

To specify invisible characters in the Find what and Changeto fields:

Character Enter Character Enter

New Column \c New Line \n To specify awild card character to search for
New Box \b Previous Box Page# \2 variations of the Find what text:

Tab \t Current Box Page#  \3 Put \?within aword in the Find what field. Eg,

New Paragraph  \p Next Box Page #

\4 Anay\?e" will find "Analyze" and "Analyse."
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More on boxes

Creating a polygon box

i) Select & | fromthe Bézier Picture Box tool flyout (or aternatively the Bézier Text Box tool) on the
Tools Palette

ii) Click the mouse to place the first polygon vertex
iii) Movethe + to place the second vertex and click. Repeat for additional vertices

iv) To closethe polygon, double-click OR move the pointer over the first vertex you created and click when
the cursor changes to the Handle Creation pointer, CJ.

Changing the shape of boxes

i) Click on the box to make it active
ii) ltem= Shape and select anew shape
Reshaping a Bézier box

Bézier boxes, whether picture or text, can be reshaped in any way that you please. Since any box can be
changed into a Bézier box, any box can therefore be reshaped.

i) Item@’Shape@’@
i) You can now drag aside, or ahandle, in any direction.

> =, B BN

Click on handle Then drag Click on side Then drag

Alt+click to add or delete point. (If you hold down Alt, the mouse pointer changesto iz over ahandle and to
O elsewhere. Y ou can delete a point by clicking with the former and create a new one by clicking with the
latter.)

Combining text and pictures

Running text around items and pictures

Text runaround lets you control the way text flows around, behind, or within items and pictures. To specify
the runaround for an active item:

i) Item®Runaround and select from the Type list, which includes the following:
None ‘ I;_em_____ Auto Image

Flows text behind the box Flows text around the box Flows text around the picture

If the active item is atext box or arectangular picture box, the Top, Left, Bottom and Right fields become
active when the mode is | tem. Otherwise Outset is active.
To set the distance between the active box and text that runs around it, enter valuesin these fields.

Exercise 23

i) Start a new publication using the same settings as the first one

i) Import the files Global.doc and Sun.tif, which are in the folder \Stu\Qxp, onto a page
iii) Fit the picture box to the picture

iv) Move the picture box into the text box so that it is positioned approximately in the centre of the text

v) Set Mode to Auto Image and set the Outset to 5pt
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Editing the runaround path manually
To edit the path manually:

i) Item® Runaround and select Non-White Areas from the Type list
ii) Item< Edit*Runaround

Y ou can now reshape the runaround curve using the same procedure as reshaping Polygon boxes (see page
23). The runaround curve is coloured purple and you will need to zoom in to work onit.

Exercise 24

Adjust the runaround polygon manually so that it as close to the shape of the sun and cloud as possible

Putting text in the shape of a picture

Check the Invert box in the Runaround Specifications dialog box. Text will then run inside the image
polygon. See Help for more information on this.

ol md e 31 s e

Text box with picture on Manual Image Runaround with
top Invert checked

More on boxes in general

Flipping box contents

i) Select then Style=Flip Horizontal to flip from left to right.

ii) Select then Style=Flip Vertical to flip from top to bottom.

Or use ﬂ and ﬂ buttons on the M easurements pal ette.
Anchoring a box to text
Y ou can paste a box within text so that the box acts like a character and flows with the text.

i) Use| 4 |to activate the box you want to anchor
ii) EditeCut or Copy

ii) Select and click an insertion point where you want to anchor the box
iv) EditePaste
Modifying an anchored box

Y ou can resize an anchored box like any other, except that it has only three handles.
To position an anchored box in relation to the text:
i) ltem*=Modify

ii) InAlign with Text, choose Baseline to align bottom of box with the baseline of the line or Ascent to
align top of box with the ascent of the tallest font on the line

Deleting an anchored box

) select[7]

ii) Click immediately to the right of the box and press the BACKSPACE («) key
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Working with pictures

Applying a predefined or custom contrast to pictures

Y ou can modify Example
imported greyscale [ : I Regaive Bk
picturesin TIFF and g o 2
bitmap picture formats = |
Q Qutgut JL. 0.0 0 o
i) Style=Contradt... T r E ——
to displaysthe ] r Original
Picture Contrast [ picture
Specifications P O B
dialog box
ii) Select one of the tools (tooltips show the names), and make and desired changes to the
curve
iii) Click Apply to seethe effect of changes. Apply stays depressed if you hold down Alt and
then click. Changes are then applied continuously. To end continuous apply, click Apply | contrast
iv) Click OK

Grouping items
Y ou can combine multiple items on a page or spread into a group, which can then be treated as asingle item.
Eg, you can duplicate and rotate groups and change the stacking order of overlapping groups and items.

Grouping and ungrouping items

i) Select two or moreitems by holding down SHIFT and clicking with ﬂ

ii) ltem®Group. Bounding box of the group will display as a dotted border behind it
To ungroup, Item® Ungroup

Constraining and unconstraining groups

Modifies agroup so that all items are constrained by (ie, cannot be resized or moved beyond the edge of) a
single box that is behind the other items and compl etely contains them.

i) Createor activate agroup

ii) ltem@®Constrain

To unconstrain, tem< Unconstrain. Note that unconstraining a group does not ungroup it.
Modifying items within a group

Use to modify the content of an individual item in an active group.
Modifying a group

i) lteme=Modify.
i) Putvaluesin Origin Across, Origin Down, and Angle to define the bounding box
iii) Specify aBackground Colour or Shade to apply to al itemsin the group.
iv) Click OK.
Spacing and aligning items and groups
i) ltem® Space/Align
ii) Check Horizontal and/or Vertical and then enter valuesin the fields:

Space Increase or decrease the amount of horizontal or vertical space betweenitemsasa
percentage of the current space.

Distribute Evenly  Distribute space evenly between the left and right items (horizontal) and the top
and bottom items (vertical).

Use Between to specify how space is measured and distributed between the active items.
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Viewing a publication as it will print

i) View#=Hide Guidesto hide all non-printing guides
ii) View=Actual Size
Printing a document

i) File=Print or Ctrl+P (Mac: 3+P) to display the Print dialog box.

i)  Specify the document pages to print by clicking All, or enter anumber in the From and To fields to
select arange of pagesto print. Other controlsin the Print dialog box allow you to specify other
conditions for printing your document.

Printing oversized documents

Reducing the Page Size
File=Page Setup (CTRL+ALT+P) to display the Print dialog box, click Options enter avaluein the
Scaling field of lessthan 100% in 1% increments.

Tiling Documents

Y ou can print documents with pages that are larger than the paper in the printer by printing the document in
sections, or tiles. Piece the tiles together to form the compl ete document.

Manua Drag the ruler origin to where you want the upper left corner of thetile. To include the upper left
portion of the document in atile, reset the ruler origin by double-clicking in the ruler origin box,
FilezPrint, choose Manual from the Tiling drop-down list and click OK . Repeat as necessary.

Automatic File=Print, choose Automatic from the Tiling drop-down list and specify avalue from 0 cm to
152.4 cminthe Overlap field. (This value sets the portion of adjacent tiles that prints on each
tile.) Enter > before the overlap value if you want the leftmost and rightmost tile on each row to
be of equal size. Finadly, click OK.

Assembling Tiles Using Automatic Tiling
i) Tick marks print at each corner of eachtile, aswell as at each point of overlap, to help assemble thetiles.

ii) Ttilelocation information is printed in the upper left corner of each tile. Eg, "Page 3 (2,1)" indicates that
thetileisthe 2nd tile in the 1st row on page 3.

iii) Cut or fold on tick marks to assemble thetiles. Or, if the overlap islarge enough, you can fold on a
column edge or the edge of a picture box.

Sharing items between documents

Storing items in alibrary

Y ou can store and retrieve copies of frequently used itemsin libraries. First, adocument and alibrary must be
open. Filee=New= Library starts a new one. Filez=Open an old one. Show the Library palette, then

i) Select theitem you want to store in the library

i) Use| 4 |todragtheitem over thelibrary palette until “ turnsinto the Library pointer, &o. The facing
arrow icons indicate where the item will be placed.

iii) Releasethe mouse button. Alternatively, use Copy and Paste
Retrieving library items

i) Dragtheitem out of the library into the document

ii) Releasethe mouse button. Alternatively, use Copy and Paste

Going further

Y ou can download or request a demonstration version of the current QuarkX Press from
http: //www.quark.convservice/desktop/downl oads/. A demonstration version of QuarkXPress 6.5 is available
via www.softpedia.com/progDownl oad/Quar kXPress-Download-39122.htm

See www.quar k.convservice/desktop/training/ or euro.quark.conven/service/desktop/training/ for awide
range of practica exercises.
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