Contents
Preface

CONTENTS

Chapter 1 GRAPHICAL USER INTERFACE

1.1 INTRODUCTION.....co o, 13
1.2 WINDOW S ..., 14
1.3 MENUS . ... 15
1.4 DIALOG BOXES.......oi 16
1.5 CONTROLS...co o 17
Chapter 2 GRAPHICS FUNDAMENTALS
2.1 COMPUTER GRAPHICS INTRODUCTION...........ccccvvvivinnnnn, 18
2.2 RASTER DEVICES ..., 19
2.3 B I T IM AR bbb 23
2.4 BITMAP GRAPHICS VERSUS VECTOR GRAPHICS........... 25
2.5 COLOR MODELS......... o, 27
2.6 SOLID COLORS VERSUS NONSOLID COLORS................... 29
2.1 SETTING COLORS....... 31
2.8 COLOR FORMATS AND GRAPHICS FILE FORMATS....... 33
2.9 HALFTONES AND DITHERING........iivivivvevevveevverevvvvnviinna, 35
Chapter 3 PAINT EDITORS
3.1 INTRODUCTION ..., 38
3.2 PAINT SCREEN....... e 39
3.3 SELECTION (CUTOUT) TOOLS........ooe, 40
3.4 DISPLAY TOOLS.. ..o, 42
3.5 DRAWING TOOLS... ..o, 44
3.6 PAINTING TOOLS. ..., 48
3.7 RETOUCH TOOLS ..., 52
3.8 o I I o TP POPPPRPRPPN 54
Chapter 4 VECTOR GRAPHICS
4.1 OBIE C T S 56
4.1.1 TYPES OF ODJECTS....coii i, 56
A.1.1.1 0 OVBIVIEW.eeiiiiiii ittt e e e e e e e e e e e e e e e e s s bbb reeeeeees 56
4.1.1.2 Defined ShaApeS.......cccoeiiiiiiieeeeeee e 57
A4.1.1.3  FFERIOIMS. . e 58
4.1.1.4  TeXt ODJOCTS. ...t 59
4.1.2 Attributes of ODbJects.....ccoooiiiiii 60



4.1.2.01
4.1.2.02
4.1.2.03
4.1.2.04
4.1.2.05
4.1.2.06
4.1.2.07
4.1.2.08
4.1.2.09

4.1.2.10
4,1.2.11
4.1.2.12
4.1.2.13
4.1.2.14
4.1.3
4,1.3.1
4.1.3.2
4.1.3.3
4.1.3.4
4.1.3.5

4.2
4.2.1
4.2.1.1
4.2.1.2

4.2.1.3
42.1.4
4.2.1.5
4.2.2

4.2.2.1
4.2.2.2
4.2.2.3
4.2.2.4
4.2.2.5
4.2.3

4.2.3.1

4.2.3.2

42321
4.2.3.2.2
4.2.3.2.3

4.2.3.3
42.3.3.1
4.2.3.3.2

@AY/ V4 =3, 2 60

Outline and Fill.........ooo e, 61
Open and Closed Shapes (Paths).........ccccvvvvvvvvvvviiviiiiiiiieineveninenennn, 62
Outline AIIIbUtES OVEIVIEW.........uuuviiiiiiiiiiiiiiiiiiiiiiiiriirrererr.. 63
Outline (Line) Width and Style.........cccocvvieiiiieeeeeee, 64
LINE ENAINGS....oiiiiiiiiiiiiiiiiiiiiiss e e e e eeea s, 65
Calligraphic OUTIINES........coo oo 66
FIT ATrIDUIES OVEIVIEW....ovviiiiiiiiieeeeeeci e 67
Single Color and Gray ShadeFilIS.........cccccvvvvviiiiiiiiiiiiii, 68
Pattern FIHIS.........ooo e, 69
Gradient (Fountain) FillS..........oovvviiiiiiiiiiiiie, 71
Text AIITDUTES OVEIVIEW.....iiii e (2
Character AtrIDULES. ... e 73
Attributes ofa Text BIOCK.........ooovrieeieec e, 74
ODbjects With Special EffectS.........ccceeeeeen, 75
Blended ODJeCTS. ..., 75
EXtruded ODJECTS......coo e /8
Objects Shaped with an Envelope.....cccooii, 81
ODbJects WIth PerspectiVe...........eeevviiiiiiiiiiiiiiee e, 83
Textalong a Path.......coooi e, 85
WORKING WITH OBJECTS ... 87
SeleCtiNg ODJCTS. . 87
Selecting ODJECtS OVEIVIEW...........uvuiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeersesssnnn, 87
HIghlIghting BOX ...t 88
Selecting by a PIck ToOl..........ooorreee, 89
Selecting DY a MarqUEE.........coooiiiiiieeeeee e 90
PICK TOOI VS, MAIQUEER........ceeeeeveiiiiiiiiiie e e e e eeeeeaaaees a1
Nodes and SEgMENTS........iiiiii s 02
Nodes and Segments OVEIVIEW........ccccccvvvviiiiiiiiiiieeeeeeeeeeeee e 02
Nodes (Control Handles)........ccociiiiiiiieeee, 93
B ZIBE CUINVES . cuuiiiiiii ittt e e e e e e e e ee s e b, 95
P AN S, e 98
SpecCial CUIVE NOUES.......uuuuiiiiiiiiiii 99
ATranging ODJECTS ... 100
OVBIVIBW.....ciiieeeeititiei ettt ettt e e e e e e e e e e e e e s bbbt aeeeeaeeeseeeeees 100
GroupiNg ODJECTS.....covviiiiiiiiicii e, 101
OVEBIVIBW........oiiieeiitii ittt e e e e e e e e e e e ettt e e e e e e e e e e e ee s bbb s s e e eeeeeseeesenees 101
Grouped ODJECES (GrOUPS).....cvviiiiiiiiiiiiiiiiiiieieeeieeee et e 102
GrOUPING ODJECTS. . uuueiii it e e e e e e e e e eeeee 103
CombINING ODJECTS.....oviiiiicccci e, 105
OVEBIVIBW........coiiiiiiieeeeeeee ettt s s s st s s e e e e e e e e e e e e eeeeeeeeeeesessassarbbbrranaaannnen, 105

O00] 101 014110 J @ o] [T 13O 106



4.2.3.3.3 CombININg ODJECTS........ccoiiiiiiieeeeeeer e 107

4.2.3.4  Overlapping ODJECTS ... 109
4.2.3.4.1 Overlapping ODJECtS OVEIVIEW.......uvuvvvririririiriiiriririirrrrirrrssrrrrs., 109
4.2.3.4.2 Overlapped ODJECES..........cooiiiiiieeeerr e, 110
4.2.3.4.3 Rearranging the Stacking Order.........ccccccovvvviiiii, 11
4.2.3.4.4 Clipping Holes and MaSKS.............cuurrriiimiiiiiiiiiiiiiinieeeeeeeeeeeeeeeeeeeeeesnnnnn, 112
4.2.3.5  WeldiNg ODJECES....coviiiiieieeiieeeeee 113
4.2.3.6  Layering ODJECTS.......ccooiiiiiiiierrr e 114
4.2.3.6.1 Layering ODJECtS OVEIVIBW............cooiviiiiiiieieicre e e e 114
LG TG A I | - T 115
4.2.3.6.3  Layering ODJECTS.......cccoiiiiiiiiieeeeeeee e e e e e e e e e e e e e e e e e e aeeeaee 116
4.2.3.7  ANGNING ODJECTS....oeviiiiiiiiiiii e, 117
4.2.3.7.01 ANgNING ODJECIS OVEIVIEW.........cevvvrrriiiiiiiiiiiiiiiiiieeeeeeeeeeeeesseeeesssssesssnn, 117
4.2.3.7.02 ODbjects SNapPed 10 8 Grid........ccooiiiiiiiiiiieiieiieeiecccccre e, 119
4.2.3.7.03 Aligning ObJectS 10 @ Grid.......ccooiiiiiiiiieiiiiiieeeeee e 120
4.2.3.7.04 Objects Snapped to GUIEIINES...........covvviiiiiiiiiiii, 121
4.2.3.7.05 Aligning Objects to GuIdelines............ccociiiiiiiieeeeeeeeeeeeee, 122
4.2.3.7.00 SNAP POINTS.......outiiiiiiiiiiiiiiiiiiee e e e e e e e eeaaeeas 123
4.2.3.7.07 Objects Snapped to other ODJECES.........coooeeeeeeiiii 125
4.2.3.7.08 Aligning Objects to other ODJeCtS.........ccoovvvvvviii 126
4.2.3.7.09 Objects Aligned with other ODJECtS...........oeeeeeii, 127
4.2.3.7.10 Aligned Objects with other ODJects............cevvviiiiiiiiieeeeeeeeeeeeeee, 128
4.2.4 Transforming ODJECTS.......oovvvvviiiiiiiieeeeeee e, 129
4241 TranStformMatioNS OVEIVIEW ......coeeeeeeeeeeee et e e eaas 129
4.2.4.2 MOVING ODJECTS ..o e e e e e eeeaaees 131
4.2.4.3 ReSIZING ODJECIS..cccoviiiiiiiiiii 132
4.2.4.4 ROtAING ODJECTS oo 133
4.2.45  SKeWING ODJECTS. e e 134
4.2.4.6  FHPPING ODJECTS.....ooeeeeeiiiiciccc e, 135
4.2.5 SNaPING ODJECTS.....ccc i e e e e e e e e e e e eeeeaeaaes 136
4.25.1 Shaping ODJECtS OVEIVIEBW.....ccoiiiei i, 136
4.2.5.2 Shaping Defined ODJECTS........ovvviiiiiiiiiiii e, 137
4.2.5.3 Shaping Lines and Multiple LINES........cccceeeeeeiiiiiiieieeeeen, 138
4.25.4 SNAPING CUNVBS . iuutiiiiiiiieeeeieeeee e e e et e e e e e e e eeesarrraaaan, 139
4.2.5.5 Converting Objects to Paths..........cccooo, 140
4.2.5.6 EQITING N OGBS .. e, 141
4.25.6.1 EAILING NOUES OVEIVIEW.....uviviiiiiiiiiiiiiiiiieeeeeeeeee e eeeeeveevasasaa b, 141
4.25.6.2 Adding and Deleting NOGES...........uuurrriiiiiiciie s, 143
4.25.6.3 Breaking and JOINING NOUES..........coeeeiiiiiiiiiiiiiii e 144
4.2.5.6.4 Making Nodes Cusped or SMOON............uuuvriiiiiiiiiiiiiiiiiiir.. 145
4.25.6.5 Converting to Curves and LINES..........covveeeeeiiiiiiieeeeeeeeeeer . 146
4.2.6 DrawWing ODJECTS.....ouiviiiiiiii i 147

4.2.6.1 Drawing ODJECtS OVEIVIEW. ...uuuuiiiiiiiiiiiiieeeeeeeeeeeeeeeeveeeeenr s 147



4.2.6.2
4.2.6.3
4.2.6.4

4.2.6.5
4.2.6.6

Chapters

5.1
5.1.1
5.1.2

5.1.3
5.1.4

5.2
5.2.1

5.2.1.1
5.2.1.2
5.2.1.3

5.2.1.4
5.2.1.5

5.2.1.6
5.2.1.7
5.2.1.8
5.2.1.9

5.2.2
5.2.2.1

52 2.2
5.2.2.3
5.2.2.4
5.2.2.5
5.2.2.6
5.2.2.7
5.2.2.8
5.2.2.9
5.2.3

5.2.3.1
5.2.3.2
5.2.3.3
5.2.3.4

5.2.3.5
5.2.3.6
5.2.3.7

5.2.3.8

Drawing Squares and Rectangles........ooovvvvviiiiiiiiiiiiieeeeeeeee 148
Drawing Circles and EIIPSeS.........ovvvviiiiiiiieeeee, 149
Drawing Lines and POlYQONS...........iiiiiiiieeeeeeeeeeeeeeeeeeeee, 150
Drawing Curve SEOMENTS........ccevvvvririiiiiiiiiiiiiininneeeeeeeeeeeeeeeeeeeeeeessans 151
Drawing Curve PatnsS........cciiiiiiiee e, 152
CHARTS

THE FUNDAMENT ALS ..o 154
Lo X0 HU T o2 £ Lo ] o FR TR 154
C At BlemM NS e e 155
Data SHeet ElCmM ENTS. ..o e e e, 159
Data sheet and Chart Relatlon.......ooovviieiiii e, 161
THE BASIC T Y PES ... et 162
B Al C N A S e, 162
Balr ChartS OVEIVIEW . ...iee ettt et e e a e e e e e e e eena s 162
ONE SEIIES Bar CRalt. .. oo 163
MUILISEIIES Bar CRAIT... ... 164
StACKEd Bar CRar.....cocoeiiieee e e e e een, 165
PerCeNt Balr CNalt. ... oot e e, 166
BIpolar Bar Chart...........viiiiiiiiieiis e 167
Bipolar Stacked Bar Chart..........ccooooiiiiiiie e 168
Dual-AXIS Bar Chalt.......coooeiieeeeeeee e 169
Dual-AXIS Stacked Bar Chart........ov vt e s 170
OF0] 1871001 1 BN OF a1 1 o £ TR 171
COlUMN ChartS OVEIVIEW ... ettt e e e 171
One Series Column Chalt.... ..o 172
Multiseries Column CRart........oviie s 173
Stacked Column Chart... ... 174
Percent COIUMN Char... ..., 175
Bipolar Column Chart.........ccocooiiiiiii s 176
Bipolar Stacked Column Chart..........ccccooi i, 177
Dual-AXIS COlUMN CRAlT. ... 178
Dual-Axis Stacked Column Chart.......ccoooeeiiiiieee e 179
I TSI O ¢ =N £ TR 180
LINE CRAIS OVEIVIEW. . ettt e e e e e e e 180
ONE SEries LINE CRAI.. ... 181
MUILISEITES LINE CNAl. ... iiee ittt e e e e e e ees 182
) - To] 1o B I g LT O 1 - TP 183
PEIrCENT LINE C Al .. ceeiiie ettt e e e e e s 184
Bipolar Line Chart.........ooooris e, 185
Bipolar Stacked Line Chart..........iiiiiiiiiiieeeeeeeee, 186
Dual-Y AXIS LINE CRAI... oo 187



5.2.3.9

5.2.4

5.24.1
5.2.4.2
5.2.4.3
5.2.4.4
5.2.4.5
5.2.4.6
5.2.4.7
5.2.5

5.2.5.1
5.2.5.2

5.2.5.3
5.2.5.4
5.2.5.5

5.2.5.6
5.2.5.1
5.2.5.8
5.2.9.9
5.3
5.3.1
5.3.1.1

5.3.1.2
5.3.1.3

5.3.2
5.3.2.1
5.3.2.2
5.3.2.3
5.3.2.4
5.3.3
5.3.3.1
5.3.3.2
5.3.4
5.3.5

5.3.5.1
5.3.5.2

5.4
5.4.1
54.1.1
5.4.1.2
5.4.1.3

Dual-Y Axis Stacked Line Chart.............ccoooo i, 188
ATEA C TS i e e e e e e e e e e e 189
ATEA ChartS OVEIVIEW. ..uuuueiiiiiiiii ittt e e, 189
One Series Area Chall. ... 190
Multiseries Area Chart........ccoooiiiriiiiiee s 191
Stacked Area Chart........ccci i 192
Percent Area Chart........ccoo oo e, 193
Bipolar Area Chart...........oooviiiii e, 194
Bipolar Stacked Area Chart.......cccoooviiiiiiii, 195
PIE C N At S . e 196
P18 ChartS OVeIVIEW . ..uuuiiiiiii ettt e e eaes 196
SINGIE P18 CNAIT.. ..o e e e e e e eaaaraes 197
Pie Charts with Detached SHICES.........oovvevviiiiiiic e, 198
RING P18 CNaltS. .ot e e e e e eeeeees 199
MUILIPIE-P1e Chal....coeeeeeecccc e, 200
Multiple-RINg Ple Chart..........oiiiicieeeee, 201
Palred P18 Chall.......oooviiiiiiiiiiiieeeeeeeeeee e 202
Proportional Pie Chart...........coo oo 203
Linked Pie-Column Charl..........cccccoii, 204
THREE-DIMENSIONAL (3-D) CHARTS.......ovii, 205
3-D Bar CNartS. ..o 205
Side-by-Side 3-D Bar Chart............oooriii e 205
3-D Stacked Bar Chart.........cccvvvvvviiiiiiiiiiiiiiiiiiiiirisseseseseee. 206
100% 3-D Bar Chart.......ccoooeiiiiiiiiiei e 207
3-D COLUMNMN CHAR T S, 208
Side-by-Side 3-D Column Charts.........ccccceeeiiiieeeeeeeei, 208
Other Side-by-Side RISer Charts.......ccccoevvviiiiiiiiiiiiiiii e 209
Stacked RISEr Chart.......ooiiii 210
1009 RISEI Chalt....ciiiiiieeeieeeeeeccn e, 211
3-D LINE CHARTS. .ottt 212
RIDDON Chalt.. ..o s 212
Connect Series versus Connect Group Ribbon Charts..................... 213
3-D AREA CHAR TS .ot 214
3-DPIE CHARTS ..., 215
3-D P18 CNalTS.cuuiiiiiiiiiieeecc e 215
3-D RING PI1& ChartS. ... iiiiiiiiieieeeeeeiiii e 216
SPECIAL DATA CHARTS ..., 217
HISTOg aM S i e e e e e e e e e e e e e e e e eeeaees 217
INTFOAUCTION. ..., 217
Horizontal HIStOgram.......uciiiiiii e 218
Vertical HIStOgram........uuuviiiiiiiii e, 219



5.4.2
5.4.3
5.4.3.1
5.4.3.2
5.4.3.3
5.4.3.4
5.4.4
5.4.4.1
5.4.4.2
5.4.4.3
5.4.5
5.4.6
5.4.6.1
5A6.2
5.4.6.3
5.4.7

5.4.7.1
5.4.7.2

5.4.7.3
5.4.7.4

Chapter 6

0.1
0.2
6.2.1

0.2.2
0.2.2.01
0.2.2.02
6.2.2.03
0.2.2.04
0.2.2.04.1

0.2.2.04.2
0.2.2.04.3

0.2.2.05
0.2.2.00
6.2.2.07
6.2.2.08

6.2.2.09
0.2.2.10

0.2.3
6.2.3.1
0.2.3.2

PICTOgIaNS. . 220

o | IO O I 01 ¢ F- 1 g £ TR 221
Ta1n oo [8Tex (o] o T TR 221
HIgGh-LOW Chart...........oooiiiiiieeiiiis e eeennnnee 222
HIgh-Low-Close Chart..........coocviiiiiiiiieiii e, 223
High-Low-Close-Open Chart.............ccooovviiiiiiiiiieeeeeeeeeeeeeeeee, 224
X-Y (Scatter) CRartS. .. e, 225
Tl a oo [BTe1 o] o AT TR 225
2-D Scatter (X-Y) Chart...........iiiiiiiiie e, 226
3-D SCAEr CAKT. ... oo, 228
210] 0] 0] [-I OF a F-1 g KT NTT TR RRTR 229
L1101 (SO ¢ = 1 g KT TR 231
Table Charts WIth NO DIVISIONS....ccuniieei e, 231
Table Chart Colored DY ROWS.......cooooiiiii, 232
Table Chart with Separated SeCtiONS..........ccoovvvvevviiiiiiiieeeeeeeeeeee, 233
COMDBINATION CNATES. et e e e 234
Ta1n oo [8Te3 (o] o TR TR 234
Mixed Column-Line Chart. ... 235
Mixed Column-HLCO Chart..........o.oooeieeeeee e, 236
Mixed Area-Column Chart..........ooooieieeee e, 237
WORD PROCESSING
INTRODUGCTION . ... e, 238
TEXT UNITS AND THEIR ATTRIBUTES......ccooee e 239
TEXE UNIES OVEIVIEW ... oo 239
CharacCter ATErIDUTES. . ... e 240
Character AIFIDULES OVEIVIEW.........oeeeieeeee et 240
0] 1 242
FONE FaMIIIES. ..o, 244
Y PETACES. . e 245
Serif Types and Sans Serif TYPES.......uvvvviiiiiiiiiiieeeeeeeee e, 246
SENITS VEISUS SANS SEEITS. ... ieeiiie ettt e e e e 247
SpeCial TYPETACES......ccieeii i 248
Y 1= [6d 1 0 1o [PPSR 249
ET 0 01T Lo TSRS 250
TYPE STYICS. .o 251
0] | Y 74 - 253
P aCEMEBNT. ... 254
Color and Capitalization..............ooovveviiiii e 255
Paragraph AttriDULES.......iiiiii 256
Paragraph Attributes OVEIVIEW..........ccoooviiiiieieecrrn e 256

ALIGNMENT.....co e e e e e e e e e e e e e e e reeeaaees 257



0.2.3.2.1
0.2.3.2.2

0.2.3.3

0.2.3.3.1
0.2.3.3.2
0.2.3.3.3

0.2.3.3.4

0.2.3.4
0.2.3.4.1

0.2.3.4.2
0.2.3.4.3

0.2.3.5
0.2.3.6

0.2.4
0.24.1
0.2.4.2
0.2.4.3
0.2.4.4
0.2.4.5
6.2.4.6
0.2.4.7
0.3
0.3.01
0.3.02
6.3.03
6.3.04
0.3.05
0.3.06
6.3.07
0.3.07.1
0.3.07.2

6.3.08
6.3.09

0.3.10
0.3.11
0.3.12
0.3.13

0.4
0.4.01

0.4.02

0.4.03
0.4.04

ALGNMENT OVEIVIEW.....uieiiiiiiiie et 257

Left Aligned versus JUSHITIEd.............uvvviiiiiiiieeeeveea, 259
Y 0= o 1] o P RRSRRRRPPN 260
SPACING OVEIVIBW.......cvvvviiiitiiiiiiiieeeisieeeeeeeeeeeeeeeeeeeeesssesarssrrrrrss 260
Character and Word SPacing...........cccccvvvviiiiiiiiiiiieeeeeee 261
LINE SPACING......eiiiieiiieiiiiiii i e e e e e e e e e e e et e e e e e e e e eeesre s, 262
Paragraph SPaCING......coooeiiiiiiii e 263
INAENTATION. ... s 264
INAENLALION OVEIVIBW. ... ettt e e et e e e e e e e e e e eeen, 264
Left and RIGt INAENLS.........ccoo e 265
FIFSt LINE INQENT...ovveiiii e, 266
Borders and Shading...........uvuvuviiiiiiiiiiiiiiii.. 267
HYPNENATION. ... e 270
PAage ATITOULES .. 273
Page ATIITDUTES OVEIVIEW.......cvvviiiiiiiiiiiiiiiinni e e e e e ee e e e e e e e eeeeeeeenens 273
PA0E OFIENTATION. ..ot e e e e e e e ee e b, 274
Pa0e SIZE AN TYPC. i e e e e e e e e e e e eeaaaee 275
AV oY o T 1 OO U OO P PP 277
Vertical JUSTITICAtION.........cooooiiii i, 279
Page NUMDBEIING. ..o 281
WIAOWS and OrPhaNnS........uuuvviiiiiiiiiiiiiiiieiiriiiir———.. 282
PAGE DESIGN ELEMENTS ..., 283
Page Design Elements OVEIVIEW...........uvvviiiiiiiiiiiiiiiniiineneeeeeeeeeens 283
Headings and Body TeXt.... e eeeeenann, 284
Headers and FOOTEIS. ..., 285
Footnotes and ENANOTES........viiiiiiiiiiieeeeeeeeeerii e, 287
JUMP LIS i e e e e e e e e e e e e e e e e e eeaaeees 288
N TEIALS . e 289
COolUMNS.. 290
NeWSPaPer COIUMNS..........ooiiiiieeeeerrr e e e e e e eeeaaaee 290
Parallel ColumnsS..........ooo e, 292
-1 1 1 293
Lok U] =P TUOTTRRR 295
T A IS 298
TeXt ChartS ... 300
BUIIETEA LISTS. ..o, 301
Cr0SS-TRTBIENCES. ..o e e e e e e e e e e e e e e e eeeaaaae 302
EDITING oo 303
EAITING OVEIVIEBW ..ottt e e e e e eeeees 303
TE BaSICS..ciiiiiiiiiiiiiiiiiii e e e e e 304
NAVIGATING . .eeiiiiiiiiii e e e e e e e e e e e e e e e e e eeeeaeees 306

Sl BCTING ettt e 308



6.4.05  CUL AN PaSTe.....cccc e e eeeeea e 310
6.4.06  CONIIOl COUBS. . uuuiiiiiiii e 311
6.4.07  Searching and ReplacCing..........oooorririiirei e 314
B.4.08  GlOSSANIES....ciiiii i e 316
6.4.09 Comments - Annotations and FOOTtNOTES.........cccceeeeeiiiiiiiiiiieeeeeennn, 317
6.4.10  REVISION MaAlFKS. .. ciiiiiiiiiiiiieeeiii e e e, 318
6.4.11 F IS i 319
6.4.12 IMAIL ML Q. et e e 320
6.5 FORMATTING ... 321
6.5.1 FOrmatting OVEIVIEBW.........coovvveviiiiiiiiiiiiiin e e e e e e e e e e e e e e e eeesessaaens 321
6.5.2 Character FOrmatting.......cccoceeeeiiiiiii e, 322
6.5.3 Paragraph FOrmatting........ccccoevvvviiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeeaee, 323
6.5.4 Page and Document FOrmatting........cccccccvvvvviviiiiiiiiieeeeeeeeees 324
6.5.5 Pagination and Hyphenating........cccoooceeviiieeeii, 325
6.5.6 Page Elements FOrmatting...........cccooorrrrriiicccc e, 326
6.5.7 Y 4 11 T PP PPRPRRRRPPPPIN 327
0.5.8 YT o 0 SRS 329
6.5.9 T RMPIATES. .. e e 330
6.6 PROOFING ... ..ot eeereeeerrrrrrrerrrnnnes 332
6.6.1 ProofINg OVEIVIEW.......vvviiiiiiiiiiiiiiiiiiiiie e ee e e e e eeeveeesssaar s 332
6.6.2 SPEHCNECKET ... 333
6.6.3 Grammar CheCKer ... 334
6.6.4 THESAUNUS....cciiiiiiiiiii 335
6.7 DESKTOP PUBLISHING........ovvvviiiiiiiiiiiiiiiiiirevsvvvvevsssvsseeseensnnnne, 336
6.7.1 INTrOAUCTION.....cco i, 336
6.7.2 DTP and W P ..., 337
6.7.3 TYpPOgraphny......oiccc e, 338
B.7.3.1  ThE BaSICS..uittuiiiiiiiiiiiiiiiieeeiie e e e e e e e e a bbb 338
6.7.3.2 Typographic Features and Rules on Legibility.......cccceeeviiiiiiinnnnnnn., 339
6.7.3.3 TypographiC CharacCters.........cccoiiiiiiiiee e 340
6.7.3.4 TYPETACE DESION...cciiiiiieiiiiiiirttiiiiiir e e e e e e e e e e e e e e e eeeersrrr b, 341
Chapter 7 PRINTING
7.1 THE BASICS. .o 344
[.2 PRINTER SETUP DIALOG BOX...cvviiiiiiiiiiiiiieeiiiiiieeeeeeeeeeeeeee, 346
7.3 PRINT DIALOG BOX ..., 347
7.4 PRINTING SEPARATIONS. ..., 348
TaT0 L) OO PPPPPPPPORR 349



