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MODULE 17 ADVANCED EDI TI NG FORVATTI NG

Thi s nodul e explains the additional features that are available for changing nmargins, t.
and | eadi ng when precision formatting i s necessary. Also explained are the procedures
for keeping text together, |andscape, two-up and signature docunent creation, and how t
use abbreviations.

PREREQUI SI TES

Conpl etion of Mdule 10: Paragraph Menu

OBJECTI VES
At the end of this nodule you will have | earned:
1. How to set margi ns using margin control options.
2. How to set tabs using tab control options.
3. How t o change | eadi ng using | eading control options.
4. How to keep text together.
5. How to create and print |andscape, two-up and signature docunents.
6. How to create and use abbreviations.
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SETTI NG MARG NS

To use the margin control options, the Paragraph nenu rmust be fully detailed on the
screen. The additional options available in the detailed menu will allow you to nove
margi ns for a paragraph, a collection of paragraphs, or a docunent to the left or right
a predeternined nunber of units. The options available in the detailed nenu will all ow
you to adjust all margins of a docunent or only specified margins.

) MARK Docunents in the System nenu to open the Document Catal og.

) MARK Modul el7.

) MARK Get .

) Sel ect the first paragraph in the docunent.

) Qpen t he Paragraph nmenu (Cow Lox keys hel d down together).

) MARK Detail on the Paragraph menu to display all the avail able options.

The Paragraph nenu shoul d | ook Iike this:

Par agr aph nenu Neutral Detail Apply
Units: In Picas Pts Styl e:

Align: Left Right Cr Just Vert: None First Next Sane colum

Lead: before: <lb5>after:<0> |ine spacing: <5>pts.

New page: Before After Footnote text: Start Cont

Tabs: Left R ght Cr Aign on:.< > Leader default tabs:<28> units
Keep: Start Cont Heading keep:<0>pts.

Msc: Profile Printer vert.pos.:<O>units Line # Of

Change nargins: nove Left Right Set to < >units Measur e
Left margin, 1st line Left except 1st line Right nmargin
Al margins and tabs

Change tabs: Clear all tabs, or nove Left Right by < > units
Clear tab at < > Set tab at < > units

Change |l ead: Add Subtract < > pts. lead Before After Spacing

The current margin and tab settings are shown on the carriage scale.

The options for changing margins are |l ocated on the three lines after Change nargins:
You nay nove nargins to the left or right, or you nmay indicate the |ocation where the
margin is to be set.
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The second line indicates which nargin is to be affected. You may nove the |left nargin
of the first line only, the left margin of all lines except the first line, or you nay
right margin. |If you wanted to nove all left margins, you would mark both Left margin,
[ine and Left except 1st line.

If all margins and tabs in the selected area are to be noved, you would mark Al in the
third line. This would nove all margins and tabs left or right by the indicated nunber
units (the nunber in the brackets follow ng Set to).

) Sel ect any two paragraphs.

You are going to set the right margin of both paragraphs to 375.

) On the Change margins: line in the brackets following Set to insert the nunmber 375.
) In the second |ine MARK Ri ght.

) MARK Apply.

The right margin on the nmargin scale noved to 495 but the right margins of the two
par agr aphs noved to 375. When you sel ect nore than one paragraph to be affected, the
results appear only in the docunent and not in the Paragraph nenu since the Paragraph
menu wi Il not show properties of nore than one paragraph at a tine. To see the current
setting of the one of the paragraphs, Select it and press Cov LOX.

) Move the Right margin back to its original setting and Apply.

You are now going to nove the left margin of the sane two paragraphs in (to the Right)
50 units.

) Sel ect the same two paragraphs.
) MARK Ri ght .
) In the brackets following Set to insert <50>.

You nust specify which margins are to be noved. Since you want both the first line and
the followi ng |ines noved:

) MARK Left margin, 1st |line and

) MARK Left except 1st line.
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) MARK Appl .

) Move the margins back to 0. Insert O in the brackets following Set to. MARK Left
(you are noving the margins to the left). MARK Left margin, 1st line, Left except 1st |

) MARK Apply.

To practice noving Al nmargins and tabs:

) Sel ect the entire docunent (Cov E)

You are going to nove all margins and tabs to the Left 30 units.

) MARK Left.

) Insert 30 in the brackets follow ng Set to.

) MARK Al'l margins and tabs.

) MARK Appl y.

Al margins and tabs were noved 30 units to the left.

) Move all margins and tabs to the right 30 units.

Conti nue practicing noving margins.

Do not save the docunent.

SETTING TABS

Tabs may be changed, cleared, or noved for a set of paragraphs or the entire docunent
wi t hout changi ng each tab individually. This feature is useful if the nargins of a
docunent are to be changed and tab settings will be affected.

To use the tab control options, the Paragraph nenu nust be expanded.

) Get the docunent entitled SORTING fromthe docunent catal og.

VWen the nmessage "That docunent has not been saved..." appears in the Status w ndow at
the bottom of the screen renenber that it is warning you that you have not saved any
revi sions you mght have nade to the Mddule 17 docunent. 1In this case, you do not need
to save the changes, so PRESS the Do key.
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) Select (Com E) the entire docunent. You will change the tabs for the entire
docunent .

) PRESS Cov Lox to di splay the Paragraph nmenu.

) MARK Detail to expand the nenu.

Since you sel ected nore than one paragraph, some of the menu itens appear in grey.

This includes the current margin and tab settings. A grey shading indicates a neutral
state on the paragraph nenu. That is, all options shown in grey are neither on nor off
but in a neutral state. Only those options you sel ect and change will appear white on
bl ack and affect the docunent.

You are going to Clear all of the tabs which are currently set. Wen you do this, the
systemwi || substitute default tabs and the tabulated material will shift to the defaul!
st ops.

) MARK C ear.

) MARK Apply.

Al of the tabs which were set have been renoved.

Reset the followi ng tabs using the nouse: R ght 200; Left 250; Left 320.

) Move Left Right works sonewhat the same as noving nmargins left or right by a
speci fied nunber of units. You are going to nove all tabs to the Right by 50 units.

) MARK Right.

) I nsert <50>.

) MARK Apply .

) Move the tabs to the left by 50 units.

) Move the tab from 320 to 335. Use the line which says Clear tab at and Set tab at.

) Type 320 in brackets following Clear tab at <>.

) Type 335 in brackets following Set tab at <>.
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) MARK Appl .

) Sel ect a paragraph and PRESS Covm Look.

The tab settings shoul d now appear at 200, 250, and 335.

Practice noving, clearing and setting tabs.

Do not save the docunent.

MEASURE

A Measure option appears on the Paragraph menu on the sane |line as Change margins: It
provides for visual setting of margins and tabs, rather than requiring the specificati ol
known nunerical setting. |In order to activate Measure, the caret nust be positioned in

bracket. When Measure is marked, and a position on the screen selected with the nouse,
the brackets will display the horizontal measurenent of the character selected with the
nouse.

) Type the foll owi ng paragraph into a bl ank docunment w ndow.

The format you are going to use for this docunent will be determ ned by using Measure.
Thi s paragraph will have margins of 0 and 420. The margins for the follow ng paragraph
will be determined by the colon which will follow the last word. You want the second
paragraph to align with it:

This is the second paragraph which is going to be aligned on the left with the colon in
precedi ng paragraph.

) St op typing.

) Sel ect the above paragraph.

) Qpen t he Paragraph menu and MARK Detail to expand it.

Pl ace the caret in the appropriate nargin control or tab control bracket. The margin f
both the first line and all other lines of the paragraph will be noved to this position

pl ace the caret in the brackets followi ng Change margi ns: Set to <>.

) Hol di ng down the LEFT nouse button, nove the cursor to the space after
the col on.
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When you rel ease the nouse button, a nunber will appear in the brackets.

) MARK Left margin, 1st line and Left except 1st |ine.

) MARK Appl .

The second paragraph is approxinately aligned with the colon in the first paragraph and
shoul d | ook Iike the follow ng.

The format you are going to use for this docunment will be determ ned by using the
Measure option. This paragraph will have margins of 0 and 420. The nmargins for the
foll owi ng paragraph will be determ ned by the colon which will follow the |ast word. Vi
want the second paragraph to align with it:

This is the second paragraph which is going to be aligned on

the left with the colon in the precedi ng paragraph
1

Practice aligning the two paragraphs by changing the right nargin on the first
par agr aph.

LEADI NG

The ampunt of white space (called |eading, rhymes with "sledding") between lines in a
par agraph may be increased or decreased before, after, or within a specified paragraph
to an entire docunment. This is useful when you have different anpunts of |eading in

di fferent sections of a docunent, but you want to change the |eading in certain areas,
headi ngs, for the entire docunent.

In the Docunent catal og, select the document <EXERCH SE- SCREEN>.

) MARK Get

) Sel ect the entire docunment (CowE).

) MARK Detail to expand the Paragraph nmenu

You are going to add 5 points of |eading before every paragraph

Locate the line which begins with Change | ead:

) MARK Add.
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) Insert 5 into the brackets foll owi ng Add Subtract <5>.

) MARK Bef or e.

) MARK Appl .

To change the spacing within the docunment, you will mark Add or Subtract You are going
to subtract 1 point of |eading in each paragraph of the docunent.

) Sel ect the entire docunent.

) MARK Subtract.

) Insert 1 in brackets follow ng Subtract <1>.

) MARK Spaci ng.

) MARK Appl y.

Practice addi ng and subtracting |leading to the docunent.

Do not save the document.

KEEP TOGETHER

When docunents print, headings should "keep together" with part of the text which

foll ows the heading. A heading may be kept with two Iines of a paragraph, with an enti
par agraph, or with nore than one paragraph.

The Keep option is found on the Paragraph nenu.

) In the Docunent catal og, select the docunent <EXERCI SE- SCREEN>.

) MARK Get .

In the docunment, |ocate the headi ng Text Region.

Thi s headi ng shoul d be kept together with at |east two |ines of the follow ng paragraph

VWhen Heading is marked on the Paragraph nmenu, two lines of the follow ng paragraph wll
automatically print on the same page as the headi ng.



145

) Sel ect the heading as a paragraph.

) PRESS Cov Lox to open the Paragraph nenu.

) MARK Detail to expand the Paragraph nenu.

) On the line beginning with Keep: MARK Headi ng.

) MARK Appl .

Locate the headi ng Sel ecting A Character.

If you wanted the entire paragraph to stay with the heading, mark the options Headi ng a
Start.

) MARK Headi ng.

) MARK Start.

) MARK Appl y.

If you wanted to keep nore than one paragraph with the headi ng, select the follow ng
par agr aph(s) and mark Cont.

) Sel ect the three paragraphs follow ng the heading and first paragraph
(beginning with "To sel ect a character”).

) MARK Cont .

) MARK Appl .

When this docunent is printed, the heading plus the followi ng four paragraphs will alwa
print on the sanme page.

Continue practicing the Keep options.

LANDSCAPE DOCUMENT FORMATTI NG

Soneti mes docunents are printed across the 11" of the paper rather than the 8 1/2".
This type of docunent is called |andscape. Wen inputting the text for a | andscape
docurnent, you can either set the margins at the begi nning of input, or you can refornat
the entire docunment with wi der nargins after it has been typed.
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If you are inputting the docunent with wide margins, the text on the screen wll
automatically scroll to the left until the RETURN key is pressed. Once the RETURN key is
pressed, the screen again shows the left side of the docunent.

) Type the followi ng line:

LANDSCAPE DOCUMENT

) Sel ect the line as a paragraph

) PRESS Cov Lox to open the Paragraph nenu.

) After Units: MARK |n.

The carriage scal e has now converted to inches. The width of the paper on which you
will be printing is 11". The System automatically sets 0 on the margin scale 1.5 inche
fromthe left edge of the paper (90 points). You want the right nmargin set at 8.50 inc
(612 points). To nove the margin scale to the left (scroll left), hold down the Cov key
whil e pressing and rel easing the LEFT nouse button until you see 8 and 9 on the

carriage scal e.

) MOVE the right margin bar to 8.50

) MARK Appl .

Continue typing the foll owi ng docunent. Watch the lines nove to the left of the screen
during input.

LANDSCAPE DOCUNMENT

This docunent will be printed in |andscape node. Oten |andscape is used for w de
financial statements or for presentation materials. |[If you are inputting statistical m
in |landscape node, it is recomended that you mark the Printer option on the Paragraph
menu so you will see on the screen the way the docunent will print.

If you are inputting text nmaterial, it is easier to type the docunent with the System p
margins, then reformat with wider margins. |f you are inputting columar material, it
easier to format the docunent at the beginning. For sonme people it is easier to conver
the carriage scale to inches to change nargins.
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To proofread the document, you need to scroll to the left and right. You learned to sc
the carriage scale by holding down the Cov key and pressing the LEFT nouse button. To
scroll to the right, you hold down the Cov key and press the R GHT nouse button
Proofread the docunent.

) Title this docunent <Landscape>.

) Save the docunent.

) Qpen the Print Menu.

) MARK Landscape

Sel ect other print options (nunber of copies).

) MARK Apply.

TWo- UP AND SI GNATURE DOCUMENT FORMATTI NG

Two- Up and Signature are special forns of |andscape printing. Both assume that the
page size is 5.5" by 8.5". Both will print two pages of text on one | andscaped page.
page of text will appear on the left side, and the other on the right.

To format a two-up docunent:

) In the Docunent catal og, select the docunment <Advanced-Formatting>.

) MARK Get .

) Sel ect the entire docunment (CowE).

) PRESS Cow Lox to di splay the Paragraph nmenu

) Set the right margin of the docunent at 216 points.

) MARK Appl y.

The page nunmber position in this document has been predetermned for you You wll

learn in a later nodul e how to mani pul ate the position of page nunbers, as it is inport
when creating a two-up or signature docunent.
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) Open the Print nenu.

) MARK Two- Up.

) Sel ect other print options (nunber of copies).

) MARK Apply.

Pi ck up the docunent at your printer. You should see that the docunent is |andscaped
with two colums of text on either side, each having a page nunmber at the top. The pag
nunbers should be 1 and 2. These page nunbers w |l change when you format the

docunent as a signature docunent.

) Save the docunent using the title Two- Up.

Si gnature docunents are defined as "a |large sheet printed with four or a nmultiple of fo
pages. Wen folded, it becones a section of a book."

To format a signature docunent:

) In the Docunent catal og, select the docunent <Advanced-Fornmatting>.

) MARK Get .

) Sel ect the entire document (CowE).

) PRESS Cow Lox to di splay the Paragraph nenu.

) Set the right margin of the docunent at 216 points.

) MARK Apply.

) Save the docunment using the title Signature.

The page number position in this docunment has been predetermined for you You wll
learn in a later nodule how to mani pul ate the position of page nunbers, as it is inport
when creating a two-up or signature docunent.

) Open the Print nenu

) MARK Si gnat ure.
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) MARK Dupl ex.

Sel ect other print options (nunber of copies).

The nunber in the bracket follow ng Signature size: indicates the nunber of pages print
in the signature group. For exanple, the nunber 16 in the Signature size: bracket equa
actual pieces of paper that will conme out of the printer (two pages to a side). Do not
change the nunber at this tine.

) MARK Apply.

Pick up the docunent at your printer. You should see that the docunent is |andscaped
with two colums of text on either side, each having a page nunber at the top. The pag
nunbers should be 2 and 3 on one side and 1 and 4 on the other. Notice that the page
nunbers changed when you fornated the docunment as a signature docunent. |If fold
themin half you will see that you can use the signature feature for creating booklet-t:
document s.

ABBREVI ATI ONS

The System allows you to use predefined abbreviations in typing or editing a docunent.
An abbreviation is a (usually short) sequence of characters that has been predefined to
stand for some |onger piece of text called it’s expansion. Replacing the abbreviation:
it’'s expansion is called expanding the abbreviation. There is nolimt to the length o
expansion: it may be just one or two words long, or it may one or nore paragraphs.

To define a new abbreviation

) MARK Abbrevi ati ons in the System nenu.

In the docunent wi ndow, select or type the text that is to be the expansion of the new
abbreviation. For this exercise, type United States of Anerica.

) Select the text to be abbreviated (United States of Anerica).

) Position the caret in the brackets foll ow ng Def abbr

) Type usa

) MARK Def abbr .
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The new abbreviation is now defined, and the letters usa appear in the Abbreviations

cat al og.

To expand the abbreviation:

) In the docunent wi ndow, Type usa.

) Whi | e HOLDI NG down the Com KEY. ..

) TYPE x.

usa was expanded to read United States of Anerica.

To expand text after you have conpleted typing the docunent, select the characters,
hol d down the Cov Key and type x. The abbreviation will be expanded.

To view the abbreviations cat al og:

) MARK Abbr evi ati ons.

A list of abbreviations appears bel ow the Abbreviations nenu.

) To del ete an abbreviation:

) Sel ect the abbreviation.

) MARK Del ete. The abbreviation will have a line through it.

) MARK Apply.

To Undel ete an abbrevi ati on:

) Bef ore you have applied the del ete conmand, MARK Undel et e.

If you have already applied the Del ete comrand, you cannot undel ete the del etion.

To i nspect the expansions defined for each of the abbreviations:

) In the Abbreviations nenu MARK Det ai l .

To dism ss the detail ed abbreviati ons catal og:

t he
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) MARK Det ai |l again.

) To dismi ss the Abbreviations nmenu, mark the after Apply.



