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Introduction

Welcome

Forms design and management has changed substantially with the
advancement of computer technology and forms software. Automation
of the paper system—both in forms design, and in the management of
information—has brought significant benefits to those who use forms.

Informed consists of afamily of separate applications: Informed
Designer, Informed Manager, Informed Number Server, and Informed
Revision Distributor. Although packaged separately, together they
provide a complete solution for designing, distributing, filling, routing,
approving, and submitting electronic forms.

Informed Designer

Informed Designer gives you flexible tools to draw professional quality
forms quickly and easily. With advanced drawing tools, powerful graph-
ics manipulation commands, and precision control, you have al you need
to produce appealing, picture perfect forms on your Macintosh computer.
Since forms are stored electronically, you now have more freedom to
change your forms as your needs change. It's as simple as “ point and
click” to move aline or change a heading.

If you want to distribute paper forms to be filled out by hand or with a
typewriter, then Informed Designer isal you need. You can design forms
for in-house printing, or you can prepare camera-ready artwork for your
commercial printer. Y ou can even use Informed Designer’s color capa-
bilities to color your forms and print them commercially using the spot
color printing process.

For those forms that you want to fill out electronically, Informed
Designer allowsyou to buildin ‘intelligent’ features. Make your forms
automatically calculate, format, lookup, and check information for the
person using Informed Manager. Y ou can also configure forms for
electronic signing by using digital signatures (for more information on the
intelligent features of Informed, please see your Informed Designer Data
Intelligence manual). Although you require Informed Manager to fill out
and save forms, you can test your forms using the test facility of Informed
Designer. This allows you to make sure that your formatting, calculations,
and other intelligent features work properly without having to switch to a
different application.



About this manual

This manual includes a complete reference to Informed Designer’s design
and graphic features. General topics are organized in the following
chapters:

0 Chapter 1, Manipulating documents, teaches you about Informed
documents. Instructions are provided on how to create, open, close,
and save documents.

0 Chapter 2, Setting up a form, covers the commands you use to setup
the page and drawing area of your form.

O Chapter 3, Pages of a form, describes how the pages of aform are
organized. It provides instructions on how to create and remove pages,
and how to use the master page and the work page.

0 Chapter 4, Drawing environment, teaches you about Informed
Designer’s drawing environment. It describes drawing aids such asthe
rulers, grid lines, guide lines, and view scale.

O Chapter 5, Drawing tools, describes Informed Designer’s drawing
tools.

0 Chapter 6, Changing an object’s appearance, provides instructions on
how to manipulate the appearance of objects on your form.

0 Chapter 7, Manipulating objects, describes the features that help you
move, size, rotate, align, distribute, and group objects on your form.

O Chapter 8, Using graphics, teaches you how to import artwork and
text from other Macintosh applications and also explains the publish
and subscribe features of Informed Designer.

O Chapter 9, Using color, describes Informed Designer’s color capabili-
ties. It teaches how to define colors and how to produce color forms.

O Chapter 10, Printing forms, teaches you how to print forms. It
describes Informed Designer’ s printing options.

O Chapter 11, Mailing documents, explains how you can use electronic
mail to send form documents to other users.

About this manual iii



Introduction

The Informed Designer manual set

The Informed Designer manual set is designed to provide you with a
complete reference to the features and functionality of Informed
Designer. The manuals combine text and graphics to thoroughly docu-
ment every aspect of the software. In addition to the Informed Designer
Design and Graphics manual, the set is made up of the following:

O Thelnstallation Guide provides you with instructions on installing
Informed Designer. The guide a so describes the minimum hardware
and software configurations required to use Informed Designer.

O The Getting Started manual introduces you to the basic features of
Informed Designer. A series of 7 exercises leads you through the steps
involved in designing and creating you own invoice form. Once you
have created the form you will learn how to add intelligent features to
it. Finally, you will learn how to test and print the form.

O The Data Intelligence manual provides a detailed reference to the
intelligent features of Informed Designer. You'll learn about the data-
handling capabilities of Informed. You'll aso learn how to perform
calculations, link forms and use formulas and functions. Theway in
which Informed Designer uses the PowerTalk(] features of electronic
signatures and AppleScriptd isalso described.

0 The Informed Extensions manual describes how to install and use
extensions.

O The Informed AppleScript Reference manual documents the features
of Informed that can be scripted, and provides the relevant scripting
commands.


Installation instructions

The Installation guide is not provided with the CD version of Informed Designer. 
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This chapter presents information about |nformed documents and how
they are manipulated. You'll learn about Informed document types and
password security, as well as how to create, open, close and save docu-
ments. Figure 1-1 below summarizes the commands that are discussed in
this chapter.

| Fiic

News mN]| —— Createsanew document
Open... %0 | ———— Opens an existing document
Close s ———— Closes a document
Save #5 | ———— Savesadocument
Save As... —— Saves a copy of a document
Set Passwords... | —— Sets the design password
Mail >
Import... k|
Page Setup...
Orawing Setup...
Print... ®pP
Quit *0

Fig. 1-1

File menu and document manipulation commands

Informed documents

The term document refers to afile that contains information. An Informed
document is afile that contains information about aform. There are three
types of Informed documents: form documents, stationery documents,
and data documents (also called datafiles).

I= I= ™
—E =]
[ INE,

form  stationery data

Fig. 1-2

Form, stationery, and data document icons

A form document consists of aform’slayout, and a database containing
zero or more completed forms. A stationery document contains only the
layout of aform. A data document contains only aform’s data.

Chapter 1: Manipulating documents


Demonstration forms

A fourth type of form document exists -– the demonstration form. This type is used  during the Quick Start and cannot be saved. For more information, see the Quick Start User's Guide and the 1.4.3 Addendum.


Form documents

A form document is accessed by both Informed Designer and Informed
Manager. Y ou use Informed Designer to create and manipulate the layout
of aform (that is, the graphics and text on the form aswell asits data
intelligence information). Once you’ ve designed and created aform’s
layout, you can use Informed Manager to manipulate the database of
completed forms. A form document isillustrated below:

Om|

" Layout
I=L,
g
invoice —
—_—— Database of
=== completed
forms
Fig. 1-3

Parts of an Informed document

Stationery documents

Form documents are accessed by both the Informed Designer and Man-
ager applications as described above. Stationery documents differ from
form documents in both their content and use. Unlike form documents,
stationery documents don’t contain completed forms.

The purpose of using stationery documentsis to store form templates or
personal preferences. For instance, suppose that most of the forms you
create have the same company logo, header and footer. Rather than
redrawing (or cutting and pasting) these elements each time you create a
new form, you can simply create a template form and store it as a station-
ery document. Then, instead of using the New command to create a new
form, you would open the stationery document and its contents would be
read into a new untitled window. Y ou would finish the form by adding
the remaining artwork and text, and then save it as aform document for
use with Informed Manager.

Another important use of stationery documentsis for storing your prefer-

ence of default settings. Default settings determine the appearance of new
objects when they're first drawn. For example, if the default line width

Informed documents 1-3



1-4

for linesis 1 point, each new line that you draw will be 1 point. Of
course, after drawing an object, you can change its appearance any way
you like.

Although you' re free to change the default settings while drawing aform,
you cannot change these settings for new documents (a new document
aways inherits the same preset defaults). However, you can use station-
ery documents to hold your preferred defaults. Simply create a new
document, change the default settings to your personal preferences, then
save the form as a stationery document. When you open the stationery
document, its default settings (in addition to the form itself) will be read
into anew untitled window.

Data documents

A data document, or datafile, isafile containing form data only. The data
in adatafileis associated with a specific form document. Data files can
only be created and opened with Informed Manager. For more informa-
tion on creating and opening data files, please see the Informed Manager
Reference manual.

Chapter 1: Manipulating documents



Creating a new document

New The New command creates a new Informed document.
File menu
Command-N To create a new document, select New from the File menu. A new

untitled window will appear.

Document name

%

File Edit Arrange Style Settings Llayout Form [ 5y

Close box Untitledl

Zoom box

Tool palette

Scroll bars

Information box

Page controls
Fig. 1-4
Untitled drawing window
Y ou can create as many documents—or open as many existing ones—as
you like. You are only limited by the amount of RAM (random access
memory) in your computer.

Each time you create a new document, Informed namesit ‘ UntitledX’
where X isanumber (starting with 1, 2, 3, and so on). A new document
will always be named uniquely; if ‘Untitled1’ is already open, then a
subsequently created document will be called *Untitled2' (provided of
course that *Untitled2’ isn't already open).

The New command only provides you with a new, untitled drawing
window. To make any changes permanent, remember to save your
work. For more information on saving a document, see Saving a
document and Saving copies of a document later in this section.

Warning

Opening a new document 1-5



Open...
File menu
Command-O

Note

Each new document is assigned a set of default settings. These defaults
refer to the current settings of the object toals; that is, they determine
what new objects will look like. For example, the default font for the text
tool is Helvetica. Similarly, the line tool has a default width of one point.
See Appendix A for acomplete list of default settings.

Although you can change the default settings while drawing aform, you
can't change these settings for new documents (a new document always
inherits the same preset defaults). However, you can use stationery
documents to hold your preferred default settings. See Informed docu-
ments above for more information.

Opening a document

The Open command opens an existing document.

To open adocument, select Open from the File menu. The Open dialog
appears:

[== Tutorial Folder v |
O Customer List — HD
O Inventory Form _
O InvoiceA(1)
O InvoiceA(2)
D InvoiceA(3) B
O InvoiceA(4) —_—
D InuoiceA(s) ||
=
Document Type | ANl available |
Fig. 1-5
Open dialog

You can make the Open dialog appear when you start Informed
Designer by holding down the Option key and double-clicking the
Informed Designer icon.

1-6 Chapter 1: Manipulating documents



Note

Use the Eject and Desktop buttons to select the disk or volume containing
the document that you wish to open. If your document isin afolder, you
will have to first open the folder to show the document. Use the mouse or
arrow keysto select the document in the list and then click Open or press
the Return key.

The Document Type pop-up menu allows you to select the types of
documents displayed in the in the Open dialog. For example, you can
choose to display only Form documents or only Stationery documents.

Password security

Passwords are an optional feature of Informed. Each Informed document
can have two different passwords: a design password and a data entry
password. To open and change the layout of a password secured docu-
ment with Informed Designer, you must know the design password. The
data entry password is required when you open a document to fill out
forms with Informed Manager. When you attempt to open aform locked
with a Designer password the following dialog appears:

Open Document

Fleasze enter the
design password: |-----| |

Cancel 1] 4

Fig. 1-6

Entering the password

Asyou type the password, you'll see small black circles—sometimes
called ‘bullets —in place of the characters that you type. Thisis done
purposely to help keep your password confidential.

Passwords are case sensitive. This means that upper and lower case
letters are considered different. For example, the passwords ‘My
Password’ and ‘my password’ are different.

Opening a document 1-7



After you type the password, click OK. Informed Designer will verify
that you' ve entered the correct password before opening the document.
(For instructions on how to change or clear the password, see Changing
the password later in this section.) If you enter an incorrect password,
you'll seethis dialog:

0 That password iz incorrect.

Fig. 1-7

Incorrect password message

Click OK, then enter the password again. If you don’t remember the
password, you can always cancel the Open command by clicking Cancel
on the dialog shown in Figure 1-6.

Asyour document is opened, Informed Designer displays progress
information in the information box at the lower-left corner of the drawing
window.

Reading : 0%

Fig. 1-8

Progress information

Informed Designer can open form documents, stationery documents, and,
through the use of extensions, other types of documents such as
SmartForm, TrueForm, and Fast Forms documents. Extensions are
individual filesthat add additional functionality to Informed. For more
information on extensions, please see the Informed Extensions manual.

Below is an explanation of how Informed Designer opens each type of
document.

O A form document is opened into its own window for editing.

O A stationery document is opened and copied into a new untitled
window.

0O Documents that correspond to forms created with other products, such as
TrueForm and Fast Forms, are converted to an Informed document and
opened into a new untitled window.

Chapter 1: Manipulating documents



| Form

Test Invoice
figny Farmn
Eenalabniy
Hpdgr

B Ohalopy

Cell Report...

Form Information...

« Invoice
Purchase Order

Selecting a form

Set Paswords...
File menu

[s

Y ou may see the following warning when you open certain documents:

fou hawve selected & Fast Forms™ docurnent. 1t will be opened into
an untitled window.

Fig. 1-9
Fast Forms document warning

Click OK to open and convert the document or click Cancel to cancel
the Open command.

When adocument is open, its name appears in the Form menu along with
the names of all other open documents. Y ou can choose an open docu-
ment by selecting its name from the Form menu.

Changing the Password

Y ou can change the design and data entry passwords of aform by using
Informed Designer and Informed Manager respectively. The data entry
password can aso be changed using Informed Designer. Y ou can aso
specify whether or not Informed Manager users can change the data entry
password.

Once you'’ ve opened a document, you can change its design password by
choosing the Set Passwords command from the File menu. The Set
Passwords dialog appears.

Set Passwords

[ Design Password ]

[ Data Entry Password ]

E Allow users to change data entry password

[ Cancel ][[ 1] 4 ]]

Fig. 1-10
Set Passwords dialog

To change a password, click either the Design Password or Data Entry
Password buttons. The Set Design Password or Set Data Entry Password
dialog appears requesting that you enter both the old and new passwords.

Opening a document 1-9
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Important

Important

If the document’s current password is blank, simply enter the new
password in the text entry box provided, then click OK. If the document
has a password, enter it in the ‘Old password’ text entry box. Informed
Designer won't let you change the password unless you know the current
password. If you want to remove the design password, leave the new
password blank.

Depending on the use and purpose of aform, you may or may not want to
allow those who fill it out to change the data entry password. If aformis
used exclusively by one person (perhaps yourself), the ability to change
the password might be appropriate. However, if aparticular form docu-
ment is shared by several users, you might want to restrict them from
changing the password in order to prevent one person from changing it
and unintentionally (or intentionally) not telling the other users of the
form. If you want to prevent users from changing the data entry pass-
word, turn the ‘ Allow users to change data entry password’ check box off
(the Set Passwords command will be disabled). Otherwise, leave the box
checked.

Passwords are case sensitive. This means that upper and lower case
letters are considered different. For example, the passwords ‘My
Password’ and ‘my password’ are different.

After you' ve changed either or both passwords, click OK on the Set
Passwords dialog. Informed Designer will confirm the changes that you
made by displaying a message. If you changed both passwords, you' |l see
two messages.

‘fou have successfully changed the design password. The new
ﬁ password is "Gumby

Fig. 1-11
Password changed or cleared message

Remember your password!

Chapter 1: Manipulating documents



Warning

Document conversion

To accommodate new features and capabilities of Informed, the data
format of Informed documents changes from time to time. For a docu-
ment that was created with an earlier version of Informed Designer,
opening it for the first time might prompt the dialog shown below.

converted | you will not be able to open this docurment with earlier

f “ou are about to convert a document to a newer format. Once
wversions of Inforrmed Designer™.

Cancel 114

Fig. 1-12
Conversion warning dialog

Be sure to make backup copies of your documents before you
convert them. Should an error occur during the conversion process,
you may damage your forms.

If you choose to continue (by clicking OK), Informed Designer will open
and convert the selected document to the newer format. The information
box near the lower left corner of the document window will display
progress information during the conversion process.

Missing fonts

When you open a document, Informed Designer checks to make sure that
the fonts used on the form are available in your system file. Different
system files on different computers can have different fontsinstalled. If
you draw aform on one computer, then transfer the document to different
computer, that computer might not have the fonts that you originally used
to draw the form. Whenever you transfer a document to a different
computer, you should make sure that the system file on that computer has
the fonts that are used on the form.

If Informed Designer detectsthat at least one font is missing from your
system file, you'll see the dialog displayed on the top of next page:

Opening a document 1-11
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Mewe Century Schibk These fonts are used in
Times thiz docurnent but are not
available in your systern.
They should be added in
order to display the
docurnent properly.

)

[

|

Fig. 1-13

Missing fonts warning

Any text that uses an unavailable font will display using afont that’s
available in your system file. For information about installing fonts,
please see the Macintosh Owner’ s Guide that came with your computer.

Opening a locked document

If you choose to open alocked document, or a document that resides on a
locked disk, Informed Designer will warn you.

Changes can be saved only using Save Az, Would gou Tike to

f The zelected docurnent iz Tocked or rezides on a locked disk.
continue

Cancel 0K

Fig. 1-14

Locked document warning

If you continue, the document will be opened as usual. However, you
won't be able to save any changes made to the document itself (the Save
command will always be disabled). To save any subsequent changes
made to the document, use the Save As command to save the document
asanew file.

Opening a document in use

An Informed Designer document that is presently in use cannot be
opened. Most commonly, if adocument is already in use, you' ve prob-
ably already opened it yourself. If you try to open a document already in
use by another user or application, you'll see the dialog displayed on the
top of the next page:

Chapter 1: Manipulating documents



0 The zelected document iz already open and iz currently in use.

Fig. 1-15
Document in use dialog

Click OK to dismiss the dialog.

Y ou cannot open a document that resides on afile server and is being
used by another user. If you attempt to, a dialog appears giving you the
options of waiting until the document is available for use, or of cancelling
the attempt.

Opening signed documents

PowerTalk is Apple Computer’ s system software extension that provides
various collaborative services such as electronic mail and electronic
approval. With PowerTalk installed on your computer, you can send
documents to other users and you can sign documents electronically.

Signing information using PowerTalk resultsin the creation of adigital
signature. The digital signature is attached to the information and it
allows any PowerTalk user to verify the integrity of the document at any
time. For more information about digital signatures, please see your
PowerTalk User’s Guide.

Chapter 3 of your Informed Designer Data Intelligence manual explains
how you can add signature cellsto your forms so that Informed Manager
users can sign individual completed forms or parts of completed forms.
Separate from this feature is the ability to sign an entire document using
the Finder by dragging itsicon onto your Signer.

When you open aform, Informed Designer checks if the document has

been signed using the Finder. If adigital signatureis present, you'll be
warned and given the opportunity to verify the signature.

Opening a document 1-13
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Warning

The decurnent “Purchaze Orders ™ has been signed using the
Finder. would you Tike to continue opening the docurnent, verify

the zignature then open the docurment, o cancel?

(cancer ) (weriy )

Fig. 1-16

Signed document warning

To verify the signature before opening the document, click Verify. If
verification is successful, you'll see a dialog showing the identity of the
person who signed the document.

% “Purchase Orders ™ was suceessfully verified.
L

Signed on Fri, Jul 2, 1'99% at 608 PM. The status of the signature i=
walid. Signed by :

Name : Mary 4nn Hancock
Address: 000 Any Street
Loeality : &ny Town

State: any State
Zip Code : 00000
Country : US

Fig. 1-17

Successful verification

If the document has been changed since it was signed, or if the digital
signature itself has been tampered with, a message indicating so will
appear when you click the Verify button.

To open the document without verifying the signature, click Continue
instead of Verify. To cancel opening the document, click Cancel.

An important purpose of the dialog in Figure 1-17 is to warn you that
the document you’re opening is signed. If you proceed to open the
document, changing and saving the document will invalidate the
digital signature.

Please see chapters 3 and 8 of your Power Talk User’s Guide for detailed
information about digital signatures.
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Close

File menu
Command-W

Closing a document

The Close command closes the currently active document. That is, the
document that corresponds to the front-most drawing window on your
screen.

To close the currently active document, choose Close from the File menu
or click the window’ s close box. Depending on the kind of document that
you' re working with and the work that has been done, one of the follow-
ing situations will arise.

Closing a new document
If you're closing a new document that has not been edited, the document
is closed immediately.

If you're closing a new document to which changes have been made,
Informed Designer will warn you to save the changes:

f Save changes to “Untitled1”?

(Concer] (G )

Fig. 1-18
Standard save dialog

Y ou can choose one of three actions.

O If you select Save you'll be asked to name the new document and select
the disk or volume to store it on.
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[£3 Informed™ + |
G nfprmed Besigner™ |4 — HD
=
Mew document name: |ﬁ|
| CTHETT |  (cancel

Fig. 1-19
Save new document dialog

Type the name of the new document in the text entry box. Use the
Eject and Desktop buttons to select the disk or volume to store the
new document on. Click Save to save and close the document. Click-
ing Cancel instead will cancel the Close command; your document
will remain open.

If the name you choose for your new document already exists on the
selected disk or volume, or if adocument by that nameis already in
the current folder, Informed Designer will warn you.

Replace existing
“Untitled1™ ?

Cancel Replace

Fig. 1-20
Replace existing document warning

Clicking Replace replaces the document. Clicking Cancel returns you
to the Save dialog (Figure 1-19) allowing you to enter adifferent
document name.

If you select Don’t Save (on the dialog in Figure 1-18 any editing you’ve
done will be lost and the document will be closed.

If you select Cancel, the Close command will be cancelled; your
document will remain open.
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For more information about this
dialog and why it occurs, see
Changing documents that
contain completed forms later in
this chapter.

Closing an existing document

If you're closing an existing document (a document that was previously
opened), Informed Designer will first check if you' ve made changes to
the form. If your document has not changed since you last opened it, then
it's closed immediately without warning.

However, if you’' ve made changes to the document, then one of two
condition will arise.

O If your document does not contain any completed forms, or if it does
contain completed forms but the changes that you’ve made will not
affect this data, then you’ll see the standard save changes dialog.

f S$ave changes to “Invoice™?

Cancel I Save I

Fig. 1-21
Standard save dialog

Click Save to save the changes and close the document. Click Don't
Save to discard the changes and close the document. Click Cancel to
cancel the Close command and continue editing your form.

O If you're closing a document that contains completed forms, and the
changes that you’ve made will affect this data (maybe you’ve added or
removed a cell, or changed a cell’s type), then you’'ll see this dialog:

The document you are saving contains 1 form. The following
changes will affect this data.
Cell Description of change 3
YTD FICA Field cell remouvsd Save Chﬂl‘lgES.
YTD State Tax Field cell remouved 1
YTDO State WH Field cell remouved
] Cancel
Fig. 1-22

Changes affecting data dialog
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Save
File menu
Command-S

The purpose of the above diaog isto warn you that if you save the
current document, the changes you' ve made will in some way affect
the completed forms that already exist. Click Save to save the changes
and close the document. Click Don’t Save to discard the changes and
close the document. Click Cancel to cancel the Close command and
continue editing your form. If you Click Save, the changed layout is
saved and any associated data is updated.

Saving a document

The Save command saves the currently active document. That is, the
document that corresponds to the front-most drawing window on your
screen. This command is enabled only when changes have been made to
the currently active document.

To save adocument, select Save from the File menu. Depending on the
type of document you’ re working with and the kind of work that you've
done, one of the following situations will occur.

Saving a new document

If you're saving adocument for the first time, you'll be asked to name the
new document and select the disk or volume to storeit on.

[=0 Informed™ w |
G informed Designe™ 4 = HD
=
New document name: |ﬁ|
(| ( concer )

Fig. 1-23

New Save dialog

Type the name of the new document in the text entry box. Use the Eject
and Desktop buttons to select the disk or volume to store the new docu-
ment on. Click Save to save the document. Clicking Cancel will cancel
the Save command and return you to editing your form.
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For more information about this
dialog and why it occurs, see
Changing documents that
contain completed forms later in
this chapter.

Since document names must be unique, Informed Designer will warn you
if adocument with the same name already exists on the selected volume
or if one with the same name exists in the chosen folder.

Replace existing “Invoice”
r

Fig. 1-24

Replace existing document warning

Clicking Replace replaces the document. Clicking Cancel returns you to
the Save dialog (Figure 1-22), allowing you to enter a different document
name.

Saving an existing document

When saving an existing document, if it doesn’t contain any completed
forms, or if it does contain completed forms but the changes you' ve made
won't affect this data, the document will be saved without warning.

However, if your document does contain completed forms, and you' ve
made changes that will affect this datain some way (i.e. you' ve added or
removed acell, or changed a cell’ stype), then you'll seethis dialog:

The document you are saving contains 1 form. The following
changes will affect this data.
Cell Description of change
YTO FICAH Field cell remowved Save Chﬂl’lgBS?
YTO State Tox Field cell remouved 1
] Cancel
Fig. 1-25

Changes affecting data dialog

Like closing documents, the purpose of the above dialog isto warn you
that if you save the current form, the changes you’ ve made will in some
way affect the completed formsin the document. Click Save to save the
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Save As...
File menu

1-20

changes and close the document. Click Cancel to cancel the Save com-
mand and continue editing your form. If you Click Save, the changed
layout is saved and any associated datais updated.

Saving copies of a document

Use the Save As command to save a copy of adocument with a different
name, in adifferent folder, or on adifferent disk or volume.

To use the Save As command, select it from the File menu. You'll see the
dialog displayed below:

&5 Informed

- befnrimed Eesignas™ |{r| = Hard Disk
L P armed Mangger _

Y insning Lipot
i

-
”

"

ried Eupenees Desktop
]
New document name: |m|
Tr-auel Expenses | ( cancel ]

Form (layout only)
Stationery
EPS

Fig. 1-26
Save As dialog

The same options apply as when saving a new document. The Eject and
Desktop buttons select the disk or volume to store the new document on.
The Document Type pop-up menu alows you to save the form in differ-
ent formats. Y ou can save the form as a Form or as a Stationery document
type. If the current document contains a database of completed forms,
selecting ‘Form (layout only)’ omits the database and saves the layout
only. You can do this only if you' re saving the document as aform
document (stationery documents do not contain completed forms).

If you have installed any translator extensions in your Informed Exten-
sions folder, their names will appear in the Document Type pop-up menu
(Fig. 1-26 shows the EPS extension). For information about extensions,
please see your Informed Designer Extensions manual.
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Changing documents that contain completed forms

As described in the section Informed documents, a form document
contains both the layout of aform aswell as a database of completed
forms. Completed forms are manipulated using Informed Manager.

It'simportant to note that when you change a layout with Informed
Designer, you aso affect the completed formsin the document—if any
exist. For example, if you remove afield from aform, the data stored in
that field is also removed from each completed form.

As you make changes to your form, Informed Designer keeps track of
those changes that affect the data of the completed forms. When you save
adocument, Informed Designer will warn you of such changes with a
dialog like the one shown below.

The document you are saving contains 1 form. The following
changes will affect this data.
Cell Description of change 7
YTO Gross Calculation formula changed < Save changes?
YTO Gross Chonged from Humber to Boolean 1
| Cancel
Fig. 1-27

Changes affecting data dialog

If acell onyour form will be affected by any change that you’ ve made,
then its name will appear in the list, along with a description of the type
of change that was made. Click Y esto saving the document, or click
Cancel to cancel the command and return to editing your form.

If you save your document, Informed Designer will update the database
of completed forms in addition to changing the layout itself. The process
of updating the completed forms occurs almost instantly.

Informed Designer considers the following changes as those that will
affect the data of a completed form:

0 creation of a new cell
0 removal of a cell

0 changing of a cell’s type
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0 changing of a cell’s calculation formula

0 changing of a character cell’s character format.

A new cell is created when you draw or paste anew field or table. When
you create anew cell, Informed Designer will make room for it in each of
the existing completed forms when the document is saved. Cells are
removed by clearing or cutting fields or tables, or by removing pages that
contain fields or tables. Y ou can change a cell’ stype or the character
format of a character cell using the Cell command. A cell’s calculation
formulais changed using the VValue command.

There's one exception to the rules outlined above. If you cut acell (by
cutting afield or table), and then paste it back before closing your form,
Informed Designer will preserve the cell’ s data. For example, if you cut
and paste afield to move it from one page to another, the data that’s
associated with the cell of that field won't be lost.

Building, rebuilding, and clearing indexes

AsIndexesin chapter 1 of the Data Intelligence manual explains, you can
index any non-picture or non-signature cell on your form. When you fill
out and manipulate forms with Informed Manager, different commands
alow you to find and display forms of particular interest. Indexing a cell
allows Informed Manager to search for forms much faster. Please see
Indexes in chapter 1 of the Data Intelligence manual for more informa-
tion.

Depending on the changes that you make to a document, Informed
Designer may haveto build, rebuild, or clear one or more indexes when
you save your form. For example, if you remove an indexed cell, In-
formed Designer will haveto clear the index. If you index acell that was
previously not indexed, or if you create and index anew cell, Informed
Designer will have to build the new index. If you change the type or
calculation of an indexed cell, the index will have to be rebuilt.

When you save a document, Informed Designer determines whether or
not any indexes must be built, rebuilt, or cleared, and if so, displaysthis
warning:
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At least one index must be built, rebuilt, or cleared. This process
rright take a while.

[ Cancel ][[ 0K ]]

Fig. 1-28

Warning message

Clicking Continue saves the document. If your document contains a
considerable number of completed forms (perhaps 1,000 or more), the
process of building, rebuilding, or clearing indexes might take several
minutes. During this process, Informed Designer displays progress
information.

Updating indexes ...

Fig. 1-29
Progress information

The process of building, rebuilding, or clearing an index cannot be
interrupted.

Digital signatures

Chapter 3 of your Informed Designer Data Intelligence manual explains
how you can create signature cells on aform so that the Informed Man-
ager user can sign individual completed forms or parts of forms. A
signature cell can sign the datain al cells or selected cells on the form.
This capability relies on electronic signing services such as those pro-
vided by Apple Computer’s PowerTalk system extension.

An important purpose of digital signaturesisto be able to determine if
data has changed since it was signed. If signed data has changed, the
digital signature will not verify successfully. The signature is said to be
invalid.
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Cell Report...

wTravel Expenses

Form Information command

Changing the design of aform that contains signed data can potentialy
invalidate digital signatures. For example, suppose that aform contains a
signature cell that signs five other cells on the form, and that an Informed
Manager user hasfilled out and signed several forms. Opening the form
document with Informed Designer, deleting one of the five cells contain-
ing signed data, and saving the document will invalidate the signatures.

Below isalist of the types of changes that can invalidate digital signa-
tures:

O deleting a cell that contains signed data
O changing the cell type of a cell that contains signed data

0O changing the calculation formula of a cell that contains signed data.

For detailed information about the electronic signing services provided by
PowerTalk, please see your Power Talk User’s Guide.

Form information

The Form Information command displays the Form Information dialog
which allows you to enter and view information about aform. Y ou can
enter into the dialog information on aform’s 1D, revision number, author,
organization, and description.

With aform open, choose the Form Information command from the Form
menu. The Form Information dialog appears:
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Important

Form Information

rForm ldentification
Urnique forr 10 (URIGEEES

Rewvision number |23 |

rAuthor

Narne : |Kev1’n Johnson |

Organization: |Wor]d Caorparation |

Description

Flease use this form for subrmitting a1l travel expenses.
Expenses exceeding $1,000 require managerment appraval.

[

]

[ Cancel ][[ OK ]]

Fig. 1-30

Form Information dialog

Informed Designer automatically assigns a default form ID to every form
you create. In many organizations, each different form isidentified by a
customized form I1D. Rather than using the default form 1D, or referring
to aform by name, you might refer to it by a custom formid (form
‘T10994’ instead of ‘ Travel Expense Form'’, for example).

Theform ID is an important attribute of aform. It isrelied on to associate
form data with form documents when the Informed Manager user elec-
tronically mails forms using a data only format. The form ID is also used
to help ensure the integrity of forms distribution using Informed Revision
Distributor.

A form can be further identified by its revision number. The revision
number often identifies a particular version of the form.

If Informed Manager users will be electronically mailing forms using
a data only format, of if you’re using Informed Revision Distributor to
distribute forms to users, the form must have a unique form id.
Please see your Informed Revision Distributor User’s Guide for more
information.

Other information includes the author’ s name and organization, and a
description. Since users filling out forms with Informed Manager can
view (but not change) the form information, you might want to provide
information about filling out the form or instructions on how to obtain
help if necessary.
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Enter the appropriate information on the Form Information dialog, then
click OK to accept the changes. To cancel any changes made, click
Cancel instead.
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In this chapter, you'll learn how to lay out aform on the printed page.
You'll learn how to choose a paper size and the size of aform. Aswell,
you'll also learn how use a powerful feature to replicate aform many
times across a single page. Below is a summary of the commands
described in this chapter.

File

higEgye AL
e, X
finug i
Rapa A
Bave #e ..,
Baf Pasumpsards ...
rig B
Hmnnri.. =i
Page Setup... —— Sets the paper size and page options.
Drawing Setup... | —— Sets the drawing size and options.
Print... oy
S Wi
Fig. 2-1

File menu and page setup commands*

Informed Designer also supports multiple page and multiple part forms.
For information about these and other page related features, see Pages of
aform.

Overview

When setting up your form, you need to specify the paper size that your
form will print on aswell as the size of the form itself. The size of aform
is called the drawing size or the drawing area size and it’ s specified
independently of the paper size. This allows you to create and print forms
of any size (up to amaximum of 17" by 17") regardless of the paper sizes
available on the printer that you' re using.
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The minimum and maximum drawing sizes are 0.5 and 17 inches square,
respectively. The alowable paper sizes vary from printer to printer. Most
dot matrix printers, such as Apple’ s ImageWriter 11 printer, support
custom paper sizes as large as legal sized sheets. Most laser printers and
PostScript devices support only standard paper sizes including letter,
legal, and tabloid.

When the drawing area size exceeds the printable area of the selected
paper size, Informed Designer will automatically tile the form onto
multiple sheets of paper as necessary. This processisillustrated below.

Tabloid drawing area
(117 by 177)

Four 8.5” by 11” sheets
Fig. 2-2
Printing a tabloid sized form onto four 8.5” by 11” pages
The dashed lines on the tabloid form divide it into four sections, each of
which will print on the printable area of one 8.5" by 11" page. Four 8.5"
by 11" pages are required to print the entire tabloid form.

Tiling gives you the ability to print large forms on printers that don’t
support large paper sizes. For example, if you're designing alarge form
for commercial reproduction, you might want to proof your form on an
Apple LaserWriter as you create it. By tiling, either automatically or
manually, you can print the entire form or only parts of the it onto smaller
sheets. When the form is complete, you would then print it on a typeset-
ting device such as a Linotronic L300 to obtain camera-ready artwork.
However before doing so, you would select the tabloid paper size so that
the form would print entirely on a single page (many typesetting devices
support the larger tabloid paper size).
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The following sections explain the Page Setup and Drawing setup
commands. Y ou use these commands to choose the paper size and
drawing size. Aswell, they allow you to control various printer options.
For more information about tiling, see Tiling.

Page setup

Page Setup... The Page Setup command sets the standard page options supported by
File menu your printer. Useit to choose the paper size and control printing related
options such as page orientation.

Important In the discussion that follows, keep in mind that changing the paper
size DOES NOT automatically change the drawing size to match. For
more information about setting and changing the drawing size, see
Drawing setup later in this chapter.

Before setting the page options, make sure that your printer is properly set
up and connected to your computer. Also make sure that you' ve selected
it using the Chooser desk accessory. Then choose the Page Setup com-
mand from the File menu. You'll see the Page Setup dia og associated
with your printer.

For information about the Chooser desk accessory, please consult your
Macintosh Owner’s Guide.

LaserWriter page options

If you're using an Apple LaserWriter printer (or a printer that uses
Apple’ s LaserWriter driver), you'll see adialog similar to this:

Laserlliriter Page Setup 1.2 |m|
Paper: @ US Letter ) A4 Letter i : ’
C)US Legal () BS Letter |_Tabloid v]  [cancel ]
Reduce or Printer Effects:
7
Enlarge: & Font Substitution?
Orientation [ Text Smoothing?

t@ B Graphics Smoothing?
[ Faster Bitmap Printing?

Resolution dpi Screens at Ipi

Fig. 2-3
LaserWriter Page Setup dialog
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Note

The standard printer options are provided (controls for choosing paper
sizes, page orientation, printer effects and so on). For more information
about these features, please consult your LaserWriter Owner’s Guide.

Keep in mind that although the LaserWriter accepts only standard paper
sizes, this doesn't limit your ability to choose a different or non-standard
drawing size. If your drawing size islarger than your paper size, then
Informed Designer will tile your form onto multiple sheets when it prints
your form. Y ou a so have the option to manually tile only a particular
area of your form. Both the drawing window and the Drawing Setup
dialog visualy indicate the currently selected paper size. See The drawing
window and Drawing setup for more information.

Enter the resolution of your printer in the Resolution text entry box.
Informed Designer uses this value to control the precise width of very
thin lines. It'simportant that it’s set correctly for high resolution image-
setters such as Linotronic or Varityper devices. Otherwise, very thin lines
(/4 point or thinner) might print too thin. If you’'re using a 300 dpi laser
printer, a2 300 dpi setting will ensure that thin lines print consistently.

Printing shaded objects

An important feature of Informed Designer isits ability to change the
screen resolution of shaded objects when your form is printed on a
PostScript printer. In this context, the term screen resolution refers to the
number of lines per inch that your printer uses to print a shaded object.

The screen resolution value for LaserWriter printersis set, by Informed
Designer, to default to avalue that is appropriate for the printer you are
using. The default value remains accurate as long as you have set the
correct resolution for your printer in the ‘ Resolution’ text entry box of the
Page Setup diaog. The default value is shown as DFLT in the ‘ Screens
at’ text entry box

The word screen as used in the context of this discussion is not the
same as the notion of your computer’s display screen. Be careful
not to confuse the two.

When you shade an object (using the Paint, Pen or Fill commands), you

choose none, block or a percentage of black ranging from 0% to 100%. A
0% shade is white and a 100% shade is black. Any value between 0% and
100% is a shade of gray (the higher the percentage, the darker the shade).
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none 0% 10% 20% 30%

40% 60% 80% 100% block out

Fig. 2-4

Informed Designer’s range of shades

When a shaded object is printed, the corresponding shade of gray is
obtained by covering the shaded area with the right proportion of black
and white. For example, an areathat is 50% shaded will be half black and
half white. Of course, the black and white areas are intermixed so that the
resulting appearance is a shade of gray. For purposes of this discussion,
these black and white areas will be called dots. Therefore, an area
covered with a 50% shade will contain an equal number of evenly
distributed black and white dots.

Changing the screen value on the Page Setup dialog allows you to control
the size of the dots used when printing shades. Y ou should only change
the default value if you are sure of the effect you wish to create. Below is
an example of abox filled with a 50% shade printed at both 72 and 36 | pi
(lines per inch).

Fig. 2-5
50 percent shade at 72 Ipi (left) and 36 Ipi (right)

To control the screen resolution of printed shades, type an appropriate
valuein the Screens at’ text entry box on the Page Setup dialog. Usualy,
the value you set depends on your printer’ s resolution and the quality of
paper stock that your form will be printed on. For printing on a Laser-
Writer, the recommended value is 60 Ipi; for higher resolution printers
such as the Linotronic L300, increase the value to 90 or more.

Chapter 2: Setting up a form



ImageWriter page options

If you're using an Apple ImageWriter printer, choosing the Page Setup
command will show adialog similar to this:

Imagellriter 701

Paper: @ US Letter A4 Letter

2 US Legal ) International Fanfold

Ty Computer Paper
Orientation Special Effects: []Tall Adjusted

150 % Reduction
[JNo Gaps Between Pages

@ Use above settings (O Use custom settings below

Page Size: Width[[  Jin Height [ |in

Fig. 2-6

ImageWriter Page Setup dialog

Aswith the LaserWriter Page Setup dialog, all the standard options are
provided (standard page sizes, page orientation, and specia effects). For a
complete description of these features, please consult your ImageWriter
Owner’s Guide.

When using an ImageWriter printer you can specify custom paper sizes.
Thisis necessary when you print onto pre-printed forms or labels of non-
standard sizes. Setting the custom paper size will ensure that the proper
length of paper is fed through the printer each time aform is printed.

If you choose the ‘ Use above settings' option, the paper size is deter-
mined by your selection of a standard size (top of the dialog). If you want
to use anon-standard size, click the ‘ Use custom settings below’ choice,
then enter the custom width and height in the text entry boxes provided.
The values that you enter are expressed in the current ruler units and are
independent of whether you choose landscape or portrait printing. That is,
even if you select landscape printing, you still enter the width and height
of the physical sheet that exits the printer.
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Drawing Setup...
File menu

The Tall Adjusted option

The size of apixel (one dot) on the Macintosh screen is slightly wider
than the size of a pixel on the ImageWriter printer. As aresult, the width
of aprinted object appears slightly narrower than its corresponding size
on the computer screen. For example, a horizontal line that measures 8
inches on the screen will be approximately 7.5 inches long when it’'s
printed.

The Tall Adjusted option on the ImageWriter Page Setup dialog adjusts
the size of the printed pixel so that an object’s printed size matches
exactly with its corresponding size on the screen. Click the Tall Adjusted
check box on the ImageWriter Page Setup dialog to turn this option on.

Drawing setup

The Drawing Setup command controls the size and options of the
drawing area. The drawing area is the area that appears in the drawing
window. It's where you draw and manipulate the layout of your form.

To set the drawing size of a document, choose the Drawing Setup
command from the File menu. The Drawing Setup dialog appears:
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These control the position of the

Drawing offset from left drawing area on the physical page.
FH These control the drawing size.
Drawing offset from top —] Drawing Setup
Page size rectangle idih inches

Height T.ETTE inches

Drawing area rectangle

Click and drag

Offset

From left |1.3932 inches

here to resize.

From top  [1.4071 inches

Repeat
O Horizontal it

|:| Vertical

Cancel 0K

Fig. 2-7 These control the number of repeated

Drawing Setup dialog drawing areas.

The left side of the Drawing Setup dialog illustrates the drawing setup. It
shows a scaled down version of the drawing area and the page (or pages)
that the drawing areais printed on. Their sizes and orientation always
reflect their current dimensions and placement relative to each other.

On the right of the Drawing Setup dialog are the current measurements of
the drawing size and the offsets. Also, you can see how many times the
drawing areais repeated in the drawing setup. Y ou can typein any of the
text entry boxes or click any of the controls to change the associated
dimensions or options of the drawing setup.

When you type in the text entry boxes to change the drawing area size or
offsets, or to repeat the drawing area over the page, the drawing setup on
the dialog will be updated when you leave the text entry box. Y ou leave
the text entry box by pressing Tab or Shift-Tab, or by clicking a different
text entry box or control.

The components of the Drawing Setup dialog are described in more detail
below.
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Drawing size

The white rectangle on the illustrated drawing setup is called the drawing
area rectangle. It represents the drawing area and visually shows the size
of the drawing arearelative to the page it's printed on. The drawing area
isthe areathat appearsin the drawing window. It's where drawing
occurs.

The measurements of the drawing size are expressed in the current ruler
units and are indicated in the Width and Height text entry boxes. A
document’s minimum drawing size is 0.5 inches square. The maximum
drawing sizeis 17 inches square.

Changing the drawing size

Y ou can change the drawing size in one of two ways.

O Click and drag the handle at the bottom-right corner of the drawing area

rectangle.
Click this handle and drag
the mouse to change the
drawing size.

Fig. 2-8

Click and drag to change the drawing size
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For more information about
entering measurements and unit
conversion, see Appendix B,
Entering measurements.

O Type directly in the Width and Height text entry boxes.

Orawing Setup

Width inches
Height 101389 inches

Nffecat

You can type on the text entry boxes to
change the drawing area size.

Fig. 2-9

Changing the drawing size by typing in the text boxes

You can enter anew dimension in any units you like (inches, centime-
ters, points, or picas); Informed Designer performs the appropriate
unit conversion for you. After entering a new dimension, press Tab (or
Shift-Tab) to update the illustrated drawing setup.

When you change the drawing size, Informed Designer will always
ensure that the new drawing size is not less than the minimum drawing
size and not greater than the maximum drawing size. If you type an
invalid value in atext entry box, Informed Designer will alert you (with a
beep) and highlight the incorrect value when you Tab to or click another
entry box or control on the dialog. Aswell, Informed Designer will
always make sure that your drawing size remains large enough to hold all
existing objects on your form. This means that objects cannot be acciden-
tally dropped off the drawing area when you change the drawing size.

If you want to make the drawing area fit completely over the printable
area of asingle page (based on the current paper size and page options),
simply double-click anywhere in the drawing area rectangle.

Page size

The lightly shaded gray area under the drawing area rectangle represents
the paper size; it represents the page on which the drawing areais printed
and it corresponds to the currently selected paper size. Only the printable
area of the page, which is dightly smaller than the actual paper size, is
shown.

If the drawing sizeis set larger than the printable area of the current paper

size, additional sheets of paper are used to print one page of aform. The
illustrated drawing setup shows the sheets of paper that will be required
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to print one page of aform. Gray lines are drawn to indicate where the
page breaks will occur. Figure 2-10 below shows the drawing setup for a
tabloid drawing area (11" by 17") using the standard letter paper size
(8.5" by 11").

| Drawing Setup

width inches
Height inches
ffset

From left inches
From top m inches

epeat

_____________________________________

D Horizontal |

|:| Vertical

[ Cancel ][[ 0K ]]

Fig. 2-10
Tabloid drawing setup

Y ou can’t change the page size using the Drawing Setup command. Use
the Page Setup command instead. See Page setup for more information.

Offsetting the drawing

In addition to setting the drawing size, you can also change the position
of the drawing area relative to the page (or pages) that it's printed on.
Thisisuseful if you want the top or left edge of the drawing areato start
at a certain distance from the top or left edge of the page. For example,
suppose that you want a one inch margin on the left side of your form to
allow room for hole punching. Simply reduce the width of the drawing
area, and then enter ‘1" in the ‘From left’ text entry box.

Chapter 2: Setting up a form



Important

Drawing Setup

Width inches

Height _ inches
Offset

Frorm left inches

From top inches

Repeat

I:‘ Horizontal

|:| Vertical

[ Cancel ][[ 0K ]]

Fig. 2-11

Drawing setup with one inch left margin

The horizontal drawing offset is the distance between the left side of the
drawing area and the left edge of the page. The vertical drawing offset is
the distance between the top of the drawing area and the top edge of the
page. These values are expressed in the current ruler units and they are
indicated in the Offset text entry boxes.

The Offset values measure the distance from the drawing area to
the edge of the page, not to the edge of the printable area on the
page. Therefore, when the drawing area appears flush to the edge
of the page on the Drawing Setup dialog, the offset values will
indicate the margin sizes (the distances between the physical page
edge and the printable area on the page).

A second, and often more common need for the offset feature occurs
when printing crop marks, registration marks, and color names. These
marks are used by commercial printersto aid in lining up spot color
overlays and as an alignment aid when trimming a printed form. Since
they’re positioned outside the drawing area, you must make sure that
there’ s enough room between the edge of the drawing area and the edge
of the printable area on the page for these marks to appear. For more
information, see Allowing for crop marks, registration marks, and color
names.
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For more information about
entering measurements and unit
conversion, see Appendix B,
Entering measurements.

Changing the offsets

Y ou can change the offsets in one of two ways:

O Click and drag the drawing area rectangle across the page.

Click and drag to
change the offsets.

Fig. 2-12
Offsetting the drawing area by clicking and dragging

O Type the offsets directly into the Offset text entry boxes.

Orawing Setup
Width N inches
Height 10,1389 inches

Offset
From left inches Change the drawing

offsets by clicking here.

From top |0.430& inches

Repeat

Fig. 2-13

Typing in the Offset text entry boxes

Y ou can enter anew offset in any measurement unit you like (inches,
centimeters, points, or picas); Informed Designer performsthe
appropriate unit conversion for you. After entering a new offset, press
Tab (or Shift-Tab) to update the drawing setup on the dialog.
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When changing the offset values, Informed Designer will check to make
surethat al values are valid. If you type an invalid offset, Informed
Designer will alert you (with a beep) and highlight the incorrect value
when you Tab to or click another text entry box or control on the dialog.

Repeating the drawing area

If the drawing sizeisless than half the width or height of the printable
area on the selected paper size, Informed Designer allows you to repeat
the drawing area. Thisisuseful if you want to print more than one form
on asingle page.

For example, labels are often avail able on sheets for easy printing on laser
printers. Suppose that a sheet of labels contains 2 labels across and 6
down, and that each label is 3 incheswide by 1.5 inchestall. Figure 2-14
below shows a sample drawing setup that would be appropriate in this
situation. Note that the offset values have also been adjusted to ensure
that the printed labels line up with those on the sheet. In this example, the
first label is positioned 1 inch down and 1.25 inches across, respectively,
from the top and left edges of the sheet.

Drawing Setup
Width inches
Height inches
Offset
Frarn left inches
From top inches

Repeat

E Horizontal
E Vertical El

Cancel 0K

Fig. 2-14

Repeating the drawing area

To repeat the drawing area across or down the page, click the Horizontal
or Vertical check box, and type the desired number of areasin the
corresponding text entry box. If the number of areas you enter exceeds
the maximum that will fit on asingle page, Informed Designer will ignore
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those areas that don't fit. For example, if you enter avertical repeat of 7
on the dialog in Figure 2-14, the drawing setup would still show only 6
areasin the vertical direction.

When you print aform with arepeated drawing area, the form’slayout is
replicated across and down the page according to the parameters on the
Drawing Setup dialog. If you print aform whilein Test mode, the cell
values entered automatically appear in each drawing area printed.

The real advantage of this feature comes when printing completed forms
with the Informed Manager application. When you print a group of
completed forms, Informed Manager will automatically use the next
form’s data each time anew drawing areais printed. For more informa-
tion, see your Informed Manager User’s Guide.

Allowing for crop marks, registration marks, and color names

Informed Designer can automatically print crop marks, registration
marks, and color names. Crop marks act as page edge indicators; they're
used for trimming commercially printed forms. Registration marks are
used to align spot color overlays. Color names appear below the bottom
edge of each overlay. Figure 2-15 below illustrates these markings.

Crop marks I |
| & |
ABC Company
\ \ \ )
Registration marks | |
_| Black 4 o
Color name |
Fig. 2-15

Crop marks, registration marks, and color names

For a detailed description of registration marks and color names, see Spot
color. Also see Crop marks.

Chapter 2: Setting up a form



Crop marks, registration marks, and color names are always positioned
relative to the edges of the drawing area. Therefore, if you intend to print
these markings, you should set the drawing size equal to the actual size of
the printed form. For example, if you're creating a standard US letter size
form (8.5" by 11"), you should use a drawing area of the same size.

When you use the Drawing Setup command, Informed Designer shows
you how your printed form will appear on paper (see Figure 2-7). Since
crop marks, registration marks, and color names are positioned outside of
the drawing area, you must allow room between the drawing area and the
edge of the page that it's printed on. The following example describes
how to do this.

Suppose that you're creating an 8.5 by 11 inch color form. You're
planning to print spot color overlays on a Linotronic L300 imagesetter to
prepare your form for commercial printing. However, asyou design the
form, you'd like to proof it on an Apple LaserWriter printer.

Since you want to print crop marks, registration marks, and color names,
it'simportant that the drawing size reflects the exact dimensions of the
printed form.

Drawing Setup
Width 2.5000 inches
Height inches

Offset

From left |0.4167 inches
From top  [0.4306 inches

Repeat

I:‘ Horizantal

I:‘ Yertical

Fig. 2-16

Drawing setup for 8.5" by 11" form

Asindicated by the sample drawing setup, the form will print onto four
sheets of letter size paper. Thisis because the printable area on an 8.5 by
11 inch sheet is dightly inset due to the minimum margins on the printer.
Figure 2-17 below illustrates how the form will be printed.
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...............................

|Black &

Fig. 2-17
Printed form

Notice the positioning of the crop marks and registration marks. Since the
drawing areais pushed flush up towards the top-left corner of the
printable area on the first sheet, the top and left crop marks and registra-
tion marks won't print. If you want to see all markings, you have to drag
the drawing area down and to the right on the Drawing Setup dialog.

Drawing Setup
width inches
Height inches
Dffset
From left inches
Frarmn top m inches

Repeat

D Horizontal
|:| Wertical
Cancel 0K

Fig. 2-18
Adjusted drawing setup
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Now there’s enough room between the top and left edges of the drawing
area and the corresponding edges on the sheets of paper to allow for crop
marks and registration marks. Printing will occur as shown below.

_______________________________

Fig. 2-19

Printed form

Crop marks, registration marks, and color names are important only when
you prepare the final output of your form for commercial printing. Rather
than printing four pages every time you print your form, you could use
the manual tile print option to print a single sheet containing one particu-
lar area on the form. For more information, see Tiling.

Before printing your finished form on the Linotronic imagesetter, you

first change the selected paper size to tabloid (11" by 17") and adjust the
orientation of the drawing area.
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Drawing Setup

width 2.5000 inches
Height 11.0000 inches

Offset

From left _ inches
From top  |2.5286 inches

Repeat

|:| Horizontal

|:| Vertical

Cancel 0K

Fig. 2-20

Final drawing setup

Printing the form with the above drawing setup will produce one tabloid
sized sheet of output with the drawing area centered. Crop marks,
registration marks, and color names can be printed because there’s
enough room between the edge of the drawing area and the edge of the
tabloid page.
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Each form you create has one or more numbered pages, awork page, and
amaster page. The numbered pages contain the form’s actual layout (i.e.
the first and second pages of atwo page form). The work page and master
page each have a special purpose. This chapter describes the different
pages of aform aswell as the commands summarized below.

Ean’l dngn 887
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Add Page... — Adds a new page to a form
Froferannas.., Remove Page... — Removes a page from a form
Shaw Chpbeard | Mullipart Page... | — sets the number of parts for a

page
Go To Page... — Moves to a different page

Fig. 3-1

Edit menu and page commands

This chapter also describes the controls that are used to move from page
to page in aform. These controls are found near the bottom-left corner of
the drawing window.

Fig. 3-2
The page controls
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Add Page...
Edit menu
Pages sub-menu

Note

Note

Numbered pages

The numbered pages of aform are the actual pages that you fill out and
print. Each form can have between 1 and 99 numbered pages, with each
page having as many as 99 parts (see Multipart pages).

Adding a new page
Use the Add Page command to create a new page and add it to your form.

The maximum number of pages in an Informed document is 99. If
your form contains 99 pages, the Add Page command will be
disabled, preventing you from adding any more pages.

To add anew page, use the page controls to move to the page adjacent to
where you want to insert the new page (see Changing pages). Then
choose the Add Page command from the Pages sub-menu. The Add Page
dialog appears:

Add Page
IE l:::l Insert before page 1
@ Insert after page 1

[ Cancel ][[ 0K ]]

Fig. 3-3

Add Page dialog

To insert the new page before or after the current page, click the appropri-
ate radio button. The diagram to the left of the radio buttons on the dialog
shows the page placement you’ ve selected. To add the new page, click
OK or press Return. To Cancel the Add Page command, click Cancel.
After inserting the new page, Informed Designer will automatically
display the new page.

Any items on the master page will appear on the added page.
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Remove Page...
Edit menu
Pages sub-menu

Removing a page

Use the Remove Page command to remove a single page and its contents
from aform.

To remove a page, use the page controls to select the page you want to
remove (see Changing pages). Then choose the Remove Page command
from the Pages sub-menu. If removal of the page is permitted, then the
Remove Page dialog appears.

Remove Page

Ij Are you sure you want to remove
d page 2 and its contents?

Cancel 0K

Fig. 3-4
Remove Page dialog

Click OK to remove the page. Click Cancel to resume editing your form
without removing the page.

Before you can remove apage, Informed Designer will verify that the
page doesn’t contain any cellsthat are required by cells on other pages of
the form. If acell on the page being removed appearsin the formula of a
cell on aremaining page, Informed Designer will show this dialog:

fou cannot rermove this page because it contains a cell that is
used in the formula of 3 cell on a different page.

Fig. 3-5
Can’t remove page dialog

Click OK or press Return to dismiss the dialog.
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Multipart Page...
Edit menu
Pages sub-menu

Important

Multipart pages

Each numbered page can have up to 99 parts. When apage s printed,
Informed Designer will automatically print one copy for each part.

Multipart pages are used most commonly when multiple copies of aform
must be printed and circul ated to different individuals or departments
within an organization. For example, the bottom of athree part single
page form might say ‘ Customer Copy’ on the first part, ‘ Merchant Copy’
on the second and ‘ Accounting Copy’ on the third.

A single page... ...can have multiple parts.

Customer Copy
/ Merzhant Copy

— 0 | Accounting Copy

Fig. 3-6

Multiple part form

With the Multipart command, you can instruct Informed Designer to print
a specified number of copies of aparticular page (3 in the above ex-
ample). Then, using cell calculations, you can calculate acell’svalue
using the PartL abel function. With the PartLabel function, you can
specify the labels that appear on each different part. When you print your
form, Informed Designer will automatically insert the correct label on
each part. For more information about formulas, functions, and the
PartLabel function, please see chapters 5 and 6 in the Data Intelligence
manual.

When you print your form, Informed Designer will print the correct
number of parts for each page only if you’re in test mode. When
you’re in desigh mode, only a single copy of each page is printed.
For more information about test mode, see Testing your form in the
Data Inteligence manual.

Setting multipart pages

To set the number of parts for a page, first select the page using the page
controls (see Changing pages). Then choose Multipart Page from the
Pages sub-menu. This Multipart Page dialog appears.
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\_‘ Murmnber of parts El

@ Set for page 1

’_| D Set for all pages

[ Cancel ][[ 0K ]]

Fig. 3-7

Multipart page dialog

Enter the number of parts (up to a maximum of 99) in the text entry box.
Set the number of parts for the current page or for all pages by clicking
the corresponding radio button. Then click OK to continue. Click Cancel
to cancel the Multipart command and resume editing your form.

Changing pages

Use the page controls located near the bottom-left corner of the drawing
window to change pages within aform.

Fig. 3-8
The page controls

The controlslabelled ‘W’ and ‘M’ represent the work and master pages.
The rightmost control represents the current numbered page of your form.
When the numbered page control is selected, the number inside of it
corresponds to the current numbered page in the drawing window.

There are three ways to change a page.

O Click either arrow next to the page control to change pages in that
direction.

If you click and hold either arrow, Informed Designer will continue
changing pages in that direction until you release the mouse button. If
you're on page 1, the left arrow disappears. If you're on the last
numbered page of the form, the right arrow disappears.
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Go To Page... O Double-click the numbered page control, or from the Pages sub-menu,
Edit menu choose Go To Page.

Pages sub-menu The Change Page dialog appears:

Change Page

Hj Go to page El
Cancel 0K

Fig. 3-9
Change pages dialog

Type the number of the page that you wish to moveto, then click OK
or press the Return key. Informed Designer will move directly to the
requested page.

After changing pages, the number shown in the page control will change
to reflect the current page.

The work page

Every form contains one work page. Like the numbered pages of aform,
the work page can contain graphics, text, and cells. The only difference
between the work page and numbered pages is that the work page doesn’'t
print, and whatever you place on the work page doesn’t show on any
other page of your form.

There are two common uses of the work page.

O As a place to put instructions or information useful to someone filling out
your form.

For example, suppose there are special instructions for distributing a
form after it has been filled out. Y ou might include these instructions
on the work page.

0 As aplace to put cells that should not be printed with the rest of the form.
If you need to enter or calculate the value of acell that doesn’'t appear

on the form (but is required by other calculated cells), place it on the
work page. When you fill out the form, the work page functions like
any other numbered page. Y ou can Tab to cells on the work page and
change their values. But when you print the form, the work page
won't print.

The work page 3-7



Using the work page

Display the work page by clicking the work page control near the lower-
left corner of the drawing window.

Click the work page control to
see the work page.

Fig. 3-10
Displaying the work page

When the work pageis displayed, you can create and manipulate objects
like on any other numbered page of your form.

The master page

Every form has a master page. Like other pages of your form, the master
page can contain graphics, text and cells. Objects drawn on the master
page automatically appear on all numbered pages of your form. The
master page, therefore, is useful for drawing elements such as company
logos or page numbers that appear at the same position on al pages.

Anything that ...automatically appears here.
you draw here... | | |

¥¥¥

Master page page 1 page 2 page 3

Fig. 3-11

The master page

The master pageis like an additional layer of objects that’s printed with
each numbered page. In terms of stacking order, objects on the master
page are placed behind those on each of the numbered pages. Therefore,
an object on anumbered page that's positioned over a master page object
will cover, and perhaps hide, the master page object.
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Using the master page

Display the master page by clicking the master page control near the
lower-left corner of the drawing window.

Click the master page control to
see the master page.

Fig. 3-12

Displaying the master page

When the master page is displayed, you can create and manipulate objects
as you do on any numbered page of your form. Y ou can't print the master
page alone.

Cells on the master page

When you fill out aform using Informed Manager (or the test mode of
Informed Designer), pressing the Tab key moves you from one cell to
next. Each cell that you draw has a unique tab position which determines
the tabbing order. When you fill out aform, you will automatically start
on the page that contains the cell with tab position 1. If you tab from a
cell on one page to acell on adifferent page, Informed will automatically
change pages for you.

Cells on the master page are no different. However, unlike numbered
pages, the master page doesn’t represent an actual page of your form.
Therefore, instead of changing pages to the master page, you' Il simply
remain on the current page when you tab to a master page cell. For more
information, see Master page cellsin chapter 1 of the Data Intelligence
manual.
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Chapter 4
Drawing environment



This chapter presents information about Informed Designer’s drawing
environment. You'll learn about the drawing window and its visual
attributes, as well as the various drawing aids including rulers, the grid,
guide lines and the view scale. You'll aso learn about the commands
summarized below.

Show Ruler 3R
Show Grid

Snap To Grid Y
Hide Guides
Snap To Guides
Hige Cal Mames

Actual Size #1

Fit To Window
Enlarge >
Reduce e

Hide Yool
Bhamr speoe EE

Ruler Options...
Grid Options...
Guide Options...

Shows/hides the rulers
Show/hides the grid

Turns grid snapping on and off
Shows/hides guide lines

Turns guide snapping on and off

Sets the form's view to its actual printed size

Fits a form in the drawing window

Enlarges a form's view
Reduces a form's view

Displays the Ruler Options dialog
Displays the Grid Options dialog
Displays the Guide Options dialog

Cabar Chart

Fig. 4-1
The Layout menu

The drawing window

Y ou use the drawing window to create and change edit the layout of a
form. When you open or create a document, a drawing window will
appear showing the layout of the form.
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Title bar Document name

|
% File |Edit Arrange Style Seftings Layout Form )
Close box =———— untitledl =—-"——" - 700m
Zeropointmarker ||||I|||5|||||I||||6|||||I|/|||?||§|||I||||8|||||I||||9|||||I|||1|D|||. box
Tool palette ] ' ' ' ' : ' P
....................................................................... Top
Guide lines Left
Grid lines T e A Bottom
E : : / ; : : Riight Specs
Height palette
Rulers — B 2B O i R Uidth
H 1.0417
Ruler crosshairs 5 5278
Drawing area
Page b?eak Scroll
g ............................................................................................ baI’S
............................................................................................ Scro”
: : : boxes
Information box view: 100% _ [1y]ir Size

‘ ‘ box

Page controls

Drawing Area

Rulers

Ruler crosshairs

Zero point marker

Grid lines

Fig. 4-2
The drawing window

The elements of the Informed Designer drawing environment are briefly
described below. For more information on these topics, please consult the
indicated sections of this manual.

The drawing areais where you draw your form. Use the Drawing Setup
command to change the size and options of the drawing area. See
Drawing setup.

The rulers help you measure and position objects accurately on your
form. See Rulers.

Ruler crosshairs indicate the position of the mouse and objects relative to
theruler. See Ruler crosshairs.

Use the zero point marker to change the position of the ruler zero point.
To change the zero point, click and drag the zero point marker. To set the
zero point to its home position, click and release the zero point marker.
See Ruler zero point.

Grid lines help you to accurately position and size objects on your form.
See Using the grid.
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Guide lines

Page break

Page controls

Tool palette

Specs palette

The guide lines, like grid lines, help you position and size objects
accurately; use the guide lines to align objects to specific points on your
form. See Guide lines.

Page breaks indicate the positions where the form crosses pages. See
Page size.

Use the page controls to view different pages of your form. See Changing
pages.

The Tool palette contains the Pointer tool, the Zoom tool and all drawing
tools.

The Specs palette displays the current position and dimensions of a
selected object on your form as well as the current position of the pointer.
Y ou can use the Specs palette to change the dimensions of any object.
See The specs palette.

Faster scrolling

Y ou can dramatically increase the scrolling speed of formsin Informed
Designer by taking advantage of any available memory.

The amount of memory required for fast scrolling depends on the dimen-
sions of your form and the monitor setting of your Macintosh. The larger
the form and the more grays or colors your monitor is displaying, the
more memory you will need. Y ou can, however, minimize the amount of
memory required for fast scrolling by selecting a display preference. The
Edit menu contains a command called Preferences. Choosing this com-
mand displays the Preferences dialog shown below.

Preferences

E Display form in black and white (faster with less memory)
|:| Sawe form image (opens Taster with Infarried Manager™)

|:| Fractional character widths

[ Cancel ][[ 114 ]]

Fig. 4-3
Preferences dialog

The dialog contains three options. The first option ‘ Display form in black
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and white' will display your form in black and white. If your monitor
setting is set to multiple grays or colors, this option will significantly
reduce the required memory. If your monitor is set to ‘Black & White',
selecting this option will have no effect on the memory required.

The amount of memory available to Informed Designer depends on which
version of the Macintosh operating system you' re running, and the size of
the memory partition in which the softwareis running. If you're using
System software version 6.0.8 or earlier with the MultiFinder option
turned off, your Macintosh automatically gives Informed Designer the
full amount of memory in your computer. If MultiFinder isturned on or
you're using System software version 7.0 or later, the amount of available
memory is determined by the application’s partition size. This size can be
changed to increase Informed Designer’ s available memory. For more
information, please see Memory requirements, in your Installation guide.

The second option ‘ Save form image’ provides the fast scrolling capabil-
ity in Informed Manager. The same memory requirements apply as for
the first option. With the option selected, Informed Designer will store
additional information in the form document. Thisinformation allows
Informed Manager to open the document much faster. However, selecting
this option will increase the size of the form document. A standard letter
size form will increase in size by approximately 10-20K per page.

In order to accommaodate faster scrolling, Informed Designer creates
various temporary files, one for each page of a document. Thesefilesare
created only if you have enough disk space and they’ re automatically
deleted when you close the document. However, if Informed Designer is
interrupted unexpectedly, the temporary files might be left on your hard
disk. If you're using System software version 7.0 or later, these files will
appear in afolder in your Trash the next time you turn on your computer.
Otherwise, you'll find the filesin your System Folder. Y ou can safely
remove these files before using Informed Designer again.

For information on ‘ Fractional character widths' please see Chapter 10,
Printing forms.
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Show/Hide Rulers
Layout menu
Command-R

Ruler Options...
Layout menu

Note

Rulers

Therulers are adrawing aid that help you measure and align objects on
your form. Use the rulers to draw, position, and resize objects accurately.
When visible, the rulers appear on the top and |eft edges of the drawing
window.

."|||||||||1||||||||||2|||||||

Fig. 4-4

Rulers on the top and left of the drawing window

To display the rulers, choose the Show rulers command from the Layout
menu. Alternately, when the rulers are showing, this command becomes
Hide Rulers. Choose this command to hide the rulers.

Before you can create a new guide line, the rulers must be visible.
For more information about guide lines, see Guide lines below.

Setting the ruler options

The rulers have options that you can set with the Ruler Options com-
mand. These options include the choice of unit measurement, placement
of the ruler home position, and locking or unlocking of the ruler zero
point.

To set the ruler options, choose the Ruler Options command from the
Layout menu. The dialog shown at the top of the next page appears:
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For information about entering

measurements and unit conver-

sion, see Appendix B, Entering
measurements.

Zero point marker

Ruler Units

@ Inches D Centimeters D Ficas D Foints

||||||||||1||||||||||2||||||||||3||||||||||4|

Ruler Home Position

0 @ Top left edge

Lins
.~ Page D Top right edge
Tize

@ L awing edge
L aweinng
size —, D Fage edge

|:| Lock zero paint

Cancel 114

Fig. 4-5
Ruler options dialog

Ruler units

On the Ruler Options dialog you can select from four basic units of
measurement: inches, centimeters, picas, and points. The inch measureis
most common and it is the default unit of measurement. To change the
ruler units, click any one of the radio buttons under the Ruler Units
heading.

Y our choice of ruler units determines the default unit of measure on many
of Informed Designer’ s dialogs. For example, when setting up the
drawing area, the associated text entry boxes on the Drawing Setup dialog
will display values in the current ruler’s units of measurement.

Ruler zero point

Theruler zero point represents the intersection of the zero mark on each
of the horizontal and vertical rulers. By default, the zero point is set to the
top left corner of the drawing area. Y ou can change the zero point to align
it to any position on the drawing area.

To change the zero point, click and drag the zero point marker—the small

box at the upper-left corner of the drawing window—then release the
pointer at the new position.

Rulers 4-7



Locked zero point

-

— Page
zize

D awing
size —,,

The diagram
indicates where the
home position is.

Important

Click here

...... |2||||||||||1||||||||||D§|||

|||||||||1||||||||||2||Ei|

=]

N AN

Release here New zero point

Fig. 4-6

Changing the zero point

If you release the mouse button in the content area of the drawing
window, you'll change the zero point on each ruler. If you release the
mouse in the content area of either ruler, the zero point changes for that
ruler only.

If you want to set the zero point to its home setting (see next section),
click the zero point marker once.

If you want to lock the zero point, check the *Lock zero point’ check box
on the Ruler Options dialog. L ocking the zero point prevents you from
changing it accidentally. When the zero point is locked, the short gray
lines on the zero point marker disappear.

Ruler home position

The ruler home position isn’'t the same as the ruler zero point. If you
move the zero point on your drawing and then decide that you want to set
it back to its home position, smply click the zero point marker once.

Informed Designer allows you to align the ruler home position with either
the top-left or top-right edge of either the drawing area or the page. To set
the ruler home position, select the desired option under the ‘ Ruler Home
Position” heading on the Ruler Options dialog. The small diagram on the
dialog changes to reflect your choice.

Changing the ruler home position doesn’t automatically change
the ruler zero point to match. After changing the ruler home posi-
tion, click the zero point marker once to move the zero point to the
home position.
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Ruler crosshairs

Ruler crosshairs are visua aids that help you position the mouse and
objects relative to particular points on the ruler. They appear aslight gray
lines on each ruler.

IIII|IIEEI1|IIII|

Ruler crosshairs

Fig. 4-7
Ruler crosshairs indicating pointer position

With the ruler crosshairs, you can easily position objects on the drawing
area. For example, if you want to position the mouse one inch down and
to theright of the ruler zero point, simply drag the mouse until the ruler
crosshairs are over the one inch marks on both rulers.

Theruler crosshairs appear whenever the pointer is positioned over the
drawing area or whenever you draw, drag, or resize an object. When you
move the pointer, a single crosshair on each ruler shows the pointer’s
current horizontal and vertical position. When you draw, drag, or resize
an object, the ruler crosshairs indicate the position of the object’ s edges.

."||||||§|||1|||||||||52||||

Fig. 4-8
Ruler crosshairs show an object’s borders

If the grid isturned on, the ruler crosshairs will also snap to the grid.
Ruler crosshairs are therefore an accurate indication of where drawing
will start while positioning the pointer.
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Show/Hide Grid
Layout menu

Each grid axis functions independ-

ently of the other. For more
information about setting and
activating the grid axes, see Grid
options below.

The grid

The grid consists of imaginary lines that run vertically and horizontally
across the drawing area of aform. Use the grid as an aid to position and
size objects on your form.

Y ou display the grid by choosing the Show Grid command from the
Layout menu. When the grid is visible, the corresponding menu com-
mand becomes Hide Grid. Choose the Hide Grid command to turn the
grid display off. Grid lines are dways drawn according to the specifica-
tions on the Grid Options dialog. For more information about changing
the appearance of the grid lines, see Grid options below.

T
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Untitledl

View: 100%  HWHM

Fig. 4-9
Grid Lines on the drawing window

If you're using a color monitor, grid lineswill appear in light blue.
With the grid, you can align objects in one of two ways: visually or by

using the Snap To Grid feature. When used visually, you position and
size objects by eye so that their boundaries lie along the grid lines.
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Snap To Grid
Layout menu
Command-Y

If a drawing tool is selected and
the rulers are visible, the ruler
crosshairs will snap to the grid lines
when snapping is turned on.

To align an object visually,
move it to the appropriate
grid lines.

IIIIEIIII1|IIII§IIII2|IIII|II

Fig. 4-10
Visual alignment to the grid

Using Snap To Grid

When drawing, dragging, or resizing, you can have Informed Designer
automatically align—or ‘ snap’—objects to the grid. Y ou do this by
selecting the Snap To Grid command from the Layout menu.

With the Snap To Grid feature turned on, all objects that you manipulate
(by drawing, dragging, or resizing) will automatically align to the grid.
When you draw or resize an object, its edges will be constrained to lie on
the nearest grid lines, whichever are active. When you drag an object, its
upper-left corner will be constrained to lie along the nearest grid lines.

While the Snap To Grid featureis on, a check appears beside the corre-
sponding menu item to indicate that the feature is on. Subsequently, each
time you draw, drag, or resize an object, the object’s frame will be
snapped to the nearest grid lines. To turn the snapping feature off, choose
the Snap To Grid command again. The menu item will be unchecked,
allowing you to manipulate objects on apixel by pixel basis.

When snapping an object, it’simportant to note that the center of the
object’ s frame—and not the edge of its frame—is snapped to the grid.
Thisis helpful when you want to position adjacent objects since, instead
of having their frames sit side by side, the frames of adjacent objects will
overlap.
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Grid Options...
Layout menu

Fig. 4-11

Center of object frames snapped to the grid

When turned on, the Snap To Grid feature works regardless of whether

the grid lines are visible or not.

Grid options

With the Grid Options command you control the spacing and visual
density of the grid lines on your form. Informed Designer gives you the
ability to separately customize the grid for each form that you design.

To set the grid options, choose the Grid Options command from the

Layout menu. This dialog will appear:

Grid Options

@ Divisions per inch
O Colurnns per page
O Separation

divisions per inch
E Draw ewvery El lines

[ Horizontal Grid—

[ Dertical Grid
@ [ivigions per inch

O Rows per page
O Separation

;

12.0000| divisions per inch
E D aw every El lines

Dravw grid @ Eehind abjects D In ftront of objects

Crawing accuracy T2 dpi

[ Cancel ][[ 11,4 ]]

Fig. 4-12
Grid Options dialog
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The small diagram
indicates the type
of grid separation.

For more information about
entering measurements and unit
conversion, see Appendix B,
Entering measurements.

Each grid axisis activated and measured independently. To activate a
grid axis, select the appropriate check box (Horizontal Grid or Vertical
Grid) on the dialog above. If agrid axisisturned off, choosing the Show
Grid command will not display grid linesin that direction, nor will
snapping occur in that direction while the Snap To Grid featureis on.

Grid separation—the distance between each grid line—can be specified in
one of three ways: in divisions per unit (inches, centimeters, picas, or
points), columns or rows per page, or unit separation (distance between
each grid line). Select the desired method by clicking the appropriate
radio button. The small diagram on the dialog changes to indicate your
choice.

Regardless of how you measure grid separation, you control the exact
spacing of the grid lines by typing a value in the accompanying text entry
box. Suppose that the current ruler measures in inches. If you type ‘9’
into the text box on the Horizontal Grid, the vertical grid lines will be
spaced at nine lines per inch; nine columns per page; or at a distance of
nine inches between each grid line, depending on the spacing method you
chose. When entering a unit separation, you can enter the value in any
units you like; Informed Designer will perform the unit conversion for
you.

Display options

Use the ‘Draw every’ check box and text entry box to control the visual
density of grid lines on your form. When you check this box, you can
specify how many grid lines are drawn across your form. For example, if
the horizontal grid lines are spaced at five divisions per inch, and you
type ‘5’ into the adjacent text entry box, then one vertical line will be
drawn for every five vertical lines on the grid (i.e. one grid line every
inch). If you leave the ‘ Draw every’ check box unchecked, then grid lines
will not be drawn in that direction.

Y ou can aso control how grid lines are drawn relative to the objects on

your form. Select the ‘Behind objects’ radio button if you want objects on
your form to overlap the grid lines. Alternately, select the ‘ In front of
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You can also use the Align
command to align objects on your
form. For more information, see
Aligning objects in chapter 7.

Show/Hide Guides
Layout menu

objects’ option if you want the grid lines to overlap the objects on your
form.

The ‘Drawing accuracy’ pop-up menu controls the amount of precision
that Informed Designer allows when you draw, resize, and position
objects. This control is described in Drawing accuracy later in this
chapter.

Guide lines

Guide lines run vertically and horizontally along the drawing area of your
form. Like the grid, you use guide lines as an alignment aid. However,
they differ from grid lines because you create and adjust each guide line
independently—one line at atime. With the help of the rulers you can
place aguide line a any position on the drawing area, allowing you to
align objects to a specific position on your form.

Guide lines are displayed by selecting the Show Guides command from
the Layout menu. When guide lines are visible, the corresponding
command becomes Hide Guides. Select this command to hide the guide
lines. If you're using a color monitor, guide lines will appear in blue.

Creating and removing guide lines

Before creating a guide line, make sure that the rulers are visible. Then,
click in the content area of either ruler and drag the mouse onto the
drawing area of your form. Release the mouse button when the new guide
lineisaligned at the desired position.

."|||||||||1||||||||§|2|||

Click anywhere
in the ruler's

content area... ...drag ... i’...and release.
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—

Fig. 4-13
Creating a guide line
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Snap To Guides
Layout menu

Note

To remove aguideline, click and drag it back into the content area of the
ruler, or drag it completely off the top or left edge of the drawing window
if therulers aren’t displayed.

If you reduce the size of the drawing area (using the Drawing Setup
command), Informed Designer will automatically remove any guide
lines that no longer lie in the drawing area.

Using guide lines

Similar to the grid, you use guide lines to align objectsin one of two
ways: visually, or automatically with the Snap To Guides feature. When
used visually, you position and size an object by eye so that its edge lies
against the guide line.

."||||| |||1||||§|||||

—~_ Clickand
drag to the

appropriate
guide line.

Fig. 4-14
Visual alignment to a guide line

The Snap To Guides feature

When drawing, dragging, or resizing an object, you can have Informed
Designer automatically snap the object to the guide lines on your form.
Y ou do this by choosing the Snap To Guides command from the Layout
menu.

With the Snap To Guides feature on, any object that you manipulate (by
drawing, dragging, or resizing) will automatically align to the nearest
guide line, provided that the object falls within the guide line's * sensitiv-
ity area’ . Suppose that guide lines have a sensitivity of five pixels. Then if
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Guide Options...
Layout menu

you move an object to within afive pixel distance of guide line, the object
will automatically snap to lie exactly along the line.

Y ou set the sensitivity of all guide lines using the Guide Options com-
mand. For more information, see Guide options below.

By default, Informed Designer snaps an object’s edge to aguide line.
However, you can snap the center of an object’s frameinstead. This
option is set using the Guide Options command. For more information,
see Guide options below.

L ||||1||||||||||2||:||||||||3||||||

-

Frame edge snapped to guide (left) vs. frame center (right)

While the Snap To Guides feature is on, a check appears beside the
corresponding menu item. Subsequently each time you draw, drag, or
resize an object, automatic snapping of its edges will occur. To turn the
snapping feature off, choose the Snap To Guides command again. The
menu item will be unchecked, allowing you to manipulate objectson a
pixel by pixel basis.

The Snap To Guides feature works regardless of whether or not the guide
lines are displayed.

Guide options

With the Guide Options command you can set the guide line options.
These options include the guide sensitivity, display options, alignment
options, and guide locking.

To set the guide line options, choose the Guide Options command from
the Layout menu. The dialog shown at the top of the next page appears:
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Guide Options

Sengitivity iz pixels

Draw guides @ Eehind objects

D In front of objects
Snap D Center of abject firame
@ Edge of abject frame

D Lock guides

Cancel 0K

Fig. 4-16
Guide Options dialog

Guide line sensitivity

Y ou control the guide line sensitivity by typing the desired value in the
Sensitivity text entry box. The value that you enter specifies how close
together an object and a guide line must lie before snapping will occur.
For example, if you enter a value of ten, an object must lie ten pixels or
less from a guide line before snapping will occur (of course, the Snap To
Guides feature must be on).

Display options

With the ‘Draw guides’ feature, you can specify whether guide lines are
drawn above or below the objects on your form. Select ‘ Behind objects
to draw guide lines below objects. Alternately, choose ‘ In front of
objects’ to draw guide lines above objects.

Snapping options

With the Guide Options dialog, you can choose between two methods of
snapping. If you select the ‘ Center of object frame' option, the center of
an object’ s frame will snap to the guide lines. Alternately, if you choose
the ' Edge of object frame' option, the edge of an object’s frame will snap
to the guides instead.

If you're using guide lines to align adjacent objects, the * Center of object

frame’ option is more appropriate. This way, the frames of adjacent
objects will overlap.
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Fig. 4-17

Snapping frame centers

On the other hand, if you want to align a set of objects along a horizontal
or vertical path, then it's more useful to snap the objects along their frame
edges.

Pots

Latour

Sciles Tow

Total

Fig. 4-18
Aligning fields along their right edges

Locking the guide lines

If you want to lock the guide lines, check the Lock Guides check box on
the Guide Options dialog. This prevents you from accidentally moving
the guide lines while you' re editing your form.
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View scale

While editing your form, you can change the view scale of the drawing
window. Changing the view scale allows you to view more or less of the
drawing areain the drawing window. By reducing the view scale you can
see and work with alarger area of the form. By enlarging the view scale
you can work with your form close up for greater precision.

Informed Designer provides you with a set of commands and atool that
allow you to change the view scale of the drawing window. Y ou can vary
the view scale anywhere from 25% through to 1600% of the drawing
area’ s actual size.

Changing the view scale

Y ou change the view scale of the drawing window by using the Zoom
tool or any of the window scaling commands found in the Layout menu.
Informed Designer allows you to view aform at 25, 50, 100, 200, 400,
800, and 1600 percent of its actua size.

||||||||2||||||||||£ |||||||||E|'|||||||||

View  25%

Fig. 4-19
A form viewed at 25% (left) and 1600% (right) of its actual size
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Wiew o 4007

View scale information

Q,

Zoom tool

The Reduce and Enlarge com-

mands also change the view
scale. See below for more
information.

When you change the view scale, the elements of your form are enlarged
or reduced accordingly. However, Informed Designer’s drawing aids such
astherulers, grid lines, guide lines and object handles always remain the
same size.

The current view scale of the drawing window can be seen in the infor-
mation box near the lower-left corner of the drawing window.

The Zoom tool

The Zoom tool (the * magnifying glass') enlarges or reduces the view
scale of your form. To use the Zoom toal, first select it from the tool

pal ette and position the pointer at the position of interest on the drawing
window. Click the mouse button once to bring your form to the next
larger scale (from 100 to 200 percent, for example). The information box
at the lower-left corner of the drawing window will change to indicate the
current view scale.

When enlarging a drawing with the Zoom tool, the area on the drawing

that lies under the Zoom tool will be centered in the drawing window
when you click the mouse button.

The area under the zoom tool...
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Fig. 4-20
Before clicking the Zoom tool
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Zooming out
with the
Zoom tool

The Actual Size command also

changes the view scale to 100%.

See below for more information.

Actual Size 1
Fit To Window

Enlarge 3>
Reduce E

The view scaling commands
(from the Layout menu)

Actual Size
Layout menu
Command-1

...is centered in the drawing window when you click the mouse.
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View: 200%  Bw

Fig. 4-21
After clicking the Zoom tool

Similarly, you can reduce the current view scale of the drawing window

by clicking the Zoom tool in the drawing window while holding down the
Option key.

To change the view scale of the drawing window to its actual size, simply
double-click the Zoom tool on the tool palette. This changes the drawing
window’ s view to 100% (actual size).

The view scaling commands

Like the Zoom tool, the view scaling commands provide you with a
means of enlarging and reducing the view scale of the drawing window.
With the scaling commands, the same range of views are supported (from
25 to 1600 percent).

Actual Size

The Actual Size command sets the view scale to 100%. Asits name
suggests, using the Actual Size command scales the drawing window to
its actual printed size. To usethe Actual Size command, select it from the
Layout menu. The information box in the lower |eft corner of the drawing
window will show 100%.
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Fit To Window
Layout menu

Note

Fit To Window

To fit the drawing area entirely in the drawing window, select the Fit To
Window command from the Layout menu. The amount of scaling
required is determined automatically based on the size of the drawing
area and the current size of the drawing window. When you choose this
command, Informed Designer always tries to make the form aslarge as
possible while still ensuring that it appears completely in the drawing
window.

SN Inme==——-——H=

Fig. 4-22
Fitting a form to the drawing window

Subsequently resizing the drawing window (either manually or by
clicking the window’ s zoom box) doesn’t automatically change the view
scale. To once again fit the drawing area in the drawing window, you
must choose the Fit To Window command again.

Even if the drawing area doesn’t fit entirely in the drawing window
at the 25% view scale, the Fit To Window command will never
reduce the view scale below 25%.

4-22 Chapter 4: Drawing environment



Enlarge
Layout menu
Command->

Reduce
Layout menu
Command-<

Enlarge

The Enlarge command enlarges the view scale to the next larger scale.
This command is enabled only if the current view scale isless than
1600%. To enlarge the view scale, select Enlarge from the Layout menu.
The information box in the lower-left corner of the drawing window
changes to indicate the new view scale.

Reduce

The Reduce command reduces the view scale to the next smaller scale.
This command is enabled only if the current view scaleis greater than
25%. To reduce the view scale, select Reduce from the Layout menu.

Drawing accuracy

Drawing accuracy refersto the level of precision with which you can size
and position objects on your form. The higher the drawing accuracy, the
more control you have over an object’ s exact size and position.

Drawing accuracy is measured in dots per inch (dpi). The number of dots
per inch corresponds directly to how accurately you can position or size
an object within aone inch distance. For example, if the drawing accu-
racy were 72 dpi, the smallest distance that you could move an object
would be 1/72nd of an inch.
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4— 72 dots —p

Fig. 4-23

72 dpi drawing accuracy

The drawing accuracy of your Macintosh screen—sometimes called
screen resolution—is 72 dpi. This meansthat in any direction, there are
72 dots, or pixels, from one inch to the next. Therefore, when the view
scale of the drawing window is 100% (actual size), moving an object
from one pixel to the next will move the object a distance of 1/72nd of an
inch. Y ou can change the view scale of the drawing window using either
the Zoom tool or the view scale commands in the Layout menu. See View
scale for more information.
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Important

If you change the view scale of the drawing window, you effectively
change the drawing accuracy as well. Each time you enlarge the view
scale, the drawing accuracy doubles. Thisis because although everything
becomes twice as large, you can still move an object one screen pixel at a
time (which is now half the distance). If you enlarge the view scale from
actual sizeto 200%, the drawing accuracy changes from 72 to 144 dpi.
The smallest distance that you can move or resize an object changes from
1/72nd to 1/144th of an inch.

You can select a maximum drawing accuracy by choosing a
setting from the ‘Drawing accuracy’ pop-up menu on the Grid
Options dialog. Informed Designer will limit the drawing accuracy to
this setting, even if you change the view to a larger scale. See
Limiting the drawing accuracy below.

Informed Designer allows a maximum drawing accuracy of 1152 dpi.
This means that you can change the position or size of an object by a
distance as small as 1/1152nd of an inch. In order to obtain this level of
precision, you have to change the view scale of the drawing window to
1600%.

Limiting the drawing accuracy

Even though precise drawing accuracy is often necessary to position
objects exactly on your form, you should be aware of possible—and often
unexpected—alignment problems that can result when you manipulate
objects at different view scales.

Suppose that you enlarge the view scale of the drawing window to 400%
and draw athin vertical line three pixels to the right of one inch. Since the
drawing accuracy is 288 dpi at 400%, the distance of three screen pixels
is 3/288ths of an inch.
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2 dots past one inch

Fig. 4-24
Drawing a line at 288 dpi drawing accuracy

After drawing theline, let’s say that you change the view scale back to
actual size and draw another line over top of the first one. Since the
maximum drawing accuracy is only 72 dpi when the view scale is 100%,
you wouldn’t be able to position the second line as accurately as the first.
Even though the two lines would appear to be at the same position, their
exact locations would be different. This would become apparent if you
enlarged the view scale, or if you printed the form on ahigh resolution
output device.

|15|||||||||2||

Fig. 4-25
Two lines at 100% (left) and 400% (right)

Grid Options. .. To avoid this problem, Informed Designer alows you to limit the
Layout menu drawing accuracy. Y ou can choose a maximum drawing accuracy using
the ‘ Drawing accuracy’ pop-up menu on the Grid Options dialog.
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Grid Options
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Fig. 4-26

Choosing a drawing accuracy

When you limit the drawing accuracy, Informed Designer restricts the
placement of objects to the corresponding resolution. For example, if you
choose a maximum drawing accuracy of 72 dpi, Informed Designer won't
alow you to move an object less than 1/72nd of an inch, even if you
enlarge the view scale to 200% or more.

By restricting the drawing accuracy to 72 dpi, you could avoid the
alignment problem discussed above. When you'd try to draw thefirst line
at three pixels to the right of one inch, Informed Designer would force the
position of thelineto 1 and 1/72nd of an inch—an even multiple of the
drawing accuracy. At the 100% view scale, you could then draw the
second line precisely on top of the first.
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This chapter describes Informed Designer’s drawing tools. You'll learn
about the different types of objects and the options that control their
appearance. You'll also learn how to draw and manipulate objects using
the drawing tools. Figure 5-1 below shows Informed Designer’ s tool

palette.
F-Y Text tool
/ Line tool
] Rectangle tool
l:::l Oval tool
."' Arc tool
< Polygon tool
- Field tool
ﬁ Table tool
Fig. 5-1

The tool palette

This chapter provides information about object types and their appearance
attributes. For information about changing an object’ s appearance, see
Changing an object’ s appearance.

The tool palette

The tool palette provides access to Informed Designer’ s drawing tools. In
addition to the drawing tools, the tool palette also contains the Pointer
tool and the Zoom tool.
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Fig. 5-2

Parts of the tool palette

The Pointer tool selects, deselects, repositions, and resizes objects on
your form. The Zoom tool changes the view scale of the drawing win-
dow. For more information about the Pointer tool, see Selecting objects.
For information about the Zoom tool, see Changing the view scale.

Show/Hide Tools

Layout menu Like any palette, you can show or hide the tool palette and drag it to a

different position on your screen. To show the tool palette, choose the
Show Tools command in the Layout menu. This command changesto
Hide Tools when the tool paletteis displayed. Choosing Hide Tools
closes the tool palette. Y ou can aso hide the tool palette by clicking its
close box in the title bar. To move the tool palette on your screen, click
and drag itstitle bar to a new position.

Y ou select atool by clicking it on the tool palette. When atool is se-
lected, it’s highlighted—that is, the tool appears black.

Fi‘;‘;pe key Since you use the Pointer tool often, Informed Designer offers two
shortcuts for selecting it. First, pressing the key located at the top-left of
your keyboard will toggle the current tool between the Pointer tool and
the last drawing tool used. Depending on which style of keyboard you're
using, this key will be either the Escape key or the reverse quote (°) key.

Option key The second shortcut allows you to temporarily select the Pointer tool

while using any other tool. While using a drawing tool, you can press the
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Text tool

!

I-beam pointer

Option key to select the Pointer tool. Aslong as you hold down the
Option key, the Pointer tool will remain in effect. When you release the
Option key, the current drawing tool will become active again. This
shortcut is useful if you want to quickly move or resize an object while
you're using the drawing tools.

The Text tool

Use the Text tool to draw text or edit text objects. Y ou can also use the
Text tool to edit the titles of fields and tables. Select the Text tool by
clicking it on the tool palette.

Asashortcut, you can select the Text tool by pressing the Tab key once.
In addition to selecting the Text tool, pressing Tab will also select the
characters of the first text, field, or table object on your form (based on
top-left to bottom-right position). If atext, field, or table object is
selected, pressing Tab will select the characters of that object instead.

Drawing a caption

To draw acaption (atitle or heading), select the Text tool and position the
pointer where you want the caption to start; the pointer changesto an |-
beam. Then click the mouse and start typing.

click cnd stort fyping|

Fig. 5-3

Drawing a caption

While you type, you can begin anew line by pressing the Return key. If
you try to type past the edge of the drawing area, your text will automati-
cally wrap to the next line. When you finish typing, press Enter or select
another tool; Informed Designer selects the object as awhole (that is, the
object will show handles at its corners).

Unlike paragraphs of text (see next section), the dimensions of a caption
automatically change when you edit it. For example, if you insert new
words or change the object’ s font size, Informed Designer will automati-
cally adjust the object’ swidth and height to fit tightly around the text.
However, once you' ve resized the object using the Pointer toal, its
dimensions will no longer adjust automatically.
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Drawing a paragraph of text

Y ou can specify the margins of atext object by drawing a rectangle with
the Text tool before you begin typing. Thisis useful for drawing para-
graphs of text.

To create a paragraph, select the Text tool and position the pointer where
you want the top and left margins to be. Then click and drag to draw a
rectangle. Asyou drag, arectangular outline appears, shrinking and
expanding to follow the movement of the mouse. Release the mouse
button when the outline is the right size. Then you can start typing your

paragraph.

Click... ...and type.
: The paragraph is
...drag confined to the
rectangle that you've
just drawn. |
...release...
Fig. 5-4

Drawing a text rectangle

When text reaches the edge of the object’ s rectangle, it will automatically
wrap to the start of the next line. If you type past the bottom edge of the
rectangle, Informed Designer will extend the edge to accommodate any
additional lines.

When you finish typing, press Enter or select another tool. The bottom
edge of the object’ s rectangle will automatically snap up to the bottom
edge of the last line of text and the object will be selected.

If you hold down the Option key while pressing Enter, the object’ s right
edge will snap to fit tightly around the width of the longest line of text.
Thiswill happen if the initial width of the paragraph is wider than the
longest line that you type.

Drawing text in a box

Informed Designer makes it easy to draw text inside a box. Instead of
drawing arectangle with the Text tool (as described above in Drawing a
paragraph of text), simply select a rectangle object with the Pointer tool
and start typing. The text you type will automatically alignitself inside
the rectangle.
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Select with the Pointer tool...

=l

...and start typing.

el

Whén gnu'tgpe,fhe te%t
" is constrained within _
the selected rectangle]

[

Fig. 5-5
Typing in a box

This feature works only when a single rectangle object is selected.

As before, when you finish typing, press Enter or select another tool.
Informed Designer will snap the bottom edge of the object’ s rectangle to
the bottom edge of the last line of text, then select the object as awhole.

Asin the case of drawing a paragraph, holding down the Option key
while pressing Enter will snap the right edge of the object to fit closely
against the longest line of text.

Editing text

Use the Text tool to edit the words or characters of an existing text object.
Field, table, and column titles are edited the same way.

To edit atext object or title, select the Text tool and click the text that you
want to edit. Then begin typing. Use these standard Macintosh editing
techniques to change the text:
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O type to insert characters,

Ext > typefoinsertfext
O backspace to remove characters,

bockspoce forermove{text — bocHtext
0 click and drag to select text,

clickppnd drog  —» click Bl

0 select and type to replace text,

select EgE tvpe > select then| ype

O select and backspace (or use the Clear command) to remove text.

select SgE| clecr —» select clear

If you're unfamiliar with the standard editing techniques outlined above,
please consult your Macintosh Owner’s Guide.

You can also edit text by using Clipboard commands. See Cutting
and Copying text and Pasting text for more information.

As always, when you finish typing, press Enter or select another tool.
Informed Designer will snap the bottom edge of the object’ s rectangle to
the bottom edge of the last line of text, then select the object as awhole.
If you hold down the Option key while pressing Enter, the right edge of
the object will adjust automatically to fit around the longest line of text.

Text dimensions

The dimensions of atext object determine the maximum width of each
line. When you draw a paragraph of text (see Drawing a paragraph of
text), or when you draw text in abox (see Drawing text in abox), the
width of the text object is fixed. This means that as you type, the text
automatically wrapsto stay inside its preset width. There’ s no need to
press the Return key at the end of each line. If you draw a caption by
clicking and typing, the width of the text object is determined by the
length of the longest line that you type. You'll start anew line only if you
type past the end of the drawing area or if you press the Return key.
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Whenever you edit a caption, the width of the text object will change
freely to fit around the longest line. If you resize the text object with the
Pointer tool, the object becomes a paragraph of text with a fixed width. If
you want to change a paragraph of text to a caption, ssimply hold down the
Option key when you press the Enter key after editing the text. The
object’ swidth will expand or contract to fix around the object’ s longest
line.

The appearance of text

The appearance of text is controlled by changing attributes such as the
font, font size, type style, alignment, and leading. Some attributes apply
to entire text objects, whereas others apply to individual characters.
Individual characters each have the following attributes: font, font size,
and type style (with the exception of white type). Each text object (asa
whole) has these attributes: white type, leading, horizontal alignment,
color, and pen shade (see Using shaded text below). For a complete
description of text attributes and how to set them, see Type settings. See
Paint settings for information about the color attribute.

When you draw a new text object, its type attributes and color are initially
set to the current default settings for the Text tool. For example, if the
default font is Times, each new text object that you draw will be Times.
For instructions on changing the default text attributes, see Changing
default settings.

Using shaded text

Forms often contain lightly shaded text that’s positioned under blanksto
bring special instructionsto the filler’s attention. For example, the parts
of aform that are for office use only might be indicated so by using this
technique. An exampleis shown below.

3 Upervisor Cormime nks

ifioe lse Only

Fig. 5-6
Example of shaded text
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[ Style

Font »

Size [ 4

Type Style  »
Alignment b
Leading »

Pe None
Fig ¥| White
Color M 10%
Lins HHgih | 29%
Ling Bigla ¥

v

Line tool

_|_

Cross pointer

Note

Y ou can shade a text object by selecting an appropriate pen setting. Like
any object that has a pen setting, you change the shading of atext object
by first selecting the object (or objects), then choosing a different setting
either from the Pen submenu under Style, or by using the Paint command.

Paint Settings

Shades Line
: e fophw
S R oy PTTII -
Color | Black |

[ Cancel ][[ 0K ]]

Fig. 5-7
Paint Settings dialog

You can’t shade the text titles of fields, tables, and table columns.
Only the text of text objects can be shaded.

Like other objects that have a pen setting, you can't set the pen shade of a
text object to ‘Block’. This setting is not available. Also, if atext object is
shaded, selecting the White Type type style attribute will reverse the
shade through any overlapping objects. For example, atext object with a
25% pen shade and the White Type attribute selected will appear with a
75% pen shade when placed over ablack box.

The Line tool

Use the Linetool to draw lines on your form. Select the Line tool by
clicking it on the tool palette; the pointer changes to a cross.

To draw aline, position the pointer where you want the line to start. Then
click and drag the pointer to where you want the line to end, and release
the mouse button. The new lineis drawn and selected.
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Click... ...the new line is
automatically
selected.

}_...and release...

Fig. 5-8

Drawing a line

If you hold down the Shift key while drawing, the new line will be
constrained to the horizontal or vertical axis, or diagonaly at 45, 135,
225, or 315 degrees.

The appearance of lines

The appearance of lines can be changed by changing attributes such as
the pen shade and line width. More specifically, each line has the follow-
ing attributes: pen shade, line width, line style, and color. Figure 5-9
below illustrates these attributes.

Pen shades: ff f’f

50% 75% 100%
Line widths: / / /
1 pt. 4 pt. 6 pt.
-
Line styles: / - “ /
Plain Dashed Double

Fig. 5-9

Line attributes

The pen shade determines the darkness of the line. Changing the line
width changes the lin€' s thickness. Line styles include plain, dashed, and
various double line styles. Each line can also be colored. For acomplete
description of line attributes and how to change them, see Paint settings.

When you draw a new line, its pen shade, line width, line style, and color
atributes are initially set to the current default settings for the Line tool.
For example, if the default line width for linesis 1 point, each new line
that you draw will be 1 point wide. For instructions on changing the
default line attributes, see Changing default settings.
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Rectangle tool

_|_

Cross pointer

The Rectangle tool

Use the Rectangle tool to draw rectangles or boxes on your form. Select
the Rectangle tool by clicking it on the tool palette; the pointer changes to
across.

To draw arectangle, position the pointer where you want a corner to start.
Then click and drag the pointer to the opposite corner and release the
mouse button. While dragging, a gray frame follows the movement of the
mouse. When you release the mouse button the new rectangle is drawn
and selected.

Click...

...the rectangle
is automatically
selected.

I |

...release...

Fig. 5-10
Drawing a rectangle

If you hold down the Shift key while drawing, the new rectangle will be
constrained to a square (all sides equal length).

The appearance of rectangles

The appearance of rectangles can be changed by changing attributes such
as the pen shade, fill shade, and line width. More specificaly, each
rectangle has the following attributes. pen shade, fill shade, line width,
line style, color, and corner rounding. Figure 5-11 below illustrates these
attributes.
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Oval tool

5-12

_|_

Cross pointer

Pen shades:

40% 50% 100%
Fill shades: .
25% 50% 100%
Line widths: D
1 point 2 points 4 points
Linestyles: L1 ... , D
Plain Dashe Double
Corners: D Q
None All Some
Fig. 5-11

Rectangle attributes

The pen shade determines the darkness of the rectangle’ s frame. The
rectangle' sinterior is drawn with the selected fill shade. Changing the
line width changes the frame' s thickness. Line styles (also used to draw
the rectangle’s frame) include plain, dashed, and various double line
styles. Each rectangle can also be colored. For a complete description of
the pen shade, fill shade, line width, line style, and color attributes and
how to change them, see Paint settings. For more information about
rounding corners, see Rounded corners.

When you draw a new rectangle, its appearance attributes are initially set
to the current default settings for the Rectangle tool. For example, if the
default fill shade for rectangles is 50%, each new rectangle that you draw
will be automatically filled with a 50% shade. For instructions on
changing the default rectangle attributes, see Changing default settings.

The Oval tool

Use the Oval tool to draw ovals and circles on your form. Select the Oval
tool by clicking it on the tool palette; the pointer changes to a cross.

To draw an oval, position the pointer where you want the oval to begin.
Then click and drag until the oval isthe right size. An outline of the oval
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will appear and follow the movement of the mouse. When the oval isthe
right size, release the mouse button. The new oval is drawn and selected.

The new oval is
automatically
selected.

...release...

Fig. 5-12
Drawing an oval

If you hold down the Shift key as you draw, the new oval will be con-
strained to acircle.

The appearance of ovals

All ovals have pen shade, fill shade, line width, and color attributes. Y ou
can change the appearance of an oval by changing any of these attributes.
These attributes are shown below in Figure 5-13.

Pen shades: Q

25% 60% 100%
Fill shades: O ‘ ‘
25% 75% 100%
Line widths: O O O
1 point 2 points 4 points

Fig. 5-13

Oval attributes

The pen shade determines the darkness of the oval’sframe. The oval’s
interior is drawn with the selected fill shade. Changing the line width
changes the frame' s thickness. Each oval can also be colored. For a
complete description of the pen shade, fill shade, line width, and color
attributes and how to change them, see Paint settings.

Aswith lines and rectangles, newly drawn ovals inherit the default
attributes of the Oval tool. For example, if the default line width of the
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Arc tool

5-14

_I_

Cross pointer

Oval toal is 2 points, each new oval that you draw will have aframe
that’ s two points thick. For instructions on changing the default oval
attributes, see Changing default settings.

The Arc tool

Use the Arc tool to draw arcs on your form. Select the arc tool by clicking
it on the tool palette; the pointer changes to a cross.

To draw an arc, position the pointer where you want the arc to begin.
Click and drag to the opposite end of the abject. An outline of the arc will
appear and follow the movement of the mouse. When the arc is the right
size, release the mouse button. The new arc is drawn and selected.

...the new arc is
automatically
selected.

s
...release..l

Fig. 5-14
Drawing an arc

Theinitial motion of the mouse determines the direction and curvature of
the arc. For example, dragging the mouse up and to the right creates an
arc that slopes upward along the horizontal axis, while dragging the
mouse to the right and then up creates an arc that slopes upward along the
vertical axis. Thisisillustrated below.

You get this when You get this
you drag up and when you
to the right. drag to the

right and then

)

Fig. 5-15
Arc curvature
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Polygon tool

_|_

Cross pointer

The appearance of arcs

The appearance of arcs can be changed by changing attributes such as the
pen shade, fill shade, and line width. More specifically, each arc has the
following attributes: pen shade, fill shade, line width, and color. Figure 5-
14 below illustrates these attributes.

Pen shades: / /' /

60% 75% 100%
Fill shades: / / ‘
40% 50% 90%
Line widths: f f /
1/2 point 1 point 2 points

Fig. 5-16

Arc attributes

The pen shade determines the darkness of the arc. The arc’sinterior (a
quarter oval), isfilled with the selected fill shade. Changing the line
width changes the arc’ s thickness. Aswell, each arc can be colored. For a
complete description of the pen shade, fill shade, line width, and color
attributes and how to change them, see Paint settings.

When you draw a new arc, its pen shade, fill shade, line width, and color
attributes are initially set to the current default settings for the Arc tool.
For example, if the default line width for arcsis 2 points, each new arc
that you draw will be 2 points thick. For instructions on changing the
default arc attributes, see Changing default settings.

The Polygon tool

Use the Polygon tool to draw polygons on your form. Select the polygon
tool by clicking it on the tool palette; the pointer changes to a cross.

To draw a polygon, move the pointer to where you want the first sideto
start. Then click and release the mouse button. Move the pointer to the
end of thefirst line segment and click the mouse button to create the first
side of the polygon. Create the remaining sides of the polygon by
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aternately positioning the pointer and clicking until the polygon has the
shape that you want.

...position to the end of ...alternate clicking and
the first line segment... positioning to create the sides...
1: ]
u
...drag near the starting point ...the new polygon is
and click to close the polygon... automatically selected.
Fig. 5-17

Drawing a polygon

When creating the last side of the polygon, you can either join it with the
first side, or leave the polygon open. To join the last side with the first,
simply click once near the first end point of the polygon’sfirst side.
Informed Designer will automatically close and select the polygon. To
leave the polygon open, position the pointer where you want the last side
to end, then double-click the mouse button.

If you hold down the Shift key while positioning the pointer to create a
side, Informed Designer will constrain the side to lie on either of the
horizontal or vertical axes, or diagonally at 45, 135, 225, or 315 degrees.

The appearance of polygons

The appearance of polygons can be changed by changing attributes such
as the pen shade and line width. More specifically, each polygon has the
following attributes: pen shade, fill shade, line width, and color. Figure 6-
16 below illustrates these attributes.
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Pen shades: D

40% 75% 100%
Fill shades: w w »
10% 25% 50%
Line widths: D w D
2 points 1 point 6 points

Fig. 5-18
Polygon attributes

The pen shade determines the darkness of the polygon’s sides. Thefill
shade is used to draw the interior of the polygon. Changing the line width
changes the width of the sides. Each polygon can also be colored. For a
complete description of polygon attributes and how to change them, see
Paint settings.

When you draw a new polygon, its pen shade, fill shade, line width, and
color attributes are initially set to the current default settings for the
Polygon tool. For example, if the default line width for polygonsis 1
point, the sides of each new polygon that you draw will be 1 point wide.
For instructions on changing the default polygon attributes, see Changing
default settings.

Reshaping a polygon

Aswith al objects, you can select, reposition, and resize a polygon using
the Pointer tool. However, when you resize a polygon, the relative
position of each vertex (the joining of two sides) always remains the
same. Notice that handles appear only on the corners of the smallest
rectangle that fits around the polygon.
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Reshape Polygon
Arrange menu

lt : |

| | | |
Fig. 5-19

Resizing polygons

To change the position of a particular vertex, use the Reshape Polygon
command. First select the polygon with the Pointer tool, then choose
Reshape Polygon from the Arrange menu. Handles will appear at each
vertex of the polygon.

Click...

...drag...

...release

Fig. 5-20
Reshaping a polygon

Again using the Pointer tool, click and drag any vertex. The polygon will
remain in reshape mode until you deselect it.

The Field tool

Fields are graphic objects that hold information. Each field contains a
cell—a holding place for data. When you fill out aform, you enter
information into each cell.

Unlike other graphic objects such as lines, rectangles, and ovals; fields
are composed of various elements or parts. These parts automatically
appear when you draw afield, making it easy for you to draw the
graphics that commonly surround a cell. The structure of afield is shown
on the next page.
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Title divider

Cell section

S5o0ld To

1:5aldTo —— Rule lines
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Note

/77 Comb lines
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Fig. 5-21
Parts of a field

There are avariety of options that you can use to change the genera
appearance of afield. For example, you can show afield' stitle on any
side of its cell, or you can hide the title altogether. Y ou can turn the rule
lines and combs on or off, and you can change their appearance too.
Figure 5-22 below shows a variety of fields drawn with the Field tool.

Ship To m
“ | mournt |

| | Name | [] Tes O Mo

Fig. 5-22

Sample fields

This section discusses the graphic attributes of fields. You'll learn how to
draw afield and change its appearance. Aswell, you'll learn how to
select and manipulate the parts of afield. For information about setting up
acell’s dataintelligence attributes, see the Data intelligence manual.

Throughout this section you’ll learn how to select and manipulate
the parts of a field using the Field tool. For convenience, Informed
Designer allows you to use either the Field tool or Table tool for this
purpose.
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Drawing a field

To draw afield, select the Field tool by clicking it on the tool palette.
Position the pointer on the drawing area; the pointer changes to a cross.
Click where you want a corner to start and drag to the opposite corner.
When you rel ease the mouse button, the field is drawn and selected.

Click...

...the new field is
automatically
selected.

T Title T

TCell

i
[
...release...

Fig. 5-23
Drawing a field

If you hold down the Shift key while drawing, the dimensions of the new
field will be constrained to a square (all sideswill be of equal length).

Drawing over top of fields

The parts of afield are selected by clicking them with the field tool. You
can also change the size of a section by clicking and dragging its edge or
thetitle divider. Since the Field tool is also used for drawing new fields,
an option must be used if you want to draw a new field over top of an
existing field. To draw anew field over top of—or immediately adjacent
to—another field, hold down the Command and Options keys while
drawing.

The appearance of fields

As already mentioned, afield consists of various parts that are automati-
cally drawn, positioned, and resized as the field is manipulated. Y ou can
change the appearance of afield by changing the position, size, or visual
attributes of each of its parts. Y ou use the Field tool to select a part, or
change the dimensions of a part by dragging. The Field command allows
you to control the options associated with each part.
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over the title section.
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[ Title [<] Rule lines
@ Top @ Line separation
D Left D Lines per inch
) Bottomn ) Lines in field .
) Right
~[<] Combs Sample

di\n'sions Title
1111
1111

[ Cancel ][[ 0K ]]

Fig. 5-24

The Field dialog

Although the Field command is referred to throughout this section, a
complete description of its useis not covered here. See Field settings
instead.

The title section

The title section commonly describes the information in afield' s cell. It
consists of aframe and the accompanying title text. To select thetitle
section, click it with the Field tool. Aninset framein the title section will
shimmer.

Y ou can position the title section on any side of afield's cell, or you can
hide it altogether. Use the Field command to choose an orientation for the
title section. Figure 5-25 below shows 5 fields, each with a different
position for the title section.
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As a shortcut, you can double-
click a field’s title section with the

Field tool to choose the Type
command.

Note

— T

Title on top of field Title on the bottom

Title | | D Insured

Title to the left Check box with title on the right

Combed field with
no title showing

Fig. 5-25

Different positions for the title section

To edit the title text, use the Text tool and the appropriate text editing
techniques (see Editing text for more information). Like all text objects,
the title text has font, font size, type style, leading, and alignment
attributes. Use the Type command in the Settings menu or the various
Style submenus to change these attributes. See Type settings for more
information.

Unlike other text objects, field titles can be vertically aligned within
the title section. See Type settings for more information.

Thetitle section has many of arectangle’ s visual attributes. For example,
you can change the pen and fill shades and adjust the thickness of the title
section’s frame; or you can change the amount of rounding on each
corner. Before choosing a setting, make sure that you first select the title
section by clicking it with the Field tool. For a complete description of
the pen shade, fill shade, and line width attributes, see Paint settings. For
information about rounding corners, see Rounded corners.

The title divider

If afield’ stitle section ison, the field will also have atitle divider. The
title divider divides the field into two sections: the title section and the
cell section.

Like other parts of afield, you can select the title divider by clicking it
with the Field tool; the line will shimmer. Once you select the title
divider, you can change its appearance by changing the pen shade or line
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The pointer changes when its over
the title divider.

As a shortcut, you can choose the
Paint command by double-
clicking the title divider with the
Field tool.

Note the appearance of the
pointer when it’s over the cell
section.

Show/Hide Cell Names
Layout menu

width. If you want to hide the line altogether, change its pen shade to
none. For information about the pen shade and line width attributes, see
Paint settings.

To change the height of the title section, use the Field tool to drag thetitle
divider in the appropriate direction (up/down or left/right, depending on
position of the field’ stitle). Y ou can aso click and drag the top edge of
the title section. See Resizing parts of a field later in this section.

The cell section

Like the blank on aform, the cell section represents the area of afield
where you enter information. It consists of acell, aframe, and optional
rule lines and combs. To select the cell section, click it with the Field
tool. Aninset framein the cell will shimmer.

Even though you can't see a cell’ stext until you actually fill out the form,
Informed Designer allows you to specify the cell’ stype characteristics
during the design process. When you fill out aform, each cell value will
be displayed with its preset type settings.

Johnson R Johnson

Fig. 5-26
Different cell type styles

Like the title section, you can choose the font, font size, type style,
leading, and alignment for each cell in each field. To change the type
attributes of acell, first select it with the Field tool, then use the Type
command or the Style submenus to choose a different setting. For a
complete description of each type attribute, see Type settings.

Informed Designer allows you to show or hide the cellsin fields and
tables. Choose the Show Cell Names command from the Layout menu to
display the cell names and their tab positions. When they’ re showing, the
corresponding menu command becomes Hide Cell Names. Choose this
command to hide the cell names and tab positions.

When visible, acell’s name and tab order are displayed using the current
type attributes of the cell. If you change atype attribute (for example,

The Field tool 5-23



5-24

choose a different font or font size), the cell’s name and tab position will
change to reflect the new setting.

Expenses |§1‘E:E}{pens-:—:;5 |

Tab position Cell name

Fig. 5-27

A cell’s name and tab position

Y ou can aso use Informed Designer’ stest facility to enter sample cell
values. Thisalowsyou to seewhat afilled in cell will look like and to
ensure that you’ ve chosen the correct type settings. For information about
Informed Designer’ s test mode, see Testing your formin the Data
Intelligence manual.

A field's cell section also has many of the visual attributes of arectangle.
Y ou can change the pen and fill shades, and adjust the thickness of the
cell’sframe. Y ou can also change the amount of rounding on each corner.
Before choosing a setting, make sure that you select the cell section first.
For a complete description of pen shade, fill shade, and line width
attributes, see Paint settings. For information about rounding corners, see
Rounded corners.

The rule lines

Each field cell can use optional rule lines; these control the vertical
spacing of information in acell. You turn rule lines on and off using the
Field command (see Field settings).

Fig. 5-28

Field with (left) and without (right) rule lines

When rule lines are on, you can select them by clicking any rule line with
the Field tool. The lines will shimmer when they’ re selected. Y ou can set
therulelines’ spacing by using the Field command or by clicking and
dragging any rule line with the Field tool.
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The pointer changes when it’s
over a comb line.
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______________________________ Click and
_*_ drag...

------------------------------------------------------------ .*_ ...release

Fig. 5-29
Adjusting the rule line spacing

When rule lines are on, the leading of a cell’s information is con-
trolled by the rule line spacing and not by the leading type attrib-
ute.

Y ou can a'so change the appearance of the rule lines by changing their
pen shade and line width attributes. To do this, select the rule lines, then
use the Paint command or the Pen and Line Width submenus to choose a
different setting. For more information, see Paint settings.

Combs

Combs are the lines that divide afield into separate sections. Use the
Field command to turn them on or off and to control the height of each
individual comb line (see Field settings for more information).

[ Social Security Mo, |

TN

Fig. 5-30
Combed field

The appearance of comb lines can be changed by choosing different pen

shades and line widths. To change the appearance of the comb lines, first
select any comb line by clicking it with the Field tool; all the comb lines
will shimmer when they’ re selected. Then use the Paint command or the
Pen and Line Width submenus to select a different setting.

If the rule lines are turned on (see previous section), comb lines will

appear separately on each ruleline. If the rule lines are turned off, then
only one set of comb lines appears in the cell section.
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Fig. 5-31

Comb lines with rule lines off (left) and on (right)

When you fill out acombed field, Informed Designer will automatically
position each character you type in the proper spaces.

Phone [555- 1217 | Phonels|si5)-1112)12

Fig. 5-32

Entering data to a field before (left) and after (right) tabbing

If rule lines and combs are turned on, and there are two or more linesin
the field, you must press Return at the end of each line when you enter
information in the cell. Otherwise, the characters that don’t fit on theline
will disappear when you move to the next cell.

Resizing parts of a field

After drawing afield, you can changeits size using either the Pointer tool
or the Field toal. If you use the Pointer tool, the object isresized as a
whole. This means that the sizes of thetitle and cell sectionswill remain
proportional to each other. Resizing a field with the Pointer tool is
described in Resizing fields and tables.

Y ou can resize the parts of afield using the Field tool. A part isresized
by dragging any of its edges in any direction. The pointer changes when
it'sover an edge.

.......... .I. ................................ Ciick and ||= e =|I e

. drag the .1I:E"1 ............................ Of the t|t|e
E Tiile d top edge... P section
b : : remains the
#1:2ell same.
S &

Fig. 5-33

Resizing the cell section of a field.
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When resizing fields, Informed Designer preserves the height of thetitle
section. To change the title height, hold down the Command key while
resizing.

If the rule lines are on, the Command key has a special purpose when
resizing the cell section with the Field tool. If you hold down the Com-
mand key, the bottom edge of the cell section will snap to the bottom of
each line as dragging occurs. This makes it easy to resize the cell section
to an exact multiple of rule lines.

The default appearance of fields

When you draw anew field, itsinitial appearance is determined by the
current default settings for the Field tool. For example, if the default
position of the title section is on the left, each new field that you draw
will haveitstitle on the left. For instructions on changing the Field tool
defaults, see Changing field and table default settings.

The Table tool

Like fields, tables are graphic object that you use to hold information.
Each table contains one or more columns and each column contains a
cell—aholding place for data. When you fill out aform, you enter
information into each cell.

Unlike other graphic objects such as lines, rectangles, and ovals, tables
are composed of various elements—or parts—that automatically appear
when you draw atable. This makesit easy to draw atable without having
to draw the individual lines and titles that give atable its appearance. The
structure of atableis shown below.
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Table title section

Column title sections

Title

Title Title | Title Title

Title dividers

122l

Row lines

HEERN

Column sections

Fig. 5-34

Parts of a table

There are avariety of options that allow you to change the general
appearance of any table. For example, you can show or hide the tabletitle
or column titles, or fill the alternating column rows with a shade. Figure
5-35 below shows a variety of tables drawn with the Table tool.

Date Haotel Total

Rows
alternately
filed

Single
column

Part Mo Marme

Table title
hidden

Fig. 5-35
Sample tables

In this section you'll learn about the graphical aspect of tables; that is,
you'll learn how to draw tables and change their appearance with the
Tabletool. Aswell you'll learn about selecting and manipulating parts of
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Table tool

_|_

Cross pointer

Note

tables. For information about the data intelligence attributes of table cells,
see chapter 1 in the Data intelligence manual.

Throughout this section you’ll learn how to select and manipulate
the parts of a table using the Table tool. For convenience, Informed
Designer allows you to use either the Table tool or Field tool for this
purpose.

Drawing a table

To draw atable, select the Table tool by clicking it on the tool palette.
Then position the pointer in the drawing area; the pointer changesto a
cross. Click where you want a corner of the table to start and drag to the
opposite corner. When you rel ease the mouse button, the table is drawn
(without any columns) and selected.

Click...

Title

matically
selected.

i+
...release...

Fig. 5-36
Drawing a table

If you hold down the Shift key while you draw, the new table's dimen-
sionswill be constrained to a square (all sideswill be of equal length).

Placing columns

Initially, atable doesn’'t contain any columns (the interior of a new table
isgray). To place acolumn in anew table, click in the gray areawith the
Table toal at the position where you want the new column to end. You
can drag while holding down the mouse button to see the width of the
column below the bottom edge of the table.
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Fig. 5-37

Placing a column

When you rel ease the mouse button, the new column is created. Each
column has an optional title, atitle divider (if the column titleis on), and
acolumn cell. To place additional columns, continue clicking in the gray
area of thetable.

To place the last column of atable, either click in the gray areato create
the column and drag its right edge until it lines up with the right edge of
thetable, or simply click anywhere in the remaining gray areawhile
holding down the Command key. If you hold down the Command key,
Informed Designer will automatically snap the column’s right edge to the
right edge of the table.

Once you' ve completely filled a table with columns, you can place
additional columns using one of two different techniques. For more
information, please see Adding new columns to an existing table later in
this chapter.

Changing a column’s width

Once you create a column, you can change its width by clicking and
dragging either of its sides. Remember, if you drag the |eft side of the
leftmost column or the right side of the rightmost column, you’ll change
the width of the table too.
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Fig. 5-38

Changing a column’s width

If you change a column’ s width by dragging a side that lies between two
columns, the widths of both columns will change. As you drag, Informed
Designer will display the width of the affected columns below the bottom
edge of the table. The measurements are shown using the current ruler
units. Informed Designer will constrain the pointer so that you don't
make a column too narrow.

If you hold down the Command key while dragging a column’s side, only
the width of the column to the left (if there is one) will change. This
allows you to dide columns in either direction. Y ou can use this option to
move columns to the left in afull table so that new columns can be
created.

Adding new columns to an existing table

Once you' ve completely filled atable with columns, you can add addi-
tional columnsin one of two ways:

O by first making room in the table for another column

0 by splitting one column into two.

Y ou can make room for anew column either by extending the right edge
of the table or by making the width of an existing column smaller. As
you'll learnin Resizing parts of atable, extending the right edge of a
table by default extends the right edge of the last column as well. How-
ever, if you hold down the Command key while extending a table’ sright
edge, the size of the last column doesn’t change.
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Title

izl Hold down the

) Command key as
+ you click and
drag...

...to create
room for more
columns.

Fig. 5-39

Making room for a new column

Similarly, if you press the Command key while shrinking the width of an
existing column, only the width of the column to the left (if there is one)
will change. The columns on the right will slide to make more room in
the table. The table will then contain a gray areain which you can create
anew column (see Placing columns earlier in this chapter).

Y ou can also create a new column by splitting an existing column into
two. To split acolumn, simply click initsinterior with the Field or Table
tool while pressing the Command key.

-

Part Mo Hame
1:Pattlumber  {Marmne
B | click with Table tool
b while pressing Command
[ Part Mo Mame | Title )
V:Parthlumber {iMame  fCel2
'H;" | new column is inserted to
= ; the right of the pointer
.......... R
Fig. 5-40

Splitting a column
If the existing column istoo narrow to be split, Informed Designer will
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Left
Right
Arrange menu
Move Column submenu

Command- ~ or ~

For information about selecting
parts of a table, see The appear-
ance of tables.

Distribute Columns
Arrange menu

For information about selecting
parts of a table, see The appear-
ance of tables.

sound a beep.

Changing a column’s position

Informed Designer allows you to change the ordering of columnsin a
table. To move acolumn, first click it or click itstitle with the Table tool.
Then choose the Move Left or Move Right command from the Move
Column submenu under the Arrange menu. The column is swapped with
the one to itsimmediate right or left.

Fig. 5-41
If you select Cell2 and ...it will change positions
choose Move Left... with Celll.
Tikle Title
1:Cellt

- Cell 2}

El_.

figell?  flells

Moving a column to the left

Once a column reaches either end of the table, choosing a command to
move it further in that direction does nothing.

Distributing columns

Often you might want to make the width of all columnsin atable the
same. Although you can do this manually by adjusting the size of each
column, Informed Designer provides a command to distribute columns
automatically.

Whenever one or more columnsin atable are selected, the Distribute
command in the Arrange menu changes to Distribute Columns. Choose
this command to evenly distribute all columnsin the table.

Fig. 5-42
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[ nbory

Cluantity | Part Mo, Price

[rwenkory

Iz nkity Part Mo, Price

Before (above) and after (below) distributing columns

If there's only one column in your table, the Distribute Columns com-
mand makes the column as wide as the entire table.

F?pmn\/ing acolumn

Y ou can remove a column the same way you remove any object on your
form: select it, then choose the Clear command or press either of the
Delete or Backspace keys. Thetable is selected after you remove the
column.

1:Celll Call? EJ(EEEHS

Title:
Toeiiz

1:Celll

Fig. 5-43
Before (above) and after (below) removing a selected column

Any columnsto the right of the deleted column are moved |eft to take up
the space originally occupied by the deleted column.
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Settings
Paint...
Type...

Corners...
Field...
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With the Table tool selected, the
pointer changes when it’s over a
title section.

The appearance of tables

A table consists of various parts that are automatically drawn, positioned,
and resized as the table is manipulated. The appearance of atable can be
changed by changing the position, size, or visual attributes of each part.
The Table tool is used to select a part or change the dimensions of a part
by dragging. The Table command allows you to control the options
associated with each part.

Table Settings

—Rows—— Titles
@ Row separation <] show table title
{J Lines per inch <] show column titles

D Rows in table
-rSample

inches

[ Cancel ][[ 0K ]]

Fig. 5-44

Table dialog

Although the Table command is referred to throughout this section, a
complete description of its useis not covered here. See Table settings
instead.

The title sections

Each table has atabletitle and a column title for each column. A title
section commonly contains a descriptive identifier of the information
stored in the table or acolumn. A title section consists of aframe and the
title' stext. To select atitle section, click it with the Table tool. An inset
frame in the section will shimmer.

Thettitle sections of atable can be turned on or off using the Table

command. Figure 5-45 below shows three different tables with different
title sections showing.
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As a shortcut, you can double-
click a title section with the Table
tool to choose the Type com-
mand.

Note

The pointer changes when its over
the title divider.

As a shortcut, you can choose the
Paint command by double-
clicking a title divider with the
Table tool.
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Mleals

No title sections
showing.

Table title and column
titles showing.

Table title showing.

Fig. 5-45

Tables with various title sections.

To edit the text of atabletitle, use the Text tool and the appropriate text
editing techniques (see Editing text for more information). Like all text
objects, the title section has font, font size, type style, leading, and
alignment attributes. Use the Type command in the Settings menu or the
Style submenus to change these attributes.

Unlike text objects, title sections can also be vertically aligned. For
more information about type attributes, see Type settings.

A tabl€' stitle section has many of the visual attributes of arectangle. You
can change the pen and fill shades, and adjust the thickness of thetitle’'s
frame. Y ou can also change the amount of rounding on each corner.
Before choosing a setting, make sure that you select the title section first
by clicking it with the Table tool. For a complete description of the pen
shade, fill shade, and line width attributes, see Paint settings. For infor-
mation about rounding corners, see Rounded corners.

The title dividers

If any of thetitle sections are on, the table will also have title dividers.
These are the lines that divide either the table title from the columns, or
the column titles from the column cells.

Like other parts of atable, you can select atitle divider by clicking it with
the Table tool; the line will shimmer. Once you' ve select atitle divider,
you can change its pen shade or line width. If you want to hide the line
altogether, change its pen shade to none. For information about the pen
shade and line width attributes, see Paint settings.
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Note the appearance of the
pointer when it’s over a column
section.

To change atitle section’s height, use the Table tool to drag the title
divider up or down. If you drag a column’stitle divider, Informed
Designer will automatically adjust the dividers of all other columns as
well. You can also click and drag the top edge of the table’ stitle section.
See Resizing parts of a table later in this section.

The column sections

Like blanks on aform, the column sections are the parts of atable where
you enter information. Each column section has a column cell (which is
divided into rows) and aframe. To select a column section, click it with
the Table tool. An inset frame in the column section will shimmer.

Travel Expenses

Dake Hobel Total

Fig. 5-46

Table with its leftmost column selected

Even though you can’t see a column’stext until you fill out the form,
Informed Designer allows you to specify a column’stype characteristics
asyou design your form. When you fill out your form, the valuesin any
column will appear with the type settings that you chose for that column.

[resnkory

Part Mo, Hame Price
1234 widgels 345
4534 grommets 452

3465 rivels 922
4355 nails 14.25%
Fig. 5-47

Different Type styles in different columns

Like the title sections of atable, you can choose the font, font size, type
style, leading, and alignment for each column in atable. To change the
type attributes of a column, first select the column with the Table tool.
Then use either the Type command or the Style submenus to choose a
different setting. When you choose a different setting, the type style of
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The pointer changes when it’s
over arow line.

the cell’s name and tab order in the selected column will change to reflect
the new setting. For a complete description of each type attribute, see
Type settings.

A column section also has many of the visual attributes of arectangle.
Y ou can change the pen and fill shades, and adjust the thickness of the
column’s frame. Y ou can also change the amount of rounding on each
corner. Before choosing a setting, make sure that you select the column
section first. For a complete description of the pen shade, fill shade, and
line width attributes, see Paint settings. For information about rounding
corners, see Rounded corners.

The row lines

The row linesin atable determine the spacing of each column. Y ou can
select the row lines by clicking any of them with the Table tool. The lines
will shimmer when they’ re selected.

Y ou can change the spacing of the row lines by using the Table command
or by clicking and dragging any row line with the Table tool. Informed
Designer will make sure that you don’t make the row height too small.

-— C_Iick an_d drag in
.......... .*. either direction to
change the row
spacing.

Fig. 5-48

Changing the spacing of row lines

Y ou can change the appearance of the row lines by changing their pen
shade and line width attributes. To do this, select the row lines and then
use the Paint command or the Pen and Line Width submenus to choose a
different setting. Y ou can aso change the appearance of each alternating
row by filling them with a shade. Do this by selecting the row lines and
choosing the appropriate fill shade.
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Fig. 5-49
Table with alternating rows filled

For more information about pen shade, fill shade, and line width attrib-
utes, see Paint settings.

Resizing parts of a table

After drawing atable, you can change its size by using the Pointer tool or
the Table toal. If you use the Pointer tool, the object is resized as awhole.
This means that the sizes of the title and column sections will remain
proportional to each other. Resizing atable with the Pointer tool is
described in Resizing fields and tables.

Y ou can resize the parts of atable using the Tabletool. A part isresized
by dragging any of its edgesin any direction. The pointer changes when
it'sover an edge.

.} ............

AN

Click and drag with

Expenses the Table tool to
resize individual
Date Hokzl Total table parts.

Fig. 5-50
Dragging the top edge of a table

When resizing tables, Informed Designer preserves the height of the title
section. To change the title height, hold down the Command key while
resizing.
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The Command key has a special purpose when adjusting the bottom edge
of atable with the Table toal. If you hold down the Command key, the
bottom edge of the table will snap to each row line as dragging occurs.
This makesit easy to resize atable’ s height to an exact multiple of rows.

Drawing over top of tables

The parts of atable are selected by clicking them with the Table toal. You
can aso change the size of atable section by clicking and dragging edges
or divider lines. Since the Tabletool isaso used for drawing new tables,
an option must be used if you want to draw a new table over top of an
existing table. To draw a new table over top of (or immediately adjacent
to) another table, hold down the Command and Options keys while
drawing.

The default appearance of tables

When you draw a new table, itsinitial appearance is determined by the
current default settings for the Table tool. For example, if the default font
for the Table tool is Helvetica, then the font used for any subsequently
drawn tables will be Helvetica. For instructions on changing the Table
tool defaults, see Changing field and table default settings.
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After drawing an object, you can change its appearance by changing any
of itsvisual attributes. A visual attribute is a setting that controlsa
particular characteristic of an object. Each different type of object has a
different set of visual attributes. For example, line objects have pen
shade, line width, line style, and color attributes. Changing any of these
attributes changes aline’ s appearance.

In this chapter you'll learn how to change an object’ s visual attributes by
using avariety of Informed Designer’s commands. You'll aso learn how
to change the settings for new objects. For more information about
objects and how to draw them, see Drawing tools in chapter 5.

Overview

Y ou change an object by selecting it and choosing a different setting from
either a settings dialog or a style submenu. The first five commandsin the
Settings menu group the different attributes into five general categories.
Figure 6-1 below summarizes these commands.

Paint... s#M|———— Controls paint attributes.
Type... #T | —— Controls type attributes.
Corners... —— Controls roundness of corners.
Field... — Controls field attributes.
Table...

i Controls table attributes.
Ghrieci..

RS E I H.E
alua.., % 4
Ohagi,.,

Chalees..,

HEEET T EEET I

Halpn MMasgags..

R R
Lontigurg Submit..

Fig. 6-1

Settings commands

When you choose any of the above commands, a dialog appears showing
the current settings of any selected object. For example, Figure 6-2 below
shows the paint attributes of ared object with a1 point, 100% frame, and
a50% interior.
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Size [ 2
Type Style
Alignment  p
Leading 2

Pen [ 3
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Color 2
Line Width [ 2
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Style submenus

Submenus are sometimes called
hierarchical menus.

Paint Settings

Shades Line
Fin [5d | % | {

Width [1ooo0 et
e

Pen 93 G ait s ripe OF e feopaiioy Sy ........... r ........... w

Color | Red |

Fig. 6-2

Sample Paint settings dialog

Y ou can choose a different setting by clicking the various controls on the
dialog or by entering new values in the different text entry boxes.
Clicking OK dismisses the dialog and changes the selected object. Y ou
can cancel the dialog by clicking Cancel instead.

When you choose a settings command, Informed Designer enables only
the controls that correspond to the attributes that apply to the selected
object (or objects). For example, if you select aline and choose the Paint
command, the fill shade and graduation controls will be disabled because
lines don’t have these attributes. When a control is disabled, it appears
gray and you can't click it.

Using submenus

In addition to the commands available in the Settings menu, you can also
choose new settings using the Style menu. Each command in the Style
menu is a submenu with settings for a particular attribute. Not all attrib-
utes are available in the submenus and, for some attributes, you can
choose only from afew standard settings.

It's often more convenient to use a submenu when you want to change
only one attribute of an object. For example, rather than using the Paint
command to choose a different pen shade, you could select a new setting
from the Pen submenu instead.

To use asubmenu, first choose the command by clicking and dragging

with the mouse until the command name is selected (the name turns
black). A submenu will appear to the right of the command name. While
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still holding down the mouse button, drag the pointer over the desired
setting and rel ease the mouse button.

Font b
Size [ 2
Type Style  p
Alighment  p
Leading 2
“pen ) WOTE
Fill b| White
Color B 10%
Line Width k| 25%
Line Style | 40%
507
607
5%
90%
+1007%
Fig. 6-3

Choosing from a submenu

When you rel ease the mouse button, the new setting is chosen and the
selected object (or objects) is changed. A check appears next to the
current setting.

Informed Designer will disable a Style command if the corresponding
attribute doesn’'t apply to the selected object. For example, if you select a
text object, the Pen, Fill, Line Width, and Line Style submenus will be
disabled because text objects don’t have those attributes.

Changing multiple objects

Informed Designer allows you to change more than one object at atime.
Simply select the abjects that you want to change and use a settings
command or submenu as described above. For information about select-
ing more than one object, see Selecting multiple objects.

If you choose a settings command while two or more objects are selected,
Informed Designer will show you only the current settings that are
common to all of the selected objects. If an attribute is set differently
among the selected objects, the controls that you use to set the attribute
will show ablank value. For example, suppose that you select three lines,
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two of which have a pen shade of 50% and the other 100%. Suppose also
that the line width, line style, and color attributes are the same for al
threelines. If you choose the Paint command, this dialog will appear:

Paint Settings

Shades Line

-

“w'id
ot

(O wE oL

Color | Black |

Fig. 6-4

Sample paint settings

The Pen text entry box is blank. Thisindicates that the pen shade setting
is different among the selected objects. Y ou can choose a setting by
typing a new value then clicking OK to dismiss the dialog. The attribute
is changed to the new setting for each of the selected objects. If you leave
the setting blank, Informed Designer won'’t change the attribute.

Dialogs use avariety of controlsto present different attributes. These
include text entry boxes, check boxes, radio buttons, pop-up menus, and
scrolling lists. Figure 6-5 on the following page illustrates how a blank or
empty value is shown using each type of control.
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Fig. 6-5

Blank controls

Once you select a new setting (by clicking a control or entering avaluein
atext entry box), there's no way to change the setting back to the blank
value. If you want to avoid changing the attribute, you must cancel the
command by clicking Cancel instead of OK.

Like the settings commands, the Style submenus also show the current
settings of any selected objects. If a check appearsin a submenu, you
know that the corresponding attribute has the same setting for each
selected object. If asetting isn't common to all the selected objects, no
check will appear in the attribute’s submenu. To choose a new setting,
simply make your choice from the submenu.

Changing default settings

When you draw a new object, Informed Designer setsits visual attributes
to the current default settings. A default setting is automatically selected
when anew object is drawn. For example, if the default line width
attribute for linesis set to 1 point, each new line that you draw will (by
default) be 1 point wide.

When you create a new document, Informed Designer assignsit a
predefined list of default settings. These settings are listed in Appendix B.
Y ou can change the default settings so that new objects automatically
appear with your preferred settings. For example, suppose that before
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drawing aform you know that the font of all text objects will be Times.

Rather than changing the font each time you draw a new text object,

simply change the default font for the Text tool to Times before you start
drawing. Each subsequent text object that you draw will be Times.

To change adefault setting, first deselect al objects on your form, then

choose a different setting in the normal way—by using the commandsin
the Style or Settings menus. With the Pointer tool selected, default
settings are changed for all drawing tools. If a particular drawing tool is
selected, the default settings are changed for that tool only.

When you use a settings command, the fact that you’ re changing the

default settings will be noted in the dialog’ stitle. Figure 6-6 below shows
the Type command being used to change the default settings for the Text

tool.

Default Type for Text

—Font

Chicago
Courier
Geneva

Helvetica

rStyle
Avant Garde [ Flzin - []underline [ Condensed
Oeed  []Shadew [ Extended
[ ttatic  [Joutline [ white Type
Helu Black —Alignment

The quick brown foxjurnped overthe lazy dog.

(@) Left ) Center (_J Right (_J Justify
S tam f VS anme f) Praiiue

rLeading
@ Autornatic DLeading by
Cancel 0K

Fig. 6-6
Default type settings dialog

Y ou can aso use the Style submenus to change default settings. If no

objects are selected, these submenus will show the current default settings

for al toolsif the Pointer tool is selected, or for the currently selected

drawing tool. Choosing a different setting changes the current default.
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Setting field and table defaults

There' s a second way to change the default settings for the Field and
Tabletools. If you double-click either of these tools on the tool palette,
Informed Designer will present alist of default styles to choose from.

Default Field Styles

) [Tief 1 O

O O [ Tie

O TmeEEEER] D [ Tite

[ Cancel ][[ 0k ]]

Fig. 6-7
Default Field Styles dialog

Default Table Styles

Title Title

[ Cancel ][[ 0k ]l

Fig. 6-8
Default Table Styles dialog

After you make your choice, click OK to change the default settings. To
cancel the command, click Cancel instead.
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Object...
Settings menu

Locking an object’s settings

Y ou can prevent the settings of an object from being accidentally changed
by locking the settings. Y ou lock an object’s settings using the Object
command. Select the object whose settings you'd like to lock, then
choose Object from the Settings menu. The Object dialog appears.

Object Settings
Lock Print—— ~Guides
|:| Faozition |:| Always print @ off
) Short
E Settings |:| Mever print D Long
[ Cancel ] [[ 0K ]l
Fig. 6-9

Locking an object’s settings

Click the Settings check box below the Lock heading, then click OK to
dismiss the Object dialog. To cancel the Object command, click Cancel
instead.

When an object’ s settings are locked, Informed Designer ignores any
requests to change the object’ s appearance. When you choose a different
attribute setting—for example, anew pen shade—only those selected
object’ s whose settings are not locked are affected.

For information about the other settings available on the Object dialog,
see Locking an object’ s position, Using object guides, and Objects and
printing.

Paint settings

All objects have paint attributes. Paint attributes determine an object’s
color and the appearance of its lines and shaded areas. This section
describes paint attributes and how to select them. For information about
drawing objects, see Drawing toolsin chapter 5.
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Paint...
Settings
Command-M

For information about selecting
objects, see Selecting objects.

Informed Designer offers two methods for changing paint attributes: the
Paint command in the Settings menu, and the Pen, Fill, Color, Line
Width, and Line Style submenus under Style. To use the Paint command,
select the object or part that you want to change, then choose the com-
mand. This dialog will appear:

Graduation controls

Fill Shade control

Pen Shade controt

Shade palette

g Paint Settings
~Shades i
Fill [0 |% B Graduste to = width | 1 ptw| [1oooo ]et—H| Line width
Pen 100 [% @) Left to right () Top tobottom | | siy1e | = <1 controls
i Line Style
controls
Color | Black -]
— || Color
control

[ Cancel ][[ 1] 4 ]]

Fig. 6-10

Paint Settings dialog

Choose a setting by clicking a control or entering anew value in atext
entry box. Then click OK or press Return to commit the change and
dismissthe dialog. To cancel the command, click Cancel instead.

The Pen, Fill, Color, Line Width, and Line Style submenus offer a
convenient method for changing a single paint attribute. To choose an
attribute, select the object or part that you want to change, then make your
selection from the appropriate submenu.

Pen » None
Fil » None White
Color » Registration White 10%
Line Width Tpt———| |vBlack 10% 25%
Line Style b tpt ——| | Red 25% 0%

------- Jpt —— Green 407 50%
2 pt ——| |_Blue 50% 60%
4 Pl e— 60% 5%

.............. 6 pl e— 75% 920%
8 pl e— a0, <100%

v 100% [ ]
_— Block Out
Fig. 6-11

Style menu and Paint submenus
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Pen
Style menu

For information about using submenus, see Using submenus. The
following sections describe each paint attribute.

Pen shade

The pen shade determines the darkness of lines and the frames of
enclosed objects. All types of objects have a pen shade attribute.

The pen shade can be ‘None’ or a shade of gray. The ‘None’ shadeis
invisible and transparent. A shade of gray is specified as a percentage of
black; the higher the percentage, the darker the shade. 0% is white and
100% is black. Below are various objects with different pen shades.

40% 25% 50% 100%

Fig. 6-12

Sample pen shades

To choose a pen shade, enter your choice on the Paint dialog or select a
standard shade from the Pen submenu. When you use the Paint command,
you can choose any pen shade by either typing in the Pen text entry box
or clicking anywhere on the shade palette.

Change the pen shade
by typing here...

T .- . L . .
Pen m [ LT darignt o P Tap fo il

m303

...or clicking here

Fig. 6-13
Changing the pen shade

Before you click the shade pal ette, make sure that the current valuein the
Pen text entry box is selected. Y ou can move from one text entry box to
the next by pressing the Tab key.
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Fill

Style menu

-12

Fill shade

Thefill shade determines the appearance of a shape' sinterior. You can
fill any enclosed object with your choice of fill shade.

Thefill shade can be ‘None', ‘Block’, or any shade of gray. The ‘None'
shadeisinvisible and transparent. The ‘Block’ shade is a pattern that’s
useful for covering areas of aform where typing must be hidden. A shade
of gray is specified as a percentage of black; the higher the percentage,
the darker the shade. 0% is white and 100% is black. Figure 6-14 below
shows examples of different fill shades.

VM @ (111

25% 50% 75% 10%

Fig. 6-14

Sample fill shades

To choose afill shade, enter your choice on the Paint dialog or select a
standard shade from the Fill submenu. When you use the Paint command,
you can choose afill shade by either typing in the Fill text entry box or by
clicking anywhere on the shade palette (see Figure 6-13 above). Before
you click the shade pal ette, make sure that current value in the Fill text
entry box is selected.

Graduated fills

Thefill shades of rectangles, fields, and tables can be graduated. A shade
that' s graduated blends from one value to another. Below are examples
of different graduated fills.
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Field with cell
graduated from
top to bottom.

Table with columns
graduated from left
to right.

Rectangle Rectangle
graduated from graduated from
right to left bottom to top.

Fig. 6-15
Objects with graduated fills

To create agraduated fill, enter the starting shade value in the Fill text
entry box on the Paint dialog. Then click the ‘ Graduate to’ check box and
enter the ending shade value in the corresponding entry box.

Starting value Ending value
goes here. goes here.
Fill % [ Graduate to %
. Choose the graduation
Fen kS @ Left ta right D Top to bottorn —— direction here.

M3 03]

Fig. 6-16
Choosing a graduated fill

Y ou can't choose a graduated fill with the Fill submenu.
The graduation direction is the direction in which the shade changes.

Y ou can choose either ‘Left to right’ or * Top to bottom’ by clicking the
appropriate choice. Y ou can achieve ‘right to left’ or ‘bottom to top’

Paint settings 6-13



Line Width
Style menu

graduations by switching the valuesin the Fill and ‘ Graduate to’ text
entry boxes.

Like the Pen and Fill shade values, you can enter avalue in the ‘ Graduate
to’ text entry box by clicking anywhere on the shade palette. The ‘ None'
and ‘Block’ shades are not permitted when you use the  Graduate to’
option.

Line width

Each line and enclosed shape has a line width. The line width determines
the thickness of aline or a shape’'s boundary. Y ou can choose a line width
as small as 0.001 points and as large as 999 points.

\ D O Field

6 points 4 points 2 points 1 point

Fig. 6-17

Sample line widths

Use the Paint command or the Line Width submenu to select aline width.
When you use the Paint command you can enter aline width by typing a
value in the Width text entry box, or by selecting a standard width from
the Width pop-up menu.

i pt —
Line— 2 pt
wWidth m:‘ pt To change the line width, select
a value from the popup menu...
2 pt
Line
width | 1 pt | [1.0000[7]pt ...or type a value into
L the text entry box.
swe [ —] [—]
Fig. 6-18

Choosing a line width
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Line Style
Style menu

Although you can choose avery thin line width, the thinnest printable line
width depends on the resolution of your printer. If you're using an
ImageWriter printer, the thinnest printable line is 1 point, whereas if
you're using a 300 dpi (dots per inch) laser printer, the thinnest printable
lineis one quarter of a point. Higher resolution imagesetters can print
lines that are even thinner.

Line Style

Lines and rectangle frames can be drawn using a variety of line styles.
Line styles are grouped into two types: solid or dashed, and single or
double. Different line styles are shown below.

Dashed Double

Fig. 6-19

Lines styles

To choose aline style, make your selection from either of the two Line
Style pop-up menus on the Paint dialog, or from the Line Style submenu.
The Line Style submenu is divided into two sections. The top section
contains the solid and dashed styles and the bottom section contains the
single and double styles.

Y ou can combine different line styles with other attributes such as pen
shades and line widths. For example, you could choose a double-dashed
line style with a 50% pen shade.

The thickness and spacing of double linesis determined by the line width
that you choose. For the style where both lines are the same width, the
width of the lines and the space between them is the line width you enter.
For the styles where one line is thin and the other is thick, the width of the
thin line and the space between the two is the line width you enter. The
width of the thick line is twice the width of the thin line.
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Important

Color
Style menu

Type...
Settings menu
Command-T

Font
Size
Type Style
Alignment
Leading

Style menu

For information about selecting
text, see Editing text.

6-16

Color

Each object you create can be any color. Y ou can change the color of
objects so they appear colored on your screen and in color when printed
on acolor printer. You can also use Informed Designer’s color support to
print spot color overlays. For information about colors and how to define
them, see Defining colors. For information about spot color, see Spot
color.

Only entire objects can be colored. This means that you can’t color
parts of a field or table differently, nor can you choose a separate
color for the pen and fill shades of an object.

To choose a color, select your choice from either the Color pop-up menu
on the Paint dialog or the Color submenu.

Type settings

Y ou change the appearance of text by changing attributes such as the
font, font size, and type style. In addition to text objects, field and table
titles also have type attributes. For information about drawing and editing
text, see The Text tool. For information about fields and tables, see The
Field tool and The Table tool, respectively.

Informed Designer offers two methods for changing type attributes: the
Type command in the Settings menu, and the Font, Size, Type Style,
Alignment, and L eading submenus under Style. To use the Type com-
mand, select the object or characters that you want to change, then choose
the command. The Type dialog shown on the next page appears:
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These control the
font, and font size.

Type Settings

—Font

Avant Garde
Chicago
Courier
Geneva

Helv Black
Helretica

~Style
E Flain |:| Underline |:| Condenzed
Oeed  [Jshadew [ Esctended
[ ttatic  [Jouttine [ white Tupe
~Alignment

Sample text
appears here.

The quick brovwn foxjumped overthe lazy dog.

() Left () Certer (1 Right () Justifg_

b

These control
the style of
text.

— These control

the alignment.

rLeading
@Automatic DLeading by
[ cancet ][ ok

Fig. 6-20

Type Settings dialog

These control
the leading.

Choose a setting by clicking acontrol or entering a new valuein atext
entry box. Then click OK or press Return to dismiss the dialog. To cancel
the command, click Cancel instead.

The Font, Size, Type Style, Alignment, and Leading submenus offer a
convenient method for changing a single type attribute. To choose an
attribute, select the object or characters that you want to change, then
make your selection from the appropriate submenu.

Font

Size

Alignment
Leading

»
b
Type Style  »
»
»

Fig. 6-21

vLeft

S HL
Center &#¥C
Right &R
Justify <3dJ

«Top

Center
Bottom

vPlain
Bold
fiafic
Underline
0lujilliinfe]

Shadom
Condensed
Extended

White Type <%

Style menu and type submenus

Avant Garde

6 Chicago

7 Courier
O EB 8 Geneva
sl 1o «Helvetica
w3l ‘/ﬂ Monaco
exo| | 12/ 1 New vork
L3 1@ Palatino

24 Symbol

36 Times

48 Zapf Dingbats

T2

For information about using submenus, see Using submenus. The
following sections describe each type attribute.

Type settings
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Avant Garde

Couri er

Helvetica

Times

Font

Each font isidentified by its name and a unique typeface. Only fonts that
areinstalled in your Macintosh system will appear both in the Type
dialog' s scrolling list and in the Font submenu. Use the Font/DA Mover
application supplied with your Macintosh computer to add and remove
fonts to and from your system file. For more information about this utility
application, please see your Macintosh Owner’s Guide.

To choose afont, click its name in the Font scrolling list on the Type
dialog, or select it from the Font submenu.

Font size

Font sizesrange anywhere from 1 through 999 points. To choose a font
size, select your choice from the Size scrolling list on the Type dialog or
type directly in the text entry box below it. Y ou can also choose asize
from the Size submenu.

9 point, 12 point, 18 poOInt, 24 p0|nt

Fig. 6-22

Different font sizes

For the currently selected font, Informed Designer will show you which
font sizes are in your system file. Only those sizesin your system file
appear in the Size scrolling list on the Type dialog, and only those sizes
are outlined in the Sizes submenu. Font sizesinstalled in your system file
appear clearly on your screen. All other sizes are scaled screen fonts,
which may not look as good on the screen as they do when printed.

Type style

Type style refers to the style of afont. The appearance of each font can
vary by choosing from up to nine different type styles.
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Note

Warning

Plain Bold Italic
Underline Outline Shadow
Condersed Extended

Fig. 6-23

Type styles

Each type style can be used individually or combined with others. For
example, you could make a heading bold and then underlineit for
emphasis.

With the exception of White Type, all type styles can be applied to
individual characters in a text object. The White Type style always
affects an entire text object or title.

When you select white type on text object, the text will disappear
until you drag it over top of a contrasting object. When you select
white type on a field or table title, Informed Designer will automati-
cally change the section’s fill shade to black (100%) if its current
setting is white (0%).

To change the type style, click the corresponding check boxes on the
Type dialog, or choose a style from the Type Style submenu. If you
choose the Plain type style, all other type styles are turned off.

Leading

Leading refers to the amount of space between lines of text. By default,
Informed Designer automatically separates one line from the next by
enough space to hold the largest font size used in that line.

When you choose automatic
leading,each line is spaced
according to the largest

font size used in that
line of text.

Fig. 6-24
Automatic leading
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Note

To choose automatic leading, click the radio button labelled Automatic on
the Type dialog or select Auto in the Leading submenu.

Alternately, you can enter a specific leading value if you want line
spacing to be consistent. When you use a fixed amount of leading, all
lines are spaced equally.

This is a sample This is a sample

of twelve point leading. : _
All the lines are spaced of elghteen point

equally apart. leading

Fig. 6-25

Leading by points

When you use the Type dialog, click the *Leading by’ radio button, then
enter (in points) the leading amount in the text entry box. Y ou can also
choose aleading value from the Leading submenu. The Leading submenu
lists only afew common choices.

Alignment

Alignment refers to the relative positioning of lines within atext object or
title section. Y ou can align text along its | eft or right edge, or along its
center. You can aso justify text so that both the left and right edges align.
Figure 6-26 below illustrates | eft, right, center, and justify alignment.

You canleft Youcanright Youcanaligna Or you can justify a

align a text align atext  text objecton text object so that
object. object. its center. both sides align.
Fig. 6-26

Left, right, center, and justify alignment

While you edit justified text, the text will appear left aligned. Only
when you finish typing (and press Enter or choose a different tool)
does the text object display justified.

Unlike text objects, the titles and cells of field and table objects can also
be aigned vertically.
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ThdeCel ] [Elmeltel Y pEPlaceCel

Fig. 6-27

Vertical alignment

Alignment is controlled by clicking the appropriate radio button below
‘Alignment’ on the Type dialog, or by selecting a choice from the
Alignment submenu.

Rounded corners

Y ou can round the corners of rectangles and rectangular parts of fields
and tables. Informed Designer alows you to round individual corners
separately. This means that each corner can have a different amount of
rounding.

Social Securiy Mo, |

Date Hotel Total [ |

Fig. 6-28
Obijects with rounded corners

A corner can have up to 2 inches of rounding. The amount of rounding
corresponds to the distance between the rectangle’ s edge and the end of
the arc that forms the corner. The corner shown below has 0.5 inches of
rounding.

05"

05"

Fig. 6-29

Corners... Corner with 1/2 inch rounding

Settings menu
To round an object’s corners, first select the object or part that you want
to change. Then choose the Corners command from the Settings menu.
The dialog on the following page appears:

For information about selecting
objects, see Selecting objects.
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For more information about
entering measurements and unit
conversion, see Appendix B,
Entering measurements.

Rounded Corners

Found  (8) A1l corners inches

D Indiwidual corners

Fig. 6-30

Rounded Corners dialog

To round all of an object’s corners, click the ‘All corners' radio button
and enter avalue in the corresponding text entry box. To round individual
corners, click the ‘Individual corners button and enter values in the text
entry boxes at each corner of the sample rectangle. After entering your
choice, click OK or press Return. To cancel the Corners command, click
Cancel instead.

The rounding values are always displayed in the current ruler units.
However, you can enter the valuesin any unitsyou like; Informed
Designer will automatically convert the value for you. After you enter a
value, pressthe Tab key. Informed Designer will update the sample
rectangle to reflect the new value that you entered.

Field settings

Y ou can change the appearance of fields with the Field tool or with the
Field command. Use the Field tool to draw afield and manipulate its
parts. Y ou use the Field command to control the options associated with
fields. This section describes the Field command. For information about
drawing fields and the parts of fields, see The Field tool.

To use the Field command, select the field that you want to change, then,
from the Settings menu, choose Field. The Field Settings dialog appears:
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Itern Mo,

S —

Field with rule lines

Field Settings

[ Title [<] Rule lines
@ Top @ Line separation
D Left D Lines per inch
) Bottomn ) Lines in field .
) Right
~[<] Combs Sample

di\n'sions Title
1111
1111

[ Cancel ][[ 0K ]]

Fig. 6-31

Field Settings dialog

The Field dialog is divided into three sections: Title, Rule lines, and
Combs. The Sample section displays the choices that you make. After
changing the settings, click OK. Y our changes are made to the selected
field. To removethe dialog and cancel your changes, click Cancel. The
controls on the Field dialog are described in the following sections.

Title

Click the Title check box to turn the field title on or off. When thetitleis
on you can choose its position by clicking any of the Top, Left, Bottom,
or Right choices.

Rule lines

You can divide afield into lines using the rule lines option. Click the
Rule lines check box to turn this option on or off. When rule lines are on
you can specify the line spacing using the controls on the Field dialog, or
by clicking and dragging any line using the Field tool. See Therulelines
for information about manipulating rule lines with the Field tool.

Y ou can enter the rule line spacing using one of three methods. Choose a
method by clicking the ‘Line separation’, ‘Lines per inch’, or ‘Linesin
field' radio button. Enter avalue in the text entry box below the radio
buttons. When you use the ‘ Line separation’ option, enter the actual
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For more information about
entering measurements and unit
conversion, see Appendix B,
Entering measurements.

Seticl Mo,

Combed field

distance that you want between each rule line. Enter either the number of
lines per inch or the number of linesin the field, respectively, when you
use the other two options. Values are displayed in the current ruler units,
but you can enter values in any units you like; Informed Designer will
perform the conversion for you.

Combs

Y ou can use comb lines to divide the character spacing of afield into
equally spaced sections. Click the Combs check box to turn comb lines on
or off. When the combs are on, you can enter the number of divisionsin
the text entry box provided. Furthermore, you can adjust the height of
each comb line individually. To do this, click the Set Heights button. The
Comb Heights dialog will appear.

Comb Heights

Comnb ¥ Height
Left Side S0 {}
1 a0
2 S0
4 S0
Right Side S0

i

Height by (@ % () Points @%
[ Cancel ] [[ 0K ]]

Fig. 6-32
Comb Heights dialog

Using thisdialog you can click and select each comb divider in the
scrolling list, then enter a different value in the text entry box below the
list. To change more than one divider line, select each one while holding
down the Command key, then enter the new value.

Y ou can measure comb heightsin either percentage of cell height, or
points. If you use the percentage of cell height option, the comb heights
will automatically adjust when you resize the field's cell. Choose an
option by clicking either of the ‘%'’ or ‘Points’ radio buttons.

Click OK when you're finished changing the comb heights. To cancel al
changes, click Cancel instead.
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Table settings

Y ou can change the appearance of tables using either the Table tool or the
Table command. Use the Table tool to draw atable and manipulate its
parts. Y ou use the Table command to control the options associated with
tables. This section describes the Table command. For information about
drawing tables and the parts of tables, see The Table toal.

To use the Table command, select the table that you want to change, then
choose the command from the Settings menu. The Table dialog will

appear.

Table Settings

~rRows——— ~Titles
@ Row separation E Shovw table title
{7 Lines per inch (4] Show column titles

Rows in table
o rSample

inches

[ cancel || ok ||

Fig. 6-33

Table Settings dialog

The Table dialog is divided into two sections: the rows and titles. A
sample table illustrates the choices that you make. After changing the
settings, click OK to change the selected Table. To cancel the Table
command, click Cancel instead. The controls on the Table dialog are
described below.

Rows

Each table is divided into rows. Y ou can change the distance between
each row by clicking and dragging any row line with the Table tool, or by
entering avalue on the Table dialog.
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For more information about
entering measurements and unit
conversion, see Appendix B,
Entering measurements.

Y ou can enter the row spacing using one of three methods. Choose a
method by clicking the ‘ Row separation’, ‘ Rows per inch’, or ‘Rowsin
table' radio button. The small diagram below the radio buttons changes to
illustrate your choice. Enter avalue in the text entry box below the small
diagram. When using the * Row separation’ option, enter the actual
distance that you want between each row line. When you use the other
two options, enter either the number of rows per inch, or the number of
rows in the table, respectively. Vaues are displayed with the current
ruler units, but you can enter valuesin any units you like; Informed
Designer will perform the conversion for you.

Titles

Y ou can show or hide the title of atable or its columns. Click either of the
‘Show tabletitle’ or * Show column headings check boxes to turn the
corresponding sections on or off. The sample table changes to show your
choices.
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Chapter 7
Manipulating objects



Informed Designer provides awide variety of commands and features
that allow you to manipulate objects. In this chapter you'll learn how to
select, reposition, and resize objects with the Pointer tool. You'll learn
how to use the Specs pal ette and the Clipboard, as well as the commands
summarized below.

_ rrange

Duplicate %pn | ———— Duplicates objects once.
Replicate... —— Duplicates objects more than once.
Align... ——— Aligns objects.
Distribute... ——— Distributes objects and columns.
Resize... Resizes objects.
Rotate 3H ) )
Reshape Polygon Rotates objects (except fields and tables).
Moue Column ) Reshapes Polygons.
Moves columns.
Group #6G | — Groups objects.
Ungroup #U | — Ungroups objects.
Bring Forward #F | — Moves an object closer in the drawing.
Bring To Front ——— Brings objects to the front of a drawing.
Send Backward %B| ——— Moves an object back farther in the drawing.
Send To Back ——— Moves objects to the back of a drawing.
fiustayr
ingins iy
hange Toab Grder.
Fig. 7-1

Arrange menu and associated object manipulation commands

Selecting objects

Before you can manipulate an object on your form, you must select it
first. With Informed Designer, you can select objectsin one of two ways:
by using the Pointer tool, or by using the object selection commands
(Select All and Select Same) in the Edit menu.

Important When more than one object on your drawing is selected, all
subsquent object manipulations that you perform are applied to
all of those objects. Make sure that you select the right objects
before you choose a command.
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Note

Using the Pointer tool

The Pointer tool selects objectsin avariety of ways. Before you can use
the Pointer tool, you must first select it on the tool palette.

Since the Pointer tool is used quite regularly, Informed Designer offersa
shortcut for selecting it. In addition to clicking it on the tool palette, you
can select the Pointer tool by pressing the key located at the top-left
corner of your keyboard (either Escapeor ‘™). You can aso select it by
holding down the Option key. See The tool palette for more information.

When you select a text, field, or table object with the Pointer tool,
the entire object is selected as a whole. To select individual compo-
nents of these objects, see The appearance of fields and The
appearance of tables.

Selecting a single object

Y ou can select asingle object in one of two ways:

0 Click the object
Position the pointer over the object you want to select and click the
mouse button. Handles appear on the object’ s corners to indicate that
it's selected.

Fig. 7-2
Clicking an object

0 Draw a selection rectangle
Position the pointer outside of the object, then click and drag the
mouse to surround the object with a selection rectangle. When the
object is completely enclosed, release the mouse button.

Selecting objects 7-3



7-4

Fig. 7-3
Drawing a selection rectangle

Selecting multiple objects

Y ou can select multiple objectsin one of two ways:

O Shift-click individual objects.
To select objects by Shift-clicking, hold down the Shift key asyou
click the individual objects. Holding down the Shift key causes any
previously selected objects to remain selected.

0 Draw a selection rectangle.
Position the pointer outside of the objects that you want to select, then
click and drag the mouse to completely enclose them. Thistechnique
is useful when the objects you want to select are positioned near each
other on your form.

Forcing a selection rectangle

Often you might want to draw a selection rectangle to select one or more
objects that are positioned above other objects on your form. If the
objects behind those that you want to select cover other areas of your
form, you might unintentionally select and drag one of them when you
attempt to draw the selection rectangle.

Y ou can avoid this from happening by holding down the Option key or
the Option and Command keys together while drawing the selection
rectangle. The Pointer tool will act as though there are no objects under
the position where you click to begin drawing the selection rectangle.
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To select objects on top of others...

...hold down the Option or the
Option and Command keys while
drawing a selection rectangle.

Fig. 7-4

Forcing a selection rectangle

If you hold down the Option key to force a selection rectangle, all objects
that are completely enclosed within the rectangle will be selected when
you rel ease the mouse button. If you hold down the Option and Command
keysinstead, all objects that intersect the drawn rectangle will be se-
lected.

Selecting through objects

When you click the pointer to select an object, the front most object that
lies below the pointer is selected. Often you might want to select an
object that is obscured by other objects. Instead of moving these objects
to reveal the object that you want to select, use the Command key to
select through an object. Each time you select while pressing the Com-
mand key, the object immediately behind the one currently selected is
chosen.

For example, if you draw an oval over top of arectangle and select the

oval, then clicking the oval while holding down the Command key causes
the rectangle to be selected instead.
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Select All
Edit menu
Command-A

Select Same
Edit menu

Click the selected object while ...selects the object behind it.
pressing the Command key...

Tt L EL i IR T

400v) |

Fig. 7-5
Selecting through an object

When selecting through an object, the pointer must be positioned over the
region where the two overlapping objects intersect.

The Select All and Select Same commands

Y ou can use the Select All and Select Same commands to select objects
on the current page of your form.

Select All

The Select All command selects al the objects on the current page of
your form. Functionally, this command is equivalent to selecting all
objects with the Pointer tool. To use the Select All command, choose it
from the Edit menu.

Select Same

The Select Same command selects all objects of given type. For example,
if abox and aline are currently selected, then the Select Same command
will select all other boxes and lines on the current page of your form.

To use the Select Same command, first select one or more objects on your
form. Then choose Select Same from the Edit menu. Informed Designer
will select all remaining objects on the current page of your form that are
of the same type as the ones you originally chose.

7-6 Chapter 7: Manipulating objects



The Select Same command works differently when you edit fields or
tables. If you're editing afield or atable and a part of that object is
selected (such as acell or dividing line), then the Select Same command
will select the same partsin all other fields or tables on the current page
of your form.

Choose the Select Same command...

Selected title

:Fostal Code

Fig. 7-6
Selecting the same parts of all fields

Deselecting objects

To deselect al currently selected objects on your form, click on an area of
your form that contains no objects, or double-click the Pointer tool on the
tool palette.

To deselect a particular object on your form, click the object with the
Pointer tool while holding down the Shift key. All other currently se-
lected objects will remain selected.

Clearing objects

To clear an object from your form, first select it. Then clear it by using
one of these methods:
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Clear
Edit menu

Cut
Edit menu
Command-X

Note

0 Choose Clear from the Edit menu, or press the Backspace key.
This method is most common.

O Use the Cut command from the Edit menu.
The Cut command places the selected object on the Clipboard and
then clearsit from your form.

When editing a table with the Table tool, using the Clear command
will clear a selected column and not the entire table. For more
information, see Removing a column.

Repositioning objects

After drawing an object, you may want to reposition it to adifferent
location on the page. An object is repositioned by dragging it with the
Pointer tool. Informed Designer gives you the choice of how the object is
displayed as you drag.

"|||||||||1||||||||||Zt||||||||||3;||

...release

Fig. 7-7
Dragging an object

If you click and drag an object immediately, an outline of the object will
appear; the outline will follow the movement of the mouse as you drag
(see Figure 7-7). When you release the mouse button, the object will be
drawn at its new position.

Alternately, if you pause briefly before dragging the mouse, the pointer
and all handles will disappear and the object will be drawn in detail as
you drag. This method is particularly useful for repositioning text because
the text itself remains visible as you drag the mouse.
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Object...
Settings menu

Lock pointer

Note

Y ou can constrain the direction of dragging by holding down the Shift
key. The object’s motion will be constrained in either the horizontal or
vertical direction depending on theinitial motion of the mouse.

The Nudge, Align, and Distribute commands, as well as the Specs
palette, can be used to reposition objects. For more information,
see Resizing with the specs palette, Nudging objects, Aligning
objects, and Distributing objects.

Locking an object’s position

Y ou can lock an object’ s position to prevent the object from being moved
or resized accidentally. To lock an object’ s position, select the abject,
then choose the Object command from the Settings menu. The Object
dialog appears.

Object Settings
Lock Print——— ~Guides
E Fozition D Always print @ off
) Short
|:| Settings |:| Mever print D Long
[ Cancel ] [[ 0K ]l
Fig. 7-8

Locking an object’s position

Check the Position check box under the Lock heading. Click OK to
dismiss the Object dialog.

When you attempt to reposition or resize alocked object by dragging
with the Pointer tool, Informed Designer will change the pointer to alock.
Thisindicates that the object islocked and cannot be dragged. When you
use commands that reposition or resize objects, any objects that are
locked are not affected.

For information about the other settings available on the Object dialog,

see Locking an object’ s settings, Objects and printing, and Using object
guides.
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Resizing objects
A selected object can be resized by using any of the following 3 methods:
0O Pointer tool

0 Resize command

0O Specs palette.

This section describes how to resize objects using all three of these
methods.

Resizing with the Pointer tool

Y ou resize a selected object by clicking and dragging any of its handles
with the Pointer tool. Asyou drag, Informed Designer draws a gray
outline of the object, which shrinks and expands with the movement of
the mouse to indicate the object’ s changing size. If you pause briefly after
clicking ahandle, Informed Designer will hide the pointer as you drag.

||||:i||||1||||||||||ZE||||||

...release

Fig. 7-9
Resizing an object
Resizing lines

You resize aline by selecting it, then clicking and dragging one of its end
point handles.
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Click...

Fig. 7-10

Resizing a line

If you hold down the Shift key while resizing aline, the line will be
constrained along the vertical, horizontal, or diagonal (45°) directions,
depending on the position of the mouse as dragging occurs.

Resizing boxes, ovals, arcs, and polygons

Y ou resize boxes, ovals, arcs, and polygons by clicking and dragging any
corner handle of the object.

If you hold the Shift key down while dragging, resizing is constrained
along the horizontal, vertical, or diagonal axes depending on the move-
ment of the mouse. Resizing horizontally or vertically scalesthe object in
that direction only. If you hold down the Shift key while resizing diago-
nally, the new object is scaled equally in both directions, resulting in a
new size that’s proportional to the original. Asyou drag while holding
down the Shift key, the information box displays the current scaling
percentage.

Scale: 75%

Fig. 7-11

Scaling percentage

When resizing a polygon with the Pointer tool, Informed Designer scales
the object in the same way as described above. More specificaly, In-
formed Designer resizes the smallest possible rectangle that completely
encloses the selected polygon. As always, you can resize apolygon in any
direction, and if you hold down the Shift key, the operation is constrained
to the horizontal or vertical axis, or proportionally. To reposition indi-
vidual vertices of a polygon, use the Reshape Polygon command in the
Arrange menu. For more information see Reshaping a polygon.
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Resizing text

Y ou resize text objects the same way that you resize boxes, ovals,
rectangles, and polygons—by clicking and dragging a handle.

.'W'hen you resize a -
text object,
Informed Designer

reformats the type "when you resize a text Dbject,.
to fit the new Informed Designer reformats
.DDjECt. . .the type to fit the new nl:ujen:t..

Fig. 7-12

Before (left) and after (right) resizing text

When you resize atext object, Informed Designer automatically
reformats the type inside the object to fit the object’s new size.

If you resize atext object too small, Informed Designer will automatically
extend its bottom edge so that all text in the object isvisible. Likewise, if
you make atext object too long, Informed Designer will snap its bottom
edge up to the last line of text.

Resizing fields and tables

When you resize afield or table using the Pointer tool, Informed Designer
adjusts the size of the object while preserving the spacing of thetitle
sections. An example is shown on the next page.
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Resizing a field or table with the Pointer tool ...
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... doesn’t change the size of title sections.

Fig. 7-13

Resizing a table

When you drag the edge of afield or table, any title sections move as
well. If you hold down the Command key while dragging the edge of a
title section, the size of the section changes. Y ou can also change the size
of atitle section by clicking and dragging the section’s dividing line with
the Field or Table tool.

Holding down the Shift key while resizing afield or table constrains the
motion of the resize operation to the vertical, horizontal, or diagonal axes,
depending on the motion of the mouse. Scaling diagonally resultsin an
object that is resized proportionally to the original. As you hold down the
Shift key and drag, the Information box displays the current scaling
percentage. For more information, please see Resizing parts of a field and
Resizing parts of a tablein chapter 5.

Resizing multiple objects

Often you will want to resize more than one object by the same amount.
For example, you might want to change the height of three adjacent
fields. Informed Designer allows you to select more than one object, and
then resize them all with one motion. Simply select each object, then
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Arrange menu

resize one of them to the desired size. All selected objectswill be resized
by the same amount.

T Bate | Farms ! ‘Ship Method ¢ select then click and
i 1:Date §|§'2:Term3 &3 Shiphiethod: drag to resize ...
E 1)
T Date | Terms Ship Method | the size of the title section
Tae TTemme [ ohipMethog] remains the same ..
| all selected objects
are resized equally
Fig. 7-14

Before and after resizing three fields

As multiple objects are resized, Informed Designer will constrain the new
size to ensure that any object doesn’t become too small or too large.

Resizing with the Resize command

The Resize command resizes one or more selected objects.

Y ou resize an object in one of three ways: explicitly (by specifying the
object’s new dimensions), by example (by pointing and clicking on
another object of the desired size), or to its original size (available for
imported graphic objects.

Toresize an object, first select it and then choose the Resize command
from the Arrange menu. You'll seethisdialog:

Resize Objects

Resize @ By inches D By percentage
D By example D To original size

E Rezize width to l:l inches
E Rezize height 1o l:l inches

Cancel 0K

Fig. 7-15

Resize dialog

The width and height of the selected object can be resized independently.
Do this by checking either of the ‘Resize width to’ or ‘ Resize height to’
check boxes.
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For more information about entering
measurements and unit conversion,
see Appendix B, Entering measure-
ments.

If you select the Inches radio button, you can specify the new width or
height of the selected object in the corresponding text entry boxes. For
example, you might enter avalue of 5 inches for the height and 3 inches
for the width of a selected object. The unit of measurement corresponds
to the current ruler setting. However, you can enter the value in any units
you like; Informed Designer does the conversion for you.

Similarly, if you select the Percentage option, the selected object is
resized to a percentage relative to its current size. For example, you might
want to scale an object to half its present size. Simply enter ‘50’ into each
text box. Click OK to perform the resize. Click Cancel to cancel the
command and return to editing your form.

Theresize ‘By example’ option alows you to change the size of an object
to the size of adifferent object on your form. To use this method, follow
the instructions below.

1. Select the object that you want to resize.

— ke

2. Choose Resize from the Arrange menu, select the ‘By example’ option,
then click OK.

SN

3. With the pointing hand, click the object that’s the correct size. The size of
the selected object will change to match the size of the object you click.

A _——0_ [ ] ]
l::-- --::l O
A T n
| ]
Theresize‘To original size' option isavailable only if you've selected at

least one PICT, EPSF, or TIFF object. This option resizes the object to its
original pasted or imported size.

Y ou can double-click aPICT, EPSF, or TIFF object with the Pointer tool

toresizeittoitsorigina size.

Errors when resizing

When using the Resize command, Informed Designer won't allow you to
reduce the size of an object below its minimum size (for example, setting
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the width of abox to zero inches). If you try, the following error message
appears:

0 & selected object cannot be reduced that small.

Fig. 7-16
Objects too small error

Likewise, you can’t enlarge an object larger than the size of the drawing
area. If you try, the following error message appears:

0 & selected object cannot be enlarged that roch.

Fig. 7-17
Objects too large error

If either of these errors occur, Informed Designer will report the error and
cancel the Resize command. Click OK to dismiss the error dialog.

Resizing with the specs palette

The specs (specifications) palette is adrawing aid that can help you resize
and reposition objects on your form. Use the specs palette to position or
resize an object if you know its exact dimensions.
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Fig. 7-18

Show/Hide Specs
Layout menu

Command-E

For more information about
entering measurements and unit
conversion, see Appendix B,
Entering measurements.

The specs palette

The specs palette displays coordinate information pertaining to the mouse
and any currently selected objects. Like the tool palette, the specs pal ette
can be displayed, hidden, or dragged, but not resized. When visible, the
specs pal ette always displays the mouse's current position, unless the
mouse is over the specs palette or outside of the drawing window.

When the specs palette is displayed, the units of measurement correspond
to those currently set on the ruler.

Using the specs palette

To use the specs palette, first display it by selecting the Show Specs
command from the Layout menu. When the specs palette is visible, the
corresponding menu command becomes Hide Specs. Select this com-
mand or click the palette’ s close box to hide the specs palette.

Resizing an object

Y ou can resize an object by changing any of the parameters displayed in
the text entry boxes on the specs palette.

Click and type here

Laft 0.7917

=
2. 1389

Fig. 7-19
Typing on the specs palette

To change an object’s parameters, click and select the appropriate text
entry box with the mouse, then type a new value. Enter the new valuein
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any unitsyou like; Informed Designer performs the appropriate unit
conversion for you. Then press the Tab, Shift-Tab, Return, or Enter key.
The new value will be applied to the selected objects. Depending on
which key you press, one of the following will happen.

O Pressing Tab or Return will move you to the next text entry box on the
specs palette.

O Pressing Shift-Tab will move you to the previous text entry box on the
specs palette.

0 Pressing the Enter key will take you off the specs palette.
The new value is applied to the selected objects immediately.

When you alter any of the Top, Left, Bottom, or Right parameters, the
object’ s corresponding edge always reflects the change. If you change the
Height or Width parameters, the change will always affect the bottom or
right edge. For example, if the width of atableisfive inches, and you
type ‘6’ into the Width text box on the specs palette, the right edge of the
table will be extended by one inch. Thisis similar to using the Nudge
commands to resize objects.

If more than one object is selected, the specs pal ette shows only the
values that are common to all objects. This means that atext entry box
will be blank if its value is different for each of the selected objects. For
example, if two objects of the same width are selected, the specs palette
will show the corresponding width. However, only if their edges are
aligned exactly will values appear in the top, left, right and bottom text
entry boxes.

Figure 7-20 below shows the specs pal ette and four selected objects.
Since the dimensions and position of each object isdifferent, all text entry
boxes show blank values. Figure 7-21 shows the same objects after
entering aleft value of ‘2.0". The left edge of each selected object is
moved to the two inch mark on the horizontal ruler.
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Fig. 7-20

Selected objects and the specs palette

...the change is applied to all selected objects.

0
Top
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Fig. 7-21
Resizing objects with the specs palette

Aswith all other resizing operations, you can’t enter values that would
reduce the size of an object below its minimum, or enlarge an object so
that it lies partialy off the drawing area. If you try to enter avaluethat is
too large or too small, Informed Designer will warn you (with a beep) and
leave the original value unchanged.

Repositioning an object

Y ou can also use the specs palette to reposition an object to an exact
location on the drawing area. Suppose that you want to position afield’s
upper left corner at exactly two inchesto the right and down from the
ruler’s zero point. First display the specs palette and select the appropriate
field. Then drag the object with the mouse until the Top and Left param-
eters on the specs pal ette both show two inches.

Resizing objects 7-19



Duplicate
Arrange menu
Command-D

Note

Drag the object around...

Fig. 7-22
Repositioning with the specs palette

Aswith al object positioning operations, Informed Designer won't alow
you to drag an object off the drawing area.

The Align command allows you to move an object by typing an
exact location. See Moving objects on your form for more informa-
tion.

Duplicating objects

Often you'll want to create new objects that are similar, if not identical, to
other objects on your form. Rather than redrawing an object by hand,
Informed Designer provides you with a pair of commands that allow you
to create one or more duplicates of an existing object.

Duplicate

The Duplicate command duplicates one or more selected objects. It's
useful for making a single copy of an object.

To duplicate an object, first select it and then choose the Duplicate
command from the Arrange menu. For each selected object, Informed
Designer places a copy directly to the right of the original. The original
object is deselected and the new object is selected.
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Replicate...
Arrange menu

For more information about
entering measurements and unit
conversion, see Appendix B,
Entering measurements.
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Fig. 7-23

Object before (above) and after duplicating (below)

If you hold down the Option key while choosing the Duplicate command,
the duplicate object will be directly below the original. If you reposition a
duplicated object and immediately duplicate it again, Informed Designer
uses the distance between the copy and the original as the offset for the
next copy.

Duplicated objects are never positioned partially on the drawing area. If
the position of anewly duplicated object placesit off the edge of the
drawing area, Informed Designer readjusts the object’s position as
necessary to place it entirely on the drawing area.

Replicate

The Replicate command duplicates one or more selected objects an
arbitrary number of times. Replicated objects are created at evenly spaced
intervals that you can set.

To replicate an object, first select it and then choose the Replicate
command from the Arrange menu. This dialog will appear:

Replicate

MNurnber of duplicates El
E Offsetby «+[02500 | t[0.2500 | dnches

Cancel 0K

Fig. 7-24

Replicate dialog

Use the ‘Number of duplicates' text entry box to specify the number of
copies that you want to make, then enter the horizontal and vertical
offsetsin the ‘ Offset by’ text entry boxes. These values indicate the
distance between each subsequent duplicate. Y ou can specify the offsets
in any unitsyou like; Informed Designer performs the appropriate unit
conversion for you. These measurements default to /4 inch, 1/2 cm, 1
pica, or 18 points, depending on the ruler’s current setting.
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After you enter the appropriate values, click OK to perform the command
or click Cancel to discontinue the operation and return to editing your
form.

Y ou can enter negative offsets aswell. A negative offset causes a new
object to be placed in the opposite direction of a positive offset. This
means that positive horizontal and vertical offsets would place a duplicate
object below and to the right of the original, whereas corresponding
negative offsets would place a duplicate above and to the left instead.

As with the Duplicate command, replicated objects are never positioned
partially on the drawing area. Informed Designer always readjusts an
object’ s position, if necessary, to place it entirely on the drawing.

Duplicating cells

When you duplicate cells on aform (either field cells or table cells), you
should be aware of the following situations and how Informed Designer
handles each one.

Naming conventions

If you duplicate a cell, the new cell can't take the same name asthe
origina (al cell names must be unique). Informed Designer uses these
conventions to name duplicated cells:

O A number (starting with 1) is appended to the original cell name.
After appending a number, if the resulting cell nameis already in use,
the appended number isincremented by 1 (as many times as neces-
sary) until aunique name is obtained.

For example, when duplicating the cell called ‘ Phone’, Informed
Designer will name the new cell ‘Phonel’. If acell called ‘ Phonel’
already exists, ‘ Phone2’ will be used instead (and so on).

0 If the original cell name already ends with a number, that number is
incremented by one.

Rather than appending another number to the original name, the
existing number isincremented by one instead (as many times as
necessary) until a unique name is obtained.

For example, when duplicating the cell called ‘' Cell1’, the new name
‘Cell2" will beused (not ‘Cell11'). If a‘Cell2’ already exists on the
form, then * Cell3’ will be used (and so on).
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Arrange menu

0 If the resulting name is longer than fifteen characters, Informed Designer
will remove the character that immediately precedes the appended
number.

For example, the duplicate of the cell * Abcdefghijkimn9’ will be
named ‘ Abcdefghijkim10'.

Tab position

Each newly duplicated cell receives the next available tab position. For
example, if there are fifteen cells on your form with tab positions one
through fifteen, and two of those cells are duplicated, the two new cells
will have tab positions sixteen and seventeen. Of course, you can always
change the tab position if you like.

Formulas

If you're duplicating a cell that has a calculation, default, or check
formula, and that formularefers to cells that are also being duplicated
(remember their names will change), then when you perform the duplica-
tion, the formulawill be adjusted so that all cell references refer to the
duplicate cells rather than the originals.

For example, suppose that your form has two cells, cell1 and cell2, and
that the value of cell2 takes the value of celll (cell2 = celll). If you
duplicate the two cells together, then you'll get cell3 and cell4 where the
value of cell4 is calculated as the value of cell3 and not the value of celll
(cell4 = cell3).

Aligning objects

Often you'll want to align one or more objects on your form, either to
each other, or along the lines of the drawing grid. Informed Designer’s
Align command allows you to easily align objects to each other, to the
drawing grid, or to a specific position on your form. Y ou can also use the
Align command to center a single object on the drawing area.

To align aset of objects, first select them and then choose the Align
command from the Arrange menu. This dialog will appear:
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Align Objects

Align ® To each other () To grid

[<] atign Horizontal [ atign Yertical
(W) Left ’O;:, | i |
{:) Center I:?:I

) Right :an

O Move to we itz | g oo

[ Cancel ][[ 1] 4 ]]

Fig. 7-25
Align dialog

Objects may be aligned to themselves, or along the drawing grid. The
default alignment is shown above.

After you' ve specified how the alignment should take place, click OK to
perform the alignment, or click Cancel to cancel the operation and return
to editing your form.

Aligning objects to each other

To align a set of objects to each other, click the ‘ To each other’ radio
button and choose the axes that will participate in the alignment. Y ou can
align objects along one or both axes.

If you check the Align Horizontal box, then the alignment will take place
along the horizontal axis—that is, in the left-to-right direction. Click the
L eft radio button to align the objects along the |eft side of the leftmost
selected object. Click the Right radio button to align the objects along the
right side of the rightmost selected object. If you click the Center radio
button, the objects’ centers will be aligned along a path that lies roughly
halfway between the leftmost and rightmost selected objects.
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For more information about
entering measurements and unit
conversion, see Appendix B,
Entering measurements.

For more information about the
grid, see The grid.
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Fig. 7-26

Objects before and after alignment (using default settings)

Similarly, you can check the Align Vertical box to perform the alignment
along the vertical axis. The Top radio button aligns the objects along the
top edge of the topmost selected object. The Bottom radio button aligns
the objects along the bottom edge of the lowest selected object. The
Center radio button aligns the objects' centers along a path that lies
roughly halfway between the uppermost and lowest selected objects.

Aligning an object to the drawing area

The align ‘' To each other’ option is available if you' ve selected more than
one object to align. With only a single object selected, the ‘ To each other’
option changesto ‘ To drawing’ . Use this option to align an object to the
edge or center of the drawing area. Click the * Align Horizontal’ or *Align
vertical’ check box (or both) to choose which direction to align in. Then
choose the drawing edge or center to align to by clicking the appropriate
radio button (Left/Center/Right, or Top/Center/Bottom).

Moving objects on your form

When aligning objects to each other, you can optionally move the se-
lected objects to a specified position on the drawing area by checking the
‘Moveto' check box and entering the desired coordinates. Enter the
coordinates in any units that you like; Informed Designer performs the
appropriate unit conversion for you.

When an object is moved using this option, the edge or center of the
object is moved to the specified coordinate (asindicated by the Left/
Center/Right and Top/Center/Bottom radio buttons).

Aligning objects to the grid

To align aset of objects along the drawing grid, select the ‘To grid’ radio
button. When you click OK, the upper left corner of all selected objects
will ‘snap’ to the nearest grid lines, whichever are active.
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Fig. 7-27
Aligning an object to the grid

Using object guides

Object guides make it easy to align objects next to each other. Unlike the
Align command, object guides help you aign objects visually—that is, by
dragging them on the drawing window.

Object guides work just like guide lines. They appear as gray lines that
have a magnetic attraction. When you drag an object towards a guide, the
object’s edge will snap to the guide once it’ s within a certain range.

Py end point will snap to
the corner

N

Fig. 7-28
Using object guides

Informed Designer always positions object guides along the sides or end
points of an abject. For text objects, guides appear along each base line of
the text as well.

7-26 Chapter 7: Manipulating objects



Object...

Settings menu

Sold To Caude lines. appear
- alome the base line
1:501d T £ tamt

Fig. 7-29

Object guides

Y ou turn object guides on using the Object command. Select the object
that you want to align to, then choose the Object command in the Settings
menu. The Object Settings dialog appears:

Object Settings
Lock Print——— ~Guides
D Position D Alway s print D off
(@) Short
D Settings D Mever print D Long
[ Cancel ] [[ DK ]l

Fig. 7-30
Object dialog

Y ou can choose either short or long object guides. Short guides extend
about a half inch from the edge of the object, whereas long guides extend
the complete width or height of the drawing window. After selecting your
choice, click OK to dismiss the Object dialog. To cancel the Object
command, click Cancel instead.

Like guide lines, object guides have sensitivity and display attributes.
These attributes are controlled using the Guide Options command. For
more information, see Guide options.

For information about the other settings available on the Object dialog,

see Locking an object’ s settings, Locking an object’s position, and
Objects and printing.
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Distributing objects

Often you'll need to evenly space a set of objects across an area of your
form. Y ou might be separating related fields of information, or you might
be redistributing a set of newly replicated objects. Rather than tediously
placing each object by hand, Informed Designer provides asimple and
efficient way to do this.

The Distribute command evenly distributes a set of selected objects along
an arbitrary path. This path is determined by you and may be specified in
one of two ways: visually (with the help of the mouse), or by a specified
value.

While editing a table, you can use the Distribute command to
evenly distribute the table’s columns. For more information, see
Distributing columns.

To distribute a set of objects, first select them and then choose the
Distribute command from the Arrange menu. This dialog will appear:

Distribute Objects

Dristribute @ izually l::) By value

[ Cancel ]l[ 0K ]]

Fig. 7-31
Distribute dialog

Distributing objects visually

When you distribute a set of objects visually, you align them along a path
that's determined with the mouse.

To distribute a set of objects visualy, select the Visually radio button and
click OK to continue. You'll see the drawing window again with the
selected objectsin distribute mode. The selected objects will assume an
initial distribution path where they are offset (in both directions) from
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each other by afixed amount. The line of distribution depends on the
initial placement of the selected objects. All objects remain selected, but
on the upper-l€eft corners of the topmost and lowest objects, you'll see a
circular handle.

Select objects and
choose the Distribute
command...

...after clicking OK, the
selected objects
assume an initial
distribution...

Circular handles

Fig. 7-32

After selecting the Distribute visually command

Using the mouse, perform the distribution by clicking and dragging on
either of the circular handles. While you hold the mouse button down, an
outline of the selected objects appears, indicating the position of the
objects as the mouse is moved. When you achieve the desired distribu-
tion, release the mouse button. The objects remain selected and will be
distributed along their new path.
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For more information about
entering measurements and unit
conversion, see Appendix B,
Entering measurements.

...click and drag on a
circular handle to
distribute...

Drag

...when you release the
mouse, the objects
assume their final
position.

Fig. 7-33
Performing the distribution

If you hold down the Shift key while adjusting the path, the resulting path
will be constrained to the horizontal, vertical, or diagonal (45°) axes.

While the objects are in distribute mode, you can move or resize the
objects normally using the Pointer tool. The selected objects will remain
in distribute mode until they’ re deselected.

Distribute by value

If you know exactly how far apart you want to distribute a set of selected
objects, usethe ‘By value’' option. If you check this option, you can
directly specify the vertical and horizontal offsets with which to distribute
the objects. Select either of the Horizontal or Vertical check boxes (or
both) and type the desired values into the associated text entry boxes.
Enter the valuesin any units you like; Informed Designer does the
conversion for you.

When performing the distribution, Informed Designer will separate all
objects along their upper-left corners by the given offsets. Positive
vertical and horizontal offsets place each subsequent object down and to
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the right. The same negative offsets place each object above and to the
left. Click OK to perform the distribution or click Cancel to discontinue
the operation.

Regardless of the which distribution method you choose, you can't
distribute an object off the edge of the drawing area. If the new position
of an object placesit partially off the drawing area, Informed Designer
will adjust its position so that it appears entirely on the drawing area.

Rotating objects

Use the Rotate command to rotate one or more selected objects. Objects
can be rotated 360 degrees in 90 degree increments.

All object types can be rotated with the exception of fields and tables. If
you select afield or atable, or if aset of selected objects contains afield
or atable, the Rotate command is disabled.

To rotate an object, first select it then, from the Arrange menu, choose the
Rotate command. The selected object is automatically rotated 90 degrees.

Fig. 7-34
Object before and after rotation

The Rotate command is useful for placing vertical text on your form. To
rotate text, select it with the Pointer or Text tool. From the Arrange menu,
choose the Rotate command.

A rotated text object can be edited in the usual manner. When you click
the object with the Text tool, Informed Designer will rotate the text

upright (back to zero degrees), and allow you to edit the text. When you
press Enter or deselect the object, it will return to its rotated orientation.
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Note

Grouping and ungrouping objects

There may be times when you want the ability to treat a set of objectsasa
single object. For example, suppose that you’ ve drawn alogo on your
form, and the logo consists of a collection of individual lines, rectangles,
and text objects. Grouping these objects together allows you to treat the
logo asif it were asingle object. Informed Designer gives you this ability
with the Group and Ungroup commands.

Grouping objects

The Group command forms a single object that’s composed of a set of
selected objects.

To group a set of objects, first select them and then choose the Group
command from the Arrange menu. Informed Designer surrounds the
objects with handles at each corner of group’s smallest enclosing rectan-

gle

Fig. 7-35
Objects before (left) and after (right) grouping

Since a grouped set of objectsistreated as a single object, it’s manipu-
lated accordingly. This means that you can perform any operation on a
grouped object (such as selecting, moving, or resizing) that can be
performed on an individual object.

If a group contains a locked object, then the group itself behaves
as If it were locked. For more information about locking objects, see
Locking an object’s position.

All commands to manipulate a group, with the exception of resizing and
rotating, function exactly as though the objects in the group were selected
individually before using the command. For example, changing the font
of aselected group will set the font for al text, field, and table objectsin
the group.

When you resize a grouped object, Informed Designer ensures that the
size and relative spacing of the individual objects that make up the group

7-32 Chapter 7: Manipulating objects



ungroup
Arrange menu
Command-U

remain unchanged. Note that thisis unlike resizing multiple selected
objects where each object is resized by the same amount and the position
of each object doesn’t change. Figure 7-36 below illustrates how a
grouped and ungrouped set of objects are resized.

G Resizing 4 selected objects
r'/-;
oy
Resizing a group consisting
of the same objects

When you rotate a grouped object, rather than rotating each object in the
group about its center (without moving its position), the group asasingle
object isrotated about its center.

-
e e

Fig. 7-36
Resizing groups

— e= | Rotating 3 selected objects

— (] |

— — Rotating a group consisting
| ] of the same objects

Fig. 7-37
Rotating groups

To manipulate asingle object within agroup, first ungroup the group (see
next section), change the object, then regroup the objects.

Ungrouping objects

The Ungroup command separates a grouped object into the individual
objects that comprise it. Ungroup is the opposite of the Group command.

To ungroup a grouped object, first select it and then choose the Ungroup
command from the Arrange menu. All objects that comprised the group
will beindividually selected.

The Ungroup command is useful when you need to work with asingle

Grouping and ungrouping objects 7-33



Bring Forward
Arrange menu
Command-F

object within a grouped object. For example, you might want to edit a text
object that's part of a grouped object. Use the Ungroup command to
ungroup the object. After editing the text, use the Group command to
regroup the objects.

Moving objects through the drawing plane

In an Informed document, each object residesin its own layer on the
drawing plane. This means that all objects have arelative front to back
ordering—or stacking order—on your drawing.

Often while editing aform, you might need to change an object’ s stacking
order. For example, some objects might be partially obscured by others or
you might want to bring an object to the front of a drawing so you can
edit it more easily. With the object layering commands (Bring Closer,
Bring To Front, Send Farther, and Send To Back), Informed Designer
gives you the ability to easily manipulate an object’ s front-to-back
ordering.

Bring Forward

The Bring Forward command moves one or more selected objects closer
to the front of the drawing plane.

To move an object closer in the drawing plane, first select it and then
choose the Bring Forward command from the Arrange menu. The
selected object is moved in front of the object immediately above it. The
object remains selected.

| ] [ | | ] | ]
| ] | ]
Fig. 7-38

Selected object (circle) brought forward in the drawing plane

If you apply the Bring Closer command to a set of objects, then each
object in the set is moved in front of the object that liesimmediately
above it. However, the relative stacking order of the selected objects
doesn’t change.
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Bring To Front
The Bring To Front command moves an object directly to the front of the
drawing.

To bring an object to the front of the drawing, first select it and then
choose the Bring To Front command.

Fig. 7-39
Object before (left) and after (right) Bring To Front

If two or more objects are selected, they are moved as a group to the front
of the drawing. Their relative stacking order is not changed.

Send Backward

The Send Backward command moves one or more selected objects
farther back in the drawing plane.

To move an object backward in the drawing plane, first select it and then
choose the Send Backward command from the Arrange menu. The
selected object is moved behind the object immediately below it. The
object remains selected.

Fig. 7-40
Selected object before (left) and after (right) Send Backward

If you apply the Send Backward command to a set of objects, each object
in the set is moved behind the object that liesimmediately below it. The
relative front-to-back order of the selected objectsisleft unchanged.
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If you limit the drawing accuracy,
you might not be able to move an
object by a distance of 1 pixel. For
more information, see Drawing
accuracy.

Send To Back

The Send To Back command moves one or more selected objects to the
back of the drawing.

To send an object to the back of the drawing, first select it and then
choose the Send To Back command from the Arrange menu.

Fig. 7-41

Object before (left) and after (right) Send To Back.

If you select two or more objects, they’ re moved to the back of the
drawing as a group. Their relative stacking order, however, is always
preserved.

Nudging objects

Asin al drawing, it'simportant to position objects accurately on your
form. Although the mouse is often accurate enough, there are times when
you'd like greater precision over object placement combined with greater
ease of manipulation.

With the Nudge keys, Informed Designer allows you to move and resize
objects precisely without using the mouse. Use the Nudge keys whenever
you're doing detailed work or whenever you want maximum control over
object sizing and placement.

Nudging an object’s position

To nudge an object, first select it and then type the appropriate Nudge key
(up, down, left, or right arrow). Y ou can nudge more than one object at a
time by first selecting all objects and then typing the key.

When you nudge an object, you move it by adistance of 1 pixel at the
current view of the drawing window. If the current view is set to 100%,
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this means that each time you nudge an object, its position changes by a
distance of 1/72nd of an inch (because the Macintosh screen has a
resolution of 72 dots—or pixels—per inch). Similarly, if the current view
is set to 200%, nudging an object movesit 1/144th of an inch. At the
largest possible view (1600%), nudging an object repositionsit by a
distance of 1/1152nd of an inch.

As with other positioning commands, you can’t nudge an object off the
edge of the drawing area. If you try to nudge an object beyond the
drawing edge, Informed Designer simply won’t move it.

Nudging an object’s size

Y ou can aso nudge the size of an object. First select the object and then
type the desired Nudge key (up, down, |€ft, or right arrow) while holding
down the Option key. Instead of moving the object, the object’ s bottom or
right edge will resize one pixel in the corresponding direction.

Y ou can resize more than one object at atime by first selecting all objects
and then typing the nudge key while pressing Option.

Aswith al resizing commands, you can’t nudge the size of an object
below its minimum size or larger than its maximum size.

Objects and printing

In chapter 10, you'll learn about printing forms and Informed Designer’s
print options. When you print your form while in test mode, Informed
Designer alows you to hide either the form’ s layout or its data. The
layout of aform refers to the graphical objects such as lines, boxes, and
text labels. The form’s data refers to the information that you enter in
each cell to complete the form. For information about Informed Design-
er's print options, see Printing in chapter 10.

By using the Object command, you can set additional print options for
any object. Y ou can choose to hide an object so that it doesn’t print. This
isuseful if you want an object to appear on the screen, but not on the
printed form. For example, you might want to label the different parts of
your form to help the person who fillsit out.
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Alternately, you can choose to always print an object, even if you print
your form with its layout hidden. This option is useful when using
preprinted forms. For example, you might want a graphical object—such
as your company logo—to print in addition to the form’s data.

To change the print options of an object, select the object, then choose the
Object command. The Object Settings dialog appears.

Object Settings

Lock Print Guides

D Pasition a Always print @ Bff
) Shart

D Settings D Mever print D Lang

[ cancet || ok ||

Fig. 7-42

Selecting print options for an object

Click either of the ‘ Always print’ or ‘Never print’ check boxes. You can’t
use both options at the same time. After making your selection, click OK
to dismiss the Object dialog. To cancel the Object command, click Cancel
instead.

For information about the other settings available on the Object dial og,
see Locking an object’ s position, Locking an object’ s settings, and Using
object guides.

Using the Clipboard

The Clipboard is atemporary holding place for graphics and text. Com-
monly, you'll useit to perform one of these functions:

O to move objects from one area of a drawing to another
0 to move objects from one page of a form to another
0 to move objects from one form to another

0 to transfer artwork and text from other applications into Informed
Designer

O to transfer artwork created with Informed Designer into other
applications.

Chapter 7: Manipulating objects



Show Clipboard
Edit menu

Title bar

Y ou can use three commands to transfer objectsto or from the Clipboard.
The Cut and Copy commands place objects onto the Clipboard. The Paste
command transfers the contents of the Clipboard onto your form. These
commands are described below.

Y ou can display the contents of the Clipboard by choosing the Show
Clipboard command from the Edit menu. Informed Designer shows the
Clipboard content in awindow.

Close box

EFf=———— Cliphoard ————=U

Clipboard contents

Close
File menu
Command-W

Cut

Copy
Edit menu

Command-X, C

Downtown Office Occupancy Rate
100%

Fig. 7-43

Clipboard window

Like any Macintosh window, you can position the Clipboard window
anywhere on your screen by clicking and dragging itstitle bar. Y ou can
hide the Clipboard by clicking the window’ s close box or by choosing the
Close command while the window is active.

Moving objects onto the Clipboard

Use the Cut or Copy commands to move objects onto the Clipboard.

To move an object onto the Clipboard, select it and choose either of the
Cut or Copy commands from the Edit menu. Y our selection will be
transferred to the Clipboard. If you choose Cut, the selected objects will
also be removed from your form.

The Copy command is more commonly used to transfer objectsto the
Clipboard. When you want to remove an object from your drawing, use
the Clear command instead. See Clearing objects.

Cutting or copying text

Y ou can cut or copy atext object as you would any other object; how-
ever, depending how you select that text object (either with the Pointer
tool or with the Text tool), the contents of the Clipboard will be affected
differently.

O If you select a text object with the Pointer tool, the entire object will be
placed on the Clipboard when you cut or copy it.
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Fig. 7-44
Selecting text with the Pointer tool

O If you select only certain characters of a text object with the Text tool,
only those characters are placed on the Clipboard.

This SRS object |

Fig. 7-45
Selecting characters with the Text tool

For more information about selecting text, see Editing text.

Pasting objects from the Clipboard

To paste the contents of the Clipboard onto your drawing, select the Paste
command from the Edit menu. A copy of the Clipboard’s contents will be
positioned at the center of the drawing window.

Generally, you can paste three types of objects: objects created with
Informed Designer, PICT objects, and text.

If you hold the Option key down while choosing the Paste command,
Informed Designer will place the objects at their original positions (that
is, the position they were when you cut or copied them). Thisfeatureis
useful for copying objects from one page of aform to another. After
copying an object on one page, pasting it on another page while holding
down the Option key will ensure that it’s positioned at the same location
asthe original.

Pasting Informed objects

When pasting objects created with Informed Designer, you should be
aware of the following conditions and how Informed Designer handles
each one.

O Objects larger than the drawing area are not pasted.
If the Clipboard contains objects that are larger than the drawing area,
Informed Designer won't paste those objects onto your form. Instead,
you'll seethiswarning:
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For more information about naming
new cells, tab position, and formulas,
see Duplicating cells.

The Clipboard contains at least one object that iz too large.
Objects that are too large will not be pasted.

Cancel 0K

Fig. 7-46
Objects too large to paste

If you click OK, the paste operation will continue, but only those
objectsthat fit entirely on the drawing areawill be pasted. If you click
Cancel, the paste operation will be cancelled.

Cells are renamed before they are pasted.

To prevent duplicate cell names from occurring on your form, cells on
the Clipboard are renamed (if necessary) before they’ re pasted. The
naming conventions used to name the new cells are the same as those
used for duplicating or replicating existing cells. Likewise, anewly
pasted cell receives the next available tab position.

If acell being pasted contains a formula that references a nonexistent
cell (you could have copied a cell from another form that refersto a
cell on that form), then you'll be warned.

At least one cell had aninvalid formula. Invalid formulas
were cleared.

Fig. 7-47
Invalid formula warning

When you click OK, Informed Designer will clear the invalid formula
before pasting the cell.
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Pasting graphic objects

A graphic object istreated as a single object and is pasted in the usual
manner. However, if the Clipboard contains a graphic object that’s larger
than the drawing area (in either direction), you'll see thiswarning:

The Clipboard contains a picture that is larger than gour form. 1
will be reduced to fit,

Cancel 0K

Fig. 7-48

Picture too large warning

If you click OK, the large graphic object will be reduced proportionally
and pasted onto your form. If you click the Cancel, the paste operation
will be cancelled.

Pasting text

Y ou can paste text in two different ways: as anew text object, and as text
inserted into an existing text object.

O If you're not editing a text object, the text on the Clipboard is pasted as a
new object.
The text will be pasted onto your form and centered on the drawing

window.

O If text is pasted while editing a text object, the text on the Clipboard will
be pasted starting at the insertion point of the selected text object.
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Although Informed Designer provides you with a comprehensive set of
drawing tools, you might want to read in or import artwork originally
created with another Macintosh application. To support the integration of
different applications, various standard formats for storing graphical
information have evolved. Of these formats, Informed Designer supports
PICT, EPSF (Encapsulated PostScript Format), and TIFF (Tagged Image
File Format). Informed Designer also allows you to import text files as
well.

In addition to the Import features of Informed Designer, the publish and
subscribe features allow you to automatically update artwork on your
forms whenever the original changes.

This chapter describes both the import and the publish and subscribe
features of Informed Designer.

The Import command

Before you can import certain images into your form, the image’ s import
extension must be installed on your hard disk. For example, to import a
TIFF image, the TIFF import extension must be installed. (Import
extensions are not required for importing text, PICT, or EPS images.) For
more information on extensions and details on how Informed Designer
imports different types of graphics, please see your Informed Extensions
manual.

To import artwork or text, choose the Import command from the File
menu. The import dialog appears:

=] Sample Forms ¥
[ Tutorial Folder —HD
[ World Logo (EPSF) _
D World Logo (PICT)
Desktop
Cimeor )
S

Graphic Type | Al available v

Fig. 8-1
Import dialog
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The dialog displays the names of all filesthat are stored in the supported
graphic type formats. The Graphic Type pop-up menu allows you to
select the types of graphic files displayed in the dialog. For example, you
can choose to display all the graphic types (All available), or specific
types (TIFF). Usethe Desktop and Eject buttons to view different files
on different volumes and disks. After you select the file that you want to
import, click the Import button (or double-click the file's name). In-
formed Designer will read the graphics or text from the file, create a new
object to hold it, and center that object in the drawing window.

Invoice

WORLD

[ view 100%  Hwir

ORPQRATIO

[ B2

Fig. 8-2

Imported graphic

Once imported, you can manipulate the object (resize, reposition, and so
on) just as any other object created with Informed Designer. See Manipu-
lating objectsin chapter 7 for more information.

Errors when importing

Y ou should be aware of the following errors that can occur when you
import artwork or text.

O The graphic you're importing is larger than the drawing area.
If the size of aselected graphic is larger than the current drawing area

in either direction, Informed Designer will warn you with the dialog
displayed on the following page:
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The selected graphic is larger than the size of your form.
It will be reduced to fit.

Cancel 0k

Fig. 8-3

Imported graphic too large

If you click OK to continue, the graphic will be imported, reduced
proportionally in size, and centered in the drawing window. To cancel
the Import command, click Cancel instead.

O The text object you are importing is too large to fit on your form.
If you areimporting atext file that contains more text than will fit on

the drawing area, Informed Designer will warn you with this dialog:

The text being imparted will not fit on your form. Sorme text
may be lozt,

Cancel 0k

Fig. 8-4
Too much text warning

If you click OK, the text will be imported, but some text may be lost.
To cancel the Import command, click Cancel instead.

Importing scanned forms

Instead of redrawing an existing form from scratch, Informed Designer
allows you to import the form’ s scanned image. When you scan your
form, make sure that you save the image in either of the PICT or TIFF
formats. Y ou can then use the Import command as described in the
previous section to import the scanned image and place it on the drawing
area. Use the Field and Table tools to draw cells over top of the blanks on
the form.

Although scanning technology has evolved considerably over the past
few years, there are till significant drawbacks in using the actual scanned
image of aform. The readability of small type sizesis often inadequate
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making it hard to read text on the screen. Even though the TIFF format is
capable of storing images at high resolutions, the screen still limits the
clarity of the image to 72 dpi (dots per inch).

Printing a scanned form also deserves careful consideration. If you print a
completed form with its scanned layout onto blank paper, you'll find that
ascanned image stored in the PICT format is unclear and often unaccept-
able, even on 300 dpi laser printers. In order to produce quality results,
you must use the TIFF format. Unfortunately, with the TIFF format
comes longer print times and higher disk space regquirements.

You'll find that a scanned image is most useful as atracing aid. After you
import a scanned image, you can use Informed Designer’ s drawing tools
to accurately place the graphics and text on your form.

Publish and subscribe

With Informed Designer and System 7, you can automate the process of
updating artwork in one or more documents. In the past you would use
the Copy and Paste commands or the Import command to place artwork
on your form. Whenever the original changed, you would repesat the
process to update the changes on the form. By using the publish and
subscribe features, Informed Designer can automatically update artwork
on your forms whenever the original changes.

Asexplained in your Macintosh Reference manual, publishing and
subscribing to information is atwo step process. First you select the
material that you want to make available in other documents—called a
publisher—and publish it. The material is saved in afile called an edition.
Y ou then open a document and indicate where you want the material to
be placed. The placed material iscalled a subscriber. Y ou can subscribe
to the material as many times as you like. Once you' ve subscribed to the
material, each subscriber will automatically update when the original
changes.
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Fig. 8-5

Example of publish and subscribe

Automatic updating is available only in certain applications. Like In-
formed Designer, applications that offer this capability have commands
like ‘ Create Publisher’ and ‘ Subscribe to’ in the Publishing submenu
under Edit.

With Informed Designer, automatic updating is most often used for
company logos and artwork that’s common to several forms. When you
change the original logo or artwork, the changes are automatically
reflected in each of the forms. Y ou can use Informed Designer—or any
other drawing program that offers publish and subscribe capabilities—to
draw and publish the logo or artwork. Then using Informed Designer, you
can subscribe to the material and position it appropriately on any form.
The commands that you use to publish and subscribe are described in the
following sections.

Creating a publisher

In order to make text and graphicsin an Informed document available for
automatic updating in other documents and applications, you have to
create a publisher using Informed Designer. With the document contain-
ing the original material open, select the objects that you want to publish,
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Note

then choose the Create Publisher command from the Publishing submenu

under Edit. The dialog box for publishing appears.
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Name of new edition: Cancel
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Preview =] Informed ¥ — Hard Disk

Fig. 8-6

Publishing dialog box

The Publishing dialog box shows you a preview of the material that
you're publishing. Type aname for the new edition, specify whereto
storeit, then click the Publish button. The selected objects become a
publisher and the edition file is saved.

Loge edition

WM

Fig. 8-7
Publisher and edition file

When you publish objects using Informed Designer, a pictorial—
or PICT—version of the material is stored in the edition file. The
cells of field and table objects are ignored.
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A publisher isidentified by alight gray border that encloses the published
objects (see Figure 8-9). In the drawing window, you can show and hide
these borders by choosing the Show Borders and Hide Borders com-
mands from the Publishing submenu under Edit. Y ou can select, move,
and resize apublisher like any other object. If a publisher only partially
encloses an object, the object will appear cut off when the editionis
subscribed to.

If the publisher cuts off the logo ... ... the subscriber will be cut off too.

Fig. 8-8

Changing the position of a publisher

Once you' ve created a publisher, you can subscribe to the material in
other documents and other applications. By default, whenever you save a
document, any changes made to a publisher or the objectsit encloses are
updated in the edition file. Subsequently, the next time you open a
document containing a subscriber of that edition, the subscriber is
automatically updated. Publisher and subscriber options allow you to turn
the automatic updating feature off.

Publisher options

Publishers have certain options that you can control such as automatic or
manual updating of edition files. To view or change a publisher’s options,
select the publisher, then choose the Publisher Options command from
the Publishing submenu under Edit. (This command changes to Sub-
scriber Options when you select a subscriber.)
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You can also double-click
a publisher’s frame to
display the publisher
options.
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Fig. 8-9

Publisher Options dialog

The pop-up menu shows the name and location of the edition file. Other
controls let you cancel the publisher or change when the edition fileis
updated.

Although automatic updating is an important convenience that publish
and subscribe offers, you may want to turn this feature off occasionally.
For example, suppose that you' re about to make several changes to your
company logo (which has been published and subscribed to in severa
documents). Since you'll be saving the logo document periodically during
the revision process, you might want to turn off automatic updating until
the final change is made.

To turn automatic updating off, click the Manually option on the pub-
lisher options dialog. With this option selected, the edition file is updated
only by clicking the Send Edition Now button. With the On Save option
selected instead, the edition file is updated each time you save the
document.

Informed Manager DOES NOT automatically update subscrib-
ers, even if automatic updating is turned on. Only Informed
Designer offers automatic updating. The assumption here is that
once a form is complete and in circulation for use with Informed
Manager, you probably don’t want any of its subscribers to
update automatically when the original publishers change.

If you want to permanently cancel apublisher, click the Cancel Publisher
button. Cancelling a publisher removes the associated edition file. You
can also cancel apublisher by clearing the publisher box in the drawing
window (select the publisher then choose the Clear command from the
Edit menu or press the Delete key).
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Creating a subscriber

Once you' ve created an edition by publishing material, you can place it
on any document at any position and at any size. With the document that
you want to place the material on open, choose the ‘ Subscribe to’ com-
mand from the Publishing submenu under Edit. The dialog box for
subscribing appears.

Preview 9 Informed v — Hard Disk

WC Logo edition Eient

Desktop

Fig. 8-10

Subscribing dialog box

The dialog box shows a scrolling list of files and folders with the last
edition file that you created selected. A preview of the edition is shown
on the left. Select the edition that you' d like to subscribe to, then click the
Subscribe button. A subscriber is created and the material in the edition is
placed on your form.

Fig. 8-11
Subscriber

A subscriber isidentified by adark gray frame. In the drawing window,
you can show and hide these borders by choosing the Show Borders and
Hide Borders commands from the Publishing submenu under Edit. Like
any object on your form, you can select a subscriber by clicking it with
the Pointer tool. Y ou can change the size and position of a subscriber the
way you normally do. Y ou can also use commands that manipulate
objects—such as Duplicate, Replicate,
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Align—to change the position, size, and orientation of a subscriber. For
information about manipulating objects, please see chapter 7, Manipulat-
ing objects.

Once you' ve created a subscriber, Informed Designer will automatically
update it whenever the material in the edition file changes. Publisher and
subscriber options allow you to turn the automatic updating feature off.

Subscriber types

Different applications publish material using different standard formats
for text and graphics. Normally, if the material consists of graphics and
text (or graphics only), the PICT format isused. (PICT isthe standard
format for Macintosh graphics.) The TEXT format is used for textual
information. Some programs publish material in both PICT and TEXT
formats. For example, a spreadsheet might publish a picture of a color
graphin PICT format along with the numerical datathat the graphis
based on in TEXT format.

When you create a subscriber, Informed Designer determines which
formats are contained in the selected edition file. If both PICT and TEXT
formats are available, a dialog appears requesting that you select which
format you'd like to subscribe to.

That edition containg both PICT and TERT formats. which format
a wauld you prefer to subscribe to?

[ cancet | [ pict || TEwr ||

Fig. 8-12

Selecting the subscriber type

Unlike pictures, textual subscribers have their own font, size, and style
information. Y ou can change these attributes by selecting the subscriber
with the Pointer tool and choosing a different setting the way you nor-
mally do. Thisis often referred to as adorning the subscriber. For
information about the characteristics of text, please see The appearance
of text in chapter 5, Drawing tools.
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Subscriber Options...
Edit menu
Publishing submenu

You can also double-click a
subscriber to display the
subscriber options.

Mew York, Mew Yaork 12545 MNew York, New York 17#5

'itl SRan - 153 Cireat i 'iizauﬁ 153 Gireot i
LF LF

Select the subscriber ... ... then choose a style.

Fig. 8-13

Changing the font and style of a text subscriber

The effect of changing an attribute of text is not lost when the subscriber
is updated with anew version of the edition. For example, if you sub-
scribe to some text and change its style to bold, when the subscriber is
later updated, the new text will remain bold.

Subscriber options

Like publishers, subscribers have various options that you can control. To
view or change a subscriber’ s options, select the subscriber, then choose
the Subscriber Options command from the Publishing submenu under
Edit.

Subscriber to: | £} IIC Logo edition W
- Get Editions:
A [ Cancel Subscriber ]
) Automatically
3 Manually [ Get Edition Now ] [ Open Publisher ]
Latest Edition: Saturday , June 5, 1991 4:30:09 PM :
Fig. 8-14

Subscriber Options dialog

With automatic updating on, a subscriber is updated whenever the
material in the edition file changes. Y ou can turn automatic updating off
by choosing the Manually option. With this option selected, a subscriber
is updated only by clicking the Get Edition Now button. If you want to
open the document that contains the original material, click the Open
Publisher button. Y our Macintosh will run the application that was used
to create the original material and open the appropriate document.

If you want to cancel a subscriber permanently, click the Cancel Sub-
scriber button. Cancelling a subscriber detaches the artwork (a PICT
object) from the associated edition file. The remaining object acts as
though it was originally copied and pasted from the original document.
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Color Chart
Layout menu

Informed Designer allows you to use color to enhance your forms. You
can use color to:

O Print spot color overlays for commercial printing
O Print color forms on color printers

0 Highlight areas on your form so that they stand out on the screen.

Y ou should use color sparingly on your form. Excessive use of color can
often lead to unattractive results. Y ou should also plan to ensure that a
selection of colors blend well when used together.

Informed Designer allows you to define up to 1,000 different colors.
However, the maximum number of colors that you can display on a color
screen or print on acolor printer depends on the capabilities of the screen
or printing device.

If you're using ablack & white screen, all colors appear as black, white,
or as shades of gray. When you use a color screen, colors appear approxi-
mated. The color on your screen may not match exactly what appears
printed due to inaccuracies in the current color technology.

Defining colors

Before you begin designing your form, you should define the colors that
you'd like to use. Each time you create a new form, Informed Designer
automatically adds five colors for you: Registration, Black, Red, Green,
and Blue. ‘Registration’ is a special color used for printing spot color
overlays. See Spot color for more information.

Informed Designer stores your colorsin acolor chart. Y ou can display
the Color Chart window by choosing the Color Chart command from the
Layout menu.
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Close
File menu
Command-W

Close box Title bar

|
=[J=—— Invoice - Colors

Registration
Black

Red

Green

Blue

[

——— Scroll bar

]

Fig. 9-1
Color chart window

Like any Macintosh window, you can position the Color Chart window

anywhere on your screen by clicking and dragging itstitle bar. Y ou can

hide the Color Chart by clicking the window’ s close box or by choosing
the Close command while the window is active.

The Color Definition dialog

When you create a new color or change an existing color, you name your
color and change its value using the Color Definition dialog. This dialog

is shown below.

Color Definition

Color name

Calor radel ‘@ ChYE L RGE () HLS

Color name

Cyan El E Yellow &
Fagenta % Black El%

Color model controls

Old sample color

Pick Color

New sample color

Fig. 9-2
Color Definition dialog
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Y ou change a color’ s name by typing a different name in the * Color
Name' text entry box. Choose a descriptive name that identifies the color
or itsuse.

Y ou can define a color value using one of three different color models:

O RGB
0 CMYK

O HLS.

The RGB (Red, Green, Blue) model is used commonly with video display
technology. The CMYK (Cyan, Magenta, Y ellow, Black) model is used
with four-color printing, and the HL S (Hue, Lightness, Saturation) model
is commonly used in graphic design.

To choose a color model, click the corresponding radio button on the
Color Definition dialog. The text entry boxes below will change accord-
ing to the selected model. Then enter the desired values for the color that
you're defining or changing. As you type different values, the color is
shown near the bottom of the Color Definition dialog. When you change
acolor, both the new and the original colors are shown.

You can aso use Apple's Color Picker to choose acolor value. To use the
Color Picker, click the Pick Color button. The Apple color wheel will

Color definition for purple

Hue

Saturation [27695 |(3)

Brightness | 44049

Red 45811 |[3)

Green | 32884 @
Blue | 25673

Fig. 9-3
Apple color wheel



New
File menu
Command-N

Open...
File menu
Command-O

To change the color, click and drag the pointer on the color whesl.
Moving the pointer around the whedl changes the hue value. Moving the
pointer toward or away from the center changes the saturation value. To
change the brightness level, click the scroll bar to the right of the color
wheel. After you've selected your color, click OK to dismiss the Color
Picker dialog. The color parameters are automatically set on the Color
Definition dialog. For more information about Apple's color whedl,
please consult your Macintosh Owner’s Guide.

After you' ve named and selected the right color value, click OK to save
the color and dismiss the Color Definition dialog. To cancel any changes,
click Cancel instead.

Creating a new color

To create anew color, choose the New command from the File menu
while the Color Chart window is active. Informed Designer creates a new
color and displaysit in the Color Definition dialog (see Figure 9-2). Use
the Color Definition dialog to name the new color and choose the color
value. For more information, see The Color Definition dialog earlier in
this chapter.

After you' ve entered the required parameters, click OK to save the color
and dismiss the Color Definition dialog. The new color is added to the
Color Chart window at the end of thelist. If Informed Designer detects an
error, you'll be notified with amessage. To cancel creating the new color,
click Cancel instead.

Editing a color

To change acolor’s name or value, select the color in the Color Chart by
clicking it with the pointer, then choose the Open command from the File
menu. Alternately, you can edit a color by double-clicking its namein the
Color Chart window. The selected color is displayed in the Color Defini-
tion dialog. For more information, see The Color Definition dialog earlier
in this chapter.
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Clear
Edit menu

Important

You can’t change the color definition for the colors ‘Black’, ‘Red’,
‘Green’, ‘Blue’, and ‘Registration’. When you select one of these
colors, choosing the Open command will sound a beep.

After changing a color’s name or value, click OK on the Color Definition
dialog to save the changes. To cancel any changes, click Cancel instead.

In Coloring objects later in this chapter, you'll learn how to change the
color of objects on your form. Once you’ ve set the color of an object,
Informed Designer remembers the color by linking the object to the
corresponding entry in the Color Chart. If you subsequently change the
color’s definition, all existing objects of that color will also change.

Removing a color

To remove acolor, first use the pointer to select the color in the Color
Chart window. Then choose the Clear command from the Edit menu. The
selected color is removed from the Color Chart. To remove more than one
color at atime, select each color (by Shift-clicking) and choose Clear.

When you remove a color that’s linked to existing objects on your form,
Informed Designer will automatically change those objects to black. For
example, if you remove acolor called ‘ Orange’, Informed Designer will
automatically change the color of all orange objectsto black. You'll seea
warning message first.

‘fou hawve chosen to remove the color 'Orange’. &1 existing
‘Orange’ objects will be changed to black.

[ Cancel ][[ 0K ]l

Fig. 9-4
Remove color warning

Click OK to remove the selected color. To cancel the Clear command,
click Cancel instead.
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Copy
Paste

Edit menu
Command-C, V

Informed Designer won't allow you to remove the first five colors from
the Color Chart. If you choose the Clear or Cut commands while any of
these colors are selected, you'll see the message below.

0 4 selected calor cannot be remaved from the calar chart,

Fig. 9-5
Can’t remove color message

Click OK to dismiss the dialog.

Using the Clipboard

With the Clipboard, you can easily transfer colors from one form to
another. To transfer a color from one form to another, follow these steps:

1.

2.

5.

6.

7.

Open the form that contains the color that you’d like to transfer.

Display the Color Chart window by choosing the Color Chart command
from the Layout menu.

Select the color that you’d like to transfer.

Choose the Copy command from the Edit menu to copy the selected
color to the Clipboard.

Open the form that you’d like to transfer the color to.
Display the Color Chart window.

Choose the Paste Colors command from the Edit menu.

If you want to transfer more than one color, select each color before you
choose the Copy command in step 4 above.
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Coloring objects

After you define your colors, you can change the color of any object by
using either the Paint command or the Color submenu. Select the object
(or objects) that you want to color, then pick a different color from the
Color submenu under Style, or choose the Paint command. When you use
the Paint command, you choose a different color from the Color pop-up
menu on the Paint dialog.

Default Paint for All Tools

Shades Line
Fil [EH) % [ Graduste to | width | 1 ptw] [1.0000 |pt
Pen - T @i wrrige P Tan inteiing Syl B S E—
' EIE'I- Registration
Black
Green
Blue

[ cancel ||| 0K

Fig. 9-6

Choosing a color from the Paint dialog

For more information about the Paint command and the Color submenu,
see Paint settings.

Informed Designer allows only one color per object. This means that you
can't, for example, color the pen and fill shades of arectangle differently
nor can you change the color of an individual section in afield or table.

Spot color

Y ou can print acolor form on black & white or color printers. You can
also produce spot color overlays for commercially printed forms. Spot
color refersto the printing process where separate ink is mixed for each
different color on aform.

When aform is printed using spot color, a different printing plate is

prepared for each different color on the form. Ink is mixed for each color
and applied to the paper stock by impressing each plate using the printing
press. To prepare each printing plate, a separate color overlay is provided
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for each color. Figure 9-7 below illustrates the color overlays for atwo
color form.

% 4

abc forms abc forms

Tax Tax
Total Total
| Black 4 B | Red 4 |
First color Second color Printed form

Fig. 9-7

Overlays for a two color form

Y ou can think of color overlays as transparent dlides that, when placed
over top of each other, produce the composite image of your form.

Informed Designer can separate and print color overlays for you. When
you print your form, you can print color overlays and use a variety of
other printing features by clicking any of the check boxesin the lower
section of the Print Job dialog.

LaserlWriter “LaserlWriter 11g” 7.2
Copies:|[lll Pages: @Al OFrom:|  |To:| |

Cover Page: (@ No () First Page () Last Page
Paper Source: (® Paper Cassette O Manual Feed
Print: @ Black & White ) Color/Grayscale
Destination: @ Printer ) PostScript® File

Print Options: ] Print Grid [JPrint Guides [] Print Cells
[OM™anual Tile [JCrop Marks []Registration Marks
[15pot Color Overlays [ fatsuts [ oler Names
[ sdste Lausut [ Hds bain

Fig. 9-8
LaserWriter Print Job dialog
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To print color overlays, click the ‘ Spot Color Overlays' check box. You
can optionally print registration marks, color names, and cutouts as well.
These are described in the following sections. For more information about
printing aform, see Printing in chapter 10.

Registration marks

It'simportant that each color overlay of aformisaligned precisely with
the othersto ensure that all colors are positioned accurately. Y our
commercia printer aligns each overlay by lining up registration marks—
the circular symbols that are positioned at exactly the same place on each
overlay.

Informed Designer can print registration marks for you. Registration
marks appear centered outside of each edge of aform. Simply click the
‘Registration marks' check box on the Print Job dialog when you print
your form.

When you set up the drawing area of your form, you must allow for
enough room between the drawing area and the edge of the page that it's
printed on. See Allowing for crop marks, registration marks, and color
names for more information.

Color names

Each color overlay is printed on a separate sheet of paper. If you click the
‘Color Names' check box on the Print Job dialog, Informed Designer will
print the appropriate color name below the bottom edge of each color
overlay (see Figure 9-7).

Cutouts

When you print color overlays, you can print overlapping colors with or
without cutouts. If two objects on your form are colored differently, they
will appear on separate color overlays. If these objects overlap, the two
colors will mix during the printing process to produce athird color. If you
don’'t want different overlapping colors to mix, use the cutouts feature
when you print your form. Informed Designer will automatically ‘ cut out’
objects that overlap on different overlays. Figures 9-9 and 9-10 below
illustrate a two color form printed with and without cutouts.



Total|lll

abc forms

Total

First color

Fig. 9-9
Form with cutouts

Second color

HE

abc forms

Total

First color

Fig. 9-10

Form without cutouts

Second color

To use the cutouts feature, click the Cutouts check box on the Print Job
dialog when you print your form.
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This chapter describes printing with Informed Designer. Y ou can print
your forms on any printer that works with a Macintosh computer. These
include Appl€e' s ImageWriter and LaserWriter printers, aswell as other
PostScript compatible printers such as Linotronic and Varityper image-
setters. Y ou select a printer using the Chooser desk accessory from the
Apple menu. For instructions on using the Chooser desk accessory, please
consult your Macintosh Owner’s Guide.

To print your form, choose the Print command in the File menu. The Print
Job dialog will appear.

Laserllriter “LaserWriter 11g” 712 ﬁ Print ]ﬂ
Eupies:lil Pages: @ ANl ) From: To: I:I Standard

Cover Page: @ No () First Page ) Last Page print
Paper Source: @ Paper Cassette ) Manual Feed options
Print: @ Black & White ) Color/Grayscale

Destination: @ Printer ) PostScript® File

Print Options: [] Print Grid [ Print Guides [ Print Cells

[IM™anual Tile []Crop Marks []Registration Marks Info_rmed
Designer
[ spot Color Overlays [Jistouts oo namas print options

[ #iste Layaut [ Hige Baln

Fig. 10-1
Print Job dialog

The top portion of the Print Job dialog controls standard printing options
such as the number of copies, the range of pages to print, and the paper
feed choices. These options vary depending on which printer you're
using. Please consult your printer’s manual for more information.

The lower portion of the Print Job dialog controls printing options
specific to Informed Designer. Depending on which mode you'rein
(design mode or test mode), Informed Designer will offer different
printing options. These options are described later in this chapter.

After you select your printing options, click OK to print your form.
Informed Designer will display the Print Progress dialog:

Chapter 10: Printing forms



[1Print Grid
[1Print Guides
[1Print Cells

Printin age 1 ...
9 pog

Fig. 10-2
Print progress dialog

Y ou can cancel printing at any time by clicking the Cancel button or by
pressing the Command-Period (.) keystroke combination.

Printing from design mode

In design mode, al of the print options except ‘Hide Layout’ and ‘ Hide
Data’ are enabled.

Y ou can print the grid, the guide lines, and the cells by clicking any of the
corresponding check boxes on the Print Job dialog. When you print your
form, Informed Designer will overlay the grid and the guide lines as they
appear in the drawing window on your screen. If you choose the ‘ Print
Cells' option, the name and tab position of each cell will appear in the
fields and tables on your form.

Tiling

When aform’s drawing areais larger than the selected paper size,
Informed Designer will tile the form onto multiple sheets of paper. For
example, suppose that you're printing atabloid size form (11" by 17") on
standard US letter sheets (8.5" by 11"). Informed Designer will produce
four sheets of paper for each copy of the form that you print. This process
isillustrated below.
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Printing

If you have not registered your copy of Informed Designer, an "Informed" watermark will be printed on each form. Once you register and enter your serial number, the watermark will no longer appear.


Tabloid drawing area
(117 by 177)

Four 8.5” by 11” sheets

Fig. 10-3

Printing a tabloid sized form on US letter sheets

When you set up your form’s drawing area, Informed Designer indicates
how tiling will occur by drawing gray ‘page break’ indicators on the
Drawing Setup dialog. Page break indicators also appear on the drawing
window. See Page size for more information.

] Manual Tile If you select the manual tile print option, Informed Designer will print a
single sheet containing the area of your form that’s immediately below
and to the right of the zero point (the zero point is the position where the
zero mark on the horizontal and vertical rulersintersect). For forms that
are larger than the selected paper size, the manual tile option allows you
to print a particular area of your form without having to print the entire
form on multiple sheets.

To use the manual tile option, position the zero point just above and to the
|eft of the area on your form that you want to print. When you choose the
Print command, click the ‘Manual Tile' check box on the Print Job
dialog. Figure 10-4 illustrates manual tiling.
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Fig. 10-4

Manual tiling

If you printed the form above without the manual tile option, Informed
Designer would print four sheets instead of one. For information about
changing the zero point, see Ruler zero point.

Crop marks

When acommercial printer prints your form, the size of the paper stock
used is often larger than the size of the form itself. To indicate where to
trim a printed form, crop marks are printed at each corner.

| ¢ |
Crop marks — —
ABC Company
\ \ \ )
& &
o _| Black 4 o
Fig. 10-5
Crop Marks
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[] Crop Marks

[]1Spot Color Overlays

[] Color Names

[]Cutouts

[]Registration Marks

Informed Designer can print crop marks for you automatically. Simply
click the ‘Crop Marks' check box on the Print Job dialog.

Since crop marks appear outside the edge of aform, you must allow
enough space between the drawing area and the page edge when you
setup your form. Otherwise, crop marks won't print. For more informa-
tion, see Allowing for crop marks, registration marks, and color names.

Spot color overlays

Chapter 9 describes Informed Designer’s color capabilities. Y ou can print
acolor form on ablack & white or color printer, or you can print spot
color overlaysto prepare your form for commercial printing. Spot color
refersto the printing process where a separate overlay is provided for
each different color on aform. See Spot color for a complete description
of spot color and the printing process.

If you check the * Spot Color Overlays check box on the Print Job dialog,
Informed Designer will print a separate overlay for each color on your
form. Y ou can include the name of each color below the bottom edge of
each overlay by checking the ‘ Color Names' check box.

On your form, differently colored objects appear on separate color
overlays. If you check the Cutouts check box, Informed Designer will
‘cut out’ overlapping objects that are colored differently. See Cutouts for
more information.

It simportant that each color overlay is aligned precisely with the others
to ensure that all colors are positioned accurately. Color overlays are
aligned using registration marks—the circular symbols positioned at
exactly the same place on each overlay. If you check the ‘ Registration
Marks' check box, Informed Designer will print registration marks at the
middle of each edge of your printed form.
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[] Hide Layout

Note

Printing from test mode

Asyou design aform, you can test its cal cul ations, formatting options,
and intelligent features with Informed Designer’s test mode. Y ou can
enter cell values to make sure that you’ ve selected the correct type
attributes. Y ou can also print a completed form, allowing you to see how
your form looks when a person prints it with Informed Manager.

Two options are associated with printing aform in test mode (they’re also
available when you' re using Informed Manager). For printing onto
preprinted forms, Informed Designer allows you to hide your form’s
layout. The term layout refers to the graphic attributes of aform (i.e., the
lines, boxes, headings, and labels on a blank form). If you check the
‘Hide Layout’ check box, only the information in each cell will be
printed.

Fig. 10-6
Sample form with layout and data (left), and with layout hidden (right).

Even if you hide the layout, you can still print certain objects on your
form. For any selected object (in design mode), if you check ‘Print
always’ on the Object dialog (from the Settings menu), Informed
Designer will always print that object, regardless of whether you
hide the form’s layout or not. This is useful, for example, if you’d like
to print a logo on a preprinted form. See Objects and printing for
more information.

If you check the ‘Hide Data’ check box, Informed Designer will print
only your form’slayout. Use this option to print a blank copy of your
form.

For a complete description of Informed Designer’s test mode, see Testing
your form.
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Fractional character widths

On occasion, the inaccuracies between the resolution of the Macintosh
screen and PostScript laser printers will result in inconsistent type
spacing. Thisinconsistency is often more noticeable with larger, bolded
type faces where the spacing between words may appear too coarse. You
can correct this problem by selecting the ‘ Fractional character widths'
option from the Preferences dialog. Informed Designer will then adjust
the spacing of text on the screen and on the printed form. Y ou should use
this option only if you' re printing on a PostScript printer.

To display the Preferences dialog, choose Preferences from the Edit
menu:

Preferences

[ pisplay form in blask and white (faster with less memory )

Do pes foreswaieps Dopene Seaber wndn Butresed Mamogn T

F‘Fractiona] character widths

[ Cancel ][[ oK ]]

Fig. 10-7
Fractional character widths

For information on the other options on this dialog, please see Faster
scrolling in chapter 4.
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With electronic mail, or e-mail, systems becoming more and more
common, applications are starting to take advantage of this enabling
technology. Rather than physically moving information from one person
to another or relying on floppy disks or file serversto do so, users can
now mail information electronically over a network.

An electronic mail system provides avariety of servicesfor sending and
receiving information electronically, making it an effective tool for
moving information throughout an organization. Although this capability
ismost valuable for routing completed forms for approval purposes
(using Informed Manager), the occasional need to send aform design to
another colleague makes e-mail a useful tool for forms designers as well.

In this chapter you'll learn how to send and receive forms with Informed
Designer. You'll also learn how to pre-configure a form so that address-
ing and sending completed forms for routing purposes using Informed
Manager is easier. The commands described in this chapter are those
available in the Mail submenu found in Informed Designer’s File menu.

| Fiic

mighig R
T i
iinse R EE
R EEE =L
Bawa fe.,,
Bat Fasmupards ...
Send... — Sends a form
Open... — Opens a mailed form
Rt T4 S i
Mail Options... | — Sets Informed Manager
Page Safup.. mail options
Srausing Satup..
Frint,.. L
HH CHEE:
Fig. 11-1

File menu and mail commands

The remaining sections of this chapter assume that you’ re familiar with
the electronic mail system used in your organization. Y ou should also be
familiar with the content of form documents and Informed Designer’s
Save and Save As commands. See chapter 1, Manipulating documents,
for more information.
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A mail enabled application

Most e-mail systems allow you to include files when you send memos
and messages. It' s this capability that makes it possible for you to send
form documents to other individuals. A mail enabled application isan
application that provides you with direct access to e-mail services from
within the application’s environment. A mail enabled application, there-
fore, makesit very convenient for you to send and receive forms without
having to leave the application.

Informed Designer isamail enabled application. It can interact with the
electronic mail systems listed below.

O Apple Computer’s PowerTalkd v1.0

O Microsoft Mail v3.0 or later

O CE Software’s QuickMail v2.5 or later.

Informed Designer interacts with an electronic mail system by communi-
cating with an Informed mail extension. A mail extension is afile that

contains the software which interfaces directly with the specific electronic
malil system.

sent to recipient
by e-mail

Fig. 11-2
Informed Designer and mail extensions
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New mail systems

In addition to the mail systems listed in this chapter, Informed now supports mailing forms with Eudora and cc:Mail. For more information  on how mailing forms has changed in version 1.4.3,  see the 1.4.3 Addendum.
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Note

By using mail extensions we're able to insulate Informed Designer from
the complexities of different e-mail systems. This allows us to introduce
support for new or different e-mail systems by simply developing new
mail extensions, therefore eliminating the need to release new versions of
Informed Designer. In fact, it'slikely that by the time you read this,
additional mail extensions will have been made available for mail ena-
bling Informed products with other electronic mail systems.

In addition to electronic mail services, PowerTalk also provides
support for digital signatures. Installation of the Informed

PowerTalkO mail extension enables PowerTalk’s e-mail services only.
To enable PowerTalk’s digital signature support, you must install the
DigiSignO signature extension.

It'simportant that you install only the Informed mail extension for the
electronic mail system used in your organization. For more information
about extensions and the correct installation procedures, please see your
Informed Extensions manual.

Menus and commands

Access to e-mail servicesis provided through the commandsin the Mail
submenu of Informed Designer’s File menu.

CMail ) T

Open...

Mail Options...

Fig. 11-3
Mail commands

To send forms you use the Send command. Receiving forms, however,
works differently depending on which e-mail system you're using. For
example, if you're using Apple's PowerTalk, you access mail directly
from your mailbox’s In Tray. With Microsoft Mail you can access mail
from within Informed Designer using the Open command in the Mail
submenu. Reading mail using QuickMail requires the use of the
QuickMail desk accessory.
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Purchaze Order

The Open command is present in the Mail submenu only if you're using
Microsoft Mail or another e-mail system that allows opening mail from
within applications.

Mail formats

When you send a form with Informed Designer, you can choose one of
several different data formats to use. Informed Designer supports three
different formats: Layout only, Layout & data, and Letter. The format
that you choose depends on who you’ re sending the form to and how. The
Letter format is available only if you're using the PowerTalk e-mail
system.

Asitsname implies, the ‘Layout & data’ format includes both the data of
the form and its layout. When you select this option, Informed Designer
sends the entire form document including all completed forms. For more
information about the content of form documents, please see chapter 1,
Mani pulating documents.

The ‘Layout only’ dataformat is similar to the Layout & data option
except the data for the complete formsin the document is omitted. Use
this option when you want to send the form’s design only.

The Letter format is a special format that’s available only if you're using
PowerTalk. A letter document is a document that applications such as
AppleMail can open. Informed Designer cannot open |etter documents.

When you send aform as aletter, the actual content of the letter isan
image of the form. Y ou should use the L etter format if you' re not sure
whether or not the person you' re sending aform to has Informed De-
signer. The recipient can open and view the form with AppleMail. You
should also use the Letter format if the form you’ re sending will be
delivered to the recipient via an imaging device such as afax machine or
aprinter.

For more information about letter documents and the AppleMail applica-
tion, please see your Power Talk User’s Guide.
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Sending forms

With aform document open, the Send command is available in the Mail
submenu. To send the form to another user, choose the Send command.

Informed Designer examines your Informed Extensions folder to deter-
mine which mail extension you've installed and invokes that extension to
send the form. If Informed Designer finds more than one mail extension
in your Informed Extensions folder, you'll be asked to select which e-
mail system you'd like to use to send the form.

Send

Send using: | Microsoft Mail |

[ Cancel ][[ 0K ]]

Fig. 11-4

Selecting a mail extension

Normally the above dialog will be avoided because your Informed
Extensions folder should contain only one mail extension which corre-
sponds to the electronic mail system that you use.

You'll then be asked to address the form and specify various send
parameters. These parameters and the appearance of the addressing dialog
vary for each different e-mail system.

Sending with PowerTalk

If you're using PowerTalk, after choosing the Send command you' Il see
the PowerTalk addressing dialog. Y ou use this dialog to select the
recipients of the form, choose the appropriate data format, specify the
form’s subject, and change the identity of the sender.
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For a detailed explanation of letter
documents, please see your
PowerTalk User’s Guide.

Send Mail

Recipients
Albert Johnson = To Guy Larson [0
[ Don Murphy
R Guy Larson
[FFHarry Jones -
FFJohn Campbell
FKaren Johnson
FKathy Dawson ]
= Paul Olsen send: | 1 T 0 |
= Peter Smith end:|__agou” ony hd
23] Sharon Robertson Subject: [Purchase Requisition |

Cancel I Send I

[ Change Sender... ]

Fig. 11-5

PowerTalk addressing dialog

The leftmost scrolling list is your window into catalog information. The
catalog contains users to which you can send mail. Y ou can browse
through server-based catalogs or personal catal ogs to find particular
users. To address the form, select auser in acatalog and click the ‘' To’
button. To send a carbon copy, click ‘CC’ instead. The user’s name will
appear in thelist of recipients. To remove a user from the recipientslist,
select the user in that list, then click Remove.

With PowerTalk, you can send an actual form document or aletter
containing an image of the form. To send aform document, choose either
of the ‘Layout only’ or ‘Layout & data’ settings from the ‘ Send:’ pop-up
menu. These format options are described earlier in Mail formats. Y ou
should send aform document only if you' re sure that the person receiving
the form has Informed Designer.

Select the Letter setting to send aletter. The ability to send aform asa
letter means that you can send forms to users who do not have Informed
Designer. The recipient of aletter can open and view the form using
AppleMail. Also, be sure to use the Letter option if you know that the
form will be delivered via an imaging device such as afax machine or a
printer.

Sending forms 11-7



11-8

Each form that you send using PowerTalk also has a subject. Informed
Designer automatically enters the form’s name as the subject for you.
You can changeit if you like.

The Change Sender option allows you to send aform using your identity
on another person’s computer. When you click Change Sender a dialog
appears asking for your PowerShare account information. Y ou use the
dialog to locate your PowerShare catalog and enter your name and
password. Once you have entered your account information, you can mail
the form to the recipient.

When you change the sender information you are not interfering with the
Power Share account of the person whose computer you're using. Y our
sender identity isvalid only for the specific form.

After addressing the form and specifying the format options, and subject,
click Send on the addressing dialog. Informed Designer will send the
form. To cancel the Send command, click Cancel instead.

Sending with Microsoft Malil

If you're using Microsoft Mail, when you choose the Send command
you'll be prompted to select whether you would like to send the form’s
layout only or include the data as well.

Send .

send: [ Layout only |

[ Cancel ][[ 0K ]]

Fig. 11-6
Selecting the data format

Select the Layout only option to send the form’ s layout only. To include
the completed forms contained in the document (if any), choose the
Layout & data option instead. For a description of these formats, please
see Mail formats earlier in this chapter. After selecting the format option,
click OK to continue. To cancel the Send command, click Cancel instead.

You'll then see the Microsoft Mail send dialog. Y ou use this dialog to
select the recipients of the form, enter acomment, and enclose any
additional files with the form.
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For changes to the Microsoft Mail Send dialog, see the 1.4.3 Addendum.


. ats oot -
Te: — Subject: Sang
F'I_H'E:f'liElE;E Order
Cancel
P-: Address Enc'lc-sure:
6 Furchase Order
|47
A

Fig. 11-7

Microsoft Mail send dialog

Chapter 5 of your Microsoft Mail User’s Guide describes how you
address mail. Depending on your Microsoft Mail preferences, you'll
either choose a person from the list on the dialog shown above, or you'll
click the Address button and select a person from the Address dialog.

Y ou can send the form to one person or to as many people as you like.
Please refer to your Microsoft Mail User’s Guide for more information.

The subject of the form isfilled in by Informed Designer. Y ou can
changeit if you like. Y ou can also enter acomment in the large scrolling
area on the send dialog.

Once you’ ve addressed the form and specified the subject and comment

(optional), click Send on the send dialog. Informed Designer will send the
form. To cancel the Send command, click Cancel instead.
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Pre-addressing with Microsoft Mail

Mail options, on page 11-12, describes how to pre-address a form so that
the Informed Manager user doesn’t have to manually address the form if
he or she always sends it to the same person. When you choose to pre-
address aform using Microsoft Mail, the Pre-address Microsoft Mail
dialog appears. Thisdialog is different from the standard Microsoft Mail
dialog that you see when sending forms:

Pre-address Microsoft Mail

| Rddress Book w| Recipients
Albert Johnson = To Guy Larson@@ [0
Don Murphy
Guy Larson
Harry Jones = BCC %
John Campbell
Karen Johnson Farnans |
Paul Olsen
Sharon Robertson Send:| Current form |
Tom Ward Send as:| Informed Interchange w|
Subject: |Purchase Order |

Cancel 114

Fig. 11-8

Pre-addressing Microsoft Mail

Y ou use this dialog to pre-address a single form, or a collection of forms.
The information you enter into this dialog is the same as described above
for sending mail. Y ou select the recipient(s) of the form, choose the
format, and you can specify the form’s subject.

The pop-up menu, above the left scrolling list, offers three different lists
from which you can pick the recipients of your mail. They are Address
Book, Local Users, and All Users. Address Book displays a personalized
list of the user and group names you’ ve added to the Address Book. Local
Users displays only the users on your mail server. All Users displays all
users on all the mail servers connected to your network.

To pre-address aform, select arecipient from the list, then click

‘»To»', "»CC»', or ‘*» BCC »". Clicking ‘» CC »’ or *» BCC »’, sends a
carbon copy or ablind carbon copy to the selected recipient. Y ou can add
as many users asyou like to the Recipientslist. To remove a user from
the Recipients list, select the user’s name from the list, then click Re-
move.
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You can also select a user by
typing the first letter of the sur-
name, or by pressing the up or
down arrow keys. Before typing,
be sure to select the list first.
Pressing the Tab key will move the
selection between the Names and
Recipients lists and the Comments
text entry box. Double-clicking a
user in the Names list adds that
user to the Recipients list. Double-
clicking a user in the Recipients list
removes that user from the
Recipients list.

Once you have pre-addressed the form, click OK. The Mail Options
dialog appears. Choose the confirmation option and click OK. The form
is now pre-addressed. For information about the Mail Options command,
please see Mail optionslater on in this chapter.

Sending with QuickMaiil

If you're using QuickMail, after choosing the Send command you'll see
the QuickMail addressing dialog. Y ou use this dialog to select the
recipients of the form, choose the appropriate data format, and enter a
comment.

Send Mail
Address Book: | Main |
Mames Recipients
[JAlbert Johnson »To » | (3 Guy Larson |3
(JDon Murphy
[JGuy Larson
[JHarry Jones

BCC
(AJohn Campbell
@karen Johnson |
@Paul DIsen i
[35%haron Robertson
Tom Ward Send: | Layout only v|
Comment: |Pur-::hase Requisition |

Cancel l Send l

Fig. 11-9

QuickMail addressing dialog

QuickMail allows you to create multiple address books in order to better
organize large lists of users. On the addressing dialog, you select an
address book by choosing its name in the * Address Book:’ pop-up menu.
The users in the address book will appear in the Names scrolling list.

To address the form, select a user from the Names list, then click
‘»To»",'» CC»',or*»BCC »'. Clicking ‘» CC » or ‘» BCC »',
respectively, sends a carbon copy or blind carbon copy to the selected
recipient. Y ou can add as many users as you like to the Recipientslist. To
remove a user from the Recipients list, select the user’s namein that list,
then click Remove.
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Select the appropriate data format from the ‘ Send:’ pop-up menu. The
available data formats are described in Mail formats earlier in this
chapter. Y ou can enter acomment in the text entry box provided.

After addressing the form and specifying the other send parameters, click
Send to send the form. To cancel the Send command, click Cancel
instead.

Mail options

Informed Designer allows you to select different mail optionsto pre-
configure aform for use with Informed Manager. In situations where you
know in advance where the Informed Manager user will be sending
completed forms, you can pre-address the form yourself. For example, in
small organizations or departments, accounting forms such as purchase
requisitions or time cards often travel directly to a specific individual in
accounting.

Choose the Mail Options command from the Mail submenu to display the
Mail Options dialog for the currently active form.

Mail Options

“when rmailing forms with Inforrmed Manager :

@ Address manually
) Pre-address using: | PowerTalk™ "I

Frgud

[ Cancel ][[ 1] 4 ]]

Fig. 11-10

Mail Options dialog

If you select the *address manually’ option, each time a completed formis
sent using Informed Manager, the user will have to manually address the
form. To pre-address the form, select the pre-address option instead.
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Note

You can reverse the effect of the
confirmation option by holding
down the Option key when
choosing the Send command.

W) Pre-address uzing | PowerTalk™ -

Address M HNo address specified

@ User confirms address before sending

i et Beiterthately w i e oaahon

|:| Inforrmed Manager users cannot change mail options
Fig. 11-11
Pre-addressing the form
Select the e-mail system with which forms will be sent by choosing its
name from the ‘ pre-address using:’ pop-up menu. Normally this pop-up
menu will contain only one entry which corresponds to the e-mail system
you use.

Next, click Address. Informed Designer will invoke the selected mail
extension to prompt you for the necessary addressing information. The
specific addressing parameters and the appearance of the addressing
dialog vary depending on which e-mail system you're using.

Some mail extensions do not support pre-addressing. If the selected
mail extension does not support pre-addressing, you’ll see a mes-
sage indicating so when you click the Address button.

The settings and recipients that you select will be stored with the form.
These settings will be selected automatically by Informed Manager each
time the user chooses the Send command. For an explanation of the send
parameters and addressing dial og, please see chapter 7 of your Informed
Manager Reference manual.

The confirmation options below the Address button determine whether or
not Informed Manager will display the addressing dialog each time the
user sends a completed form. If you choose the *User confirms address
before sending’ option, Informed Manager will display the addressing
dialog with the pre-addressed settings selected each time aform is sent.
This gives the user a chance to confirm or override these settings before
sending the form. If you choose the ‘ Form sent immediately without
confirmation’ option instead, Informed Manager will send the form
immediately without requesting confirmation.

Asthe form designer, you have the option of locking the mail options so

that the Informed Manager user can’t change them. This feature is useful
in situations where it is very important that the user always send formsto
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Order processor’s name
goes here. Cell’s name
is ‘Mail Send To’.

aparticular user or address. To lock the mail options, select the ‘ Informed
Manager users cannot change mail options’ check box. With this option
selected, the Mail Options command will be unavailable to the Informed
Manager user.

After selecting your send options, click OK on the Mail Options dialog.
The settings will be saved in the form document. To cancel the Mail
Options command, click Cancel instead.

Addressing on the form

Informed Manager also supports automatic addressing if the completed
form itself contains the required addressing information. If the name of
the person to which a completed form is being sent appearsin acell on
the form, Informed Manager can use this information to automatically
address the form so that the user doesn’t have to.

For example, consider an order form that’ s filled out by various telephone
sales reps and mailed directly to one of five different order processing
people. By entering the name of the order processing person on the form
itself, Informed Manager can automatically address the form when the
user chooses to send it. Figure 11-12 shows what this order form might
look like.

ABC Company Inc. Sold To Ship To
12345 - 123 Street
New York, New York
47736

Order Number: Part| Qty | Description Price Amount

Order Processor:

Shipping
Order Form Total

Fig. 11-12

Sample order form

Whenever the user mails a single form, Informed Manager looks for a cell
named ‘Mail Send To'. If such acell exists, the form is automatically
addressed to the name in that cell. For example, if you fill out an order
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File menu
Mail submenu

Note

form and enter ‘ John Smith’ as the order processor, Informed Manager
will automatically address the form to ‘ John Smith’. If John Smith is not
avalid mail user, the form will be |eft unaddressed.

Addressing on the form does not work with all e-mail systems. For
example, PowerTalk requires that a name include the full catalog
path name as well as other catalog parameters. You cannot simply
enter the user’s name alone.

If you pre-address aform (see Mail options) and, at the same time,
configure acell for addressing on the form, Informed Manager will
automatically address the form to both the ‘ pre-addressed’ user (or users)
aswell asthe address entered on the form.

Opening mailed forms

When someone sends you aform, your electronic mail system will notify
you that mail has arrived. Each electronic mail system offersits own
notification options ranging from simple audible tones, to more visua
methods of notification such as the display of a dialog or window.

The way that you open amailed form varies depending on which e-mail
system you use and the format with which the form was sent. Some e-
mail systems allow you to open mail directly from within an application
whereas others require that you use the e-mail system itself to extract the
mailed item before opening it.

Using Informed Designer’s Open command

If your e-mail system supports opening mail from within other applica-
tions, you can do so with Informed Designer by choosing the Open
command from the Mail submenu.

When you choose the Open command, Informed Designer examines the
contents of your Informed Extensions folder to determine which mail
extension you've installed. If only one mail extension isfound, Informed
Designer will automatically invoke that extension to open the mail. If two
or more mail extensions are found, you'll be asked to select one.
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Open Mail

Open using: | Microsoft Mail "’I

[ Cancel ][[ 0K ]]

Fig. 11-13
Selecting a mail extension

Normally the dialog shown above will be avoided because your Informed
Extensions folder should contain only one mail extension corresponding
to the electronic mail system that you use. If you' ve installed more than
one mail extension, select the desired e-mail system from the pop-up
menu, then click OK. Clicking Cancel will cancel the Open command.

After clicking OK, the selected mail extension isinvoked to open a
mailed form. Like addressing forms, the method for selecting and open-
ing mailed forms varies depending on which electronic mail system you
use. The details about how thisis done using the different electronic mail
systems are provided in the next few sections of this chapter.

When you select aform to open, Informed Designer will openit intoits
own form window. When you later close the form, you'll be asked if
you'd like to save the document.

f Sare changes to “Purchase Order”?

Fig. 11-14

Save form prompt

Clicking Cancel cancels the Close command. If you click Don’t Save, the
form will be closed without saving it on your hard disk. Any changes that
you’' ve made since opening the mailed form will be lost. The original
unchanged form will remain in your e-mail’s mailbox. If you click Save
to save the document, you'll be asked to specify where you'd like to store
the form on your hard disk.
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Purchase Order ( cancel ]

Fig. 11-15

Standard Save dialog

Use the various controls to find and open the disk or folder in which
you'd like to store the form. Change the name if you like, then click Save
to save the form.

Opening mailed forms manually

For e-mail systems, such as QuickMail, that do not allow other applica-
tionsto open mail directly, mailed forms must be opened manually. This
is done by first copying the enclosed form document from the mail
message to your hard disk, then opening the document the way you
normally would. For information about copying enclosed files from mail
messages, please refer to the user guide that came with your electronic
mail system.

Opening forms mailed with PowerTalk

With PowerTalk, mail sent to you arrives and appears in your mailbox’s
In Tray. Your In Tray, in many ways, is similar to afolder on your hard
disk. Items that appear in your In Tray correspond to actual documents
that can be manipulated like other documents. Y ou can click and drag
items to copy them to other places or to move them to the Trash. You can
double-click an item to open it.
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Depending on which format options the sender chose, amailed form will
arrive as one of the following:

0 aform document

FPurchase Order

0 aletter document containing an image of the form

Furchase Order

The following sections explain how to open forms that are mailed to you
in each of the two different formats listed above.

Form documents

A form document contains the form’s data along with its layout. When
you open aform document with Informed Designer, the form appearsin
its own form window. Y ou can open aform document from your In Tray
by simply double-clicking itsicon.

Information that resides in your In Tray cannot be changed and saved
back inyour In Tray. Asaresult, if you open and change aform docu-
ment from within your In Tray, when you close the document you' Il be
asked if you'd like to save the changes made.

f Sare changes to “Purchase Order”?

Fig. 11-16
Save changes prompt

To save changes, click Save. On the Save dialog, specify the location to
store the document and a name with which to call it.
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Fig. 11-17
Save dialog

The copy that you save on your hard disk will contain the changes you
made since opening the form, whereas the original will remain unchanged
inyour In Tray.

Letter documents

With PowerTalk, the sender of aform can chooseto send aformsasa
letter. A letter document is a special type of document that applications
such as AppleMail can open and read. Although Informed Designer can
create |etter documents, it cannot open them.

The advantage of sending aform as aletter isthat the person receiving
the form doesn’'t require Informed Designer to open it. When you double-
click aletter document, your Macintosh will run AppleMail, open the
document, then display an image of the form.
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[+ From Karen Johnzon Subject Purchasze Order
e als
i 12345 - 123 Street
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PURCHASE ORDER FORM

Ship To:

Recipient Mame hdail Stop Order Date

Dre partment ChargetaDept # [Office Name Oiffice Murnber

&

Fig. 11-18
Letter document containing an image of a form

Unlike formsthat are sent as form documents, the image of aformina
letter document cannot be edited.

Opening forms mailed with Microsoft Mail

With Microsoft Mail, you can open mailed forms either manually, or
directly from within Informed Designer. See Opening mailed forms
manually and Using Informed Designer’s Open command earlier in this
chapter for more information.

To open amailed form from within Informed Designer, choose the Open
command from the Mail submenu. Informed Designer will display alist
of al mail itemsthat contain a form document.
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Fraom Subject Received

1] John Smith utchase Order Mon Jul 5 1055 A S
<41l Karen Johnson Ernployee Review Fri Jul 2 3:12PM

T
TS Mailbox e
[0 =aved Messages —
[ ‘Wastebasket 4

[ open ]| [Comments] [ Delete ] [ Cancel ]

Fig. 11-19

List of mailed forms

Select the item that you want to open by clicking it in the list, then click
Open or press Return. Informed Designer will open and read the enclosed
form document. The form will appear in its own form window. Informed
Designer will then display the comments associated with the form.

S[[=———="Purchase 0Order El
From: John Smith an Wed, Mar 24, 1993 1:35 PM ﬁ
Subject: Mew Order Form Tayout
To: Sandy Parker
File(s): Purchase Order

Hi Sandy,
Flease check over the new order form layout. Thanks!

Jahn

<l

Fig. 11-20
Form comments

To close the comments window, click its close box. When you close the
form, you'll be asked if you'd like to save the form. Y ou save the formin
the normal way.
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Opening forms mailed with QuickMail

Due to restrictions in the programming tools provided by CE Software,
the ability to open mail from within an application is not available for
QuickMail users. Therefore, forms mailed to you using QuickMail must
be opened manually. For information about opening forms manually,
please see Using Informed Designer’s Open command earlier in this
chapter.
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Default settings



As described in chapter 6, Changing an object’ s appearance, Informed
Designer remembers the default settings for each of the drawing tools. A
default setting is a setting that’ s automatically selected for new objects.
For more information, see Changing default settings.

When you create a new document, Informed Designer automatically
selects a standard set of default settings for each drawing tool. These
settings are listed in Table A-1. If you want to store your own set of
default settings, use stationery documents. See Informed documentsfor
more information.

Table A-1
Default settings

Tool Attribute Default setting
Text font Helvetica
font size 10
type style plain
alignment left
leading auto
color black
Line line width 1 point
pen shade 100%
line style plain
color black
Rectangle linewidth 1 point
pen shade 100%
fill shade 0%
line style plain
corners square
color black
Oval line width 1 point
pen shade 100%
fill shade 0%
color black
Arc line width 1 point
pen shade 100%
fill shade none
color black
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Table A - 1 (continued)
Default settings

Tool Attribute Default setting
Polygon line width 1 point
pen shade 100%
fill shade 0%
color black
Field title font Helvetica
title font size 10
title type style plain
title alignment horizontal center
title alignment vertical center
title leading auto
cell font Helvetica
cell font size 10
cell type style plain
cell alignment horizontal left
cell aignment vertical top
cell leading auto
pen shade 100%
fill shade 0%
line width 1 point
line style plain
title on
title position top
corners sguare
cell type character (no options)
color black
Table title font Helvetica
title font size 10
title type style plain
title alignment horizontal center
title alignment vertical center
title leading auto
cell font Helvetica
cell font size 10
cell type style plain
cell alignment horizontal left
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Table A - 1 (continued)
Default settings

Tool

Attribute

Default setting

Appendix A: Default settings

cell alignment vertical
cell leading
pen shade
fill shade
line width
line style
title

column titles
corners

cell type
color

top
auto
100%
0%

1 point
plain
on

on
square
character (no options)
black
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To use many of Informed Designer’s object manipulation commands,
you're often requested to enter measurements for parameters such as the
size or position of an object. For example, when you duplicate objects
using the Replicate command, you specify the distance between each
duplicate by typing measurementsin the Offset text entry boxes on the
Replicate dialog.

Replicate

Murnbet of duplicates _l
E Offsetby ++ [ozs00 | flozson | inches

[ Cancel ][[ 114 ]]

Fig.B-1

Replicate dialog

Informed Designer makes it easy to enter measurements. Although
measurements are displayed using your choice of ruler units, you can
enter ameasurement in any units you like. Y ou can also type fractional
valuessuch as‘1/2' or ‘3/8. The remaining sections of this appendix
describe these features of Informed Designer.

Accuracy

When you draw a form with Informed Designer, you can size and posi-
tion objects with a maximum precision of 1/1152nds of an inch. Measure-
ments are displayed using four decimal places of precision. The ‘Drawing
accuracy’ setting on the Grid Options dialog lets you change the maxi-
mum precision (see Drawing accuracy in chapter 4 for more informa-
tion).

Whenever you enter a measurement, Informed Designer rounds the value
to the closest multiple of the current drawing accuracy setting. For
example, if the drawing accuracy is set to 1/1152 dpi (dots per inch) and
you type the value 1.0010, Informed Designer will round the value to
1.0009. Thisis because 1.0009 is the closest multiple of 1/1152.
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Measurement units

Informed Designer displays measurements using your choice of ruler
units. For example, if you've set the rulersto display picas, all measure-
ments will display in picas. Y ou can change the ruler units by selecting a
different setting on the Ruler Options dialog. For more information about
ruler options, please see Rulersin chapter 4.

When you enter a measurement, you can specify the unit of measure by
appending an abbreviated suffix to the value you type. For example, if the
current ruler unit setting is inches and you want to enter avaluein points,
simply append a space and the letters ‘pt’ to the numeric value that you
type. Informed Designer will automatically convert the value to inches
when you press the Tab key.

inches

Fig.B-2
Entering 12 points

The complete list of unit abbreviationsis shown below in Table B - 1.

TableB -1
Unit abbreviations

Unit Abbreviation
inches in
centimeters cm

picas pc

points pt

Entering fractions

Although fractional numbers are displayed in floating point form (1.5, for
example), you can also enter fractions by typing the numerator and
denominator separated by the slash symbol (/). For example, instead of
typing ‘5.375', you could aso enter ‘5 3/8'. Informed Designer will
automatically convert the value to its decimal form when you pressthe
Tab key.
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Fig.B-3
Entering a fractional number
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Appendix C
Shortcuts



This section contains alist of shortcuts and hidden features. These
include features that don’t appear in menus or dialog boxes.

Table C-1
Shortcuts
Category Key/Feature Description
Startup hold down the Option key opens adocument during startup
Tool palette Escape/reverse quote (7) key toggles between Pointer tool and drawing tool
Option key selects Pointer tool while pressed
Tab key selects Text tool and first selected text object or title
Pointer tool double-click tool deselects all objects
Shift-click object selects multiple objects
Command-click object selects object behind
Option-click forces selection rectangle
selects objects completely enclosed
Option-Command-click forces selection rectangle
selects intersecting objects
click & drag drags outline of object(s) with pointer
click, pause & drag drags object detail with pointer
double-click text object Type command
double-click line object Paint command
double-click rectangle object Paint command
double-click oval object Paint command
double-click arc object Paint command
double-click field object Field command
double-click table object Table command
Shift-resize constrains horizontally, vertically, proportionally, or
diagonally at 45, 135, 225, or 315 degrees
Text tool double-click tool default type settings
Shift-draw constrains dimensions to square
Tab key selectsfirst text object or title
Enter key completes text editing
Option-Enter key completes text editing and adjusts object width to fit
text
Option key selects Pointer tool while pressed
Option-Command-click draws overtop of text
Linetool double-click tool default line settings
Shift-draw constrains horizontally, vertically, or diagonaly at
45, 135, 225, or 315 degrees
Option key selects Pointer tool while pressed
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Table C-1 (continued)

Shortcuts
Category Key/Feature Description
Rectangle tool double-click tool default rectangle settings
Shift-draw constrains to square
Option key selects Pointer tool while pressed
Oval tool double-click tool default oval settings
Shift-draw constrainsto circle
Option key selects Pointer tool while pressed
Arc tool double-click tool default arc settings
Shift-draw constrains to quarter circle
Option key selects Pointer tool while pressed
Polygon tool double-click tool default polygon settings
Shift-draw constrains edge horizontally, vertically, or diagonally
at 45, 135, 225, or 315 degrees
Option key selects Pointer tool while pressed
Field tool double-click tool default field styles
Shift-draw constrains to square
Option-Command-click draws overtop of afield
double-click title section Type command
double-click cell section Cell command
double-click title divider Paint command
Command-drag bottom edge snaps edgeto ruleline
Option key selects Pointer tool while pressed
Tabletool double-click tool default table styles
Shift-draw constrains to square
Option-Command-click draws overtop of atable
double-click title section Type command

double-click column cell section
double-click title divider
Command-drag bottom edge
click in gray

Command-click in gray
Command-click in column
Command-drag column divider
Command-drag right edge

Cell command

Paint command

snaps edge to row lines

creates new column

creates last column

splits one column into two

moves columns on right

extends right edge without changing width of last
column
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Table C-1 (continued)

Shortcuts
Category Key/Feature Description
Zoom tool click Enlarge command

Option-click
double-click tool

Imported pictures  double-click
Paste command Option-Paste

Changing pages double-click humbered page
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Reduce command
Actual Size command

revertsto original size
positions pasted objects at original location

go to page dialog
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Glossary

active window: The frontmost window on the desktop; the window
where the next action will take place. An active window’ s title bar is
highlighted.

alignment: The orientation of text within a particular area.

annotation: A note that’s attached to aform.

Arctool: Thetool that you use to draw arcs on aform. The arc tool ison
Informed Designer’ stool palette.

arithmetic operators. Operatorsthat calculate mathematical results.

attribute: Refersto the settings that control the appearance and general
look of an object.

auto-incrementing number: A number that is automatically advanced to
the next value each time you create a new form. Use auto-incrementing

numbers to automatically number forms such as statements and invoices.

balloon help: A System 7 feature that displays help messagesin balloons
on your screen.

boolean: A datatype that has a value of true or false.
boolean operators. Operators that test for more than one condition.
Box tool: See Rectangle tool.

calculation: A formulathat a cell usesto obtain itsvalue. Usually a
calculation uses the values of other cellson aform.

cell: Anareaon aform that is used to hold data. Each field contains a
cell, and each column in atable contains acell.

cell type: Refersto the kind of information that a cell can hold. Informed
recognizes eight different cell types:. text, character, number, name, date,

time, boolean, and picture.

character format: A sequence of charactersthat rigidly defines the
length and format of avalid cell value.

check formula: A formulathat verifies the correctness of datain a cell.
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choices palette: The palette that provides alist of common choicesfor a
datacell on aform. You can create alist of choicesfor any cell on aform.

close box: The small, white box on the |eft side of the active window’s
title bar. Click the close box to close the active window.

CMYK: An acronym which stands for Cyan, Magenta, Y ellow, Black.
CMYK isacolor modd that is commonly used in four-color printing.

color chart window: The window that displays al of the colors available
in an Informed document. Use the color chart window to add, remove,
and change the colorsin aform.

comb: A linethat dividesthe cell section of afield. Combsin afield ease
manual entry of data on forms, and make it easy to distinguish the
individual numbers or letters of an entry.

comparison operators. Operators that compare values.

concatenate: To combine two text values into one.

constant: A value that doesn’t change. Y ou use constants in calculation,
default, and check formulas.

constrain: To limit the action or the effect of the Pointer tool, or any of
Informed Designer’s drawing tools. Thisis usually accomplished by

holding down the Shift key while using the tool.

crop mark: The small lines that indicate the page edge of aform. These
marks aid a commercial printer in trimming a printed form.

crosshairs: Seeruler crosshairs.

cutout: The process that prevents overlapping colors from interfering
with each other on spot color overlays.

data type: Seecdll type.
default value: Refersto theinitial value of acell on aform. When you

create a new form, default cell values are entered for you. Y ou specify the
default value of acell using the VVaue command.
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Glossary

default settings: The appearance of new objectsis determined by default
settings. Change the default settings to change what newly created objects
look like.

design mode: Design mode refers to the mode that you’ re in when you
edit the layout of aform. Informed Designer has two modes: design mode
and test mode.

dialog: A box that contains a message. Usually a dialog requests informa-
tion or warns you of a potential error.

digital signature: A digital signature allows you to sign dataon aform.
The signature verifies the integrity of the data. If the datais changed, the
signature isinvalidated.

document name: The name of adocument asit appearsin the title bar of
its drawing window.

drawing area: The areain which you draw and manipulate aform; the
visible working area of aform in the drawing window.

drawing offset: The distance between the edge of the drawing area and
the edge of the physical page.

drawing plane: The plane that an Informed Designer object sitsin. Each
object’ s position in the drawing plane determines the front-to-back
ordering of all objects.

drawing size: The actual size of the drawing area. Y ou change the
drawing size with the Drawing Setup command.

drawing window: The window on your screen that contains the layout of
aform.

EPSF: An acronym for Encapsulated PostScript Format. A type of file
format that contains PostScript information. Use the Import command to
import EPSF files.

electronic mail: An automated system for sending and receiving mail on
acomputer network.

enclosing rectangle: A rectangle that encloses an area, an object, or a set
of objects on aform.



field: A graphic object that is used to hold information. Generaly, afield
consists of atitle section, adividing line, and a cell section where
information is stored.

field tool: Thetool that you use to draw fields on aform. The Field tool
ison Informed Designer’ stool palette.

fill shade: The shade used to draw the interior of an object.

format: Determines the style that a valueis displayed in. For example,
the format of a date determines the ordering and appearance of the day,
month, and year partsin adate value.

form document: A document created with the Informed Designer
application. A form document contains the layout of aform plus a
database of completed forms.

function: A predefined procedure that manipulates information on aform
to produce a new result. Informed Designer supports awide variety of
functions that you can use in calculation, default, and check formulas.
graduate: To blend a shade from one darkness to another.

grid: An array of imaginary lines, separated at regularly spaced intervals
on the drawing area of aform. Y ou use the grid to place and size objects
uniformly on aform.

grid axis: Refersto one or both of the horizontal and vertical grid
directions. With Informed Designer, the grid axisin each direction is
independent of the other.

guidelines: Linesthat helps you align objects on aform.

handles: Small square boxes at each corner of an object’s enclosing
rectangle. An object’ s handles are visible when the object is selected.

help message: A message to someone filling out aform (usualy from the
form designer) that clarifies the information needed in a particular cell on

the form.

hierarchical menu: See submenu.
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HLS: An acronym which stands for Hue, Lightness, Saturation. HLSisa
color model that’s commonly used in graphic design.

home position: Seeruler home position.

i-beam: Thetype of pointer that you use to edit text.

import: To transfer information from a standard format into a Macintosh
application. Y ou can import graphics stored in the PICT, EPSF, Post-

Script, and TIFF formats. Y ou can also import textual information.

index: A pre-sorted list of cell valuesthat Informed Manager maintains
automatically.

information box: The rectangular box at the bottom-left corner of
Informed Designer’ s drawing window. The information box displays the
current view scale of the drawing window, the scaling percentage of a
resize operation, or the progress of atime consuming task.

key: Seeindex.

layout: The design of aform. The organization of graphic objects and
intelligent features on aform.

leading: The amount of vertical space between lines of text. Leading
values are usually measured in points.

Linetool: Thetool that you use to draw lines on aform. The Linetool is
on Informed Designer’ s tool palette.

literal: A formatting character such as adash or parenthesis.

lookup: A link from one form to another which allows aform to ‘lookup’
information in one form from another.

master page: A specia page that holds graphics that are common to all
pages in aform. Use the master page to hold logos, headers, and footer.

multipart page: A page on aform that prints more than once. Pages that
reguire more than one copy are multipart pages. Each numbered pagein a
form can have up to 99 parts.



nudge: To resize or reposition an object by a distance of one pixel on the
screen.

operand: The value that an operator usesto calculate a result.
operator: A symbol that performs an operation between one or two
values. Some types operators include addition (+), subtraction (-), and

multiplication (*).

Oval tool: Thetool that you use to draw circles and ovals on aform. The
Oval tool ison Informed Designer’ s tool palette.

page controls. The controls that you use to change pagesin aform.

page size: The actua size of the page on which aform is printed. The
page size is different from the drawing size.

pen shade: The shade used to draw the frame of an object.

PICT: A graphic format that you can cut and paste between forms and
other Macintosh applications. Y ou can import PICT documents using the
Import command.

Pointer tool: Thetool that you use to select, deselect, reposition, and
resize objects on aform. The Pointer tool is shaped like an arrow. It's
available on Informed Designer’ s tool palette.

Polygon tool: Thetool that you use to draw polygons on aform. The
Polygon tool is on Informed Designer’ stool palette.

PostScript: The page description language supported by many laser
printers and imagesetters. Informed Designer is compatible with Post-
Script printers.

Quick-Tab: A feature that lets you move between sections of aform. Use
the quick-tab feature to bypass the normal tab order of aform.

Rectangle tool: Thetool that you use to draw boxes and rectangles on a
form. The Rectangle tool is on Informed Designer’ s tool palette.

registration marks: The circular marks that a commercial printer uses to
line up spot color overlays.
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RGB: An acronym which stands for Red, Green, Blue. RGB isa color
model which is commonly used with video display technology.

rulers: A drawing aid that helps you measure and align objectson a
form.

ruler crosshairs: Thelight gray linesthat appear on each of the horizon-
tal and vertical rulers. They indicate the position of the mouse and the
position of objects relative to the rulers.

ruler home position: Represents a defined position of the ruler zero
point. Informed Designer allows you to set this position at the top left or
right edge of the drawing or page.

ruler zero point: The intersection of the each zero mark on the horizon-
tal and vertical rulers.

scroll bars: The rectangular bars that appear along the right and bottom
edges of the drawing window. Clicking the scroll bars allows you to view
different areas of aform.

scroll box: The white box in ascroll bar. Click and drag the scroll box to
view different areas of aform.

selection rectangle: A rectangle that you draw with the Pointer tool to
select objects on aform.

sensitivity area: The area around a guide line where the magnetic
attraction is active.

shade: The darkness of the interior of an object on aform. The shadeis
expressed as a percentage between 0 (white) and 100 (black).

sizebox: The size box alows you to change the size of the drawing
window. Resize the drawing window by clicking and dragging the size
box.

snapping: The process of automatically aligning—or ‘ snapping’—
objects to the grid lines or guide lines on aform.



specs palette: The palette that displays the exact position of an object and
the pointer. Y ou can enter exact dimensions to change the size of an
object.

spot color: Refersto the commercia printing process where a separate
overlay is provided for each different color on aform.

spot color overlay: Anindividual color component of aform that’s
printed using the spot color technique.

stacking order: The relative front-to-back ordering of objects on aform.
stationery document: A type of Informed document used to hold
templates or personal preferences. When you open a stationery document,

it opens into a new untitled window.

submenu: A menu contained within an application menu. A submenu
provides additional choices.

tab order: The order that you tab from one cell to the next to fill out a
form. The tab position of each cell on aform determines the tab order.

tab position: The position of a cell within the tab order.
table: A graphic object used to hold information. A table is made up of a
title section and one or more columns. Each column contains an optional

title and a column cell.

Tabletool: Thetool you use to draw tables on aform. The Tabletool is
on Informed Designer’ s tool palette.

test mode: The mode of Informed Designer that you use to test aform. In
test mode you can test the intelligent features of aform.

text entry box: A box on adialog that you type valuesinto.

Text tool: Thetool that you use to draw and edit text objects on aform.
The Text tool ison Informed Designer’stool palette.
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TIFF: Anacronym for Tagged Image File Format. A type of file format
that can be imported into an Informed Designer document. TIFF files
commonly contain scanned images.

tiling: The process of printing alarge form onto multiple sheets of paper.
Tiling occurs when the size of aformislarger than the page size on your
printer.

tool palette: The palette contains Informed Designer’ stools. They
include the Pointer tool, all drawing tools, and the Zoom tool. Before you
use atool, you select it on the tool palette.

type style: Refersto the style of afont. Some examples are plain, bold,
italic, and underline.

view scale: The scale of the drawing window. Changing the view scale
alowsyou to view asmaller or larger area of aformin the drawing
window. The current view scale appears in the information box near the
bottom left corner of the drawing window.

visual attribute: An attribute that controls the appearance of an object.

work page: A specia page of aform that doesn't print. Y ou use the work
page to store the instructions for aform or cells that shouldn’t print.

zero point: Seeruler zero point.

zero point marker: The small rectangular box at the intersection of the
horizontal and vertical rulers on the drawing window. Click and drag the
zero point marker to change the position of the zero point.

zoom box: The small box on the right side of the active window’ stitle
bar. Click the zoom box to enlarge the drawing window to its maximum
size.

Zoom tool: Thetool that you use to change the view scale of the drawing
window. Y ou use the zoom tool (from the tool palette) to enlarge the
current view of aform on the drawing window. The Zoom tool is on
Informed Designer’stool palette.



A
accuracy 4-23, B-2
activewindow D-2
Actual Sizecommand 4-21
addresscell 11-14
addressing forms. See sending
forms
in advance. See pre-address-
ing forms
manually 11-12
ontheform 11-14 to 11-15
Align command 7-23 to 7-26
aligning objects
toaposition 7-25
toeach other 7-24 to 7-25
tothegrid 7-25 to 7-26
aignment 6-20 to 6-21, D-2
Alignment submenu  6-16
annotation D-2
AppleMail 11-7
arc curvature 5-14
Arctool, 5-14 to 5-15, D-2
arcs
appearance of 5-15
curvatureof 5-14
default appearance of A-2
drawing 5-14
arithmetic operators D-2
Arrangemenu  7-2
Arrow tool. See Pointer tool
artwork updating 8-5 to 8-6
atribute D-2
atributes  6-2
auto-incrementing number  D-2
automatic updating  8-6, 8-9

Index

B

balloonhelp D-2

blank settings 6-4 to 6-6
bold type 6-19

boolean D-2

boolean operators D-2

box. See Rectangle tool

Box tool D-2

Bring forward command 7-34
Bring To Front command 7-35

C
calculation D-2
carbon copies
sending 11-7
cell D-2
cell section 5-23 to 5-24
cell type D-2
cell(s)
duplicating 7-22 to 7-23
printing 10-3
centimeters 4-7
changing the passwords
1-9 to 1-10
character format D-2
check formula D-2
choicespalette D-3, Seealso
the Informed Designer Data
Intelligence manual
circle. See Oval tool
Clear command 7-7 to 7-8
clearing
colors 9-6 to 9-7
objects 7-7 to 7-8
Clipboard
closing 7-39
copyingto 7-39 to 7-40
cuttingto 7-39 to 7-40
displaying 7-39

pasting from  7-40 to
7-42, 9-7
using 7-38 to 7-42
closebox D-3
Close command 1-15 to 1-18
closing documents 1-15 to
1-18, 1-17 to 1-18
CMYK 94, D-3
cocatenate D-3
color 6-16
changing 9-5 to 9-6
choosing 9-8
creating 9-5
defining 9-2 to 9-7
definition dialog  9-3
editing 9-5 to 9-6
models  9-4 to 9-5
removing 9-6 to 9-7

usesof 9-2
using the Clipboard 9-7
Color Chart 9-2 to 9-3

color chart window D-3
Color Definition diadlog  9-3
color names 2-16, 9-10
Color submenu 6-10, 6-16
coloring objects  9-8
column(s)
changing position 5-33
changing width  5-30 to
5-31
distributing 5-33 to 5-34
placing 5-29 to 5-30,
5-31 to 5-33
removing 5-34
comb D-3
comb(s) 5-25 to 5-26
changing heights 6-24
comparison operators D-3
completed forms  1-3,
1-17 to 1-18, 1-21 to
1-24
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condensed type 6-18 to 6-19
constant D-3
constrain  D-3
converting documents  1-11
converting units
ondialogs B-3
Copy command 7-39 to 7-40
corner rounding 6-21 to 6-22
corners  5-11 to 5-12
Cornerscommand 6-21 to
6-22
create
subscriber  8-10
Create Publisher command 8-6
creating
colors 9-5
crop marks 10-5 to 10-6
documents 1-5 to 1-6,
1-15 to 1-18
creating apublisher 8-6 to 8-7
creating asubscriber  8-10
crop mark D-3
crop marks 2-16
crosspointer 5-9
crosshairs 4-3, 4-9 to
4-10, D-3
Cut command 7-8, 7-39 to
7-40
cutout D-3
cutouts 9-10
cyan. See CMYK

D

dashed lines  6-15

datachanges 1-21 to 1-24

datadocuments 1-4 to 1-5

datafile 1-4 to 1-5

datatype D-3

default address. See pre-address-
ing forms

default settings 1-4 to 1-5,
6-6 to 6-8, D-4, A-1

default value D-3

deleting signed data 1-24

deselecting objects  7-7
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design mode D-4
printing from 10-3 to 10-7
didog D-4
unit conversion B-3
dialogs
addressing with Microsoft
Mail 11-9
addressing with
QuickMail 11-11
Align Objects  7-24
color definition 9-3
Field Settings 5-20 to
5-21, 6-23
Grid Options  4-12 to
4-14, 4-25 to 4-26
Guide Options 4-16 to 4-18
New Save 1-18
Object Setting  7-9
Object Settings  6-9,
7-27, 7-38
Open 1-6
Paint Settings  6-10
Preferences 4-4, 10-8
Print Job 9-9
Publisher Options 8-9
publishing 8-7
Replicate 7-21
Resize Objects  7-14
Rounded Corners  6-22
Ruler Options 4-6
SaveAs 1-20
Save Changes 1-17
Save datachanges 1-17,
1-21
Set Passwords  1-9
Subscriber Options  8-12
subscribing  8-10
Table Setting  5-35
Type Settings  6-17
verification 1-14
digital signatures 1-13 to
1-15, 1-23 to 1-24, D-4
dimensions of text 5-7 to 5-8
distribute
by value 7-30 to 7-31
visually 7-28 to 7-30

Distribute command
7-28 to 7-31
distributing objects  7-28 to
7-31
dividing columns 5-32 to 5-33
document name D-4
document(s) 1-2
changing passwords
1-9 to 1-10
closing 1-15 to 1-18
conversion 1-11
creating 1-5 to 1-6,
1-15 to 1-18, 1-20 to
1-21
data 1-4 to 1-5
Fast Forms 1-8
form 1-3
inuse 1-12 to 1-13
integrity of 1-13 to 1-15,
1-23
locked 1-12
mailing 11-2
opening 1-6 to 1-15
opening signed  1-13
replacing 1-16, 1-19
saving 1-18 to 1-20
saving copiesof 1-20 to
1-21
signed 1-13 to 1-15
signing 1-13 to 1-15
stationery 1-3 to 1-4
templates 1-3
TrueForm 1-8
types 1-2 to 1-5
documents  1-2
dotsperinch 4-23
doublelines 6-15
drawing
arcs 5-14
fields 5-20
lines 5-9
ovals 5-12 to 5-13
polygons 5-15 to 5-16
rectangles 5-11
text 55 to 56
drawing accuracy 4-23 to
4-26



drawingarcs 5-14
drawing area 2-2, 2-8, 4-3,
D-4
aligning objectsto  7-25
offsetting 2-12 to 2-15
repeating 2-15 to 2-16
sizeof 2-10
drawing environment  4-1
drawing fields 5-20
drawing lines 5-9 to 5-10
drawing offset 2-12 to
2-15, D-4
drawing ovals 5-12 to 5-13
drawing plane 7-34, D-4
drawing polygons 5-15 to
5-16
drawing rectangles 5-11 to
5-12
Drawing Setup command
2-2, 2-8 to 2-20
drawing size 2-2, 2-10 to
2-11, D-4
drawing tables 5-29
drawingtext 5-5
drawing tools 5-1
drawing window  1-5,
4-2 to 4-5, D-4
Duplicate command
7-20 to 7-21

E
editingtext 5-6 to 5-7
edition 8-5
elect Same command 7-2, 7-6
electronicmail 11-2, D-4
electronic signatures
1-13 to 1-15

Encapsulated PostScript

importing 8-2 to 8-3
enclosing rectangle D-4
Enlarge command 4-23
entering

fractions B-3

measurements B-3
entering fractions B-3
entering measurements B-1

EPSF D-4. Seealso Encapsu-
lated PostScript: importing
Escapekey 5-3
extensions
mail 11-3, 11-6

F
Fast Forms 1-8
faster scrolling  4-4
field D-5
Field command 5-21,
6-22 to 6-24
field settings  6-22 to 6-24
Fieldtool 5-18 to 5-27, D-5
field(s)
cell sectionof 5-23 to 5-24
combsof 5-25 to 5-26
default appearance of 6-8
default appearance of
5-27, A-3
drawing 5-20
partsof 5-18 to 5-19
resizing partsof 5-26 to
5-27
rulelines 5-24 to 5-40
rulelinesof 6-23 to 6-24
titledivider of 5-22 to 5-23
titlesection of 5-22 to
5-23, 6-23
FileMenu 1-2, 2-2
fill pattern. Seefill shade
fill shade 6-12 to 6-14, D-5
of arcs 5-15
of ovals 5-13
of polygons 5-17
of rectangles 5-11 to 5-12
Fill submenu 6-10, 6-12
font 6-18
fontsize 6-18
Font submenu 6-16
fonts
missing 1-11 to 1-12
footer 1-3
form document D-5
form documents  1-3

formID 1-25

Form Information 1-24

Formmenu 1-9

formsize 2-8 to 2-20. See
also drawing size

format D-5

fractional character widths 10-8

fractions B-3

full justified text 6-20 to 6-21

function D-5

G
gradient fills. See graduated fills
graduate D-5

graduated fills  6-12 to 6-14
graduation direction  6-
13 to 6-14
grid D-5
described 4-10 to 4-14
display options 4-13 to
4-14
hiding 4-10
options 4-12 to 4-14,
4-25 to 4-26
printing 10-3
separation  4-13
showing 4-10
snapping 4-11 to 4-12
grid axis D-5
gridlines 4-3
Grid Options command
4-12 to 4-13, 4-25 to
4-26
Group command 7-32 to 7-33
grouping objects  7-32 to 7-33
guidelines 4-4, 4-14 to
4-18, D-5. Seealso object
guides
creating and removing
4-14 to 4-15
display options 4-17
hiding 4-14
locking 4-18
options 4-16 to 4-18
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printing 10-3

sengitivity  4-17

showing 4-14

snapping 4-15 to 4-16,
4-17 to 4-18

H

handles 7-3, D-5

header 1-3

help message D-5

Hide Borderscommand  8-8,
8-10

Hide Grid command 4-10

Hide Guides command 4-14

Hide Rulerscommand 4-6

Hide Specscommand 7-17

hierarchical menu D-5

hierarchical menus. See sub-
menus

HLS D-6

home position 4-8, D-6

hue. See HLS

I
i-beam D-6
i-beam pointer 5-4
ImageWriter 2-7 to 2-8
pagesize 2-7
Tall Adjusted option  2-8
import D-6
Import Command 8-2 to 8-7
Import command  8-2
importing
errorswhen  8-3 to 84
graphics 8-2 to 8-7
PICT images 8-4 to 85
scanned images 8-4 to 8-6
TIFFimages 8-4 to 8-5
inches 4-7
index D-6
indexes
updating 1-22 to 1-24
information box 4-20, D-6
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initial values. Seedefault value

invisible objects 7-37 to 7-38

italictype 6-18 to 6-19

J
justification. Seealignment
justified text 6-20 to 6-21

K
key D-6
keys. Seeindexes: updating

L
labels 2-15
LaserWriter 2-4 to 2-6
options 2-4 to 2-6
paper size 2-5
layout 1-4, D-6
Layout & data
mailing 11-5
Layout menu 4-2
Layout only
mail format  11-5
leading D-6
letter documents  11-7,
11-18, 11-19 to 11-20
letter format
mailing 11-5, 11-7
lightness. See HLS
linestyle 5-9 to 511
Line Stylesubmenu 6-4
Linetool 5-9 to 5-11, D-6
linewidth 6-14 to 6-15
choosing 6-14
of arcs 5-15
of lines 5-10
of ovals 5-13
of polygons 5-17
of rectangles 5-11 to 5-12
Line Width submenu  6-10
lines
appearanceof 5-10
default appearance of
6-6 to 6-8

default appearance of  A-2

linesperinch 2-5

lining up objects. See Align
command

Linotronic 2-6, 2-17

lists. Seetable

literal D-6

locked document  1-12

locking position  7-9

locking settings  6-9

lookup D-6

M
magenta. See CMYK
mail enabled 11-3 to 11-4
mail extensions 11-3, 11-6
mail formats 11-5
Mail submenu  11-2, 11-4
mailing forms  11-2
manipulating documents  1-1
manipulating objects  7-1
manual tiling 10-4 to 10-5
master page D-6
measurement units  B-3
measurements B-3
Microsoft Mail
addressing dialog  11-9
mail enabled with  11-3
opening forms mailed with
11-20 to 11-21
pre-addressing 11-10 to
11-11
sending forms with
11-8 to 11-11
moving objects  7-25
through the drawing plane
7-34
with the align command
7-25 to 7-26
with the Pointer tool
7-8 to 7-9
multipart page D-6



N

New command 1-5 to 1-6

new documents 1-15 to 1-16

new settings. See default settings

nudge D-7

nudging objects  7-36

numeric operators. See arithme-
tic operators

O
Object command 6-9, 7-9,
7-26 to 7-27, 7-37 to
7-38
object guides 7-26 to 7-27
object(s)
aligning 7-23 to 7-26
changing appearance 6-1
clearing 7-7 to 7-8
color of 6-16
coloring 9-8
copying 7-39 to 7-40
cornersof 6-21 to 6-22
cutting 7-39 to 7-40
default settings 6-6 to 6-8
desdlecting 7-7
distributing 7-28 to 7-31
duplicating 7-20 to 7-23
fill shadeof 6-12 to 6-14
grouping 7-32 to 7-34
layering 7-34 to 7-36
linestyleof 6-15
linewidth of 6-14 to 6-15
locking position  6-9
moving 7-8 to 7-9
nudging 7-36 to 7-37
object guides 7-26 to 7-27
pasting 7-40, 7-41, 7-42
pen shadeof 6-11
print option 7-37 to 7-38
repositioning 7-8 to 7-9
resizing 7-10 to 7-20
rotating 7-31
selecting 7-2 to 7-7
type settingsof  6-16 to
6-21

ungrouping 7-32 to 7-34
on-line help. See help message
Open command 1-6 to 1-15
opendialog 1-6
Open mail command 11-2,

11-4, 11-15 to 11-17
opening documents 1-6 to 1-15
opening mailed forms  11-

15 to 11-22

manualy 11-17

with the Open command

11-15 to 11-17
opening signed documents

1-13 to 1-15
operand D-7
operator D-7
outlinetype 6-18 to 6-19
Oval tool 5-12 to 5-14, D-7
ovals

appearanceof 5-13 to 5-14

default appearance of A-2

drawing 5-12
overlays. See spot color overlay

P
page break 4-4
page controls 4-4, D-7
page options
LaserWriter 2-4 to 2-6
Page Setup command  2-2,
2-4 to 2-8
pagesize 2-11 to 2-12, D-7
custom 2-3
Paint command 5-9, 6-10
Paint Settings 6-9 to 6-16
paper size 2-4
password
changing 1-9 to 1-10
entering 1-7 to 1-9
Paste command 7-40 to 7-42
pasting
graphic objects  7-42
Informed objects 7-40 to
7-41
text objects  7-42

pen pattern. See pen shade
pen settings  5-9
penshade 6-11, D-7
of arcs  5-15
of lines 5-10
of ovals 5-13
of polygons 5-17
of rectangles 5-12
of text 5-9
Pen submenu  6-10, 6-11
picas 4-7
PICT D-7
PICT format
importing 8-4 to 8-5
subscriber types 8-11
plaintype 6-18 to 6-19
Pointer Tool
choosing 5-3
Pointer tool  5-3, D-7
points 4-7
polygon
appearanceof 5-16 to 5-17
drawing 5-15 to 5-16
reshaping 5-17 to 5-18
Polygontool 5-15 to 5-18,
D-7
polygons
default appearance of
6-6 to 6-8
default appearance of A-3
PostScript  D-7. See also EPSF
PowerTak 1-13, 1-23 to
1-24, 11-5
mail enabled with 11-3
opening forms mailed

with 11-17 to 11-20

sending forms with

11-6 to 11-8
pre-addressing forms

11-10 to 11-11,

11-12 to 11-14
precision. See drawing accuracy
preferences 1-4
Preferencesdialog 4-4, 10-8
Print Progress 10-2 to 10-3
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printing
cells 10-3
color names 10-6
crop marks 10-5 to 10-6
cutouts 10-6
from design mode
10-3 to 10-7
from test mode 10-7 to 10-8
gridlines  10-3
guidelines 10-3
inconsistent type spacing
10-8
options 10-2
registration marks  2-16,
10-6
shades 2-5 to 2-6
spot color 9-8 to 9-10, 10-6
tiles 10-3 to 10-5
with datahidden 10-7
with layout hidden  10-7
publisher 8-5
cancelling 8-9
creating 8-6 to 8-7
defined 8-5
Publisher Options command
8-8

Q

Quick-Tab D-7

QuickMail
addressing dialog  11-11
mail enabled with 11-3
opening forms mailed

with  11-17, 11-22

sending formswith  11-11

R
reading forms 1-5 to 1-6
Rectangletool 5-11 to 5-
12, D-7
rectangles
appearanceof 5-11 to 5-12
default appearance of
6-6 to 6-8

default appearance of A-2
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drawing 5-11
rounding 6-21 to 6-22
Reduce command 4-23
registration marks  2-16,
9-10, D-7
removing color 9-6
Replicate command  7-21 to
7-22
repositioning objects  7-8 to
7-10
Reshape Polygon command
5-17 to 5-18
reshaping a polygon
5-17 to 5-18
Resizecommand 7-14 to 7-16
resizing
arcs 7-11
boxes 7-11
fields 7-12 to 7-13
lines 7-10 to 7-11
multiple objects  7-13 to
7-14
objects 7-10 to 7-20
ovas 7-11
polygons 7-11
rectangles 7-11
tables 7-12 to 7-13
text 7-12
resolution 4-23
reverse quotekey 5-3
reverse type. See white type
RGB 9-4, D-8
Rotate command  7-31
rotating objects 7-31
Rounded Corners 6-21 to 6-22
rounded corners  5-11 to
5-12, 6-21 to 6-22
row lines 5-38 to 5-39
rulelines 5-24 to 5-25,
6-23 to 6-24
ruler
crosshairs 4-9 to 4-10
home position 4-8
units 4-7, B-3
zero point  4-7 to 4-8

ruler crosshairs D-8

ruler home position D-8
Ruler Options commands  4-6
ruler zero point D-8

rulers 4-6 to 4-10, D-8

S
saturation. See HLS
Save Ascommand 1-20 to
1-21
Savecommand 1-18 to 1-20
saving adocument 1-18 to
1-20
saving copies of documents
1-20
saving mailed forms
11-16, 11-18
scale. Seeview scale
scanned forms  8-4 to 85
Screens &t attribute  2-5
scrollbars  D-8
scrollbox  D-8
security. Seedigital
signatures; password:
entering
Select All command  7-2, 7-6
selecting
al objects 7-6
behind objects 7-5 to 7-6
more than one object 7-4
objects 7-2 to 7-7
similar objects 7-6 to 7-7
text 7-39 to 7-40
through objects  7-5 to 7-6
selecting objects  7-2 to 7-7
selectionrectangle 7-3 to
7-4, D-8
Send Backward command  7-35
Send command  11-2,
11-4, 11-6
Send Options command
11-2, 11-12
Send To Back command  7-36
sending forms 11-6 to
11-15. Seealso mailing
forms



with Microsoft Mail
11-8 to 11-11
with PowerTak 11-6 to
11-8
with QuickMail 11-11
sensitivity area  D-8
setting multiple objects
6-4 to 6-6
setting up the drawing
2-8 to 2-20
settingup thepage  2-4 to 2-8
settings
defaults 1-4 to 1-5
locking 6-9
Settings menu  6-2
shade D-8
shaded text
shades
printing 2-5 to 2-6
selecting 6-11
shadow type 6-18 to 6-19
shortcuts C-1
Show Borders command
8-8, 8-10
Show Clipboard command
7-39
Show Grid command  4-10
Show Guides command 4-14
Show rulers command  4-6
Show Specs command  7-17
Show Toolscommand 5-3
signatures
cell 1-23 to 1-24
changing calculation for-
mula 1-24
changing cell type 1-24
deleting signed data  1-24
digita 1-13 to 1-15
electronic  1-13 to 1-15
invalid 1-23
verifying 1-13 to 1-15
signing forms  1-13 to
1-15, 1-23 to 1-24

5-8 to 5-9

size
of drawing area 2-8 to 2-20
of form 2-8 to 2-20

of ImageWriter page 2-7
of LaserWriter page 2-4
sizebox D-8
Size submenu  6-16
SmartForm 1-8
Snap To Guides command
4-15 to 4-16
snapping D-8
specspalette 4-4, 7-16 to
7-20, D-9
hiding 7-17
showing 7-17
splitting acolumn  5-31 to 5-33
spot color  9-8, 9-10, D-9
spot color overlay D-9
stacking order D-9
stationery documents  1-3 to
1-4, D-9
Stylemenu  6-17
submenu D-9
submenus 6-3 to 6-4,
6-10 to 6-11
Subscribe To command  8-10
subscriber  8-5
cancelling 8-12
creating 8-10
defined 8-5
options 8-12
textual 8-11
types 8-11
Subscriber Options command
8-12
subscriber types 8-11

T
taborder D-9
tab position D-9
table D-9
Tablecommand 5-35, 6-25
Tabletool 5-27 to 5-40, D-9
table(s)
column sections 5-37 to
5-38
default appearance of 6-8
default appearance of 5-40

distributing columns
5-33 to 5-34
drawing 5-29
moving columns  5-33
partsof 5-27 to 5-29
placing columns 5-29 to
5-30, 5-30 to 5-31
removing columns 5-34
resizing columns 5-30 to
5-31
resizing parts of
5-40
row linesof 5-38 to 5-39
rowsof 5-36 to 5-37,
6-25 to 6-26
title sectionsof 5-35 to
5-36, 6-26
tables
default appearance of A-3
tabloid
drawing size 2-12
pagesize 2-3, 2-19
templates 1-3
test mode D-9
text entry box D-9
Texttool 5-4, D-9
using shaded text
59
text tool
choosing 5-4
drawing acaption 5-4
drawing aparagraph  5-5
drawinginabox 5-5 to 5-6

5-39 to

5-8 to

editingtext 5-6 to 5-7
texual graphics
appearanceof 5-8 to 5-9

copying 7-39 to 7-40
cutting 7-39 to 7-40
default appearance of A-2
dimensionsof 5-7 to 5-8
drawing 5-5 to 5-6
editing 5-6 to 5-7
pasting 7-40

selecting  7-40
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shading 5-8 to 5-9
subscriber  8-11
TIFF D-10
tiling 2-3, 10-3 to 10-5, D-10
titledividers 5-22 to 5-23,
5-36 to 5-37
tittes 5-21 to 5-22,
5-35 to 5-36
tool palette 4-4, 5-2 to
54, D-10
TrueForm 1-8
type face. Seefont
typesize. Seefont size
type spacing  10-8
type style D-10
types. See cell type

U

Ungroup command 7-33 to
7-34

ungrouping objects  7-33 to
7-34

unit conversion B-3

units  4-7

updating artwork  8-5 to 8-6

V

verifying signatures  1-13

vertical alignment  6-20 to

6-21

view scale 4-19 to 4-23, D-10
changing 4-19 to 4-23
commands 4-21 to 4-23
enlarging 4-23
reducing 4-23

visua attribute D-10

visual attributes  6-2

W
whitetype 6-18 to 6-19
width of lines 6-14 to 6-15

window 1-5
windows
drawing 1-5
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work page D-10

Y

yellow. See CMYK

VA
zero point

D-10

zero point ruler  D-10
zoom box D-10

Zoom tool

4-20 to 4-21, D-10
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