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This chapter describes how to format paragraphs using local format
effects. These are applied directly to an individual paragraph or
selection of paragraphs and take effect immediately.

Local effects are normally used when you wish to make a simple change to a
document, such as justifying a paragraph. If you are producing a short or simple
document then it is practical to use combinations of local effects, since if you
want to change them, it is reasonably quick to do so in a short document.

In long or complex documents you should use defined styles described in
Chapter 6. These allow style and format effects to be combined together in a
named style and applied in a single operation. Defined styles may easily be
modified at a later stage, automatically updating all occurrences in the document.
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5.1 Applying Format Effects Copying Format Effects
Menu=Text=>EFormat You can copy the format attributes from one
aragraph to another. To do this, place the caret in
e destination paragraph (or select a range of
paragraphs), then hold down Shift and right click
in the source paragraph. This facility does not
copy text effects such as bold and italic.

dClearing Effects

You can clear all local format effects from the

_ caret or from a selected region by choosing
Format effects can only be applied to whole Styles>RemovesLocal effect (fig. 5.2)
paragraphs. A paragraph is defined as being the

text between two Return characters, so it may be a
single line heading or a multiple line paragraph.

Local format effects are used to change the form
of paragraphs of texlignment andLeading on
the Text menu(fig.5.1) provide the basic format
effects. The Format dialogue box provides the
complete range of text formatting effects.

Tabs opens the tab ruler and allows tab stops an
indents to be set.

If you want to start a new line within the same
paragraph chooddisc>Insertr>New Line or
press Shift Return.

Changing a Single Paragraph
To change the format of a single paragraph,
position the caret in the paragraph and choose the

required effect from the appropriate menu or
dialogue box.

Changing Multiple Paragraphs
If you select a number of paragraphs, formatting

will affect all paragraphs wholly or partially
selected.

bodify text.. FR

Faont... Ctrl+Shift+F
oize J
Effect *

Colour...
Editstle.  Cl+Shift+E |

Format... Femove Al styles and effects  Cirl+Q)

Alignment " Local effects Ctrl+Shift+L
Leading > v Bodytext Ctrl+F1

Tabs... Ctrl+Tab L2z _ Heading

Fig. 5.1 - The Text menu. Fig. 5.2 - Use Local effects to remove effects.
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5.2 Alignment Justify

Menu= Text>Alignmente Justify aligns paragraphs so that both left and

To align selected paragraphs choose the alignmerrll%'ht edges are aligned to the margins. It does this

you require from thélignment menufig. 5.3)or by inserting extra space between the words on

) . each line.
from the info palettéfig. 5.4)
Justify aligns paragraphs so that both left and right
Left edges are aligned to the margins. It does this by

Left aligns paragraphs to the left margin, leaving inserting extra space between the words on each
the right edge ragged. This is the default state. It is line.

also referred to as ‘flush left’, ‘ranged left’ or By defaultOvation Pro uses the Windows font
‘ragged right'. manager to justify text by inserting extra space
Left aligns paragraphs to the left margin, leaving between the words only. However it is possible to
the right edge ragged. It is also referred to as achieve greater control over justification by
flush left’, ‘ranged left’ or ‘ragged right’. inserting extra space between letters. This feature
Centre is called letter spacin@ee 5.7)

Centre aligns paragraphs centrally between the Current Alignment
left and right indents, leaving both left and right e alignment that is current at the caret or

margins ragged. throughout a selection is ticked on thiignment

Centre aligns paragraphs between the left and right menu and indicated in orange on the info palette.

margins, leaving both margins ragged. ) ) .
If there is more than one alignment setting in a

Right selection, there will be no tick on the menu and no
Right aligns paragraphs to the right indent, alignment indicated on the info palette.
leaving the left edge ragged, It is also referred to
as ‘flush right’, ‘ranged right’ or ‘ragged left’.
Right aligns paragraphs to the right indent, leaving
the left edge ragged, It is also referred to as ‘flush
right’, ‘ranged right’ or ‘ragged left’.

v Left Cirl+L
Centre  Cil+E
Right Cirl+R
Justify  Cirl+d

Fig. 5.3 - The Alignment menu.

| Textframe  x[tomm |w[190mm | | Trinity B[ 12t G
| 1.1 y[1omm |H[zr7mm | [N B| 7| U|R| 1| 2| E 2| &=
/

Centre align

Left align

Right align
Fully Justify

Fig. 5.4 - The info palette allows you to align or justify paragraphs.
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5.3 Leading Absolute Leading

Menur> Textr>Leading= This is the distance between the base lines of each

The Leading menu(fig. 5.5)allows you to set the line of type(fig. 5.6)

vertical spacing between lines of text. The example below uses 17pt absolute leading.
Notice that the line spacing is equal throughout

}he paragraph, regardless of the type sizes present.
ftis important that the value specified is large
enough to accommodate the biggest type size

Singlespaceis the default leading and should be
suitable for most purposes. It is equivalent to 209
relative leadindsee overleaf).

Single space is the default leading and should be otherwise lines will overlap.

suitable for most purposes. It is equivalent to 20%

relative leading (see overleaf). This example uses 17pt absolute leading. Notice that
Double spacegives increased line spacing and is e neSPACINGis equal throughout the
equivalent to 120% relative leading. paragraph, regardless of the type sizes present.

Double space gives increased line spacing and is Absolute leading is useful if you wish to align text

equivalent to 120% relative leading. with other objects, such as lines. In the example

below, the lines have been duplicated at 6mm
Other leading values can be entered in the Modifyertical offsets and the text is set to 6mm absolute
Format window(see the next sectign)sing one  leading.
of the three methods described belalsolute

(Va|ue entered as Suc[n&Jative (Va|ue followed Absolute leading is useful if you wish to align text
by a %)or incrementaleading (value preceded by with other objects, such as lines. In this example
a+orbya-). the lines have been duplicated at 6mm vertical

Please note that the default units for absolute anc offsets and the text is set to 6mm absolute leading.

incremental leading are points, but you may

specify another unit after the value e.g. 5Smm.  You may see type described as ‘10 set on 17’ or
10/17. This means 10pt text with 17pt absolute
leading.

Modify text.. FB

Faont... Ctrl+Zhift+F
oize *
Effect k

Colour. Op

Format...
Alignment *

Leading v Single space 45pt
Tahks... Ctrl+Tak Double space q

Fig. 5.5 - The Leading menu.

Fig. 5.6 - Absolute leading.
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Relative Leading
This is specified as a percentage of the current
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Incremental Leading
This is specified as a value to be added to, or

type size. For example, if the type size is 45pt andubtracted from, the current type size. For
the leading is 20%, the line spacing is 45pt + 20%xample, if the type size is 45pt and the leading is

of 54pt(fig. 5.7).

To use relative leading you must ad#hto the
value e.g15%

Relative leading is the default type of leading
because it produces line spacing that is
proportional to the type size being used. In the
example below, the line spacing is increased to
accommodate the larger type on the third line.

This example paragraph uses 20% relative leading.
Relative leading is popular because it produces well

proportioned linéSPACINGhat is relative to the
type size being used.

Op 54.09pt (45pt + 20% of 45pt)

|
qR

Fig. 5.7 - Relative leading.

+5pt, the line spacing is 45pt + §fig. 5.8).
To use incremental leading you must prefix the
value with a + or - e.g+5pt or- 2pt .

The example below uses +5pt incremental
leading. Notice that the gap between the lines is
equal throughout the paragraph, irrespective of the
type size.
A positive value specifies the gap between the lines.
This example uses +5pt incremental leading. Notice
that the gap between the lines is equal throughout the
paragraph, regardless of the type size.

Negative incremental leading closes the gap
between lines and can cause them to overlap. The
example below uses 12pt and 24pt text with -12pt
incremental leading.

Spétial

Current Leading

The leading that is current at the caret or
throughout a selection is ticked on tteading
menu.

If there is more than one leading value in a
selection, there will be no tick on the menu.

Op 50pt (45pt + 5pt)

|

qR

Fig. 5.8 - Incremental leading.



56 FormarTting TeEXT CHAPTER 5

5.4 The Format Dialogue Box For example, th&ormat dialogue box shown in
Menue Text=Eormat fig 5.9_show_s the formatting effect_s presentin a
] . . selection. Sinc&pacebefore andAlignment are
TheFormat dialogue box(fig. 5.9)provides all blank, it means that they are not consistent

the formatting options that may be applied to the throughout the selection.

current paragraph or a selection of paragraphs. . ) o
The same is true fakuto hyphenation which is

indicated with a ‘crossed’ button. Blank buttons
such as that fddrop capital, indicate that the

Please note that the indent options on this
dialogue box may also be specified on the tab

ruler (see 5.5). effect is switched off throughout the selection.
Current Format Options Ticked buttons such asuto kerning, indicate
TheFormat dialogue box reflects all the settings that the effect is switched on throughout the
that are current at the caret or throughout a selection.

selection.

If any effects are not present throughout a
selection of paragraphs, they are indicated on the
Format dialogue box as follows:

1. If the effect is set by a value in an icon, that
icon will be blanked out.

2. If the effect is set by a button, the button will
be indicated with a cross.

®Modifyformat  HH|
Left indent| Omm| Right indent | Omm
15t Indent| Omm Alignment | Left EI
Space befare T Space after T
Leading | 20% Paragraph level [0

Dropcap| 3 T Auto insertl 123 r EI

v Auto keming [ Auto hyphenation *H
[T Locktogrid [T Enhanced justification *H
Apply Cancel | Ol

Fig. 5.9 - The Format dialogue box.
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Left Indent

Left indent defines the left margin of the current
paragraph or selected paragraphs. It may be used
to distinguish paragraphs from surrounding text.

The left indent is measured from the left-hand
frame inse(fig. 5.10) or from the standoff of any
obstructing framefig. 5.11).

If the left indent value is preceded by the +
symbol, the indent is measured from the left edge
of the frame bounding bgiig. 5.12) ignoring
any obstructing frameg$ig. 5.13)

=

Theme-
chanical
typewriter, which

originated in the
USA about a centu-
ry ago, represent-
ed the first

Frame bounding box

THe Formar DiaLocue Box

Frame inset

ma- <«

Fig. 5.10 - The left indent is measured from the

= &

left-hand frame inset.

-

=

The|mechanical
typewriter, which
originated in the
USA about a
century ago,
represented the
first major advance
over pen or pencil.
Its two principal ad-

-

|

Fig. 5.11 - The left indent is measured from the
left-hand frame inset or from the standoff of any

-

obstructing frames.

>

The|
mechanical
typewriter, which
originated in the
USA about a century
ago, represented the
first major advance
over pen or
pencil. Its

—

=

5 £

Fig. 5.12 - If the left indent has a + prefix, the indent

is measured from the left edge of the frame

bounding box.

-

The mechanical
typewriter, which
originated in the

USA about a century
ago, represented the [

first major advance

=

over pen or pencil.
Its two principal ad-
vantages were that a

-

-

Fig. 5.13 - If the left indent has a + prefix, the indent
is measured from the left edge of the frame

bounding box ignoring obstructing frames.

57



58 FormarTing TeXT

Right Indent

Right indent defines the right margin of the
current paragraph or selected paragraphs. It may
be used to distinguish paragraphs from
surrounding text.

The right indent is measured from the right-hand
frame insetfig. 5.14) or from the standoff of any
obstructing frame€fig. 5.15)

If the right indent value is preceded by the
symbol, the indent is measured from the right
edge of the frame bounding big. 5.16)
ignoring any obstructing framégg. 5.17)

If the right indent value is preceded by the
symbol, the indent is measured from the left-hand
inset or edge instead.

Frame bounding box

CHAPTER 5

The] me-

chanical  type-
writer, which orig-
mpnated in the USA
about a century
ago, represented

Frame inset

D 1

The|

"| " mechanical
type-writer, which
originated in the

ago, represented the
first major advance
over  pen or

the first ma- J

jor
5 i

Fig. 5.14 - The right indent is measured from the
right-hand frame inset.

=

pencil. Its

. =

bounding box.

I = |
The]  mechanical
typewriter,  which
originated in the
USA about a
Fentury ago, m
represented the
first major advance
over pen or pencil.
Its two principal ad-

. = [ll

Fig. 5.15 - The right indent is measured from the
right-hand frame inset or from the standoff of any
obstructing frames.

-

Fig. 5.16 - If the right indent has a + prefix, the
indent is measured from the right edge of the frame

I =

The| mechanical
typewriter,  which
originated in the

USA about a century
mago, represented the

first major advance
over pen or pencil.
Its two principal ad-
vantages were that a

. =

£

Fig. 5.17 - If the right indent has a + prefix, the
indent is measured from the right edge of the frame
bounding box ignoring obstructing frames.
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1st Indent Alignment

This is the first line indent and defines the left ~ This option opens a menu allowing you to specify
margin for the first line of the paragraph only. paragraph alignmerfsee 5.2)
First line indent is specified as an offset from the Space Before

normal left indent. This sets the amount of extra space inserted above

If the 1st indent is given a positive value, then thea paragraph.
first line of the paragraph will be indented from
the left indent by that amou(ftg. 5.18) When
used in this way, the first line indent is often Space After

called theparagraph indent. This sets the amount of extra space inserted below

Default units forSpacebefore are points.

Another use of the first line indent is to create a & Paragraph.

hanging indent. This is where the first line indent Instead of pressing Return to insert a blank line

is positioned to the left of the left indgifig. 5.19  between paragraphs, it is better toSeaceafter

and fig. 5.29) The example shown has a left to the same value as the type size. If at a later
indent of 10mm and first line indent of -10mm.  stage you want smaller gaps between paragraphs,
The number on the first line of each paragraph you can reduce th®paceafter value.

starts at the first line indent. A tgb a_fter the bullet Default units forSpaceafter are points.

forces subsequent text on the first line to start at _

the left indent. All subsequent lines start at the left-€ading

indent. This sets the amount of space between lines. The
I 0
When using hanging indents, if you want to start %effa;umlt \t/.al:e IS 20%. See sectii for more
new line at the left indent, you should use information.
Menu>Miscr>Insert=>New line Shift+Return.
If you use Return, a new paragraph will be
inserted and typing will commence at the 1st
indent.
i = £l i = £l
The|mechanical 1. 1sfline indent is

typewriter, which
originated in the USA
about a century ago,
mrepresented the first majorg
advance over pen or
pencil.

Its two principal
advantages were that a

. = |

Fig. 5.18 - The text in this frame has a Omm
left indent, and a 10mm 1st indent.

Left indent |  Omm|

1st Indent | 10mm

As seen in the Modify Format window; see Fig. 5.9

useful for creating

numbered or

bulleted lists such as

m this.

2.  Each number or
bullet should be fol-
lowed by atab
character.

. =

|

&

Fig. 5.19 - The text in this frame has a 10mm
left indent, and a -10mm 1st indent.

Left indent | 10mm|

1st Indent | —10mm

As seen in the Modify Format window; see Fig. 5.9
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Drop Cap Lock to Grid

Menu>TextcoFormat.... In a multi-column or multi-frame layout, text in
Drop cap changes the first character in the one column or frame may not align horizontally

selected paragraphs taleop cap (fig. 5.20)The with text in the other€fig. 5.21) Lock to grid

depth of the drop should be entered in the writabl@igns text in the selected paragraphs baseline
icon provided. grid. If Lock to grid is enabled, the baselines of

_ S affected text are shifted to align to the grid
The drop cap depth is specified in lines, based ONfig. 5.22)

the depth of the first line. , L . ,
The baseline grid origin and grid spacing are set

Auto Kerning on Misc>Preferences(see 15.14)
Auto kerning uses the kerning data provided with

fonts to improve the appearance of certain
character pairs by adjusting the white space
between them.

Auto Hyphenation

Auto hyphenation automatically hyphenates
words that run over the ends of lifese 5.6)

Please note that this facility only works with fonts Enhanced Justification
that contain kerning data. Enhancedjustification allows you to control

word and letter spacing in justified tgsee 5.7)

1|
|

[DTP ORIGINS | principal acvantages

. were that a c tent
Themechanical by :st could vs::-;:zemuch
typewriter, which ’ F‘l ith a ty it

S . aster with a pewrl er
nated in the USA . .
[JEEELt . cerlwtu , than with pen or pencil [

renresented thr: ﬁrg;:' and that the writing
P! produced was consistent
major advance over pen

. and clearly legible. It
or pencil. lts two ¥ legt
was not surprising, then,

. = |

-

Fig. 5.21 - The baselines of text in columns do not align.

t hel = hanical £l F: = £]
e/mechanica
typewriter, which DTP ORIGINS principal advantages
originated in the The[mechanical were that a competent
USA about a typewriter, which typist could write much
mrentury ago, represented [ [j:)rigin ated in the USA faster with a typewriter 0
the first major advance about a century ago, than with pen or pencil
over pen or pencil. lts represented the first and that the writing
two principal advantages major advance over pen | produced was consistent
were that a competent or pencil. lts two and clearly legible. It
o = &l L = £

Fig. 5.20 - Drop cap, 4 lines deep. Fig. 5.22 - Use Lock to grid, to align the baselines of text.
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5.5 The Tab Ruler Moving Tabs
Tab stops are inserted into the document by To move a tab, click over it and drag it to the
pressing the Tab key. required position. Alternatively, click on it to

The tab ruler allows you to specify the exact tab hlghllght it in red, then enter the required position

. " in thePositionicon onTabs dialogue box. Press
and indent positions for the current paragraph or e
: Return to set the tab to the new position.
selection of paragraphs.
You can select a number of tabs by left clicking
Menuci>-TextE:>Tabs... _ Ctrli+Tab over the first one, then holding down Control and
After choosingTabs, the tab ruler is placed over |eft clicking over any other tabs you wish to add

the top of the current paragraph or selection of o the selection. A selection of tabs can be moved

paragraphéfig. 5.23) The ruler is the width of the in one operation by dragging any of the tabs in the
frame less the insets. The markings on the ruler selection.

are in the current units. Left click over the ruler markings to deselect all

Setting Tabs tabs.

To set a tab, choose the type of tab you require Deleting Tabs
from theTabs dialogue box, then click on the .

. . ... _To delete a tab or selection of tabs, drag them
white area of the tab ruler at the required position, own onto the tab ruler
Further clicks on the tab ruler will set more tabs og '
the chosen type. Clear

If you want to set tabs at precise positions, selectAlternatively all tabs can be removed by clicking

the type of tab you require, then enter the exact ©" the Clear button.
position in the icon labelleBosition. Press
Return to set the tab.

When you have finished setting tabs, click@ik
to update the document.

Beyond the position of the last tab stop explicitly
setOvation Pro will generate virtual stops every
10mm.

v ]
TTT T[T I T T[T T T T T[T I T[T T T T[T T T[T I T T[T TTT[TITI
[ 20 40 B0 80 100

N Tooal. o TTHOL A L

The mechanical tyvpewriter Whiclr pre e
‘ altyl Ml ¥ Tabs |

a century ago, represented the fu

pencil. Its tvo prmeipal advantas | & | g tap £ Left indent
typist could write much faster wi| ¢ centre tab  First indent
or pencil and that the writing pro | ¢ Right tab  Right indent

Melearly legible. It was not swpris |~ pecimal tah |
heralded an ‘office revolution’ i
manufacturers made fortunes, Ty | 120 leader I
gchool curriculum. Despite its m
mechanical typewriter suffered ¢ Fosition I 29rmm ||
ag the typast hit
I = Clear | Cancel | Ok

Fig. 5.23 - The tab ruler is displayed above the current paragraph.
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Left Tab Decimal Tab

The left tab causes text to be left aligned to the tabhe decimal tab causes decimal points to be
stop(fig. 5.24) aligned to the tab stdfig. 5.27) The decimal
Centre Tab point character is usually a full stop, but may be
The centre tab causes text to be centred on the tnge f'.n.ed mMscc}Prefgrences(see 15.14)in
stop(fig. 5.25) .adclllt.lon the vvptable icon can be used to set an

individual decimal tab character for the currently
Right Tab selected tab. If this is left blank the setting from
The right tab causes text to be right aligned to thedocument Preferences will be used.

tab stop(fig. 5.26) Text that doesn't contain a decimal point character

is right aligned to the tab stop.

e e
r|||||||||||||||||||||II‘ r|||||||||||||||||||||II‘
F al F al
January January
February February
March March
April April
m May 0 0 May 0
June June
July July
August August
September September
4 = 1 4 = 1
Fig. 5.24 - Left tab. Fig. 5.26 - Right tab.
4 v § 4
|||||||||||||||||||||||j I__IIIIlIIII||||||||||||Ij
[ b i b
January 123.45
February 78.56
March 9.25
April 0.125
m May 0 0 5 m
June 10
July 100
August ABC.DE
September GHI
4 = 1

Fig. 5.25 - Centre tab.

. =

Fig. 5.27 - Decimal tab.



Section 5.5

Tab Leader
TheTab leaderis a string of one to four
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Setting Indents
The tab ruler may also be used to set the positions

characters that are automatically printed in the talf the indents. Indents may also be set on the

space.

Typically theTab leader string is set to a full stop

Format dialogue box, so please refer to that
section of this user guide for full details on the

(or a full stop and a space character), and is ofterPP€ration of indentsee 5.4)

used in the contents pages of books and
magazinegfig. 5.28)

Different Tab leader strings can be set for each
tab. The string shown in the icon will be for the
currently selected tab.

[ = Bl
CONTENTS
Introductionl ........ 1
Getting Started .. .. .. 4
BasicDTP.......... a

Advanced DTP .. ... 10 m
Pictures. . ......... 12
Objects .. ......... 14
Index. ............ 16
Glossary . ......... 18

4 = £

Fig. 5.28 - Page numbers
tabbed right with ‘dot-space’ tab

ThelLeft indent and1stindent are displayed
together at the left end of the tab ruler, and the
Right indent is displayed at the right end of the
tab ruler(fig. 5.29)

You may drag the indents to re-position them.
Alternatively, click on an indent to highlight it,
then enter the required position in fPesition
field of theTabs dialogue box.

You can move théeft indent andlstindent
together by selecting them both and dragging in
one operation.

Unlike tabs, you cannot delete indents.

1stindent Right indent

/ Left indent \

r'd )
r
TTTT

E TTTT m
The mechanical typewriter, which

originated in the USA about a

century ago, represented the

first major advance over pen or
m pencil . Its two principal m
advantages  were that a
competent typist could write
much faster with a typewriter
than with pen or pencil and

. = [ll

Fig. 5.29 - Indents may be set on the tab ruler.
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5.6 Automatic Hyphenation Auto Hyphenation

Normally when a word runs over the end of a linelf Auto hyphenationis enabled, words that run
the entire word is transferred to the start of the over the end of lines are automatically hyphenated.

next line. This process is callewrd wrap Ovation Pro uses a hyphenation algorithm and an
Alternatively, you may hyphenate words so that exceptions dictionary to determine the best place
they are split at the end of lines. This enables texin a word for a hyphen. The exceptions dictionary
to be fitted better into frames; especially in narroveontains words that should not be hyphenated or
columns. In justified text, it also reduces the size should only be hyphenated in a specific way. You
of the gaps between words. may edit or add words to the exceptions dictionary

You may manually hyphenate a word by typing a if required(see 14.8)

hyphen- at the required place. If that word runs  please note that hyphenation exceptions do not
over the end of a line, it is split at the hyphen.  take effect until the text is re-flowed.

Soft Hyphen The hyphenator ignores words that already
Alternatively you may insert softhyphen by contain a normal, soft or hard hyphen, or words
typing Citrl -. A soft hyphen does not appear until containing non-alphabetic characters. In some

it is needed i.e. if editing the text causes the wordcases it may decide there is no suitable place for a
to run over the end of a line. In this situation, the hyphen, in which case the word is not hyphenated
soft hyphen becomes visible and the word is splitand word wrap occurs.

at the hyphen. If editing causes the word to Move s he automatic hyphenator splits a word

away from the end of a line, the soft hyphen will incorrectly, you may do one of two things:

disappear. . -
1. Add the word to the exceptions dictionary

specifying the correct hyphen position or
specifying that the word should not be
hyphenated at all.

You may delete a soft hyphen when it is visible
using Delete or Copy in the usual way. You may
also delete an invisible soft hyphen. To do this,
step through the word containing the soft hyphen

until the caret steps over the invisible hyphen, ~ 2- Type a soft hyphen using Ctrl - at the start of
then press Delete. the word. This will stop the word from being

hyphenated.
Hard Hyphen

If you want a hyphen in a word, but do not wish to
split the word at that hyphen, you may insert a
hard hyphen using Ctrl Shift -.
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Auto Hyphenation Options
Menu= Text>Format...

TheAuto hyphenation dialogue boxfig. 5.30)
allows you to control certain aspects of the
automatic hyphenator. This box is displayed by
moving the pointer of the icon to the right of

Auto hyphenation.

It is not good practice to hyphenate very short
words, saMinimum charactersin word
specifies the smallest size word that will be

hyphenated.

Minimum before hyphen specifies the minimum

Automatic HYPHENATION 65

Hyphenation zonespecifies a zone measured

from the right margin. The start of the last word in
the line must be outside this zone, for it to be
considered for auto hyphenation. The hyphenation
zone only has an effect on text that is left aligned.

If Break last word of paragraph is selected, the
hyphenator will attempt to break the last word in
the paragraph should it run over the end of the
line. Generally this is not regarded as good
practice, so this option is normally not selected.

The hyphenator does not normally split capitalised
words, but you may seleCapitalised words if
you wish it to do so.

number of characters in the word that must
precede the hyphen. This prevents the hyphenator
splitting a word too close to its start.

Minimum after hyphen specifies the minimum
number of characters that must follow the hyphen.
This prevents the hyphenator splitting a word too
close to its end.

It is not good practice for too many consecutive
lines to end with a hypheMaximum
consecutivehyphensprevents this by specifying
the maximum number of consecutive lines that
may end with a hyphenated word. If this limit is
reached, the word at the end of the line will not be
hyphenated. A value of 0 means that there is no
maximum limit.

¥ Hyphenation specification HE

Minirmum characters in sword 5|

Minimum befare hyphen | 2
Minimurn after hyphen | 2

Maximum consecutive hyphens | 3

Hyphenation zone Opt
[T Break last word of paragraph

[T Break capitalised words

Cancel ]2

Fig. 5.30 - The Auto hyphenation dialogue box.
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5.7 Enhanced Justification Word Spacing
Menu=Text>Eormat. .. Minimum andMaximum are the expansion

When a paragraph is justified, both left and right limits for word spacing. The values are specifie.d
edges are aligned to the maréins. Normally this %> percentages, where 100% represents the width
done by increasing the gaps between words untiI.Of a ?ta”df"“‘?' space c.hgracter. Iftext gannot be
the line fits; this is calledord spacingIn some J.UStmEd W'th.'n. these limits, letter spacing is
circumstances, especially in narrow columns, this'ntr()du_ced (i It‘ I? enabled).
can result in large gaps appearing in lines of text.Réducing théinimum value should enable you
If these gaps join up over a number of consecutivé® fit more text into lines, although some clarity

lines, an undesirable effect called ‘rivers of white’Will be lost as words get closer together.

may be produced. Increasing thélaximum value allows word

Auto hyphenation can help reduce these spacing to become much greater before any
problems, but for best results you should use attempt is made to use letter spacing. This value
Enhancedjustification . This gives control over ~ has no effect if letter spacing is not enabled.
word spacing, and allows you to introduce letter | etter Spacing

spacing, should word spacing become excessivejinimum andMaximum are the expansion

Enhanced justification is controlled from the limits for letter spacing. The values are specified
dialogue box which is displayed by moving the as percentages, where 100% represents the width
pointer over the icon to right &nhanced of a standard space character. A normal letter
justification (fig 5.31) space is 0%.

To disable letter spacing, $dtnimum and
Maximum to 0%.

A negativeMinimum value may cause letters to
overlap.

A largeMaximum value will give excessive letter
spacing which is regarded as bad practice.

¥ Enhanced justification |

—Letter spacing —'WWaord spacing

Minimurn | O] 9 Minimum | 78 o4

Maximum | 25 % | | Maximum | 125 9%

™ Single words

Flugh zone| Omm

Cancel 8]

Fig. 5.31 - The Enhanced justification dialogue box.
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Enhanced Justification Rules

Ovation Pro tries each of the following steps,
until the text becomes justified.

1. Increase word spacing from 100% up to

Maximum.

2. Decrease word spacing from 100% down to

Minimum .

3. Set word spacing tdlaximum and increase
letter spacing from 0% t®laximum.

4. Set word spacing tdinimum and decrease
letter spacing from 0% tlinimum .

5. Increase word spacing froktaximum until

the line fits.

Notice thatOvation Pro attempts to justify the
text using word spacing before trying letter
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Justification Examples

The examples below show how the same
paragraph may be justified in two different ways.

The first exampléfig. 5.32) uses standard
justification. Word spacing is increased until text
fits on a line, and there is no letter spacing.

The second examp(ég. 5.33) uses enhanced
word and letter spacing:

Word spacingvlinimum 75%
Word spacinglaximum 125%
Letter spacingvlinimum 0%
Word spacinglaximum +25%

Notice that there are fewer large gaps between
words and more text fits into the frame.

spacing, and increases spacing before decreasing.

I = 1|
The| mechanical
typewriter, which
originated in the USA
about a century ago,
represented the first major
advance owver pen or
opencil. Its  two principalg
advantages were that a
competent  typist could
write much faster with a
typewriter than with pen
or pencil and that the
writing  produced  was
. = |
Fig. 5.32 - Standard justification.

-

I = Bl
The mechanical typewriter,

which originated in the
USA about a century ago,
represented the first major
advance over pen or
pencil. Its two principal
madvantages were that ag
competent typist could
write much faster with a
typewriter than with pen or
pencil and that the writing
produced was consistent
and clearly legible. It was
. = |
Fig. 5.33 - Enhanced justification with
letter spacing.
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Other Justification Options

Normally when text is justified, if there is only a
single word on a line, it becomes left justified
(fig. 5.34) If Single words is selected, a single
word on a line is justified by adding sufficient
letter spacindfig. 5.35)

Flush zoneallows you to control justification of
the last line in a paragraph Normally the last line
of a justified paragraph is not justified. However,
if the end of the line is near to the right margin, it
may look better justified.

Flush zonedefines a zone measured from the
right indent. If the end of the last line of the
paragraph falls within the flush zone, then that
line is justified.

By defaultFlush zoneis set to 0, which means
that the last line of a paragraph will never be
justified.

I = | I = |

It was| not surprising,
then,  that  the
typewriter heralded
an ‘office revolution’
in which typewriter
manufacturers made
[jortunes. Typingg
became part of the
school  curriculum.
Despite its  many
advantages, the
mechanical

typewriter  suffered
. = |

-

Fig. 5.34 - The single word

is not justified.

It was| not surprising,
then, that the
typewriter heralded
an ‘office revolution’
in which typewriter
manufacturers made
pfortunes.  Typingg
became part of the
school curriculum.
Despite its many
advantages, the
mechanical
typewriter suffered
. = |

-

Fig. 5.35 - The single word is
justified.
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5.8 Automatic Paragraph Numbering Ovation Pro lets you automatically insert a
It is possible to automatically insert bullet points character before the bullet and a character after it -

or number paragraphs. These facilities are in this example the brackets around the numbers.

controlled from the Format dialogue box. In addition you can arrange for the bullet to be
followed by a tab character. Finally it is possible

Menu=Text>Format. .. to choose a different style for the numbering. For
Paragraph Level example Roman numbers or a letter.
This lets you set a level for each paragraph. If you are going to climb Mount Everest you

Levels can be in the range 0 to 7. In older versions need to take;
of Ovation Pro which do not support this feature, a) Warm pullover

the paragraph level defaults to 0. b) Boots and socks
Uses of the paragraph level are structured c)  Woolly Hat
documents with automatic numbering of d) Map and compass
paragraphs and automatic contents generation. ~ €)  Sandwiches

f)  Money for bus fare home
Auto Insert

Auto insertion controls the automatic insertion of apother aspect of paragraph numbering is in
paragraph numbers or bullet points at the start of 5y ctured documents. At the simplest level, each

each paragraph paragraph in the document may be given a
Bullet points are symbols inserted before each number, allowing easy reference. More often the
entry in a list for emphasis. document will be split into chapters, the chapters

If you are going to climb Mount Everest ensurdnto sections, and the sections into sub sections.
you have: Thls_process can continue through sub sub
OWarm pullover sections and so ofQwvation Pro supports up to 8

OBoots and socks levels of paragraph numbering. This is an example.

OWoolly Hat
OMap and compass Chapter 1 - Getting ready for the expedition
OSandwiches 1.1 Raising funds
OMoney for bus fare home 1.1.1 Visiting the bank manager
Note that the bullet symbol is in a different fontto 11 o Arranging a jumble sale
the text which follows it. In fadDvation Pro 1.2 Gathering supplies
allows you to use a defined styfkee Chapter 6) 1.2.1 Army and Navy stores

for these, which means they can notonly be ina 1 2 2 kpitwear world

different font, but a different point size, colour etc. 1 2 3The big butty sandwich bar

You could of course produce the above list by

inserting each bullet by hand, the point of this  oply headings are shown. Normally the above sub
feature is that by merely applying an effect or  nheadings would be followed by the text of the

style the bullets can be generated. document. Notice that in this exameation

In paragraph numbering, instead of the bullet Pro has been told to include the chapter number as
point, numbers are used for each member of the part of the paragraph numbig. 5.36)

list. Most people will have encountered documents
If you are going to climb Mount Everest six  like this and used them successfully, yet the
essential items are structure is quite subtle. The numbering of sub
(1) Warm pullover sections is reset when there is a new section at a
(2) Boots and socks higher level. So section 1.2 is followed by 2.1 - as
(3) Woolly Hat the first number changes from 1 to 2, the second
(4) Map and compass number is reset to 1, its starting value. The general
(5) Sandwiches rule is that when a section number changes all

(6) Money for bus fare home more subordinate section numbers are reset.
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This is made to work i@vation Pro by allowing The bullet window(fig 5.36)allows the format of
paragraphs to be given a level value. Level one the bullet to be set.

has the highest priority, and level 7 the next to
Iovyest. _So level 1 is what section headings are paragraph numbers will be displayed. This choice
written in, and level 7 would be_ used for sub-sub-cq 15 which of the following two sections in
sub-sub-sub-_sgb-sub-sub sections. In the examplﬁe window is relevant.

above'l.1 Raising fundsis a paragraph in level

Bullet andNumber select if bullet points or

1.“1.1.1 Visiting the bank manage a For bullet point8Bullet symbpl shows the: .
paragraph in level 2. You can confirm this by symbol used and t.he menu icon tq the right will
positioning the caret in the text and pressing open the usudvation Pro chars window
Control F to look at the ‘Format’ window. allowing you to change the symbol.

Level zero has the lowest priority, but it is special "Or number&lumber format shows the number

because its number can always appear after the format and the menu icon to the right opens a
lowest priority other level in use in a paragraph Menu to set the forma&tart number lets you
number. So if your document only needs two ~ €nter the starting number.

levels of sections (like the example above) you The final group of icons is common to bullet
can have the paragraph numbers shown in a points and numberS§tyle lets you optionally set a
sensible way e.g. 2.2.1.1 rather than style for rendering the bulle€haracter before
2.2.1.1.1.1.1.1.1 (showing all 7 levels). andCharacter after allow you to enter characters
To repeat this, in a paragraph number like 1.2.3 {© be displayed before and after the bulleth

the number ‘1’ is the level 1 number, the 2’ is after controls if a tab will be inserted after the
from level 2 and the ‘3’ from level 3. However jt Pullet point. This is often useful in combination
is possible to arrange things so that the ‘1’ is the With hanging indents and so on.

chapter number and the ‘3’ is the level 0

paragraph number. Supposing though that 1.2.3

represents the level 1, 2 and 3 numbers. Then

1.2.3 will only appear at the start of a level 3

paragraph. The next level 3 paragraph will display

1.2.4. If the paragraph is in level 2 then the

number would appear as 1.2 and the next level 2 |
paragraph will have number 1.3. e — -

. " Bullet & Number
Its necessary to be clear that one style and either

another style or an effect are involved when — Bullet

talking about bulleting. The first style is actually Bullet symbol I_El

used to render the bullet (red, 15pt, Dingbats). Th

other style or effect is what tel@vation Pro that — Numbet

bullets should be inserted. The problem is that on o .
would like to call both these styles “the bullet Number format [ 123/c.n..— |
style”. The first instinct is to define a new style Start number | 1

called ‘BulletStyle’ and immediately the meaning

is lost. Which of the two styles is ‘BulletStyle’?
. . . W

So in this document the style used for rendering style Bodytext 4 EI

the bullet is called ‘BulletPoint’ and the one that is Character before W Tab after

used to insert bullets is called ‘BulletList’. —_—
Character after

The icon to the right ofuto insert in the Format
window shows the bullet format, the option icon
to the right of that controls if bulleting is on or off.
Finally the menu icon on the far right opens the
bullet window.

Cancel e

Fig. 5.36 - The Bullet dialogue box also showing that the
chapter number is included as part of the number format.



SecTtion 5.8

The format menyfigure 5.37)sets the format
used for paragraph numbers.

The top part shows the way the numbers are
displayed.

123 normal Arabic numbers.
il lower case Roman.
Il upper case Roman.
abc lower case letters ato z
ABC upper case letters.

123anumbers for all levels except the last for
which a lower case letter is used.

123Athe same but with an upper case letter.

The bottom part controls what numbers are
displayed.

n current level number.
n.n...all levels from level 1 to the lowest one.

c.n... the same but preceded by the chapter
number.

In the format windows the icon to the right of

Auto insert displays the text from the two parts of
the bullet format menu e.g. 123/n is Arabic style

numbering for the lowest level.

A subtle point is that a given point in the text can
only have one paragraph level value and it must
have such value. So wherever you position the
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generation. As far as bulleting is concerned such
text is ignored when it comes to calculating
paragraph numbers.

If a section contains some numbered paragraphs,
then some paragraphs of the same level with
bullets (as opposed to numbers), followed by
more numbered paragraphs, then the effect will be
that numbering is reset to the start value after the
bulleted area. This may be a useful trick to reset
numbering for special effects.

Level O has another special feature, this is that a
level O paragraph which does not have bulleting or
numbering active will reset the level 0 number.
This means that level 0 can be used for producing
a number of lists within a text story which does

not have any higher level text. For an example see
the first page of this section, where the after the
list numberered (1), (2)... the next list a,b,...
follows starting with the letter a, and with no
intervening higher level paragraphs to reset the
level O number.

caret in a document, it is possible to ask what the

level is and get a unique answer.

Note that it is possible to assign a level to some

text without automatic paragraph numbering being

active. This is intended to support contents

v 123
iii
Il
abc
ABC
123a
1234

Ll
n.n...
...

Fig. 5.37 - The Bullet Format menu.
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Notes:



