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‘ How to use this manual

There are two ways to approach the User’s Manual. One way is to start with
the tutorial. It's a Kind of expanded Guided Tour. The tutorial takes yvou
step-by-step through the creation of a sample one-page newsletter that
incorporates most ot the advanced features of The Newsroom Pro. When
vou finish the tutorial. you can turn to selected chapters and learn in greater
detail about all of The Newsroom Pro’s features.

[t you would preter to learn in detail about the program’s teatures. and to do
some creative experimentation along the way. then you can start at the Photo
Lab chapter and work vour way through. You can read a little bit at a time.
or you can plow through the whole thing in one sitting. When vou're done.
you can do the tutorial as a way to review what you've learned.

The User’s Manual is organized into the following chapters:

Introduction: What you can do with The Newsroom Pro: how to use the
keyboard.

Setting Up and Running: Installing the program on your computer: startup
and exit instructions: setting up your printer.

The Photo Lab: Creating photos and personal clip art: using graphic tools
and clip art.
The Banner: Creating the banner for your newsletter.

The Copy Desk: Entering text and loading photos into a column: choosing a
page layout: loading ASCII tiles: loading tiles from The Newsroom.

The Press: Printing The Newsroom Pro files.

The Wire Service: Sending and receiving The Newsroom Pro tiles via
modem.
Appendix A: Data File Management: Detailed information on filenames:

saving, loading. and deleting files: the directory structure created on a hard
disk.

Appendix B: The Tutorial: Step-by-step instructions for creating a sample
one-page newsletter.

Clip Art Catalog: Pictures of the clip art available on the three clip art
disks.



- Conventions

Vi

As you read the instructions in the User’s Manual. keep in mind the
following conventions:

® The names ot special keys on the keyboard. such as ENTER ( ) and
CTRL. are Shown in SMALL CAPITAL LETTERS.

® When there are instructions to Enter something from the keyboard. that
means you should type the appropriate text. then press the £xTeR key .

® When you must type some specific text. that text is shown in bold type.

® When you must hold down one key and. at the same time. press some
other key. the keys are connected with a hyphen.
Example: cTRL-L

® Information that applies only to users of floppy disk systems is shaded in
grey.

8 [nformation that applies only to users of hard disk systems is shaded in
blue.

4 4 @

O O O O OO0 OO 0 0@

L1

< O

O O 4 9§ d €O

<

O O O O

4. €O O O O

y .




S Y- R |

s

-s

vttt T NCY Ly

Chapter 1

Introduction

4

In this chapter...

® What you can do with The Newsroom Pro
8 The Picture Menu

® The elements of a newsletter
® [cons

® How to use the cursor

® How to use the keyboard
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Choose your
layout: letter or
legal sized. with or
without a banner.

Compose an entire
column of text and
graphics at one
time.

Create distinctive
banners with extra
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Design, create and print professional newsletters with sophisticated
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What can you
do with
The Newsroom Pro?

The Newsroom Pro helps you create a great variety of publications.
including newsletters. brochures. tlyers. and forms. With The Newsroom
Pro. you can spread the news about your business. school. club. or family.

The Newsroom Pro enables you to direct all the activities necessary to create
a newsletter. When writing your stories. vou c¢an use The Newsroom Pro’s
sophisticated text editor or import ASCII files from other sources. And to
illustrate your stories. you can choose from more than 2000 pieces of clip art
or use the program’s graphic tools to create your own artwork.

Building on the proven success and reliability of its predecessor. The
Newsroom, The Newsroom Pro was created to take advantage of the power
of IBM personal computers. If you have been using The Newsroom, you
will find The Newsroom Pro to be a familiar friend who has made some
noteworthy improvements. [f this is your first meeting with Newsroom

products, you will be pleasantly surprised at the program's powerful yet
easy-to-use features.

Introduction 3



The Picture Menu

The elements of a

newsletter

4

Introduction

When you start up The Newsroom Pro. the first thing vou see is the Picture
Menu. The Picture Menu displays each of the five departments. as well as an
Exit option for when you want to return to DOS. When you select one ot the
departments. the Picture Menu disappears and you advance to the selected
department.

NEWSROOM:PRO

The front page of a newsletter usually has an area at the top which contains
the name of the newsletter in large type. Sometimes it contains additional
information such as the name of the publisher. the date. a slogan. or a short
note about a featured story. This area is called the banner or tlag: you create
banners in the Banner department of The Newsroom Pro.

A front page also has columns. where photos and text appear. On inside
pages. which do not have a banner. the columns are longer. You create

photos in the Photo Lab. and then combine them with text in the Copy

Desk to make the columns that comprise a page.

The Copy Desk is also the department in which you define your page layout,
which includes the size of the paper (82" X 11" or 82" X 14") and the
presence or absence of a banner.

When you have finished creating your newsletter. you can send it to a dot
matrix or laser printer in the Press. Finally. in the Wire Service. you can
use your modem to send banners. photos. or entire pages to other users ot
The Newsroom Pro.
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Selecting an icon

Each of the three “*creation”” department—Banner. Photo Lab. and Copy
Desk—has a menu composed of picture symbols. called icons. Each icon
represents a specific function or tool. Sometimes. selecting an icon will
reveal another menu of options.

Several of the icons are common to all three departments. For example,
there is a garbage can icon. selected when you want to get rid of all the text
and graphics on the screen. And there is a disk icon for when vou want to
save your work or load into the work area a previously saved file. [n all there
are 16 icons. The Quick Reference Guide provides an excellent overview of
the icons available in each department.

There are two ways to select an icon. You can:

& Move the cursor (using the arrow keys or a mouse or joystick) until it
points to the icon you want to select. and then press ENTER or the selection
key on your mouse or joystick.

® Press the tunction key assigned to the icon. The function key name
(F1-F10) appears to the left of each icon.

Introduction 5



' The cursor
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Introduction

The Newsroom Pro has a **smart’* cursor that not only shows its location on

the screen but also changes shape according to the function it can perform at

any given time. The cursor takes on many ditterent shapes: here are the most
common ones:

® [t may look like an arrow. pointing to an icon.

® [t may take the shape of a hand. indicating that it is ready to pick up a
photo or a piece of clip art.

® When you start to enter text. the cursor becomes a box that is the same
size as the letters that will appear.
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The keyboard The following table shows the keys used to control the cursor. (It vou have a
mouse or joystick. yvou can still use these keyboard keys.)
, S/ F
Function Key /s S/ Description
/)8
Select ENTER X/ X| X Use ENTER to:
m Select the icons or items from a menu or list of options.
® Select the point where you want to begin using one of the graphic
tools.
® Pick up or drop a photo or clip art.
Function X[ X|X Instead of the ENTER key, you can use the designated function key to
keys select an icon or an option on a menu. '

Small SHIFT- X|{X|X By holding down the sHIFT key and an arrow key at the same time, you

steps ARROW can move the cursor in very small steps. This ailows for precise
positioning of photos and clip art, and for detailed, accurate drawings.

Leap CTRL-L X|X|X Pressing CTRL-L makes the cursor Leap from the work area to the icon

: area and back again. It's a great time-saver.

Move/Enter | ALT XX Press ALT to ALTernate between cursor movement mode and text entry

toggle mode.

When you are drawing with one of the graphic tools, hold down ALT while
you are drawing, and release it when you want to move to another part
of the work area.

With the magnifying glass, hold down ALT to turn pixels on and off, and
release it when you want to move to another part of the work area.

Delete BKSP X Use BACKSPACE to delete the character to the left of the cursor, and use

DEL X DEL to delete the character on which the cursor rests.

Cancel ESC X|X|X In almost any menu or list of options, you can press £sc to cancel what
you are doing and start over.

Audio CTRL-A X|X([X As the cursor moves from one item to another in a list of options, it
makes a faint clicking sound. You can turn this sound off and on by
pressing CTRL-A.

Quick PG UP X|X|X The quick scroll keys move you rapidly from one place to another. PG upP
. scroll PG DN X| XX moves you part way toward the beginning of a list or work area; HOME
HOME XXX takes you all the way back. PG ON takes you part way to the end of a list
END X XX or work area; END moves you all the way to the end.
- Column CTRL-S X Press CTRL-S to move onto the scroll bar. From there, you can move the
scroll cursor to highlight the part of the column that you want to appear in the
work area.
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Chapter 2

Setting Up and Starting

[n this chapter...

® How to set up The Newsroom Pro on
your computer

8 How to start The Newsroom Pro
® How to exit from The Newsroom Pro
8 How to set up your printer




Master Backup
Source Target

10 Setting Up

Before you begin

l.

9

Make backup copies of the Master Program disk and Clip Art
disks.

Use the DOS (Disk Operating System) command DISKCOPY with
the master disk as the source disk and a blank disk as the target disk.

Note: When vou DISKCOPY the Clip Art disks, vou will receive an
error message similar to “Unrecoverable read error on Side 0. track
39.7 This is not dangerous; vour backup disk will be perfectly usable.

When you have finished making the backup disks. use the
DISKCOMP command to verify that the system made the backups
correctly. Then. put the master disks in a safe place. Always use your
backup disks when running The Newsroom Pro.

Format a floppy disk for data file storage.

Each individual banner. photo. and page that you create is contained
in its own file. These files are called “data files.” because they are
made up of the data that you enter into them.

Data files should be stored on one of your own floppy disks. not on
the program disk or a clip art disk. A single floppy disk can hold many
data files.

To be on the safe side, you should have two disks ready to go so that
you can make backup copies of the files you create. A backup disk is
cheap but effective insurance against the accidental loss of valuable
data.

The program will create a directory for data files on your hard disk.
but it is a good idea to back up this directory on a floppy disk.

Note: Information that applies only to floppy disk systems is shaded in
grey, information that applies only to hard disk svstems is shaded in blue.
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Chapter overview

This chapter contains the information you need to get The Newsroom Pro up

and running quickly and easily. The chapter is divided into four sections:

\

Setting Up

This section explains how to install the program on vour
computer. There are instructions for tloppy disk svstems. RAM
disk systems. and hard disk systems. Setup is a one-time
procedure and should take you only a tew minutes.

Starting

This brief section provides instructions tor daily startup of The
Newsroom Pro.

Exiting

This section explains how to leave The Newsroom Pro and return
to DOS.

Setting up your printer

This section explains how to make The Newsroom Pro compatible
with your printer.

Setting Up

"
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O Setting up

12 Setting Up

To setup The Newsroom Pro is to prepare it to run on your computer. The
program disk includes a setup procedure that makes setup a quick and CUsy
operation. Setup is a one-time procedure: once it’s done. it's done. You
would need to repeat the setup procedure only if you changed vour system
configuration by installing another disk drive or by adding a cursor
movement device such as a mouse or a joystick.

The setup procedure consists of a series of screens that request information
about your computer system. All you have to do is select the options that
best describe your system.

The first seven steps apply to all computer systems. From there the
procedure varies. depending on whether or not you have a hard disk.
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Setup steps for all
computers

1o

. Boot up your computer (if necessary) and get the DOS prompt.

On most computers. the DOS prompt is A) for floppy systems and C>
for hard disk systems. Those symbols are used throughout the User's
Manual.

. Insert your backup program disk in drive A.

[f you do not have a backup program disk. see Before you begin,
page 10.

. Enter A:SETUP

This loads and starts the setup program.
From the Main Menu. select Proceed to set up Program disk.

From the Computer Selection screen. select the option that describes
your system.

From the Joystick or Mouse Configuration screen. select the option that
describes your system.

From the Hard Disk Configuration screen. select the option that
describes how vou intend to use your system.

If you intend to run The Newsroom Pro off a RAM disk, select the No
hard disk option.

If you have a hard disk but do not want to use it to run The Newsroom
Pro. select the No hard disk option.

What you do next depends on your system configuration:

8 Goto Step 8. Setting up on a tloppy disk system, page 14, if your
response on the previous screen indicated that you do not intend to run
The Newsroom Pro from a hard disk.

® Go to Step 8. Setting up on a hard disk system, page 15. if your
response on the previous screen indicated that you do intend to run
The Newsroom Pro from a hard disk.

SettingUp 13




-

[ () T

Settingupona
floppy disk system

14 Setting Up

8. The program asks how many floppy drives your system has. Indicate the
number of mechanical drives only; do not count RAM disks.

9. The program displays the RAM Disk Configuration screen.
If you do not have a RAM disk: Press ENTER

If you have a RAM disk with at least 300K free memory: Enter your
RAM disk designation. Another screen, Data Disk Drive Selection,
appears. Enter the letter of the drive to be used for your data disk. In
multi-drive machines it can be any drive except drive A, because clip art
disks must reside in drive A. Clip art cannot be loaded into a RAM disk.

The setup procedure is done. Proceed to Starting, page 16.
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Settingupona
hard disk system

8. The program displays the Floppy Disk Configuration screen.

Enter the number that indicates how many floppy drives your computer
has.

If you have one floppy drive. the system immediately begins to copy The
Newsroom Pro to your hard disk.

If you have more than one floppy drive, the system displays the Data
Disk Drive Selection screen. Enter the letter of the drive that you want to
use for data disks. When that's done, the system copies The Newsroom
Pro to your hard disk.

. Any time after the setup procedure is done, you may copy one or more of

the clip art disks to your hard disk. You can always access clip art from
its floppy disk, but it is faster and more convenient to do so from your
hard disk.

a. If you are not in the NRPRO directory, enter CD\ANRPRO
b. Putaclip art disk in drive A.

c. Enter COPYART

d. Clip art files are copied to the directory \ NRPRO \CLIPART. When
the disk has been copied, the program asks if you want to copy
another clip art disk to the hard disk. Enter Y or N.

Appendix A, Data File Management, contains a description of the directory
structure created by The Newsroom Pro.

SettingUp 15



l ¢ Starting
— Floppy disk or RAM
disk startup
Hard disk startup

16 Setting Up

1. Boot your system and get the A) prompt.
2. Insert your backup copy of the program disk into drive A.
3. Enter PRO

The program will start. You'll see the Springboard logo. followed by the
Picture Menu.

Note to RAM disk users: When you see the Picture Menu, vou can take out
the program disk and insert a clip art disk in drive A.

1. Boot your system and get the C) prompt.

2. Enter CD\NRPRO

3. Enter NRPRO

The program will start. You will see the Springboard logo, then the
Picture Menu.
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When you complete a work session in The Newsroom Pro. you will find
it helpful to know how to get out and return to DOS. There's really
nothing to it: all you have to do is:

I. Return to the Picture Menu.
2. Double-select the Exit option.
There are two ways to double-select:

® Move the cursor to the Exit option and press ExTER or F9
or
® Press F9 twice when the cursor is on some other option.

Setting Up
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Q Setting up your printer

[Chiange setup]|

IEM Froprinter
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18 Setting Up

Setting up your printer to work with The Newsroom Pro is a simple matter of
selecting your brand of printer from a list displayed on the screen. Printer
setup is a one-time procedure: once you have defined your printer, The
Newsroom Pro remembers it.

1. Select Press from the Picture Menu.

The program displays a screen of printing options. At the top of the
screen is the name of the printer currently set up.

If the printer name displayed is the name of your printer, you're all set.
Go to Step 4.

[f the printer name displayed is not the name of your printer. go to
Step 2.

9

. Select the Change setup option.

The program displays an alphabetical list of all the printers that can be
used with The Newsroom Pro.

3. Select your printer.

Using the down arrow key. scroll through the list until the cursor
highlights your printer, then press ENTER.

The program may ask you one or two questions about the printer’s
settings. If you're not sure of the correct responses, select the default
setting.

4. Exit from the Press.
Select the Menu option.

You return to the Picture Menu. Your printer is ready to go.
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Chapter 3 The Photo Lab

In this chapter...

® What you do in the Photo Lab

8 How to recognize the Photo Lab icons
& Clip art

@ Graphic tools

8 How to add a caption to a photo

® How to take a snapshot

® How to save and load photos and personal
clip art




Icon area

This is the area
from which you tell
The Newsroom Pro
what you want to
do. It shows the
options available
and the function
keys used to select
each of the options.

Work Area

This is the area in
which you create
your photos. The
work area is the
same width as a
column, and about
one-fourth as long.
A photo can be as
small as you can
make it or as large
as the entire work
area.

The Photo Lab work area

'l said a naughty
word today--
| cholesterol!” .

[f“‘a
A

20 ThePhoto Lab
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The Photo Lab Icons

To select an icon use the designated function kev, or move the arrow next
1o the icon and press ENTER.

Clip art accesses The Newsroom Pro’s collection of ready-to-use
artwork, as well as the personal clip art you create in the Photo Lab.

Resize enlarges or reduces a piece of clip art to whatever size you want it
to be.

Flip flips a piece of clip art left to right or top to bottom.

The crayon accesses the Graphic Tools Menu from which you can select
adrawing pen, a predefined shape, or a fill pattern. And if you make a
mistake, you can select the eraser. The Graphic Tools Menu is also the
place from which you select the font (type style) for a photo’s caption.

The magnifying glass enables you to zoom in on a portion of the work
area for detailed editing of clip art and graphics.

The camera is used to define the borders of a photo and to *‘take a
snapshot. ™’

The garbage can clears the work area. Any work done on the photo since
it was last saved, is lost. As a safeguard against accidents, this icon must
be selected twice in succession before it takes effect.

The disk is used when you want to save the photo you’ve been working
on or when you want to load into the work area a previously saved photo.

MENU returns you to the Picture Menu. If you have made any additions
or changes to your photo, the program gives you a chance to save your
work before you leave the Photo Lab.

OOPS cancels your most recent action in the work area. Thus, you can
remove something added or restore something deleted. And if you don't
like what happens, you can select OOPS again to cancel your first OOPS.

The Watch appears at the bottom of the screen when the program is
occupied with certain time-consuming operations. When the program is
ready to accept your input again, the watch disappears.
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22 ThePhoto Lab

A photo is a picture that appears in a column of a newsletter.
Artwork-——whether it be clip art or something you make with graphic
tools—cannot be put directly into a column; to appear in a column, artwork
must first be created in the Photo Lab and saved as a photo.

A finished photo is placed into a column at the Copy Desk. Photos can be as
small as you like. or they can be as large as the Photo Lab work area, which
is the same width as a column and about one-fourth the length of a column.

The Newsroom Pro provides the tools you need to create photos that are just
right for your newsletter. As you can see in the illustrations below. there are
three elements that make up a photo. The elements are:

Clip Art

The Newsroom Pro comes with three disks containing more than 2000
ready-to-use illustrations from which you may choose. In addition. you can
create your own “‘personal” clip art here in the Photo Lab.

Graphic Tools

A photo can include lines in a variety of thicknesses. boxes and circles. fill
patterns that fill in an enclosed area with a design. and your own freehand
drawings. A special Graphic Tools Menu displays your options.

Text
Text used to describe a photo is commonly referred to as a caption. The
Newsroom Pro has five fonts, or type styles, from which you may choose.
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create a photo?

GRAPHICS TOOLS
SiNES GRCLE  BOX  CRaW  ERASE

LINE LL 2 =

BRUSH|

e e R

K R

SMALL FONTS LARGE FONTS
T

SMALL FONTS _LARGE FONTS
CrSIRF ]
(77_SaNE SERIY ]

A (R |

9

til

Photo creation is a six step procedure. Not all steps have to be followed for
every photo: for example. you can make a photo that doesn’t have any clip
art. Brief descriptions of each step appear below: complete instructions

appear on the following pages.

0 Put in clip art.

In this step. you access the desired clip art disk, pick up the piece
of art you want, and return to the work area to position the art. At

this time you may also resize the piece of art or flip it.

The Clip Art Catalog at the back of this book has illustrations of

all the clip art.

é Maodify the clip art or add artwork of your own.

Once you have positioned the clip art exactly where you want it,
you can use the magnifying glass to make detailed changes. or

the graphic tools to create your own artwork.

@ Enter text.

The first step in entering text is to select a font from the Graphic
Tools Menu. Then all you have to do is drop the cursor where you

want the text to start, and type away'

o Take the snapshot.

In this step. you define that part of the work area that you want in
your photo. This is comparable to composing a photo in a

camera’s viewfinder and then clicking the shutter.

Save the photo.

You can save your work as a photo, and you can also save it as
personal clip art. Photos ultimately appear in the columns of your
newsletter; personal clip art is clip art and may be a component of

a photo or of a banner.
Print the photo.

Complete instructions for each step appear on the following

pages.
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8 Use the up and
down arrow keys

u Use the quick
scroll keys (Pg Up,
Pg Dn, Home, End)

-—' 24 The Photo Lab

Scrolling through the list:

~9

. Choose a piece of clip art from the Clip Art Catalog at the back of this

book. Make note of which disk and page the art is on.

. Insert that disk in the disk drive (if you have not loaded it onto your hard

disk).

. Select the clip art icon. -

If you have loaded one or more clip art volumes onto your hard disk.
select from the following options:

* The names of the clip art disks that you have loaded onto the hard
disk.

* Cliparton A:, selected if you want to access a tloppy disk.

* Personal clip art, a directory containing the clip art you create here in

the Photo Lab. (This option appears only after you have created a
piece of personal clip art.)

. The screen displays an alphabetical listing of the clip art page names on

the left side of the screen.
[n addition to the page names. the list has three other items:

« New Disk. selected when you want to insert a different clip art disk
(or access a different volume from the hard disk).

= Escape. if you want to return to the Photo Lab without selecting a
piece of clip art.

* Clip Art A, a point of reference that indicates your relative position in
the list. About halfway through the list. there is a Clip Art B entry.

Move the cursor (now appearing as an inverse bar) to the page name vou
want, and select it. That page of art appears on the screen.

The cursor stays in the list. so if the page does not have the clip art you want.

you can select another page.
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. Move the cursor from the list onto the page. (You can use CTRL-L to make

the cursor “Leap™ from the list to the middle of the page.) The cursor
takes the form of a hand.

. Move the hand to the piece of art you want and select it.

The program returns to the work area with a copy of the piece of clip art.
The original always stays on the clip art disk: it is never changed by any
modifications you may make to the copy.

You can’t see the cursor now, but it is carrying the piece of clip art.

. Position the clip art precisely where you want it, then drop it at that

location.

[f you are using the keyboard’s arrow keys, you can use the SHIFT key to
move the clip art in small steps.

[f you move the piece of clip art off the left edge of the work area before
dropping it, it disappears. Select the OOPS icon to make it reappear.

. When you start to move the cursor after dropping the piece of clip art, a

second copy of the clip art appears. This feature allows you to drop
several copies of the same piece of clip art into the work area.

. When you have as many copies as you want you can move the cursor

back to the icon area. or you can select another icon from the work area
by pressing its function key.
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26 The Photo Lab

The piece of clip art you have selected may be almost exactly what you
want, but it may be facing in the wrong direction, or it may be too big or too
small. The Newsroom Pro provides two features to eliminate these
problems.

The Flip icon flips a piece of clip art from left to right or from top to bottom.

Flip works on Newsroom Pro-supplied clip art and on the personal clip art
you create. [t does not work, however. on any artwork you add to the work
area with the graphic tools or the magnifying glass. Therefore. if you want
to flip a piece of clip art, do so before making any modifications to it.

[. Select the flip icon. The left-right function is activated: select again if
you want to activate the up-down function.

[ 8%

Move into the work area; the cursor becomes a hand.
3. Move the hand to the piece of clip art you want to flip and select it. [t
flips!

4. If you want to move the flipped piece of clip art. select it again and drop
it in its desired location. ‘

The Resize icon lets you reduce or enlarge clip art. This lets you fit almost
any piece of clip art into whatever space you have available.

1. Select the resize icon and move into the work area. The cursor becomes a
hand.

Move the hand to the piece of clip art and select it. A box appears around
the clip art.

3. Using the cursor keys. change the size of the clip art until it looks the
way you want it to, then select.

i~

The watch icon appears at the bottom of the screen; wait unti it
disappears before continuing.
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The layered effect

For a layered etfect. you can put one piece of clip art on top of another. The
piece on top hides. or masks. the piece on the bottom.

Here are some examples of layered. flipped. and resized clip art.
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@ Modify the clip art or create your own artwork

28 The Photo Lab

Modifications to clip art. and creation of your own artwork. can be done
with the magnifying glass and with the graphic tools. Both of these features
are explained on the following pages.

But before you use either the magnifying glass or the graphic tools. make
doubly sure that:

All the clip art you want is in the photo
[t's the right size

[t's facing the right direction

It's placed exactly where you want it

Here's why:

Clip art is the only element of a photo that can be moved. resized or tlipped.
Let's say you had a clip art map in the work area. and filled in Florida with a
fill pattern. If you were to move the map, the fill pattern would not move
with it. '

You can eliminate the limitations of modifying artwork by saving your

artwork as personal clip art. In this way. your artwork becomes clip art and
can be moved. flipped. and resized.
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The magnifying glass is a good tool for making detailed changes to a small
area of the photo.

I. Select the magnifying glass icon.

2. Move into the work area. The cursor takes the shape of a small rectangle.
This rectangle encloses the area that will be magnitied.

3. Move the rectangle to the area that you want to change and select it.

The work area makes a rather drastic change in appearance. What you
see is a checkerboard of black and white squares representing the part of
the work area enclosed by the rectangle. This screen demonstrates that
the work area is actually composed ot hundreds ot individual dots. In
computer language. these dots are called pixels.

A pixel that is turned on is black and will appear on a printed photo. A
pixel that is turned oft is the color displayed on your monitor (usually
green, white. or amber) and will not appear on the printéd page.

Notice the small box at the bottom of the screen. [t shows the part of the
work area that is being magnified. As you turn pixels on and off, the
change is recorded in the small box as well as on the checkerboard.

4. Select the pixels that you want to change.

You can move around the checkerboard anywhere you want with the

cursor keys. When you get to a pixel that you want to change. press aLt.
(The aLTkey aALTernates you between cursor movement and pixel changing.)
For rapid change to several adjacent pixels, hold down aALT while you move
the cursor.

5. When you have finished making changes. select the Exit box to return to

the work area with your changes intact, or select the Cancel box to undo
all the changes you have made.

If you select Exit. you can still cancel your changes by selecting the
OOPS icon when you return to the work area.
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The small triangle

The Graphic Tools Menu

in the upper left
corner indicates the
active graphic tool.

The Drawing tools
help you create
predefined lines,
boxes, circles, and
free hand
drawings. The
eraseris also a
drawing tool.

The brushes
provide a variety of
shapes and
thicknesses for the
drawing tools.

Fill patterns fill in
enclosed areas
with a pattern.

You can use the

labels to select a
tool without having
to move the cursor.

The font options
provide a variety of
type styles for
photo captions.

Use the hand to
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pick up and move
clip art.

Select the Exit box

to return to the
work area.

30 ThePhotoLab
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The crayon icon opens up a whole world of artistic options. When you select
it the program displays the Graphic Tools Menu. as shown on the opposite
page.

There are two ways to select a graphic tool:

® Move the cursor to it so that it blinks. then select it. or
@ Enter its label (B! for small Brush. H for Hand. and so on).

Each of the graphic tools is described below. If you prefer to know the rules
before starting. read on. However, if you would rather learn how to use the
graphic tools by experimentation. by all means go ahead. You can’t hurt
anything, and you'll certainly have a good time.

The Hand enables you to pick up a piece of clip art and drop it at another
location. Remember, though. that the hand does not pick up any changes
you may have made to the art with the magnifying glass or with any of the
graphic tools. That’s why it is so important to put clip art exactly where you
want it before you do any other work in the Photo Lab.

Immediately after moving a piece of clip art. you can select OOPS to return
the clip art to its original position.

The six drawing tools across the top of the page are used in conjunction with
the ten brushes below them. After you select something from the top row. be
sure to select the brush you want to use. When you return to the work area.
the cursor takes the shape and thickness of the selected brush.

The Line draws individual lines in any direction. Select the point at which
you want the line to begin; as you move the cursor the line “rubberbands.”
always connecting the starting point to the cursor position. When the end
point is where you want it. select again: the line will be drawn.

Lines draws a series of connected lines. the ending point of one being the
starting point of the next.

For Circles. select the center point and watch it expand or contract as you
move the cursor. Select again when the circle is the size you want it.

To make a Box, first select a point for one corner. An outline of the box
rubberbands as you move the cursor diagonally from the starting point.
Select again when the box is the size you want it. The Box can be used to
“frame” part or all of your artwork.
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32 ThePhoto Lab

The Draw mode draws freehand, wherever you move the cursor.

l.

2

Move the cursor to the point where you want to begin drawing.

. Hold down aLt and move the cursor. The drawing takes shape.

Holding down ALT takes you out of the normal cursor mode and activates
the drawing mode.

. Release aLT when you are done.

This returns you to cursor movement mode. You can go to another part of
the work area resume drawing, or you can select another icon.

You can use the Erase function to erase anything in the work area. Like the
shapes and lines. the eraser is used in conjunction with one of the brushes.
For big erasures, choose a wide-tipped brush: for detailed work use a smaller
brush. (Detailed erasures can also be made with the magnifying glass.
described above.) To use the eraser:

L.
2.

Move the cursor to the point where you want to begin erasing.
Hold down aLT and move the cursor over the art you want to erase.

Holding down ALT takes you out of cursor movement mode and activates
the eraser.

The eraser can be a little tricky. because it becomes invisible while you
are using it. It helps to move in small steps. If you lose track of where
you are. release ALT to make the eraser reappear.

. Release aLT when you are done.

This returns you to cursor movement mode. You can go to another part of
the work area and erase some more, or you can select another icon.

HDOOOOOOOOOODOOOO0OO000000000a00800000O0C0OC0(C




£~rEeEmEul -l _L.«A
oooooouuuouuo(l.ot

I

l

()

\

O YU VU VU U VLV LV O U v U

A W W V
<)

i

O

<

\
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=5EE@_:L Fill patterns are used to fill in enclosed areas with a pattern. After you have
. selected a fill pattern and returned to the work area. the cursor appears as a
large cross ( +). Move the center of the cross inside the area you want to fill,
then select.

If you don't like the looks of the fill pattern. just OOPS it away before
selecting a different icon.

[f you think that you might want to use a piece of art both with and without a
fill pattern. it’s a good idea to save it both ways.
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When you have completed the artistic part of a photo. you may want to enter
some text (usually a caption). So that it will always remain together with its
photo. a caption should be entered in the Photo Lab.

I. Select the crayon icon to access the Graphic Tools Menu.

2. From the Graphic Tools Menu. select the font you want. (The labels
represent function keys.) Here is what the fonts look like:

Snall Serif

)]

ans Serif

1)

Small

Large Serif
Large Sans Serif

English

3. Select the Exit box. then return to the work area; the cursor becomes a
box the size of the chosen font.

4. Move the cursor to the spot where you want the text to start.

5. To enter text mode. press aLT. When you are dealing with text. aLT is the
selection key because ENTER signifies a carriage return.

ALT is a toggle (on/off) switch. It alternates you between cursor mode and
text mode. Cursor mode allows you to move to the place where you want
to enter text; text mode allows you to enter text.

6. Enter the text. Keep in mind these characteristics of text mode:

® [f you reach the right edge of the work area. and continue to type. the
next character (but not the part of the word that precedes it) will wrap
around to the next line.

® If you want to start a new line of text, press eNTER. The cursor will
move to the space below the starting point of the text.

8 To correct a typing mistake, press ALT to return to cursor mode. move
to the mistake, press ALT again to go back into text mode. and type
over the mistake.

7. When you finish entering text, press ALT to return to cursor mode in the
work area, or press CTRL-L to go back to the icon area.
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1 _) O Take the snapshot
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To take a snapshot is to define the part of the work area that you want to

include in a photo. Immediately after taking a snapshot. you must save the
photo. Follow these steps to take a snapshot:

[T

f';l i 1. Select the camera icon.
-.- - )

(+). Position the cursor in one corner of the area that you want to
include in the photo. Select the position and move the cursor diagonally
to an opposite corner. A box takes shape, just as if you were using the
box feature from the Graphic Tools Menu.

The box is used to ““crop™ the photo: that is, it defines that part of the
work area that you want to include in the photo. (The crop box does not

E 2. Move the cursor to the work area. The cursor takes the shape of a cross

appear when you print a photo: if you want a border around a photo. add
one using the Box tool from the Graphic Tools Menu before you take the
snapshot.)

Whatever is inside the crop box will be included in the photo; whatever is
outside it will not. By positioning the box just where you want it. you can
leave out of your photo some of the artwork in the work area, or you can
include some blank space.

3. When the box encloses the part of the work area that you want in the
photo, press ENTER. The cropped area will be reversed for a moment
(appearing similar to a photographic negative), signifying that the
snapshot has been taken.

Move the cursor back to the icon area. The crop box continues to flash.
reminding you that you have not yet saved the photo. If the cropped area

is not to your liking, select the camera icon again. This cancels the first
cropping and lets you start over.

4. When you are happy with the area cropped, and the crop box is still
flashing. select the disk icon to save the photo. If you were to select any
other icon the snapshot would be lost and you would have to go back and

crop the photo again. Remember, taking a snapshot does not save a photo
to disk. '
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36 The Photo Lab

Photo tips

@ For headlines and other special text. you may consider creating the text ir
the Photo Lab. In the example below. the oversized first character is
actually a photo.

S moking: Help yourself or a friend kick
the habit. Moo=t =mokerz= know that
cigarette smoking can cause lung

cancer. What vou mayvy not kncw is e,
that smokers are tuice as likely %
to die from heart and block-

vaessel (cardiovascular) disease as
from cancer.

And in this example. text is combined with graphics created with
the Line graphic tool to create a distinctive headline.

The way we live

makes a difference.

® As you know. photos are loaded into the Copy Desk. where you enter the
text for your newsletter. The Newsroom Pro automatically formats your
text to wrap around your photos.

The columns in the Copy Desk are the same width as the work area in the
Photo Lab. By making your cropping box enclose some extra blank
space, you can prevent text from wrapping around your photo.

In the examples below. the dotted lines indicate where the cropping box
was positioned when the photo was taken.

<ercise. onN 3

reaular basis.
may help reduce
or prevent the
deelopment of
heart attack and
stroke risk
factors. Add
more physical

E ~@rcise, on a
regular basis,
may help reduce
or prevent the ]
develcpment of
heart attack and
stroke risk |
factors. ndd
more physical |
actiaty Lo your - actinty to vour
daily routine by walking, climbing stars, dailly routine by
stretching, or aercbic and cther steady walang, climbing
mouement. actities. stars,
stretohing, or
aercbic and
other steady
movement actrnties.

9 Hh h LA €\ h & & N e -

H9H$Y Y99 % Y

)

H Y 9

1

) 9 O H 9 DY



@ Save the snapshot

Al
P77

You must save a snapshot to disk immediately after taking it. Performing

any other operation would cancel the snapshot. and you would have to take
the snapshot again.

/
L)k'v

In general, saving a snapshot is a four step procedure, summarized below.
The program provides clear. on-screen instructions. At every step of the

‘ TN m-
Q

3 way. there is a Cancel option to allow you to return to the work area without
A saving the file.
N For a detailed look at the complete save procedure. including information on

- Y filenames and The Newsroom Pro hard disk directory structure. see

-9 Appendix A, Data File Management.

- Y “ [. Select the disk icon.

- 3

-2 [ Save photo ] 2. Select Save photo or Save personal clip art.

— A [ save clip art | See page 39 for information on the similarities and differences between
A photos and personal clip art.
’ 3. Decide where you want to save the file.

-9 The best way to organize The Newsroom Pro data files is to keep all files
3 for the same page of a newsletter on the same disk/directory.

O

If you have loaded clip art onto your hard disk, then personal clip art is
saved automatically to the \NRPRO\CLIPART directory.

R

= 5 4. Enter a filename.
X

- . A filename can be up to eight characters long and should help you
3 remember the contents of the file.
v You cannot add a filename extension; that is done automatically by the

T g program.
v
J
v
4
v
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Loading a photo

Loading personal
clip art

38 The Photo Lab

To load a photo is to bring into the work area a previously saved photo so
that you can make changes to it. When you load a photo. anything currently
in the work area is erased from the screen.

As you may remember from the Take the snapshot step. a photo contains
only what is in the part of the work area that you enclose with the cropping
box. When you load a saved photo. however. everything from the work area
is restored to the screen. In this way. the program enables you to re-crop a
photo and include elements that you had previously cropped out.

In order to keep the changes you make to an existing photo. you must save it
again. You can keep both versions of the photo by saving the changed
version under a new name, or you can get rid of the original version by
assigning its name to the new version.

As with the Save procedure, the program provides complete Load
instructions on the screen. Here is a summary of the procedure; for complete
instructions, see Appendix A. Data File Management.

1. Select the disk icon.

9

. Select the Load Photo option.

3. Select the name of the photo that you want to load.

Personal clip art can also be loaded into the Photo Lab work area. Because it
is clip art, personal clip art is accessed by selecting the clip art icon.
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Photo vs. personal
clip art

When it comes time to save the artwork you create in the Photo Lab. it's a
very good idea to save it both as a photo and as personal clip art. It takes
only a few extra seconds. and it keeps your options open for future use of
vour artwork. The only disadvantage to saving your work in both formats is
that it takes more disk space.

How are photos and personal clip art similar? How do they ditter? There are
two major similarities between photos and personal clip art:

8 The appearance of the finished product: If you were to look at a printout
of a piece of artwork. there would be no way to tell it it was personal clip
art or a photo.

8 Both photos and personal clip art can be loaded into the Photo Lab work
area for editing.

There are two important differences between photos and personal clip art,
however:

® You can load a photo into a column., but not into a banner: you can load
personal clip art into a banner but not into a column.

® You can tlip or resize personal clip art: you can’t do either to a photo.

All of this information can be summarized tn two statements and a table.
The statements are:

8 [f you want to put your artwork in a column, save it as a photo.

& [f you want to modify your artwork or put it in a banner. save it as
personal clip art.

And here’s the table:

Feature Photo Personal
clip art
Components Clip art Same
graphics
text
Load into the Photo Lab Yes i Yes
Load into a banner No Yes
Load into a column Yes No
Flip No Yes
Resize No Yes
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@ Print the photo

40 ThePhotoLab .

[f you are reading this manual for the first time. now is a good time to check
vour progress. The best way to do this is to print out a photo on paper.

5.
6.

. Make sure vour printer is turned on and on-line.

[f you haven't already. complete the Printer Setup procedure as explained
in Chapter 2. Setting Up and Starting.

[t you haven’talready. save a photo to disk. (It has to be a photo: vou
can’t print a personal clip art tile by itself.)

. Return to the Picture Menu and select the Press.

[t your photo is on a tloppy disk. put the disk in the disk drive.
From the list of options. select Print photo.

Select the name of your photo.

The printing will start almost right away.

[f you experience problems with your printer. turn to Chapter 6. The Press.
for more information on setting up your printer.

Note: When printing a file. The Newsroom Pro sets up vour printer for
graphics printing. Before vou print files from another software application,
vou must restore the printer's normal printing mode. The easiest way to do
this is to turn your printer off and back on again.

OO OO0 OO0O000000000D000000000CCCQ




ry J J JY§

i i

]

i o

0)0.'0\t)\o){b‘,/1

\

“ o e e »

\ )
o

L 4

(Vo

i

00 W N R | . . ‘
¢'(g§) -’ -’ ar ar » kv 3 ar - -» ar ar - a“r

\

Chaoter 4

The Banner

In this chapter:

8 The Banner work area
8 The Banner icons
@ Saving and loading a banner




< The Banner work area

Icon area

This is the area
from which you

tell The Newsroom
Pro what you want -
to do. It shows the
options available
and the function
keys used to select
each of the
options.

Work area

This is the area in
which you create
your banner. On
the screen, you can
see only about one-
half of the total
work area. As you
put artwork and

e text into the

it Illtt”l
banner, the work . . -
area scrolls . : IHHHIHHH ot |||m I
hOfizonta//y. v ‘r— ‘j
e

Scroll bar ______.____
The scroll bar is a
scaled-down pic-
ture of the entire
work area. It
shows which part
of the work area is
i on the screen at
: any given time,
i and it provides a

rough illustration

i of the contents of
| the entire banner.

£
t
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The Banner icons

To select an icon use the designated function kev, or move the arrow next to
the icon and press ENTER.

Clip art accesses The Newsroom Pro’s collection of ready-to-use artwork,
as well as the personal clip art you create in the Photo Lab.

Resize enlarges or reduces a piece of clip art to whatever size you want it to
be. v

Flip flips a piece of clip art left to right or top to bottom.

The crayon accesses the Graphic Tools Menu from which you can select a
drawing pen. a predefined shape, or a fill pattern. And if you make a
mistake. you can select the eraser. The Graphic Tools Menu is also the place
from which you select a font for text.

The magnifying glass enables you to zoom in on a portion of the work area
for detailed editing of clip art and graphics.

SHOW displays on the screen a reduced version of the entire work area.
This is a “*view-only ™" feature: when Show is active, you cannot do any
work on the banner.

The garbage can clears the work area. Any work done on the banner since it
was last saved, is lost. As a safeguard against accidents, this icon must be
selected twice in succession before it takes effect.

The disk lets you save the banner you've been working on or load into the
work area a previously saved banner

MENU returns you to the Picture Menu. If you have made any additions or
changes to your banner, the program gives you a chance to save your work
before you exit.

OOPS cancels your most recent action in the work area. Thus, you can
remove something added or restore something deleted. And if you don't like
what happens you can select OOPS again to cancel your first OOPS.

The Watch appears at the bottom of the screen when the program is

occupied with certain time-consuming operations. When the program is
ready to accept your input again, the watch disappears.
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What is a banner?

The banner

The banner is the space at the top of the first page of a newsletter. [t contains
information such as the name of the newsletter. the issue number. the date.

the name of the organization producing the newsletter. and-perhaps a slogan.

a—
N Volume Iy

44 The Banner

Number be
Aprid 1987

S
ar\t Health Update

——
The way we hve

makes a difference.
———

2%

’u_vh e

-t

Your .
Checkhsts

e

As you can see from the illustration. a banner contains the same elements
that are found in a photo: clip art. graphics. and text. Indeed. the process of
creating a banner is very similar to that of creating a photo. There are only
two major differences between creating a banner and creating a photo:

8 You don't have to “'take a snapshot™ of a banner.

® [n the Photo Lab. the entire work area fits on the screen. In the Banner.
however, only about half of the work area fits on the screen. The Banner
work area scrolls horizontally.
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4 Moving around in The work area on the screen comprises about one-halt of the total Banner
" thework area work area. The Banner work area is twice as wide as the work area of the
E) Photo Lab or Copy Desk. because when printed a banner is twice as wide as
3 a column.
There are three ways to scroll the work area:
’ ® You can move the cursor to the edge of the screen and continue holding
3 down the right or left arrow key.
3 ® You can use the "quick scroll” keys:
) PG LP scroll to the left
PG DN scroll to the right
[} HOME display the left half of the work area
END display the right half of the work area
’ : . . :
® When you are inserting artwork or text, and you reach the right edge ot
? the screen. the work area scrolls automatically.
)
; Thescroll bar The scroll bar at the bottom of the screen indicates what part of the banner is

displayed in the work area at any given time. The active part of the banner is
highlighted. and the part off-screen is shown in black.

When you select the final placement for text or artwork in the work area. a
rough illustration of the text or art appears in the scroll bar.

Displaying the You can display the entire banner on the screen, at about half its normal size.
entire work area by selecting the SHOW icon. When SHOW is active you can look at your
banner, but you cannot make any changes to it.

a“r

as

When you select SHOW, its icon changes to WORK, and only its function
key (F6) is displayed. This is to remind you that you cannot work on the
banner while you are in the SHOW mode.

SHOI_' To return to working on your banner, press F6 or any other key.

PYY -r -s s
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Overview: How do
you make a banner?

46 The Banner

¢

Banner creation is a five step procedure. All steps are also performed when
you create a photo. If you have completed the Photo Lab chapter. you will

have a pretty good idea of how to do the same steps to create a banner. The
steps are:

O Put in clip art.

|\

72 Modify the clip art or add artwork of your own.
LN

=) Enter text.

v

o Save the banner.

(3’ Print the banner.

Specific information on how to complete these steps appears on the
following pages.

3
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0 Putin clip art

Scrolling through
the list:

B Use the up and
down arrow keys
@ Use the quick
scroll keys (Pg Up,
Pg, Dn, Home,
Ena)

t9

. Move to the part of the work area where you want to insert the piece of

clip art.

Choose a piece of clip art from the Clip Art Catalog at the back of this
book. Make note of which disk and page the art is on. Or, you may
decide to put in a piece of your personal clip art.

3. Insert the appropriate disk in the disk drive.

Select the clip art icon.

[f you have loaded one or more clip art volumes onto your hard disk. or if
you have created any personal clip art. select from the following options:

* The names of the clip art disks that you have loaded onto the hard
disk.

* Cliparton A:, selected if you want to access a floppy disk.

* Personal clip art.

. The screen displays an alphabetical listing of the clip art page names on

the left side of the screen.
In addition to the page names. the list has three other items:

* New Disk. selected when you want to insert a different clip art disk
(or access a different volume from the hard disk).

* Escape. if you want to return to the Banner without selecting a piece of
clip art.

* Clip Art A, a point of reference that indicates your relative position in
the list. About halfway through the list. there is a Clip Art B entry.

Move the cursor (now appearing as an inverse bar) to the page name you
want. and select it. That page of art appears on the screen.

The cursor stays in the list, so if the page does not have the clip art you
want, you can select another page.
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6.

10.

Move the cursor from the list onto the page. (You can use CTRL-L to
make the cursor “Leap™ from the list to the middle of the page.) The
cursor takes the form of a hand.

. Move the hand to the piece of art you want and select it.

The program returns to the work area with a copy of the piece of clip
art. The original always stays on the disk: it is never changed by any
moditications you may make to the copy.

You can’t see the cursor now. but it is carrying the piece of clip art.

Position the clip art precisely where you want it. then drop it at that
location. '

If you are using the keyboard's arrow keys. you can use the sHiFT key to
move the clip art in small steps.

If you move the piece of clip art off the left edge of the work area before
dropping it. it disappears. Select the oops icon to make it reappear.

There 1s no problem with moving clip art into a part of the banner that is
not on the screen. You can move the clip art to the edge of the screen
and continue pressing an arrow key, or you can use the quick scroll
keys:

PG LP scroll to the left

PG DN scroll to the right

HOME move to the left half of the banner
END move to the right half of the banner

. When you start to move the cursor after dropping the piece of clip art. a

second copy of the clip art appears. This feature allows you to drop
several copies of the same piece of clip art into the work area.

When you have as many copies as you want you can move the cursor
back to the icon area. or you can select another icon from the work area
by pressing its function key. If you want to flip or resize the clip art.
now is the time to do so.
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@ Modify the clip art or add artwork of your own

Once you have positioned clip art exactly where you want it. you can use the
magnifying glass to make detailed changes to the clip art. or the graphic
tools to create your own artwork. These features are explained in the Photo
Lab chapter.

[t's easy to extend a line or a box into a part of the banner that is not on the
screen. As you move the artwork to the edge of the screen. the work area
scrolls automatically.

[f you think that you may want to...

8 Move the artwork to another part of the banner
& Use the artwork again in a different banner

@ Use the artwork in a column

...then you should create the artwork in the Photo Lab. save it both as

photo and as personal clip art, and then load the personal clip art into your
banner. '
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Small serif,
regular scale

Small sans serif,
regular scale

Large serif,
regular scale

Large serif,
banner scale

Large sans serif,
regular scale

Large sans sertif,
banner scale

English font,
regular scale

English font,
banner scale
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The Banner font options

It was a dark and stormv night.

It was a dark and stormy night.

[t was a dark and stormy

It was a dark

[t was a dark and stormy

It was a dark

3t was a vtark and gtormp

Jt was a tark
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[n addition to the five fonts that are available in the Photo Lab. the Banner
also provides two scale options (regular and banner) to take advantage of the
greater width of a printed banner. The illustration on the opposite page
shows the actual size of the various fonts as they appear in a printed banner.

l.

2

Select the crayon icon to access the Graphic Tools Menu.

. From the Graphic Tools Menu. select the font and scale you want, then

select the Exit box.

Move the cursor to the work area; the cursor becomes a box the size of
the chosen font.

Move the cursor to the spot where you want the text to start.

5. To enter text mode. press aLT. When you are dealing with text. aLT is the

selection key because ENTER signifies a carriage return.

ALT is a toggle (on/off) switch. It alternates between cursor mode and text
mode. Cursor mode allows you to move to the place where you want the
text to begin; text mode allows you to enter text.

Enter the text you want to appear in the banner. Keep in mind the
following characteristics of text mode:

® [f you reach the edge of the screen. you can keep typing. The work
area scrolls automatically.

® [f you want to start a new line of text, press ENTER. The cursor will
move to the space below the starting point of the text.

8 [f you reach the edge of the work area and continue to type. the next
character (but not the part of the word that precedes it) will wrap to the
next line.

8 To correcta typing mistake, press ALT to return to cursor mode. move
to the mistake. press ALT again to go back into text mode. and type
over the mistake.

. When you finish entering text. press ALT to return to cursor mode. A

rough representation of the text will appear in the scroll bar.

At this point, you may wish to select the SHOW icon to take a look at
how your text fits into the banner.
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O Save the banner

52 The Banner

Once you have finished creating a banner you must store it on a data disk,
directory. Then. at the Copy Desk. you can retrieve the banner and “paste it
down™ on the page.

In general. saving a banner is a four step procedure, summarized below. The

program provides clear. on-screen instructions. At every step of the way,

there is a Cancel option to allow you to return to the work area without
saving the file.

For a detailed look at the complete save procedure. including information on
filenames and The Newsroom Pro hard disk directory structure. see
Appendix A, Data File Management.

l.

2

Select the disk icon.

. Select the Save banner option.
3.

Decide where you want to save the banner.

The best way to organize The Newsroom Pro data files is to keep all files
for the same page of a newsletter on the same disk/directory.

. Enter a filename.

A filename can be up to eight characters long and should help you
remember the contents of the file.

You cannot add a filename extension: that is done automatically by the
program.
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Loading a banner

To load a banner is to bring into the work area a previously saved banner.
You would load a banner to complete work on an unfinished banner. or to
make changes to a banner. When you load a banner: anything currently in
the work area is erased from the screen.

In order to keep the changes you make to an existing banner. you must save
it again. You can keep both versions of the banner by saving the changed
version under a new name. or you can get rid of the original version by
assigning its name to the new version.

As with the Save procedure. the program provides complete Load in-
structions on the screen. Here is a summary of the procedure: for complete
instructions. see Appendix A, Data File Management.

1. Select the disk icon.

9

. Select the Load Banner option.

(9]

. Select the name of the banner that you want to load.
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@ Print the banner

54 The Banner

[t's a good idea to print your banner right after you save it. This gives you a
chance to make alterations to it before you print an entire page.

I. Make sure your printer is turned on and on-line.

2. It you haven't already. complete the Printer Setup procedure as ex-
lained in Chapter 2. Setting Up and Starting.
P P gLp g

3. Return to the Picture Menu and select the Press.

[f your banner is on a tloppy disk. put the disk in the disk drive.
4. From the list of options. select Print banner.

Select the name of your banner.

It you experience problems with your printer. turn to Chapter 6. The Press.
for more information on setting up your printer.

Note: When printing u file. The Newsroom Pro sets up vour printer for

graphics printing. Before you print files from another software application,

vou must restore the printer's normal printing mode. The easiest way to do
this is to turn your printer off and back on again.
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Chapter 5

The Copy Desk

In this chapter...

® What the Copy Desk is

® How to recognize the Copy Desk icons
® What a column is

8 How to select a page layout

8 How to select a banner for a page

® How to enter text

® How to load and position photos

@ How to save and load a page

® How to load ASCII text files

@ How to load pages from The Newsroom
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Position marker

Used only when
you want to change

The Copy Desk work area

the length of your
columns.

Icon area

Shows the options
available and the
function keys used
to select them.

Work area

This is where you
create a column.
On the screen, you
can see only part of
the work area. AS eme—
you put photos and
text into a column,
the work area
scrolls up and
down.

Text

uit Smoking Checklist

Physical Actiwvity Checklist

Eating Patterns Checklist

P the habit. Most smoker
qaoarette smoking can cause lung
ncer. What you may not {knou is
at smokers are tuice as|likely
i on _heart and block-

know that

Help yourself :ﬁ a friend kick

Photo

Scroll bar

Highlights the part
of the work area,

that is on the
screen atany given
time.
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The Copy Desk icons

To select an icon use the designated function kev, or move the arrow next
to the icon and press ENTER.

PAGE selects the page layout. The options are letter (8'2" x 11”) or legal
(82" x 14") paper. with or without a banner. All pages have two columns
of equal width. The default is letter paper with a banner.

The Banner icon is used to specify the banner you want to appear on the
page.

The Column icon is used to select which of the two columns you want to
work in. and to copy, delete, and move text within and between columns.
The active column is highlighted.

FONT is used to select a style of type. The Copy Desk offers the same
fonts as the Photo Lab. The default is small sans serif.

FONT also sets line spacing. which is the amount of space between each
line of type. You may specify a line spacing of from O to 4 pixels between
each line of type. The default is 2 pixels.

The garbage can clears all text and photos from both columns. Any work
done on the columns since the page was last saved, is lost. As a safeguard
against accidents, this icon must be selected twice in succession before it
takes effect.

The disk is used to save the page you've been working on or to load into
the work area a previously saved page or a photo.

Other options from the disk icon include loading ASCII files into a
Newsroom Pro page, and loading pages from Springboard Software's
program The Newsroom.

MENU returns you to the Picture Menu. If you have made any additions
or changes to the page. the program gives you a chance to save your work
before you exit.

OOPS cancels your most recent action in the work area. Thus, you can
remove something added or restore something deleted. And if you don't
like what happens you can select OOPS again to cancel your first OOPS.

The Watch appears at the bottom of the screen when the program is
occupied with certain time-consuming operations. When the program is
ready to accept your input again, the watch disappears.
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What is the Copy
- Desk?

What is a column?
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'h 58 The Copy Desk

The Copy Desk is the area where you create the pages of your newsletter.
This involves selecting your banner and page layout, “pasting down™
photos. and entering text.

The Copy Desk gets its name from the fact that. in newspaper lingo, written
material is called “copy.” In The Newsroom Pro. however, “copy™ is
referred to as text. so as not to confuse it with the computer definition of
copy. which is to duplicate something.

A column is the area into which you load photos and enter text. Every page

has two side-by-side columns. The length of a column varies. depending on
your page layout (letter or legal paper. with or without a banner). The width
of a column is the same for every page.
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Moving around in
the work area

Moving from
column to column

S0

The work area on the screen comprises about one-fourth of one column.
There are four ways to scroll the work area:

® When you are inserting text. and you reach the bottom of the screen. the
work area scrolls automatically.

® You can move the cursor to the top or bottom of the screen and continue
holding down the up or down arrow key.

® You can use the “quick scroll™ keys:

PG DN Scroll down about one-fourth of the column.
PG LP Scroll up about one-fourth of the column.
HOME Display the top one-fourth of the column:

press HOME again to move the cursor
to the top of the column.

END Display the bottom one-tourth of the
column: press END again to move the cursor
to the end of the column.

® You can press CTRL-S to move the cursor to the scroll bar. When the scroll
bar is active. you can use the arrow keys or quick scroll keys to position
the column before changing the display in the work area. When the
desired part of the column is highlighted. press ENTER.

To move from one column to another. double-select the column icon.

You can do this either by pressing the F3 function key twice or by
moving the arrow next to the icon and pressing F3 or ENTER.
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How do you
create a page?

PAGE
—

I
Il

O)

60 The Copy Desk

Creation of a page can take up to four steps. depending on what you decide
to include. For best results. you should do the steps in the following
sequence:

{:) Select a page layout.

Selecting the PAGE icon lets you specify a page on letter- or legal-
sized paper. with or without a banner.

Select a banner.
This step is necessary only if vour page layout includes a banner.
Compose the columns.

This i1s a two-part step: entering text and putting in photos. The
order in which you perform these operations depends on where
vou want the text and photos to appear. Even atter you have
entered text and photos. however. it’s easy to move them around.

% Save the page.
This step 1s identical to the save procedure in the Banner and
Photo Lab.

Detailed information on each step appears on the following pages.
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0 Select 3 page layout

PAGE

The page layout specifies whether you want to use letter (8'2" x 11”) or
legal (82" x 14”) paper. and whether or not you want the page to have a
banner.

The default is letter-sized paper with a banner. so it that's the layout you
want. you can skip this step.

To choose a page layout. select the PAGE icon. then select the layout vou
want.

You can change your page layout even after entering text and photos onto the
page. However. it you choose a shorter layout. and it there is too much data
on the page for the shorter layout. then you will have to delete some data.
Deleting data in order to fit a shorter page layout is described on page 75.
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0;3 Selecta banner

Changing banners

62 The Copy Desk

You need to do this step only if your page layout calls for a page with a
banner.
1. Insert a data disk into the disk drive.

2. Select the Banner icon (F2). The program displays a list of the banner
files on the disk, and two other options:

* Escape. if you decide not to select a banner after all.

* New Disk, selected if you don't find the banner you're looking for
and you want to access a different disk. To save time, put a new data
disk into the drive before selecting this option.

3. When you find the banner you want, select it.

1. Select the Banner icon (F2). The program displays a list of the banner
files in the current directory. and three other options:

* New Dir, selected if you want to access a different directory on the
hard disk.

* Drive A: (or whatever drive you specified during setup), selected if
you want a banner that’s stored on a floppy disk. When you activate
the floppy disk drive, the program provides a New Disk option,
allowing you to replace one data disk with another and resume your
search.

* Escape, if you decide not to select a banner after all.

2. When you find the banner you want, select it.

The banner itself never appears in the Copy Desk work area. but it will
appear above the two columns when you print the page.

If, after selecting a banner for a page. you decide that you want a different
banner, or no banner after all. select the banner icon again. The program
offers the following options:

= Replace, if you want to select a different banner.
* Clear, if you want nothing to appear in the banner area.

» Escape, to keep the banner already selected.
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@ Composing columns

Text/photo entry

sequence

Column entry
sequence

Composing columns involves two major operations:

A Loading photos from disk (page 64)
) pag

«5:5 B Entering text from the keyboard (pages 65-70). or from an ASCII file
(page 79)

The most efficient sequence in which to perform these operations depends

on where you want your text and photos to appear. The advantage to using

the most efficient sequence is that you will know how much column space
you have used and how much is still available.

Follow these guidelines to determine when to enter text and when to enter
photos:

@ [f the exact position of your photo is important to the layout of a column.,
then load the photo before you enter any text.

® [f you want a photo to appear somewhere in the middle of a column, first
enter the text that you want to appear above the photo. Next put in the
photo. and then resume entering text.

® [f you want a photo to appear at either the top or the bottom of a column.
put it in before you enter any text into the column.

There will be times. of course. when you are not sure exactly where you
want your photos to appear, or exactly how much space you'll need for text.
[n these cases. just go ahead and do things in whatever order seems best.
Don’t worry it your layout doesn't turn out perfectly the first time. because
The Newsroom Pro has a very efficient and wonderfully easy method for
rearranging photos and text.

You should always complete work in the left column before entering any text
in the right column.
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€ A Putin photos

[ Load photo ]

64 The Copy Desk

A column may contain as many photos as you can fit into it. but each photo
must fit entirely within one column or the other. To make use of the most
space possible. you should position a photo along the edges of a column.

The following steps explain how to load a photo from disk into a column.

I. Make sure the column in which you want the photo to appear is active. A
photo cannot be moved from one column to the other.

9

Select the disk icon. then the Load photo option. The program will
display the names of the photos on the current disk/directory. as well as
options for changing to a different disk or directory. When vou tind the
photo you want, select it.

3. When you return to the work area, the cursor will be a box the size of the
photo you are going to load. Move the box to the location in the column
where you want it to appear, and drop it there. The outline box is
replaced by an image of the photo. and the cursor becomes a hand.

There is no problem with dropping a photo on top of the text you have
entered. When you drop the outline box over the text. the text disappears
momentarily. but then reappears around the photo.

[f you don't like the position of the photo. move the hand back onto the
photo (so that the hand blinks). Pick up the photo. move it. and drop it in
a new location.

[f you decide that you don’t want the photo on the page after all. pick it
up and move it out of the work area (toward the icon area). Should vou
re-decide that you really do want the photo. the OOPS icon is standing
by.

If the photo you load is so small as to be almost not there at all. it means
that you did not use the cropping box correctly when you took the
snapshot. You will need to return to the Photo Lab and create the photo
all over again.
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@ B Entertext

Define the type

Select a font

Select line spacing

The first step in entering text is to select the font and line spacing. These
options are accessed through the FONT icon.

The same five tonts that you've used in the Photo Lab are also available in
the Copy Desk. The tonts are:

Small Serif

Small Sans Serif

Large Serif
Larde Sans Senrif
English

The default font is small sans serif.
Only one small font and one large font may be used per column.

You can change the font style (but not the size) of text that has already been
entered. For example. if you have entered some text in the small serif tont.
you can change it to small sans serif by selecting that font. Likewise. any
large font can be changed to any other large font.

Line spacing refers to the number of pixels of blank space separating each
line of text. You can specify any number from O to 4; the higher the number.
the more space between lines.

There can be only one line spacing setting per column; the default line
spacing is 2 pixels.

To change line spacing, select F7 from the Font menu. then type the number
you want. You can even change your line spacing after you have entered
text.

When you have selected the font and line spacing. select the OK box to
return to the work area.
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Insert text into the
left column

66 The Copy Desk

t9

()

. Select the font and line spacing. as described on the previous page.

Activate the left column. if necessary.

The active column is highlighted in the column icon (F3). To change
from one column to the other. double-select the column icon.

Move into the work area and start typing.

When you move into the work area. the cursor will be a hand. (If you
happen to move onto a photo the hand will blink. but that’s important
only when you want to move a photo.)

As soon as you start typing. the cursor changes from a hand to a box the
size of the selected font. The text automatically begins at the upper lett
corner of the area that is not occupied by a photo. To start below that
point. begin your entry with ENTER.

As you type. the text wraps automatically from line to line. You do not
need to use the ENTER key except when you want to end a paragraph or
add a space between lines.

When you reach the bottom of the work area and continue typing. the
screen scrolls automatically until you reach the end of the column.
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indent or center
Blank lines

Word wrap

Delete

insert new text
at the end of
existing text

insert new text
into the middle
of existing text

Text entry and editing tips

[f you want to indent or center a line of text. use the space bar to insert the

destred number of spaces.

To insert one or more blank lines. such as between paragraphs, use the
ENTER Key.

A word that is too long to fit in the space remaining on a line normally

wraps around to the next line. Especially when you are working in a small

area around a photo. this can result in the loss of valuable space.
However. you can make use ot this space by breaking up a word with a
hyphen (the unshifted key above the letter P). tollowed by exrter. Then
continue typing on the next line.

B To delete one character at a time:
Use BACKSPACE to delete the character to the lett of the cursor.
Use DEL to delete the character on which the cursor rests.

® To delete large amounts of text. see Block operations. page 73.

. Move into a non-text part of the work area.

When you are in a non-text area. the cursor is a hand. (If the hand is
blinking. then you're on a photo. but that’s OK.)

9

. Start typing.

The new text will begin where the existing text left oft. Most likely.
you will want to start your text entry with ENTER Or SPACE to put some
blank space between the existing text and the new text.

1. Move to the point where you want to start inserting the new text.

The cursor will be a box the size of the selected tont.

t9

Start typing.

The existing text automatically reformats itself to make room for the
new text.
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What to do when
you finish the left
column

68 The Copy Desk

When vou finish working in the left column and want to start the right
column. you have two choices:

® You can make your text tlow from the bottom of the left column to the top
of the right column.

This is a good choice when you have an unfinished story in the left
column that you want to continue in the right column.

To make the text tlow. you must type at least one more character than wil|
fit in the left column. The program will sound two low-pitched beeps to
let you know this 1s happening.

The extra characters will tlow into the right column. but the screen still
displays the left column. Once vou have typed an extra character or two,
it’s a good idea to switch to the right column so that vou can see what
you're doing.

B You can stop work in the left column. before it overflows, and start
working in the right column.

This is a good option when you want to prevent text trom flowing from
the bottom of the left column to the top of the right column.

To activate the right column. double-select the column icon.

When you activate the right column. the program inserts a special
character called a left-column break at the end of the text in the left
column. The left-column break character consists ot two vertical broken
lines ( }} ). Its sole purpose is to prevent text from moving from the right
column back into the left column.
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Adding text after
a left-column
break

Deleting the left-
column break

Overfilling the left
column

Moving text to the
right column

Inserting vertical
broken lines as
regular text

Left-column break tips

8 You cannot enter text in the left-column past the point where the left-
column break sits. To add text at the end of your existing text move the
cursor to the left-column break character. so that the cursor is a hand.
and continue typing.

8 To reinstate the program’s automatic column-tlow feature. you can
delete the lett-column break. Move the cursor to the two vertical
broken lines and press DEL twice.

® [f you enter more text than will fit into a column that has a left-column
break. the extra text will go to the top of the right column. and the left-
column break will be deleted.

® [f you want to force a paragraph trom the bottom of the left column to
the top of the right column. you can insert a left-column break at the
end of the preceding paragraph.
To insert a left-column break move the cursor to the des1red spot. The
cursor must be a text cursor. not a hand. Then enter two vertical broken
lines (next to the LeftShift key on most keyboards).

8 Only nvo consecutive vertical broken lines in the left column signify a
left-column break. As long as you don’t type it twice in succession,
you can use the vertical broken line if you want to enter that character
into the left column. And in the right column, two consecutive vertical
broken lines have no special significance.
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Insert text into the
right column

What to do when
you reach the end of
the right column

70 The Copy Desk

19

‘o

. Activate the right column.

Select the tont and line spacing. if vou want them to be different from
what vou specified for the lett column.

- Move into the work area and start typing.

When you move into the work area. the cursor will be a hand. (If you
happen to move onto a photo the hand will blink. but that's important
only when you want to move a photo.)

As soon as you start typing. the cursor changes trom a hand to a box the
size of the selected tont. The text automatically begins at the upper left
corner of the area that 1s not occupied by a photo. It you want to start
below that point. begin your entry with ENTER.

When you reach the bottom of the work area and continue typing. the
screen scrolls automatically until you reach the end of the column.

[t you reach the end of the right column and continue to type. the
program will beep. indicating that there is no more room. To continue
your text. you'll have to save the page and start a new page.

Any extra characters you type will go into an off-screen bufter. If you
delete some text or a photo. thereby opening up some space in the

column. then the overtlow text will reappear at the bottom of the column.
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Rearranging photos
and text

[f you don’t like the way that text fits inside a column. you can move the
photo. You can reposition a photo anywhere in a column. even over the text
vou've entered. The text will rearrange itselt accordingly.

To move a photo after text has been entered:
[. Move the cursor onto the photo (s0 that it becomes a blinking hand).

2. Pick up the photo. The text disappears for the moment. and the cursor
becomes a box the size of the photo.

3. Drop the box where you want the photo to be. Both the text and the photo
reappear.

When you move a photo. however. you may change the amount of space
available for text, and it’s possible that part of the text will no longer fit
inside the column. What happens to the "*overflow " text depends on which
column you are in.:

@ [f you are in the right column. then the overflow text is put temporarily in
an otf-screen storage bufter.

® [f you are in the left column. the left column will fill to capacity. and
overtlow text will go to the top of the right column. This may cause some
text in the right column to overflow into the off-screen storage butter.

For suggestions on dealing with the text in the storage buffer see
Overflow text, page 72.
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- Overflow text
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72 The Copy Desk

[f you enter text or a photo into a full left column. the “overflow™ text will
move trom the bottom ot the column to the top of the right column.

[t you enter some new text or a photo onto an almost-tull page. it’s possible
that some of the existing text will no longer fit on the page. If this occurs,
the program will beep to indicate that the text has overflowed the right
column. The program stores overtlow text in a storage butter that you
cannot see on the screen.

There are tour things you can do:

® [f there are photos on the page. you may be able to move them into a
location that will allow more room for text. See Rearranging photos and
text. page 71.

® You can rewrite or delete part of the text to make the story fit in the space
available. See Block operations. page 73. for information on deleting
large amounts of text.

® You can accept the page as itis. and re-type the overflow text onto a new
page. (There is no way to move the overflow text onto another page.)

® You can select a smaller line spacing setting. Decreasing the number of
pixels between each line of type may free up the extra space you need.
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Block operations

Define a block

Delete

Copy withina
column

A block of text is any part of the total text in a column that you select for
some specitic purpose. A block includes beginning and ending points and all
the characters in between.

Once you have defined a block of text you can delete it. move it. or copy it
within or between columns.

5

(59

Move into the text area so that the cursor becomes a box.

. Press aLt to select the character at one end of the block. That character is

highlighted.

(When you're working with text. aLT is the selection key because exTER
1s used as a carriage return.)

. Move the cursor to the other end ot the block and select that character.

too. Now. all the characters in the block are highlighted.

After you have defined a block:

To delete a block. press DEL.

To copy a block—to leave it where it is and repeat it elsewhere in the

column:

‘I, Press CTRL-C

2. Move the cursor to the new location.
To copy the block at the end of the existing text. move the cursor out of
the text area so that it becomes a non-blinking hand.

3. Press CTRL-W

To help you remember which keys to use. think of cTrL-c as Copyving the
block. and cTrL-w as Writing the block in its new location.
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Copy a block
from one
column to the
other

Move within a
column

Move to the
other column

Undo

C

74 The Copy Desk

To leave the block in its column and put a copy of it in the other column:

1. Press CTRL-C

9

Double-select the column icon (F3) to activate the other column.

3. Move the cursor into the work area. to the point where you want to copy
the block.

4. Press cTRL-W

To move a block (sometimes referred to as “cut and paste™):
1. Press DEL
2. Move the cursor to the desired location.

To move to the end of the existing text, move the cursor out of the text
area so that it becomes a non-blinking hand.

3. Press CTRL-W

To move a block ot text from one column to the other:

|. Press DEL

t9

Double-select the column icon to activate the other column.

3. Move the cursor to the point where you want to move the block.

o

Press cTRL-w

The Copy Desk remembers the block of text. so you can use OOPS to undo
any block delete. copy. or move operation.

[f. after defining a block. you decide not to do anything with it after all.
press CTRL-C to un-mark the block.
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A special block
operation:
Shortening your
page layout

Using the block delete procedure. you can shorten legal-sized pages to letter
size. and pages that do not have a banner to ones that do. These are the
situations in which you need to make use of the position markers ( 4 )
outside the bottom right corner of the work area.

Note: This procedure is necessary only if the longer columns have more duta
than will fit into a shorter page luvout.

Here's how it works:

l.

9

Define a block of text.

Start at the top of the work area or the first line occupied by a position
marker: end on the line even with the next position marker you come to.

Delete the block.

For no-banner to banner pages. and from legal to letter pages. one block
is enough.

To shorten a no-banner. legal-sized page to a letter-sized page with a
banner. you must define and delete two blocks.

. Delete the photo(s) from that area.

Move onto the photo. so that the cursor becomes a blinking hand. Pick
up the photo and move it out of the work area (toward the icon area).

Repeat the process for the other column. if necessary.

5. Select the PAGE icon. then select your new page layout.

[f you have deleted enough data. there will be no problem. If one or the
other of the columns still has too much data, the program will tell you so.

Another way to shorten a page is to delete a combination of text and photos
from various places on the page. This method is less precise. however. than
deleting a measured amount of data, and it may take you a few tries to delete
as much as you need to.
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Column operations

Delete the text and
photos from a
column

Copy a column

76 Tne Copy Desk

The column delete operation affects both text and photos: column copy and
move operations affect only text.

To get rid of everything in a column—text and photos—select the column
icon (F3). then press DEL.

To recover accidentally deleted text and photos. press cTRL-w immediately
after the accidental deletion.

[f you want to get rid of everything in both columns. use the garbage can
icon. (But be careful! You cannot recover anything from the garbage can.)

To copy all the text from one column to another:
1. Select the column icon.

You can move the cursor to it. or you can press F3 once.

[R)

. Press cTrL-C
\

. Activate the other column by selecting the column icon again.

3
4. Press CTRL-W

To move all the text trom one column to the other:

. Select the column icon.

2. Press DEL

3. Activate the other column by selecting the column icon again.

4. Press cTRL-W
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/-,) Save the page

.

Save payge

Once you have finished creating a page you must store it on a data disk/
directory. Then. at the Press. you can print it.

In general. saving a page is a four step procedure:

l.

9

Select the disk icon.

. Select the Save page option.
3.

Decide where you want to save the page.

The best way to organize The Newsroom Pro data files is to keep your
page on the same disk/directory that you have used to store the banner
and photo files that make up the page.

Enter a filename.

A filename can be up to eight characters long and should help you
remember the contents of the file.

You cannot add a filename extension: that is done automatically by the
program.

The program provides clear. on-screen instructions that lead you through the
save procedure. At every step of the way. there is a Cancel option to allow
you to return to the work area without saving the file.

For a detailed look at the complete save procedure. including information on
filenames and The Newsroom Pro hard disk directory structure. see
Appendix A. Data File Management.
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Loading a page

I Load page

-
- 78 The Copy Desk

To load a page is to bring into the work area a previously saved page. You
would load a page to complete work on an unfinished page or to make
changes to a page. When you load a page. anything currently in the work
area is erased from the screen.

[n order to keep the changes you make to an existing page, you must save it
again. You can keep both versions of the page by saving the changed version
under a new name, or you can get rid of the original version by assigning its
name to the new version.

As with the Save procedure. the program provides complete Load
instructions on the screen. Here is a summary of the procedure: for complete
instructions, see Appendix A, Data File Management.

1. Select the disk icon.

[§9]

. Select the Load Page option.

(98]

. Select the name of the page that you want to load.
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‘ Loading an ASClI file

FONT

[Load ASCII file|

Instead of entering text using The Newsroom Pro text editor, you can load
ASCII text files from your own word processor or text editor.

Note: You cannot load a file directly from a word processing program. the
file must first be converted to ASCII format.

The file is loaded in the standard two-column format of the page on the

screen. [t starts at the first space unoccupied by a photo. The program fills
the left column first. then goes to the right column.

The exact amount of text that fits on a page varies with the page layout. the
font. and the line spacing. As a rule of thumb. you can figure that a column
can fit 40 characters per line of a small font.

If the file s too big for the page. up to 3000 characters will go to the oft-
screen storage buffer at the end of the right column. See Overtlow text. page
72. for information on retrieving this text.

1. Select the font and line spacing for the text to be loaded.
2. Select the disk icon.

3. Select the Load ASCII file option.

The program displays the name of the default drive and directory,
and a list of options:

* OK, selected if the file you want to load is in the drive/directory
named. The program asks you to enter the name of the file.

* Change drive/directory. selected if your file is not in the drive/
directory named. The program asks you to specify a new drive/

directory, in the format drive:\ pathname. Do not enter the filename
yet. Examples:

A:
C:\MYDIR
C:\MYDIR\SUBDIR

When you enter the path. then the program asks for the filename.

* Escape, selected if you decide not to load an ASCII file.
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‘ Loading pages from the Newsroom

[f you have created files using Springboard Software's program The
Newsroom. you can use them in The Newsroom Pro.

Only entire pages may be loaded from The Newsroom to The Newsroom
Pro. In the process the component banner. photo. and panel files are con-
verted to The Newsroom Pro format. The banner and photos may then be
used on any new pages you create. The panels on the left side of The
Newsroom page become the left column on a new page of The Newsroom
Pro. and the panels on the right side become the right column.

l. Make sure all the files comprising the page (banner. photos. panels. and
FnHT page layout) are on the same disk/directory.

9

. Select the font and line spacing from the FONT icon.

“ 3. Select the disk icon.

Toad oriainal Newsroom pave 4. Select the Load original Newsroom page option.

The program displays the name of the default drive and directory. and a
list of options:

* OK. selected if the page you want to load is in the drive/directory
named. The program asks you to enter the name of the page file.

* Change drive/directory. selected if the page is not in the drive/
directory named. The program asks you to specify a new drive/
directory, in the format drive: \pathname. Do not enter the page
filename here. Examples:

A:
C:\MYDIR
C:\MYDIR\SUBDIR

When you enter the path, then the program asks for the filename.

)

* Escape. selected if you decide not to load a page.

5. The program indicates the default Save disk/directory in The Newsroom
Pro. You have the same options as with Load in Step 4.

6. The program asks for a name for the new page. The name can be up to 8
characters long and cannot include a filename extension.

80 The Copy Desk
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Chapter 6
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The Press

In this chapter...

8 What The Press is

8 How to set up your printer to use The
Press

@ How to print a page, a photo, and a
banner

® What to do if your printer doesn’t work




What is the Press?

Overview:
How do you
print a file?

82 ThePress

i

1}
oot
The Press is the area from which you instruct The Newsroom Pro to print out
a finished page. You may also use The Press to print an individual banner or
photo.

Using The Press could not be simpler. The first time you use it. it's a four
step procedure. After that. there are only three things you have to do. Here's
an overview of the steps:
O Specify the type of printer you are using.
The Newsroom Pro Press works with many different dot-matrix
parallel printers. Once you have specified what type of printer vou
have. you won't need to do so again unless you change printers.

A Align the paper in your printer.

The Newsroom Pro starts printing as soon as you give the orders:
it’s up to you to make sure the paper is positioned where you want
it.

@ Select the file to print.

o Select the number of copies to print (page files only).

That's all there is to it. Each of the steps is explained in detail on the
following pages.
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i { Specify your type of printer
N When you select The Press trom the Picture Menu. The Newsroom Pro
i displays a screen of printing options. At the top of the screen is the name ot
I 9 the printer currently set up.
I I ® [f the printer name displayed is not the name of vour printer, select the
3 Change setup option. The program will show an alphabetical list of all the
i ’ printers that can be used with The Newsroom Pro. Scroll through the list
- until you find vour printer. then select it.
9 ® [f the printer name displayed is the name of your printer. vou're all set.
Proceed to the next step.
- .’
p Note: Laser printers work in the bit map graphics mode only.
-9
- /9
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'3' Align the paper in your printer

()

r

84 ThePress

|
c

Note: Omit this step if vou are using a laser printer.

When you select a tile. The Newsroom Pro starts printing wherever the print
head is positioned at the time. and it stops as soon as it is done. The program
does not perform a line teed when it starts to print a file. nor does it do a
tform feed when it is done.

This method of printer control enables you to do many things that would be
impossible it The Newsroom Pro always started printing at the top ot a page.
Forexample. the lack of an automatic torm feed allows you to print several
banners on a single piece of paper. After printing one banner. you can
advance the paper an inch or two by hand. then print again.
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The screen indicates that you may print a page. a banner. or a photo. The
procedure is the same tor all types of files.

[. Select the type of file you want to print. The Newsroom Pro displays a
list of the files. and two or three other options:

* Escape. if you decide not to print a file after all.

Py vy ¥ W]

* New Disk. selected if you don't find the file you're looking for.
Insert a different data disk and resume your search.

« Escape. if you decide not to print a file after all.

* New Dir. selected it you want to change to a difterent directory on
the hard disk.

- ® Drive A: (or the drive you designated during setup procedures tor
data disks). to allow you to select files stored on a tloppy data disk.
When you select this option. the program provides a New Disk
option, allowing you to insert a ditferent data disk.

2. When you find the filename you want. select it. The program reminds
you to make sure that you have the right kind of paper in the printer.
When vou re set to go. select the OK box.

If you are printing a photo or banner by itself. the printing will start at this
point.
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Q Select the number of copies to print

86 The Press

This prompt appears only when you are printing a page: if you print a banner
or photo. you can print only one copy at a time.

There is no limit to the number of copies you can print. but to save wear and
tear on your printer and ribbon. it’s better to use a copy machine to print
large numbers of copies.

When you specify the number of copies. the program sends the file to the
printer. and after a few seconds. the printing starts. (The width and quality
of the printed material may vary slightly from one printer to another.)

[f something goes wrong during the printing. press s to stop the printer.

Note: When printing a file. The Newsroom Pro sets up vour printer for
graphics printing. Before you print files from another software application,
vou must restore the printer's normal printing mode. The easiest way to do
this is to turn yvour printer off and back on again.
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Problem solving

If your printer tails to print the file. chances are that you entered some
incorrect information during the setup process. Turn your printer off and
back on again. then go back to the Change setup option and try again.

If the tile still won’t print. there may be something wrong with your printer.
Examine your printer and make sure that:

8 The power cord is plugged in.
The cable is connected to the computer.

The printer is turned on.

.

|

8 The printer is on-line.

® The printer’s dip switches are set properly.
.

The printer’s removable top (if any) is in place.
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Chapter 7

The Wire Service

In this chapter...

® What the Wire Service is

® What you need to use the Wire Service
@ How to send and receive files

8 What to do if something goes wrong
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What is the Wire
Service?

What do you need
to operate the Wire
Service?

90 The Wire Service

The Wire Service allows you to send and receive pages. banners. and photos
over standard telephone lines. With this feature. users at different locations
can transmit their work to each other quickly and reliably. Both parties need
a modem and The Newsroom Pro: no additional software is required.

There are many uses tor the Wire Service. For example. newsletter statf
members at several ditferent locations can send their articles and
photographs to an editor tor polishing. Finished pages can be sent to the
Newsroom Pro user who has the best printer. Time-sensitive material can be
distributed almost instantly across town or anywhere.

To operate the Wire Service. both the sender and receiver must have a
modem and The Newsroom Pro. The Newsroom Pro allows tor the
transmission ot its tiles between [BM PC. PC/XT. and AT computers.
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Sending and
receiving files
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. First. sender and receiver must make a preparatory phone call to make

sure both are ready for the transmission and to decide what baud rate to
use. _ ‘

Both sender and receiver must select The Wire Service from The
Newsroom Pro Picture Menu.

. The screen at both sites displays the current modem setup and the

following options:

* Change the modem setup
* Receive data

* Send data

* Menu

Are the modems at both sites set to the same baud rate? If not. select the
Change the modem setup option and make the necessary adjustments.
Follow carefully the instructions on the screen.

4.

After the preparatory phone call. the sender should wait for a minute or
two to make sure the receiver is ready to go. then place the “modem™
phone call.

The Wire Service will display a set of easy-to-follow instructions. It will
tell you when to dial or answer the phone. when the transmission is in
progress. and when the transmission has been completed. It's as simple
as that.
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Problem solving

92 The Wire Service

[f something goes wrong. The Wire Service will cut off the transmission and
display a message to that etfect on the screen.

There are many possible explanations for a broken transmission: a phone
accidentally disconnected. an incoming call on a two-line system. a poor
connection. and so on. If the problem is apparent. fix it and start over.

Most likely you will have opted to use 1200 baud. If you are having trouble
with a transmission but can’t figure out why. try switching to 300 baud.
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Appendix A: Data 72 Management
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In this chapter...

® Saving files

® [oading files

® Filenames _
® Filename extensions
@ Organizing files
8 Directories

8 Managing personal clip art files
@ Deleting files
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Introduction

Saving data files

Loading data files

94 File Management

Data files are the tiles you create in The Newsroom Pro. They must be
stored on a data disk (or in a separate directory. if vou have a hard disk).
Data files should not be stored on a program or clip art disk/directory.

There are three departments in The Newsroom Pro in which data files are
created:

The Banner. where you create banners.
The Photo Lab. where vou create photos and personal clip art.

The Copy Desk. where vou create columns by loading photos and
entering text. then assemble banners and columns into pages.

Each of these departments includes a file save option. accessed through the
disk icon. When you have created a tile that you want to keep for later use.
you must save it betore returning to the Picture Menu or working on another
file.

To load a data file is to bring into the work area a previously saved file so
that you can make changes to it.

The Newsroom Pro provides clear on-screen instructions that lead you
through the save and load procedures. The procedures are shown in flow
charts on the following pages.
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Save Procedure

For banners, photos, personal clip art, and pages

Select disk
icon (F8).

v

Select Save
option.

Do

Do Are you want
you have you saving to use the
ad If;?(r;'i per SO:‘S' clip current

. art’

directory?

Select Change
drive or directory
(F2).

Select OK. Drive A:
(F1). New Dir
Existing dir
Make | selection.
v
Put data disk in Drive A:
disk drive.
Enter filename. Select Existing dir
1 dir. |
New dir
Enter new k— ]
dir name.




Load Procedure

For banners, photos, and pages
For personal art, use the clip art icon

Select disk
icon (F8).
’
Select Load
option.
Do you YES Is file
have a hard in current
disk? directory?
YES

NO

New Dir
Drive A:

Make

Drive A:

selection.

Put data disk
in disk drive.

Is file

Select New
Disk.

o T

on disk?

¥

Select file.

YES

Is file ¥
in this Select new
directory? directory.

96 File Management
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Filenames When you save a data file you must give it a name. Data file names can be

trom one to eight characters long and can contain any of the following
characters:

B the letters of the alphabet (A-Z)

® numerals (0-9)

@ these symbols: ' @ #S% A~ &()—_[|~"
Spaces and periods are not allowed in filenames.

[f you try to assign an existing filename to a new or edited file. the program
displays the message “Replace existing file filename?"

® Select Yes it you want to replace the existing file with the new tile. The
existing file will be destroyed.

® Select No if you want to keep the existing file. The program gives you the
option to change to a different disk/directory. then asks you to assign a
new filename.
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Filename
extensions

98 File Management

As you may know from your experience with DOS. filenames may also have
a filename extension to categorize them and assist in their management. For
example. DOS command files all have a .COM filename extension. (A
period always separates a filename and its extension.)

In The Newsroom Pro, all data files have filename extensions, but the
extensions are assigned by the program automatically. You cannot
include a filename extension when naming a data file.

Filename extensions correspond to each type of data file. The extensions
are:

Type of data file Extension
Banner PBN
Photo PPH
Page - PPG

For example. a banner file named SPORTS would appear in DOS as
SPORTS.PBN.

Filename extensions are never seen when you are working in The Newsroom
Pro. but they come in handy when you are working in DOS. Here's why:

When you are working in The Newsroom Pro, only one type of filename is
shown on the screen at any given time. For example. when you instruct The
Newsroom Pro to print a banner. the program displays a list of the names ot
the banners on the current disk/directory: it does not display the names of
photos or pages. This makes it impossible for you to confuse one type of tile
with another.

When you are working in DOS. all the filenames in a specified disk or
directory may be displayed. By looking at the filename extensions. you can
tell whether a file is a banner. a photo. or a page.
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Organizing files

When you first start using The Newsroom Pro. a single disk or directory will
provide ample storage for all your data files. But as you continue to create
files for a variety of purposes. you will find it helpful to categorize your files
and keep them on separate disks/directories.

As you categorize your data files. it’s important to remember that the
program can access only one data disk/directory at a time. Therefore. the
key to organizing your data files is this:

Save all files for the same page
on the same disk/directory.
By following this easy rule. you will save yourself from swapping disks or
searching for tiles when you want to load a photo into a column or when you
want to print a page.
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Directories

When you install the program on your hard disk. The Newsroom Pro creates
a directory named NRPRO for the program files. and a subdirectory named
NRPRO\PRODIRI for the data files you create. If you load clip art onto
your hard disk. or if you save any personal clip art, the program creates a

subdirectory named NRPRO \CLIPART for the art.

[n addition. when you save a data file. the program provides you with the
option to create a new subdirectory for that file.

The Newsroom Pro directory structure

\
Root directory

Created by the program during setup.
Holds program files.

\NRPRO\PRODIR1
Created by the
program during setup.
Holds your data files.
At program startup,
this is the default
Save and Load
directory.

\NRPRO\DIRNAME1
Created by the
program when you
specify a new
directory during a
Save operation.
When accessed,
becomes the default
Save or Load
directory.

\NRPRO\DIRNAME2
Same as DIRNAME1.
You can create as
many data file
directories as you
wish.

\NRPRO\CLIPART
Created by the
program when you
load a clip art disk
onto the hard disk, or
when you save
personal clip artin the
Photo Lab. All clip art
resides in this
directory.

100 File Management
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Default directories

When you start up the program. PRODIRI is the default directory for both
saving and loading files. Whenever you save or load a file. the program lets
you save to or load from the default directory. a different directory. or a
floppy disk.

[f you change to a different disk or directory for one function (save or load).
it becomes the default directory for that function. The default directory for
the other function remains as PRODIR1 unless you change it. too. In this
way, you can have one detfault directory for saving files and another detault
directory for loading files.

For example. if you save a file to DIRNAMEI. then DIRNAME| becomes
the default save directory. but PRODIR1 remains the default load directory.

[f the preceding paragraphs seem a little confusing. don't worry: the name ot
the default directory is shown on the screen at the start of every save or load
operation. '
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Managing personal
clip art files

N Backing up
personal clip art
files

Deleting a personal
clip art file

)

" 102 File Management

The program creates two types of files to help in its internal management ot
your personal clip art tiles:

POxxx.CA

POIZZ.CA

These files go onto every floppy disk onto which you put personal clip art.
and into the NRPRO\CLIPART directory on a hard disk.

Never tamper with the PO1ZZ.CA file. Altering this file may make it
impossible for you to access your personal clip art.

POIZZ.CA is a pointer file: it contains the names you assign to each piece
of personal clip art. When you save a piece of personal clip art. the program
puts your filename in POIZZ.CA. and then assigns another name for its own
internal purposes.

POxxx.CA. where xxx is a three-digit number assigned sequentially by date
and time of file creation. is the program’s name for each piece of personal
clip art you create. The first piece of personal clip art you create is named
PO101.CA. the second piece PO102.CA. and so on.

When you load a piece of personal clip art, you specify the filename you
gave it: the program looks for that name in PO1ZZ.CA and finds the
corresponding POxxx.CA file.

To make a backup copy of your personal clip art files. use the DOS COPY
command:

COPY A:PO*.* B: (from one tloppy disk to another)

COPY C:\NRPRO\CLIPART\PO*.* A: (from a hard disk to a
floppy)

There is only one way to delete a personal clip art file: When you are saving
a newly created piece of personal clip art. assign it the name of the file you
want to delete. The drawback. of course. is that the name may not be a good
description of the new piece of art.
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Deleting data files

Deleting banners
and photos

To delete a data file is to get rid of it. This is a desirable thing to do only
when you are absolutely positive that you will never need the file again.
because once you have deleted a file it's gone.

Deleting data tiles from a disk or directory must be done using the DOS
command DEL.

I. Insert your data disk or go to the directory containing the file you want to
delete.

2. Enter DEL filename.PBN (banner) or
DEL filename.PPH (photo)
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A special case:
Deleting pages

104 File Management
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When you create a page. the data file you create does not really contain the
banner. photos. and text you enter in the Copy Desk. A page file actually
contains only the name of the banner you specified (if any). the page luy'out
specification (letter- or legal-sized paper). and the names and locations of
photos.

A page file. then. may more accurately be called a page layout tile. because
all it contains are instructions for which component files should appear on
the page. In this way. The Newsroom Pro conserves lots of disk space. For
example. rather than creating a new file every time you want to put a photo
on a page. the program just remembers the name and location of the photo.
then retrieves it from disk at print time.

[n addition to the tiles mentioned above. the program also creates one file
for each column on the page. These files are for internal program use only-
You never have to deal with these *column’" files except when you want to
delete a page tfrom disk. The files are:

pagename.PCL left column of a page
pagename.PCR right column of a page

...where pagename is the name of the page you assigned in the Save
procedure.

So. if you want to delete a page from disk. go to the disk/directory in which
the tiles are located and enter the following command:

DEL pagename.*

This command deletes the two “column™ files as well as the pagename. PPG
file created when you saved the file. The banner and photo files assigned to
the page are not deleted.
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Appendix B:

The Tutorial

In this chapter...

® How to compose a photo and take a
snapshot

® How to create a banner

8 How to enter a banner, photos, and text
onto a page

® How to print a page
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106 The Tutorial

When you have completed the Tutorial, you will have created and printed
a newspaper that looks like this.
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Getting started

The Tutorial is intended to reintforce what you have learned in the earlier
chapters of this manual. Brief instructions are provided to remind you of the
steps involved in the creation of a newspaper. By the time you finish the
Tutorial you will have gone through the entire process of creating and
producing a complete. one-page newspaper. and you should be well
prepared to start work on your own newspaper.

The Tutorial i1s divided into four exercises. one each for the Photo Lab.,
Banner. Copy Desk. and Press areas. Sample parts of a newspaper are
pictured. and written instructions guide you through the steps ot recreating
each sample. Don't worry if your re-creations are not identical to the
samples; reasonable likenesses are perfectly alright.

If you are the adventurous type. especially one who has had previous
experience with computers. you can use the Tutorial as an introduction to
The Newsroom Pro. A period of trial and error will lead to satisfactory
results. Even if you do succeed in learning the basics through the Tutorial.
however. it would still be a good idea to page through the rest of the manual.
The Newsroom Pro is indeed easy to learn, but it also has many
sophisticated features that are discovered most easily by reading about them.

If you have not done so already. read the Introduction to this manual; it
provides information on how to use the cursor and selection keys. Next. set
up The Newsroom Pro on your computer following the instructions in
Chapter 2. Setting Up and Starting.

With the Introduction and setup out of the way, you are ready to go. Turn the
page. and start the Tutorial. If you run into trouble. turn to the page number
listed in parentheses next to the instructions for most steps.

Note: The Tutorial assumes that vou are working with a floppy disk system.
If vou have loaded the program and clip art disks onto a hard disk the
program will operate a little differently, but you should have no trouble
Sfollowing along.
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‘ Exercise 1: The Photo Lab
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108 The Tutonal

At the completion of this exercise. you will have created and saved the four
photos that will appear in the sample newspaper. For information on specitic
steps. refer to the page numbers shown in parentheses.

l.

9

Select Photo Lab from the Picture Menu. (7)

[f you are not using a mouse or a joystick. use ENTER as the selection key.
Also. whenever you see F1. F2. and so on. it means you can use the
corresponding function key. Thus. no matter where the cursor is in the
Picture Menu. you can press the function key F1 to access the Photo Lab.

[nsert the Clip Art Collection Volume 2 disk into the “data™ drive you
specified in the setup procedure.

. Get the “towering computers™ piece of clip art. (24)

a. Select the clip art icon. From the list of clip art pages. select the page
named “Computel.”

b. Move the cursor to the piece of art and pick it up.
Position the art in the work area. (25)

a. Move the art so that it is near the middle of the work area. For precise
movement, you can hold down sHiFT while moving the cursor.

b. When the art is where you want it press ENTER to lock it in place.

Disregard the second image of the clip art that appears if you move
the cursor: it’s there to give you the option of using two copies of the
same piece of art.

. Enter the caption for the photo. (34)

a. Select the crayon icon (F4).

The Graphic Tools Menu appears. From here, you can access tools to
help you modify clip art. create your own artwork, or select a font
(type style) for text.

b. Select the large sans serif font (F4).
c. Select the Exit box (F9) to return to the Photo Lab work area.

d. Inthe work area. the cursor takes on the shape of a box the size of the
font you have selected. Move the box below the piece of art. where
you want the text to start.
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Save photo

e. Press aLT to begin text mode.

The aLT key aLTernates between cursor movement mode and data
entry mode.

f. Enter the text:

OFFICE AUTOMATION  ENTER
IN FULL SWING ENTER

Press aLT to go back to cursor mode.

{}]

[f you made a typing mistake. you can move to the spot. press LT to
go back into text mode. and re-enter the correct character(s).

. Take the snapshot. (35)

a. Select the camera icon and move into the work area. Notice that the
cursor takes the shape of a cross.

b. Position the cross just above and to the left of the box and select
(ENTER) that spot.

c. Move the cross down and to the right. Notice a box taking shape.
When the box encloses the photo. select again. The boxed area is
reversed for a moment (like the negative of a photograph). indicating
that the snapshot has been taken.

d. Return to the icon area. The cropping box continues to flash,
reminding you that you have not yet saved the photo.

. Save the photo. (37)

a. Insert a data disk into the drive you specified during the setup
procedure.

b. Select the disk icon (F8). then the Save Photo option. Assign the
name COMPUTER to the photo.

. Repeat the entire process tor the other photos. First, clear the work

area by selecting the garbage can icon. As a precaution against accidents.
the garbage can icon must be selected twice in succession before it
takes effect.

Suggestions for composing each of the three remaining photos appear on the
following pages.

The Tutonal 109



)

110 The Tutonal
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Suggestions for the “Sales™ photo:

® The “up arrow™ piece of clip art is in Clip Art Collection Volume 2. on
the page named “Chart2.”

® To make the arrow bigger. select the resize icon (F2). Move the cursor
(now appearing as a hand) to the arrow and select it. A box forms around
the arrow. As you move the box. the arrow changes size. When the arrow
is the size you want it, press ENTER.

@ To enter the caption. first select the large sans serif font from the Graphic
Tools Menu (accessed by the crayon icon). In the work area, move to the
place where you want to begin and press ALT to ALTernate from cursor
mode into text mode. When you're done, press ALT again.

You must press ENTER at the end of each line. In the Photo Lab.
complete words do not wrap from one line to the next.

® To put a box around the photo. first select the crayon icon to access the
Graphic Tools Menu. Then. select the box drawing tool (D4). and the
second smallest Brush (B2). When both are selected, select Exit (F9) to
return to the work area.

There are two ways to select a graphic tool: You can move the cursor to it
and press ENTER, Or you can type its label.

In the work area. the cursor is a small square, representing the size of the
brush you selected. Move the square above and to the left of the arrow.
and select that as the starting point.

Now, move the cursor down and to the right; a box takes shape. When the
box encloses the art and the caption. select again. If the box doesn’t turn
out right, move the cursor to the icon area. then back into the work area
and try again.

8 Take the snapshot (using the camera icon), then save the photo (using the
disk icon). Assign the name SALES to the photo.

® Clear the work area by double-selecting the garbage can icon.
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MORE DAYS OFF AT XMAS

Suggestions for the “Santa™ photo:

8 The piece of clip art is on Clip Art Collection Volume 1. on the page
named “Holiday 2.

To scroll through the list of page names. move the cursor to the bottom of
the screen and continue scrolling, or use the PG DN key.

® Position Santa at the very top of the work area.

8 To enter the caption. first select the large sans serif font from the Graphic
Tools Menu. Move to the bottom of the work area and press ALT to go into
text mode. When you're done. press ALT again.

8 Use the magnifying glass icon to make Santa's buttons black.

When you move into the work area. the cursor takes the shape of a small
rectangle. Move the rectangle over the top two buttons and select that
spot. The screen display changes to show the individual pixels in the area
enclosed by the rectangle. The cursor is indicated by the flashing pixel. A
small box at the bottom of the screen shows the part of the work area that
is being magnified.

Move the cursor inside one button. Now, hold down aLt while you are
moving the cursor; the pixels turn black. When you're done, release aLr.
move inside the other button, and repeat the process.

When you're done, select the Exit box. If you make a mistake and want
to start over, select the Cancel box.

Optional: Repeat the process for the other two buttons.

8 When you take the snapshot (using the camera icon), position the cross in
one corner of the work area, then move to the opposite corner. You may
not be able to see the box taking shape, because it will have the same
outline as the work area.

® Save the photo (using the disk icon). Assign the name SANTA, then clear
the work area by double-selecting the garbage can icon.

The Tutorial 111



r'-—i

IS

| Save bhanner

MENU

114  The Tutonal

c. Select the Exit box (F9) to return to the banner.
. Put the cursor just to the right of the clip art.

. Press ALT to begin text entry mode. then type The Office Oracle.

As you reach the edge of the work area. the screen scrolls
automatically to make room for the text. When you finish typing the
text. press ALT again to go back to cursor mode.

. Select the crayon icon again. change to the large serif font, regular

scale. Return to the work area. select your starting point. and type
Volume 3, Number 32.

. Put a box around the banner. (32)

a. Select the box and the second smallest pen size from the Graphic

Tools Menu. Then select the Exit box.

. Move into the work area. Make sure that the screen is displaying the

lett half of the banner. (To move quickly. you can press HOME.)

[n the work area. the cursor takes the shape of a small square.
representing the size of the pen. Move the cursor to the top left corner
of the work area and select that as the starting point of the box.

. First. move the cursor down to the bottom of the work area. Next.

press £xD to move quickly to the right half of the banner. and then use
the right cursor key to move to the edge of the banner. A box takes
shape. Press ENTER to set the box in place.

[f the box does not look right, select OOPS to cancel it and try again.

7. Save the banner. (52)

a. Insert your data disk into the drive you specified for this purpose in

the Setup procedure.

b. Select the disk icon. then the Save option. Assign the name OFFICE

to the banner.

8. Return to the Picture Menu by selecting the MENU icon.
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¢ Exercise 3: The Copy Desk

At the completion of this exercise. you will have created and saved the
columns comprising the sample newspaper. The first column is shown
below: the other appears on the following page. For information on specitic
steps. refer to the page numbers shown in parentheses.

SALES HIT
RECORD HIGH

Asbed bt e e lanate el sl ot @et
At T Mg TRt R gl el imel
Poaer b b g e

1. Select Copy Desk trom the Picture Menu. (7)

Like the Banner, the Copy Desk work area is too big to be displayed on
the screen at one time. What you see is about one-fourth of one column.

The scroll bar to the right of the work area highlights the part of the
column that is on screen; the column icon (F3) highlights the active
column.

2. Select your page layout. (61)

The page layout specifies whether you want a banner, and whether you
want to print on letter-sized paper, or on legal paper.

Select the PAGE icon. The screen displays the four page layout options.
Select letter (8'2" x 11”) paper. with a banner.

3. Insert your data disk into the disk drive.

4. Specify the banner you want to appear on the page. (62)

Select the banner icon (F2), then select your OFFICE banner.

The banner itself does not appear in the Copy Desk work area. but it will
appear above the two columns when you print the page.
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5. Put the SALES photo in the left column. (64)

a. Make sure the lett column is active. It should be highlighted in the
column icon (F3).

b. Select the disk icon. then the Load photo option. From the list of
photo names. select SALES.

o

Move the outline of the photo to the top ot the column. Select that
spot tor the photo. The outline box is replaced by the photo.

. Select the font and line spacing for your text.

a. Selectthe FONT icon (F4). You'll see a menu of the same fonts as are
in the Photo Lab. Select either small font.

You'll also see a new option: line spacing. Line spacing refers to the
number of pixels of blank space separating each line of type. You can
specity any number trom O to 4. The higher the number. the more
space between lines. The default line spacing is 2 pixels.

b. When you have the font and line spacing you want, select OK.

. Make up a story to go along with the photo. and type it in.

All you have to do i1s move into the work area and start typing. [n the
Copy Desk. you do not select a starting point for the text: that's done tor
you automatically.

If you don't like the starting point. delete any characters you've entered
(see below), and press ENTER to move the cursor down.

For this exercise. it doesn’t matter what you type. but you should enter
enough characters to fill the work area so that you can see how the screen
automatically scrolls.

Keep in mind these points about entering text in the Copy Desk:

® You do not need to press ENTER at the end of each line. The words will
“wrap' automatically from line to line. Use ENTER only when you want
to end a paragraph or put extra space between lines of text.

® To make a correction by deleting a character, use BACKSPACE to delete
the character to the left of the cursor, or use DEL to delete the character
on which the cursor rests.

® To make a correction by inserting a character. move to the desired
point of insertion and enter the correct character(s).
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MENU

10.

.

13.

Put the SANTA photo into the column. following the directions in
Step 3 above.

You may not see the box outline when you return to the work area. That
is because the box outline is nearly the same size as the work area.
When you press the selection button or key. the photo will appear.

. Type in a story about the SANTA photo. following the directions in Step

7 above.

[f you reach the very bottom of the work area and continue typing. vou
will hear a beep indicating that there is no more room in the lett column.
[f you were to keep on typing. the “overtlow™ characters would
automatically be moved to the top ot the right column.

Activate the right column.

All you have to do is double-select the column icon (F3). [t takes some
time for the program to switch from one column to the other. so it
displays a watch indicating that you must wait. When the watch
disappears you may continue.

Put the COMPUTER photo at the top of the column, following the
directions in Step 5 above.

. Put the PICNIC photo at the bottom of the column.

When you plan to have a photo at the bottom of a column, you should
put it there before you enter any text into the column. That way. vou
will know how much space your photo takes. and how much space
remains for text.

Go back to the top of the column and type in a story about the
COMPUTER photo. following the instructions in Step 7 above.

. Save the page. (77)

a. Make sure your data disk is in the proper disk drive.

b. Select the disk icon. then the Save page option. Assign the name
TUTORIAL to the page.

. Return to the work area by selecting the MENU icon.
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‘ Exercise 4: The Press

At the completion of this exercise. you will have printed the sample
newspaper. Before you start. make sure that your printer is turned on and
on-line.

I. Ifitisn’t there already. insert your data disk in the proper disk drive.

2. Select the Press from the Picture Menu.

3. From the list of options. select Print page if the name of your printer is
displayed at the top of the screen.

[f the name of your printer is not displayed. select the Change setup
option. Then. scroll through the list and select your printer.

4. From the list of options. select the TUTORIAL filename.

5. Make sure that you have paper in the printer and that it is aligned at the
top of form. Select the OK box.

6. Press ENTER to accept the default of printing one copy.

The printing will start almost right away and will take about three
minutes to complete.

7. When the printing is done. take your printer off line and do a form teed.

[f you notice any major problems with your printout. you may wish to
return to the Tutorial or to the appropriate chapter for assistance.

8. Return to the Picture Menu by selecting Menu from the list of options.

9. Exit from The Newsroom Pro only when the Picture Menu is displaved.
Double-select the Exit option.

- (&‘)

The Newsroom Pro prints in a special graphics mode. When you are finished
printing in The Newsroom Pro and want to print from another software
program, turn your printer off and back on again. This will restore your
printer’s normal print mode.

‘J 118 The Tutonal
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¢

The Newsroom Pro package includes
three clip art disks:

8 The Newsroom Pro Clip Art, with
more than 600 pieces of clip art

& Clip Art Collection Volume 1, with
600 additional pieces of all-occasion
clip art

& Clip Art Collection Volume 2, with
more than 800 pieces of
business-related clip art
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For quick access. the clip art is organized into categories and arranged on
pages. For each clip art disk the page names are shown on the screen. and in
this catalog. in alphabetical order.
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‘ Index

Note: QR refers to the Quick Reference Guide.

ASCII files. 79

backup disks. 10
banner:
creation of, 46
icons, QR. 43
scroll bar, 42, 45
work area, 42
banner icon, QR. 57. 62
blocks of text, 73
box drawing tool. 32

camera icon. QR 21, 35
circle drawing tool, 31
clip art:

as personal clip art, 39

Catalog. 119

defined, 22

in banner, 47

in photo. 24
columns:

copying. 76

defined. 58

deleting. 76

entry sequence. 63

left. 68, 69

moving, 76

right, 70

scrolling. 59
column icon, QR, 57. 59
Copy Desk:

icons, QR, 57

work area, 56
copying a column, 76
copying text, 73, 74

crayon icon. QR. 21, 31,43

cursor, 6

data files. 10, 103, 104
default directories. 101

deleting text, 34, 51,67, 73,76

directories, 100
disk icon, QR, 21, 43, 57

draw drawing tool. QR, 32

drawing tools. QR 31

eraser drawing tool, QR. 32

exiting from the program, 17

extensions, filename. 98

file organization. 99
filename extensions, 98
filenames, 37.52,77.97
fill patterns, 33
flip icon, QR. 21, 26, 43
FONT icon, QR. 57. 65
fonts:

Banner, 50, 51

Copy Desk, 65

Photo Lab, 34
freehand drawing, 32

garbage can icon, QR, 21. 43, 57,76
Graphic Tools Menu, QR. 30

hand, 6, 31

icons, QR, 5

Banner, 43

Copy Desk, 57

Photo Lab, 21
inserting text, 34, 51, 67

installation of the program. 12

keyboard, QR. 7

left-column break. 68. 69
line drawing tool, 31
lines drawing tool, 31
line spacing, QR, 57. 65

load:

ASCII file, 79
banner, 53
flow chart, 96
page, 78

page from The Newsroom, 80
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