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Fred4

This is Fred4 with the Pages view up. (Pages only gets a tab name a tab when other tabs are open.) Navigator is on
the left, and on the right is the screen in which you will work when you open a page.

You can pick a colour scheme from Help: Ul Themes: Color Scheme. Ice provides a good contrast for the buttons and
menus. Tera Blue is also quite light.
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To open a page or pages

In the Navigator, go to Title arrow and choose the title you want to work on.
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Then choose the Edition by selecting from the dropdown.

Double click on the selected page you want to open or drag the page into the right window frame.
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Or you can right click on the page and open it by clicking on Open/Add.

Open/Add

To open a single page, or to add a page or pages to that window.

Open in New Tab

To start a new tab of page/pages. Open/Add will add new pages to this window when the window is active.
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To open multiple consecutive pages at once, highlight the pages you want by pressing Shift-RMB, click on the first
and last pages. The ones in-between will be highlighted as well. Then Open/Add

To open various individual pages at once, Ctrl-RMB click on each one, then Open/Add.
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Or drag these to the right window OR click on Open in New Tab
These actions will cause ALL these pages to open up in a single window.
The name of the current page is highlighted at left.

Ctrl-mousewheel to zoom in or out to see them... or
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Navigat

...to view more than one page at once in a SINGLE window (other using the scroll wheel), clickon 01 2 3 4 at the
bottom of the Navigator to get various options of displaying a multi-page view.
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1 = pages in a vertical row (run deeper than the window)
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2 = two across horizontally, and down vertically (bigger than the window)
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3 =tiled view of pages within the window
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Click on Open in Separate Tabs (on a multiple selection at once) when you want the pages to open individually, each
in its own tab.
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These pages can only be accessed by clicking on each tab. You will not be able to see them in a single view (one
window)

Alternatively, you can find the same options under File: Open
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Page Layers

Shortcut: Y



Click on the Layers Palette icon.
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This will bring up the dialogue box. Note, the editorial layer will be checked out by default
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Or click on the top toolbar Tools: Layers Palette.

This will make the Layers Palette a fixed pop-up in Fred4 when a page is launched. If no pages are open, it will not
open
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File Edit Layout Type | Tools | Images Articles Table APM View W
Pages x | Editions Shell‘ i Open Path

E’, X b Round »
Split >

Apply Tool Preset

@ 7 Fit Text to Path o
Words Estimate (Linked Frame)

Title:

~
Navigator @

[~ Content 3
Template:

U Move to Another layer...
Edition:

ﬁ | Layers Palette Y |
Booklet: Align 5 :|

Duplicate » (ol

m, — P

[] = Run-around »

D‘ Choose Resize...

'__“ Arrange 4

4 ==1 o LT ===

Right-clicking on the page also takes opens a menu with the Layers Palette in the middle of the options.
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To save a page

Shortcut: Ctrl+S



Click on File, then click on Save and choose an option.
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Click on the Save Changes icon, or the Save All icon.
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To choose a frame

Shortcut: F

Click on Articles, then click on Add Frame by Type and choose a frame type.
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Or you can click on the Frame Tool in the left toolbar, and then drag the mouse on the page to create the frame
block.
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Note that the cursor for this action is a cross + so, like any line as well, it can be drawn in a horizontal or vertical

plane.

You can repeat this action for the next frame required or click on the Add frame tools at the left toolbar to select the

type of frame you need to add.
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Add frames can also found at the bottom of the screen. Its exact position will depend on what order you activate

your various toolbars, and the size of your screen.
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To Choose a Different Type of Frame

Shortcut: Ctrl+F2

You can use the Type labels button to check the identity of your frames.
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| ] ‘ Photo caption

If you put the wrong kind of frame on page, eg a body frame instead of a head frame, it can be replaced by bringing
in a new frame, or simply changed (before it is linked) with the Select Object Type button in the toolbar on the left.
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It will bring up the drop-down menu which will indicate its current type of frame, then simply choose the type of
frame you want to change it to.
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Or go to Type: Select and Resize, (Ctrl-F2) the same dropdown menu will appear *** change to Select Frame Type
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B Fred4 - Valdi Strauss - Sandbox
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This functionality is not supported for the frames with capacity
for more than 10 decks!

To choose/change a format

Shortcut: F2

Click on Type: Select Format
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This will bring up a drop-down menu on page. Choose the format.
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Or go to Format on the top toolbar and select from the dropdown

Main Tabs Help - /_\
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Or click on Articles: Format: Select
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Alternatively, use the RMB, and at the top of the menu Select Text Format: Change Body Format
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To split a frame into columns

Shortcut 1:
S (for split - no D for divide)

This will split (divide) the frame automatically into the number of columns to match the underlying master

Dmmmmmq R |

Shortcut 2:

Press the number of columns you want, eg 1 2 34 5 up to 9. This divides it into the requisite number of columns,
with the default gutter between

Beyond 9 columns...
..Shortcut 3:
Shift+S

Or, once you have clicked on the frame, click on Tools: Split: Choose._
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This dialogue box allows for more divisions than 9 and allows you to choose the size of the gutter, if you're not using
the default (5mm or 14.225pt), as well as inserting rules between the columns if required. (The unit of measure,
points, cm or mm depends on your preferences, set at Edit: Preferences on the top Fred toolbar or Shift-Alt-P, Main)
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To link text
Shortcut: L

(The article that is current, ie is showing in the bottom toolbar will be linked to frames. Before linking another
article please ensure you clear current using Backspace or Articles: Clear Current Article and Element. If not, the
article that is current will also be linked to the new frames.)

File Edit Llayout Type Tools Images Table APM View Window MainTabs Help -

Pages x | Articles | Shell & New Article... Ctrl+N
o Cy b 3 PDF ‘%‘ &l Copy Article... - AESE N ] - Format | va
New Article by Template... f

. New Article Template... * & b4
..... @_ @ leader Edit Article in Story Editor Space pportAL(OE16 Col Masteri. @

‘ g Name/Title Switch to Story Editor Horizontal Split

” E ] 11082018Letter1 Switch to Story Editor Vertical Split

o ) 11082018LDRUmpire Edit on Article Tab

1 ) 11082018Letters Edit Current Element on Article Tab

) 11082018Letter2 Select Current Article
@‘ _’ 11082018Letter3 Clear Current Article and Element Back | - . i
D‘ 7, 11082018Letter5 Add Article Element to the Current Article W

15



To link text to a frame, you can also click on Articles: Link: Link Article To.
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This dialogue below will pop on the page with the previously selected folder as the current one so if your story is not
in this folder, change it to the one you need. Then double click on the article you want to link to the frame.
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You can also link by dragging the article from the Navigator panel to the selected frame.
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NN e e e R
~ Results Tasks Products Clipboard Collections
= g (W f A
7% — 465pt | 1008pt /BD/QOpinion/Leader/11082018Letter3,Body (-6)

Alternatively, clear current, then click on the empty text frame, then click on the Link Tool on the Toolbox toolbar.
The list of stories in the current folder will come up, click on the story to be linked.

[N

‘ . Published:

To unlink an article

Shortcut: U

To unlink text from a frame, click on Articles, then select Unlink.

File Edit Layout Type Tools Images m‘ Table APM View Window MainTabs Help -
Pages X | Articles | Shell 21 New Article... Ctrl+N
T iS|E @[ X |meor G| Copratde. & &% [@ D[, iroms
- New Article by Template... 5
’ New Article Template... b
.. b @ ® leader Edit Article in Story Editor Space  [POrtAL(OE.16.Col Master A.. Az
5 é Name/Title Switch to Story Editor Horizontal Split
s ’Z§ ") 11082018Letter Switch to Stery Editor Vertical Split
o 11082018LDRUmpire Edit on Article Tab
ﬁ _) 11082018Letterd Edit Current Element on Article Tab
") 11082018Letter2 Select Current Article
‘ '_) 11082018Letter3 Clear Current Article and Element Back
D‘ ") 11082018 etter5 Add Article Element to the Current Article
D‘ 11082018LdrCol Add Frame by Type » n
- ) 11082018Take Replace Article with Another
& ) 11082018LDRIdr1 Sy @i
9 Swap Position
@ T
[ Lk »| & | Link Article To.. L
QA Format 4 Link As First
%I Check G o'g Unlink u <\
— 179 [ save artide Ctrl+s I Unlink and Keep Geometry
= T |
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If you have highlighted the text frame, right click on the frame and click on Links, then Unlink.

Select Text Format 4 - X
Malbz e licing Move to Another Layer...
Layers Palette Y
@ [j] D '% L;E Layer Editable o - =
Chain  Text Add To/Replace 3 =
7 BD_Mainbody Sport AL (OE_1 Select 4 2
[ ks |82 | unlink u «—
send » Unlink Article and Make Template
T . Show Links
Show Frames Border 1 e i Toet
Area/Image colors
T Transform Text 4 @ [ sold color =
o i Round P A | [None] ~ 100
' Toggle Panel Selection Mode Ctrl+Shift+P B
.| Properties Angle Width
=m— 4
0 L]
o
O]
4]
e D | r
Rule & Dash
! | co | v ||100

Or, click on the Unlink Tool on the left-hand side on the Toolbox toolbar.

Published:
a?
Hide dummy ¢
. [
Unlink Tool (U)

" 1108201¢

To apply styles to text

Shortcut

for character styles: open text (by hitting spacebar) then Alt+Down Arrow

LIl -1 Wals | Single deck of head

iy Character style x =5 on BN CRNETEY cen=rally and

dustry in particular have an almost

tto them. What is a mine? It is a very

of mineralised rock in the ground that)
wovered, often by the expenditure of

| OK | | Cancel at risk of failure of the exploration

— cmtma armonnts af meanay are than

Choose Charact ]

Shortcut

for paragraph styles: open text (by hitting spacebar) then Alt+Up Arrow

ru 1 . ] asp

4§ Parac h style volur
jfeen

amaor

Choose a Parag | 20 - letter body v | lsume
mitte

Chain D ssary
shafts

al ar

| OK | | Cancel |2

issary

T T TR i
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Both of the previous can also be accessed by clicking on Type: Character: Choose Style.

Valdi Strauss - Sandbox
Type | Tools Table View Window MainTabs Help -
I’t| Character Compact Palette Ctrl+T
Bl ARG Characters Palette... Shift+ Alt+T ormat | vanillaldrbody ¥ Para| 20 - letter body ¥ | [] Chain Text
Change Case | Choose Style... Alt+Down |_ =
1 Fit Text to Path Plain Ctrl+Shift=N i,
E Insert HyperLink... I | italic Ctrl+Shift+
Insert Special Character B |Bold Ctrl+Shift+B
Insert GNML *< | Notes Mode Ctrl+Shift+X ) v
i Fill with... Expand Character Style Fmgle deck of head
Select Format... F2 T Update/Create Character Style From Selection Recent articles on TR ensraly and
= T he mining industry in particular have an almost
urreal aspect to them. What is a mine? Itis a very
LI rrerrre—— e T e it
Or clicking on Type: Paragraph: Choose Paragraph Style.
| Fred4 - Valdi Strauss - Sandbox

File Edit | Type | Tools Table View Window MainTabs Help -
Pages | Art Character 3 |
° O q | Paragraph > Paragraph Palette... Ctrl+M
; Change Case 3 | Choose Paragraph Style... Alt+Up |

N7

i Typog

Fit Text to Path

Insert HyperLink...
; @ @ Insert Special Character

s Insert GNML
S| Fulll
= Fill with...
=

Na Select Format...

Title: Refresh Formats

Fold Show GNML tags

Alt+F9

Expand Paragraph Style

“ Update/Create Paragraph Style From Selection

Basic v

None ~

<

11082018Letter2 x

| i Format | vanillaldrbody ¥

3.

it EPara 20 - letter body  ~ DChain Text

4[] 11082018Letter?
® £ Head
@ | Body

Fmgle deck of head

Recent articles onl
he mining industry in particu
urreal aspect to them. What is a mine? Itis a very
arge volume of mineralissd rock in the ground that]

 zenerally and
ar have an almost

Or you can use the Text Style toolbar by clicking on the down arrows, either for a par, left, or the character, right.

! Para| 20 - letter body

v | [ cChain Text v

1 - Firme bold

19



IMAGES

To insert an already processed picture

Shortcut: Shift+l
1. Drag the picture onto the page

2. Replace a placeholder with the picture

You can drag the image across from the list in Navigator onto the page, without using a placeholder. The picture will
come in at the size it was saved at.

Alternatively

Click on Images: Insert

-4 Fred4 - Valdi Strauss - Sandbox
File Edit Llayout Type Tools | Images | Articles Table APM View Window Main Tal

o) A . New (2
(S |bl @ X | Reor [ d
. =] Insert shift+ |
: Upload 4
< _
o | @ @ foll Crop/Zoom Palette 0 nb
Rlm & s ) '
[ [; _5 Title: BD [ Rty
3 & | Uncrop All
@ I =
2| Template: [m] ‘
o Restore
u Edition: 28-0 Cut-Out -
Booklet: Flip/Color -
LI JTLEl .
Caption
m | [—— 4 o
D 4 BD_Mainbody L 5 Styles »
v .
[:]‘ F [ 0_Normal -E Refresh All Images on Page
- Update Selected Image
4 - Update All Images
@g Forget Image (in lib shape selection)
o E#  SendTo. F12
Q’ 3 Properties .
4 =t T |

Or click on the image icon in the Shapes toolbar

JomE 2 \

Or click on the image icon in the Images toolbar.

LS Q@ |
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This will bring up the following dialogue. Click on the picture you want, OK it and it will also drop on the page at the
size it was saved.

4 Select an image Ex | X
| Narne: 0/35 SortModified &[] —
| ” None v - L
| Folder: 2
' | /BD/Production/Images/Images =8 Rink
i

=

Placing a picture in an image placeholder.
If you have an image placeholder on page, click on the placeholder, then follow the same steps as above.

This time, it will ask if you want to replace the placeholder and then you have to decide on the following choices
brought up in this dropdown box

| I | T MRS N T o |f
4 Picture replacement A |
: | !
The dimensions of the picture ‘swimming' ——
are different than dimension of the area
to be replaced with picture. ;
7

Select operatior | Fit v | imacy gats Kick I Prongy:
e = 2 |
g oK || Cancel | :
hATTF AR T ] | e
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Fit (it will fit as much of the current picture as it can into the shape of the placeholder and you can move it around
inside the frame to make it workable)

Resize (this changes the placeholder frame to the exact dimensions of the original picture itself, while shrinking the
picture)

Crop (the picture comes in at the size it was saved and only what can fit in the frame will show — another good
reason not to save pictures at gigantic sizes!)

Loy s emas s s i s | g, s )

uct Llul‘iug luct d luc
d off* he anthem 0 he ar of he
ving| 1as bean no g 1s be ing s
000) bolicy rega 09 policy o0 poli
ning| nthem. The ng _lltllﬁ‘l‘ ingl nil
tting| inue to be ng Inue t mz i

ame, and ; pame, k gan
[ fur plaver persc Ar plaver [ur play

hat time ar hat tir hat
+ has luring the as luring 1as lurr
\'in.g lag anEl p ng| lag a ing lag
s, (B lis unther hid bntl

For Image placeholder options, RMB on the Image Tool

Folder: /BD/Production/Images/Images -
Type: [] Article al
1 Editorial image
D‘ [] story
& P
— [:_] Rectangular Image Box Tool I
1 Circle Image Box -
Rounded Image Box
[ insert Image... Shift+
@ 'r —

Link the image to the article.

Shortcut: L

Or use the link tool in the left toolbar

. e =
0. | Booklet: |

@, | 180 Mainbody B 2 BD_Mai
+ | "EW o Normal T"REM O
3 | = E——
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To add the caption

** remember to link the caption and picture to the story.

*** if it is a standalone picture you must create an article to house the caption.

You can bring in a caption frame with the frame tool (see Page 9).

However, adding the caption as described below will link the source caption to the picture without having to cut and

paste it from somewhere else. It also inserts the styles, so all that is required is to pop in the keyword and clean up
the caption.

Right click on the image, and click on Add Caption Frame.

BEFEDQ| & & = ¢¢;§Format

¥ & ¥

. 5 BD_Mainbody Companies AL (0E_07_Compa... & x >
Basic v Picture: V52401google [BD_Basic ~
—_————— | \03-25pt (1)[#18941_2018/08/01
Source P Size ~ 1:14:33 PM R1N1
1 AFP 72dp 5A & Measurement
T Bt N X | 547.648pt W |533.423pt
l p
R|<ETS Y |3045pt H |399pt
¢ AFP 72dp
| ‘ ‘ ‘ Area/Ilmage colors
AFP 72d -
P p Q
AFP 72dp Deck Bol g k)
dy e A
AR 72dp =Y i New Image r
AFP 72dp Edit and Crop 3
AFP 72dp Logical Groups 3
0
ARP H2idp - Upload/Download [N
AFP 72dp ; G a—
£ I £ : Move to Another Layer... 0
ARE 2 £ Layers Palette Y 100
£ : i
AFP 72dp ., ; I i f Layer Editable
i 00
= M= Add Caption Frame
Sort:Created A |
Fit 1
v
Libraries Masters Bt sendTo.. Fi
yard Collections < Refresh and Update v| v
Be e s Be T e . Q0D D:D:QD: DD D7D | Image Styles 1 55
B %30 H = ol = A S \:7 Toggle Panel Selection Mode Ctrl+Shift+P
<No current article> fiopeiics d

Then choose the position of the caption from the dialogue box that pops up

S W) I | SN
[ Add Caption Below ]
Add Vertical Caption on the Right Side
Add Caption Over
Don't Add and Don't Prompt me Again

Vainbody C 6 BD_Mainbody It ‘ I
0 Normal = "F ™ 0 Normal f

Add Caption Below puts the caption one line away from the picture.
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Vertical Caption turns the caption on its side, so more useful for a credit.

Add Caption Over pops the frame on top of the picture.

Or click on Images: Caption (you must have a picture highlighted for this to work).

L4 Fred4 - Valdi Strauss - Sandbox

File Edit Layout Type Tools | Images | Articles Table APM View Window MainTabs Help -
~ . : New L A =
(5 |E @ X [RBeor | _ =
: T nsert Shift+]
i Upload »
< = 4
P @ @ g Crop/Zoom Palette (o} nbody Compani
[z 2 Fitti »
R S Title: o | | S
> = /@] | Uncrop All
< | Template: [m]
o Restore EIt
u Edition: 28- Cut-Out 59]
Booklet: Flip/Color » l)ﬂ_
=11k Caption =T
[al, i | £
D = = Styles »
E]‘ f -Q Refresh All Images on Page
F TFFI | Update Selected Image
4 i Update All Images
4 BD_Mainbody L 5
"B 0.Normal | " Forget Image (in lib shape selection)
Bl SendTo.. F12
Q q Properties
| |
o — = L4

Choose its position from the same dialogue

Add Caption Below - l
Add Vertical Caption on the Right Side

Add Caption Over

Don't Add and Don't Prompt me Again

r T

Now link the caption and the picture to the story to which it belongs.

Standalone Pics

If it is a standalone pic and caption, it must be made into an article. Highlight the frame, then click on Articles: New
Article (shortcut: Ctrl-N)

File Edit Layout Type Tools Images | Articles | Table APM View Window MainTabs Help -

- [— . New Article... Ctrl+N =
;DH@K‘EPDF@‘@l |@1 2
3 Copy Article... i

New Article by Template... =

< .

ﬂ = (? ® afp pics New Article Template... mpa... & %

[Ba *g [ Title Edit Article in Story Editor Space
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Name it and choose the folder it must go into, OK this

) New Article - O X
Name: VSgooglecap

Notes:

Categories:

Keywords:

bt | ¥

Assigned to: Valdi Strauss v

Assign to Edition:
Content Position:

Select Folder: /BD/Production/Subbing S

QK ” Cancel

Should the caption lose its proper format, hit F2 and reassign the correct one.

*** Remember to LINK the picture to the caption (shortcut: L). You will know this is done when the name of picture
forms part of the caption name in < > brackets.

| e for their i e
ting em an Eua 12w —. S asm

ashiinking u u
5 conpuiers | The brancl bogo of Alphabst Inc's Geogle & s==n cutsid its offics in Beijing, China, August 8 2018, REUT ERS/ Thomas Peber .
lits value in
remmstition
<

mw mﬂ mwz [ﬁu [ﬁm mﬁ mws [ﬁw [ﬁwa; 00 01 02 03 04 050
JEm HerDH( EEe = =R g (@

iction/Subbing/VSgooglecap,Photo caption<VS2401google> (0)
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To add rules to the page

Shortcut: V

Then draw a rule horizontally or vertically.

Or click on the Rule icon on the Toolbox toolbar at the top of the page. Then drag the mouse horizontally or

vertically

;éDO-'.j_/ \;E

BD_Mainl

Or click on the Rule Tool on the toolbar at the side of the page

< —
w,- Qo> -0l
O, B mite BD
Ly 2 Template: [m]
=] Edition: 28-01-2020 01BD280°
59 Rule Tool (V) - Shift or right button for menu |
o Tt =L [ ®

For additional rules, press RMB on the Rule icon for more options.

d IHpae. L=
.i-l B 2001 20900480801 Mainbody 01
& #  Rule v

| £_ Open Path —

2 [ [ T——

"% Arrow

Q %  Smooth E 3 BD_Mainbody M
'3'| (3 Close Open Path I ¥ [ 0_.Normal
—| #  AddRules...

I 3% Rule-on-Pointer Preferences W ] ] z

P R —T T

Rules in Gutters
To move a vertical rule into the middle of a gutter, Ctrl-Alt left arrow or right arrow

To add rules next to a frame press Alt-R or Alt-L. This places a rule next to the frame, and at the depth of that specific
frame, on the left or right of it, in the middle of the gutter.
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To add guides to the page

Click on the Horizontal Guide Tool or the Vertical Guide Tool._

s .

Q, |
1 BD_Mainbody B

" 1 0_Normal

Vertical Guide Tool

4]

To send an article from the page

Shortcut: F12
The second option in the dialogue is where the last story you sent went.

Automatically highlighted with the return to blue arrow is where the story came from, so that is always the first
option —to send it back.

u Send — O X

Send the item to another folder:
Name: VS2401musk
Folder: /BD/Production/Page

~ Please select a destination folder:

HEO ? /BD/Production/Subbing > e

5 1a private

(@) ? /BD/Production/Page v Inwnhit
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Cwilh the
b riores
d pumse
atiors that
tieve their

S M

Notes: pects vl
stock was
o Tuesday,
s ki
shedule for
thave wen
s for their
g en an
3 shinking
| ey
s value in
ompetition
onmputing
i
be o the

g i 4 o p o <
-
meweas | 25pL Prumo y
s sccess

s

L s T

ONE TO FOURWORDS

Send ] I Cancel

anaa

27



Click on File: Send and choose an option.

@« g0

Help -

Format

vanillabody

59pt Lead Prumo
Deck Boldy

@ Subhedad here Prinno Deck Book halic 10pt

&

Properties
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Or click on the Send icon.
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4

Byline Nome

(Boamibery) o
think of companies gomg pri
e, vour [ist. thought s of
s with no camings and
2565 hillon valuotion. But lm
o an it will b alier Flom
Mk s thombshels
sk Incs kunder took
ammoance with short selless
andl his canguaign aganst sup
pemcdly myopi thinking ko new

Asamarketeperator, Tesla s
a sty in extemes. |5 A7 per
centanmulisedgain since 2010
s done g 0 it
ingly i war ol

things agrowthcongany wanks
Trom public markess asky-high
stock yal sharchakies,capitl

w0 expand. Bt theyve never
been enough o give him prce
almind

ol b o g
100 8w meat e

axuroing by rchtbie
they demt burn trough sheir

In where imswimon &

heighs Tuesdby, mwesting that
ho s inae
e carmaker privae br 120
a shue The emuimg ke
burmed baars 0 the tme of
Ss00mion

u
Mest of the specilics were ot

ent incheling where S66 billn
n furling would come from lor
whatconll be the Linges lover
agedd Buyout in hisiory

kel porcent Tuadsy o

and was mading, at
%mm at 440 am i New

Hs ve dal Musk has oe
mies. Shares borrawed @ sel
million

shures, according o doia com
Pl by 18 Ak, g
one of the most bet against
fims on US exchamges im.
Chums, e world's  mest
lamaones bear, & a hieguent public
dotinctor. as are acadro of Bt
ter attackers who parse every
reluse for s ol ewgen

an.
Atthe same tin, he's shav
lithe inclination o ke things

DIRECT QUOTEIN
CAPS FOR DEPTH OF
BOX NOT LESS THAN
FOUR LINES OF COPY/
OR MORE THAN 8,
LINE SPACE ON TOP
Ham: e

Ttk b

cal gty tho compuny i
andgrabbing e atientionol
media arel Wall swect” said
Bruce McCain, chiel mestment
strateggstat Koy Pinate [k i
Clevek it there comes a
iime swhen you nece t moke
farsiion ko a more tadidonal
mungeral sk Mk
want o make meoves toward

File | Edit Layout Type Tools Images Articles Table APM View Window Main Tabs
New » . -
- | W .
= w | ot ) =]
=  Open 7
A L E
Close Ctrl+w £ :
Merge Content/Move To 4 Farls 5 BD_Mainbody Companies AL (OE_07_Compa... & *
Save 4 .
~
Assign 4
2 v
Audit
Versions Ctrl+Alt+V
=l Preflight and Print 4
Upload 4
Eyline Name
Mark as Read ot b
Mark as Unread M &'E*T,r“tm;mm bl
— e your lirst thengeht st of
Send »|E# | send To.. F12 e e
ow on it will be alter Flon
Spike Article E# | send On... “T&T:‘T:t:‘ﬁ;&i ok
monance it short sellers
Unspike... [E# | Send Back.. %ﬁﬁ’:ﬁl}ﬁfﬁﬂiﬁ%
= [t Tnancngo e e che.
Open Recent »|ER | Send History... occms s e b 3420
med bors o the wme of

A prssible kg o I-‘,m

a
awnership s e in which i
would be “even more llexible
anel entreprencurial” with

i "t serve aur customes
a singe mindedl purpese
rive: the imnenvations that
help them achiove their
gk

[t in ccial respeces Dell
was elflerent Teshy's stock was
w10 pereent prior o Tuesday,
hoeted] hy st i0was making
oo an a delivery schedle for
clecirc roaeksiers that have wan
ear unanimenss pratse for their
inmevanon Dell siting on an
aggn; prochet lineina shrinking

i, wh

ke the conmam;

hﬂ Imwz mﬂ [ﬁm m‘\ﬁ m‘\ﬁ

3@

Juction/Page/VS2401musk, Body (21)

H DS

muarket for
kestalmest a hird ol its valie n

T Mest of the specilics wee It A prssibic anakg 10 Teska A | [None] v ([100
aut inchiclng where 66 billon propeeal & Dol Gompuer, |
in fundling DIRECT QUOTEIN \\hlnh cashed out investons lor
what coud be 2 B
e :
;L;F,%_.g‘\w Select Text Format i -
56 o
ST 1 8 Angle Width
Pt Move to Another Layer... d
mics. Sares b 8
iujsﬁ;'{‘:m;‘ Layers Palette b i ©
lecl by I
Layer Editable o
Add To/Replace L
e o :
M osame Select 4
i leion
vomhimee
"ﬁ-“f-;ru;‘«ﬂ it Links ; : Rule & Dash
g C [None] ¥ (100
mer by = |
2 abotenr
et Send »|E# | Send To.. F12 e [opt
il Gillord L
wenure capiel —
WEVia  Refresh »| B | Send On.. — 1
l]rshm: e -
lence. inety
i Show Frames Border =# | Send Back... S
e e e
Transform Text »| E# | Send History... wing pos | Inside v|wv
==
lﬁ” lﬁ Round ’ 09 o of ol & & =
= Toggle Panel Selection Mode Ctrl+Shift+P 1] =

Properties

28

63.5pt H=525pt

OK

Modified




To change the page workstate

Click on the Properties icon in the Main toolbar.

EICES - EEIE

-
al ™,

This dialogue box will appear. Change the workstate.

! O Edit page - 28-01-2020 018D2801Mainbody 01 C..  — O X P
Title | Details | Info
Page name: 14 BD_Mainbody Companies AL
Number: 5
Description:
Edition: 28-01-2020 01
Section Companies 2
Zone: AL 02
Booklet: BD_Mainbody v
Master page: | 0E_07_Companies_Masthead A v
Workstate: 0_Normal Y <

Logical page: []
Color page:

Color page (R):

Alternatively click on Images: Properties, and the same dialogue box as above will appear.

You can also click on Articles: Properties, with the same result.

\y Fred4 - Valdi Strauss - Sandbox
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Restore
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Or click on File: Properties and click on Page Workstate, Section, Zone ...
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To close a page
Shortcut: Ctrl+W

Click on File, then click on Close.
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Closing Multiple Pages

In a single window with multiple open pages, if you simply close the window, all pages in the tab close with it.
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To shut pages individually use Close This Page on the right-mouse button or top toolbar.
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Keyboard shortcuts 4 Oct 2018

Objects

D or Ctrl+right+click - Duplicate

S - Split into default columns (1 to 9 - Split into amount)
Shift+S - Split dialogue box

Shift 1to 9 - Split into head and columns
Ctrl+period - Increase width

Alt+period - Decrease width
Shift+Ctrl+period - Increase width more
Shift+Alt+period - Decrease width
Ctrl+comma - Increase height
Alt+comma - Decrease height
Ctrl+question - Increase all

Alt+question - Decrease all
Shift+Ctrl+question - Increase all more
Shift+Alt+question - Decrease all more
Shift+Ctrl+H - Stretch to page height
Shift+Ctrl+W - Stretch to page width
Shift+Ctrl+T - Stretch to top of page
Shift+Ctrl+B - Stretch to bottom of page
Shift+Ctrl+L - Stretch to left margin
Shift+Ctrl+R - Stretch to right margin
Shift+right - Extend right by 1 column
Shift+Alt+right - Extend right by 1 point
Shift+Ctrl+left - Extend left by 1 column
Shift+Ctrl+Alt+left - Extend left by 1 point
Shift+down - Extend bottom by 1 vg
Shift+Alt+down - Extend bottom by 1 point
Shift+Ctrl+up - Extend top by 1 vg
Shift+Ctrl+Alt+up - Extend by 1 point
Shift+left - shrink right by 1 column
Shift+Alt+left - Shrink right by 1 point
Shift+Ctrl+right - Shrink left by 1 column
Shift+Ctrl+Alt+right - Shrink left by 1 point
Shift+up - Shrink bottom by 1 vg

Shift+Alt+up - Shrink bottom by 1 point
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Shift+Ctrl+down - Shrink top by 1 vg
Shift+Ctrl+Alt+down - Shrink top by 1 point

Quick selection

Alt+drag - Hand grabber
Ctrl+2 - Zoom tool

P - Polygon tool

R - Rotate tool

V - Rule tool

B - Box tool dialogue

Shift+B - Box default
Shift+Alt+B - Unbox

F - Frame tool

H - Head and body tool

| - Image box tool

L - Link

U - Unlink

Shift+F - Frame below

Shift+l - Image

Shift+Ctrl+l - Image over columns
Alt+A - Rule above

Alt+B - Rule below

Alt+L - Rule left

Alt+R - Rule right

Shift+Ctrl+F - Pull quote at pointer
Ctrl+H - Replace with another

Ctrl+R - Text wrap

Moving objects

Click - Select

Ctrl+click - Select underlying

Ctrl+A - Select all

Shift+A or Shift+right click - Select article
Shift+Ctrl+A - Select linked frames

Z - Unselect

Tab - Select next

Shift+Tab - Select previous
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Ctrl+B - Move to bottom of stack
Ctrl+F - Move to top of stack

Down - Move down 1 nudge
Alt+Down - Move down 1 point
Ctrl+Down - Move down 2 nudges
Up - Move up 1 nudge

Alt+Up - Move up 1 point

Ctrl+Up - Move up 2 nudges

Left - Move left 1 column

Ctrl+left - Move left % column
Ctrl+Alt+left - Move left ¥ gutter *
Alt+left - Move left 1 point

Right - Move right 1 column
Ctrl+right - Move right % column
Ctrl+Alt+Right - Move right % gutter *

Alt+right - Move right 1 point

Growing/shrinking

Shift+Alt+Left - Shrink % gutter left
Shift+Alt+Right - Shrink % gutter right
Shift+Ctrl+Alt+Left - Grow % gutter left

Shift+Ctrl+Alt+Right - Grow % gutter right

Alignment

Shift+Ctrl+T - Vertically top
Shift+Ctrl+B - Vertically bottom
Shift+Ctrl+C - Horizontally centred
Shift+Ctrl+V - Vertically centre
Shift+Ctrl+L - Left

Shift+Ctrl+R - Right

Shift+Ctrl+G - To grid

Shift+M - To closest module
Shift+C - To closest column

Shift+N - To nudge
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Images

Shift+l - Insert image

Shift+Alt+plus or Shift+rotate backwards - Zoom image in

Shift+Alt+minus or Shift+ rotate forwards - Zoom image out

Double click - Crop tool

Viewing pages

F4 - Open last page(s)
Shift+F4 - Open last object(s)
Ctrl+W - Close page

E - View type labels

T - Tracking mode

F10 - Toggle view

F3 - Redraw

Home - First page

End - Last page

Page up - Previous page
Page down - Next page
F11 - Show assigned
F12 - Show linked

+-Zoom in

-Zoom out

Ctrl+1 - Zoom fit

Ctrl+2 - Zoom marquee
Ctrl+3 - Zoom percentage
Ctrl+4 - Zoom fit width
Ctrl+5 - Zoom fit all
Ctrl+6 - Zoom fit all width
Ctrl+7 - Zoom article

Ctrl+8 - Zoom selection

A - Toggle article palette

O - Crop dialogue box

Alt+N - Toggle Navigator
Shift+Alt+P - Display preferences
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Ctrl+N - New article
Ctrl+M - Toggle paragraph palette

Ctrl+T - Toggle control palette

Other

F5 - Refresh text

Ctrl+F5 - Refresh all
Ctrl+S - Save

Backspace - Clear current
F2 - Select format

F6 - Browse libraries

Alt+N - Stickies
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