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Fred4

This is Fred4 with the Pages view up. (Pages only gets a tab name when other tabs are open.) The 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.
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To open a page or pages

In the Navigator, go to Title click on the arrow and choose the title you want to work on. Then choose the Edition by
selecting from the dropdown.
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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+right mouse button, click
on the first and last pages. The ones in-between will be highlighted as well. Then right click and choose Open/Add.

To open various individual pages at once, press Ctrl+right mouse button and click on each one, then Open/Add or
drag these to the right window.

Clicking on Open in New Tab will cause all the selected pages to open up in a single window.

The name of the current page is highlighted at right.
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Ctrl-mousewheel to zoom in or out to see them or to view more than one page at once in a single window, click on 0
12 3 4 at the bottom of the Navigator to get various options of displaying a multi-page view.
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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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Open/Add
Open in New Tab

word AL EEXWO' l Open in Separate Tabs >

Open Vertically Tiled
Open Horizontaly Tiled

Open For View Only

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.

Page layers B-
~ . :
} P Refresh @ Freeze (3 List Lock 5P New A
Name Inuseby  Lock Vis  Region Content  Shared  Id |
Ads <free> @& © Pint Ads No 5808 g

& E <checked-out> (@ () Print Editorial No 58082

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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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.



Number:

. u |
EFrame Tool (F) - Shift or right button for menu | '

4

If you press shift+RMB on the grey arrow, it will offer you the different frame options.

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 or left-hand side of the screen. Its exact position will depend on what order

you activate your various toolbars, and the size of your screen.

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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‘Pull quote Body|

l Photo captionl

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.

Set Object Type
[sw0bmtme

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.
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To choose/change a format

Shortcut: F2

Click on Type: Select Format

Tools Images Articles Table APM

[ Character »
Paragraph »
Align »
[ Create Outlines »
1 Change Case »
Notes »
Insert Special Character »
Insert White Space 3
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Fill with... »
1 Insert Rule Filler »
\ Insert Inline Image »
Select Format.. F2
Select and Resize Ctrl+F2
Refresh Formats Shift+F5
¥ | Pick Formatting
g

rd Paste Formatting

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
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Or click on Articles: Format: Select
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Edit on Article Tab

Edit Current Element on Article Tab

Select Current Article

Clear Current Article and Element
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Replace Article with Another

Swap Content

Swap Position

Link 2
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Select F2
> | Refresh All

| Format
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& | save Article Ctrl+S
Unlock
Delete Article
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Properties

Alternatively, use the RMB, and at the top of the menu Select Text Format: Change Body Format

|| L}
]: L]
] | Select Text Format > Edit in Story Editor Space
Move to Another Layer... | Change Format F2
Layers Palette Y Select Format and Resize Ctrl+F2
Layer Editable
Round »

Toggle Panel Selection Mode Ctrl+Shift+P
Properties
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To split a frame into columns

Shortcut 1:

S (for split - no D for divide)
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This will split (divide) the frame automatically into the number of columns to match the underlying master

Dmmmmmq ¢t

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.

lmages Articles Table APM View Window MainTabs Help

1L Open Path

1 Round g~ - A e [ G & 5D a
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1 Content >
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Duplicate >
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Choose Resize...

Arrange 4

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)

1ue: bU
[ Splitin columns X
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N. of columns: ~ Width 5.9157cm 9
Gutter: 0.5cm [ Rules 9
9
[ Keep object [ Linkl to text
: 4 Splitin columns \L‘ |
Margins
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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.)
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tPgia Properties _—

To link text to a frame, you can also click on Articles: Link: Link Article To.

Articles | Table APM View Window Main Tabs Help
New Article... Ctrl+N

Copy Atticle... & D i | |
New Article by Template...

New Article Template...
Features ALFM_M... & x

Edit Article in Story Editor Space I
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Editon AticleTab | L
Edit Current Element on Article Tab

Select Current Article

Clear Current Article and Element Back

Add Article Element to the Current Article

Add Frame by Type »
Replace Article with Another

Swap Content

Swap Position

[ Link »| @ | Link Article To.. L
Format 3 Link As First
Check »| &2 | Unlink U
H Save Article Ctrl+S Unlink and Keep Geometry
Unlock Show Links
Delete Article )
Send Articles »
Properties

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 or click
one and press OK.
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4 Open Article [ —
Name: on il
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You can also link by dragging the article from the Navigator panel to the selected frame.

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.

@

4
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d

To unlink an article

Shortcut: U

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

Atticles | Table APM View Window Main Tabs Help

New Aticle... Ctrl+N
Copy Article.. & 50 aom g
New Article by Template...

New Article Template...

Edit Article in Story Editor Space  [ccturesALFMM.. & x
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Edit on Article Tab

Edit Current Element on Article Tab

Select Current Article

Clear Current Article and Element Back
Add Article Element to the Current Article

Add Frame by Type

Replace Article with Another

Swap Content

Swap Position

[ ik »| & | Link Article To.. L
Format » Link As First

[l | save Article Ctrl+S Unlink and Keep Geometry 1
Unlock Show Links
Delete Article
Send Atticles »
Properties

If you have highlighted the text frame, right click on the frame and click on Links, then Unlink.
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f— Select Text Format »
I Move to Another Layer...
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| Transform Text »
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i Spelling »
i Properties
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Or, click on the Unlink Tool on the left-hand side on the Toolbox toolbar.
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To apply styles to text

Shortcut

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

ﬁhanghai’s Covid cases ro_cket

q Character style

Choose Charact | 00_Finis =
00_Finis

01_Bold_Sans_Etica
01_ExtraBoldSans

m " 01_talic_Extrabold_Sans
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01_ltalicSans.

01_LightSans

02_Serif_ltalics

them leave, while accessing X
1 gets harder as select hos-1
ize Covid [£EINE and close X

Shortcut

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

Shanghai’s Covid cases rocket’

[
i ! {
'
1

1 |
4 Paragraph style ! !
Choose a Parag | 01_Blob |+ i i

L L] -
Chain 01_Blob
01_Blob_Money

01_Content_Head
01_Content_Page
01_Content_Section
01_Content_Subject
01_ContentBody m
01_Cover_Credit

‘use to let the eommeet o gccessing o

02_Body_Sans

02_Bold_Body_Start

Edical care ge1 02_Byline elect hOS—KI
... 02a_Letter_Credit
als prlorltlze ( 022 _Writer_Declaration and close 1

. 1b_Drop_3_Centro
t-patient serv

1b_Drop_6_Centro

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

yout | Type | Tools Images Articles Table APM View Window MainTabs Help
cles l Character 4 Characters Palette... Shift+Alt+T }
Paragraph » I Choose Style... Alt+Down | &
= Align » Plain Ctrl+ShiftsN |
4 Create Outlines v T | ialic Ctrl+Shift+| P
EI: Change Case » B |Bold Ctrl+Shift+B ‘
Fit Text to Pat #< | Notes Mode Ctrl+shift«X  [1l1in
Text:
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Or clicking on Type: Paragraph: Choose Paragraph Style.

Type | Tools Images Articles Table APM View Window MainTabs Help

Character » ‘ ‘
I Paragraph » Paragraph Palette... Ctrl+M E
Align » | Choose Paragraph Style... Alt+Up |
Create Outlines » \
Change Case »
Toggle Column Jump Ctrl+Return
Mioao_ . Tannla Standard Indant Crele Ala

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

\ /

Formatl FM_Bas;\‘c-_Body |v| Para Iﬂ/[:] Chain Text‘:E]

01_Blob
01_Blob_Money
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01_Content_Page
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IMAGES

To insert an already processed picture

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

Alternatively, Shortcut: Shift+l

The following dialogue box will appear. Type in the name of the image, and ensure you are in the correct image

folder.
4 Select animage |= = s
Name: — s U Grid small |+ | Modfied | =  Descending [~ g
e G et a 'Y
e
|

Once the image has appeared on the right, drag it onto the page.

Or click on Images: Insert, and follow the above process.

Images | Articles Table APM View Window Main

New >

= | Insert Shift+|
Upload »
@] | Crop/Zoom Palette )
Fitting |
5] i
Cut-Out
Flip/Color »
Caption
Styles »

| | Refresh All Images on Page

Update All Images
Forget Image (in lib shape selection)
& | sendTo...

Properties
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Click on the image icon in the Shapes toolbar, and follow the above process.

[IOj_/\

Or click on the image icon in the Images toolbar, and follow the above process.
@rsoaE=

Placing a picture in an image placeholder

If you have an image placeholder on page, NOT linked to a story, click on the placeholder, then follow the same steps
as above. The image will resize to the size of the placeholder.

If you have an image placeholder on page, and it IS linked to a story, click on the placeholder, then follow the same
steps as above. A dialogue box will appear. Click yes to replace the placeholder.

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 dialogue box.

1] EmIIT EE I E ™. o A|f

d Picture replacement i

The dimensions of the picture 'swimming'
are different than dimension of the area
to be replaced with picture. ‘ :

Select operatior | Fit

— g ‘ !
¢ OK | | Cancel | f | |
hanirana 1 T e e | e i

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)

sy sy luct d
luct during ol he ar lue
W of® he anthem ng 1as bo 0! he
ving| has been no )0 ()ii(\' ing 1as
00( policy  rega P 0C poli
ning nthem. The g {mll(‘l‘ ing nth
tting| inue to be ng inue t ing inu
game, and game, gan
[ fur player persc A player [ur play
hat time ar hat tit hat
o o p luring 12 i
ving ng lag a ing llag
IS 1S anther his fantl

For Image placeholder options, shift+RMB on the Image Tool.

Linked: Ll
4 Hide dummy pics: [m]
DA
=) = Rectangular Image Box Tool |
&P |® Circle Image Box
@ Rounded Image Box
Z; =] Insert Image... Shift+|
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Link the image to the article

Shortcut: L

Or use the link tool in the left toolbar

<

PARALYMPICS-2020 TA...
02-09 10:37

INCE O NN

To add the caption

RMB on image, and click on Add Caption Frame.

New Image
Edit and Crop »

Logical Groups »
Upload/Download »

Move to Another Layer...
Layers Palette \
Layer Editable

[ Add Caption Frame

Fit L

Choose an option.

Add Caption Below
Add Vertical Caption on the Right Side
Add Caption Over

Don't Add and Don't Prompt me Again

Add Caption Below puts the caption one line away from the picture.
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.

Text will automatically fill frame.

You can bring in a caption frame with the frame tool.

Modifiec
Linked:
Hide dui
* F Tool (F
rame ool (
b
PARALY
= 02-09 1

Or click on Images: Caption (you must have a picture highlighted for this to work).
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File Edit Layout Type Tools |Images | Articles Table APM

View Window MainTabs

Pages x | Shell  Articles @ Tracy | | New 5
T2 | @ X /meor (E inset Shift+1 =
: Upload N
: &| Crop/Zoom Palette 0
D CHEEZ s Fitting N
7 =] _ & Uncrop All
< @ @ Restore (oMainBe
U 5} o Cut-Out Iﬁ |
ol Flip/Color , (oo
Sk ;
| e Caption |
(5 Unaq

Choose an option.

Standalone Pictures

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

Table APM View Window MainTabs Help -

| NewAtticle... CtrieN |

‘ Copy Article... E
New Article by Template...

New Article Template...

Edit Article in Story Editor
Name it and choose the folder it must go into. Click OK.
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.

/FM/Production/Page/FM25030MMBloombergtest,Photo caption<_18620222> (0)

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.

IZIOQ“:I\

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

N

N

% (DX
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For additional rules, press shift+RMB on the Rule icon for more options.

Linked: [m]
Hide dummy pics: [m]

[N

RES

[N

Rule v |
Open Path

Arrow

2% % [

Smooth

Close Open Path

S

N [P ¥ s

il

Add Rules...

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 on the left or right of it.

To add guides to the page

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

fTAE .~ &
[ —
T 160414Jansen_
18/06 12:48

E Vertical Guide Tool
3

To send an article from the page

RMB and choose Send, Send to.

I I

Select Text Format 4

Move to Another Layer...

Layers Palette Y

Layer Editable

Add To/Replace 3

Select »

Links »

Send » |@ ‘ Send To...
Refresh »|E# | Send On...
Show Frames Border E# | Send Back...
Transform Text » B} | Send History...

A dialogue box will appear. Select the folder where the article should go.
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Send the item to another folder:

Name: FM25030MMBloombergtest
Folder: /FM/Production/Page

Please select a destination folder:

© ? |mMBredcionPoe

Notes: p5 [3] news [dupreezm@sundaytimes.co.za]

Click on File: Send and choose an option.

File | Edit Layout Type Tools Images Articles Table APM View

New 3
E Open > 9 Q 0 E] z
Close Ctrl+W " g |:I o E
Merge Content/Move To > = Y
Save >
Assign >
Audit
Versions
(EJ | Preflight and Print »
Upload » [B
Mark as Read
Mark as Unread Ir-rrgs ’zl
Send »||E# | Send To... |
Delete Article E# | Send On..
Undelete... E# | Send Back...
Open Recent »|E# | Send History...
g Properties > | | |

Or click on the Send icon.

S OFEEEREIEYINEE

BXAr0000RDE 3,2 4B

Click on Article: Send Articles and choose an option.

Atticles | Table APM View Window MainTabs Help

New Article... Ctrl+N

Copy Article... @& E0 g
New Article by Template... (—————
New Article Template... ey
Edit Article in Story Editor Space  |omeBtAbroad ALF... & x [}
Switch to Story Editor Horizontal Split T T

Switch to Story Editor Vertical Split

Edit on Article Tab

Edit Current Element on Article Tab

Select Current Article

Clear Current Article and Element Back

Add Article Element to the Current Article

Add Frame by Type »
Replace Article with Another

Swap Content

Swap Position

Link »
Format »
Check »
& | saveArticle Ctrl+S
Unlock
Delete Article
Send Articles » [ [sendTo...
Properties E# | Send On...
[E# | Send Back...
‘@ Send History...
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Workstates

Below is the workstate toolbar.

(UNANNNEXPRH)

U = Ad update

A = Ad complete

N = Ed normal

E = Ed complete

P = Soft proof

H = Net (hard) proof

For editorial users, the process is as follows.

A will be completed by the Ads-on-Page team, followed by P for soft proof. Editorial users click the P, and this will
send the page for proofreading. Once editorial changes have been made, click on E to send the page to print. This
completes the page sending process.

If the page needs to be returned to a normal working state, click on the N. The above process will need to be
completed again to send the page.

If a hard copy of the page is required, click on the H.
To close a page
Shortcut: Ctrl+W

Select Yes if you want to close the page.

Fred4 -
‘e‘ These pages are not saved:

FM 01FM1903MainBody 5 Home&Abroad AL FM_Mainbody
(03d_Home&Abroad_Masthead_A) - FM 01FM1903MainBody

Do you want to save?

Yes No | Cancel

Click on File, then click on Close.

Edit Layout Type Tools Images

New »
o
= Open »
’ Close Ctrl+W
Merge Content/Move To 4
Qave »

On the toolbar, click on the X.
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2de@nr 0000005 2,2, . Bw 8 EBFED8 63 6D

Click on the X on the page tab.

FM 01FM1903MainBody 5 Home&Abroad AL F... A@
— . M2 . 0 . = . = . < .

Or RMB: Close This Page.

Open Master
Validate Layout

Shared Layers Info
Labels 3

Edit Nudge

Lock/Unlock Guides

Layers Palette Y
Layer Editable

Ko »

Fit Multi-Pages to Window Ctrl+5

Close This Page
Close All But This

]

Toggle Panel Selection Mode Ctrl+Shift+P
& Page Properties

Closing Multiple Pages

In a single window with multiple open pages, if you close the window, all pages in the tab close with it.

FM 01FM1903MainBody 15 Fox AL FM_Mainbo... & x ‘

e = =z 5 o = = = o ™ - @ = e
7 Tl iooon el lnoslnf o] fl ool astlonalignf vl el i ool binellonalb vl bl sl benlaonalbnnbenl ol b el

?ﬂ

Toolhoddle

C

By
'

#
'

To shut pages individually use Close This Page on top toolbar.

= & @

pLo U XA ENKEX P XH e

Close Page rd

Or RMB, Close This Page.

Open Master
Validate Layout

Shared Layers Info
Labels >
Edit Nudge

Lock/Unlock Guides

Layers Palette Y

Layer Editable

Km »

Fit Multi-Pages to Window Ctrl+5

[X]

Close This Page
Close All But This

Toggle Panel Selection Mode ~ Ctrl+Shift+P
[ Page Properties

You can also close all other pages except the one currently highlighted, found just below Close This Page
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Open Master
Validate Layout

Shared Layers Info
Labels >

Edit Nudge

Lock/Unlock Guides

Layers Palette Y
Layer Editable

gy &

Fit Multi-Pages to Window Ctrl+5

K Close This Page
[ Close All But This

Toggle Panel Selection Mode Ctrl+Shift+P
& Page Properties

Masters

To change the page master, click on the Masters tab.

I Pages l Articles l Ed Images [ Wires
I Libraries I ( Masters ) l Results I Clipboard
S

Make sure you are on the correct title and edition.

LFM M
| FM 19/03/2022 01FM1903MainBody | v |

Edition:

View as either a list,

~

Title: [Fm [~]

Edition: | FM 19/03/2022 01FM1903MainBody |+ |

C Name Description Width |~
00_FPA_Master_A 49.9.508p 7
00_FPA_Master_B 49.9.508p 7
00_FPA_Master_C 49.9.508p 7
00_FPA_Master_D 99.7.016p 7
00_FPA_Masthead_A 49.9.508p 1
00_FPA_Masthead_B 49.9.508p 7
00_FPA_Masthead_C 49.9.508p 1
00_FPA_Masthead_D 99.7.016p 7
01_Cover_Masthead_ 49.9.508p K
02_Contents_Master. 49.9.508p 1
02_Contents_Master, 49.9.508p K _
02_Contents_Master. 49.9.508p K -
02_Contents_Master, 99.7.016p K

Or thumbnail.

Then drag the master onto the page.
Folios

If the folio needs to be adjusted, double click on the correct master page to open it, and make your change. Ensure
you are on the correct title and edition.
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