Colophon

This manual was created entirely on computers
running NEXTSTEP, with the exception of the
icon on the cover which was painted by Leslie
Wu.

The manual was produced with Frame
Technology’s FrameMaker, and Lighthouse
Design’s Diagram!, WetPaint, and Concurrence.

It is set in Stone Sans, Stone Sans ltalic, Stone
Sans Semibold, Stone Sans Bold, Stone Serif,
Stone Serif Italic and Stone Serif Bold.

It is printed on 12 pt. white Cornwall C1S cover
stock and 80# white Resolve matte book stock.
Both are recycled papers.

Non-toxic soy ink has been used to print this
manual.

The manual was designed by Jay Capela and
Jodie Stowe, and was written by Diana Steele
and Angela Grady.
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Token palette.........cceeeeeeeeeeiiiiinnnnnnn. 198
170] 0] o YR 85,112,197
controlling token display ............ 169
Current Date token .................... 198
Date Saved token...........cc......... 198
Document Name/Path tokens.... 198
Page Number token.....85, 112, 197
Total Pages token .........ccccceueeeeee. 198
View Name token.........c.ccceeeee. 198
Tools menu.....ccoovvuiiieeeiiennnne. 227-234
Topic Label Inspector.........cccc......... 236
tOPICS..evviriiiiiiiiiieeeeeeen, 2,11, 79-84, 87
adding/deleting topics .......... 12, 83
adding bullets & labels...... 23-26, 93
cloning topics .....ccceeeeiiiiiniiiienee 97
collapsing/expanding topics........ 83
editing text in topics.............. 12, 81
focusing on a topic ......cccceeeeeennn. 84
master topics ......ccoevvvvrreiiiiiennnnn. 79
MoViNg tOPICS ....oevvvvveeveeeeene. 21, 82
promoting/demoting topics... 81, 96
selecting topics ............. 80, 89, 203
spacing between topics ............... 91
topic families/hierarchy ................ 79
topic handles ................c...... 12,79
Topics MenU .......coevveeeeeeeiiinnnnnn. 219-222
tracking master slides................. 53,119
Transition Inspector.................. 163, 243
transitions (adding to slides) .... 161, 163
transparencies..........ooeevveeiiniinnnnnnnns 53

Turn Snap On/Off commands.. 146, 216

U

Undo command...................... 145, 194
Unfocus command .............cevveeneeeees 225
Ungroup command.........cccceeeeunnnee. 144
Unlock command.................... 145, 212
UP AMTOW ..t 254

\"/

vertical axis......o.cooeeeivieeeinnnnnn. 145, 257
View Browser.................... 100, 223-224
Views menU.........ceeeeeeeeiieieenenns 223-226
VIEWGraphs.....cceeveeeeeiiiiiieeeeeeeeeee, 3
VIBWS ittt eeeeeeeeeeeens 99-102
adding descriptive notes............ 101
creating New Views .........ccceeeeeeeee. 99
NAMING VIEWS ..ccceveeeiiiiiiinnnnnnnn. 102
W
Windows menu .........coeeeeeeiinnnnnnnes 179
Wrap Text command................. 93, 222
Z
ZOOMiiiiiiiiiiieeeeeeeeeeenieieeeeeanaaees 257
zooming on an object ..................... 150
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Slide Bundle Inspector ............ 126, 244
Slide Inspector-................. 118, 120, 242
Slide Layout command.................... 209
Slide Show menu..................... 159, 231
slide tools ribbon............... 34,107, 256
Slides.......oovvviiiiiiiiiiiiiii, 103-114
adding/deleting slides................ 111
creating a Slide Show .......... 33,105
editing text on slides ................. 111
expanding/collapsing slides ...... 110
graphics.....ccceevveiiiiiiiinnns 133-150
layout .....coovemiiiiiiiiieeen. 170-172
margins, setting them................ 171
page numbering ..........cccceeeuuene 112
parts of a slide window ....... 33,105
Printing .....cooovvviiiiiiiiiieees 172
rearranging slides............cccc.eueee 108
selecting slides .................. 108, 205
skipping slides...........cccoeeeennnne. 162
speaker notes.........cccceeveunneeeen. 112
transitions between slides .. 163, 243
Slides menu.......cccceeevviiieeeennn. 219-222
Snap command...........cccceuuee 146, 216
sound (adding to slides) .. 161, 164, 244
Sound Inspector .........ccccuuuueeee 164, 244
spacing between topics ..........ccce...... 91
speaker notes ............ 65,112,168,173
Spelling panel.......ccccccoivieiiiinnnnen. 195
Start New Page command................. 84
starting Concurrence............ccoeuuu.e. 71
Stop Command....................... 161, 231
Stroke check box .....ccevvvveeiininnnnien. 134
Style Inspector........cccceeuuunnnnne 133, 238

SUBLOPICS woeveiiiiiiiiiiiiiee 11,79
Suggestion panel ...........cccecuueeee. 4,183
Symbol Inspector-.............. 138-139, 237
SYmboOls.....ccoovrviiiiiiiinnnns 138-143, 229
adding text to symboils............... 138
aligning symboils ................. 147-149
colored symboils...............cceeeeeeee. 139
dragging symbols from a palette 141
grouping symbols.............cccceeeee. 144
locking symbols..........cccccevunnnee 144
positioning symbols............ 141, 241
resizing symbols ...........ccceeeueee. 140
rotating symboils................. 140, 241
selecting symbols ....................... 143
shaping/styling symboils ...... 138-139

Tab key ..ccovveeeunneenne 13,15,18, 81,187
tab markers.........ccoeeiiiiiiiiinnnn, 27,92
template, working from one...... 74,190
text formatting..........cccooeeninninniis 89-93
bold/italicized/underlined text......90
colored text......cccceeevniirieeeeiennnnnne 91
cutting, copying, pasting ............. 89
entering text .....ccccvvveiiiieiin. 81
font styles.....ccoeeeieeiiiiiiiiiiiininnnnnne. 90
justifying text ................... 90, 208
setting indents and tabs .............. 92
selecting text......ccccevvviiiieeeeinnnnnne 89
wrapping text ..........cccceeeeees 93, 222
text editing shortcuts .........cco......... 254
TIFF versions of slides ....................... 177
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printing (continued)
speaker notes/handouts ...... 173-175
promoting a topic.......... 14, 18, 81, 220

Q

Quit command .........cceevveveiinieinnnnnn. 179
R

Raise Palettes command................... 229
rearranging slides...........cccceeveveeeeeeee. 108
Record command .........ccccceeeeeennnnnn. 164
Redo command....................... 145, 194
registering Concurrence................... 181
regular expression button ................ 200
Remember Open Documents..... 75, 185
resident attachments ................ 154-155
resize knobs .........ccceveviieiiiiiieiennnnn. 143

resizing/rotating images and graphics....
(see Graphics on slides)

Return key .........eeeveeeeeeeeeeen. 12, 81, 253
Revert to Saved command............... 192
Right Arrow .........cceeeeeeeee. 162, 231, 254
TUIETS e 26,92, 149

S

sample Concurrence documents...... 182
Save All command ...........ccoevueeeeeens 191
Save As command .......cccceeeeeeeeeeennns 190
Save command.................. 75,102, 190
Save Style command........ 137,139, 209

Save To command................... 177,191
searching text.......cccovevieeeeiinnnnnnen. 200
Select meNnU ....coovveevvvinieiiinnnnnnn. 203-206
Select All command............cccceeeee 205
Select Children command................ 205
Select Descendants command......... 206
Select Peers command .................... 205
Select Siblings command................. 205
selecting master slides..................... 120
selecting slides..........ccccueeeeen. 108, 205
selecting text......coeeeeeiiiiiiieiiiieeeeeeee, 89
selecting topics.............. 12, 80, 89, 203
selection links .....ooovveeeiiiieiiiineiii, 154
Send to Back command........... 145, 213
serial [abels......coeeivveeiiiiiiiiiiieii, 95
service bureau output............ 3,54,177
SErvices MeNU ......ceevveeeveneeeeeinneennnns 179
Set Attachment panel..................... 157
Set Template command..................... 74
Shift-Left ArTOW ......covvveeeeeeeeiiieeeens 255
Shift-Right Arrow.......cccceeeeiiiiinnnnnn. 255
Shift-Tab......ccevvvveeeeereinnnnn... 15, 18, 221
shortcuts ....oovveveiniiiiici, 253, 257
Show Grid command. .............. 146, 216
Show Line Numbers command ....... 232
Show Links command .............. 154,194
Show Pages command .................... 225
Show Rulers command...... 92, 149, 208
Show Slide Tools command..... 107, 232
sibling topics ......ccvveerveiiiiieeiennnes 14, 79
Size & Place Inspector ..... 140, 152, 240
Size to Grid command............. 146, 216
Skip command...........ccccceeeeeen. 162, 222
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outlines (continued)

creating outlines.........cccccceeeennene 77
editing text in outlines................. 81
focusing on one portion............... 84
[AYOUL ..ooeeiiiiiiie 168
page breaks .........ccceceueeeeennn. 29, 84
page numbering..........cccceeeeeeeeeen. 85
Printing ......coovvviiiiiiiiiiiieeeeees 170
outputting 35mm slides .................. 177
overneads.......coeevvveeevivveeiiineeeennn. 3,53
P
page breaks.........ccccoeveiiiiiieinnnnn. 29, 84
Page Layout command............ 168, 209
page layout ........ccceevuiireeeennnnns 167-177
outlines......ccooeevviiieeiinninns 168-170
SlideS «oeeeeeeee e 170-171
speaker notes/handouts...... 173-175
page numbering................ 85,112,198
(see also, tokens)
Palette command ..........ccccceeeunnneen. 229
paragraph indent marker................... 27
parent slides ........ccccevviiieeeennn. 37,110
parent toPICs ....cevvvuuuiiieeeeeiiieennnns 14, 79
Paste All Masters command ............. 208
Paste and Link command......... 154, 194
Paste command......... 89, 121, 151,193
Paste Ruler command...................... 208
Paste Style command ..................... 209
Paste Topic Style command ....... 96, 209
Pasteboard .......cccooevvunviiinnnnnnnn. 158, 193
Pause command...........cccceevveunnnnen. 231

Peer tOPICS ...oevvveeiiiiiiiiiiiiceeeee e 79
Play command .........ccccoveiinreeeennnns 231
playing a Slide Show .159-166, 231, 257
on-screen digital markers........ 3,165
pausing a show .......... 161, 231, 257
Play button........cccccvveeeeennns 54,161
playing shows remotely...... 165, 257
playing sound.........c.ccccceervnnnen. 161
preceding slide............ 162, 231, 257
recording sounds................. 164-165
repeating slide shows ................. 161
setting transitions .............. 163, 243
skipping slides ..........ccccceeunnnnnns 162
Slide Show (play) panel...... 160, 231
starting from a selected slide....... 161
Point of Alignment grid.................... 218
Powerpointfiles ......cccccccceeiiiiiinnnnin. 249
Preferences (setting).........cc....... 73,184
Fonts preferences ...........cc.......... 186
General preferences.................... 184
Keyboard preferences................. 187
Markers preferences ................... 187

New Attachments preferences....188
New Documents preferences 73, 186

Prepare for Mailing command.......... 192
Previous command ..........cccccceeeennes 231
Print command........................ 170,172
Printing....ccocoeeeiiiiiiiiiiieeeeeeeee, 167-177
black & white printing................ 172
multiple pages per page.....169, 171
outlines .......cccccceevvvvnnneennnn. 168-170
Paper Size.......cccevvveeeeeeeennen. 169, 171
SlideS .. 170-171
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liNeS...ccoviiiiiiiiiiii, 136-138
Line Inspector ..........ccccc..... 137, 238
line position ................ 147-149, 241
line style.....cccooumeeviiiiieeeenee. 137, 239
multi-segmented lines........ 137, 238

Links ceevveeeniiieenee. 153-154, 156-158
file and image links ............. 153-154
Link Inspector command............ 194
selection links........ccccoouun... 154, 156
updating links .........ccceevvvieeeeeee. 156

Link menu......ccccooviiiiiiiiiniieeeene 194

Lock command.......cc..couueenn... 144, 212

locking graphics........cceeeeeeiiniinnnneen. 144

Macintosh files........ccceeeeeiirninnneeenn. 249
manual (on-line version) .................. 182
margins ............... 27,92,170,171,175
markers (on-screen).............. 3,165,187
Markers preferences........cccccccuvveeeee. 187
master slides................ 45,106, 115-121
adding new master slides............ 117
formatting masters..................... 116
naming master slides.......... 118, 242
reusing master slides ................. 120
selecting master slides................ 120
tracking master slides...52, 119, 242
Master Sorter......... 33,46, 59,106, 116
master topic area................... 16, 78, 88
master topics ....ooeeeuuueenennnnnnes 16,79, 87
meeting NOtesS........uuvvueueiiieeeieeieeieeennes 3

Microsoft Powerpoint...................... 249
minislides ......cccoouvevevvnnnnnen. 36, 105, 106
Move commands ..... 108, 220-221, 254
moving slides ........cccceeeeiiviiineeenenn. 108
MOVING tOPICS ..coovvvviiiiiiiiiiiiceeeeeeee, 82
multiple selection ........ 23, 80, 108, 203

naming master slides............... 118, 242
NAMING VIEWS ....oooviiiiiiiiiiiiiiieeenne. 102
New Attachments preferences......... 188
New command ........cccoeeevvunnees 105, 189
New Documents preferences..... 73, 186
New From Template command....... 190
New Outline command............. 77,100
New Outline Here command........... 224
New Outline View command........... 224
New Slide command............... 111, 219
New Slide Show command ...... 33, 100,
............................................... 105, 224
New Topic command......... 83, 219, 253
Next (slide) command..... 161, 231, 258
Notes Layout command.................. 209
Notes Layout panel ......................... 173

(0

Opaque mMarker .............eeeeeeeeeeeeeeeen. 166
Open command........ccccceeeeeennnnnneen. 189
opening attachments ...................... 153
outline view window ................... 10, 78
outlings .....ovevvviiiiiiiieeinn, 11, 77-86
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Grid meNnU....coeeeeeveveieeeeeeiiienne, 215-216  Inspectors (continued)

Grid panel .......ccccceeeiiniiineeeen. 147, 215 Inspector command ................... 235
Group command.........cccceeumereerennns 144 Line Inspector ..........cccccee. 137, 238
Size & Place Inspector ....... 140, 240
Slide Bundle Inspector ....... 126, 244
H Slide Inspector ........... 118, 120, 242
handouts...................... 63-64, 167,173 Sound Inspector ................ 164, 244
Hide command..............ceveeveeeeenenn.. 179 Style Inspector ................... 134, 238
Hide Buttons command........... 106, 231 Symbol Inspector .............. 139, 237
Hide Grid command................ 146, 216 Topic Label Inspector ...... 94-96, 236
Hide Line Numbers command......... 232 Transition Inspector ........... 163, 243
Hide Links command............... 154, 194  interleaved child slides ..................... 128
Hide Ruler command....................... 208 italicizing text.......ccccvveeviiiiiiiiiiieiiennnnn. 90
Hide Slide Tools command ...... 107, 232
Highlighter marker ...........ccccccceee. 166
horizontal axis ........ccccccvvuuveenne. 145, 257 l
Jump to Selection command............ 201
I justifying text .......cccccceviiiiiiniinnnnnnnnie. 90
Ignore Case button.........ccccccceeeeeeen. 200
image labels .........ccccoiiiiiiiiiii. 96 K
IMAges ... 151  keyboard alternatives ....................... 179
attaching images ........cccccuuveeeeeee 151 keyboard shortcuts.................... 253-254
resizing images.......... 140, 152, 257
rotating images.................. 140, 152
importing files ......cccccuvevrieeeeeee 249-252 L
indentation...........cceceevueeneen. 26-27,92  label styles..........ccccoeveuinnnnnns 93-96, 236
Info Panel .........ccoooviiiiiiiiiiieeeeiieeeeee 181 bullet style labels ...........cccccuveeennnne 94
Info menu ......cccoeviiiiiin, 181-188 copying/pasting label styles..96, 209
Insert Token command.................... 112 image labels ..........ccccoeeeviinnnnne 96
Insert Token menu.................... 197-198 serial labels.........cccceevveeviiiniennenns 95
INSErtion CUISOr.......cvuveevveneeririneerinnnens 12 Left ArrOW ..vvevveeeeeveeean, 162, 231, 254
INSPECtOrsS......ceeeeeiiiiiiieeees 235-244  License cOMMaNd ........ccceeveerveennenn. 181
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Down Arrow ..........ccuu...... 162, 231, 255
dragging file icons ...........ccccceeeeenine 152
dragging symbols from a palette ..... 142
drag-selecting slide objects............... 143
drop shadows.........cccceeuunnnnnns 135, 239
E

Edit menu.......oeeviieiiiiiiiinnnnn. 193-196
EMacs ...ccoovviiiiiiiiiiiii 254
€-MaAl cevveiiiieiiiiieeiiieeeeeeee, 2,4,183
E-Mailing your presentations........ 4,192
ending text editing ...... 14, 78,112, 255
Enter key......cccccevennnnee. 14, 78, 112, 255
Enter Selection command................ 201
EPS versions of slides.......c.ccccuuveeeee.. 177
Expand command ............. 37,110, 220
expanding slides..............cccec..... 36,110
expanding topics.................. 15, 83, 220

fillS e 135
filling in symbols ................ 135, 240
filling in a slide’s background ..... 135

Find menu ..., 199-202

Find Next command........cccccccceee.... 201

Find panel.........cccovvvvveiiiinn. 199

Find Previous command................... 201

Find Template command ................. 190

Flip Horizontal command......... 145, 212

Flip Vertical command ............. 145, 212

Focus command ...........c...u........ 84, 225

Follow Master command................. 221

Font Panel......cccoeevvviveviinnnnnnne. 90, 207
fonts, choosing a default ................. 186
Fonts preferences .......ccccccoveeeeennnn. 186
Format menu .......................... 207-210
formatting master slides .................. 116
formatting topics.........ceeeeeeennnnee. 87-97
free text field........coeevvveeennnnnen. 112,136

G

General preferences.........cccceeuuneeee. 184
Graphics on slides ...........cc...... 133-150
adding borders ...........cceeerennnn. 134
adding fills......cccveviiiiiiiiiieieenen. 135
adding shadows ...........cccccennee 134
adding “free text”........ccccceeeeeen. 136
aligning graphics..........cccceeennn. 147
colored symboils...........cccceeeeeee. 139
custom slide backgrounds ......... 133
deleting a graphic.........cccccceec... 145
drawing lines......cccocceuvveeeeeinnnnne 136
drawing symbols ............... 138, 230
graphics palette...... 42-43, 141, 230
grouping graphics ..........ccccee... 144
layering objects on a slide........... 145
locking graphics .......ccccceeeennn. 144
multiple selection .........c........... 143
resizing symbols ...........ccccoeenn. 140
rotating symbols..........cccccee.e. 140
selecting and moving graphics .. 143
using the Grid............ 146, 147, 215
ZOOMING ceeviiiiiiiiiiiieeeeeeeeeeeeeeeees 150
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Bundles and Build Slides............ 123-132
building topic by topic......... 62,127
continuation bundles........... 57,124
highlighting build topics............ 130
interleaved child slides ............... 128
manual bundles......................... 130
summary slides ..............ccceeeee. 130

button ribbon................ 11, 34, 88, 256

C

Characters panel...............ccc..... 91, 229
Check Spelling command................ 195
child slides........cocovveeeiiiueiiiinnnnns 37,110
child topics....cccceeeeeeveiinnnnnnnn. 11,14, 79
cloning a topic ......cceevveueieeeennne. 97, 221
Close command ........cccceeeevvunnee. 75,102
collapsing slides.......cccooeevveeeeeennnnnns 110
collapsing topics.................. 15, 83, 220
Colors panel ..........ccce....... 91, 134, 228
Command key........cooeeveiinniiiiiinns 179
Command-Return........cccceveeeeeennnnnne 255
Concurrence APl........ccooevveeiiiiinnnnnne. 165
continuing text over several slides .. 124
Control-a....cceeeeeeeiiiiiiiiiiee 255
Control-b....ccooveeiiieeeiiiiiieeeeee 255
Control-d....ccoeeeiiiiiiiiiiiieeee 255
Control-e.....coeveeeeiiieeiieeeeann, 254, 255
Control-fo....coovvieeiiieeiiieeeinnn, 254, 255
Control-h...ccoorieiiiiieiiieeeeeee 255
Control-K....ccoeeeeeiiiiiiiiiiiiieeees 255
Control-Left Arrow.......ccevveeeeeennnnnnne 255
Control-N....ccoovveeeieiieeiiieeeennnn. 254, 255

Control-p.ccceeeeeeeeie 254, 255
Control-Right Arrow..........cccceeueneee. 255
Control-y «ooooeeeie 255
Copy All Masters command ............. 208
Copy command......... 89, 121,151,193
Copy Ruler command ...................... 208
Copy Style command....................... 209
Copy Topic Style command ....... 96, 209
Cut command.................... 89, 151, 193

dates, adding them............ 85,112,198
(see also, tokens)
default font.....ccccoovvveeiiineiinnnis 18, 186
Delete command ....... 83,111, 145, 193
delete next character ....................... 255
delete previous character ................. 255
deleting @ View......cccccuuveveeeiieeeeeeeeeen. 101
delivering presentations ....................... 3
(see also, playing a Slide Show)
demoting a topic ........... 13, 81, 82, 220
descendant tOPICS .....cccuuvuveverrennnee 21,79
destination marker ......... 21, 22,82,108
digital highlighter ................ 3,165,187
discussion agendas..........cccceeveurrreeeennn. 3
Display PostScript.....cccceeeeeeiiiiiiiinnnnnnn. 3
Document menu....................... 189-192
Don't Wrap Text command........ 93, 222
Don’t Show Pages command ........... 225
Don’t Skip command................ 162, 222
Don’t Start New Page command........ 84
double-click shortcuts ...................... 253
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Numerics
35mm slides ....eevuniveneiinninnnnns 3, 54,171

AligN oo 217
Align Column command.......... 148, 218
Align Even Column command . 148, 218
Align Even Row command........ 148, 218
Align Horizontally command............ 218
Align Left/Right/Center commands.... 90
AligNn MeNU....cceeiiiiieeeiiiiiiiannnnnn. 217-218
Align Panel.......cooooieeeeiiiiiiiieeeennns 217
Align Row command ....................... 148
align symbol text........cccceveeeiennnnne. 139
Align To Grid command........... 146, 216
Align Vertically command ................ 218
aligning text .........coeeiiiiiiinnnns 139, 208
Alternate-.......cooooveeiiiieiiiinnnnns 254, 255
Alternate key........cceeveeeiiiiiiniinninnnn. 257
Alternate-b..........cccoeeiiiiiiiiiiiniiinn, 255
Alternate-d........ccoceoviiiiiiiniiiiiinnennnn. 255
Alternate-f........cccccovviiiiiiiiiiiiniinen, 255

Alternate-h .......cccceviiiiiiiiiiiiniinnnnn, 255
Alternate-Return .......cccoeeevveeeeennnnnns 219
Arrange menu ......ccceeeeeeeeeeeeenns 211-214
arrow keys.......cccceeevvnnnneen. 13, 231, 254
aspect ratio ........cccceeuueeee 140, 152, 257
attachments ..................... 151-158, 227
attaching documents................. 152
attaching images............ccccoeuee. 151
Attachments panel............. 154, 227
linking attachments ............ 153-154
moving attachments.................. 153
opening attachments................. 153
resident attachments ................. 155
resizing attachments.................. 152
rotating attachments ................. 152
Set Attachment panel ................ 157

bending lines.......ccccvvveeeiiniiiieeeenn. 137
bold text ........cceovvviiiiiiiiiiiiiiiis 90
Borders, adding to slides ................. 134
Bring to Front command......... 145, 213
bullet labels............cccccoeiiiiiiinnniinns 94
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