RAGTIME 5

the professional

Business Publishing

solution

Training Manual

for Windows Users

RagTime GmbH

RagTime Solo must not be used commercially.



This manual was written by Peter W. Duy, Jens F. Adam, Georg Jiinger and
Monika van Liick.

It was translated from German to English by Stephen Lindenmayer and
Olu Taylor.

The layout was designed by H. Erich Frass and Jens F. Adam using Meta
fonts (Erik Spiekermann, FontShop). Special characters and key symbols
are set in Zapf Dingbats (Hermann Zapf, International Typeface
Corporation), Prestige 12 Pitch (Bitstream Inc), Zeal (The Font Bureau)
and Hilden g5 (Jens F. Adam, RagTime GmbH).

Version 5.6 EUS

Internet: <http://www.ragtime-online.com>»
E-mail: <mailto://info@ragtime.de>

RagTime is a trademark of RagTime GmbH.
All other trademarks belong to their holders.

© 1996-2001 RagTime GmbH. All rights reserved.



Overview

RagTime 5 Documentation
Contents = Typographic Conventions



4 OVERVIEW

The RagTime 5 documentation consists of several parts on various
media:

-3 About RagTime (printed and as a PDF document)

Installation and configuration information along with an overview of
the philosophy and concepts behind RagTime 5. Please install
RagTime 5 before reading the documentation. It helps to work through
instructions on your PC as you read along.

- this Training Manual (printed and as a PDF document)

Includes 8 exercises in 3 steps for newcomers to RagTime 5

- RagTime 5 Reference (printed, on screen and as PDF document)
Includes overviews, information on documents and components, and
doubles as a reference for all menus, commands, tools, windows,
dialog information and boxes.

- Formulas and Functions (on screen and as a PDF document)
Describes and provides examples of mathematical functions and
operations.

-3 RagTime 5 for RagTime 3 Users (PDF document and on screen)
Explains the differences between RagTime 3 and RagTime 5.

The on-screen documentation is installed together with the
program. It is intended for reference and contains detailed information
on commands, features, functions, and so on. All topics are interlinked
via cross references, and there are numerous search capabilities
including an index, lists of commands and functions, and a full-text
search tool.

Except for the Training Manual, which is available in two versions,
the RagTime 5 documentation is suited for # Microsoft Windows and
[Z] MacOS users alike. The few differences that do exist are flagged with
the afore-used symbols.

Please first install RagTime 5 on your computer and then begin
reading the documentation. It always makes sense to try out what you
have just read.

The following is an overview of the contents of each chapter in the
training manual. You can also see in this list what is done in each
exercise, in case you are looking for a particular procedure or want to get
ideas for your own document.
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Exercises ' Before You Start: What You Should Know about RagTime
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How RagTime Supports You -/ How Much Time Do You Have?
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4 STEP ONE: RAGTIME FAST 21

4.1 Creating a One-Page Document 22
Starting RagTime & What You See = On-Screen Help =’ The Tool

Bar ©' Drawing Rectangles © Selecting and Moving Drawing Objects

Duplicating and Deleting Drawing Objects © Enlarging and Reducing

Drawing Objects - Using Drawing Objects as Containers

4.2 Exercise 1: Business Letters Made Easy 44
Beginning a New Document ' Determining the Page Setup © The

Containers for the Letterhead © Creating and Positioning the Date Field
Creating and Positioning the Address Field = The Body of the Letter
The Footer with Contact Information = Where Can You Get the

Company Logo? = Creating a Company Logo from a Picture File

Formatting the Text of the Letterhead = Completing the Date Field

Text for the Footer = Aligning the Text of the Footer with Tabulators

The Body Text = Printing the Finished Letter = Don’t Forget to Save

4.3 Exercise 2: RagTime Does Your Calculations 62
Beginning a New Document = Creating a Spreadsheet

Spreadsheet Nomenclature ©' A Friendly Reminder: Please Save Now

Navigating in the Spreadsheet ' Entering Text in the Spreadsheet
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4.4 Exercise 3: Success in the Sales Department

Beginning a New Document = Creating a Spreadsheet - Entering
the Values ' Entering the “Sum” Formula =’ Entering the Functions Min,
Max, and Average ©' Copying Formulas = Formatting the Table
Determining the Value Format = Formatting Headings © Inserting Rows
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What? & The Table Gets a Graph
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4.6 Highlights from This Chapter

5 STEP TWO: RAGTIME WELL PLANNED
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What Are Pipelines ©’ Beginning a New Document ' Pipelines on
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5.4 Highlights from This Chapter

Creating a RagTime

82

102

120

123

124

132

144

168



OVERVIEW
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TYPOGRAPHIC CONVENTIONS

This manual uses the following typographic conventions when
formatting text.

Standard Text Style The style to describe RagTime and its properties
Formula Style The style for formulas and cell addresses

COMMAND STYLE This is the style applied to commands, keys,
menu descriptions and dialog headers. Menu

descriptions such as FORMAT-+*STYLE-3BOLD

indicate layered menus whose menu items are
called up in sequence.

B When this symbol appears on the right page, it
denotes comments especially directed to
beginners. On the left-hand side, you will find
alternative solutions at the same user level,
pointers on familiarizing yourself with the pro-
gram, alerts, and references to other topics
within the Training Manual. If you have little
experience in computers and sophisticated com-
puter programs, it makes sense to read the infor-
mation provided for beginners.

Since we do not expect you to read this manual
cover to cover, you may find similar pointers in
several places.

A When this symbol appears on the right page, it
denotes comments especially directed to ad-
vanced users. These pointers present solutions
to complex tasks and include procedures and
comments required to handle sophisticated
documents. Those readers who are less
advanced should wait to read these comments
until they have become more familiar with
RagTime.

Since we do not expect you to read this manual
cover to cover, you may find similar pointers in
several places.
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WHOM THIS TRAINING IS FOR

2 INTRODUCTION

Whom This Training Is For

This training is intended to give the novice a straightforward
introduction to the basics of RagTime 5. However, you will benefit most
from working through the exercises if you are familiar with standard PC
operations. If you need to learn these basic skills, the following
possibilities are available:

- Many windows-based PCs are shipped with short introductory
documentation and tutorials in print and on CD. Current releases include
“Introducing Microsoft Windows 98” on CD and the booklet entitled
“Introducing Microsoft Windows 95.” We recommend that you read these
or other available Windows-related publications to become acquainted
with the basics of the operating system. To gain a basic understandings
of the ins and outs of Windows, the most well suited chapters are
“Introducing Windows 98” on the “Microsoft Windows 98 Start” CD and
the chapters on the Program Manager, File Manager/Windows Explorer
and printing in the “Introducing Microsoft Windows 95” book.

Little effort is required and the results are of great use.

In this way, you can gain the following essential knowledge and
skills:

You Know the Names and Uses of the Most Important Keys...

Esc key Function keys F1 - F12 Delete key
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The keyboard layout displayed here may differ from the keyboard
you’re actually using.



You KNow YourR WAY AROUND THE DESKTOP WHEN You CAN...

You Know Your Way around the Desktop When You Can...

-3 differentiate among the various objects on the electronic desktop
(program, file, folder and desktop icons),

identify which window, program or other object is active; and
open and close windows or minimize, maximize or restore them to
suit your needs.

You Know How to Use the Mouse When You...

can select and move objects on the electronic desktop (),
know what a click (v/) and a double click %) do,

can differentiate between functions assigned to the left and right
mouse buttons,

can select a command from a menu (B),

can start and end a program,

are able to open and close windows.

You Can Navigate in the Windows Operating System When You...

% can switch among several programs using the task bar,

know how to name files (0 documents),

know how to select a folder (e3) in which you want to save a

document,

-3 are able to find and open files from the File Manager or Windows
Explorer and from a program,

% can print the results of your work.

It would also be advantageous if you are familiar with word
processing.

What to Expect: the Value of the Training Manual

Chapters 4, 5, and 6 comprise the main part of the training. In these
chapters, you are introduced to practical work with RagTime 5 (more
about this in chapter 3)

The Left and Right Pages

A special feature of chapters 4 through 6 is the difference in the
content of the left and right pages.

The actual exercises, which appear on the left pages, are intended
for RagTime novices in particular and treat basic material, or an
“essential curriculum.”

The right pages do not have a rigid structure, but are oriented to the
facing pages and complement them. They contain two different kinds of
comments that should help you gain a firmer command of the program.

11
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-+ Description and

illustration of the goal

-+ Doing the exercise

-+ Summary

THE STRUCTURE OF THE EXERCISES

-3 Supplements flagged with a B are primarily targeted toward
providing newcomers without a background in comparable
programs with alternative solutions to those presented on the left
along with tips and tricks to make life easier.

- Notes flagged with an A are targeted toward advanced users who
have in-depth knowledge of RagTime and similar programs and are
interested in solving complex problems immediately.

The Structure of the Exercises

The individual exercises are structured as follows: First, the most
important goals that you should achieve in the exercise are presented.
Also, an illustration of the result of the exercise is provided with com-
ments. This should give you an impression of what lies ahead so that you
can better keep the goals in mind.

Next comes the actual exercise. You will work through a problem in
steps, which are very detailed in the initial exercises. The exercises are
intentionally structured to leave you freedom in shaping the example.
Please note that although an exercise is divided into a number of
sections, the steps are numbered consecutively throughout the entire
exercise.

Each chapter ends with a summary of material introduced in the
chapter. Chapter 7 provides a summary including the main points of the
exercises, and illustrations and overviews elucidating important pro-
cedures used in working with RagTime 5. The conclusion suggests ways
to continue learning about RagTime.

Before You Start: What You Should Know about RagTime

RagTime is an integrated office application program developed in
Europe. It made its premiére before a large, enthusiastic audience at the
Hanover CeBIT trade fair in 1986. From the start, RagTime was conceived
as a multilingual program, so there were soon versions in many Euro-
pean languages. In 1999, RagTime was ported to Windows and has since
been available to both Windows and Macintosh users.

The key features of RagTime are the different types of components
in a single document and their display on pages. What does this mean?
Imagine that you are sitting at your desk with a blank sheet of paper in
front of you. Being a creative person armed with all sorts of tools, you
can conjure up various things on the paper.

They might be texts in all imaginable forms. You can draw diverse
forms on the paper. You can perform highly complex calculations and
represent the results in three-dimensional graphs. You can also paste
pictures here and there and write captions for them. Probably you have

4 All steps are con-
secutively numbered



-+ Erxtensions

EXTENSIONS AND COOPERATION WITH OTHER PROGRAMS

selected your writing, drawing or calculating tools not to limit but to
support your imagination. In any case, you naturally assume that you can
put anything on the paper lying before you. And that is exactly what
RagTime can do—put everything on one page, in one document, with
one program. You don’t have to worry about different file types or decide
prematurely whether text, spreadsheets or layouts are most important
for you in a document. All components are treated equally and may be
combined in nearly any fashion. You can choose from a variety of output
possibilities. RagTime allows you to send jobs to an inkjet or laser prin-
ter, expose color-separated documents for offset printing, export files in
full or in part into Acrobat PDF, EPS or—for the Internet—HTML format.

What makes these different output options possible are the soft-
ware’s integrated components (word processor, spreadsheet, etc.) which
you can use as you would stand-alone programs. However, you can also
join the components in a variety of ways. For example, a result from a
spreadsheet may be used in a text so that the text is automatically modi-
fied to reflect changes in the spreadsheet. You can install components in
a layout to include different sorts of data on one page.

You can also install components in spreadsheet cells or as “flowing
objects” in a text. All this can be done, if well planned, when you begin
working on a document, or later, when the requirements of a document
become clearer or are completely revised.

Extensions and Cooperation with Other Programs

Most daily office routines can be performed with RagTime 5. But
when you need a solution that was not anticipated in the spectrum of
RagTime ’s features, we offer numerous possibilities for extensions and
interfaces to other applications.

RagTime may be extended nearly without limit. Graphs and poly-
gons are examples of extensions. Certain third-party extensions are
available, e.g RagTime Connect (links RagTime to databases) and
SlideTime, a presentation program. Documents created in RagTime 3 or 4
for Mac OS or RagTime 5 can be used under RagTime 5.5 for Windows.
Please refer to the “Read Me” file on your installation CD for further in-
formation.

Another of RagTime’s strong points is its variety of import and ex-
port capabilities. RagTime documents can be linked to SQL databases
and other programs with built-in ODBC support using ODBC middleware.
Filters currently available are listed in the following table.

13
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-+ [mport and export

EXTENSIONS AND COOPERATION WITH OTHER PROGRAMS

Data Export
MS Word 6.0
MS Word 4.0-5.1 (Mac)
Unicode
EMF/WMF

HTML etc. via converters
supplied with RagTime 5

Program Extensions
for RagTime 5

e.g.
Graphs and polygons

Others are being
developed

Data Import
MS Word 2.0/6.0/95/
97/2000
MS Word 4.0-5.1 (Mac)
RTF, Unicode, dBase
Excel Spreadsheets
via converters
supplied with RagTime

Data Import from
Excel Spreadsheets

A o
>

Q

v
<
b

V

Dynamic links
to SQL-databases
via
RagTime Connect and
ODBC

Picture Import of All
Standard Formats

TIFF, EPS, BMP, JPEG

also from picture
databases, including
Cumulus

Scanning

via
TWAIN adapters

File Exchange with
Many Popular
Programs
via
Drag & Drop, or the
Clipboard

Built-in and external converters modify various data formats, if
necessary, so that RagTime can use them.

RagTime has versatile import and export features, allowing one to
repeatedly use data that exist in only one place in the computer. Conver-
ters supplied with RagTime can read and write files in the following for-
mats: Microsoft Excel, Word, EPS, PDF, RTF (Rich Text File), SYLK, XTND,

PICT2, and Text.

Various picture formats can be imported, i.e., EPS, different TIFF for-
mats, JPEG, PNG, BMP, PICT2 and DCS.




Learning RagTime in
Three Steps

How RagTime Supports You - How Much Time Do You Have? = Three
Steps to RagTime = Step One: RagTime Fast - Step Two: RagTime Well
Planned =’ Step Three: RagTime Professional
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The time spent on a
document may be
estimated with the
following formula:

Total time=[(Co; +CrJ)R]P
Co; = Conception time
Cr = Creation time

R = Revision factor

P = Personal perfection
factor

How RAGTIME SuPPORTS YOuU

3 LEARNING RAGTIME IN THREE STEPS

How RagTime Supports You

Friends told you about the special features of a new program.
Besides that, you read a promising magazine article about the
capabilities of the program and consequently bought it from your dealer.

Now, as it is on every Friday, a mountain of unanswered business
letters are lying in your “To Do” basket. With great expectations, you
start the program and—you are thunderstruck by the view of
multitudinous buttons and functions. Just “winging it” seems hopeless to
you. Training must wait.

So, get out the typewriter and...

The training provided here should save you from such a situation.
That’s why we ask...

How Much Time Do You Have?

If you have already been working with computers a while, you know
that the total time expended to finish one document is the sum of
(among other things) the time needed to create the document and the
time needed to revise it—and you always have to revise.

The more time you take to plan a document, the greater the chance
that the effort to revise the document is minimal—if the program
supports you in this respect. And RagTime does. Consequently, this
training manual introduces RagTime to you in three steps (chapters 4, 5,
and 6) based on the amount of time you have to plan a document.

Three Steps to RagTime

- The exercises 1through 4 (in chapter 4) are especially intended for
the cases in which you need fast results. They are directed toward the
hurried user with no RagTime experience, who wants a quick
introduction and for whom the revision time required for the document is
of secondary importance.

-3 The exercises 5 and 6 (in chapter 5) require somewhat more time for
the conception of the document. RagTime rewards this expenditure with
increased comfort when you later use and revise the document.

-% |n the concluding exercises 7 and 8 (in chapter 6), two projects are
presented for which it is worthwhile to spend more time on planning and
design. With these two exercises, we want to give you a few suggestions
about how to continue.

This training manual leaves it for you to decide how perfect the
documents you create are in form and content. The multitude of layout
features that the program offers is sure to surprise you. The on-screen
help will provide further stimulus.



STEP ONE: RAGTIME FAST

We don’t have the ambition in this training manual to familiarize you
with all of RagTime’s features and variations in one giant leap. But the
first small steps are the most important. For this reason, the examples
are intentionally kept simple. Mastering the program takes some time.

The RagTime novice should in any case take the three steps in order.
The practiced RagTime user, on the other hand, can skip parts of the
training without problem and turn directly to, for example, chapter 6.

Step One: RagTime Fast

“Fast” documents are, for example, the letter that has to go out
now, or the bid that the customer is waiting for. They are model cases for
so-called “one-page” documents.

Situation: You don’t have a form available but you must, for
example,

-3 write a letter quickly,

--% COMPOSe a memo in a hurry,

-3 calculate a bid right now,

-3 perform a one-time-only statistical evaluation.

Recommendation: chapter 4 - the one-page RagTime document
-3 4.1 How to create a one-page document

-3 4.2 Asimple business letter

-% 4.3 Asimple spreadsheet

-3 4.4 Sales department statistics

-3 4.5 A package design

A one-page document is the right choice when quick solutions
without much planning are needed in “hard copy.” Since changes are, as
arule, time consuming, they should only be used in one-time-only cases
like those described.

One-page documents are particularly appropriate for getting a first,
quick grip on the program because they are uncomplicated and generally
have a simple layout.

17
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STeP Two: RAGTIME WELL PLANNED

Step Two: RagTime Well Planned

Forms which you frequently use should be well thought out, since
changes in them are generally undesirable. Typical cases for this
category of documents are business letters for extensive bids, forms for
comparing bids and, not to be forgotten, forms for invoices and requests
for payment.

Chapter 5, devoted to documents from this group, focuses on using
RagTime stationery pads. Stationery pads are generally highly structured
documents which are always used in the same form. They are
comparable to a pad of forms from which pages are torn as needed.
Stationery pads have always been RagTime’s special territory.

Situation: You need uniformly designed, reusable forms which are
subject to minor changes, for example, for

business letters of several pages,

spreadsheet calculations,

invoice forms.

Recommendation: chapter 5 - the RagTime stationery pad
%* 5.1 How to create a RagTime stationery pad

5.2 Abusiness letter of several pages

5.3 Asimple invoice

Step Three: RagTime Professional

Extensive documents with a layout containing various elements
have their perils. Keeping an eye on them requires long experience.

In practice, just such documents must be updated frequently.
Changes must be made in both the form and the content of the
document. Some changes affect the entire document while others affect
only single parts. To fulfill these demands, RagTime provides you with
master pages.

Master pages are templates for a document of arbitrary structure
and their potential goes far beyond the RagTime stationery pads (chapter
5). The document may be seen as an electronic copy of the master pages.
Changes in the master pages are made immediately in the dependent
document. This dynamic connection between the two substantially
simplifies necessary changes and saves time. As you become more
experienced in using RagTime, you will learn to appreciate this feature.




STEP THREE: RAGTIME PROFESSIONAL

Situation: You need complex documents which are subject to
frequent changes, for example,

price lists,

catalogs and advertising brochures,

planning documents (flow charts, organizational charts, and

soon),
documents for company training,
-3 technical instructions and descriptions.

Recommendation: chapter 6 - the RagTime master layout
6.1 How to create a RagTime master layout

6.2 Aprice listin a spreadsheet

6.3 Training documents

19
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Goals

CREATING A ONE-PAGE DOCUMENT

4 STEP ONE: RAGTIME FAST

4.4 Creating a One-Page Document

This section describes how to start RagTime, how the screen looks
initially and how the various elements that you see work.

You will start the on-screen help program and learn to use it. You
will learn to differentiate between containers and components and to
work with them.

You will use various containers and discover their role in our
concept, “everything on one page.”

Starting RagTime

There are many ways to start RagTime. A frequently used option is
to launch RagTime using the START button. To do so, click START and
select RagTime by unclustering the following menus: START-

PROGRAMS-*RAGTIME. RagTime will start as soon as you release the
mouse button when the pointer is above the RagTime menu item. By the
way, to facilitate navigating, the last menu will include the RagTime icon
shown on the left beside the “RagTime” entry. Please refer to the facing
page for other ways to start RagTime. We’re sure you’ll soon pick your

favored method and stick with it.

What You See

The RagTime program environment will appear shortly after you
start RagTime. The key elements from top to bottom are:
-+ The blue title bar displaying the program’s name, “RagTime 5.0,”
and the new document’s preliminary name “Untitled 1, Layout 1.”
- Underneath you will find the menu bar. You will recognize the first
two items on the menu, FiLE and EDIT, as well as INFo, from other
Windows programs.
File= Edit Format Spreadsheet Extraz  Windows  |nfo

The other menus, FORMAT and so on, belong to RagTime, although
the menus FiLE and EpiT also include a few RagTime commands which we
will come back to later.

IDBEE sBa- BAAe H'f

- Below the menu bar, you will find a tool bar that houses a number of
buttons. We will revisit them in more detail later on as well.

--% The fourth part, below the menu and tool bars, is the actual
RagTime window. You will find some familiar elements here as well as
some requiring explanation.
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B Other ways of starting RagTime:

- Program alias on the desktop

Using the Windows Explorer, drag the RagTime program icon from the
“RagTime” folder onto the desktop. You have just created an alias, i.e., a
link to the program icon on your desktop. Aliases can be identified by the
small arrow in the bottom left-hand corner of the icon. To start RagTime,
simply double-click this icon.

-3 Alias in the “Startup” folder

In the Windows Explorer, click on the RagTime program icon located in
the “RagTime” folder with your right mouse button and select Copy.
Then, locate the following folder: C:\Windows\Startmenu\Startup. Click
the Autostart folder icon with your right mouse button and select INSERT.
You have just added an alias to your Startup folder that will cause
RagTime to start every time you boot up your Windows system.

Keep an eye on the menu bar when working with RagTime 5. It
contains the standard menus and, next to the format menu, one which
changes according to the circumstances.

Like the menu bar, the tool bar contains some commands that are
always available as well as others which change according to the
circumstances.
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Printable area 3

WHAT You SEE

In the top right-hand corner, you will find the typical fields to
MinimizE, MAXImIZE, and CLosE windows that also apply to the
document we’re working on. The window’s bottom and right borders end
in scroll bars. Other standard elements are described in your Windows
documentation.

¢ RagTime 5.5.2 - [Untitled 1.1itd, Layout 1]

=181

File Edit Format Drawing Extras  Windows  [nfo
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RagTime elements include the rulers along the left and top edges.
The illustration shows them in inches. The portion of the ruler that you
see depends on the size of the screen and selected paper format—here,
a US letter-size page appears in the illustration.

On top of the long scroll bar in the right border, you will find
buttons you can use to jump from page to page. The buttons have
triangles pointing up (page back) and down (page forward). They frame
a small box indicating the number of the active page, which is page 1in
our example. The page number is also shown on the tag at top-left.

The layout window depicts a page of paper which you can now
design as you wish. The dotted line appearing on the page indicates the
printable range. The printable area may be larger or smaller, depending
on your printer. Anything outside the dotted line will not be printed!

Menu bar
Tool bar

Page number
Top ruler

Page tag of the
first page

Standard rectangle
Page with printable
area

Border of the
printable area
(printer dependant)

Left ruler
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B When launched, RagTime 5 always attempts to recreate the
conditions prevailing when the program was last quit. If this is not the
first start of the program, it may appear differently on your screen.

B The illustration on the adjacent page is from a portrait monitor. The
window may look different on your screen, depending on its size and
configuration.

The size and appearance of the window displaying a paper page
also varies depending on the selected orientation (portrait or landscape)

800%).

B Go to page...

Double-clicking on the page indicator between the triangles in the right
scroll bar reveals a dialog box you can use to jump to a specific page. Try
it out once you have created a document with multiple pages! (Once a
document contains several layouts, you will realize that the program will
only let you jump around within the active layout—more on this in a bit.)
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The layout window also contains an active rectangle which is used
to display new documents in its default setting. It is immediately
available for entering text as soon as a new document is created.
However, you can tell RagTime to change its functionality if you wish.

On-Screen Help
Should you become stuck, RagTime offers two sorts of immediate
help. For example, if you don’t remember exactly what one of the
elements does, then place your pointer on top of the program
component (tool, tear-off menu, etc.) and leave it there until a small
yellow field appears. It will display the name of the program element.
Detailed information on RagTimes’ full range of features is available

under INFO--*REFERENCE. Here you will find RagTime’s complete on-
screen manual in which all aspects of the program are discussed in
detail. The entries are all cross-referenced via links so you can quickly
access related information. It pays to take advantage of this handy
feature especially while getting acquainted with RagTime. The INFO menu
also provides access to books that address other aspects of RagTime.
Please refer to the adjacent page for additional information on our on-

screen help.

The Tool Bar

Before you get your first practical experience with RagTime, we will
briefly introduce the most important tools, available in the tool bar, for
working with layouts and drawings.

Selection tool traight line

Magnifying glass Arc > Polygon
Vertical pipeline Bézier curve
i * Horizontal pipeline l * Graphic text
| |

QA BERBOCCD ¢ —E & G [T =]

%Iu

Cut pipelin: T Regular polygorT
Rectangle
Rounded rectangle content type
Oval
Sector

Edit curve

Drawing Rectangles

To obtain an empty page, delete the existing ﬂ[:] [y

active rectangle by pressing the DELETE key.

1. Select the RECTANGLE tool by clicking the icon in the tool bar once.
Notice that the pointer changes its form to crosshair when you move it
back over the page.
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B / A If you are using several printers or a printer and a fax modem,
RagTime 5 always shows the printable area of the currently selected
printer. You can choose another printer in the START--SETTINGS-
PRINTER menu.

B / A RagTime’s on-screen documentation is divided into several
electronic books which you can access via INFO--*REFERENCE, etc. The
documentation includes for example:

-+ REFERENCE. Contains a comprehensive explanation of RagTime’s full
range of capabilities and features. Recommended for basic users as a
supplement to this Training Manual from time to time to learn about
some more of RagTime’s capabilities and how to make use of them.
FORMULAS AND FUNCTIONS. Interesting to RagTime users who would
like to learn to use mathematical, layout, button and standard functions.
- PRINTING HTML. Contains notes on the HTML output generated by

RagTime documents. Primarily suitable for advanced users.
The on-screen help is divided into chapters marked with a book icon

Help Topics: Reference (RagTime for the Windows® 0 Documen... I E3 Help Topics: Reference (RagTime for the Windows® 05 Documen... [g E3

Cortents | indew | Find | Contents | Indes | Find |
Click & book, and then click Open. Or click another tab, such as Index. Click a topic. and then click Display. Or elick another tab. such as Index.
[3] welcome = =l
@ Documents Test
@ Drawings 2] About Test
@ Lopouts and Master Lapouts 2] Graphic Test
@i 2] Enteing Tex
@ Fictues 2] Selecting Text
@ spreadshests 2] Obisets Flowing in Text
@ Graphs 2] Humbering Paragiaphs
@ Buttons 2] Column Famat
@ Sounds - 2] Baseiine Giid
@ hovies 2] Fomatting Characters
@ Fomats 2] Formatting Paragraphs
@ stle Shects 2] Sreling and Hyphenation
@ Fiinting 2] Foolnates
@ Document Services =l 2] Adding Foatnotes =
Pt Cancel Print Cancel

and sections on individual topics flagged with a question mark. These
electronic books feature panels with search aides and color-coded
hyperlinks included directly in the text that you can use to navigate
through the help. These electronic cross references give you instant
access to additional information on a certain topic.

Please note that full text searches are also possible.

Please refer to your Windows documentation for additional
information on the basics of the on-screen help.

B You can do two things with the CONTENT TYPE tool. It can be used to
determine the type of content to be included in a rectangle or other
container. Additionally, it doubles as an indicator to determine the type
of content included in a selected object if you’re uncertain of its content.

27 — Notes
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Container

SELECTING AND MoVING DRAWING OBJECTS

2. Drag, thatis, click and move the crosshair pointer while holding
down the mouse button, diagonally across the page and release the
button.

The following rectangle
becomes visible.

® = a

What has happened? You have just created your first drawing
object. Just as you drew a rectangle with the rectangle tool in this
example, you can create other objects, for example, OVALS, SECTORS,
ARCS Or LINES, with the appropriate tools.

What was the point of this? However simple it may be, you have
created a drawing on a page of a layout.

In RagTime, not only can you draw objects, you can fill the drawing
objects with contents such as texts or pictures, converting the objects to
containers.

A container is any object which contains a component, such as a
text, a picture, and so on.

Selecting and Moving Drawing Objects
The object which you just drew has eight “handles,” providing that
you have not clicked elsewhere after releasing the mouse button.
When these handles are visible, you can manipulate the object in
various ways.
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A Many tools are built into RagTime 5, while others may be installed as
external extensions. Therefore, the tool bar may contain more or fewer
tools than shown in the illustration. The tool for drawing regular
polygons, for example, is an external extension. If you want to
experiment, you can remove it from the folder “Extensions”, restart
RagTime 5 and check the tool bar.

A If you hold the © key while dragging open a rectangle, it will become
a square. The & key has the same limiting effect when used in
conjunction with other tools in the same manner.
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Handles

A

L = 1

3. First practice selecting and deselecting an object.

If the handles are visible, click somewhere just outside the dotted
lines, so that the handles disappear.

To select the object again, move the pointer, this time without
pressing the mouse button, somewhere inside the rectangle. Notice that
the pointer changes its form. The result should look something like this:

Move or select pointer

When the move pointer becomes visible as a large X, press the
mouse button. The handles appear, indicating that you have selected the
drawing object and can now manipulate it. To deselect the drawing
object, click outside of it.

4. Now try to place the pointer exactly over the border of the drawing

object outside of the 8 handles. Click and drag it. You will notice that the £ Important extra
pointer turns into a hand. We will need to use this technique later. practice

5. You can move a selected drawing object by moving the move

pointer in the desired direction. The pointer again becomes a rectangle

with an arrow attached to it. A “ghost” object moves with the pointer for

your orientation. When you release the mouse button, the object

reappears.
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Duplicating and Deleting Drawing Objects

6. You often need several identical drawing objects, as you will in a
later exercise. It would not be very efficient to draw each object
separately; instead, you can duplicate an existing object. RagTime offers
several ways to do this:

- Select an object. Then choose the DupLICATE command from the
EpiT menu. A duplicate of the drawing object will appear on top of the
selected rectangle. Move the duplicate to the desired position on the
page.

-3 Select an object and keep the mouse button pressed. Press and
hold down the CTrRL key. Move the ghost object to the desired position.
When you release the mouse button, the duplicate becomes visible.

7. Ifthe results are not as you had hoped, you can easily delete
particular or all drawing objects. To do so, select the appropriate object
and press the DELETE key.

Enlarging and Reducing Drawing Objects

A drawing object you create rarely has exactly the size you need. But
changing its size is no problem. To modify the dimensions of an object,
proceed as follows:
8. Select the object. The handles appear.
9. Position the pointer exactly over the middle handle on the side that
you want to adjust, for example to drag out and enlarge the object. The
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B / A You can restrict the direction that you drag objects to vertical
or horizontal by pressing the Shift key (). This is handy because you
don’t have to control the mouse so precisely.

A To align several identical objects evenly, you can set the distance
interval among the newly created objects under DuPLICATION OFFSET in

the EXTRAS*SETTINGS-:DRAWING panel

A When you duplicate an object, move it, and immediately duplicate
again, RagTime 5 notes the distance that you moved the first duplicate
and applies it to subsequent duplications. Try it out and you will notice
that this method works only if you don’t select another object between
duplications.

B You can use keyboard shortcuts for many commands in RagTime 5.
Shortcuts appear in the menus next to the commands. You can also use a
shortcut to duplicate an object:

Select an object. Press the key combination CTRL+D (press “D” while
holding down the CTrL key). Move the duplicate that appears to the
desired position

B Many users have a personal preference when it comes to working
exclusively with the mouse or using keyboard shortcuts once in a while.
Since certain keyboard shortcuts are used by many other programs, you
will probably memorize CTRL+S (SAVE DOCUMENT) in no time and use it to
save documents “on the fly.”



ENLARGING AND REDUCING DRAWING OBJECTS

pointer changes to a crosshair.
10. Drag the handle outwards. The drawing object is enlarged. (See the
illustration.)

e
L

Crosshair pointer Direction of motion

In an analogous manner, you can enlarge the object to the left, top
or bottom. Likewise, you can reduce the object by moving a side inward.

The four corner handles act in a similar manner. Whereas dragging a
middle handle lengthens or shortens opposing sides, dragging a corner
handle lengthens or shortens the adjacent sides.

The three phases in this case, again an enlargement, appear as fol-
low:

e
L

A

T

Crosshair pointer Direction of motion

This concludes the brief introduction to drawing objects. We will
return to this subject later.

Now is a good opportunity to take a break. Next, we will take a look
at the contents that can be inserted into a drawing object.
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A The round handle at the center of a drawing object can be used to
rotate it. Wait until chapter 5.3 for an explanation or experiment on your
own now: click on the handle, slightly move the pointer away from the
object, and move the mouse up and down slowly. The ghost frame will
help you keep track of where you’re going.

B / A RagTime maintains the proportions of a drawing object when
you drag a corner handle while holding down the Shift key (¢).
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Using Drawing Objects as Containers

So far you have only used the drawing tools to create drawing
objects. The next step is to determine what contents should go in the
objects. First delete all the objects that you have drawn on the page.
(Select them and press the DELETE key.) The page should be empty, but
the printable area remains visible.

7

11. Draw rectangles: draw
the three rectangles A, B, and
Casinthe illustration.

Dirawing
Get |nfo col |
r [ « NoContents
Drrawing

12. Install text: click in rectangle A so
that the handles appear and choose the

. . A Wbjects .
command DRAWING--*CONTENTS TYPE-# Stacking Order , m
TEXT. Transformation 3 P‘DCT;ES =5
Eroum Dbjects EButton
Wrarsus Graph

Sound

Edit Curye

Obiject Kind 3

Egquslize bEsts..

Your action had no apparent affect, but this impression changes
when you move the pointer over rectangle A without pressing the mouse
button.

The arrow pointer changes to a text pointer(]), indicating that text
can be entered in the object under the pointer.

13. Enter text: click again while the text T
pointer is over rectangle A. The rectangle is
now prepared for text input. Notice that the
pointer has changed again. The text pointer
has become an insertion marker (|) that you . - 4

may be familiar with from other word processors. Now type a sentence,
e.g., “This rectangle contains text.”
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B / A As you have no doubt noticed, after you have drawn an
object with the RECTANGLE tool, the SELECTION pointer is automatically
active again. This is usually handy, but a nuisance when you want to
make several objects with the same tool.

To draw a number of objects with the same tool, press CTRL while
clicking to determine the first point of the new object. The tool used last
is then used again without your first having to select the tool in the tool
bar.
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The result should look something like this: Hhis rectaﬁgle com |
taing text.
Having done this, you will have no trouble filling ¢
rectangles B and C with other contents.

14. Installing a picture: Drag open a roughly
identical rectangle beside rectangle A using the
RECTANGLE tool. Then select PicTURE from the
CONTENT TYPE tool. The drawing object contains an
initially empty picture.

Here’s the result:

To learn how to insert a picture in the rectangle turn to the
explanation in section 4.2. Please be patient. The focus here is preparing
drawing objects to accomodate contents.

But please keep an eye on the pointer when you move it over a
drawing object.

15. Installing a spreadsheet: Use the RECTANGLE tool once again to drag
open a frame. This time, however, hold the mouse button down a bit
longer while the pointer is over this tool. This will v
pop open a menu with which you can directly &
determine the content type before the drawing
object is even created. Select the SPREADSHEET
content type and draw rectangle C. The drawing
object now contains a spreadsheet.

Here’s the result, once again:

The illustration shows the typical structural elements of a
spreadsheet, rows and columns, as well as the characteristic
spreadsheet pointer. You will learn more about spreadsheets in section

4.3.

At this point, we must draw your attention to something important!
- Click outside all the objects or on the TooLBOX located in the tool
bar.
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B / A Because installing text in a container is a very common pro-
cedure, RagTime 5 offers a shortcut: if an empty object is selected (the
handles are visible), you can simply start typing. The CONTENT TYPE of
the object is automatically set to TExT, the installed text component is
active, and you can enter and edit the text.
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This makes the drawing tools reappear. You can select any tool and
begin drawing.

k& BRBO0CD - XA G| =
- Click the text in rectangle A and look at the tool bar. It appears as
follows:

JJlNormaI Paragraph L” =E==.. ||§é =E=EE=E ||T’ i ® | ‘J’

A lot has changed. We will look into this in detail later.

- Now click the picture in rectangle B. Picture tools appear in the tool

bar.

s e A=/

-5 Finally, click the spreadsheet in rectangle C. The spreadsheet tools
appear.

I =es ey @ = 3|

The important point is that any time you click in an object with
contents, the tool bar changes according to the situation. RagTime
makes sure that the tool bar always provides tools which are appropriate
to the environment.

-3 Context sensitive
tool bar

Take another look at the CONTENT TYPE menu. In addition to TEXT,
SPREADSHEET and PICTURE, you will see a number of other choices.

Drawing
Get Info cubl |
ld v Mo Contents

) Drrawin
Sranaeibects.. Tent Y
Stacking Order 3

X Spreadshest
Transformation 3 .

Ficture

Eroup DhEsts Button

W haroupE Graph

. Sound
Edit Eurye

Object Kind 3

Egqualize Dhjests..
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-3 Content Type: No CONTENTS

If you want to use drawing objects only as elements of illustrations
without assigning them any special contents, leave the setting No
CoNTENTS. The advantage is reduced storage and memory requirements.
RagTime needs only to save geometrical shapes, which makes the
document significantly smaller.

-% Content Type: DRAWING

If you assign the contents type DRAWING to a drawing object to, you
can make a drawing inside the container. This has all the advantages
inherent to containers. You example, you can copy the drawing by
copying the container. You can move the drawing by moving the
container. You can distort the drawing by distorting the container, and so
on.

-3 Content Type: TEXT, SPREADSHEET, and PICTURE
These contents types were discussed above.

-3 Content Type: GRAPH:

“Graph” is a collective name for the many possibilities RagTime
offers to represent values in informative graphic displays. You can often
present values more meaningfully in column, bar, line, point, or multiple
value axes diagrams, to name just a few.

-3 Content Type: BUTTON

A BuUTTON is yet another content type. You can use it to perform
tasks such as printing, sorting, etc. within your document. You can make
your buttons non-printable so they don’t interfere with your print-out.
Unfortunately, we’ve run out of space, so we can’t give you further
details on this feature. Please refer to our on-screen documentation

under INFO--*REFERENCE for more information.
- Content Type: SOUND

Last, but not least: SOUND. You can use this content type to add
audio capabilities to your document. Once again, space limitations
prohibit us from elaborating on this type of content. Please refer to our
on-screen documentation under INFo--*REFERENCE for more information.

This is another good opportunity to take a break!
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The objects which you have drawn so far are all on a page of a
layout. You can, however, install a drawing component in a drawing
object by choosing CONTENTS TYPE--:DRAWING. The differences between

the ways of drawing and how to take advantage of them are explained in

exercise 4.



44

Goals

EXERCISE 1: BUSINESS LETTERS MADE EASY
4.2 Exercise 1: Business Letters Made Easy

the form of a business letter (see the illustration) using basic
techniques. Every step in this example is described detail. The
commands and techniques shown here will be used in later exercises
without further comment, in order to concentrate on the new material.

The illustration depicts a RagTime page which contains various
drawing objects having different contents, called “components.” Please
examine the illustration carefully so that the objective will be clear to
you.

The letter consists of five texts and one picture. The container
borders do not appear in print. You can also make them invisible on the
screen if you want to see how the finished letter looks in print. Use the
command WINDOWS-*SHOW--*NONPRINTING ITEMS. The command
switches between on (V) and off (no V). Try it out.

Once you are familiar with the goal of the exercise, you can create

and position the objects, and then fill them with contents.

That means
1. Structure the layout of the letter on a page having standard letter size.
2. Write the texts in the intended places and format them.

Beginning a New Document

Choose START-*PROGRAMS--*RAGTIME--*RAGTIME or your preferred
method to start the program. If RagTime is still running from the last
exercise, choose the command NEw DocuMENT from the FILE menu. A
window containing a layout and standard rectangle appears, and the tool

bar contains layout tools.
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picture, text,

Date field
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Address field
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Body
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Footer
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s Bright Ideas, Inc.

- -~ interior tHumination
> - 1906 O cean Avenue
hY

San Francisco, CA 94127

P Cctober 20, 2000
House of Lamps

106 Grant Street
San Francisco, CA 941146

Attn: wr. Becker
E—

Dear Mister Becker,

Thankyou very much foryour interest in Bright Ideas illumination. | believe that
two articles from our halogen lamp program will meet your requirements:

Thorhalogen ceiling lamp

Stainless steel with platinum finish

saphire crystal pendants (medium blue)

width 22 in, height 26 in

3% 12 wolt 20 watt reflectar lamps $39900

Thor halogen wall lamp

finish and pendants as ceiling lamp

width 22 in, height 15 in

3 ¥ 12 volt 20 watt reflector lamps $29900

These wholesale prices do notinclude sales tax. Discounts for quantity
purchases are available. This offer is valid until December 31 of this year.

Ifyou have any further questions, please do not hesitateto contactus.

Sincerely,
John Jones
Sales Representative
: Fhaone Fax E-mail
L > (414)5595-1200 {(415) 555-1201 john@@brightideas.com
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Determining the Page Setup
Make sure that the correct paper format, in this case, US Letter,
portrait, is selected under the command PAGE SETUP in the FILE menu.

5 Letier = I Citotks
=12 =N 30 D Shest Overlap

The Containers for the Letterhead

1. First of all, we want to roughly adjust the standard rectangle that
appears with every new layout so it is ready to accomodate the body
text. This should also free up the space needed for letter components at
the top of the page. To make work easier, set the display scale to 50%

under WINDOWS-+DISPLAY SCALE-+50% for the time being.
2. Now reduce the standard rectangle so that it occupies the bottom
half of the page as in our example. To do so, place the pointer on the top
center handle. It will turn into a cross, indicating that you can reduce the
frame’s size by dragging downward. Once the rectangle has been
adjusted to the desired height, restore the original, 100% scaling by

selecting WINDOWS-:DISPLAY SCALE-3100%. If necessary, move the

rectangle up a little to free up space to insert company information in the
footer.

3. Click on the RECTANGLE tool on the tool bar and create the two
rectangles for the company name and logo as shown in the illustration.
4. Assign the content type PICTURE to the left rectangle and TEXT to the
right one. (Remember how to do this? Select a rectangle and assign the

desired attributes under DRAWING--*CONTENT TYPE--+(YOUR CHOICE) from

the menu bar or the CONTENT TYPE tool.) Check to make sure your results
match our example.
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The contents of the dialog box depend on the printer being used, so
they may vary from the illustration. In case of doubt, please refer to your
printer’s documentation.
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Creating and Positioning the Date Field

5. Click on the RECTANGLE tool in the tool bar and hold down the
mouse button for a while unntil a pop-up menu appears. Select the
content type TEXT.

6. Draw arectangle where the date is to appear, below the letterhead,
with the left side of the rectangle approximately in the middle of the
page. Make sure the rectangel remains selected.

Creating and Positioning the Address Field

7. Click on the RECTANGLE tool in the tool bar and hold down the
mouse button for a while unntil a pop-up menu appears. Select the
content type TEXT.

8. Draw arectangle in the approximate position of the recipient’s
address. Make sure the rectangel remains selected.

9. Callup the information dialog for this drawing [Draning

Dirawing

object by selecting DRAWING--:GET INFO from the w
Lontents Type 3

menu bar. This will reveal the DRAWING

Sranaeibects..

INFORMATION panel. Stacking Order ,
Transformation 3
10. Choose the COORDINATES panel. Eireuip Dbject
W haroupE
Drawing Information -
- . Edit Eurye
TewMargins | Typowaphy | Typoaraphy2 | Muligon | Pobgons |
Geneisl | Objects  Coodiates | Fil | Lines | TestAnangement Object Kind »
Coordi -
e =jnii=| =iail=| PET Equalize Hhjects..
Lefl/Tap [T il FEE
Right/Battom L1]4in 33N
Size B [Fn @ [Tin
Flounded Rectang
’V Corner Curves 2 el ‘
Ares and
’7 Start/Length ) B 3 =
.
Scalng Efimx = & [ox =
Skening o 5 o
Rotation <o = Reset
oK Cancel
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| The Information Dialog

You can also open the DRAWING INFORMATION dialog box with the
appropriate button in the tool bar

Double-clicking most drawing objects also opens the DRAWING
INFORMATION dialog box. Exceptions are the drawing objects which can
be edited in parts, that is, those which permit subselections. This group
includes polygons, Bézier curves, and graphic texts. Double-clicking
these objects activates the editing mode. You can change this behavior
in the DRAWING panel of the dialog box opened by EXTRAS--%SETTINGS.

If a component (a text, a picture, and so on) is already installed in a
drawing object, please double-click the border.

If you’re not certain of the effect your entry will have, select AppLY
first. RagTime will take your entries into consideration. However, if your
entries do not generate the result you intended, you can reinstate the
original value or enter new ones. The AppLY command can also be used
to make changes in several of the information dialog’s panels without
having to call up the dialog repeatedly.

A Contextual Menus

The program features so-called contextual menus depending on the
objects you are working on within RagTime. They pop up when you press
your right mouse button anywhere within your current working environ-
ment.

RagTime recognizes the context in which you have clicked and
reveals the corresponding menu. They (almost) always contain two
elements:

- Contextual menus let you access the selected object’s information

dialog.

- Contextual menus contain the following commands, which can also
be found in the EbIT menu: CuT, CoPy, and PASTE. Exceptions are made

when such commands are useless in the active work environment.

Contextual menus aim to make frequently used functions available
“on the fly,” eliminating the need for time-consuming mouse operations.
Try this out and make a mental note of the contextual menus that make
your work easier. Contextual menus are also used in the Windows opera-
ting system and other programs.
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THE BODY OF THE LETTER

Assuming that you want to send your business letter in a window
envelope, enter the settings in the panel as shown in the illustration. The
rectangle jumps to the correct place and has the correct dimensions. Fast
and easy, wasn’t it?

The Body of the Letter

11.  Adjust the height of the body of the letter, if necessary.

12. Use the DRAWING INFORMATION dialog box, if needed, to position the
rectangle 1 inch from the left edge of the page.

The Footer with Contact Information

13. Select the RECTANGLE tool from the tool bar and set the content type
to TexT in the tool bar.

14. Draw arectangle of the desired size for the letter’s footer.

15. Use the DRAWING INFORMATION dialog box, if needed, to position the
rectangle 1 inch from the left edge of the page.

Now that you have laid out the page with drawing objects and
installed components in them, you can begin filling the components.
Start with the easiest: insert a picture.

Where Can You Get the Company Logo?

Of course, the letter doesn’t have to have a logo when time is short.
But, as you will see, you can get one fast if a finished picture is available.
-% You might have one done by a graphic artist and supplied on a disk,
or
You may have designed one yourself using a special program, or
You may have ordered finished pictures from your dealer and
modified them.

If you don’t have a logo handy, you can use one supplied with
RagTime. Our picture files are located in the “RagTime\Examples\
Training” folder on your hard drive. Irrespective of whether you intend to
use one of your own or RagTime’s pictures, you need to launch the
program required to process the file, i.e., the Windows Explorer.
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A To help position objects, RagTime 5 provides a grid which you can
turn on with the command WINDOW-~*RULERS AND GRID--+SNAP TO GRID.
For more information about creating and modifying grids, please refer to

the on-screen documentation under INFO--*REFERENCE.
If you want to position a number of objects
precisely instead of opening the DRAWING

INFORMATION dialog box, it is better to open a nEg  oEs

h | . Ll [tin O[zn
OBjeCT COORDINATES. The palette canremainopen | g " i

on the screen and always shows the values of the B [5m @ [esn
selected objects. This way you can save repeatedly s m

palette with the command WINDOWS-*PALETTES %

opening and closing the DRAWING INFORMATION S ] B

dialog box. ¥
To edit a value in the palette, click in the cfr =] A

appropriate field. Complete an entry by pressing

ENTER.

A You can place palettes anywhere you want on your screen. We’ll
come back to this later.



52

CREATING A COMPANY LOGO FROM A PICTURE FILE
Creating a Company Logo from a Picture File

the Explorer with the settings you used last. We will use the Explorer to
import the picture of your choice into your RagTime document. To do so,
drag and drop the icon of your picture of choice from its location in the
folder hierarchy to the desired picture container.

17. Before performing X Exploring - Training = 1O1=]

this operation’ make sure J File Edit ‘iew Go Favoites Tools Help

both the Explorer and the ‘ el = o - ) ‘
. . Back (Bl Up Cut Copy Paste Unda
Rangme Wi ndOWS are J Address ICI C:\Program Files\F agTime S4E xampleshT raining j
visible on your monitor i x
side by side. If necessar -3 Chat [
. y . . Ys -2 Common Files
click REsTORE in the title - Directs
. {1 FrontPage Express
bars to deactivate the -1 Internet Explorer
. N {2 Metdeeting
respective program’s -3 Online™
{23 Outiook Express
Maximize mode. Then & P
i ’ =2 RagTime &
re.5|ze the programs CI B EE B
windows so they each take 12 Examples
. (2] Awvery Labels
up appl’OXImately half the Evaluation, Presentation
. . L. 1}
available monitor space. Loos
Office
School & Education
18. Within the Explorer, 0 Training ©
|1 object(z] selected @ ty Computer s

select the folder which

houses your picture or go to the “RagTime\Examples\Training” folder.
Click on the picture of your choice or the file named “Electric Bulb” in the
“Training” folder and drag the file icon out of the Explorer window and
into the RagTime window and drop it into the rectangle set to
accomodate the picture in the top right-hand corner.

19. The picture appears in the rectangle, retaining its original

proportions.
PBicture

Get Info Ctl+l

20. Click on the picture to select it. To make Ciop Pictue

the picture fill the container, choose PICTURE |, con ’

Connect Container and Contents

. Fit Picture: to Container

~%FIT CONTAINER TO PICTURE from the menu Pl it o B e e et
Fit ure.

bar. Your company logo is ready

Align 3

(rdete From Gource Fil
Bicel Ltk o e

Ficture List

Formatting the Text of the Letterhead

In this step, we will work on the text of the letterhead.
21. Click in the rectangle for the text. The insertion marker blinks in the
upper left corner.
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B / A You can also import picture files into a selected picture
container via the FILE--*IMPORT menu.

To transfer a picture, or anything else, from a folder to a RagTime 5
document, you can drag the object from its source folder in the Explorer
to the appropriate place in your document.

[ Exploring - Training

J File Edit ‘“iew Go Favorites Tools ¢

= % |
Back. e Up Cut Co || - O] %]
i - X
J Address ID ram Files'A agTime 5%E zamplesh Training j e [ilie =171 x|

All Folders x q ﬁl = | % ,.f "
o3 Raglime5  |a] @ AT =57

B BE Electiic Bulb =] = | BN RO A W
ED Examples 3 ] i) 1z 14
EDAvel}lLat ..I....|....I....|....I....|....I....|....|....|....I.‘

{27 Evaluatio |
{27 Layout @ ) 2*

{23 Office Lar

i
. __all LlJ

T
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COMPLETING THE DATE FIELD

22. Type “Bright Ideas, Inc.” and
press the RETURN key (€9). Type
“Interior Illumination.”

23. Select the text by dragging across
it with the text pointer from beginning

to end.

24. Choose, for example, ARIAL from

FORMAT--:FONT in the menu bar.

RagTime will initially show a subset of

the available fonts. To display
additional fonts, click on MoRE.
25. Choose, for example, 24 pt

from FORMAT-:SIZE in the menu
bar.

26. Repeat the process for
“Interior Illumination,” using a
different font size and font, if
necessary.

27. To center the text of the
letterhead, select the entire text
and choose FORMAT-3

ALIGNMENT-*CENTER.

Completing the Date Field
28. Click in the date field.

Fomat
Y Tine e B
See U™ i
Stge »
- L AlkgogT
yEra— 5 AmeType Md BT
Charaster Style Shest »
Character Formals...  CulShiftsD Al Black
Arial Narram
Alignment b Arial Rounded MT Bald
St of Paragraph b AvantGade BKET
Paragiaph Style Sheet > AvantGiade MABT
Paragiaph Fomats BankBothic Md BT
o ,  BenmuidtBKET
o ,  BemhauFestion BT
= Bemhardviod BT
Btz " Bosk Anius
ot ¥ Bookman 0ldSyle
il Fomnats
(e Wit > BremenBdBT
Dizsh » More.
(e Gtf Shreet »
Llie Formets
Fomat
Font v
13
Stye Yoo
Language b 0
Yalue Fomat 3 Tpt
Character Siyle Shest vz
Character Fomats.. CilSHifteD 14 pt
e 12 zt
Stertof Paragraph
2t
Paragraph Sipke Sheet e
Paragraph Formats
Color > 48t
Tint T
Patterm » Ol
Fil Style Sheet > 5mm
E IR Decrease Test Size Ciile<
e ity + Incresse Tent Size  CileShite<
Dash v
=Stz Ghiz=t
L= Fomets

29. Type the date as it appears in the example.

Completing the Address Field
30. Clickin the address field.

31. Press RETURN (<) several times until the text pointer is at the height

of the first line of text.

32. Type the address as it appears in the example.




EXERCISE 1: BUSINESS LETTERS MADE EASY

You can prevent objects from accidentally being moved with the
mouse. This is particularly handy, for example, when you work with your
notebook in a moving vehicle.

Select the objects and choose the command ExTRAS-#PRO-
TECTION--#FIXED.

You can still change the coordinates by entering new values in the
DRAWING INFORMATION dialog box or the OBJECT COORDINATES palette.
Only attempts to make changes with the mouse are rejected with an

error message.

Fixed objects are identified on the screen  F 1. T
with a pin through the arrow pointer

The font belongs to the character format, which you may set
differently for each character. If you want to affect several characters,
you must select them before changing the font. Character formats
comprise the top section of the Format menu.

A If you want frequent access to different fonts and you haven’t
created any suitable paragraph style sheets, you can tear off the

FormAT--:FONTS menu and place it on screen like a palette. To do so,

hold the mouse button down for a while on a FORMAT--*FONTS menu

entry and slowly move the pointer sideways. A ghost frame will indicate
the location of the FONTS menu palette

55 — Notes
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TEXT FOR THE FOOTER

33. Below the ruler, a gray bar having the width of the text container is
visible. In the bar, you will see left and right margin markers.

To make the address better visible in the envelope’s window, you
can move the text a bit to the right.

34. Click in the address field and choose EDIT--3SELECT ALL from the

menu bar. This insures that all paragraphs are included in the ensuing
realignment.

35. Now move the arrow pointer precisely over the bottom left margin
marker and drag it to the right holding down the mouse button. Ghost
lines help you align the text.

0||_||||||'||||I'||2||||'||||3||'||||||4|
: : q

< Ghost line

36. Release the mouse button, click once to end the text selection, and
look at the results.

Text for the Footer
The text data are entered in much the same way as in the address
field. However, here a number of small blocks of text need to be entered.
To position these blocks, you need to use tabulators, predefined
positions to which the insertion marker jumps when you press the
tabulator key (=)). Tabulators are particularly useful when words in
several lines must be aligned in columns.
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EXERCISE 1: BUSINESS LETTERS MADE EASY

Alignment is part of a paragraph format. The selection must be in
the paragraph of which you want to change the setting. If a number of
paragraphs are to be formatted together, take care that you select them
all by dragging across them with the pointer.

Paragraph formats always affect the entire paragraph; that is, all the
lines of a paragraph must be, for example, aligned right. If you want to
affect individual lines, you must divide your text into appropriate para-
graphs.

The left margin marker has two parts. The upper half marks the left
margin of the first line of a paragraph. The lower half marks the left
margin or the remaining lines of a paragraph. When you move the lower
part, the upper part moves as well. You can move the upper part
independently. If you want to move the lower part independently, hold
down the ALT key.

To set new tabulators, first select a type of tabulator, such as left
aligned, centered, or right aligned, in the tool bar. Then click in the gray
bar. Experiment with the tabulators.

Margins belong to paragraphs. Therefore, the selection must be in
the paragraph of which you want to set the margins. If a number of
paragraphs are to be formatted together, take care that you select them
all by dragging across them with the pointer.

If the margins of all paragraphs of a text are to be adjusted, of
course it is easier to use the command SELECT ALL than to select them
with the pointer.

57 — Notes
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ALIGNING THE TEXT OF THE FOOTER WITH TABULATORS

Never use blank spaces to align words, even though using tabu-
lators may seem strange at first. Otherwise your printed document will
be unusable, and revisions are difficult. Incidentally, this is true not just
for RagTime but for all word processing done with computers.

Aligning the Text of the Footer with Tabulators

37. Clickin the footer rectangle.

38. The text tools appear in the tool bar, and under the ruler the margin
and tab markers are visible. You can arbitrarily position different tab
markers, but for this exercise the automatic tabs are sufficient.

[ NN - O VOO SO O PO TSI TN
E | :
hone
[415) 555-12 (A\15)

Margin marker Automatic tabulators Margin marker

type “Fax” and press =>P>1>1; type “E-mail” and press <.

4o. Ifyou have inadvertently pressed the tabulator key once too often,
correct the error with the DELETE key.

41. Type the telephone and fax numbers and e-mail address, using
tabulators to align them with the corresponding titles.

The Body Text
Now that you have done the preceding exercises, you can try out
your knowledge on the last text.

42. Use the example letter for the body of your letter. Indent the product
descriptions by pressing the tabulator key. Do the same with the prices.

43. You can use the Format menu B

Font

to emphasize text, in this case the = — —
bold typeface used for the product %;;:m:.‘m;&‘ﬁhw e Cughi
names (FORMAT--STYLE-+BOLD). w Y gg:iu‘dd“
The FORMAT menu lets you P b| on
determine even more styles using — = '
options that are more deeply nested E?T'é?;”bsm. L S
such as the FORMAT3STYLE-3 T
KERNING AND POSITIONING menu. b e 5

[ireormats

Feel free to experiment!

4. Caution: Never use
blanks to align text!
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B / A If you want to replace a word with another in a large docu-

ment, you can save time by using the EDIT--*SEARCH

. o @ | AND REPLACE dialog. To enter the term you would like
" oo Eorovn Lo Cemesenne | toreplace the search term with, click on the bottom left
o | ‘ triangle and fill in the required fields.
— Please note that you can use the SPECIFY button to
. e sl | jotermine the format of the searchable term and set
van - feenste B | the range of your query in the In field.
Repcedt | B | e |

Arranging elements in the footer is easy with the tabulators. For more
complex tables with lines or a number of columns, using a spreadsheet is
usually advantageous because the column width and other settings are
easier to change. The spreadsheet is an excellent tool for structuring
tables even when you don’t need to calculate anything. You will find
examples in the following exercises.

Inventory
EE You have designed your business letter by drawing rectangles in a
layout and installing various contents (texts and a picture) in them.

These contents are called components in RagTime 5. They are displayed
in drawing objects.

Auto Delete |

=-[ Untitled 1.1d = RagTime organizes all the components for you in the inventory.
e Calors
- % Fil St Sheets Open it with the command WINDOWS-+PALETTES#INVENTORY or click
s % e Roderick the Squirrel in the tool bar. The inventory gives you an overview

Fulers

Charscter Sule Shests of the elements in the active document, i.e., auxiliaries such as style
) Poteniaph Sl Shects sheets or rulers and their components like texts or pictures.

“alue Formats

Layout 1
Picture 1

You can flip inventory parts open or shut as you would in the
Windows OS to reveal the part you’re interested in. If you need
additional space to view the inventory on your screen, enlarge the
Inventory window by moving the window separator to the left. To hide
the inventory, simply give Roderick another click!

The names of the components are assigned by RagTime. You can
select and edit names just as you do with file names in the Windows
Explorer.

If you double-click the name of a component in the inventory, a
window opens in which just that component appears, independent of its
position in the layout.

You can acheive the same result in layout mode by selecting a
component and then clicking on the OPEN COMPONENT tool.

[ -l -

NEREEE
1
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PRINTING THE FINISHED LETTER

Printing the Finished Letter

44. Choose FILE-%PRINT from the menu bar.

45. Adialog box opens in which you can set various options for printing.
The content of the dialog box depends on the type of printer connected
to your PC, so it may vary from the illustration. If in doubt, please refer to

the documentation for your printer.
Printing

General ICDID[ |

HE

~ Print
i [ Paged ¢ From I lo I
Copies IW 7| Coflated
" Fit to Paper ™ Print Backwards
[~ Double-Sided Printing
~ Printer
|MyPnnter ;I Froperties
™ Print To File [~ 7-bit ASCII PestS cript
Statuz:  Ready
Type:  Apple Lazerafiter 12/640 PS5
Where:
Camrnent:

Don’t Forget to Save

ok, I Cancel
You will find the save command in the menu [Eie
New Document Clrl+h
New Beginning With
Open Document Lol

bar under FiLE.
46. Choose FILE-%SAVE As....

Impart.
Scanner and Cameras

47. Enter the file name “Business Letter” in the

space provided.

Save jn | ‘23 Exercises =l Q‘ gl

Fiepame:  [Business Letler Save

Save & ype: [FagTime 5.5 Documert [~id) - Cancel

I~ File Compacting When Closing
Continue Working with the & New (" Current Document

2

Cloze Ctrl+Fd
Close Document
Save Document Ctrl+5

Eaport

Select Library.
[Hpen Curent Lirany

Page Setup.

[BustamEane St

FErint.. Ctrl+P
Print One Chl+1
Fax..

Prirt to HTML..

Luit Alt+Fd

Please refer to your Windows documentation for detailed
information about saving and naming documents. Windows allows you to
use spaces to make file names more legible, e.g. “Letter Re Court Case
Meyer vs. Meyer.” However, certain characters such as: “/”, “?”, “|”, etc.
cannot be used. More detailed information on this is included in your

Windows documentation.
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A When managing large documents, since the inventory’s components
are arranged alphabetically, we recommend giving related components
names that appear in sequence to gain a better overview. You can
achieve this by assigning the same prefix to all the components be-
longing to the same layout, e.g. “Chap1 Layout,” Chap1 Pic1,” etc.

B If you have already printed a document during the active RagTime
session and you would like to print the current document using the pre-
selected printer without going through any further dialogs, simply

choose FILE-*PRINT ONE or click this button.

B If you would like to share documents with colleagues using RagTime
5.0.1, simply save your document as a RagTime 5.0.1 file using the FILE-3
SAVE As dialog and choosing RAGTIME 5 DOCUMENT from the SAVE As
TypPE pull-down menu.

Save i | 23 My Documents k| =

Exercises
My eBooks

File pame:  [Sample: 1td Save

Cancel

EETCERULEA P oo T ime 6.0 Document (% itd)

I™ Fils Compacting Yhen Closing
Conkinue Working withthe & Mew ¢ Current Document

Warning: When saving documents in this format, certain features (for example,
spreadshest titls rows or process colars) will bs last!

A

The button FiLE COMPACTING WHEN CLOSING determines whether or
not gaps created through deletion of document parts will be removed
when the file is saved. This way documents which are regularly changed
can be stored using less storage capacity.

Please note, however, that features such as title rows in spread-
sheets and color style sheets that are only available in RagTime 5.5
cannot be used when working in RagTime 5.0.1 documents. A warning to
this effect will pop up on your screen before you finish saving your work
as a RagTime 5.0.1 document.

61 — Notes
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Goals

EXERCISE 2: RAGTIME DOES YOUR CALCULATIONS
4.3 Exercise 2: RagTime Does Your Calculations
In this exercise, you will learn some basic techniques for working

with RagTime spreadsheets. The result of the exercise should look like
this:

You will learn about the characteristics and structure of a spread-
sheet.

You will enter numbers and texts, construct simple formulas, and
learn ways to design a spreadsheet to fit your needs.

The illustration above shows an example with which you can
become familiar with spreadsheets step by step using basic calculation
features. In the course of time, you will discover just how powerful this
tool is. You will learn ways to simplify entering identical or similarly
structured data in more than one cell.

The table consists of six columns with the titles “Value 1” to
“Results.” It includes seven rows with the titles “Addition” to “Column
Totals.”

The upper left and lower right cells remain empty.

The shaded area contains the values which are added for each
column in the row “Column Totals” (25+25+25+25+25, and so on).

In the column “Results” you see the solutions for calculations
performed with rows (adding the values 25 + 100 + 50 + 200,
subtracting the values 25 - 100 - 50 -(-200), and so on).

Beginning a New Document

Choose START--%*PROGRAMS--*RAGTIME-*RAGTIME or start the
program using your preferred method. If you left RagTime running since
the last exercise, choose NEw BEGINNING WITH from the FILE menu and
begin with a new LAYouT. A window containing a layout opens, and the
tool bar contains layout tools. Delete the active standard rectangle
displayed when RagTime starts using the DELETE key. (It has a
mechanism for creating new pages which would get in our way during
this task.)

Make sure the correct PAGE Si1zg, US LETTER, appears in the PAGE

SeTup dialog box in the FILE menu.

A \ E [ c [ D [ E [ F [

1 Value 1 Value 2 Value 3 Value 4 Results

| z|addititon 25 100 a0 200 375

| s|Subtraction 25 100 a0 -200 75

_4Mult|pl|cat|0n 25 100 & 2 25000

s|Divizion 25 100 05 2 0.25

| &|Exponential 25 2 625
| 7|Column Totals 125 402 105.5 4
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EXERCISE 2: RAGTIME DOES YOUR CALCULATIONS

A If you don’t like the position of the tool bar at the top of the window,
you can move it elsewhere. Grab the double bar to the left of the tool bar
and drag it to the desired position. The tool bar becomes a palette which
you can put anywhere. Also, you can change its size using Windows
procedures.

To “dock” the palette under the menu bar, drag it back onto the
menu bar. You can dock it on any of the other borders of the RagTime
window as well— left, right or at the bottom. Click on CLOSE to make the
palette disappear.

A When RagTime recognizes a logical relationship between two con-
tiguous selected spreadsheet cells, it completes the sequence by filling
in the cells selected by dragging the handle. Let’s try it out. Enter the
values 2, 4 and 8 into three neighboring cells. Select the three cells and
drag the last cell’s handle over the cells you want RagTime to fill in for
you. The cells are automatically filled with the values 16, 32, etc. Voila!
Choosing SPREADSHEET--*FILL ROW... reveals additional ways to mani-
pulate cell contents to fill in entire rows.

A RagTime displays a default standard rectangle that automatically
appends new pages when text “spills over” the rectangle. However, you

can switch this function off in the EXTRAS--3SETTINGS--:LAYOUT panel.

Simply uncheck the box “Begin with a Rectangle with Text and Pipeline.”
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CREATING A SPREADSHEET

Creating a Spreadsheet
1. Create a spreadsheet by drawing an object and choosing Drawing--
CONTENT TYPE~-*SPREADSHEET from the menu bar.

2. Clickin the spreadsheet. The layout window and the tool bar now
look like this:

agTime 5.5.2 - [Untitled 1.1td. Layout 1]
File Edit Fomat Spreadsheet Extras Windows Info

MEEETEEREEEIER]
[ =l ey |[@ e = | F |
JJINormaICharacter NE IT\mesNewHOman L”IWDI L” Bl k@ K ||UQ U |‘B‘|w| 03 - ||E

O A A I T I I I S B G B e |
[+ N5 [ c [ 5 [ % [ 5 [ & w75

N\ -

—— I

=

\

/ [IEAE(
/ /

LD L T By T Ty T

=== ===
i (00 [~ o for o o [ fi= 1 fuo e | [ e b fea o fie

Row titles  Column A Selected cell with the address C4 with handles for fill-ins

Spreadsheet Nomenclature
Before we begin, we should clarify some terms, which you can

compare with the spreadsheet illustrated above:

-3 A table consists of vertical columns and horizontal rows.

- Columns are labeled with letters (A, B, C - Z, AA, AB,..),
and rows are labeled with numbers (1 - 16,000).

--% The intersection of a row and a column is a cell.

-3 Each cell is accessible with a unique address (for example, C6).

A Friendly Reminder: Please Save Now

In the last exercise, you didn’t save the result of your work until you
were done. From now on, you should do things differently. Why? If you
need to ask this question, everything has gone smoothly so far. No
co-worker or family member wanted to change a fuse at an inopportune
moment or caused a short. None of your children played with the cord.
Nor did your PC experience one of its rare crashes.

But you know what we’re talking about, right? Losing hours and
hours of work on your computer. So, although it’s still empty, please

save the document with the FILE--*SAVE As... command under the name

Spreadsheet
menu

Spreadsheet tool
bar with entry field

Column titles

Row 1

Cell with the
address E11
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The expressions spreadsheet and table are used synonomously
here.

If you click in a cell of a spreadsheet, it becomes the selected cell. If
you drag with the pointer across a number of cells, all of them are
selected.

Selected cells are marked with inverted colors on the screen (white
becomes black, and so on). Format commands, for example, FONT, al-
ways affect all selected cells. Similarly to selected objects, every selected
cell has four handles. They can be used to copy identical contents to, or
complete data sequences in, neighboring cells at the click of a mouse.
We’ll go into more detail about this later.

If you now begin to type, naturally the entry can only go into one
cell. This cell is the active cell.

The active cell is marked on the screen with a moving broken line
called the ants. All entries of cell contents are always put into the active
cell.

£ IUIUILI'JIIL,C,ILIU
Division j
|Fwhnnentia
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NAVIGATING IN THE SPREADSHEET

“Exercise 2” on your hard disk before continuing. Continue to save in

regular intervals by choosing FILE--*SAVE DOCUMENT from the menu bar,
or using the CTRL+S keyboard shortcut.
One thing we don’t want is for you to have trouble working with

RagTime.

Navigating in the Spreadsheet
3. Clickincell Al. The cellis selected. Click in another cell. The
selection of cell Al is canceled, and the new cell is selected.

PR I LT N T O G O G P G P A o e e e S
2 [ e [ c [ o [ & [ ®» [ e [ uw [ 1 [ 1]

Sy

[ A

1 S R N R

If you don’t want to take your hands from the keyboard in some
situations, and if a cell is selected, you can select its neighboring cells
with the arrow keys.

4. With <2, you can select the cell immediately below. If you press the
Shift key (¢) simultaneously, the cell immediately above is selected.

5. Press =>to select the cell to the right. If you press #, the direction is
reversed here as well.

Entering Text in the Spreadsheet

6. Clickin cell B1 to enter the headings in the rows B through F.

7. Type “Value 2”7, and so on, to “Result.” Press | after each entry to
select the next cell.

8. Clickin cell A2 to enter the labels in rows 2 through 7. Press < after
each entry.

9. Continue in the same way to enter the values.

10. The results should look like this:

& [ E [ [ [ D E [ F [

1 Value 1 Value 2 YValue 3 Yalue 4 Results

| z|Addititon 25 100 50 200

| z|Subtraction 25 100 50 =200
a|MUltiplicatio 25 100 3 2

| s|Division 25 100 05 2

| &|Exponential 25 2

| +|Column Totals
2

When you study the table, three things stand out:
-3 |n the first column (column A), the word “Multiplication” is cut off,
and “Column Totals” protrudes into the next column (column B).

Save regularly
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The effect of the keys for navigating in spreadsheets (arrows, tab
and so on) depends on whether one or several cells (a range) are
selected. If a range is selected, navigation using >l and < is limited to
the range. Using the arrow keys, however, takes you out of the range and
cancels it.

While editing the contents of a cell, for example, by entering text,
the arrow keys work only within the cell and can be used to move the
insertion marker. The land <> keys and the mouse are available to
select other cells and end the editing in the active cell.

To complete an entry without selecting another cell, press the
RETURN key (<2). To end the editing of a cell without keeping the
changes, use the Esc key.
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VALUE TYPES IN CELLS

- All the texts begin on the left sides of the cells (left aligned).
- All the values, in contrast, are to the right in the cells (right aligned).

The explanation is that RagTime normally aligns text left in cells and
values right. Of course you can change this, but it is the initial setting.

Value Types in Cells
Please refer to the illustration below. It contains the number 1,000
five times. For the reader, yes, but not for the computer!

1000 This 1000 is entered correctly.
1000 This 1000 was entered with the lower case letter “0.”
1000 This 1000 was entered with the upper case letter “0.”
- This 1000 was entered correctly, but contains a blank space at the
1000 end, a particularly nasty mistake!
- This 1000 was also correctly entered but contains a blank space at
1000 the beginning, which is noticeable. This error occurs especially with

novices from time to time.

To discover such errors, you can select the suspected cell and check
in the tool bar which value type the cell contains. The possibilities
include, among others, text, number, date, and time span.

Changing the Column Width and Cell Height

11.  Select a cell in column A, Position the pointer exactly on the
separator line in the column title bar between columns A and B. The
pointer changes its appearance. Press the mouse button and hold it
down.

o T e

12. Notice that the pointer has changed and the line between columns A
and B is highlighted (ghost line).

|>°....|....|2....|...I.|‘.‘...|....|'3....|....|Ef...|....|'.°...|....|'.2...|....|‘."...|....|1
| L J—= | ¢ [ o [ =& [ = |
=7 K ..........................................
11 alNe 1 “alue 2 Yalue 3 Yalue 4 Results

o] =z Addititon 100 50 200

1 = Subtractio 100 50 -200

E Multiplicati 100 g 2

]1s Division 100 0.5 2

T] & Exponential 2

1= Column Togals

i1s

Pointer on separator line
“Ghost” line
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B / A You can easily copy identical values from two or more cells
to several cells right in the spreadsheet by using the fill-in function.
Here’s an example:

1. Create a new spreadsheet. Enter the value 25 in cell A1. Conclude
the entry with =».

2. The cellis now selected and has a “handle” on each side. Drag the
bottom handle over the four cells below.

3. RagTime copies the content of the orignally selected cell into the
four lower cells.

You can use this feature to copy any kind of cell content, including
formulas. We will familiarize you with additional and more complex
operations that enable you to work even faster using RagTime’s fill-in
features later on.

RagTime analyzes your entries in cells and assigns each a value type
according to the following rules:

- Numbers consist of digits (0-9), the positive and negative signs (+,-),
decimal points (.), thousands separators (,) and exponential notation
symbols (e or E).

- Dates (calendar dates and points in time) consist of numbers and
additional characters defined by the system software of your computer.

Please refer to the DATE/TIME control field under START-+#SETTINGS
CoNTRoOL PANEL. When you enter dates without a century indicator,
RagTime prefixes them with 20 for entries from 1 to 25 and with 19 for
entries higher than 25.

Currency symbols with existing value formats.

Time spans consist of numbers and the abbreviations d for days, h
for hours, m for minutes and s for seconds. At least two of the
abbreviations must appear in the entry. For example, if you want to enter
two hours, type “2h Om” or “0d 2h”.

-3 Text is any entry for which none of the above rules do not apply.

A blank space at the end of a text is often hard to recognize. If you
suspect that such a character has caused a value to be misinterpreted,
you can make it, and other such characters, visible on the screen by

choosing WiINDOWS:3SHOW--+SPECIAL CHARACTERS. You can see them in

the entry field in the tool bar.
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13. Move the mouse to the right so that the ghost line is directly behind

the word “Totals.”

: o
| LT =
= =1
i,
] 2 Addititan 28 z
3 Subtractio 248 3
En M ultiplicatic En
| 1 5 Division a | 1 5
"] & Exponentia| 25 [F1ie
a7 Column Togals q7

Addititan
Subtraction

M ultiplication
Division
Exponential
Caolurnn Totals

Walue 2

25 100
25 100
25 100
25 100
25 2

a0
50
]
0.5

14. Release the mouse button. The column width changes as desired.

15. You can change row heights analogously.

Calculating the Sums of the Columns

Next you should find the sums of columns B through E. To do so,
you will enter formulasinB7, C7, D7, and E7 successively. The
formulas which we treat here all calculate the sum of their respective
columns; however, some differ significantly in appearance and the

manner in which they are entered.

This way you will learn various methods of entering formulas, all of

which you will later use more or less frequently.

Calculating the Sum of the First Column
16. Select cell B7.

17. Type an equals sign (=) or click the abacus in the tool bar.

BE L e Ff

The FORMULA palette appears. Move it so that the spreadsheet is

not covered.

Open function list

Cancel formula entry
Confirm formula entry

TR XY [ =

Switch between absolute and relative addresses

4

Formula entry field

Formula target (the cell or text in the cell)
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A If you select several columns, or cells in several columns, and then
drag one of the separator lines between the column headers, you can
change the width of all columns simultaneously.

- Example 1: Select the first 5 columns of a spreadsheet and click on
the separator between columns 3 and 4. Holding down the mouse
button, slowly move the separator to the left, and then to the right. The
selected columns to the left of the dragged separator become narrower
or wider, proportional to their original widths, while those to the right
analogously become wider or narrower, maintaining the initial total
width.

- Example 2: Once again, select the first 5 columns of a spreadsheet
and click on the separator between columns 5 and 6. If you drag the
separator line at the far right of the selection, all the selected columns
will become proportionally wider or narrower, and the total width
changes.

-% Example 3: Make column A substantially wider, about twice as wide
as column B. Once again, select the first 5 columns of the spreadsheet
and select the separator between columns 5 and 6. If you hold down the
SHIFT key (2) while dragging, the same change is applied to all selected
columns; the original width is ignored and the total width changes. Try it
out!

71 — Notes
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18. Click in the formula entry field of the FORmuULA palette. (Click in the
field before entering each formula to initiate the entry. The buttons are
also available then.)

Formulas are created by joining cell addresses and constants with
operators, for example, plus (+) and minus (-).
19. Type the following formula in the entry field: “b2+b3+b4+b5+b6”.
(Lower case letters are permitted.) If you make a typing error, you can
correct it much as you do in word processing.
20. When you have completed the entry, press ENTER or confirm the
entry by clicking the v in the FoRMmULA palette (in short, check it off). If
the entire formula is wrong, cancel the formula instead of confirming it.
21. The first formula is finished. The result appears in cell B7.

Typing the formula was admittedly tiresome, but now things will get
easier.

Calculating the Sum of the Second Column

22. Select cell C7 for entering the next formula.

23. Is the Formula palette still visible? If not, click the ABAcus. Then
initiate the formula entry by clicking in the entry field in the palette. The
mouse pointer becomes a spreadsheet pointer with function symbols
attached to it. This indicates that the desired formula will be applied to
the selected cells.

24. Clickin cell C2 and then in cells C3, C4, C5, and C6 successively.
25. Ifyou check the Formula palette now, or if you watched while
clicking the cells, you will notice that RagTime entered both the cell
address and the plus sign. This works only with addition.

26. You need only to check off the formula, and the result will appear in
cell C7.

Inserting cell addresses by clicking is a technique which you should
use in the future. It is not only more convenient than typing, but
significantly less error prone. Nevertheless, you sometimes need to type
addresses when editing formulas.

Calculating the Sum of the Third Column

27. Select D7 for entering the formula for the sum of column D (Value ).
28. Since sums are probably the most frequent calculations in spread-
sheets, RagTime provides you with a special function, Sum (List), for
this. List represents the numbers which are to be added.

29. Is the Formula palette still visible? If not, click the ABAcus again.

30. Click in the entry field of the Formula palette and enter the following
function:
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B If the formula entry field is too small for you, use the standard
Windows procedure to enlarge it by grabbing the enlargement point with
the mouse pointer on the bottom right corner and dragging it open.

RagTime ignores upper- and lowercase orthography when you enter
cell addresses or functions. When displayed, your entry is changed.

This does not apply to text used in formulas. Text is entered
between single quotation marks (‘text') and is not changed by RagTime.

-% Arange is a group of adjacent cells which are selected or used in
formulas together, for example, the cells from Al to F2 (A1:F2 in
formula notation), or the entire column B (B:B in formula notation).
- A list consists of two or more individual values or cells which need
not, but may be, adjacent to each other. Ranges may be used as
elements in lists. The following formula is therefore valid: Sum
(A1:A5;B3:B5;C3)
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Formula =]
f B X v [ca =]

Sum |

31. Click cell D2 and hold down the mouse button.
32. Move the pointer downwards, dragging it over cells D2 through D5.
RagTime marks the range (D2 :D5 in formula notation) with a border.

Walue 1 Yalue 2 Yalue 3 Yalue 4 Results

= Addititon 25 200
E Subtraction 25 -200
= Multiplication 26 2
Division 25 2

Exponential 24 [ 1
Column Totals 125 40

]
PN IR L
Lo ) Lo (0 N A L

The range is entered in the formula, which now looks like this:

Formula =]
TR XY ca =]

Sum (DE:DE

33. Complete the Sum function with a closing parenthesis.
Farmula =]
TR XY ca =]

Sum (DE-DE)

34. Finally, press ENTER again (or click +). The result appears in cell D7.

Calculating the Sum of the Last Column
35. You know the ritual by now. Select cell E7.
36. Since not only sums, but virtually every mathematical calculation
imaginable must be calculated in spreadsheets, RagTime masters an
abundance of functions from various disciplines.
Fortunately, you don’t need to remember all these functions, but
can get them from a list and have RagTime insert them in your formulas.
Click the FuncTioNs button in the tool bar or FORMULA palette.

37. The Functions dialog box displays an alphabetical list of functions
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= B Another way of rapidly building the sum of a column or row of values
is by using the ENTER Sum ForRMULA tool. Click in the cell below or beside
the number sequence to be totaled and then click on the ENTER Sum
FORMULA icon in the tool bar. RagTime enters the sum of the number
sequence in the cell you selected.

This method should be used only if the relation to the cells that are
to be summed up is unequivocal. However, if the result is not what you
expected, you can always check which cells are included in the sum in
the FORMULA palette
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which RagTime offers. Under DEscrIPTION, you will find information
about the purpose of the function and its arguments. All functions in
RagTIme have the same structure:

Functions

|AII Functions ;I

Lhs = Drescription
AddDay j Adds pears to a given date.
AddHour

AddMinute

Addionth

Aty Argumenl

AreCos Addvear|Date; Vears)

ArcSin
ArcTan
Avwerage

Button LI

Ceiling ™ Ingert with Arguments
Char

thooee = [ et | _ concel |
Function Name (ARGUMENTS). Arguments are values which the
function requires for execution.
The function Sum, which you have already seen, is likewise built
according to this structure:
-3 Sum(List)
Function Name: Sum

-3 Arguments: (list of values)+- enclosed in parentheses.

Additional arguments, if present, are separated with semicolons, as in
the illustration.

38. Click the “down” scroll arrow until the function Sum appears.
39. Select the function Sum by clicking the name in the list.

Functions HE
IAII Functions LI

- SnGetSeMum ;I Description
- Speciallf Calculates the sum of a list of numbers.
o Sy

- SqrSum

o Gt

- StartingPageM umber

Argumen
-
- SystemCumency ;I
v Tan J I Insert with Arguments
.

. TimeSpan LI Insert I Cancel |
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Functions may be displayed not only alphabetically, but also
according to other criteria which you can choose in a pop-up menu.

You can open or close an individual category by clicking the plus or
minus sign preceding its title.

If this doesn’t display the functions’ names completely, zoom the
window.

Functions [ 2] ]
|Funclian Categories ;I
! Descripti
- Date Functions -l G

- Financial Functions

- Mizcellaneous Functions
- Operatars

- Print Functiong

- Rounding Functions

- Search Functions

- Statistical Functions Argument

0~ (8- (- (8- (- - - -

- Statug Functions _I
-
[
b I Insert with Arguments
Degrees
- Radiang LI (et I Cancel |

If you know the name of the function that you want to see in the list,
you don’t have to use the scroll bar. Just type the first few letters of the
name, and the list scrolls to the correct position.

77 — Notes
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40. Click INSERT.

41. The FORMULA palette appears with the function Sum. The blinking
insertion marker between the parentheses indicates that you can enter
the arguments.

TR X e =
Sum(b

42. Click cell E2 and hold down the mouse button.
43. Move the pointer downwards, dragging over cells E2 through E5.
RagTime marks the range (E2 : E5 in formula notation) with a border.

Farmula =]
XY [t =

ISum(EZ:ESJ

44. Press ENTER or check off the formula.
45. The result of the calculation appearsin cell E7.

Calculating the Sums of the Rows

Now that you have worked intensively with the function Sum, it
won’t be any problem to add the numbers in row 2.

When you are finished with that, we can continue with the other
lines. Let’s begin with row 3.

46. To perform subtraction, you have to use the method “click a cell,
type the operator (minus sign), click the next cell, and so on.”
47. You will get the desired result in rows 4 and 5 with the same
procedure.

The operator for multiplication differs from that which you use on

paper.

Multiplication: not a dot or an “x” but an asterisk (x)

For division: always use the slash (/).

Lastly, the exponential calculation in row 6 must be explained.
Instead of the common notation for base and exponent, 252, you must
enter the following notation in the formula in cell F6: B6**C6 or B6~C6.
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B / A Please note that, to type the operator A, you must press the
A key (usually located at top left on your keyboard) followed by a space.
The reason for this is that this symbol is normally used to create special
characters in the French character set where it’s applied on top of the
letter typed after it (it wasn’t originally intended to be used alone).
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Formatting the Table

To complete exercise 2, you still need to give the table a more
appealing appearance. This process, called “formatting,” covers an
abundance of features, the most important of which you will find under
FORMAT in the menu bar.

To what degree you employ these features is a matter of personal
taste and depends on how polished your results should be, for there is
always something to improve or polish. Three examples appear below;
you will find more in later exercises.

First, align the headings in row 1 to the right, so the texts and
numbers are balanced. Then set the typeface of the headings and results
to bold. Finally, some of the cells should be shaded with gray fill.

48. Click cell B1 (Value 1) and drag the pointer horizontally to cell F1.
The five cells containing the headings are now selected.

The cell contents, the headings, move to the right.

50. To set the headings and results in bold typeface, select the
appropriate cells and choose FORMAT--*STYLE-*BoLD from the menu
bar.

51. Finally, to make the table look like the example at the beginning of
the exercise, shade the values in the table in cells B2 through E6. Select
the range B2 : E6 and choose the

. . Farmat
command FORMAT-#COLOR-# Fort D
Size 3
(GRAY) from the menu bar. Ste ,
Language »
Value Farmat »
Character Siyle Sheet 3
Character Formats.. Cil+ShiftsD
Alignment »
Gt o Pareraph v
Paragraph Stye Sheet v
EsagiatiForizs..
..
Tt e
Pattem L0t o o [
Fill Sty Sheet » EEE

Fill Formats..

Lire iy
Ot

(i iyl Stieet
Lifie Fomats
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Many of RagTime’s submenus may be torn off and placed on the
screen as palettes. This is particularly useful when you want to use cer-
tain commands repeatedly or to check the settings, such as font, of
various selections without having to open a menu and look for a check-
mark each time. To tear off a menu, just drag out of the menu until a
ghost rectangle representing the palette appears.

Here’s what a torn-off color menu palette looks like.

m The palette lets you switch back and forth between
“I_amﬁd Colrs BB Standad Coors | NAMED CoLoRs and RGB STANDARD CoLORS by clicking
N .

QFFFF;;;;;;;;;;;;; ;r;:nhEeDtgzLoc:::eincctilrlrdej?szdn?g panel. Among others,
(0 o primary colors cyan, magen-
EEEEEEEEEEEEEEEEEE ta, yellow.and bla?k '(CM'YK) that constitute the. .
;;;;;;;:;;l‘l‘l’l‘ll:: standard in the printing industry as well as additional
;;;;;;;;;;. == colors you may have previously defined under Win-
;;"""""" u == DOWS--*AUXILIARIES--*COLORS. To assign a NAMED

- Emmmmmrrr | COLOR to a selected object, simply select an entry from
e this menu.

RGB STANDARD COLORS is a palette of commonly used colors that
usually suits most purposes. Colors are selected by clicking a color on
the palette, which is then highlighted by a black

[Main =] Front

=l ot =] frame. At the same time, the color is displayed in the

Hamed Colors | A6 Standad Cobs | box in the top left-hand corner. Double-clicking this

Process Black
Registration
Transparent

box displays the operating system’s Color Picker,

Process Cyan
Pracess Magenta
Frocess Yellow

which you can use to mix additional colors. To assign
a color to an object, simply drag and drop the desired

=il color from the color palette onto the object.

Regardless of whether NAMED COLORS or RGB STANDARD COLORS are
being displayed, you can use any of the three additional menus to give
the selected object additional properties.

Left menu: This lets you determine which color is displayed and set, e.g.
a drawing's fill or border line.

Middle menu: Lets you define foreground and background colors or
patterns for two-color objects.

Right menu: Allows you to set a color's tint. Once you have decided on a
color, you can use this menu to lessen the color's percentual degree
of intensity.

81 — Notes
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4.4 Exercise 3: Success in the Sales Department
Exercise 3 is a practical example in which you will learn further
spreadsheet techniques.
Goals  You will:
learn more functions,
save time by copying formulas,
further your knowledge of formatting,
insert and delete rows of a spreadsheet,
change numerical data and discover the effects,
present the numerical data more effectively in a graph.

The results should look like the following example. It contains the
monthly sales figures of three employees and a brief analysis.

F|I|||I||1|I|||I||2||||||||3|||||I||4|I|||I||5||||||||S|
A [ E [ E [ D [ E

1

Summary of Individual Sales Wolume for 2001

Representative Gainsborough Williarms Hanson
Month
January $23,000.00 F20,700.00 $258 750.00
February $1:5,000.00 13 50000 $18 750,00
March $14 000,00 1250000 $17 500,00
Aparil F20,000.00 18 ,000.00 $23,000.00

Mary $16,000.00 $14,400.00

(11 June $25,000.00 $22,500.00

12| July $12,500.00 $11,250.00 e,

e Sugust $22,000.00 $20,520.00 §25 12500

[14] September $18,300.00 $16,470.00 $22 575.00

x| October $19,700.00 $17,730.00 24 525,00

[16] Move mirer $17,100.00 $15,390.00 21 375.00
December $45 400,00 $40 360,00 $15,000.00

5] Total $248,000.00 $223,820.00 $262,970.00

Ex Mininum Volume $12,500.00 $11,250.00 $15,000.00

z Maximum Volume $45,400.00 $40,860.00 $28,750.00
Average Volume $20,666.67 18 ,651.67 $21,914.17

TS I I P T P L P

r [ra = H~ =
o |rd =[S o pf-a | fon [ e (e | (o) o o e e -

Beginning a New Document

Choose START-*PROGRAMS-*RAGTIME--*RAGTIME or your favorite
method to start the program. If you left RagTime running since the last
exercise, choose the command NEw BEGINNING WITH... from the FILE
menu and begin with a LAyouT. A window containing a LAYOUT appears
and the tool bar displays layout tools. Delete the default active standard
rectangle using the DELETE (BACKSPACE) key. (It has a mechanism for

creating new pages which would get in our way during this task.)

Creating a Spreadsheet

1. Draw arectangle approximately the size of the one in the example
and give it the contents type SPREADSHEET.

2. Click in the spreadsheet. The spreadsheet tools appear in the tool
bar, and the row and column titles appear along the rulers.
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Entering the Values

3. Clickincell Al.

4. Enterinto the table the values which appear in the illustration
below. Names of months in column A can be entered using the fill
function as shown below.

P M b B e B ey B e B e B
| - 5 [ E | C [ o [ E

=

— 1] summary of Individual Sales Volume for 2001

4 2

- Representative Gainzhorough Williams Hanzon

4] Month $ $ $

e January 23000 20700 25750

— & F ebruary 15000 13500 18750
—Z tarch 14000 12500 17500

1 s April 20000 18000 23000

=12 LER 16000 14400 20000
—110] June 23000 22500 26500

11 July 12500 11250 15370

_z Aucgust 22000 20520 28125
113 September 18300 16470 22875

__E Cctober 19700 17730 24625

L8] Movember 17100 15380 21375
11l December 40560 15000

Lol | Mo————

— 13} Minimum “alume

113] Maximum Yolume

__ﬁ Average Yolume

=121

5. Enter "January" and "February" in cells A5 and A6, respectively.

Select the two cells and drag the lower handle to cell A16. RagTime

understands that it is dealing with month-by-month date-related in-

formation and completes the sequence by filling in the selected cells with

the remaining months. You may need to widen the cells to accomodate

words that run over the borders.

6. Save the document now under the name “Exercise 3” on you hard £ Please save
disk. regularly

PRI N P I T P T AT S T P e En
E | C [ o [ E

Summary of Individual Sales Yolume for 2001

Representative Gainzhorough Wil ms Hanson
honth ¥ ¥ ¥
January 23000 20700 28750

February AEnnn A2Enn AoTEN

EE Farmula [=]

Aparil
MF;:: f 52XV FomulaEnby IEeII vl

June

July

August
September
October
Movember
December

Tatal

Minimum “alume
Maximum Yolume
Average Volume

Sunm (EL:B1E)

15380 21375
40560 15000

rafra = = = e e [ e = = e
(o = P N N P L £ 2 L

| I ] P P T T P Y|
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If a spreadsheet cell contains text which is too long to be displayed
in the cell, the display (but not the actual text) is clipped at the cell bor-
der. However, if the neighboring cell is empty, its space is also used to
display the clipped text. This also applies to cells with rotated contents.

It would be dangerous to clip the display of numbers; for example,
millions might appear to be thousands. Therefore, if an entire number
cannot be displayed, RagTime first tries to display it in exponential form
and, if this is not possible, fills the cell with “#” characters.

None of this has an effect on the contents of the cell; only the dis-
play is affected. Cell references in formulas return the correct contents.

85 — Notes
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Entering the “Sum” Formula

7. ClickincellB17.

8. Enter the “Sum” formula. Select Sum from the function list and drag
over cellsB5:B16.

9. Press ENTER or click V. The result appears in cell B17.

P M b B e B ey B e B e B
| - 5 E | C [ o E

=

1 1] Summary of Individual Sales Yolume for 2001

- 2]
—{ 3] Fepresentative Gainzshorough Williams Hanzon

4] honth ¥ ¥ ¥

1= January 23000 20700 28750
| T February Aennn Aenn ieTEn

17 March Farmula [=]
1 s i
L1 4] M,;y f XV Fomula Entry IEeII vl
=

— =i June average (B5:Ele)

J11] July
{1z} August

1] September

[14] October T T -

LS Movember 17100 15390 21375

T 1&] December 45400 40860 15000

a7 Total 248000

— 15} Minimum “alume 12500

1 Mz mum valume

20| Average Yolume

=121

Entering the Functions Min, Max, and Average

10. Clickin cell B18 to enter the formula for minimum sales.

11.  Select Min from the function list and drag over cells B5:B16 as
before

The functions Sum and Min both use the argument LisT. As you can
gather from the description in the Functions dialog box, the function
Min(List) finds the smallest value in a list and returns it in the cell in
which the formula is entered, in this case, B18.

12. Proceed in the same manner to determine the maximum and
average values of cells B5:B16. The function for the maximum values is
Max and for the average of all values, Average.

Be careful when dragging over cells that you do not inadvertently
include too many cells, which will give you wrong results.

To avoid this error, it may be helpful to drag from bottom to top,
thatis, fromB16 to B5. For RagTime, the direction makes no
difference. The table should now look something like this:
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B / A When dragging over cells, be careful not to include too many
cells by mistake. This would generate unwanted results.

To keep this from happening, it may help to select the cells from bottom
to top, i.e., from B16 to B5. RagTime doesn’t care how you make the
selection.
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Copying Formulas

13. You could repeat this procedure for the other
columns. It is faster, though, to copy the formulas
into the cells to the right. To do this, select the
four cells containing the formulas (B17 : B20).

14. Choose EpiTION-3CoPY from the menu bar.

15. Select cells C17:D20. o0t
16. Choose EDIT-*PASTE & 125008

¢ ) 45400
from the menu bar : ZDBBB.BBBEBBBB?l |

The results appear in columns C and D.

. December

X Tatal

Minimum “alume
Maximum Yolume
Average Volume 20666 666666667 ||

RégTime did not, as you may have expected, transfer the values
from column B, but adapted the formulas to the new location. See for
yourself. Click in cellD20. Open the FORmULA palette by clicking the
ABAcuS and check the formula.

The formula for the average in cell D20 refers correctly to the cells
aboveit,D5:D16.

TN AP LT AP G I E I P T T E T e
- A [ E [ C o [ E
]
- 1] Summary of Individusl Sales Yolume for 2007
-4 2
] R epresentative Gainshaorough Williams Hanzon
1 4] Month 3 $ 3
___5 January 23000 20700 25750
— & Flip - ccrr 18750
= o Formla %1 |17500
1 = Afue Hy ol 25000
LT W .f XV Fomula Entryl & vl o000
o] J |average D5 D16) 26500
11 J 15370
L 77 & 26125
1z B 22875
14] (8 qu)=14 TIF O 7730 24625
LS Mavember 17100 15390 21375
165] December 45400 40560 15000
__i Tatal 245000 223820 263870
— 18] Minimum Yolume 12500 11250 15000
] M 6 MU m i lume 45400 40560 5
=0} Average Vollume 20666 EEEEEEEET 18651 66666666
=1

Formatting the Table
Next, the appearance of the table ought to be polished. First, all numbers
should have thousands separators and two decimal places. The titles
and the calculated cells should have bold typeface.

Lines should set off the sales numbers from the titles above and the
results below.
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B / A Formulas can also be copied using the fill-in feature. You
may need to delete the results in columns C and
D to do so. ‘olume |

1. Select the four results from B17 to B20. ;’ﬁ';’.‘;e

2. Move your pointer to the selection’s right handle until it changes to
a new spreadsheet pointer with a plus sign.

CIRIIVIN) [IININE)

ume
lume:
Ime

-
|

3. Keep your finger on the mouse button and drag the handle two
columns to the right.

The results appear in columns C and D. What happened is that
RagTime copied the
selected formulas,
pasted them into
columns C and D, and
calculated the results.

Instead of clicking the ABAcuUs, you can open the FORMULA palette

by choosing WiNDOWS--#PALETTES--*FORMULA from the menu bar. There

you will find more palettes; it’s worthwhile to experiment with them!
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Determining the Value Format
17. To select the numbers in cells B5:D20, click in cell B5, hold down
the mouse button and drag diagonally to cell D20.

F||||||||'||||||||2||||||||3||||||||4||||||||5||||||||S|
I [ E | C [ D [ E

1

Summary of Individusl Sales Volume for 2001

R epresentative Gainshorough Williams Hanzon
Maonth i i
Janusary

F ebruary

March

April

I ay

June

July

August
September
Cictober
Maovember
December

Tatal

Minimum Yalume
Maximum o lume
Ayverage Vollume
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18. Choose FORMAT-
This is the result:

*VALUE FORMAT-%1,234.50 from the menu bar.

B} I T T P T A W T P N A
| - I [ E | C [ D [ E
=
- 1] Summary of Individusl Sales Volume for 2001
z
___3 R epresentative Gainshorough Wiliams Hanzon
4] Month 5 ] (]
1 s January $23 000.00 $20,700.00 $28,750.00
. F ebruary §15,000.00 §13,500.00 $18,750.00
T W arch §14,000.00 §12,500.00 §17 500.00
J 4] £ pril §20,000.00 $18,000.00 $25,000.00
sallE] Wy §16,000.00 14 ,400.00 $20,000.00
1o June 25 ,000.00 §22 500.00 $26 ,500.00
H11] July $12 500.00 $11,250 .00 $15,370.00
T1:z August £22,000.00 $20,520.00 $28,125.00
— 13} September §18,300.00 F16 ,470.00 $22 &75.00
| T14f Cctober §19,700.00 §17 730.00 $24 £25.00
] ] Movember §17,100.00 $15,390.00 $21,375.00
T1g December F45 400.00 40 ,860.00 $15,000.00
| 11} Tetal $248,000.00 $223,620 00 $263,670 00
__E Minimum Yoalume $12 500.00 $11,250.00 §15,000.00
114 Maximum Yolume £45 400.00 $40,860.00 $28,750.00
V__E Average Vollme 20 66667 16 6a1.67 §21,989.17
—1z1

Formatting Headings

19. Select cells A1 :D4. Choose FORMAT-
bar and repeat the procedure for cells A17:D20.
20. Select cells A3:D3. Choose FORMAT- IGHT ALIGNED,
and repeat the procedure for cells B4 : D4. The result looks like this:

~~~~~~ :BoLp from the menu
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A You can edit or create new value formats by choosing WiNDOWS--

AUXILIARIES*VALUE FORMAT EDITOR. By the way, formats follow a pre-

defined sequence in their relation to one another. It’s important to know

it when you want to create your own formats: fill formats--:line for-
character style sheets can use the aforementioned formats, but a fill
format cannot use a character format.

A RagTime automatically recognizes a number of value formats. If you
only have a few numbers to type, it thus makes sense to enter the unit
along with the number. Let’s see how this works in practice:

1. Create a new spreadsheet and enter the following values one
underneath the other: "$,.23.4","$_.234.10", "EUR_87.9",
"234.10_€" and "£100" (please note that in the last example, you
may not enter a space between the number and the pound sign, whereas
you must leave a space between all other currency indicators and their
numbers).

2. RagTime converts all the preceding entries into number entries,
combined with their respective currency symbols. This means the cells’
text entries have been replaced by numeric values, combined with
currency formats. However, the layout shows the entry along with
currency designations and the properties applicable to the different
currency formats (decimal and thousand separators, etc.).

91 — Notes
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INSERTING ROws

F||||||||'||||||||2||||||||3||||||||4||||||||5||||||||S|
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=]

—1 Summary of Individual Sales Yolume for 2001

z

__E Representative Gainsborough Williams Hanson
4] Month $ § $
= Jaruary §23,000.00 $20,700.00 §25,750.00
- February §15,000.00 $13,500.00 §18,750.00
7 M arch §14,000.00 $12 ,500.00 §17,500.00
1] & pril §20,000.00 $15,000.00 §25,000.00
el iy £16,000.00 $14 400.00 $20,000.00
T June §25,000.00 $22 500.00 $26 500.00
q11]| - July §12 ,500.00 $11,250 .00 §15,370.00
T{1z]| - August $22,000.00 $20,520.00 $25,125.00
—{13] September §15,500.00 $16,470.00 §22 575.00
| T14} Cctaker §19,700.00 $17,730.00 §24 £25.00
115 Horvee mibrer §17,100.00 $15,390.00 §21 375.00
e December §45 ,400.00 $40,860.00 §15,000.00
| {17 Total $2418,000.00 $223,820.00 $263,870.00
18} Mininum Volume $12,500.00 $11,250.00 $15,000.00
1z Maximum Yolurme $45,400.00 $40,860.00 $28,750.00
1 =0] Auverage Yolume $20,666.67 $18,651.67 $21,989.17
121

Does row 17 look like this?

December $45 400.00 | $40,860.00 | $45,000.00
Total
Minimumn Yolume = $12,500.00  $11,250.00  $45,000.00
MaximunVolume $45,400.00 $40,860.00  $28,750.00
AverageVolume = $20,666.67  $18,651.67  $21,989.17

the symbols “###.” Widening the three columns will solve the problem.

Inserting Rows

As you saw in the illustration of the table at the beginning of
thisexercise, the first four rows are separated from the sales figures by a
gray row. The same applies to the last four rows. To achieve this effect,
you must first insert an empty row.
21. Click the title of row 5. The entire row is selected.

INSERT. A row is inserted above row 5, becoming the new row 5. The rest
of the table is moved down, and the formulas are automatically adapted
to the new situation.

Representative Gainsborough Williams Hanson
Month $ $ $
January $23,000.00 $20,700.00 $28,750.00

Insert a blank line in the lower part of the table by selecting row 18,
which contains the sums, and choosing TABLE--*INSERT ROWS.
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A As always, it’s best to format colors using style sheets. If, for
example, you would like to change a shade of gray, making this change
just once in the style sheet causes all occurrences within the style sheet
to take on the change. Before creating a color style sheet, it makes sense
to choose an appropriate color space. In RagTime, color style sheets are

defined under WiNDOWS--+AUXILIARIES~+COLORS.The following window
opens up when you make this choice.

New color style sheets are generated using the CREATE button in the
CoLor menu and assigning the finished color, or by entering values for
the color components. Furthermore, the properties PROCESs COLOR/SPOT
CoLOR/OVERPRINTING/NOT OVERPRINTING and, of course, the CoLoOR
MopeL itself are also set in this manner. Please note that the split color
preview area will continue to display two color values until you click the
green checkmark. This click validates the final values for the color style
sheet.

To create a color style sheet for the adjoining
example, click on CREATE and select an appropriate
shade of gray from the CoLor menu. Choosing
OTHER... opens the operating system’s Color Picker
that allows you to do some additional fine-tuning.
Click the green checkmark as soon as you have set
the color and other properties. The left side of the
= color editor now displays your color style sheet with
e e e a name that reflects the color model’s breakdown by
color. You may replace this technical name with one of your choice by
editing it as you would an entry in a list view.
To assign a color style sheet to an object, simply drag and drop the
color style sheet onto the selected object, or pick the corresponding item
from the FORMAT menu.

Since different color models have color spaces of varying sizes, a
color may change its appearance on screen and on paper as it flows from
one color space into the next. The reason colors sometimes take on a
slightly different appearance in RagTime lies in their color space’s
properties. This isn’t a RagTime quirk.

B / A If you work a lot with spreadsheets, you can access related
commands such as INSERT Rows, SORT, etc. from the SPREADSHEET
CoMMANDS palette as well.
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CoLORING CELLS

Coloring Cells
22. Select cells A5:D5.

23. Choose FORMAT-+COLOR-#(GRAY), for example. Continue in the

same manner with cells A18:D18.

Reducing Row Height

24. To change the row height, position the pointer on the separator line
between row headers 5 and 6. Notice that the pointer changes its form.
25. Press and hold the mouse button.

26. Move the pointer slowly upwards. A ghost line helps you set the
height of the row as you wish.

anuary oo SO el
February 15 ,000.00 $13 &00.00 §18,750.00

27. Release the mouse button. RagTime adjusts the height of the row.
Continue in the same manner with row 18.
The table is now finished and may be printed —

Wrong Number—Now What?

You receive a phone call. The message is that unfortunately two
digits were reversed when the numbers for the sales representative
Hanson were entered. In the month of June, the figure was not 26,500
but 25,600. A rare case? Not at all! But here the spreadsheet shows its
strength, namely, the possibility of making later changes to correct errors
like this one.

28. Clickin cell D11 and overwrite the wrong number with 25600.
Before you press ENTER, check the four results at the bottom of the table.

PR AT L A T T T T E T P E T e
& [ E [ E [ D [ E
- 1
—1 . Summary of Individual Sales Wolume for 2001
= |
e Representative|  Gainsborough Williams Hanson
4| : Month $ [3 §

——]

J January $23,000.00 $20,700.00 §28,750.00
1 | February §15,000.00 $13,500.00 $18,750.00
i March §4,000.00 $12 500.00 §17 500.00
___9 X April $20,000.00 18 ,000.00 §25,000.00
~T10]| - May #16,000.00 $14 ,400.00
|| - June $25,000.00 $22 500.00
| 11z]| - July §12,500.00 $11,250 .00 ;

-1=]| : Bugust $22,000.00 $20,520.00 $25 12500
14| : September 18 ,300.00 $16 470,00 2287500
m—f . Cctober $18,700.00 17 730,00 24 625.00
__E . Movember 17 ,100.00 $15,390.00 21 ,375.00

17} . December F45 400,00 $40 56000 $1:2,000.00

—j:;:- X Total $248,000.00 $223,820.00 $262,970.00
__E . Minimum VYolume $12,500.00 $11,250.00 $15,000.00

Now press ENTER. In a flash, RagTime brings all the values up to date.
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Reversed characters are among the most common typing errors.
Therefore, RagTime offers a special command to correct them without
changing the position of the insertion marker:

If the insertion marker is at the end of a word, you can reverse the
order of the last two characters by choosing EpiT--:SwAP TwWo CHARAC-
TERS.

If the insertion marker is between two letters in a word, these will be
swapped.
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The Table Gets a Graph

Often numbers alone are difficult to interpret. Charts, or graphs, can
help emphasize differences and demonstrate trends in numerical data.
With its many graph variations, RagTime presents such an abundance of
formatting possibilities that you have an appropriate type of diagram for
every purpose.

The steps for creating a graph

--% Select and copy values in a spreadsheet.

-+ Draw a rectangle and give it the contents type graph.
-% |nsert the data in the graph.

-%  Pick a graph type from the gallery.

-3 Format the graph.

You will now apply these steps to the example “Sales Figures.”
29. Select cells A22:D22 (Average Volume).

$12,500.00 $11,250.00 $15,000.00

30. Choose EpiT-%CoPY from the menu bar.

31. Draw arectangle under the table, for example.
32. Install a graph in the selected rectangle with DRAWING--*GRAPH

TYPE--+*GRAPH.

33. Click in the graph. The graph tool appears in the tool bar.

JJWX @“Graph ﬂ“ LI Ejﬁ

34. Choose EDIT-%PASTE from the menu bar.

35. Inthe GALLERY dialog box which appears, you can pick an
appropriate graph type from the hundreds available.
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THE TABLE GETS A GRAPH

Gallery [#]x]

rEET
A A

K

20 Colurnns

il

2-0r Lines or Symbals

F

2-0 Areas or Steps

1

2D Colurnns

3N Linenl/Shing LI

@ Series Use Colors

€ Series Use Patterns 0K I Cancel |

36. Inthe gallery, select the coLumN GRAPH from the panel BAsic

CHARTS and confirm the selection with OK.
Mew Category Series [ 7] %]

. clault Series Type Im
37. The dialog box NEw Dslmlts Top |

CATEGORY SERIES appears. [_“ InEtrue @t
v Series Names
Confirm the settings with OK. [ PR
38. The following graph appears. TN | Cancel |

You can edit the graph further. For example, a title and the legend
are missing. Experiment with the ARRANGEMENT panel in the GRAPH
INFORMATION dialog box (GRAPH-*GET INFO-~*ARRANGEMENT).

You can change all other settings in the information dialog box, as
usual in RagTime 5. Select elements in the graph by clicking and open
the dialog box. In most cases, you can combine selecting and opening in
one double-click.

In complicated graphs with numerous elements, it is sometimes
difficult to hit a particular element with the pointer. For this reason, you
can also select all elements and their parts in two menus in the tool bar
and in the GRAPH INFORMATION dialog box.

25000

20000

15000

10000

5000
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You can drag data from the spreadsheet directly into the graph.
When you move the pointer to the border of the selected cells, the move
pointer appears.

I T P T N S

Press the mouse button and drag the cells into the graph. A ghost
rectangle represents the cells being dragged. When a pattern appears in
the graph, release the mouse button to make the data available to the
graph.

RagTime fits the axis labels in the space available. If you have drawn
a somewhat smaller rectangle, the labels will appear at other intervals.

30000

20000

10000
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THE TABLE GETS A GRAPH

Try to put labels on the category axis using the following procedure:
Call up the INFORMATION DIALOG and pick the CATEGORIES panel. Click in
the field CATEGORY TITLES to the right of the ABAcus. Enter the following
names “Gainsborough”; “Williams”; “Hanson”; as a list using formula
orthography (that is, with quotation marks and semicolons). Confirm
your entries by clicking OK.

Feel free to experiment with other settings.

RagTime 5.5.2 - [Exercise 3.1td. Layout 1]
File Edit Fomat Drawing Estras  “Windows  |nfo

DEEE =B~ BAAe Bf
J,Ex @“Eategor}l Axis LI“EmpIeteAxis
J 5

H

INDrmaIEhalacter ;I“Times Mew Foma Labels 8 I K @ k. ||UQ
P Wl Az Title i G
] : 2 Axis Line

_ M ajor Grid
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When you want to enter formulas in dialog boxes, you can type them
directly in formula entry fields. Frequently the formulas contain spread-
sheet cell references which you can create more easily by clicking the
cells, just as you do when working with the formula palette. Click in the
appropriate formula field to the right of the ABacus and then click or
drag across the desired cells in the spreadsheet. A ghost border marks
the cells. When you release the mouse button, the reference is entered in
the formula field.

If the cells are hidden by the dialog box, you can drag the box aside.

Repr ive[Gainsh ough—Williamelpon Hanson|

Month Graph Information EHE
January
February Select |Eategory Axis =1

March . . . . . " n
april Series Drawing I Senies Data I Line Series I Fill I Lines

May Text Arangement I Text Marging | Typography I Typography 2
June General I Anrangement Categories | Bis I Ais 20
July
August — Posii
September rosmon ;
Cotober S t1l z] + Between Ticks
Movember At Ticks
December

Total
Minimum Yolu

Maximum Vol Categories |50 %
Average Yolur

Columnis ID ES
30000

T [% of Colunnn *width

— Category Title:

— Spacing

Space Between

— Series Stacking
20000 ™ Stacked Series [ Stackedto 100%
™ Use Column Spacing for Stacked Series

fooo0

QK I Cancel | Apply |

A Did you know that you can also select individual data points from a
row and format them differently from the other entries? The first time you
click on a row, you select the entire row. The second click lets you select
an individual data point.You can then assign formats to the data point by
using the FORMAT menu.
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4.5 Exercise 4: Packaging Sells Products —Designing a Package

Goals In exercise 4, you will get to know the “drawing” component. You
will learn to
- differentiate between drawing in a layout component and drawing in
a drawing component,
- draw with various tools,
save work by duplicating objects,
- group objects.

The completed drawing, prior to decoration, should look similar to
the illustration. For orientation purposes, the drawing objects are
numbered. Identical objects have the same number.

The drawing represents the plans for a package for small items such
as antifog cloths, thin insulation blankets and so on, like those you find
on the display stands of a car parts store.

Drawing in Layout and in Drawing Components
Thus far you have used drawing tools to draw various objects on a
layout page. These were then used as containers to which you assigned
Drawing in a layout  particular types of contents. We call this kind of drawing “drawing in a
layout.” Drawing in a layout is mainly for structuring pages and making
containers available for components such as text, pictures,
spreadsheets, and so on.

In addition to components like spreadsheets or texts, there are also
drawing components in which you can draw with the same tools as in
layouts. In contrast to layouts, drawings are not bound to a particular
page size. We call this kind of drawing “drawing in a drawing
component.” Drawing in components is primarily for creating

Drawing in a drawing illustrations, for example. Such a drawing may be installed in a layout in
component  merous places, if desired, and may be easily scaled and positioned.

Beginning with a Drawing Component
Choose START-*PROGRAMS--*RAGTIME-*RAGTIME or your favorite
method to start the program. Choose FILE-3*NEW BEGINNING WITH-
DrRAWING. A window with a drawing opens, and the tool bar contains the
drawing tools.
Don’t forget to save! Name the file “Package Design”; this name will 4~ Please save

appear in the window’s title bar. regularly
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object  width height
in in
® 2.5 2.25
® 2.5 1.75
® 2.5 4.25 @
® 0.5 4.25
® 0.5 4.25
® 2.5 0.5 @
@ 2.5 0.5 @&
0.5 0.5
@ 0.5 0.5
1.5 0.25 ® (o
@ @
@
& @ & @

@

New Beginning with...

Please note that RagTime 5 does not have different types of

documents for drawings, layouts, spreadsheets, and so on. With the
command FILE-*NEW BEGINNING WITH
start with. You can add further components at any time by choosing

WiNDOWS-*NEW COMPONENT--*... and combine them with the existing

components without starting a new document.

+..., you merely specify what to

103 — Notes
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DRAWING THE RECTANGLES

¥RagTime 5.5.2 - [Fackage Design.itd, Drawing 1]
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RagTime provides you with a number of very powerful commands
and drawing tools. They are located in the menu bar and the tool bar,
which you already know from creating drawing object in the previous
exercises.

We will draw the package design in three steps.
- Drawing the rectangles (tool: RECTANGLE)
Drawing the polygons (tool: POLYGON)
-% Drawing the “punch out” (tools: ROUNDED RECTANGLE and OVAL)

Drawing the Rectangles

The rectangles are the objects numbered @, @, ®, ® and ® in the
package design.
1. Choose the RECTANGLE tool from the tool bar.
2. Drawrectangle ® approximately as it appears in the following
illustration. The eight handles are visible.

RagTime 5.5.2 - [Package Design.itd, Drawing 1]
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3. Choose WINDOWS-+PALETTES+0BJECT COORDINATES from the

menu bar. The OBjecT COORDINATES palette opens, showing the
coordinates of the selected object.
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RagTime 5 assumes that the objects which you draw on a page will
serve as containers for displaying other components. Therefore, RagTime
draws the objects with the line style sheet CONTAINER BORDER which
makes sure that the lines are not printed.

In a drawing component, objects are generally used as rectangles,
circles and so on, so RagTime applies to them the line style sheet
NoRMAL LINE, which causes the lines to be printed.

Please note that these are just default settings. Of course you can
use any line style in layouts and drawings. And naturally, you can install
components, for example texts or spreadsheets, in the objects contained
in a drawing. You can install, for example, pictures or spreadsheets in
texts, or drawings or audio files in spreadsheets...

You can change your preferences for line styles and style sheets
used in layouts and drawings in the LINES panel of the dialog box opened

by EXTRAS--:DOCUMENT SETTINGS.

B / A To place a frame with a printable border around a text block,
please proceed as follows:

1. Draw arectangle with TEXT as the content type and write a few
words in it.

2. Double-click the container border and select the DRAWING
INFORMATION--%LINES panel. Under STYLE SHEET, instead of CONTAINER
BORDER, select NORMAL LINE, for example, and increase the line width to
0.75 pt. Click AppLy. This creates a clearly visible text frame.

3. Click the OBjecTs panel and enter 0.5 in in DISTANCE TO BORDER.
Confirm your entry by clicking OK. There text now has a corresponding
distance to the container border.

This procedure allows you to create text frames like those used in
newspapers and magazines, for example.

You can also edit the coordinates in the COORDINATES panel of the

the same icons used in the palette, so if in doubt, you can use the label
in the panel to determine the meaning of an icon. Palettes are inten-
tionally kept small so you can keep them open without their disturbing
your work too much.

105 — Notes
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DRAWING THE RECTANGLES
4. Setthe width of rectangle @ to 2.5 in. and the height to 2.25 in.

Leave the palette open; it will serve you well later. If it is in the way,
drag it to the side.

You can create rectangle @ in the same way. However, you can
simplify the job substantially by duplicating rectangle @®.

5. Select rectangle @ and use the command EpiT--*DUPLICATE. You get
a slightly offset duplicate of the rectangle. Because object @ has a
slightly lower height than object ®, you must correct the height to 1.75
in. in the palette.

As you see, duplication is faster than drawing a new rectangle. This
is particularly true when the original and the duplicate are identical or, as

in this case, very similar.

6. Move the modified rectangle to the position of rectangle @. Be sure
to leave space between the two rectangles for a fold. You drawing should
now look something like this:

P L B i B i B i B i B e e T

Fold —p

[ S T P N S S I Ty

Next you need rectangle ®. Since this rectangle occurs twice in the
folding box, you need to create one and then duplicate it. But even the
first step in production can be simplified. You can duplicate rectangle @
and change the height.

7. Select rectangle @ and use EpiT--:DUPLICATE. You get a slightly
offset duplicate of the rectangle. Because object ® has a height different
from the original, you must change the height from 1.75 to 4.25 inches in
the palette.

8. Now move the modified rectangle to the position of rectangle ®. It
may be wise to reduce the screen’s display scale temporarily under
WINDOWS--:DISPLAY SCALE.
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EXERCISE 4: PACKAGING SELLS PRODUCTS —DESIGNING A PACKAGE

In the upper part of the OBJECT COORDINATES palette (and the
corresponding part of the COORDINATES panel in the DRAWING INFORMA-
TIoN dialog box), you see the position of an object. That is normally the
middle of the object, which is marked by a circle in selected objects. If
you change these numbers, the object is moved to another position
without changing its height or width. With the buttons, you can switch
the display of the two position values among left/middle/right and top/
middle/bottom.

In the next part of the palette, you can see the coordinates for the
borders as well as the height and width of the object. These values are
mutually dependent. For example, if you enter a new value for the right
border, the width changes, and vice versa.

B / A Here’s an alternative way of duplicating objects: Press CTRL
and drag the active object you want to duplicate to its new position. This
creates a duplicate in the new position, leaving the copied object un-
changed in its original position. Holding down the SHIFT key () while
duplicating ensures that the duplicated object can be moved only
vertically or horizontally.

107 — Notes
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9. Duplicate the rectangle with EpiT--*DUPLICATE and position the
duplicate to the left of the original.

SO BB BB ELL LR LD

b bbb Db LB L b gl b el e Lot L o

10. Now draw rectangle ®. Watch the OBJECT COORDINATES palette
while drawing and try to get the correct width (0.5) and height (4.25 in.)
immediately. If you are not successful, enter the values in the palette.

11.  Make a duplicate of rectangle ® and move it to the proper location.
12, Proceed in the same manner for both rectangles ®. Make duplicates
here as well. Your layout should resemble the following illustration:
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B / A A quick way of enlarging a section on your screen when is to

make use of the MAGNIFYING GLASS tool. Mark the section you wish to
enlarge by dragging open a frame around it. The smaller the frame, the
greater the enlargement.

Alternatively, you can rapidly enlarge the display scale by holding
down the CTRL and 9 keys simultaneously. Pressing CTRL + 7 reduces the
size.

A Do you want to have several screen display scales at the tip of your
fingers? Simply assign the corresponding menu commands to the
function keys of your choice. For example, you can program the function
keys F5—F8 with display scales of 25%, 50%, 150%, and 200%,
respectively.

1. Choose ExTRAS--*COMMANDS. This opens the COMMANDS window
which lists all of RagTime’s commands on the left.

2. Choose the group of commands called WiNDow COMMANDS-
DispLAY ScALE from the category list. There you will find a complete list

of scaling options accessible under the WiNDOWS--:DISPLAY SCALE menu.
3. Select the 25% entry and click CREATE. The ENTER SHORTCUT screen
message appears.

4. Choose the F5 function key for our example.

5. RagTime records the function assigned to the key under KEYBOARD
ACCELERATORS.

6. Follow the same procedure for the remaining display scales. If a
command already has a keyboard shortcut assigned to it, both the new
and the old shortcuts are displayed.

7. Once you have finished creating shortcuts for the display scales, exit
the dialog by clicking CLoSE.

B / A If you want to use the same drawing tool repeatedly, you
don’t have to select it in the tool bar each time. While holding down the
CTRL key, simply click where you want to draw the next object.
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DRAWING THE POLYGONS

@
@
®
& @ & @
®
Drawing the Polygons

The polygons are the objects numbered @, @ and ® in the package
design.

13. Select the PoLYGoON tool from the tool bar.

%N B EEO005 -~ SE AT |-

14. Begin drawing polygon @ at an end point; click once each time you
change the direction of the line. Orient yourself with the rulers on the left
and upper sides of the window or on the OBJECT COORDINATES palette.
They aid in creating symmetric angles. To make sure that the polygon is
closed, conclude by clicking the first point once more.
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A RagTime has a nifty feature for creating frequent angles such as 45°:
If you hold down the SHIFT key (2) while drawing with the PoLYGoN tool,
all angles are multiples of 15°. This way, you can easily create a 45°
angle.

Should you want to draw an open polygon, end the drawing with a
double click (W) to set the last point, or if you have already set it, end
with CTRL + ¥ on the last point.

The last polygon point is slightly magnetic to make it easier to hit.

You can edit polygons and Bézier curves by selecting them and
pressing ENTER. You can also ¥ them or choose DRAWING--*EDIT CURVE.

The CurVE EDITING palette can be used to manipulate polygons and
Bézier curves.

111 — Notes



112

DRAWING THE POLYGONS

Polygon segment
Draw pointer

.

U I ] T T P T N ST

15. Verify in the OBJECT COORDINATES panel that the the width of the
polygon is 0.5 inches and the height, 4.25 inches.

The two instances of object @ differ not in form, but only in position.
The same is true of the four instances of ®. Therefore, you will duplicate
the objects as in other cases and get them in the correct position by
rotating and mirroring them. RagTime provides commands for rotating

and inverting drawing elements under DRAWING-*TRANSFORMATION and
other places. We will start with object ®.

16. Select the poLYGON tool from the tool palette.

17. Using the MAGNIFYING GLASS, enlarge the display ——

scale by dragging open a rectangle around the area
you’re working on. Draw object ® as it appears inthe —=——
illustration. f

18. Verify in the OBjECT COORDINATES palette that the width and height
of the polygon are both set at 0.5 inches.

19. Choose EDIT-%DUPLICATE three times from the menu bar. This
creates three duplicates.
20. Click one of the duplicates. The handles appear.

21. Choose DRAWING*TRANSFORMATION--#FLIP LEFT<—>RIGHT from the
menu bar.
22. Reduce the display scale if necessary. Move the polygon to its place

in the upper right corner.

i ° N |
: || [~
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The individual points of a polygon are marked with handles which
you can select by clicking and move with the mouse. For detailed work,
you can move selected points with the arrow keys. Hold down the CTrL
key at the same time to move the points in larger steps.

You can end the editing of a curve by selecting another object or
pressing the ENTER key.

Polygon in edit state with
a selected point
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23. Proceed analogously with the other two duplicates of polygon ®.
Use the other commands for transforming drawing objects as well. Move
the transformed objects to their places. The result appears below:

& & &

I S P P P T P | P s T

@ ® ¢/
24. Select the poLYGON tool from the tool bar.

25. Draw polygon @ as described above. The result should look like
this:

I — e\
| N

26. Checkin the OBjecT COORDINATES that the width of the polygon is
2.5 inches and the height, 0.5 inches.

27. Create a duplicate with EDIT--*DUPLICATE.

28. Select the duplicate and use DRAWING-*TRANSFORMATION--3FLIP

Top<—BoTTOM.
29. Move the polygon to its place.

| | |

0 I —

- @

Now you have finished the sides (rectangles @ through ®) and the
flaps (polygons @ and ®) of the package design.
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Drawing the Punch Outs

Because our package is supposed to hang from a display stand, a
punch out is planned in the design (objects @ and ®@). First, increase the
display scale by using the MAGNIFYING GLASS tool to drag open a
rectangle around the area you’re working on.

30. Select the OvAL tool from the tool bar. - i&ﬁ

31. Draw an oval with a width and height of 0.5 inch in rectangle @, as
shown for object @ in the example. Check the size in the OBJECT
COORDINATES panel.

32. Select the ROUNDED rectan.gle from the tool bar. ] &R
33. Draw arounded rectangle in rectangle @, as ﬂ L
shown for object @ in the example.

34. Check the size in the OBJECT COORDINATES panel (width 1.5 in, height
0.25 in).

35. Move the objects together so that they look
roughly like this:

Changing the Stacking Order
The rounded rectangle, which you drew last, is in front of the circle.
In the finished drawing, the order should be reversed.

36. Select the circle by clicking it.

37. Choose DRAWING-*STACKING ORDER-*BRING TO " en
THE FRONT. { '

Aligning and Grouping the Drawing Objects

In the following steps, the two objects will be precisely centered and
grouped in a single object.
38. Select objects ® and ®@. To do this, click object
® and then, while holding down 4, click object @. .
Handles appear on both objects.
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If you want to draw an object with equal height and width, of course
you can draw very carefully or enter values in either the OBjECT
COORDINATES palette or the DRAWING INFORMATION dialog box. But it’s
simpler to hold down the SHIFT key (#) while drawing. The RECTANGLE
tool functions as a SQUARE tool, the OvAL tool, as a CIRCLE tool, and so
on.

B /A If you want to select several

objects together, you can enclose them in a (_N
box with the pointer. Only objects which .
are completely enclosed are selected. Be

careful not to click in an object.

Another way of doing this is to drag open a selection frame that
touches all the objects with your mouse while holding down the Shift ()
and CTrL keys.
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39. Open the palette WINDOWS-+PALETTES*DRAWING COMMANDS. The
following palette appears:

Drawing Commands B3

= YLENE

H W HH g
A A d

< ]
& ¥ P

40. Click the CENTER BUTTON. The objects are now
centered.

41. Choose DRAWING--*GROUP from the menu bar or use the
corresponding icon from the DRAWING COMMANDS palette. RagTime will
now treat the two drawing objects as one object.

42. Move the “punch out” group to its position in rectangle @. Click any
member of the group and drag. In the OBJECT COORDINATES panel, set the
value of the horizontal middle of the group to the same value as that of
rectangle @.

43. Select and duplicate the“punch out” group.

44. Move the duplicate to its position in rectangle @. Take care that
both punch outs are the same distance from the fold.

If you wish, you can add text and illustrate the package with a
picture. Then print the drawing and cut it out to test its precision and
usefulness.
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G A PACKAGE

to arrange objects. In a dialog box, you can make precise settings for

their arrangement.

Draw several objects, select all of them, and try out the various

possibilities.

Anange Dbjects [ 2] ]
~Horizontal
i MoChange " Line Up
é% " Distribute Gap
~Wertical
[:I & MoChange € Align " Line Up
 Distribute Gap
] LEE
Ok I Cancel |

119 — Notes



120 HIGHLIGHTS FROM THIS CHAPTER

4.6 Highlights from This Chapter

General

Components are the important elements of a RagTime document.
Components may be texts, pictures, spreadsheets and graphs,
among others.

Each component, when active, has its own set of tools in the context
sensitive tool bar.

Each component, when active, has its own menu in the menu bar.
Every component has its own information dialog box.

The information dialog box contains all the characteristics of an
object.

Drawing objects are created with drawing tools in the tool bar.
Drawing objects can have virtually any form.

Drawing objects may be moved, enlarged, reduced, rotated,
mirrored, duplicated or deleted.

Several drawing objects may be grouped as a single element.
Drawing objects may be protected against moving.

Drawing objects may be used as containers for components. You

can install a component via DRAWING-*CONTAINER TYPE~*..., by

using the CONTENT TYPE tool, or by preselecting the content type
before using the corresponding drawing tool.

The layout of a document is structured with drawing objects and
installed components.

Concerning Exercises 1 to 4

Text may be formatted in various ways.

Frequently used formats are character formats like font, font size
and font style. The most important character format commands are
grouped in the first part of the FORMAT menu.

Additional formats are paragraph formats like margins, tabulators
and alignment. The most important paragraph format commands
are grouped in the second part of the FORMAT menu.

Never use the blank space key to align text.

Spreadsheets consist of rows and columns. Columns are normally
named with letters and rows with numbers (for example, column C,
row 9).

Row height and column width can be adjusted as necessary.

The intersection of a row and a column is called a cell.

Every cell may be uniquely defined with the names of its row and
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column, (for example, C9 designates the cell at the intersection of
column C and row 9).

Values or formulas may be entered in cells.

A cell value may be a text, a multiline text, a number, a calendar
date with time, or a time span.

Formulas are created by joining cell addresses and constants using
operators (A7+B7*F17-1,5).

Formulas are entered and edited in the FORMULA palette.

RagTime provides hundreds of functions (for example, the Sum
function) in various fields including business, mathematics,
statistics, and so on, which are available in the FuNcTIONS dialog
box.

Copying cell contents can speed up work with spreadsheets
substantially.

Copying cell contents can speed up work with spreadsheets
substantially. Identical cell contents and data sequences can be
duplicated or completed in the spreadsheet itself by selecting the
cell entries in question and dragging the selection handle over the
target cells, or by using a dialog accessible via SPREADSHEET-FILL
Row...

The presentation of texts and values in cells can be individualized
with formatting.

Numbers can be represented in graphs. RagTime offers hundreds of
graph types.
Numbers in spreadsheets can be used in graphs.
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5 STEP TWO: RAGTIME WELL PLANNED

5.1 Creating a RagTime Stationery Pad

Forms used in offices often come as gummed pads from which
individual pages may be torn and filled out. RagTime has long been
known for its sophisticated “form” feature which simulates such pads.
This feature enables you to not only let your creative juices run free in
designing the structure and order of stationery pad pages, but also to
manage the pipelines to determine how and when pages are auto-
matically torn off.

RagTime stationery pads thus fulfill a dual function: they are both
time-saving and flexible. Repeated entries automatically flow into their
predetermined components. You can configure pipelines and specify
special rules to generate a reproduction mechanism when you want
flowing text to generate a certain type of new page.

Goals .5 |n this section, we will look first at an example which uses only
pipelines which can be drawn between two containers.

--% Next, you will see how to create a simple stationery pad in RagTime.
In the accompanying exercise, we will show you what circular
pipelines are and what role they play in the construction of more
complex stationery pads.

What Are Pipelines

A pipeline is a connection between two containers which enables
the contents of one container to flow into the other. It makes no
difference if the containers are on the same or different pages.

Beginning a New Document

Choose START-*PROGRAMS-*RAGTIME--*RAGTIME or your favorite
method to start the program. If RagTime is still running since the last
exercise, then choose NEw DocumENT from the FILE menu. A window
containing a layout opens, and the tool bar contains the layout tools.
Delete the active standard rectangle using the DELETE key. (It has a
mechanism for creating new pages which would get in our way during

this task.)

Pipelines on One Page
Now design a layout to match the following sample, with three

rectangles, two for text and one for a picture (DRAWING--*CONTENTS

Type--+TEXT/PICTURE). The picture of the car is located in the folder

“RagTime\Examples\Training.”
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A < Text

Picture
B « Text
¢ < Text

The text in the three text containers changes according to the car
model that you want to describe. It may be longer or shorter, depending
on the car. Therefore, you need a dynamic connection between the text
containers which responds flexibly to differing lengths of text.
Sometimes all three text containers are needed, and sometimes only
containers A and B. Pipelines are the ideal solution in such a situation.

Installing Pipelines
1. Choose VERTICAL PIPELINE from the tool bar.

IR El == e VATl N o] —

2. Move the poin-
ter over container A.
The pointer changes
its form.
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E D:E| Dﬂ | Three pipeline tools are available. Vertical pipelines can be used for
=="=""1 texts and spreadsheets, and horizontal pipelines only for spreadsheets.
You can cut pipelines with the third tool.
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FROM DOCUMENT TO STATIONERY PAD

3. Now click in container
A and, holding down the
mouse button, drag the
pointer to container B. A
pattern appears when you
hit the container. You can
now release the mouse
button.

4. Now make a pipeline between Containers B and C in the same way,
and you are done. All three containers are connected with each other.

This means that when
you write in container A, B
and it is full, the text flows
into container B and from
there into container C. If you
then delete part of the text \
in container A or B, the text ¢
flows back. Try it out.

From Document to Stationery Pad
Assume that you will always want to use this design in the same
form. Then you should make a stationery pad out of the document.
Before doing so, you should empty all components so that you don’t
have to repeat this work every time you tear off a copy.
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5. Choose FiLE~*SAVE As. The following dialog box appears:

Save As

Filename:  [Car Description 1t Save |
o

Save as lype:

6. Check RagTime 5 Stationery Pad (*.rtt). Name the document “Car
Description” and click SAVE. The document will then be saved on your
hard disk as a RagTime stationery pad.

The Windows icon for a RagTime stationery pad shown here in the
left margin appears.

Tearing Off from a Stationery Pad

7. Choose FiLE-*0OPEN DOCUMENT and select the stationery pad “Car

Description” in the window that opens. Notice that the OPEN button is
now labeled TEAR OFF. The following window appears:

RagTime 5.5.2 - [Car Description [12-14-00). rtd, Layout 1]

Fle Edi Fomat Drawing Esras Windows lnio =181 x|
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The document has the name of the stationery pad extended with the
current date. You can complete the document with a new text and picture
and give it a name of your choice when saving it.
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When you put a stationery pad in the folder “Stationery Pads”,
RagTime provides a special service. The next time you start RagTime, you

can select the pad from the FiLE--3*NEW BEGINNING WITH~-%... menu and
Eil
tear off a copy.
MNew Document cusn |
Open Document Cirl+0
Import... Lt
Seanner and Cameras N
L TR 7 Drawing
Close Chrl+Fd Text
Close Document Spreadshest
Save Document Chi+s Picture
Save As. Graph
Export
Select Library
W mizgy Bl =i g o)
Page Sefup...
[stom|Page Gt
Print.... Chil+FP
Print One Chrl+1
Fa...
Print ta HT ML,

Quit AlteFd
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5.2 Exercise 5: Our Business Letter Needs More Pages

Remember our business letter from exercise 1? We wrote a bid for a

customer, unfortunately under pressure, because the letter had to go out

fast.

In this exercise, we will assume that you have more time to design
the document, and what is more important than to facilitate quick,
positive contact with a customer? When you do so in writing, for
example, in a letter or a fax, RagTime stationery will serve you well.

Our present letter consists of one page with a number of

components and has the following structure:

Letterhead text

N Bright Ideas, Inc.
- -~ Irterior iumination
s 1906 O cean Avenue
o
‘ San Francisco, CA 94127

pctober 20,2000

——

House of Lamps
106 Grant Street
San Francisco, CA 941146
Attn: Mr. Becker

Letterhead picture

— Date field text

o
|

Dear Mister Becker,

Therhalogen ceiling lamp

Stainless steel with platinum finish
saphire crystal pendarts (medium blug)
width 22 in, height26 in

3% 12 volt 20 watt reflector lamps

Theorhalogen wall lamp

finish and pendants as ceiling lamp
width 22 in, height 16 in

3% 12 volt 20 watt reflectar lamps

sincerely,

ohn Jones
Sales Representative

Thankyou very much foryour interest in Bright Ideas illumination. | believe that
bwro articles from our halogen lamp prograrm will meet your requirements:

Address field
text

These wholesale prices do notinclude sales tax. Discounts for guantity
urchases are available. This offer is valid until December 31 of this year

fyou have any further gquestions, please do not hesitate to contactus

Phone Fax E-mail 4
415) 555-1200 {415) 555-1201 john@hrighticeas.com

Body text

Footer text
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What the Stationery Pad Has to Do
What you urgently need is a second, a third, or more pages in case

the bids become more extensive.

The requirements: The RagTime stationery pad must consist of

a first page like the existing one,

-% asecond page having a different design, which may be appended as
needed, and

--% additional pages having the same design as the second page, which
may be appended as needed.

This is a classic situation for a RagTime stationery pad, that is, a
form with capabilities that satisfy complex requirements. The document
with a second page could look like this:

1 2

Fecipert Hame

N0 Brightdeas, inc.

’ e
~~ Page 24 2
= - Intsrior Womination =
A N 1904 Oxean v nus

. SanFrancisco,CA312T

— o Eoai
s T omLo g

Designing a Layout

Since the first page already exists, in this exercise you need only to
design the second.

We will now make use of a standard procedure RagTime uses to
open new documents and that we already used when creating the first
version of our business letter—probably without your noticing it.

This page consists of two texts, one for the body of the letter and
one for the header with the recipient’s name, the date, and the page
number.

Phone Fax E-mail
415)555-1200 (415)555-1201 john@brightideas.com

ate
ana? nf 7

Eecipiem’s MName
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Appending a Page
1. Openthe document “Business Letter” from exercise 1. Delete the
texts from the address, the date, and the body.

2. Choose ExTRAS-*ADD PAGE from the menu bar. The second page
“inherits” the standard rectangle from the first page, which you can tell
since the rectangle is not as far up as usual. Drag the frame vertically so
that it matches our example. Then draw the rectangle for the header on

page 2. Align the header and body if necessary (using DRAWING--+ALIGN).
Adding Text to the Letterhead
3. Select the rectangle for the letterhead on the second page and

choose DRAWING--3CONTENTS TYPE--*TEXT.

4. Clickin the letterhead container and type “Recipient’s Name” in the
first line and “Date” in the second as reminders that this data must be
placed here later. Choose a smaller font size if needed.

2

Fecipient's Name
Date
Page 2 of 2

5. Inthe third line type “Page” and type a blank space after it.

6. Choose EDIT-#INSERT SPECIAL TEXT-*PAGE NUMBER from the menu
bar. The number “2” appears. Type another blank space. Type the word
“of” and then another blank space.

7. Choose EDIT*INSERT SPECIAL TEXT--*NUMBER OF PAGES from the

menu bar. The number “2” appears again. The letterhead of the second
page is finished.

Completing a Circular Pipeline

In RagTime, circular pipelines are used to add pages. Here, it
employs the business letter’s replicating mechanism to ensure that when
a new page is added, it always has the same structure. You create a
circular pipeline by drawing a pipeline inside a single container, in this
example, the one for the body of the letter on the second page. The
following steps are necessary:
8. Select VERTICAL PIPELINE from the tool bar.

RN ER N = e e aVara =y Ve mummmm— |

9. Drag a pipeline within the body container on the second page.

Fecipient's Name
Date
Page 2 of 2
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Iz @‘ i P | % *f AThe commands EDIT-#INSERT SPECIAL TEXT--+PAGE NUMBER and -
NUMBER OF PAGES are shortcuts for entering formulas in text com-
ponents. Like many other things in RagTime, page numbers are
calculated with formulas and functions. You can also enter a formula in a
text component in the usual way. You will see how to enter formulas in
the following exercises.

If you so wish, you can view the page number here as a formula.
Select the page number which you inserted and open the FORMuULA
palette by clicking the ABAcus in the tool bar. You should see the
following formula in the palette:

2

g;gp'em’s Marme
Page Bof 2 XV
Dage (1
&

If the value expressing the number of pages is selected, the formula
should look like this:

2

Recipients Name
Date

Page 2 of ikt

MonfPages ()
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CHECKING PIPELINES

t0. Confirm the dialog

box by CIICkmg CREATE. Circular pipelines have an effect only if this document iz
1 Render the EXiSt' & uszed as a library or stationery.

Do you really want ko creats one?
ing pipelines visible by

going to WINDOWS-

SHow--%PIPELINES. The

circular pipeline symbol appears in the middle of the container. It
indicates that the second page will be added as the third, fourth,

fifth, and so on, as needed.

Create | T ancel

Checking Pipelines
We generated the body on the second

page by choosing EXTRAS+ADD PAGE, making
page two “inherit” the standard rectangle from
page one. The advantage here is that either
page is “aware” that the other exists, which
allows for text to flow through a pipeline from
the first into the second rectangle, if necessary.
12. Take a moment to think about what the

stationery pad we’ve generated is capable of:

e P P | _f Pages one and two are connected by a black
= line which represents the pipeline. On the
E | second page, you can see the circular pipeline

displayed as a circle tagged onto the end of the
line. It, too, ensures that new pages with the
same characteristics can be added.

You will learn how to lay pipelines
connecting several containers in empty layout
pages at the end of this exercise.

Tear-Off Settings

When you tear off a copy from a stationery pad, normally the entire
document is duplicated and the duplicate is opened. In this case,
however, only the first page should be torn off initially. Additional pages
should be added only as needed.
13. Choose ExTRAS--*DOCUMENT SETTINGS. A panel dialog box opens. In
the menu at the top of the box, you can specify whether you want to
change the settings for New DoCUMENTS or the CURRENT DOCUMENT.
Choose the CURRENT DOCUMENT.
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If you want to install pipelines between objects which do not yet
have any contents, a pipeline symbol is shown in the middle of each
object. When the connected objects are given contents, the symbol
disappears and the contents are visible. You can prepare objects with
pipelines in, for example, stationery pads and later decide if you want to
install text or a spreadsheet.

If you want a screen display of the pipelines to objects having

contents, choose WINDOWS-*SHOW-:PIPELINES.

Cireular pipeline

!

Exitine pipeline

Entering andgrifing pipeline

\

Entering pijreline

Exiting pipelifie
T

If you move the pointer over a pipeline close to the pipeline terminal
symbol, the pointer changes to a “pedestrian.” If you then click, the
other end of the pipeline is displayed. If necessary, the window display is
changed.
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SAVING THE DOCUMENT AS A STATIONERY PAD

Document Settings

Setings for [Document Business Letter.itd =]

Graph | HTML Frinting | Layout | Fictures | Sound | Spreadsheet | Test | Multigen |
Document | Fil | Lines | Piinting | Caleulation | Color Management | Drawing
I e O Complatei

™ Save Font Metrics in the Document

Document Date [12/15/00
Standard Display Uri

(Texlﬁ\zes [et =] LineWidths [pt =l
Dicfault Fulers for New Wind

’75 Standard - in - [ [Standard - in -

Carcel

14. Select the DocumeNT panel, turn off TORN OFF COMPLETELY and click
OK. Now only specially marked parts of the document will be torn off. In a
layout, that is normally the first page.

Saving the Document as a Stationery Pad
The following procedure is the same that you performed in an earlier
exercise for the simple stationery pad.

15. Choose FILE-3SAVE As.... The SAVE dialog box opens.
16. Name the stationery pad “New Business Letter” and select
“RagTime 5 Stationery Pad (*.rtt)” as the document type.

17. Click SAVE. The document is saved on your hard disk as a RagTime

stationery pad.

Tearing Off a Page from the Stationery Pad

18. Choose FiLE~3*0PEN DOCUMENT and select the stationery pad “New
Business Letter” in the dialog box. Note that the OPEN button is now
called TEAR OFF.

19. The document has the name of the stationery pad extended with the
current date. You can complete the document with current data and

rename it when saving it.

Appending Pages

Pages may be added in several ways to a layout torn from a
stationery pad.
-3 You can choose the command EXTRAS-+*ADD PAGE.
--% The stationery may add a page automatically. If a container has a
pipeline to a container on another page, when the first container is full,
the other page is torn from the stationery pad and inserted in the current
layout.
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Document Date

You will find the document date in the DocumENT panel of the
command EXTRAS--*DOCUMENT SETTINGS. RagTime sets it when creating
a new document. Afterwards, it will not be changed automatically, but
you can change it manually.

You can access the document date with a formula or by choosing
EDIT-%INSERT SPECIAL TEXT-%.... from anywhere within the document. It
is practical, for example, to use this date to date letters in a letter
stationery pad.

RagTime enters the correct date when tearing off a copy from the
stationery pad, and the letter’s date corresponds to the day on which you
created the document.

1. Click in the date area in the second reference line.
2. Choose EDIT-*INSERT SPECIAL TEXT--*DOCUMENT DATE (SHORT).

RagTime enters the date.

Alternatively,

since RagTime uses formulas internally to insert document dates, you
can also do so with a formula.

1. Click in the date area in the second reference line.

2. Open the FORMULA palette by clicking the ABAcus in the tool bar and
enter the function DocumentDate.

I\f

Formula ]
b= 44 :

[Documenthate

3. Confirm the formula by pressing ENTER. The date appears.

Now, if you save the document as stationery and later tear off a
copy, your letter will automatically have the correct date (if the clock in
your computer is correct).

A Entering a date with a formula may require an additional step to
generate the desired result. Nevertheless, this method is more versatile
in terms of usability. It makes formulas available which you can use to
insert the current date (not the document date) or the value of the
current calendar week anywhere in your document. Just take a look at
the range of available functions in the FuncTions dialog!

141 — Notes
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------ + Additional Exercise

PIPELINES LAID BY THE USER

-3 |f the container in the stationery pad has a circular pipeline—as is
the case on our page two— the same page is torn off and inserted in the
current layout.

20. Type some text in the body of the letter. When the bottom of the
container is reached, a second page is appended according to the rules
mentioned above.

21. Continue typing until page two is full. An additional copy of the
second stationery page appears as the third page of your letter. Note
that the page number and the total number of pages change accordingly
on both page one and page two.

Pipelines Laid by the User

1. Openanew document and get rid of the default standard rectangle
using the DELETE key.

2. Append a second page by going to EXTRAS--+ADD PAGE.

3. Position several text rectangles and a rectangle with the content
type No CONTENT on both pages.

4. Lay pipelines between the rectangles in the order of your choice
using the VERTICAL PIPELINE tool. Please note that each rectangle —with
the exception of the first and last one—may contain only one incoming
and one outgoing pipeline.

5. Draw a pipeline from a text rectangle to the rectangle with No
ConNTENT. Did you notice? The target rectangle is now ready for text, just
like the others. Keep your eye on the pointer above the target rectangle
or select it to verify its content type, e.g. with the CONTENT TyYPE tool.

6. Finally, have a look at how the text that was entered into the first
linked rectangle flows over into the next one when it runs out of room. If
you intend to fill a rectangle with text only partially, you can force
RagTime to interrupt the text flow within the rectangle by choosing

FORMAT-:START OF PARAGRAPH--+NEXT CONTAINER.
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Libraries
2

Whenever an entire page is transferred from one RagTime document :
to another, for example, by tearing off a page from a stationery pad, the
source document is registered as the library in the target document. If
some document was already registered as the library in the target
document, you will be asked before the library document is changed.

This is useful if you want to transfer additional pages from the same
source document, that is, from the same stationery pad to the target
document. You can open the source document as the library with the
command FILE--+OPEN CURRENT LIBRARY. (If no library has been
registered, choose FILE-#SELECT LIBRARY.)

The library document is opened so that it can be read but not
changed. It appears in reduced scale on the right edge of the screen.

!

18| ‘

2]

N

|24| 1S|

E
S

You can then drag pages from the library and drop them in other
documents. The sensitive zone within which you can place them is below
the target document. Please note that the target document’s window
must be active first.
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I
& Business lett... [H[=] E3
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Fhone Fax N\ E-m.
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If pipelines exist, you will be asked what should be done with the
pipeline and its contents. Since the contents of the container on the page
added from the letter pad are irrelevant, click PIPELINE ONLY.

RagTime [21x]

& The new page has a nanempty container which could be joined to cantainers with pipelines on exsting pages.

IF you join the new container, you can include or remove its contents

Pipsline Orly
Pipeline with Corieris j No Pipeline.
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5.3 Exercise 6: He Who Sells Must Write Bills

This exercise is a further example of how you can use the RagTime
spreadsheet to produce a genuinely professional invoice.
In this example, you will learn
Goals % how easy it is to format an attractive invoice form,
% how to use spreadsheet features in a “calculating letter form,”
--% how to incorporate the formulas which you already know in an

invoice form, and
- how to design a company logo without a lot of trouble.

The Structure of the Stationery Pad

The illustration of the invoice stationery pad on the opposite page
consists of one rectangle with a spreadsheet installed in it and a rotated
graphic text for the simple logo.

Beginning a New Document
Choose START-*PROGRAMS--*RAGTIME--*RAGTIME or your favorite

layout appears in a window and the tool bar contains layout tools. Get rid

of the default active standard rectangle. (It has a mechanism for creating

new pages which would get in our way during this task.) Save the docu- 4+ Save regularly
ment with the name “Invoice Form.”

Preparing a Spreadsheet

In order to fit as much as possible into the invoice, it helps to create
a smaller normal character before creating components.
1.  Choose WINDOWS-+AUXILIARIES~+CHARACTER STYLE SHEET EDITOR.
A window containing character style sheets opens. Select the NORMAL
CHARACTER style sheet and set the font size in the GENERAL panel to

ARIAL, 9 pt.

Bold

ltalie
Bold talic

Bod  for ]
L T |
ouie o ]
Shadow fo ]
Kuomaru | |

Size = =

e 9 pt; Siyle <Use Kerring Pairs>; Style Nat
d: Shadow; Stike Though: Small Caps:
ped:

Create | |ieste fom Seleston| |52t ta Gelection || Delete Close
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General Office Supply, Inc.

1906 Ocean Avenue
San Francisco, CA 94127

Housze of Lamps
106 Grant Street
San Francisco, CA 94127

Invoice
Plesze refer to your invoice number, account number and dste in sl comunications
Accourt Mumber 12345
Inwaice Mumber SETE
Shipping Date 1052300
Due Date 1142300
| Ordered Shippend Hem Humber Description Unit Price Extended Amount
10 10 R olue sticks F085 §5.50
40 40 44455 erasers 115 $46.00
15 15 G164 pencils 100 pack 2450 F36T.50
30 30 B3865 lined pads $2.50 F75.00
25 25 42561 paperclips 100 pack §7.85 §196.25
10 10 95241 desk sets $186S $186.50
20 20 B3354 3.5 in disks 10 pack $9.85 §199.00
Pawnents Subtotal §1,076.75
il to Wire to Discourt (5%:) $53.94
General Office Supply, Inc. First Mational Bank et 1,024 81 ‘
1906 Oceantyenus 23 Market Strest Tax: 12810
Z&n Francisco, CA 94127 San Francisco, 4 94234 Total Due 115201

Account Number 121212 343434

145 — Notes

Simple logo
using graphic text

The entire invoice
is created in the
spreadsheet.

Calculation with
simple formula



PREPARING A SPREADSHEET

2. Draw arectangle preset with the SPREADSHEET content type that
approximately fills the printable area of the page. After clicking in cell A1,
you should see something like this on the screen:

|
{RagTime 5.5.2 - [Invoice Form.itd, Layout 1] = B3
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Because the following steps all are performed on the spreadsheet, it
is more comfortable to work on the spreadsheet in its own window.
3. CHoose WiNDOows-3*0OPEN COMPONENT or apply the OPEN Com-

RagTime 5.5.2 - [Invoice Form. Spreadsheet 1]
BF File Edit Fomnat Spreadshest Estras ‘Windows Info =& x|

IDEEE|tEE- B0 8 @ Ff

| eow J@==3|
“Ianma\ Character ;I IAnaI ;I IH pt ;|| BI k@O K HUQ u “B‘ | W ‘ 0%
[ & 1 [ 1

& B [ ¢ [ v [ &8 [ = [ = ] [ = [=
|1 :
.
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The title bar of a RagTime 5 window always describes what is
displayed in the window when in MAximize mode. The first part of a title
is always the document name as it appears in the Windows OS. The
second part is the name of the displayed component.

B / AYou can also click OPEN COMPONENT to display the current
component in MAXIMIZE mode.

When spreadsheet components are displayed in their own windows,
dashed lines show how much of the spreadsheet appears on a page
when printed. When printing, RagTime tries to print the contents of a
single cell entirely on one page. When a layout containing a spreadsheet
is printed, the page division of the layout is used.
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ENTERING TEXT IN THE HEADING OF THE FORM

Entering Text in the Heading of the Form
4. Enter the texts in the following example in the appropriate cells.
5. To set the various font sizes and bold typeface, use the FORMAT

menu or the palette WINDOWS--*PALETTES-*TYPOGRAPHY.

2 [ B [ c©
General Office Supply, Inc.
1906 Ocean Avenue
San Francisco, CA 94127

Ty hy

fin =
BIk0OB®K
U UB W

0% -

Case 4s Typed -

House of Lamps
106 Grant Street
San Francisco, CA 94127

e e e
(e Ll = T N N N N N N S

J o
@ oo o

The text you enterin cellsAl, A2, A6, E6, E10,andsoon
may run across the cells to the right, since they will not contain any data.
This is different in the following part of the invoice.

Because the word “Account Number” is too long for the preset
column width, and the adjacent cell also contains data, the text appears
to be clipped at the cell border. RagTime has the text but does not show
it because there is no space.

12345

[ 14]Invoice
Please refer to your invoice number, accountnumber and ] mal\ comunications:

6. Widen column E by dragging the dividing line after the column title E
to the right. The result should look like this:

munications
12345

[ 14]Invoice
Please refer to your inwoice number, account numbel
1

7. Complete the next rows according to the example and widen the
columns as needed.

[ 1a]Invoice

Please refer to your inwaice number, accountnumber and date inall comunications,

Account Number 12345
Inwoice Mumber 9876
Shipping Date 1002300
Due Date 1942300
| 2ol

| z1|0rdered

Shipped Itern Murnber Description Unit Price Extended Amount
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B / A The spreadsheet layout often harmonizes better with the
paper size when in landscape mode. If necessary, switch the paper

orientation by choosing FiLE-*PAGE SETUP...

A RagTime displays the TYPOGRAPHY palette “docked” underneath the
other tool bars.

If you would like to position the TYPOGRAPHY palette somewhere
else as shown in the adjacent illustration, grab the double-bar handle on
the left and drag the palette to your desired location.

You can also use a formula to calculate the invoice date in cell F20

either by choosing EDIT-#INSERT SPECIAL TEXT-*DOCUMENTDATE (SHORT)
or by entering a formula. The DocuMENTDATE function (see exercise 5) is
particularly well-suited for stationery pads.

You can use the command FORMAT-VALUE FORMAT--%... to set the

value format for displaying cell contents.

window that allows you to analyze and edit existing and create new value
formats. If you change the definition of a value format here, the change
will automatically be applied whenever the format is used. We
recommend you experiment with the formats and refer to the on-screen
documentation for details. We will address value formats in more depth
later on.
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FORMATTING THE HEADINGS

Formatting the Headings
8. Align the contents of cells in rows 16 through 21 as shown in the

following illustration by choosing FORMAT-*ALIGNMENT-*CENTERED/

RIGHT.

Invoice
Please refer to your invoice number, accountnumber and date in all comunications

Account Number 12345
17 Inwoice Mumber 9878
Shipping Date 10623/00

Due Date 11423/00
+ Shipped Iterm Number Description Unit Price Extended Amount 8

—

We want to emphasize the headings in row 23 by making them bold
and colored.

9. Select row 23 by clicking the row header.

10. Click the BoLp button in the TYPOGRAPHY palette or choose

FORMAT-+STYLE-3BOLD.
i [ B [ c [ D | T | F | G
14|Invoice

[ 15|Please refer to wour invoice number, accountnumber and date in all comunications
Account Nurmber 12345
Inwoice Mumber 9878
Shipping Date 10623/00
Due Date 11423/00

Hem Number Description

Shipped Unit Price Extended Amount £

MNormnal Character + . ¥
il hd

Case 45 Typed -

o o | feo e | fra oo fra fr oo foa |ra
Pl )l = = 0 B g £ S

Foimat

11.Choose FORMAT-+COLOR~%
(GRAY).

Font
Siee

Style

Language

Value Format

Character Style Sheet

Character Formats..  CtShifteD

Alignment 5
Sterbof Feraiast »
Pararanh Sie st »

EaragraphiFarinats, .

[ Co G

o e

Pattem

Fill Style Shest

Eill Formats..

Wjgj=a el

Lashy

Wigi= sl i=ete

Line Formats

The result should look
something like this:
i [ E [ © [ o | T | F | ®
14|Invoice
[ 15|Please refer to wour invoice number, accountnumber and date in all comunications
[ 1| Account Nurmber 12345
17| Inwoice Mumber 9876
[ 1e| Shipping Date 1012300
[ 13| Due Date 11123100
[ 20|
Z Ordered Shipped tem Number Description Unit Price Extended Amount
22
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Entering and Formatting Invoice Items
12, Write the first invoice item in row 22.

Invoice
AccauntMumber 12345
Invaice Murmber 9876
Shipping Date 1023100
DueDate 11723i00

Ordered Shipped Item Number Description Unit Price Extended Amount
10 10 87688 gluesticks

13. Center the contents of cells A22 through C22 with FORMAT-%

ALIGNMENT--*CENTERED.

[[1<]Invoice
Account Mumber 12345
Invoice Nurmber 9876
Shipping Date 10/23/00
Due Date 11/23/00
Description Unit Price Extended Amount
luesticks 0.85

Calculating Extended Amounts

14. Selectcell F22.

15. Open the FORMULA palette by clicking the ABAcus in the tool bar and
click in the entry field of the palette to start entering the formula.

16. To enter the formula Shipped * Unit Price, click cell B22, type an
asterisk (*), and click cell E22. Complete the formula by pressing ENTER
or “check it off.”

Ordered Shipped Item Number Description Unit Price Extended Amount
10 10 876ES gluesticks 0.8

Formula ]

f 5 5 g Fomua ety [Cat =l

IEZZ*BZZ

17. Enter additional invoice items according to the following example,
widening columns when necessary.

Ordered Shipped tem Humber Description Unit Price Extended Amount
10 10 87688 alue sticks 0.85 8.5

40 40 44455 erasers 115

15 14 66164 pencils 100 pack 245

30 30 63868 lined pads 25

25 8 42561 paperclips 100 pack 785

10 10 95241 desksets 18.65

20 20 62384 25indisks 10 pack 9.95

18. To center align the values in cells A23 to C50, select the range by
clicking in cell A25 and, while holding down the mouse button, dragging
the pointer to cell C50.



EXERCISE 6: HE WHO SELLS MusT WRITE BiLLs 153 — Notes

B / A RagTime automatically recognizes a slew of value formats.
You can test this by typing "$0.85" in cell E24. RagTime interprets this as
the numeric value 0.85 connected to the dollar currency format, as shown
in the menu bar. The entry is displayed with this link in layout mode.

A Formulas not only calculate all sorts of values, but handle text
operations as well. Let’s set up the following scenario: The customer
discount is to be stricken for advertising purposes. The customer’s
discount rate is extracted from a mail-merge file and entered into the
non-printing cellD19.

Several solutions are conceivable. They are listed below, beginning with
the easiest. Try them out and experiment with your own changes! The
text is to appear in cell A58. If you lighten the font color by choosing

vertising.

Place the pointer in cell A58, click the ABAcus, and enlarge the FORMmULA
palette a little before getting to work in it.

Please note that quotation marks must be entered as well!

- Simple link, albeit still including a rounding error:

Formula: "A customer discount of § " & Text(F52) &
" has been granted!"

- Simple link, value format $ with two decimal places:

Formula: "A customer discount of " & Text(F52;value
format("Dollar")) & " has been granted!"

- The fields containing the applicable discount rate (D19) and the final
amount (F51) have been selected as reference quantities:

Formula: "A customer discount of " & Text(D19*F51/
100) & " $ has been granted!"

- Qutput only if the customer discount rate is greater than zero:

Formula: If(D19 > 0;"A customer discount of " &
Text(D19*F51/100) & " $ has been granted!";)

There is an empty operating instruction behind the last semicolon,
which is carried out (but has no effect!), if the expressionD19 > Qs

false. To finish up, reduce the font’s tint by choosing FORMAT-#TINT-3
60%, as recommended above.
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z1| Ordered Shipped Item Number Description Unit Price Extended Amount
10 87688 luesticks 0.85 85
40 rasers 1148

encis 100 pack 245
ned pads 24
aperclips 100 pack 7.84
esk sets 1865
5 indisks 10 pack 9.95

19. Center the contents of cells A23 through C50.
20. Select cell E22 through F50 in the same way.

Ordered Shipped Item Number Description Unit Price Extended Amount
10 10 a7e8s gluesticks §2.50
40 40 44458 erasers
15 15 66164 pencils 100 pack
kli] kli] 63268 lined pads
25 25 42461 paper clips 100 pack
10 10 95241 desk sets
20 20 69384 3.5 indisks 10 pack

N S S e N S N N S S A S S R A S S A e e s Y e A R
Lo k= e e e e e e = e e e ) e s = A e R e e N A

Copying Formulas

As you saw in exercise 3, you don‘t have to enter the formula in F22
for calculating the extended amount separately in each cell. You can copy
it into the following cells.
22. Select cell F22 (containing the formula for calculating the extended
amount of item 1).
23. Choose the command EbiT-%CoPY from the menu bar.

24. Select cells F23 through F50.
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HIDING ZEROS

this:

Ordered Shipped Item Number Description Unit Price Extended Amount
10 10 B876BE gluesticks
40 40 44458 erasers
15 15 BE164 pencils 100 pack
30 30 3868 lined pads
25 25 42561 paperclips 100 pack
10 10 95241 desk sets
20 20 B384 3.5indisks 10 pack

o o | fn s Lo [ [ fum | o s Jen [ [ fun fin foo e Jeo [ o fra fen foor [ foa frn [ [ | fen
(o0 = el = el e el ol ) e el el G 0 ) ) 1 £

Hiding Zeros

Zeros appear in some cells because no unit prices or shipped
quantities have been entered in the corresponding lines. How to hide
these zeros is described in the following steps.
26. Select the corresponding range in column F and make sure it

remains highlighted. Choose SPREADSHEET--+*GET INFO from the menu

bar. The SPREADSHEET INFORMATION dialog appears.
27. Select the panel CELL CONTENTS.

Spreadsheet Information HE
TedAnangsment | TewtMagine | Tepogaphy | Typomaphpz |
Generdl | Amangement Cell Contents Fil
G
Preset Cel Contents Type [Automalic Recagnition =]
[Cunent Type: Humber]
[Companent ]
I Fomula Preserved When Entering Yaluss
Cell Protection [None =1
Value Format [(Dler) -

™ Precision as Formatted

' On Sereen and in Print
" DnScreen
" Nowhere

28. Check ZERO VALUES
HiDDEN and confirm the
change with OK.

ok | coed = The change appears
immediately:
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A Formulas can be copied quickly by using the fill-in feature. Or, you
may prefer the following option to the procedure described to the left.

1. Select cell F24 (containing the formula for calculating the extended
amount of item 1).

20
[ 21| Ordered Shipped Item Number Description Unit Price
[ 2z 10 10 87698 glue sticks 508530
[zz] 40 40 44458 erasers $1.15
[ 24| 15 15 BE164 pencils 100 pack $24.50
[ zg 30 30 63668 lined pads $2.50
I 25 25 42561 paperclips 100 pack $7.85
[z7] 10 10 95341 desksels $10.65
[ze] 20 0 63384 3.5 indisks 10 pack $9.85
[ 23]
2. Drag the cell’s bottom handle to cell F30.
[zo]
| z1| Ordered Shipped Hftem Number Description Unit Price
| 22| 87653 gluesticks $0.85
[zz] 40 40 44458 Brasers $1.15
[ z4] 15 15 66164 pencis 100 pack §24.50
[zs] a0 30 63868 lined pads $2.502
[ 25| 25 5 42561 paperclips 100 pack $7.85
[ zz] 10 10 95241 desksets §18.65
[ 28] 20 n 63364 351ndisks 10 pack $0.85
z9

RagTime copies the formula together with cell F24’s fixed value format
to the selected cells and generates the desired results. (When in doubt,
you can verify the formula in the formula palette.)

Ordered Shipped tem Number Description
87688 gluesticks
40 40 44458 erasers
14 14 BE164 pencils 100 pack
30 30 3668 lined pads
25 25 42561 paperclips 100 pack
1o 1o 95241 desksets

20 20 BB384 34indisks 10 pack

157 — Notes
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THE LOWER PORTION OF THE INVOICE

Ordered Shipped tem Number Description Unit Price Extended Amount
10 10 87688 gluesticks
40 40 44458 erasers
14 14 BE164 pencils 100 pack
30 30 3668 lined pads
25 25 42561 paperclips 100 pack
1o 1o 95241 desksets
20 20 BB384 34indisks 10 pack

o fon | o | [ o foe | i L oo foo fo fun fao fon o Joo fon oo fr |r fro fmo | fr e [ |ra fre
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The Lower Portion of the Invoice
29. Enter the necessary texts and numbers, according to the following
example, at the bottom of the invoice.

Fayments Subtatal
Mail to Wire to Discount (5%
| sz|General Office Supply, Inc.  FirstNational Bank et
1906 Ocean Avenue 23 Market Street Tax
| ss|San Francisco, CA84127  SanFrancisco, CA 94234 Total Due
AccountNumber 121212343434

Cell F51 should contain the sum of the extended prices in column
F.

30. Select cell F51 and click the FuNcTIiONS icon in the tool bar.

31. Select the function Sumin the dialog box which opens and click
INSERT. The FORMULA palette opens, displaying the Sum function. The
insertion marker blinks between the parentheses.

32. Dragacross cells F49:F22. RagTime sets the addresses between
the parentheses of the function.

Press ENTER or “check off” the formula in the palette.

“f 5 M Fomuda Enty [Cel =]

ISum(FZZ: Fs0)

Payments Subtotal
M ail tor Wilire to Discount (5%
General Office Supply, Inc.  FirstMational Bank Met
1906 Ocean Avenue 23 Market Street Tax
SanFrancisco, CA 94127 San Francisco, CA 94234 Total Due

AccountMumber121212 343434

o o o e [en [en [en [n [ [ [ [ [ [
EREN NS I E R e e Y kN YY)

4. The next formula calculates the discount (in this example, 5.0 %).
Select cell F52.

w



EXERCISE 6: HE WHO SELLS MusT WRITE BiLLs 159 — Notes

If you want to specify fixed deadlines from the date of the invoice in
cell F18 to the payment due date in cells F19, it makes sense to
calculate the latter using formulas, especially when working in forms. For
example, you can enter the formula F18 + 10in cell F19. RagTime
then enters dates of 10 days after the invoice date.

As usual, you can set the date format under FORMAT-*VALUE
FORMAT-%...
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35. Click in the FORMULA palette and enter the formula shown in the
illustration below.

T Iﬁ Formula Entry [Cel -

|1=51*5/100

Payments Subtotal
Mail to Wire to Discount (5%)
General Office Supply, Inc.  FirstNational Bank Met
1808 Ocean Avenue 23 Market Street Tax
San Francisco, CA 94127 San Francisco, CA 94234 Total Due
AccountNurmber 121212 343434

e R I Y e N
bt e S G 2 = el = el e

6. The next formula calculates the net amount. Select cell F53.
37. Click in the FORMuULA palette and enter the formula shown in the
illustration below.

w

AccountMurmber 121212343434

el
[ 47| il VR, Famua Enty [C=i ~
48
ol IFSl—FSZ
| s
| 51 Fayments Subtatal §1,078.75
| sz|Mailto Wire to Discount (5%)
| s3|General Office Supply, Inc. | FirstNational Bank Met
| 54|1906 Ocean Avenue 23 Market Street Tax
| ss|San Francisco, CA 84127 San Francisco, GA 94234 Total Due
I
=7

w
®

Create formulas for cells F54 and F55 in the corresponding way.
9. The formatting still needs to be done. Select cells F51:F55 and

choose FORMAT-VALUE FORMAT-

40. Set the style of cells to bold according to the example.

w

Payments Subtotal $1.07875

Mail to Wire to Discount (5%) $53.94

| s=|General Office Supply, Inc. | FirstNational Bank et $1,024 81

1806 Ocean Averiug 23 Market Street Tax §128.10

| s5|San Francisco, CA84127  San Francisco, CA 94234 Total Due $1,152.91
Account Number 121212343434

Settings for the Cell Grid Lines and Cell Borders
The cell grid lines are mainly for orientation on the screen and are

normally not printed. As you saw in the _
example at the beginning of this exer-  tesugsme | o |- ot | sz |

cise, the invoice is divided not with the | &%=l

T~ Torn Off Even If Not Installed in Anp Container
grid, but with individual, strategically | [ 2xeieitynoennd
. On Soreen I~ Horizontal T~ etical
p[aced lines. ’7In P T Hoteomal Vot ‘
[ y——— |

Space o
€ Sum @ Maginum _of Spscs from Both Paragraphs ‘

‘r? Entire Spresdshest © Rangeof Cells |

41. To turn off the grid lines, choose
SPREADSHEET--*GET INFO.

42. Select the panel GENERAL and turn
off the check box for CELL GRID LINES.
Confirm the change by clicking OK. C o ] oo o
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To edit several cells at once, you have thus far selected them with
the mouse by dragging across them. Consequently, the cells can only be
contiguous, or touching. You can enlarge or reduce such contiguous
selections with e+click.

If you want to concurrently edit a number of cells which are not
contiguous, you can select them with CTrL+click and CTRL+ drag. In the
exercise, you could select cells B51 and E55 : F55 this way and set them
to BoLD in one step.
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The work with the spreadsheet is complete. Further design is
simpler to conduct in the layout, which gives you a better general
impression of your document. To close the spreadsheet window, choose

FiLe-->CLOSE. The layout of the invoice looks approximately like this:

1

General Office Supply, Inc.
14906 Ocean Avenue
San Franckco,CA 94127

House of Larmps
106 Grant Street
San Francisco, CA 94127

Invoice
Account Number 12345
Inwgice Number 9878
Shipping Date 1072300
DueDate 1172300
Ordered Shipped Item Number Description Unit Price Extended Amount
10 10 aress gluesticks $085 $8.50
40 40 44458 BIEEEIE $115 $46.00
14 15 BAB1R4 pencils 100 pack $24.50 $367 A0
30 30 63962 lined pads $250 §75.00
25 25 42561 paperclips 100 pack $785 F196.25
1n 10 25241 desksets $18.65 $186.40
20 20 FB384 3Aindisks10 pack $995 $199.00
Payments Subtotal §1072.75
Mail to Wiiire to Discount {5%) §453.94
General Office Supply, Inc First National Bank Met $1.024.81
1906 Ocean Avenue 23 Market Street Tan §12810
San Franckco,CA 94127 San Francisco, CA 34234 Total Due $1,152.91

AccountMumber1 21212343434

43. To setaborder, select the cellsE16:F18.

[1g]invoice

[ 1]
[ 1]

*BORDERS and the following dialog box

44. Select SPREADSHEET-
appears.
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A If you’re thinking of using the preceding invoice as a multi-page form
for invoices, RagTime’s TITLE Row function is just what you’re looking for.
Title rows and title columns are inserted at the beginning of all spread-
sheets that are linked through pipelines. In our example, the TiTLE Rows
ensure that the company’s logo appears in the first two rows of each page
of the invoice. There are two ways to obtain title rows and title columns:
a) TITLE Rows via the CONTEXTUAL menu:

1. Select row titles 1 and 2.

2. Define the selection as a TITLE Row using the CONTEXTUAL menu.

b) TITLE Rows via the INFORMATION dialog box:

Spreadsheet Information 1. C“ck on the
Teut Anangement | Teut Marging I Typography I Typography 2 | Spreadhseet and
General I Arrangement | Cell Contents I Fil
Companent “Spreadsheet 17 Ca“ Up the
™ Wisible on Screen Orly when Selected
™ Taom Off Even If Mot Installed in &ny Container I NFORMATION
™ Becalculated Only On Demand H
Cell Grid Line; dIaIOg box.
On Screen ¥ Horzontal W Vertical
In Print I Horizontal [ VYertical
Cell Border Drawing
’V Lines in Front 55 € Harizontal dF & ‘etical ‘
Space Between Paragraph:
[ i Sum & Maximum of Space from Both Paragraphs |
Printing
{ & Enlire Spieadshest (" Range of Cells 25 [41 ‘ 2. As shown
Titles &t the Beginning of Pipelined Container here d eﬁ ne th e
’
B2 € NaTitle Rows @ Rows1to |2
Dﬂ € Mo Title Columng " Columns 1 ta IE tWO tOmeSt
rows as TITLE
Rows in the
GENERAL panel.

ak I Cancel | Apply I

3. RagTime highlights the first two rows by giving the row titles a
different color and design.

4. Generate a new page by choosing EXTRAS-*ADD PAGE.

5. Create a spreadsheet component and connect it to the spreadsheet
on page one using the PIPELINE tool. RagTime duplicates the title rows
with the company logo from page 1 on page 2.

6. Continue the invoice form as appropriate using subsequent rows,

including an amount carried over from page 1, etc.

If you need more than 2 pages for your invoice, you can turn to page
6 to find out how to generate a flexible document format with the help of
a master layout.
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You can turn borders for e —
the selected cell on and off ; -
by clicking the o '—_'f—_ldi
corresponding check e e
boxes. If you click a name i Jffeta ,’% I_P'——'
in the list, you can edit the - oL o Onk

o | Concel | Apply

line style in the right part
of the dialog box. The line style is illustrated under EXAMPLE.

45. Check OuTsiDe BORDERS and confirm your change by clicking OK.
You can quickly create the desired cell borders in other parts of the
invoice in a similar way. If a border does not appear as you had

Designing a Simple Company Logo

To conclude this exercise, you should create a simple logo for the
invoice. The company initials “GOS” should appear in the upper right
corner as a decoration. The drawing tool graphic text is particularly
appropriate for creating such small labels.

46. Click in the layout outside the spreadsheet. The drawing tools
appear in the tool bar.

47. Select the GRAPHIC TEXT tool and click in the layout page.

48. Type the three letters. If necessary, you can enlarge the screen

display by choosing WINDOWS-3DISPLAY SCALE-#....

49. Format the characters according to the £t G
example and press ENTER. AQ—I
50. Move the pointer over the rotation handle in the middle of the
object. The pointer changes its appearance. . . .

51. Hold down the mouse button and drag the 'G S'
pointer slightly away from the middle until a ghost

rectangle appears, and you can rotate the object ) : )
freely.

52. Rotate the object as you wish and release the
mouse button.

53. Move the logo to the suggested place in the
invoice and adjust its position with the arrow keys, if necessary.
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The checkboxes in the list of the CELL BORDERS dialog box turn on
and off the borders of selected cells. Empty and checked boxes have the
usual meaning; a dash in the checkbox means that the corresponding
border is turned on in only some of the selected cells.

The line style of cell borders can be set separately for every border;
therefore, you must select the borders in the list for which you want to
change the settings. If you want to set the style of several borders
concurrently, select the corresponding lines in the list with e+click or
CTrL+ click.

You can further modify e . . .
the logo (and of course all S._y .G S.
other drawing objects) by ,,.% o o .
cropping and scaling.

To crop an object, s gt

hold down the CTRL key -G Sa Pl & L
and drag the upper or maf O . ] .
lower middle handle horizontally

To scale an object, hold down the CTrL key while dragging a left or
right middle handle. If you move the pointer past the middle of the
object, it will be mirrored. Experiment with the object. In case of an

“emergency,” choose DRAWING--*TRANSFORMATION--*RESET

TRANSFORMATION. You can also use the other handles to crop or scale an
object. Use the corresponding handles and drag as you wish.

165 — Notes
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Creating a RagTime Stationery Pad

To save the document as a RagTime stationery pad, proceed as in
exercise 5. First delete the variable data from the spreadsheet so that
copies you tear off from the pad are empty.

54. Select cells A8:A12 (the invoice’s address field), and press the
DELETE key.

55. Proceed in the same way with the invoice items in A22 : E50. The
extended price column F22:F50 should not be deleted because it
contains formulas.

56. Likewise delete the account number, the invoice number, and the
shipping and due datesin F16:F19.
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There are several methods to make cells “disappear” in spread-

sheets. If you use the command EpiT--*CLEAR (the same as pressing the
DELETE key), the values and formulas in the selected cells are deleted.
Formats such as background, font and so on are preserved and used
again when you enter data in the cell.

If you use SPREADSHEET--*REMOVE CELLS, the complete cells,
including all contents and format, are removed, and other cells are
moved into their places. In a dialog box, you can specify whether the
other cells should be moved from the right, below or the planes behind.
Corresponding commands are available for rows, columns and
layers.
Further commands permit the insertion of cells, rows, columns and

planes. Refer to the on-screen reference and experiment.
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5.4 Highlights from This Chapter

General

A RagTime stationery pad is an “electronic form pad” from which
pages may be torn off as needed.

A RagTime stationery pad may have any number of pages.

The design and order of pages in a stationery pad is completely
flexible.

A RagTime stationery pad is created by selecting the file type
“RagTime 5 Stationery Pad (*rtt)” in the SAVE As dialog box.

Pipelines are connections between containers through which texts
or spreadsheet contents can flow from one container to the other.
The PIPELINE tool is located in the tool bar.

Concerning Exercises 5 and 6

Additional layout pages are created with EXTRAS--*INSERT PAGE.
Documents that retain the standard rectangle automatically
generate new pages as soon as text spills over.

Pipelines may be laid between containers on the same or on
different pages.

The automatic addition of pages is controlled by pipelines and

circular pipelines.

Copies can be torn from stationery pads with a double-click on the
stationery pad icon in the Windows environment or in the RagTime
OPEN DocUMENT dialog box.

If a stationery pad is located in folder “Stationery Pads”, the name

WITH-+(STATIONERY PAD NAME).

The cell grid lines in a spreadsheet may be turned on and off for

screen and print in the panel SPREADSHEET--*GET INFO--*GENERAL.

Cell borders may be set individually in the CELL BORDERS dialog box

Drawing objects and their contents may be freely rotated, skewed
and scaled.



Step Three:
RagTime Professional

Creating a Master Layout = Exercise 7: Getting Your Prices in
Form—a Price List = Exercise 8: Company Training Is Necessary
Highlights from This Chapter
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CREATING A MASTER LAYOUT

6 STEP THREE: RAGTIME PROFESSIONAL

6.1 Creating a Master Layout

A layout characterizes the appearance of a document. It determines
the area of a page which will be printed. Layouts may consist of many
pages which all have the same structure. But they can also include pages
which perform special tasks.

A document might contain
-3 a first page, for example, a cover page,

-3 |eft and right pages for the table of contents,
- |eft and right pages with regions for headers and footers,
-3 a page with landscape format for statistics and so on,
-3 left and right pages for an index,
-% left and right pages for a bibliography, and
-3 a last page.
RagTime can produce such a document also.

This Training Manual will not expect you to create such a complex
example. But after doing the exercises in this chapter, with the aid of the
on-screen documentation, you will be able to create documents of this
complexity. The instrument that RagTime provides is the MASTER LAYOUT.

Before beginning the next exercise, you should have an idea what a
master layout is, how it works and what it can do.

So far, we’ve shown you how to use circular pipelines that auto-
matically append new pages with a customized header to accommodate
text overflow when designing a RagTime stationery pad for a business
letter. The circular pipeline’s mechanism is ideal for use in stationery
pads for such small documents that rarely consist of more than two or
three different pages and are also seldom revised. At that point, we did
not discuss revising documents.

Now in some cases, changes in a layout can play an important role,
for example, when you have to decide on a layout in the drafting process
and the final version has yet to be determined. If your layout consists of a
large number of pages, you are forced to change every single page
individually.

If, for example, 10, 20 or more pages are involved, of which the
structure must be changed or on which an additional container must be
placed, the work can be time-consuming and arduous.
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WHAT IS A MASTER LAYOUT?

RagTime’s concept for master pages provides a solution to the
problem. You can not only design very complex and diverse layouts with
many different pages, but also modify the pages conveniently.

What Is a Master Layout?

A RagTime document can be divided into three parts:
--% amaster layout with master pages;
the layout pages which will eventually be printed; and
additional components like texts, spreadsheets and so on.
A master layout consists of pages of which you determine the
number and design and which are then used as “templates” for the
structure of the actual pages.

Assume that you have 94 pages with text, pictures and graphs.
Because the first and last pages differ from those in between, you need
to design a master layout with three master pages. They will be used for
the cover page, the body pages and the back page:

Master Layout with 3 Master Pages
Master Page 1 Master Page 2 Master Page 3

Page 1 Page 2,3,...,93 Page 94
Layout with 94 pages
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CHANGES IN THE DESIGN STAGE

RagTime should then use the first master page for the first page of
your layout, the second master page for the next 92 pages and the third
master page for the last page.

This basic idea of master pages can be applied to the complex
example described at the beginning of this chapter as well.

This feature alone represents an advance over the simple RagTime
document with a circular pipeline. Pages were added as needed, but
changes were troublesome.

Master layouts show their strength in such situations. Let’s look at
two examples.

Changes in the Design Stage

Assume that you have everything finished. Texts, pictures and
graphs are okay. Now you can relax. What you could still use, though, is
a wider margin for proofreader’s notes.

You can easily make this change by altering just the second page of
the master layout. You reduce the text container to create space for
handwritten notes in the right margin.

The result is that all the pages in the layout are changed
accordingly. Since additional pages are now required for the text, not
only are they inserted, but the previous page 94, the last page, is moved
to the end. When everything is done, you can set the correct margin in
the master layout again.

Changing Existing Layouts

Assume that you have been using a master layout for some time
now as a template for technical documentation or for teaching material
used in a company training program. These documents must be brought
up to date from time to time. New material may need to be produced, or
the old material may need to be printed in a new form.

As in the first case, you can change the master layout. When you
change any master layout page, all layout pages based on it are changed
accordingly.

In the following exercises, you will have the opportunity to get to
know some of the basic features of the master layout.

You will learn
-% how to create a master layout,
- what significance the master layout has for the layout,
- how the master layout can be used for automatic page addition,
- how to make changes in a master layout, and
- how changes affect a layout.
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CHANGING EXISTING LAYOUTS

The first of the two following exercises deals with a master layout
consisting of two pages and a layout in which pages may be appended as
needed.

The second exercise presents a somewhat more complex case and
shows how changes on master pages affect layout pages.
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EXERCISE 7: GETTING YOUR PRICES IN FORM—A PRICE LIST
6.2 Exercise 7: Getting Your Prices in Form—a Price List

Exercise 7 uses a simply structured price list to demonstrate how a
RagTime master layout works.
In this exercise, you will learn
how to create a master layout;
% how to create a price list in a spreadsheet;
--% how to use spreadsheet cells as containers;
how to install pictures in a spreadsheet;
how to extend the price list with new pages; and
how easy it is to make changes in the price list with the aid of
master pages.

The Structure of a Master Layout
The master layout consists of a cover page and a second page which
functions as a template for the the actual price list.

General Master Page 1

Article | Desaription Tieseration Fackag | Whoie:
[ sale

Dhalesle Erand'facls, b

Price List

Soriternl we soly

Home Craftsman Articles

walid, December 200

The first page contains a text; the second consists of a spreadsheet.

What is special about this spreadsheet is column C, which will
demonstrate that components can be installed in cells. The cells in
column C will later contain pictures.

The Steps to a Master Layout

The procedure for creating and using the master layout shown
above may be described in a few steps. We will treat each of the steps in
the following text.
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Creating a master layout

Adding pages

Designing pages

- Specifying the contents types and their behavior on the
derived pages.

Specifying the use of master pages

Creating a layout component based on a master layout

Creating a Master Layout
1. Start RagTime if necessary. Choose FILE--:NEW BEGINNING WITH-3
MASTER LAYOUT.

[ File

Hew Document Chrl+M

MHew Beginning Wit F it
Open Document... Chrl+0 Letter and Ernvelope.rtt
Impaoirt.. Letter.rtt
Scanner and Cameraz 4 W emorandum. itk
LClose Chrl+Fd Lapout
e I
Save Document Chrl+5 Dirawing
Save Az Text
Export... Spreadzhest
. Ficture
Select Librany... Granh
[Eem et ey B
Page Setup. ..
EOEtom T S e
Print... Chrl+F
Print Qne Chrl+1
Print to HTRL. ..
(uit Alt+F4

A master layout appears in a new window
and the tool bar contains the layout tools.
Notice that the page tag is centered over the
page.

Save the document with the name “Price List” and please remember - Save regularly
to save it regularly.
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ADDING A PAGE

Adding a Page i RagTime 5.5.2 - [Price List.td, Master... [Bju] 3 ||

File Edt Fomat Drawing Estiss ‘Windows

2. Add asecond page with the command ! =1oix]

] IR e

ExTRAS--+ADD PAGE. The master layout [ BEEOoon 9%,

should then look like the illustration. TR T TR T T TR TG
(Reduce the screen display with the

command WINDOWS--3DISPLAY SCALE-#...
if necessary.)

It
REIE

L TNEN

L

LT

Master Page 1

Designing the Page

You have now reached the stage which
is the most work in the design phase. You
must decide on the form and features of the
master layout so that it will later fulfill your
demands. The better the master layout is

B

AT Y1 P2 P Y2 Y Y R

adapted to the task now, the less you will
have to change later. T e 7
o 3. Draw a rectangle on the first master

page which fills the entire printable range
and preset the content type to TEXT .

bl FaadToah, I

Price List 4. Enter the text in the illustration and
— format it accordingly. The text for this
master page is written here because in
this case, it should appear unchanged in
the layout, that is, the actual price list.
Changes such as the date may also be
made in the master layout. However,
RagTime still permits changes in the
layout. However you decide, you keep
your freedom to modify the design.

Home Craftsman Articles

5. Draw arectangle on the second master page which fills the entire
printable range and preset the content type to SPREADSHEET.
6. Next design the title of the price list as in the following illustration.
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If a component is displayed in a RagTime 5 window, the window’s
title bar consists of the document name as it appears in the Windows 0S
and the component name.

Windows displaying, for example, editors for style sheets, units, or
rulers have no component name in the title bar.

A The date that reflects the status of the list can of course be auto-
matically generated within a master layout as well. To generate the
current date, for example, place the pointer where you would like it to

The date functions can also be used to insert the current calendar week
and other date-related information using formulas.

183 — Notes
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Master Page 1
Article Description Hlustration Packag- Whole-
Number ing sale
Unit Price
1 2 4 5

To enter the multiple-line titles of the price list, select
cells A1:E1. Click the MULTILINE TEXT button in the tool E REC
bar. You can now enter multiple lines of text in a single cell.

You will find the commands for formatting text in the FORMAT menu.

Pictures of the articles are to be later inserted in column C. To this
end, you must change the width and height of the affected cells. The
dimensions depend on the size of the pictures that you want to use. In
this example, the dimensions should be 2.75 inches * 1.75 inches.

7. Select cell C3 and choose SPREADSHEET-*GET INFO. Select the

panel ARRANGEMENT and enter the width and height.

Spreadsheet Information HE

TedAnangement | TestMagins | Typogaphy | Typogiaphpz |
General Anangement CellContents | Fil

003 n 025 n 003 n
‘“\ e Orientation

Oin 12z 81 & I8
3 Z ™ Tategaki
00Ein | _ | |
Oin
T Hidden /—\r Hidden

widh [z75m | Heght  [15m
Totel [e75n | Toal  [i75n &
i One Colurin i OneRow
[manual =] [Manual |
[Tent LettMumbers Right =] [standard =l

Average Width to Fill Container with Selected Columns |

Average Height to Fil Cantainer with Selected Rows | 8. Confirm your changes
™ &llWidths and Heights Fixed .
I~ Comaot Cotine anCorers with OK; the cell assumes
the new dimensions.

oK Cancel
Master Page 1
Article Description Hlustration Packag- Whole-
Number ing sale
Unit Price
1 2 4 5

9. You can set the height and width of several cells at once. Select cells
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Y= ﬂ P You can also open the information dialog box for the selected

objects by clicking the “i” button in the tool bar.

Even if you have selected only one cell, settings for margins and cell
dimensions apply to the entire column or row: width, left and right
margins and the position for the decimal point apply to the entire
column; height, upper and lower margins and baseline position apply to
the entire row.

Orientation, alignment, and connection of contents and container
apply only to the selected cells.
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C4 through C7 and repeat the aforementioned steps.

10. If a few rows remain at the bottom of the spreadsheet container,
reduce the size of the container by dragging the middle handle of the
lower border upwards. The result should look somewhat like this:

Master Page 1

Article Description Ilustration Packag- Whole- 1
Number ing sale
Unit Price
1 2 3 4 55

The set-up and formatting are completed. All the layout pages later
originating from this master page should have the same structure as this
spreadsheet. The contents of the spreadsheet cells should remain
editable, because you want to add various articles to the price list. You
can manage this by creating duplicate spreadsheet components on the
derived layout pages.
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B / A There are several ways of creating cells with the same height
below a list header if they don’t require a specific height.

1. Highlight cells A3 through E8 in a new spreadsheet.

2. Place the pointer on the row header exactly between the separator
lines of rows 8 and 9. The pointer changes in appearance.

3. Click and drag the pointer downward. As you can see, the heights of
rows 3 through 8 increase at the same rate. Your screen size and display
scale may require you to interrupt the procedure occasionally to scroll up
the bottom part of the window.
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11. Select the rectangle containing the spreadsheet and choose

DRAWING-*GET INFO.

12. Select the OBJECTS panel and choose the appropriate setting from
the pop-up menu SLAvE OpTIONS. Confirm your change with OK.

Drawing Information HE
Text Maging 1 Typography I Typography 2 I Multigon 1 Polygons 1
General Obiects 1 Coordinates | Fil | Lines | Testénangement |
Obiject
Hame |

[Kind: Rectangle]
I Figed I~ Protected
r r

¥ Frint Object

-

¥ Text Flows fround

Distance [ [0 in F |0in

Contents

Type ‘Spreadshael j
[Installed Component “Spreadshest 17)

Distance to Border (=] ’Umi F ,Umi
Slave Options [Irstall Clone af Component in Slave Cantainer =]

Leave Slawve Cantainer Ermpty
Install Component in Slave Container

Ir: ner kit \

K Cancsl Apply

Determining When a Master Page Is Used
Now that you have designed both master pages, you have to assign
them their places in the layout. This is quickly done in this example.

First master page - The cover page has information about the
type and creation date of the price list.

The pages for the price list, which follow the
cover page, are all based on this page.

Second master page

13. To assign the cover page its position in the document, click the page
tag. The entire page is selected.

Wholesale Hand Tools, Inc.
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In the unusual event that, on a layout page, you have to modify a
component which originates on a master page (but was not copied), you
can do so without changing any settings in the master layout. When you
attempt to make a change in the layout, the following warning appears
and you can create a duplicate for the particular case.

RagTime [ 7]

Companents descending from a master layout cannot be
L] t changed.
= Do pou want to continue with an independent duplicate?

Duplicate %‘

Changes which you later make in the corresponding component on
the master page cannot, of course, automatically be transmitted to this
layout page.

A When specifying modifications in the layout vis-a-vis the master
layout, one should determine whether these changes can be applied to
additional pages in the future. If so, you should modify the master
layout.

If the envisioned changes are to be applied to more than one page,
you might want to consider creating an additional page type in the
master layout.
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CREATING A LAYOUT COMPONENT BASED ON A MASTER LAYOUT

14. Now choose LAYouT-*GET INFO from the menu bar.

Layout Information HE

General Master Pages I F‘agesl

MName Cover Page

¥ Recalculate Al Master Pages in This Component Only on Demand

Usag
This Master Page Wil Be Used for Pages

" ToWhich Mo Special Rule Applies

€ Whose Mumber |s 5 pecified

& \Whose Index Counted from the Start |s Specified %

" Whose Index Counted from the End |s S pecified

" |f the Specified Fomula Retumns True

& [ >f|

oK I Cancel | Apply |

15. Select the panel MASTER PAGES. Name the master page “Cover
Page”.

You can specify a master page for various positions in later layouts:
for a particular page, as first or last page, according to a formula, or for
other cases.

16. For your cover page, click WHOSE INDEX COUNTED FROM THE START IS
GIVEN and, since it is to be the first page, enter “1” in the entry field.
Confirm your changes with OK.

17. Select the second page by clicking the page tag.

18. Choose LAYouT-*GET INFO from the menu bar.
19. Name the second master page “Price list”.
20. Itisto be used on pages To WHICH NO SPECIAL RULE APPLIES.
Confirm your changes with OK.
Now you have defined the structure of your future price listsin a

master layout.

Creating a Layout Component Based on a Master Layout
Now you will produce the first price list.

21. Choose WiNDows--:NEwW COMPONENT-:LAYOUT. The NEw LAYOUT

dialog box appears:
Mew Layout [ 7] ]

Select a Master Lapout

RagTime presents a list of =
master layouts from which you can
choose one to be used for the new
layout. In our example, the list
contains only one master layout. (&l

Select ! None Cancel I
L&
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You can open the information dialog box for layouts and master
layouts by double-clicking the page tag.

Your document now contains a number of components that RagTime
lists in the inventory. Open it by clicking Roderick the Squirrel in the tool

bar or with the command WINDOWS-*PALETTES*INVENTORY.

If you like, you can leave it open and observe how components are
added in the course of the exercise. The components are sorted alpha-
betically in the inventory.

— If necessary, enlarge the inventory’s
& Cobs window using the window separator to

) Fil Styls Shests
Lina iyl Shoets make its contents properly legible. To zoom

Units:

e out the inventory, click the squirrel again or

Character Style Sheets

Paragiaph Style Shests click CLOSE.

Walue Formats

Master Layout 1
Spreadshest 1
Teut1

Should you have opened several documents
at the same time in RagTime, the inventory
Hj displays all of these documents’ com-
ponents indented underneath their respective names. You can flip these
lists open and shut using common Windows procedures.

B&
& & &

191 — Notes
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ENTERING DATA

22. Click SELECT. The first page of a new layout component, a copy of
the cover page from the master layout, appears in a new window. Notice
that the tag displays the page number and the name of the master page
on which it is based.

1 [Cover Page]

Wholesale Hand Tools, Inc.

Price 1 ast

for internal uss only

23. Choose ExTRAs-*ADD PAGE. The second page appears, a copy of the
price list page in the master layout. Notice here too that the page tag
includes the name that you gave the master page. You can append as
many pages as you need, according to the size of the price list. Pressing

CTrL+E is faster than choosing a command from the menu.

2 [Price List)
Article Description Hlustration Packag- Whole-
Number ing sale
Unit Price
1 2 3 4 5
Entering Data

You can now enter data in the price list. Start with the pictures for
the first five items. You can use your own TIFF, BMP, JPEG or similar
pictures on your PC. Use the Windows Explorer to transfer pictures.
24. Open the Windows Explorer and click REsTorE if the Explorer fills
your screen entirely.
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The new layout appears in the inven-

Bl Price List.rtd =
25 Colors

& Fill Style Sheets

‘@ Line Style Shests

tory.

No new text component appears in the
inventory because the text component on
the first page of the layout is the same as ) Parecrah St Sheels
the one in the master layout. e
Master Layout 1

Spreadshest 1
Test1

B5) Character Style Sheets

B&
[ =

The spreadsheet on the second page
of the master layout is set so that a dupli- = @ Frice ound El
cate component is created on any layout - R

Line Style Sheets
page based on the second master page. Uris
Therefore, a second spreadsheet com- o
ponent appears in the inventory after a
page is added to the layout.

Master Layout 1
Spreadsheet 1
Spreadsheet 1 Copy
Text1 %

[

sfislis
&1

When you drag a picture from the Scrapbook, that application
becomes active, and RagTime is in the background. However, RagTime
cannot display the dialog box until it is active again. You will hear the
system warning sound as a reminder to click in your RagTime document
again.
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25. Arrange the RagTime and Explorer windows so that the target
spreadsheet cell and the picture’s icon in the Explorer window are both
visible.

26. Drag the picture from the Explorer to the target cell in the price list.
Once the pointer crosses over into the RagTime window, it takes on a
different appearance indicating that a picture is being imported.

X Exploring - Pictures [-[O]x]
File Edt Yiew Go Favortes Tools Help

i [=1 3
=181

L= o B T =

Back Foran Up Cut  Copy  Paste | Undo

H|

el =
| Adeess [ CPrtres 531 o A B A P YA

Folders X ,@
[#] Desktop =

-8 My Computer Hammer.b ustration Packan- | Whole-
| 2 Bt Floppu (& ing sale
[=R=TL IR ] Unit Price
{2 Dobeapp 3 4 5

3 My Documents
£ Nawi N

{2 Mavisw Saw BHF
] Perl N
S

{1 Program Files B

E

»

DEED

[NUM [Caprs [OvR

27. Repeat the “Drag & Drop” procedure with the other four pictures for
the price list.

28. Complete the price list by entering data in their corresponding
spreadsheet cells. If the description of an article is too long for the cell
width, click the MULTILINETEXT button.

Modifying a Master Layout

Thus far, you have created a master layout for your price lists and
entered the appropriate data in a price list layout. Now you need to print
the list for others who must check if the information about each article
and the prices are correct. To assure that the list does not accidentally
wind up in the hands of customers, you want to mark all pages as drafts.
Some of the advantages of master layouts will now become apparent:
neither do you need to add a warning to each page, nor do you need to

go to the trouble of later removing individual warnings from the price list.

You change only the master page, and RagTime performs the same
change on every page based on it.
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After you insert the first picture, it
appears as a component in the inventory.

The names of the components are
assigned by RagTime, but of course you
can change them. Select a component in
the inventory by clicking it and change the
name as you would in the Windows
Explorer.

]
Auto Djelete |

B Price List.id =l
5 Colors

B Fil Style Sheets

) Line Style Sheets

) Units

Rulers

Character Style Sheets

]
]
]
]
]
]
]
]

1) Paragiaph Style Sheets

[l

Value Formats
B Lavoutt

[ Master Layout 1
B4 Ficture 1

B Spreadsheet 1
Spreadshest 1 Copy

Text1

KRR &
[ o
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A With default settings, RagTime maintains a picture’s proportions
when importing it into RagTime documents. Since the size of the
container does not always match that of the picture, the picture
containers often have horizontal or vertical borders. There are several

ways of dealing with this situation.

e

Article Des. Tustration Packag-
Number ing

Whole-
sale
Price

“perfect match.”

Please note that you can also
enter the picture’s scaling
manually in the PICTURE
INFORMATION-+*ARRANGEMENT
panel. This feature comes in handy
if you have to apply the same
scaling to a series of pictures.

You can also choose Pic-

1. Click the picture. The picture
tools appear in the tool bar.
2. Choose PICTURE-%FIT

CONTAINER TO PICTURE. This
makes the picture and container a

Picture Information [ 2] %]
Genersl  Anangament | Fonts Used | Printing|
¥ Connect Container and Contents
Position i[wjam |} 7 OO [1.054in
T Fired
Container Size B 3.284in [] 5644 in
o
I Presaie el Brapanion
Scaling [« [52 = ol 5% =1
SctualSize [ [2644in 5} Egﬁs in
Original Size [ 4.896 in F 527 in
 Displ
I Image as Megative
Color, Tint - =
Screen Repiesertation [Best Available =1
0K | Cancel Apply |
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29. Bring the window with the master layout to the front by clicking it. If

LAyouT 1 from the menu bar.

30. Click the second master page, “Price list,” somewhere outside the
spreadsheet. The tool bar contains the drawing tools.

31. Select the graphic text tool, click
approximately in the middle of the page,
and type “DRAFT”. Complete the input by
pressing the ENTER key. The graphic text
object remains selected.

32. Choose DRAWING-*GET INFO. Select
the FiLL panel and choose TRANSPARENT
so that the object does not cover
everything. Now, all you need to do is
click AppLy and you’re done.

33. Select the TYPOGRAPHY panel.
Increase the font size to 144 point and
reduce the tint to 20%. Confirm your

changes with OK.

e [ ([ [ [ e [ e ||
ar Typogr:

| Topoaraphy2 | Muigon | Pobgons

|

St an

PJ BI|k|0/8/K| uuusw

[Frosers Bl 0% =] [Case B Toped =
0% x| Bl

[English (US) I ‘

Coca e

Price Lit

34. Rotate the text ap-

proximately 45°, so Ny | DeseriRtion
that it runs from the i 2
bottom left to the
upper right. You
master page should
look something like
this:

35. Bring the layout
window to the front by
clicking it. If you can-
not see it on the
screen, choose WIN-
DOWS-+PRICE LIST,
LAyouT 1 from the
menu bar. The new
graphic text has been
transferred to all
layout pages based on
the second master

Iustration

3

Packag- | Whole-
ing sale
Unit Price

4 5

layout page.
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To position the cell contents as you wish, experiment with the
horizontal and vertical placement features in the panel ARRANGEMENT in
the information dialog box.

If you have closed the master layout window in the meantime, open
it by opening the inventory and double-clicking the MASTER LAYouT 1
component.

When displaying width and height, RagTime conforms to standards
determined by the selected ruler or to the settings in the panel

DocumeNT in the dialog box opened by EXTRAS-*DOCUMENT SETTINGS.
Everywhere that you can enter measures of length, you can use all
defined units.

You can use the command WINDOWS-AUXILIARIES-:UNITS to

determine which units are already defined and, as needed, define further
units. Experiment and refer to the on-screen reference.

A RagTime is also extremely versatile especially when it comes to
integrating pictures. Not only can you integrate numerous picture
formats (JPEG, TIFF, Pict, EPS, PNG, BMP, WMF/EMF, DCS, among others)
into your layout via drag and drop, you can now also place parts of
pictures in TIFF, EPS and JPEG format in transparent mode via clipping
paths in compliance with the Photoshop standard to produce new
effects. Try it out!
1. Create a clipping path for a TIFF, EPS or JPEG picture in Photoshop,
Corel Draw or a similar program.
2. Drag the picture icon from the desktop to a RagTime layout that
already contains other elements such as drawings or text.
3. RagTime conceals all picture components that are defined by the
clipping paths. Now might be the right time to experiment applying
various settings under DRAWING--*STACKING ORDER-#... to the different
components in your layout.

This gives your creativity in designing montages and unusual
layouts free reign!
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6.3 Exercise 8: Company Training Is Necessary

In this exercise, you will design a master layout which is appropriate
for many jobs. It can be used as the basis for a technical documentation
form, for reports of every sort or, as here, for teaching materials used in
company training.

The master layout can be easily adapted to your own ideas when
you use the techniques shown here in designing your own documents.

Cover page

The master layout should
ACME Training & Consulting

provide templates for four Stotus Seminar
Knowing Your
pages: Customer's Needs

--% @ cover page;

-3 a left and a right page
for the body; and

-3 a last page with, for
example, conditions for

Body pagelell] [Body page ight

participation.

Final page

Conditions
For Participation




EXeRCISE 8: COMPANY TRAINING IS NECESSARY 199 — Notes




200

AUTOMATIC PAGE GENERATION WITH A MASTER LAYOUT

Automatic Page Generation with a Master Layout
Automatic page generation with this master layout works as follows.

A layout based on this master layout consists of

--% @ cover page based on master page 1,

- any number of pages that are alternately based on the left and right
parts of master page 2, and

- the final page, which is based on master page 3, regardless if it is a
left or a right page.

The Steps to a Master Layout
The procedure for creating and using the master layout described
above may be described in a few steps.

Creating a master layout

Creating pages

Designing pages

Specifying the use of master pages

Drawing pipelines

Creating a layout component based on a master layout
Specifying the contents type of objects

Using the layout

Creating a Master Layout
1. Choose START--*PROGRAMS--*RAGTIME-+*RAGTIME or your favorite

method to start the program. Begin a new document with FILE--*NEW

BEGINNING WITH--*MASTER LAYOUT. A master page appears in a new

window, and the tool bar contains layout tools. o

Adding Pages

Master Page 1

2. When you know how your master layout should be
constructed and how many differently structured pages
you will need, then create the appropriate number of
pages. Do this by choosing repeatedly EXTRAS*ADD PAGE
from the menu bar. You need two additional pages for our

Master Page 2

should look like this illustration.
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Unlike pipelines in stationery pads, those in master layouts do not
determine which page is added when one is needed. The pipelines
determine only that an new page will be created in a layout. Which
master page will be used idepends on the settings in the Master Page
panel in the master layout information dialog box

In keeping with tradition, the right, or recto, pages are given odd
numbers, and the left, or verso, pages are given even.
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Designing the Pages

These three pages constitute the starting point for designing the
master layout. Using the appropriate tools, draw the objects on the
pages as shown in the illustration below.

3. Design the master layout according to your needs. The structure of
the three example master pages differ significantly from one another. We
have done this here only for the sake of the exercise, so that you can
later easily determine from which master page each layout page has
inherited its characteristics.

o ViaierFage 1 Ve P ?

ACME Training & Consulting

Status Seminar
Knowing Your Conditions
Customer's Needs For Participation

4. A page number should appear to the lower right of the middle page.
Select the GrRAPHIC TEXT tool from the tool bar and click in the lower right
corner of the page.

5. Type the word “Page” and a blank space.

6. Choose EDIT-*INSERT SPECIAL TEXT--*PAGE NUMBER. This will insert

the page number currently assigned to this master page. Page numbers
for subsequent layouts will be calculated and displayed automatically.

&
et Wil |
tut B
Copy CikC
Paste Culy
Paste Sperial

(e

Characters  Chil+T

Number of Following Page g

Mumber of Pages

Select A Cul+4,
Duleate i)

Diocument Date (Long]
Document Date (Shott)
Automatic Date [Long)
Automatic Date (Shor]
Automatic Time

Dite Starp [Long)
Diate Stamp (Shert)

Search and Replace... CilsF
Searchfon Seleotion B4R
Seaich Again CilG

FEalove and Seach BalrAliG

Time Stamp
Insert Sft Hyphen Ctrlehlum -
Insert Nonbreaking Hyphen  Cirtebl+Hum -
Insert ew Lins Shift+Enter

7. Move the text object containing the page number to the desired
position.
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Determining When a Master Page Is Used
8. To specify the use of the first master page, '

ACME Training & Consulting

Status Seminar

select it by clicking the page tag. Knowing Your
Customer's Needs

9. Choose Layout--*GET INFO from the menu

bar. The following dialog box appears:

Layout Information [ 7]

General Master Pages WPages}

Mame [Cover Page

[+ Recalculate All Master Pages in This Component Only on Demand

Usage
Thiz Master Page will Be Used for Pages

" To'which No Special Rule &ppliss

" wihose Murber |s Specified

& whose Index Counted from the Start |s S pecified
" whose Index Counted from the End |s Specified
" If the Specified Formula Returrs True

& i

0K Cancel | Apply |

10. Select the MASTER PAGES panel. Name the master page “Cover
page”.

11.  Set UsAGE for the cover page to WHOSE INDEX COUNTED FROM THE
START IS SPECIFIED, and enter the number “1” in the formula entry field
since it is the first page. Confirm your changes with OK.

12. Select the second master page.

13. Choose LAYyouT-*GET INFO from the menu bar.

14. Name the second master page “Body page”.

15. Set USAGE to To WHICH No SPecIAL RuLE AppLIES. Confirm your
changes with OK.

16. Select the third master page.

17. Choose LAYyouT-*GET INFO from the menu bar.
18. Name the third master page “Final page”.
19. Set UsAGE for the final page to WHOSE INDEX COUNTED FROM THE

END Is SPECIFIED, and enter the number “1” in the formula entry field
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You can open the information dialog box for layout and master
layout pages by double-clicking the page tag.

All master pages for which USAGE is set to WHOSE INDEX COUNTED
FROM THE START (or END) Is SPECIFIED always appear in layouts based on
the corresponding master layout. When you delete such a page, it
reappears immediately.

If you use the same index number counted from the start (or end) for
several pages, only one of them will appear in layouts. You should avoid
this.

Should the layout derived from a master layout not meet your
expectations, verify that the rules set in the LAYOUT INFORMATION--3
MASTER PAGES panel do not contradict one another.
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since it is the last page. Confirm your changes with OK.
20. Since you want the left and right pages to differ, click the page tag.

21. Choose LAYOUT-*DOUBLE-SIDED MASTER PAGE.

RagTime creates a left page which is a mirror image of the right page
that you designed by moving the positions of the objects. Compare your
results with the illustration.

Eody page left| |Body page right

Final page

Installing Pipelines

Automatic page generation in layouts based on master layouts is
simpler than in stationery pads. You join the objects on the master pages
with pipelines and you are done.

22. Select the VERTICAL PIPELINE tool from the tool bar.
23. Join the objects of the master layout as shown in the following
illustration.



EXeRCISE 8: COMPANY TRAINING IS NECESSARY 207 — Notes




208 CREATING A LAYouT

General

ACME Training & Consulting
. Status Seminar
Knowing Your
Customer's Needs

VAR

Creating a Layout

After you have finished the master layout for your pages, you can go
on to writing the text, making drawings, or making spreadsheets. You
need only to create a layout component.

24. Choose WINDOWS-*NEW COMPONENT--*LAYOUT from the menu bar.

The New LAvouT dialog box appears.

RagTime presents a list of master layouts from which you can
choose one to be used for the new layout. In our example, the list
contains only one master layout.

New Layout [2]x]

Select a Master Lapout

25. Click SELECT.

]

Select Hone Cancel |
L\!
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Pipelines in master layouts obey somewhat different rules than
those in layouts or stationery pads.

In a layout, a pipeline directly connects the two objects between
which it was drawn. When the document is used as stationery, it is
exactly the same. In addition, you can draw circular pipelines across one
or more objects which serve to append pages automatically in
documents torn from stationery pads.

In master pages, on the other hand, pipelines determine that
something, for example text can flow into and out of an object. The
particular object that will be connected with a given object is first
determined when a layout is based on the master layout. Then, first
RagTime refers to the rules specified in the Master Page panel of the
information dialog to determine which pages must be created. Then
RagTime looks for pipeline entries and exits on neighboring pages and
connects these objects with each other.
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A layout appears with copies of all master 1Coverpagel ™
pages of which the usage is determined by the ACME Training & Consulting
. . Knowing Your
index number from the start or end. In this case, Customer's Needs

the cover and last pages appear.

Notice the page tags display the number of
the page in the layout and the names that you
assigned to the master pages.

The cover page has 2 (Findl page |
the page number 1, an '
odd number, soitis a
right page. The final page
has the number 2, an
even number, soitis a
left page.

Conditions
For Participation

Determining the Contents Type of Drawing Objects

Thus far, you have not yet determined the contents of the drawing
objects, that is, which components should be installed in them. Assume
in this example that you will primarily need text.
26. Select the drawing object on the first page and choose DRAWING-#

CONTENTS TYPE-*TEXT.
Of course you can insert other components, for example a picture or
a spreadsheet, in the text if it is necessary at this place. Instead of text,

you could also begin with other contents.

Using the Layout and Master Layout

27. When you fill the drawing objects with, for example, text, the
appropriate pages are added as needed.

--% The rectangle on the cover page is initially sufficient to contain the
entire text.

28. Continue to enter text until the space on the cover page is full.
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-3 The cover page is no longer sufficient to

ACME Training & Consulting -

contain the entire text. The oval on the final page : eseas Saminay
: Knowing Your
Customer's Needs

is not connected with a pipeline, so the
overflowing text cannot flow to it. Then a new page

is created.

The new page 2 assumes the structure of
“Body page” of the master layout, which is
specified for all pages to which no special rule

applies.

The page has an even
page number, so the left
part of the body page is
used. The final page is
moved to the third position,
so it is now a right page.

Conditions
ForParticipation

2 [Body page left)f [3 [Body page right]

4 [Final page )|

Conditions
For Participation

29. Continue adding
text until an additional
page is filled.

-3 Another page is
needed. The rules from
the master pages “Cover
page” and “Final page”
still apply to the first and
last pages of the layout.
The new page assumes
the structure of the
second master page,
which is specified for all
pages to which no special
rule applies.

The new page is page three of the layout, so the right page part of
the second master page is used. The final page is now page four, so it

becomes a left page.

If you continue to add text or create new pages in another way, the
new pages will alternately assume the structure of the left and right parts

of the master page “Body page.”
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If, for example, the text overflows in an object which is connected
with pipelines originating in a master layout, a new page is created.
Which master page will be used is specified in the master layout. If this
page does not have any object with a pipeline through which the text can
flow, another new page is created. To prevent this from happening
perpetually, after a while a dialog box will point this out to you and you
can terminate the automatic page creation.
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6.4 Highlights from This Chapter

General

A RagTime document may include one or more master layouts and
layouts.

A layout consists of one or more pages on which containers for
components are visible.

A master layout serves as a pattern for an entire or a part of a
layout.

A master layout consists of master pages which influence layout
pages like templates.

A dynamic connection exists between master pages and layout
pages. If the master page is changed, the dependent pages in the
layout change accordingly.

Automatic page generation in a layout is controlled by the master
layout.

The mechanism of automatic page generation can be very precisely
controlled through settings in the master layout.

Concerning Exercises 7and 8

The command FILE--*NEW BEGINNING WITH--3*MASTER LAYOUT begins
a new document with a master layout.

Pipelines can be laid in both master layouts and layouts.

Pages in a master layout are constructed in the same way and with
the same tools as pages in a layout.

Data (text, pictures and so on) which should be included unchanged
in the layout should be added in the master layout.

Spreadsheets can contain other components, for example, pictures.

ComPONENT--*LAYOUT. At that point, you can link the layout to a
master layout.
The initial settings of the master layout can be adapted in layouts to

the respective requirements.
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A document contains components |

The master layout structures the layout
The layout containes pages

Additional
<4 master

layouts

Style sheets
and other
auxiliaries

I Structure

formats
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7 LOOKING FORWARD

In this training manual, we wanted to help you get acquainted with
RagTime 5. We hope that we were successful.

Space limitations prevented us from comprehensively familiarizing
you with all the features of the program. We could only support you in
your first efforts as a RagTime novice. Perhaps you have nevertheless
sensed the great potential waiting in RagTime, and it remains up to you
to discover it.

In the following three steps, you made a start with RagTime:
-% the RagTime one-page document,
-% the RagTime stationery pad,
--% the RagTime master layout.

The following overview summarizes once more the most important
aspects of these three types of RagTime documents.

Please note that RagTime always offers several means to the same
goal. The procedures presented here must not necessarily reflect your
own ideas or methods. Should this be the case, modify them without
concern and make RagTime your personal tool.

The One-Page Document

Characteristics

-% consists of one page

- has an arbitrary structure

-3 is relatively simple

Situation

-3 must be produced quickly

-5 minimal time for planning is available

-3 flexibility is of secondary importance

Examples

-% mostly documents produced under pressure, such as one-time-only
letters, memos, calculations or statistics with graphic representation

Procedure

-3 create a layout component

-3 design the page

-3 define contents types

% use, save and print the layout component (document)
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The RagTime Stationery Pad

Characteristics

% consists of an arbitrary number of pages
is highly structured
-3 is moderately complicated
Situation

% must be produced quickly
moderate time for planning is available
flexibility is of secondary importance
Examples
-3 mostly standardized, reusable documents (stationery pads), such as

business letters with several pages, bids, invoices, payment
requests, or standard contracts

Procedure
create a layout component
append pages
design the pages
define contents types
save the document as stationery
tear off pages from the stationery pad, complete, save and print
them

The RagTime Master Layout

Characteristics
% consists of an arbitrary number of pages
is highly structured
-3 complexity is arbitrary, but usually relatively high
Situation
% relatively simple to create
time is available for moderate to intensive planning
easy modification is of primary importance
Examples
-3 appropriate for all sorts of documents
Procedure
% create a master layout component
append pages
design the pages
define contents types
define the use of the layout pages
create layout components based on the master layout
use, save and print the layout components (document)

219
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Where to Go From Here

Now that you have completed the training, we recommend that you
explore the on-screen help with specific questions in mind. You will find

Explore the  on-screen help in INFO menu. Here you will find detailed information
on-screen help about RagTime 5’s features.

Organized under the key expressions, program features which were
briefly mentioned or could not be treated in the training manual are
concisely explained.

Examine the It can likewise be interesting to examine finished documents.
example documents Examine the numerous examples supplied with RagTime and modify
them according to your needs.

Experiment with The most important recommendation that we can give you for
RagTime £, rther work with RagTime is experiment!
Don’t be afraid to try things out in the program. Save a file, for
example from one of the exercises in this book or from the installation
CD, under another name and systematically try out all possible parts of
the program on this file. Here are a few suggestions for your
experiments:

Information dialog .., gyperiment with the panels of the information dialog boxes. Choose

box

one after the other: DRAWING*GET INFO, TEXT-*GET INFO,

SPREADSHEET--*GET INFO, BUTTON-*GET INFO, and so on.

Document Settings  ...; Experiment with the panels in the DOCUMENT SETTINGS and

settings SETTINGS dialog boxes.
Choose EXTRAS-*DOCUMENT PREFERENCES, and EXTRAS--*SETTINGS.
Double click ...z Find out how the program reacts to a double click in various places.
Tear offmenus .. Find out which menus you can tear off and position them as palettes

in convenient places on the screen.
--%  Find out which methods of dragging or duplicating data RagTime
supports within and between documents.
key words: - copy or cut and paste
--% duplicate, for example, drawing objects or
containers using keyboard shortcuts
-3 duplicate, for example, drawing objects or
containers by dragging (CTrRL+drag object)
-3 drag and drop
-3 import and export
Style sheets - Find out how style sheets can simplify your work. Choose

WINDOWS-+AUXILIARIES.

-3 Experiment with the command SEARCH AND REPLACE. You will find it
in the EbIT menu. You can also search for formats!
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Surf by our Web pages (www.ragtime-online.com) from time to time.
This is where we post program improvements, sample solutions and
documents, information on new releases, related RagTime products,
existing mailing lists and dictionaries in various languages. The tidbits
we upload to our server are usually yours for free!

We hope you have fun with this brief selection of suggestions and
hope that when working with RagTime, you always reach your goals
along the shortest and fastest way.
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