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tool by clicking on it. Tools arc deselected automatically 
when you choose another. 

To create an object. first click on the desired tool and then 
move to the spot on the page where you want to place the 
upper left corner of the object. Press the mouse button and 
drag to where you want the lower right corner. then release 
the button. 

Several objects drawn on a single page may overlap each 
other. Each object is actually on a single plane. with the 
most recently created object on top. 

The Pointer -selects, positions or resizes objects. The 
Pointer is also used to define groups. 
Use it to select a frame before 
importing text or a picture. All 
objects may be moved. overlayed or 
underlayed, resized or deleted by 
using this tool. 

The I-Beam Tool - used to select the insertion point for 
text and to highlight text for editing 
or formatting changes. To enter text, 
select the I-Beam tool and click the 
pointer (now an I-Beam) on the text 
column in which you want to work. 
The text insertion point will appear 
and you can begin typing. To import 

[I] 
text, select this tool and click on the text column you want 
the file to be placed in. Then choose Import Text File from 
the FILE menu (or Import AppleWorks File or Import Bank 
Street Writer File). 

The Graphics Frame Tool-to create. position or size 
graphic frames. Before you can insert 
pictures on a page, you must create 
graphic frames to house the artwork. 
Graphic frames appear as shaded 
boxes on the screen. 

The Text Tool -select to create text columns. As long as 
the Text Tool is active, every drag in 
the Work Area will start a new text 
column. A text column is a defined 
region on the screen which resembles 
an empty box or frame (if you have 
column outlines turned on). 

on each column in the sequence you 
w.int your text to flow. When you 
finish creating the chain, click on 
[g§] again to complete the link. 
To unlink columns. double click on 
the column you want unlinked using 
this tool then click on [g§]. 

B The Line Tool- to draw horizontal 
or vertical lines. 

The Filled Box Tool - to create 
squares or rectangles with right 
angle corners. 

The Rounded Corner Box 
Tool-to create squares or rectangles 
with rounded corners. 

The Circle Tool-to create circles. 

The Page Numbering Tool-used to create a page 
number for the current page. Click on fill, then click 

anywhere in your document. An 
object containing a "#'" will be 

ti created. This object cannot be 
resized, but it can be repositioned 
with the Pointer and you can alw.iys 
change the font size. The page will 
be given a sequential number during 
printing. 

Left Paging Arrow -Click on this to move to the 
previous page of your current document. The current page 
number is shown after the document title. 

Right Paging Arrow -Click on 
this to move to the next page of your 
current document. To add pages at 
the end of the document, click on the 
Right Paging Arrow when at the last 

• • page. Click again and you will be asked how many pages 
you want to add and whether the pages will be blank, with 
the current page layout, or layout links. 
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another key. These two keys, pressed together, perform the 
same function as pulling down and selecting certain menu 
options. 
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