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Software License Agreement
This Software License Agreement (“License Agreement”) is a legal agreement between you (either an
individual or a single entity) and Serif (Europe) Ltd. (“Serif”) for the accompanying software product,
which includes computer software and may include associated media, printed materials, and “online”
or electronic documentation (the “Software Product”). By installing, copying, or otherwise using the
Software Product, you agree to be bound by the terms of this License Agreement. If you do not agree
to the terms and conditions of this License Agreement, do not install or use the Software Product; you
may, however, return it to your place of purchase for a full refund.

THANK YOU FOR LICENSING THE USE OF THE SOFTWARE PRODUCT. IT IS IMPORTANT THAT YOU (THE "LICENSEE")
READ THIS NOTICE CAREFULLY. THESE ARE THE ONLY TERMS AND CONDITIONS APPLICABLE TO YOUR RIGHTS
WITH RESPECT TO THE SOFTWARE PRODUCT. THE SOFTWARE PRODUCT IS PROTECTED BY COPYRIGHT LAWS AND
INTERNATIONAL COPYRIGHT TREATIES, AS WELL AS OTHER INTELLECTUAL PROPERTY LAWS AND TREATIES. THE
SOFTWARE PRODUCT IS LICENSED, NOT SOLD.

1. GRANT OF LICENSE
Serif hereby grants to Licensee a personal, non-exclusive, non-
transferable license (a "License") to use one (1) copy of the
Software Product, including any updates thereto, and
accompanying documentation, if any, provided by Serif,
according to the terms set forth below. If the Software Product is
being provided to Licensee as an update or upgrade to software
which Licensee has previously licensed (such software referred to
as the "Prior Software"), then Licensee agrees to destroy all
copies of the Prior Software within thirty (30) days after opening
this package except for one backup copy of the Prior Software.

2. SCOPE OF USE
You may install and use one copy of the Software Product, on a
single computer. The primary user of the computer on which the
Software Product is installed may make a second copy for his or
her exclusive use on a portable computer. Licensee may also store
or install a copy of the Software Product on a storage device, such
as a network server, used only to install or run the Software
Product on other computers over an internal network; however,
you must acquire and dedicate a license for each separate
computer on which the Software Product is installed or run from
the storage device. A license for the Software Product may not be
shared or used concurrently on different computers.

3. LICENSE PAK
If you have acquired this LICENSE AGREEMENT in a Serif
License Pak, you may make the number of additional copies of
the computer software portion of the Software Product as
authorized in the Serif License Pak, and you may use each copy
in the manner specified above. You are also entitled to make a
corresponding number of secondary copies for portable computer
use as specified above.

4. PROHIBITIONS
You may not: modify, prepare derivative works from, translate,
reverse engineer, decompile, disassemble or otherwise derive
source code from the Software Product (except to the extent that
such acts are expressly permitted by applicable law
notwithstanding this limitation); copy the Software Product
(except as provided above) or the accompanying documentation;
rent, transfer, disclose, make available or grant any rights in the
Software Product (including any accompanying documentation)
in any form to any person without the prior written consent of
Serif; remove any proprietary notices, labels, or marks on the
Software Product (including any accompanying documentation);
use the Software Product in any manner that infringes the
intellectual property or

other rights of another party; or use the Software Product to
provide on-line or other database services to any other person.

5. RETENTION OF RIGHTS; TERMINATION
This License Agreement does not constitute a sale. All title, trade
secrets, copyrights, patents and other intellectual rights to the
Software Product, its accompanying documentation and any copy
made by Licensee remain with Serif, and Licensee hereby agrees
to preserve and acknowledges the foregoing. Licensee further
agrees and acknowledges that the Software Product and all copies
thereof are Serif's exclusive property and constitute a valuable
trade secret of Serif. Licensee further agrees and acknowledges
that unauthorized copying of the Software Product or the
accompanying documentation, or failure to comply with any of
the provisions hereof (each, a "Terminable Event"), will result in
automatic termination of this License. In the event of a violation
of this License by Licensee, Serif reserves and shall have
available all legal remedies.

6. TERM OF LICENSE FOR TRIAL VERSION
SOFTWARE
The License pertaining to a trial version of the Software Product
(a "Trial Version") shall expire in accordance with the terms as
set forth in the installation process for the Trial Version along
with the designated trial period as set forth in the trial program.

7. LIMITED WARRANTY AND DISCLAIMER
Serif warrants that, for a period of ninety (90) days after delivery,
the diskettes or CD-ROMs on which the software included in the
Software Product is furnished will, under normal use, be free
from defects that prevent Licensee from loading the Software
Product on a computer. Serif's entire liability and Licensee's
exclusive remedy under this warranty will be, at Serif's option, to
(a) use reasonable commercial efforts to attempt to correct or
work around errors, or (b) to replace the Software Product with
functionally equivalent Software Product, on diskettes or CD-
ROM, as applicable or (c) return the price paid for the Software
Product, in each case upon return of the Software Product to Serif
together with a copy of your receipt for the purchase thereof. This
Limited Warranty is void if failure of the Software Product or
hardware has resulted from accident, abuse, or misapplication.
Any replacement Software Product will be warranted for the
remainder of the original warranty period or thirty (30) days,
whichever is longer. Outside the United States, neither these
remedies nor any product support services offered by Serif are
available without proof of purchase from an authorized non-U.S.
source. The Software Product is licensed to you on an "as is"
basis without any warranty of any nature.



8. NO OTHER WARRANTIES
Except for the above express limited warranties, Serif and its
suppliers make and licensee receives no warranties or conditions,
or terms, express, implied, statutory, or in any communication
with licensee. To the maximum extent permitted by applicable
law, Serif and its suppliers disclaim all other warranties and
conditions, either express or implied, including, but not limited
to, implied warranties of merchantability, fitness for a particular
purpose, title and non-infringement, with regard to the software
product and the provision of or failure to provide support
services. Licensee shall be solely responsible for the selection,
use, efficiency and suitability of the software product and serif
shall have no liability therefor. Serif shall have no liability for,
nor obligation to indemnify licensee regarding actions alleging
the infringement of proprietary rights by the software product.
Serif does not warrant that the operation of the software product
will be uninterrupted or error free or that the software product
will meet licensee’s specific requirements. The Limited Warranty
gives you specific legal rights. You may have others, which vary
from state/jurisdiction to state/jurisdiction.

9. LIMITATION OF LIABILITY
In no event will Serif or its suppliers be liable for loss of data,
corruption, lost profits, cost of cover, or other special, incidental,
punitive, consequential, or indirect damages arising from the use
of the software product (including any accompanying
documentation), however caused and on any theory of liability.
This limitation will apply even if Serif or an authorized
distributor has been advised of the possibility of such damage. In
no event will Serif’s liability exceed the amount paid for the
software product. Licensee acknowledges that the amounts paid
by licensee for the software product reflect this allocation of risk.
Some states or other jurisdictions do not allow the exclusion or
limitation of liability for incidental or consequential damages, so
the above limitations and exclusions may not be applicable in
certain instances. None of the above affects the statutory rights of
licensees residing in the United Kingdom.

10. NOT FOR RESALE SOFTWARE
If the Software Product is labeled “Not for Resale” or “NFR,”
then, notwithstanding section 1 of this License, your use of the
Software Product is limited to use for demonstration, test, or
evaluation purposes.

11. NO RENTAL; OTHER TRANSFERS
You may transfer this License to another computer or workstation
only on a permanent basis (that is, with no intent to transfer
again) provided the computer, workstation, or other digital
electronic device from which you have transferred this License no
longer accesses or otherwise utilizes the Software Product, and
the Software Product is used in accordance with the terms of this
License Agreement.

12. TERMINATION
You may terminate this License Agreement at any time. Serif
may terminate this License Agreement if you fail to comply with
the terms and conditions of this License Agreement. In either
event, you must destroy all copies of the Software Product.

13. UPGRADE
If this License is an “Upgrade,” you must have a valid license for
the Prior Software for this License Agreement to be valid, and
this License Agreement must be used to replace such license for
the Prior Software. The total number of license “Upgrades” you
may acquire may not exceed the total number of computers,

workstations, or other digital electronic devices that were
licensed to access or otherwise utilize the Software Product at the
time you upgraded the Software Product.

14. GUIDELINES FOR THE USE OF DIGITAL CONTENT
IMAGES
This product contains numerous clipart and photo images
(collectively referred to as the “Images”) which are either owned
by SERIF or licensed from a third party. As a user of this product
you are free to use, modify, and publish the Images as you wish
subject to the restrictions set out below. If you are uncertain as to
whether your intended use complies with the guidelines set out
below, we recommend that you seek the advice of your own
attorney or legal counsel.

A. YOU MAY, subject to any restrictions set out below:
1. Incorporate any Image(s) into your own original work and
publish, display, and distribute your work in any media. You may
not, however, resell, sublicense, or otherwise make available the
Image(s) for use or distribution separately or detached from a
product or Web page. For example, the Image(s) may be used as
part of a Web page design, but may not be made available for
downloading separately or in a format designed or intended for
permanent storage or reuse by others. Similarly, clients may be
provided with copies of the Image(s) (including digital files) as
an integral part of a work product, but may not be provided with
the Image(s) or permitted to use the Image(s) separately or as part
of any other product;
2. Make one (1) copy of the Image(s) for backup or archival
purposes.

B. YOU MAY NOT:
1. Create scandalous, obscene, defamatory, or immoral works
using the Image(s) nor use the Image(s) for any other purpose
prohibited by law;
2. Use or permit the use of the Image(s) or any part thereof as a
trademark or service mark, or claim any proprietary rights of any
sort in the Image(s) or any part thereof;
3. Use the Image(s) in electronic format, on-line, or in multimedia
applications unless (a) the Image(s) are incorporated for viewing
purposes only and (b) no permission is given to download and/or
save the Image(s) for any reason;
4. Rent, lease, sublicense, or lend the Image(s), or a copy thereof,
to another person or legal entity. You may, however, transfer all
your license to use the Image(s) to another person or legal entity,
provided that (a) you transfer the Image(s) and this License,
including all copies (except copies incorporated into your work
product as permitted under this License), to such person or entity,
(b) that you retain no copies, including copies stored on a
computer or other storage device, and (c) the receiving party
agrees to be bound by the terms and conditions of this License;
5. Use any Image(s) except as expressly permitted by this
License.

15. MISCELLANEOUS
This Agreement shall not be governed by the 1980 U. N.
Convention on Contracts for the International Sale of Goods;
rather, this Agreement shall be governed by English law. This
Agreement constitutes the entire agreement between Serif and
Licensee and supersedes all prior agreements, understandings,
communications, advertising, proposals or representations, oral or
written, by either party. If any provision of this Agreement is held
invalid or unenforceable, such provision shall be revised to the
extent necessary to cure the invalidity or non-enforceability, and
the remainder of this Agreement shall continue in full force and
effect. This Agreement shall be amended only by an executed
writing by authorized representatives of both parties.



How to contact Serif

Our main office (USA, Canada):
The Software Center
13 Hampshire Drive, Suite 12, Hudson NH 03051

Main (603) 889-8650
Registration (800) 794-6876
Single Unit Sales (800) 55-SERIF or 557-3743
Technical Support (603) 886-6642
Customer Service (800) 489-6720
General Fax (603) 889-1127

Technical Support E-mail support@serif.com

European office (UK, Europe):
The Software Centre
PO Box 2000, Nottingham, NG11 7GW, UK

Main (0115) 914 2000
Registration (0800) 376 1989
Sales (0800) 376 7070
Technical Support* (0115) 914 9090
Customer Service* (0115) 914 9090
General Fax (0115) 914 2020

*Local Rate (UK only) (0845) 345 6770

Technical Support E-mail support@serif.co.uk

Online
Visit us on the Web at http://www.serif.com
Serif Newsgroupsnews://news.serif.com

International
Please contact your local distributor/dealer. For further details please
contact us at one of our phone numbers above.



Contents

1 ♦ Welcome 1

Welcome...................................................................................................3
What’s new in PagePlus 8.0 PDF Edition.................................................3
Registration, upgrades, and support ........................................................4
Installation ................................................................................................4

What you need to run PagePlus 8.0 .................................................4
What you need to know ....................................................................4
Upgrading from PagePlus 8.0...........................................................5
First-time install.................................................................................5
Manual install/re-install .....................................................................5
PagePlus 8.0 PDF Edition Resource CD-ROM ................................5

2 ♦ Preparing and Publishing PDF Files 7

Introducing PDF........................................................................................9
Steps in PDF Publishing.........................................................................10

PDF Export Settings .......................................................................11
Layout and design tips............................................................................13

3 ♦ Using Bookmarks and PageHints 15

Using Bookmarks ...................................................................................17
Inserting bookmarks .......................................................................17
Managing bookmarks .....................................................................20
Tips for PDF bookmarks .................................................................20

Using PageHints.....................................................................................21
Inserting PageHints ........................................................................21



Welcome



Welcome 3

Welcome
Welcome to PagePlus 8.0 PDF Edition from Serif—now supporting
PDF publishing capabilities for universal document distribution. If you’re
new to PagePlus 8, see the main PagePlus Companion, and be sure to
check out the “Introducing PagePlus 8” QuickTour.

What’s new in PagePlus 8.0 PDF Edition...
If you’re a returning user, welcome back! You’ll find links to details on
all these new features in the Welcome topic of online help.

♦ Introducing (Drum Roll)... PDF!
PDF (Portable Document Format) export is now just a few clicks
away. Step up to the worldwide standard for cross-platform,
WYSIWYG electronic information delivery. Your PDF output will
look just like your PagePlus publication... in one compact package,
easily printable or viewable in a Web browser.

♦ Create Hyperlinks in Paper Publishing Mode
You don’t have to switch to Web Publishing mode to incorporate
hyperlinks in your paper-based PDF output. Simply insert the links
in your publication! They’ll appear in the PDF to connect readers to
document pages, Web pages, e-mail feedback, or external files. Use
hyperlinks to create a linked table of contents... or to connect one
PDF file to another.

♦ Bookmarks for User Convenience
PDF bookmarks can point to pages or to specific text- or object-level
locations in your document. Use the new Bookmark Manager to
compile a link list that appears in a separate pane alongside PDF
content... a handy navigation aid for your readers!

♦ Font Embedding
To ensure that your readers get precisely the typographic effects you
intended, you can incorporate the fonts you’ve used in the single-file
PDF package.

♦ Expanded PageHint Capabilities
No longer just “sticky notes” to yourself, PageHints now afford a
range of annotation options for PDF files. More icons to choose
from... Titling and date-stamping... Work with multiple open notes at
the same time. Fully supported by the Adobe Acrobat Reader
(included free with PagePlus PDF Edition)!
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Registration, upgrades, and support
If you see the Registration Wizard when you launch PagePlus, please
take a moment to complete the registration process. Just call Serif toll-
free and provide the installation number and code shown. We’ll give you
a personalized registration number in return. Remember, if you need
technical support please contact us. We aim to provide fast, friendly
service and knowledgeable help.

Installation

What you need to run PagePlus 8.0
If you need help installing Windows, or setting up peripherals, see
Windows documentation and help.

Minimum:
♦ IBM-compatible Pentium PC with CD-ROM drive and mouse (or

other Microsoft-compatible pointing device)
♦ Microsoft Windows® 95, 98, 98 SE, Me, 2000, NT® 4.0, or XP

operating system
♦ 32MB RAM (Windows 95/98), see manufacturer’s requirements for

other operating systems
♦ 160MB (recommended install) free hard disk space
♦ SVGA (800x600 resolution, 16-bit color) display or higher.
Additional disk resources and memory are required when editing large or
complex documents.

Optional:
♦ Windows-compatible printer
♦ TWAIN-compatible scanner and/or digital camera
♦ Stylus or other input device
♦ Internet account and connection required for Web Publishing

features and accessing online resources

What you need to know
PagePlus is the easiest desktop publisher around. You don’t need any
printing or design experience, as the PagePlus Page Wizards can do
virtually all the work for you!

However, if you’re new to Windows computing, you will find it much
easier if, before installing and using PagePlus, you spend a little time
becoming familiar with the Windows operating environment.

� From the Windows desktop, click the Start button at the lower left
and choose Help.
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Upgrading from PagePlus 8.0
There’s no need to uninstall PagePlus 8.0. Simply insert the Program CD-
ROM into your CD-ROM drive as described below. The AutoRun feature
will detect a pre-existing PagePlus 8.0 setup and install only the new
components you need, leaving your prior program settings intact.

First-time install
To install PagePlus 8.0 PDF Edition, simply insert the Program CD-ROM
into your CD-ROM drive. The AutoRun feature automatically starts the
Setup process and all you need to do is select the PagePlus Install option
and answer the on-screen questions. If the AutoRun does not start the
install, use the manual install instructions below.

If you’ve also obtained the PagePlus 8.0 PDF Edition Resource CD-ROM
(see below), install it following the same procedure you used for the
Program CD.

Manual install/re-install
To re-install the software or to change any part of the installation at a
later date, select Settings/Control Panel from the Windows Start menu
and then double-click the Add/Remove Programs icon. Make sure the
correct CD-ROM is inserted into your CD-ROM drive, choose Serif 
PagePlus 8.0, and click the Install… button. You’ll have the choice of
removing or adding components, re-installing components, or removing
all components.

PagePlus 8.0 PDF Edition  Resource CD-ROM
The Resource CD includes over 1900 professionally designed Wizard
documents for instantly creating brochures, business forms, calendars,
stationery, notices, newsletters, Web sites, and much more. In addition,
you’ll find a set of illustrated tutorials for a hands-on introduction to the
full range of PagePlus features. To find out more, see “How to Contact
Serif” at the front of this book.
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Introducing PDF
PDF (short for Portable Document Format) is a cross-platform file format
developed by Adobe. In a relatively short time, PDF has evolved into a
worldwide standard for document distribution which works equally well
for electronic or paper publishing. You can export a PagePlus publication
as a PDF file.

The word “portable” sums up PDF’s key advantage, and is the common
thread in all of these key features:

♦ PDF preserves the publication’s original layout and font properties,
incorporating graphics and even hyperlinks along with text.

♦ Anyone with the free Adobe Acrobat® Reader (the latest version is
supplied with PagePlus) can view PDF files, either from within a
Web browser window or directly—for example, delivered over a
network or on CD-ROM.

♦ PDF documents are uniformly supported in the Windows,
Macintosh, and UNIX® environments.

♦ Since the format incorporates the standard PostScript language, PDF
documents print well on nearly all printers.

♦ Document content is resizeable: readers can zoom in or out to view
at different resolution levels.

♦ Content is navigable: besides using page navigation buttons, readers
can click bookmarks with links to section headings and key
elements.

♦ Annotations in the form of pop-up “sticky notes” allow comments
and sidebars.

♦ PDF documents are compact—one-fifth the size of comparable
HTML files—for faster transmission.
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Steps in PDF Publishing
Prepare the publication following standard print publishing guidelines,
and taking the distribution method into account. (See “Layout and design
tips” below.)

There are several optional steps you can take to enhance the publication
as it will be viewed and/or printed in PDF mode. For example, you can
insert hyperlinks to enable readers to click on text or a graphic object to
open a Web page, a page in your publication, a new e-mail message, or
an external file (such as a sound or movie). Hyperlinks are a great way to
link table of contents entries to pages in the same document, or branch
between documents.

Note that certain Web-specific features other than hyperlinks—such as
hotspot graphics, rollovers, Java, and HTML code—are not supported in
PDF documents. Only the first frame of animated GIFs will appear.

Another optional step is to prepare a bookmark list of major headings.
This will appear as a separate list in a special pane when the PDF file is
viewed (bookmarks don’t appear when the document is printed).
Bookmarks are analogous to hyperlinks: they can link to a specific page
or to an anchor (for example, a piece of text or a graphic object) in your
publication.

Finally, you can create pop-up annotations by inserting PageHints as
needed. Both bookmarks and PageHints are covered in the next chapter.

When you’re ready to export, choose Publish as PDF... from the File
menu and check your export settings as detailed in the following section.
(To export the whole publication using defaults, you won’t need to
change any settings.) Finally, click OK to proceed to export.

If you kept the Preview PDF file in Acrobat setting checked, the
resulting PDF file then appears in the version of Acrobat Reader installed
on your system.
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PDF Export Settings
The General tab shows basic printout and option choices.

♦ Under “Print range,” if you wish to export less then the whole
publication, specify the range of pages to export.

♦ Under “Options,” select Impose pages for viewing to output pages
using the same page order as in the PagePlus publication. Select
Impose pages for printing to produce a page sequence suitable for
a folded publication or one that uses facing pages. (We suggest you
check with your print vendor before selecting the “for printing”
option. Note that when using this option, hyperlinks, PageHints, and
bookmarks are disabled.)
When imposing for viewing, you can check or uncheck to enable or
disable specific choices. By default, hyperlinks and bookmarks in
your publication will be included in the exported PDF file. To
suppress an element, deselect it here. For example, you might not
wish to include bookmarks in a version of the publication intended
for professional printing. Note that hyperlinks and bookmarks are
ignored in any case when a PDF file is printed.
Keep Preview PDF file in Acrobat checked to display the document
in the Adobe Acrobat Reader immediately after exporting. If
unchecked, you won’t see a preview.
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The Advanced tab includes settings you may only need to change if you
experience less than stellar results on a test run.

♦ Objects that use Linear, Radial, and Conical fills display rather
slowly in Acrobat Reader. Check the Render complex fills as 
bitmaps option to export such objects as bitmapped graphics, at the
expense of larger PDF file size. Uncheck the box to leave the objects
as vector graphics.

♦ If your publication uses TrueType or PostScript fonts that your
readers are unlikely to have (and if display accuracy is important,
which is usually the case), check Embed fonts to include the fonts in
the PDF file. That way, the publication will appear exactly as you
intended. Note that this is an “all or nothing” option—i.e. you cannot
select particular fonts for embedding—and file size will increase
according to the total number of fonts you’ve used. If Exclude 
common fonts is checked, standard Windows fonts like Arial, Times
New Roman, Symbol, or Wingdings will not be embedded. It’s safe
to assume any Windows users viewing the PDF will already have
these fonts.

♦ The “Transparency” settings enable PagePlus objects using applied
semi-transparency to be rendered successfully in Acrobat Reader.
For the Transparent Area DPI setting, we recommend 300 dpi for
printer output and 96 for online viewing. (600 won’t improve the
visible results, and some print bureaus won’t accept this level of
output.) CheckMask Images to output these graphics line by line; if
unchecked, an opaque rectangular region will be output. You may
need to experiment with the Strip Size value to achieve best results.
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Smaller values mean smoother lines, but more complex PDF files—
with the worst case possibility that older versions of Acrobat Reader
may have difficulty opening the file.

♦ Images included in the publication can be downsampled and/or
compressed for smaller, more efficient PDF delivery. You may wish
to alter the default “Compression” settings for specific types of
images, for example if a print bureau requests a specific setting. (For
details on common image formats, see online help.)

♦ Check Downsample images to and select a setting; we suggest 300
for print output and 96 for online viewing. If unchecked, images will
be output at their original dpi. Check Compress images and select a
Quality setting (Best Quality, High, Average, Low, and Smallest
File) to apply a compression algorithm, ranging from least to most
compression.

Layout and design tips
As with any publication, take advantage of the range of proofing tools
PagePlus affords: spell-checking, automatic proofreading, and Thesaurus,
plus the Resource Manager and Text Manager for reviewing usage at a
global level. You’ll find full details on these options in the “How to
Check Your Work” section of online help.

With PDF, even if you decide to use hyperlinks and/or are working in
Web publishing mode, bear in mind that you are essentially creating a
paper-based document. This means you don’t have to worry about most
of the limitations of publishing to HTML (nonstandard fonts, special text
properties, overlapping graphics, etc.).

While you can stick to paper-based design conventions, don’t overlook
the fact that some readers may want to peruse your PDF onscreen. For
example, text readability is an important consideration. Conventional
wisdom states that sans-serif fonts are more legible onscreen, but run
some tests and let your own eye be the judge. As a rule of thumb,
increase leading somewhat and use slightly narrower line lengths for
onscreen text.
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Font accuracy is of course a big reason for using PDF in the first place...
but you still need to plan ahead. Acrobat Reader will substitute fonts for
those you’ve used if it turns out the fonts are neither available on the
user’s system nor embedded in your PDF. Acrobat Reader v3.0 doesn’t
support TrueType fonts and will always substitute! And even using “plain
vanilla” Windows fonts won’t guarantee WYSIWYG display on another
operating system. Ideally, you can employ just one or two attractive fonts
(that’s a good design rule anyway), and embed them without increasing
the file’s size too much. Embedding fonts has less of a relative impact on
the file size of documents that are longer/larger to begin with. The
alternative is to use more ordinary fonts (e.g. Arial/Helvetica or News
Gothic families) without embedding.

Finally, complex fills output in vector format slow down the onscreen
display of a PDF page; but if converted to bitmaps they expand the file
size. So there’s no easy solution but to use them sparingly!
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Using Bookmarks
Bookmarks are optional links that appear in a separate pane of the
Acrobat Reader when a PDF file is displayed. Typically, a bookmark
links to a specific location such as a section heading in the publication,
but it can also link to a document page.

If you’re exporting a multi-page or multi-section publication to the PDF
format for onscreen viewing, creating a bookmark list will make the
content a great deal more accessible. In general, the list should include
top-level headings such as chapter heads, contents, or menu. See “Tips
for PDF bookmarks” below for further design suggestions.

The mechanics of creating a PDF bookmark list are quite simple. For
example, to create a basic list with bookmarks to section heads, you
simply proceed forward through the publication, inserting a bookmark for
each heading. Bookmarking a specific location (for example, a piece of
text or a graphic object) entails placing an anchor at that location; the
anchor serves as the target for the bookmark link. The Bookmark
Manager enables you to view all your bookmarks at a glance, organize
them into a hierarchy of entries and subentries, and modify or delete
existing bookmarks as needed.

Inserting bookmarks
PagePlus provides two basic ways to insert bookmarks. Using the
Bookmark Manager allows you to view the whole list and change the
level of entries as you work. A faster alternative is to add bookmarks
using a simple menu command. Each method has pros and cons; in
practice you’ll probably end up using both.
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If you’re bookmarking a specific location in the publication, the first step
is to place the cursor at that point in the text, or select an object such as a
graphic or text frame. You can also select a range of text (for example, a
section heading) if your intent is to use that same text in the bookmark
listing. We’ll explain how this is done in a moment.

You can also bookmark a page in the publication, and in this case the
cursor location doesn’t matter.

As mentioned, you have two options for creating the actual bookmark.
One is choose Bookmark... from the Insert menu. Pressing Ctrl+R is the
equivalent keyboard shortcut, or you can right-click and choose Insert 
Bookmark....

The other option is to open the Bookmark Manager first (choose
Bookmark Manager... from the Tools menu).

In the bookmark tree, select the entry below which you want to create the
new bookmark. Check Create as sub-entry if you want the new
bookmark nested as a “child” of the selected entry. If you leave this box
unchecked, the bookmark will appear on the same level as the selected
entry. In the illustration, the next bookmark will be created below (and on
the same level as) “Links”. When you’ve made your selection, click the
Create... button.



Using Bookmarks and PageHints 19

It’s worth noting that if you’re simply adding bookmarks in series, it’s
quicker to use the Insert/Bookmark... command as you move through
the publication, thus avoiding the need to reopen the Bookmark Manager
each time. When you use the menu command, PagePlus automatically
builds the list downward, placing each new bookmark below the previous
one. (To add bookmarks in the middle of the list, simply open the
Bookmark Manager and select any existing bookmark below which new
bookmarks should be added.) Once you’ve created your bookmarks, you
can return to the Bookmark Manager to double-check and (if necessary)
reorder the list, as described below.

Whether you’ve used the menu command or the Create button, either
action displays the Create Bookmark dialog, with a choice of
destinations.

The Text field shows the range of text you selected if any (for example, a
section heading). You can leave this if it’s suitable for the bookmark text
or edit it as needed. Enter new text if the field is empty.

Click to select the bookmark destination type, and then enter the
destination.
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To bookmark a specific location, choose An anchor in your 
publication. To place a new anchor at the cursor location, select
<Anchor at current selection> from the list below. You’ll then be
prompted to enter an anchor name (with the bookmark text as the
default); edit the name if you like and click OK. To bookmark a
previously placed anchor, simply choose it from the list.

To bookmark a specific page in the publication, select A page in your 
publication and select the target page number from the drop-down list.

Once the information is correct, click OK to confirm your choices.

Managing bookmarks
Here’s where the Bookmark Manager comes into its own—providing
convenient drag-and-drop management of bookmarks in your list.

To display the dialog, choose Bookmark Manager... from the Tools
menu. You’ll see the bookmarks in your publication displayed as a tree
with collapsible entries and sub-entries. The Create... button lets you add
new bookmarks, as explained above.

To move a bookmark to a new location in the tree, drag it into position.
To edit a bookmark, select it and clickModify.... The Bookmark dialog
appears, and you can edit the bookmark text or redefine its destination.
Click OK to confirm choices and return to the Bookmark Manager. To
delete a bookmark, select it and click Remove.

Unlike hyperlinks, bookmarks also work as actual links within PagePlus
publications! You can use the Bookmark Manager as a jumping-off point
to any bookmarked entry. To jump using a bookmark, simply select it in
the list and click the Go To button.

Tips for PDF bookmarks
As a publication designer, keep in mind that to the user, a bookmark list
is a convenient jumping-off point to the major sections. In Acrobat
Reader, it’s always available (can even be undocked as a floating
window) regardless of where the user happens to be in the document.
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By all means, provide a basic bookmark list to top-level headings—but
(especially for complex publications) make hyperlinking the table of
contents your next priority. Despite their convenience, bookmarks are no
substitute for a detailed TOC. If the document structure has lots of
headings or nested subheads, scrolling the bookmark list and expanding
bookmark levels becomes a thankless chore for the user. A table of
contents can show the whole expanded structure, and it’s printable as
well. You can create the table of contents right in PagePlus, then add
hyperlinks to each page listed.

Acrobat Reader’s bookmark pane is initially rather narrow. Users can
expand it, and recent versions of the Reader display tooltips for overlong
bookmarks, but you should still try to shorten bookmark text as much as
possible. Deleting extraneous bookmark text makes for easier at-a-glance
viewing.

Double-check your spelling! Bookmark errors won’t get trapped by the
spell checker, and it’s an embarrassment to have your misspellings “front
and center” for all to see!

Using PageHints
PageHints are like “sticky note” that you can attach to your publication at
any position on any page. They’ve been a feature of PagePlus for some
time—but now, when you publish a publication as a PDF file, PageHints
become pop-up annotations that readers can view. You can choose from
a variety of new icons to identify different types of PageHint:

Inserting PageHints
To create a PageHint, choose PageHint... from the Insert menu. You’ll

see the cursor. Click where you initially want to place the PageHint
and a text box/icon combination appears onscreen.
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The two objects together comprise the PageHint. The text box titlebar
initially shows the publication’s Author as defined in File/Properties...
(or “Default” if there’s no Author listed) as well as the current date.

Type your annotation text into the box. As long as the text box remains
open, you can continue to type into it and make editing changes. You can
leave the box open as you continue to work in PagePlus, and have more
than one open at once. To close or reopen a text box, click its associated
icon; the box reopens at its last location. (You can also right-click the
titlebar and choose Close PageHint.) The state of the box (open or
closed) when you publish the PDF will match its current state in
PagePlus, so it’s up to you whether to leave boxes closed or open them
for your readers.

You can change the PageHint’s icon type or its titlebar text by right-
clicking the icon or titlebar and choosing Properties....

To access standard Cut, Copy, Paste, and Delete commands, right-click
on the text. Simply drag the icon to reposition it, or drag the text box’s
titlebar to move it. Note, however, that in order to be included in PDF
documents, PageHint icons must be within the page area, not on the
pasteboard. Text boxes are resizeable, too: simply drag from a corner.
Finally, to realign the text box with its icon, right-click the icon and
choose Reset PageHint Location.



PagePlus Keyboard Shortcuts

Menu shortcuts
Press... To...
Alt + underlined letter in menu name Display menu
Underlined letter in menu item Send command

Function-key shortcuts
Press... To...
F1 Display the Help Contents screen.
F7 Run the Spell Checker
Shift+F7 View the Thesaurus

Esc (Escape)-key shortcuts
Press the Esc key when... To...
Sizing, moving, or creating an object Cancel the operation

Shift-key shortcuts
Hold down Shift key when... To...
Moving an object Constrain the movement to horizontal or

vertical. To switch directions, release and then
press Shift again

Creating and resizing Constrain the operation (in general)
Drawing a line Constrain angle to multiple of 45 degrees
Drawing a box Draw a square
Drawing an oval Draw a circle
Resizing a picture Allow free resizing. Keep Shift up to preserve

aspect ratio (proportion) of original picture
Selecting a text region Highlight the text region
Using Select All (If you have an object selected) Select only

objects of the same type as the selected object.
After drawing a line, box, or
shape

Retain the current graphic tool instead of
reverting to Pointer



Ctrl (Control)-key shortcuts
Hold down Ctrl key and... To...
Drag an object Duplicate the object (press Ctrl first)
Press E Edit selected story in WritePlus
Press F Run Find & Replace
Press G Display the Import Picture dialog
Press K Insert hyperlink
Press R Insert bookmark
Press T Import text file into selected frame
Press Tab Switch between open PagePlus windows; (if

insertion point in table) insert a tab character
Press Alt+X AutoFit text in selected frame
Press a number key Switch to a particular Zoom view (e.g. 1 =

100%). For specifics, see the View menu.

Character shortcuts
Press... For... Character Name...
Ctrl+Alt+8 • Bullet
Ctrl+Alt+D † Dagger
Ctrl+Alt+G ‡ Double dagger
Ctrl+Alt+U — Em-rule or dash
Ctrl+Alt+C © Copyright symbol
Ctrl+Alt+R ® Registered symbol
Ctrl+Alt+T ™ Trademark symbol
Ctrl+Alt+Q ‘ Single open quote
Ctrl+Alt+W ’ Single close quote
Ctrl+Alt+2 “ Double open quote
Ctrl+Alt+3 ” Double close quote
Ctrl+Alt+4 € Euro symbol (European keyboards)
Ctrl+Alt+A ' ' Comma space (width equal to that of comma

in the typeface; for lining up columns of
numbers with commas as separators)

Ctrl+Alt+0(zero) ' ' Digit space (width equal to that of ‘0' in the
typeface; for lining up columns of numbers)

Ctrl+Alt+M ' ' Em space (equal to point size of typeface)
Ctrl+Alt+N ' ' En space (equal to half of point size)
Ctrl+Alt+I '' Inch mark
Ctrl+Alt+F ' Foot mark


