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Installing Freelance Graphics

Freelance Graphics® 96 for Windows® 95 is available both as an individual
application, and as part of the Lotus® SmartSuite®. If you are installing
Freelance Graphics as a standalone application, use the installation
instructions in this preface. If you are installing Freelance Graphics as part
of the SmartSuite, refer to Exploring SmartSuite for installation instructions.
(The SmartSuite Install program lets you install all SmartSuite applications
at once, or individual products as you need them.)

Starting the Installation

The Install program transfers the Freelance Graphics application files to
your hard disk or to a network file server from disks or a CD-ROM. All
installation information is available online. You can read or print the online
information before you actually install Freelance Graphics. Start the
installation, click the Help button the first time it appears, display and print
the desired Help topics, then exit the Help window. You can proceed with
the installation or exit the Install program by clicking the Exit Install button.

To get Help while running Install

While you’re installing Freelance Graphics, Help is available for the options
in each Install dialog box. You can

® Click the Help button to gain access to Help topics
* Print a Help topic by clicking the Print button in the Help window

* Switch between Help and the Install program by clicking the respective
button on the task bar or by pressing ALT+TAB

* Close the Help window by clicking its Close button



To run the Install program

The Install program can be run only from Windows 95. You need
approximately 456MB of hard disk space to install Freelance Graphics. The
following procedure describes how to install Freelance Graphics from disks
or CD-ROM. If you are installing Freelance Graphics from a network, see
your network administrator for installation instructions.

1. Start Windows 95.

2. Insert Disk 1, or the CD-ROM, in the appropriate drive and close the
drive door.

Choose Run from the Start menu.

Click OK.

3
4. Type xinstall, where x is the appropriate drive.
5
6. Follow the instructions in the Install windows.

To install over a previous release

If you have a release of Freelance Graphics for Windows 3.1, Install asks
whether you want to remove the previous release. If you choose to remove
it, Install asks if you want it to create a backup copy of your SmartMaster
sets, and if you want the files in the work directory of the previous release
moved to the work directory for the new release.

To use automated Install

If you are a network administrator and want to standardize the installation
for all users in your organization, you can use automated install. To do this,
you define the directory location and install options using a response file.
For information on using and modifying a response file, see README.TXT,
located in the root directory of Disk 1 and the CD-ROM.

To install on a network

Complete information about installing Freelance Graphics on a network is
available in the Network Administrator’s Guide file, READNET.TXT, and the
Install Help screens. READNET.TXT is located in the root directory of
Disk 1 and the CD-ROM.

When you are ready to begin the network installation, make sure you are
logged in as the network supervisor with the correct network access rights.
Then click the “Install on a file server” check box located at the bottom of
the Install Welcome screen.
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Uninstalling Freelance Graphics
You have the option of uninstalling Freelance Graphics from Windows 95.

1.
2.
3.
4.

Choose Settings - Control Panel from the Start menu.

Select Add/Remove Programs.
Choose Freelance Graphics.
Click the Add/Remove button.

Complete information about uninstalling Freelance Graphics from a
network is available in both the Network Administrator’s Guide file,
READNET.TXT, and the Install Help screens. READNET.TXT is located in

the root directory of Disk 1 and the CD-ROM.

Network administrators can run an automated Uninstall by using the
Uninstall command line. The name and version of the product must be

exactly as it appears in the Registry location.

Note Only network administrators should view or change the Uninstall
command line. Individual users should run Uninstall from the Start menu.

Freelance Graphics folder paths

Freelance Graphics uses the following folder paths for storing files.

27 lotus
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Chapter 1
The Right Help at the Right Time

What's available for help with Freelance Graphics

Lotus offers various kinds of assistance so you can learn about Freelance
Graphics the way that’s most comfortable for you. Here are the available

options:
This book
For those who Overview of features
like to learn Tells the benefits of
from books using features and

provides conceptual
information. Refers
you to online Help
when you need
specific how-tos

The Tour

) For those who
I like to learn
online

Available the

first time you

run Freelance
Graphics and

from the Help
menu

Overview of features
Provides an
overview of the
product, and tells
you how to get
started, make
changes, create
charts, and use
Freelance Graphics
with your coworkers
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Online Help

For those who  Specific instructions ~ Available

L like information Provides overviews when you
" organized by of features and click Help or
task, or want to detailed information from the
= search an index about all the tasks Help menu
you may want to
: - perform using
= Freelance Graphics
Guide Me
For when you Specific instructions  Available
|—*—' Guide Me | want to ask a Presents a list of from the
question about  questions related to  Guide Me
L\\g what you want  what you are doing  button or the
todo at the moment, so Help menu

you can find the
answers you need

Bubble Help for

Smartlcons
- For those who Definitions of Available by
\: want to know Smartlcons® resting the
¢ Undo the last which icon to Tells you what mouse
command of : . .
action use each icon in the pointer on

Smartlcons bar does the icon you
want to know

about
Quick Demos
Jp—— For those who  Step-by-step Available
2 carranging pages in Page Sorter view . .
want to see how demonstration from certain
to perform a of procedures Help topics
procedure Presents procedures

that are easier to
understand when
you see how they
work
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Using this book

This book is not a user’s guide. It’s a book of ideas about how to use
Freelance Graphics efficiently. In it you’ll find
* Introductions to timesaving techniques

* Advice about what is required to get your work done

* Pointers to online Help

Pointers to detailed information in online Help

rfﬂ—ﬂh

fa

This book gives you a frame of reference and

tells you where to look in online Help for more
information.

Finding the right Help topic

This book explains the ways a feature can be helpful. When you need more
information, look for a reference to online Help:

For more information

1. Choose Help - Help Topics and click the Index tah.
2. Type this phrase:

Smartkons, overiew

Click the index entry youwant, then click Display.
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The Tour
Freelance Graphics includes a Tour, an online overview of the main
capabilities of Freelance Graphics. The Tour starts automatically the first
time you run Freelance Graphics.

The Tour was created using Freelance Graphics. To view the Tour, use the
Help menu.

Help Topics...
Guide Me...

About Freelance Graphics. ! ki

Choose Help - Tour

See what Freelance Graphics can do:

Introduction (Repeat)
7 minutes

Team Computing

4 minutes

Learn howto do the basics:

. - -
S Getting Started Quickly
@ 4 minutes

Then choose a Tour topic

4

Making Changes
ﬁ 5 minutes

: Creating Data Charts
3 minutes
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Watching the Tour
You control how fast or slow you view the Tour.

But Team Computing
means that you can
incorporate your feam's
very best ideas as you

£0.

You control the pace
and direction by
clicking these buttons

Lotus Team

Online Help: stream

El
ERIT  MENU BACK NEXLA

N\

lined and redesigned

Freelance Graphics Help is organized by task. It provides brief procedures
rather than lengthy descriptions. Because it’s concise and oriented toward
helping you complete tasks, Freelance Graphics Help is a Help system
you'll like using.

Choose Help -
Help Topics

Guide Me..

Tour
About Freelance Graphics. ..

Click a Help book to see
a list of Help topics

—
Help Topics: Freelance Graphics Help

Contents | Indes | Find |

Click a book, and then click Open. Or click another tab, such as Index.

e Top Ten Tasks

@ HowDol?

@ Demo Catalog

@ Tools for Geling Your Work Done
0 Design and Presentation Tips

0 LotusSeript

e ‘whiat's Mew for Upgraders

e Troubleshaooting

Open Erint. | Cancel |
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Using How Do 1?
When you click the How Do 1? icon, you get a list of topics. Book icons
represent general topics, as in a table of contents. The ? icons represent
actual Help topics.

Start by dOuble-C”cking Help Topics: Freelance Graphics Help
the How Do 1? book Contents | index | Find |

Click a book, and then click Open. Or click another tab. such as Index.

Q Getting Started
Top Ten Tasks
How Do l?
e Demo Catalog
Q Toalk tar Getting r'our ‘work Dane
0 Deesign and Presentation Tips
@ LotusSceript
@ \what's New for Lipgraders
Q Troubleshoating

A How Do l?
The book opens &
with a list of topics &
% Change [

Double-click books until...

you find the Help topic you

want... B Freelance Graphics Help |_ (O] x|
Double-click the Help topic to Help I'3|3i°3| Eint | Go Back |
display it... Changing properties

1. Selectwhatyou want to change. ﬂ

3. Change a setting an ane or

and click green text to pop up a window more tahs.

with more details. 4. (Optional Move, collapse, or
Tip Most ohjects have an
associated Smartlcon you can click
to open the InfoBox. Look for the
following syrmbol to identify icons
that open the InfoBox for the
selected ohject.

7]

_|See related topics |

Help often includes Tips
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Using the Index

When you click the Index tab, Freelance Graphics displays an Index of Help
topics.

Contents Index IFind |

Click the Index tab

Help Topics: Freelance Graphics Help

Contents Index IFind |

Type the tOpiC you want 1 Type the first few letters of the word you're looking for.
[pad

2 Click the index sntry you want, and then click Display

The index scrolls to the letters
you are typing

:ons, in the Outliner
o, changing

Double-click the Help topic to : chaning
. . g i Outliner view
display it choosin

creating gy

Help Topics: Pri

GoBack

Setting global page effects

custamizing'

effect of switching from 2 Column Bulls to Bullsted List | 794 £aN Set global page efiects so 0
redesigning that all the pages in your

unlirking presentation use the same effect

uzing bulleted lists
wzing the appropriate
when to unlink
Page menu
Page names, assigning
Page numbers, printing

wihen you runyour presentation as
a screen show.
1. Choose Presentation - Set Up
Sereen Show of click here 5l
Clickthe Page Effects tab.
Under Apply ta, select"All
- existing pages” of "New pages
N
Selecting "All existing pages”
replaces any other transition
already assigned to existing
pages
4. Under Transition, selecta =l

W

Help in a dialog box or the InfoBox
You can get help immediately on dialog box options by clicking Help.
A

Albertus Medium

Antique Olive
Hizl ﬂk\J
Aiial Black

Arial Condenged Bold j ]\

reelance Graphics Help |_ (O] x|

Albers Extra Bold \I Help Topics| Pt Go Back
Changing the typeface of all text in
Change the twpeface for text in: apr q
[T Data charts 1. Choose Presentation - Change =
™ Tables the Typeface Globally or click
here Al

[~ Qrganization charts

[

. Select a new typeface.

o

(Cptional) If you want the
typeface to change for existing
data charts, takles, and
organization charts, selectthe
hoxes.

4. Click QK.

A, Click 0K again

Note Data chars you create later
use the defauli typeface
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You can also get help immediately on InfoBox options by clicking the ?
button.

CAVEIN

Bullet attributes Space between \

Shle: bullet & text:

Calor - 0.00 - Freelance Graphics Help [_ (O] %]

Gl ﬂ Help Topics FErint Go Back

: v

Start number: [1 Bullet properties for text (all levels)

Bullet shadow T — \

Positior: Depth: Color .

[Mone | [Shallow =] [ - lUze the settings on the Bullets tab to change properties of
hullets.
Choose atask

Creating numhbered lists

Specifying a stading number for 8 numbered list
Turning bullets on or off

Chanaing bullet type, size, or color

Using clip art for bullets

Modifying the space between the bullet and text

_15ee related topics

Guide Me: help with Help

Sometimes it’s hard to know where you want to go in Help. Guide Me,
represented by the yellow button near the top right of your screen, provides
a series of questions that direct you to the correct Help.

Click Guide Me
I

== Guide Me

‘What do you want to
do?

Click a button to see choices R ——
about what you want to do %BSLHETE&ELE“TE “
Add a new page to this
prezentation
J Add something to this page

J Add zomething from another
“windows application

J tdodify the appearance of the
entire presentation

J Print, deliver, or distriibute this
prezentation

b | Dvesign tips For kest ar
ﬁa.ﬁﬁr‘ bulleted lists

Help Topics... Cancel
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Continue clicking
choices until

Guide Me brings
you to the Help topic
you want.

== Guide Me

Back

|:| Change typeface, color, or style

J Change the typeface for t
ehtire presentation

J Add a diopghadow to it

What do you want to Back
do?

E Freelance Graphics Help
Help T opics

[_ (O] %]

FErrint GoBack

Adding a border around text

1.
2
3.

Click the text block.
Choose Text- Text Properties.
Click the Line/Border & Fill tab.

A I 4. Under LinefBorder, select a style,
| _| Rotate orslant] width, and/or color,
5. (Optionaly Move, collapse, or close the
InfoBox.
Help Topics... | Capgel |
_l5ee details

Bubble Help: each icon’s action

All you have to do to find out what an icon does is to rest your cursor on it.

=,

Undo the last
command ar
action

The Right Help at the Right Time 1-9




Demos: seeing is understanding

Some tasks are difficult to understand when you are reading about them,

but are actually simple when you see them. Freelance Graphics Help
demonstrates this kind of task in Demos.

When you see this
button on a Help
topic, click it...

) Show me a demo

Mew Page

Select a page layout.
Page layouts pravide the format - you provide the content,

to see the procedure

Title
presented on the screen. Blisted List
Z-Column Bullets ek bere 10 e Jaze fitie
1 Chart
A sample file appears on your 2 Chartz

screen and the mouse pointer gC”hartE -

ullets art
follows the procedure Bullets & Clip at
Orgarization Chart
Table

Diagram Usze to create a title and space far
FM lex ot graptics on a Sngle page,
[Elank Page]

D&\‘ | Cancel Help

Select the
Diagram page
Yellow boxes appear with layout and
descriptive information click OK.
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Chapter 2
Freelance Graphics Tools

Helping you be a self-reliant user

The goal of this chapter is to show you where to find useful tools in
Freelance Graphics and how to use them. Once you know where to go and
what to do, you’ll be a more self-reliant user.

What the tools are
Here, in a Current Page view, are most of the tools this chapter deals with:

Guide Me button

InfoBox
f;:,'_ Freelance Graphics 4.0 - [status]

Menu
Smartlcons I
View tabs
Current Page buttons: [

New Page ——| New Page E‘_"Il : ~z]x

Clip Art B Objectives —\2\

Drawing & Diawing _ ab Pagename: | Objectives

Text i Ve Description: [State the project objectives.

. Cantent
Content Advice laoment (03
z Layout: m

SmartMaster :
Status bar ——————————] [ [ [T | [edaterdocs [ = Page Layout... [][Page 2of 7 | B

2-1



Freelance Graphics tools are task-sensitive
Tools in Freelance Graphics appear when you need them. For example, if

Task-specific menu

items

Icons specific to

the Outliner View ——

Thumbnail
views of the
way your

pages look

you are working in the Outliner View, as illustrated below, the tools on

your desktop reflect what you are doing.

Compare this desktop with the one on the previous page, where the tools
reflect options for the Current Page view.

{;j,: Freelance Graphics 4.0 - [+

[] File Edit “iew Cre

t Window Help

. Imtermational
Prepuct St gt
* Mupnming Sheu Luunsh

CMecury Sports

Mercury Sports
International

Project Status Report:
Running Shoe Launch|

Agenda
= Overview
= Current Status
= Project Goals
= Going Forward
= Summary

Ohjectives

InfoBox

Task-specific
status bar

2-2 Exploring Freelance Graphics

jﬁ.rial

O Text =[x
Size: Altributes:
= L - Marmal
Albertus Medium 10 v Bold
Antigue Olive 12 Italic
14 Underline
Anal Black 18 ;I Strikethrough
Avrial Condensed Bal Superscript
Avrial Marrow ;I I39-9 ZI Subscript
Test color  Teut shadow: Depth: Colar:

-] [Geiow it =] [Shalow =] [ |

-

EEEETH Bl II U o\ datahdocs

| ®™|Page Layout.. [[€][Page1of 7[RI =




The SmartMaster: more than just a stylish format

Select Project Status
Report in the content
topic box

Each SmartMaster
comes with its own
recommended look

Click OK

A SmartMaster™ is a professionally designed template that lets you create
presentations with minimum effort. A SmartMaster features not only a
designer “look,” but a content structure for such topics as business plans,
marketing plans, sales presentations, project status reports, and many
others. When you choose the right SmartMaster content topic, the scope,
the order, and even some of the language of your presentation is already
complete.

Each time you start Freelance Graphics you are presented with a dialog box
that lets you open an existing presentation or create a new presentation
using a SmartMaster.

To show you how a SmartMaster works, let’s assume you want to make a
presentation to your group about the current status of your project.

Mew Presentation

Every SmartM aster gives pou a head start with the content and
look of your prezentation.

1. Select a content topic.

Qrientation ﬂ Frovide a tharough status repart for an
Positioning Proposal - Trout & Ries ongaing project.

Product/Service Briefing
Product/Service Launch
Project Propozal
Project Status Bepaort
Project Update ﬂ

2. Select a look.

Look, stored with content topic
1995

1336

Jlire

Jzquare

abstract j

(] 8 | Cancel Browsze. .. Help
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SmartMaster content: helps you with the thinking part

The SmartMaster for the Project Status Report comes with a list of
suggested content pages you can choose to build your presentation.

When you choose New Page E™)
a new page from
the Current Page view... i New Page

Content Pages 1 Page Layoutsl

Select a content page.
E ach page has suggested content pou can use as a starting point.

Content topic: Project Status Report

Project Status Report Title Page
Agenda

choose a content topic Overview - Section lifle
B Project Dverview
from the list. o=
Benefits ——
Team sl == ]
Constraints % =
Curent Status - Section fitle:
Schedule
Action iterns

State the objectives of the project.

Objectives

Chonss Multipls Content Pages |

@ Type text

The page comes complete with

suggested content, including ﬂ Type text
prompts for typing in your own w
information... @

Type text

and a button to automatically add ——m

or delete diagram sections.
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Choosing a look

A SmartMaster content topic comes complete with its own recommended
look, but you can choose another look, or choose to create a presentation
using “Click here...” blocks, which guide you in typing in your content.
Freelance Graphics comes with over 120 looks, each designed by a
professional graphic artist.

Click here to create
a presentation

without filled in
content

Choose a look

A thumbnail view of the

2. Select a look.

1. Select a content topic.

- Create a presentation without a
content topic (ho content will be

provided for you - simply chooze page
layauts and fill in the blanks).

L

P

L L

L

highlighted look

Six of the over 120
available looks,
each with

“Click here...” blocks

CIrk hure b Ep puu BHe

< Ol kme ramye pgedne. S

i bt o P i Sl Mo e rppe pege rine

Clidk FErE b hpE paE e

Choosing another SmartMaster look

If you decide you don’t like the look you’ve chosen, choose Presentation -
Choose a Different SmartMaster Look.
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For more information
1. Choose Help - Help Topics and click the Index tab.
2. Type one of these phrases:
SmartMaster content topics, overview
Tips
3. Click the index entry you want, then click Display.

View tabs: for a clean and organized desktop

Freelance Graphics offers you three views of your work, each with tools
that make it easy to concentrate on one aspect of creating a presentation.
Click a tab to see a view. (For an illustration of where to find view tabs, see
the first page of this chapter])

Current Page view

You see both graphics [||:I Current Page 1
and text on one page

Page Sorter view (=]}
You see the scope r oo Page Sorter ]

of your whole presentation
and rearrange it

Outliner view Outhner

You create and edit the
text of your presentation

a0 e e a Ct - I

2-6 Exploring Freelance Graphics



Current Page view buttons: easy access to frequent tasks

In Current Page view,
buttons let you...

add a new page to your
presentation...

add clip artto a
presentation page...

draw your own pictures
or diagrams and
add text to them...

receive advice about
organizing and creating
your presentation.

R T
Mew Page Ii_’__l — fedar's Vv Froducks |
[
P A
Clip &rt % A H_____:L
- : I
Drrawing ab
Fe T et 7z‘ = e
Content o
Advice &

The task-sensitive screen

Menus, Smartlcons, and the status bar are task-sensitive parts of every
Freelance Graphics screen.

The menu: predictable and task-sensitive

Here are standard Freelance Graphics menus. Whatever you are working
on appears in the menu, always in the same place.

When you create a

new object or work in

a new view, the menu

changes...

always in the same
place.

|@ File Edt Yiew Create Prezentation] Test Window Help |
|@' File Edit “iew Create Presentation| Group | Window Help |
|@ File Edit “iew Create Presentation| Page |Window Help |
|@ File Edit Yiew Create Prezentationl Chart |'Window Help |
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The Create menu

When you want to add any new element, you can add it from the Create

menu.

Page...
Speaker Mote. ..

Chart...

1-2-3 Mamed Chart...
Organization Chart. ..
Table...

Text

Drawing/Diagram...

Add Clip At
Add Bitmap...
Add Movie...
Add to Library 3

Object...

What to do if you can't find the menu you want

You may not be able to find the menu you want for one of two reasons:

* You must create or import an object (using the Create menu or one of
the buttons in the Current Page view) before you can work on a task
related to the object. For example, you must create a chart before Chart

appears in the menu.

* You must click the object to select it. Remember, you must be working
on the object you want to change before its menu appears.

When you are working with text in a table...

Themaam ol o biidm you see this menu.

Wiew Create  Prezentation (lea-:t Talg@ Wiindow

Tifa ticlhow ;likte plriks

T Tha 1 ticda

@Eile Edit “iew Create Prezentation( Test
i/ -
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Shortcut menus

When you are working on text or an object such as a table or a drawing,
click the right mouse button to see a task-sensitive menu.

When text in the cell of a table is selected...

S click the right mouse button...

Chmas al oo iiam

to display this menu
on your screen.

LCell Properties. .
T able Properhes...

Cut Clrl+
Copy Ctrl+C
Paste Chrl+f
Clear Dl

v Mormal
Attributes 3

Inzert Bow
Ingert Column

Smartlcons: action at the click of a mouse

Smarticons are the small pictures that appear in a row just beneath the
menu bar when you first start Freelance Graphics, though they can be
moved anywhere on your screen. Click an icon and you get an action,
without going through the menus. Smartlcons provide quick access to the
features you use most often.
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Smartlcons: universal and task-specific

If you’ve used Smartlcons before, you’ll notice that Freelance Graphics
Smarticons are task-sensitive. The bar below is divided into the universal
icon bar, which contains Smartlcons that display no matter what task you
are performing, and the task-specific icon bar, which displays Smarticons
appropriate to your task.

Universal icon bar Task-specific icon bar

you get these task-specific icons.

[-]
* T W 1k

Tial r2] Ao
L=l ol

you get these.

Finding out what an icon does
Rest the cursor on an icon, and Bubble Help tells you what the icon does.

3 nda the lazt
command or
achion
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Choose the Universal
icon bar from the
Bar Name

How to customize your icon bars

Using the dialog box for Smarticons Setup, you can add and remove icons
so that the icon bar reflects your own pattern of use. For example, you like
to create speaker notes as you work on your presentation. You’d like to
have the Create speaker note icon in the universal icon bar.

An example of adding an icon

First choose File - User Setup - Smartlcons Setup. The Smartlcons Setup

dialog box appears.

i Smartlcons Setup

drop-down list

Drag the icon

to the place you
want it to appear in
the icon bar

Click OK

The Create speaker
note icon on the

Prexview of Universal bar

Drag and drop icons from the list beje

it bar to rearrange, or drag icons

P Ei'u (1] ahc| HZ

Bar to zetup

Ty Set%:ureferences = | | B reme
%_| W page
Bar can be displayed when contest is:
— Creat k. i
irea & speaker note J |.-’-'«Iways ﬂ
|t k i . ) ..

é Sl spoake noes [+ Bar iz enabled to dizplay during its contex

ili | Chart

! Smartlcons preferences

1.2
s 1-2-3 hamed chart e I—_|F|egular =

x| | Click here block Bars that will appear in same location:
== | Organization chart |NDHE |V|
£ Table »| | ¥ Show icon descriptions [bubble help)

I 0k | Cancel Edit lzan... | Sawve Set. | Delete Set. | Help |

Result

+ Smartlcons Setup

Preview of Univerzal bar

A

[irag and drop iconz from the list below, drag icong in bar to rearange, or drag iconz

& A B

=153 abe
|

icon bar

3
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For more information
1. Choose Help - Help Topics and click the Index tab.

2. Type this phrase:
Smarticons
3. Click the index entry you want, then click Display.

The status bar: for quick changes

The status bar always appears at the bottom of your Freelance Graphics
screen, providing information on your current pages and letting you change
such settings as text fonts and sizes quickly.

Text style options
When you are working in text, you can change the following text settings by
clicking buttons on the status bar:

Bold
Fonts Slize \ Undierline
Arial ladg ‘ET{ B ][ U| c:hdatasdocs ™| Page Layout... Fage 7ol 7 |4 =

Text color Italic

Updates
The long button in the middle of the status bar gives you current status
updates:

First you see the
directory structure

]
144.8% ™ | B | U | c:hdatadocs

Click once... [%

for time and date. U\ 0742441335 230 FM i
Click again... l%
for your current cursor position. U a8 Y6 i
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Changing pages

. Project Statuz Feport Title Page
. Bgenda

Objectives

Team

1
Click the page number to see a 2
pop-up list to take you to any page 2
in the presentation 4

5

7
Click the arrows to go forward or 8. _Unnamed
back one page Page 7 af 7 °

b

Other changes

Switch between color Start TeamMail
and black and white

[ [Page Layout... Page 3 of 3 : =

Click to change Page layout

Switch Page Layout

Select a page layout.
Page layouts provide the format - pou provide the content.

Title
Bulleted List
2-Column Bullets Glicichofe 1 limt page e

1 Chart mYLELNERT R
2 Charts

4 Charts

Bullets & Chart
Bullets & Clip Art

Drﬁanization Chart

Diagram |Jze to create a table for text and

Bazic Layout numbers in columns and rows.
[Blank Page]

ak | Cancel Help
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The InfoBox: one-stop shopping for formatting

The InfoBox lets you change the look of text or an object (such as a table or
clip art) by changing all the attributes from one place. Like other Freelance
Graphics tools, the InfoBox is task-sensitive.

When you have a text block selected...

Tifa tsxliow ;licte plcios

* Tl 1 ficda

you get a text-related InfoBox.

Size: Attributes:

il 3 . Marmal -
10 ¥Bald
12 Italic:
14 Underline

18 x| | Stikethrough |
Arial Condensed Bold

Avial Marrow LII_ZI Curved Test... I

Test color, Text shadow: Depth: Color:

-3 |Below ight =] [Shallow =] | |

When you are working in a table...

you get an InfoBox for tables.

P B | OO | e

~Border Filk

— Apply to: Fatterm: |- vl
|| @ = e | B Color 1: :E
HH|E=] =

B[ [ Cowz 7]
Syle I jv [ Same color as border
Width: |— vI

Shadow:

2-14 Exploring Freelance Graphics



Tabs for a rich array of options
Clicking an InfoBox tab brings you to a new set of choices.

Rd kA R |

Border

Apply to;

S

EIEAHAE & =iy 5 =

Style: Alignment |ndent

width: Harizontal: EEEE 1zt Line: 008

Calar: Wertical: EEE Left: 0oz
Right  [008

The InfoBox helps you get your work done in the following ways:

® |t changes tabs and options as you change your selection.

* |t’s geared to multiple changes. It stays open and on top so you don’t
have to open and close multiple dialog boxes when you are changing
the look of text or an object.

* It works the same way, no matter what you are working on.
To get the InfoBox

Select what you want to change, then choose its menu option and
Properties.

Choose the menu option, Text
then choose Properties

Test Properties...
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A close look at the InfoBox for text

You get the InfoBox below when your cursor is in text. Using the options on
the panel of the InfoBox below, you can change the look of bullets in your
presentation. Here is how the InfoBox works:

Here is what you
have selected

3 A |

Tabs let you see and
choose any related

options for text ~Bullet attributes—————— Spaee between

Syle: I Mare vl bullet & text:

1 Clickthe arrow to
Calar: | oo <] see spacing options
Click an arrow Size: I'I 7.2 E
to change the .
bullet size Start number: II:I
—Bullet zhadow
Paszitian: Diepth: Calar:

|Mone | [Shallow =] | v|

An example of using the InfoBox

Suppose you decide you don’t like the style of the bullets in your
presentation. You can use the InfoBox to make them larger, bolder, and
more openly spaced.

Before After

Tifs el ;lkte plris

Tifa t5eliow Slkie plris

W Trsl I fda
& 1241

T Tl 1 1 o

§  Hopraasidd asid
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Here’s how to change bullets in a presentation.

1.
2.

Select all the bulleted text.
Click this icon.

o

b

3. Click the bullet tab.

E’] Properties for: | Text

oAl g

ﬂl'?lxl

4. Choose the following options for larger, more brightly colored, and
more widely spaced bullets.

j. A E3 I
Bullet attributes Space between
Style: ® - bullet & text:
Balr -n 2 [double =
Size: EEE
Start nurmber: |0
Bullet shadow
Poszition: Depth: Color:
[Belowright =] [Shalow =] -Z|

Experiment using the InfoBox

It’s easy to experiment using the InfoBox. Click an option. The changes take
place instantly. If you don’t like the change, try another or choose Edit -
Undo. In the InfoBox you don’t have to click OK or Cancel to apply the
options you selected.

Expanding what you can change

You can use the Properties list box to expand what you want to change. For
example, if you selected an organizational chart, the Properties list box will
read Organization chart. But you can click to see a list of related options.

Click the arrow
to see options
for related objects

E"’] Properties for: |Elrganizatinn chart -
Frame

Connecting
Organization chart
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Collapsing the InfoBox

When you expect to make multiple changes to the look of a document,
collapse the InfoBox to keep it handy without crowding your desktop.

1. To collapse the InfoBox, double-click the title bar.

jl'?lxl

FNISI\ 2 TR VER\ B ),

Border Fill

Apply tor Faterr: ([ ~
Ii =22 === —| | | Calor: [ T~]
||:II JIEEEI) | Color 2 I:E

Shyle: R
"width: —

[ Same color as border

Shadow:
Color: I - | [More =]
Result
W Fropertios for: [NERE j. A E I

2. To return the InfoBox to normal size, double-click the title bar.

ﬂ.‘?lxl

j.'?lxl

AN AR = A A R =

Baorder Fill

Lipply bo: Fatern: | I ~
Ii =22] ==z — Caolor 1: |:|E|
|DI JIEEEI) I Color 2: I:E

Shyle: R
Wdidth: —
Color: -3

[ Same color a3 bordes

Shadow:

[Mone R
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Closing the InfoBox

Click the X.

AL =LA TR

E Properties for: |Ta|:n|e jl 7. I = I

Using drag and drop

Freelance Graphics uses drag and drop to make creating presentations

easier for you.

To rearrange pages in the Page Sorter view

Select the page you Mereury Sports
want to move and Irterratioral :
drag it just past the e Sl e B
page you want to & }t Ay

appear before it

i e ke ey I

=
B e
=

Torpmm oy i

3 Objectives

1 re et Shibau HuE e
l4upning heu Luunch

2. Project Status Report T

1. Project Status Bepart T 2. Agenda
b g vk
Mercuny Sports
Irtérmiaticral = |

Ve ke e Uy NI

=
Y e
=

Torpem i

3 Objectives
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To draw flowchart elements from the toolbox

When you drag diagram or connector objects from the toolbar, the objects
are consistently sized.

To draw a diagram, Drrawing
B T et

click

3

|

Choose a shape

[

Shapes with down
arrows indicate
more shapes

Drag the shape you
want to the page
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To reorder bulleted lists
1. Select the bulleted list.
2. Select the text.

[¢e]Level 1[=+] _Tips... | OK |[AalaA]

= Qverview
= Current Status
= Project Goals

HGhIng EoRvanrd

= Summary

3. When the cursor turns to a hand, grab the bullet.

|Eelievel 1[5]  Tips... | 0K | [AaliA]

= Qvarview
= Current Status
= Project Goals

L 0INg Eomward

= [Summary

4. Move the hand until a line appears where you want to insert the bullet.

|[elLevel 1[4 Tips... | _OK | [AaluAl
= Qverview

¥ Going Forward
= Current Status
= Project Goals
= Summary

5. Drop the bullet.
[+=]Level 1[=+]  Tips... | OK |[Awm[aA]

= Qverview

= Going Forward
= Current Status
= Project Goals
= Summary

Freelance Graphics Tools 2-21



To copy pages from other files

Suppose you created a presentation page about the early objectives of your
project. When you give a new presentation, you can copy a page from the
older file directly into your new file. In Page Sorter view, choose File - Copy
Pages from Other Files. Look through the thumbnail pages to find the page

you want:
From the dialog box... i Copy Pages from Other Files
Select pages and click Add, or drag and drop pages into your presentation.
File name: status (1 pages selected) ™ Select all pages
Bt
Mercuny: Sports
Irtierrati oral
A S
gulaciung Orgarizatan
choose the page [~ 1. Project Statuzs Repa | | 2. Agenda W 3. Objectives
you want to use... q N
File... | Preview. .. Add... Done Help |
S beduk Acton Ikms
and drag to where pserzecc S RS B |:=>:> ——
you want the page to % = e
appear in your new 2 e
presentation. S o
5, Scheduls B Action items ¥. Today's Top Products g Objectivesl
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lllustrating your message

Add pizzazz to your presentation by using clip art.

Click

]

1 Add Clip Art or Diagram to the Page

Select a picture and click DK
or, drag a picture onto pour page.

LCategony: | enviranm

[~

PRLELLLLLLLELOELEES
Spring Tree [2 of 8)

&

Select the art you want
and drag it to your
presentation page

[

[ o ]
[ Gl |
[ Gee. |
_ ik |

0K

Cancel

Browse...

Help

Wiew
% Clip Art
" Diagram
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Chapter 3
What's in Freelance Graphics?

If you’re not sure where to start when creating a presentation, start with
this chapter. It gives you an overview of what a presentation is, and what is
in a presentation. If you’re already familiar with Freelance Graphics, you
may want to take a quick look at the first section, which describes the new
role of a SmartMaster in creating a presentation.

For those of you who are upgrading to this release of Freelance Graphics,
the|last section in this chapter|has highlights of new features and
enhancements to existing features.

The components of a presentation

Creating a presentation can seem overwhelming, but it doesn’t need to be.
Once you have the big picture of what makes up a presentation, the details
can fall into place. Freelance Graphics guides you from the big picture to
the smaller details.

The big picture

A presentation always has a topic — the type of information you want to
convey, the reason you’re making the presentation. Examples of
presentation topics include market research, service briefing, product
launch, project proposal, project status report, strategic goals, and even a
brainstorming session.

In addition to a topic, an effective presentation has a consistent “look™
throughout. The look includes a common background design and color on
all pages, and a collection of text formats that use complementary fonts and
colors.

Freelance Graphics gives you a headstart on effective presentations by
providing you with content topics, which include suggested content and a
suggested look. First choose a SmartMaster content topic, then choose a
look.
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A content topic provides you with suggested pages and page content for
the presentation. For example, if you’re using the Project Status Report
content topic, some of the suggested pages are Agenda, Project Overview,
Obijectives, Milestones, and Next Steps.

You choose which pages you want in a presentation — you can follow the
content topic suggestions, or you can choose some pages and not others, the
same page more than once, and pages in any order that suits your
purposes.

Note SmartMaster content topics are provided solely for your
convenience. Lotus provides no assurances that use of the SmartMaster
content topics or their suggested structure will produce an effective
analysis or presentation.

The details

A presentation page can have a title, bulleted lists, text blocks, data charts
(such as bar charts and pie charts), timeline charts, diagrams, organization
charts, clip art, tables, and drawings. When you’re working with a content
topic, it has content pages that help you organize the details of the
presentation. For example, content pages can have

e “Click here...” blocks that provide information specific to a content
page (for example, “Click here for suggested agenda’)

* Specific advice regarding the content of the page you’re working on

* Text and graphics already filled in — you can keep the content as is or
modify it
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For example, the following illustration shows the Agenda content page
in the Project Status Report content topic. You can have Freelance
Graphics fill in a suggested agenda, modify the suggested agenda, or
enter your own agenda.

Agenda
Click here to have —— =Clickherefor |77
Freelance Graphics suggested

enda

fill in a suggested

agenda Agenda

= Overview | TR
= Current Status
= Going Forward
= Summary

Click here to add
suggested clip art

Similarly, you can easily add clip art to the page.

Agenda
mOverview

= Current Status !

= Going Forward ! j—
= Summary : !

Click here to add clip art...

Click here to add
suggested clip art

Select a picture and click 0K
Cancel

Browse.. |

i Add Clip Art o1 Diagram to the Page

the Add Clip Art
dialog box opens...

Category:

PEELECLPELPEPPP G2,
Appointmert Book 1 of 7)

i :_TJ E Agenda
) _‘w = Overview
g £} mCurrent Status

= Going Forward
Scan = Summary

<

double-click or drag
the image to the
presentation page.

Note If you choose not to use a “Click here...” block, the block does appear
as you work, but it won't appear in the final presentation, a screen show, or
a printed presentation.
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For some content pages, Freelance Graphics offers content advice.

I Cunent Page 59 PageSoter | [=] Outiner == Guide Me

Project Overview
u Click here to type a brief description

of the project

Click here ——
for content
advice

i Content Advice for Current Page

introduice your autdience to the project of refiesh
iheir memoy. State the project's overall goal,
scape, lining, and staffing. Mention how the
\various stekeholders (company, team, clients,
customers) will benefit from the: project

Example:

The goal of Milernia's CD-ROM technology
edesign pioject is to update the level of
interactivity and quality of arimation in its
CD-ROM games and educalional ttles

The team has approximately 20 peaple. |

You always have a choice: using content topics is optional, and you decide
how and when to use the suggested content pages. There are even pages
without content (page layouts) that you can use instead of a content page at
any point in a presentation.

For more information
1. Choose Help - Help Topics and click the Index tab.
2. Type one of these phrases:
Click here... blocks
Clip art, adding to a page
Pages, adding
Presentations, tips for
SmartMaster content topics, overview
SmartMaster looks
3. Click the index entry you want, then click Display.

What's new

If you’re upgrading to this release of Freelance Graphics, there are new
features as well as enhanced features that you may want to investigate. The
following sections are a partial listing of what’s new in this release. For
complete information, see the Help book “What’s New” in the Help
Contents.
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Online Help

Everything you need to know to produce effective presentations is available
in online Help. The Help system has a new design that provides easy access
to task-oriented and how-to information. Help also has new features that
provide information when you need it.

® Click the Guide Me button for fast information on the task you’re
working on.

® The shortcut icon appears in many Help procedures. As you work
through the procedure, click the shortcut icon to open a dialog box
rather than choose a menu command.

* Demos show you how to precisely perform a task. A demo uses sample
data, and performs the task steps one at a time. Demos are available in
many Help topics.

* Tips appear in many dialog boxes. In a dialog box, look for the text
against a yellow background. When available, a tip gives you
information on how to use the dialog box settings.

Also refer to Chapter 1,|“The Right Help at the Right Time,"| for detailed
information on Help.

SmartMaster content topics and SmartMaster looks

The SmartMaster templates now have actual content for your presentations.
These templates are called SmartMaster content topics. Content topics
contain pages that guide you through the process of creating specific types
of presentations, such as business plans or project updates. Content pages
use a fill-in-the-blanks approach by suggesting appropriate text and
graphics.

When you work with a SmartMaster content topic, it provides you with

* Pages with task-specific prompts (for example, “Click here to add
organization chart”)

* Content advice to help you complete a content page

* Pages with actual text and graphics already filled in — you can keep the
content as is or modify it

* Charts that provide an appropriate chart type and style — all you need
to do is enter the data

* Automated tasks such as adding a new block to a pyramid diagram or
adding data from one page to other pages in a presentation
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Current Page, Page Sorter, and Outliner views

There are changes in the views as well as a new way of displaying the
views. In this release of Freelance Graphics, you can quickly and easily
switch from one view to another by clicking a tab at the top of the
presentation window.

You’ll also notice changes in the views themselves; for example,

® Current Page view offers a cleaner, less-cluttered look at the current
page.

* OQutliner view now has an option that displays the page images in the
left margin, so you can see the page design and layout without
returning to Current Page view. You can turn the display of page
images on and off. Outliner view also has an improved toolbar that
makes it easier to manipulate the outline.

* Page Sorter view has a zoom feature so you can zoom out to view more
pages, or zoom in for a closer look.

An improved task-sensitive interface

As you’re working on a presentation, Freelance Graphics senses your
current task and automatically modifies the interface to provide the
appropriate menus, Smartlcons, and InfoBox.

For more information, see Chapter 2 [“Freelance Graphics Tools.”|

Improved “Click here...” blocks
You no longer need to click a “Click here...” text block before adding text to

a page — just start typing. Freelance Graphics automatically opens the first
“Click here...” text block on the page.

Improved and new text features
Handling text is now faster and more powerful.

® You can save collections of text properties as named styles, then reuse
these styles as often as you need.

* The space between bullets and text can now be adjusted.
® The Reset to Style command removes all local character formatting.

® The Text - Fast Format commands copy the format from one text object
and apply it to another text object.

* You can globally change the text font for an entire presentation.
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® There are new features for building bulleted lists in screen shows,
including,

® Easier ways to set up a page that “builds” a bulleted list without
having to add extra pages to a presentation

* More control over the appearance of a bullet build, including the
ability to assign a visual or sound effect to each bulleted item as it
appears

* Automatic detection of when the text will run to the next page

* New text effects — such as shadowed text, superscripts, and subscripts
— are now available.

Team Computing
Team Computing comprises several features designed to enhance the
productivity of teams,

* TeamReview™ lets you distribute a presentation electronically to team
members for review comments, then returns the comments to you for
consolidation. With TeamReview you can distribute a presentation
using e-mail, a Lotus Notes® database, a network, or a floppy disk. The
reviewers can use the Freelance Graphics reviewer tools to mark up the
presentation with comments on yellow stickies, and to create lines,
arrows, circles, and freehand drawings.

® TeamMail™ lets you send a message using your e-mail system from
within Freelance Graphics. You can attach selected pages or an entire
presentation to an e-mail message, which can be routed to members of
your workgroup for team review. You can route the e-mail to all
recipients at once, or sequentially, one after another.

® TeamShow™ lets you display and run a screen show on a computer in
a remote location.

® The ability to post a presentation to the World Wide Web means that
any team member with access to the Web can review a presentation.

Copying pages from other presentations

You can now easily copy pages from one presentation to another. Freelance
Graphics opens the second presentation, and you select the pages you want
to copy. If you’'re in Page Sorter or Outliner view, you can also specify
where Freelance Graphics is to place the copied pages. The copied pages
automatically take on the look of the current presentation.

Ready-made diagrams

There are over 100 ready-made diagrams — just choose the diagram you
want and type the text. You can also use a ready-made diagram as the
starting point for creating customized diagrams.
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Screen show
Screen show includes a number of new features, including,

®* Rehearsal mode for screen show

In rehearsal mode, Freelance Graphics tracks the elapsed time for both
the whole presentation and individual pages. When you finish the
rehearsal, you can display a summary report of total presentation time.
As you rehearse, you can view, edit, and create speaker notes onscreen.

* Mobile Screen Show Player

With the Mobile Screen Show Player, you can run a Freelance Graphics
presentation on any Windows 95-based computer, or give a copy of
your presentation to anyone to view, even if they do not have a copy of
Freelance Graphics.

® Built-in animation and multimedia effects (with multimedia
SmartMaster looks)

* The option of omitting specific pages from a screen show
* Transition effects for individual objects or entire pages
* The ability to set the sequence and time the appearance of objects

Making global changes

You can now make global changes to all selected objects with the InfoBox,
change the typeface for all text in a presentation, and create named text
styles. A named text style is a collection of text properties that you can
group together, save with a name, then easily reuse. Changing a named
style automatically changes all text objects using that style. You can also
modify the presentation backdrop, thus changing the look of all
presentation pages.

New Drawing & Text palette

The Drawing & Text palette in Current Page view has a new look and new
functionality. When you click the Drawing & Text button, the new palette
appears. The palette now includes ready-made shapes with text, a selection
of flowcharts, and connectors. The shapes with text and connectors are
particularly useful for making your own diagrams. (Connectors “connect”
any two objects. When you move one object, Freelance Graphics
automatically repositions the connector, stretching and shrinking it as
needed.)

Printing enhancements

New printing features include the ability to preview a presentation before
printing it. Also, you can now easily change the font of headers and footers,
and add page numbers, dates and times, and the presentation file name to
headers and footers.
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LotusScript

LotusScript™ is a scripting language used by a number of Lotus products.
With LotusScript you can increase user productivity by creating “scripts”
that automate redundant tasks and integrate data from other applications.
As a developer of your own SmartMaster content topics, you can also use
LotusScript to enhance and customize content topics and content pages.
Freelance Graphics also provides ready-made scripts that you can tailor to
fit your customized applications.

Note In addition to the online Help for LotusScript, the LotusScript 3.0
Programmer’s Guide and LotusScript 3.0 Language Reference are available. To
obtain these manuals, use the order form enclosed in your package.

Notes/FX
Freelance Graphics and Lotus Notes can exchange field data through
Notes/FX™. With Notes/FX you can

* Display the value of any standard Freelance Graphics presentation
properties field in a Notes form

® Exchange the values of up to eight custom-defined presentation
properties fields between Freelance Graphics and Notes™, and update
the information from either Freelance Graphics or Notes

* Use a Notes template to create Notes applications that let multiple
users create and store presentations in a Notes database
For more information
1. Choose Help - Help Topics and click the Contents tab.
Double-click the What’s New book.
Double-click the book next to the category that interests you.
Select a topic, then click Display to view the topic.

> wn
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Chapter 4
Starting Smart with a SmartMaster

SmartMaster content topics and SmartMaster looks provide an easy and
quick way to create presentations. This chapter presents a series of
procedures that show you how to create a presentation quickly and fill in
content pages with information such as text, bulleted lists, diagrams, charts,
clip art, and organization charts.

Getting to work: creating a presentation

This section walks you through selecting a SmartMaster content topic and
look, and creating the first page of a presentation.

1. Start Freelance Graphics.
The Welcome to Lotus Freelance Graphics dialog box is displayed.

2. If necessary, click the Create a New Presentation Using a SmartMaster
tab.

Take a moment to notice the information now provided in dialog boxes
in Freelance Graphics.
[Wetcome to Lotus Frestance Graphics |

Open an Existing Presentation  Creats & New Presentation Using a SmarMastsr |

Tip Use a SmartMaster to get a head start with the content and look
of your presentation.
StepS —— | 1. Select a content topic.
0 - Create your presentation without using
Benefits Plan 3 SmartStart [no content will be . .
Brainstoming Session provided for you) Explanation of selection
Business Plan
Business Review
Campetitar Analysis |
2_Select a look.
199 =] Rt SRR . .
Bine Thumbnail of selection
Jsquare
abstract
angles =
0K, Carcel | Browse.. | TokeaTow. | Heb |

The yellow bar contains an in-line tip that explains why you are using
the dialog box. The steps you can perform are listed in the dialog box.
As you move the highlight through the Select a content topic list box, an
explanation of that content topic appears to the right of the list box.
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Similarly, for the choices in the Select a look list box, Freelance Graphics
displays a thumbnail of the look design.

Select a content topic.
4. Select a look.

The “Look stored with content topic” is the recommended look for the
selected topic; however, you can select whichever look you prefer. For
example, the illustrations in this book use the motion look.

5. Click OK.

You're ready to create the first page, and Freelance Graphics displays
the New Page dialog box.

\ New Page

Content Pages | Page Layouts |

Each pags has suggested content you can use &3 a starting point

Select a content page. |

C

Project Status Report

s Heport Title Page -

Overview - Section Title
Project Overview
Objectives
Berefits
Team
Constraints

Current Status - Section Title
Schedule
Action [tems
Current Budget Status Title page for the Project Status Report
Budget Forecast presentation

Gaing Forward - Section Title
Milestanes
Risks
Opporturities |

Choose Multiple Content Pages... |

1] 8 Cancel ‘ Help |

The listed content pages are pages you would typically find in a
presentation with the content topic you selected. The pages are listed in
the order in which they are typically used, but you can use the pages in
any order you choose. As you move the highlight through the list, a
thumbnail of that page’s design and an explanation of its content
appear to the right.
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6. Select the content page you want and click OK.

Freelance Graphics displays the new page. The following illustration
shows the title page for a Project Status Report.

Click here to type
project name

Click here to
P add

1 suggested !
+ clipart

Click here to type date

7. Start typing the title of the presentation.

If you start typing on a new page with a “Click here...” block, Freelance
Graphics automatically places the text in the first text block.

[elLevel 1[=3] _Tips... | _OK
Mercury Sports
International|

8. Click the next “Click here...” block and type the text for that block.

Regardless of the suggested content, you can always edit the content of
a “Click here...” text block to the text you want. For example, the
second block tells you to “Click here to type date.” Typing the date is a
suggestion — the text you type is up to you.
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9. Click the “Click here...” block to add clip art to the title page.

Mercury Sports
rnational

Click here to add clip art ——— suygestdi

* Add Clip Att or Diagram to the Page

Select a picture and click 0K
or, drag a picture onto your page.

Harse Racing (1 of 13]

i
e

E'
"
Select an image from any 1

eY.

Mercury Sports

category in the dialog box ) .
£l — . International
> Project Status Report:
Double-click the image or Running Shoe Launch
drag it from the dialog box
to the page

That’s it — the page is finished.

This procedure showed you the basic tasks you need to create a
presentation. You select a SmartMaster content topic and a SmartMaster
look, then add content pages and fill in the blocks. Some pages have content
already filled in; you can keep or modify this content as you need. The next
section gives you more practice with content pages.

For more information
1. Choose Help - Help Topics and click the Index tab.
2. Type one of these phrases:
Click here... blocks
Clip art , adding to a page
Creating, new presentations
SmartMaster content topics, overview
SmartMaster looks
3. Click the index entry you want, then click Display.
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Building a presentation with content pages

Content pages are just that — the contents of a presentation. When you
choose a SmartMaster content topic, it provides you with a selection of
content pages that are typically used in that type of presentation. These
pages are also listed in the order in which they usually appear in a
presentation, but you can choose any page you want in any order that you
want them.

Content pages use “Click here...” blocks to help you place text, clip art,
charts, diagrams, and other objects on a presentation page. A “Click here...”
block also provides the properties for the text or chart that will be placed in
the block. These properties are set to give a consistent look to charts, text,
and diagrams throughout a presentation.

Some “Click here...” blocks also have suggested content. When you click the
block, Freelance Graphics “writes” the suggested content on the
presentation page. You can edit, rewrite, delete, or keep the suggested
content.

The following procedures show you how to select and fill in content pages
to create a presentation using the Project Status Report SmartMaster
content topic.

Filling in the Project Overview content page

This procedure shows you how to complete the Project Overview content
page by filling in a bulleted list.

1. Click the New Page button to open the New Page dialog box.
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2. Select the Project Overview content page and click OK.

Project Overview

B Click here to type a brief description of
the project

3. Click the “Click here...” block for the bulleted list.

Tip You can recognize a bulleted list by the bullet character in the left
margin.

4. Start typing the first bullet item.

Project Overview
[FLevel ] _Tips.. | _0k

] Des!

5. Press ENTER to add a second bulleted item to the list.
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6. Click OK (in the text block) when the bulleted list is complete.

Project Overview

u Design
u Profotypes
u Process engineering

Filling in the Objectives content page

Obijectives are a topic frequently found in a presentation. With the
Obijectives content page, all you need to do is type the objectives — the
graphic format is already in place. When you want to add or remove
objectives, you tell Freelance Graphics where to place the new ones or
which ones to remove.

The following procedure uses the Objectives content page from the Project
Status Report content topic.

1. Click the New Page button to open the New Page dialog box.

2. Select the Objectives content page and click OK.

Objectives

=
)

Click here to acd or

delete an ohjedive

Type text ’

Type text ‘

Type text ‘

In order to show how simply you can add and remove objectives,
assume that you already know that there will be four objectives.

Starting Smart with a SmartMaster 4-7



Click the button
to open the Add
or Delete an

Objective dialog box

3. Click the “Click here...” button to add another objective.

Objectives

)

Type text H

|

p— H

o)

p— H

| [tick here ta ackl or
delete an

[Add or Delete an abjective

& dd a new abisclive at posiian i 4

€ Delete an obiective at position El Cancel

Note: Posttians are numbered 5 fallows:

I
21

Ob2ph3E] o
e

You use this dialog box to add or remove objectives from a new list or
an existing list. You can specify where you want a new objective
inserted, or an existing objective you want removed.

4. ClickO

K to add an objective.

5. Click the objectives list on the presentation page.

6. Click the “Type text” phrase to type an objective.

Objectives

=

‘ ‘ Redefine the cross-trainer category| |

‘ Type text

=

Type text

Type text
c o
lete an objier =
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7. Repeat step 6 to add the remaining objectives.

Objectives

ﬂ Redefine the cross-trainer category

Increase market share by 10%

Ship before the competition

@‘ Target new markets

Filling in the Team content page

The Team content page has an organization chart to show the team
members. All you need to do is choose a chart style, then type the entries.
The number of blocks and levels are adjusted to match your entries.

The following procedure uses the Team page from the Project Status Report
content topic.

MewPage £7| 1. Click the New Page button.

2. Select the Team content page.
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Click here to create
an organization chart

: Organization Chart Entry List
Select a chart style Shaw lowestlevel of chartas | Edt Yiew
and click OK... ® Eeneitz Type all the entiics you want in your organization chart.
" List Tacieste a subordinate, press Tab.
& Laddered st To create & superior press Shift + Teb.
 Boeedist
i‘ [
¥ Automalically size enty text Concd
Preview
and the Organization e |
Chart Entry List opens.
=

Click the “Click here...” block to create the organization chart.

First you select the style of organization chart you want.

Click here to create team organization chart

: Drganization Chart Gallery

Select astyle

- EYEES
2lal=

Type the entries for the organization chart.

! Drganization Chart Entry List
Edit View

Type all the entries you want in your organization chart.
To create a subordinate, press Tab
To create a superion, press Shift + Tab.

Senior VP Manufacturing

Drana Thompson i‘ oK

Cancel

Morth America
* Leslie Harris
VP Manufacturing
AsialPacific
= Alejandro Garcia
WP hanufacturing
Latin America
= Chang Lee
Operations hgr
Pacific Riml |

Preview

Help

Press TAB to create
a subordinate
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5. Click OK to add the chart to the page.

6. If you want, double-click the Team text block to change the title to one
of your choosing.

Manufacturing Organization

For more information
1. Choose Help - Help Topics and click the Index tab.
2. Type one of these phrases:
Click here... blocks
Content pages
Diagrams
Organization charts
3. Click the index entry you want, then click Display.

Mix and match content pages with page layouts

In addition to the content pages in a SmartMaster content topic, you can
choose a page layout or a blank page. Page layouts provide a design — you
provide the content. For example, there are page layouts for a chart, a
bulleted list and a chart, two charts, and a table. Page layouts automatically
use the same look as the rest of the presentation pages.

The following two sections show how to create a bar chart and a diagram
using page layouts.
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Filling in a bar chart page layout
Bar charts provide a visual comparison of individual values over a period
of time. The following procedure uses the 1 Chart page layout to create a
bar chart.

Hew Page

1. Click the New Page button to display the New Page dialog box.
2. Click the Page Layouts tab.

! New Page

Content Pages Pags Layouts |

Select a page layout.
Page layouts pravide the format -- you provide the content.

Bullted List

2-Columnn Bullets
1 Chart
2 Charts

£ -y Dliokheretotype
4 Charts — Fremriationtite

Bullets & Chart R
Bullets & Clip Art

Organization Chart
Table

Diagram

Basic Layout
[Blank Page]

Use to create a title, subtitle, and clip
art image that reflects your topic.

AR Cancel ‘ Help |

3. Select the 1 Chart page layout and click OK.
4. Click the “Click here...” block to open the Create Chart dialog box.

Click here to type page title

Click here to create a chart...

Click here to create chart

Create Chart

1. Select a chart ype.

Jﬂlﬁ\[;z Stacked Bar L/ E o

Area ol | S elp
Ho— then select a chart type
% (Seatter] " =l @ .

2 Select a chart style. F Use SmartMaster colors

basic

4-12 Exploring Freelance Graphics



5. Select the Bar chart type and click OK.
The Edit Data dialog box appears.
6. Enter the data for the bar chart, then click OK.

As you add the data, the thumbnail sketch at the top of the dialog box
shows the chart in progress. When you click OK, the chart is added to
the presentation page.

Edit Data i [=] E3

Enter the chart data, then click OK...

] Impoit Data

egen B B
lLabels o) alking ShdRunning Shi [
i (] i} o ﬂ E i Ties.

2 1587 ] /500

&} {E=] | o m— Optiorss.

: | Ayt

2 [

E I Running Shoes Outpace
b | 71| Walking Shoes

1000

800

600

Wilking Shoes:

B ruming smoee to place the
chart on the
page.

400

200 |-

1396 1397 1938

Filling in a diagram page layout

Freelance Graphics has a variety of diagrams of different designs and
structures. You can use a ready-made diagram as is, or customize and
rearrange the diagram components to suit your needs.

The following procedure uses the Diagram page layout.

1. Click the New Page button to display the New Page dialog box.

2. Click the Page Layouts tab.
3. Select the Diagram page layout and click OK.
4. Click the “Click here...” block to open the Add Diagram dialog box.

Add Diagram

& Use 5 readymade disgran: oK

Er T Cancel
& i _—
R
— L Help

" Make your own diagram with elements
from the Diawing & Test palstte

Sy
-JEE';&;@_
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5. Select “Use a ready-made diagram” and click OK.
The Add Clip Art or Diagram to the Page dialog box is displayed.
6. Select the diagram you want.

1 Add Clip Art or Diagram to the Page
Sel i d click Ok
R o e
Cancel
3 Browse.
Pyrarid 3 (2 of 7) Hep |
) A A A Click here to type page title
Double-click or drag
the diagram you want ﬂ A u n
to the page ov N

] w———

7. Click the “Type text” prompts in the diagram to type the label for each
tier.

8. If you want, click the page title block and type a title.

Today's Top Products

Sunglasses

Running Attire
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For more information
1. Choose Help - Help Topics and click the Index tab.
2. Type one of these phrases:
Bar charts
Click here... blocks
Diagrams
Page layouts
3. Click the index entry you want, then click Display.

Adding objects without a “Click here...” block

You can add any type of object to a page, even without a designated
“Click here...” block. As an example, the following procedure shows
how to add clip art to a page that does not have a “Click here...” block
for clip art.

Clip At 1. Click the Clip Art button.
Select an image from the dialog box.

Either double-click the image to place it on the page, or drag it into
position, adjusting its size as needed.

Today's Top Products

Sunglasses

Running Attire

Tip You can also use the Create menu to add pages, speaker notes,
drawings, clip art, and any other object to a presentation page.
For more information
1. Choose Help - Help Topics and click the Index tab.
2. Type one of these phrases:
Click here... blocks

Creating
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Drawings
Objects
3. Click the index entry you want, then click Display.

Getting a new perspective from another view

The Current Page view gives you the up-close working view of each page in
a presentation. The Page Sorter and Outliner views give you a global view
of a presentation, which makes it easier to organize. You use the tabs at the
top of the presentation window to move from view to view.

* Page Sorter view is an overall view of the presentation. Each page

appears as a thumbnail sketch. You can rearrange, copy, delete, and
add pages in this view.

Outliner view shows the presentation as an outline, with thumbnail
sketches of each page in the left margin. In this view you can add, edit,
move, and format text; add, move and delete pages; and expand and
collapse the outline.

e Current Page view is where you work with text and graphics on the
pages of a presentation.

I Curent Page ' |33 Pags Sorter | (=] Outiner - Guide Me
Page Sorter view \ o O
e
e |
e |
()
1. Project Status Report T 2 Agenda 3 Project Dverview 4. Obiectives
s G L1 Current Page | 3 Page Sotter | [[Z] Dufiner = GuidsMe
= B femlere]  cal  glefelo] | eo] T o] =l =
—r— 1 [Mercury Sports =
= International
= Tk sune ot Project Status Report:
5 Team 6 Rurring Shoes Outpac Running Shoe Launch
Agenda [ Curent Page 53 Page Sorter ' =] Outiiner 3 Guide Me
= Qverview
+ Current statu " Pese 1]
= Project Goals
- Going Forward PAt_ i |
i i = Summary Br =
Outliner view e g Mercury Sports
Project O i 1
et International
= Prototypes .
= Process encinee Project Status Report:

Running Shoe Launch

Current Page view

J/
58
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For more information
1. Choose Help - Help Topics and click the Index tab.
2. Type one of these phrases:
Tips
Views

3. Click the index entry you want, then click Display.

Tips for creating a presentation

The online Help for Freelance Graphics is the definitive source of
information on how to create a presentation, as well as a source of
guidelines and tips for creating effective presentations. Help has the topics
you would expect to find, such as procedures on how to perform basic
tasks, as well as complex and advanced tasks. Yet Freelance Graphics Help
also includes design tips, such as suggestions on how to use color and text,
recommendations for illustrating a presentation, advice on body language
for a presenter, and techniques for answering audience questions.

The few minutes you take to acquaint yourself with the scope of
information in Help will be well invested. Help is your “at hand” guide and
reference for creating presentations.

When you’re creating a presentation, remember to use Guide Me, Content
Advice, and the demos in Help. These three features provide immediate
information for the task you’re currently working on.

For more information
1. Choose Help - Help Topics and click the Index tab.
2. Type this phrase:
Tips
3. Click the index entry you want, then click Display.

Also refer to Chapter 1, |“The Right Help at the Right Time,”lfor information
on using Help.
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Designing your own SmartMaster content topics

You can customize an existing SmartMaster content topic or create your
own to serve as a standard format for your workgroup. For example, if all
your presentations include a similar agenda or quarterly sales figures
depicted in charts, you can include these in a content topic so you don’t
need to create the pages from scratch for every presentation. Or you may
want to convert an existing presentation into a content topic to be used as
the basis for similar presentations.

By creating a custom content topic you ensure that every presentation that
uses that content topic will have the same basic format, the same core
content, and a consistent look.

Keep in mind, though, that you need to have advanced knowledge of
Freelance Graphics, and a thorough understanding of SmartMaster content
topics, SmartMaster looks, and “Click here...” blocks in order to design
your own SmartMaster content topic.

For more information
1. Choose Help - Help Topics and click the Index tab.
2. Type one of these phrases:
Click here... blocks, creating
Content topics, designing, overview
Page layouts, creating

3. Click the index entry you want, then click Display.
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Chapter 5
Share, Review, and Deliver

Once a presentation is created, it usually goes out for review. After you’'ve
heard back from the reviewers and incorporated comments, it’s time to
start rehearsing for the final delivery.

If you show the presentation as a screen show, you can add visual and
sound effects for individual pages and for objects on a page. You can also
add speaker notes as prompts for what to say for a presentation page.

The following sections give you an introduction to the review and rehearsal
phases for a presentation, delivering a presentation as a screen show, and
printing a presentation.

Team collaboration and review

Team Computing improves decision-making because it’s easier for team
members to communicate and collaborate on a presentation. The Team
Computing features of TeamReview and TeamMail make it easy to send
out a presentation for review and to collect comments and suggestions from
team members. Regardless of how widespread team members are or how
conflicting their schedules, TeamComputing brings a team together
electronically.

TeamReview collects team members’ ideas

With TeamReview, you can easily distribute and collect comments from
your team members. TeamReview has three steps: distribute the
presentation to team members, let team members input their comments,
and consolidate and return the comments to the author.
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For the first step, you decide how to distribute the presentation: e-mail, a
Lotus Notes database, a network, or floppy disks. You can also send an
e-mail message to the team members to alert them to a team review.

For the second step, the team reviewers add their comments to the
presentation, using the TeamReview tools. Reviewers can add yellow
stickies with comments, and create lines, circles, arrows, and freehand
drawings to highlight comments and sections of the presentation.

For the third step, TeamReview consolidates all reviewer comments into
one presentation, and returns that presentation to you electronically. You
can view the comments from all reviewers at once, or individually — you
decide which comments to incorporate into the presentation.
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TeamMail routes a presentation to team members

TeamMail is another method for distributing a presentation to team
members. With TeamMail you distribute a presentation to a mailing list.
Freelance Graphics can e-mail the presentation to all recipients at once, or
sequentially, along a routing list. Each recipient reviews the presentation in
Freelance Graphics, then sends you an e-mail with any comments or
suggestions.

Post a presentation to the Web for review

For World Wide Web surfers, you can save a Freelance Graphics
presentation so that it can be posted on the Web. This approach is best if
your viewer’s computer (a Macintosh® or UNIX® system, for example)
cannot run Freelance Graphics or the Mobile Screen Show Player. Before
posting the presentation, however, you must create a link from your home
page to the Web presentation. (If you do not have a home page, you must
create one, then add the file references to it.)

For more information
1. Choose Help - Help Topics and click the Index tab.
2. Type one of these phrases:
TeamMail
TeamReview
World Wide Web
3. Click the index entry you want, then click Display.

Practice, practice: rehearsing a presentation

Rehearsing a presentation helps assure you of success. As you rehearse you
can refine your delivery, create or modify speaker notes, and have
Freelance Graphics track the elapsed time. You’ll know how much time
you're spending on each page, and the total amount of time for the entire
presentation.

If you're interrupted while rehearsing, you can “pause” the timer, then
restart when you're ready to continue.
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For more information

1. Choose Help - Help Topics and click the Index tab.
2. Type one of these phrases:

Rehearsing, presentations

Tips
3. Click the index entry you want, then click Display.

Speaker notes

A speaker note is a note that is associated with a presentation page. Speaker
notes serve as prompts while you are giving a presentation, as storage
places for supporting facts or data sources, or as messages to colleagues
who might deliver your presentation. Speaker notes can also be used for
handouts. Enter the narrative or background information in speaker notes,
then print the presentation with the notes alongside or below your graphics.

The text of a speaker note is visible only when you open the Speaker Note
window or when you choose to print speaker notes with a presentation.

You can create speaker notes at any time while you are working on a
presentation. Speaker notes can be created in the Current Page, Outliner,
and Page Sorter views, and when you are rehearsing.

For more information

1. Choose Help - Help Topics and click the Index tab.
2. Type this phrase:

Speaker notes
3. Click the index entry you want, then click Display.

Screen shows

When you deliver a presentation as a screen show, the presentation
becomes more like a movie than like a book: animated colored images flow
from one page to the next. To get an animated effect, you apply visual
effects to pages and to objects and text.

During a screen show, you can play movies and sounds to add cinematic
flair to a presentation. Movies can be interleaved with other events on a
page, and sounds can be attached to objects, page transitions, and bulleted
points; you can even activate sounds by clicking an object.
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For remote screens shows, you can use TeamShow or the Mobile Screen
Show Player.

TeamShow runs a screen show from any location

With TeamShow you can run a screen show from your computer in one
location while others watch it on another computer in a remote location.
You can talk by telephone or video conference as you deliver the
presentation, and any speaker notes are displayed only on your computer.

Mobile Screen Show Player makes any screen show portable

With the Mobile Screen Show Player, you can run a Freelance Graphics
presentation on any Windows 95-based computer, or give a copy of a
presentation to anyone to view, even if they do not have a copy of Freelance
Graphics. You can also distribute the Mobile Screen Show Player via
TeamMuail or the Internet® to non-Freelance Graphics users who need to
view a presentation.

For more information
1. Choose Help - Help Topics and click the Index tab.
2. Type one of these phrases:
Screen shows
TeamShow

3. Click the index entry you want, then click Display.
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Printing a presentation

Depending on how you plan to use a printed presentation, there are several
different ways in which you can print it. You can print an outline, one
presentation page per printed page, or two or more presentation pages on
each printed page.

Two, four, or six

==l
presentation pages E |:"_||

per printed page...

with speaker notes... I: p—

1l

Eu—n
[

§
]

or as audience
handouts.

|

You can also preview the presentation first, to make sure it will print the
way you want.

For more information
1. Choose Help - Help Topics and click the Index tab.
2. Type one of these phrases:
Previewing
Printing
3. Click the index entry you want, then click Display.
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A

Animation, 3-8

B

Bar charts, 4-12

Black and white, switching between
color and, 2-13

Blocks, click here..., 3-2, 3-3, 3-6, 4-3,
4-5,4-15

Bulleted lists, 2-21,3-7, 4-5
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Charts, 3-7, 4-9, 4-12

Click here... blocks, 3-2, 3-3, 3-6, 4-3,
4-5,4-15

Clip art, 2-23, 4-4, 4-15

Clip Art button, 2-1, 2-7
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Collapsing the InfoBox, 2-18

Color, switching between black and
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Connectors, 3-8
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Content pages, 2-4, 3-2, 3-5, 4-2, 4-5,
4-11

Content topics, 2-3, 2-4, 3-1, 3-5, 4-1,
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Copying pages from other files, 2-22,
3-7

Create menu, 2-8
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D

Demos, online, 1-2, 1-4, 1-10

Desktop, the Freelance Graphics, 2-1,
2-2,2-6,4-16

Diagrams, 3-7, 4-9, 4-13

Directory structure, Freelance
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Distributing presentations, 3-7, 5-3
Drag and drop, objects, 2-20

Drag and drop, pages, 2-19
Drawing & Text button, 2-1, 2-7, 3-8

E-mail, 3-7
Expanding the InfoBox, 2-18

Field exchange, with Lotus Notes, 3-9

Flowcharts, 3-7, 3-8

Folder paths, Freelance Graphics, v

Formatting, using the InfoBox for,
2-14

Freelance Graphics, v, 3-1, 3-4

G

Global changes, 3-8
Graphics, 4-4
Guide Me Help, 1-2, 1-8, 2-1

H

Handouts, using speaker notes for,
5-4

Help, installation, v

Help, online, 1-2, 1-5, 1-6, 3-5, 4-17

Icons, 1-2, 1-9, 2-1, 2-2, 2-9

Index, Help, 1-7

InfoBox, 2-1, 2-14, 2-18, 3-8

InfoBox Help, 1-7

Installing Freelance Graphics, v

Internet, posting presentations to, 3-7,
5-3

L

Layout pages, 4-11
Looks, 2-3, 2-5, 3-1, 3-5, 4-2
LotusScript, 3-9

M

Maximizing the InfoBox, 2-18

Menus, 2-2, 2-17

Minimizing the InfoBox, 2-18

Mobile Screen Show Player, 3-8, 5-3,
5-5

Moving pages, 2-19

Multimedia effects, 3-8

N

Named styles, 3-8

New features, 3-4

New Page button, 2-1, 2-7
Notes/FX, 3-9

O

Objects, adding to a page, 4-15
Online Help, 1-2, 1-5, 1-6, 3-5, 4-17
Organization charts, 4-9

Outliner view, 2-2, 2-6, 3-6, 4-16

P

Page Sorter view, 2-6, 3-6, 4-161

Pages, content, 2-4, 3-2, 3-5, 4-2, 4-5,
4-11

Pages, copying from other files, 2-22,
3-7

Pages, going from one to another,
2-13

Pages, layout, 4-11

Pages, rearranging, 2-19

Paths, Freelance Graphics, vii

Player, Mobile Screen Show, 3-8, 5-3,
5-5

Presentation pages, 3-2
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Presentations, 3-1, 3-5, 3-7, 4-1, 4-5,
4-17,5-1

Presentations, printing, 5-6

Printing, presentations, 3-3, 3-8, 5-6

Printing, speaker notes, 5-4

Prompts, presentations, 5-4

R

Rearranging pages, 2-19
Rehearsing a screen show, 3-8, 5-3
Reviewing presentations, 5-1
Right-click menus, 2-9

S

Screen, the Freelance Graphics, 2-1,
2-2,2-6, 4-16

Screen shows, 3-3, 3-7, 3-8, 5-3, 5-4,
5-5

Screen shows, Mobile Player for, 3-8,
5-3,5-5

Scripting, 3-9

Shapes with text, 3-8

Shortcut menus, 2-9

Smartlcons, 1-2, 1-9, 2-1, 2-2, 2-9

SmartMaster content topics, 2-3, 3-1,

3-5,4-1,4-18
SmartMaster looks, 2-3, 2-5, 3-1, 3-5,
4-2

Speaker notes, 5-3, 5-4
Special effects, 3-8
Starting out, 1-4, 3-1, 4-1
Status bar, 2-1, 2-12
Symbols, 2-23, 4-4, 4-15

T

Tabs, view, 2-1, 2-6
Task-sensitive menus, 2-7, 2-9
Team Computing, 3-7, 5-1
TeamMail, 3-7, 5-3
TeamReview, 3-7, 5-1
TeamShow, 3-7, 5-5
Templates, 2-3, 3-1

Text features, new, 3-6, 3-8
Text in shapes, 3-8

Tips, for presentations, 4-17
Tour of Freelance Graphics, 1-4
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U

Uninstalling Freelance Graphics, vii
Upgraders, new features for, 3-4

Vv

View tabs, 2-1, 2-6
Views, 2-1, 2-2, 2-6, 3-6, 4-16

W

What's new, 3-4

Window, the Freelance Graphics, 2-1
2-2,2-6,4-16

World Wide Web, posting
presentations to, 3-7, 5-3
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