
GENERAL INFORMATION

This sheet is designed to be an aid to you as you are using Quark XPress Passport 4.1 for the Macintosh.  If you have any additional questions or require further information, it is available in the IT Help Desk (TE113a), (410) 677-5454.
ACCESSING QUARK XPRESS

You must obtain a new student account prior to using the Macs.  Use the MyPassword site (http://mypassword.salisbury.edu) to change your password, if necessary.  Once you have obtained an account, double-click on the Application Launcher (which may already be open).  In the Application Launcher, click on the Graphics button, and then click on Quark XPress.  To logout of the Macs, double-click the Logout and Reboot icon on the desktop. 

HOW DO I CREATE A NEW DOCUMENT?
To create a new document in Quark XPress, choose File then New, then Document.  A dialog box will appear.  This box is called the Master Document.  Here you can set the paper size, margin size, number of columns, automatic text box and facing pages.  Once you set the specifications that you want, choose OK.
HOW DO I OPEN A DOCUMENT?
To open a document, click on Open from the File menu.  A dialog box will appear.  If you are opening a file from your disk, choose Desktop.  Your disk will appear in the menu.  Select the name of your disk and click Open.  Locate your file and click on it (it should be highlighted now). Click Open.  If you are opening a file from your P: Drive, choose Desktop ( Network Drives ( Student Drives ( Students.  Choose the correct Stud, which corresponds to the last digit of your SSN.  For example if your SSN is ABC1234, your stud would be Stud_4_5.  Click on your username, and then click Open.  Choose your filename and click on Open.
HOW DO I INSERT/DELETE A PAGE?
To insert or delete a page into your document, choose Insert or Delete from the Page menu.  A dialog box should appear.  Enter the number of pages you wish to insert or delete and click OK.
CAN I ADD ANOTHER MASTER PAGE?
If you want to create a new master page (or template) so that other pages can follow the same format, choose Show Document Layout from the View menu.  A Document Layout palette is displayed to the right.  Click on the double-sided blank page icon (the page with both corners turned down) and drag the icon below the A-Master-A icon.  Release the mouse button when an arrow pointing down is displayed.  The new master page icon is labeled B-Master-B.  To view it, double-click on its icon.  To modify it, choose Master Guides from the Page menu.  A dialog box should appear. Choose the number of columns you want and click OK.

HOW DO I SAVE?

It is a wise precaution to save your work frequently.  If the machine or server malfunctions, the power supply is interrupted, or an error occurs in the software itself, you will lose any work not previously saved.  To save your work in a new document, choose Save As from the File menu.  A dialog box will appear.  Choose your floppy disk by clicking Desktop, and then click on the name of your disk.  Type in your file name and click Save.  If you wish to save to your P: Drive, choose Desktop ( Network Drives ( Student Drives ( Students.  Click on your correct Stud, which corresponds to the last digit of your SSN.  For example if your username is ABC1234, your stud would be Stud_4_5.  Click on your username.  Type in your filename and click Save.       Note: When you are saving an already existing document chose Save from the File menu.

HOW DO I OPEN THE PALETTES?
A palette is a moveable window that is always displayed in front of open documents.  There are 7 palettes available:  The Tool Palette, Measurements Palette, Document Layout Palette, Colors Palette, Style Sheets Palette, Trap Information Palette, and Library Palette.  These palettes provide easy access to the most commonly used functions.  The individual palettes can be turned on or off respectively by choosing View, then either Show Palette or Hide Palette.

CAN I CHANGE THE PAGE MARGINS?
Make sure the cursor is at the top of your document.  Choose Master Guides from the Page menu.  A dialog box should appear.  From here, change the margins by clicking in the appropriate box and typing in the new margin size.  Click OK.

CAN I CHANGE THE NUMBER OF COLUMNS?
Make sure the cursor is at the top of your document.  Choose Master Guides from the Page menu.  A dialog box should appear.  Change the number of columns by clicking in the appropriate box and typing in the quantity.  Click OK.

HOW CAN I TYPE MY TEXT?

In the Tool Palette, click on the    .  Move the arrow over on the page to where you want to type.  Click and drag the mouse button to size your text box.  To change the size of the box, click on the box.  Now, move your arrow to one of the black boxes, called handles, in the corners of the box.  Click the mouse, the arrow should change to a little pointed hand.  Hold down the button and drag to the new size. Now, to type in your new box, click on the hand tool in the tool palette and click on the text box.  A blinking cursor should appear.  Now you are ready to type.

HOW DO I CHANGE MY FONTS?
The standard font is Helvetica 12 point.  If you would like to use a different one, highlight the text that you would like to change.  Do this by clicking and dragging over the text.  Then, choose Font from the Style menu.  Drag the mouse to the font you want. 

HOW  DO I UNDERLINE OR BOLD?
If you want to change your text, you can do this by choosing Type Style from the Style menu. Then drag your mouse to select the style you prefer. For example, if you wanted to underline or bold.
CAN I IMPORT TEXT?
Click on the text box where you want the text to appear.  Choose Get Text from the File menu.  A dialog box will appear.  Locate the file you want to import.  Click Open.  The text should flow into the box.  If the box is too small, you can resize the box by following the directions in the "How Can I Type My Text" section.

CAN I CHECK THE SPELLING?
Make sure the text box is active and the hand tool is selected.  Choose Story from the Check Spelling sub-menu of the Utilities menu.  Click OK.  A dialog box will appear.  Click on Replace, Skip, Lookup, or Cancel for each highlighted word.
HOW DO I CREATE A PICTURE BOX?
In the tool palette, click on the box with the X inside it.  Draw your box.  To change the size of the box, move the arrow to one of the black boxes, called handles, on the sides of the box.  Click the mouse, the arrow should change to a little pointed hand.  Hold down the mouse button and drag to the new size of the box.  
HOW DO I IMPORT A PICTURE?
After you create a picture box, by following the directions in the "How Do I Create A Picture Box" section, click on the hand tool.  Click in the box.  Choose Get Picture from the File menu.  A dialog box will appear.  Locate the file you want to import.  Click Open.  

HOW DO I CHANGE THE POSITION?
You may want the picture in a different position within the picture box.  Click on the box with that picture to make it active.  Then, click on the hand tool in the tool palette.  Move the mouse to the picture, it should turn into just a hand.  Hold the mouse button down and drag it to its new position.  
HOW DO I ROTATE A PICTURE?
To rotate a picture, choose the Rotation Tool from the Tool Palette (it is an arrow curving to the left, and it is the third one down).  The Rotation pointer will be displayed (a circle with a + through it).  Activate the item you want to rotate by clicking in the item’s box.  Hold down the mouse button until moving the mouse can turn the image.  Rotate the item to where you want it by moving the mouse in circular patterns and release the mouse button when the item is rotated how you want it.    
CAN I CREATE A DROP CAP?
Highlight the paragraph that you want the drop cap to be.  Choose Formats from the Style menu.  A dialog box will appear.  Enter -11p1 in the First Line field. Check Drop caps.  Click OK.  Choose Horizontal/ Vertical Scale from the Style menu.  A dialog box should appear.  Choose Horizontal from the Scale pop-up menu and enter 150.  Click OK.   Choose Size from the Style menu, choose Other.  Enter 120%.  Click OK.

ON-LINE HELP
You may also use the on-line help offered in this package.  Click Help in the top right hand corner and then select Show Balloons.  When you move your mouse over an item, it will now show a small balloon explaining each menu item.  To turn the balloons off, choose Hide Balloons from the same menu.  You can also get help by choosing Quark XPress Help from the same menu.  A dialog box will appear, from here choose the topic you want explained. 

HOW DO I PRINT?

To print your document, choose Print from the File menu.  If you wish to change any printing options, you can do so in this screen.  Click OK.  Please limit copies to two.  Please see other guides if you have any further questions.
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