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.Complex numbering

Blaze and Flare offers many ways to number in your documents. This section
discusses some of the most common.

Best practice: Controlling auto-number formatting in
lists

You can use complex auto-numbering in Blaze or Flare. If you are familiar
with auto-numbering formats in other products, you will see similarities in
format and structure in Blaze and Flare.

In Blaze or Flare, you can click the Lists button and get simple lists, whether
it’s a bulleted list or a numbered list. There are not a lot of formatting options
available to you in these lists. These may not meet your needs. They're not
wrong to use, but you may want more control than is available in these lists.

If you need custom lists, with specific number fonts, for example, you should
create paragraph formats with auto-numbering. Do it this way lets you use
character formats to customize the bullet or number you want for the list.

If you're creating a numbered steps list format, there are 2 ways to do this.
Neither is a better practice than the other, it depends on what you need.

NUMBERED LIST METHOD 1

Assign a numbering series to a paragraph style that introduces a numbered
list. This method uses 2 styles but results in only 1 style for numbered lists.

For example
To print a file
1

2 and so on.

If your document style guide specifies to always use an imperative fragment
(sometimes called a Stem) to introduce a set of steps, you can assign a
numbering series to the imperative fragment style and set the style to restart
numbering.

For example, if your imperative fragment format is called Procedure, you can
assign the following numbering format and series to the Procedure style:

Enker Format (preview below):

r:f =0

The big red dog.
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Then the numbering for the Numbered list would be:

Enket Formak (preview belaw:
n{n++

The advantage of this method is that you have 1 numbered style to remember

to use and, because the imperative fragment always appears before a
numbered list, the list always resets itself to start at 1.

NUMBERED LIST METHOD 2

The second method also uses 2 formats but they are both numbered. For
example:

For example

To print a file

1

2 and so on.

Create two styles named, for example, Step 1 and Step 2+.

For Step 1, define the number format like this to reset the number back to 1:

Enter Format (presview below:
nin=1}

Then in Step 2+, define the number as to increment the numbers from Step 1
forward:

Enter Format (preview below):
n{n++

There is no right way to restart the numbering. Use the method that works

best for you and your information.
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Best practice: Military numbering in a project

Military numbering here is defined as:

1.0

1.2

1.2.1

And so on. You can easily do this numbering in Blaze or Flare. Here’s how.

Note about using this numbering format with Tables: your table style cannot
use captions. When you use the Caption option in the Table Properties or the
Tables styles, the format for Caption does not allow auto-numbering. You
must manually type the table caption before or after the table and then
assign the text a paragraph style.

Create and assign styles that look like this:

hl h:{secnum}.{n=0}{ =0}{ =0}

h2 h:{secnum}.{n+}{ =0}{ =0}

h3 h:{secnum}.{n}.{n+} =0} =0}
hd h:{secnumy}.{n}{n}.{n+}{ =0}
h5 h:{secnum}.{n}.{n}.{n} {n+}

h6 h:{secnumy.{n}.{n}.{n} {n}.{n+}
TableTitle t:Table {secnum}-{n+}
FigureTitle f:-Figure {secnumj}-{n+}

These styles will auto-number your headings, tables and figure captions. But
you won’t see the auto-numbering across topics yet. There’s three more things
to do.

1. Go to the Project Organizer view and make an outline. Drag and drop the
topics into the outline you want. For this example, let’s assume a flat
outline structure that looks like this:

Outline Editor £y | [%.] Tree view - %a
1 EEEE——

o |H [ ] Owerall Policies
- | [ ] Travel Paolicies
: |7 [ ] Expenze Policies
(o | [ ] Wacation Palicies
[ H [ Miltary Palicies
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5. After you have your outline the way you want it, click the first topic that
should be a section. A section here is where you want the H1 to auto-
increment. For example, it needs to change from 1.0 to 2.0. After you
select that first topic, press F4.

6. In the dialog box that appears, click the Breaks tab.

% Properties

-

Braaks
Start a new seckion ] Chapter File Mame:
[[] Start a new chapter document &) |(default) v

For more information about haw this option affects vour oukput, click the Help button,

Configure chapter using this Page Lavout:

{default) COpen File

Page Mumber

() Reset b l:l Farmat:

(&) Continue from previous

L _i

i oK ][ Cancel ]

1. In the Breaks area, select Start New Section. Now click the Auto-Numbers tab.
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§ Properties

Section Mumber

() Reset bae Farmat: decimal (1, 2, 31

Same as previous
Auto-numbers o B

() Continue Fram previous

hapter Murmber

() Reset to: l:l Farmat: (default) £V

() Same as previous

@ Continue Fram previous

Yolurne Mumber

() Reset to: l:l Format: (default) £

(%) Same as previous

() Continue Fram previous

L i

L 0K J[ Cancel ]

3. In the Section Number area, select Continue from Previous. This tells the
topic that it should look at the last section that was numbered and
increment by 1. If you want to change the numbering format, select what
you want from the Format list. When you're done, click OK.

4. 'The last thing to do now is create a Target. For detailed instructions on
doing this, see the online Help.

When you create your target, you'll see the numbering across sections.
Review it to make sure the numbering is behaving the way you want. You
should be done!

Best practice: Including graphics on the Page

Layout

You can put graphics on the master pages to customize your page layout
design. For example, you may have a page layout where you want a custom
graphic on the first page of the chapter or section. Or perhaps you want the
company logo in the upper corner of the right and left pages. Because you can
have multiple Header text frames on a single page, you have many options in
page design.

These sorts of layouts are easy to do in Blaze and Flare 4. Use the examples

in this section to guide you.
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Adding a graphic to the header on your page

-—=
1. Open the page Layout that you want to '
add a graphics to. For example, you want a

. K 1.0 Topic Title
custom graphic on the First page. et

2. Create a new page called First. Assign it to e
be a Page Type of First. Place a Header =

and a Body text box on the page. Drag the =
Body text box where you want it to be on
the page. Drag the Header text box where

1.2 Delete this text and replace it with your own content.
e

1.3 Delete this text and replace it with your own content.

you want it.

For details on how to do these things, see the online Help.

1. When you'’re done, you're ready to put the graphic on the page. For
this example, we want the First page to look like the one on the left.

2. Still in the Page Layout, click the Header text box and press F2. Click
No. The Frame Contents view opens. Click in that area.

3. On the Insert menu, click Picture. Browse and select the picture you
want to place. Click OK until you return to the Frame Contents view.
Now resize the graphic, align it, and do other placement tasks.

4. If you want a line under or over the graphic, you can do that in the
Page Layout view. Click the Header frame. Right-click and click
Properties.

% Frame Properties

Borders

I

Left: not set]

Right: [not zet] -

I

) Top: not get]
Borders

4

Bottam: [not zet]

5. Now select the border that you want to add and make your changes.
When you’re done, click OK.
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