CHAPTER -3

Desk Top Publishing (Elementary)

lntroduétion

Text document can be prepared using word-processing as well as DeskTop
hing(DTP). In these days information is available in various forms like text, audio,
, graphics, images etc. To arrange this information on a page and make the page
tive in printed mode can be made possible by using Desk Top Publishing technique.
ents created by DTP software can be provided on paper or online or in digital
. In this chapter we will describe Desktop Publishing and its application, Comparison
DTP with Word processing, PageMaker, tools in PageMaker, Master Pages, Headers
footers, printing option for a publication, Hands on with page maker etc.

Desk Top Publishing

Desktop publishing refers to the design and production of publications like books,
srochures, Flyers, Posters, magazines, cards, newspapers etc. by designing their text and
eraphic layout and inserting, editing, formatting and printing of text and graphical objects
wsing special desktop publishing software installed on computers.It is the process of
combining and assembling text and graphic images (pictures, graphs, illustrations,
photographs, etc) electronically on a computer screen to output professional-looking
publications such as flyers, newsletters, brochures, business forms, books and
magazines.A file created in a DTPsoftware is called a publication. DTP software is used to
arrange text and graphics into professional looking publications which can then be printed

out.

Desktop Publishing Software
1. PageMaker, Corel Draw, Adobe InDesign, PagePlus, QuarkXPress, FrameMaker,
Microsoft Publisher.

23 Applications of DTP

Desktop publishing applications are used to create and design the page layouts
for both printed and online publications, such as brochures, books, magazines and
newspapers. They enable users to collect graphics, text and other materials that can be

interactively rearranged to create digital files.
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I'he advantages of DTP are as follows :-

It is used in graphics design.

Easy to use (user-friendly)

Increased productivity

Reduced production costs

Professional output.

You can position each letter in text with much more precision.
Ability to produce customized documents

Reduced time to print

Disadvantages of DTP

Desk Top Publishing is used for different publications like :

Books, Newspapers, Magazines, Posters, Business Cards, Flyers, Brochures.
24  Comparison of DTP with Word Processing

Word Processing
Word processing software is used to manipulate a text document, such as a resume

or report. You typically enter text by typing, and the software provides tools for copying.
deleting and various types of formatting.

Some of the functions of word processing software include :

Setup expenses for computer, laser printer and software.
Need Knowledge of using DTP.

Creating, editing, saving and printing documents

Copying, pasting, moving and deleting text within a document

Formatting text, such as font type, bold, underlined and italicized

Creating and editing tables

Inserting elements from other software, such as illustrations and photographs

Correcting spelling and grammar

Word Processing v/s Desktop Publishing

Both word processing and desktop publishing are similar in many ways but differ-
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The similarities between the two are :

The differences between the two are :

in areas that cover the publication of documents.

Both tools deal with text that can be formatted.
Both tools can work with tables and pictures.

Both tools have many similar features like WordArt, Clip Art, and text styles.

ord Processing Software

Desktop Publishing Software

Open Office are used.

. It involves creation, editing, and| 1. It involves production of documents
printing of text. that combines text with graphics.
Word Processing software are used for | 2. Desktop publishing are used to work on
simple memos, letters, manuscripts things like newsletters, magazines,
and resumes. adverts, and brochures where layout is
important.
. Text can be added directly. 3. Text frame must be added to add text.
4. Software’s such as Microsoft word and | 4. Software’s such as Page maker, Corel

Draw QuarkXPress as well as Adobe
InDesign are used.

. It is easier to use, in compare to| 5

desktop publishing software.

. It is difficult to use, in compare to word

processing software.

. Word Processing programs

are | g
designed to focus on texts.

. Desktop

Publishing  devices are
designed to focus more on the structure
or display of a document.

2.5
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Introduction to PageMaker

PageMaker is one of the best and popular Desktop Publishing Designing Program
developed by Adobe Corporation in USA. It is specially used in page designing. Page
Maker is a software program used to create Visiting cards, Identity card, flyers,
reports,advertisement, Logo, Brochures, News papers and different articles etc.
PageMaker is a document layout program that has extensive typographic controls, page
design capabilities, and customization options. You can add, create, import, and arrange
text and graphics and then place them anywhere on the page. PageMaker can be used for
single page documents (such as fliers or announcements) or multi-page documents (such

as chaTters or brochures).
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2.6

Getting Started with PageMaker
How to open PageMaker ? _
The steps in starting page maker are as follows :

Click on Start button in the Taskbar

Click on All Programs = PageMaker 7.0 = Adobe PageMaker 7.0 as shown

below
Or
»  Click on Start > Run.
»  Type PM7.0 into the run box.
»  Click on Ok.

Bl Adobe Reader 8

@ Chromium

& Default Programs

@ Desktop Gadget Gallery
€ Google Chrome

O HowToRemove

@ Internet Explorer

@7 Malware Protection Live
Id Nitro Pro 9

O Openn

€4 Windows DVD Maker
¥4l Windows Fax and Scan
€ Windows Media Center
{3 windows Media Player
# Windows Update

w4 XPS Viewer

3G Connection Manager
+. Accessories
. Adobe

L PageMaker 7.0
¥ Adobe PageMaker 7.0
Adobe Table 3.0
ﬂ Converter for Microsoft Publishe
U Dictionary Editor
@ PageMaker ReadMe
W Uninstall Adobe PageMaker 7.0
. Canon LBP2900
lu Canon Printer Uninstaller
i doPDF7
FormatFactory
Games

1 Back

PageMaker Window
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Opening Pagemaker Window
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The various components of PageMaker window are as follows :

Title Bar

Contains the control menu icon on the left side and buttons to
minimize, maximize or restore and close the window on the right side.
It displays the name of the application If any publication is open; the
title bar also shows that publication’s name.

Menu Bar

The standard menu bar contains all the main menus for File, Edit, Type,
Layout, Element and other utilities.

Toolbar

Contains buttons that you can use instead of menu options to perform
common tasks.

Palette

Contains options to monitor and modify text and objects. There are
several palettes available in PageMaker and you can display or hide any
of them while you work.

Toolbox

Contains tools for selecting text and objects, creating drawing objects
and frames, rotating and cropping objects, and navigating publications.

Templates Palette

Contains more than 301 professionally designed templates for every
business need. Just open the Templates palette, select a category,
choose a template, replace the placeholders with your content, and you
can design your page.

Picture Palette

Contains different kind of pictures.

Control Palette

The control palette is located at the bottom of the screen by default but
can also be dragged to any position on the screen. This palette contains
the properties that affect a selected object on the layout.

Rulers and Guides

Rulers appear at the top and left side of the PageMaker screen, which
help the user line up objects on the layout.

71) | (Computer Science-XI)




2.7 Opening A New Document

When you create a new PageMaker publication, you first need to specify certain
global settings such as page size and margins, to create a publication with the preferred
settings. After these options are selected, you are ready to begin entering text in your
publication. The steps in opening a new document in PageMaker are as follows :

1. Click on the File = New Option.

2. Document Setup window appears on the screen as follows :

Lonmert Seve
Page size [Letter ~]  Cancel
Dimensions: [85 % [11  inches ——
Orientationr ©* Tal © Wide .;.;.....m‘;.;...

Options: ¥ Doublesided [~ Adjust layout

W Facngpages [~ Restart page numbering
Number of pages: [1  Statpagest [1

Inside: [I”  inches  Outside: [075  inches

Top [075  inches  Bottom [075  inches

Target output resoksion:  [300  +| dpi

RN o 2000 e i o U5

Document Setup Window

The setup options available in the Document Setup dialog box are :

®  Page size : This can be set to A4, Letter, Magazine, and so on. You can also
define custom page size by entering the size measurements in the Dimensions
boxes.

®  Orientation : This can be set to Tall or Wide. Tall orientation (Portrait) sets a page
with height larger than the width. If you select Wide orientation (Landscape), the
page width will be larger than its height.
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Select the size, dimensions Page sze Ilﬂ :" ._—.._J
and orientation for your P | Dimensions: |85 x " B e
new document Orientationr © Tal " Wide ——-—-|

Options: ¥ Double-sided [~ st i
™ Facngpages | Restart page numbering
Number of pages: ™ Start page #: |
Margins

inside: [1 inches  Outside: [075  inches '3

Top [075  inches  Botom [075  inches
i

Target output resokion:  [300 ] doi

Setting the size, dimensions and orientation

Selecting Options For Single and Multiple Pages
In the option section, you can set the pages to be single or multiple.

® Single-sided : Select this option by un-checking the Double-sided box. The single-
sided option creates a publication that will print on only one side of each page.
Only one master page will be created.

® Double-sided : Select this option for a publication that will print on both sides of
each page. The pages will still be displayed one at a time on your screen. However,
two master pages will be created.

® Facing Pages : Select this option to display two pages at a time on your screen (all
except page 1, which is typically displayed alone). This is the appropriate option if
you are working on a booklet or magazine, which will have their pages set up to
face ach other, much like a book’s. You cannot having facing pages unless they are

double sided. Document Setp (o]
Page size. |Letter >]  Cancel |

Dimensions: 85 x [11  inches ————

| Orientation: T‘. ™ Wide _”_M__J

[y e g y——
¥ Facngpages [ Restart page numbering
Number of pages: r Statpagett [

inside: [T inches  Outsde [075  inches
Top [0 inches  Bottom 075  inches

Target output rescktion. [0 ~] i
Compose to pinter. | i~
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Number of pages and Start page : Number of pages can be set to specify the
number of page for the publication. Start page can be set to specify the number that
should be given to the first page. For example, if you specify the Start page as 5 for
your publication, your first page will be numbered as 5.

Margins : A margin refers to the space between your text or image and the edge of
your page Margins are defined as Inside and Outside, or Right and Left. When
you set up document for double-sided printing, margins will be defined as Inside
and Outside. The Inside margin is it the inner side of the page, where the document
binding will be. When you setup document for single-sided printing, your margins
will be defined as Right and Left.

Document Setup 0K
Page size: [Lettet El Cancel

Dimensions: (8.5 x M inches

Oriertation: © Tall C Wide oomsimeic

Options: ¥ Double-sided [~ Adjust layout :

W Facingpages I Restart page numbering
Number of pages: || Statpagett: [

Margins

Inside: | inches  Outside: lu.?s inches

Top: |0.75 inches Bottom: |0.?5 inches

Target output resolution: ‘303 vl dpi
Compose to printer: [ EI

Setting Margins

Target output resolution : Use this section to select the resolution for your final
document. If you intend to print your document, select the default resolution of 300
dpi.

Compose to printer : Use this section to specify the printer that you will use to
print the document. If your computer is part of a network that has more than one
printer, use the drop down box to select the particular one you want to print to.
PageMaker uses your selection is determine the available fonts, printable area and
other settings.
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® Numbers : Click on the Numbers button to select the style of page numbers for
document. Click on OK to save your selection.

3. Select the Page size, Orientation, Margins and the Printer to e used. Click
OK.

4. Blank page maker window appears on the screen now as follows :

fbmwcvw;h-’—wm

[:Iirm.am_l TR S TRRR ] al__m

f emmm— Toolbox
_'1
= Insertion Point

g ol et Margin Guides

Standard Toolbox

2|8

L jwm——Page Boundary
'*\ Pasteboard
+ ! Ruler Guides

Control Palette

.

;4 Lﬂ 1!.1_1]’*__1:1’,! ﬂul‘ut f"l-n%k._‘ = w:i‘

T—L- s aster Eage Page icons .
fhie ' .

2.8 Work Environment

The PageMaker environment will display a New Publication window, a Blank
Page, a Master Page, and Current Page icons, horizontal and vertical Scroll Bars, Rulers,
the Control palette, the Toolbox and other palettes. The PageMaker window contains
many parts that work together to make creating a document easier. The various elements
are :

1. Title Bar : The title bar displays the document’s name. If the document is
unnamed, the name displayed in the title bar will be Untitled-1.

2. Rulers : The top and left ruler bars helps you to precisely position the cursor, text
and graphics in the page. The Current Cursor location is shown by two dotted lines
in the rulers. The rulers measure in inches or picas (a pica is a unit of measurement
used in typography, equal to 12 points, approximately 1/6 of an inch). To view the
rulers select View — Show Rulers (Ctrl + R).

3. Master Page Icon : The Master Page icon shows the position of the master
Pages. Clicking it will display the Master Page. Master Pages contain text,
graphics, layout and settings, which are common, thought the publication.
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10.

11.

12.

2.9

Page Icon : The numbered page icons represent the pages of your document. The
highlighted icon indicates which page(s) you are currently viewing. The L and R
icons represent master pages. Items on master pages will appear on all pages of the
document.

Pasteboard : Surrounding the page is an area of white space called the Pasteboard.
It is used to store graphics and texts as you work. It is useful for temporarily
placing text and graphic elements when deciding where to place items, or when
moving items between pages. Text and graphics or the pasteboard will not print.

Margins : The dotted lines represent the page margins. Generally, all the text and
graphics are placed within the page margins.

Page Boundaries : The page boundaries represent the edges of the paper. Any
items outside or overlapping the page boundaries will not print.

Scroll Bars : Like Microsoft Word and other applications, PageMaker has scroll
bars to help you move to various points on the current page(s). Scroll bars are not
used to move between pages.

Resize Box : The Resize box (lower right corner) is used to change the size of the
window. Click and drag it to change the window to the desired size.

Previous Size (refresh) Box : The Previous Size box (upper right corner) is used
to refresh your screen display. This is especially useful when you have been mak-
ing several editing changes or testing different font sizes and styles.

The Control Palette : The Control Palette is used to manipulate both text blocks
and graphics. There are three views within the Control Palette: Character, Para-
graph, and Pointer. The view displayed depends on the tool that is selected. In each
view, you can manipulate the text, paragraph, or object by adjusting the settings
within the Control Palette.

Toolbox : The PageMaker Tool box enables you to access the basic tools you need
to perform various actions in the publication window.The most common tools are
the Pointer  and the Text tools.

Various tools available in PageMaker

The Adobe PageMaker toolbox offers all the desktop publishing tools you need to

design brochures, postcards, business cards, letterheads, or other.

The Toolbox can be dragged around just like any other window. To close it, go to

Window on the menu bar and select Hide Tools. To retrieve it, go to Window and select
Show Tools.
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0 |= Text Frame Tool

il |

zoom out hold the ALT key before clicking.

Tool Toolbox | Cursor Use

Pointer Tool Used to select items, text, or a location. Once an item has been
* * selected, it can be resized, moved, copied or deleted.

Text 100l 1 Enables text entry and editing.

Rotating tool Rotates text, drawings, or graphics.
.‘::} *

Cropping tool ﬁ ﬁ Allows custom trimming of graphics.

Line tool Draws straight lines at any angle. See Elements, Lines for
\ + options.

Constrained line Draws horizontal, vertical, and 45 degree lines. Sce Elements,

tool |_ + Line for options.

Rectangle tool Draws rectangles. To draw squarcs, hold the SHIFT key before
" + clicking and dragging.

Rectangle frame Creates reclangular placeholders for text and graphics. To cre-
wol X 3 ate square placeholders, hold down the SHIFT key before click-
ing and dragging.

Ellipse tool Draws ellipses. To draw circles, hold down the SHIFT key
O 3 before clicking and dragging.

Ellipse frame Creates elliptical placeholders for text and graphics. To create

ool (44} * circular placeholders, hold down the SHIFT key before clicking

and dragging.

Polygon tool Dn_wsbasicpolyguu.SeeElunenl.l’dymWfor
D + options.

Polygon frame Creates polygonal placeholders for text and graphics.

- & | -

Hand tool Used to scroll the page (an alternative to the scroll bar)

Zoom tool Used to magnify or reduce the view of your work area. To

(Computer Science-XI)
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2.10 Working with Text
In PageMaker, text is typed in text blocks or frames. PageMaker allows you to
create text in the document, or import it from an existing file.

Inserting New Text

Select the Text toolfrom the Toolbox. Click on your document where you want
your text, and begin typing. A text block is created automatically.

The Steps are :

® To open a text block First click the Text tool.

® Click anywhere on the page within the margin guides.

® Press the mouse button and drag the insertion point to the right. Release the
mouse when you have opened the box to the correct size.

L7 Adobe PageMaker 6.5 - [Untitled-6)

|

B 11E g
£ —

Bllololol”s

1. To move a text block, select it by clicking on it once with the Pointer Tool(choose
the Pointer Toolfrom the toolbox). Once it is selected, click and hold, then move it
to the new position and release the mouse button.
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2. To resize a text block, select it by clicking once with the Pointer. Click on the
“handles” on the border of the text block and drag until you have the correct new

size.

Text can be directly typed in the PageMaker

X
»
}
\’.'

\_P

Go to Edit menu+ Click Edit Story (Ctrl + E)
The story editor will appear where you can type desire text or paragraph.
Format the text with the help of control palette.

After completion go to story menu and click close story to return to main
document.

Placing (Inserting) Existing Text

Unlike most programs, PageMaker doesn’t have an Insert menu. Even so, you can
mmport text and graphics by using the Place command in the File menu.

1.  Go to the File menu and select Place.

2. Navigate to your document and click Open. Your cursor turns into the Place icon.
Click in your document where you’d like the text to be placed. Remember, you can
always move and resize. You can also designate the size of your text block by

clicking and dragging a square as you place the text.

 Date modified A

3/4/2018 9:40 PM B

2/1/2018 1221 PM
Ceci_nous_conceme to.. 3/15/2018 516 PM

3/11/2018 8:22 PM

T ————

[ T Show fer rederences 5 (oot e
| ™ Beplacing pritie story 1 P Fetain foimat I~ Read lygs

P Retain gropping Data

S S et it e -

i
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Formatting Text

Modifying your text is done in a similar fashion as in Word. The most common
characteristics you need to modify (such as font, size, alignment, etc.) are found under the
Type menu. Make sure you’re using the Text Tool, highlight the text you want to change
and go to the Type menu.

Additional text options can be found in the Utilities menu in the plug-ins section
(such as Bullets and Numbering, Drop Caps, etc.).

Use text Control Palette to format the text according to your choice. Control palette
contains several font settings.

| fl‘ How text is
formated by using

. Text Control Pal-
\ ette. To change text 1
_' style, to change text

size elc.

Text Control Palette

Palettes

Palettes are used to monitor and modify text and graphics in a publication. The
various palettes in pageMakerare :-

1. Control Palette :- The control Palette displays the properties for the selected
paragraph, character or object. It is a sort of shortcut to the object, text, and
paragraph properties. Choose Window and select Show Control Palette to display
the Control palette.

10oSf-erEiE "= F 8
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-

e Control Palette in Object Mode

The control Palette when it has an object selected displays the object properties
ch as the reference point, position, size, scaling. Cropping, printer resolution, rotating,
ewing and horizontal and vertical reflection.
Horizontal/vertical mirror : Mirrors the currently selected object along the x or

v-axis.

Height/width : sets the height and width of the currently selected object, either
anumerically in inches or in percentage of the current size.

Roaate : Rotate, is used to rotate the selected object around an axis. The center of
rotation is set as the object’s center and exact measurements can be used.

Skew : This skews. The currently selected object, in degrees.

XY position : sets the horizontal and vertical position of the upper-left comer of
the currently selected object.

Control Palette in Character Mode

The Character Palette is displayed when the text tool is selected. It has options for
changing text styles, size, leading, tracking, width and Deming. There is a toggle button to
shift between paragraph view and character view.

Kerning : Text Kerning adjusts the spacing between characters in text. It is
selective, so you can adjust just one or two characters, or whole sections of text, Negative
numbers move characters closer together, whereas Positive numbers space them out.

Leading : Text Leading adjusts the spacing between lines of text. This is
applicable on line-by-line basis. Positive and Negative number have the same effect as
they have on Kerning, except that the spacing is between the lines of text.

Tracking : Text Tracking adjusts how closely characters follow each other. Very
tight tracking brings text closer together, very loose spreads it out a bit.

Size : Text Size adjusts point size of text.
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Position: Text Position adjusts the placement of the text on a given line. Positiv
Numbers move the text into a super text position (above the line), and Negative numbers
move it into a subtext position (below the line).

Width : Text Width adjusts the character width and does not affect height. The
larger the percentage, the wider the word. Percentages over 100% make it proportionate
larger than standard sizing, fewer than 100% make it proportionate smaller.

Control Palette In Paragraph mode

The control palette displays options for the paragraph style, alignment, indents,
spacing, grid spacmg and grld ahgnment

[y =][T] [No st i 1=k
REE : f
%nm--.m&.-.mv%mm-wﬂ; [ L T e

2. COLOR PALETTE : The Color Palette is used to apply colors or view the name
or kind of color applied to the selected text or object. The buttons stroke, fill or
both, can be used to change the color of the graphic object and Object level. Tints
allow you to have variations of the same color. To apply a color to a text or object
and select the color from the color Palette. Choose Window and select Show
Colors, to display the Colors palette.

oas .

s
(3 T
=0o
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3.  STYLES PALETTE : The Styles Palette is used to apply styles or to view or edit
styles defined for the publication. To apply a style, just click a paragraph with the
text tool and then click a style name in the palette. Choose Window and select
Show Styles to display the Styles palette.

4. LAYERS PALETTE : The Layers Palette is used where a multiple layers
document structure is required. Layers allow you to separdate the different
elements that make up your document. You can hide, display, add or delete layers
as required. Choose Window and select Show Layers to display the Layers Palette.

. i aqvl ‘.

B Lager 4
'l Lager 3
8 Lager2
| (petaat

Layer S targeted ]El:'
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S.  MASTER PAGES PALETTE : The Masters. It displays a list of available master
and apply masters pages for a particular document. The master page icon at the
bottom of the window is used when you want to go to a master page for editing.
Choose Window and select Show Master Pages to display the master Page palette

6. HYPERLINK PALETTE : A hyperlink has two parts: a source, which is the
hyper linked text, or graphic that you click, and a destination, which is where the
source jumps. Inside a PageMaker Publication, destinations are called anchors. You
can also give a valid web hyperlink. Choose Window and select Show Hyperlinks
to display the Hyperlinks palette.

2.11 Drawing Objects
To Draw an Object :
Select a Drawing Tool from the toolbox.

On the publication page, Click, Hold and Dragthe Crossbar to draw the object.

When finished, Release the mouse button

O
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Selecting an Object

You must use the Pointer Tool to select objects. You may select a single object or
multiple objects and modify them all at once.

Three Ways to Select Objects :

To select a single object, choose the Pointer Tool from the toolbox and Click on the
object.

To add objects to a selection, press the Shift key as you Click other objects.

To select several objects at once, Click, Hold and Drag the Pointer Tool around
multiple objects.

When an item is selected, a Bounding Box(consisting of & Handles) surrounds the
item.

Moving an Object:

Select the Pointer Tool from the toolbox.

Click on the object to select it.

Click, Hold and Drag (inside the Bounding Box)the object to a new location.
Resizing an Object or Graphic:

Select the Pointer Tool from the toolbox.

Click on the object to select it.

Click on one of the Bounding Box Handles surrounding the object.
Drag the Two Way Arrow in or ouf to resize the object.

Deleting an Object:

Select the Pointer Tool from the toolbox.

Click on the object to select it.

Press the Backspace key or the Delete key.

Creating a Sunburst Using the Polygon Tool:

Select the Polygon Tool from the toolbox.

Draw a polygon. With the polygon selected, go to the ElementMenuand choose
Polygon Settings.

You may change the Number of Sides and StarInset options while viewing the
Preview. When finished, click OK.

(85) | (Computer Science-XI)



Images and graphics can be imported in you document by using place option in file
menu in the same way as we have imported text.

2.12 Master pages

A master page contains basic design elements such as headers, footers, page
numbers,nonprinting guides, column, ruler and margin guides.An icon (with letters L and
R) representing master pages appears lower left of the window . Click on it to show the
currentmaster page of the page your on. Click and hold down to choose a different master

page
Creating Master pages

Master Pages can be created from scratch, based on existing master pages

To make from scratch :

1. Window—Master Pages

——

Arrange Icons

Tile

Cascade

Hide Tools

Hide Control Palette 2

Show Colors ~3

Show Styles ~B

Show Layers ~8

Show Hyperlinks ~9

Plug-in Palettes >
v CHDOCUME~11BiplabiDesktoplikk.pmd |
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2.
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New Master from the master page palette menu

. Top 10 mm Bottom: |10 mm :
Rsiciad S s sl 2 e
‘-Columl.'iudes e ——mpr e

|

| Columns [

| |
| Space between: 423  mm ;
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Set the margins, columns and space between

Click ok

From an existing Master page

Window—Master Pages

Duplicate master from the master page palette menu
Select master page to be duplicated and Type in name
Click Duplicate copy

Set the margins, columns and space between

Click ok

To delete

S W —~

P
.

Select the master page
2. Window—Master Pages
3. Delete..

Numbering the pages

It is best to add page number to the Master Pages. This saves time and ensures they
willall be in the same place on every page.

Adding page numbers
1. Turn to a master page or to a publication page
2. Use the text tool to click an insertion point where you want the page number

Press Command+Option+P (on the master pages the page number markers areLM
for left master page RM for right master page or single page)

4. Use the text tool to select the format of the text
To specify the starting page number or numbering system :

1. Choose File—Document Setup

2. To start pagination at a certain number types the starting page in Start
Page.
To specify the numbering system

1. Click numbers.

2. Select the numbering system you want to use, and then click OK.
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2.13 Headers and Footers

Headers and footers are special areas at the top and bottom of each page and can
include information such as the document title, a page number, the name of the author and
so on. In PageMaker, headers and footers are added to a master page, so they automati-

cally appear on each page that uses the master. These instructions are for PageMaker 6.0
and 6.5.

1.  Go to the master pages by clicking the master pages icon.

2. Zoom in to enlarge the page view.

3. Go to the area on the page where you want to insert the header or footer.
4,  Select the Text tool and click where you want to add the text on the page.
5. Type the header or footer text and format it.

6. Position the header or footer exactly where you want it to appear on the page by
using the Pointer tool.

7. Return to the document pages by clicking on one of the document page icons at the
bottom of the PageMaker window.

Setting up column guides

Working with newsletters and brochures often requires the use of columns. While
you can create columns manually by setting your text block’s width, this process can be
made easier by creating columns. As you create columns with PageMaker, a set of guides
(like the page margins) are added to the page. When you first create your document, its
default is one column per page. PageMaker provides the option of creating up to 20
columns on a single page. Between each column will be a “gutter.” The gutter adds some
white space between each column so text will not appear on top of the next column. If you
are using the columns for a brochure, these gutters should be larger to add space for
folding.

NOTE : If you want to set columns for all pages of your document, set them on the
master pages.
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Command to Create Columns :

Layout > Column Guides

Setting up column guides

you create columns to control the flow of text in text books that you place
automatically and to help position text and graphics. How you specify columns is
determined by the command you use :

Command to Create Columns :

Layout > Column Guides

Fig.1

This command creates a specified number of columns of identical widths, fitting
them within the margins of the page. If text orgraphics are already on the page.
PageMaker can reposition them to align with the revised column setup if you
select adjust layout in the Column Guides dialog bo- € - * ljusting a layout
automatically for details,

The Utilities : plug-ins : Grid Manager command fits columns within any area you
specify or creates columns of a specified width.

Fig.2

You can create up to 20 columns on a page.

To save time and a insure consistency add column guides to master pages rather
than to specific publication pages.

Setup columns on a page :

(1) Turn to the publication page or master page where you want to the columns,

(2) Choose Layout : Column Guides. When facing pages appear in the publication
window and you choose column Guides than Set Left and Right pages separately
option appears so that you can set columns differently for each page.

Fig.3

Fig.3.1

Type the number of columns you want on the page and the space you want
between columns the gutten, If you are setting left and right pages separately type
values for both pages.

Select adjust layout if youwant existing text and graphics on the page to adjust to
the revised column setup and then click or PageMaker creates the specified
number of columns equally space and equally sited.

Commands To Lock or Unclock column and ruler guides :

Choose view : Lock Guides.

Column Guides

Nurnber of columns: [§
Space between columns: (423 mm

_Comcel |

I Adjust layout
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Setting up column guides

you create columns to control the flow
of text in text books that you place
automatically and to help position text
and graphics. How you specify
columns is determined by the
command you use :

Command to Create Columns :
Layout > Column Guides

Fig.1

This command creates a specified
number of columns of identical
widths, fitting them within the
margins of the page. If text orgraphics
are already on the page. PageMaker
can reposition them to align with the
revised column setup if you select
adjust layout in the Column Guides
dialog box. See Adjusting a layout
automatically for details.

The Utilities : plug-ins : Grid Manager
command fits columns within any
area you specify or creates columns of]|
aspecified width.

Fig.2

You can create up to 20 columns on a
page.

To save time and a insure consistency
add column guides to master pages
rather than to specific publication

pages.

Setup columns ona page :

(1) Turn to the publication page or
master page where you want to the
columns.

(2) Choose Layout : Column Guides.
When facing pages appear in the
publication window and you choose
column Guides than Set Left and
Right pages separately option appears
so that you can set columns differently
for each page.

Fig.3

Fig.3.1

Type the number of columns you want
on the page and the space you want
between columns the gutten. If you are

[setting left and right pages separately

type values for both pages.

Select adjust layout if youwant
existing text and graphics on the page
to adjust to the revised column setup
and then click or PageMaker creates
the specified number of columns
equally space and equally sited.
Commands To Lock or Unclock
column and ruler guides :

Choose view : Lock Guides.

Saving a Publication

To save PageMaker File : Use the Save command to save a new document as well

as any additional changes you make to a document that you have previously saved.

Click on File and then select Save from the drop-down menu. Clicking this option

will open the Save Publication dialog box.

¥

2.
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Use the Save in drop-down list and the navigation window to navigate to the folder
where you want to save your document.

In the File name text box, type in the name of your file. For a new document, this
replaces the document’s default name from Untitled.
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3. In the Save as type drop-down list, select the desired file type: Publication
(extension .pmd), Template.

4. When you are done, click the Save button. PageMaker will save all modifications
you have made since the last save

Savein [ Pogebaker 70 +] 4= () cF BT~
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2.13 Printing a PageMaker Document

Adobe PageMaker’s printing options allow you to choose the number of copies to |
print, select the size of your print output, as well as customize additional printing options. |

Printing a PageMaker Document

1. Click on File and select Printfrom the dropdown menu(or Press ctrl+P). This
opens the Print dialog box.

2. Make your selections from the print options in the dialog box. See An Overview of
the Print Dialog Box below.

Click the PRINT button to begin printing.
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An Overview of the Print Dialog Box

In this section, we will review each of the different options available in the Print
Dialogue box, which you will use to set up your document for publication.
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Piinter: |Send To OneNole 2007 on Send To Microsoft OneNote F +/| | Primt |
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| O Banges: |1 | I Reager's spreads \ Options l ‘-
| iorare Wontvinting™ sotting =~ [ PristMakpager | poe |4
- Book . Drientation ] I .
| I Print all publications in book | : m m ‘ - _F .
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Printer

Select your desired printer from the Printer dropdown menu. If you have more
than one printer, pick the printer to which you want to send your printout.

Number of Copies

To print multiple copies, type the number of copies of your document that you want
to print out.

To print multiple copies of your document, type the number of copies that you want
into the Copies text box

Pages
To print out every page of your document, click the all radio button

To print out only a part of your document, use the Ranges option. Type in the range
of pages you want to print into the Ranges text box. Example: To print pages 7
through18 of your document, type in 7-18.

To print non-consecutive pages, type in specific page numbers. Separate the page
numbers with a comma. Example: To print pages 2, 6 and 12 through 18, you will type in:
2,6,9,12- 18
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Orientation

Select the paper orientation that matches the way you intend for your document to
be printed. Choose between the tall (portrait) orientation and wide (landscape) orientation.

How to Print a Non-Letter Size Document

If you would like to print a document in a different size from the standard letter
size, you will first need to specify the size of your document, and then configure its print
size. Here’s how:

1. Document Setup for a Non-letter Size Document

Click on File and select Document Setup... from the drop-down menu. This will
open the Document Setup dialog box.

Select the desired paper size from the Page Size pull-down list
OR
Type in the desired dimensions for your document into the Dimensions text boxes
Click OK
2.  Print Setup for a Non-letter Size Document

Click on File and select Print... from the drop-down menu. This will open the
Print dialog box.

Click Set Up... to open the Printer Properties dialog box.

Click on the Paper tab. Select your desired paper size from the Size is dropdown
list.

Click on the Basics tab. Select the desired orientation of the paper from the Orien-
tation section.

Click OK, and then click PRINT.
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SUMMARY

Desk Top Publishing : Desktop Publishing (DTP) is the process of combining and
assembling text and graphic images electronically on a computer screen to output
professional-looking publications such as flyers, newsletters, brochures, business forms,
books and magazines.

Page Maker : PageMaker is one of the best and popular Desktop Publishing
Designing Program developed by Adobe Corporation in USA. It is specially used in page
designing. With PM we can create any kinds of Designing like Visiting cards, Identity
card, advertisement, Logo, Brochures, News papers and different articles etc.

Word Processing : Word processing is used to manipulate a text document, such
as a resume or report. This software provides tools for copying, deleting and various types
of formatting.

Control Palette : By using Control Palettes you make precise changes totext and
graphics.
Master page : A master page contains basic design elements such as headers,

footers, page numbers,nonprinting guides, column, ruler and margin guides.

Headers and footers : Headers and footers are special areas at the top and bottom
of each page and can include information such as the document title, a page number, the
name of the author and so on.

Print Preview : Print Preview mode changes the screen view to display your
layout without frames, guides, rulers, and other screen items.

TRUE OR FALSE

1.  DTP is designing software which combines text and graphics.
2. DTP and word processing both are used for same purpose.

3. Headers and Footers are added to a master page, so they automatically appear on
each page.

4.  Rectangle Toolis used to draw circles.
5.  Ellipse Toolis used to drawsquares.

6. A file created in a DTP program is called a publication.
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7.  Printing time orientation is of two types.
Shortcut Key for display Printing Dialogue box is Ctrl+P

9.  DTP stands for Desk Top Publishing.
10.  We can’t crop or trim an object in DTP.
11.  Text leading adjusts the spacing between lines of text.
12.  Pasteboard is used to copy and paste multiple items.
13.  .PMD is the extension of DTP.
14.  Text kerning adjusts the spacing between characters in text.
15.  Palette are used to monitor and modify text and graphics in a publication

16.  Toolbox enables you to access the basic tools you need to perform various actions
in the publication.

17.  Letters L and R which appears lower left of the window represent Master page.
Answers: (1) True (2) False (3) True (4) False (5) False
(6) True (7) True (8) True (9) True (10) False
(11) True (12) True (13) True (14) True (15) True
(16) True (17) True
EXERCISE
Q.1. Define DTP. Where it is used ?
Q.2. What are advantages and disadvantages of DTP ?
Q.3. Define PageMaker. How publication page is saved in PageMaker?
Q.4. What do you mean by work environment ? Explain.
Q.5. What are different tools used in PageMaker.
Q.6. Explain the difference between DTP and Word Processing.
Q.7. How can you save a publication ? Explain.
Q.8. How DTP document is printed?
Q.9. How headers and footers are inserted in PageMaker document.
Q.10. What do you mean by Master page?

Q.11. What is master page ? how would you create a master page in pagemaker ?

—End—
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