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CHAPTER2

AnIntroductiontoAdobePagemaker

TwoMarks

1.WhatismeantbyDTP?

DesktopPublishingisthecreationofpagelayoutsfordocumentsusing

DTPsoftware.

SomeofthepopularDTPsoftwareareAdobePageMaker,Adobe

InDesign,QuarkXPress,etc

2.WhatismeantbyAdobepagemaker?Writeitsapplication.

AdobePageMakerisapagelayoutsoftware.Itisusedtodesignand

producedocumentsthatcanbeprinted.

Youcancreateanythingfrom asimplebusinesscardtoalargebook

createanewsletter

Placepicturesandtextnexttoeachotherontopofeachother,or

besideeachother

3.Writethestepsforcreatingnewdocumentinpagemaker.

1.ChooseFile>Newinthemenubar.

(or)PressCtrl+Ninthekeyboard.

DocumentSetupdialogboxappears

2.EnterthesuitablesettingsintheDocumentSetupdialogbox.

3.ClickonOK.

4.DefinePasteboard

Theareaoutsideofthedarkborderisreferredtoasthepasteboard.

Anythingthatisplacedcompletelyinthepasteboardisnotvisiblewhen
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youprintthedocument.

Pasteboardisusedtotemporarilyholdelementswhiledesigningyour

document.

Explainthetoolboxinpacemaker?
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WriteaboutMenubarinpagemaker.

Itcontainsthefollowingmenus

File

Edit,

Layout,

Type,

Element,

Utilities,

View,

Window,

Help.

Whenyouclickonamenuitem,apulldownmenuappears.

Theremaybesub-menusundercertainoptionsinthepull-downmenus

DefineScrolling

Scrollingistheprocessofmovingupanddownorleftandrightthrough

thedocumentwindow.

TherearetwoscrollbarsnamelyVerticalandHorizontalscrollbarsfor

scrolling

Howtoshow/Hideruler?

Toshowtheruler:

1.ClickonView.TheViewmenuwillappear.

2.ClickonShowRulers

Tohidetheruler:

1.ClickonView.TheViewmenuwillappear.

2.ClickonHideRulers.

WhatismeantbyTextwrap?
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Whenthetextbeingtypedreachestheendofthetextblock,PageMakerwill

automaticallywrapthetexttothenextline

Explainthedifferentwaysofselectingthetext.

SelectingTextusingthemouse:

1.PlacetheInsertionpointtotheleftofthefirstcharactertobeselected.

2.Presstheleftmousebuttonanddragthemousetoapositionwhereyou

wanttostopselecting.

3.Releasethemousebutton.

4.Theselectedtextgetshighlighted.

ToSelectPress:

AWordDouble-clickwithI-beam

AParagraphTriple-clickwithI-beam

SelectingTextusingtheKeyboard:

1.PlacetheInsertionpointtotheleftofthefirstcharacter

2.PresstheShiftkeyandthemovementkeysareusedtohighlightthe

requiredtext.

3.Whenthetextisselectedreleasetheshiftkey

OnecharactertotheleftShift+←

OnecharactertotherightShift+→

OnelineupShift+↑

OnelinedownShift+↓

TotheendofthecurrentlineShift+End

TothebeginningofthecurrentlineShift+Home

EntireDocumentCtrl+A

Howwillyoudeleteacharacterorblockoftext?

1.Placetheinsertionpointtotheleftofthecharactertobedeleted.

2.PressDeletekeyonthekeyboard.(or)
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Howwillyouremovepagesinpagemaker?

1.ChooseLayout>RemovePagesinthemenubar.TheRemovePages

dialogboxappears.

2.Typethepagerangeyouwanttoremove

3.ClickonOKbutton

Howmanywaysyoucanswitchovertospecificpageinpagemaker?

Method1:Youcanmovefrom onepagetoanotherbyusingthePageupand

Pagedownkeys

Method2:Youcanmovefrom onepagetoanotherbyusingthepageicons

attheleftbottom ofthescreen

Method3:

1.ChooseLayout>GotoPageinthemenubar(or)PressAlt+Ctrl+G

2.Typethepagenumberinthedialogboxtoview.

3.ClickonOK

Writethestepsinvolvedindrawingstarusingpolygontool

1.ClickonthePolygontoolfrom thetoolbox.Thecursorchangestoa

crosshair.

2.Clickanddraganywhereonthescreen.APolygonappears.

3.ReleasethemousebuttonwhenthePolygonisofthedesiredsize.

4.ChooseElement>PolygonSettingsinthemenubar.NowPolygon

Settingsdialogueboxappears.

5.Type5intheNumberofsidestextbox.

6.Type50%inStarinsettextbox.

7.ClickOK.

Howwillyoufillshapeswithcoloursandpatterns?

1.DrawarectangleusingRectangletool.

2.Selecttherectangle.
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3.ChooseWindow>Showcolorsinthemenubar.(or)PressCtrl+J.Now

Colorspaletteappears.

4.Clickontherequiredcolourfrom theColorsPalette.

5.Therectanglehasbeenfilledwiththecolour.

WritethestepsfordrawingRoundedcornerRectangle

1.Double-clicktheRectangletoolinthetoolbox.

TheRoundedCornersdialogboxappears.

2.Chooseacornersettingfrom thepresetshapes.

3.ClickonOK.Thecursorchangestoacrosshair.

4.Clickanddraganywhereonthescreen.

5.Releasethemousebuttonwhentherectangleisthedesiredsize.

PresstheShiftkeyasyoudrawtoconstraintheshapetoaroundedcorner

square.

Howwillyoudrawdifferenttypesoflinesinpagemaker?

1.SelecttheLinetoolfrom thetoolbox.Thecursorchangestoacrosshair.

2.Clickanddragonthescreentodrawyourline.

ToDrawdottedlines:

TodrawaDottedline:

1.DoubleclicktheLinetoolfrom thetoolbox.ACustom Strokedialogue

boxappears.

2.SelecttherequiredStrokestyleinthedrop-downlistbox

3.ClickOK.

.Clickanddragonthescreentodrawyourdotted

Defineformattingtextinpagemaker

Formattingistheprocessofchangingthegeneralarrangementoftext,i.e.,

improvingtheappearanceofthetextbyusingvariousfonts,fontscolors,and

fontstyles.
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Howwillyouformattextusingcharacterformattingdialogbox?

1.Selectthetexttobeformatted.

2.ChooseType>Characterinmenubar(or)PressCtrl+Tonthekeyboard.

TheCharacterSpecificationsdialogboxappears.

3.Clickthedrop-downmenuarrowoftheFontboxandselectthedesired

font.

Clickthedrop-downmenuarrowoftheFontSizeboxandselectthe

fontsize.

Clickthedrop-downmenuarrowoftheFontColorboxandselectthe

desiredcolour.

ClicktheBold,Italic,orUnderlinebuttonstomakethetextbold,italic,

orunderlinedrespectively.

3.ClickonOK.

Howwillyouformattextusingcontrolpalette?

1.ClickonWindow>ShowControlPalettesequenceinthemenubar.

(or)

2.PressCtrl+‘inthekeyboard.

3.Selectthetextyouwanttomodify.

2.MaketheappropriatechangesintheControlpalette

Howwillyouchangethetextcolour?

1.Selectthetextyouwanttocolour.

2.ChooseWindow>ShowColorsinMenubar.TheColorspalette

appears.

3.Clickthecoloryouwanttoapply

Howwillyoumagnifypartofpagebydragging?

1.Selectthezoom tool.

2.Dragtodrawamarqueearoundtheareayouwanttomagnify.
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Tozoom in:

PressCtrl+Spacebartozoom in

Tozoom out:

PressCtrl+Alt+Spacebartozoom out.

Writetheprocedureforscrollingadocumentinpagemaker

1.Toscrollleftandrighttheleftandrightarrowshouldbeclicked.

2.Toscrollupanddowntheupanddownarrowshouldbeclicked.

3.Toscrollarelativedistanceinthedocumentthescrollboxshouldbe

drawnupordown

Explainhowwillyoumovearoundthedocument

Tomovetheinsertionpointwiththemouse,themousepointerismovedto

therequiredspotandthemousebuttonisclicked.

Tomovetheinsertionpointwiththekeyboardthearrowkeysandotherkey

combinationcanbeused

MovePress

OnecharactertotheleftLeftArrow

OnecharactertotherightRightArrow

OnewordtotheleftCtrl+LeftArrow

OnewordtotherightCtrl+RightArrow

UponelineUpArrow

DownonelineDownArrow

TotheendofalineEnd

TothebeginningofalineHome

UponeparagraphCtrl+UpArrow

DownoneparagraphCtrl+DownArrow

Howwillyousaveadocument?

1.ChooseFile>SaveAsinthemenubar.
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(or)PressShift+Ctrl+Sinthekeyboard.

2.SavePublicationdialogboxwillappear.

3.TypeanewnameinFilenamelistbox(or)specifyanewlocation.

4.ClicktheSavebutton.

WhatismeantbyTextblock?Howwillyoucreatetextblock?

Ablockoftextistextthatisconnected,suchastextthatwasplacedfrom a

singlewordprocessingfileortextthatwastypedinPageMakerfrom asingle

insertionpoint.

1.Selectthetexttool(T)from thetoolbox.ThepointerturnsintoanI-beam.

2.Onanemptyareaofthepageorpasteboard,ClicktheI-beam whereyou

wanttoinserttext

3.Typethetextyouwant

Movingatextblock:

Placethecursoranywhereinsidetheblock,andclickanddragittothe

requiredposition

Resizeatextblock:

1.ClickonthePointertool.

2.Clickeithertheleftorrightcornerhandleonthebottom ofthetextblock

anddrag.

Whenyoureleasethemousebutton,textblockwillreflowtofitthenewsizeof

thetextblock

3.Aredtriangleinthebottom windowshademeansthereismoretextinthe

textblock

Splittingatextblock:

Placethecursoronthebottom handle,

Clickanddragupwards.Whenyourelease,thebottom handlewillcontain

aredtriangle
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Clickonceonthis,andthecursorchangestoaloadedtexticon

Positionthisandclick

Rejointwotextblock:

1.Placethecursoronthebottom handleofthesecondtextblock,

2.Clickanddragthebottom handleuptothetop.

3.Placethecursoronthebottom handleofthefirsttextblock,

4.Clickanddragthebottom handledownifnecessary.

Explainhowwillyouimporttextinpagemaker.

1.ChooseFile>Place.ThePlacedialogboxwillappear

2.Locatethedocumentthatcontainsthetext

3.ClickonOpeninthePlacedialogbox.Thepointerchangestotheloaded

texticon

4.Clickinthepagetoplacethetext.

ManualTextflow:

Positiontheloadedtexticonatacorneroftheareawhereyouwantto

placetext,

Holddownthemousebutton,anddrag.

Releasethemousebutton.

Textflowsintothedefinedarea.Ifthereismoretextaredtriangleappears

inthebottom windowshadehandle.

Automatictextflow:

FirstselectLayout>Autoflowinthemenubar.

Itcontainsasquigglyarrow.

Placetheloadedtexticonatthetopofthepageandclick.

Thetextwillautomaticallyflowontothesucceedingpages,creating

newones,ifnecessary.

TheprocessofconnectingtextamongTextblocksiscalledthreading
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text

Howwillyouunthreadatextblock?

Selecttheblockwiththepointertool.

ClickonEdit>Cutinthemenubar

ClickontheEdit>Pasteinthemenubar.Theblockwillreappearin

thesameposition

Howwillyouplacetextinaframe?

1.ClickFrametoolfrom theToolbox.

2.DrawaframewithoneofFrametools(RectangleframetoolorEllipse

FrameToolorPolygonframeTool).

Makesuretheobjectremainsselected.

3.ClickonFile.TheFilemenuwillappear.

4.ClickonPlace.ThePlacedialogboxwillappear.

5.Locatethedocumentthatcontainsthetextyouwanttoplace,selectit.

6.ClickonOpen.

7.Clickinaframetoplacethetextinit.

Howwillyoulinkframecontainingtext?

1.DrawasecondframewiththeFrametoolofyourchoice.

2.Clickthefirstframetoselectit.

3.Clickontheredtriangletoloadthetexticon.

4.Clickthesecondframe.PageMakerflowsthetextintothesecondframe

Howwillyouconverttextinatextblocktoaframe?

1.DrawtheframeusingFrametool.

2.Selectthetextblocktoinsertintheframe.

3.ClicktheframewhilepressingtheShiftkey.Nowbothelementswillbe

selected.

4.ChooseElement>Frame>AttachContentontheMenubar.
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5.Nowthetextappearsintheframe

Howwillyouseparatetextfrom theframe?

1.ClicktheframewiththePointertool.

2.ChooseElement>Frame>DeleteContentinthemenubar.Thetext

willnotappearintheframe.

OneMarkQuestions

1.Alloptionprintsthewholedocument

2.Rangesoptionprintsindividualpagesbythepagenumber

3.ShortuctkeyforprintingadocumentisCtrl+P

4.Bydefault,allPagemakerdocumentshaveaMasterPagealreadycreated

‘DocumentMaster’

5.ToshowmasterpagepalettechooseWindows>ShowMaster

6.TocreatenewmasterpageclickNewMasterPageiconintheMaster

Pagespalette

7.Tomakethemasteritemsinvisibleonaparticularpage,chooseView>

DisplayMasteritems

8.TomaketextorobjectappearontheentiredocumentpagesMasterpages

isused

9.Toremoveunusedpagesfrom thedocumentchoose

10.TogotospecificpageinadocumentchooseLayout>GotoPage

11.ShortcutkeytogotospecificpageinadocumentAlt+Ctrl+G

12.ToinsertpagesinadocumentchooseLayout>InsertPages

13.TodisplaythecolourpalettechooseCtrl+J

14.CommandtodisplaythecolourpalettechooseWindow>Showcolors

15.StarInsetpercentagebendsthepolygonlinesinwardstoform astar-shaped

object

16.TodisplaythecharactercontrolpalettepressCtrl+’
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17.CommandtoshowthecontrolpaletteisWindow>ShowControl

18.ControlPaletteisusefulforformatting

19.Characterformattingmeansdisplayingtextinacertainway

20.ShortcutkeytodisplaycharacterformattingdialogboxisCtrl+T

21.Type>Characterisusedtodisplaycharacterformattingdialogbox.

22.Formattingistheprocessofchangingthegeneralarrangementoftext,

23.Afontisasetofletters,numbersorsymbolsinacertainstyle

24.Zoom tooltomagnifyorreducethedisplayofanyareainyourpublication

25.ShortcutkeyusedforZoom inis

27.Totogglebetweenmagnificationandreduction,presstheCtrlkey

28.InPageMaker,therearetwosetsofscrollbars;

29.TomovetothebeginningofalinepressHomekey

30.TomoveuponeparagraphpressCtrl+UpArrow

31.TomoveonewordtotheleftCtrl+LeftArrow

32.TomoveonewordtotherightCtrl+RightArrow

33.TomovetotheendofthelinepressEndkey

34.TomoveonecharactertotherightpressRightarrow

35.ShortcutkeyforopeningadocumentisCtrl+O

36.ShortcutkeyforclosingadocumentisCtrl+W

37.TosaveadocumentwithnewnameshortcutkeyisShift+Ctrl+S

38.ToSeparatingTextfrom theFramechooseElement>Frame>Delete

Content

39.ToConvertingtextinaTextblocktoaFramechooseElement>Frame>AttachContent

40.InPageMaker,textandgraphicsthatyoudraworimportarecalledobjects.

41.AlltextinPageMakerresidesinsidecontainerscalledtextblocks

42.TheprocessofconnectingtextamongTextblocksiscalledthreadingtext

43.Tocancelaloadedtexticon,clickthepointertoolinthetoolbox
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44.Athreadedtextblockcanbeidentifiedbyaplussigninitstopand/orbottom handles

45.PageMakerallowsyoutoplaceitonseveralpageseithermanuallyorautomatically

46.Aredtriangleinthebottom windowshademeansthereismoretextinthetextblock

47.Twohandleswhichareseenaboveandbelowthetextblock.arecalledWindowshades

48.Bydefault,theinsertionpointjumpstotheleftsideofthetextblock

49.Atextblockcontainstextyoutype,paste,orimport

50.TheUndocommandisusedtoreversetheactionofthelastcommand

51.ShortcutkeyforUndoisCtrl+Z

52.TomovethetextshortcutkeyisCtrl+X

Ctrl+V-ShortcutkeytoPaste,Ctrl+C-Shortcutkeytocopy

53.TodeleteablockoftextthecommandisEdit>clear

54.Deletekeyisusedtodeletethecharactertotheleftofinsertionpoint

55.Backspacekeyisusedtodeletethecharactertotherightoftheinsertionpoint

56.TocopythetexttheshortcutkeyisCtrl+C

57.ToselecttheentiredocumentselectCtrl+A

58.ToselectonecharactertoleftpressShift+

59.ToselecttheendofthecurrentlinepressShift+End

60.ToselectthetexttothebeginningofthelinepressShift+Home

61.Toselectonelineuppressshift+

62.Shiftkeyispresseddowntohighlighttherequiredtext

63.FlashingverticalbariscalledInsertionpointmovestowardsright

64.BringingthetextautomaticallytothenextlinewhilereachingtheendofthelineiscalledTextwrap

65.Enterkeymustnotbepressedattheendoftheeachlineintextblock

66.Enterkeyshouldbepressedonlyattheendofaparagraphorwhenablanklineistobeinserted

67.ToselectawordpressdoubleclickwithI-beam

68.ToselectaparagraphTripleclickwithI-beam

69.ToshowtherulerschooseView>ShowRulersoptionisselected
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