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Desk Top Publishing (Elementary)

jptroduchio

fext document can be prepared usmg word-procsssing a5 well as DeskTop
MDTP)- In these days wformaton is avaiksbie i vanoes forms ke text. sudio.
video. graphics. umages . To amange tus mformance on 2 page and make the page
mactive i printed mode can be made possible by usimg Desk Top Publishing wchnugque
pocumenss created By DTP soffware can b provided om paper or onbine or = Gl
sorm. I this chapter we wall desenbe Deskaop Publishing and 2 sppbcston. Comparisoa
of DTP with Word provessing. PageMaker, wools @ PageMaker. Masser Pawes. Headers
s fooRES, printing opoon for 2 publicatoe. Hands op with page maker o

X

v3 Desd Top Publishiae

Deskrop publishing refers 10 the design and productos of publicanoes ke Dovks.
srochures. Flyvers, Posters. magaznes, cands. sewspupers oo by desgnme ther 2w and
graphic lavoul and inserung. adiong. Rrmamne and proang of 20 and graphacal oo
ssmg special deskiop publshmg software msallnd co compusers bt = B process of
cmbining and asembling ©X! and graphx MRS (PRmres. graphs. llusTanoes,
photographs. o) clectroaxally on 2 compesr wren ® cupw profssosal-ooking
peblicadons swch & ek nowskoers. brochurss. bowmess  forms. Dooks  and
magazmes A filke crearad i 3 DTRsoftware = called 3 pebinston. DTP software s asad ©
SRR X1 and graphics o professional ok pebhcstons whnh can then e prasd
ot

I 3 o
Deskiop Pabishine Softw s ¥
4 t

. PageMaker. Corel Draw, Adodx InDesign. PagePaay, Quani \Press. FrameMaker.
Microsoft Publisher

83 Applications of DTP
Desktop publishing applications arc used to create and design the page lyouns
““‘ﬁwnmﬂmpbhmm”mmmm
"Papers. They cnable users 1o owlkot Sraphacs, toxt and oty mannals that o e
Seavely reamangad fo oreate digtal fikes.
|
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o Itis used in graphics design.

+ [Easyftouse (user-friendly)

+ Increased productivity

+ Reduced production costs

+ Professional output. -

«  You can position each letter I text with much more precision.
«  Ability 1o produce customized documents

+  Reduced ume to prnt

Disadvantages of DIP

+  Semp expenses for computer, laser printer and software.
+  Nead Knowledge of using DTP.
ek Top Publishine is used for different publications like :

Books. Newspapers. Magazines. Posters. Business Cards. Flyers. Brochures.

Comparison of DTP with Word Processing

S

b3 |
]
Pro<

Word Process

Word processing software 1s used 10 manipulate a text document. such as a resum:
or report. You nypically enter text by nvping. and the software provides tools for cmm:
deleting and vanous rypes of formaning.

a0 ud o - AV Al IEciuuL

¢ Creaung, editing. saving and printing documents

Copying. pasting. moving and deleting text within a document

Formatng text. such as font type. bold. underlined and italicized

¢  Creaung 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

(OX) Xl

(Computer Science-

4 in areas that cover the publication of documents.
¢ ;
The similarities between the twy ar

€ W are

B.o[h tools deal with text that can be rmf:d
Both tools can work with tables and pictures.

T

; Both tools have many similar features like WordAn. Clip Art. and text

The differences between the tw

VD are .

styles.

.a-'-"-__—_.-__ . . -
word Processing Software Desktop Publishing Seftware

LIt involves creation, editing. and| |
printing of fext.

4
. It mvolves production of document:'

that combines text with graphics.
Deskiop publishing are used to work on
things like newsletters. mm
adverts. and brochures where lavout is|
important. |
Text frame must be added to add text.
Software’s such as Page maker. Corel
Draw QuarkXPress as well as Adobe
InDesign are used.

...--—'""—__'__ -

> ‘Word Processing software are used for
simple mMemos. letters, manuscripts
and resumes.

(=)

e

3. Text can be added directly.

e

4. Software’s such as Microsoft word and
Open Office are used.

Lad

-;It is easier to use, in compare to
desktop publishing software.

6. Word Processing programs are
designed to focus on texts.

5. It 1s difficult to use, n compare to wonil

processing software. I;
Desktop Publishing devices are|
designed to focus more on the structure
or display of a document.

15 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 amucles ete.
PageMaker is a document layout program that has extensive typographic controls. page
design capabilities, and customization options. You can add. create, import, and arrange
et and graphics and then place them anywhere on the page. PageMaker can be used for
Single page documents (such as fliers or announcements) or mult-page documents (such

88 c"ﬂTers or brochures).
)
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Opening Pagemaker Window

The various components of PageMaker window are as follows

Title Bar

Menu 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.

Toolbar

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

Palette

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

Toolbox

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.

Templates Palette

Contains tools for selecting text and objects,

creating drawing objects
and frames, rotating and cropping objects, and navigating publications.

b
Picture Palette

Contains more than 301 professionally designed templates for eve

business need. Just open the Templates palette, select a catego
choose a template, replace the placeholders with
can design your page.

Ty

Ty,
your content, and you

Contrg) Palette

Contains different kind of pictures.

Rulers gnq Guides

The control palette is located at the bottom of the screen by default but
can also be dragged 1o any position on the screen. This palette contains

the properties that affect a selected object on the layout.

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




2.7

global setings such as pag
settings. Aft

Opening A New Document

When you create 3 new PageMaker
e size and margins, to create a publication with the Prefemy

er these options are selected, you are ready to begin entering text iy

publication. you first need to specify cenyi
) A

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 :

S =
Démansions: {85 xn gy S
Ouertation: © Tl € Wide N

Opions: |7 Doublesided [~  Adjust layout
W Facngpages [~ Restast page numbesing

werivsc. . e

Document Setup Window
I'he setup options available in the Document Setup dialog box are :
Page size : Thi i
y ﬁg ize : This can be set to A4, Letter, Magazine, and so on. You can also
o : : i
¢ custom page size by entering the size measurements in the Dimensions
boxes.
Orientation : Thj ; i
: This can be set to Tall or Wide. Tall orientation (Portrait) sets a page

with hei I

é]ghl la_rger than the width. If you select Wide orientation (Landscape). ¢
Page width will be larger than jts height.
X1l

(7:2) (Computer Science

Select the si
and orientation for your

Document Sengp

Dmersore 65 = [1) inches

Onertaton @ Tl © wite
Opions: ¥ Doublesded [ -7 .

Nuber of pages: I Statpage® [

Margre

naide: [1 nche:  Ousde 075 nches
Tax 075  nches  Botom [075  mches

Tasget outpus reschsion. [300 .] o

Compose lo pander | - ]

ze, dimensions

new document

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 muluple.
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 pnnt 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 rwo pages at a ime on your screen (all
except page 1, which is typically displayed alone). This is the appropriate option 1f
you are working on a booklet or magazine, which will have their pages set up t©
face ach other, much like a book’s. You cannot having facing pages unless they are
double sided. Documen sebp = ]

[— (7 5] Comeu |

Dmerwors 85 #[i1 mchee I

Ouariaion. © Tal © Wi

Optors: 7 Denblesded [ S vt
W Facmgpagem [ Restat page rusbeang
Numbes of pages Statpage® [

e fE e
o i - o

P——— )
Cammposs w pardss [ —

__1is]
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Number of pages and Start page : Dl ol g Ry R #2230 SPecify

number of page for the publication. Start page L?an be set ((‘) specify the Number iy
should be given to the first page. For example, if you specify the Start page 4 s
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 o
your page Margins are defined as Inside and Outside, or Right and Left, Whe
you set up document for double-sided printing. margins will be defined as Insie
and Outside. The Inside margin is it the inner side of the page, where the documg,
binding will be. When you setup document for single-sided printing, your Margins
will be defined as Right and Left.

for

Document Setup

Page sze: [Lalu _'d
Dimensions: [8.5 x N inches
Orentatiorr & Tal C Wide
Opbons: ¥ Double-sided ™ Adpust layout
W Facngpages [~ Restat page numbering

Number of pages: E Start page i |1_

-~ Margns
- Tox 075 nches Bottom: [0.75 inches
Target output resolution: [EDJ -I dpi

Compose to panter. | 3

blEk

Sciting Margins

Target output resolution : Use this section to select the resolution for your findl
document. If you intend to print your document, select the default resolution of 307
dpi.

Compose to printer : Use this section to specify the printer that you will use 10
pn_m the document. [f your computer is part of a network that has more than o
printer. use the drop down box to select the
PageMaker uses Your selection is de
other settings.

particular one you want to print 1
termine the available fonts, printable area 3"
Xl

(74) (Computer Science

p—

~umbers : Click on the Numbers button to select the style of page numbers for

e document. Click on OK to save your selection.

3. Sclect the Page size, Orientation, Margins and the Printer to ¢ used. Click

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

. I—"“"il “' e - X

E™ (o wew [———
[SIR@AAL s efe [ ele(Ealn s Sl k)"
~

T e Toolbox

-

81

Standard Toalbox

Insertion Pownt

. Margin Gusdes |

il

pr— Py pe Boundars
:\ Pasteboard
Ruler Guides
Control Palette
' T 11 Vi e e T ABE T o i T P
SN sMoGEET ST A S L T e

_—;_M"—- Page wwons =3

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 ;

I.  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 16 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.

] Li'u.”,].“l_.l Science-X1)



10.

11.

12.

29

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

Pasteboard : Surrounding the page is an area of white space called the Pastebogy
It is used to store graphics and texts as you work. It is useful for temporarih;

nt, The
Lang g
€S of U’Ie

placing text and graphic elements when deciding where to place items, or Whey |

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, Bara-

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 ar
the Pointer  and the Text tools.

Various tools available in PageMaker

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

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

- o —
The Toolbox can be dragged around just like any other window. To close 1t go!

. ole |
Window on the menu bar and select Hide Tools. To retrieve it, go to Window and sele
Show Tools.

o X H)
Scienet

(76) [(’nill[!llh'l

(f omputes

Tool Toolbox | Carsor | thee
ioker Tool | Used to select items, text. or a location. Once an tem has been
* * selected. it can be resized. moved. copeed or deleted.
Text ool I | Enables text eniry and cditing
|
Rotating fool Rotaies teal. drawngs. of graphics
ol L
i
C'“PP""B[W' ) N | Allows custom trimming of graphics.
Linc tool Draws straight lincs 3 amy angle. Scc Elements, Limes for
\ options.
.
Constrained line Draws horizontal, vetical, and 45 degree lines. Sec Elements,
tool |_ * Line for options.
Rectangle tool Draws rectangles. To draw squarcs. hold the SHIFT key before
& chicking and dragging.
=
Rectangle Cmmwphmbwwwmrom
ool e ate syuare placeholders. hold down the SHIFT key befiore click-
= o ingamldraggme.
Ellipse tool Draws llipses. To draw circkes. hokd down the SHIFT key
before clicking and dragging.
O +
i Creates clli placeholders for text and graphacs. To create
IEl'llﬂl):m freme curcullar pl“:w‘tml\. hold down the SHIFT key before chcking
@ * and drgging .
. - : -
O I G
1 Creates seholders for text and
Polygon frume | polygonal plw Eraphic
a & | + | I
| Hand tool E s';’ “Used to scroll the page (an altermative 1o the scroll bar)
olo
==y | lwmml_\um‘ehuwm_\wnutm
oo | oo oul hold the ALT key belure chcking
QK |
various tools in Teolbox

Science-XD




To resize a text block, select it by clicking once with the Pointer. Click on the

2.10 Working with Text
In PageMaker, {ext is typed in text blocks or frames. PageMaker allows you . whandles™ on the border of the text block and drag until have the correct ne
create text in the document, or import it from an existing file. lo e S A Gt e
Inserting New Text ‘Text can be directly typed in the PageMaker
Select the Text toolfrom the Toolbox. Click on your document where yqy Wan _ o to Edit menut Click Edit Story (Ctrl + E)
your text, and begin typing. A text block is created automatically. . The story editor will appear where you can type desire text or paragraph.
The Steps are : . Format the text with the help of control palette.
@ To open a text block First click the Text tool. . After completion go to story menu and click close story to return to main

@ Click anywhere on the page within the margin guides. document.

® Press the mous i i i i ; T
¢ button and drag the insertion point to the right. Release the placing (Inserting) Existing Text
mouse when you have opened the box to the correct size.
- Unlike most programs, PageMaker doesn’t have an Insert menu. Even so, you can
import text and graphics by using the Place command in the File menu.

T Adobe PageMaier 6.5 [Untitled 6] . ;
. . 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.
|
: |§c . .
| #)PnsOne
0l I — P— "
Fia (e MAPTER 2 I E I
| Flascippe [impotaie Fies 5] cees |
0 move a text block, select it by clicking on it once with the Pointer Tool(choos | o i g |
the Pointer Toolfrom th I B ; | % s s o | | T Shom her grobesancen 7 oo o
2 e toolbox). Once it is selected, click and hold, then move ' ‘ £ Restocmg grive sy | | 7 tiotan oome FHein
to the new position and release the mouse button | € oot tost [ | 9 Rt ooy i

i-'q,] I :
& : ¥ (Computer Science-N1)
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o . +irol Palette in Object Mode
Formatting Text rhe € ontrol |

Modifying your text is done in a similar fashion as in Word. The mog; Comp, The control Palel‘tc he'? it has an object selected displays the object properties
such as font, size, alignment, etc.) are foy 1 e the reference point, position, size, scaling. Croppin
( nd undg, th such as & pping,

e h]

; . printer resolution, rotating,
wing and horizontal and vertical reflection.

characteristics you need to modify alig
Type menu. Make sure you're using the Text Tool, highlight the text you want o chang| e

) i) . - ‘
and go to the Type menu. Horizontal/vertical mirror : Mirrors the currently selected object T T

Additional text options can be found in the Utilities menu in the plug-ins Sectig, y-axis.
(such as Bullets and Numbering. Drop Caps, etc.). Height/width : sets the height and width of the currently selected object, either

Use text Control Palette to format the text according to your choice. Control paey, umerically in inches or in percentage of the current size.

Rotate : 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.

contains several font settings.

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.

How text is

i formated by using

b Text Control Pal-
¢tte. To change text
style, to change text

size ete
[ X - | Control Palette in Character Mode
B hﬁ%"w} - , The Character Palette is displayed when the text tool is selected. It has options for
Fom. ———————————— i 4 changing text styles, size, leading, tracking, width and Deming. There is a toggle button to

Text Control Palette shift between paragraph view and character VIEW,

Palettes 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

Palettes are used to monitor and modify text and graphics in a publication. T¥ i
| umbers move characters closer together, whereas Positive numbers space them out.

various palettes in pageMake -
. - - Leading : Text Leading adjusts the spacing between lines of text. This is
- @plicable 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
light tracking brings text closer together, very loose spreads it out a bit.

_i @ E] %ﬁ% %;% %; Eﬁ’ Size : Text Size adjusts point size of text.

o
(Computer Science-X1)

L. 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,

paragraph properties. Choose Window and select Show Control Palette to disp®
the Control palette.

'y X}
(K0)) l (Computer Scenet



Numbers move the o ' )
move it into a subtext position (below the i

frger the percentage. the wider
larger than standard sizing, fewer

spacing. gnid spacing and gnd alignment.

r

s usts the placement of the text on a given ling
i . Text Position adjusts 3 o Py
Position (ext into a Super fext position (above the line). and Negatiy, numltn.‘
| ext Width adjusts the character width and does not affect hejy,
width © + the word. Percentages over 100% make it Propo rti-
. 0]
than 100% make it proportionate smaller.

ol Palette ln Paracraph mode¢

The control palette displays options for the paragraph style, alignment, indeny

COLOR PALETTE : The Color Palette is used to apply colors or view the nan
or kind of color applied to the selected text or object. The buttons stroke, fill :
both, can be used to change the color of the graphic object and Object level. T
allow vou to have vanations of the same color. To apply a color to a text or objd
and select the color from the color Palette. Choose Window and select Shi

Colors, w display the Colors palette.

(] velen.
—_— =

-SSse INTsT

STVLES_W\;JI_ET:I:: s l;l':e S‘?’“ Palette is used 10 apply styles or to view or edit
styles defined tor e.pu ication. To apply a style, Just click a paragraph with the
ext tool and then click a style name in the palette. Choose Window and select

Show Styles to display the Styles palette.

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.




2.11

MASTER PAGES PALETTE : The Masters. It displays a list of availgp
and apply masters pages for a particular document. The master page icenmasl
bottom of the window is used when you want to g(? to a master page fo, e
Choose Window and select Show Master Pages to display the master Page pal1

BT

——————

EbmgVace Fax

HYPERLINK PALETTE : A hyperlink has two parts: a source, which is th

hyper I_inkcd tch. or graphic that you click, and a destination, which is where ti
source jumps. Inside a PageMaker Publication, destinations are called anchors. Yol

can .alsn give a valid web hyperlink. Choose Window and select Show 'Wtinks
to display the Hyperlinks palette.

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

On ieati - i
the plfblli.dllon page, Click, Hold and Dragthe Crossbar to draw the object
When finished, Release the mouse button

=

oA " . )
(84 ) (( omputer Science N

] ‘
e jtiple objects and modify them all at once.
m

at {h t.;l-ll‘ﬁi""‘

\
b

i

|
ll item.
|

o an Object

you must use the Pointer Tool to select objects. You may select a single object or

Three Ways to Select Objects :

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

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

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 out 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 Took

Select the Polygon Tool trom the toolbox.
~ Fleme { ~hoose
" Draw g polygon. With the polygon selected, go to the ElementMenuand ch
0 . )
Y&on ‘\"'““ngs.
- Q <arlnset options while viewing the
P You may change the Number of Sides and Starlnset 0P

II“\'iu p
W. When finished, click OK.

L Ly
] ;

il ;
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New Master from the master page palette menu

Polygon Settings

| . O | Hone)

g B | _Coce

St . 0 X

Images and graphics can be imported in you document by using place option in fil
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, pag

numbers,nonprinting guides, column, ruler and margin guides.An icon (with letters L and :’q‘ -
R) representing master pages appears lower left of the window . Click on it to show t hpphpmg Master Page Y
currentmaster page of the page your on. Click and hold down to choose a different mast Adnst Layok

page
Creating Master pages 3. Type in name

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

To make from scratch :

1. Window—Master Pages

Window B3] i Maiging

Apphpng Master Page 8

¥ CROCLME~1|BpiabiDesieop, ik, pmd

| Column Guides
' Cokimny h__—
|
- er ( Space batweer: ﬁf’r mm
Phig-n Palettes ol _ Cancel |
|

( , RO (| ")
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willall be in the same place on every page.

een
Set the margins, columns and space betw

Click ok

From an existing Master page

Window—Master Pages

Duplicate master from the master page palelte‘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

Select the master page

Window-—Master Pages

Delete...

Numbering the pages

It 1s best to add page number to the Master Pages. This saves time and ensures the

Adding page numbers
Tum 10 a master page or to a publication page

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 arel)
for left master page RM for right master page or single page)
Use the text tool to select the format of the text

To specify the starting page number or numbering system :
Choose File—Document Setup

To start pagination at a centain number types the starting page in Start
Page.

To specify the numbering system

Click numbers,

S slec > : e
clect the numbering system you want 1o use, and then click OK

I g e XD
(8K) (Computer h-.'wnu'-\]
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Headers and Footers
A3 _ i
z esde? and footers are special areas at the top and bottom of each page and can

- jude information such as the document title, a page number, the name of the author and
inc - i pageMaker, headers and footers are added to a master page, so they automati-
501;; .appeﬂr on each page that uses the master. These instructions are for PageMaker 6.0
ca

and 6.5-

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

9. Zoom in to enlarge the page view.

3. Goto 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.i be
made easier by creating columns. As you create columns with PageMaker, a set of gund‘us
(like the page margins) are added to the page. When you first create your c:locument. it
default is one column per page. PageMaker provides the option of creating up to 2
columns on a single page. Between each column will be a “gutter.” The gutter adds som:
white space between each column so text will not appear on top of the next column. If yo
e using the columns for a brochure, these gutters should be larger to add space fc
folding,

F v m on tk
NOTE : If you want to set columns for all pages of your document, set the
Master pages.

(89 | ) .
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d to Create Columns :

Layout > Column Guides

Sctting up coturn gudes
uxmmnmﬂnh«fmmmbﬁﬂuwm
sutomancalh and s help po and graphics. How you specify columns is
deaprrnad by T SO VU USS

C armenand s Create Columms

Lavout >Cotume (undes

Figl

Thie d creates & d nammber of col of 1 | wadthe, fithng
thers wnthin The reapms of the page. If wex1 orgraphscs are already on the page.
m\sn.»-mmmmm-ﬁ&mmmﬁw
selns adross tavoat 1 e Column Gudes dudog b © * husting 3 layout
sutcemancalls lor dstarks

The Llnsbwes - plup-m - Gnd cownmand fits col thim amy &rea vou

socr o corates columiss of & specthied wadth.
T

Yow canorosie g b Niookumms of 2 P

To sEve UK S & WRRDT consIensy add column gndes 10 master pages rather
s ke e PahhoEnon fegs.

St ok 00 S RS

¢ Tarnas the puhlicanan peps OF Saser heas S hors vou want 1 the columns.

| ZeCheoss Lavoer - Colume Gandes. Whes fa5ing pees appear i the poblication
| e rmion. ans wow chaose 2ok Gumides than Ses Loft and Right pages scparascly

Jannioe ansests s The wow Sar s cobumns Jiferemiiy for cachpagc.

e T mamhe o columms v wEnl on The page Snd e space Voo want
| s el B g ¥ vou g doft wnd mphe papes senarmichy tvpe

|t v o pmpe
e A ey © VORRREE SXHImME T wnd STENIC o he page © adms 1o
st column SOIp End Wes chok o Pap rmmes the specihicd
A ST Do ST ML S SR

I e T Lk o Lmcick, covlieme, sne ke Fnacy

F oo o Lol Giangies.

Saving a Publication
as any additional changes you make to a document that you

Will open the Save Publication dialog box.
L

1

Setting up column guides Setup columns ona page

you create columns to control the flow | (1) Tum 1o the publication page or

of text m text books that vou place mister page where vou want 1o the
lly and to help p text| |eolumns

and graphics How you specify ' 2) Choose Layout © Column Crndes.

columns is determined by the| [When facing pages appear m the

command you use jpublication window and vou choose
Command to Create Columns fcolumn Gundes than Set Left and
Layout > Column Gundes Right pages separately optios appears
Figl s that vou can set columns differently

This command creates 3 specified| [for cach page

number of columns of identical| |Fig 3

widths, fitting them within the| [Fig 3.0

margins of the page. 171t orgraphacs | [ Tvpe the mumber of cohumns you want
are atready on the page PageMaker| Lo the page and the space vou wan!
can reposition them 1o align with the fneracen columns the gunen. If you are
revised column setup if vou sclect| feemning left and nght papes soparately
adjust layout in the Column (rsdes| frvpe values for both pages

dialog box. See Adjusting a layout| [Sclect adimst layout f vouwant
sutomancally for details. cvistng text and graphscs of the page
The Utilities : plugemns : Gnd Manager| o adjust o the revised colums setap
command fits columns within any| fand then chck or PageMaker creanes
area vou specify of creates colummns of | fihe specified number of columns
a specified width lequaily space and equalhy saed
Figl - ommands To Lock or Unclack
You can create up 1o 20 cohumns on 2 -turmn amd ruler gusdes

page. b oo view - Lock Gdes

To save e and 8 INSUrE CONSTEIENCY
add column guades Ky TRAsIET pages
rather than to speafic pubbcanes
pages

|

command 10 save a new document as well

. Use the Save
To save PageMaker File : Us¢ have previously saved.

~hiekine this opton
Click on File and then select Save from the drop-down menu. L licking this 0paC

pavigation window fo navigae @ the folder

Use the Save in drop-down list and the

Where you want to save your document. s o document. this
s S your file. By

In the File mame text box. type in the name of “ :

replaces the document’s default name from L it

! - - ]
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3. In the Save as type drop-down list, select the desired file type:
(extension .pmd), Template. pe: P“b"ft'atio,]
4. When you are done, click the Save button. PageMaker will save g :
you have made since the last save mOd’ECatiﬂm
Seen (O Pusida7e <] @ cF I3
/ S i P Ll g E- 1 3
q.r_:. |
iy | |
= !
™ et T e ‘

2.13 Printing a PageMaker Document

print, select the size of your print output, as well as customize additional printing options

Printing a PageMaker Document

1.

l-.\__‘
Fi g r= T "'| = ]
owaiion Piate — 2 Cesd | Save 1 hpe w Cancel E l
o -
B e
e b [ — ldmﬁm::.
-'ynm...

e e b i p—y
7 Fis mquined lor pemote pinting
Al i

Adobe PageMaker’s printing options allow you to choose the number of copies

Click on File and select Printfrom the dropdown menu(or Press ctrl+P). Ths

opens the Print dialog box.
Make your selections from the print options in t
the Print Dialog Box below.

Click the PRINT button to begin printing.

he dialog box. See An Overview il

Sl
o 1
s DY R

) erview of the Print Dialog Box
-
n this section, We will review each of the different options available in the Print

which you will use to set up your document for publication.

Ant

pialogue DO%s
[ print Document B )
pnter: [Gond To Oneote 2007 on Send To Microsoh Onebiote f -] [Pt |
e
: I I Roysrse __Cancel il
| Copies: o]  Proof :
J . Pages I Norument
| can Pript: [Both Pages .l Sotp... ||
| | € Bomgos: 1 ) | T Reager’s spruads Opsioms_| |
| PR - -
|| [ ignawe “Non-Printing”™ setting ™ Print blank pages |
| . f 1 ————— Color I
| Book O rerd steon £
I Print all publications m book m < _. e
> N
I~ Use paper settings ol © si-h pubbcatinn L
1 = A =
Printer

Select your desired printer from the Printer dropdown menu. If you have more

than one printer, pick the printer to which you want 1o send your printout.

Number of Copies
To print multiple copies, type the number of copics o ¥

to print out.

our document that you want

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
To print out only a part of your document, use the Ranges opuio . e
uhf Pages you want to print into the Ranges text box. Example: To pnnt pag
t
fOUghI8 of your document, type in 7-18. _—
- o = the
To print non-consecutive pages. type in specific page numbers. Se.pari::“ Wia,i :
L‘Umbc,s With a comma. Example: To print pages 2.0 and 12 through 3. you
<6, 9.12. 18

the all radio button
n. Type in the range

(93,
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Onentation
Select the paper orientation that matches the way you intend for yoyr g \

be printed. Choose between the tall (portrait) orientation and wide (landscape) :t_u ey, |
ri

emaﬁm!
How to Print a Non-Letter Size Document \
|

If you would like to print a document in a different size from the standarg |,

size, you will first need to specify the size of your document, and then configure j !
size. Here’s how: . P

1. Document Setup for a Non-letter Size Document

Click on File and select Document Setup... from the drop-down menu. This -.|_
open the Document Setup dialog box. m}

Select the desired paper size from the Page Size pull-down list l|

OR \

. . . . |
Type in the desired dimensions for your document into the Dimensions text bm,l

Click OK |
2. Print Setup for a Non-letter Size Document i

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

Print dialog box. lI
Click Set Up... to open the Printer Properties dialog box. '

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

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

Click OK. and then click PRINT.

IARY

publishing : Desktop Publishing (DTP) is the process of combining and
and graphic images eclectronically on a computer screen to output
_Jooking publications such as flyers, newsletters, brochures, business forms

page Maker : pageMaker is one of the 'besl and popular Desktop Publishing

. program developed by Adobe Corporation in USA. It is specially used in page

5 with PM we can create any kinds of Designing like Visiting cards, Identity
: nt, Logo, Brochures, News papers and different articles etc.

word Processing : Word processing 1S used to manipulate a text document, such

resume OF report. This software provides tools for copying, deleting and various types
as @

of formatting:
Control Palette : By using Control Palettes you make precise changes totext and

g;aphics.

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

. A master page contains basic design elements such as headers,

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 you!
layout without frames, guides, rulers. and other screen items.

TRUE OR FALSE

—_—

DTP is designing software which combines text and graphics.

2. DTP and word processing both are used for same ppoRe:

3. Headers and Footers are added to a master page. SO they automatically appear
each page.

4. Rectangle Toolis used to draw circles.

i’ Ellipse Toolis used to drawsquares.

A file created in a DTP program is called 3 publication.

: "l (Cy
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Printing time orientation is of two types. .
for display Printing Dialogue box is Ctrl+P

g Shortcut Key -
DTP stands for Desk Top Publishing.

We can’t crop o trim an object in DTP.
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 keming 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 actiop |
_ 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 i
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?
Q4.
Q..
Q.6.
Q.7.
Q3.
Q.9.  How headers and footers are inserted in PageMaker document.

Q.10. What do you mean by Master page?
Q.11.

What do you mean by work environment ? Explain.

What are different tools used in PageMaker.

Explain the difference between DTP and Word Processing.
How can you save a publication ? Explain.

How DTP document is printed?

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

—End—
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CHAPTER 4

Diital Image iing

HEDUCTIBN TS EESIIRN0e
] jmage editing cncompassc.s the process of editing images whether they are digital
otograph traditional photochemical photographs, o illustrations. Adobe Photoshop is a
opular image editing'software. It is industry standard image editing software used
wur]dwide by professional phofographer and designers who want to refine their
digital image. Adobe Photoshop is a TﬂSthr graphics editor developed by Adobe System
inc. It Was originally created or T:Ieve[oped in 1988 by Thomas and John Knoll. Since then,
ihis software has become the industry standard not only in raster graphics editing, but
in digital art as @ whole.

Photoshop can be used to create customized graphics, edit photograph and images
for print as well as for the web in multiple layers. Photoshop deals with bitmapped
digitized images. You can also work with vector graphics, which are drawings, made of
smooth lines that retain their crispness when scaled. You can design your artwork from

scratch in Photoshop. You can import image into the program for many sources such as :
Commercial CDs of digital images
Photographs from a digital camera
Captured video images
Artwork created in drawing programs
Scanned photograph, Graphics or other docments.

BASIC GRAPHIC TERMINOLOGY

Compter can store images in many different ways. These different ways are called

file formats or image file type. There are many different types of image file such as : jpg.
&if, png, svg. However, no matter what file type you use, every pi(.:m.ﬁ file on a computer
¢an be classified as a Bitmap or a Vector image. The difference is in how the computer

“ad and display the image.

" Bitma A bi lled “raster

p Images : A bitmap (also ca . B

different colored pixels or dots that together form an IMAgE- In their s:mp!f::. 0 m
with each pixel being either black or white. Wi

e more colors; photograph-quality

") graphic is created from rows of

bitmaps have only two colors,
increasing complexity, an image can includ
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