Adobe PageMaker 6.5
Foundation Level
Training Manual

Corporate Edition

CCTGLOBAL



© 1995-2001 Cheltenham Computer Training
Crescent House

24 Lansdown Crescent Lane

Cheltenham

Gloucestershire

GL50 2LD, UK

Tel: +44 (0)1242 227200

Fax: +44 (0)1242 253200

Email: info@cctglobal.com

Internet: http://www.cctglobal.com

All trademarks acknowledged. E&OE.

© Cheltenham Computer Training 1995-2001 No part of this document may be copied without written permission from
Cheltenham Computer Training unless produced under the terms of a courseware site license agreement with
Cheltenham Computer Training.

All reasonable precautions have been taken in the preparation of this document, including both technical and non-
technical proofing. Cheltenham Computer Training and all staff assume no responsibility for any errors or omissions. No
warranties are made, expressed or implied with regard to these notes. Cheltenham Computer Training shall not be
responsible for any direct, incidental or consequential damages arising from the use of any material contained in this
document. If you find any errors in these training modules, please inform Cheltenham Computer Training. Whilst every
effort is made to eradicate typing or technical mistakes, we apologize for any errors you may detect. All courses are
updated on a regular basis, so your feedback is both valued by us and will help us to maintain the highest possible
standards.

Sample versions of courseware from Cheltenham Computer Training

(Normally supplied in Adobe Acrobat format)

If the version of courseware that you are viewing is marked as NOT FOR TRAINING, SAMPLE, or similar, then it cannot
be used as part of a training course, and is made available purely for content and style review. This is to give you the
opportunity to preview our courseware, prior to making a purchasing decision. Sample versions may not be re-sold to a
third party.

For current license information

Cheltenham Computer Training reserves the right to alter the licensing conditions at any time, without prior notice. No
terms or conditions will affect your rights as defined under UK law. Please see the site license agreement available at:
www.cctglobal.com/agreement

Courseware Release Version 5.0



INTRODUCTION TO PAGEMAKER 1

WHAT IS PAGEMAKER 60.57 ..ottt s 2
What iS PAZEMAKET?............c.eeeiiiiiiiiit ettt ettt 2
TYPES Of OUIPUL. ...ttt ettt ettt b ettt ettt et 2
Adobe PaGEMAKEr WEDSILE. .............ccoceiiiiiiiiiit ettt 2

PAGEMAKER EXTENSIONS......oootitiiiiiitiitiiitietiteic ettt ea et a e s st n et ene s ene s ens 3
EXTONSTONS ...t e ettt et et et ettt ettt ettt ettt ettt 3
USING PUBLICALION JIIES ..ottt 3
USING TEMPIALE fIIES ..ottt ettt 3

GENERAL PREFERENCES ......cctiiiiiiiiiitiitiiei ittt 4
USING GENEFAL PFEfOFOIICES............coueeieeii ettt ettt ettt 4
SHHING MEASUTETNERL ...ttt ettt ettt et ettt e et e e e enes 5
Setting the VertiCal RULET .................ccoooiiiiiieiieee ettt 5
Setting the Graphics DISPIAY ..............ccoooiioiiiieiieiee ettt e 5
Setting the CONIIOl PALEIIE................c.cccoeiieiieiiee ettt ettt eae e 5
SCHING hE SAVE OPLION ...ttt ettt ettt ettt et e e e saesaeesneesseeee e 6
APDIVING GUIAES. ...ttt ettt ettt et ateete e bt e bt beenbe e enees 6

REVIEW QUESTIONS......ccotiiiiiitiiitiititett ettt ettt ettt et a et e a e st n e s n e nsea e s en s s ens 7

PAGEMAKER INTERFACE 9

WORK ENVIRONMENT ....oouiiiiiiiiiiiiiiinietc ittt ettt ettt ettt ettt ea e s st es et ne st ene s ene e 10
Using the PageMaker ENVIFONIMENL ...............cccccuiiiiiaeiiee ettt ettt 10
USING BIANK PAGES ..ottt ettt ettt ettt anees 11
USING the PASIEDOATA ............cc.ooouiiiiieii ettt 11

TOOLBOX ...ttt ettt 12
USTNG 1HE TOOIDOX ...ttt ettt ettt 12

COLORS PALETTE ..ottt ettt a ettt a e er et ea e en e enea 13
USInG the COIOFS PAIEHte...............ccccciiiiiiieiiiiet ettt sttt 13

CONTROL PALETTE ...c.ccuiitiiiiiiitiieic ettt ettt ea ettt ea et ae vt eaeen e ene 15
USIng the CONIFOl PALEHLE ................cccocuiiiiiiiiiiiit ittt ettt 15
USING the CRAFVACIEE VIEW........c..coueiuiiiiiiiiiiieiee ettt ettt 15
USIng the Paragraph VIEW ...........cccccouiiiiiiiiiiieeeeee ettt ettt 16
USING the ODBJECE VIEW .......ooiueiiiiiee ettt ettt ettt 17

RULERS/GUIDES ..ottt sttt st 18
USTNG RUICT'S ...ttt ettt ettt ettt ettt eneeanees 18
To Change the Ruler MeaSUTEIMENES...............ccuiviieiiiesieeeit ettt ettt 18
USiNg the Zero POTNE OPFiON............c.ccoueiieii ettt et ettt ettt 18
USTNG GUIAES ..o ettt ettt ettt ettt ettt anees 19
TO AAA @ GUIAE ...ttt ettt ettt ettt 19
T0 FEMOVE @ GUIA. ...ttt ettt ae ettt e et e st enbeenbeenseenees 19
APPLYING the SHAP 10 OPLION...........c.oouiiiiiiiiiiie ettt 19

REVIEW QUESTIONS......uutttiiititteeitteeesttteeetteeeesireeaesssseeeasssseesasssaeasssssesassssesssssessasssssesssssssessssssessssseesnsssens 20

DOCUMENTS 21

NEW DOCUMENTS.......ccitiiiiiiiiiiiiitiiec ittt 22
Creating NeW DOCUIMEIES ..............ccoioueii e ettt ettt et ettt ettt nae e 22
Using the Document Setup dialog DOX.............cccovciiiieiiiiiiiiie et 23
APPIVING PAZE SUZE ...ttt 23
APPIVING DIME@RSTONS ...ttt ettt ettt st et e et ettt e et e e 23
APPIVING OFFRIALION ...ttt ettt ettt et ettt nae e 23
APPIYING OPIIONS ...ttt ettt ettt 24
APPLYING NUMBEE Of PAZES ...ttt 24
APPLYING SEATE PAZE H.....oiiieeeeeee et 24
APPLYING TRE MAFGINS ..ottt 24

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Computer Training 1995-2001 - www.cctglobal.com



Changing the DOCUMERTE S@IUD ...........cccueveeriaieie ettt ettt et ee s e nae e 25

MASTER PAGES.......ciiiiiiiiitiiiietcc ettt a st ne s 26
Setting UP MaASIEF PAZES ...........ccuiieiiiieeee ettt ettt ettt 26
To Display the Master PaGe CONIENL.................ccccoeiiriiiiiiiieieiee sttt 27

SAVING DOCUMENTS ......oouiiiiiiiiitiiitictcet ettt s e ene e ne s 28
Using the Save and Save AS COMMANAS ...............c.cccooiiiriiiiiiiiiiiiieie ettt 28
FTTLE TYPES ..t ettt 30

OPENING DOCUMENTS ..ottt ettt a ettt r et eaeen e ene e 31
USing the OPen COMMANA. .................ccccuiciiieiiiiiisi ettt ettt 31
USING the OPemn AS OPIIOM ..........c.cucieiiiieiieet ettt ettt ettt 32
PANOSE FONt MAICRING. ...ttt ettt 32
Using the Cannot Find dialog DOX...............c..ccoooioiiiiiiiiiiiiiieieee et 32

CLOSING DOCUMENTS ..ottt ettt et s s e s enes 33
Using the ClOSe COMMAN, ...............c.cccueiiaiiiaiaeeeeee ettt 33

REVIEW QUESTIONS .....uttittteetteetteestteetteestteeteeesseessseeesseesssaeassessssesessessssesassessssessssessssesassesssseesssessssessssees 34

TOOLS 35

BASIC TOOLS ...ttt ettt b et 36
USING the POIREEr TOOL............c..cccoociiiiiiiiiiiee ettt ettt 36
USING the TeXt TOOL...........ccvoiiiiiiiiiiiiiieeee ettt ettt 36
USing the ROIAHING TOOL.............cccociiiiiiiiiiiieiet ettt ettt 36
Using the Cropping TOO! ..............cccooiiiiiiioiiiiiie ettt et 36

DRAWING TOOLS ..ottt ettt a s n e s 37
USING DFAWING TOOIS..........coeiiiiiiiieeeeee e ettt 37
USING the LiNe TOOI ............oooiiiiiie ettt ettt ettt anees 37
Using the Constrained Line TOOl.................c..ccoooiiiiiiiiiiiiee ettt 37
Using the Rectangle TOOL................cccooeiiiiiieeee ettt 38
Using the Rectangle Frame TOOL................ccccociioiiiiiiiiiiiiiiiiiteeee ettt 38
USIng the EIlIPSE TOOL ...........ccccoccuiiiiiiiiiiii ettt 38
Using the EIlIPSe Frame TOOL...............ccccoimiiiiiiiiiiiiiieeeee ettt 38
USIng the POLYGOmn TOOL .............ccccociiiiiiiiieiiiee ettt 38
Using the Polygon Frame TOOL..............c.ccccccoiviiiiiiiiiiiiieieeee ettt 38

VISUAL TOOLS ...ttt ettt b et s e b et b et ne s 39
USTNG ViISUGL TOOIS...........oeeeeiiiie et ettt ettt 39
USING the HANA TOOL..............oceeiiiieie ettt ettt 39
T0 MOV YOUT PAZE..........oeeseeeieee ettt ettt ettt ettt ettt et et e et eneeanees 39
USING the ZOOM TOOI ..........c..ooeiiiiiiieiee ettt ettt 39
To magnify part of a page by drAg@ING ..............ccoooiiiiiiiiiiieiiie et 40
To zoom in and out while uSing ANOtNEr t0OL..................coocveiiiiiiiiiiiieeee e 40

MODIFYING TOOLS ....oooviiiiiiiiitiieiciteeccte ettt ettt eas e enee 41
Using the Preferences dialog DOX...............ccocooiiiiiiiiiiiiiiiiiiiiii sttt 41
Using the Character Specifications dialog DOX ..................ccociiiiiiiiiiioieiiniiiniiese st 42
Using the Custom Stroke dialog DOX..............ccccccociviiiiiiiiiiiiiiiiiiiiii ettt 42
Using the Rounded Corners dialog DOX...............c.ccccociiiiiiiiiiiiiiiiiiiit ettt 43
Using the Fill and Stroke dialog DOX ..............cccccoviiiiiiiiiiiiii it 44
Using the Frame Options di@log DOX..............ccc.ccouiiiiiiiiiiiiiiie ittt 45
Using the Polygon Settings dialog DOX ...............ccocciiiiiiiiiiiiiiiiii ittt 46

REVIEW QUESTIONS......utiittteitteetteetteetteesteeeteeesseeesseeesseesssaeassessssesessessssssassessssessssessssssassesssseesssessssesnssees 47

COLORS AND FILLS 49

CUSTOM COLORS ..ottt sttt a et s s et se e st ne s s 50
Using the Define Colors dilOg DOX..............ccccccooiiiiiiiiiiiiiiiiiiiiiiet ettt 50
CFOALING COLOTS ...ttt sttt 51
EQIING COLOTS ...ttt ettt 51
REMOVING COIOFS ...ttt ettt et 51

COLOR OPTIONS DIALOG BOX .....cuiiiiiiiiiiiiiiiiiciccccecc et 52

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Computer Training 1995-2001 - www.cctglobal.com



Using the Color Options diGlog DOX ...............ccccccoiiiiiiiiiiiiee et 52

APPIVING @ COIOF INGIME ...ttt ettt 53
APPIVING COLOF TYPDC.c...c.eeieiee ettt ettt ettt ettt 53
APPLYInG @ COIOF MOEL ...............coceiiiiiiiiiiiiiie et 54
APPLYING @ COIOF FIEIA ..ottt 54
PrevieWiNgG COLOTS ........cccueiiiiiiiiii ettt 54
COLORS PALETTE ...oouiiiiiiiiiiiiiiiieic ettt et a ettt ea et eaeea e ene 55
USING the Stroke BUITON .........c..cc.ooiiiiiiiiiieeeee ettt 55
USING the Fill BUIIOT ........c.oouiiiiiitiie ettt ettt ettt ettt e 56
USING the BOIN BUITON ..ottt ettt ettt 56
APPIVING the Tint PEFCENIAZE .........ccceovueeiieiieeeee ettt ettt ettt 56
USTNG the COLOT ICOM ...ttt ettt 56
Using the Color MOl ICOM ...............coocueiiiioiiiiieeeeee ettt 57
USING the COIOT TYPE ICOM..........c...iieiiiieiiee ettt et 57
USING the EPS COIOF ICOM...........c.cocioeiiiiiee ettt 57
Using the Color-Level Tilt ICON .............cccccccuiiiiiiiiiiiiieieeeee ettt 57
USING the CMS DISPIAY...........ccoviiiiieiiiiieeeet ettt ettt 57
USing the New COLOF BUITON ............c.ccccoiiiieiiiiit ettt 57
USING the TraASH BUTION ...........c..ccoiiiiiiiiiiiiee ettt ettt 57
REVIEW QUESTIONS.....uuttiiieititeeeitieeeetteeeeeeteeestseeeeassseesassseesasseaeassssesssssssessssssssasssssesssssseessssssessssseesnsssens 58
TEXT 59
BLOCKS V. FRAMES .......oiiiiiiiiiiiiiiiiieii ittt 60
USING TOXE BIOCKS ...ttt 60

T0 Create @ Text BIOCK ..............ccoccouiiiieiiiiiiiiee ettt 60
T0 ReSize @ TOXt BIOCK .........c.ccueviiiiiiiiiiiiiiiiciceee e 61
OVEFSEE TOXE ICOM ...ttt 61
USING TOXE FFAMES..........cueiiiiiiiiiiii ittt e e 62

T0 Create @ TeXt FrAMe. ..........ccc.covuieiiiiiii ettt ettt ettt et eeneeen 62
T0 ReSize @ TOXE FFAME ..........ooeeiiiee ettt ettt ettt ettt e 63
OVEFSEE TOXE ICOM ...ttt et ettt et ettt e eat e ettt e bt e et e e neneeneeeas 63
INPUTTING TEXT ..oiiviiiiiiiiiieiiitiieic ettt ettt ettt ettt st ea e en e enean 64
Inputting text iNt0 @ TEXt BIOCK............c.ccccuiiiiiiiiii ittt 64
Inputting text into @ TEXt FTAIME .............cocoeviiiiiiiiiiiiiiiiiiit et 65
PLACING TEXT ...ttt ettt 66
Using the Place dialog DOX..............cccocuoiiiiiiiiiieeeeeeee ettt 66
CROOSING File INAIME ..ottt ettt ettt nae e 68
CROOSING FilE TYPES ...ttt ettt ettt 68
KINA fIOlA ...t 68
SEZE JIOIA. ...ttt ettt 68
Last MOIfIed fIeld...............ccccooouiiiiiiiiiiiiiiieee ettt 68
SCUING PIACE ...ttt ettt ettt 69
SCHHTRG OPIIOMS. ...ttt ettt e 69
Text-Only IMPOFE FIIEETS .......c.ccveiiiiiiiiiiiiee ettt ettt 70
EDITING TEXT . .titeiiitte ettt eete ettt e ettt e ettt e e ettt e e ettt e e s asbteeeatteesansbeeeensseeeenbaeesansteeeansseeeensseesannneas 71
To Highlight Text in a Text frame or text block with the MOUSe ................cccccevciiviiiiiiiiiiiiieeee 71
To Highlight Text in a Text frame or text block with the keyboard....................cccccoveevinniinniiniinnnne. 72
Adding and REMOVING 1OXT...........cccueveiii ettt ettt ettt 72
Copying, Cutting and PASIING 1EXT............c..ccoveoiiiiiieiieee ettt ettt 72
TO COPY TEXE....oeeeeeeee et ettt et e et e et eeabe e e abaeeaseeesbaeesseeesbaesnseesaseesaseesnsaesnseeans 72
T0 Paste the COPIEd TEXE..........cc.ooiviiiiiaiiieieeeee ettt ettt 72
T0 Cutt TeXt QIA PASEE.........c.oooeieieieeeeeeee ettt ettt ettt e bt beenbeenseenees 73
T0 PaSEE @ CUE TEXE.....ooeeeeee ettt ettt b e sbe et et eaeeeaeebeebeenbeenseenees 73
TEXT CONTROL PALETTE......coviiiiiiiiiiiiiiiieic ettt en 74
USING the CRAFVACIEE VIEW.......c..couoiuiiiiiiiiiiieiee ettt ettt 74
USIng the Paragraph VIEW ...........cccccouiiiiiiiiiiieeeeee ettt ettt 74

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Computer Training 1995-2001 - www.cctglobal.com



CHARACTER SPECIFICATIONS DIALOG BOX......oiiiiiiiiiieiieciie ettt ettt ve et siaeeaae e ssveenaeessaaenne s 75

Using the Character Specifications dialog DOX ...............cccccooouiviiiiiiioiiiiieeetee e 75
To display the Character Specifications dialog DOX ...............cccccovevivoiaiiiioiiiiiiiieiiee e 75
CROOSING FONE INAINES........c..cceeieeeet ettt 75
SCHTRG FONE SIZE ...ttt e e 76
SCHING LOAAING ...ttt ettt ettt et et nae 76
Setting HOVIZONIAL SCALE ..............cocccooiiiiiiiiiiiiiii sttt 76
SCHNG 1EXE COIOT ...ttt sttt 76
SCHING COLOT TURE ...ttt ettt ettt et snenae 76
SHING TYPE SEPLO..c..c.oiiieeeeee ettt ettt 77
SOILING POSIIIOMN ...ttt ettt e ettt ettt ettt 78

NY 21777« O R PSSP 78
SOUING THACK ...ttt ettt ettt ettt ettt 78
SHHNG LIN@ ET.........oiiiieeeeee et et 78
REVIEW QUESTIONS......uttitttestteetteestteetteesteeeteeesseeessaeesseesssaeassessssssessessssesassesssseesssesssesassesssseesssessssesnssees 79
PICTURES 81
PLACING PICTURES ......cooiiiiiiiiiiiiiicieetcctc ettt ettt et ea s ene 82
Using the Place dialog DOX................cccccociioieiiniiiiiiiiiteeeee ettt 82
CROOSING FLE TYDES ..ottt ettt 83
KIRA FUOIA ..ottt ettt ne e eraeeae e ne e 83
SIZE FHOIA ... ettt ettt ettt et b et eneas 83
LaASt MOAIfIEA FTEIA............ccceooeeeeeiieee ettt et et e et e et e e bae et e e sbeesabaaenseeans 83
SCOIING PIACE ...ttt ettt 83
Linking and Embedding PiCIUFES................ccccoiiuiiiiiiit ettt 84
Retaining CrOPPINgG DAL .............c.cccooiieiieiee ettt ettt 84
IMODIFYING PICTURE .....ttiieeitite ettt ettt e ettt e et e e sttt e e ettt e s easteeeesteeeenbeeesansteeeansseeeannseeesanneeas 85
USING the ODJECE VIEW ..ottt ettt ettt ettt 85
PoSitioning PiCtUTes O PAZE ..............cccocuiicuiiiiiiiiiiiiii ettt 85
SCHING the FFAME SIZE ......c..c.iiiiiiiiiiieiieee ettt bttt 86
Setting the PICtUFe SCAIE ..............ccccocieiiiiiiiiiii ittt 86
ROTALING PUICTUFE ...ttt 86
SKEWING PICIUFC.....c..oiieiee ettt ettt sttt ettt nae e 86
FIIDDING DICHUFES.......c..eiiee ettt e ettt ettt ne e 86
TO COPY @ PICTUT@ ...ttt e et e ekt e e et e e tbeestaeetaeensae e sseenseesssaesnsee e 87
TO PaSte the COPIEA PICIUFE ..........ccuveeeeeeeeiee ettt et e et e taessse e ssbaeesseesabaeenseessbeesnsee e 87
TO CUL A PICHUFC ..ottt ettt e et e et e e bt e e bt e e st e estaeenbeeesbaeeaseesssaesnseessseennseeans 87
TO PASE thE CUE PICTUFC........c.veeee ettt e tae et et e et e et e e sseeesbaessseessbaesnseesssaessseessseennsee e 87
Wrapping Text QroUnd DICHUFES .............ccccueueeiiaie ettt ettt ettt ettt eneenneens 87
COIOFIZING PICHUTES ...ttt ettt ettt bttt et ne e 87
T0 COLOFIZE A DIIIAP ...ttt 87
CROPPING ....vvinieiictetetc ettt ettt ettt et e bttt e a et ea s ea st ettt e ea et enser s s 88
CTOPPING PICTUTES ...ttt et ettt e 88
Positioning pictures in Frame .................ccocoiiiiiiiiiiiiiiiiiii e 89
REVIEW QUESTIONS . ....uttitttestteetteetteetteestteeteeesseeessaeesseesssaeassessssesassessssesansesssseesssessssesassesssseesssessssesnssees 90
OBJECTS 91
SELECTING OBIECTS ....cuiiuiiiiiiiiiiiietiiti ettt 92
Selecting single Object with the Pointer TOOL.................ccccccooiiiiiiiiiiiiiieeeee e 92
Selecting multiple Objects with the Pointer TOOL................ccccovoiioiioiioiiiiet et 93
Selecting Objects With the Marquee BOX ..............cccccoiiiiiiiiiiiiie et 94
GROUPED OBJECTS ...ttt ettt ettt ettt et ea et ea st ea et ne st eaeer e ene e 95
GFOUPING OBJECLS........ooueieiisiiee ettt ettt ettt 95
URGFOUPING ODJECES. ...ttt ettt 95
MOVING OBIECTS ....oouiiiiiiiiiitiitiieic ettt ettt a et ettt ea et es et es et te st eneea e enea 96
Moving 0bjects USTNG the MOUSE..............cccceeuirieiiiiiiiei ettt 96

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Computer Training 1995-2001 - www.cctglobal.com



Moving objects using the COntrol Palette.................c.cccooiiiiiiiiieiiei et 97

REIMOVITG ODJOCLS ...ttt ettt ettt ettt et 97
ALIGNING OBIECTS.. ...ttt sttt sttt se e st ne s s s eneas 98
Using the Align Objects dialog DOX ..............cccoociiiiiiiiiiiiiiiiiiiiit ettt 98
SEtting the ALIGH ICONS .........cc.coiiiiiiiiiie ettt sttt nae e 99
Setting the DiSIrIDULE ICONS..............ccccceiiiiiiiiiiiii ettt ettt 99
Using the AlIGNMENE PrEVIEW ..........c..ccccuiviiiiiiiiiiieiieteeeeee ettt 100
ARRANGING OBJECTS ...ttt ettt ettt b e s e b st s e s s 101
USING the AFFANZGE MEHU ...ttt 101
USING SNA 10 BACK ..ottt 102
Using Send BACKWATA. ...............cccoooiiiiiiiieeee ettt 102
USING BFING TO FFORL ...ttt 102
USING BFING FOPWATA ........cc.ooiiiiii ettt 103
REVIEW QUESTIONS......utiitteetteetteeitteeteeeteesteeeseesssaessseessseeassessssessssessssesssseesssessssesssseessseessseesssessssesnsses 104
OUTPUT 105
PRINTING YOUR WORK.......coiuiiitimiitiiiietctite ettt a s 106
USing the Print diGlOZ DOX..............cccccoiiiiioiiiiiiiiiii ettt 106
PRINT DOCUMENT ..ottt ettt a s ene e 107
Setting Print DOCUMENT OPIIONS .............cciecuiiiuiiiiiiiiiii ettt 107
SCLECHING (A PFINIEY ...ttt ettt ettt ettt 107
Printing multiple COPIES............ccccuecuiiiiiiiiiiii ettt ettt 108
COIIALING PAZGES ...ttt ettt ettt ettt e eee et e bttt et e enees 108
REVEFSIIG DAZES ...ttt ettt 108

N 2077 T = SRR 108
Printing PAZE RANGES ............cccuoiieiiaiee ettt ettt et 109
Setting NON-PFIRIING OPIIOM ...........ccceeiiaiieiieeeeieee ettt ettt ettt 109
To create a NON-DFINLING OBJECE.............cccccvciioiiiiiiiiiit ittt 109
To hide or display non-printing objects in your publiCQtion: .................cc.ccccovveveieiciiviaciaieaieeeennn 109
Printing BlANK PAGES ............cccccucouiiiiiiiiiiieee ettt 109
Orientation OPHIONS / ICOMS ............cccooiiiiiioiiiiiiieie ettt 110
PRINT PAPER ..ottt s et a e 111
Setting Print PAPEF OPLIONS. ............c.ccccceiiiuiiiiiiiiiiiiiiit ettt 111
CROOSING PAPEF SIZOS ...ttt ettt et et enees 112
CROOSING PAPEF SOUFCE ...ttt ettt et ettt enees 112
Printing Printer’s MAFKS .............cccoooiiiiiiiii ettt 112
Printing Page INfOFMALION. ...............c.ccceeiiiiie ettt 112
TUING PAZES ...ttt ettt etttk ettt e e a ettt et 113
SCAIING PAZES.......c.e ettt et ettt e ettt e et nae e 113
Printing TRUIMDIGILS ..........c.ccocouiiiiiiiii ittt sttt ae e 113
T0 Print TRUMBRGLL PFOOSS ..ottt ettt 114
USING Fit PPOVIEW ..ottt ettt et 114
PRINT OPTIONS ..ottt ettt ettt et b st beae e 116
Setting PriNt OPIIONS ......cc.coouiiiiiiiiiiiiii ettt ettt 116
SeNAING IMAGE DAL ..ottt ettt et 117
PRINT COLOR ..ottt st s a e s ns s a s eaens e 118
Setting Print COIOF OPHIOMS ..............ccoooieiieiiee ettt 118
COMPOSTLE PFIRING .......c.eieeeee ettt ettt ettt ettt ettt e e naeenaeeneeenees 119
Black and WRHite PFIRTING..............cccocoiiiiieee ettt ettt 119
PRINT FEATURES. .....cociititiiititiietetctetec ettt et a e s s s e sens e 120
Setting Print FeQtUres OPIIONS ...........ccc.ccciecuiviuiiiiiiiiii ettt 120
REVIEW QUESTIONS.......uuttiiietitieeitieeeettteeestteeeesitteeeastseeeasssseassssesasssseseasssssesssssessssssessasssseessssesssssseesansns 122

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Computer Training 1995-2001 - www.cctglobal.com






Introduction to PageMaker 1

PageMaker 6.5 Foundation © 2001 Cheltenham Computer Training

Introduction to PageMaker

When you
have
completed
this learning
module you
will have
seen how to:

Use Publication files

Use Template files

Use General Preferences
Set the Measurement In
Set the Vertical ruler

Set the Graphics Display
Set the Control Palette
Set the Save Options
Apply Guides
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2 Introduction to PageMaker

© 2001 Cheltenham Computer Training PageMaker 6.5 Foundation

What is PageMaker 6.5?

~

What is PageMaker 6.5?

T Licensed to:
Al

Adobe

FEe

version

Abbe® PageMaker’ 6.5

Ver. 552

PageMaker is a page layout application

\\ © Cheltenham Computer Training 2001 Adobe PageMaker 6.5 - Slide No 2 )

What is e This course will teach you the fundamentals of PageMaker 6.5. Itis a
PageMaker? page layout application. You can use PageMaker to create complex
multi-page publications such as Text Books, Magazines and Novels,
or single page publications such as a personal letter or a simple
business card.

Types of e PageMaker 6.5 publications can be outputted to high-end or low-end
output printers, saved as HTML files, and may even be saved as PDF files for
placement in other applications.

Adobe e If you don’t already have PageMaker 6.5 you can download a Demo
PageMaker Version from the Adobe website at http://www.adobe.com and use it
website for 30 days before having to purchase it. This is a great opportunity to

learn the program and see if you like it, before investing in it.
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Introduction to PageMaker

3

PageMaker 6.5 Foundation

© 2001 Cheltenham Computer Training

PageMaker Extensions

-~

\ © Cheltenham Computer Training 2001

~

PageMaker Extensions

+ PageMaker uses two kind

ﬂ of Extensions:

. .P65 (Publication files)
a .T65 (Template files )

Adobe PageMaker 6.5 - Slide No 3 /

Extensions

Using
Publication
files

Using
Template
files

PageMaker uses two kind of extensions, .P65 and .T65

The .P65 extension represents PageMaker Publication files, which
all of your work will be saved as this file type by default. PageMaker
publication files are displayed in windows by the following icon:

Note: The PageMaker extensions and icons also make it easier to
distinguish PageMaker files from other applications files.

The .T65 extension represents PageMaker Template files. These are
used to save you time when using the same layout as the publications
over again. You might consider creating a template to use as your
starting point at the beginning of every production cycle, saving time
and ensuring consistency.

(il

Note: Templates have the .T65 extension. The only real difference
between a template and a publication is when you open the former;
you open a copy rather than the original.
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General Preferences

-~

General Preferences

+ This dialog box allows you
to create defaults for how

Preferences

Measurements in: [Inches

4
H
=

PageMaker will treat the o | e [
content in your R Mae

publications such as your Graphics dpey:  Groyt [ |
text, save your files, move £ e r-

items, measure items, and

display guides .

 High resolution

Cantrol pal
Horizantal nuclge: [0.01 Inches -
Vertical nudge: [0.01 Inches -

I” Use "Snap ta" constraints

Sawve option: & Fastar
 Smaller

Guides: & Front
" Back

\ © Cheltenham Computer Training 2001
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Using ¢ From the main menu, choose File > Preferences > General to open the
General General Preferences dialog box.
Preferences OR press the Ctrl + K key combination:

Measurements in: IInches VI 0]

Yertical ruler: IInches

| |

Layout prablems: ™ Show joosefight lines
[~ Show "keeps" violations

pefits Cancel

Map fants...
Graphics display: ¢ Gray out
& Standard

" High resolution

CMS setup...

48

Contral palette

Sawe option: * Faster
 Smaller

Horizontal nudge: ID.D1

[ |
[ |

IInches

Werical nudge: ID.D1 IInches

Guides: © Eront

™ Use "Snapto" constraints ~ Back

e This dialog box allows you to create defaults for how PageMaker will treat
the content in your publications such as your text, save your files, move
items, measure items, and display guides.
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Setting While the default Measurement system is inches, you can change the
Measurement measurement units to picas, millimeters, and ciceros:

Measurements in: IInu:hes LI
Setting the The Vertical Ruler default setting is inches, however you can change

Vertical Ruler

Setting the
Graphics
Display

Setting the
Control
Palette

the vertical ruler units to picas, millimeters, and ciceros:

Yertical ruler: IInches vl

The Preferences dialog box allows you to choose the Graphic
Display options for your placed graphics:

Graphics display: " Gray out
& Standard
" High resolution

Gray out — Can be useful if you want to concentrate on the text
elements in your publication and speed your screen redraw.
Unfortunately, you cannot selectively gray out graphics. It’s all or
nothing. With advent layers this option might be obsolete. If you want
to hide graphics, place them on their own layer and hide that layer as
needed.

Standard — The view you work in most of the time. Standard view
enables your screen to redraw faster by displaying the low-resolution
screen-only image. As long as your links are up to date, the low-
resolution image is only for the screen. When you print, the real
graphic is sent to the printer for high- resolution output. You can
adjust the resolution PageMaker uses for Standard display in the More
Preferences dialog box.

High-resolution — Will draw the screen image from the actual graphic
file, be it embedded or linked. If your graphic file is more than a few
megabytes in size, this process can take an eternity.

Note: For best print quality, use the High Resolution setting when
you are ready to print.

The Control palette settings allow you to make adjustments to how
the Horizontal and Vertical nudges, and the ‘Snap to’ constraints
will work in the Control palette. The Control palette is simply a

compact and convenient way of making changes to your publication:

Control palette

Horizontal nudge: ID.D1 IInches LI
Yerical nudge: ID.D1 IInches LI

[ Use "Snap to" constraints
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Setting the e The Save option allows you to select the saving option appropriate for
Save Option you. The default setting is Faster:

Sawve option: + Faster

" Smaller
Applying e You can determine whether the Guides appear in front of or behind
Guides objects. Click the Guides radio button for Front or Back:

Guides: © Front
" Back

¢ You can also change the location of the guides with out going to the
General Preferences dialog box, to do this:
From the main menu, choose the View > Send Guides to Back
OR choose the View > Bring Guides to Front

Note: To select an object that is overlapped by a guide, press the Ctrl
key while clicking the object. Itis best to keep all your guides in front.
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Review Questions

4 N

Review Questions

\\ © Cheltenham Computer Training 2001 Adobe PageMaker 6.5 - Slide No 5 )

How would
you:

Use Publication files?

Use Template files?

Use General Preferences?
Set the Measurement In?
Set the Vertical ruler?

Set the Graphics Display?
Set the Control Palette?
Set the Save Options?
Apply Guides?
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PageMaker Interface

When you e Use the PageMaker Environment
have e Use Blank Pages
completed e Use the Pasteboard
this learning | o  Use the Toolbox
module you e Use the Colors Palette
will have e Use the Control Palette
seenhowto: | [ o0 the Character View
e Use the Paragraph View
e Use the Object View
e Use Rulers
e Use the Zero Point Option
e Use Guides
[ ]

Apply the Snap to Option
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Work Environment

-~

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.

\ © Cheltenham Computer Training 2001

Using the
PageMaker
Environment

~

] Untitled-1
=

I R

Gl

A=

Zlepol=~]
& EIEIE]

TN R T N R AT R A v N .

Default

[ Fupertinks . >

targeted

X b EN
Y283 ]

i
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and Hyperlinks:

e 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 such as Styles, Colors, Layers, Master Pages,

[[=l E3

3

[ & 4

[ Untitled-1

o kot ottt 2 it sttt Sl it S it i 2 adad hoaadih oo 2
: s —
== [ Styles L, Colors 3
Sk _= CET T -
3k[T

E it

EINE

Z0=

| EIE

e || ke

LE [ FIEN

53

o3

23

T Default targeted

£ Hyperlinks ™,

I

i

2 @ P ENEE

= v[12972in

L] ol i

v

Note: Palettes always display in front of your work window, and
remain opened until you close them.
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Using Blank e When starting with a new document, you will see a blank page
Pages with/without Margin Guides set to a size specified in the Page Setup
dialog box. A rectangle with a black key line and a drop shadow
represents the page. If you set page margins for your page they will
be represented by a bright magenta colored keyline which will be
smaller than your page size, and two darker colored Column Guides
on the left and right side of the page:

Note: If you set all of your page margins to zero, the margin guides
and column guides will become the keyline of the page.

Using the e The Pasteboard is the non-printing area outside the blank page. The
Pasteboard function of the pasteboard in PageMaker is the same as the traditional
pasteboard, simply select objects and move them onto the pasteboard
for use on other pages. You can leave items on the pasteboard until
you are ready to use them:

Untitled-1 [_ (O] x|
9 5 5 "

7
[=3
9
1

=

-

LH kﬂ J PA

Note: If you go to another page in your document, the items on the
pasteboard will still stay in place, and they will always be visible unless
you delete them.

B =
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Toolbox

/

Toolbox

* The PageMaker Toolbox
enables you to access the
basic tools you need to
perform various actions in
the publication window.

\\ © Cheltenham Computer Training 2001

=
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Using the e The PageMaker Tool palette enables you to access the basic tools

Toolbox

il

Zoloal])
BlEEE R E

chapter.

you need to perform various actions in the publication window:

Note: For more information on the Tool Palette, see the Basic Tools
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Colors Palette

/

to make quick color
changes to your
publication.

+ By default every Colors
palette must contain the
following colors : None,
Paper, Black, and
Registration.

\\ © Cheltenham Computer Training 2001

* The Colors palette is used

Colors Palette

~

[ Styles Y Colors™, >

[

[ [Mane]

[d1Paper]

| [ ]|

[l [Fegistration]

| 8 mE

B cyan EE

D Green 1 =}

[l tagenta EE

M Fed mE

[ weltaws ]|
(&[]
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Using the e From the main menu, choose Window > Show Colors Palette

Colors

Palette
[ Styles ™ Colors™, >
Tink
(] [Home]
[ tPaper]
| JEEE =@
Il (Fegistration]
B G 1|
[ cyan RE
[ Green [
Il Hagernts X
I Fed M=
[] vellow P4

(& [@ [/
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e The Colors palette contains the following colors by default: None,
Paper, Black, and Registration.

None: Apply this color to objects you want to be transparent-that is
when you want the color of a background object to show through the
selected object.

Paper: This is the color of the paper you are working on; technically, it
is no ink at all.

Black: This is the default color for text.

Registration: This is not really a color at all, but more of a
designation, used when you are printing separations

Process colors: These are cyan, magenta, and yellow. These colors
are denoted by the process colors symbol [&l.

RGB colors: These are red, green, and blue, denoted by the RGB
symbol .
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Control Palette

-~

+ The Control palette E N XFzon | ‘
. i ]
gives you a one-stop
Sh°p! enab"ng you to Character Control Palette
Change several E = imes New Roman i 2= T2 e2e [No Track  [=]ad =[]
formatting options in A5 R e PR il EER

one place rather than
making repeat trips to
the Type menu. E

~

Control Palette

Empty Control Palette

Paragraph Control Palette

,:ﬂ [No style] ~] 1 [0in ] *=[0in ] £[0in ] =0 ]
Ll 5 & 5 =5 = =0 | = [0in | shin | [ =

Object Control Palette

DI E:Eﬁn %F13.031in | oo W2.578in __ J100% = FEREY 1
21 Y[5.078 in 2 Hlz125 in sd w7 | FE
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Using the o
Control
Palette

Using the o
Character
View

The Control palette gives you a one-stop shop, enabling you to
change several formatting options in one place rather than making
repeat trips to the Type menu.

From the main menu, choose Window > Show Control Palette
OR press the Ctrl + ‘ key combination

A »|-3.235 0n
' 19.906 in

The X and Y coordinates displays the horizontal and vertical
distances of the selected object from the current zero point.

In the Character View, click one of the font options in the Control
palette. You can view the Characters by using the toggling button to
choose the Apply button, Type style, Case, Position, Type Size,
Leading, Expert tracking, Horizontal Scale, Kerning, and Baseline

Shift:
imes New Roman [~ | 2=
2 i1 E1 M B E E R EEE

T2 *| «e No Track halll JETET

1 [14.4 v |dd X 100% | v | ==

=
=

Iz
+iz

0in
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Using the The Paragraph View of the Control palette offers many of the same
Paragraph options as the Character View. Such as, Apply button,

View Character/Paragraph buttons Alignment, Style, Cursor position

indicator, First line indent, Right indent, Left indent, Add space above
paragraph, Grid options, Add space after paragraph:

T| [No style] =]

o d =2 = =5 =
I[0in = [0in L 0in = [n |
-= [0 in E- [0in T [0in [=d =4

Note: To toggle between the character and paragraph views of the
Control palette, press the Ctrl + Shift + * key combination.
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Using the e When drawing/selecting objects, the Control palette will change
Object View depending on the object type:

Az Y [1.524 in

‘i |:|| =T s X[1.859 in

A 1719 in 1005 oz &d 50t P
2z H[1.547 in 100°% A= |0 FL

Apply button: Apply changes to objects using numeric values you
enter.

Proxy: Represents the selected object. Click to set a reference point,
or the point you are manipulating on the object.

Nudge buttons: Use to resize, click to move, or transform an object
incrementally. Press Shift while nudging to increase the nudge
increment by ten.

Position pointer: Displays the X and Y coordinate values of the
reference point or pointer, relative to the current rulers.

Sizing options: Specifies the width and height of the selected object
or cropping rectangle. Nudge amount 0.01 inches.

Percent scaling option: Specifies the percentage change from the
original size.

Scaling option: Click to use scaling option to resize an imported
graphic.

Cropping option: Click to use the cropping tool to crop imported
graphics.

Proportional-scaling option: Specifies whether you change an
object’s height or width independently, or maintaining its original
proportions.

Printer-resolution-scaling option: Constrains the scaling of
imported 1-bit bitmap graphics so that they are compatible with the
target printer specified in the Document Setup dialog box.

Skewing options: Skews objects horizontally —85 to 85 degrees in
relation to the selected reference point.

Rotating option: Rotates the object around the reference point.

Horizontal reflecting point: Reflect the object vertically, and then
rotate the object 180 degrees so it appears to be reflected horizontally.

Vertical-reflecting button: Reflects the object vertically.
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Rulers/Guides

-~
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Rulers/Guides
Rulers can be toggled on
and off by ChOOSing View > "'"E‘"“.l.l.l.1|.|.\.\.|.|.I.|E‘l|‘|.l.|.|.|.\.|.1|.|.I.

Show/Hide Rulers
OR by pressing the Ctrl + R
key combination. :

~

il

Adobe PageMaker 6.5 - Slide No 10 /

Using Rulers

To Change the
Ruler
Measurements

Using the
Zero Point
Option

.........

¢ Rulers can be toggled on and off by choosing View > Show/Hide
Rulers
OR by pressing the Ctrl + R key combination. Most of the time you
will need them on. You can change the measurement system the
ruler displays by going to the General Preferences.

e From the main menu, choose File > Preferences > General
OR press the Ctrl + K key combination:

ntitled-1
1 i 1

The Zero Point is the reference point by which you can refer to an
object’s location on the page or pasteboard. Unless you change it, the
zero point reflects the top left of your page or, if you are working with
facing pages, the point at which the two pages meet:
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Using Guides

To add a
Guide

To remove a
Guide

Applying the
Snap to
Option

Guides are used to help you place objects precisely on your page.
These ruler guides help you align objects along the same plane, and
like the margin and column guides, they do not print:

>

Drag a guide from the left or the top ruler onto the page:

—
[=1

1

—

Grab and drag a guide outside of the work area.
Note: You can have up to 120 ruler guides per page.

When the Snap to Guides option is on choose View > Snap to
Guides

OR press the Ctrl + Shift + ; key combination.

You may find the movement of an object constrained by the snapping,
preventing you from moving it incrementally nearer to a guide. In such
cases, you should turn off Snap to Guides:
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Review Questions

/

Review Questions

\\ © Cheltenham Computer Training 2001

How would
you:

Adobe PageMaker 6.5 - Slide No 11 )

~

Use the PageMaker Environment?
Use Blank Pages?

Use the Pasteboard?

Use the Toolbox?

Use the Colors Palette?
Use the Control Palette?
Use the Character View?
Use the Paragraph View?
Use the Object View?

Use Rulers?

Use the Zero Point Option?
Use Guides?

Apply the Snap to Option?
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Documents
When you e Create New Documents
have e Use the Document Setup dialog box
completed e Apply Page Size
this learning | o Apply Dimensions
module you e Apply Orientation
will have « Apply Options
seen howto: |, Apply Number of Pages
e Apply Start Page #
e Apply the Margins
e Change the Document Setup
e Setup Master Pages
e Use the Save and Save As commands
e Use the Open command
e Use the Open As option
e Use the Cannot Find dialog box
e Use the Close command
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New Documents

4 N

New Documents

- Creating a New Document NGNS
allows you to set up the | EoEilREEEE D)
publication page with

specified settings.

* You can define such things
as the size of the page, the

B P
n

size of the margins, and
even the orientation of the
page. !
=l ™ '
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Creating New | ¢ Creating a New Document allows you to set up the publication page

Documents with specified settings. You can define such things as the size of the
page, the size of the margins, and even the orientation of the page.

e From the main menu, choose File > New to create a new document:

File

| Eie.
Open... ! “O

Becent Publications »
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Using the The Document Setup dialog box allows you to define various
Document characteristics of your document such as the page size, number of
Setup dialog pages, and page-numbering:
box

Docurment Setup oK

Page size: ILEﬁEf =] Cancel

Dimensions: |8.5 x (11 inches

Ik

. Numbers...
Orientation: ©® Tall  © Wide

Options: [~ Double-sided I= cliustl Byaut
= [Eacitin FEnES ™ Restart page numbering
Mumber of pages: |1 Start page # |1
bargins

Left: |1 inches Bight: IU.?E inches
Top: IU.?E inches Bottom: IU.?E inches

Target output resolution; 300 | dpi

Compose to printer: I LI
Applying e Click the Page Size pop-up menu to see the standard page sizes
Page Size provided:

Pane size:; ILEﬂEF LI

Note: Standard screen sizes for creating online publications are
expressed in pixels.

Applying e You can use whatever page Dimensions you like-up to a maximum
Dimensions page size of 42 x 42 inches. To use a non-standard page size, type in
the dimensions and the Page Size option changes to Custom:

Dimensions: IB.E x |11 inches

Note: Consider your page dimensions before you choose a custom
page size for your publication. You can only have one page size per

publication
Applying e If you change the Orientation from tall (also known as portrait) to wide
Orientation (landscape), the dimensions will switch:

Orientation: @ Tall ide
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Applying
Options

Applying
Number of
Pages

Applying
Start Page #

Applying the
Margins

The Options allow you to set your page setup:

Double-sided — When checked will cause the left and right margins
to become the inside and outside. Select this option when creating
publications printed on both sides of the page, a magazine,
newsletter, or book.

Facing Pages — When checked will allow you to view your pages as
spreads-with the even numbered pages on the left, and the odd-
numbered pages on the right:

Optians: [ Double-sided
¥ Facing pages

Ingide: |1 inches Dutside: IU.?E inches

The Number of Pages field allows you to determine the number of
pages in your publication. If you don’t yet know how many pages you
need, it's easy to insert and remove pages while your publication is in
progress:

Murmber of pages: |1

The Start Page # field allows you to type in where you want page
numbering to begin. If you choose an even number, your first page is
a left page:

Start page #: |1

Set the values in the Margins sections to determine the margins for
the Document page:

Margins

Leit: |1 inches Bight: ID.?E inches
Top: ID.?E inches Baottom: ID.?E inches

Note: Margins are applied to the document master page.
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Changing the
Document
Setup

e Although the Change Setup dialog box appears when you choose
File > New to create a new publication, you can modify a publication's
Document Setup at any point in your work by choosing File >
Document Setup while the publication is active:

File

e M
Open... "0
Becent Publications 4
Close iy
Save "8
Save As.. Sh"S
Fevert

Flace... D
Acuire »
Export... 3
Links bManager.. Sh°D
Document Setup.. Sh™F
Printer Styles 4
Erint... =
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Master Pages

4 N

Master Pages

2 Adobe PageMaker 6.5 - [Untitled-1]
[E File Edit Layout Type Element Utlifies Yiew Window Help _ =] x|

I T R T T O O O T 2 O o A N A IR

* The Master Page E
typically contains the E
basic design elements =
of a page, such as E =
headers and footers, =
and page numbers. E

" IR ) ® |
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Setting Up e The Master Page typically contains the basic design elements of a

Master Pages page, such as headers and footers, and page numbers. The contents
of the Master Page will apply to all of the pages in the publication
unless you specify otherwise. You can create, modify, and delete
objects on master pages just like any other page. Master pages also
contain column guides, ruler guides, and margin guides. Each
publication can have an unlimited number of Master Pages.

e Every publication contains a Document-Master page or a Document-
Master page spread, in the case of publications that include facing
pages. You cannot rename or remove these Master Pages from the
publication.

e The Master icon is located at the bottom left of the publication window.
An icon containing the letters L (for left) and R (for right) mark the
master page icon for facing pages or spreads:

Ty

e In the case of single pages an icon containing the letter R marks a
single-sided publication. Click the icon to turn to the master applied to
the current publication page:

Ei
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To Display e From the main menu, choose View > Display Master Page Items:

the Master

Page content View

" v Display Mon-Priffng ltems AltN
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Saving Documents
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Saving Documents

+ The Save and Save As

commands allow you to
store your active
publication.

* To save your publication,

choose File > Save
OR press the Ctrl + S key
combination.

\ © Cheltenham Computer Training 2001

File
Desw.. "N
Open... "0
Becent Fublications
Close W

Save “5

~
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Using the
Save and
Save As
commands

publication.

Sawve

New... N
Open... "0
Becent Publications k
Close i
°8

e To save your publication:
From the main menu, choose File > Save
OR press the Ctrl + S key combination.
e To use the save as method:
From the main menu, choose File > Save As
OR press the Shift + Ctrl + S key combination:

e The Save and Save As commands allow you to store your active

FOR USE AT THE LICENSED SITE(S) ONLY
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e When you Save your publication for the first time or if you choose the
Save As command, you will see the Save Publication dialog box. In
this dialog box, you can choose the location you would like to save you
publication, crate a name to represent your publication and choose the
file type you would like the publication to save as:

Save Publication: C:'¥ly Documents', PageMaker Sample 1.T65

Save in: I@ My Documents i gl

1My Fictures

|1 My Webs

-1 Online Senvices

L. Shared Documents

B Pagetdaker Sample 1.pEs

File name: IPageMakerSample 2.FB5
Sawve as type: IPuincation LI Cancel |
Copy:

& Mo additional files
" Files requirad for ramate printing

= Alllinked files

Note: One of the most practical habits you can develop is to save your
PageMaker publication often. When you save a publication, your File
Name ensures that it remains stored in your computer even if there is
a power failure or system crash. To avoid the frustration of rebuilding
a lost publication, save your work regularly.
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File Types

The Save as type drop down list allows you to choose how you want
to save your publication:

ll

Template
A copy in 6.0 format

The Publication file type will save your publication as a native
PageMaker 6.5 file. The file extension will be .P65:

Fagetdaker
Sample 1.pk5

The Template file type will save your publication as a template. The
file extension will be .T65:

i

Fagekdaker
Sample 1.TER

The A copy in 6.0 format file type will save you publication as a
PageMaker 6.0 version so that you may open your publication in
PageMaker 6.0 or higher. The DOS extension will be .PM6:

P>

Fagekdaker
Sample 1.FE
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Opening Documents
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Using the
Open
command

Opening Documents

* The Open command allows (B
you to open a previously DNew.. N

saved publication. [ G o]

. To open a publication Becent Publications L
choose File > Open
OR press the Ctrl + O key
combination.

e The Open command allows you to open a previously saved
publication.

e From the main menu, choose File > Open
OR press the Ctrl + O key combination:

Mew... N

Becent Publications 4

~

Adobe PageMaker 6.5 - Slide No 15 /
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Using the
Open As
option

PANOSE
Font
Matching

Using the
Cannot Find
dialog box

When you are opening up a publication you will see the Open
Publication dialog box. This dialog box allows you to navigate around
your hard drive to locate PageMaker files:

Open Publication [2]x]

Look in Iﬁ My Documents j gl

1My Pictures

Fila name: IPageMaKerSample 1.pEs
Files oftype:  |PageMaker Files =] Caricel

Open as:
& Original T Copy

Note: By default PageMaker Files are the only file types that will be
available to you in the Open Publication dialog box. The explorer
window will only display PageMaker 6.0 — 6.5 Publication and
Template files. If you will like to try and open another file type, you
will have to select the All Files option from the Files of Type drop
down list.

Once you have found the file you would like to open, you have a
choice of how you would like to open the files, as PageMaker
publication or template file. By default it opens the original publication
or a copy of the template file:

Open as:
’7(3'Original " Copy

Use the File > Open command to open the original version or a copy
of a PageMaker 6.5 publication or template. PageMaker keeps track
of the last eight publications you opened and saved, and lists these
when you choose File > Recent Publications.

When you select a template or a PageMaker 4.0-6.01 publication,
PageMaker automatically selects Copy. To open the original of a
template instead, click Original. (The Original option is not available
for a PageMaker 4.0-6.01 publication.)

After you select a publication to open, the fonts used in the publication
are matched with those available in your computer. If a font used in
the selected publication isn't available, PageMaker displays the
PANOSE Font Matching dialog box to allow you to select available
fonts to substitute for the missing fonts. For more information about
substituting fonts, refer to Font Substitution.

If you are opening a publication that has links to external text or
graphics files, you will see a Cannot Find dialog box if a file cannot be
located. Use this dialog box to locate the file or to tell PageMaker to
ignore the link. See Importing, Linking, and Exporting, for more
information.
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Closing Documents

* Close command, | Eile
closes the active New... "N
blication Open.. o
pu " Becent Publications »
Save As... Sh*s
Rewvert

~

Closing Documents

\ © Cheltenham Computer Training 2001 Adobe PageMaker 6.5 - Slide No 16 /

Using the e From the main menu, choose File > Close to close the active
Close publication:
command
l [Sew... M

Open... "0

Becent Publications 2

Save )

Save As... Sh™s

Revert

Note: To close all open publications at once, press the Shift key as
you select the Close command from the file menu.
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Review Questions
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How would
you:

Create New Documents?

Use the Document Setup dialog box?
Apply Page Size?

Apply Dimensions?

Apply Orientation?

Apply Options?

Apply Number of Pages?

Apply Start Page #?

Apply the Margins?

Change the Document Setup?

Setup Master Pages?

Use the Save and Save As commands?
Use the Open command?

Use the Open As option?

Use the Cannot Find dialog box?
Use the Close command?
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Tools

When you Use the Pointer Tool

have Use the Text Tool

completed Use the Rotating Tool

this learning Use the Cropping Tool

module you Use Drawing Tools

will have

Use the Line Tool

Use the Constrained Line Tool

Use the Rectangle Tool

Use the Rectangle Frame Tool

Use the Ellipse Tool

Use the Ellipse Frame Tool

Use the Polygon Tool

Use the Polygon Frame Tool

Use Visual Tools

Use the Hand Tool

Use the Zoom Tool

Use the Preferences dialog box

Use the Character Specifications dialog box
Use the Custom Stroke dialog box
Use the Rounded Corners dialog box
Use the Fill and Stroke dialog box
Use the Frame Options dialog box
Use the Polygon Settings dialog box

seen how to:
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Basic Tools

4 N

Basic Tools

* The Pointer tool is used to select,
move, and resize text objects and
graphics.

* The Text tool is used to create text

blocks and text frames, select, and kT

edit text. = 'EI:
* The Rotation tool is used to select

and rotate text objects and

graphics.

» The Cropping tool is used to crop
parts of the graphic that you do not
want to print.

\ © Cheltenham Computer Training 2001 Adobe PageMaker 6.5 - Slide No 18

"

Using the e The Pointer tool is used to select, move, and resize text
Pointer Tool objects and graphics:
Using the e The Text tool is used to create text blocks and text E]
Text Tool frames, select, and edit text:
Using the e The Rotation tool is used to select and rotate text E
Rotating Tool objects and graphics:
Using the e When importing a graphic from another program or @
Cropping publication, you can use the Cropping tool to crop parts
Tool of the graphic that you do not want to print by adjusting

the size of its surrounding bounding box:
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Drawing Tools

-~

~

Drawing Tools

The Drawing tools allow
you to create simple
graphics (or frames to hold
text or imported graphics)
to which you can apply a
stroke and or fill.

o) Lo} IN| Ve
CIf i | B4

\ © Cheltenham Computer Training 2001 Adobe PageMaker 6.5 - Slide No 19 /

Using o
Drawing
Tools

Using the o
Line Tool

Using the o
Constrained
Line Tool

The Drawing tools allow you to create simple graphics (or frames to
hold text or imported graphics) to which you can apply a stroke and or
fill. If necessary, choose Window > Show Tools to display the
Toolbox:

N I=
O|=
O &
o &

The Line tool is used to draw lines at any angle:

=]

The Constrained Line tool is used to draw straight lines or lines at 45-
degree angles:

[=
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Using the
Rectangle
Tool

Using the
Rectangle
Frame Tool

Using the
Ellipse Tool

Using the
Ellipse Frame
Tool

Using the
Polygon Tool

Using the
Polygon
Frame Tool

The Rectangle tool is used to draw rectangles, or by holding down the
Shift key allows you to draw squares. You can change the corner
radius of the rectangle before it is drawn by double clicking the
rectangle tool to display the Rounded Corners dialog box:

gl

Note: You can change the corners of the rectangle after it has been
drawn, by choosing the Element > Rounded Corner command.

The Rectangle Frame tool is used the same way as the rectangle
tool; however, this tool allows you to place text or graphics within the
frame:

=]

The Ellipse tool is used to draw ellipses, or by holding down the Shift
key allows you to draw circles:

[+]

The Ellipse Frame tool is used the same way as the ellipse tool;
however, this tool allows you to place text or graphics within the frame:

f=]

The Polygon tool is used to draw customized or preset polygon
shapes.

To change the preset shape you will be drawing, double click the
polygon tool to display the Polygon Settings dialog box.

Holding down the Shift key allows you to constrain the length and
width of the shape, or the line segment.

After you draw a shape, you can add, move, or delete its vertices and
line segments, by double clicking the shape.

From the main menu, choose the Element > Polygon Settings
command to change shapes drawn with the polygon presets:

o]
Note: If you save your document, as a PageMaker 6.0 publication,
when reopened in Version 6.0, any irregular polygons you create

cannot be edited as far as changing the vertices and line segments,
only resized.

The Polygon Frame tool is used the same way as the Polygon tool;
however, this tool allows you to place text or graphics within the frame:

=]
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Visual Tools

-~

The Visual tools allow you

to zoom in and out of or

navigate around your

publication or Pasteboard. ||
These tools can be used on

their own or in conjunction

with other tools by using

the keyboard shortcut.

\ © Cheltenham Computer Training 2001

~

Visual Tools

Adobe PageMaker 6.5 - Slide No 20 /

Using Visual
Tools

Using the
Hand Tool

To move your
page

Using the
Zoom Tool

The Visual tools allow you to zoom in and out of or navigate around
your publication or Pasteboard. These tools can be used on their own
or in conjunction with other tools by using the keyboard shortcut:

]

The Hand tool is used to move your page around within your
publication window or (in the Advanced Level) to preview and test
hyperlinks:

&l

Select the Hand tool.
Click on the page and drag the page to the desired location.
Release the mouse.

The Zoom tool allows you to magnify or reduce the display of any area
in your publication. The magnification limits are between 25% and
400%:

A
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To magnify e Select the Zoom tool.

part of a page | o Click and drag to draw a marquee around the area you want to
by dragging magnify.

To zoom in e Press the Ctrl + Spacebar key combination to zoom in,
and out while OR press the Ctrl + Spacebar + Alt key combination to zoom out.

using another | «  Click to zoom in or out, or drag to select an area you want to zoom in
tool on.

Note: You can also double-click the Zoom tool to jump to Actual Size,
or press the Alt key as you double-click the Zoom tool to go to Fit in
Window view.
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Modifying Tools

Modifying Tools

Fill and Stroke [x]

Stoke: [ 1ot —— 7| oK |
ﬂ Cancel

Fill:

|

* Double-clicking some
of the tools will display e ] e ] »
various dialog boxes.

F Transparent background

Color: [Black = | color [Black

I~ Beverse

Character Specifications

Font: [ Times New Roman hd oK

n—
Size: ¥ | points Eosition:  |Normal - Cancel
Cancel
Lsading ~| points  Case Normal ~
Horiz scale:  |Mormal =] % Track: Notrack A

j
i

T
£
g

]

Custom Stroke Color [Brack =l lneend: [Break &
Tint 100 =%
Stokesyle: | =l oK | s
Typesyle: W Normal I™ halic I™ Raverse

Stroke weight |1 (melifs Cancel I Bold I~ Underline I~ Strikethru

W Transparent background

I Reverse
© Cheltenham Computer Training 2001 Adobe PageMaker 6.5 - Slide No 21
Using the e Double-clicking the Pointer tool will display the Preferences dialog
Preferences box:

dialog box

Preferences

bdeasurements in: Ilnches VI
Wertical ruler: Ilnches vl s Cancel |

Layout problems: [~ Show Joosefight lines M |
I~ Show "keeps" violations
o hap fonts... |
Graphics display: ¢ Gray out
& Standard CMS setup... |

" High resolution

Cantrol paletie Sawve option: & Faster
Horizontal nudge: ID m IInches LI  Smaller
“ertical nudge: Iﬂ.m IInChes LI Guides: @ Erant
™ Use "Snapta" constraints ~ Back
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Using the e Double-clicking the Text tool will display the Character

Character Specifications dialog box:

Specification

s dialog box E

Character Specifications

Font: ITimes MNew Roman LI
Size: |12 vl points Bosition: INormaI hd Cancel |
Leading: IAutD vl points Case: INormaI -

Options... |
Horiz scale: INDrmaI vl % Track: INotrack -
Color: IEIIaCk VI Line end: IElreak -

Tint: 100 w [
Type style: W Normal ™ ltalic ™ Reverse
[ Bold [~ Underline [ Strikethru

e The Character Specifications dialog box will allow you to control the
font, size, and other attributes of a selected range of text, part of the
default, or part of a style.

e Character attributes determine how text looks on the page. Size,
typeface, and character width (or horizontal scale) are a few of the
attributes that you can set in PageMaker.

Using the e Double-clicking the Line tools will display the Custom Stroke dialog
Custom box:
Stroke dialog

box L] |-

Stroke style: I

El ox_ |
Stroke weight: |1 points Cancel |

¥ Transparent hackground

[~ Beverse

e You can use the Custom Stroke dialog box to apply fill and stroke for
drawn rectangles, polygons, or ellipses (including frames). Specify
whether the stroke or fill of the object should overprint; and also set an
object-level tint for either the stroke or the fill.
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Using the e Double-clicking the Rectangle tool will display the Rounded Corners
Rounded dialog box:
Corners
dialog box ‘ [

) (] el

Cancel |
- - -

e The Rounded Corners dialog box allows you to select the shape of
corners when a PageMaker-drawn box is selected.

e After you create a rectangle, you can change the shape of its corners.

e After you create a polygon, you can add, move, or delete its vertices
and line segments.

e Forregular polygons only (created by dragging the polygon tool), you
can also use the Element > Polygon Settings command to change
the number of sides it has, and its inset value (the angle at which the
sides point toward the center of the shape).

Note: With no object selected, the chosen setting becomes the default
for PageMaker-drawn boxes. Unavailable if the selected object is not
a box drawn in PageMaker.
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Using the Fill Double-clicking the Ellipse tool will display the Fill and Stroke dialog
and Stroke box:

dialog box

[=]

Fill and Stroke [x]
Fill lﬁ Stroke I pt —m—— j 0K I
Colar IEIack ﬂ Calar IEIIaCk J Cancel |
Tint: 100 - | % Tint: 100 | %

I™ Overprint I™ Owerprint

¥ Transparent hackground

I” Beverse

You can modify objects a number of ways with Fill and Strokes. For
example, you can resize, rotate, and add color to objects. For objects
drawn with PageMaker drawing tools, you can also change stroke (the
width of lines drawn with the drawing tools, and the width of borders
around rectangles, ellipses, and polygons), as well as stroke and fill
patterns.

Note: Changes you make to color attributes do not affect an object if
Reverse is selected from the Stroke drop-down menu, or if Paper is
selected from the Fill drop-down menu.
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Using the
Frame
Options
dialog box

Double-clicking the Frame tools will display the Frame Options dialog
box:

]
e
o

Frame Options

— Content position
Ok, I
Top -

“erical alignment:

Horizontal alignment: Left — Cancel |

& Clip content to fit frame

" Bize frame to fit content
 Scale content ta fit frame

I il Eintain aspectratia

—Inzet

Top: ID.1E? inches  Baoftom: ID.1E? inches
Left: ID.1E? inches Eight: ID.1E? inches

The Frame Options dialog box allows you to specify alignment and
offset for text or graphics within a frame. This is unavailable if a frame
is not selected.

Note: If you don't want a border around the frame, select the frame,
and choose Element > Stroke > None. A non-printing, light-gray
border appears around the frame. If you want to hide the non-printing
border, choose View > Hide Guides.
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Using the e Double-clicking the Polygon tools will display the Polygon Settings
Polygon dialog box:

Settings o

dialog box @

Polygon Settings

Burmber of sides: |5_ Freview
ﬂJ ﬂ Cancel |
Staringet: ID_ %
A 2

e The Polygon Settings dialog box allows you to change the shape of
polygons. You can change the number of sides (up to 100) and the
degree to which the sides are inset to form a star. With no object
selected, the chosen setting becomes the default for PageMaker-
drawn polygons. This is unavailable if the selected object is not a
polygon drawn in PageMaker.
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How would
you:

Review Questions

~
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Use the Pointer Tool?

Use the Text Tool?

Use the Rotating Tool?

Use the Cropping Tool?

Use Drawing Tools?

Use the Line Tool?

Use the Constrained Line Tool?

Use the Rectangle Tool?

Use the Rectangle Frame Tool?

Use the Ellipse Tool?

Use the Ellipse Frame Tool?

Use the Polygon Tool?

Use the Polygon Frame Tool?

Use Visual Tools?

Use the Hand Tool?

Use the Zoom Tool?

Use the Preferences dialog box?
Use the Character Specifications dialog box?
Use the Custom Stroke dialog box?
Use the Rounded Corners dialog box?
Use the Fill and Stroke dialog box?
Use the Frame Options dialog box?
Use the Polygon Settings dialog box?

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Computer Training 1995-2001 - www.cctglobal.com






Colors and Fills 49

PageMaker 6.5 Foundation © 2001 Cheltenham Computer Training

Colors and Fills

When you Use the Define Colors dialog box
have Create Colors

completed Edit Colors

this learning Remove Colors

module you Use the Color Options dialog box
will have

Apply a Color Name
Apply Color Type

Apply a Color Model
Apply a Color Field
Preview Colors

Use the Stroke Button
Use the Fill Button

Use the Both Button
Apply the Tint Percentage
Use the Color Icon

Use the Color Model Icon
Use the Color Type Icon
Use the EPS Color Icon
Use the Color-Level Tint Icon
Use the CMS Display
Use the New Color Button
Use the Trash Button

seen how to:
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Custom Colors

-~

Custom Colors

~

* You can create custom Colo
colors us_lng the Define {Esss,]] pom— |
Colors dialog box. [Black]
. Fiegistration |
* To open the Define M o |
Colors dialog box, B e —
agugs . mpar |
choose Utilities > Define i -
SMoYE
Colors. [FiEss
Remove unused |
\ © Cheltenham Computer Training 2001 Adobe PageMaker 6.5 - Slide No 23 /
Using the e Toopen the Define Colors | Uiliies
Define Colors dialog box, choose Utilities Blugrins b
dialog box > Define Colors: Finel. E
Fimnl Hext G
Change.,  °H
Epelliig.. L
Book...
Index Entry... ™
Show Index...

The Define Colors dialog
box allows you to create,
edit and rename the colors
for use in your publication:

Create Index...
Create TOC. .

colar | | | oK |
[Mane] Cancel |
[Paper]

[Black]

[Fegistration] |
Blue

Fed
rellow

=11}
Magenta k

Edit. |

Impmt

Bemove |
Femove unused |
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Creating e Creating new Spot and Process colors is simple. To create a New
Colors Color, select the New button to open the Color Options dialog box:
...
Editing e When you Edit Colors, PageMaker will automatically update any
Colors objects that the color was applied to:
Edit...

Note: You can edit the definition of a Spot color imported with an EPS
graphic, but you cannot change its name or its Overprint setting.

Removing e When you Remove Color, PageMaker will apply the color Black to

Colors any text or graphic to which the color you removed was applied. Tints
that used the removed color also change to tints of Black. You can
remove a color from a PageMaker-drawn graphic, and remove a color
from the active publication.

e Toremove all the colors defined but not being used, from the active
publication, select the Remove Unused button:

Bemowve |

Femowe unused |

Note: You cannot remove the colors None, Paper, Black, and
Registration. Also note that you can remove colors imported with an
EPS graphic only if the EPS graphic itself has been deleted from the
publication.
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Color Options Dialog Box

button.

\\ © Cheltenham Computer Training 2001

* To select a color or choose
a color model (such as
RGB), go to the Color
Options dialog box by
choosing Utilities > Define
Color and clicking the New &«

Color Options Dialog Box

Color Options

T e — Cancel
Mogel [ovvk ¥ CMS Source
I~ Querpiint Lbreries: [ ~]
o [ L
Magerta w4l b
Yellow: | N D

Fle sl o
CMS Info
’7CM‘S Is curenty of. This colar uses: Mane

~

Adobe PageMaker 6.5 - Slide No 24 )

Using the e To select a color or choose a color model (such as RGB), go to the
Color Color Options dialog box by choosing Utilities > Define Color and
Options clicking the New button:

dialog box

Color Options

MName: IQ;an

™ Overprint
Cyan:
Magenta:

“ellow:

Black:

Type: IProcess VI
kodel: ICMYK VI

Libraries: |

K
Cancel

ChS Source..

af

Jdm
|;|;|;|z
Jitt

NNNE

a2

ChS Info
|7CMS is currently off. This color uses: None.

Note: You can also click the New Color icon at the bottom of the
Colors palette to open the Color Options dialog box.
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Applying a e Cyan, black, and yellow are just a few of the colors to name when
Color Name trying to define a color in the color Name field. Black is the default

color:

Mame: IOyan

Note: It is good idea to include the different color values you used to
create the color, rather than just giving the color a creative name. This
will help you keep track of how the color was created without always
having to keep going to the Color Options dialog box. If creating a
blue color using 100% cyan and 75% magenta, the color would be
something like: Blue C100, M75. If the value of a color is 0% you do
not need to include in the name.

Applying e Color Type can be changed to Spot, Process, or Tint:
Color Type

Twpe: IPrDc:ess LI

Spot — Use when you do not want the color to print as a separation or
when you want to use Pantone colors. Spot colors are often
preferred as a way to use color without drastically increasing printing
cost.

Process — Use in conjunction with the CYMK color model. Process
colors are colors that you want to separate when they are printed.

Tint — Use when you want to use tints of a color. You can choose
values of 0 — 100%. The Color Model field will change to a Base
Color field when you select the Tint color type:

Base Color: IElIac:k LI

Note: You cannot create a tint of a color that you are currently editing;
if you try you will get a warning:

Adobe PageMaker

& Invalid base colar.

A color cannot be changed to atint of itself nor atint of a
derived tint, [\Xs

nh3h:h2v?
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Applying a e The Color Model can be changed to CMYK, RGB or HLS:
Color Model
Model: |CMYK =]
Note: You can use any of the models to create a process color, but
PageMaker will convert those values to the approximate CMYK values
when you print separations or color composites. To control the final
printed colors in your publication, use the CMYK model to specify
process colors.
Applying a e In the Color fields, specify the percentages of a color to create colors,
Color Field to increase or decrease how much color is being used, type the
number in values of 0 — 100% or use the slider bar.
CMYK Color fields:
Cyan: [ion (e 4 | v]
Magenta: IIJ % 4 | | ﬂ
Yellow: IIJ % 4 | | ﬂ
Black: ||:| o 4 | | ﬂ
RGB Color fields:
Fed: ID 4 | | ﬂ
Green: 285 4 | >|
Blue: ID ﬂ
Previewing e The Color Preview displays a sample of the chosen colors you are
Colors using and a sample of how the color has been modified:
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Colors Palette

/

Colors Palette

Fill Button

Stroke Button /‘

Both Button

Color Icon

el

les o Colors

=

[

'IZ!L,!I T [100% ofd iy Drop down list
R

[ 1(Paper]

el B — color Model Icon

. [Registration]

. Elue |11 | =]

Color Type Icon

. Green .@

. bagenta EE

I e mE

[ wellow ZE

& 100:0:0:0 B @/
CMS Color Model .~ ~
Trash Icon

and Ink Value

\\ © Cheltenham Computer Training 2001

Create New color Icon

Adobe PageMaker 6.5 - Slide No 25

~

J

Using the
Stroke Button

The Stroke button specifies the line weight and pattern for the

rectangle, ellipse, or polygon tool. You can specify other line weights

in one-tenth of a point, up to 800 points:

=l
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Using the Fill | ¢ The Fill button lets you specify a fill or pattern when drawing a
Button rectangle, ellipse, or polygon:

0

e To select a pattern fill choose the Element > Fill command:

77

|

Note: A pattern fill can also be applied to a selected box or oval. With
the exception of None color, the patterns are opaque, hiding whatever
is behind them.

Using the e The Both button allows you to colorize the stroke, and the fill at the
Both Button same time with the same color:

L]

Applying the | ¢ The Tint Percentage pop-up menu in the Colors palette determines

Tint the percentage of the base color to apply to an object. The advantage
Percentage of this kind of tint is it can be applied instantly:
Using the e The Color icon gives you a swatch to indicate how the color will look
Color Icon when it is applied to an object:

N

=

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Computer Training 1995-2001 - www.cctglobal.com



Colors and Fills

57

PageMaker 6.5 Foundation

Using the
Color Model
Icon

Using the
Color Type
Icon

Using the
EPS Color
Icon

Using the
Color-Level
Tint Icon

Using the
CMS Display

Using the
New Color
Button

Using the
Trash Button

The Color Model icon represents the colors model set in the Color
Options dialog box.

CMYK Color Model: m

RGB Color Model: I]

HLS Color Model: M

The Color Type icon indicates the color types set in the Color
Options dialog box.

Process Color icon: @

Spot Color icon: EI

EPS Color icon appears when you place EPS graphics containing
Process or Spot colors into the publication:

Color-level Tint icon indicates that the color you are looking at is
using a Color-level tint of a color found in your color list:

ot

CMS Display indicates the Color Model, Ink value, and/or Tint Value
of a selected color:

& 100000

The New Color button allows you to quickly choose new colors from
the palette:

=N

The Trash button offers a quick and convenient way of deleting colors:
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/

Review Questions
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How would
you:

Adobe PageMaker 6.5 - Slide No 26 )

~

Use the Define Colors dialog box?
Create Colors?

Edit Colors?

Remove Colors?

Use the Color Options dialog box?
Apply a Color Name?

Apply Color Type?

Apply a Color Model?

Apply a Color Field?

Preview Colors?

Use the Stroke Button?

Use the Fill Button?

Use the Both Button?

Apply the Tint Percentage?
Use the Color Icon?

Use the Color Model Icon?
Use the Color Type Icon?

Use the EPS Color Icon?

Use the Color-Level Tint Icon?
Use the CMS Display?

Use the New Color Button?
Use the Trash Button?
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Text

When you Use Text Blocks

have Use Text Frames
completed Input text into a Text Block
this learning Input text into a Text Frame
module you Use the Place dialog box
will have

Choose File Name
Choose File Types

Set Place

Set Options

Highlight text

Add and Remove text
Copy, Cut and Paste text
Use the Character View
Use the Paragraph View
Use the Character Specifications dialog box
Choose Font Names
Set Font Size

Set Leading

Set Horizontal Scale
Set text Color

Set Color Tint

Set Type Style

Set Position

Set Case

Set Track

Set Line End

seen how to:
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Blocks Vs. Frames

~

Blocks Vs. Frames

* A Text Block is one of two
ways in which PageMaker TheQuickBr
allows you to add Text to T h
your publication.

A Frame becomes a Text q
Frame or a Graphics Frame
depending on the content
you add into it.

\ © Cheltenham Computer Training 2001 Adobe PageMaker 6.5 - Slide No 27 /

Using Text
Blocks

To Create a
Text Block

A Text Block is one of two ways in which PageMaker allows you to add
Text to your publication. The height or width of a Text Block will change
as you add or remove text.

e Select the text tool from the tools palette.
e Click and drag the mouse to the desired size:

|

e

e Enter in the desired text.
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To Resize a e Select the Pointer Tool from the tools Palette.
Text Block e Select the Text block you would like to resize:

o
The Quick Br
w,

e Select the text block handle:

01
The Quick Br
)

The Quick Br |
fheQ i)

e Click and drag the handle to the new desired size:

[The Quick Br

¢’

Overset Text | ¢ When resizing a Text Block you have to click and then drag the text
Icon block handle from one of its corner points to the new desired size of
the text block. If you make the text block smaller than it original size
you will cause the text to become overset. If the text becomes
overset, an Overset Text icon will indicate that not all of the text fit
inside the new text block size:

LB

The Quick

E——a

Note: A text block must be rectangular; and if it is empty it will
disappear. It is also not possible to apply a stroke or fill to a text block.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Computer Training 1995-2001 - www.cctglobal.com



62 Text

© 2001 Cheltenham Computer Training PageMaker 6.5 Foundation
Using Text e A Frame becomes a Text Frame or a Graphics Frame depending on
Frames the content you add into it. Once you add a graphic to a new frame,

the frame becomes a graphic frame and you cannot include text into
the frame, unless you first delete or detach the graphic from the frame.

¢ A Text Frame functions in much the same way as the Text block, but
unlike the text block the text frame the height or width will not change
as you add or remove text. Also unlike the text block, empty text
frames will not disappear and It is possible to apply strokes or fills to
text frames:

]
To Create a e Select a Frame Tool.
Text Frame e Click and drag the mouse to the desired size:

e Select the text tool from the tools palette.
¢ Place the mouse inside of the frame and click the mouse button:

|1

e Enter in the desired text.
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To Resize a e Select the Pointer Tool from the tools palette.
Text Frame e Select the Text Frame you would like to resize:

I

The Quick Brown Fox
Jurnps over the Lazy Dog

I

e Select the Text Frame handle:

]

The Quick Brown Fox
Jurnps over the Lazy Dog

- A
[ ] m [ ]

The Quick Brown Fox
Jurnps over the Lazy Dog

n u '53.
e Click and drag the handle to the new desired size:
- i

The Quick Brown Fox
Jurnps over the Lazy Dog

I

Overset Text
Icon . E

i

The Quick Browt

™
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Inputting Text

4 N

Inputting Text

I

The Quick Bd I The Quick Brown Fox

*+ To Input Text into a Locpsoverthe Ly
Text Block. s
« To Input Text into a I ‘
Text Frame. -
The QuicH 5
The Quick Brown Fox

Jumps over the Lazy
Dog

T

\ © Cheltenham Computer Training 2001 Adobe PageMaker 6.5 - Slide No 28 /

Inputting text | ¢ Create a text block to the desired size:
into a Text

Block J

P

¢ You will see a flashing curser appear on the screen, you can begin to
enter in your desired text:

The Quick Bi| I

Il

‘The Quick Brown Fox
Jurnps overthe Lazy
Dog

T
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Inputting text | ¢ Create your text frame to the desired size:
into a Text
Frame

e With the text tool selected place the cursor inside of the frame:

i

¢ Click the mouse button:

|7

e Enter in the desired text:

The QuicH

- o

The Quick Brown Fox
Jurnps overthe Lazy
Dog

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Computer Training 1995-2001 - www.cctglobal.com



66

Text

© 2001 Cheltenham

Computer Training

PageMaker 6.5 Foundation

Placing Text

-~

Placing Text

The Place Dialog Box
allows you to import text
from various sources.

PageMaker can import
such files as Spreadsheet
or Database documents,
Word-Processed
documents, another
PageMaker Story files,
ASCII text files, Rich Text
files and HTML files.

\ © Cheltenham Computer Training 2001

Place

Lookin: |23 My Documents

e

[Ele

| MNew "N
Open "0
Becent Fublications 3

Close

Poge 1a Picif
Page 1b Picjpg
Page 2 Picif

Save 3
Save As.
Revert

File name

[The Quick Brown Foxtd

Filesoftype:  [Imporable Files

= Cancel

Kind  [TextDocument
Size:

Flac:

2K Last modified

8/1/01 854 A

il 2elites
Place URL

© As new story
& Replacing entire stary
Cllnsering e

Optio

 Showfilter references

¥ Betain format

I~ Btain craping Dai=

¥ Convert guotes
M Read tags

Adobe PageMaker 6.5 - Slide No 29

Using the
Place dialog
box

e To open the Place dialog box:
From the main menu, choose File > Place

OR press the Ctrl + D key combination:

Mewy... T
Open... "0
Becent Publications 2
Cloze Ty
Sawve 3
Sawve As.. Sh™s
Rewver
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e The Place dialog box allows you to import text (and graphics) from

Database documents, Word-Processed documents, another
PageMaker Story files, ASCII text files, Rich Text files and HTML
files. The files you can place depend in part on the import filters you

have installed:

[2]x]

Place

EEREEE

Look in: I A My Documents

Page 1a Pictif

Page 1b Picjpg

Page 2 Fictif

Quick Brown Fox.doc
The Qluick Brown Fox b

File name: IThe Guuick Brown Fox td
Files of type: IImportabIe Files LI Cancel
Kindk: ITe>:t Document (Sl SaTEe:.
Size:  |2K Last modified 8/1/01 8:54 AM Place URL
Plece —— | Options
£ As new stary ¥ Showfilter preferences W Convert guotes

* Replacing entire story v Bietain format ¥ Fiead tags

£ RE i e ¥ \Petain eropmi DEks)

e When you open a text file to be placed into your publication, your
mouse pointer will become a Loaded Text Icon:

Note: If you try to place a file that PageMaker does not have a filter

use other installed filters to try and open the file:

Adobe PageMaker [ x|
N

Selectfile type:

AutaCAD (ADI)

AutoCAD Di<F
CompuSene GIF
Computer Graphics Metafile
CorelDRAW 3.0/4.0/5.0
CorelDraw! Chix 5.0
DCASRFT

Do not know how to place
file: Fre.doc

installed for, you will get a Caution dialog box, which will allow you to

various sources. PageMaker can import such files as Spreadsheet or
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Choosing File The File Name field is where you enter in the name of the text file you
Name are looking for. You can also use the Explorer window to locate your
file:
File name: |The Cluick Brown Fox b
Choosing File The Files of Type drop-down list allows you to decide which kinds of
Types files you want to place into your PageMaker publications:
Files of type: IImpDnabIe Files LI
Note: Depending on the import filter you have installed you will be
able to place files from other PageMaker publications, Word-
processing applications (WordPerfect, Microsoft Word, and Microsoft
Works), HTML files, Text or Table editors or any application that can
export text in ASCII format, Spreadsheet files from Excel or Lotus 1-2-
3 formats, and Database files (ABASE and dBASE-compatible
applications).
Kind field The Kind field tells you the type of document is being chosen to place,
whether it's Microsoft application Document, or other Text Document:
Kind: ITex‘c Diocument
Size field The Size field informs you of how large the file size is. The file size is
important in cases where you need to control the file size of your
publication:
Size: |2K
Last Modified The Last Modified field allows you to see the date and time of when
field the selected file was last modified:
Last modified: IB.'“1 A07 854 Ak
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Setting
Options

Place options radio buttons allow you to determine how the text you
are importing will be placed into your publication:

Flace Flace

& As new story & As new story

" Replacing entire story " Replacing gntire stany
" Ingering text " Replacing selected text

The As New Story option adds the placed file as a new story,
separate from the existing stories in your publication.

The Replacing Entire Story option will delete a selected story from
your publication and replaces it with the new one you have select to
place. PageMaker will also preserve the position, size, and orientation
text object you are replacing.

The Inserting Text option will place the placed text at the insertion
point, without deleting the existing text.

The Replacing Selected Text option will delete text, which you have
selected in your publication, and replace it with the new text you have
selected to place.

The Options settings allow you to determine how the text you are
importing will behave when it is being placed:

Options
[~ Showfilter preferences [ Convert guotes
v Betain farmat [~ Read tags

¥ [Eetain crapping Dats

The Retain Format option allows you to retain any character or
paragraph formatting and the style sheet when the text is imported, if
the file contains one:

v Betain farmat

The Convert Quotes option converts the quotation marks and
apostrophes of the selected file into typographer's quotation marks
and apostrophes:

¥ Convert guotes

The Read Tags option allows you to apply paragraph styles to text
when it is placed:

[ Feadtags

© 2001 Cheltenham Computer Training
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Text-Only e The Text-Only Import filters allow you to further adjust how the
Import Filters imported text will appear when it is placed:

Text-only import filter, v1.5
Remove extra carriage returns:
. i Cancel |
[T At end of every line!

[” Between paragraphs

¥ But keep tables. lists and indents as is

[" Replace or more spaces with a tab

[" Monospace. import as Courier New
¥ No conversion, import as is

" DOS text file (ASCIIN)

= Windows text file (ANSI)
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Editing Text

-~

Editing Text

To edit text, first
you need to
Highlight text in
a Text Frame or
Text Block with
the mouse.
Then delete
existing text or
add new text.

\ © Cheltenham Computer Training 2001

~

The quick brown fox jumps
aver the lazy dog.‘l

The gquick brown fox jumps
owver the

fox qumps

Adobe PageMaker 6.5 - Slide No 30 /

To Highlight o
Text in a Text
frame or text
block with
the mouse

The quick brown fox jumps

over the lazy dog.|l

The quick brown fox jumps

over the

Edit the highlighted text:

Place the cursor at the appropriate end of the selected sentence:

Click and drag the cursor over the sentence, word or character you
would like to highlight:
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To Highlight
Text in a Text
frame or text
block with
the keyboard

Adding and
Removing
text

Copying,
Cutting and
Pasting text

To Copy Text

To Paste the
copied Text

Place the insertion point at the start of the range of characters you
want to highlight and click the mouse button.

Hold down Shift key.

Press the Arrow keys to extend the selection either one character at a
time by using the Right or Left arrow keys or one line at a time by
using the Up or Down arrow keys.

Note: You can also use the Keyboard and mouse together to
Highlight text. To do this:

Place the insertion point at the start of the range of characters you
want to highlight and click the mouse button.

Hold down Shift key.

Place the insertion point and the end of the range of characters you
would like to highlight and click the mouse button again to highlight the
desired range.

Highlight the text you want to edit or place the insertion point at the
beginning of the location where you would like to add the text.
Enter in the new text information or press the Delete or Backspace
key to remove the unwanted text.

The standard editing commands for moving information back and forth
from one location to another are the Cut, Copy, Paste, and Clear
commands.

Highlight the desired text.

he gquick brown fox jumps

ower the la

From the main menu, choose Edit > Copy
OR press the Ctrl + C key combination
The quick brown fox jumps
over the lazy dng.|1
Place the cursor where you would like to Paste the Copied text,

From the main menu, choose Edit > Paste

OR press the Ctrl + V key combination

The quick brown fox jumps

over the lazy dog THe quick
. ES

brown fox jumps oier the

lazy dog
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To Cut Text ¢ Highlight the desired text you would like to Cut.
and Paste ¢ From the main menu, choose Edit > Cut

OR press the Ctrl + X key combination

The quick brownw

over the lazy dogMNREs s
brown fox umps over the
lazy dog

o After you select the Cut command, the highlighted text will be removed.

The quick brown | The quick
browsn fox jumps over the
lazy dog. 1

To Paste the | e Place the cursor where you want to paste the cut text:
cut Text

The quick brown The quick
brown fox jumps over the
lazy dog| I

o Paste the cut text where it is required:

The quick brown The guick
brown fox umps over the
lazy dog fox jumps over the

lazy duq 1
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Text Control Palette

-~

Text Control Palette

* In the Character View click
one of the font options in

~

the Control palette.
p E = Times New Roman EEITm

=[] [Times New Roman [= ]
=[] (RIB[rTOTRIE[ETCE [F] Mk [= e

A 00% [r|Emsoe |

+ Use the toggling buttons to
choose the Type style,
Case, Position, Type Size,
Leading, Expert tracking,
Horizontal Scale, Kerning,
and Baseline Shift to
format the text.

\ © Cheltenham Computer Training 2001 Adobe PageMaker 6.5 - Slide No 31 /

Using the
Character
View

Using the
Paragraph
View

To display the Control palette, choose Window > Show Control
Palette. When you have selected the Text tool, Text Block or the Text
Frame, the Character View will be automatically displayed in the
Control palette.

In the Character View click one of the font options in the Control
palette. Use the toggling buttons to choose the Type style, Case,
Position, Type Size, Leading, Expert tracking, Horizontal Scale,
Kerning, and Baseline Shift:

Times Mew Roman [+ |EEIT[12 [*] s22 [Mormal [~ |G 2 [ |
El IIIE!EIEE Eex([14.4 [~ |EH X [i00x [~ ]|Ex 0p

To display the Control palette Paragraph setting, choose Window >
Show Control Palette to display the Control palette, then select the
Paragraph Icon to open display the Paragraph View.

The Paragraph View of the Control palette offers many of the same
options as the Character View. Such as, Apply button,
Character/Paragraph buttons Alignment, Style, Cursor position
indicator, First line indent, Right indent, Left indent, Add space above
paragraph, Grid options, Add space after paragraph:

E %dg%ﬁt@ = EIVI*IEEZQB ;ﬁg

=

=+l Tl

=0

=

FOR USE AT THE LICENSED SITE(S) ONLY

© Cheltenham Computer Training 1995-2001 - www.cctglobal.com



Text

75

PageMaker 6.5 Foundation

© 2001 Cheltenham Computer Training

Character Specifications Dialog Box

* The Character
Specifications dialog box
allows you to format the
text in your publication.

» If you open the dialog box
without having any text
items selected, any
changes you make will

Character Specifications Dialog Box

=

o fome o] % Tk v ]
[Brack =] Lneend: [Break 3|
[0 ==
¥ Normal T~ ltal I Reyerse

become the default setting
for the text you will use in

your publication.

\ © Cheltenham Computer Training 2001
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Using the e The Character Specifications Dialog Box allows you to format the
Character text in your publication. If you open the dialog box without having any
Specification text items selected, any changes you make will become the default

s dialog box

To display o
the Character
Specification
s dialog box

Character Specifications

Font imes Mew Foman
Size m points Position:
Leading: m points Case:
Horiz scale: W % Track:
Colar: lm Line gnd:
Tint: 100w
Type style: ¥ MNormal ™ Italic

I Bold ™ Underline

setting for the text you will use in your publication.

From the main menu, choose Text > Character

OR press the Ctrl + T key combination:

Cancel |

DOptions... |

™ Reverse
™ Strikethru

Choosing o
Font Names

The Font drop-down list allows you to select a font to use in your
publication or change an existing font:

Font: ITimes Mew Roman

El
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Setting Font
Size

Setting
Leading

Setting
Horizontal
Scale

Setting text
Color

Setting Color
Tint

The Size drop-down list allows you to specify the size of your type in
points:

Size: |12 vl points

Note: You can only select font sizes from 4 to 650 points in increments
of 0.1.

The Leading drop-down list allows you to adjust the vertical space
between lines of text:

IAutD - I points

Note: Like letter and word spacing, the right amount of leading makes
text easier to read.

Leading:

The Horizontal Scale drop-down list allows you to adjust the width of
characters:

Haoriz scale: INDrmaI vl o

Note: You can specify a custom width anywhere from 5 to 250 percent.

The Color drop-down list allows you to add color to text:

Colar: IElIac:k LI

Note: You cannot apply the None color to text.

The Tint drop-down list allows you to specify a tint of a color from the
Color drop-down list:

Tint 100 ke

Note: If you apply a tint to the color Paper or Registration you see no
change take place.
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Setting Type
Style

Type Style checkboxes allow you to make various changes to the look
of your text. You have six options to choose from:

Type style: W Mormal [ Italic [ Rewverse
[~ Bold [~ Underline [ Strikethru

Normal: This option will return the text back to it's original state (with
no Style applied to it):

The quick brown

Bold: This option will increase the weight of your text, making it thicker:

The quick brown

Italic: This option will give the text a slight slant:

The quick brown

Underline: This option will place a horizontal line under a character or
words:

The quick brown

Reverse: This option will make your text white. This is used to apply
text to a Black or dark background:

Strike thru: This option will draw a horizontal line through the text:

Hhre-eHektrews

Note: You can also combine the options to further alter the look of you
text:

===
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Setting e The Position drop-down list allows you to set your text to Subscript,
Position Superscript or Normal (no position applied):

Eosition: INDrmaI vl

Setting Case | ¢ The Case drop-down list allows you to change the case of you text.
You have choice of Normal, All Caps or Small Caps:

Case: INDrmal vl

Al caps Ay
Small caps

Setting Track | ¢ The Track drop-down list allows you quickly increase or decrease the
space between words; you have a choice of Loose and Very Loose
to increase the space, Tight and Very Tight to decrease the space,
and Normal to use the default track setting:

Track: IND track - I
IND track - I

Setting Line e The Line End option allows you to control how a line of text brakes up

End in a text block or text frame. You have a choice of Break or No Break.
The Break option is the default, but if you want to force a paragraph to

fit on one line, use the No Break option:

Line end: IBreak vl
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Review Questions

-
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How would
you:

Review Questions \

Use Text Blocks?

Use Text Frames?

Input text into a Text Block?
Use the Place dialog box?
Choose File Name?
Choose File Types?

Set Place?

Set Options?

Copy, Cut and Paste text?
Use the Character View?
Use the Paragraph View?
Use the Character Specifications dialog box?
Choose Font Names?

Set Font Size?

Set Leading?

Set Horizontal Scale?

Set text Color?

Set Color Tint?

Set Type Style?

Set Position?

Set Case?

Set Track?

Set Line End ?
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Pictures
When you e Use the Place dialog box
have e Choose File Types
completed e SetPlace
this learning | o | ink and Embed Pictures
module you e Retain Cropping Data
will have e Use the Object View
seenhowto: | | pogition pictures on page
e Set the Frame Size
e Set the picture Scale
e Rotate picture
e Skew picture
e Flip picture
e Copy, Cut and Paste pictures
e Worap Text around pictures
e Colorize pictures
e Crop pictures
e Position pictures in Frame
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Placing Pictures

-~

* The Place dialog box
allows you to Import

formats such as Tiff,
Eps, Jpeg and Gif.

\ © Cheltenham Computer Training 2001

Placing Pictures

graphics of various file

Place

H
Lack in: I 3l Foundation work Folder j @I ﬁfl
F Page 1b Pic.jpg [\\5
ﬂ Pagetaker Exercise 1.pE5
TR Sample 1,765
2] The Quick Brown Foxbet
File name: IF’age 1a Pic.tif Open I
Files of type:  [Impantable Files =l Cancel
Kind: I-”FF Image CMS source...
Size:  |151K Last modified:  [7/31/01 317 Ph Place URL...
Plac: Option:
¥ Az independent graphic ™ Show filer preferences 2 Copper quates
= | Heplahio entie ston, I¥ | R et format I” |Fead tans
= rizerting tert J¥ |t eromping Diats

Adobe PageMaker 6.5 - Slide No 34

Using the e The Place dialog box allows you to Import graphics of various file

Place dialog formats such as Tiff, Eps, Jpeg and Gif. The files that can be placed

box in PageMaker depend on part on the graphic filters that you have
installed:

Look in: I — Foundation 'wark Falder

= § e | s

if %
ﬂ Pagebd aker Exercize 1.pED

Tl Sample 1.TE5
=] The Quick Brown Fow tt

File namme: |Page Ta Pic.tif

Open

Files of type: | Importable Files

Cancel

[

Kind:  [TIFF Image

Place

Size: |15'IK Last modifisd: I?a"31 A01 3171 P

Ch5 source...

Flikr

Place URL...

% &z independent araphic
£ Heplacing entie stony

€ sertitg e

Option:

[~ Show filter preferences ¥ Coryvert quotes
J¥ Eetait format ¥ Head tags
J¥ |Fletain cropping [ata
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Choosing File
Types

Kind Field

Size Field

Last Modified
Field

Setting Place

When you open a graphic file from the place dialog box, your pointer
icon will turn into a graphic icon:

<

Note: The graphic files that can be placed into your publication will
depend in part on the import filters you have installed into PageMaker.
If you have a problem installing a particular file type, it may not have
the necessary filter installed.

There are various File Types that can be imported into PageMaker.
When you have the Importable Files option selected from the Files of
type drop-down list, the explorer window will display all the various
graphic (and text) formats that you can import into your publication
such as Tiff, Eps, Jpeg and Gif:

Files of type: IImpDnabIe Files LI

The Kind field will indicate what type of graphic file placing into your
publication. Whether it is a TIFF image or other:

Kind:  [TIFF Image

The Size field Indicates to you how large the file you are placing will
be. The file information is important when you need to control the file
size of your publication:

Size: IT"QBK

The Last Modified field allows you to see the date, and time of when
the file selected was last modified:

Last madifiec:  [7/31/01 8:17 PM

The Place options allow you to Flace
choose how a graphic is placed

. .  As independent graphic
in your publication: p Eh

&+ Replacing entire graphic

£ Iz texd

The As independent graphic option adds the graphic to your
publication as an independent image.

The Replacing entire graphic option will delete a selected existing
graphic from your publication and replace it with the new placed
graphic. When the new graphic is placed, it will retain all the same
characteristic of the former graphic such as the image scale or size,
cropping data (if you select the check box), location, and even color (if
you are placing grayscale images).
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Linking and
Embedding
Pictures

Retaining
Cropping
Data

PageMaker 6.5 Foundation

When you open an image from the Place dialog box, an Alert
message may appear, prompting you to include a complete copy of
the selected image into your publication. The Alert will only appear if
the placed image is larger than the default image size of 256 KBytes.
If you select No to the prompt, you will place only a low-resolution
version of the image into your publication with a link to the High
Resolution file:

Adobe PageMaker [ x|

@ File: Page 2 Fictif

The graphicin the linked file would occupry 800 KBytes
in the: publication. Include complete copy in the publication

BTy E Y

If you select Yes to the prompt, you will place the full high-resolution
image into your publication. The image will now be embedded into
your publication and it will increase the size of your publication more
so than when you placed the low-resolution link. The size of the
increase will depend on the size of the image:

Adobe PageMaker
@ File: Page 2 Pic.tif

The graphic in the linked file would occupy 800 KBytes
in the publication. Include complete copy in the publication

ayAnEnT

Note: If you link an image you cannot move or delete the original
graphic. If PageMaker cannot locate the original high-resolution image
when you print, you will only get the low-resolution output. But if you
have embedded the image, all the necessary data in already there for
PageMaker to use in order to output the high-resolution publication.

The Retain Cropping Data option keeps the cropping information
from the original image when you are replacing an image. This option
is only available when the Replacing Entire Graphic option is
selected:

¥ Fetain cropping Data

FOR USE AT THE LICENSED SITE(S) ONLY

© Cheltenham Computer Training 1995-2001 - www.cctglobal.com



Pictures

85

PageMaker 6.5 Foundation © 2001 Cheltenham Computer Training

Modifying Picture

-~

~

Modifying Picture

The Control Palette allows
you to adjust the size of
your picture, the location of
the picture on the page, the
size of your picture frame,
the rotation of the picture,
or the how the picture is
skewed.

h e e
a EEy[i707 | EEHI0e  [25% |[H[@] EE 00 [

\ © Cheltenham Computer Training 2001 Adobe PageMaker 6.5 - Slide No 35 /

Using the
Object View

Positioning
pictures on
page

e The Object View of the Control Palette allows you to adjust the size
of your picture, the location of the picture on the page, the size of your
picture frame, the rotation of the picture, or the how the picture is
skewed.

¢ From the main menu, choose Window > Show Control Palette to
display the Control palette:

E:lmmx 30p1 | EEw{13p4 25% ] EE &
El=¥ [17p7 EIH [10p H &|EE~ 0° [P

e The Position field allows you to adjust the position of your picture
anywhere on the X and Y access of the publication page:

A %3724 in
A= Y|6.152 in

e The Nudge buttons allow you to move, resize or transform a picture
in small increments. You can also use the Shift key while you click on
the nudge button to increase the nudging by a multiply of ten:

2=
2=
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Setting the e The Size field allows you to adjust the width and height of a picture

Frame Size as well as the cropping rectangle:
A Y122 in
A= H[1.85in

¢ You can also use the Cropping option in the Control palette to crop a
picture which will also reduce it’s size:

|

Setting the e The Percent Scale field allows you to scale your picture:
picture Scale

24%
24%

Other Scale options:

Printer resolution Scaling option E

Proportional scaling option

Scaling option i'jl

Rotating ¢ The Rotate field allows you to rotate a picture by * 360 degrees in
picture increments of .01 degree. Use the Rotating tool in the toolbox to
rotate an object manually around any fixed point, or use the Rotating
option on the Control palette to rotate relative to the reference point
selected on the Proxy:

o
Skewing e The Control palette can be used to Skew a picture horizontally by * 85
picture degrees in increments of .01 degree.

e To skew an object, select the object.
e From the main menu, choose Window > Show Control Palette.
e Click or double-click to select a reference point on the Proxy:

z ]

Flipping e You can Flip a picture either vertically or horizontally with the
pictures Reflection button in the control palette:

1

FL

The Horizontal Reflection button: ﬂl

The Vertical Reflection button: -ELE
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To Copy a Select the desired picture.

Picture From the main menu, choose Edit > Copy

To Paste the
copied
picture

To Cut a
picture

To Past the
cut picture

Wrapping
Text around
pictures

Colorizing
pictures

To Colorize a
bitmap

OR press the Ctrl + C key combination.

From the main menu, choose Edit > Paste
OR press the Ctrl + V key combination.

Select the desired picture you would like to Cut.

From the main menu, choose Edit > Cut

OR press the Ctrl + X key combination.

After you select the Cut command, the selected picture will be
removed.

Paste the cut picture.
Move it to where it is required.

To Text Wrap around another text block, select the text block around
which you want text to wrap, and then choose Element > Group.
PageMaker now treats the text block like a graphic. With the grouped
text block selected, apply a text-wrap option. To wrap text around only
three sides of a graphic, position either the left or right edge of the
graphic against a column guide.

Alternatively, you can increase the standoff values enough to put the
graphics boundary next to the column guide:

Text Wrap

WWrap aption: K

E
. —
Cancel

Text flow:

=) =]

Standoffin - inches:

Left | Bight |
Top I Bottom I

[ Wirap text on same layer only

The Colorizing function will only work with 1 bit bitmaps or grayscale
bitmaps. When Colorizing Pictures you define a color, you specify
whether it is a spot color, process color, or a tint of a spot or process
color.

Select a 1 bit or grayscale bitmap

From the main menu, choose Window > Show Colors

OR press the Ctrl + J key combination to open the Color palette.
Click the Fill button.

Select a color and or tint from the colors palette list.
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Cropping

4 N

Cropping

*+ When you import a graphic
from another program or
publication, you can crop
parts of the graphic that
you do not want to print by
adjusting the size of its
surrounding bounding box.

\\ © Cheltenham Computer Training 2001 Adobe PageMaker 6.5 - Slide No 36 )

Cropping e When you import a graphic from another program or publication, you
pictures can crop parts of the graphic that you do not want to print by adjusting
the size of its surrounding bounding box.

e Select a crop tool from the Control palette EI
e Click on a picture to display nodes.
e Click and drag a node to crop parts of the picture:

7 "
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Positioning
pictures in
Frame

Note that while you dragging a node, the image will become a
grayscale.

After you crop a graphic, you can control which portions of it appear in
your publication by moving the graphic within the visible area. Just
click on the picture and drag it inside the cropped area:

You cannot crop to resize the visible area of locked objects, but you
can change what portion of the image shows within the cropped area.

Note: If you crop an inline graphic with the Control palette, you can
only crop from the center. To crop from any other point, use the
cropping tool in the toolbox.

For Positioning in Frame graphics larger or smaller than the frames
that contain them, you can specify that graphics be clipped to fit within
the existing frame borders (applies only to graphics larger than the
frame), or scaled to fit the existing frame borders.

Alternatively, you can specify that the frame size to fit the size of the
graphic.

You can specify an inset value between text and the frame border.
You can set a separate inset value for each side of a rectangular text
frame, or set a single inset value for oval or polygonal text frames.
You can change how the content aligns vertically and horizontally
within the frame. For example, you might want some graphics to be
positioned in the center of a frame; in other frames you might want the
graphics to align along the top and left borders of the available space.

© 2001 Cheltenham Computer Training
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/

Review Questions

\\ © Cheltenham Computer Training 2001

~
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How would

you:

Use the Place dialog box?
Choose File Types?

Set Place?

Link and Embed Pictures?
Retain Cropping Data?
Use the Object View?
Position pictures on page?
Set the Frame Size?

Set the picture Scale?
Rotate picture?

Skew picture?

Flip picture?

Copy, Cut and Paste pictures?

Wrap Text around pictures?
Colorize pictures?

Crop pictures?

Position pictures in Frame?
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Objects

When you
have
completed
this learning
module you
will have
seen how to:

Select Objects

Group and Ungroup Objects
Move Objects with the Mouse
Move Objects with the Control Panel
Remove Objects

Use the Align Objects Dialog Box
Use the Align Icons

Use the Distribute Icons

Use the Alignment Preview
Setting the Do Mini Save
Arrange Objects
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Selecting Objects

4 N

Selecting Objects

* Use the Pointer tool when

selecting objects.
* You can select a single

object, or you can select
multiple objects and modify
them all at once.

\\ © Cheltenham Computer Training 2001 Adobe PageMaker 6.5 - Slide No 38 )

Selecting e Use the Pointer tool when selecting objects. You can select a single
single Object object, or you can select multiple objects and modify them all at once.
with the When objects overlap, you can select them through the stack of
Pointer Tool objects.

e To select a single object, click on the object with the pointer tool:
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Selecting e To Add an object or objects to a selection, hold down Shift key as you
multiple click on the other object(s):

Objects with

the Pointer

- . -

¢ An object has been added to the selection:

e To Remove an object from a selection, hold down Shift key as you
click on the object you would like to remove:

e The Object has been removed from the selection:
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Selecting e To select several objects at once, drag the pointer tool around multiple
Objects with objects. Be sure to include each object's bounding box within the

the Marquee selection area.

Box e Using the Pointer tool, select the objects by clicking and dragging a

Marquee Box around the desired area:

e The objects have all been selected:
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Grouped Objects

4 N
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Grouping
Objects

Ungrouping
Objects

Grouped Objects

* A Group of objects, when
selected, appears with four
handles at the corners that

define the bounding box of - -
all objects in the group.

e A Group, when selected, appears with four handles at the corners that
define the bounding box of all objects in the group. Hold the Ctrl key
to select an Individual objects within a group so it can be modified:

e Select the group.
e From the main menu, choose Element > Ungroup.

e The objects retain the changes you made while the objects were
grouped:
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Moving Objects

/

\\ © Cheltenham Computer Training 2001

Moving Objects

To Move objects with the
mouse:

Place the pointer over the
object you would like to
move and select it.

Click and drag the object
to the new desired
location.

The object has now been
moved.

Adobe PageMaker 6.5 - Slide No 40 )

~

Moving
objects using
the Mouse

e Click and drag the object to the new desired location:

e The object has now been moved:

e Place the pointer over the object you would like to move and select it:
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Moving ¢ Moving with the Control palette offers an alternative to manipulating an
objects using object manually. Because you can enter exact values, the Control
the Control palette allows you to work with graphics and text objects precisely, and
Palette several changes can be made without switching to the toolbox or
choosing commands.
e Select the required object for moving:
% [10.86 in A3 W2 328 in 100%
Y[6.313 in izl H[1.781 in 100%
e TypeintheY or X field to zoom in closer or further away depending on
the numerical input:
#1086 in Ax w2 328 in 100%
445 inlii sd HpL781in [100%
Removing e Select the required object to be removed:
Objects
e From the main menu, choose Edit > Clear
OR press the Delete key:
k -
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Aligning Objects
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Aligning Objects
- With the Align Objects ="
dialog box, you can Alanine centers o he e
align objects in relation =
to one another, and/or [ﬁ] BB o
evenly distribute the [E]  Aonmecsenomerens
spaces between the |
objects. (2] [ - aien
(e0] (oo (0] - oo
e s _cones |
\ © Cheltenham Computer Training 2001 Adobe PageMaker 6.5 - Slide No 41 /
Using the e With the Align Objects dialog box, you can align objects in relation to
Align Objects one another, and/or evenly distribute the spaces between the objects:
dialog box
Align Objects
—Yertical

Align the centers ofthe items.
— @ E —Honzantal—————————————
E Align the centers ofthe items.

5] B @) & -
@l @ @l — Distribute

I~ Do mini-save (slow)

Cancel |

¢ Align or Distribute objects based on a common edge or based on the
centers of objects. For example, select the align-right icon to move
objects horizontally so that their right edges line up with the right edge
of the rightmost object. Each Icon has an example of how it will align
or distribute your objects.

Note: To align objects to a grid, use rulers and guides.
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Setting the e The Align icons allow you to change the alignment of icons. You can
Align Icons choose to align icons left, center, right, or not at all:

The Vertical Alignment Icons:

[Be]

The Horizontal Alignment Icons:

EIRIE N EIRE]

An active alignment is highlighted in yellow:

e+ [&]

Setting the e The Distribute icons are modular and can be arranged in groups that
Distribute are relevant to your working style. The spaces between the objects
Icons are distributed evenly, to provide the desired effect:

The Vertical Distribution Icons:

=]
=

Horizontal Distribution Icons:

aF (o] (5] (o]
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Using the e The Alignment Preview allows you to see the change of the aligned
Alignment objects:

Preview

e Objects before they are aligned:

e The vertical and horizontal icons used:

B [&]

e The end result of the alignment:
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Arranging Objects

4 N

Arranging Objects

 The Send To Back " p—
command will move '-;
selected objects to the ———

back most level of any
overlapping objects.

* The Bring To Front
command will move
selected objects to the
front most level of any
overlapping objects.

\ © Cheltenham Computer Training 2001 Adobe PageMaker 6.5 - Slide No 42 /

Using the » To arrange objects, select an object on the page.
Arrange e From the main menu, choose Element > Arrange:
menu
Element Utlite: “Wiew ‘window Help
il v
Stroke k

il and Strake,. =il

Frame 3
m Biritvg ba Fromt Sh™)
Lligr WEjestel SHTE Bring Forward 7]
Text wiap... AlFE Send Backward [
N Send to Back Sh™[
[Frmnn [

e Select one of four available arrange commands.
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Using Send e The Send To Back command will move selected objects to the back
to Back most level of any overlapping objects. This is unavailable if no objects

are selected, or no publication is open.

Selected Object:

Selected object sent to back:

Using Send e The Send Backward command will move selected objects back one
Backward level in a stack of overlapping objects. This is unavailable if no objects
are selected, or no publication is open.

Selected Object:

Selected Object sent back one level:

Using Bring e The Bring To Front command will move selected objects to the front
To Front most level of any overlapping objects. This is unavailable if no objects
are selected, or no publication is open.

Selected object sent to back by mistake:

Problem corrected by brining it to the front:

Note: Hold down Ctrl as you click to select an object that is behind
another object. Each time you click on overlapping objects, you select
the next level down in the stacking order, or through to the topmost
object in the next layer in the stack of layers.
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Using Bring e The Bring Forward command will move selected objects up one level
Forward in a stack of overlapping objects. This is unavailable if no objects are
selected, or no publication is open.

Hidden back most object select with the Ctrl click selection:

Selected object moved up one level:
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Review Questions

How would
you:

-

Review Questions

\\ © Cheltenham Computer Training 2001 Adobe PageMaker 6.5 - Slide No 43 )

~

Select Objects?

Group and Ungroup Objects?
Move Objects with the Mouse?
Move Objects with the Control Panel?
Remove Objects?

Use the Align Objects Dialog Box?
Use the Align Icons?

Use the Distribute Icons?

Use the Alignment Preview?
Setting the Do Mini Save?
Arrange Objects?
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Output

When you Use the Print dialog box
have Set Print Document options
completed Select a Printer

this learning Print multiple Copies
module you Collate pages

will have

Reverse pages

Set Pages

Print Page Ranges

Set Non-Printing option
Print Blank Pages

Set Print Paper options
Choose Paper Sizes
Choose Paper Source
Print Printer’s Marks
Print Page Information
Tile Pages

Scale Pages

Print Thumbnails

Use Fit Preview

Set Print Options

Send Image Data

Set Print Color options
Composite Print

Black and White Print
Set Print Features options

seen how to:
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Printing Your Work

4 N

Printing Your Work

* When you are ready to

print your publication, Document Setup... Sh°P
go to File > Print to open R TEIES S
up the Print Document =S _
dialog box.

\ © Cheltenham Computer Training 2001 Adobe PageMaker 6.5 - Slide No 44 /

Using the e When you are ready to print your publication, go to File > Print to open
Print dialog up the Print Document dialog box:
box

Document Setup... Sh™F
Printer Styles 4

o With the Print Document dialog box, you can print a black-and-white,
grayscale, or color publication on a range of output devices. When you
open a new publication, the default print settings allow you to print a
composite (all page elements print on the same page, as opposed to
separations where page elements print on different pages, depending
on their color and page assignment). If you print to different printers for
proofing and final output, your Document Setup settings should match
those of your final output device:

Print Document []
Printer: | LI‘ | Print I
I Callate
PPD: [ = Cancel
I" Reverse
Copizs I Froot
. et
Pages
“ Al Frint  [BothPages =] Paper
I” Ignore "Nor-Printing"" setting I Printblank pages =
' Book.  Orientation
Features
I [Brint &l il satmns i b et
J= U5z pepensetings ot each puilicatien Rasst |
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Print Document

-~

* The Print Document displays settings that will allow you to
setup various output options.

Print Document

Printer. ‘ j‘ | Print I
I Callate
PFD! \ =] Gancel |
™ Rever
Copies 1 -
o L1 I Froot
- [EEEimet
Pages
Al Print  |BothPages = Baper
I Ignare "Non-Printing" setting ™ Print blank pages Color
" Book ~ Orientation — ]
Features
= Prirtall puklieatiom s i Baak
I Uze paper setinge of each publicationg Figsat |
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Setting Print e The Document button will display Print Document dialog box which

Document allows you to setup various output options such as, which printer you
options will output from, the page you want to print, the number of pages you
would like to print and the orientation you would like to publication to
print to:
Frinter: | L" | Print I
. I™ Collate
PPD: A .
. | _" I Freverse Cancel
Copies: e Ii
. Ecurment:
Pages
" Banges |1 ‘ Im Beader's spreads Options
I lgnore "Non-Printing" setting I” Print blank pages Colar
~ Book ~ Orientation — | =
I= Print allluklieations i ook ﬂl
1= |Use papet setinae ot each pukliEaticn E— |
Selecting a e The Printer drop-down list allows you to choose various types of
Printer printers you may have installed locally or on a network:
Frintar: | LI|
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Printing e The Copies field allows you to set the number of copies of your
multiple publication you would like to print:
Copies

Copies:
Collating e The Collate check box allows you to print multiple copies of a
pages document in the order in which it appears in the publication:

[~ Collate

Note: This setting takes longer to print than if you sent the document
as un-collated. The document is sent to the printer as though you
were sending a single copy of the document several times.

Reversing e The Reverse check box allows you to change the order in which your
pages publication will print, so instead of the publication printing from pages
1-10, the reverse check box will print from 10-1:

[ Reverse

Setting Pages | ¢ The Pages section allows you to select page specific options such as
the page Range, page order, etc:

~ Pages
& All Print  |BothPages |
¢~ Banges: 1 | [ Reader's spreads
™ Ignore "Non-Printing" setting ™ Printblank pages

e The All radio button allows you to print all the pages used in the
publication:

Al

e The Print drop-down list allows you to set your publication to print only
Even Pages which will only print the even numbered pages (2,4,6...),
Odd Pages which will only print the odd numbered pages (1,3,5...) or
Both Pages which will print both the even and odd numbered pages
(1,2,34...):

Frint: |ElDth Fages j|

Both Pages ll

Ewen Pages %
Odd Fages
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Printing Page
Ranges

Setting Non-
Printing
option

To create a
Non-printing
object

To hide or
display non-
printing
objects in
your
publication:

Printing
Blank Pages

The Print Ranges refers the range of pages you want to print in the
active publication:

" Ranges: 1

Typing a hyphen between two numbers tells PageMaker to print all of
the pages in that range. You must type the numbers separated by
hyphens in ascending order (2-4, not 4-2.).

Page numbers separated by commas do not have to be typed in any
order (1, 5, 20, 8).

You can combine the hyphens and commas in the range field to get
more control of the pages you want to print. Example: You can type 1-
5, 19, 10, 11 to print pages 1 through 5, followed by page 19, and
ending with pages 10 and 11. You can type up to 64 characters in the
field.

Note: If you have set up your document to print only even or odd
pages, only the pages that fall into one of the before mentioned
categories will print. To avid this problem you must set the publication
to print both even and odd pages.

The Ignore “Non-Printing” Setting check box allows you to print
objects that are specified as Non-Printing. Non-Printing objects are
selected objects in your publication that you have set as Non-Printing,
so that they are visible in your publication but do not print when the
page is output:

™ Ignore "Non-Printing" setting

Select the object.
From the main menu, choose Element > Non-Printing.

From the main menu, choose View > Display Non-Printing Items.

Printing Blank Pages is used when you create long documents, such
as technical manuals or books, and typically divide them into individual
PageMaker publications (You might, for example, create a separate
publication for each chapter, the table of contents, the index, and the
front matter).

Dividing a book into separate publications reduces the size of a single
file and lets several people work on individual files throughout the
writing and production of the book. When you print, you can print the
files individually or combine them to print all at once:

™ Frint blank pages
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Orientation e The Orientation icons can change the way in which the publication
Options / will print on the paper. You can choose from tall (also known as

Icons portrait) to wide (landscape):

~ Orientation

E 1=

Portrait or Tall orientation icon:

Landscape or wide orientation icon:

I
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Print Paper

-~

+ The Print Paper dialog box allows you to define settings that
determine how the publication will print on the various paper
sizes available on you printer or output device.

Print Paper

Print Paper (]
~ Paper i I
g Latior LI Print
Source:  OnlyOne LI A Cancel

™ Printer's marks
I~ Craps and Elzeds arly, Document
™ Page information
Bager
-~ Tiling |

Oopt

'~ Seals LColor
& (100 *
Features

" Reduce to fit (A0DL0EsY Offset using printable area:

LOin R:Oin
" Thumbnails: per page T0in B:Oin Reset
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Setting Print | ¢« The Paper button will display the Print Paper dialog box which

I~ Center page in print area

Paper allows you to define settings that determine how the publication will
options print on the various paper sizes available on you printer or output
device:
Print Paper =]
~ Paper it
Size Letter LI [Pl
Source:  [OnlyCne LI A Cancel

I” Frinter's marks

I= Crops and blEeds oy

. Document
I” Page information
I™ Center page in ptint area Eeper
~ Tiling

A

|NDHE ;|| oerlap: |D 75 |inches Giiae
" Scale Color
2 % Features

 Reduce to fit {10000y Offset using printable area

L:0in R:Oin
" Thumknails: per page T:0in B:0in Reset
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Choosing
Paper Sizes

Choosing
Paper Source

Printing
Printer’s
Marks

Printing Page
Information

The Size drop-down list provides a list of printable pages sizes that
are available to your printer or output device. Some common paper
sizes in the US are Legal (8 2" x 14”), Letter (8 2" x 11”), and Tabloid
(11"x17”), and in Europe some common paper sizes are A4 (210mm x
297mm), A3 (297mm x 420mm), A5 (148mm x 210mm) and B5
(127mm x 250mm):

spe (B - |

Letter

Legal
Exacutive
Ledger
11 %17
Soreen

e e

Paper Source lets you choose the location of where the paper you will
be printing to is located in the printer such as the cassette, or manual
feed tray:

Source:  |OnlkyOne ;"

The Printer's Marks option prints crop marks, registration marks,
density-control bars, and a color-control bar on separations or
composites of your publication.

These marks help your commercial printer align separations and judge
color accuracy. The Printer's Marks option requires 0.75 inches (22.2
mm) in addition to the document size (You can also select Crops and
Bleeds Only to limit the kinds of marks that appear):

[~ Printer's marks
= |Crape and bleeds anly

The Page Information option prints the filename, page number,
current date, and spot- or process-color separation name in 8-point
Arial in the lower-left corner of each sheet of paper or film. The Page
Information option requires 0.5 inches (13 mm) along the horizontal
edge:

™ Page infarmatian

Note: Be sure to select a paper size big enough for your publication,
the printer's marks, and the page information. The Printer's Marks and
Page Information options together require 0.75 inches (22.2 mm) in
addition to the document size. The offset values in the Fit section are
red if the publication, printer's marks, or page information do not fit in
the printable area defined in the PPD.
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Tiling Pages e The Tiling drop-down list will allow you to tile a publication
automatically or you can specify the tiles yourself (manually).

e When you print tiles Automatically, PageMaker will calculate the
number of pages required, including the overlap. The pages are also
then centered in the print area on the collection of tiles to be printed.

e Tiling Manually allows you to control the exact dimensions of the tiles:

~ Tiling
|NDHE l|| nyerlEp; "175 |inches

Note: Each time you print, PageMaker prints a tile for all of the pages
you specify to print in the Print Document dialog box.

Scaling e The Scale options allows you to scale your publication, auto fit your
Pages publication, or create thumbnail prints of your publication:
~ Scale
" Reduce to fit (TO0LOR:Y
¢ Thumbnails: per page

e The Scale Percentage field allows you to fit an oversized publication
on a smaller piece of paper, or increase the size of the publication to
use up more of the printable page size.

e The Reduce to fit check box will automatically determine the best size
to scale your publication to, so that it will fit on your printed page.

Printing e The Thumbnails radio button allows you to setup your publication to

Thumbnails print as thumbnails and determine the number of publication pages
you want to print per thumbnail page:

" Thumbnails: per page

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Computer Training 1995-2001 - www.cctglobal.com



114 Output

© 2001 Cheltenham Computer Training PageMaker 6.5 Foundation
To Print e From the main menu, choose File > Print.

Thumbnail e If you're printing on a non-PostScript printer, click Options.

proofs If you are printing on a PostScript printer, select a PPD that matches

your printer type and click Paper.

e Click the Thumbnails radio button and type in the number of
thumbnails (from 1 to 1000) you want to print on each page. The size
of the printed thumbnails is determined by the number you set in the
per page field.

e Click Print.

Note: If you have specified page ranges when creating thumbnails of a
publication, each range starts a new page of thumbnails. For
example, if you specify a page range of "2, 4-20, a thumbnail of page 2
will print on one page, and thumbnails of pages 4-20 will print on the
next page or set of pages.

Using Fit e The Fit Preview section shows you either a graphical representation

Preview of a page or the numerical data. The Offset values below the page
indicate if the page is too large for the currently selected page size.

e To toggle between the graphic fit and the numerical fit formats, double-
click the page representation in the Fit section:

~ Fit

A

Offset using printable area:
L0 in R:Oin
T0in B:0in
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Graphical Representation view:

1

E

Numerical Data view:

Paper size _:
Dt 27 04

Printable area :
W :

~ Dffset calculation
" lsze paper size
& Use printable area

mrm
Height : 42016 mm

Offset values information:
Dffset using printable area:
L3545 mm  R:35.45 mm
T4374 mm  B43.74 mm

© 2001 Cheltenham Computer Training

Note: PageMaker gets the offset and paper information for the Fit
section from the selected PPD. If the PPD does not match the
capabilities or the printer, the offset information may be incorrect.
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Print Options

-~

\ © Cheltenham Computer Training 2001

Print Options

The Print Options dialog box allows you to setup how
placed images or type will print when your publication is

~

outputted.
Print Options
[
Print
Send image data: ‘Nnrma\ LI'
Cancel
Data encoding ‘Send AZCll image data L"
Document
 PostScript
Download fants ‘PostScmpt and TrueType LI' Baper |
™ Include PostScript error handler Drstians
I ‘rite PostScript to file |Unt|tled.p5 ‘ Erawse., | ol
= Color
& (4G
@ ™ Page independence Features
EPZ —
— = Edraimane bleed
£ T areEress
Reset

/

Adobe PageMaker 6.5 - Slide No 47

Setting Print
Options

The Options button will display the Print Options dialog box, which
allows you to setup how placed images or type will print when you
publication is outputted. You can also set the Data encoding which
affects the file size of the data, which is transmitted over a network:

Print Options
[
rint
Send image data: |Nnrmal j|
Cancel
Data encoding |Send ASCllimage data L"
Documant
"~ PostScript
Download fonts: |PostScr\pt and TrueType L" Baper |
I Include PostScript errar handler pticns
™ \Write PostScript to file: |Unt\tled.p5 | Erowse. | Col
Lalar
& hlarme] .
A [~ Page independence Features
EPE —
_ I~ B image Bleed
£ Earprenress
Reset

Note: An image encoded using Binary image data is half the size of
an image encoded using ASCIl image data and takes half the time to
transmit. Older PC networks may not support binary data
transmission, so in Windows, the PageMaker default data encoding is
ASCII, and the binary encoding option is available only when you print
to a Postscript file.
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Sending
Image Data

The Send Image Data drop-down list allows you so select the quality
in which to print your placed images:

send image data: |Normal ﬂ|

Optimized subsampling j
Maormal

Optimized subsampling k
Low resolution
Omitimages

Choose Normal to send the high-resolution bitmap-image data to the
printer. This option is best used when you are printing line art or
grayscale bitmap images containing black-and-white data.

Choose Optimized Subsampling if you want to proof your work on a
low-resolution printer but your publication contains high-resolution
images. This option is best used when you have placed bitmap
images with a large tonal range into your publication or if the placed
images contain more image data than the printer needs. PageMaker
prints the images at the best possible resolution for your printer,
removing the image data that your output device cannot use.

Choose Low Resolution to print bitmap images at 72 dpi (dots per
inch), which will reduce printing time.

Choose Omit Images if you do not want any bitmap images to print.
This option is best used when you want to proof the layout of the text
in a document.
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Print Color

-~

will print.

* The Print Color dialog box allows you to setup how the
colored object and placed images used in your publications

Print Color

& Composite
& Color/Grayscale
" Print calors in black

£ Eenaratians

= Perfarm on Erifter
et Ik

Print Color [=]

¥ Allow printer halftanes Print

Cancel

Document

CMS Setup.
Printell ks,

Setup...

x  Process Cyan

x  Process Magenta

x  Process Vellow

x  Process Black
Fed

| Pt e ke
AllE prEEEsS)

Optians

¥ Priritieik

- (Ealar
Eemeye unieed

Features

Reset

A
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Setting Print | o
Color options

The Color button will display the Print Color dialog box which
allows you to setup how the colored object and placed images used in
your publications will print:

Print Color

& Compasite
& Color/Grayscale
€ Printcolors in black

CiEeparaliohs

= Periarm o priften
Erint ks

¥ &llow printer halftones Print

Cancel

Document

ChS Setup.
Primtallinks

Setup

x  Process Cyan

x  Process Magenta

x  Process Vellow

X Frocess Black
Fed

|

[Tt s BEas

Allte pracess

I

il

4

Eemmve unused

™ Erint iz ik

Features

i

Reset
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Composite e The Composite radio button prints the process color elements of your
Printing publication on one page. Where as the Separations radio button

prints the process color elements of you publications onto 4 for
separate pages. The pages will represent one of the four colors used
to create process color: they are Cyan, Magenta, Yellow and Black.
If you use any non-process colors in your publication, PageMaker will
covert the colors to the closest process equivalent before printing:

& Composite

&+ Color/Grayscale

e If you are printing to a PostScript printer, PageMaker will display Color
or Grayscale depending on the capabilities of the printer PPD you
have selected.

e The Color Composite option allows you to print a color composite of
a color publication on a desktop printer. The color composite can be
used as a final print if you are not planning to print your publication
with a commercial printer who uses printing inks rather than toner or
ink cartages. However, if you plan to take your publication to a
commercial printer, you can print a color composite to verify that the
correct colors are applied to your objects and to get a sense of how
the final printed publication will look. The level of accuracy to the final
printing press print will depend on your output device and how it has
been calibrated.

e The Grayscale Composite allows you to print visually correct grays of
colored elements. For example, since yellow is visually lighter than
black, the gray that prints to simulate the 20% tint of yellow is lighter
than the gray that prints to show the 20% tint of black.

Note: The Allow Printer Halftones check box in the Print Color dialog

box allows you to use the printer drivers halftone settings print
halftones instead of the PageMaker Image Control settings:

I Allaw printer halftones

Black and e The Print Colors in Black option allows you to print colors as a tint of
White black. For example, if you specified a 20% tint of black and a 20% tint
Printing of a green, the 20% tints of black and green would be identical as

identical tints when the publication is printed:

€ Print colars in black
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Print Features

4 N

Print Features

» The Print Features dialog box is specific to every printer you select
and it allows you to setup more print options.

Acrobat Distiller 2017801 _
-
Resolution:
Printer's default ﬂ Cancel
Docurnent
FPaper
Optians
Color
I Featires

Reset
\ © Cheltenham Computer Training 2001 Adobe PageMaker 6.5 - Slide No 49 /

Setting Print e The Features button will display the Print Features dialog box
Features which is specific to every printer you select. The print features dialog
options box allows you to setup more print options such as Duplex, printing to
special trays, printer specific color options, and printing to special
types of stock (card, transparency, or recycled):

Print Features
Acrobat Distiller 2017.801
.
Resolution:
Prirter's default =l Cancel
Document
Paper
Options
Color
Festures
Feset
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e If you have selected a Non-PostScript printer, you will need use the
Setup button to set the printer features:

Note: For the Non-PostScript printers, the Paper button is changed
into a Setup button.
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Review Questions

/

Review Questions
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~

Adobe PageMaker 6.5 - Slide No 50 )

How would

you:

Use the Print dialog box?
Set Print Document options?
Select a Printer?

Print multiple Copies?
Collate pages?

Reverse pages?

Set Pages?

Print Page Ranges?

Set Non-Printing option?
Print Blank Pages?

Set Print Paper options?
Choose Paper Sizes?
Choose Paper Source?
Print Printer’s Marks?
Print Page Information?
Tile Pages?

Scale Pages?

Print Thumbnails?

Use Fit Preview?

Set Print Options?

Send Image Data?

Set Print Color options?
Composite Print?

Black and White Print?
Set Print Features options?
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Installing the Sample Files into a Folder

Installing the sample files

o Use the Windows Explorer to create a folder called PageMaker 6.5 Foundation Samples
folder, just below the My Documents folder.

e If you are installing the sample files from a diskette, place the diskette in the diskette drive
and copy the files to the My Documents\ PageMaker 6.5 Foundation Samples folder. If
these files have been copied to your network server, then ask your trainer/supervisor for
more information about how to copy these files to your PC’s hard disk.

¢ Notes for tutors
the above instructions are for Windows 95 - and for Windows 98 that has not been setup for a
multi-user environment (with individual profiles). The instructions above may also require
modification within a Windows NT environment. Where possible pre-install the relevant work
files prior to use by students/delegates.
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Introduction to PageMaker

Setting up General Preferences

e Use the Windows Explorer to create a folder and call it PageMaker 6.5 Foundation Work
Folder. Place your new folder just below the My Documents folder, and copy all PageMaker
sample files from the Samples folder into the Work Folder. We will be utilizing these samples
as the basis for the PageMaker 6.5 Foundation Exercises.

e From the main menu, choose File > Preferences > General to open the General
Preferences dialog box:

j (0] 9
=

Layout problems: [~ Show [oosefight lines

kMeasurements in: IInches

Yertical ruler: IInches aiftE

Cancel

P

kore...
[ Show "keeps" violations
hap fonts...
Graphics display: " Gray out
& Standard CMS setup...

" High resolution

Control palette Save aption: " Faster

¢ Smaller

[
[

Horizontal nudge: ID.EH IInches

Wertical nudge: ID.EH IInches

Guides:  Eront
" Back

[T Use "Shap to" constraints

e Make the following changes:

Measurements in:
Vertical ruler:
Graphics Display:
Horizontal nudge:
Vertical nudge:
Save options:
Guides:

Inches
Inches
Standard
0.01 Inches
0.01 Inches
Faster
Front

e Select the OK button.
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Documents

Opening Documents

From your PageMaker 6.5 Foundation Work Folder open the PageMaker template file

called Sample 1.T65:

Open Publication EHE
{3 Pagetdaker 6.5 Foundation Work Foldj gl

1.T65

Look in: I

alj=)

File name: ISampIe 1.TES
Files of type: IPageMakerFiles LI Cancel |

Open as:
’7(‘ Original &+ Copy

The Sample 1.T65 file will open up as a copy of the original.
Select Save As from the File menu.
Name the file PageMaker Exercise 1.p65.

Select version Publication from the Save as type drop down list.
Select the No additional files radio button from the Copy section:

Save Publication: C:'My Documents',PageMaker 6.5 Foundation Work Folder'.p... & E3

Sawve in: I@PageMakerB.S Foundation Work Foldj gl

ﬁPageMaker Exercise 1.p6S

File name: IPageMakerExercise 1 pEg|
Sawve as type: IPuincatiDn LI Cancel |

Copy:
& Mo additional files

 Files raquirad for remote printing

A linked files

Click the Save button.
Your file name should now appear in the window title bar.

FOR USE AT THE LICENSED SITE(S) ONLY
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PageMaker 6.5 Foundation

Changing the Document Setup

From the Main menu, choose File > Document Setup.
Change the page size to:

Orientation: Tall
Width: 7.5
Height: 10

Select the OK button:

Document Setup 0K

Fage size: I Cuztorn j Cancel

Dimensions: |?_5 W |‘I|:| inches

Orientation: © Tal ¢ ‘wide

MHumbers. .

U

Optionz: [w Double-sided [ Adjust layout
v Eacing pages [ Restart page numbering

Murnber of pages: |2 Start page #: |'|

t argins

Ihzide; IEI.E inches Outzide: IEI.E inches
Top: IEI.E inches Battomm: IEI.E inches

Target output resolution: {300 *| dpi

LCompoze ko printer: I?DISF'L.&Y on Mone j

Note: If the page becomes hard to read, please select from the main

menu View > Fit in Window.

FOR USE AT THE LICENSED SITE(S) ONLY
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Tools

Modifying Elements

o Note: If your Tools palette is hidden please select Window > Show Tools.

o Within your sample document exercise select the Pointer tool from your Tool palette.
o With the Pointer tool, select the large Black Box on the page:

o With the large Black Box selected, choose Element > Fill and Stroke:

Fill and Stroke

Fil: | Mo
Caolor: I Black

Tint [100 +| %
[ Owverprint

=]|

Stroke: I Bpt

Tink: I'IEIEI TI A

[~ Overprint

¥ Tranzparent background

[~ Reverse

= ok |
Cancel |

FOR USE AT THE LICENSED SITE(S) ONLY
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o Within the Fill and stroke dialog box, make the following changes:

Fill: None
Stroke: .5pt
Color: Black

e Your document should look like this:

Enter FILE Mume HErE

FOR USE AT THE LICENSED SITE(S) ONLY
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Colors and Fills

Creating Colors

[ ]
box:

Define Colors

=]|

Caolor: | | | oK. I
[Mone] Cancel |
[Paper]

[Black]

[Registration] Mew... |

Blue

I:Ean Edt.. |

ki agenta

Fod Impaort... |

“ellow Remove |
Remove unuzed |

[ )
[ )
dialog box:

Color Options

M ame: IGreerJ

Tupe: I Process - I

ok

Cancel

Ch5S Source...

From the main menu, choose Utilities > Define Colors to open the Define Colors dialog

Within the Define Colors dialog box, select the color Green from the list.
Select the Edit button OR double click the color from the list to open the Color Options

M odel: Im

[ Overprint Libraries; I

Cp fx o Il

b agenta: ||:|_ 2 ﬂ_l ﬂ

el 00 = ﬂ J_bl

Black: ||:|_ = j_l j
CHMS Info

Ck5 iz currently off. This color uses: Mone.

i)

FOR USE AT THE LICENSED SITE(S) ONLY
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e Within the Color Options dialog box, make the following changes:

Name: Green C80, Y100
Type: Process

Model: CMYK
Overprint: Unchecked

Cyan: 80
Magenta: 0
Yellow: 100
Black: 0

e Select the OK button.

e Back in the Define Colors dialog box, select the color Blue from the list.

e Select the Edit button OR double click the color from the list to open the Color Options
dialog box.

¢ Within the Color Options dialog box, make the following changes:

Name: Blue C100, M80
Type: Process
Model: CMYK
Overprint: Unchecked

Cyan: 100
Magenta: 80
Yellow: 0
Black: 0

e Select the OK button.

e Back in the Define Colors dialog box, select the color Red from the list.

e Select the Edit button OR double click the color from the list to open the Color Options
dialog box.

¢ Within the Color Options dialog box, make the following changes:

Name: Red M100, Y100
Type: Process

Model: CMYK
Overprint: Unchecked

Cyan: 0
Magenta: 100
Yellow: 100
Black: 0

e Select the OK button.
e Select the OK button again to return back to the publication.
e Choose File > Save to save your work.

FOR USE AT THE LICENSED SITE(S) ONLY
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Using the Colors Palette

Using the Pointer tool, select the Red box at the bottom of the screen:

N

I

Open the Colors palette, by selecting Window > Show Colors:

[ Stules ™ Colors ™ 4
- [m]=] Tint:
[ [More]

[][Pspen

I (5ack] RE
Il (Reaiste ation]

[l E1v= C100, bSO EE
B cyan 4 |
[ Green C8O. Y100 EE
[ t4agenta EE

Red M100. ¥100

I:' Yellaw 4 |

& 01001000 IERERP:

Select the Create New Color icon.

FOR USE AT THE LICENSED SITE(S) ONLY
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e Within the Color Options dialog box, make the following changes:

Name: Orange M40, Y80
Type: Spot

Model: CMYK
Overprint: Unchecked

Cyan: 0
Magenta: 40
Yellow: 80
Black: 0

e Select the OK button:

Color Options

Mame: |Orange M40, Y80 ok,

Type: ISDDt vI Cancel
b odel: IEMYK vI Ch5S Source...

- 2|

[~ Owerprint Libraries; I

Cyan: ||:|_ 3 1 | |

b agenta: IE 2 ﬂ J

el Iﬁ o ﬂ

Black: a % 4 | |
CHS Info I_

Ck5 iz currently off. This color uses: Mone.

o With the new color highlighted in the Colors palette, select the Create New Color icon again.

FOR USE AT THE LICENSED SITE(S) ONLY
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e Within the Color Options dialog box, make the following changes:

Name: Orange Tint
Type: Tint

Base Color: Orange M40, Y80
Overprint: Unchecked

Tint: 50

e Select the OK button:

Color Options

M ame: IDrange Tl ak

Type: ITint vI Cancel
Baze Color: IDrange b40, vI CHS Source...

[~ Owerprint Libraries; I

Tint: Iﬁ 3 j J j

i)

CKS Infa

Ck35 iz currently off. Thiz color uses: Mone, Tints are
azsigned profile of their baze color.

e Back in the publication, with the Red box still selected, select the Stroke button.
e Select the Orange M40, Y80 color from the colors palette list.
e Select the Fill button.

FOR USE AT THE LICENSED SITE(S) ONLY
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e Select the Orange Tint color from the Colors palette list:

PageMaker 6.5 Foundation

Shylas ‘{ Colors ™

y

Change the Tint to 65.
Press OK button.
Save your work.

BRE Tint:
W (50 XE A
. [Reqistration]
Il 5= 100, ka0 EE
B Cyan EE
[ Green 8O, Y100 EE
. hagenta 4 |
|:| Orange k440, Y30 E =]
(Woremse Tt )
[l Fed t4100, 100 EE
[] vellow F 4|
-
&l 50% (0:20:40:0) RN P

Unselect the now Orange box by clicking on the blank Pasteboard.
Double-click the Orange Tint color.
Rename the color Orange Tint 65.

FOR USE AT THE LICENSED SITE(S) ONLY
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Text

Inputting Text

o Within your Tool palette select the Text tool, and mouse click on the frame with the words
"Enter File Name Here”:

. ENTER FILE NAME HERE -

[ ] 1]

e Within the text frame, highlight the all the words, use the click and drag method or triple-click
to select all text.

e Change the text color to Red M100, Y100.

e Then with the text cursor enter the name “PageMaker Exercise 1” into the text box:

. PAceEMAKER EXERCISE 1 -

o With the Text tool still selected, mouse click on the text box with the large body of text that
reads: “The quick brown fox jumps over the lazy dog.”
o Use the Ctrl + A key combination to select all the text in the box:

PaoseMaker Exercine 1

Note: There is too much text to try and click and drag, and the triple-click option will only
select one paragraph.

FOR USE AT THE LICENSED SITE(S) ONLY
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o With the text highlighted, press the Delete key, or press the Backspace key.
e The text should all be gone:

PaoseMaker Exercine 1

Note: To get the text back into the text box you can input it, but you don’t have to for this
exercise.

FOR USE AT THE LICENSED SITE(S) ONLY
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Placing Text

o With the Text tool still selected click on the large text box.
e Open the Place dialog box, choosing File > Place.
o Select the “The Quick Brow Fox.txt” file from the PageMaker 6.5 Foundation Work Folder:

Place E

Look in: Iﬁ Fagetaker 6.5 Foundation wark Foluj = £k B+

] Page 2 Pic.tif
Bl Page 1a Pic b

@F‘age 1b Fic.jpg
The Quick Brown Fox.kxt

File name: |The Quick Brown Fos bt Open

Filez of type: Ilmpartable Files j Cancel

Kind: ITE:-:t Document Chi% source...

Sizer |2K Last modified: IEW 42001 8:54 AM Flace URL...

[l

Flace Options

% fis new stany [ Shows filker preferences W Conwert guotes
" Replacing entire stary [v Betain farmat [~ Feadtags

" Ingerting test I Fietain croppitig Data

FOR USE AT THE LICENSED SITE(S) ONLY
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Select the As new story Option.
Select the Open Button.

PageMaker 6.5 Foundation

When The Text-only import filter appears, make the following changes:

Remove extra camiage returns:

Text-only import filter, v1.5

Cancel
[T At end of every line

[T Between paragraphs

[T But keep tables, lists and indents as is

[ Replace of more spaces with a tab
[" Monospace, import as Courier Mew

¢ Mo conversion, import as iz

" DOS text file (ASCI)

* Windows text file [ANS5I1]

At end of every line: Unchecked
Between paragraphs: Unchecked
Replace: Unchecked
Monospace: Unchecked
No conversion: Checked

Dos text file: Unchecked
Windows text file: Checked

Place the Loaded Text Icon on the Text Frame and click the mouse:

PoseMaoker Exercine 1

FOR USE AT THE LICENSED SITE(S) ONLY
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o Highlight all the text:

PaoseMaker Exercine 1

© 2001 Cheltenham Computer Training

¢ Open the Character Specifications dialog box, choosing Type > Character:

Character specifications

Fant: | arial |
Size: m points
Leading: Im pointz  Caze:
Hariz scale: W 4 Track:
Colar: IBIau:k j
Tink [0 =%
Tupe style: W Momal [ Italic

[~ Bald [~ Underline

Position: Im
Lire end: Im

Cancel

Wi,

Optians...

-
-
-
-

[ Reverze
[ Srikethr

o Within the Character Specifications dialog box, make the following changes:

Arial
Normal

Font:
Track:

e Click the OK button.

e Open the Character palette, choosing Window > Show Control Palette:

Arial * |[<][=]1T
NB[F[U[R[B[C[CIE]E] EE

10

= | ey [Mormal -

15

~ |EE X [jo0x |- 0 in

Using the Type Size drop-down list, change the size of the type to 10.
e Using the Leading drop-down list, change the size of the leading to 15.
e From the Type Style buttons, click the Bold button.

FOR USE AT THE LICENSED SITE(S) ONLY
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Click the Paragraph icon to display the Paragraph Palette:

Click the Full Justification button:

PageMaker 6.5 Foundation

I [Mo style] | Qin “=0in ;:l]in IT(0 |
El B E B E -Ebin E-0in T I0in ===

Click the Apply button to make sure all of your changes have been applied:

FOR USE AT THE LICENSED SITE(S) ONLY

© Cheltenham Computer Training 1995-2001 - www.cctglobal.com



EXERCISES - Pictures 21

PageMaker 6.5 Foundation © 2001 Cheltenham Computer Training

Pictures

Placing Pictures

Within your Toolbox select the Pointer tool.

Open the Place dialog box.

Choose the “Page 1a Pic.tif” file from the PageMaker 6.5 Foundation Work Folder.
Then select Open.

When you see the Graphic icon, place it over the pasteboard:

[

e Select the graphic:

FOR USE AT THE LICENSED SITE(S) ONLY
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¢ In the Control palette change the scale of the graphic to 35%:

PaceMaker Enerane 1

1.978 in 353
1.779 in 355

FOR USE AT THE LICENSED SITE(S) ONLY
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Modifying Picture Color

With the graphic still selected, click the Fill icon in the Colors palette.
Select the Green C80, Y100 color from the list:

o e
e

Click the empty frame located on the left, above the large text frame:

fox jumps ¢

With the Frame selected, choose Element > Fill and Stroke.
Change the color of the fill to None.
Select a Custom Stroke size of 3:

Custom Stroke |

Stroke style: I j oK. I
Stroke weight; |3 poinks Caricel |

[ Transparent background

[~ Reverze

FOR USE AT THE LICENSED SITE(S) ONLY
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e Change the color of the stroke to Blue C100, M80:

Fill and Stroke |

Fill: Salid Stroke: I Custam... j k. I
Color: ([N »| | Color |[BleCl00.M20 =] Cancel |
Tirt: |1nu | % Tint |1nn | %

[ Overprint [~ Overprint

¥ Tranzparent background

[~ Reverse

e The Frame should look like this:

S R =T

lazy dog.

The quick brovmfox jum

FOR USE AT THE LICENSED SITE(S) ONLY
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e Select the Crop tool from the Control palette.
e Select the colorized picture:

e e iiel B

brovem fox iumos

e Send the picture backward until graphic is just behind the outline of the empty frame:

o

browm fox iumos

FOR USE AT THE LICENSED SITE(S) ONLY
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Positioning Pictures

e With the Pointer tool, click on the Black Box on the lower left corner:

e Open the Place dialog box.
o Select the “Page 1b Pic.jpg” file from the PageMaker 6.5 Foundation Work Folder:

e |~ |

Look jr: IE Paget aker B.5 Foundation Work Ful-j 4= ¥ ER-

Bl Page 2 Pic b
B Page 1a Pic.tF

The Quick. BFD% Fio, bxt

File name:  |Page 1b Pic.jpg Open I
Files of type: IImpurtabIe Files j Cancel |
Kind  [JPEG Image S source..|
Size: 39K Laszt modified: I?."l31 £2001 22 P Flace uH L |
Place Optiohs
" s independent araphic [ Shaow filker preferences ¥ Convert guotes
& Within frame [¥ Eietain format [ Beadtags
£ |nzerting text [¥ | etain cropping [ata

e Select the Within Frame option.
e Click the Open button.
e Select the Crop tool from the Toolbox.

FOR USE AT THE LICENSED SITE(S) ONLY
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Place the mouse pointer in the box and move the image within the box until the image is

visually centered horizontally:

o
E:]

& k]

) £

& E: 2]

& k]

& k2]

& E: 2]

& E: 2]

& k]

@’I’? pE A b

S I I

R - “

& 1 k]

B )

& E: ]

& E: 2]

B )

& E: ]

._D_.
1
L= 3

Select the Pointer tool.
Select the Graphic Frame on the bottom left.
Hold down the Shift key

Select the Empty Frame in front of the colorized picture on the top right.

Select the Orange Frame on the bottom right:

PaoseMaker Exercine 1

FOR USE AT THE LICENSED SITE(S) ONLY
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e From the main menu, choose Element > Text Wrap to display the Text Wrap dialog box.

e Make the following changes to frame:

Text Wrap

YWrap optian:

e Cancel |

Standaff i inches:

Left |.125 Right I.'IEE
Top |_125 Bottamn |.125

[ 'whap text on same laper only

e Click OK button.
e The text will wrap around the objects and your page should look like this:

PeoviakCREXCRCIBC 1

FOR USE AT THE LICENSED SITE(S) ONLY
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Objects

Spacing and Aligning Objects

Click the number 2 Page Icon at the bottom of the work window to go to page two:

I Rk
L

Select all elements.
Hold down the Shift key and unselect the Line:

Press Delete to remove all selected content from the page.

Select the Line.

In the Control palette, select the far right point from the Proxy icon.
Make the following changes to the Line:

-0.05 in EE L[6.5 in | EE &
3in

‘i AE %
*'hglzw

X: -0.5

Y: 3

L: 6.5

Rotation: 0

Click Apply button:

FOR USE AT THE LICENSED SITE(S) ONLY
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o With the Line still selected, Copy the Line.

e Paste the Line 10 times.

o When you Paste the last pasted line, move the line to the bottom, and place it on the page
margin.

~

e Select all the lines, using a marquee selection:

e Press the Shift + Ctrl + E key combination to display the Align dialog box.

FOR USE AT THE LICENSED SITE(S) ONLY
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e Make the following changes:

Align Objects |
—Wertical
o tﬂ_ ' Distribute within bounds
LT " Distribute fived amaunt
=l [
DD T
imi=t i .
Ly B — Honzontal
L DEI — .:’-'-.Iign the left zidez of the
LU & IkEms.
[ (| .
& |D|:| 0 |:|| — Align

iﬂ b || o0\ Od | - istibute

[T Do mini-zave [low)

Cancel | Ok I

Select the Horizontal Align to left Icon
Select the Vertical Distribute spaces Icon
Select the Distribute within Bounds Option
Click the OK button:

e Press the Ctrl + G key combination to group all the lines.

FOR USE AT THE LICENSED SITE(S) ONLY
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Resizing and Modifying Objects

Select the Rectangle tool.

In the Colors palette, select the Stroke icon.

Choose the Color None.

Select the Fill icon.

Choose the Cyan Color.

From the Tint drop-down list, choose 15%.

Click and drag a box from the Top left corner margin to the bottom Right corner margin:

e Send the blue box to the back:

e Save your work.

Note: Open the PageMaker Exercise 1 Final.p65 file from the PageMaker 6.5 Foundation
Samples folder to see an example.

FOR USE AT THE LICENSED SITE(S) ONLY
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Output

Print Your Document

You are now ready to print your document!

e From the main menu, choose File > Print to open the Print dialog box.
e Within the Print Document dialog box, input the following information:

Printer: | L|| | Print I
PPD: | LI| MEElE Cancel |
I~ Reverse
_ [ Cecimen
Fages
" Banges: |1—2 | ™ Reader's spreads Options |
™ Ignore "Mon-Frinting" setting ™ Print blank pages Colar |
"~ Book "~ Orientation
e = i L ﬂl
=t W i o
= Wse papen eetings of eactpublicatizn |
Eeset
Printer: select your available printer
PPD: select your available printer
Copies: 1
Collate: Unchecked
Reverse: Unchecked
Proofs: Unchecked
Page Range: All
Print: Both Pages
Ignore “Non-Printing” setting: Unchecked
Reader’s spreads: Unchecked
Orientation: Portrait

FOR USE AT THE LICENSED SITE(S) ONLY
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Select the Paper button.
Within the Print Paper dialog box, input the following information:

Print Paper

PageMaker 6.5 Foundation

<]
~ Paper ~ Fit -
S [ 3| —
Source: |OnIyOne L|| Z Cancel |
¥ Printer's marks
r Cr?pg and.bleeds only Document |
¥ Page informatian
™ Center page in print area H E - I Paper
"~ Tiling :
|N0ne L|| ayerap: |U-?5 |inches ﬂl
"~ Scale Caolor |
o 2 Features |
¢ Beduce to fit (10R05) Offset using printable area:
L:0.125 in R:0.125 in
" Thumknails: per page T:0.125 in B:0.125 in Reset |
Size: Letter
Source: Select a Source that contains letter size paper
Printers marks: Checked
Page information: Checked
Center Page Information: unchecked
Tiling: None
Scale: 100

Select the Options button.

Within the Print Options dialog box, input the following information:

Print Options

~ TIFFs{Images

Send image data: |N0rmal L||
Data encoding: |Send ASCllimage data L||
"~ PostScript
Download fonts: |PostScript and TrueType L||
™ Include FostScript arror handler
I~ 'rite PostScript to file: | | Browse. . |

Ol =1
CERS
o prenress

I~ Page independence
I Edraimage bieed

Cancel

Document
Baper
0] ajifelgl=

Caolor

Features

Eeset

[ et
[ e |
__eoper |
—
_ Cor |
[ |
_ Feet |

Send Image Date:
Data encoding:

Normal
Send ASCII image data
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Select the Color button.
Within the Print Color dialog box, input the following information:

Print Color

& Composite
& Calar
 Print calars in black

" Saparations

I~ Pertarm e printer
Erifite [hik

I™ Mirror Print

™ Negative
Cancel
I~ Preserve EFS calars

ChS Setup... Documert

Erititlitits Papet

% Process Cyan

% Process Magenta

x  Process Yellow

% Process Black
Orange k40, Y80

Brirbrm ks Options

AlltE process
Ealar

Ll

Eemawve unusesd

I |kt thie

Optimized screen:

Features
Freguency: (50.0

=

iR

|Defau|t L|| Angle: ° Feset

Composite: Selected

Color: Selected

Print Colors in Black: Unselected
Separations: Unselected
Mirror: Unchecked
Negative: Unchecked
Preserve EPS Colors: Unchecked

Select the Print button to print your document.
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Master Pages

When you Display the Master Pages palette

have Use the Master Pages palette

completed Remove the Master Pages tab

this learning Select the Master Pages palette menu commands
m_odule you Use the New Master Page dialog box

will have

Use the Save Page as Master dialog box

Use the Duplicate Master Page dialog box
Apply Master Pages to several pages at once
Apply a Master Page to one page at a time
Use the Master Page Options dialog box
Change the Column Guides

Change the content of a Master Page
Remove Master Pages

Add Page-Number Markers to a Master Pages

seen how to:
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Master Pages Palette

4 N

Master Pages Palette

« The Master Pages palette [ Master Pages™, |
allows you to create and O] | thane)
apply Master Pages to [Document Master]
El One Page kastar

Publication Pages.
Editing Master Page Mﬁ

\ © Cheltenham Computer Training 2001 Adobe PageMaker 6.5 - Slide No 2 /

Displaying e The Master Pages palette allows you to create and apply Master
the Master Pages to Publication Pages. Use the Master Page icons at the
Pages palette bottom of the publication window when you want to go to or edit a

master page.

To Show or Hide the Master Page palette:
From the main menu, choose Window > Show Master Pages

OR press the Shift + Ctrl + 8 key combination:

Master Pages -, ﬂ
El [More]

[Docurnent baster]

El One Page Master

Editing Mazter Page El I i I.-.""/j
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Using the
Master Pages
palette

None — Allows you to remove any Master Page content from a
publication:

El [Mane]

Document Master — Every new publication will include a Document
Master, which is the default master for your initial pages. The
Document Master margins and orientation are determined by the
options specified in the Document Setup:

| | [Docurnent bazter]

Master Name — Allows you to organize and recognize your master
pages:

Mo Marne

Facing Page Icon — Informs you that a specific master page is a Two
Page Master:

D]

Single Page Icon — Informs you that the specified master page is a
One Page Master:

0]
New Master Page Button — Allows you to create a new master page:

Trash Button — Allows you to trash or delete a selected master page
from the palette:

Note: The Palette Arrow allows you to obtain more options available
to a specific palette: E|
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Removing the
Master Pages
tab

Selecting the
Master Pages
palette menu
commands

You can click and drag the Master Pages palette tab over an existing
group to add the palette to that group

OR click and drag the palette tab outside an existing group to create a
separate palette:

CL=|
Master Pages

Applying Master Page

Master Pages -, »
El [Mare]

[Document Master]
Applying Master Page &l I i -

Select the arrow on the top right corner of the pallet window to display
the Palette Menu commands:

|
Master Pages -, 4 MNew Master Page, ..
El [More] Delete “Master Page"
[Docurnent Master] Duplicate "Master Page"
Apply...
Save Page as...
Editing haster Page | EI I i Ij

Prompk on Apply
Adjust Layout

The Palette Menu commands are:

New Master Page — allows you to create a new Master Page.
Delete “Master Page” — allows you to delete Master Page.
Duplicate “Master Page” — allows you to duplicate Master Page.
Master Page Options — displays the Master Page Options dialog
box.

Apply — displays the Apply Master dialog box.

Save Page as — displays the Save Page as Master dialog box.
Prompt on Apply — prompts you to confirm your choice every time
you want to apply a master page.

Adjust Layout — allows the objects and guides on a page to be
repositioned or resized appropriately for the margins and columns of
the new master page you are selecting.
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Creating Master Pages

=

Creating Master Pages

Nema I " One page
' &
+ The New Master Page o o page
dialog box allows you to o
create your own hew Inside 1 inches Outside: |9-75 inches
Master Page Top 075 | inches  Eotom: [075 | inches

— Column Guid

Columns: 1 1
Space between: |0167  inches 0.167 | inches
Cancel | 0K I

N

\ © Cheltenham Computer Training 2001

Using the
New Master
Page dialog
box

Adobe PageMaker 6.5 - Slide No 3 J

Master Page.

Page dialog box:

New Master Page
 One page
N .
ame I # Two page
—Marging
Inside I1 inches Outside: ID'?5 inches
Top: IU-?5 inches Bottom: ID-75 inches
- Column Guides
Calumns: I1 1
Space between: ID.1E? inches 0167 | inches
Cancel | QK I

e Choose New Master Page from the palette menu
OR click the New Master Page button to display the New Master

e The New Master Page dialog box allows you to create your own new

e There are several ways to Create Master Pages in PageMaker. You
can create a new master page or create a master page based on an
existing master page or publication page.
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To create a new master page:

e From the main menu, choose Window > Show Master Pages.

e Choose New Master Page from the palette menu
OR click the New Master Page button.

e Enter a name of your choice into the Name field.

e Select one of the radio buttons to specify if you would like a One Page
(single page) or a Two-Page (facing page) Master:

* One page
Name: I " Two page
—Margins

Left: I1 inches Right: ID'?5 inches
Top: IU-75 inches Bottom: ID-?5 inches

— Caolumn Guides

Columns: |1
Space hetween: ID.1E? inches

Cancel | QK |

e Specify the size of the Margins.

e Specify the number of Columns, and the Space Between the
columns.

e Click OK.

Note: If your publication is single-sided, you cannot use create a
spread master. See Setting Up Pages for more information on
creating single-sided or double-sided pages.
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Using the e The Save Page as Master dialog box allows you to create a Master
Save Page as Page based on an existing publication page.

Master dialog

box e Choose Duplicate “Master Page” from the palette menu to display

the Save Page as Master dialog box:

Save Page as Master

Marme:

Cancel Sanwe

To create a new master from an existing publication page:

¢ Go to the Publication Page that you would like to use as a master
page.

From the main menu, choose Window > Show Master Pages.
Choose Save Page As from the palette menu.

Enter a name of your choice into the Name field.

Click Save.

Note: The master elements from the master page applied to the
selected publication page, as well as objects and guides are all copied
to the new master page.

Using the e The Duplicate Master Page dialog box allows you to create a Master

Duplicate Page based on an existing master page.

Master Page

dialog box To display the Duplicate Master Page dialog box:

e Choose Duplicate “Master Page” from the Master Pages palette
menu:

Duplicate Master Page

Duplicate: IDDcument baster j

Name DanW Maﬁter: IDucument Mastercupy

Cancel | Duplicate

To create a new master from an existing master page (Method One):
e From the main menu, choose Window > Show Master Pages.
Choose Duplicate “Master Page” from the palette menu.

Select an existing master page from the Duplicate drop-down list.
Enter a new name into the Name of New Master field.

Click Duplicate.
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To create a new master from an existing master page (Method Two):

e From the main menu, choose Window > Show Master Pages.

e Click and drag the master page name you would like to duplicate onto
the New Master Button:

Layers ‘l Master Pages ™, ﬂ

El [Mare]
[Document Master]
Applying Master Page I F'z i -

e Enter a new name into the Name of New Master field.
e Click Duplicate.

Note: If you would like several master pages to share one or more
design attributes such as the location and formatting of page numbers,
you can apply the location and formatting of the page numbers you
would like to share on the other master pages into the Document
Master. When you are ready to create other master pages, you can
base the additional masters on the Document Master, rather than
wasting time creating each new master from scratch.
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Applying Master Pages

“ N

Applying Master Pages

To apply a master page to Master page

several pages at once, you  [Domumenitaster 4]

need to use the Apply #Peagerange: 120
Master dialog box. Al
™ Setleftand right pages separately
¥ Adjust layout Cancel |

\ © Cheltenham Computer Training 2001 Adobe PageMaker 6.5 - Slide No 4 J

Applying
Master Pages
to several

pages at
once

e There are several ways to Apply Master Pages to your publication.

e To apply a master page to several pages at once, you need to use
the Apply Master dialog box. Choose Apply from the Master Pages
palette menu to display the Apply Master dialog box:

Apply Master

haster page:
IDDcument kaster j

* Page range: |1-2|]
Al

[™ Setleft and right pages separataly

W Adjust layout Cancel Apply
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To apply a master to multiple publication pages:

e From the main menu, choose Window > Show Master Pages.

e Choose Apply from the palette menu.

e Select the name of the master from the Master Page drop-down list.

¢ In the Page Range field, specify a range of pages or select the All
radio button.

e Click Apply.

To apply different left and right masters to multiple pages in a double

sided publication:

e From the main menu, choose Window > Show Master Pages.

e Choose Apply from the Master Pages palette menu.

¢ In the Page Range field, specify a range of pages or select the All
radio button.

e Check the Set Left and Right Pages Separately option.

Apply Master
Left master page: Right master page:
IDDcument haster j IDDcument Master j
& Page range: |1-2[|
Al

¥ Set left and right pages separately

¥ Adjust layout Cancel | Apply I

e Select the desired left side and right side masters from the Left
master page and Right master page drop-down lists.
e Click Apply.

Note: If you want objects and guides on a page or a spread to be
repositioned or resized appropriately for the margins and columns of
the master page you are about to apply, select the Adjust Layout
checkbox. If you would not like to do this leave the checkbox
unchecked.
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Applying a To change one page or spread at a time:

Master Page | e Go to the publication page you want to change.

to one page e From the main menu, choose Window > Show Master Pages.

at atime e Select the Adjust Layout from the palette menu if you want objects

and guides on a page or a spread to be repositioned or resized
appropriately for the margins and columns of the master page you are
about to apply. Otherwise, skip to step 4.

e Click your desired master icon or name from the Master Pages palette
list.

Note: If the Prompt on Apply command has been selected from the
palette menu, PageMaker will ask you to confirm your choice every
time you want to apply a master:

e Click Yes in the dialog box to confirm your master page choice:

Adobe PageMaker 6.5 |

@ Apply master page 'Document Master'?

Tes Mo |

e To prevent this message from appearing, deselect the Prompt on
Apply command from the palette menu.
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Editing Master Pages

=

Editing Master Pages

Master Page Options

+ The Master Page Options

Name: I

dialog box allows you to
edit the Name, Margins,
and Column Guides of an
existing master page.

—Margins

Top: (075

Inside: |1 inches

Outsicle IEI 75 inches

inches Bottom 075 inches

— Column Guides——

Columns: 1 1
Space between:  |0.167 inches 0.167 inches
I~ Adjust layout Cancel | oK I

\ © Cheltenham Computer Training 2001

Using the
Master Page
Options
dialog box

Adobe PageMaker 6.5 - Slide No 5 J

The Master Page Options dialog box allows you to edit the Name,
Margins, and Column Guides of an existing master page.

To display the Master Page Options dialog box:
Choose Master Page Options from the palette menu

OR press the Ctrl key and click the Name of any unselected master
page you want to edit from the Palette list:

MName I
— Margins
Inside: |1— inches Outsida:  |0.75 inches

Top: ID.?E inches Bottom: ID.?E inches

— Colurmn Guides——

Columns: |1 |1
Space betwesn: IEI 167 inches |[|_15? inches
[~ Adjust lsyout Cancel | 0K I

When you edit and remove a Master Page, the changes will instantly
take affect on the publication pages associated with the master.
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To adjust and rename a master page:

Go to the publication page you want to change.

From the main menu, choose Window > Show Master Pages.
Enter a new name into the Name field

Enter the new Margins values.

Enter the new Columns Guides values.

Select the Adjust layout checkbox if desired and click OK.

Note: A Master Page can be edited in the same ways you would edit
a Publication Page. However, to change the margins and guides of a
master page, you have to use the Master Page Options command
from the master page palette menu, rather than the Document Setup
command from the File menu. The Document Setup will only adjust
the margins or the default Document Master.

Changing the | ¢ There are several ways to change the Column Guides in a master

Column page:

Guides

¢ You can make the changes in the Master Page Options dialog box.

e You can adjust the column guides manually on the Master Page. You
cannot use this option to change the Number of columns, or Space
between columns.

e You can also use the Layout > Column Guides command:

Column Guides [ %]

MNumber of columns: |1 Cancel |

Space between columns: ID.1 67 inches

™ Adjust layout

Note: If you hide your guides, you will not be able to select the
Column Guides command from the Layout menu.

Changing the | ¢ Since the Master Page functions like a Publication Page, you can
content of a modify any text, graphics, shapes or nonprinting guides on the
Master Page page. All the changes will instantly take affect on the publication
pages associated with the master.
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Removing To remove a Master Page and all it’s contents:

Master Pages | ¢ From the main menu, choose Window > Show Master Pages.

e Select the master page you want to delete.

e Choose Delete "Master Page™ from the palette menu
OR click the Trash button.

e When the Confirmation prompt message appears, click Yes. If you
use the Trash button to delete a Master Page, you can bypass the
Confirmation prompt by pressing the Alt key before you click the
button.

¢ Click OK.

Note: When you delete a Master Page from a publication page,
PageMaker deletes the master, and then applies the None master to
all pages that had used the deleted Master.
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Master Page Numbers

-

\ © Cheltenham Computer Training 2001

The Page-Number Marker ﬁD_'
allows you to place a ,_pE‘Jﬂ_,

marker on a Master Page.

The marker will T__Iﬁ_'
automatically be update to =

reflect the page number of e O o
your Publication Page. 1

N

Master Page Numbers

Adobe PageMaker 6.5 - Slide No 6 J

Adding
Page-Number
Markers to
Master Pages

The Page-Number Marker allows you to place a marker on a Master
Page. The marker will automatically update to reflect the page
number of your Publication Page. You can place a Page-Number
Marker on a Publication Page as well, but the marker will only work on
the page you placed it on. Instead, place the marker on the Master
Page to number all the pages in your publication.

If you have several Master pages, you will have to add a Page-
Number Marker to all the Master Pages that you want a page number
to appear. You will also have to place a marker on both the Left and
Right sides of a Facing Page Master. The Page-Number Markers
display as a letter RM on Right Master, as a LM on the Left Master,
and as a page number on the Publication Page:

RM© M T
:U E

2 ] c | = ] 2

To add Page-Number Markers to a Master Page:

Go to a Master Page that requires a marker.

Select the Text tool from the tools palette.

Create a Text Block.

Press the Ctrl + Alt + P key combination.

Add a prefix (such as the word: Page) to the page number marker.
Format the text (if necessary). To keep the position and formatting of
your prefix and markers consistent, it is best to create a Document
Master with the markers in place, and then create the rest of your
Master Pages based on the Document Master.
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Review Questions

-

~

Review Questions

-
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How would

you:-

Display the Master Pages palette?

Use the Master Pages palette?

Remove the Master Pages tab?

Select the Master Pages palette menu commands?
Use the New Master Page dialog box?

Use the Save Page as Master dialog box?

Use the Duplicate Master Page dialog box?
Apply Master Pages to several pages at once?
Apply a Master Page to one page at a time?
Use the Master Page Options dialog box?
Change the Column Guides?

Change the content of a Master Page?

Remove Master Pages?

Add Page-Number Markers to a Master Pages?

FOR USE AT THE LICENSED SITE(S) ONLY
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Document Page Features

When you Insert pages

have Display the Insert Pages dialog box
completed Use the Insert Pages dialog box

this learning Insert pages before you start a publication
module you Display the Sort Pages dialog box

will have

Use the Sort Pages dialog box
Sort pages

Change the page numbering style
Use the Go to Page dialog box

Go back and forward

Use page icons to navigate

Use the Remove Pages dialog box
Use page icons to remove pages

seen how to:
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Document Pages

“ N

Document Pages

* There are several ways to [Layout Tyne Element |
Insert Pages in " GotoPage.. 4G
PageMaker, the two most T,
common ways are: Sort Pages...

(G Back ~Eglln
G Forward ~Pgln

1. To use the Insert Pages © Coumn Gudes..
command from the Layout  Copy MestenGuides.
menu. Autofiow

2. Toright-click on the page

icon at the bottom of the F@@m
Publication Window. o e

\ © Cheltenham Computer Training 2001 Adobe PageMaker 6.5 - Slide No 8 J

Inserting e There are several ways to Insert Pages in PageMaker, the two most
pages common ways are:

To use the Insert Pages command from the Layout menu:
Layout Type Element L

Go to Page...  Alk™G

Renmave F‘ages...[!

Sort Pages...

G0 Back ~Pglla
GO Forward  ~Pgln

Colurnmn Guides. ..
Copy Master Gulides

ALtofiow

To right-click on the page icon at the bottom of the Publication Window
and choose between: Add Two Pages to add two more pages to your
publication, or Insert Pages to display the Insert Pages dialog box:

O _ o

!"M

rsert Pages. ..
Femove Pages...
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Displaying e The Insert Pages dialog box allows you to add new pages to a
the Insert publication. You can add pages before or after your current
Pages dialog publication page, and insert new pages between facing pages.
box
To display the Insert Pages dialog box:
¢ From the main menu, choose Layout > Insert Pages:
Insert Pages
Insert |2 page(s) Iaﬂer vI the current page.
haster page:
IDDcument baster j
[T Setleft and right pages separately
Cancel Insert
Using the The available options in the Insert Pages dialog box are:
Insert Pages ¢ Insert — allows inputting the number of pages you want to add to your
dialog box publication.

e Page Location — allows you to determine where you want to start
adding the pages. You can insert the pages Before the current page,
After the current page, or Between the Facing Pages:

after j

before

between

e Master Page — allows you to choose which master will be used on the
inserted pages.

o Set left and right pages separately — if you check this option, it will
display a Left Master Page and Right Master Pages drop-down lists
that allow you to choose a different master for each side of the page:

Insert Pages Ed
Insert |2 pagels) Iafter v| the current page.
Left master page: Right master page:
IDDcumentMaster j IDocumentMaster d

¥ Setleft and right pages separately

Cancel | Insert |

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Computer Training 1995-2001 - www.cctglobal.com



20 Document Page Features

© 2001 Cheltenham Computer Training PageMaker 6.5 Intermediate

To insert a page:

e From the main menu, choose Layout > Insert Pages
OR right-click the Page Icon and select Insert Pages.

e Enter the number of pages you would like to add into the Insert field.

e Select the location where you want the pages to be added.

e Select a master to be applied to the added pages
OR check the Set left and right pages separately checkbox to select
the left and right pages separately.

e Click the Insert button.

Inserting e When you are creating a new publication page, you have the option in
pages before the Document Setup dialog box to enter the number of pages you
you start a want in the publication and also the page number you want the
publication publication to start at:
Document Setup oK
Fage size: ILETIEF j Cancel
Dimensions: IB.E ® |11 inches
: Murnbers...
Orientation; © Tall " Wide

Dptions: v Double-sided ™ lAdjust [Ewmut
[v¥ Eacing pages " Restart page numhbering

Mumber of pages: I Start page #: |1

e Number of Pages — allows you to determine the number of pages you
want your publication to start with.

e Start page # — allows you to determine what page number the
publication will start numbering from. If you enter 5 into the field the
first page in your publication will be page 5.

e You can also use the File > Document Setup command to add pages
after you have already created your publication page.

Note: You cannot set which master pages will be applied to the added
pages; the default master will be the Document Master.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Computer Training 1995-2001 - www.cctglobal.com



Document Page Features 21

PageMaker 6.5 Intermediate © 2001 Cheltenham Computer Training

Rearranging Pages

-

N

Rearranging Pages

The Sort Pages dialog box allows
you to rearrange publication
pages in a way that does not alter
the text in a story.

WsortPages ______ MEEE
a0 Ok
La L1 [ [
I I K [T
1 [ &1
@ Options... | Detail | Cancel H 0K |v

\ © Cheltenham Computer Training 2001 Adobe PageMaker 6.5 - Slide No 9 J

Displaying
the Sort
Pages dialog
box

e The Sort Pages dialog box allows you to rearrange publication pages

in a way that does not alter the text in a story. The story remains
intact even though text objects may move to different pages.

e To display the Sort Pages dialog box:

From the main menu, choose Layout > Sort Pages:

[ Sort Pages =] E3

=] dd O
TS I = T B

1] =]
0O G D
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Using the The available options in the Sort Pages dialog box are:

Sort Pages e Enlarge button — enlarges the size of the thumbnails in the preview
dialog box window. You can also press the Alt + . key combination to enlarge the

preview:

¢ Reduce button - reduces the size of the thumbnails in the preview
window. You can also press the Alt + , key combination to reduce the
preview:

EV

e Options button - opens up an Options dialog box:

Options oK

~ Double-sided Cancel
W Facing pages

¥ Show detailed thumbnails
" Do not move elements

e Details button - this button will only be active when if you uncheck the
Show Detailed Thumbnails checkbox in the Options dialog box.
When the Show Detailed Thumbnails is uncheck, you will see all the
pages as a gray box, if you select one of the boxes, they will become
highlighted, once highlighted, you will be able to see a detailed
thumbnail of the selected page by clicking the Details button:

Details On:

[+ —

Details Off:
= Sort Pages H[=]

@ Options.__. | Detail | Cancel |

e Thumbnail preview window - displays your publication in either
detailed thumbnails or grayed out boxes (see above).
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Sorting To move a Single or Facing Page:
pages e From the main menu, choose Layout > Sort Pages.

¢ In the Sort Pages preview window, select either a single-sided page or
a pair of facing pages by clicking the page icons.

e Click and drag the selection to the location you want. When you click
and drag, you will notice the cursor changes to a &l loaded page icon.

e Click the OK button to change the page order.

To move one Page of a Facing Page:

e From the main menu, choose Layout > Sort Pages.

e To select one page in a pair of facing pages, press Ctrl and click the
page.

e Drag the selection to the location you want.

e Note: To insert a selection between a pair of facing pages, press Ctrl
while you click and drag the selection between the facing pages.

e Click the OK button to change the page order:

/=

ENN
& SRS
2

N
N
H
o

]
B:ﬂ

Gl [ & ]
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Page Numbers

“ N

Page Numbers

+ PageMaker allows you to

change the way in which Numbers |
the pages are numbered in

the publication.
Fage Mumbering

Stle: & Arsbicnumeral 1,23, . Cancel |

© Upper Faman LI ..

" Lower Roman i, ii, iil, ..
 Upper alphabetic A B. C. .. A4 BB, CC. ..
" Lower alphabetic & b, c. .. aa bb. cc,

TOC and index prefix I

\ © Cheltenham Computer Training 2001 Adobe PageMaker 6.5 - Slide No 10 J

Changing the | ¢ PageMaker allows you to change the way in which the pages are

page numbered in the publication.
numbering
style To change the Page Numbering Style:

¢ From the main menu, choose File > Document Setup
OR press the Shift + Ctrl + P key combination
e Click the Numbers button in the Document Setup dialog box:

Mumbers... |
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¢ In the Page Numbering dialog box, select one of the 5 numbering
styles: Arabic Numeral, Upper Roman, Lower Roman, Upper
Alphabetic, and Lower Alphabetic:

Fage Mumbering OF
Style: ™ Arabic numeral 1,2 3, .. Cancel
 UpperFoman LI ...

" Lower Boman i, i, i, ...
" Upper alphabetic A B. C. . A4 BB CC. ..

" Lower alphabetic a b.c. .. aa bh co .

TOC and index prefix:

e Enterin a TOC and index prefix.

Note: A page-number prefix can be a number or letter, such as 1- or
A-, before the page number. You can use separate prefixes for page
numbers and page references when creating an index or table of
contents for a set of publications.

e Click the OK button.
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Go to Page

“ N

Go to Page

» There are several ways to
. I
navigate through the pages gt e e

in PageMaker 6.5. M

Remove Pages...

* The best way to use all Sort Pages...
depends on how far into
you publication you need GoltolRage) [x]
to go. Goto: (% Page number |3_
* To go to publication page CMasterpage  [Document Master v] | Cancel |

in a large publications (30
or more pages), use the Go
to Page dialog box.

\ © Cheltenham Computer Training 2001 Adobe PageMaker 6.5 - Slide No 11 J

Using the Go | e« There are several ways to navigate through the pages in PageMaker
to Page 6.5. The best way to use all depends on how far into your publication
dialog box you need to go.

To go to a specific publication page in large publications (30 or more
pages), use the Go to Page dialog box:
e From the main menu, choose Layout > Go to Page

OR press the Ctrl + Alt + G key combination:

Layout Type Element Lk

GotoPage...  Alb™o
Insert Pages... k
Remove Pages. ..

Sork Pages...

e Enter the Publication Page or Master Page you want to go to in the
page fields:

Go to Page |

Goto: © Page number |3
" Master page IDDcumentMaster j Cancel |
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Going back To quickly go Back one single or facing page at a time:
and forward e From the main menu, choose Layout > Go Back
OR press the Ctrl + Page Up key combination:

Go Forward  ~Palin [ \'S

To quickly go Forward one single or facing page at a time:
e From the main menu, choose Layout > Go Forward
OR press the Ctrl + Page Down key combination:

o Back, ~Pgllp

Go Forward — ~Pghin

Using page e You can also use the page icons at the bottom of the publication
icons to window, to go to a page:
navigate

rl

1{a2f3]4]5 g9 (11213
43

e If you have a large publication and the page you want to go to is not
visible, click on the one of the arrows to the right or left of the page
icons, until the page becomes visible:

F|
E 2
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Remove Page

-

Pages dialog box.

* To remove publication
pages using the Remove

Remove Page

Layouk Type Element Lk

N

GotoPage... Al
Insert Pages. ..

Sork Pages...

Remove pagels) |4
thraugh: |5 Cancel

\ © Cheltenham Computer Training 2001
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Using the
Remove
Pages dialog
box

To remove publication pages using the Remove Pages dialog box:
From the main menu, choose Layout > Remove Pages:

| Layout Type Element Lk
Go ko Page...  Alb™G
Inserk Pages. ..

oo Peges. g |

Sotk Pages. ..

To remove the desired pages, use the Remove Page(s) and the
Through fields to enter the first page you want to remove through to

the last page you want to remove:

Remove Pages
Femowe page(s) |4 oK
through: IE Cancel
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Using page ¢ You can also get to the Remove Pages dialog box by using the page
icons to icons at the bottom of the publication window.

remove

pages To remove pages using the page icons:

e Right-click the page icon.
e Select the Remove Pages option:

W_. 1 1

dd Two Pages

Insert Fages...

e Enter in the first page you want to remove through to the last page you
want to remove.
e Click the OK button.

Note: The page or pages that were highlighted when you right-click
and select the Remove Pages command will automatically be entered
into the page fields of the Remove Pages dialog box.
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/ Review Questions \
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How would
you:-

Insert pages?

Display the Insert Pages dialog box?
Use the Insert Pages dialog box?
Insert pages before you start a publication?
Display the Sort Pages dialog box?
Use the Sort Pages dialog box?
Sort pages?

Change the page numbering style?
Use the Go to Page dialog box?

Go back and forward?

Use page icons to navigate?

Use the Remove Pages dialog box?
Use page icons to remove pages?
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Working With Type

When you Display the Control Palette

have Use the Control Palette Paragraph View
completed Use the Control Palette to format text
this learning Thread text

module you Thread Text Blocks

will have

Thread Text Frames

Display the Paragraph Specifications dialog box
Use the Paragraph Specifications dialog box
Format paragraphs

Use the Paragraph Rules dialog box

Apply paragraph rules

Use the Paragraph Rules Options dialog box
Display the Styles Palette

Use the Styles Palette

Use the Styles Palette menu commands

Use the Style Options dialog box

Create styles

Create styles that apply to the next paragraph you type
Apply styles

Display the Indents/Tabs dialog box

Use the Indents/Tabs dialog box

Display the Bullets and Numbering dialog box
Edit bullets

Add a bulleted list to a paragraph

Add a numbered list to a paragraph

Remove bullets and numbering from a paragraph

seen how to:
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Control Palette Text Formatting

N

Control Palette Text Formatting

» The Control palette allows you to change several
formatting options in one place rather than making repeat
trips to the Type menu.

Use the character Icon button to display the character View.
imes New Roman [~ |EE 1T[12 ~ | ¢ [No Track > |EE R
L] NEII!IEIEIEE EE ctfaa []E0 xfoox [~ |68 =pin |

Use the paragraph Icon to display the Paragraph View.

No style | ¥ 0543in “=10.333 in Z [0in =0
1B B B B B -=bin = [0in F [0in

=% | Use the Apply Icon button to apply the changes you have made in the control palette.

\ © Cheltenham Computer Training 2001 Adobe PageMaker 6.5 - Slide No 14 J

Displaying ¢ The Control Palette allows you to change several formatting options
the Control in one place rather than making repeat trips to the Type menu.
Palette

To show or hide the Control palette:
e From the main menu, choose Window > Show Control Palette
OR press the Ctrl + * key combination.

e Select the Character View button to display the Character View:

i

e Select the Paragraph View button to display the Paragraph
View:

i

e Select the Apply button to apply the changes you have made in the
Control Palette:

fTimes New Roman [~ |ERE 1T[12 [=] 22 [No Track [~]|EE |

(3] [n[eleToT@leTeTel=]E] B w144 [~ |E® =[00% |~ |EE *[0in

[No style] [*] ¥ [0543in | *=[0.333in L [0in =
a1 5 B B B B | T

‘EM
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Using the The available options in the Control Palette Paragraph View are:
Control

Palette e Style drop-down list — allows you to apply a style sheet to the text
Paragraph you are formatting:

View

[No style] I~

e Alignment buttons — there are 5 alignment buttons to choose from.
The Left align, Right align, Center, Justify and Force Justify:

E B B B H

e Cursor Position Indicator — allows you to track the horizontal
location of the cursor in a text block or text frame:

2271 0n

e Left indent field — allows you to add an indent to the left side of your
paragraph:

e First line indent field — allows you to add an indent to the left side of
the first line in a paragraph:
"= 0.25 in

i

¢ Right indent field — allows you to add an indent to the right side of
your paragraph:

-

i

e Space before field — allows you to specify the amounts of space you
want to add before a Paragraph (not including the fist paragraph in a
Text block or frame):

i+

e Space after field — allows you to specify the amounts of space you
want to add after a Paragraph:

1

e Grid Size options field — allows you to enter a size; measured in
points, into the field that will change the amount used by the Align to
Grid option. Adjusting the grid size will increase or decrease the
vertical space between paragraphs to help you align your selected
columns:
it (72

e Align to Grid buttons — allow you to turn the Align to Grid option on
and off. The button to the right turn the option on:
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Using the To format text in a Text Block or Text Frame:
Control From the main menu, choose Window > Show Control Palette.

Palette to
format text

Select the Text Tool from the tools palette.

Highlight the Text you want to format.

From the Control Palette, select the Character or Paragraph view.
Select the desired formatting options.

Click Apply button to apply formatting.
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Text Threads

P

\

\

Text Threads

Text in PageMaker is part
of a story and each story
has to be placed into a text
block or text frame.

When you have a story that
cannot fit onto one page,
you will have to Thread the
story over several pages,
or break it up into smaller
stories.

183ARRSARRAARASARRARRBEARE 15
-
. = 3
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TP

|

Threading

text

e Textin PageMaker is part of a Story and each story has to be placed
into a Text Block or Text Frame. When you have a story that cannot fit
onto one page, you will have to Thread the story over several pages,
or break it up into smaller stories.

e Breaking the story up into several stories can limit your ability to make
changes to the story later on:

WD—'WD—I

@‘

If used properly Threading can save you a lot of time because you
have fewer stories to deal with.

Normally, text that you edit as a unit should be contained in a single
story. When you edit one article in a newsletter, for example, you
don't want other, unrelated articles to change.

Note: When adding, removing or formatting text that has been
Threaded, all the changes you make will effect how the rest of the
story flows. You may have to take a look at all the threaded stories to
make sure they are still flowing the way you want them to, so that
nothing is missing.
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Threading
Text Blocks

e When you are Threading imported text using a Text Block, you will
see a loaded text icon.

e With the loaded text icon
thread the text.

= /Iﬁ, you can use one of three options to

To flow an entire story automatically:
e If the Automatic Text-flow icon does not display as a loaded text
icon, turn it on by choosing Layout > Autoflow from the main menu:

[

e Place the loaded text icon where you would like the top of the first text
block to start.
e Click to begin flowing the text:

e The text will continue filling the Column or Publication Page, residing
within the page margins. Pages will be added automatically until the
text is finished flowing.

To flow one column of text at a time:
e If the Manual Text-flow icon does not display as a loaded text icon,
turn it off by choosing Layout > Autoflow from the main menu:

e Place the loaded text icon where you would like the top of the first text
block start:
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e Click to begin flowing the text:

Note: Text will flow to the bottom of the page or column and then stop
flowing. The remainder of the text will remain in the text block. In
order to continue to flow the text, you will have to click on the Overset
text icon (the red arrow at the bottom of the text block or frame
handle), to display the loaded text Icon that is required to thread text:

WD—'

¢ Repeat above steps until the text has finished flowing.

Note: The text frame or text block handle will appear empty when
there is no more text to place.

To define an area in which to place text:

e Place the loaded text icon to the left corner of where you would like the
text block to start.

e Click and drag to define the text block area.

¢ Release the mouse button to flow the text into the defined area.

¢ Note: If there is more text than can fit into the text block, the rest of the
text will remain inside the Text Block. In order to continue to flow the
text, you will have to click on the Overset text icon, to display the
loaded text icon that is required to thread the text.

¢ Repeat above steps until the entire story is placed.

Note: To temporarily switch between Manual and Automatic text-flow,
hold down the Ctrl key as you click to place the text.
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Threading e Unlike Text Blocks, Text Frames must be threaded together manually.
Text Frames When you delete a threaded frame, the text in the frame will move to

the next frame in the thread.
e Text frames can be threaded whether or not they contain text.

To thread text frames:

e From the tools palette, select the Pointer tool.

e Select an empty frame or a text frame.

e Click the center of the bottom frame handle, to display the thread
icon:

g
e Click the text frame you would like to thread to.

Note: When the frames are threaded, a Plus sign appears at the top
and or bottom of the text frame handles. The Plus sign indicate that
there is text before of after the selected frame. If the frame contains
more text to flow, the Overset icon will appear in the bottom frame
handle.
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Working With Paragraphs

=

commands that are
not available on the
Control palette.

\ © Cheltenham Computer Training 2001

Working With Paragraphs

+ The Paragraph Specifications dialog box
allows you to apply many formatting

Paragraph Specifications
Inclents: Paragraph space
Left [0 inches Eefore |0 inches Cancel

First [0 inches After 0 inches
Rules..
Right |0 inches 4'
Spacing.
Alignment.  [Left - Dictionany, IUS English -
Options:
™ Keep lines together ™ Keep with next 0 lines
™ Column break before I Widow control 0 lines
I~ Page break before ™ Drphan contral ] lines

™ Include in table of contents

Adobe PageMaker 6.5 - Slide No 16

Displaying o
the
Paragraph
Specification

The Paragraph Specifications dialog box allows you to apply many
formatting commands that are not available on the Control Palette.

To display the Paragraph Specifications dialog box:

s dialog box

From the main menu, choose Type > Paragraph
OR press the Ctrl + M key combination:

Paragraph Specifications

Indents:

Left
First
Fight

—
—
—

Alignment:  |Left

Options:

Paragraph space:
inches Before ID inches Cancel |
inches After IEI inches

Fules... |
inches

[” Keep lines together
[~ Calurmn break before

[” Page hreak hefore

[T Include in tahle of contents

Spacing...

~| Dictionarg:  |US English

[~ Keep with next
™ Widow control

ID_ lines
ID_ lings
ID_ lines

" Orphan control
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Using the The available options in the Paragraph Specifications dialog box are:
Paragraph

Specification
s dialog box

Indent: Left, First and Right
Paragraph Space: Before and After
Alignment: Left, Right, Center, Justify and Force Justify
Dictionary

Options:

Keep lines together

Column break before

Page break before

Include in table of contents

Keep with next

Window control

Orphan Control

Formatting e When you format a paragraph, your changes will affect the alignment,
paragraphs indents, and the space before and after the paragraph.

To format a paragraph:

e From the tools palette, selected the Text tool.

e Point and click the mouse in a paragraph you want to format
OR highlight several paragraphs at once.

¢ From the main menu, choose Type > Paragraph.
OR press the Ctrl + M key combination.

e Select the desired formatting options.

e Click the OK button.
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Using the
Paragraph
Rules dialog
box

e The Paragraph Rules dialog box allows you to add a horizontal rule
above or below a paragraph. The rules become part of the paragraph,
so if you move, or resize the text block or text frame the rule will also
be adjusted.

To display the Paragraph Rules dialog box:
e From the main menu, choose Type > Paragraph.
OR press the Ctrl + M key combination.
e Click the Rules button to open the Paragraph Rules dialog box:

Paragraph Rules

3
" Rule above paragraph
Stroke style: I Tt —— j Cancel |
Stroke color: IEIIaCk j Bigfimi. |
Tint: 100 | %

Strake width: 7 Width of teod @ WWidth of column
Indent  Left ID inches  Right ID inches

[ Rule below paragraph

Stroke style: I gt —————— j
Stroke color: IEIIack j
Tint: 100 -| %

Stroke width: " Width of texd & 4Width of calurmn

Indent  Left ID inches  Right ID inches

Rule Above Paragraph - this checkbox is used to turn the rule above
the paragraph on or off.

Stroke Style - this drop-down list allows you to specify the weight or
style of a rule. Select the custom option to type in a weight (from 0 to
800 points) not available in the list.

Stroke Color - this drop-down list allows you to specify the color of the
rule.

Tint - this drop down list allows you to specify a tint of the rule color.

Width of Text - this radio button allows you to create a rule that starts
from the left indent to right indent or the end of the first line.

Width of Column - this radio button allows you to create a rule that
starts from the left side of the text block or frame to the right.

Left or Right Indent - these fields allow you to apply an indent for the
rule. The value entered in the Paragraph Rule field will not change the
paragraph indents.

Rule Below Paragraph - this checkbox is used to turn the rule below
the paragraph on or off.

Note: The options under the Rule Below Paragraph have the same
function as the options for the Rule Above Paragraph, described
above.
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Applying To apply a Paragraph Rule:
paragraph e From the tools palette, selected the Text tool.
rules e Point and click the mouse in a paragraph you want to format
OR highlight several paragraphs at once.
e From the main menu, choose Type > Paragraph.
OR press the Ctrl + M key combination.
e Click the Rules button.
e Check the Rule Above Paragraph and/or Rule Below Paragraph
checkbox.
e Define the desired stroke attributes and OK.
Using the e With the Paragraph Rule Options you can set the space between the
Paragraph paragraph and the rules.
Rule Options
dialog box To display the Paragraph Rule Options dialog box:

From the main menu, choose Type > Paragraph.

OR press the Ctrl + M key combination.

Click the Options button to open the Paragraph Rule Options dialog
box:

Paragraph Rule Options

; Ii inches
Top: |Auto ghowe haseline Ok,

inches

below baseline Cancel

Bottom:  |Auto

[~ Align next paragraph to grid

Grid size: IEI vl points

Top - this field allows you to enter an amount (in inches) of the space
above the baseline of the first line in the paragraph before the rule.

Feset

Bottom - this field allows you to enter an amount (in inches) of the
space below the baseline of the last line in the paragraph before the
rule.

Align Next Paragraph to Grid - this checkbox allows you to align the
baselines of columns, so that the paragraph rules will align vertically.

Grid Size - allows you to match the leading of your body text.
Reset - this button allows you reset the amount in the Top and

Bottom fields to Auto.
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Style Sheets

P

Style Sheets

* The Style Sheets contain
character and paragraph
formatting attributes, if
used properly, style sheets
can save you a lot of time
when it come to making
changes to a publication.

\ © Cheltenham Computer Training 2001

Displaying
the Styles
Palette

Styles [ Calors ™. ﬂ
[Mo style]

Caption

Hanging indent

Headline

Subhead 1
Subhead 2

[E[® [/

N

Adobe PageMaker 6.5 - Slide No 17 J

To show or hide the Styles palette:

e From the main menu, choose Window > Show Styles
OR press the Ctrl + B key combination:

[ Styles™ b

[Mo style]

Body bext

Caphion

Headline

onging nient

MNorrnal

Subhead 1

Subhead 2

ENERY

e The Style Sheets contain character and paragraph formatting
attributes, if used properly, style sheets can save you a lot of time
when it come to making changes to a publication.

e The Styles pallet allows you to view, apply, and edit styles. You can
copy or import style sheets from other applications.
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Using the ¢ [No Style] — allows you to remove a style from a paragraph or
Styles Palette selected text:

| [Mo style]

e Style Name — allows you to organize and recognize your styles:
Body bext

e Plus Sign Icon — informs you that the paragraph containing the style
has been modifies since the style was last applied:

e Disk Icon — informs you that a style was imported from another
publication:

¢ New Style Button — allows you to create a new style:

e Trash Button — allows you to trash or delete a selected style from the

palette:
[ ]
Using the e Select the arrow on the top right corner of the Styles pallet window to
Styles Palette display the Palette menu commands:
menu
commands |
[ Styles I Colors ™. D@ Mew Stule,
[Mo style] Delete "Body text”
Duplicate "Body text"
Caption Style Cptions. ..

Hanging indent Add HTML Styles

Headline Import Styles...
Subhead 1

Subhead 2

¥ Display Cwerridden Icons
v Display Imported Icons

B [@[/]

The Styles Palette menu commands are:

New Style - this command allows you to create new styles.

Delete - this command allows you to delete styles.

Duplicate - this command allows you to duplicate styles.

Style Options - this command will display the Style Options dialog

box.

e Add HTML Styles - this command allows you to add HTML styles to
the list.

e Import Styles - this command allows you to Import styles from a
word-processor or other publications.

e Display Overridden Icons - this command allows you to turn on or off
the display of the plus sign icon.

e Display Imported Icons - this command allows you to turn on or off
the display of the disk icon.
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Using the e The Style Options dialog box allows you to create and edit Styles.
Style Options

dialog box To display the Style Options dialog box:
e Choose New Style from the palette menu
OR click the New Style button
OR choose Style Options from the palette menu:

Style Options E

Marme: IEIDdyten-d
Based on: IND style j Cancel
Mexd shyle: ISame shyle j

Char...
next: Same style + face: Times Mew
Foman + size: 12 + leading: auto + flush left Para. .
+firstindent: 0.333 + hyphenation

Tabs...

FIFLEE e

Hyph...

e Name - this field used to name your styles.

e Based on - this drop-down list allows you to select currently available
styles to base your style on.

e Next style - this drop-down list allows you to select the style that will
be used by the paragraph that follows the one that you currently
working on.

e Char Button - this button will display the Character Specifications
dialog box:

%

Character Specifications

Font: ITimes MHew Roman j
Size: m pointz  Pozition: m Cancel |
Leading: m points  Case: m -
Horz zcale: W ES Track: Im
Colar: Im Line end: Im
Tink [100 ==

Type style: W Momal I Italic [~ Reverse
[~ Bald I Underline [ Strikethiu

Optionz...
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Para button - this button will display the Paragraph Specifications
dialog box:

Paragraph Specifications Ed
|ndents: Paragraph space:

Left IU_‘]E?‘ inches Before |[| inches Cancel |
First I-I:I_1B? inches After IEI inches
Rules... |

Right ID inches
Spacing... |
Alignment: ILeft vl Dictionany: IUS Englizh j

Options:
[ Keep lines tagether [ Keep with nest ID_ lhes
[ Columm break, befare [ widow contral ID_ lines
[ Page break before [ Orphan contral ID_ lines

[ Include in table of contents

Tab button - this button will display the Indents/Tabs dialog box:

°
1 Indents,Tabs
Leader | INDI"IE Rezet | K I
Fuazition | I hiches Apply | Cancel I
it . . - . - - - - . - .
.|.|.|.|.|.|.|j|.|.|.|.|.|.|.|.2|.|.|.|.|.|.|.|.3|.|.|.|.|.|.|.|‘.4|.|.|.|.|.|.|.|.5|.|.|.|.|. M
¢ Hyph button - this button will display the Hyphenation dialog box:

Hyphenation [ ]

Hyphenation: & On o Off
" kfanual onky Cancel |
& banual plus dictionary
" anual plus algotithm Add

Limit consecutive hyphens tao: IND limit

Hyphenation zone: II],5 inches

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Computer Training 1995-2001 - www.cctglobal.com



Working With Type 47

PageMaker 6.5 Intermediate © 2001 Cheltenham Computer Training
Creating To create a new style:
styles e From the main menu, choose Window > Show Styles.

e From the Styles palette menu, select the New Style command
OR click the New Style button.

¢ In the Name field, enter the desired style name.

e From the Based On drop-down list, select No Style.

e To choose the character attributes that you want, click the Char button
to display the Character Specifications dialog box.

e To choose the paragraph attributes that you want, click the Para
button to display the Paragraph Specifications dialog box.

e To set up the tabs and indents that you want, click Tabs button to
display the Indents/Tabs dialog box.

e To define how you would like the paragraphs to be hyphenated, click
the Hyph button to display the Hyphenation dialog box.

e Click the OK button.

Creating To create a style that will apply to the next paragraph you type:
styles that e From the main menu, choose Window > Show Styles.

apply to the e From the Styles palette menu, select the New Style command
next OR click the New Style button.

paragraph ¢ In the Name field, enter the desired style name.

you type e From the Based On drop-down list, select the style you want to

precede the Next Style.

e From the Next Style drop-down list, choose the name of the style you
want to follow this paragraph style.

e Click the OK button.

Applying To apply a style using the Styles palette:
styles e From the tools palette, selected the Text tool.
e Point and click the mouse in a paragraph you want to format
OR highlight several paragraphs at once.
e On the Styles palette, click the name of the style you want to apply.

To apply a style using the Control palette:

e From the tools palette, selected the Text tool.

e Point and click the mouse in a paragraph you want to format
OR highlight several paragraphs at once.

e In the Paragraph View of the Control palette, select the name of the
style you would like to apply.

e Click the Apply button.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Computer Training 1995-2001 - www.cctglobal.com



48 Working With Type

© 2001 Cheltenham Computer Training PageMaker 6.5 Intermediate

Indents and Tabs

4 N

Indents and Tabs

* The Indents/Tabs dialog
box allows you to set tabs
and indents to style sheets,
text blocks and text frames.

Leader | INDne Beset
Position 213 inches Lpply Cancel |
H Y

Il : r I i 1 ¢'ﬂ$E|
JI||I|0‘|I|||\|1||I|\|I|2||\|||I|3‘|I|||I|4||Il\‘\

[l
= <

\ © Cheltenham Computer Training 2001 Adobe PageMaker 6.5 - Slide No 18 /

Displaying e The Indents/Tabs dialog box allows you to set tabs and indents to
the style sheets, text blocks and text frames. The dialog box includes the
Indents/Tabs Left and Right tab, Center tab, decimal tab, Leader field, and Position
dialog box field.

To display the Indents/Tabs dialog box:
e From the main menu, choose Type > Indents/Tabs
OR press the Ctrl + | key combination:

i Indents;/Tabs

Leader | IN ane Bezet | | k. I
Position | ||4 33 ihches Apply | Cancel |
. . .

; r

[ 1 2 3 El
|.|.|.I.|.|.|.I.|.|.|.I.|.|.|.I.|.|.|.I.|.|.|.I.|.|.|.I.|.|.|.I.|.|.|.I.|.|.|.I.|. .|.I.|.|.|.I.|.|.|.I.|.|.|.I.|. .|.I.|.|.|.I.|.|.|.I.|.|.|.I.|. wl il l?

Note: If you highlight the text before you open the Indents/Tabs dialog
box, the ruler at the bottom of the dialog box will be adjusted to fit the
text, and the zero begin at the left most point of the text block or text
frame.
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Using the e Left tab - allows you to set tab stops inward from the left margin of the
Indents/Tabs text box:

dialog box

¢ Right tab - allows you to set tab stops inward from the right margin of
the text box:

e Center tab - allows you to set tab stops that center the text to the
center of the tab:

e Decimal tab - allows you to set tabs that line up numbers by their
decimal point:

e Leader Box - allows you to specify a leader style for a tab stop:
Leader

v [sane

CListom

e Position Box - allows you to see the indentation or tab amount. Can
also be used to Add, Delete, Move or Repeat a tab.

FPosition

Add tah
Delete tab
Mowe tab
Repeat tab

e Reset - allows you to restore the tabs settings to default.
e Apply - allows you to preview your changes before you click the OK
button to confirm the changes.
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Bullets and Numbering

-~

Bullets and numbering

Bullets and Numbering

~

*  When creating a numbered or

creating numbered and Oon s ©
bulleted list easy.

bulleted list, you can do it —
manually by adjusting the IR

tabs and indents to create

the effect, but that is too time . ]
consuming, PageMaker had For o | el amd o |
given you a plug-in that make | <o "o

\ © Cheltenham Computer Training 2001

or nex a
ody tex
ver ston
nly selected paragraphs
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Displaying e When creating a numbered or bulleted list, you can do it manually by
the Bullets adjusting the tabs and indents to create the effect, but that is too time
and consuming. PageMaker had given you a plug-in that makes creating
Numbering numbered and bulleted lists easy.

dialog box

e From the main menu, choose Utilities > PI

To display the Bullets and Numbering dialog box:

ug-ins > Bullets and

Numbering:
Bullets and numbering 0K | Bullets and numbering oK |
Humbering style:
- Cancel Cancel
Bullet style: —I " Arabic numeral 1.2,3... —I
 Upper roman LILIIL..
n O . | " Lower roman i,itiii... M
“u Iphabetic 4.B.C...
—I * Lower alphabetic a.b.c._.
Edit._. |
Separator: - |
Remove | Hone ¥ | Remove
Start at: |1
Range: Range:
" For next: EI paragraphs  For next: paragraphs
€ All those with style: | Body text = Al those with style: | Body test =]
" Every paragraph in storp ' Every paragraph in story
' Only selected paragraphs * Dnly selected paragraphs

Note: Click the Bullets or Numbers button
Bullet style and the Numbering Style.

s to toggle between the
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Editing
bullets

o If you click the Edit button from the Bullet style options, you will
display the Edit Bullet dialog box:

e The Edit bullet dialog box allows you to customize your bullets by
choosing you own fonts, and type size:

© 2001 Cheltenham Computer Training

Edit bullet ok |
Font: |Symhol j| Example: Cancell
Size: 12j
v

Character:

REAF A ERED slolal=l+|. =] . 1eloltlzlzalalslelalelal | .]<|=]>
= |A|B|X|A|E|®|T|H|I|&|E|A|MN|O|TT|&®|(P|E|T|Y|c|Q|E|(¥|2|L[]-]1]|L
_ct,ﬁ);aalt}'ntq)vclu.vonapﬁtummF,\ug{|}~
*|0|j0jO0(jO0|O0|Of(O0|jO|jOjO(O|(O|O|*|(0|O0|O0(Of(O0|O|3s|(0|j0|jO0jO0(O(O|O(O}| *#
o|r | s fe| gz a]| ¢ fwdala|<| Tl b x| |2 x|=|a]e||=]|=|=].]]]|—=
BRI EEE R EEEEEEREE A G EE R SR S
el ¢lelel™|z={ LMD L s o e s s Ay

Character:

TR s| ¢ *
= |A|B|Z|A|E|F|T|H|I|&
Jelplx]|sl=lt]v]n]e]|e
*|0|j0jo0jo|jo|yojojojoy0
olr| g |||+ -

specified font size:

E xample:

v

e The Character display, gives you a sample of what all the usable
characters from the specified font look like:

e The Example display gives you a sample of what the selected bullet
will look like. The example displays the selected character in its
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Adding a To add a bulleted list to a paragraph:
bulleted list e Either click an insertion point in paragraph you want change or
toa highlight the range of paragraphs.
paragraph e From the main menu, choose Utilities > Plug-ins > Bullets and
Numbering.
e Click the Bullets button, to display the bullet options if it is not already
displayed.

e Click one of the 5 bullet characters that are displayed.
e Click the Edit button to enter the Edit Bullet dialog box
and choose the desired font style and font size
OR to choose another character to use as a bullet.
e Click the OK button.
e Make any changes you would like in the Range option.
¢ Click the OK button.

Adding a To add a numbered list to a paragraph:
numbered list | ¢ Either click an insertion point in paragraph you want change or
toa highlight the range of paragraphs.
paragraph e From the main menu, choose Utilities > Plug-ins > Bullets and
Numbering.
e Click the Numbers button, to display the number options if it is not
already displayed.

e Select a Numbering Style.

e Choose a Separator, if you would like one of the 4 available
characters to be inserted to the right of the number and the tab before
the paragraph
OR choose None if no separator is required.

¢ Indicate what number you want to start at in the Start at field.

e Make any changes you would like in the Range option.

e Click the OK button.

Note: The numbers will not automatically be updated, so these
techniques should only be used when the paragraphs require no more

changes.
Removing ¢ If you would like to Remove the bullets that you have added to the
bullets and paragraph, you can do it manually, but that is practical if you have only
numbering a few to work on.
from a
paragraph To Remove bullet or numbered lists from several paragraphs all at
once:
e Click the Remove button from the Bullets and Numbering dialog
box:

Bullets and numbering [ x|

Remove bullet or number from
the start of each paragraph in
the specifed range?

Ok | Cancel I

e Click the OK button to confirm the Remove command.
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Review Questions

/ Review Questions \
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How would
you:-

Display the Control Palette?

Use the Control Palette Paragraph View?

Use the Control Palette to format text?

Thread text?

Thread Text Blocks?

Thread Text Frames?

Display the Paragraph Specifications dialog box?
Use the Paragraph Specifications dialog box?
Use the Paragraph Rules dialog box?

Apply paragraph rules?

Use the Paragraph Rules Options dialog box?
Display the Styles Palette?

Use the Styles Palette?

Create styles?

Create styles that apply to the next paragraph you type?
Apply styles?

Display the Indents/Tabs dialog box?

Use the Indents/Tabs dialog box?

Display the Bullets and Numbering dialog box?
Edit bullets?

Add a bulleted list to a paragraph?

Add a numbered list to a paragraph?

Remove bullets and numbering from a paragraph?

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Computer Training 1995-2001 - www.cctglobal.com






Text Objects and Stories 55

PageMaker 6.5 Intermediate © 2001 Cheltenham Computer Training

Text Objects and Stories

When you Display the PageMaker word processor
have Use the Story Editor

completed Display the Spelling dialog box

this learning Use the Spelling dialog box

module you Check spelling

will have

Deal with misspelled or unknown words
Display the Find dialog box

Use the Find dialog box

Display the Change dialog box

Use the Change dialog box

Find and replace text

seen how to:
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Story Editor

Displaying
the
PageMaker
word
processor

Story Editor

* You can edit the text or Story in
your publication, in the

3 Adobe PageMaker 6.5 - [C:4DOCUME~1'Win98'DesktopSampL... [H[=]

PageMaker Layout view’ File Edit Story Type Utities Window Help ==l x|
. . =
or with the built in ol cre Epsoms. =
PageMaker word Hemnd
Heormal Dolour sit abet, consectetuer dehiscing elite, seed

processor, when you
use the Story Editor.

darn Momrmy nib episode incident at iberty
dolowr magna aliquot at output. At wise denim ad
runim venial, Uiz nostrum exercise station
ullamcorper susceptive liberties nil at Aliquippa ex
ea commode consequent. Dues autism vela elm
ordure dolour m hindered m valuate weldt sees
moles tie consequent, vela ilume dolour eon
feudist null facilities at Verc Eros et accusing et
gusto olio diagnosis qui bandit present lutetium
zoril delimit ague dues dolour tee frugalty null

© Cheltenham Computer Training 2001

Adobe PageMaker 6.5 - Slide No 21

you use the Story Editor.

To open the story editor window:
e From the main menu, choose Edit > Edit Story
OR press the Ctrl + E key combination:

&2 Adobe PageMaker 6.5 - [C:\DOCUME~1'\Win98'Desktop’ samMPL... [E[=] E3

File Edit Stary Type Utiities Window Help == =]
Normal lLore Epsom, jl
Hormal
Hormal Daolour it abet, consectetuer dehiscing elite, seed

dam Wommy nib epizode meident at ibertsy

dolour magna aliquot at output. At wise demum ad
minttn vemal, quiz nostram exercise station

ullamcorper susceptive liberties nil at Aliquippa ex

ea commode consequent. Dues autism wela elm

ordure delour m hindered m valuate weldt sees

moles e consequent, vela dlume dolour eon

feudist null facilities at Vere Eros et accusing et

gusto olio diagnosis qui bandit present lutetium

zonl delimit ague dues dolour tee frugality mall =i

e You can edit the text or Story in your publication, in the PageMaker
Layout view, or with the built in PageMaker word processor, when

e The Story Editor allows you to edit text, check spelling, find and
replace text, and apply style sheets.
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Using the e The Story Editor is only used to edit text, all other none text elements
Story Editor will remain in the Layout view. Once you have made your changes,
you can return to the Layout view to see how your changes have been
applied.

e Use the Ctrl + E shortcut to quickly toggle between the Layout view
and the Story Editor.

To work a specific story in story editor:

e Using the Text tool or the Pointer tool, select a text block or text frame
that you would like to edit.

e From the main menu, choose Edit > Edit Story
OR press the Ctrl + E key combination.

e Make the necessary changes to the text or story.

e When you are finished with the Story Editor, choose Edit > Edit
Layout
OR press Ctrl + E to return to the Layout view.

Note: If you use the Pointer tool to select the text element, you can
open the Story Editor by triple clicking the selected text element.
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Spell Checking

P

Spell Checking

Before you print your
publication, it is a good
idea to check your spelling.
You can only check the
spelling in the Story Editor.
You can check for basic
grammatical error or
correct the spelling of a

15pelling [ <]

Unknown word - illu

\

Change to:  [illu

‘ Replace

Add._

il
illy
"
ilea
ilia

Options:

[+ Alternate spellings
* Current publ

v Show duplicates
" All publ

Search di

Search story:

" Selected text (= Current story

" All stories

selected story or an entire
publication.

\ © Cheltenham Computer Training 2001
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Displaying
the Spelling
dialog box

spelling.

or an entire publication.

Unknown word : illu

To display the Spelling dialog box:
From the main menu, choose Edit > Edit Story
OR press the Ctrl + E key combination.
Then from the Story Editor main menu, choose Utilities > Spelling
OR press the Ctrl + L key combination:

Before you print your publication, it is a good idea to check your

You can only check the spelling in the Story Editor. You can check
for basic grammatical error or correct the spelling of a selected story

i

Replace

Change to: |i||u

Add...

ill
illy
Il
lea
ilia

-

-

Options: [« Alternate spellings
Search document:

Search stomy: {” Selected text

&' Current publication

¥ Show duplicates
" All publications

* Cumrent story

" All stories
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Using the
Spelling
dialog box

Checking
spelling

The options available in the Spelling dialog box are:

Change to — this field allows you to see the misspelled word,

OR if you select one of the replacement spellings, the field will display
the selected replacement.

Change To or Alternate Spellings — allows you to choose one of the
suggested replacements spelling from the list (if the alternate spelling
checkbox has been checked).

Options:

Alternate Spellings - allows you to see suggested replacements for
misspelled words.

Show Duplicates - allows you to detect duplicate words, such as “the
the”.

Search Document:

Current Publication - allows you to specify to search only the current
publication for errors.

All Publications - allows you to specify to search all open publications
for errors.

Search Story:

Selected Text - allows you to only search your selected text for errors.
Current story only - allows you to only search the current opened
story for errors.

All stories - allows you to search all open stories in the publication.
Buttons:

Ignore - allows you to ignore unknown words, that you feel are spelled
correctly.

Replace - allows you to replace misspelled words.

Add - allows you to add an unknown word to the dictionary

Note: If you choose to check the spelling in all open publications,
PageMaker will automatically search all of the stories in those
publications as well.

When PageMaker finds a misspelled, unknown or duplicated word,
the word is highlighted in the story editor, and also appears in the
Change to field of the Spelling dialog box.

To check the spelling in one or more publications:

Using the Text or Pointer tool, select the text you would like to check.
From the main menu, choose Edit > Edit Story

OR press the Ctrl + E key combination.

Select a range of text to be checked or just place the insertion into the
text to check the entire story.

From the Story Editor main menu, choose Utilities > Spelling

OR press the Ctrl + L key combination.

Select any of the Options settings that you would like to use.

Note: If you deselect the options settings, you will speed-up the spell
checking process.

Select any of the Search Document options you would like to use.
Select one of the Search Story options to specify the scope of your
search.

Click the Start button to begin checking for errors.
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Dealing with e As PageMaker finds unknown, misspelled words or other possible

incorrectly errors, you will be given the opportunity to decide what happens
spelt or before you proceed to the next word.

unknown

words When unknown, incorrectly spelt or other possible errors are found:

e Click the Ignore button to continue checking without making any
change to the word. If a word is ignored once, PageMaker will
automatically ignore the word then next time it appears in the story
during the check.

e Click the Replace button if you have made a correction to the word in
the Change to field, or have selected an alternate spelling from the
available list.

e Click the Add button if you want PageMaker to add the unknown word
in the user dictionary. When a word is added, it will not appear again
during the remainder of the check.
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Finding and Changing Words

« Ifyou are trying to find a
specific word or set of
characters in a story, the best
way to do this is to use the
Find option.

Finding and Changing Words

\

Find what: [preferable

O —

Options: [~ Match case

i Change

Find what: ‘:ed ‘

I~ Whole word

Char attributes.._
kributes...

[ fnd ]

Change to:  [saw

Options: [ Match case [~ Whole word

Search story:
" Selected text
* Current story
" All stories

Search document:
* Current publication
" All publications

Change.
Change & find
Change all
Char attributes.._.
Para attributes.__

\ © Cheltenham Computer Training 2001
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Displaying o
the Find

dialog box
To display the Find dialog box:

OR press the Ctrl + E key combination.

OR press the Ctrl + F key combination:

If you are trying to find a specific word or set of characters in a story,
the best way to do this is to use the Find option.

e From the main menu, choose Edit > Edit Story

e Then from the Story Editor main menu, choose Utilities > Find

: Find B3
Find what: |preferah|e | | Find I
Options: [~ Match case [ Whole word Char attributes.__ |

Search document:
{* Current publication
" All publications

Search story:
{" Selected text
' Current story
" All stories

Para attributes._. |
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Using the The options available in the Find dialog box are:

Find dialog e Find What - this field allows you to specify the word you want to find.

box Options:

e Match Case - allows you to look for only the text that matches the
case that you entered in the Find what field.

e Whole Word - allows you to look for only words that match the word
you have entered in the Find what field. This option is very useful
when you are looking for words that can be found within other words
such as “in” (find, twin, spelling).

Search Document:

e Current Publication - allows you to specify to search only the current
publication to look for the word.

e All Publications - allows you to specify to search all open publications
to look for the word.

Search Story:

e Selected text - allows you to only search the selected text for the
word.

e Current story - allows you to only search the current opened story for
the word.

e All stories - allows you to search all the open stories in the publication
for the word.

Buttons:
e Find - allows you to begin the search.
e Char Attributes - allows you to search for a specific type of character

formatting.
e Para Attributes - allows you to search for a specific type of paragraph
formatting.
Displaying e |If you are trying to find and replace a specific word or set of characters
the Change in a story, the best way to do this is to use the Change option.

dialog box
To display the Change dialog box:
e From the main menu, choose Edit > Edit Story
OR press the Ctrl + E key combination.
e Then from the story editor main menu, choose Utilities > Change
OR press the Ctrl + C key combination:

Find what: |see| | | Find |
Change to: |saw | Change |
Options: [ Match case [ Whole word Change & find |
Search document: Search ztony: Change all |

{* Current publication {” Selected text ]
" All publications + Current story Lar el iz, |
" All stories Para attributes. .. |
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Using the The options available in the Change dialog box are:

Change e Find What - this field allows you to specify the word you want to find.
dialog box e Change To - this field allows you to specify the word you want to

change the found words to.

Options:

Match Case - allows you to look for only the text that matches the
case that you entered in the Find what field.

Whole Word - allows you to look for only words that match the word
you have entered in the Find what field. This option is very useful
when you are looking for text that can be found within other words
such as “in” (find, twin, spelling)

Search Document:

Current Publication - allows you to specify to search only the current
publication to look for the text.

All Publications - allows you to specify to search all open publications
to look for the text.

Search Story:

Selected Text - allows you to only search the selected text for the
word.

Current Story Only - allows you to only search the current opened
story for the word.

All Stories - allows you to search all the open stories in the
publication for the word.

Buttons:

Find - allows you to begin the search.

Change - allows you to change the found text.

Change & Find - allows you to make the change and find the next
occurrence of the selected text.

Change All - allows you to do an auto find and change on all the
occurrences of the selected text.

Char Attributes - allows you to search for specific type of character
formatting.

Para Attributes - allows you to search for specific types of paragraph
formatting.

FOR USE AT THE LICENSED SITE(S) ONLY

© Cheltenham Computer Training 1995-2001 - www.cctglobal.com



64 Text Objects and Stories

© 2001 Cheltenham Computer Training PageMaker 6.5 Intermediate

Finding and To find and change text:

replacing text | ¢ Using the Text or Pointer tool, select the text you would like to check.

e From the main menu, choose Edit > Edit Story
OR press the Ctrl + E key combination.

e Select a range of text to be checked or just place the insertion into the
text to check the entire story.

e From the Story Editor main menu, choose Utilities > Change
OR press the Ctrl + C key combination.

¢ In the Find What field, enter the text you want to find.

¢ Inthe Change To field, enter the text you want to change the found
text to.

e Select the Options settings that apply to your search.

e Select one of the Search document settings that apply to your
search.

e Select one of the Search story settings that apply to your search.

e Click the Find button to begin the search.

As PageMaker finds the selected text, you will be given the opportunity
to decide what happens before you proceed to the next occurrence of
the text

When selected text is found:

e Click the Change button to just change that one occurrence, and then
click the Find button again to continue the search.

e Click the Change & Find button to change the found occurrence and
continue to the next occurrence.

e Click the Change All button to change every occurrence of the
selected text. Only use this if you are sure that the search will only
change the selected text.
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Review Questions

-

Review Questions
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How would
you:-

~

v

Display the PageMaker word processor?
Use the Story Editor?

Display the Spelling dialog box?

Use the Spelling dialog box?

Check spelling?

Deal with misspelled or unknown words?
Display the Find dialog box?

Use the Find dialog box?

Display the Change dialog box?

Use the Change dialog box?

Find and replace text?
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Dictionary

When you e Add words to the User Dictionary

have e Add words using the Spelling dialog box
completed
this learning
module you
will have
seen how to:
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Adding Words

Adding

-

» There are two ways to add
words to the User
Dictionary in PageMaker:

1. When you are checking the
spelling in your publication,
you can Add the unrecognized
words to the User Dictionary.

2. When you are examining
hyphenation of words in your
publication, you can Add the
words to the User Dictionary.

\ © Cheltenham Computer Training 2001

Adding Words

N

Add__

Add Word to User Dictionary [x]

“Word IMUm“’“’“’my DK I

US English -

" Az all lowercase

Dictionary: Eemezl

Adld:

Femove |

Adobe PageMaker 6.5 - Slide No 25 J

& Exactly as typed

words to the PageMaker:
User
Dictionary o

menu.

Dictionary dialog box:

Add.. |

There are two ways to add words to the User Dictionary in

When you are checking the spelling in your publication, you can Add
the unrecognized words to the User Dictionary.

e When you are examining hyphenation of words in your publication,
you can Add the words to the User Dictionary. To display the
Hyphenation dialog box, choose Type > Hyphenation from the main

e When you select the Add button in the Spelling dialog box or in the
Hyphenation dialog box, you will display the Add Word to User

Word: IMDm”””my 0K I
Dictionany: | US English =l cancel |
Add: " As all lowercase -

[Femsa_

* Exacthy as typed Remove

Note: You can make minor spelling and hyphenation corrections
within PageMaker, but for more extensive changes, you will need to
use the Dictionary Editor utility.
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Adding To add a word to your User Dictionary from the Spelling dialog box:
words using e Open the Spelling dialog box.

the Spelling e Either enter a word into the Change to field, or Start the spell-

dialog box checking process:

Change to: Mommy

When the desired word appears in the Change to field, select the Add
button, to display the Add Word to User Dictionary dialog box.

Make sure the word you are adding is spelled correctly and check the
hyphenation breaks.

Note: The hyphenation breaks are represented by the tildes (~):
One tilde indicates the most preferable place for a hyphen to occur.
Two tildes indicate the next preferable place for a hyphen to occur.
Three tildes indicate a poor yet acceptable place for a hyphen to
occur.

From the Dictionary list, select the dictionary to which you want to
add the word.

Select one of the Add radio buttons that apply to the word you are
adding:

As All Lowercase option allows you to add the word to the dictionary
in its generic form, that way PageMaker will accept capitalization at the
beginning of a sentence.

Exactly As Typed option will store the word so that it will only be
accepted when it is capitalized as you have typed it.

Click the OK button.
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Review Questions

/ Review Questions \
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How would
you:-

e Add words to the User Dictionary?
e Add words using the Spelling dialog box?
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Color Management

When you e Use the EPS import filter to import colors
have e Edit imported colors

completed e Control imported colors

this learning | o Use EPS imported colors

module you e Display Pantone color libraries

will have e Add Pantone colors

seen how to:
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Importing Colors

you

* You can choose which
colors are imported when

containing color
information.

Importing Colors

EPS import filter v2.2

Import options:

names to palette

place EPS graphics

Spot color options:

[spot colors

[+ Add process and high fidelity color

[ Import nested DCS images for separations
[ Read embedded OPI image links
[substitute linked images when printing)

@ Add spot color names to palette
[for comect spot separations)
" Exclude spot color names

Cancel

Preview options:

[ Cieate preview if none exists

[ Always create preview

For created preview:

Resolution:

Color depth:

to process for

" 256 colors

dpi

@ Millions of colors

© Cheltenham Computer Training 2001
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Using the o
EPS import
filter to
import colors
[ ]

EPS import filter ¥v2_ 2

Cancel |

Import options:

[ Add process and high fidelity color
names to palette
[ Import nested DCS images for separations
[ Read embedded OPI image links
[substitute linked images when printing)
Spot color options:
' Add zpot color names to palette
[for comect spot separations]
' Exclude spot color names
[spot colors converted to process for separations)
Preview options:
¥ Create preview if none exists
[ Always create preview
For created preview:

Resolution: dpi

Color depth: ¢ 256 colors * Millions of colors

You can choose which colors are imported when you place EPS
graphics containing color information. Since EPS files contain
embedded color information, the control provided by PageMaker may
limit the colors that are added to your publication.

When you are importing EPS graphics containing color information, an
EPS Import Filter dialog box will appear. The dialog box allows you
to determine how the colors in the graphic will be imported into your
publication:
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Editing
imported
colors

Controlling
imported
colors

e Add Process and High Fidelity Color Names to Palette — this
option allows you to add the process and high fidelity colors from the
EPS graphic to the Colors palette.

e Add Spot Color Names to Palette - this option allows you to ensure
that PageMaker imports the proper color information, so that you will
get accurate color separations when you print the EPS graphic.

e Exclude Spot Color Names - this option will convert the spot colors in
the EPS graphic to process colors when the graphic is printed.

Note: When you are printing your publication to a PostScript printer,
all the changes made to imported EPS spot colors will only be applied
if the Preserve EPS Colors option in the Print Color dialog box is
deselected.

To edit spot colors imported from an EPS graphic:

e From the main menu, choose Window > Show Colors.

e Press Ctrl and click the name of the color you want to have edited.

e Edit the percentages of the CMYK or RGB color components to
change the definition of a spot color
OR choose Process from the color Type drop-down list to turn the
spot color into a process color.

e Click OK button to save your changes.

Note: When converting Spot colors to Process colors, the accuracy
of the conversion will depend on the color. In most cases the colors
do not exactly match that of the original spot colors.

To control the colors imported from an EPS graphic:

e From the main menu, choose File > Place.

e Select the EPS file you would like to import.

e Press the Shift key and double-click the file name
OR select the Show Filter Preferences option in the Place dialog box
and open the selected file.

¢ In the EPS Import filter dialog box, select options to specify the kinds
of colors you want to include.

Note: When you import an EPS with colors that are the same as the
colors already found in your list, an alert prompt will display and ask
you to decide whether or not you want to add the duplicate color. If
you say yes (ok) the color in your list will be substituted, and if you say
no (cancel), the color will not be added to you list.
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Using EPS e You can apply colors imported from an EPS file to objects created in
imported PageMaker, grayscale bitmaps, and 1 bit (black and white)

colors bitmaps.

e Once the colors have been imported, they are added to the colors
list. They are marked with a PS to indicate that they are colors the
came from a Postscript or EPS files.

e You can also apply color to an EPS image; however, the color change
will not take effect on screen, but rather when the publication is
printed.

Note: When a color that has been applied to an EPS image is
removed from the colors list, PageMaker uses the embedded color
information found in the placed image to create the needed color
separations.
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Working With Pantones

-

Working With Pantones

* If used properly Pantone

colors can save you
money, while allowing you
to add color to your
publication.
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Displaying
Pantone

color libraries

Hame: [FANTONE Purple CVC
O el
Madel | CMYE - ChiS Source. I
[~ Dverprint Libraries: [ PANTONE® Coated =
Cyan: ERR3 ﬂ J j

Magenta I |

“ellov [_ % 4 j

Black: | % 4 >

CHS Infio
’VEMS is cunently off. This colgfuses: Nane
Libraries: | PANTONE® Coated Iy

|43 PANTOME® HEXACHROME Co
|91 PANTOME® Metallics
ID PANTOME ® Pastels Uncoated

FAMTONE & Coated
PANTOME® HEXACHROME Uin

FAMTONE® Pastels Coated

Adobe PageMaker 6.5 - Slide No 28

To display the Pantone color library:
e From the Color Options dialog box, select the Libraries drop-down
list and choose the desired Pantone Library:

Color Options [ x|

Name: |FAMTONE Purple CvC

Type: |S|:u:t vl
Model: ICMYK vl

fil

e If used properly Pantone colors can save you money, while allowing
you to add color to your publication.

0K

Cancel

CHS Source. ..

A

I~ Owerprint Libraries: IF'!-':.NTEINE@‘ Coated
Cyar: Iﬁ % ﬂ J ﬂ
M agenta: I? 2 ﬂ Jj
“r'ellowy: In_ = 1 | | ﬂ
Black: i % 1 | | »
ChS Info I_ J

CHS iz currently aff. Thiz color uses: None.
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Adding
Pantone
colors

e Pantone libraries drop-down list:

Libraries: | PANTONE® Coated
PAMTOMHE® Coated
FAMTOME® HEXACHROME Co
FAMTOME® HEXACHROME Un
FAMTOME® Metalics
PAMTOME® Pastelz Coated
PAMTOME® Pastels Uncoated

To add Pantone colors from the library to the Colors list:

e From the main menu, choose Window > Show Colors
OR press the Ctrl + J key combination.

e Click the New Color button at the bottom of the Colors palette
OR choose New Color from the palette menu.

e Select a Pantone color from the Libraries drop-down list in the Color
Options dialog box.

e Select a color from the Color Picker dialog box by either clicking on it
OR by typing its name into the Pantone field:

Color Picker

Library:  PANTONE® Coated
PANTOME IFlhDdamineFled YT Cancel |

PANTONE Yellow CVC  PANTONE Purple CVE | s |

Computer video

PAMTOME vellow 0121 PAMTOME Violet CWC simulations
dizgplayed may
I e

PANTOME Orange 021 PAMTOME Blue 072 Cy printed color
ztandards. Usze

DY I cuen

PAMNTOME YWarm Red [ PANTOME Reflex Blue reference
manuals for

I | acowate color

P&MTOME Red 032 C¥ PAMTOME Process Blu|  representation,

F&MTOME Rubine Red PAMTOME Green CYC

PANTOME Rhodanine | PANTOMNE Black CvC
4 4

e Click the OK button to return to the Color Options dialog box.
e Click the OK button again, to save the color to the list.

Note: If the Pantone libraries do not appear in the drop down list,
either the color picker file or the individual library information files are
in the incorrect location on your hard drive or on your network.
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Review Questions

/ Review Questions \
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Use the EPS import filter to import colors?
Edit imported colors?

Control imported colors?

Use EPS imported colors?

Display Pantone color libraries?

Add Pantone colors?

How would
you:-
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© Cheltenham Computer Training 1995-2001 - www.cctglobal.com






Pictures 79

PageMaker 6.5 Intermediate © 2001 Cheltenham Computer Training
Pictures
When you e Use the EPS import filter to place EPS images
have e Use Photoshop Effects
completed e Add Plug-ins to the Effects list
this learning | o  Apply Effects to images
module you e Use Keylines
will have e Add a Keyline to objects
seen howto: || Display the Links Manager
e Use the Links Manager
e Update Links
e Unlink images
e Mask images
e Unmask images
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Importing EPS Images

-

Importing EPS Images

When it comes to importing
images into PageMaker,
EPS files are the most
flexible graphic file type to
use.

They can be used for
Vector artwork such as 2D
logos, or Bitmaps. They
can also contain Clipping
paths extra colors that be
used in PageMaker.

\ © Cheltenham Computer Training 2001

Using the
EPS import
filter to place
EPS images

EPS import filter v2.2
Import options:
Cancel

[ Add process and high fidelity color
names to paletie
[~ Import nested DCS images for separations
[ Read embedded OPI image links
[substitute linked images when printing)
Spot color options:
" Add spot color names to palette
[for comect gpot separations)
@ Exclude spot color names
[spot colors

to process for
Preview options:

[¥ Create preview if none exists

[T Always create preview

For created preview:

Resolution: dpi

Color depth: {256 colors = Millions of colors

N

Adobe PageMaker 6.5 - Slide No 30 J

e When it comes to importing images into PageMaker, EPS files are the
most flexible graphic file type to use.

e They can be used for Vector artwork such as 2D logos, or Bitmaps.
They can also contain Clipping paths, or extra colors that can be

used in PageMaker:

© Cheltenham Computer Training 1995-2001 - www.cctglobal.com

FOR USE AT THE LICENSED SITE(S) ONLY



Pictures 81

PageMaker 6.5 Intermediate © 2001 Cheltenham Computer Training

To import an EPS graphic file:

e From the main menu, choose File > Place.

e Select the EPS file you would like to import.

e Press the Shift key and double-click the file name
OR select the Show Filter Preferences option in the Place dialog box
and open the selected file.

¢ In the EPS Import filter dialog box, select preview options you want to
use for the imported graphic:

EPS impout filter 2.2

Import options:
Cancel

[ Add process and high fidelity color
names to palette
[ Import nested DCS images for separations
¥ Read embedded OPI image links
[substitute linked images when printing)
Spot color options:
" Add spot color names to palette
[for comrect spot separations)
¥ Exclude spot color names
[spot colors converted to process for separations]

Preview oplions:
[¥ Create preview if none exists
[T Always create preview
For created preview:

Resolution: dm

Color depth: ¢ 256 colors * Millions of colors

Preview Options:

e Create preview if none exists - allows you to generate a preview
only if the preview do not exist.

e Always create preview — allows you to generate a preview in all
cases.

For Created Preview:

e If you are printing to a non-PostScript printer, you can experiment with
values greater than the 72 dpi default setting (the optimum value
depends on your printer's dpi setting).

Color Depth:

e Here, you should select Millions of Colors option. Another reason to
use higher resolution and greater color depth is if you are exporting to
HTML or PDF (where the exported image is derived from the screen
preview).
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Photo Effects

/ Photo Effects \

Photoshop Effects

4]

File selected BKG Fic 1.t -
* You can use Photoshop A —
plug-ins to enhance CMYK s —
or RGB TIFF images in

Paint [ aubs
Palette Knife

PageMaker.

Ocean Ripple

;I
Cancel

| 100z |

— Dptions 2

Ripple Size

N

Ripple Magnitude

\ © Cheltenham Computer Training 2001 Adobe PageMaker 6.5 - Slide No 31 J

Using e You can use Photoshop plug-ins to enhance CMYK or RGB colored
Photoshop TIFF images in PageMaker.
Effects

e Only plug-ins from Adobe Photoshop version 3.0.4 or higher will

work. The Adobe Gallery Effects® will automatically be installed with
PageMaker.
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To display the Photoshop Effects dialog box:
From the main menu, choose Element > Image > Photoshop Effects
OR right-click the image and select the Photoshop Effects command:

Photoshop Effects B3

File selected: BEG Pic 1.tif

Save new file as: IBKG Pic 1_1.tif

Cancel |
[ |

Fhatashop effect: IDcean Ripple ]: Saveds.
7

Paint D aubs
Palette Knife
Patchwork.
Photacopy
Plazter

Flastic ‘Wrap
Poster Edges
Reticulation
Fiough Pastels
Smudge Stick.
Spatter
Sponge
Sprayed Strokes
Stained Glass
Stamp

Sumi-g
Testurizer
Tom Edges
Underpaintin

-

Ocean Ripple

0K I
Cancel |

LI 100% __I

Options
Ripple Size

I

Ripple Magnitude

I

iy

To add a Plug-in to the Effects list:
Copy the desired plug-ins to the PageMaker RSRC folder, on your

hard drive.

If the plug-in is valid, when you restart PageMaker, the plug-in will
become added to the effects list.
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Applying
Effects to
images

To apply a Photoshop Effect to an image:

Select a CMYK or RGB colored TIFF image from the publication.
From the main menu, choose Element > Image > Photoshop Effects
OR right click the image and select the Photoshop Effects command.
In the Save new file as field, type a new file name for the image you
are applying the effect to so as not to damage the original image.
Select a Plug-in filter from the drop-down list.

Click the OK button.

When the filter-specific dialog box appears, adjust the setting if you
so desire.

Click the OK button.

Note: Some plug-ins may need more Memory (RAM) than the
PageMaker system configuration requires. Choosing a memory
intensive plug-in may freeze you system if you do not have enough
RAM to complete the task.

FOR USE AT THE LICENSED SITE(S) ONLY
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Keylines
Keylines
+ Adding borders or Bt o |
Keylines has been made Extends0.25_Jpoints Cancel
(¥ Bring keyline to front of object Remove

easy. To do this manually " Send keyline behind abject

requires t00 Many Precise I Knock ou under keyina Aibutes...
Steps, and you wOuld ha‘le Overlap interior by points

to group the Keyline with /
the graphic to move it T =
around' Fill | None ﬂ Stioke: |1p| j oK |
Colar: INone j Color: IHed j Cancel
Tint:  |100 vl % Tint; o .| %
™ Overprirt ™ Overprint
[V Transparent backaround
I Reverse
\ © Cheltenham Computer Training 2001 Adobe PageMaker 6.5 - Slide No 32 J
Using e Adding borders or Keylines has been made easy. To do this
Keylines manually requires too many precise steps, and you would have to

group the Keyline with the graphic to move it around.
e You can add Keylines to several objects at once.
e You can also use Keyline command to change or remove Keylines.

To display the Keyline dialog box:
¢ From the main menu, choose Utilities > Plug-ins > Keyline:

Keyline
Extends points Cancel
{* Bring keyline to front of object Remove

i~ Send keyline behind object
Attributes. .

flre

[T Knock out under kepline

yerlap nteror by points
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Adding a To add a Keyline to an object:

Keyline to e Select the desired object(s) (do not include groups).

objects ¢ From the main menu, choose Utilities > Plug-ins > Keyline.

In the Extends field, type the amount you would like the Keyline to
extend out from the object's bounding box, before the border is
applied.

Depending on how you would like the Keyline to appear (in relation to
the object), select the Bring keyline to front of object or select the
Send keyline behind object radio buttons.

Click the Attributes button to display the Fill and Stroke dialog box:

Fill and Stroke
Fill: | Nore | 5tmke:|1pt — | ok, |
Color. |Nane | | Color |Red ~|  Cancel |
Tt 100 =] % Tt [100 =] %

[~ Owerprint [~ Owerprint

v Tranzparent background

[~ Reverse

Set the desired Fill and Stroke attributes such as the stroke weight
and the fill or stroke color and tint.
Click the OK button.
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Links
When you update a link,
the current internal version | Ffie Loge-F..eps
H : H [¥ Store copy in publication
of the linked object is T Cancel |
rep Iaced . I™ &lert before updating
Links Manager
Document ki Page
? BKG Pic 1 _1.tif TIFF: RGB 1 Info...
? Logo - Pantonel.eps Encapsulated PostScript 1 =
Options.
Unlink
Lipdate:
[Ipdate all
Status: PageMaker cannot locate the linked file.
Use the 'Info..." dialog ta find the file,
© Cheltenham Computer Training 2001 Adobe PageMaker 6.5 - Slide No 33
Displaying e When you update a link, the current internal version of the linked
the Links object is replaced. When both the internal and external version of a
Manager linked object have been modified, PageMaker allows you to discard

the internal copy.

e If PageMaker cannot locate an image being used in the publication,
you will need to use the Links Manager to update the link.

To display the Links Manager dialog box:
e From the main menu choose File > Links Manager
OR press the Shift + Ctrl + D key combination:

Document Kind Page
? BKG Pic 1 1.tif TIFF: RGB 1

Info...

? Logo - Pantonel.eps psulated PostScript 1

Optiohs...
Unlink
Wpdate

W pdate all

didud;

Status: Pagetaker cannot locate the linked file.
Use the 'Info..." dislog to find the file.
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Using the
Links
Manager

publication.

e Missing links are represented by a “?” and modified links are
represented by an “X” or an inverted question mark:

Document Kind Page
? BKG Pic 1_1.tif TIFF: RGB 1

Infa...

? Logo - Pantonel.eps Encapsulated PostScript 1

Options...
Unlink

Wpdate

dildud;

pdate all

Status: PageMaker cannot locate the linked file.
Usze the 'Info..." dialog o find the file.

¢ Info button - allows you to display the Link Info dialog box:

Link Info: ...eps EFHE
Lok ir: Ia Fics j L ok El-

File: narne: |Logo - Pantonel . eps Open I
Files of type: I,t.\ll Files j Cancel |

— Link Information

Location: IE:\DUcuments and Settings'Wwin3g\DesktopiLog

Kind: IEncapsuIated PoztSeript

Size: INA Placed: |1D£18.:"2UD1,2:38 Ab
Document modified: INﬂ
Internal copy modified: INA

v Retain cropping data

FOR USE AT THE LICENSED SITE(S) ONLY
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e Options button - allows you to display the Link Options dialog box:
Link Options: Defaults
Text: _EIK
¥ Stare copy it publication
™ Update automatically
[ 5lert before updating

[araphics:
Iw Store copy in publication

™ Update automatically
[ 5lert before updating

Updating To manually update a file:

Links e From the main menu, choose File > Links Manager.
e Select an object from the list.

e Click the Update button.

To simultaneously update all linked files:

e From the main menu, choose File > Links Manager.
e Click the Update All button.

e Click the OK button.

Note: This option is only available for objects that are set to Update
Automatically.

Unlinking e You can Unlink Images from their original file. Usually to prevent the
images imported image from being updated when the original files is modified.

To unlink an object:

e From the main menu, choose File > Links Manager.
From the list, select the object that you want to unlink.
Click the Unlink button.

Click OK button.
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PageMaker 6.5 Intermediate

Masks

Masking

images

P

Masks

If you want to cover a part

N

Masked

of an object or create non-
rectangular keylines, you
can use the Mask
command to create the
effect.

\ © Cheltenham Computer Training 2001

Unmasked

Adobe PageMaker 6.5 - Slide No 34 J

To mask an image:

Mask the image:

e If you want to cover a part of an object or create non-rectangular
Keylines, you can use the Mask command to create the effect.

e Draw a box over the image you would like to Mask.
e Select the image you want to Mask and the box you want to use to

FOR USE AT THE LICENSED SITE(S) ONLY
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e From the main menu, choose Element > Mask
OR press the Ctrl + 6 key combination to Mask the image:

e Click the image and adjust the way it fits into the box:

e Group the image and the Mask so they move as one object.

Note: Press Shift and then choose Element > Mask and Group to
group and mask in one step.
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Unmasking To unmask an image:
images e Select the masking object or the masked object:

u [ ] u

e From the main menu, choose Element > Unmask
OR press the Shift + Ctrl + 6 key combination:

Note: Press Shift and then choose Element > Unmask and Ungroup
to ungroup and unmask in one step.
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Review Questions

/ Review Questions \
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How would
you:-

Use the EPS import filter to place EPS images?
Use Photoshop Effects?

Add Plug-ins to the Effects list?
Apply Effects to images?

Use Keylines?

Add a Keyline to objects?
Display the Links Manager?
Use the Links Manager?
Update Links?

Unlink images?

Mask images?

Unmask images?
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Working With Multiple Objects

When you

Add Inline graphics to text
have Use text wrap controls
completed Wrap text around a graphic
this learning Customize a text wrap
module you Restore custom boundaries
will have

seen how to:

Wrap text around another text block
Display the Layers palette

Use the Layers palette

Select the Layers palette menu commands
Add new layers

Change target layer

Rearrange layers

Merge layers

Remove layers

Lock objects

Unlock objects

Lock layers

Unlock layers
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Text and Graphics

4 N

Text and Graphics

* You can add graphics into
a paragraph, by placing
the graphic into the text
frame or text block.

\ © Cheltenham Computer Training 2001 Adobe PageMaker 6.5 - Slide No 36 /

Adding Inline | ¢ You can add graphics into a paragraph, by placing the graphic into the
graphics to text frame or text block. This is called the Inline graphic.

text e The Inline graphic will move along with the text, but you can only
move the baseline of where the picture sits, and if you scale the
picture, it will only change the spacing of the text on the line that it has
been placed on.

To import an image into a text object:
e Select the Text tool.
e Place the curser into a line of text or a paragraph.
e From the main menu choose File > Place
OR press the Ctrl + D key combination.
e Select the desired graphic.
e Select the As inline graphic command in the Place dialog box:

Place
" Az independent graphic
%' Az inline graphic

= [ rzerting st
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e Open the desired graphic.
e The image will now reside inside the text object:

E 0 a

Note: Since an Inline graphic is considered a change to an internal
copy of a story, it will be removed if you update the link of the story
with a newer version.
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Text Wrap

-~

Text Wrap

There are several controls
you have available to

control the way text is

affected by a placed
graphic.

“Wiiap option;
= Cancel |
Text o
Standoff i inches:
Left || Right I
Top I Eottoml

™ wirap test on same laper only

~

\ © Cheltenham Computer Training 2001

Using text
wrap controls
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There are several controls you have available to control the way text is
affected by placed graphic. Wrapping text is one of the best ways to

create visual impact in a publication.
The Text Wrap Control allows you to determine how the text will wrap
around a graphic object.

The three main ways to wrap text are:
To allow the text to cover the graphic object.
To allow the text to wrap around the sides of a rectangular shaped

To allow the text to wrap around the sides of an irregular shaped

object.
object:
Wrap optiot:

Text flow:

Standoff in inches:

Cancel |

Left ||_ Right |_
Taop I Bottoml

[ “wirap text on same layer only

© Cheltenham Computer Training 1995-2001 - www.cctglobal.com
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Wrapping To wrap text around a graphic:

textarounda | e Select a graphic or image.

graphic e From the main menu, choose Element > Text Wrap

OR press the Ctrl + Alt + E key combination.

e Click the Middle Wrap Option. (The rightmost icon is not available
unless you have customized the text wrap, as described later.)

e Specify the desired Text Flow option:

The first (leftmost) Text Flow icon allows text to jumps over a graphic
and continues the text on the next page or column.

The second (middle) Text Flow icon allows text to jump over a graphic
and continue on the same page below the graphic.

The third (rightmost) Text Flow icon allows you to create a rectangular
text wrap around all the sides of a graphic.

¢ In the Standoff in inches fields, enter the values for the boundary to
determine the distance of the text from each side of the graphic.

e Select the Wrap Text on Same Layer Only option if you want text on
other layers to ignore the text wrap.

e Click the OK button.

Customizing | To customize text wrap around a graphic:

a text wrap e Apply text wrap as described above.

e Selected the graphic.

e Click on the graphics boundary where you want the handle to appear
to add a new handle. Repeat this for as many handles as you want.
OR
Click and drag the handles or line segments to reshape the boundary
and hold down the Shift as you drag, to constrain the vertical or
horizontal movement of the handles.

OR
Click and drag a handle onto an adjacent handle to delete a handle.

Note: Hold down the spacebar to temporarily prevent text from
rewrapping while you make your adjustment. Release the spacebar
to allow the text to wrap.
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Restoring To restore a custom boundary back to a rectangular boundary:
custom e Select the graphic you would like to restore.
boundaries e From the main menu, choose Element > Text Wrap.
e Click the Middle Text Wrap option icon:
P
FURTEL \‘x
. k]
H -_‘ ¢ ................................... *
' . ‘. ]
A ¢
E \ . K
E n o wm___ o -
e L : :
TR L . i m u:
- e e et e e et *
Wrapping To wrap text around another text block:

text around
another text
block

e Select the text block around which you want text to wrap.

e From the main menu, choose Element > Group. The selected text
block will now be treated as a graphic.

e Selected the grouped text block.

e Apply the available text wrap option:
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Layers

-~

Layers

The advantage of using
layers is the ability to
work on a publication and
only focus on the content
that pertains to the layer
you are working on.

You can hide or lock
layers so that you do not
accidentally make
changes or get distracted
by elements of other
layers.

\ © Cheltenham Computer Training 2001

Displaying
the Layers
palette

~

Layer: ! P Mewlayer..
ager & Delete "Layer 3"...
| m T Ieras Layers
@ | | W Background Layer Options. ..
[ | W [pefaut) Show Al
Unlock All
Paste Remembers Layering
(e SleE=] [ 7t Target Layer
Delete Unused Layers..,

Adobe PageMaker 6.5 - Slide No 38 /

The advantage of using Layers is the ability to work on a publication

and only focus on the content that pertains to the layer you are
working on. You can hide or lock layers so that you do not
accidentally make changes or get distracted by elements of other

layers.

When working with Layers, any new object created in the publication
will be placed onto the layer selected in the Layers palette.

To show or hide the Layers palette:

From the main menu, choose Window > Show Layers

OR press the Ctrl + 8 key combination:

| Layers ™,

@ | [ | W [Defaul]
N O Logo
[ | @ Frame

r ||_ B PFicturs Bky

Loge targetad M A
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Using the Default Layer — this layer is the default working layer found in all

Layers publications:

palette

Selecting the
Layers
palette menu
commands

W [Default] |

Layer Name — allows you to organize and recognize your layers:
B Picture Blg

Small Dot Icon — informs you of which layer a selected object is on:
O

Show Layer Icon — informs you of which layers are visible or invisible:

3

Lock Layer Icon — informs you of which layers are locked or
unlocked:

IR

New Layer Button — allows you to create a new layer:

Trash Button — allows you to trash or delete a selected layer from the
palette:

Select the arrow on the top right corner of the Layers palette window
to display the Layers palette menu commands:

Layers ™, k Mew Layer...

|7 (W [Defaun] Delete Lavers. .,
A O Loge Merde Layers

Layer Options. ..

[ | M Picture Blg

Showw All
Unlock Al

Letero Bea = I W I.é Paste Remembers Layering
———————  Select Target Layer

Delete Unused Layers. ..
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The Layers palette menu commands are:

e New Layer - this command allows you to create new layers.

¢ Delete - this command allows you to delete layers.

e Merge Layers - this command allows you to merge layers together.

e Layer Options - this command will display the Layer Options dialog
box.

e Show All / Hide Others - this command allows you to unhide all the
layers or hide all of the layers but the one you have selected.

e Unlock All / Lock Others - this command allows you to unlock all of
the layers or lock all of the layers but the one you have selected.

e Paste Remembers Layering - this command allows you to paste cut
or copied objects on the same layer they came from.

e Select Target Layer - this command allows you to select all objects
that are used by a selected layer.

e Delete Unused Layers - this command allows you to remove unused
layers.

Adding new To create a new layer:
layers e From the Layers palette menu, select New Layer:

=]

Deletf%EDeFault". .

[Merge Lavers

AN O [Default]

Layer Options. ..

Hide Others
[efault targeted El I jinj o Lok Others

Paste Remembers Layering
Select Target Layer
elete Unused Layers, ..

OR click the New Layer button:

R O [Default]

[etault targeted i ,..-;.:'f:
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e Enter the desired Name or the New Layer:
Mew Layer |

M e ILa_uerEl

Color: Ii Burgundy j Cancel |

V¥ Show laver [ Lock layer

Select a color from the Color drop-down list.
e Check or uncheck the Show layer or Lock layer options.
e Click the OK button:

C1=|

I O Layer 5
@ || | W [Default]

Layer 5 targeted El I i I‘,.-;;:
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Changing To change the target layer of an object:
target layer e Select the desired object.

e Click and drag the small dot from current targeted layer to the new
targeted layer:

| Layers ™, ﬂ
@ || | [Default]

B @ Low
(A E Frame

@ || | W Picture Bkg
Frametargeted [ B | @ [ /

[ Layers™, ﬂl
|| |M [Defaul]

= || |[=gErs

| |@ Frame

@H_ B PFicturs Bky

Loge targetad M A

Rearranging To rearrange layers:
layers e Select the layer you would like to move.
e Click and drag the layer to the new desired location on the list:

[ Layers™ i

|| W Lo

% || | M Picture Bly
Frame targeted M;}f:

Note: Press Ctrl to select multiple layers. The selected layers will
maintain their layer order relative to each other.
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Merging To merge layers together:
layers e Select two or more layers which you would like to merge, using the

Ctrl key to select multiple layers:

| Layers ™. ﬂ
|| |M [Defaul]
| |B Lo =

@ ||_ O Picture Bkq

Picture Blg targeted .E.ﬂ i

e From the layers palette menu, select the Merge Layers command:

Layers ™. P Mew Layer...
|| | [Defaul] Delete Layers. ..

B W Low | Mergelavers ) |
hh)
B Frame Layer Opkions...

| O Picture Bkg Hide Others
Picture Blg targeted Eﬂ = Lock Cthers

Paste Remembers Layering
Select Target Lawver
Delete Unused Layers. ..

e The resulting merged layer is now displayed:

| Layers ™, ﬂ
@ || | [Default]

=1

Picture Bkg targeted | Bl I i I‘,.-;;:
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Removing e When Removing Layers, it is important to remember that each layer
layers appears on every page of a publication.

Note: Before you remove a layer, hide all of the other layers, and go to
each page to make sure you will not be removing any needed content
from your publication.

To remove a layer:
e Select the layer name in the Layers palette:

[ Layers™, b
|| |M [Defaul]

B/ W Logo =
& || (@ Frame

@ ||_ O Picture Bkq

e From the layers palette menu, choose Delete "Layer name":

[ Layers ™, b MewLayer...

| | W [Defaul] Delete "Pickure Bka"...
@”— B Log [Merge Lavers h
@ ||_ E Frame Layer Opkions...

Al O Picture Beg ¥ Hide Cthers
Picture Bkg targeted IE.E 4 Lock Others

Paste Remembers Layering
Select Target Layer
Delete Unused Layers. ..

OR click the Trash button:

I
| Layers ™. ﬂ
|| |M [Defaul]
| |B Lo

| |@ Frame

@ ||_ O Picture Bkq .-_"?I

Picture Blkg targeted .E.El v
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e In the Delete Layer dialog box, select the Move Items to, and choose
the name of the layer to which you want the objects to move to.
OR select Delete Items on All Pages From Layer(s) to remove all
objects throughout the publication assigned to that layer:

Delete Layer |

Delete "Picture Blkg"?
%" Move items to IDefauIt j Cancel |

" Delete items on all pages from layer(s]

e Press the OK button:

R O [Default]
| B Log

@H_ O Frame

[etault targeted M;}f:

Note: To bypass the Delete Layer dialog box and delete the layer and
all its content, hold down Alt key as you complete select the delete
command or click the trash button.
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Locking

4 N

Locking

* You can Lock objects into
place in order to prevent
them from being resized,
or moved.

* When an object is locked,
you will see a little lock
icon appear if you try to
move the object.

\\ © Cheltenham Computer Training 2001 Adobe PageMaker 6.5 - Slide No 39 )

Locking e You can Lock objects into place in order to prevent them from being
objects resized, or moved.

e When an object is locked, you will see a little lock icon appear if you
try to move the object:

To lock an object:

e Select the object you would like to lock.

e From the main menu, choose Element > Lock Position
OR press the Ctrl + L key combination.

Unlocking e The Unlocking command undoes the Lock Position command,
objects allowing you to move the selected object.

To unlock an object:

e Select the locked object.

e From the main menu, choose Element > Unlock
OR press the Ctrl + Alt + L key combination.
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Locking e You can Lock layers to prevent their content being edited.
layers

To lock a layer:
e Select the layer you would like to lock.
e Click on the box to the left of the layer name on the Layers palette:

Layers ™~ ﬂ
B[ |H Tes

|| | W Logo

| | [Defaul]

Frarna targated M,ﬁ?

e The layer is now marked with non-editable icon.

Unlocking e In order to be able to edit the contents of a layer, you will have to
layers Unlock it.

To unlock a layer:

e Select the locked layer you would like to unlock.

e Click on the box to the left of the layer name again on the Layers
palette:

Layers ™~ ﬂ
B[ |H Tes

|| | W Logo

| | [Defaul]

Frarna targated M,ﬁ?

e The layer without non-editable icon is now unlocked.
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Review Questions

/ Review Questions \
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How would
you:-

Add Inline graphics to text?

Use text wrap controls?

Wrap text around a graphic?
Customize a text wrap?

Restore custom boundaries?

Wrap text around another text block?
Display the Layers palette?

Use the Layers palette?

Select the Layers palette menu commands?
Add new layers?

Change target layer?

Rearrange layers?

Merge layers?

Remove layers?

Lock objects?

Unlock objects?

Lock layers?

Unlock layers?
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PostScript Printing

When you
have
completed
this learning
module you
will have
seen how to:

Print Reader’'s Spreads

Tile pages

Automatically Tile pages
Manually Tile pages

Scale pages

Print bleeds

Print Non-Printing objects
Create Non-Printing elements
Display Non-Printing items
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Printing Spreads

4 N

Printing Spreads

® The Reader’s Spreads Piinter: [ Linotronic 530-RIP 30 v52.3 on FILE: = e ]
command allows you to [ oo
print the left and right
pages of a document at the
same time, on the same
page.
 Beducetofit  (100.0%) O
€ Thumbnails: (16| per page esel
\ © Cheltenham Computer Training 2001 Adobe PageMaker 6.5 - Slide No 41 /
Printing e The Reader’s Spreads command allows you to print the left and right
Reader’s pages of a document at the same time, on the same page.

Spreads
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changes from portrait to landscape:

© 2001 Cheltenham Computer Training

e When you choose the Reader’s Spreads option, the page orientation

Print Document E

Printer: |Linutmnic 530-RIP 30 v52.3 on FILE:

-] |

Print

[ lgnore "Mon-Printing™ setting

Cancel

Ll

Document

Paper

[ Print blank pages

PPD:  [Linotronic 630_630P v52.3 =] [ Collate
[ Reverse
Copies: EI I~ Proof
— Pages
o« All Print: |Both Pages j
{" Ranges: |1 | ¥ Reader’s spreads

 Book
[ Print all publications in book

[~ Use paper settings of each publication

Orientation

i

Options
LColor

Features

vk

Reset

Print Paper
— Paper — Fit
TP T abloid =]

Source: |Easselle
[ Printer's marks

[~ |Crops and bleeds only
[ Page information

=l

M

[ Center page in print area

— Tiling
|Nune jl nverlaplﬂ.?E |inches

— Scale

M

L

" Reduce to fit  (100.0%)

" Thumbnails: per page

L:din
T:0in

Offset using paper size:

R:0in
B:0in

Cancel

Document
Paper
Options
Color

Features

Rl

Reset

order to see both pages together.

Note: When printing reader spreads, you will need to select a printer
with a page size that can print both pages side by side. If no such
printer is available you will have to Tile or Scale the publication in
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Tiling and Scaling

4 N

Tiling and Scaling

*  When you print your
publication, your printer
may not be able to print
the page size you have
specified in your
document setup. To print
these type of publications
PageMaker provides you
with the Tiling and Scaling
options.

~Offsel using paper size
Ladstin  Ré43n
TTiZ%n  B71250 Reset |

\ © Cheltenham Computer Training 2001 Adobe PageMaker 6.5 - Slide No 42 /

Tiling pages | ¢ When you print your publication, your printer may not be able to print
the page size you have specified in your Document setup. To print
these types of publications PageMaker has provides you with the
Tiling and Scaling options.
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Automatically
Tiling pages
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The Tiling drop-down list allows you to choose one of three options:
None - allows you to turn off page Tiling.

Auto - allows PageMaker to calculate the number of pages required to
print the publication.

Manual - allows you to control the exact dimensions of the tiles:

— Paper — Fit -
Size: | Letter j| Print I
Source: |Easselle j| Cancel |
[ Printer's marks —
r En:!pg and !Jleeds only Document |
[ Page information
[ Center page in print area fr— I Paper
— Tiling — -
Auto j 0ver|ap|l].?5 |inches M
:l.&lune Color |
M anual 2
- — Features |
' Reduce to fit (50.0%5) 9 Tilels) per publication page.
~ Aszembled tiles represent the
= Thumbnails: pEr paDE entire publication page. Reset |

To automatically tile a publication:

From the main menu, choose File > Print.

Select a PostScript printer from the printer drop-down list.

Select the PPD for your printer type.

Set any other option from the Print Document dialog box that may
apply to your publication such as page range, non-printing setting
and orientation:

Printer: [Linotronic 530-RIP 30 v52.3 on FILE: =] [ Pt |
PPD:  [Linotronic 630_630P v52.3 ] WEo Cancel |
[ Reverse
Copies: [ Proof I
- Document

— Pages

o All Print: |Both Pages j Paper |

" Ranges: |1 | v Reader's spreads Options

[ Ignore "Mon-Printing" selting [ Print blank pages

LColor

 Book

I” Print all publications in book Iﬁ

[” Use paper sethings of each publication

Orientation
Features

frf

Reszet |

Click the Paper button.
Select Auto from the Tiling drop-down list.
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¢ In the Overlap field, set the overlap to an amount that is grater than
the minimum printer page margin value (consult the printer manual if
you do not know the amount) and less than half the size of the
smallest dimension of your document size.

e Check the Fit preview to see how many tiled sheets per page you will
need:

— Fit

E

9 Tile(=) per publication page.
Azzembled tiles reprezent the
entire publication page.

e Set any other option from the Print Options, Print Color, and Print
Features dialog boxes that apply to your publication.
e Click the Print button.
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Manually To manually tile a publication:

Tiling pages

Reset the zero point to the upper-left corner of the page you want to
tile, making sure to leave enough room for the Overlap and/or
Printer’s Marks and Page Information.

From the main menu, choose File > Print.

Select a PostScript printer from the printer drop-down list

Select the PPD for your printer type.

Set any other option from the Print Document dialog box that may
apply to your publication such as page range, non-printing setting
and orientation.

Click the Paper button.

Select Manual from the Tiling drop-down list.

Check the Fit preview for information about the publication you are
tiling:

— Fit

E

Uzing manual tile to grint.

Azzembled tiles represent the
entire publication page.

Set any other option from the Print Options, Print Color, and Print
Features dialog boxes that apply to your publication.

Click the Print button.

To manually print additional tiles, repeat steps 1 through 4, and click
the Print button.

Note: If the zero point does not move, it may be locked. From the
main menu, choose Layout > Guides and Rulers > Zero Lock to
unlock the zero point.
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Scaling
pages

e The Scaling command allows you to fit an oversized publication on a
smaller piece of paper.

e You can scale your publication:
Manually, by entering a specified amount in the percentage (%) field
of the Print Paper dialog box
OR
Automatically, by using the Reduce to fit option to allow PageMaker
to scale the publication to fit the paper.

To scale a publication:

e From the main menu, choose File > Print.

e Select a PostScript printer from the printer drop-down list.

e Select the PPD for your printer type.

e Set any other option from the Print Document dialog box that may
apply to your publication such as page range, non-printing setting
and orientation.

e Click the Paper button.

e Enterin a value from 5 to 1600 into the Scale percentage field
OR click Reduce to Fit to auto scale your publication to fit onto the
selected paper size:

Print Paper E
— Paper — Fit =
Size: | Letter j| Print I
Source: |Cassetle j| Cancel |
v Printer's marks g —_— I——
[ [le:!pg and !Jleeds only Document |
v Page information
[~ Center page in print area E I Paper
— Tiling -
|N|:|ne jl Dverlap|ﬂ.?5 |inches —t M
— Scale Color |
ks % —— - Features |
‘e : 47,09 et using paper size:
Heduce tf’ SR L116in  R1160n —_—
{” Thumbnails: per page T:2375in  B23750in Reset |

e Set any other option from the Print Options, Print Color, and Print
Features dialog boxes that apply to your publication.
e Click the Print button.

Note: Not all devices can scale from 5 to 1600; check your printer
manual for the range of scaling that is supported.
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Page Bleeds

-~

» A Page Bleed is the area outside
the publication page. It is used
when you have an object or fill
that extends to the size of the

page. Prin Paper
i~ Paper r— Fit
Size:  |Lstter =]
Souice: |Cassette = P
IV Printer's marks
¥ Crops and bleeds only
¥ Page information k
I” Center page in print area
Tiling =
{ cymtenl0. 75 Jrehes _ Oions_|
| Scale | Color |
Lol i 81.9%] aet using paper size:
Ie00(s 1) L:0.376in  R0.375in
 Thumbnails: RS T:0375in  B:0.375in Reset |

~

Page Bleeds

\ © Cheltenham Computer Training 2001 Adobe PageMaker 6.5 - Slide No 43 /

Printing o
bleeds

A Page Bleed is the area outside the live publication page. Itis used
when you have an object or fill that extends to the size of the page.

To print pages with bleeds:

From the main menu, choose File > Print.

Select a PostScript printer from the printer drop-down list.

Select the PPD for your printer type.

Set any other option from the Print Document dialog box that may
apply to your publication such as page range, non-printing setting
and orientation.

Click the Paper button.

Check the Printer’s Marks option.
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e Check the Crops and Bleeds Only option:

Print Paper
— Paper — Fit = =
Size: Letter j
Source: |Cassette j /1 C— |
v Printer's marks —
I Crops and bleeds only
P D t |
[¥ Page information % = QEUMen
[~ Center page in print area I Paper
— Tiling :
|None jl overlap|l].?5 |incheg Options |
— Scale Color |
9 -m % T— = Features |
. i 91.9% zet using paper size:
Beduce t:] it ! / L:-0.375 !n R:=-0.375 !n -
" Thumbnails: per page T:-0.375in  B:-0.375 in Reset |

e If your page size is not large enough to fit the bleed, scale your
publication page.

e Set any other option from the Print Options, Print Color, and Print
Features dialog boxes that apply to your publication.

e Click the Print button.
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Printing What You Cannot See

Printing What You Cannot See

Piiter: [Linovonis S30RIP 30v52.3on ILE - B

Non-Printing objects are
objects that are set to be
hidden from the final
output.

Setting objects as Non-
Printing allows you to
attach notes or comments
to the publication without
having them appear on the
printed page.

\ © Cheltenham Computer Training 2001

Non-Printing objects are objects set to be hidden from the final output.

Printing
Non-Printing
objects

Elemert Uiite
T om
Strote
Fill and stroks

Frame

Arvange
Al Objects.
Text Wrap.

Group
Ungroup
Lock Position
Ufack

sk
Unmask

Image

on-Frinting Items — Alk™N

Adobe PageMaker 6.5 - Slide No 44 /

e Setting objects as Non-Printing, allows you to attach notes or
comments to the publication without having them appear on the

printed page.
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Creating
Non-Printing
elements

Displaying
Non-Printing
items

PageMaker 6.5 Intermediate

To print objects that are set to Non-printing:

e From the main menu, choose File > Print.

e Select a PostScript printer from the printer drop-down list.

e Select the PPD for your printer type.

e Set any other option from the Print Document dialog box that may
apply to your publication such as page range, and orientation.

e Check the Ignore “Non-Printing” setting checkbox:

Printer: |Linulmnic 530-RIP 30 ¥52.3 on FILE: jl |Pl|nt|
PPD:  [Linotronic 630_630P v52.3 = Ml Cancel |
[~ Reverse
Diocument
— Pages
o All Print: |Both Pages j Paper |
" Ranges: |1 | [~ Reader's spreads Dptions

[ lgnore "Mon-Printing™ setling[\ [ Print blank pages

il
— Book |’ Orientation

LColor

Features

ISR

Reset

frl

I Print all| publications in book

[~ lise paper, settings of each publication

e Set any other option from the Print Paper, Print Options, Print
Color, and Print Features dialog boxes that apply to your publication.
e Click the Print button:

Note: It is a good idea to check View > Display Non-Printing Items
when you open a publication, that way you know if there are any
hidden objects that may affect the final print.

To make an object non-printing:
e Select the object you want to make non-printing.
e From the main menu, choose Element > Non-Printing.

To view or hide non-printing objects:
e From the main menu, choose View > Display Non-Printing Items:

Wiew  Window  Help

v Display Master Ikems

v Display glon-Printing Ikems
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Review Questions

/ Review Questions \
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How would
you:-

Print Reader’s Spreads?

Tile pages?

Automatically Tile pages?
Manually Tile pages?

Scale pages”?

Print bleeds?

Print Non-Printing objects?
Create Non-Printing elements?
Display Non-Printing items?
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USING LAYERS. ..ottt oottt eee ettt eeeetae e e e e e eeeaaa e e e e e e eeetasaeeeeeeeeennnees

POSTSCRIPT PRINTING

PRINTING SPREADS .....uvvviiieeeiiiiireeeeeeeeeeeitteeeeeeeeeeiaeeeeeeeeeeeettansereseeseesssseeeeseseennannees
TILING AND SCALING ....cvttieeeieeiitreeeeeeeeeeeitreeeeeeeeeeiitaeeeeeeeeeeetssreseseeseesarseeeseseeennnees
PRINTING BLEEDS ......utttiiiiieiiiiiiieeeee e eeeettee e eeeeetae e e e e eeeetanaeeeeeeeeeanraeeeseeeennnnnes
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Installing the Sample Files into a Folder

Installing the sample files

e Use the Windows Explorer to create a folder called PageMaker 6.5 Intermediate Samples,
just below the My Documents folder.

e If you are installing the sample files from a diskette, place the diskette in the diskette drive
and copy the files to the My Documents \ PageMaker 6.5 Intermediate Samples folder. If
these files have been copied to your network server, then ask your trainer/supervisor for
more information about how to copy these files to your PC’s hard disk.

¢ Notes for tutors:
The above instructions are for Windows 95 - and for Windows 98 that has not been setup for
a multi-user environment (with individual profiles). The instructions above may also require
modification within a Windows NT environment. Where possible pre-install the relevant work
files prior to use by students/delegates
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Master Pages

Using the Master Pages Palette

e Use the Windows Explorer to create a folder called PageMaker 6.5 Intermediate Work
Folder, just below the My Documents folder.

o Start the PageMaker 6.5 application.

e Press the Ctrl + N key combination, to create a New Publication page.

e Enter the following settings in the Document Setup dialog box and OK:

Document Setup

Page size: ILettel j Cancel

Dimengions; IB. 5 % |1 1 inches

Orientatior: ™ Tal  C ‘wide

i

Mumbers...

Dptionz: [v' Double-sided [ Adiust [apout
v Facing pages [ Restart page numbering

Murnber of pages: |1 Start page #: |1

t arginz

Inside; |.4 inches Outside: |.4 inches
Top: |.4 inches Bottom: |.4 inches

Target output resalution:  |(E00 | dpi

Compoze to printer; ILinotronic B30-RIP 30 %52 3 on FILEj

¢ Hide all the visible palettes, with the exception of the Tools palette.
e From the main menu, choose Window > Show Master Pages:

Layers ‘l Master Pages ™. ﬂ

[Mane]

[Dacurnent baster]
Appluing...ster Page | fl I i |4

e Click and drag the Master Page Tab out so that the palette window is not being shared with
another palette:

|
Master Pages ™ ﬂ

El [Mane]
[Document Master]
Applying Master Page 1 I i -

e Close the remaining palettes so that you only have the Master Pages palette and the Tools
palette visible.
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Creating Master Pages

New Master Page

Mame: ILetter Head

{~ Two page

* One page

=]|

— M arging

Left: |-5 inches
Top: |1 inches

Right: |-5 inches
B ottam: |-5 inches

— Colurnn Guides

Colurnnz:

Space bebween:

|1
IEI.1 BY | inches

Cancel |

Click the OK button:

Master Pages ™.,

ﬂI

[l [Mane]

[Dacurnent kdaster]

M| LetierHead |

Editivg Paster Page | BI I i L,.-/':

Master Pages ™.,

ﬂI

[l [Mane]

[Document Master]

Wl Lctertead

Editing kdaster Page i

&

Click the New Master Page icon in the Master Pages palette:

From the Master Pages palette menu, select the New Master Page command.
Enter the following settings into the New Master Page dialog box:
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o Enter the following settings into the New Master Page dialog box:

New Master Page E

" One page

Mame: Ilntermediate M aster &= Two page

— Marginz

Inside: Il5 inches Outzide: I-5 inches
Top: |5 inches Bottam: |5 inches

— Column Guides——

Columns: I:2 I2
Space between: ID.25 inches IEI.25 inches

Cancel | ] I

e Click the OK button:

Master Pages ™, ﬂ
[l [Mane]

[Document Master]
LiR] Intermediate Master

[l Letter Head
Editing kdaster Page | B I i) I‘é

e Save your publication as Intermediate Exercise 1.p65 in the PageMaker 6.5 Intermediate
Work Folder.
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Applying Master Pages

e Still in the Intermediate Exercise 1.p65 file, from the Master Pages palette menu, make
sure that the Prompt on Apply command is unchecked:

Master Pages . k Mews Maskter Page. ..

(1 | [Honel Delete "Letter Head"
[Docurnent Master] Duplicate “Letter Head"
Intermediate Master Master Page Options. ..

]
Editing hlaster Page I &l -‘é Sawe Page as...

Adjust Lawout E! |

e Select the Page 1 page icon at the bottom left of the Publication Window:

o Click the Letter Head master from the Master Pages palette to apply the master to Page 1:

| Master Pages ™.
[l [Mame]

[Docurnent baster]
Irtermediate Mastar

(]
Applying...ster Page -‘,.-;;:

e Press the Ctrl + S key combination to save your progress.
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Numbering Master Pages

Still in the Intermediate Exercise 1.p65 file, select the Master Page icon at the bottom left of
the Publication Window:

Select the Intermediate Master to switch the Master Page view:

Master Pages ™ ﬂ
D [More]

[Docurnent hdaster]

D | Letter Head

Editing haster Page S

Select the Text tool.
Place the text pointer at the bottom left corner of the Left Master Page, just above the
guides.

Note: You may need to zoom-in into the bottom left corner of your publication for better view:

Type the word Page (press the space bar after the word) as a prefix into the text block.
Press the Ctrl + Alt + P key combination to apply the Left Page Marker.
Highlight the entered text.
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Press the Ctrl + ¢ key combination to show the Control palette.
With the Control palette in the Character View, format the entered text with the following
settings:

A rial = |[EFIIT 14 -
Ne[Z[YRBC[CIE[Z]EFR:=[16.8 [=]I

Click the Apply button to make sure all the settings are applied:

‘ Page LM

B

Select the Pointer tool.
Click and drag the Text Block until it snaps to the lower left guides:

| Y |

F

Release the mouse button:

:iﬂage T

Click and drag the Text Block to the bottom right corner of the Right Master Page.
Before you release the mouse button, press the Ctrl + Alt key combination to create a
Duplicate Text Block:

| M
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With the Ctrl + Alt keys still pressed, release the mouse button when the Text Block snaps
into place:

:Fage R

Select the Text tool again.
Click inside the duplicated Text Block.
Change the Control palette view to the Paragraph View:

E 1] Mo style] -]

I%I E E E E
Click the Right Alignment button:

Page RM|

[Mo style] |
WO HEEE

Click the Apply button if you do not see the change take place.

Hide the Master Pages and Control palettes.

Press the Ctrl + S key combination to save your progress.

Press the Shift + Ctrl + S key combination to open the Save dialog box.

Save the publication as a Template file in the PageMaker 6.5 Intermediate Work Folder:

File name: |Intermediate Ewercize 1.TER

Save as ype: | Template

Publication
E':'py
£ N addifitee5 2pgin 6.0 format

[almElos

Close the publication.
Open the Intermediate Exercise 1.p65 and Intermediate Exercise 1.T65 files from the
PageMaker 6.5 Intermediate Samples folder to see an example.
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Document Page Features

Inserting Document Pages

e Open the Intermediate Exercise 1.T65 template file from the PageMaker 6.5 Intermediate
Work Folder.

e Click on the Page 1 icon.

e From the main menu, choose Layout > Insert Pages.

e Enter the following settings into the Insert Pages dialog box:

Insert Pages |
[nzert |2 page(z] Iafter YI the cumrent page.
bl azter page:

IIntermediate b azter j

[ Set left and right pages separately

Cancel | [nzert I

e Press the Insert button.
¢ Right click on the Page 2/3 icon.
o Select the Add Two Pages command:

F 3
: al

Insert F'ageg. o

Rernove Pages. ..

¢ Right click the Page 4/5 icon.
e Select the Insert Pages command:

Fl %
Kk ok

—_——  Add Two Pages

|
Remove Paljes. ..
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¢ Enter the following settings into the Insert Pages dialog box:

Insert Pages |
[nzert |2 page|z] Iafter vI the current page.
Left mazter page: Right master page:
ILetter Head j IDDcumentMaster j

Iv Set left and right pages separately

Cancel | [nzert I

e Click the Insert button:

e Press the Ctrl + S key combination.
e Save the publication as Intermediate Exercise 2.p65 into the PageMaker 6.5 Intermediate

Work Folder.
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Navigating Pages

e Still in the Intermediate Exercise 2.p65 file, from the main menu, chose Layout > Go to
Page.
o Enter the following settings into the Go To Page dialog box and OK:

Go to Page |

Goto: © Page number I?
(+ Master page IIntermediate Masterj Cancel |

e Press the Ctrl + Shift + 8 to display the Master Pages palette.
o From the Master Pages palette menu, select the Master Page Options command.
e Enter the following change to the Master Page Options dialog box:

Master Page Options |

M arne: IIntermediate b aster

— b arging

[nzide: IEI.E inches Outzide; IEI.E inches
Top: IEI.E inches Bkt ID.B?E inches

— Colurin Guides —

Columns; |2 |2
Cpace between: ID.EE inches ID.25 inches

[ Adjust layout Cancel | ok I
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e Click the OK button:

e Select the Rectangle tool.
e Draw a box in fit into the right column guides of the Left Master Page:
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Press the Ctrl + J key combination to show the Colors palette:

[ Styles ™ Colors ™, >
Ti
(<] [Mone]
[][Pspen

[Black]
Il (Feaisteation]
- (1 |
B cyen RE
[ Green 1 [=]
[ tagenta EE
R (1 |
[ ] vellow F4 i

(& 000100 SHIERP

Fill the box in Red.

From the Tint drop down list, choose a 10% tint.

Fill the Stroke in None.
Select the Pointer tool.

Click and drag a duplicate box (using the Ctrl + Alt key combination) to the left column of

the Right Master Page:

Hide the Colors and Master Pages palettes.

Click on the Page 6/7 icon.
Save your progress.
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Removing Pages

e Still in the Intermediate Exercise 2.p65 file, right click the Page 6/7 icon.
e Select the Remove Pages command:

A
1123 (4]8 =

add Two Pages

Insert PFages...

¢ Enter the following settings into the Remove Pages dialog box and OK:

Remove Pages

Remove page(z] |? | ] I

throwgh: |? Cancel |

o Click the OK button again when you see the Remove pages and all their contents prompt:

Adobe PageMaker 6.5 |

@ Remove pages and all their contents?
Ok [ I Cancel |

¢ Notice that the page 7 is removed:

Go to page 2.

Press the Ctrl + S key combination to save your progress.

Press the Shift + Ctrl + S key combination to open the Save dialog box.

Save the publication as a Template file in the PageMaker 6.5 Intermediate Work Folder.
Close the publication.

Open the Intermediate Exercise 2.p65 and Intermediate Exercise 2.T65 files from the
PageMaker 6.5 Intermediate Samples folder to see an example.
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Working With Type

Threading Text

e Open the Intermediate Exercise 2.T65 template file from your PageMaker 6.5 Intermediate
Work Folder.

e From the main menu, choose Layout > Autoflow to make sure that the Autoflow command
is unchecked:

Layout Type  Element Lk

" GotoPage.. AlSG
Insert Pages...
Remove Pages...

Sork Pages. ..

o Back ~Pglp
Go Farward,  Pgbn

Column Guides, ..
Copy Master Guides

%I

e Press the Ctrl + D key combination to open the Place dialog box.
e Open the Filler Text 02.RTF file from the PageMaker 6.5 Intermediate Samples folder.
e Place the Loaded Text icon at the top left corner of the far left column on Page 2:
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e Click the mouse button to place the text:

|

AR

e Press the Ctrl + S key combination.

e Save the publication as Intermediate Exercise 3.p65 in the PageMaker 6.5 Intermediate
Work Folder.
Select the Text tool, and click on the placed text.
Press the Ctrl + A key combination to select all the text in the story:

e Show the Control palette.
o Enter the following settings into the Control palette, Character View:

A rial » |E=IT (11 -
NE[ZF[NR[BICICIE[Z] EF=[12 -
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o Click the Apply button to confirm your settings, and leave the text highlighted.
e From the main menu, choose Type > Paragraph.
e Enter the following settings into the Paragraph Specifications dialog box and OK:

Paragraph Specifications E

|ndents: FParagraph space:

Left ||:| ihches Before ||:| inches Cancel |
First II:I,‘] 25 | inches After ID.25 inches
Rules... |

Fight IEI inches
Spacing... |
Alignment: ILeft "I Dictianary: ILIS Ennglizh j

Optiong:
[ Eeep lines together [ Keep with nest ID_ limes
™ Calumn break before [ widow control ID_ lines
[ Page break befare [ Orphan contral ID_ lites

[ Inchude in table of contents

¢ With the Pointer tool, select the placed text.
e Click on the Overset Text icon to continue Manually Threading the text:

: = .

o Place the Loaded Text icon into the next column and press the mouse button:
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¢ Click on the Overset Text icon to display the loaded text icon again.
e Hold down the Ctrl key, and place the Autoflow Loaded Text icon at the top left corner of
the first column of Page 3:

:
5l

e Click the mouse button to Autoflow the all of the Overset text:

e Go back to Page 2.
e Save your progress.
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Working With Paragraphs

Still in the Intermediate Exercise 3.p65 file, make sure both pages 2 and 3 are visible.
With the Text tool selected, place the cursor at the far top left corner of the first column in
Page 2 B (just in front of the first line of text).

e Hold down the Shift key.

e While still holding the Shift key, click at the lower right corner of the last column on Page 3,
leaving only the last two paragraphs unselected:

Now with the two pages still highlighted, press the Ctrl + M key combination.
Press the Rules button, in the Paragraph Specifications dialog box.
Enter the following settings into the Paragraph Rules dialog box:

Paragraph Rules

v Fule above paragraph 0K

i)

Shoke style: | 2pt ——— = Cancel

Stroke colar: IBIue 'I Dptions...
Tint: I'IIJD 'I %

Stroke width: © Wwidth of test ™ %width of column
Indent:  Left ID inches  Right ID inches

¥ Rule below paragraph

i

Shoke stple: | 1pt —— =

Stroke colar: ICyan 'I
Tint: I'IDD vl %

Stoke width: € Wwidth of test € Width of column

Indert:  Left ID inches  Right IEI inches
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Press the Options button.
e Enter the following settings into the Paragraph Rule Options dialog box:

Paragraph Rule Options

. I_ inches
Top: {0.15 above bazeline 0
inches

Battorn: |0.05 below bazeline

Cancel

[ Align next paragraph to grid

Grid size: ID "I points

Top: 0.19
Bottom: 0.063

R eszet

i),

e Click the OK button, and continue to click the OK button until you return to your publication
(should only be three clicks).

e Go to page 4.

e Save your progress.

Working With Bullets and Numbers

o Still in the Intermediate Exercise 3.p65 file, select the first three paragraphs in the first
column of Page 4:

e From the main menu, choose Utilities > Plug-ins > Bullets and Numbering.
e Press the Numbers button.
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o Enter the following settings into the Numbers option of the Bullets and Numbering dialog
box and OK:

Bulletz and numberning

]
b

Humbering style:
" Arabic numeral 1,2,3._.
" Upper roman LI

Cancel

B EEe

{* Lower roman i,iiiii... Bullets
" Upper alphabetic AB.C... Mumbers
" Lower alphabetic a.b.c...
Separator: —L| T —
Start at: 1

Range:
" For next: palagraphs
" All those with style: |Bud_l,l text j|

" Every paragraph in story
=" Only selected paragraphs

o Select the last three paragraphs in the first column of Page 4:

e From the main menu, choose Utilities > Plug-ins > Bullets and Numbering.
e Select the Bullets button.
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o Enter the following settings into the Bullets option of the Bullets and Numbering dialog box
and OK:

Bulletz and numbering 1] 4

Bullet style: Cancel

1EEEE

Bullets
. [ m| + o |
Humbers
Edit... |
Remove
Hange:
" For next: I:I paragraphs
" All those with style: |Bm:|y text j|

{" Every paragraph in story
¥ Only selected paragraphs

Save your progress.

Press the Shift + Ctrl + S key combination.

Save the publication as a Template file in the PageMaker 6.5 Intermediate Work Folder.
Close the publication.

Open the Intermediate Exercise 3.p65 and Intermediate Exercise 3.T65 files from the
PageMaker 6.5 Intermediate Samples folder to see an example.
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Text Objects and Stories

Finding and Changing Words

e Open the Intermediate Exercise 3.T65 file from your PageMaker 6.5 Intermediate Work
Folder.

Go to page 2.

With the Pointer tool, select the first column.

From the main menu, choose Edit > Edit Story.

From the Story Editor menu, choose Utilities > Change.

Enter the following settings into the Change dialog box:

I E T

Find what: |mnmmy | | Find

Change to: |H ommy | Change

Options:  [v Match case

Search document: Search story:

|
|
Change & find |
|
|
|

Change all
" Current publication " Selected text ]
" All publications ¥ Cumrent story Char attributes. ..
" All stories Para attributes. _.

o Click the Find Button.
e When you have found the first instance, click the Change all button:

i Change E

Find what: |mumm_l,l | | Find next |
Change to: |Humm}' | Change |
Options: [ Match case ¥ Whole word Change & find |
Search document: Search story: ange all
* Current publication " Selected text [}1
" All publications * Current story Char attributes. .
" All stories Para attributes... |

Close the Change dialog box.

Close the Story Editor window.

Press the Shift + Ctrl + S key combination to open the Save dialog box.

Save the publication as Intermediate Exercise 4.p65 in the PageMaker 6.5 Intermediate
Work Folder.

Repeat step 11 and Save the publication as a Template file in the same folder.

o Close the publication.

e Open the Intermediate Exercise 4.p65 and Intermediate Exercise 4.T65 files from the
PageMaker 6.5 Intermediate Samples folder to see an example.
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Dictionary

Adding Words

e Open the Intermediate Exercise 4.T65 template file from the PageMaker 6.5 Intermediate
Work Folder.

With the Pointer tool, select the fist column on Page 2.

Press the Ctrl + E key combination to open the Story Editor.

Press the Ctrl + L key combination to open the Spelling dialog box.
Click the Start button in the Spelling dialog:

Ready. .

Change to: | |

Options: [v Alternate spellings v Show duplicates

Search document: * Current publication " All publications
Search story: " Selected text (% Cument story " All stories

¢ If you do not see word Mommy as the first Unknown word, click the Ignore button to skip
the misspelled words until you get to the word Mommy.
¢  When the word Mommy appears in the Change to field, click the Add button:

Unknown word : Mommy

i

Replace
Change to: |Humm}l |

Add...

Mummy -
Myoma
Mamma
Memo

Money =

Options: [v Alternate zpellings v Show duplicates
Search document: {* Curmrent publication " All publications

Search story: " Selected text % Cumrent story " All stories
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e Look at how the word will be hyphenated.
e Check the to make sure the following have been set and OK:

Add Word to User Dictionary |
Whard: 0K I
Dictionany: ILIS Englizh j Cancel |
Add: ™ Az all lowercase —

¥ Exactly az typed Remove |

e Press the Ctrl + E key combination to Exit the Story Editor.

e Press the Ctrl + S key combination to save your progress.

e Save the publication as Intermediate Exercise 5.p65 in the PageMaker 6.5 Intermediate
Work Folder.

o Close the publication.
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Color Management

Importing Colors

e Open the Intermediate Exercise 5.p65 file from the PageMaker 6.5 Intermediate Work
Folder.

e Go topage 1.

e Select the Master Page Icon.

e Show the Colors palette:

[ Styles ™ Colors ™, 4
Tint
(] [Mone]
[][Psper]

[Black]
I (Fegisteation]
[ 1 [=]
B cyan ]
[ Green mE
[ t4agenta EE
I = 1 [=]
[] vellow F4E

& oo0:0: 100 SHIERP

e Press the Ctrl + D key combination to open the Place dialog box.
e Open the Logo - Pantone.eps file from the PageMaker 6.5 Intermediate Samples folder.
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o Place the image onto the page:

[Ps

e Take alook at the Colors palette, there should be some new PANTONE colors added to the

list:
I

[ Stules ™ Colors ™, 4
(<] [Mone]

[][Pspen

Il (1] EE
Il (Feaisteation]

- (1 |
B cuan ZIE
[ Green 1 [=]
[ tagenta EE

[ PnTonE 152 Cve 38 EIE
[ FanTonE 1505 cveis RIE
[l FoNTONE Black CYCRE RIE
[l PaNTONE. .2 23 CvCRS EE

R (1 |
I:' Yellow EE
ENERY

e Hide the Colors palette.
e Select the Rectangle tool.
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e Draw a box from the top left corner of the margin to the bottom right corner of the margin:

e From the main menu, choose Element > Fill and Stroke.
e Enter the following settings into the Fill and Stroke dialog box and OK:

Fill and Stroke |
Fit ] Soid x| | Stoke: | 2pt ——— = oK |
Color: |PANTONE 152CvC x| | Color [PANTONE Black Cv x| Caneel |
Tint [0 =] % Tt [100 =] %

[~ Owerprint [v Ovarprint

v Tranzparent background

[~ Beverse
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e Save your progress:

Press the Shift + Ctrl + S key combination to open the Save dialog box.

Save the publication as a Template file in the PageMaker 6.5 Intermediate Work Folder.
Close the publication.

Open the Intermediate Exercise 5.p65 and Intermediate Exercise 5.T65 files from the
PageMaker 6.5 Intermediate Samples folder to see an example.
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Pictures

Applying Photo Effects

Open the Intermediate Exercise 5.T65 template file from the PageMaker 6.5 Intermediate
Work Folder.

Press the Ctrl + D key combination to open the Place dialog box.

Open the Colors.tiff file from the PageMaker 6.5 Intermediate Samples folder.

Click the Yes button, on the Image Size prompt:

Adobe PageMaker Ed

@ File: Calors.tif

The graphic in the linked file would occupy 338 KBytes
in the publication. Include complete copy in the publication

anway?
Yes Mo |

e Click the mouse button to place the image onto the page:

-

<

e With the placed image still selected, from the main menu, choose Element > Image >
Photoshop Effects.
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o Enter the following settings into to the Photoshop Effects dialog box:

Photoshop Effects
File zelected: Colorz. tif
Save new file az: ||:D|DTS_EfH.tif Cancel |
Phatashop effect: | Glass v|  Saveds. |

e Once you select an effect, click the OK button.
e Adjust the settings of the effect that you will be using:

1] 4 I
Cancel |

;l 100 _.|

— Ophions

Digtortion
5|

Smoothness

—— Texture: ICanvas - I pL——
Scaling k4

v Invert

o If you do not like the effect you have chosen, repeat steps 6 through 9, and change your
effect choice.
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o When you are happy with the effect, click the OK button to apply the effect:

e Press the Ctrl + S key combination to save your progress.
e Save the publication as Intermediate Exercise 6.p65 in the PageMaker 6.5 Intermediate
Work Folder.

Inserting Keylines

e Still in the Intermediate Exercise 6.p65 file, with the Pointer tool, select the placed
Colors_efx.tif image on the page.

e From the main menu, choose Utilities > Plug-ins > Keyline.

o Enter the following settings into the Keyline dialog box:

Keyline
Extends points Cancel
* Bring keyline to front of object Hemove

{" Send keyline behind object
Attributes._ .

flke

[~ Knock out under keyline

werlap intenor by points

e Click the Attributes button.
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o Enter the following settings into the Fill and Stroke dialog box and OK twice to close both
dialog boxes:

Fill and Stroke |

Fill: I Mane j Stroke: I 2P — j Qk. I
Color: |MNone | | Color: [PANTONE Black v x| Eancel |
Tint [100 | % Tt [100 | %

[ Owverprint v Overprint

¥ Tranzparent background

[ Reverse

o With the image still selected, use the Control palette to scale the image to 30%:

30% EE & [0 F1
50% =+ [0°

e Place the image at the lower right corner of the page, inside the colored box:

i

Press the Ctrl + S key combination to save your progress.

Press the Shift + Ctrl + S key combination to open the Save dialog box.

Save the publication as a Template file in the PageMaker 6.5 Intermediate Work Folder.
Close the publication.

Open the Intermediate Exercise 6.p65 and Intermediate Exercise 6.T65 files from the
PageMaker 6.5 Intermediate Samples folder to see an example.
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Working With Multiple Objects

Using Layers

e Open the Intermediate Exercise 6.T65 template file from the PageMaker 6.5 Intermediate
Work Folder.

e From the main menu, choose Window > Show Layers:

= E3 |

AN 0 [Default]

[efault targated ij

e From the Layers palette menu, select the New Layer command.
e Enter the following settings into the New Layer dialog box and OK:

New Layer

M arne: IL-:ugn:u 0

Colar: I- Red j Cancel

¥ Show laver [ Lock layer

aal,

e Click the New Layer icon at the bottom on the layers palette:

I O Logo
B[ | W [Default]

Logo targeted I :ﬁﬂn i) I“,ﬁl

e Enter the following settings into the New Layer dialog box and OK:

New Layer |

I arme; IFrame 0

Cancel
Calar: I Green j

i

¥ Show laver [ Lock layer
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o Click the New Layer icon again.
e Enter the following settings into the New Layer dialog box and OK:

New Layer |

M arrie: ITEHt
Colar: I- Elue j Cancel |

¥ Show laver [ Lock layer

e Click and drag the Frame layer to the very bottom of the list (below the Default layer):

Layers ™, ﬂ

Frame targeted M}j

o With the Pointer tool, select the Colored Box, and the image with the keyline on the page.
Note: remember to use the Shift button to select multiple images:

[Layers™, >
@ll_ W Teut

@ || Log ! I
EAI O (pefaut)
® || |0 Frame

Default targeted | B | W | /
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o With the two objects selected, click and drag the Small colored Dot on the right of the

Default layer to the Frame layer:

Layers ™

i3

@ll_ B Tet

|| | Loge

@ ||_ KO Frame

i

¢ Notice that the Logo image has now been revealed:

Default bargated &l I i \I,-"'."/:

Layers ™,

| |l Tes

| |W Loge

| | W [Default]
AN B Frame

Frara targeted

e Select the Logo image.

- 7

e Click and drag the Small colored Dot from the Default layer to the Logo Layer:

Layers ™,

([ | W [Defaul]

|| |@ Frame

Logo targeted M;ﬁ

i, i
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Click the Lock Layer box, to lock the Frame layer:

[ Layers™, i
@ll_ W Text
| | Loge

B || [Default]

Frame targated M}j

e Select the Text layer.
e From the Layers palette menu, select the Layer Options command.
e Enter the following Change to the Layers Option dialog box and OK:

Layer Options |

Marne: IF'il:ture Bkg
Colar: I- Blue j Cancel |

¥ Show laver [ Lock layer

e Click and drag the Default layer to the top of the list.
e Click and drag the Picture Bkg layer to the bottom of the list:

[ Lagers™, |
|| W [Defaul]

|| W Loge

B [E D Frame

I O Picture Bkg  #

Picture Blkq targeted -,,.-);

e Press the Ctrl + D key combination to open the Place dialog box.
o Open the Background.jpg file from the PageMaker 6.5 Intermediate Samples folder:
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Click the mouse button and place the image:

g o

Using the Control palette, enter the following settings:

© 2001 Cheltenham Computer Training

1002

100%

@ EFx[0.125 in_| FHEWB.75 in
EEY[0125in | EEH[11.25 in

Click the Apply button (if needed) to apply your changes.

Lock the Picture Bkg layer:

I
Layers ™, ﬂ
B[ | M [Default]

& || W Log

@ ||§ O Frame

Gl O Picture Bk

Picture Blkq targeted -,,.-);

With the Pointer tool, select the Logo image.

Using the Control palette, select the center Reference point of the Proxy:

=1
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e Enter the following settings:

[} EEK

4.25 in

1in

K13
EIEH

1.028 in

1.299 in

a1 EA
11

e Click the Apply button to confirm you settings:

Lock the Logo layer.
Select the Default layer:

e Go topage 1.

e Press the Ctrl + S key combination to save your progress.

A (1 [Default]

| [E | B Logo

=% Frame

3 | [# | B Picture Bkq

Default targeted | W | 0 | /

PageMaker 6.5 Intermediate

e Save the publication as the Intermediate Exercises 7.p65 in the PageMaker 6.5
Intermediate Work Folder.
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o With the Default layer still selected, choose Rectangle Frame tool from the tools palette.
o Draw a frame that is the same size as the colored box (use the guides to help you):

o With the frame still selected, press the Ctrl + Alt + F key combination to open the Frame
Options dialog box.

e Enter the following settings into the Frame Options dialog box and OK:

Frame Options

— Content pogition

B
Ok I
Yertical alignment: Top hd

Horizontal alignmett: IEenter vI I:*5'”'3'3||

* Clip content to fit frame
= Size frame tao fit conkent
{~ Scale content to fit frame

[¥ [ aintain azpect natio

— Inzet

Top: I'I iiches  Baotkarm: I.E inches
Lett: I.E inches Right: I.E inches

e Press the Ctrl + U key combination to open the Fill and Stroke dialog box.
e Set the frame to have a Fill of None and a Stroke of None and OK.

o With the frame still selected, press the Ctrl + D key combination to open the Place dialog
box.
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e Open the Letter.txt file from the PageMaker 6.5 Intermediate Samples folder.
e Enter the following settings into the Text-only import filter and OK:

Text-only import filter, ¥1.5

Remove extra carriage returns:
] Cancel
[T At end of every line
[ Between paragraphs

I But keep tables, listz and indents asz iz

[T Replace EI or more spaces with a tab
[ Monozpace, import az Courier New

¥ Ho conversion. import as is

{7 DOS text file [ASCI)

* wWindows text file [ANS1]

o With the Text tool, select all the text in the frame (use the Ctrl + A key combination).
e With the Control palette in Character view, enter the following settings:

Times Mew Boman = |EI=IIT [10 -
N[B[F U [@B[CICIE[E] ERE 12 -

Press the Apply button (if needed) to apply your changes.

Press the Ctrl + S key combination to save your progress.

Press the Shift + Ctrl + S key combination to open the Save dialog box.

Save the publication as a Template file in the PageMaker 6.5 Intermediate Work Folder.
Close the publication.

Open the Intermediate Exercise 7.p65 and Intermediate Exercise 7.T65 files from the
PageMaker 6.5 Intermediate Samples folder to see an example.
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PostScript Printing

Printing Spreads

e Open the Intermediate Exercises 7.p65 file from the PageMaker 6.5 Intermediate Work
Folder.

e Go to page 2.

e Press the Ctrl + P key combination to open the Print Document dialog box.

e Enter the following settings into the Print Document dialog box:

Print Document |
Printer: [Linotronic 530-RIP 30 v52.3 on FILE: ~] | Pint |
PPD:  [Linowonic 530 v52.3 Ef5 Cokate Cancel |

[ Reverze
Copies: EI [ Proof
I Document
— Pages
Al Print: |Buth Pages j| Paper |
* Ranges: |2-5 | ¥ Reader's spreads Options |
[ Ignore "Mon-Printing" zetting [ Print blank pages Color |
— Book Orientation
_ . . Features |
I” |Print alll publicationz in book
" |Uze paper settings of each publication Reset |
Printer: Any available Postscript Printer
PPD: Any available PPD for the Postscript Printer
Copies: 1
Range: 2-5
Reader’s spreads: Checked
Orientation: Landscape

e Click the Paper button and continue with the next exercise.
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Tiling and Scaling

Still in the Intermediate Exercises 7.p65 file, enter the following settings into the Print

Paper dialog box:

Prinkt Paper

x|

— Paper — Fit

Size:

| Letter j|

[+ Printer's marks
[" Crops and bleeds only
| Page information

— Tiling
overlap Inches

— Scale

Source: |Cassetle j| [

[ Center page in print area 1

[Tl
[Tl

Cancel

Document

Eaper,

Lk

Ophtions

LColor

T

@0 |x

Features

" Reduce to fit  (62.0%;)

" Thumbnails: per pace

Offzet using paper size:
L:057Sin
T:0.024 in

F:0.5750in
B:0.024 in

i

Reset

Reset |
Click the Options button.
Enter the following settings into the Print Options dialog box:
— TIFFsflmages =
Print I
Send image data: |Nmmal jl
_ Cancel |
Data encoding: |Send ASCIl image data jl I
) Document |
— PostScript
Download Fonts: |Pnst5cript and TrueType jl Paper |
[ Include PostScript eror handler I Dptions
[~ Write PostScript to file: |Unlilled_ps | Browse, |
LColor |
N I
P E;lsma [ Page independence Features |
— [~ Extra image bleed -
{"Eor prepress |
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Click the Print button to print pages 2-5 as Spreads:

Open the Spreads.pdf file from the PageMaker 6.5 Intermediate Samples folder to see an

example.
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Printing Bleeds

e Still in the Intermediate Exercises 7.p65 file, Go to page 1.
e Press the Ctrl + P key combination to open the Print Document dialog box.
o Enter the following settings into the Print Document dialog box:

Print Document [ ]

Printer: [Linotronic 530-RIP 30 v52.3 on FILE: ~] [ Pint |
PPD:  [Linotionic 530 v52.3 -] I Collate Cancel |
[~ Reverse
Copies: IZI [~ Proof
~ Pages I Document
Al Print: |Both Pages j Paper |
{* Ranges: |1,E | [ Reader’s spreads Options |
[ Ignore "Mon-Frinting” zetting [ Piint blank pages Color |
— Book Orientation
. S ) Features |
™ Print all publications in book Il%
[~ Use paper settings of each publication m Reset |
Printer: Any available Postscript Printer
PPD: Any available PPD for the Postscript Printer
Copies: 1
Range: 1,6
Reader’s spreads: Unchecked
Orientation: Portrait

o Click the Paper button.
o Enter the following settings into the Print Paper dialog box:

Print Paper [ ]

— Paper — Fit =
Size: | Letter j| Print I
of
Source: |[Zasselte j| P | Cancel |
v Printer's marks —
v Crc!pg and !Jleeds only Document |
[v Page information
[ Center page in print area I Paper
— Tiling -
|N|:|ne j| 0ver|ap|l].?5 |inches M
— Scale LColor |
o = T = Features |
‘. 5 9.9 =et using paper size:
Eehies 'f’ L L:0.05 in R:0.05in _
" Thumbnails: e [FERE TO0AT4in  B0AT4in Reset |
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Click the Print button to print Pages 1 and 6:

o Close publication.

e Open the Bleeds.pdf file from the PageMaker 6.5 Intermediate Samples folder to see an
example.
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Working on Books

When you
have
completed
this learning
module you
will have
seen how to:

Get started

Use the Book Publication Lists dialog box

Create a Book list

Remove a Book list

Auto renumber pages

Create an Index

Add an Index entry

Cross-reference an entry

Define what goes into the Table of Contents

Use Styles to Mark paragraphs to be added to the Table of Contents
Create a Table of Contents Publication

Generate a Table of Contents in a stand-alone publication
Copy a Book list

FOR USE AT THE LICENSED SITE(S) ONLY

© Cheltenham Computer Training 1995-2002 - www.cctglobal.com



2

Working on Books

© 2002 Cheltenham Computer Training

PageMaker 6.5 Advanced

Books

/

long publications.

*  With Tools like the Book
Publication List, Indexing
and a Table of Contents,
you will be able to better
organize your long
Publications.

\\ © Cheltenham Computer Training 2002

:
+ PageMaker is a great AL S =
. - - Path:  c\pagemaker B.5 advancediskx
application for creating = -E”K ‘

N

Files/Directaries: Book list:
ﬂl pter | p
LI ' Bemave
m Ioye up

{,e]] LI Mave dawn

Auta renumbering: Mone  Mest odd page
" Mestpage © Mesteven page

i)

Adobe PageMaker 6.5 - Slide No 2 /

Getting o
Started

PageMaker is a great application for creating long publications. With
Tools like the Book Publication List, Indexing and a Table of
Contents, you will be able to better organize long Publications.

Note: When you are trying to organize long publications it is best to
split them into chapters, setting up each chapter as a separate

PageMaker publication.
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Using the e The Books Publication List manages the publications that form to
Book create the book.

P_ublicz?tion e From the main menu, choose Utilities > Book to open the Book

Lists dialog Publication List dialog box:

box

B ook Publication List

]|
Path: cipagemaker 6.5 advancedhss

Cancel

Filez/Directaries: Bo
Chapter one.pbs  a

Ingert
Chapter hwo.pEh

Bemove
fiowe Lup
=l

Auto renumbering: & Maone " Mext odd page

ke down

L

" MNextpage { Mest even page

Creating a e Open the publication in which you would like to create the Book List.
Book list e From the main menu, choose Utilities > Book.
¢ In the Files/Directories window, locate the publication you want to
insert.

e Select the publication and click the Insert button

OR double-click the name of the publication to insert it into the Book
list Window.

e Use the Move up and Move down buttons to arrange the order of the
books lists and press the OK button.

Note: If you will be adding a Table of Contents to your book, it's best
to create a separate Table of Contents publication to build your Book
list.

Removing a e From the main menu, choose Utilities > Book.

Book list e Select the publication you would like to remove from the Book list
window.

e Click the Remove button then click the OK button.
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Auto
Renumbering
Pages

To Auto renumber the pages in the Book list:

e Open the Publication containing the Book list.

e From the main menu, choose Utilities > Book.

e Choose one of the Auto Page numbering options:

Auta renumbering: % Mane " Mext odd page
" Mextpage { Mest even page

None — This option will disable the Auto Page numbering option.

Next Page — This option will number the pages so that the next book
in the list will continue the numbering from where the previous book
leaves off.

Example: If the previous book ends at page 10, the next book will
continue from page 11.

Next Odd Page — This option will number the pages so that the next
page in the list will begin numbering from the next available odd
number. So, if the previous book ends at page 11, the next book will
continue from page 13. Use this option if you want all the books to
start on the right-hand side. PageMaker will insert a page with the
Document Master attributes applied to it to make up for the missing

page.

Next Even Page — This option will number the pages so that the next
page in the list will begin numbering from the next available even
number. So if the previous book ends at page 10, the next book will
continue from page 12. Use this option when you want all the pages
to start on the left-hand side. PageMaker will insert a page with the
Document Master attributes applied to it to make up for the missing

page.

e Click the OK button and confirm your choice. Then click the Yes
button on the Auto renumber prompt:

Adobe PageMaker 6.5 E

Auto renumbering is zelected.
Do you want to update the page numberz of all the publications in the book list now?

Note: You must have Page number markers already placed in your
publication in order for the auto renumbering to work.
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Creating a Table of Contents

/

\\ © Cheltenham Computer Training 2002

« Once you decide what will Creale Table of Contents
go into your Table of T o

Contents, you will need to
mark the paragraph for
inclusion into the table.

N

Creating a Table of Contents

I™ Replace existing table of cantents Carcel

[V Include book publications
I™ Include paragraphs on hidden lapers
Format: ¢ Mo page number

" Page number before entry

* Page number after entry

Between entry and pags nurber

—

Adobe PageMaker 6.5 - Slide No 3 /

Defining what |
goes into the
Table of
Contents

Once you decide what will go into your Table of Contents, you will
need to mark the paragraph for inclusion into the Table.

To include specific text into your Table of Contents:

With the Text tool selected, place the cursor into the desired
paragraph.
Press the Ctrl + M key combination

OR from the main menu, choose Type > Paragraph to display the
Paragraph Specifications dialog box.

Check the Include in Table of Contents checkbox and click the OK
button:

Eﬂnclude in table of contents
i
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Using Styles | ¢ To speed up the Marking process you will need to create a Style so
to Mark that you can quickly and easily add items to your Table of Contents.
paragraphs to
be added to To Define a Style with the Table of Contents option:
the Table of e Press the Ctrl + B key combination
Contents
OR from the main menu, choose Window > Show Style to display the
Styles Palette.
e Click the New Style button to display the Style Options, and name
your style.
¢ Click the Paragraph button, and check the Include in Table of
Contents checkbox.
e Click the OK button twice to return to the publication window with the
new style added:
Styles ™, 3
Subhead 2 -
Table of Cantents -
ENERY,
Note: If you base a style on another style, make sure you uncheck the
Include in Table of Contents checkbox, unless this option is desired
for the specified style.
Create a e When creating a book, it is best to create a separate publication for the
Table of Table of Contents. If possible, use the Table of Contents
Contents publication to build your Book list.
Publication
To generate the Table of Contents in a publication that contains the
Book list:
e Open the Publication containing the Book list.
e Make sure the Book lists are complete and up-to-date.
e From the Main menu, choose Utilities > Create TOC to display the
Create Table of Contents dialog box:
Title: |Eontents
[T Beplace evisting bable of conterts Cancel |
¥ Include book publications
[ Include paragraphs on hidden layers
Format: ¢ Mo page number
" Page nurnber befare entry
{* Page number after sntry
Between entry and page number: I"t
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o Enter a Title of up to 30 characters into the Title field or use the
default Contents title, and then check any of the following options:

o Replace existing Table of Contents — Checking this box will
automatically update an existing Table of Contents.

Note: This option is unavailable when you first create a Table of
Contents, so you have to place the Table yourself.

¢ Include Book publication — Checking this box will check the Table of
Contents for all the publications listed in the Book list.

Note: Uncheck this box if you only want to create a Table of Contents
for the current publication.

¢ Include paragraphs on hidden layers — Checking this box will
include paragraphs on hidden layers in your Table of Contents.

Note: It is best to leave this box unchecked unless you have a specific
reason to add the hidden paragraphs into your Table of Contents.

o Select one of the Format options:

No Page Number — This option sets the Table of Contents with any
numbers.

Page number before entry — This option causes the numbers to
appear before the marked entry.

Page number after entry — This option causes the numbers to appear
at the end of the marked entry.

¢ In the Between entry and page number field, enter up to seven
character of what you would like to add between the entry and the
page number

OR use the PageMaker default t, which will give you a Tab.

e Click the OK button to return to the publication and use the new
Loaded Text icon to place the Table of Contents

OR if you have checked the Replacing existing Table of Contents
checkbox, the existing table will be updated for you.
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Generatinga | e You can also generate a Table of Contents for publications that now
Table of contain Book lists.
Contents in a

stand-alone To Generate the Table of Contents for a stand-alone publication:
publication e Open the publication to which you would like to add the Table of
Contents.

o Make sure you have marked all the text you want to be added to your
Table of Contents.

e From the main menu, choose Utilities > Create TOC.

e Enter a Title into the Title field

OR use the default Contents title, and then check any of the
checkboxes that apply.

o Select the desired Format option and click the OK button.

Copying a e |f the Publication you are generating the Table of Contents in does
Book list not contain a Book list, you will have to copy the book list.

To Copy the Book list:

e Open the publication containing the Book list, and make sure the
Table of Contents publication is added into the Book list.

e From the main menu choose Utilities > Book while pressing the Ctrl
key.

Note: Every publication will now have a copy of the Book lists. If you
make changes to any of the Book lists, you will have to repeat this
step to update the Book lists.
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Review Questions

-

\\ © Cheltenham Computer Training 2002

How would
you:

\

Review Questions

Adobe PageMaker 6.5 - Slide No 4 j

Get Started?

Use the Book Publication Lists dialog box?

Create a Book list?

Remove a Book list?

Auto renumber pages?

Create an Index?

Add an Index entry?

Cross-reference an entry?

Define what goes into the Table of Contents?

Use Styles to Mark paragraphs to be added to the Table of Contents?
Create a Table of Contents Publication?

Generate a Table of Contents in a stand-alone publication?
Copy a Book list?
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Libraries

When you o Display the Libraries palette

have e Use the Libraries palette

completed e Create a New Library

this learning e Delete an Existing Library

m_odule you e Add and Remove Library objects

will h?‘ve to: | ® Place Library objects

seenhowlo: |,  Catalog and Search for Library objects
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Working with the Libraries Palette

4 N

Working with the Libraries Palette

+ The Libraries palette |
allows you to store and 4
have easy access to an =
infinite number of
graphics, phrases and

bullets.
Mo library | + I;é
\ © Cheltenham Computer Training 2002 Adobe PageMaker 6.5 - Slide No 5 /
Displaying e The Libraries palette allows you to store and have easy access to an
the Libraries infinite number of graphics, phrases and bullets. Anything that can
palette be copied using the pointer tool can be added to the Library.
e From the main menu, choose Windows > Plug-in Palettes > Show
Library:
3
[~
M library _|+ A
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Using the e The Library palette menu contains all the tools you need to manage
Library the Library palette:

Palette menu

MyLibZ.pm1l 'l
% Mews Library. ..
= open Library...
Close Library
Search Library. ..
Remawe Ikem...

Frare Shows all ikems
Edit item after adding

-

1 itern

Display images
Displaw names
v Display both

The Library palette menu commands are:

o New Library - this command is used to create new libraries.

e Open Library - this command is used to open existing libraries.

e Close Library - this command is used to close the current library.

e Search Library - this command is used to search for a specific item in
the library.

Remove Item - this command is used to delete items from the library.
¢ Show All Items - this command is used to display the full list of items
after you have used the search command to locate specific items.

o Edit Item After Adding - this command is used to edit the items as
soon as you place them into the library.

Using the o Display Images - this command is used to only display the thumbnail
Library of the items in the library:
Palette menu

Display |
commands Advanced Library pml 3

7 ikems |;I A
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Using the
Library
palette

Display Names - this command is used to only display the names of
the item in the library:

Butterfly 1=
Bee I
Untitled-1
Untitled-2

i3 ________J
7 iterns [+ I//’:

Display Both - this command is used to display both the name and
thumbnail of the items in the library:

Advanced Library_pml »
-
!;}‘*j h '%
Butterfly Bee
Untitled-1 Untitled-2
I —— ﬂ
7 iberns + I él

Libraries are useful when they are used regularly.
They can be created ahead of time and stored on the server.

To create a New Library:

From the main menu, choose Windows > Plug-in Palettes > Show
Library.
From the palette menu, select the New Library command:

m—)

Cpen Librdsg ...
Tose Librarsy:

Search Library. ..
Reemave [Eemm ..

Shicw &l items

Wm": w Edit item after adding
Display images
Display names
v Display both

Decide where you would like to store the library and enter a name for
the new library into the File Name field then press the OK button.
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Opening an e From the main menu, choose Windows > Plug-in Palettes > Show
Existing Library.

Library e From the palette menu, select the Open Library command:

r'l

Mew Library, ..

o
Cloﬁibrary

Search Librars,, .
Remoye Ihem..

Shicw &l items
v Edit item after adding
"

e library

Display images
Display names
v Display both

e Find the location of the desired Library and click the Open button.

Deleting an e Locate the file through the Windows Explorer window.

Existing e Select the file and from the main menu, choose File > Delete.
Library

Adding e From the main menu, choose Windows> Plug-in Palettes > Show
Library Library.

objects e From the palette menu, select the Open Library command

OR select the New Library command to create a library.

e With the Pointer tool, select the object or objects from your publication
that you would like to add.

o Click the plus (+) icon at the bottom-right of the Library palette to add
the item.

Note: If you have the Edit item after adding command checked,
enter the information into the Item Information dialog box and press
the OK button:

Item information [ %]

Author: Cancel |

Keywords: Description:

=] =
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Removing e From the main menu, choose Windows > Plug-in Palettes> Show
Library Library.

objects

Note: If the library is not open, select the Open Library command
from the palette menu and open the library.

e Select the item from the Library palette that you would like to remove.
e From the Library palette menu and choose the Remove Item
command:

Advanced Library pml !

Mews Library. ..
Cpen Library, ..
Close Library

Search Library. ..

Buttarfly Bee Show all ikems
v Edit item after adding

. Display images

2 itarns -+ |! Display names
v Display both

e Click the OK button when the error prompt appears:
Error |

& Are you sure you want ko permanently remaove thiz e from the libran?

ql]\( I Cancel |

"
Placing To place a Library object on the page:
Library e From the main menu, choose Windows > Plug-in Palettes > Show

objects Library.
e From the palette menu, select the Open Library command.
e Click and drag the item from the Library onto the publication page.
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Searching the Library

Cataloging o

and

Searching for |

Library
objects

/

the object.

\\ © Cheltenham Computer Training 2002

* You can attach information
to the objects so that you
can locate it much easier.

* You can enter titles, enter
the name of the person
who created the object in
the library, enter the date
the object was created, or
enter a short description of

Keywords:

Searching the Library

Title:

| Author:

Date:

N

Untitled-1
[Hohn Doe Cancel
1/701/2000

escription:

Search library
Search by kepword:

Search by title:

One keyword only = |

Search by author:

Adobe PageMaker 6.5 - Slide No 6 /

keywords.

You can attach information to the objects so that you can locate it
much more easily.

You can enter titles, enter the name of the person who created the
object in the library, enter the date the object was created, or enter a
short description of the object.
¢ By cataloging the items, objects can be located by author, title or
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Editing the
Library

Searching the
Library

From the Library palette menu, check the Edit Item after Adding
command to allow the Item Information dialog box to appear each
time an item is added to the library:

Item information |
Title:  [Untitled-1 |
_ © | Author: |Juhn Doe | Cancel |
&‘ Date: [1/01/2000 |
Kepwords: Dezcnption:

S -

] ]

To edit the Library items:

From the main menu, choose Windows > Plug-in Palettes > Show
Library.

From the palette menu, select the Open Library command.

Double click on an item in the Library palette so the Item Information
dialog box appears.

Update the information fields and press the OK button.

To search for Library objects:

From the main menu, choose Windows > Plug-in Palettes > Show
Library.

From the palette menu, select the Search Library command to
display the Search Library dialog box.

Enter the desired criteria of your search fields to search for the item by
Keyword, Author or Title.

Note: In the keyword section, there will be a drop-down menu asking
for the criteria of your search. From there you can choose to search
by Keyword Only:

Search library E

Search by keyword:
| | Cancel |
One keyword only
One keyword onl \
And

Sed0r
But not —‘

Search by title:
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e When you have finished entering your search criteria, press the
Search button.

Note: The Library palette will now only display the items that meet the
conditions.

o If the criteria has not been met, there will be a message No items
match the search will be displayed:

I |

@ Ma itemz matched the search.

Displaying all | ¢ From the main menu, choose Windows > Plug-in Palettes > Show
the items in Library.

the Library e From the Library palette menu, chose the Show All Items command.
palette
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Advanced Plug-Ins

When you Use Headers and Footers

have Use the Running Headers and Footer dialog box
completed Position Headers Footers

this learning Use the Preview dialog box

module you Preview Headers and footers

will have

Use the Word Counter
Convert Publications

Scan for Fonts in EPS files
Change Cases

Balance Columns

seen how to:
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Adding Headers and Footers

Using

/

A

N

Adding Headers and Footers

When creating a book or a

|al'ge publication, it's best Advanced Book (2 | [advanced Book [T | E:::el

to add in headers and
footers to help breakup the
pages and chapters so
that readers can find what

Search Style
|Any style L3

2.510
W 572

they need quickly and -

Content Style

[Subhead 1 =

easily.

| [kEntire First Para>

E

[ Exclude First Page|

Content syntax 0K

Apply To
’7&‘ All Pages in Story

© Range: [

© Cheltenham Computer Training 2002

Adobe PageMaker 6.5 - Slide No 8 /

Headers and

Footers

chapter information.

Headers & Footers:

Running Headers & Footers

IAdvanced Book j IAdvanced Book j EI

o When creating a book or a large publication, it's best to add
Headers and Footers to break up the pages and chapters so readers
can find what they need quickly and easily.

e The Headers and Footers can provide the necessary page and

e From the main menu, choose Utilities > Plug-ins > Running

— Cancel I

Preview. ..

L

Search Style
Ihny style v l

(0 [ 510
== EEI‘EW

[0 [T 572 ]

Content Style

Content:

TstWord of First Para « | [kEntire First Para>
15t Word of Last Para

Entire: Last Para h

Define... | Add > | Content syntax OK

| Subhead 1 |
Apply To
= All Pages in Story
[¥ Exclude First Page

' Range: l:l
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Using the
Running
Headers and
Footer dialog
box

Positioning
Headers
Footers

The Running Headers and Footers plug-in only works on one story
and on one publication at a time.

You can define the size and position or style of the Headers &
Footers so they are consistent throughout the publication.

Publication and Master Page drop-down list and Sample Window:

Advanced Book j 2 Ihdvanced Book j 1

Nudge buttons, Positioning fields and Text block width fields:

(] | G 510
== EEIEH-?-‘”'

| (o] |Gl 572 ]

To position and format the header’s or footer's text block:

With the Pointer tool selected, choose the text block that will be
used for the header and footer.

From the main menu, choose Utilities > Plug-ins > Running
Headers/Footers to reveal the Running Headers & Footers dialog
box.

Use the Master Page drop-down list to select Master page or
Publication pages guides to apply the header and footer.

Click, drag, and place the Place Holder icon onto the sample page to
add a text block to the sample page in dialog box.

Note: Click and drag the Place holder off the page to remove it.

Use the Nudge buttons or the Position and Width tool to make
adjustments to your placeholder.

Select a Paragraph Style from the Content Style drop-down list to be
applied to your header and footer.

Select the desired options in the Apply To section and choose a page
range to apply the headers and footers to.
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Using the ¢ You can quickly preview publications with the Running Headers &
Preview Footers you have defined without closing the dialog box:

dialog box

o NextH.rFl E AL || 25%

e The Preview Window:

e Preview Page icon:

e Preview Next Header/Footer button:

Mext HJ'F|
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e Preview Magnification and nudge buttons:

a4
EX

e Preview Magnification Amount:

25%
Previewing To preview headers and footers:
Headers and | e« From the Running Headers and Footers dialog box, click the
footers Preview button to display the Preview dialog box.

Note: The preview will display the pages entered into the Apply To
section of the Running Headers and footers dialog box.

To center the header or footer text block:
e Click the View Next button.
¢ Repeat for each header or footer you want to preview.

To change pages:
e Click a Page tab at the bottom of the preview window.

To change the page view:
¢ Click the Magnify icon and choose the preset size

OR click the up or down arrow to go to the next lower or higher view.

To scroll through the preview:

e Move the cursor within the preview window and drag the hand icon.

e Click the OK button to return to the Running Header/Footer dialog
box.
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Using the Word Counter

- R

Using the Word Counter

* The Word Counter scans word Counter
your entire publication and
. Characters: 3208 Text Blocks: 12
gives you a read out of the Words 797 Stories: 12
number of Characters, E:;Eg:;iis_ 22
Words, Sentences, '
Paragraphs.

\\ © Cheltenham Computer Training 2002 Adobe PageMaker 6.5 - Slide No 9 /

Using the e The Word Counter scans your entire publication and gives you a read
Word Counter out of the number of Characters, Words, Sentences, Paragraphs,
Text Blocks and Stories being used in the Publication:
Characters: 3208 Text Blocks: 12
Wiards: 797 Stories: 12
Sentences: 85
Faragraphs: 24
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Using the Publication Converter

- R

Using the Publication Converter

¢ The Publication converter
allows you to open " Ansept | B _coee |
PageMaker 4.0 - 6.01
publications files and
convert them to
PageMaker 6.5 files.

Remove Search,
\\ © Cheltenham Computer Training 2002 Adobe PageMaker 6.5 - Slide No 10 /
Converting e The Publication converter allows you to open PageMaker 4.0 — 6.01
Publications publication files and convert them to PageMaker 6.5 files.

Note: You must close all of your opened PageMaker publications
before you can use the Converter, If you try to use the converter when
you have other publications opened, you will receive a prompt
instructing you to close down all of your publications files:

@ You must close all open publications before running Publication Comverter
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From the main menu, choose Utilities > Plug-ins > Publication
Converter. You have the option of replacing the earlier files with the
converted versions in order to save disk space:

Publication Converter

[~ Replace publications

™ Run Script Browese... | Cancel |

Remowve | Search... |

To open PageMaker 4.0 — 6.01 publications with the Publication
Converter plug-in:

Close all open publications.
From the main menu, choose Utilities > Plug-ins > Publication
Converter.

The conversion options are as follows:

Replace Publications - this option is used only if you want to
overwrite the file you are converting.

Note: It is recommended that you leave this option deselected, so that
you have the original file available as a backup.

Change Publication Extension To - this option is used if you want to
change the file names of converted publications and then enter the
extension you want to add to the filename.

Run Script - this option is used if you want to process the converted
publications with a PageMaker script.

Note: Select the script by clicking the Browse button and double-
clicking the script file stored on your drive.

Click the Search button to specify the kind of files you want to open,
and the way in which they are stored, and then click Search.

Click the Run button to convert each file listed in the Publication
Converter dialog box.
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Using EPS Font Scanner

- R

Using EPS Font Scanner

* When you print on a EPS Fant Scanner Preference
PostScript printer, you can Scan EPS Font
have PageMaker search ©0n —
EPS graphics and Adobe con Ceanel |

lllustrator files for fonts.

\\ © Cheltenham Computer Training 2002 Adobe PageMaker 6.5 - Slide No 11 /

Scanning for | ¢ When you print on a PostScript printer, you can have PageMaker
Fonts in EPS search EPS graphics and Adobe lllustrator files for fonts.

files e If a PostScript graphic contains fonts that can not be found on the
computer, a dialog box will appear indicating the missing font, the
graphic's file name, and the page where you'll find the graphic:

EPS Font Scanner Preference

Scan EP5S Font:
_ Cancel |

& 0On

o 0ff Cancel

To scan PostScript graphics for fonts:

e From the main menu, choose Utilities > Plug-ins > EPS Font
Scanner.

e Click the On radio button and click OK.

o From the main menu, choose File > Print, set printing options, and
click Print.

Note: A warning dialog box appears if fonts are missing.
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Using the Change Case Plug-in

- R

Using The Change Case Plug-In

* The Change Case plug-in
allows you to change the o lowercase
case to either lower case, € Title Case | Coe) |

= ' Sentence case. Apply
Upper Case’ Title Case’ O tDGGLE cASE Restore
Sentence case and Toggle
Case.

\\ © Cheltenham Computer Training 2002 Adobe PageMaker 6.5 - Slide No 12 /

Changing e The Change Case plug-in allows you to change the case to either

Cases

lower case, Upper Case, Title Case, Sentence case and Toggle
Case.

To change capitalization of a selected range of text:
e From the main menu, choose Utilities > Plug-ins > Change Case.
Your options include capitalizing the first letter of each word

OR the first letter of each sentence in the selection:

OhangeCase |

¥ lower casze

" UPPER CASE

Cancel

" Title Case | |
" Sentence case. Apply |
i WDGGLE cASE Resztore |

Note: The Change Case will not work on text that uses the Control
palette or Character Specifications dialog box with the change
case feature applied to it.
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Balancing Columns

- R

Balancing Columns

« The Balance Columns

Balance columns
plug-in allows you to PR
select 2 to 40 columns and Tl E__D'[ Cancel_|
balance them. 1=

Add leftover lines:

" ]

\\ © Cheltenham Computer Training 2002 Adobe PageMaker 6.5 - Slide No 13 /

Balancing e The Balance Columns plug-in allows you to select 2 to 40 columns
Columns and balance them:

Balance columns

Alignment:
— Cancel

i

=

Add leftover lines:

i

]

=

e You can balance the Top or Bottom of the column and decide to have

the leftover lines move to the Right or Left side of the column.
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Review Questions

/ Review Questions \

\\ © Cheltenham Computer Training 2002 Adobe PageMaker 6.5 - Slide No 14 j

How would
you:

Use Headers and Footers?

Use the Running Headers and Footer dialog box?
Position Headers Footers?

Use the Preview dialog box?

Preview Headers and footers?

Use the Word Counter?

Convert Publications?

Scan for Fonts in EPS files?

Change Cases?

Balance Columns?
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Tables

When you
have
completed
this learning
module you
will have
seen how to:

Use Tables

Create New Tables

Open Existing Tables

Save a Table

Create OLE Tables

Use OLE Tables

Edit and Format Tables
Import Tables

Export Tables

Use Excel and Word Tables
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Working with Tables

P

A

\

Working with Tables

There is a separate
application in PageMaker
called Adobe Table, and
from there you can import =2
it into PageMaker.
This function is a lot [ { i
simpler and quicker way to "
format tables.

ml ok ‘- :- -
Adobe Table 3.0 o
.
© 1992-1996 A obe Systems Incorporated . Portions © 1888-1995 Stonshand Incorporatad
All ights reserverd. Adoke and the Adobe loge are trademarks of Adoke Systems Incorporated

© Cheltenham Computer Training 2002 Adobe PageMaker 6.5 - Slide No 15 j

Using Tables

Creating New

Tables

e There is a separate application in PageMaker called Adobe Table,
and from there you can import tables into PageMaker. This function
of formatting text and information is simple and quick.

¢ Adobe Table can be found in the Extras folder within the PageMaker
application folder.

e Once Adobe Table has been launched, a New Table dialog box will
appear. In this dialog box you have the opportunity to choose how you
want your table to appear:

New Table
—Layout—————— [~ Table size
Riows: |4 Height: |2.DDD Iinches ﬂ QF. |
Colurnis: I Wwidth: ; -
4 Id'DDD I inches J Cancel |
— T able gutters
Harizontal: 10129 ertical: ID--I 25 Iinches j More I
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Setting up
Table

Choosing the
More button

inches by 40 inches:

Lapaut

Rz I4
Colurnns: |4—

© 2002 Cheltenham Computer Training

e The number of rows and columns can be set up to a maximum of
100 each. The height and width of the table can be set up to 40

T able zize

Height: IE-DDD I inches

[

width: (4000 |inches

-~

e The space between the text in the adjacent rows and columns
(known as the "gutter") can be formatted as well:

T able qutters
|V Haorizantal 10.123

Vertical: I':'-1 25 inches

-

box again.

b ore
— Border weight

' =
Outzide
..

. Internal

W eight: |1 -] et 33

All

— Border color

Colar: E

e You can change any of the formatting by simply choosing Format >
Format Cells from the main menu to bring up the Format Cells dialog

e By clicking the More button, the New Table dialog box will expand so
you can specify the weight and color of the borders of the table:

|| [Black]

[

—Fill

Tint:

IEI"K= vl

Colar:

ID [Maone]

[
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Using the
Border
Weight
options

The following are the border weight options you can choose from:

e Outside determines the weight of the borders on the perimeter of the
table.

¢ Internal determines the weight of the borders within the table.

o All sets with weight of the borders inside and out all at once.

e Weight can be set by selecting a preset in the Weight pop-up menu or
by entering a value from 0 to 36 points:

— Baorder weight
' L |HE
Cutzide
..
R . [nternal
Weight: |1 vI pt.

All

e If you would like no borders, just select None.

e Remember, that the line weight cannot be bigger than the gutter.

e If you would like no borders, choose None from the weight drop down
list.

Note: Remember that the line weight cannot be bigger than the
gutter.

e Click the Less button to hide the extra options:

Less
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Setting ¢ You have to choose a color from the pop-up menu. Choosing None
Colors for the resets all the border weights to Opt.
Borders e Setting the fill would apply color to the background of all cells in the
new table. A fill color can be applied at any percentage by using the
Tint Option between 0 and 100%:
— Border color
Colar: E
W (Black] |
—Fill
Tint:
IIZI?; vI
Colar;
||:| [Hane] j
Opening e From the main menu, choose File > Open
Existing
Tables OR press the Ctrl + O key combination.
e Select the table you would like to open.
e Click the OK button.
Switching e You can have as many tables as you want open at once as long as
Between you have enough RAM.
Tables
To switch between tables:
e Choose Window from the main menu.
o Select the title of the table to be viewed.
Saving a To save a file:
Table e From the main menu, choose File > Save
OR press the Ctrl + S key combination to open the Save as dialog
box.
e Specify whether you would like to save it as a table or template.
e Choose a folder destination and enter a name into the File name
field.
e Click the Save button.

FOR USE AT THE LICENSED SITE(S) ONLY

© Cheltenham Computer Training 1995-2002 - www.cctglobal.com



38 Tables

© 2002 Cheltenham Computer Training PageMaker 6.5 Advanced
Using OLE e If you are creating a simple table
Tables

OR if you do not have enough RAM to run PageMaker and Adobe
Table simultaneously

OR if your table is more then one page, you can still create the table
in PageMaker; you can create an OLE Table.

e The advantage to creating OLE Tables (Object Linking and
Embedding) in PageMaker is that you will have an easier time
formatting the table, with styles, scripts and tagged text.

Creating OLE | To create an OLE Table in PageMaker:

Tables e Go to the page where you would like the table to be inserted.

e From the main menu, choose Edit > Insert Object to display the
Insert Pages dialog box:

Insert Object B2

i+ Create Mew: ACDSee BMP Image j

Adobe Acrobat Document Cancel |

" Cieate fiom File: Adobe After Effects Project
feate ffam Fie. Adobe [lustrator Artwork 3.0
Adobe Phatoshop [mage

Adobe® Table 3.0
Bitmap Image

Flazh Mowvie ;I

Rezult
Ingerts & new Adobe® Table 3.0 object into your

L
document,

o Check the Create New radio button then select Adobe Table 3.0 from
the Object List and click the OK button to launch the application.

e Setup the table and enter the desired content.

e When the table is finished, choose File > Exit and Return To from the
Adobe Table 3.0 main menu to return to the PageMaker Publication.

Creating an ¢ When you make your table an inline graphic, you can insert it at any
OLE specific location in the text.

Embedded

Table To create an OLE embedded:

e In Adobe Table 3.0 select a completed table with the Selection
button which is located in the upper left corner of the table.

¢ From the main menu, choose Edit > Copy to copy the table to the
Clipboard.

e Switch back to PageMaker and place the text cursor where the table
should be pasted.

e From the main menu, choose Edit > Paste Special and paste the
table as an Adobe Table 3.0 object.
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Editing Tables

- R

Editing Tables

* When Editing and o Ui
Formatting Tables, you e
must click into a cell
before you can type, edit
or format text. !

o o

\\ © Cheltenham Computer Training 2002 Adobe PageMaker 6.5 - Slide No 16 /

Editing and o When Editing and Formatting Tables you must click into a cell

Formatting before you can type, edit or format any text:
Tables

|||I|||1|||I|||2

LDt
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Modifying
Textin a
Range of
Cells

Selecting
Text and
Cells

Quickly
selecting text
in your table

Using the
Text Attribute
Palette

Select the cells by dragging the text cursor across them.

Note: If you would like to select an entire column, you can do so by
clicking on the gray bar at the top of each column and dragging across
the area you would like selected.

OR if you would like to select an entire row you can also do so by
clicking on the gray bar at the beginning of the rows and dragging
across.

From the main menu choose Window > Show Text Palette to go to
the Text Attribute palette:

Text Attributes El
[ Times New Roman = |[EFrrfiz =] 000
m [Black] | Ao W EE144 ]| |[EEE|000 [R

[l zfu]cc]z]z] =E[=E=[==ETEE

Note: When you are typing, the text will automatically wrap to fit
within the width of the column. The height of the row will expand to
contain the text.

Use the cut or copy commands to take text from one cell and paste it
into another cell in the same table or another open table.

Note: Borders cannot be copied and pasted from a range of cells
unless you cut or copy the whole table.

The fastest way to select a cell is either to double-click to select a
word

OR triple-click to select a paragraph.
You can also select cells by dragging your cursor through them.

Clicking the small Selection button in the upper left corner of the table
selects the entire table.

Clicking a Row Selection button selects an entire row.

Dragging up or down through the Row Selection buttons selects
multiple rows.

Clicking a Column Selection bottom selects an entire column
Dragging left or right through the Column Selection button will allow
you to select multiple columns.

Holding Ctrl while you click the Selection buttons will allow you to
select noncontiguous rows or cells.

The Text Attributes palette allows you to format text in Adobe Table.
Adobe Table offers fewer numbers, or characters and paragraph level
text attributes compared to PageMaker.
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Using Vertical | ¢ There are two formatting attributes that are unique to Adobe Table

Decimal 3.0: Vertical Alignment and Decimal Alignment:

Alignment

e The Vertical Alignment determines whether the text is aligned to the
top, center or bottom of the cell.

e The Decimal Alignment is used to align numbers.

To use the decimal Alignment:

e Selected the paragraph that contains the numbers you want to align.

e From the main menu, choose Window > Show Text Palette and click
the Decimal Alignment button.

¢ Insert a tab immediately before each number you want to align by
decimal point.

e Make sure the View > Show Tab Markers and View > Show
Selection button commands are selected in order to override the
default position of the tab stop.

e Drag the tab marker in the Selection button to where you want the
decimals to appear.

Resizing e By dragging the line that separates the row or column, you can resize
rows and your columns or rows accordingly.
columns e Holding Shift as you drag constrains the height and width of the table.

Therefore, the overall height or width of the table will not change.

Specifyinga | ¢ You can specify an exact size by selecting Cell > Row/Column size.

row and Here you will enter a number for Row Height and Column width.

column size ¢ You can also use the Table Attributes palette and enter the exact
size for the width at top and height right below it.

¢ In the drop-down menus, you can choose which integers you would
like to use. This does not change the adjacent rows or columns.

¢ By nudging the rows or columns with the arrows you can resize your
selection in small increments of 0.01 inch.
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Changing the
Size of the
Table

Adding and
Deleting
Rows and
Columns

e From the main menu, choose Format > Format cells

OR press the Ctrl + F key combinations to display the Format Cells

dialog box:
Format Cells
—Layout———— [ Table size
] I
Rows: |4 Height: |2.DEID Ii”ChES j
Colurning: |4 Width Iq_ngn Iinches j Apply |
— T able gutters Cancel |
Horizantal. 10125 Yertical: ID-125 Ii”ChES j
— Border weight —Eorder color
T Color:
==
Outzide I. [Black] j
. | Fil
_ Tint:
Intermal Iﬂ
Y'gight: |1 vlpt_ ﬁﬁ Color:
A || |OMore) |

e Type in the new height or width you want.
Note: A screen will notify you that you might get unexpected results.

e You can choose Yes to by-pass this notification, and then click Apply
to preview the changes.
e Click the OK button to return to the table.

Note: Rows and columns are resized evenly to adjust to the new
height and width.

e There are a couple of ways of adding and deleting rows and
columns in a table.

e Press Tab to create a new row while with the insertion point in the
table's last cell

OR change the number of rows and columns in the Layout section of
the Format Cells dialog box

OR select Cell > Delete to remove the selected row or column and its
content from the table.
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Grouping To group cells:
Cells e Selecting the cells you would like to group.

e From the main menu, choose Cell > Group.
Note: you can merge selected cells into one cell.
To ungroup cells:

e Select the grouped cell.
e From the main menu, choose Cell > Ungroup.

Using the o Use the Table Attribute palette to make creating and editing tables
Table easier.
Attributes e From the main menu, choose Window > Show Table Palette
Palette
OR press the Ctrl + 8 key combination to display the Table Attributes
palette:
Table Attributes 3|

—

e Through the Table Attribute Palette you can edit the Borderline
weight by simply adding a value in points. Create a Border Proxy
that fits your table.

e Select the color you would like your Border by choosing Border
Selection. Choosing Cell Fill fills the cells with any color from the
palette.

¢ Row size and Column size are changed by entering a value. Finally,
the Horizontal gutter and Vertical gutter can be changed also by
adding a numeric value.
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Using Adobe | ¢ Choose Format > Define Colors and use the Table Color Dialog
Table’s Color boxes to apply color to text, fill background. You can change or add
Dialog boxes color to the table borders, or create additional colors:
Define Colors |
coo: [ DD [ < |
[Mane] Cancel |
[Paper]
[Black]
Blue P e |
Cyan
Green Edit |
Magenta
“ello Remove |
Copy.. |
o When using a spot color, it must be added to the color palette in
PageMaker before printing. If this is not done properly you will not be
able to print the color separations.
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Exporting Tables

-~

~

Exporting Tables

Export Text
* You can export Adobe B e  Eerwper=n
Table files by choosing
File > Export.

*  You must export your table
as a graphic. Otherwise,
you will risk losing your
formatting that has been —
applied in the Adobe Smein [ PesmEE el o] = G o)
Table.

(I
S [0 onts
\ © Cheltenham Computer Training 2002 Adobe PageMaker 6.5 - Slide No 17 /

Exporting
Tables

Exporting
Tables as
Text

You can export Adobe Table files by choosing File > Export. You
must export your table as a graphic. Otherwise, you will risk losing

your formatting that has been applied in the Adobe Table.

e From the main menu, choose File > Export > Text:

Save as lype: Itab-delimited

‘tab-delimited

Export Text EE |
Save jn; Ia Fageh aker 5.5 Woark j & % Ef-
File name: I Export

[ Ewot |
Cancel |

comma-delimited

e Enter a name for the exported file into the File Name field.
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From the Save as type drop-down list, select on of the following:
Tab-delimited - this option will separate the exported data with tabs.
OR Comma-delimited - this option will separate the exported data
with commas.
Click the Export button.

Exporting a From the main menu, choose File > Export > Graphic:

Table as a

Graphic Export Graphic HE |

Save jn:lﬁ Paget aker 6.5 Work j & % Ef-

File name: | E wport I

Save az twpe |EPS [Don't Include Fonts) J\I¢ Cancel |
EMF

Enter a name for the exported file into the File Name field.
From the Save as type drop-down list, select one of the following:

EMF - this option will export the table as an Enhanced Metafile.

EPS (Include Fonts) - this option will export the table as an
Encapsulated PostScript file and embed the font.

EPS (Don't Include Fonts) - this option will export the table as an
Encapsulated PostScript file without embedding the file.

Note: If you include fonts the file size will be enlarged, but you will
not have problems finding the fonts.

Click the Export button.
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Importing Tables

/
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When importing data from IEpoiT e i [-]=]
an existing file, you must - ETEED B8
import the file in text only
format.
The data cannot be
imported as graphics.

p g p File: name: | Impart |

Files of type: | [ Cancel

N

Import Tables

Adobe PageMaker 6.5 - Slide No 18 /

Importing
Table Data

When importing data from an existing file, you must import the file in
text only format. The data cannot be imported as graphics.

To create a new table:

Enter the number of rows and columns you need. Make sure that
there is one extra row than what you originally have in your file. If not,
this will throw the chart off.

Put your cursor at the beginning of the first cell of the table.

Select File > Import Text and the Import dialog box will appear:

Import Text EE3
Laok in: Iﬁ Panetaker 5.5 Wark j = =i Ef-

File name: | [mpaort I
Filez of type: Cancel |
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¢ Now you must choose the file you would like to import.
¢ Do not forget to choose the delimiter that separates cells in the text or
your text will come in all mixed-up.

Importing a o After exporting the EPS file you now have to import it into PageMaker.
Table with the | «  Select the Place command.

Place e The graphic will be linked to PageMaker and not the Adobe Table
Command file.

Using Excel e Word and Excel tables can be imported into PageMaker in tables.
and Word But you will not get the formatting that it had in its original file.
Tables Therefore you will lose all row and column formatting.
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Review Questions

/ Review Questions \
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Use Tables?

Create New Tables?

Open Existing Tables?

Save a Table?

Create OLE Tables?

Use OLE Tables?

Edit and Format Tables?
Import Tables?

Export Tables?

Use Excel and Word Tables?

How would
you:
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Advanced Type

When you
have
completed
this learning
module you
will have

seen how to:

Use Kerning

Use Tracking

Use Leading

Use the Baseline Shift
Use Hyphenations
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Horizontal Spacing

- R

Horizontal Spacing

* The Kern _option allows The quick ST Ifox. R
you to adjust the space
between characters,
allowing you to create an The quick brown fox =
9y ‘ =
equal amount of space
between each word or

lines of text. @i e
Hek 144 |~|
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Using o The Kern option enables you to adjust the space between characters
Kerning so you can fine-tune and even out the amount of space between each
word or line of text.

To use the Kerning option:
e Select the text that you would like to adjust the spacing in:

The quick [S{EMe fox.

e Open the Control Panel to adjust the Kerning:

[*[x] 2% -0_06
ElFss% |0 in

e You can use the forward or back arrows to increase the space
between letters

OR decrease the space between letters:

EIE12 0

E|E[:$% 0 in

The quick brown fox]
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Using e Tracking adjusts the density of the type on the page.
Tracking

To use the Tracking option:
e Select the body of text that you would like to track:

e Go to the Control Panel and select the Track drop-down menu to
choose the body text format that you would like to apply:

[=11T 12 bl LI
[=ls [14.4

4
[
o E
=
=]
-
+1]
[x]
-~

Yery Tight

o After applying the format, the selection will automatically adjust the
body of text:

The quick broven foz. The quick brown

fox. The quick brown fox. The quick brown
fox. The quidkbromn fox. The quick brown
fox. The quick brown fox. The quick brown
fox. The quick brown fox. The quick brown fox.
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Vertical Spacing

- R

Vertical Spacing

* The Leading option allows
you to adjust space
between lines of text [EETE [ f
allowing you to create an Ot
equal amount of space
between each line.

\\ © Cheltenham Computer Training 2002 Adobe PageMaker 6.5 - Slide No 21 /

Using e The Leading option allows you to adjust the space between lines of
Leading text so you can create an equal amount of space between each line.

To use the Leading option:
e Select the body of text that you need to adjust:
'_I'h-': quichk brown fox, The quick brown

The quick broven for The quick brown
The quick browen for. The quick brow

The quick broven for The quick brown
fox. The quick browen fox. The quick brown fox

e With the arrows on the Control panel nudge the text to the desired
line spacing

OR define exactly what amounts of space you would like to use by
inputting the amounts:

|EEIT 12 [=]anef
EEifi4a [+ |50
——

11

11.5

12

12.5

13 bl
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Using the
Baseline Shift

¢ You can also select the auto leading to have it automatically adjust
the space within each line:

bl 144
Auto
M b

e Using the Baseline Shift allows you to adjust the Vertical alignment
of a specified character.

To use the Baseline Shift:
e Select the character(s) that you would like to shift:

he quick broven fox. The quick brown

fox. The quick browen fox. The quick brown
fox. The quick brown fox. The quick brown
fox. The quick brown fox. The quick brown
fox. The quick brown fox. The quick brown fox.

e Use the Nudge arrows to specify how much you would like to adjust
your character(s):

E1EEA1]
EITE% 0.12 in

The qui ck browen fox, The quick brown

fox. The quick brown fox. The quick brown
fox. The quidkbromn fox. The quick brown
fox. The quick brown fox. The quick brown
fox. The quick brown fox. The quick brown fox.
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Hyphenations

/

develop a clean
Justification of text
without breaking words.

\\ © Cheltenham Computer Training 2002

Hyphenations

* Hyphenation allows you to

N

Hyphenation
Cancel

Add.

Limit consecutive hyphens to: Mo limit
Hyphenation zane: [1E inches

Hyphenation: & 0n Off

 Manusl ony
& Manual plus dictionary

 Manusl plus algorithm

Adobe PageMaker 6.5 - Slide No 22 /

Using o
Hyphenations

Hyphenation allows for Justification of text without breaking words.
Sometimes left aligned text needs Hyphenation:

:

Limit conzecutive hyphens to: Mo limit

Hyphenation zone: |l inches

Hyphenation |
Hyphenation: & On 0O
" tanual anly
Cancel
" tdanual pluz dictionany 4'
" Manual pluz algorithm Add.

e Consider Hyphenation for tightening stages of your publication.
e Hyphenation can be found under Type > Hyphenation.
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Review Questions

/ Review Questions \
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How would
you:

Use Kerning?

Use Tracking?

Use Leading?

Use the Baseline Shift?
Use Hyphenations?
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Advanced Color

When you
have
completed
this learning
module you
will have

seen how to:

e Use CMS
e  Work with CMS
e Turn Off CMS
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What is CMS?

Color Management System Preferences

The CMS system is — 0

management software that
allows you to determine
colors under a variety of

Mew Items se:

— Kodak ICC Settings

C |
Monitor Simudates | None =] I Embed profilss in documerts ﬂl

I Manage compasites on printer

Nane =1 T Use extra memany to improve perfarmance

% Meritor: | Generic P22 1.8 Gamma Monitor

devices.

|

Composite printer; | Kodak SWOP Proofer CMYK - Uncoated St 7

Separations piinter; [Kodak Sw/OP Prooler CAYK - Uneoated St ¥ |

RGE Image Source: Iﬁenam: P22 1.8 Gamma Monitor

|

MK Image Saurce: [Kodak 54/0P Proofer CMYK - Uncoated Ste = |

Kodak Digital Science ICC CMS 1.0
Color Processor v2.8.0 Tookit v1.4.2
(C) Coppright Eastman Kodak Co. 19317996

|

3

-]

Adobe PageMaker 6.5 - Slide No 24

Using CMS

The CMS system is management software that allows you to

determine colors under a variety of devices. This software ensures

consistent color throughout the printing process:

Color Management System Preferences

TR -

Color Management:

™ Manage composites on printer

INone 'l

Mew ltems Uze:

. o C |
Manitar Simulates: INone v| [~ Embed profiles in documents ﬂl

™ Use extra memory ta improve performance

— FKodak ICC Settings

%!

Fanitar; IGeneric P22 1.8 Gamma b onitar

=

Compozite printer; IKodak SwWOP Proofer CMYK, - Uncoated Stcj

Separations printer. |K odak 54/0P Proafer CMYK - Uncoated Ste x|

CMYK Image Sowrce: |Kodak SwOP Praofer CMYK - Uncoated St~ |

RGE Image Saurce: | Generic P22 1.8 Gamma Moritor

K.odak Digital Science ICC CWS 1.0
Color Processor v2.8.0 Toolkit «1.4.2
[C] Copyright E astman Kodak Co. 1931 - 1996

[~

-

|

e CMS maps color to display a close likeness of the color you see on the

monitor to be reflected onto the printed publication.
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Working with | ¢ PageMaker comes with the Kodak Digital Science Color
CMS Management System. This installs with PageMaker.

CMS color manages the following:

e Pre-separated images that are not already targeted to a final output
device.

¢ RGB Bitmap Images.

e Colors applied to PageMaker Objects.

e Spot Colors in EPS Files.

e Colors in the RGB screen Image of a CMYK TIFF File.
Turning Off e Go to File > Preferences > General > CMS Setup:

CMS

Preferences Ed |

keasurements in: ]

Wertical ruler: I Inches = | paints Cancel

Layout prablems: [~ Show loosedtight lines More
[ Show "keeps" violations
bap fonts...
Graphics display: " Gray out i

{* Standard Ch5 zetup.

™ High rezolution

a0

Control palette Save option: {* Faster

Horizontal nudge: |0.01 [Inches =] " Smaller

Yertical nudge: IU.E” Ilnches j Guides: & Front
[~ Usze "Snap to" constraints i~ Back

o  Within the first drop-down menu called Color Management select off:

Color Management: I [Iff j

kanitar Sirmulates: On
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Review Questions

/ Review Questions \
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e Use CMS?
e  Work with CMS?
e Turn Off CMS?

How would
you:
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Scripts

When you e Display the Scripts palette
have e Use the Scripts palette menu
completed e Create Scripts
this learning | o  Add Scripts
module you e Remove and Restore Scripts
will have e Run Scripts
seenhowto: |, Egit Scripts

e Trace Scripts
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Working with Scripts

/

Working W

Scripts are folders that
contain simple commands
and automated tasks that
allow you to speed up your
production time when it
comes to doing repetitive
tasks.
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N

ith Scripts

b [ coLom =

I 71 Document Layout —

1> [ ELEMENT

I 71 IMAGES

I (7 OhLINE

I 71 PRINTING

I 71 Pun Plug-ins

I (71 TEMPLATE

b (3 TERT -
2
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Displaying
the Scripts

palette

e The Scripts are folders that

contain simple commands and automated

tasks that allow you to speed up your production time when it comes

to doing repetitive tasks. Th
the Scripts palette.

ere are a number of pre-installed scripts in

You can create your own scripts, take existing scripts and customize

them for your own needs, and even trace scripts.

e From the main menu, choos

e Window > Plug-in Palettes > Show

Scripts to display the Scripts palette:

b [ coLor =

B [T Docurnent Layout —

B [T ELEMEMT

B [T IMaGES

> [7] OWLIME

B [T PRINTING

B [T Pun Plug-ing

b [T TEMPLATE

b [T TERT ~|
%
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Using the e The Scripts palette menus contain all the commands you need to
Scripts manage your scripts:
palette menu

Installed Scripts _I\\I‘\l -

- |:| COLOR Mews Scripk, ..

9] Add Rich Black ulGEEEE] Y

R Scripk
€5 Audd Varmish Plate S ST
Restore Scripk. ..
B[] Docurnent Lagout

r Saver e
B [0 IMAGES
B [T OMLINE
B> [ PRINTING
B 70 Fun Plag-ing |
v

o New Script enables you to create your own scripts.

e Add Script - takes scripts from various locations and add them to your
palette.

e Remove Script - removes scripts from the Scripts palette.

o Restore Script - allows you to view and restore scripts that have been
removed from the Scripts palette.
Edit Script - makes changes to fine-tune or update your scripts.
Trace Script - allows you to trouble-shoot problem scripts. By running
your script step-by-step, you can easily pinpoint problems that need to

be fixed.
Creating e From the main menu, choose New Script from the Scripts palette
Scripts menu.

o Specify the Folder or Sub-folder for the script in the Scripts folder.

Note: The Scripts folder is located in the
<program folder>\RSRC\<language>\Plugins\Scripts:

] PageMaker
O RSRC
[ USEMGLSH
[ PLUGING

e Enter a name for the script. The name should reflect the actions of the
script
e Press the Save button.

o Write the new script in the Edit Script dialog box, and then click the
OK button.
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Adding e You can add scripts to the Scripts palette by using the Add Script
Scripts command on the Scripts palette menu or by copying scripts to the

Scripts folder. You can also add scripts by dragging and dropping files
to the palette.

To use the Scripts palette to add scripts:

e From the main menu, choose Windows > Plug-in Palettes > Show
Scripts.

e From the palette menu, choose the Add Script command.

¢ Inthe Add Script dialog box, select a script, and then click the Open
button to add the script automatically to the Scripts folder in the Scripts
palette.

To drag and drop script files:

e From the main menu, choose Windows > Plug-in Palettes > Show
Scripts

e Select the desired file from the Windows Explorer or desktop.

¢ Drag the file over to one of the Scripts palette folders, and then
release the mouse button.

Removing e You can also remove scripts from the Scripts palette. When a script
and is removed, only the display on the palette is removed. The removed
Restoring script is moved into a subfolder folder inside the PageMaker

Scripts directory.

e To restore a deleted script, use the Restore command from the Script
palette menu.

To remove scripts from the Scripts palette:

e From the main menu, choose Windows > Plug-in Palettes > Show
Scripts.

e Select a script in the Scripts palette. You can remove only one script at
a time.

e From the palette menu, choose the Remove Script command.

To restore a removed script from the Scripts palette:

¢ From the main menu, choose Windows > Plug-in Palettes > Show
Scripts.

e From the palette menu, choose the Restore Script command.

e From the list of removed scripts, select the desired script to be
restored and click the Restore button.

Running e Scripts that are run from the Scripts palette must be stored in the
Scripts Scripts folder. When you add Scripts they are automatically copied
to this folder.

To run a script:

e From the main menu, choose Windows > Plug-in Palettes > Show
Scripts.

e Double-click the desired script to run it.
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Editing Scripts

/

with

Pre-i

\\ © Cheltenham

Editing Scripts

+ PageMaker 6.5 comes

a Script Editor that

allows you to Modify the

nstalled Scripts or

Newly created Scripts.

Computer Training 2002

Adobe PageMaker 6.5 - Slide No 27 /

Editing .
Scripts S

cripts.

Edit Script

From the main menu, choose Windows > Plug-in Palettes > Show
e Press Ctrl, and click the desired script to be edited.

OR from Scripts palette, select the script and from the Scripts
palette menu, choose Edit Script.

o Make the necessary modifications to the script, and then click the OK
button:

// SCRIPT "ADD CONT'D LINK"
// Invoke the script when textblock is selected
2/ for localization modify the stiing resultd)

"None™ = "Mone”
"Black" = “Black"

[getpmstate >> pmstate]

if not[M=1)+not[type=1]"not{f
message “Please, select just one textblock *

pushbutton 160.80.250.110."Cancel"

iI ok |
Cancel |

=l

Note: For information on writing scripts, see the Script Language
Guide that comes with the PageMaker 6.5 Application.
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Tracing ¢ You can use the Trace Script command to help you understand what
Scripts the script is doing command by command. Slowing the script down

will help you pinpoint where any problems might be.

To trace a script:

e From the main menu, choose Windows > Plug-in Palettes > Show
Scripts.

o From Scripts palette, select the script to be traced.

e From the Scripts palette menu, choose Trace Script.

e In the Script Tracer window, choose one of the commands from the
Run menu:

fe2 Script tracer : C:\PROGRA~1\PAGEMA~1\RSRC... [M[=] E3

Run
Run FS lette i’
Step Fa own
Skep Out F7
Reset ed text or entire pub for any URLs an
Quit 5 palette.

include path["HyperLib.inc"
JIDEBUG = TRUE

URL[D] = 4 {fnumber of protocols to search for
URL[1] = "http:ff*

URLJ[2] = "ftp:ff*

URL[3] = "gopher:ff'

4| | M

Run - runs the entire script.

Step — runs the script one line at a time.

Step Out — runs a series of command sub-routines at one time.
Reset — stops the script from running without closing the Script
Tracer window.

¢ Quit - stops the script from running and closes the Script Tracer
window.
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Review Questions

/ Review Questions \
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How would
you:

Display the Scripts palette?
Use the Scripts palette menu?
Create Scripts?

Add Scripts?

Remove and Restore Scripts?
Run Scripts?

Edit Scripts?

Trace Scripts?
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Prepress Fundamentals

When you
have
completed
this learning
module you
will have
seen how to:

Trouble-Shoot the Publication

Check your Images

Check your Fonts

Check Images and Colors

Update Links

Use Trapping Terms

Use the Save for Service Provider Plug-in
Generating Reports

Saving files for Service Provider
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Trouble-Shooting

-

* When you are ready to print
your publication, there are
a few things to keep in
mind so you get back good
results from the
commercial printer who is
handling your files.

* You will have to check your

Links and CheCK your [ Store oy in putfistion) -DK @ @ Temporaty " Permanent
[V Update automatically Cancel

Fonts, as well as the e —

resolutions on the pictures  zu

you have placed into your | FREiRE

publication.
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~

Trouble-Shooting

Link Options: Defaults
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Trouble-
Shooting the
Publication

Checking
your Images

When you are ready to print your publication, there are few things to
keep in mind to ensure good results back from the commercial printer
who is handling your files.

Make sure the commercial printer has the necessary software, and
hardware needed to complete the job. Many printers will prep your
work and fix many of the problems for you, but this extra work does
not always come cheap. This is why it's best to do most of the work
yourself.

Before you begin working on your publication, it is always a good
idea to find out who will be printing the publication.

Ask them for their printing specs, along with what they expect from
you when you are delivering your work.

If there is anything you do not understand, make sure you ask for
clarification.

Check all the images within the publication. Make sure that they are
saved with the correct final printout size, and with the correct
resolution for output.

If any cropping, rotating or scaling needs to be done; do it in the
picture’s original application that created it, so it will output faster.
Always send a printed copy of the file, with the Registration marks
turned on when printed. This will give the commercial printer an idea
of what you're expecting as the final output.
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e If a document either does not print

OR takes a surprisingly long time to print, check for any errors. Big
pictures, strangely shaped picture boxes and clipping paths can
contribute to printing errors.

¢ If one very high resolution picture is being used multiple times, but
in different sizes in the document, import copies of the picture that
are saved at the required size.

¢ Reducing the amount of unnecessary information in the pasteboard
of a document will aid the image setter.

Checking ¢ Most commercial printers have their own library of fonts; however
your Fonts it is best that you supply all the fonts used within your publication.

To Trouble-Shoot your fonts:

o Close down PageMaker and all other applications.

e Use your font management utility and disable all the fonts that are not
system fonts on your computer.

e Open the publication that will be sent to the printer.

e If you have used any non-system fonts in your publication, they will
show up in the Pantone Font Matching dialog box.

¢ Make a note of the missing fonts and close down PageMaker.

e Enable only the fonts that were missing and re-open your
publication.

¢ If you see the Pantone Font Matching dialog box again, make a
note of the fonts you might have missed and repeat the last two
steps.

e When all the used fonts are installed you will be able to open up the
application with no problems.

o Use your font management utility to copy all the enabled non-system
fonts so you can apply them to the printer. The Screen and Printer
fonts should also be supplied.

Note: If you placed any EPS files into your publication, check them
the same way to find out which fonts are being used in the EPS files.
If you have any fonts missing from the EPS file, you will get
PostScript errors, Couriered Text, or jagged text.

Checking e When using Pantone colors, visit your Printer and ask to see the
Images and Pantone Swatch book. This is the best way to see how the color will
Colors look after it is printed.

e When using a tint of a spot color, use the Color palette to select a
shade percentage, or use a Trumatch of Focoltone color from the
main menu.

e For a document with bitmapped images, check with the commercial
printer to find out which file format and image mode that the bitmapped
pictures should be saved in.

e Convert all of your images from RBG to CMYK.

e Convert any RBG or Spot colors created in PageMaker or imported
from EPS files to CMYK process color.
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e If hand-drawn registration or crop marks are in the document, the
Registration color needs to be applied to them to make sure that all
will show on the separation plates.

Note: A general rule to follow is to have a color proof ordered if any
color document is being printed. This allows you to check the color
accuracy without losing an entire project.

Updating e Use the Links Manager to check all of your links and to update any
Links missing links.
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Trapping

- A

Using
Trapping
Terms

3.

\\ © Cheltenham Computer Training 2002

" the Red.
2,

Trapping

Trapping refers to when
you apply a slight overlap
of colors in order to stop
any spaces from
happening while printing -
just in case paper shifts,
stretches or plate
misalignment occurs.

Red is Spread to Trap the
Green.

No trapping used.

Adobe PageMaker 6.5 - Slide No 30 /A

o Trapping - applying a slight overlap of colors in order to stop any

color of another item.
e Overprint - mixing colors by printing a colored object in the

This is used when black is the foreground color

OR if you want to intentionally mix colors to create a new third
color.

¢ Knockout - removing a colored object in the foreground from the

a gap between the foreground and background color edges, and
trapping will close the gap.
e Spread - a method of trapping used when colors are knocked out

the foreground color spread out into the background color when at
press.
e Choke - a method of trapping used when the foreground color is

background color spread into, or choke, the foreground color.

spaces from occurring while printing, in case a paper shift, stretch or
plate misalignment occurs. The principle is that trapping is applied to
a piece, based on how an object's color blends with the background

background color to stop the inks from overprinting. This can cause

and the foreground color turns out to be lighter than the background.
The foreground color object has its edges enlarged a little bit to have

darker than the background (opposite to the Spread method). The
background color object has its edges reduced a little bit to have the

foreground prints completely over a colored object in the background.
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Using Save for Service Provider

Using the
Save for
Service
Provider
Plug-in

Using Save For Service Provider

» Using the Save for Service =
Provider plug-in allows el |
you to copy your
publication, as well as all
linked image files, fonts,
and other files required to
print your document.

Q Be sure to check the Print and Calor settings before pinting a package.

Frafightpup | Cick this button t preficht the setve publiation.The publicatin that
o i 2 il s be e FageMoker
I Include Hidden Layers

(Ciick this buition to load and prefight a ps or sep file created with
Prefight ps | e e

Package. Print. Help. Close
© Cheltenham Computer Training 2002 Adobe PageMaker 6.5 - Slide No 31

e Using the Save for Service Provider plug-in, you can copy your
publication, along with all linked image files, fonts, and other files
required to print your document.

e Save for Service Provider plug-in can also help you resolve broken
links by prompting you to locate the folders containing linked files.
Similarly, this plug-in can also check the status of links and fonts in a
PostScript file generated by PageMaker 6.5:

Save for Service Provider B

Summary | Fonis | Links/0P! | Printing | Inks |

Q Be sure to check the Print and Color settings before printing a package.

Frafight pub Click thiz button to preflight the active publication. The publication that
you wish to preflight must be open in PageMaker.

™ Include Hidden Layers

: Click this button to load and preflight a ps or sep file created with
It 8 Pagetdaker B.5.

Package... | Fiirit.. Help... Close
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e You can also create a concise report of the information your service
provider needs to create output from a PageMaker or PostScript file.

e The report includes details about fonts, linked graphics, a summary
of your print settings, as well as information about who to contact
regarding your publication:

D Fantz are akay for printing or creating a packaage for service provider

|:| Links are okay for printing or creating a package for service provider

Q Be sure to check the Print and Color settings before printing a package.
Frefiah — Click this button to preflight the active publication. The publication that
yau wish ta preflight must be open in Pagebaker.

e The Fonts Tab:

|:| Fonts are OF for creating a package for Service Provider
Font Mame 1zt used on Kind Inztalled
Arial Fiight Mazter TrueType ez

[ List prablems only
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e Links/OPI Tab:

2d ity this Publication Felink

Rtk Sl

Mumber of copies: 1
Mumber of pages: 20
Orientation: Partrait

Prirter mark.s: Off

Page info. marks: Qff

Tiling: Mone
Scale: 100 %
Print ag: composite
Murnber of inks:

Allovs printer halftones: Yes
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Generating
Reports

Saving files
for Service
Provider

The Inks tab:

Summar_l,ll Faritz I LinkstF‘Il Printing  Inks

Q Check the ink and trapping settings before printing or creating a package

Inkz zelected(4] Aingle Frequency

Frocess Cyan
Process Magenta
Process elow
Process Black

Trapping

From the main menu, Choose Utilities > Plug-ins > Save for Service
Provider.

The Save for Service Provider dialog box opens in the Summary tab.
Use the Check Pub button to preflight the active publication.

Use the Check .PS button if you want to check a PostScript file.

Use the Fonts, Links/OPI, Printing, or Inks Tabs to see detailed
reports on the different aspects of the publication or PostScript file.
Use the Print button to print the status information.

In the Links tab, use the Relink button

OR Relink All button to restore missing links.

To package the publication:

From the main menu, choose Utilities > Plug-ins > Save for Service
Provider.

The Save for Service Provider dialog box opens in the Summary tab.
Click the Package Button.

From the Report Type drop-down list, choose Formatted (.p65) to save
the report as a PageMaker publication.

OR choose Text only (.txt) to save the report as an ASCII text-only file.

Use the Auto Open Package Report to display the summary report in a
new window after you save the publication and associated files.

Use the Update Links checkbox to update missing or old links in the
original publication before making a package.
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e From the Include section, check the Copy Fonts checkbox, and select
one of the kinds of fonts to copy. You have a choice of either All, Type
1 (PostScript), or TrueType. This option will help you to avoid having
missing font issues come print time.

o Use the Notes button to enter contact details information, such as your
name and phone number, comments and click the OK button.
Specify the location to save all necessary files.
Click the Save button to begin packaging the publication.
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Review Questions

/ Review Questions \

\\ © Cheltenham Computer Training 2002 Adobe PageMaker 6.5 - Slide No 32 /

Trouble-Shoot the Publication?

Check your Images?

Check your Fonts?

Check Images and Colors?

Update Links?

Use Trapping Terms?

Use the Save for Service Provider Plug-in?
Generating Reports?

Saving files for Service Provider?

How would
you:
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Paperless Printing

When you e Printto an EPS

have e Printto a File

completed e Export PDF files

this learning | o  Convert PageMaker document to a PDF
m_odule you e Setthe Paper Size

will have e Save and Reuse settings

seen how to:
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Printing without Paper

/

Printing without Paper

Printing EPS files turns
your publication pages
into files that can be
imported and used in
another application that
supports EPS files.

\\ © Cheltenham Computer Training 2002

I~ PostScript

Download fonts:  [TrueType only )

™ Include PostSeript error handler.

" Nomal
“EPS
" Eor prepress

J¥ Page independence
I~ Extra image bleed

Adobe PageMaker 6.5 - Slide No 33 /

Printingtoan | e

EPS

button.

To create an EPS file:
e Press the Ctrl + P key combination

OR from the main menu, choose File > Print.

Using EPS files gives you the ability to turn your publication pages into
files that can be imported and used in another application that
supports EPS files.

o Choose a PostScript Printer and its corresponding PPD from the
Document window of the Print Options dialog box.

o Press the Paper button and make the necessary adjustments to your
Paper window of the Print Options window, and press the Options

¢ From the Tiffs/Images section, select your method of Sending Image
Data, and the desired Data Encoding.
e From the PostScript section, check the Write PostScript to file
checkbox and select the EPS radio button.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Computer Training 1995-2002 - www.cctglobal.com



Paperless Printing

85

PageMaker 6.5 Advanced

Printing to a
File

Enter a name into the Write PostScript to file field and press the

Save button:

Print Options

— TIFFs/Images

4il

¥ Page independence

&
e [ Extra image bleed

" For prepress

Features

Save
Send image data: |Nnrmal jl
) Cancel
Data encoding: Send binary image data jl
- Document |
. PostScript
Download fFonts: |TrueT_|,lpe only ﬂl Paper |
[~ Include PostScript error handler I Oplions
[v Write PostScript to file: |[thle_2?_eps | Browse. | Color |
" Normal |

Reset

When Printing from PageMaker 6.5 you do not always have to print
directly to the printer, you can create what is known as a Print file that
can be sent to a Postscript printer when you are ready to print out

your publication.

To Print a publication to a File:

Press the Ctrl + P key combination

OR from the main menu, choose File > Print.

Choose a Postscript Printer and its corresponding PPD from the

Document window of the Print Options dialog box.

Press the Paper button and make the necessary adjustments to your
Paper window of the Print Options window, and press the Options

button.

© 2002 Cheltenham Computer Training

From the Tiffs/lmages section, select your method of Sending Image

Data, and the desired Data Encoding.

From the PostScript section check the Write PostScript to file

checkbox and select the Normal radio button.
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o Enter a name into the Write PostScript to file field and press the
Save button:

— TIFFs/Images 5
ave I
Send image data: |Nulmal ﬂl
Data encoding: |Send binary image data jl -
- Document |
— PostScript
Download fonts: |Pusl5cripl and TrueType ﬂl Paper |
[ Include PostScript ermor handler I Dptions
v Write PostScript to file: |[thler 3ps | Browse... | Color |
& Normal - :
S [~ Page independence Features | |
 EPS : = '
[” Extra image bleed -
" For prepress
Reset |
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Creating PDF files

/

A

Creating PDF files

The PDF (Portable

@ Distill now
v

Document Format) file is a

Export.. |

Cancel |

good way to distribute files
around the world and on i
both the MAC and PC [ Include downloadable fonts

¥l Ovenide Distiller's Job Options Edit....

operating systems.

Paper sizefs):

Poges: Gal ORanges I ]

PDF Options...
Control.__
Save Settings
Load Settings
Reset Setlings

© Cheltenham Computer Training 2002 Adobe PageMaker 6.5 - Slide No 34 /

Exporting
PDF files

PageMaker 6.5 software package.

Export Adobe PDF dialog box:

e The PDF (Portable Document Format) file is a good way to distribute
files around the world and on both the MAC and PC operating
systems. The software to read the PDF format file is free to download
from the Adobe.com website, and also comes free as part of the

e From the main menu, choose File > Export > Adobe PDF to open the

Pages: Al Ranges: |1'

Export Adobe PDF
rWorkflow E -
xpork. _.

@ Distill now [_Ewor.. |
[+ View PDF using: |Acmbal j| Cancel |
Location: d:Y\Program Files\Adobe\Acrobat -

5 0%Acrobat\Acrobat exe PDF Options... |

o . -

Prepare PostScript for distilling separately Control._. |

¥ Use Distiller's "Watched Directory™ Select... | —

Location: Mone selected Save Settings |

[T Include downloadable fonts Load Settings |

[ Dverride Distiller's Job Options Edit... | Reszet Settings |
PageMaker's printer style: |Acmbat j|
Paper size[s): | Same as page size(s) ﬂ|
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Converting
PageMaker
document to
a PDF

Setting Paper
Sizes

Open the PageMaker publication that you would like to convert
OR create a new PageMaker publication.

From the main menu, choose File > Export > Adobe PDF.
Select Distill Now radio button.

Note: This option will only be available if Adobe Acrobat Distiller is
installed.

Select the View PDF Using option and use the drop down list to
choose a PDF viewer.

Note: This option is to be used if you want to open and display the
converted file immediately after it has been created.

Select the All radio button

OR select the Range radio button to specify the range of pages you
would like to export and click the Export button.

In the Save as dialog box enter a filename and specify a location for
the PDF file.
Click the Save button.

From the Export Adobe PDF dialog box, you have a choice of three
Paper Size options:

Same az page zize[s]

Lame az page size[s
Apply settings of each publication
Apply printer style's settings

Same as Page Size - this option allows you to set the PDF document
paper size to the page size specified in the Document Setup dialog
box in PageMaker.

Apply Settings of Each Publication - This option is used when you
are converting a book with publications that use different page sizes to
PDF.

Apply Printer Style's Setting - this option allows you to use the paper
size specified in the PageMaker Printer Styles section of the Export
Adobe PDF dialog box.
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Saving and ¢ You can save your settings that are specified when exporting a PDF,
Reusing so that you can reuse them again.

settings

To save the settings:

e From the main menu, choose File > Export > Adobe PDF.

o Apply the settings you would like, using the available buttons and
options.

e Click the Save Settings button.

Note: Any previous settings that were saved, will be are replace.
To reuse the saved settings:
e From the main menu, choose File > Export > Adobe PDF.

e Click the Load Settings button.

Note: All of the saved setting will be applied to the Export Adobe
PDF dialog box as well as the sub-dialog boxes.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Computer Training 1995-2002 - www.cctglobal.com



90

Paperless Printing

© 2002 Cheltenham Computer Training PageMaker 6.5 Advanced

Review Questions

-

A

\

Review Questions
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How would

you:

Print to an EPS?

Print to a File?

Export PDF files?

Convert PageMaker document to a PDF?
Set the Paper Size?

Save and Reuse settings?
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Web Publishing

When you
have
completed
this learning
module you
will have

seen how to:

e Prepare to Export to HTML
e Convert publications to HTML
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Exporting HTML

- R

Exporting HTML

* When preparing a =]
publication for export to HTML Document Title Contents:PageMaker Pages Export HTML |
HTML, you must remember |
that not all objects used in
the publication will -
transfer. Tiors_

* Boxes, Ovals and ot Fies To Locat BV RE
Polygons will not be Domn | ent en =
exported, only text and L=
graphics will convert- Background: =~ Mo background graphic is chosen ==

\\ © Cheltenham Computer Training 2002 Adobe PageMaker 6.5 - Slide No 36 /

Preparing to e When you are converting files to HTML you will lose the boxes that are

Export to drawn in PageMaker as well as many of the Plug-in commands that
HTML you apply:
Export HTML E3
HTML Document Title Contents: PageMaker Pages Export HTML
uniear v Done
Page 28
Page 29 Cancel
Page 30

e

Edit...

ek

Options.___

— Export Files To Location
™ View HTHL

Document... | C:untitll _htm
Graphics.__. |[Z:\ @

Background: = Mo background graphic is chosen ==
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The Edit Contents dialog box:

Export HTML: Edit Contents

[Uniiied] |

" Assign PageMaker Pages

Document Title:

Cancel

" Asgign PageMaker Stories [ignore layout)

Unaszsigned Aszzigned To Document
Chapter 3 Way Too Ady| View

Way Too Advanced  Chapte

Way Too Advanced Add 3>

Jorem ipgum dojor git ameticon
Add All >3

<< Hemove

<< Bem All

R

Background. .. | == Mo background graphic is chosen ==

The Options dialog box:

Options

v Approximate layout using HTML tables when exporting pages

Ezxported page width: |612 j pixels

Cancel |
—Style A
PageMaker Style HTML Style |
[Mo style] Body Text
Body text Body Text
Caption Heading 6
Hanging indent Unordered List
Headline Heading 1
Subhead 1 Heading 2
Subhead 2 Heading 3
[ Preserve character attributes
—Grap
Export as:  All to GIF File Names: ¢ Use long name
" All to JPEG ¢ Usge thort name [8.3)
" PageMaker ch VD ple to 72 dpi

© 2002 Cheltenham Computer Training
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Converting
publications
to HTML

PageMaker 6.5 Advanced

The New HTML Document dialog box:

Export HTML: Hew Document

Document Title:

Dniieo?

Cancel

{* Assign PageMaker Pages

"~ Assign PageMaker Stories (ignore layout)

Unaszigned

Page 27
Page 28
Page 29
Page 30

Yiew

Add >>

Add All >>

<< Hemove

<< Rem Al |

R

Aszzigned To Document

__Concal |

Background... | ** No background graphic iz chosen =*

To create an HTML file from a PageMaker publication:
Open the publication you want to convert to an HTML file

OR create a publication to be exported.

From the main menu, choose File > Export > HTML.
From the Export HTML dialog box, click the Document button to set
the desired Document location and File Name.
Click the Graphic button to set the desired location for the converted

graphic files.

Click the Options button:

Options

[v Approximate layout using HTML tables when exporting pages

Exported page width: pizels

Cancel

— Style Assignments

PageMaker Style HTML Style |
[No style] Body Text

Body text Body Text

Caption Heading 6

Hanging indent Unordered List

Headline Heading 1

Subhead 1 Heading 2

Subhead 2 Heading 3

¥ Preserve character attributes

— Graphics
Export as: + All to GIF

" All to JPEG
" PageMaker chooses

File Mames: " Use long name

{* Use short name [8.3)

v Downzample to 72 dpi
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e From the Options dialog box check the
Approximate layout using HTML Tables when exporting pages
checkbox.

¢ In the Export Page width field, set the desired page width.

o Check the Preserve character attributes checkbox.

o From the Graphics section, select the desired file format to use when
converting the graphic images in your publication.

e From the File Names section, select the desired naming convention
for the exported files.

e Check the Down sample to 72dpi checkbox.

e Click the OK button and click the Export HTML button to export the
publication.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Computer Training 1995-2002 - www.cctglobal.com



96 Web Publishing

© 2002 Cheltenham Computer Training PageMaker 6.5 Advanced

Review Questions

/ Review Questions \
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e Prepare to Export to HTML?
e Convert publications to HTML?

How would
you:
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Installing the Sample Files into the Hard Disk

Installing the sample files

o Use Windows Explorer to create a folder called PageMaker 6.5 Advanced Samples, in the
My Documents folder.

o If you are installing the sample files from the CD-ROM, place the CD-ROM in the CD drive
and copy the files from the pagemaker_6_5_advanced\exercise_files to the My
Documents\PageMaker 6.5 Advanced Samples folder. If these files have been copied to
your network server, then ask your trainer/supervisor for more information about how to copy
these files to your PC’s hard disk.

¢ Notes for tutors:
The above instructions are for Windows 95 - and for Windows 98 that has not been set-up for
a multi-user environment (with individual profiles). The instructions above may also require
modification within a Windows NT environment. Where possible pre-install the relevant work
files prior to use by students/delegates.
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Working on Books

Building a Book List

o Use Windows Explorer to create a folder called PageMaker 6.5 Advanced Work Folder in
the My Documents folder.

e Use Windows Explorer to create folders called For Output and For the Web in the
PageMaker 6.5 Advanced Work Folder.

e Launch PageMaker 6.5 and open the Table of contents.p65 file from the PageMaker 6.5
Advanced Samples folder:

‘

e Press the Ctrl + Shift + P key combination to display the Document Setup dialog box, and
click the Numbers button:

Mumbers. . |

e Select the Lower Roman radio button from the Style options, and click the OK button.
e Check the Restart Page Numbering checkbox, and click the OK button. Notice the applied
page number style in the bottom-right area of the document:

Table of Contents i
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From the main menu, choose Utilities > Book to display the Book Publication List dialog
box.

Note: In the Files/Directories list, navigate to the PageMaker 6.5 Advanced Samples
folder so that all .P65 files appear in the list. You can do this by double-clicking on the
correct drive letter (for example, [-c-]) and the appropriate folders until the desired files are
shown:

B ook Publication List

\_H
=
%]

Path: ...

Cancel
Files/Directories: Book list:
Chpter 2 PES _ Inset | Eﬁg'tzf{_g%gtents.pa!
ggglt:rj.ggr?tents _EE!mI:we | Emch ter 2. PES
[-a-] Move up | %
EE% ;I fil e gh:uwnl
Auta renumbering:  © Hone o~ NEHthdpagE

" MNextpage { Mest even page

Double-click the Chpter 1.p65, Chpter 2.p65, and Chpter 3.p65 publications to insert them
into the Book list

OR use the Insert button, to insert the Chpter 1.p65, Chpter 2.p65, and Chpter 3.p65
publications from the Files/Directories window, into the Book list window.

Note: The Table of Contents.p65 will automatically be inserted into the Book list for you.

Select the Next odd page radio button from the Auto renumbering options.
Click the OK button and click the Yes button when the Auto renumbering prompt appears:

Adobe PageMaker 6.5 |
Auto renumbering iz zelected.
Do you want to update the page numbers of all the publications in the book: list now?

ﬂc.|

Note: If the Printer warning window appears, from the main menu, choose File > Document
Setup and select your printer from the Compose to printer list.

Press the Shift + Ctrl + S key combination and save the file as TOC Book1.p65 into the
PageMaker 6.5 Advanced Work Folder.
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Creating a Table of Contents

e Still in the TOC Book1.p65 file, from the main menu, choose Utilities > Create TOC, and
apply the following settings to the Create Table of Contents dialog box:

Create Table of Contents |

Title: advanced Cantents
I™ Eeplace evisting table of contents Cancel |
¥ Include book publications

[ Include paragraphs on hidden layers

Format: € Mo page number

" Page number before entry

* Page number after ety

Between entry and page number: IAt

Title - Advanced Contents

Include book publications - Checked

Include paragraphs on hidden layers - Unchecked
Format - Page number after entry

Between Entry and Page Numbers - At

e Click the OK button and place the Loaded Text icon onto the page.
e Click the Ctrl + S key combination to save the publication.
e From the main menu, choose File > Close to close the document.
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Libraries

Using the Library

Open the Chpter 1.p65 file from the PageMaker 6.5 Advanced Samples folder.
Note: If the Libraries palette is already open when you launch PageMaker 6.5, close the
palette by selecting the X at the far right of the Library palette:

From the main menu, choose Window > Plug-in Palettes > Show Library.
From the Library palette menu, select the Open Library option:

Mew Library, ..

Fl
Claﬁihrary

Search Libratw ..

& i |

Remowe IkenT. . .

Shics &l iEems
Edit item after adding

-

Mo library

Displaw images
Display names
v Display bath

e Open the Advanced Library.pml file from the PageMaker 6.5 Advanced Samples folder.
e From the main menu, choose File > Place and place the Bee on snflwr.tif and the
Butterfly.tif files, from the PageMaker 6.5 Advanced Samples folder, into the publication.

Note: You will have to place each file separately. If you receive a prompt about the size of
any of the pictures, click the Yes button:

Adobe PageM aker |

@ File: Butterfly. tif

The araphic in the linked file would occupy 280 KBytes
in the publication. Include complete copy in the publication
armaays
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e From the Library palette menu, make sure the Edit item after adding option is unchecked:

i;ﬁ I|

Mew Libran...
Cpen Library...
[Elmze [LiErany

Seanch Liaran...
B ermowve [ten...

S how all tems

Y —————
No Tibrary + I ) Edit item after :||:||g
Dizplay images

Dizplay namesz
v [izplay bath

o Select the Bee on snflwr.tif picture in the publication and press the plus (+) button on the
Library palette to add this item to the Library.

e Select the Butterfly.tif picture in the publication and press the plus (+) button on the Library
palette to add this item to the Library.

o Delete both pictures from the publication page.

o Select the Untitled-1 item (Bee) in the Library.

e From the Library palette menu, select the Remove Item option, and click the OK button
when the error prompt appears.

e Double-click the Untitled-2 item (Butterfly) and enter the following into the Item information

dialog box:
Item information |
LT R B utterfly
! e Author: |Juhn Doe | _Qan-::el |
&‘ Date: |1;u1 /2000 |
Kepwords: Dezcnption:

- -

Title - Butterfly
Author - Your Name
Date - Current Date

e Click OK button.
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o Select the Butterfly item and drag it onto the publication page 3.

e Move the placed picture to the lower right corner of page 3 and snap the picture to the right
and bottom margins.

e From the main menu, choose Window > Plug-in Palettes > Hide Library.

e Press the Ctrl + Shift + S key combination and save the file as Chapter 1.p65 into the
PageMaker 6.5 Advanced Work Folder.
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Advanced Plug-ins

Counting Words

o Close the Chapter 1.p65 file and open the Chpter 2.p65 file from the PageMaker 6.5
Advanced Samples folder.

e From the main menu, choose Utilities > Plug-ins > Word Counter.

o Examine the results and press the Close button.
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Tables

Exporting Tables

e Minimize PageMaker 6.5.

e Launch Adobe Table 3.0 (this application is installed as a part of PageMaker 6.5 typical
installation) and click the Cancel button when the New Table dialog box appears.

e Open the Advanced Table.tbl file from the PageMaker 6.5 Advanced Samples folder:

Q N | |-I ' |2 ' |3 N | |4 N | |5 ' |E ' |?
3 1 i
] -
BE 3 4 5 6 7 8 9
_: 10 11 12 13 14 15 16
2
E 17 18 19 20 21 22 23

e From the main menu, choose File > Export > Graphic.

o Navigate to the PageMaker 6.5 Advanced Work Folder and enter February 2002.eps into
the File Name field.

o From the Save as type drop down list, select EPS (Include Fonts) and press the Export
button.
Choose File > Exit to close Adobe Table 3.0.
Maximize or Restore PageMaker 6.5.

e Press the Ctrl + D key combination and open the February 2002.eps file from PageMaker
6.5 Advanced Work Folder and place it into the publication.
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item to the Library.

enter the following information:

PageMaker 6.5 Advanced

With the placed EPS file selected, press the plus (+) button on the Library palette to add this

Double-click the new item in the Library palette to open the Item information dialog box, and

Item information
Title: |Fehruary |
@
| Author: |<_1,luur Mame>» | _Eant:el I
Date: |<Date} |
Keywords: Description:

|

-

Title - February
Author - Your Name
Date - Current date

Press the OK button, and then delete the

placed image from the publication page.

Press the Ctrl + Shift + S key combination and save the file as Chapter 2.p65 into the

PageMaker 6.5 Advanced Work Folder.
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Advanced Type

Using Tracking

o Close the Chapter 2.p65 and open the Chpter 3.p65 file from the PageMaker 6.5 Advanced
Samples folder.

o With the Text tool selected, place the cursor into the body of text and press the Ctrl + A.

¢ Note: If the Control palette is already open when you launch PageMaker 6.5, close the
palette by selecting the X at the far left of the Control palette:

e From the main menu, choose Window > Show Control Palette.
o From the Control palette, select the Very Tight option from the Tracking drop down list:

Arial v|E|E|IT!:.| hl LT * |FFE=: 0
NIB[Z[UR[B[c[CIZ]F] EEwE [10.8 |~ |EFE(Mo Track [=E 2% 10 in
Yery Looze

Loose
Mormal
Tight

e Press the Ctrl + Shift + S key combination and save the file as Chapter 3.p65 into the
PageMaker 6.5 Advanced Work Folder.
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Advanced Color

Turning off CMS

e From the main menu, choose File > Preferences > General.
¢ Inthe Preferences dialog box click the CMS setup button:

Preferences Ed

Meazurements in: (]

Wertical uler: |Inches = paifits Cancel

Lapout problems: [~ Show loozedtight lines Mo
[~ Show "keeps" violations
Map fonts...
Graphics display: € Gray out E

¥ Standard CHS zetup...

" High resalution

i

Contral palette Save oplior: % Faster

Horizontal nudge: [0.01 IInches =l ™ Smaller

Yertical nudge: IU.U'I Ilnches j Guides € Frant
[~ Usze "Shap to" constraints " Back

¢ Within the Color Management drop down list select the Off command and click the OK
button twice to return to the publication:

Color Management System Preferences

H
=
x|

Color Management; | Off

o " . Cancel

W [~ Embed profiles in documents 4|
™ Manage composites on printer

New ltems Use: INone j" ™ Use extra memory to improve performance

— Fodak ICC Settings

b amitor Simulates:

%E

Fanitor: INEE bultiSync Garmma 1.5 Manitor

Lef Lol

Composite printer: IEF'SDN Styluz COLOR 740

Separationz prinker; ILight GCH 300 UCR CMY'K. Euro Positive F'rtﬂ

RGE Image Source: INEC bultiSync Gamma 1.5 Manitor

Le]

ChYE. Image Source: ILight GCH 300 UCR CMY'K. Euro Positive F'rtﬂ

Color Proceszor w3.43 Toolkit +1.8.1
[C) Copyright E aztman Kodak Co. 1551 - 1996

F.odak Digital Science ICC CMS 1.0 ﬂ
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Scripts

Applying Scripts

o Close the Chapter 3.p65 publication and open the Chapter 2.p65 file from your PageMaker
6.5 Advanced Work Folder.

o Note: If the Master Pages palette is already open when you launch PageMaker 6.5, close
the palette by selecting the X at the far right of the Master Pages palette:

‘ Master Pages -, ﬂ

e Press the Ctrl + Shift + 8 key combination to display the Master Pages palette:

Master Pages ™, ﬂ
[l [Mane]

[Document baster]

Applying...ster Page | B I i) I‘é

o From the Master Pages palette, double-click the Advanced Book master page to open the
Master Page Options dialog box.

¢ Inthe Column Guides section of the Master Page Options dialog box, make the following
changes:

Columf Guides —

Colurnns; |2 |2
Space between: ID.EE inches ID.25 inches

v Adjust layout Cancel | ak, I

Left Master Column - 2
Space between - 0.25 inches
Right Master Column - 2
Space between - 0.25 inches
Adjust Layout - Checked

e Click the OK button.
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Note: If the Scripts palette is already open when you launch PageMaker 6.5, close the
palette by selecting the X at the far right of the Scripts palette:

Installed Scripts ﬂ

From the main menu, choose Window > Plug-in Palettes > Show Scripts.

Using the Pointer tool, select the two columns on page 15.

From the Scripts palette, click on the arrow next to the Run Plug-ins script folder and
double-click the Balance Columns script:

Installed Scripts 3

B [0 OMLIME |
B [T PRINTING
i [:] Run Plug-inz

€5 #dd Contd Line...

@ Balance Columns._. k
€5 Build Booklat...

@ BEullets & Mumbering...

@ Drap Cap...

@ Grid Manager...

@ Keyline...

@ Funning Headers...

d

V7

¢ From the Balance columns dialog box, select the following options:

Balance columns

Alignment:
m
-]
Add leftover lines:

]

Cancel

|Ir:
-

Alignment - Bottom
Add leftover lines - Right

Click the OK button.
Press the Ctrl + S key combination to save your work.
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e From the Library palette, select the Butterfly item and drag it onto page 15.

e Select the placed picture and press the Ctrl + Alt + E key combination to open the Text
Wrap dialog box.

e Enter the following into the Text Wrap dialog box:

Text Wrap |

YWrap optian:

iy
% Cancel |
Tt flow
ey [t
||

Standaff i inches:

Left [25  Right [25
Top F Battarn [ 25

[ whap text on same layer only

Wrap option - Middle icon
Text flow - Right icon

Left Standoff - 0.25

Right Standoff - 0.25

Top Standoff - 0.25
Bottom Standoff - 0.25

Click the OK button.
From the Control palette, set the image to 90.9% of its original size:

E B3 = (4. 375 in GIFw2.625 in 90.9% ||
& EIE Y [4.504 in =IFIH [4.004 in 90.9%

The Second Levels | }]
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e Place the picture at the top right corner of the second column on page 15:

e Go to the page 24. Notice the text on the right column is now flowing of the publication page.
Next you will adjust this text to fit the right column and place the remaining text onto page 25.

e Using the Pointer tool, select the text in the right column on page 24.

o With the Text Block selected, click bottom Windowshade handle that is flowing of the
publication page and drag the Windowshade handle towards the bottom margin of the
column:

*>
—= I
a

e Click the Red Arrow on the bottom Windowshade handle to transform the pointer into a
Loaded Text icon:
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Place the Loaded Text icon at the top left corner of the left column of page 25 and click the

[ )
mouse button to place the loaded text:

From the Library palette, select the February item and drag it onto page 25.
From the Control palette, set the image to 106.7% of its original size:

I
EE % [0.5 in EEwW7.5 in 106.7% EE & [0
[=I=1% 9. 875 in [=I=IH [3.409 in 106. 7% ==+ [0*
Raus~ Sn =

THJ [EE R

E.iJ L~ M H L Ll T s I'u"'u'EL MR
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e Place the picture at the bottom left corner of the page margins on page 25:

|
u

u
H

e Select and right-click page 26 icon, and select the Remove Pages option to remove page
26:

Add Twao Pages
Insert Pages...
Remove E:n ges...

e Press the Ctrl + S key combination to save your work.
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Prepress Fundamentals

Saving for Service Provider

o Still in the Chapter 2.p65 file, from the main menu, choose Utilities > Plug-ins > Save for
Service Provider.

o From the Save for Service Provider dialog box, click the Package button.

e From the Include section, check the Copy fonts option, and select the All radio button.

o From the Report type drop-down list, choose Formatted (.p65) to save the report as a
PageMaker publication.

o Click the Notes button to enter the following contact information:

Printer Instructions |

— Contact details | oK I
Mame: |<Yuur name here> | |
Cancel
Company: |<Eleate a Company>» | " Emulsion
Address: 124 Couseware Ave. ;I . HP
—Page image ——
i+ Megative
LI " Positive
Telephoneit|555-5555 | Drientation ——
{+ Mormal
Faxit: |555-5511 | L__ Transverse
Special notes: Media type: IFiIm LI Add._. |

Name - Enter your name

Company - Create a company name or Use the name of the School
Address - 123 Courseware Ave.

Telephone - 555-5555

Fax - 555-5511

Emulsion - Down

Page Image - Negative

Orientation - Normal

Media Type - Film

e Click the OK button.
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e Specify the For Output folder in the PageMaker 6.5 Advanced Work Folder as the location
to save the files to:

Save As |
Save in:l — For Output [% j ﬁl

File rramme: IEhapter 2 pEA Save

Have g [UEe I j Cancel

[l

| Fiziude
MHaotes...
’7|7 Copy fontz: = Al  Tepel 7 TiweType

r IJpdate linkz in source pub before

[ &uto open package report e o

R epart type: IFnrmatted [.PER] j
[ Include Hidden Layers

Click the Save button to begin packaging the publication.
Click the Close button in the Save for Service Provider dialog box to return to the
publication.

e Press the Ctrl + S key combination to save your work.
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Paperless Printing

Creating a PDF

Note: Please make sure that you have the Adobe Acrobat installed on your machine, before
creating a PDF file.
Still in the Chapter 2.p65 file, from the main menu choose File > Export > Adobe PDF and
enter the following into the Export Adobe PDF dialog box:

—wWorkflow | Export
= Distill now
¥ Wiew PDF using: |A-::ruhat j| Cancel

Location: d:\Program Filez\Adobe\Acrobat 5. 0VAcrobath

" Prepare PostScript for digtiling separately
¥ Use Distiller's "Watched Directory™ Select... |

Location: Mone selected

¥ Include downloadable Fonts

[ Dvermride Distiller's Job Options Edit._. |

PageMaker's printer style: | Acrobat ﬂ|

Paper size(s): | Same as page size[s) j|

Pages: ' All (" Hanges: | |

PDF Options...

Control._

Save Settings

Load Settings

Rezet Settings

Workflow - Distill now
View PDF using — Acrobat (locate the Adobe Acrobat on your computer)
Include downloadable Fonts - Checked
Override Distiller's Job Options - Unchecked
PageMaker's printer style - Acrobat

Paper Size (s) - Same as Page size(s)
Pages - All

Press the Export button, and enter Full Book.pdf into the File Name field of the Save As
dialog box.
Navigate to the PageMaker 6.5 Advanced Work Folder and press the Save button.
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Web Publishing

Exporting to HTML

e Sitill in the Chapter 2.p65 file, from the main menu, choose File > Export > HTML.
¢ Inthe Export HTML dialog box, select the Untitled1 HTML Document Tile to display the
page Contents:

Export HTML

X
HTML Document Title Contents: PageM aker Pages Export HTML |
‘Untitled1 | |Page 15 = Done I
Page 16
Page 17 Cancel |
Page 18
Page 19
Page 20 New.
Page 21 ;
Page 22 Edit... |
Page 23 N —_—
Page 24 -
P o - Options. . |
—Export Filez To Location
I~ View HTHL
Document. . | F:3AMy Documentsh. . WebiwWeb Book_htm
Graphics. . | F:-AMy Documentsh_ __FolderiFor the Web @I
Background: ™ Mo background graphic is chozen ==
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e Click on the Document button to open the Document Save As dialog box:

Documen Sovehs R
Savein:laFDr the Wweb . j g| _

L=

File name: IWEI:: Book.htm k. |
Save as type: IHTML Files [* htrn) j Cancel |

[~ Save images into this folder

e Save the document in the PageMaker 6.5 Advanced Work Folder\For the Web folder.

o Name the file Web Book.htm and click OK to return to the Export HTML dialog box.

o Click on the Graphics button, and select the same location for the graphics: PageMaker 6.5
Advanced Work Folder\For the Web.
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¢ Click on the Options button to open the Options dialog box and make the following changes:

Options |
[w Approximate layout uzing HTML tablez when exporting pages
Exported page width: (612 j pixels
Cancel |
— Style Azsignments
PageMaker Style HTML Style |
[Ho style] Body Text
Body text Body Text
Caption Heading &6
Hanging indent Unordered List
Headline Heading 1
Subhead 1 Heading 2
Subhead 2 Heading 3
¥ Preserve character attributes
— Graphics
Export az: * All to GIF File Mamez: (" Uze long name
™ All to JPEG i* Usze zhort name [8.3]
" PageMaker chooses ¥ Downszample to 72 dpi

Approximate layout using HTML Tables when exporting pages - Checked
Export page Width - 612 Pixels

Preserve character attributes - Checked

Exports as - All Gif

File Names - Use short name (8.3)

Down sample to 72dpi - Checked

e Click the OK to return to the Export HTML dialog box.

e Click the Export HTML button to export files.

e Launch the Web Book.htm file from your PageMaker 6.5 Advanced Work Folder\For the
Web folder to view the exported file in the Internet browser.

Note: To see examples of finished exercises, please refer to any of the files inside the
PageMaker 6.5 Advanced Samples\Work Folder.
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