Adobe PageMaker

Adobe PageMaker: Adobe PageMaker (formerly Aldus PageMaker) is a desktop publishing computer
program introduced in 1985 by the Aldus Corporation.. It is used to design and produce documents that

can be printed for example I-card, Marriage card, pamphlet, newsletter etc.
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Adobe PageMaker

Step to create new page

*0

Shortcut: ctrl + IN

Step to save a new page

% Step 1: Click on File Menu and then click on New

S Adobe PageMaker 7.0 - [Untitled-2]

File Edit Layocut Type Element
IE New... AN
Open... ~0

%+ Step 1: Click on File Menu and then click on Save As

I
Shortcut: o + |9

[ File Edit Layout Type

Elerment

Utilities View

[ Save Publication: Untitled-2

Save in ]:'PIE!ums

Name
Camers Roll
Flazhintegro
Saved Pictures
Screenshots

<

File name |My document

Save as type: I‘Pubhcatlon

| Copy:
= No additional lles
7 Files required for remote printing
P

-

_:] - 3 :f: v L
Date modified Ty
17-01-2019 10:56 .., Fi
01-04-2020 02:39 ... Fi
17-01-2019 10:56 .., Fi
24-03-2021 04:14 ... Fi

>

Save ,

~| __ Cancel I

Step 2: Give any file name, Save as type Publication and then click on Save

Step to open an existing document

«+ Step 1 : Click on File Menu and
then click on Open ,select your
document, click on Open

Ctrl +

O

Shortcut:

[ File Edit Layout Type Element Utilities View Window Help
B Open Publication >
Look in: |- Desktop j &= £F B
.................................................. .
PMT PMD N
v | =
student student
attendence she... | attendence sheet -
File name: |student attendence sheet part 3
Files of type: |PageMaker Files j Cancel
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Adobe PageMaker

Step to open Document Setup Dialog Box

R/

% Step 1: Click on File Menu and then click on Document Setup

Shortcut: | Ctri + + p

Document Setup oK.

Page size: | Letter j Cancel

Dimenzsions: |8.5 ¥ |11 inches

el

' Mumbers...
Orientation: @ Tall " ‘wide

Options: [v Double-sided [ Adjust layout
¥ Facingpages [ Festart page numbering

Mumber of pages: [q Start page #: 1

I arging

|hzide: inches Outside: |0.75 inches
Top: |0.75 inches Battom: |0.75 inches

T arget output resolution: {300 | dpi

Compose to printer. | Microsoft Print ta PDF an PORTPRC + |

Step to use Fit in window / Actual Size

%+ Step 1: Right Click on mouse and chose Fit in Window or Actual Size

Cirl

Shortcut: + Right click on mouse

Step to Hide/Show Tools:

*»+ Step 1: Click on Window menu and then click on Hide / Show Tools

Step to Hide/Show Guides:

«»+ Step 1: Click on Window menu and then click on Hide / Show Guides

ctrl E
Shortcut: +
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Adobe PageMaker

Step to use Text tool to write:

R/

% Step 1: click on Text tool and click on the Page

% Step 2 : Write Text

Step to show/ hide Control Palette:

«»+ Step 1: click on Window and then click on Show/ Hide Control Palette

Shortcut: Ctrl + "

Times New Roman |v [EE1IT (12 |v| ¢44 No Track [*|EE
N[B7[u @& ICIE|E | EIFk [14.4 |v |EM T [100% |v |EIET4 0 in

Step to incase/decrease font Size:

@,

< Step 1: Select text using text tool.

% Step 2: Click on Type Menu — Size —» Chose Size (eg.6,8,10...)

Or

ctri B .
Shortcut key: i + + | to increase
Ctrl
Shortcut Key: + + < to decrease

Step to move Text:

%+ Step 1: Click on the Text

®

%+ Step 2: Click on Move tool to move the text in the page

Step to Copy & Paste text:

%+ Step 1: Select text, then go to Edit—» Copy
Shortcut key: o + C
«» Step2: Click on the page, then go to Edit —» Paste

Shortcut key: | Ctri + |y
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Adobe PageMaker

Step to use Kerning

R/

< Step 1: Select the text and then open control palette by pressing N +

%+ Step 2: Write any value from -1.0 to 1.0 and then press| gne

Times New Roman v |[ERIT(12 || ees No Track [*|EE=[ v
NBIZUEEECEEERk 144 |+ |E8 T 100% |~ |EF40in

Hide /show Rulers

«+ Step 1: Window — Show Rulers /Hide Rulers

Shortcut key: ik + R

Hide /show Color

« Step 1: Window — Show Color /Hide Color

Shortcut key: cirl + J

=i
[ Stulez ] Colors [»
nm Tink: | 100% | |
<] (Mane]
|:| [Faper]
[Black]
- [ Registratian]
.- 1 [
B cuan EE
[ Green 1 [
I t4agents EE
I R=d HE
[] wellows EE
El o:0:0: 100 | |=1] | i

Step to Change Color of text

®

«» Step 1: Select the text and Right Click on any Color from colors
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Adobe PageMaker

Step to Change Alignment of text

%+ Step 1: Select the text — Click on Type menu — Alignment — Align Right/

Left/Center (Choose as per your need)

Shortcut key: Purpose
Ctrl d
* Shll:l‘ * _L 7 For left alignment
Ctrl + - + R
Shll:l' : For Right alignment
en -+ [shift |+ ¢
- For Center alignment
e+ [Shift] + !
k For Justified alignment
Ctrl + |

Shift

+
|

For Force Justified alignment

Step to make a superscript / Subscript text

%+ Step 1: Select the text and click on Type — Character

Shortcut: Select the text and press | Gtrl + T

Character Specifications

Font: | Timez Mew Roman

Size: m points
Leading: m paints
Huoriz zcale: W i Track:
Color: m Line end: m
Tint: oo «[x

Tupe style: v Mormal [ Italic [ Reverse
[ Bad [ Underline [ Strikethr

nuu_
Caze; =

Superscrpt

el
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Adobe PageMaker

«»+ Step 2: From the dialog box, choose Superscript / Subscript from Position

Step to give paragraph spacing

«*» Step 1: Select the text and click on Type _—3 Character

Shortcut: Select the text and press & + T

Character Specifications ot

Font; Timez Mew Roman 0k

Size: 12 - | points  Position: |N|:urma| - Cancel

Leading: Bk | poin Casze: Im _
Hariz scale! Track: Im Qph&
Colar: |Bla|:k ﬂ Line end: |EBreak -
Tint 00 wfx
Type shyle: |+ Nommal [ ltalic | Reverse
[ Bold [ Underline [ Strikethn
%+ Step 2: From the dialog box, choose any value from Leading (eg. Auto,11, 12,....... 36)

Step to insert shapes

«+ Step 1: Click on Pointer Tool then click on Rectangle Tool, Oval Tool or Polygon Tool

(Any One) and draw on the page.

£

EERNEE
EEEERE
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Adobe PageMaker

Step to Color a Shape:

R/

%+ Step 1: Click on Pointer Tool then click on Rectangle Tool, Oval Tool or Polygon Tool and

then click on color.

Step to Copy & Paste shapes:

«+ Step 1: select text go to Edit —» Copy
Shortcut key: i + C
%+ Step2: Click on the page Edit —> Paste

Shortcut key: | Etrl + |y

Step to delete a shape:

@,

%+ Step 1: Select the shape using Pointer tool
<+ Step 2: Click on Edit = Clear

Shortcutkey: | ™  + | Dpelete

Step to group two or more objects:

%+ Stepl: Using Arrow tool Select the two or more objects pressin key of keyboard

@,

« Step2: Elements —» Group.

Shortcut Key: |[Etrl  + |G

Steps to make rounded corner of a rectangle

%+ Stepl: Click on the rectangle using Pointer tool.

«+ Step 2: Click on Elements — Rounded corners Rounded Corners X

% Step 3: Choose any one Rounded corner Design and click w (| (T
on OK. . w
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Adobe PageMaker

Steps to convert a text into upper case

R/

< Stepl: Select the text using Text tool.

% Step2: Utilities—» Plug — ins—» Change case select UPPER CASE then OK

Element = Utilities  View Window Help Change Case
g . .
Plug-ins » Add cont'd line... " lower case _
oK
_ (* |UFPER CASE
Find... AF Balance Columns - m
e i Build Booklet... € Tie Case
. " Sentence case. m
Change... "l Bullets and numbering... / -
Soell B Change Case...
pelling... L
Croata Colorlihen
Or

%+ Step 1: Select the text then go to Type —» Character Then choose All caps under

Character Specifications >

Cancel |

Eont: Timez Mew Roman
Size: m points
m poirits
Hariz scale: W 4

Harmal -

Bosition:

Leading:

Calor: |E=Ian:k ﬂ Line end: |Break -

Tint: 100 vlﬁé

Tope style: W Momal [ [talic [ Reverse
[ Bold [ Underline [ Strikethin

Steps to insert bullet & numbering

®

%+ Stepl: select a text.

®

«+ Step2: Utilities— Plug — ins—> Bullets and numbering

%+ Step3: Select Bullet Style then OK
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Adobe PageMaker

Utilities  View Window Help
Plug-ins » Add cont'd line... E @
Find... = Balance Columns... ||I|l||I|||I|||I|||I2|||I|||I|||I|||I?||I|||I|||I|||I?||I|||I|||I|||I?||I|||I||
Find Mext "G Build Booklet..,
Tz "H Bullets and numbering...
Spelling... AL Change Case...
Create Color Library...
Book...
Drop cap..
M
Index Entry... ¥ EPS Font Scanner...
Show Index... . ;
Glebal Link Options... ..
Create Index... . Nearby Towns of Hojai are:
Grid Manager...
Create TOC... :
Keyline...
Define Colors... Merge Records...
Publication Converter..,
QuickTime Media...
Running Headers & Footers...
Save For Service Provider...
Click here
Bullets and numbering r/
Click here
Bullet style: m
Humbers
Edit._.
ARemove
Range:
” For next: paraqgraphs
" All those with style: | Body text ﬂ|
" Everp paragraph in story
* Only selected paragraphs

Step to Zoom the document

K/

% Stepl: View —» Zoom in
OR

K/

% View —» Zoom To—» 25%, 50% etc....
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Adobe PageMaker

Arrange Objects. (Send to Back/ Front)

R/

%+ Stepl: Select the shape that you want to arrange
++ Step2: Elements — Arrange—» Select Bring to front/ send to Back etc as per your

need.

Insert Image

Element LUtilities View Window Help

Fill > B3 BEIELEI])
Stroke L T ARy AR RN RNy ARER AR
Fill and Stroke... U
Frame b I
Arrange » Bring to Front 5h*]
Align Objects... Sh*E Bring Ferward ]
Text Wrap... Alt*E Send Backward A
Groan G Send to Back Sh*[

r | |

%+ Stepl: Click on File

Shortcut:

[ File Edit Layout Type
ED New.,
Qpen...

Recent Publications

Close
Save
Save As,,,
Revert
Place,,

Acquire
Export.,,

Links Manager,,,

Documaent Setup..,
Printer Styles
Print,.,
Preferences...

Send mail..,

Exit

W Adobe PageMaker 7.0 - [Untitled-1]

Element
AN
AL

W

AS

ShAs

D

Sh D

Shap

Ap

AQ

>

Ctrl

Utilitie:

ki
aliiluts
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— Place now choose the picture and then click on Open

+ D
| &
W A ,
[ File Edit Layout Type Element Utiliti View Window Help
[ Place x
Look in: [ & Pictures I R = s 150
Name Date modified Ty
Camera Roll 17-01-2019 10:56 ... Fi
Flashintegro 01-04-2020 02:39 ... Fi
Saved Pictures 17-01-2019 10:56 ... Fi
Screenshots 24-03-2021 03:30 ... Fi
(Wit=— 17:06-2019 11112 ... PI
<
File name |p|c1
Files of type Ilmpo.nablé Files Sdratase
Kind:  [PNG Image CMS aoulce”.l
Size:  [BK Last modified;  |17-06-201911:12 Place UL, |
Place Options |
(+ Az independent graphic [ Show filter preferences I e
(7 ~ | ( I~
a2 | IV A alopping




Adobe PageMaker

Working with Polygon

Y/
°

Y/
°

Stepl: Click on Polygon Tool using Pointer Tool and draw the image shown in the

picture.

Step2: Click on Element —» Polygon settings

Step3: Now increase Number of sides and Star insets then press OK

Lock an object

@,
0’0

@,
0’0

Stepl: Select the object
using Pointer Tool

Step 2: Element — Lock
Position

Ctrl

Shortcut: + L

Unlock an object

led-1]

Element  Utilities
Fill
Stroke
Fill and Stroke..,

View

Frame
Arrange
Align Object

Text Wrap..,

Group
Ungroup
Lock Position
Unlock

Mask

Unmask
Image

Polygon Settings..

Rouncded Corner

Window Help

?

U

o[ @[] @] e ml[® [ [ w] ?

0f ) 2| 3 | 5|
.I.l.l.l.I.l.l.l.I.l.l.nl.l.l.l.I.|‘l.|.l.1‘In.l.hl.n.l.l.|.|.l.nl.|.l.|.|.|.Iml.l.lml.l.h

«+ Stepl: Select the object using Pointer Tool

++ Step 2: Element — Unlock

Shortcut:

A + | crl

+ L
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Adobe PageMaker

Working with Stroke

<+ Stepl: Select the object pled-2]
Element Utilities View Window Help
using Pointer Tool Fill > H H
Stroke > Custom...
% Step 2: Element — Fill and Stroke... AU MNone
Erame . Hairline
Stroke now choose the .5pt
Arrange » 1pt
desired stroke from the list o Slzse= Sl Lz 2pt
Text Wrap... Alt~E Apt —
of strokes. Frr "G Gpi e—
Ungroup Sh™G Bpt I
Lock Position ~L 12pt I
Unlock Al L 4pt
Mask "6 5pt
Unmask Shae 5pt

Working with Fill

%+ Stepl: Select the object using Pointer Tool

%+ Step 2: Element — Fill now click on the desired Fill options from the list (e.g. Paper,

Solid...)
Elernent Utilities View Window Help

Fill * [~ None

Stroke >

Fill and Stroke... ~lU | Solid |

Frame ’ (LTTTITTITTD

Arrange o [T

Align Objects... Sh™E E

Text Wrap... At E E
R A

orouP ° 77

Ungroup Sh*G m

Working with Column

+ Stepl: Layout —»> Column Guides

+»+ Step 2: Now enter the numbers of column you want ( Eg. 2,3 or 4)
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Adobe PageMaker

Inserting new Page

«» Stepl: Layout —» Insert pages
«+» Step 2: A new Dialog box will be open and then write number of pages (Eg. 1,2,3....) you

want to insert and then press Insert button.

Remove Pages

Insert Pages x
% Stepl: Layout —» Remove pages ge[s] after v | the curent page.
«+ Step 2: A new Dialog box will be open Master page:

and then write number of pages (Eg. |Document Master |

1,2,3....) you want to delete and then [ Setleft and right pages separately

H s .-
click Ok button Cancel ".'
|

g The End g
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