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HINDI AND ENGLISH TYPING
ADCA, DCA, CCC, DFA, TALLY

Add
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ALDUS & ADOBE PAGEMAKER
PageMaker was the first desktop publishing program, introduced in 1985 by Aldus Corporation,
initially for the Apple Macintosh but soon after also for the PC. It relies on Adobe Systems'

Adobe PageMaker is the “world's leading cross- platform professional page layout software”.
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Systems. PageMaker was awarded a SPA Excellence in Software Award for Best New Use of a

Computer in 1986
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PageMaker is primarily used for designing and producing publication that requires a combination
of text and graphics. PageMaker has a rich array of facilities to import text and artwork from
within PageMaker itself. PageMaker can handle text better than Illustrator and Photoshop and
PostScript page description language. In 1994 Aldus and PageMaker were acquired by Adobe

other computer application packages, as well as allowing you to generate these directly from
also give you the flexibility of graphic control not available in word processors
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PREVIOUS AND CURRENT VERSIONS OF PAGE MAKER

Aldus PageMaker 1.0 was released in July 1985 for the Macintosh and in December 1986 for the
IBM PC
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Aldus PageMaker 1.2 for Macintosh was released in 1986 and added support for PostScript fonts
built into LaserWriter Plus or downloaded to the memory of other output devices. PageMaker was
awarded a Codie award for Best New Use of a Computer in 1986. In October 1986, a version of
PageMaker was made available for Hewlett-Packard's HP Vectra computers. In 1987. PageMaker
was available on Digital Equipment's Vaxstation computers.
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Aldus PageMaker 2.0 was released in 1987. Until May 1987, the initial Windows release was
bundled with a full version of Windows 1.0.3; after that date, a "Windows-runtime" with no task-
switching capabilities was included. Thus, users who did not have Windows could run the

application from MS-D0OS
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Aldus PageMaker 3.0 for Macintosh was shipped in April 1988. PageMaker 3.0 for the PC was
shipped in May 1988 and required Windows 2.0, which was bundled as a runtime version. Version
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3.01 was available for 0S/2 and took extensive advantage of multithreading for improved user
responsiveness.
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e Aldus PageMaker 4.0 for Macintosh was released in 1990 and offered new word processing
capabilities, expanded typographic controls, and enhanced features for handling long documents.
A version for the PC was available by 1991.

Aldus PageMaker 5.0 was released in January 1993.
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Adobe PageMaker 6.0 was released in 1995, a year after Adobe Systems acquired Aldus
Corporation
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Adobe PageMaker 6.5 was released in 1996. Support for versions 4.0, 5.0, 6.0 and 6.5 are no longer
offered through the official Adobe support system. Due to Aldus' use of closed, proprietary data
formats, this poses substantial problems for users who have works authored in these legacy
versions
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Adobe PageMaker 7.0 was the final version made available. It was released 9 July 2001, though
updates have been released for the two supported platforms since. The Macintosh version runs
only in Mac 0S 9 or earlier; there is no native support for Mac 0S X, and it does not run on Intel-
based Macs without Sheep Shaver. It does not run well under Classic, and Adobe recommends
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that customers use an older Macintosh capable of booting into Mac 0S 9. The Windows version
supports Windows XP, but according to Adobe, "PageMaker 7.x does not install or run on Windows
Vista."
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PAGEMAKER AS DTP SOFTWARE

PageMaker is one of the first Desktop Publishing (DTP) software introduced three decades ago. It
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is a page layout application, commonly used in the Print Media, Publication Industry, Advertising,
Graphic Designing and every other domain where paper printing is a common practice
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ATTRIBUTE SETTINGS

Tools
UNDERSTANDING PAGEMAKER TOOLS

TOOL BOX
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Toolbox contains all the tools used to create a publication in PageMaker. Choose Window and
select Show Tools to display the toolbox. The individual tools will be explained in detail.
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ZERO POSITION
Zero Position allows you to set the zero position on the screen. Zero position is the position, where

both the top and the left side rules are at zero. By Zero positioning all measurements in the pages
are made relative to this point. Click it and drag it to anywhere on the workspace to set it as the

Zero Point.
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Pointer Tool
Rotate Tool

Graphic Tool
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TEXT TOOL

Text Tool is used to edit and select text and insert text frames. Click the text tool and click

e
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i# Adobe PageMaker 6.5 - [Untitled-3]
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Pointer tool is used to pick, drag and drop graphics and text.
<A BT YT AHa 3R TR DI g, Wi 3R Bl & o [ Srar g
anywhere in the document and start entering text. The text tool is creating a free flowing text box
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ROTATE TOOL

Rotate tool is used to rotate text and graphic objects. Click the rotate tool. Then click on the object
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reference point and drag to rotate the object.
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Rotation Lever
—— Rotation Tool
Cwrsor

CROP TOOL
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CARCHIC

The Crop tool is used to crop imported graphic images to the required size. The crop tool only
works on TIFF type of images. Click on the tool and, drag the image handles, to crop the image.
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drag to draw a line in any direction
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Oblique Line is used to draw slanting lines. To draw a line, click the oblique line tool, click and
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Box tool is used to draw a box. Click and drag to draw a Box in any direction.
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enclosed by the rectangular frame, then select the text tool and click inside the drawn frame to

Rectangle Frame is used to type text inside a box. First select the tool and draw the area to be
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tool, click and drag to draw a circle on the document.

Thd T DT STANT Tehd T HUSTHR UThdh S o forg foam STt |1 U 9 a1 <idgd s9F &

foT, T BT 99 &<, Txaas IR U g S o (o foad He 3R Tid |

LLd
-
-
=
-
(72
=
O
=
o
S
-
oJ
oc
LLl
-
-
o
=
O
O
<
=
oc
<
L
w

Circle tool is used to draw a circle or elliptical graphic. To draw a circle or an ellipse, select the
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the frame and then click inside with the text tool to start entering text. The entered text will be
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Circular Frame is used to type text
constrained to the circular frame.
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Polygon tool is used to draw a shape with more than four sides. You can modify the polygon by
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Polygon frame puts the text inside the polygon. Select the polygon frame tool, draw a polygon
then select the text tool and click inside the frame to enter the text inside the frame, to enter the
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text inside the polygon frame.
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documents. It helps you to easily navigate in a large page. To move a screen, just select the hand

Hand tool is used to move the screen. This tool is very useful when you are working with large
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tool and click and drag the page to view different parts of the page.
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ZOOM TOOL

Zoom tool allows you to zoom in and out of the document view. By default the zoom tool will be in
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the Zoom-in mode. To zoom out of page select the zoom tool and press control and click in the

document window with the zoom tool.
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The Styles Palette is used to apply styles or to view or edit styles defined for the publication. To
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apply a style, just click a paragraph with the text tool and then click a style name in the palette.

Choose Window and select Show Styles to display the Styles palette.
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The standard menu bar contains all the main menus for File, Layout, Element and other utilities.
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Ruler: The top and left ruler bars helps you to precisely position the cursor, text, and graphics in

the page. The Current Cursor location is shown by two dotted lines in the rulers. The view the

rulers select View > Show Rulers.
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Surrounding the page is an area of white space called the Plasterboard. It is used to store graphics and texts as you
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work. Items you place on the plasterboard are visible from any page and can be selected and moved regardless of
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the page you are currently working on.
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New: New command is used to create a new publication. This command gives rise to a dialog box where you
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define the various options before opening a new page of the publication.
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Open command allow you to open an existing PageMaker file.
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Save: Save command saves the current publication. To save all the open files, press the shift key while choosing
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the Save option
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Revert: Revert command rolls back all the changes made since the last save. It is the same as closing the
publishing without saving and opening it again
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Place: Place command is used to place text and graphics into the publication.
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The Acquire command is used to scan an image into your publication.
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Paste Multiple lets you paste multiple copies of text or graphics
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Paste Special is used to specify the format to use when you paste an object into your publication.
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Export command lets you export you publications into the format you select.
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Insert Object: Insert Object is used to specify the format to be used to insert an OLE embedded object within a
PageMaker publication.
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Edit Story: Edit Story is used to toggle between the word processing mode and the layout mode.
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Sort Pages: When you select Sort Page command, a dialog box appears with all the pages of the publication.

(o (fo (o (fo (o
SOLO 9
oy Wp Py ey ey ep

(o (fo
LA
-y ey

-

You can rearrange the pages in the publication graphically.
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Column Guides: Column Guides lets you divide the pages of the publication into different column of equal size.
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Auto Flow: Auto Flow is used to flow the text onto the pages of the publication on its own from a
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loaded text icon. It flows the text into pages from columns to columns and also adds pages on its own
depending on the availability of text.
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Define Styles: This option will present you a dialog box with the list of styles used in the publication. You can

Frame: Frame has options for frame alignment, position and margins
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Type Menu

Expert Tracking
Horizontal Scale
Alignment

Define Styles, ..

Indents/Tabs..
Hyphenation...

Tvpe Style
Character...
Paragraph.

Link Options is used to define whether the linked text or graphic is to be

ts: Align Objects lets you aligh multiple objects relative to each other.

LLd
-
-
=
-
(72
=
O
=
o
S
-
oJ
oc
LLl
-
-
o
=
O
O
<
=
oc
<
L
w

jec
ions

SHARMA COMPUTER & TYPING INSTITUTE

foip faeul &1 IuanT gg uRHuId S & forw fovar smar g o foies fosw 7 ures ar onfthes &

X3 BT IRAT B F 31T Th gOR & ITUef Hs a3l H1 TRRAT HR Ihdl ¢ |
ITIRT & TH1RA 3R I MG & 1Y 3rera fobar ST g a1 e |

updated along with the publication in use and also its frequency.

Align Ob
Link Opt

o Mo o Mo do Mo Mo Mo Mo fo fo
SO DDDOD

n
»
1Y
»
T
»

[0
©
o
€

(D
©

o o Mo Mo Mo Mo Mo do Mo do do do Ho do So do Ho Mo do do do Mo do Mo Mo fo Mo
DD DDDDDDDDDDOGDDDDDDODYD

[
§




o do o Mo Mo Mo do Ao JHo do do do JHo do Ho do o do JHo do S0 do o o Jo do o Ho do o Mo do do do Mo do o do do do o do So Mo
R S S S S S S S S S S S S S S S S G G S S G GGG GGG DG D

PAGEMAKER
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PageMaker as additions.
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Plug-ins: Plug-ins has a list of sub commands, which lists out the various plug- INS, which have been included with

m
Rounded Cormners. ..

Strokes
il and Stroke. ..
Arrange
Text Wrap...

e
Polygon Settings. ..
Limk Options. ..
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Save For Service Provider...

Running Headers & Footers
Word Counter

Global Link Options...
Publication Converter. ..
QuickTime Media. ..

Create Color Library...
Grid Manager...

Drop cap...

Add cont'd line...
Balance Columns...
Build Booklet...

Bullets and numberinag...
Change Case...

EPS Font Scanner...

Display Master Items: Display Master Items toggle the display of items from the master pages to be reflected in the
current page of the publication.
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Index Entry...
Show Index...
Create Index...
Create TOC,..
Define Colors. ..

Utiiities
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Snap to Rulers
Zero Lock
Hide Guides

v Display Non-Printing Items  Alt~N
Hide Rulers

v Snap to Guides
Lock Guides
Hide Scroll Bars
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Show/Hide Control Panel toggles the display of control panel on the screen
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Show Colors: Show/Hide Colors Toggles the display of the Color Palette on the screen.
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Display Non-Printing Items: Display Non-Printing items toggle the display.of non-printing items.
How Tools: Hide/Show tools toggles the display of PageMaker toolbar.
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Window Menu

Hide Tools

Hide Control Palette
Show Colors

Show Styles

Show Layers

Show Master Pages
Show Hyperlinks
Plug-in Palettes

[ vindow |
Arrange Icons

Show/Hide Master Pages toggle the display of the Master Pages Palette on the screen.

Show/Hide Hyperlinks toggles the display of the Hyperlink Palette on the screen.
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Show/Hide Layers toggles the display of the Layers Palette on the screen

LLd
-
-
=
-
(72
=
O
=
o
S
-
oJ
oc
LLl
-
-
o
=
O
O
<
=
oc
<
L
w

/g
O fRam/Fumd ThiF R AReR U9 Udie & UeRH & eid &

Show Style: show/Hide Styles toggles the display of the Styles Palette on the screen.
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Margins are defined in the Document Setup dialog box, when you first create a publication,
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20 columns per page. Column guides control the flow of text and represented by dark blue lines.
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and are applied to the Document Master page. These are represented by pink lines
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Column Guides: Column guides serve as boundaries for text you place within them. You can have as many as
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SHIFT + F2
SHIFT + F3
SHIFT + F4
SHIFT + F5
SHIFT + F6
SHIFT + F7
SHIFT + ALT + F1
SHIFT + ALT + F2
SHIFT + ALT + F3
SHIFT + ALT + F4
SHIFT + ALT +F5
SHIFT + ALT + F6
SHIFT + ALT + F7

& foru I foou o § 1 U= |

N

A

SIXIAd R

Rotation tool
Line tool
Rectangle tool
Ellipse tool
Polygon tool
Hand tool
Text tool
Cropping tool

KEYBOARD SHORTCUTS

publication and are represented on the screen by Light blue lines
Constrained line tool
Rectangle frame tool
Ellipse frame tool
Polygon frame tool
Zoom tool
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Ruler Guides: Ruler Guides are also nonprinting guidelines which primarily used to align. Objects in the
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CTRL+N
CTRL+O
CTRL+W
CTRL+S
SHIFT + CTRL + S
CTRL+D
SHIFT + CTRL + D
CTRL +P
SHIFT + CTRL +P
CTRL +K
CTRL+Z
CTRL+ X
CTRL+C
CTRL+V
CTRL+A

PageMaker Shortcut Keys FILE MENU

Select all

PageMaker Shortcut Keys EDIT MENU

Document setup
General Preferences
Quit PageMaker
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PAGEMAKER

SHIFT + CTRL+ A
CTRL+E
CTRL+W

ALT+CTRL+G
PAGE UP
CTRL + PAGE UP
PAGE DOWN
CTRL + PAGE DOWN

CTRL + SHIFT + B

CTRL + SHIFT + 1

CTRL + SHIFT + U

CTRL + SHIFT +K

CTRL + SHIFT +/

CTRL + SHIFT +\
CTRL +\

CTRL + SHIFT +V

CTRL + SHIFT + SPACEBAR

TYPE MENU

Deselect all
Edit Story / Edit Layout
Close Story (Story View)
Go to Page
Move to Previous Page
Move to Next Page
Go Forward
Underline
Strike Through
Super Script
Sub Script
Normal formatting

Ll
-
>
=
-
(Vs
<
O
= 5
= =
- LU
o3 =
o =
L -
- O
= >
2 3
=
@)
@
<
=
o
<
X
(Vs

SHARMA COMPUTER & TYPING INSTITUTE

o o Mo do fo Mo Mo Mo Mo do do do Ho do So Mo So do do do do do Jo do do Mo do do do do Mo do Ho do fo do Jo do Jo Mo Jo do Mo o
BRGSO DDDDDDDDDDODDDDDDDDDDDODOOY




o do o Mo Mo Mo do Ao JHo do do do JHo do Ho do o do JHo do S0 do o o Jo do o Ho do o Mo do do do Mo do o do do do o do So Mo
R S S S S S S S S S S S S S S S S G G S S G GGG GGG DG D
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CTRL + SHIFT + X
ALT + SHIFT + A
CTRL + SHIFT +Q
CTRL + SHIFT + X
CTRL+T
CTRL + M
CTRL +1
CTRL + SHIFT + >
CTRL + ALT + >
CTRL + SHIFT + <
CTRL + ALT +<
CTRL + SHIFT + L
CTRL + SHIFT +C
CTRL + SHIFT +R
CTRL + SHIFT +1J
CTRL + SHIFT +F

INCREASE FONT SIZE
DECREASE FONT SIZE
ALIGNMENTS

Auto Leading
Expert Tracking (No track)
Horizontal Scale (Normal)

Character
Paragraph
Indent Tabs
Next standard type size
Next standard type size
Align left
Align Center
Align Right
Force Justify
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CTRL+3
CTRL+ U
CTRL+ U
ALT+CTRL+F
SHIFT + ALT+CTRL+F
ALT + CTRL +]
SHIFT + CTRL +]
SHIFT + CTRL + [
SHIFT + CTRL+ E
ALT + CTRL+E
CTRL+G
SHIFT + CTRL+ G
CTRL+L
ALT+CTRL+L

Define Styles
Fill & Stroke
Attach Content
Frame Option
Change to Frame
Next Frame
Bring to Front
Bring Forward
Send Backward
Send to Back
Align Objects
Text Warp
Lock Position
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CTRL +6
SHIFT + CTRL + 6
CTRL +HOME
CTRL+9
CTRL +END
CTRL+3
LEFT ARROW
CTRL + LEFT ARROW
RIGHT ARROW
CTRL + RIGHT ARROW
UP ARROW
CTRL + UP ARROW
DOWN ARROW
CTRL + DOWN ARROW
CTRL + ALT +]
CTRL + ALT +[

MOVING THE INSERTION POINT
To beginning of line
To beginning of sentence
To beginning of story
To end of line
To end of sentence
To end of story
Left one character
Left one word
Right one character
Right one word
Up one line
Up one paragraph
Down one line
Down one paragraph
Go to the next frame
Return to the previous frame
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How to Create a Document in Page maker

After getting acquainted with PageMaker, you can use it to publish a publication which we also call Document. It is
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D
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ready to be prepared, for this, we first open a new blank document, then we put the text, pictures etc. according to
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our requirement, thus a complete document is prepared which we get printed on a printer.
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PAGE SIZE AND PAPER SIZE
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Paper size is the actual size of the paper and Page Size is the printable area of the page. The Page size is the area
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enclosed by the page margins.
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COLOR PALETTE

The control Palette displays the properties for the selected paragraph, character or object. It is a sort of shortcut to
the object, text, and paragraph properties. Choose Window and select Show Control Palette to display the Control
palette.
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Rotate, is used to rotate the selected object around an axis. The center of rotation is set as the object’s

o Tafd a%g BT x AT y-3fef & Wiy Ufafafd axal §

position, size, scaling, cropping, printer resolution, and rotating, skewing and horizontal and vertical reflection
=101 Ued o ol axg &1 99 foran ST § | avg & T[0T ! UG Rid &-dl & o o day fag,

The control Palette when it has an object selected displays the object properties such as the reference point,

XY position: sets the horizontal and vertical position of the upper-left corner of the currently selected object.
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Height/width: sets the height and width of the currently selected object, either numerically in inches or in

Mirrors the currently selected object along the x or y-axis.
percentage of the current size.

center and exact measurements can be used.
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Control Palette in Character Mode

The Character Palette is displayed when the text tool is selected. It has options for changing text styles, size,

g~
@

(LY
L
(Y
&

e
&
&

e

&
L
&

e
&

-’
-

-’
-

-
-

-
-

EHEH H G

=
&

e
&
-y e

[
&

e
¥ %”
-y

(LY
&
-y ey

leading, tracking, width and Deming. There is a toggle button to shift between paragraph view and character view.
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Kerning: Text Kerning adjusts the spacing between characters in text. It is selective, so you can adjust just one or
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two characters, or whole sections of text, Negative numbers move characters closer together, whereas Positive
numbers space them out.
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Leading: Text Leading adjusts the spacing between lines of text. This is applicable on line-by-line basis. Positive
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and Negative number have the same effect as they have on Kerning, except that the spacing is between the lines of
text.
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Tracking: Text Tracking adjusts how closely characters follow each other. Very tight tracking brings text closer
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together, very loose spreads it out a bit.

TG S febTT THITT Bl § 3 318R Teh-gaR &1 fbd- IRIb! T SITHRUI B & | g o SfpiT
U6 & T 1Y Tl 8, 984 elclt 39 UST aTex Hhal g

&
e
&

P
LA

3
e gfa
SO

&
&

P
A
(LY
P

e o
LA

Size: Text Size adjusts point size of text.
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Position: Text Position adjusts the placement of the text on a given line. Positive Numbers move the text into a

super text position (above the line), and Negative numbers move it into a subtext position (below the line).
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Width: Text Width adjusts the character width and does not affect height. The larger the percentage, the wider
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the word. Percentages over 100% make it proportionate larger than standard sizing, fewer than 100% make it
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Control Palette in Paragraph mode

The control palette displays options for the paragraph style, alignment, indents, spacing, grid spacing and grid
alignment
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COLOR PALETTE

The Color Palette is used to apply colors or view the name or kind of color applied to the selected
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text or object. The buttons stroke, fill or both, can be used to change the color of the graphic
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object and Object level. Tints allow you to have variations of the same color. To apply a color to a
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