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PageMaker Introduction
	Duration:

· Two Days

Pre-Requisites:  

No previous experience of PageMaker is necessary.  

A basic understanding of a PC or MAC, keyboard and a mouse along with knowledge of MS Windows or the Apple interface is recommended.
Objectives:

· Create a Document
· Work with Text
· Work with Type
· Create Styles
· Work with Images
· Work with Frames
· Use Text Wrap
· Use Columns
· Work with Multiple Pages
· Set Up Master Pages
· Work with Objects
· Create Object Libraries

· Save and Print
	
	Core Topics:

Introduction

Overview of Features

Creating a New Document

Page Size; Margins; Double Sided; Facing Pages

Working with Text

Typing Text between Margins; Typing Text into a Defined Area; Highlighting Text; Importing a Text File; Basic Formatting; Using the Character Control Palette

The Type Menu

Set Width; Baseline Shift; Leading; Tracking; Indents; Paragraph Spacing; Efficient use of Tabs & Rules

Styles

Creating a Paragraph Style; Creating a Character Style; Applying Styles; Editing & Appending Styles

Working with Images

Importing a Graphic; Resizing a Graphic; Cropping & Image; Image Control; Masks

Working with Frames

Typing into Frames; Text Inset; Placing Graphics into Frames; Frame Options; Adding Shading & Borders

Text Wrap

Wrapping Text around a Framed Image; Wrapping Text around Line Art

Columns

Setting Page Column Guides; Widow & Orphan Control; Keep with Next Paragraph

Multiple Pages

Adding & Deleting Pages; Navigating between Pages; Zoom Controls

Master Pages

Setting up & Editing a Master Page; Page Numbering
Working with Objects

Selecting Multiple Objects; Drawing Lines; Duplicating; Copy & Paste; Group, Ungroup; Editing Grouped Objects; Sending to Back & Front; Locking to a Page; Transforming Objects; Colouring using the Colour Palette; Multiple Paste

Libraries

Creating a Library of Objects; Deleting Objects from the Library

Saving & Printing

Save vs Save As; Printing a Document













