


INtroclucttion

Using PageMaker to Create School District
Newsletters was created as a reference guide for
anyone who has willingly volunteered or who has
been “volunteered” as the editor of a school district
newsl etter.

I’ ve taken the information | traditionally present
in workshops and put as much as possible in this
reference guide. PageMaker is avery useful tool to
create newsletters, booklets, brochures and other
print materials. This guide focuses on using
PageMaker to create newsl etters. After you work
with the program, you will be able to use it for other
publications.

Also included in each section are “Quick Tips.” They
aretipsthat | have acquired from using PageM aker
for more than 10 years. | want to share them with you
to make your life easier.

Lynne Browne
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Gathering Your Materials

Before You Sit Down...

In this chapter you will learn:

» What questions you should ask before you begin your
newsl etter

» How to gather and prepare information for your newsl etter

Asking the Right Questions

As editor of your school district newsletter, you need to ask the following
guestions before you start your newsdletter. If you don’t have the answers,
there are two people to ask: your superintendent, and the print shop
supervisor. The superintendent will be able to give you direction asto
quantity and distribution; the print shop supervisor will be able to tell you
information about paper, ink, size, deadlines, photos, etc. Below isalist of
genera questions for you to ask. Thereis also a Newsletter Checklist for you
to copy and use as needed. (See Appendix A.)

You should definitely ask (and get the answer sto) these questions
before you begin:

Who is the audience?

Wheat information will be included in the newsletter?

Where will | get the information?

How many pages will the newdletter be?

Do | need to set up any deadlines?

How will the newsletter be printed?

What is the budget for the newdl etter?

What does the print shop need from me?

How is this newsdletter going to be distributed? (mail, sent home, bulk mail)
How many copies are needed?



The next step isto gather your materials such as articles, artwork and
photographs. If you don’t have time to type all articles, have people submit
thelir articles already typed, or find someone who is a quick typist.
PageMaker can use Microsoft Word documents and other word processing
documents. You may wish to have someone proof and edit the text before
you put the articles into your newsletter. Thiswill allow you to use articles
that might be nearer to the correct length and more accurate.

When people write for a newsletter they use a different “voice.” It is
important to read and edit articles so they all sound like they come from the
same “voice” unless you give a by-line to the author of each article (“ Girls
Volleyball Team Undefeated” - by Liz Borden.) Most schools like to have the
“voice” in third person... “ The school district wishes...” If an article comes
directly from the superintendent of schools, the “voice” might bein first
person. “1 would like to congratul ate the valedictorian and the salutatorian...”

Asthe editor, it is your responsibility to read the articles and make sure the
information is clear and accurate. If you have alist of studentsin your news-
letter (Honor Rolls), make sure you have someone in each school’s office
proof the names for accuracy. You will definitely get calls from mom,
grandma and the next door neighbor if you incorrectly spelled their child’'s
name Cathy instead of Kathy.

This book takes you through the steps you need to set up a newsletter
using PageMaker. You will create a basic newsletter that you can use as a
template for your district newsletter.

If you are going to
list honor rolls in
your newsletter or
any other lists of
student names, type
them in a column in
a word processing
program. Don't tab
the lists across. It's
easier to layout the
information using
columns than work-
ing with information
that has used tabs.
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Getting Started - PageMaker Basics
“OK, I’'m Ready to Fire Up This Program!”

In this chapter you will learn:
» How to create anew file in PageMaker
» What each tool is used for in the toolbox

Creating a New Document

Open the PageMaker program. Once you have started the program,
go to File and drag down to New. Click on New and a pop up menu called
Document Setup appears. (Figure 2.1.) The most common Page Size to
select is Letter. Check to make sure that Orientation: Tall is selected.
Under Options, check the box Double-sided which indicates that your
final project will be printed two sided. Checking the Facing Pages box
allows you to see facing pages on the screen at the same time (page 2 and 3.)
Thisisapersonal preference. If you have a small monitor, you might not like

to see both pages at

the same time.

However, some Document Setup OF
eople like to see

Eotrﬁ)left and right Page size: ILetter j Cancel

pages when they are Dimensions: [5.5 % 11 inches

designing; Origntation; @ Tall  © Wide |

itiseasier for them
move articles and
artwork. Try it both
ways and see what N“m':'e_’ of pages: |4 Start page #: |1
you prefer. M argiriz

Ingide; II:I.F"E inches Outzide: II:I.F"E inches
Top: II:I.?E ihches Botton; I'I ihches

Target output rezolution: {300 | dpi

Optiars: v Double-sided WV Adjust lapout
[V Facing pages ™ Restart page numbering

Compose ko printer: I?DISF'L.-'E.Y an Mone j

Figure2.1



The next thing to choose is Number of Pages. Some school newsletters
have a set number of pages every issue, some vary. For our purposes, | have
selected 4 pages, but you may have 8, 12, 16, etc.

Now set up the Margins. | have selected .75 inches (3/4") on the top and
sides of each page. | set the margin on the bottom as 1 inch. The larger mar-
gin on the bottom will give you extra space to add page numbers and not
interfere with your copy. Your print shop needs a certain amount of white
space in the outside margin area (edge of the page) asa*“gripper.” The print
shop may require less space than 3/4" but you should check with them first.

In most cases,

Once you havefilled out al the information in the Document Setup pages must be
(Figure 2.2) pop up menu, read through it to double-check your choices and kept in multiples of
if all are correct, click OK in the upper right corner. A new, blank file will 4 when creating
now open in PageMaker. Even though you don’t have any text in your new newsletters
document, you should save the file. To do this, go to File and drag to Save. However, there are

exceptions; check

If you have already created a folder/directory with your typed information, _ :
with your print shop!

find the folder and save your newdletter in your folder. (Make sure you give
your newsletter a descriptive name, such as September News 2001.) If you
have not created afile/directory, you can do so now. In the Save pop up
menu is afolder icon, click on that icon and make a new folder, name it
something appropriate and something that you will remember. Another key
here isto remember where you put the folder. (You will be saving photos,
artwork and articlesin thisfolder.)

Document Setup 0.
Pange zize: ILetter j Cancel
Dimensians: IEI.E b |1'I inches
: Murnbers. ..
Origntation: ™ Tall  © wide -

Dptianz: v Double-sided v adiust lapout
¥ Facing pages [~ Restart page numbering

Humber of pages: |4 Start page #: |'|

bd arginz

|nzide: II:I..'-"E inches Dutzide: II:I..'-"E inches
Top: IEI.?E inches Batton: I'I inches

T arget output resolution: | 300 »| dpi
Compoze to printer; I?DISF'LAY an Mone j
Figure2.2



A Brief Look at the Toolbox

Now that you’ ve saved your newsletter (even though it is blank),
we'll have abrief overview of the toolbox. (Figure 2.3)

Pointer Tool Text Tool
Selects, moves and resizes Creates, selects and edits
It is important to text and graphic objects. _ text
SAVE frequently.
PageMakqer doeys not Rotating Tool Cropping Tool
have an automatic Rotates selected text and Crops graphics
Save feature. If your graphic objects I k[T
computer crashes . \ — Constrained-line Tool
i e e E" / Draws straight lines at 45°

and you haven't
saved, you might
lose a lot of your

Draws straight lines \

Rectangle Tool

increments

™~

wor!<. Get in the Draws rectangles and [ 1| ] ||~ Rectangle Frame Tool
habit of saving your squares =l Draws rectangular and
work often. / \ square frames

Ellipse Tool D )
You should also Draws ellipses and circles Ellipse Frame Tool
make a copy of your .;E\"";u C{ Draws elliptical and
file at the end of the Polygon Tool circular frames
day. Put the file in a Draws basic polygons,
folder called back starts, and open-path Polygon Frame Tool
ups. If your file gets polygons Draws polygonal frames
corrupted by the
“ugly file corrupter Hand Tool Zoom Tool
fairy” at least you Drags the page horizon- Magpnifies or reduces an
will have some of tally or vertically area of a page.

your newsletter and
won't have to start
from scratch... Yes,
it has happened to
me.

Figure2.3




Investigating the Menu Bar...

Take alook through the menu bar at the top of your screen (File, Edit, Layout, Type, Element,
Utilities, View, Window and Help.) You won't hurt anything by clicking on each heading and drag-
ging down to see what's there. You will learn more about each heading and what's in each menu as
you develop your newsletter. If the text is not black, it means that the option is not available to you at
the current time. (Figure 2.4)

Bl Pa

gettaker 6.5 - [Untitled Bl dobe Pageniaker 6.5 - [Untit] aker 6.5 - [Untitled-1] - [Untitled-1] |

| Fie Edit Layout Type e ple ESt Loyt Tyee Bs oo Type  Element Type Element Utilities
Fen... N e, - -
Opes. e A . Go to Page... Alt"G Font b
Recent Publcations ¥ Recet Pulbile ations ¥ Insert Pages... Size k[
Clase o M Remove Pages... Leading »
Save g e g Sort Pages... Type Style >
Save ... Sh*5 -
e ,_-. EHTEIIF:L s Go Back “PgUp Experkt Kerning...
GoForward “~BgDn Expert Tracking 3
Plsce... o Place.., ~ _
Col id Horizontal Scale +
Fy—_— b Acquire . olumn Guides...
Enpost.., ¥ Esport_ P Copy Master Guides Character... T
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. — Indents/Tabs... ~I
Printer Styles - i Do Styies P Shp . Hyphenation...

. - Print_ ~F Alignment 3
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Sl nsadl... Send mail..
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| Hlement Utiities  Wiew  Win Utilities Yiew Windov Ve Wi Hels _ Window Felp
Fill B ) = DEplay Hastor Boms i Artange Hoons
' aroks R Plug-ins b » Dinplay Son-Frinting Rems A F The
Fosim In + Cascade
Fill @il Strok.. L Find... ~F ki B} —
~ ALl Sae -k [ T
inily i Find Next Y o 18 o W o I T .
Arrange ¥ Change... ~H ot »
Al LThaer +11 5 E“il'l L Fovwin Fin L] “hires L alrs =4
Teut Wrap.. Al E pEliy... EOpIPIRe = T Syl .
Thire Layers b : |
Loy |0 Bapkeey akn
i n Book... b L e Matter Peges Shed
arou ! Index Entry.. Y AT T Show typerlinks 4
k Posit :
| al Show Index... ‘ L"'_’:::ﬁ:“ bl Fisg-in Palettes b
Create Index... U Puder G « Uinkithed-1
y ; Semned Carns b Back
ol i Create TOC... -
i ke Gorall Dars
Irmage ’ Define Colors... el
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Defining type styles
not only keeps your
styles consistent,
but it eliminates the
guess work on your
next issue... you
won't ask yourself,
“Now what font did |
use last time?”

You save a lot of
time and energy in
the long run by
defining type styles
when you initially set
up your newsletter.

Choosing Layout, Type Style
and Graphic Elements

Too Many Decisions

In this chapter you will learn:

* How to define type styles

» How to define column guides and margins

» How to use the master pages for page numbering
and graphic elements

Defining Type Styles

What's really cool about PageMaker isthat it gives you the ability to set
up afont style palette and the program can remember what font styles and
sizes you chose for future updates of your newsdletter. For your sample news-
letter you will use Times New Roman for your newsletter body copy and
captions and Arial for your Headlines and Subheads.

Defining Your Newsletter’s Type!

If the next step seemslike alot of fuss... it is! But it does pay off in the
long run. Did | just hear you ask, “how?’ Well, let me tell you, if you have
more than one person working on your newsletter, it is easier for anyone to
open up the file and begin working. They don’'t have to know what font type
you are using, what size, etc. They can just sit down at your computer,

highlight the text and change it, just by
clicking on the correct font in the style
sheet. (Figure 3.1.) Another time style
sheets come in handy is when you don’'t
work on your newsletter for a couple of
months. You don’t have to worry about
remembering all that “ difficult stuff.” You
just sit down and highlight your text and
choose body text in the style palette, and it
“magically” changes. Spending afew

Bady teut

Captian

Hanging indent
Headline

Subhead 1

Subhead 2

minutes in the beginning of creating your

Figure 3.1 newsletter isworth it, trust me.



Go to the menu bar and click on Type. Drag down to the bottom and
highlight Define Styles. Once you click on Define Styles a pop up menu
appears (Figure 3.2). In the left column, you see [ Selection] Body text;
Body Text 2, Caption, etc. You will edit Body text, Caption, Headline,
Subhead 1 and Subhead 2. You will not use the other styles, just ignore
them. Click on Body text, the Edit box on the right hand side is now high-
lighted. This means you can now edit the information for Body text. Click on
Edit. (Figure 3.3). Click on Char... and a dialogue box will come up with
Character Specifications asitstitle (Figure 3.4.) Thisis where you change
the font type to Times New Roman. The example is aready at 12 point so
you don’t have to change the size. Click on Para... adialogue box will come
up with Paragraph Specifications asitstitle (Figure 3.5.) Look in the left
column at I ndents, change al indents so they are O, then click OK. Now
click on Tabs... you will see aruler come up with Indents/tabs asitstitle.
Click on the ruler just above the .25 or 1/4" mark. Now when you tab at the
beginning of a paragraph each paragraph will tab in .25 or /4" (Figure 3.6.)

BORING... Why
aid you Just use
Arial and Times
New Roman? There
are hunareds of
fonts!

Generally you
can classify fonts
into two categories:
serif and

1| E::E:l il| sans Serif_ T
S Style Dptions N £ Look at the —
[Setection] ] M [Boied letter T. ol
Biody met Canced | ody .

Capiion = A serif font
Harging indent Baeedom | b sy [ Carcel | .
Headine M, | - ——— has a little
(5 E F M 'H-#- '?-h'll!':ﬂ.‘k' :I 1 ” Sans Serif
b Dhs tag” at the
- = ried S e ke o laos Timss Mis
S 41 Flosan + saw: 12 + lmading. -+ fuh Para end of the top bar

| St Tae. | of the T. A sans serif

o | font doesn't.
. _teh | A few choices of

Figure3.2 Figure3.3 s_enf fonts include:
g g Times New Roman,

= T 5 Bookman, New

Fre TSI -| =] reewt Fasgh T =1 Century School-

o [T =] ponts  Puster [l 5] Carea | i [T e Bome [ o Cucw | book, Adobe

Loy i Slpmn Cow [ums 3] f i :,_ e | Garamond and

S o T S S| Palatino. A few sans

o Sl R B e ety serif fonts include:

T ppoy pisian #r\.p-;.- T Dk I~ By Thpimres Al'lal, He|Ve'[IC8. al’]d
™ Hokd T Urdeirm [ Exlgim Tismeingde [ el [T s Verdana.
- T Colerw west sabom [ icioss conind [ s Sure ou can
Figure3.4 T Fapubedbwen [ Osbncmid [ e y
T Imscilachs s bl o poarvanda use M
. CASE, UNDER-
Figure3.5 LINED, FANCY
. FONTS, BUT CAN
 Indents, Tabs ET YOU READ WHAT

el Leader | [Nore Reset [ o0k ]
B H Postion | [0188  inches | Canes |

sy nﬁ: Luts |y

YOU'VE WRITTEN?




Sometimes a
font family has
many styles to
choose from, Arial,
Arial Black (bold),
Arial XB (extra
bold) and Arial
Narrow Bold.

If you choose a
bold or an extra
bold for your
Headline font, do
NOT click on the
box for bold when
choosing Type
Style. In some
cases, the text will
be difficult to read
on your screen and
sometimes it will not
print out correctly.

The Caption text (text used below a photo to describe what is taking
place in the photo) will base itself on the body copy. You can look at it and
seeif it'll betoo big or too small for your taste. If it is not to your liking, use
the same steps you used for changing the font size in Body text to change the
size. (I generally keep the caption font style the same as the body text, but
one or two point sizes smaller.)

Follow the same steps to change the Headline font to Arial. (Go to the
menu bar and click on Type. Drag down to the bottom and highlight Define
Styles. Intheleft column click on Headline, the Edit box on the right hand
sideis now highlighted. This means you can now edit the information for
Headline. Click on Edit. Click on Char... and a pop up menu appears with
Character Specifications asitstitle. Thisiswhere you change the font type
to Arial. Check the default size. It might be 30 points, if so, change it to 24
points (or to asize of your liking.) Double check to make sure that bold is
checked at the bottom of the box.

Subhead 1 and Subhead 2 will base their font style on the headline. If
you'd like, follow the Define Styles steps to see what size and style each
one has. Don’'t worry about writing the sizes and type styles down, | will

show you how easy it is to use them when you start to lay out your
newsl etter.

Headline - 24 pt. Arial Bold

Subhead 1 - 18 pt. Arial Bold
Subhead 2 - 14 pt. Arial Bold

Body text is 12 point Times
Roman, aligned left, with an indent
of .25 or 1/4". You should use bold to
highlight important words. You
should not use an underline to high-
light your text.

Another option for your text is to
set the body copy Justified instead of
aligned left. Most daily newspapersuse
this format. Justified means that both
left and right edges of thetext areflush.

Cutlinefor photo - Font size-10 point,
Times Roman, italic, justified.




Creating Column Guidelines for Your Newsletter

Before you begin this task, take afew minutes to look at some newsletters
or magazines you have around the office. What do they look like? How many
columns do the newsdletters you like have? Do they leave white (blank) space
as adesign element? For your newsletter, you will use a 3-column format.
Text flows nicely in a 3-column format and it is a pretty flexible design.

The Headline Across 3 Columns
Tikasidf
leksjfd laksjd
Isakdif l;adks
dilkja sdflka Photo
sdf;lkajs df;lkajs

dilkas dfilk
Gkdsifj alskdlj
aslakf] asdl;
sdlakj ajlskdfj Cutlinefor photo.
;askdfj I;sakdif ) )
I;aksdfj I;ksdlf Tlkasidf ;askdf] I;sakdjf
JIksadif saf:dlieijj  laksifd laksidf I;akesdfj 1iksdjf
asier3rija Isakdjf 1;adks Iksadjf saf:dl;eijj
efl;aief asokjf dflkja sdf;lkaj asoier-3rjija
Heldkf] jlksgf  Sdflkaisdilkas  efl;aief asickif.
Tksajd ;Iksjdf dflkajs df;1k

I:ksjd f;lkjsad Gkasifj alskdfj -
fi1kjs dflkj sd. asldkfj asdl; In This Issue
sdlakfj alskdfj

2-column format 3-column format 4-column format

Let’sBegin...

In the bottom left hand corner of your screen there
isan L and an R that look like pages. TheL and R
indicate M aster Pages (information you put on these L R
pages show up on all pages throughout the newsletter.)
Click onthe L or the R. They are both highlighted.

Now go to the Layout menu and drag down to
Column Guides, click on Column Guides. A dialogue box appears.
(Figure 3.7.) Type 3 in the Number of columns box and .25 (1/4") in the
Space between columns box. Click OK.

Column Guides

Mumber of colurmns: |3 Ceriezl
Space between columns: IE inches

[ Set left and right pages separately
™ Adjust layout

x|
Both Ok I
_ Cancel |

Figure 3.7



Using Master Guides to Add Page Numbers

Sinceyou are still in Master Pages, you can add page numbers while
you're at it.

To make it easier when adding page numbers, you need to view these
pages at actual size. Go to View and drag to Actual Size. You might be
confused at where you are on the page. There are scroll bars on the right side
of the page and the bottom. Push the right scroll bar button down some (until
you see the bottom of the page) and the bottom scroll bar button to the left
until you see the left edge of the page. It does get confusing, just keep
moving the buttons slowly until you get to the left, bottom corner.

Using margins

correctly gives your Now you get to use a tool from the toolbox (a drawing of the toolbox is on
newsletter a neat, page 5.) Click on the Text Tool (it lookslikeaT.) Now click down at the
professional look. bottom of the page inside the left column. With your Control and Alt keys
held down at the same time, type the letter P. You will see a LM (l€eft page
Keep all your

marker) show up on the screen. Highlight the LM with your text tool (select
it) and click on Body text in the Define Style box. (Your page numbers will
take on the appearance of the Body text.) If you prefer, choose Subhead 2,

text inside the top,
bottom and side
margins. Also use

the column guide or change the font of the page numbers at this time. After you have selected
margins to line up afont for your page numbers, click on the arrow tool in the toolbox. Don't
text. worry about where the LM is at this time, you will move the LM to the

correct spot on the page soon!
If you use your

margins correctly, Addi ng a Guiddine

all of your text will . - .

i You are now going to add a guideline to line up your page numbers. Go to

line up when your .

print shop actually the top of the page and click on the ruler. Keep your left mouse button

prints the newsletter. _pr&esed down and drag qIO\_Nn at t_he same time. You w_i Il seea blue line mov-
ing down the screen. Thisis aguideline. Move the guideline all the way to

Using a quideline the bottom and line up at 10 Y/s8") You can tell where your guideline is by

outside%he?nargin is looking at the ruler on the left side. You want this guide to be /8" below the

B% EnieElines ol bottom margin (outside the margin area.) Remember, you set the bottom

not print. margin to 1" —to leave room for the page numbers and not go beyond the
3/4" margin. Let go of the mouse once the lineisin place. (Figure 3.8.)

Figure 3.8



The next step isto move the LM down so the top of the LM handle lines
up with the guideline. With your arrow tool, click in the middle of the LM
(awindow shade appears on the top and bottom of the LM (you use thisto
position text in PageMaker.) Click in the middle of the LM and drag the LM
down until the top bar of the window shade lines up with guideline. It will
turn from green to red when lined up correctly. Look to seeif the left side of
the page number is lined up with the left margin, if it isn’t, move the page
number to the left or right to align at the 3/4" margin. (Figure 3.9.) Once
the LM islined up correctly, go to File, drag down and click on Save.

_.
=
L, .|.I.|.|.|.I.|.|

E|
-

1

—

_.
o)
Ll

Figure 3.9

OK, it’'stime to add the right side page number marker (RM.) Make

sure your arrow tool is still highlighted. If so, click on the LM, don’t move
it, don’t keep the mouse button held down, just click! While the LM is high-
lighted, go to Edit in the menu bar and drag down to Copy. Once you have
copied the file. Go to Edit and
drag down to Paste. Another
LM will appear on your screen.
(Figure 3.10)

With your arrow tool still
selected, click in the middle of
the new LM and keep your |eft
mouse button held down.
Slowly drag thenew LM (ina
straight line to the right) over to
the right edge of your newslet-
ter. (You can’'t seethe LM —it
looks like an empty box when it
ismoving.) Whenyoureachthe  Figure 3.10




Once you create
page number mark-
ers (LM and RM) on
the master pages,
you can add and
delete pages any-
where in the docu-
ment without having
to renumber the
pages. PageMaker
automatically
renumbers the
pages for you.

It's a nice feature
when working on a
large newsletter or
with people who
change their minds
frequently ;-)

right edge of the screen, the page will start to move. Don’t worry, you want
that to happen. Keep watching the page move until you see the right edge of
your newsletter. Move your mouse to the left slightly so the page stops
moving. Let go of your left mouse button. The LM has now changed to RM.
With the arrow tool still selected, move the RM down until the top of the RM
window shade (in green) lines up with the guideline (blue). When this hap-
pensthe line turnsto red.

Because the number was aligned left on the left page we need to change it
to aright alignment for the right page. Go to the toolbox and click on the text
tool. Highlight the RM and then go up to Type in the menu bar and drag
down to Alignment. Choose Align Right. The RM will move over to the
right. Double check to make sure the right side of the page number lines up
with the right margin. (Figure 3.11.)

Save agan!

=
AR AR AR RRRARARARARA !

s
—_

Figure3.11

Check out your handy work. Click onthe at B the bottom left of the
screen. Thiswill take you to page 1 in your newsletter. You should see a
number 1 (your page number) at the bottom right of your screen. Click on
the other pages at the bottom of the screen. You will see all the pages are
numbered consecutively.

The Master Pages are also handy to use when you want a graphic (such as
aline above the page number) to create a“visual break” between the text of
your newsletter and the page numbers. You'll learn how to add graphicsin
the next chapter.
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Placing Headlines, Articles,
Photos and Graphics

Why a Polaroid Picture of 30 Kids Sitting in a
Hallway Doesn't Work

In this chapter you will learn:

* How to draw lines and boxes

* How to work with text including headlines and articles
» How to crop photos and graphics

Drawing Lines and Boxes

Thefirst thing to learn in PageMaker is that PageMaker calls lines by two
different names. When clicking in the toolbox, PageM aker calls the tools a
“linetool,” however, when changing the appearance of aline, PageM aker
callsthelinea*“stroke.” | will use the word “line” except when showing you
how to change the appearance of aline.

Let'sadd alineto the Master Pagesto create a
“visual break” between the text of your newsletter and L R
the page numbers. Click on either the L or R at the
bottom left of the screen.

Move the page around on your screen using your scroll bars until you can
see the entire bottom part of either the right or left page. Thiswill make it
easier to create your lines.



PageMaker calls
the tools in the
boxes shown

line tools.

When you \

are chang-

ing the

appearance

of a line,
PageMaker call the
line a “stroke.”

To change the
appearance of a line
in PageMaker,
highlight the line, go
to the Element
menu and drag
down to Stroke.
You are now able to
change the appear-
ance of the line.

Remember, you
must have the line
selected (click on
the line with the
arrow tool, boxes on
each end of the line
appeatr.)

With your arrow tool selected, click on the guideline that you created to
line up the top of your page number markers (LM and RM.) Move the guide-
line up /16" (use the ruler on the left side of the page to measure the correct
placement of the guideline.)

Click on the line tool E in the toolbox. A crossbar will appear when
you move your mouse off the toolbox. Align the crossbar at the left margin
inside of the newdletter area (you will move the line later.) Click and hold the
left mouse button down, drag the mouse to the right until you reach the right
margin. Go slow, if you go too fast the page will move and you will have a
line going off your page. If this happens, don’t panic, just let go of the mouse
button. Two boxes will appear on each end of the line, whileit is selected, hit
your Backspace key and the line will be deleted. Try again by lining up the
bottom of the page using your scroll bars, and choosing the line tool in the
toolbox. (Figure4.1.)

/\/\/\/\/\”\—/\/z

+

[0

u—l_'l IS | ae

Figure4.1

Once you have finished drawing your line, you need to deselect it (click
anywhere on the screen). The line will be in the lower, middle part of the
page. Click on your arrow tool in the toolbox. Once you have the arrow tool
highlighted, position your mouse on the line and click the line. If you have
clicked on the line correctly, a small box will appear on each end of the line.
(Figure4.2)
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Figure 4.2



Click and hold down the left mouse button in the center of the line and
begin to drag the line down until the line is right on top of the blue guideline
that is outside the margin area. Let go of the mouse button and deselect the
line. (Figure 4.3.)
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Figure 4.3

After you have the line on one page, the other page is easy. Click on the
line you have just positioned over the guideline. If you have a difficult time
selected it, hold down the ALT button on your keyboard and then click on the
line with your left mouse button. You will see the little boxes show up on the
ends of thelineif you have selected it. Go to Edit and drag down to Copy.
Go back up to Edit and drag down to Paste. You will now have another line
the same length as the existing line. Click in the center of the new line and
start to move your mouse to the page that does not have the line on it. Move
the line over and position it in the correct spot between the left and right
margins and on top of the blue guideline.

You now have aline on each page separating the body text and the page
numbers. Go back to the guideline and click on the guideline. Drag your
mouse down so the guideline goes off the screen, the guideline will
disappear. You will be able to see the lines you drew on the master pages and
on al the pages in the newsdletter. Click on the page 1 box at the bottom | eft
of the screen to check it out! (Figure 4.4.)

It would be a good time to Save again.
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Beginners get
frustrated when
drawing and deleting
lines. Remember,
the line tools can
only draw lines. If
you need to delete a
line, you must use
the arrow tool.

Lines on your

page Iike:/
[

Mean you are trying
to select the lines
with the line tool. Go
to the arrow tool,
and then click on
each line. Once the
boxes appear on the
ends of the line you
can hit the backs-
pace button. The
line will disappear!
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Appendix A

You should definitely ask (and get the answer sto)
these questions before you begin:

Who is the audience?

What information will be included in the newsl etter?

Where will | get the information?

How many pages will the newsletter be?

Deadline dates:

How and where will the newsletter be printed?

Who is the print shop contact person?

Phone number/e-mail:

What is the budget for the newsl etter?

What does the print shop need from me (photos, type of printout, etc.?)

How is the newsdletter going to be distributed? (mail, sent home, bulk mail)

Contact:

How many copies are needed?

Other:




Pz

geivlawrer

e =

Toolbox

Pointer Tool
Selects, moves and resizes text

and graphic objects. \

Rotating Tool

Text Tool
Creates, selects and edits text

Cropping Tool
Crops graphics

Body text

Caphian

Hangitg indent

Headline

Subhead 1

Subhead 2 -

Control Palette

Rotates selected text and k| T / .
graphic objects \ COI‘IStraII“led-l.Ine Tool
- Draws straight lines at 45°
Line Tool Cood” .E’- / increments
Draws straight lines
el \ ‘-..\ | — Rectangle Frame Tool
Rectangle Tool / Draws rectangular and square
Draws rectangles and squares\ C 1= frames
Ellipse Tool Ellipse Frame Tool
Draws ellipses and circles L= ~ Draws elliptical and
circular frames
Polygon Tool 'D' ':E?'
Draws basic polygons, N Polygon Frame Tool
starts, and open-path polygons 5"’? G{ \ Draws polygonal frames
Hand Tool Zoom Tool
Drags the page horizontally Magnifies or reduces an area of a
or vertically page.
Style Palette Color Palette

[ Styles ™ Calors ™, 4
Ti:
[ [Mone]
[ (Paper]

[Black]
. [ Registration]
W (1 |
B cuan X E
[ Green (1 |
[ tagenta EE
I R (1 |
[] ellowe RE

(& 0:0:0:100 ERERP

i_

TIip Sheet

Times New Roman |~ |EEIT [12

ang (Mo Track [= | o

NB[Z[UR[B[C]C]z|Z] B [14.4

FE X [H00% [«]EE 20 in




V)
=
(1
1
=

rPageiViarwer TIio

Menu Bar Items

! Pile Edit Loyowt Type He | Fie bt Leyout Type De Layout Type Element Type Element Utilities
| Mo " Mew.. N GotoPage.. A“G | Font v
Openi—. o Dpsen,... ~0 Size v I
Recent Publicstiong ¥ Recert Publications . Insert Pages... i
Remove Pages... Leading »
Cloae W Do W
3
Save ~g — . Sort Pages... Type Style
Ve A B Save As... E Go Back “Pglip Experk Kerning...
- i GoForward ~PgDn Expert Tracking +
Place... i Flace... o Col Guid Horizontal Scale 3
olumn Guides...
Boquire b .
Enpart... b :’“t : Copy Master Guides Character... AT
= v Autoflow Paragraph... M
Hinks - SR Lt Pl ) MR Indents;Tabs... ~I
Lomrmoanrii e e r Document Sebup.., Sh*F Hyphenation...
Pranfiesr Stvibes E mm’ B
Prind... P Print.. ~p Alignment 3
Preferences,.. k Pralersnhoes_ § Style »
Send meail... S mail...
Define styles... 3
| Ewit “0 Enit ~i
Flement Utlities  Wiew  Win - |jpjlities VYiew Windoy o Sheem e . window Help
| Fill ¥ & Deiplay Masler M | . -
" otroke R Plug-ins 1 <+ Bmpley Sy Prafam Nenre B8R _I_i'“"
Fosm In =
Fill sl SLroke. L I Cascate
Find... wip :.:::: s e
Frame E - ; Hide T
Find Mext 5 .-un-.::m ﬂ‘F: L el
Arranye ¢ Change... “~H
Align (hiecks h 5 “_g L Pawm Te ¥ Slyires Colenrs =1
TEHE Wrap... Rit™E pESING:-- s R H i Styles ~#
G i ke AE-R Show Layers ~8
1] I Book... Fesar i itk Ahow Master Pages S8
arou Th Index Entry.. Y Hade Gandei o Show Hyperlinks ~a
ok Positior D iy
| al Show Index... s pmtony i Fhg-in Palettes ’
Chees ki
. = Create Index... e e w Linkitied-1
el cf Create TOLC... P
Image r Define Colors... bl
: Help Topics... F1
Fol Settings.—
lu.::; T Shortcuts...
ink Info About PageMakerg...
Link Options...
m-Frir ]
emove Transhor ,






