Desktop Publishing 

Course Outlines

I. Memorandum

A. Heading Text

B. Graphics

C. Body Text

D. Form

II. Letterhead

A. Heading Text

B. Heading Graphics

C. Footer

D. Watermark

III. Resume

A. Name/Address/Employment and Goal Selections

B. Education and Employment Sections

C. Awards/Honors and References Selections

IV. Awards Certificate

A. Format

B. Text

V. Flyer

A. Heading

B. Top Section

C. Middle Section

D. Bottom Section

VI. Invitation


A. Graphic Border

B. Text

VII. Price List

A. Heading

B. Table

C. Bottom Section

VIII. Invoice

A. Heading

B. Top

C. Bottom Data

IX. Brochure


A. Keying the Left Panel for Page 1

B. Keying the Middle Panel for Page 1

C. Keying the Right Panel for Page 1

D. Creating the Second Page of the Brochure

X. Newsletter

A. Creating the Masthead

B. Setting Up the Columns and Adding the Text

C. Adding the Graphics

XI. Introduction to Desktop Publishing

A. Introducing Desktop Publishing

B. Traditional Publishing Methods

C. Desktop Publishing Methods

D. Desktop Publishing with PageMaker

E. A Look at Published Documents

F. Proposals and Reports

G. Forms

H. Newsletters, Flyers and Brochures

I. Miscellaneous Publications

J. Review Activities

K. Reinforcement Applications

XII. Getting Started with PageMaker

A. Starting PageMaker

B. Using the Mouse

C. Understanding the Menus


D. Understanding Dialog Boxes

E. Using the Help Feature

F. Opening a Publication



G. Hiding and Displaying the Control and Styles/Colors Palettes


H. Closing a Publication


I. Exiting or Quitting PageMaker

J. Review Activities

K. Reinforcement Applications

XIII. Creating a Publication


A. Starting a New Publication


B. Inserting Pages

C. Removing Pages

D. Changing the Viewing Size


E. Working with the Toolbox

F. Getting Started with the Drawing Tools


G. Using the Pointer Tool with Graphics


H. Resize a Graphic

I. Move a Graphic

J. Remove a Graphic

K. Getting Started with the Text Tool

L. Typing Text

M. Moving the Insertion Point

N. Selecting Text with the Mouse

O. Selecting Text with the Keyboard

P. Using the Zoom Tool

Q. Using the Hand Tool

R. Saving a Publication

S. Review Activities

T. Reinforcement Applications

XIV. Working Effectively


A. Undoing an Action

B. Reverting to a Previously Saved Publication

C. Using the Save As Command

D. Printing a Publication

E. Select a Printer (Only Available on Windows)

F. Specify the Pages to Print

G. Print Options


H. Working with the Rulers

I. Working with Ruler Guide

J. Review Activities

K. Reinforcement Applications

XV. Importing and Positioning Text

A. Importing Text into a Publication

B. Controlling Text Blocks

C. Modifying a Text Block

D. Dividing/Joining Text Blocks

E. Using a Bounding Box

F. Controlling Text Flow

G. Working with Columns

H. Adding Columns to a Publication

I. Creating Columns of Different Widths

J. Positioning Entries on Master Pages

K. Adding Headers and Footers

L. Adding a Page Number

M. Review Activities

N. Reinforcement Applications

XVI. Using the Story Editor

A. Understanding the Story Editor

B. Characteristics of the Story Editor

C. Switching to the story editor

D. Working in the story Editor

E. Finding text

F. Changing text

G. Copying and moving text

H. Copying text

I. Moving text

J. Placing a text file into the story editor

K. Checking for spelling Errors

L. Add a word

M. Ignore

N. Duplicate words

O. Irregular Capitalization

P. Quit Speller

Q. View/Hide Hidden Characters

XVII. Understanding Typography

a. Why learn About Typography?

b. Understanding a Typeface

c. Parts of a typeface

d. Measuring type

e. Typeface Categories

f. The effect of X-Height

g. Letter spacing

h. Recognizing a Typeface

i. Typefaces can Affect the Reader’s Response

j. Review activities

k. Reinforcement applications

XVIII. Changing Type Specifications

A. Understanding Type Specifications

B. Selecting Font

C. Selecting the pint size

D. Selecting a type style

E. Normal

F. Bold

G. Underline

H. Italic

I. Strikethrough

J. Reverse

K. Using the character specifications

L. Dialog Box

M. Changing type Case and position

N. Subscript and superscript

O. Using the control palette to change type specifications

P. Changing the default type specifications

Q. Summary Review Activities

R. Reinforcement applications

XIX. Practice and review loan Proposal

XX. Working with Tabs and Indents

A. Understanding Tabs

B. Types of Tab Alingnment

C. Setting Tabs

D. To Add a Tab Setting

E. Removing Tabs

F. Moving a Tab Setting

G. Completing the Indents/Tab Ruler

H. Settings Tabs More Easily

I. Tab Leaders

J. Indenting Entries

K. Paragraph/First Line Indent

L. Left Indent

M. Full Indent

N. Hanging Indent

O. Creating Bulleted Entries

P. Review Activities

Q. Reinforcement Applications

XXI. Spacing and Alignment Techniques

A. Aligning Text

B. Rules for Desktop

C. Ending a Sentence

D. Leading

E. Automatic Paragraph Spacing and Indenting

F. Kerning

G. How to Kern Characters Manually

H. Tracking

I. Changing Character Width

J. Review Activities

K. Reinforcement Applications

XXII. Professional Hyphenation and Punctuation Techniques

A. Automatic Hyphenation

B. Turning Hyphenation On/Off

C. Controlling the Type of Hyphenation 

D. Adding Manual Hyphens and Dashes

E. Required Hyphen

F. Hard Hyphen 

G. Discretionary Hyphen

H. Preventing Hyphenation of One Word

I. Dashes

J. Nonbreaking (Fixed) Space

K. Ellipsis

L. Nonbreaking Slashes

M. Quote Marks

N. Review Activities

O. Reinforcement Applications

XXIII. Working with Graphics

A. Using PageMaker-Created Graphics

B. Drawing Perfect Squares and Circles

C. Changing the Fill and Stroke

D. Layering and Reverse Type

E. Using Graphic Images in Publications

F. Sources for Graphic Files

G. Spreadsheet Programs

H. Paint and Draw Programs

I. Graphic Composition Programs

J. Digital Libraries

K. Scanned Images

L. Digital Stock Photography/CDs

M. Graphic File Formats

N. Importing or Placing a Graphic Image

O. Resizing a Graphic Image

P. Moving a Graphic Image

Q. Cropping a Graphic Image

R. Rotating a Graphic Image

S. Review Activities

T. Reinforcement Applications

XXIV. Advanced Graphic Options

A. Understanding Text Wrap

B. Controlling Text Wrap

C. Customizing a Graphic Boundary

D. Dragging the Boundary

E. Adding a Diamond-Shaped Handle

F. Removing a Diamond-Shaped Handle

G. Creating Inline Graphics 

H. Additional Ways to Adjust a Graphic

I. Reflecting a Graphic

J. Skewing a Graphic

K. Removing Settings from a Graphic

L. Masking a Graphic

M. Changing Screen Resolution

N. Review Activities

O. Reinforcement Applications

XXV. Working with Styles

A. Introduction to Styles

B. Understanding the Styles Palette

C. Applying a Style to Text

D. Creating a Style

E. Editing a Style

F. Removing a Style

G. Saving Styles

H. Review Activities

I. Reinforcement Applications

XXVI. Advanced Style Techniques

A. Creating a Style form Existing Text

B. Creating “Based On” Styles

C. Using Styles in the Story Editor

D. Viewing and Applying

E. Style Names

F. Using Find/Change with Styles

G. Importing Styles into a Publication

H. Overriding a Style

I. Monitoring Overridden Styles

J. Importing Styles into a Publication

K. Overriding a Style

L. Monitoring Overridden Styles

M. Importing Text Files the Contain Styles

N. Importing Word Processing Styles

O. Importing Styles form Tags

P. Importing Styles with Your Text Files 

Q. Review Activities

R. Reinforcement Applications

XXVII. Practice and Review-Travel Brochure

