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Desktop publishing software enables the production of documents, magazines, newspaper pages etc to be achieved using a computer and a high quality printer, e.g. laser.  Various kinds of graphics can be printed on the same page and lines, boxes, shading and, in some cases, colour can be incorporated.

The printed output can be distributed as it is, or photocopied, or it can be used as camera-ready copy for an offset printer.

The concept of producing a document using desktop publishing software is entirely different from that used with word processing programs.  

Desktop publishing techniques require the layout of a page to be planned in advance, to allocate areas for pictures, graphic displays etc.  

Text and/or graphics can be imported from other programs.


Equipment required:

Computer 
With a hard disc and desktop publishing software.

Mouse
Use a mouse for drawing boxes, lines and moving graphics and text around the page.  When using menus a combination of quick keys and use of the mouse can be used.

Printer
 A good quality printer is essential, usually a laser or ink-jet.

Optional
Scanner for photographs, drawings etc from other documents to be incorporated.


Page Composition
Some general guidelines are:

HEADINGS -
Should be made to stand out by altering their size and weight.  A larger point size printed in bold will produce an effective heading

SUB-HEADINGS -
Can be given a slightly smaller point size to differentiate them from the main headings.

DIFFERENT POINT SIZES or WEIGHTS -
Can be used for sections, single sentences or words in a text passage and can be used to give emphasis to particular items.

COLUMNS -
For text allows better use of space for graphics and pictures to be included.  If columns are narrow, a smaller text size will improve the balance.

FONTS - 
Do not include too many changes of fonts in a single document.

WHITE SPACE - 
Use white space to improve the appearance of your page

KERNING AND LEADING - 
To improve appearance, extra spacing can be added (or removed) between lines of text and between letters.  

LEADING 
Is the term given to spacing between each line and KERNING to the spacing between characters.


DESKTOP PUBLISHING TERMS

Clipboard	The windows holding place for temporarily storing the text, graphic, or group selection you last cut or copied.
Font	One complete set of characters in the same face, and size, including letters, punctuation, and symbols; 12-point Times roman, or 12-point Helvetica roman.

Alignment	How text lines up on a page or in a column: Paragraphs can be aligned left or right, centred, or justified.  Left alignment results in “flush right, ragged right” text.  Right alignment results in “flush right, ragged left” alignment.  Justified text is flush left and right.  Centred text is centred between the page margins or column guides.

Column guides	The dotted vertical lines that mark the left and right edges of columns you create with the “Column guides...” command.  Column guides do not print, but act as boundaries for flowing text onto the page.

Handle 	Eight small rectangles that surround a selected shape, the two small rectangles at the end of a selected line, or the lines with loops at the top and bottom of a text block selected with the pointer tool.

Bounding Box	A bounding box is a box drawn with the Text Tool around the area into which you are going to type text, i.e. to specify a text area.

Cropping tool	The PageMaker tool you use to trim, or cut excess from a graphic by dragging a handle.

Diagonal tool 	The tool from PageMaker’s toolbox that you can use to draw a straight line in any direction.  Also referred to as the Line tool.

Flow	To place text onto a page by clicking the left mouse button to discharge a loaded text icon.  If you flow text between column guides, PageMaker breaks the lines to fit between the guides.  Otherwise, PageMaker uses the line breaks from the word-processing document.

Footer	One or more lines of text that appear at the bottom of every page.  In PageMaker, the footer is entered on the master pages.

Kerning	Amount of space between letters, especially certain combinations of letters that can be brought closer together than others in order to create visually consistent spacing among all letters.  For example, in the word MONTHLY (when typed in capital letters) the letters L and Y appear to be much farther apart than the letters M, O, N, T, H, and L - unless the letters are kerned.

Leading	The amount of vertical spacing, expressed in points, between the baselines of two lines of text.

Icon	Graphic representation of a program, disk, file, or document on the screen.

Grabber hand	A PageMaker technique for moving around on the Pasteboard.  Hold down the Alt key, then the mouse button.  A hand icon appears, indicating that you can drag the publication window with the mouse.

Guide	One of the three types of nonprinting dotted lines - margin guides, ruler guides, and column guides - you can create (overlapping column guides and margin guides look like dashed lines).  These act as visual aids or - when the “Snap to guides” feature is turned on - physical aids for aligning text and graphics.  Column guides also limit the line length as you flow text.

Margin guides	The dotted lines that mark the margins you specify with the “New...” and “Page setup...” commands.  Margin guides serve as visual aids and - when the “Snap to guides” feature is turned on - as mechanical aids; they do not limit placement.

Master items	The ruler guides and column guides you create on a master page.  These show on every page affected by a master page where you have not repositioned the nonprinting master items. 

Gutter	The white space between the facing pages of a document; the inside margins.

Justified text	Text that is flush at both the left and right edges.

Page icon	One of the icons in the bottom-left corner of the publication window identifying each master page and every regular page in the publication.

Header	One or more lines of text that appear at the top of every page of a document.  In PageMaker, the header is entered on the master pages.

Pica	One-sixth of an inch.  A pica contains 12 points.

Place	The command you use to read a text or graphic document directly from the disk where it is stored, to position it on the page.  (Choose [File] Place).

Insertion point	The blinking vertical bar indicating where you will type or paste text.  You create an insertion point by clicking with the text tool.

Inside margin	The left margin of a right-hand (odd-number) page; the right margin of a left-hand (even-number) page. (See also: Gutter.)

Ruler guides	Horizontal and vertical dotted lines on the page that are nonprinting extensions of the ruler.  You can drag ruler guides from the inside edge of both rulers.  To delete a ruler guide, drag it back into the ruler.

