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Adobe PageMaker 7.0
Chapter (1)      

1/ Adobe PageMaker 7.0 onf Adobe ukrÜPDrS xkwfvkyfaom Application
Soft ware jzpfonf/ Desk Top Publication (D.T.P) vkyfief;wGif xda&mufpGm tokH;jyK

ekdifNyD;? tokH;wGifus,faom Software wpfckjzpfygonf/ ,cif PageMaker rsm;ESihf
EIdif;,SOfvQif ykdrkdaumif;rGefvmygonf/

Starting PageMaker 7.0
( PageMaker 7.0 xJokdY0ifjcif; )

2/ Adobe PageMaker 7.0 okdYpwif0ifa&muf&ef Start button ukd Click vkyfyg/

Start Menu rS Program ukd Point vkyfyg/ ay:vmaom Submenu rS Adobe ukd

Point vkyfyg/ xyfay:vmaom Submenu rS PageMaker 7.0 ukd Point vkyfyg/

,if;aemuf xyfrHay:vmaom Adobe PageMaker 7.0  ukd Click vkyfyg/ ykH (1-1)

ykH (1-1)
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PageMaker Screen View
(PageMaker 7.0 xJokd Ypwif0ifa&mufvQif Monitor wGifjrif&ykH)

3/ Adobe PageMaker 7.0 xJokdY pwif0ifa&mufaomtcg azmfjyygykH(1-2)ygtwkdif;

awGUjrif&rnf/ Templates Palette ray:ap&ef Show next time PageMaker opens
wGif Marking ukdjzKwfxm;&rnf/

Screen View Elements (jrifuGif;wGifyg0ifaomt&mrsm;)

4/ PageMaker okdY pwif0ifa&mufpOf? jrifuGif;wGifa,bk,stm;jzihfatmufyg

Element tcsKdUyg0ifrnfjzpfygonf-

(u) Title Bar/ Software Logo?Software nameESihfzkdiftrnfrsm;awGU&rnf/

( c) Menu Bar/  Command tpkta0;jzpfonf/

( *) Tool Bar/  Menu Bar rS Command tcsKdU rokH;vkdu tokH;jyK&efjzpfonf/

(C) Templates palette/ toihftokH;jyK&ef ykHpHrsm;jzpfonf/

( i) Toolbox/ a&G;&ef? pm&dkuf&ef? ykHqJG&efponfhtokH;jyK&ef Tools rsm;jzpfonf/

( p) Control Palette/ Character? word? line? paragraph ponfrsm;\

Format rsm;tm; owfrSwfjyKjyif&efokH;onf/

Title Bar
Menu Bar
ToolBar
Templates
 Window

ToolBox

ykH(1-2)

Minimize   Maximize Close
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Template palette
5/ toihf tokH;jyKEkdif&efxnhfoGif;ay;xm;aom brochures? flyers? certificates?
business cards? labels ponhfykHpHrsm;jzpfonf/ PageMaker pwifzGihfcsdefwGifray:apvkdu

,if; palette rS  Show next time PageMaker opens wGif Marker ukdjzKwffxm;yg/

To show/hide Template palette
6/ Template Palette ay:apvkdygu Window Menu rS Plus-in Palettes ukd

Click vkyfyg/ xyfay:vmaom Submenu rS Show Template Palette ukd Click
vkyfyg/ aysmufapvkdu Window Menu rS Plus-in Palettes ukd Click vkyfyg/

xyfay:vmaom Submenu rS Hide Template Palette ukd Click vkyfyg/ ykH(1-3)
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Toolbar
7/ ToolBar wGif atmufygwkdYyg0ifygonf/ykH(1-4)-
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(u) New/  zkdiftopfzGihf&efoHk;onf/

( c) Open/ zkdifzGihf&efoHk;onf/

( *) Save/ zkdifodrf;&efoHk;onf/

(C) Print/ &kdufxkwf&efoHk;onf/

( i) Find/ pmvkH;rsm;&Sm&efoHk;onf/

( p) Character Specs/ pmrsm;\ykHpHowfrSwf&effoHk;onf/

(q) Increase Font Size/ pmvkH;t&G,ftpm;BuD;&effoHk;onf/

( Z) Decrease Font Size/ pmvkH;t&G,ftpm;ao;&effoHk;onf/

(ps) Spelling/ pmvkH;aygif; ppf&effoHk;onf/

(n) Fill and Stroke/ Object rsm;ta&mifjznhf&efESihf rsOf;rsm; ta&mif^

txltyg;owfrSwff&effoHk;onf/

( #) Paragraph Specs/ pmykd'frsm; jyKjyifowfrSwf&effoHk;onf/

( X) Indents/Tabs/ Indents/Tabs owfrSwf&effoHk;onf/

( !) Bullets and Numbering/ pmykd'frsm;wGif oauFwrsm;? eHygwfrsm;

wyf&effoHk;onf/

( ¡) Outdent/  Indent jzKwf&effoHk;onf/

(P) Indent/  Indent owfrSwf&effoHk;onf/

(w) Insert Pages/ pmrsufESmrsm;xyfjznhf&effoHk;onf/

(x) Remove Pages/ rvkdaompmrsufESmrsm;z,fxkwf&effoHk;onf/

( ') Frame Option/ pmabmifrsm;jyif&effoHk;onf/

( ") Text Wrap/ ykHESihfpmrsm;,SOfwJGazmfjy&effoHk;onf/

( e) Picture Palette/ ykHrsm;xkwf,ltokH;jyK&effoHk;onf/

( y) Place/ tjcm;ae&mrS ykHrsm;? pmrsm; xnhfoGif;&effoHk;onf/

( z) Photoshop/ Photoshop Software zGihf&efoHk;onf/

( A) HTML Export/ HTML zkdiftjzpfzefwD;&effoHk;onf/

(b) Export Adobe PDF/ PDF zkdiftjzpfzefwD;&effoHk;onf/

( r) Zoom In/ jrifuGif;csJU&effoHk;onf/

(,) Zoom Out/ jrifuGif;usOf;&effoHk;onf/

( &) Actual Size/ ykHrSefjrifuGif;ajymif;&effoHk;onf/

(v) Fit in Window/ Windows tjynhfjrif&&effoHk;onf/

( 0) Help/  odvkdonfrsm;avhvmzwf&I&effoHk;onf/



Adobe PageMaker 7.05

Tools (or) Toolbox
8/ Tools (or) ToolBox wGif pm&kduf&ef? vkdif;rsm;? pwk*Hrsm;? puf0kdif;rsm; ponhf

ykHrsm;qJG&ef? jyif&ef? jrifuGif;csJU^csKHU&ef ESihf jyifqif&ef ponfwkdYtwGuf vkdtyfovdk tokH;jyK

Ekdifaom  Tools rsm; yg0ifonf/ykH (1-5)

A. (Pointer tool) Text objects and graphics rsm;tm; a&G;&ef? a&TU&ef? t&G,f

tpm;jyKjyif&ef okH;onf/

B. (Rotating tool) ykHESihfpmpkrsm;ukd tvkd&Sdonhf 'D*&Dtwkdif;vSnhfEkdifonf/

C. (Line tool) tvkd&Sdonhftwkdif; rsOf;apmif;rsm;qJGEkdifonf/

D. (Rectangle tool) axmihfrSefpwk*HESihf pwk&ef;rsm;qJG&efjzpfonf/

E. (Ellipse tool) bJOykHESihfpuf0kdif;rsm;qJG&efjzpfonf/

F. (Polygon tool) A[k*HykHrsm;qJG&efjzpfonf/

G. (Hand tool)  pm&Gufukd vkdtyfovkda&TU&efokH;onf/

H. (Text tool) pm½kduf&ef? pmrsm;a&G;&ef? pmrsm;jyKjyif&efokH;onf/

I. (Cropping tool) ykHrsm;ukdvkdtyfovkdjzwfawmuf&efokH;onf/

J. (Constrained line tool) a'gifvkduf?tvsm;vkdufrsOf;rsm;qJG&efokH;onf/

K. (Frame tools) pmabmifrsm;zefwD;ípm&kduf&eftokH;jyKonf/

L. (Zoom tool) pm&Guf {&d,mukd csKHU^csJU jcif;jyKvkyf&efokH;onf/

To show/hide Toolbox
9/ ToolBox ay:ap&ef Window Menu rS Show Tools ukd Click vkyfyg/

aysmufapvkdu Window Menu rS Hide Tools ukd Click vkyfyg/

A
B
C
D
E
F
G

H
I
J

K

L

ykH(1-5)
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About the work area
10/ Document topfwpfck zefwD;aomtcg Pasteboard \ tv,fwGif pm&Guf

tvGwfwpfck ay:vmrnf/ 4if;pm&GuftvGwf\ Margins twGif;wGif pm&kduf&efae&mrSm

Work Area jzpfonf/ ykH(1-6)  &Sif;vif;csufrsm;rSm atmufygtwkdif;jzpfygonf-

(u) Work Area/ pm&kduf&efae&mjzpfonf/

( c) Margins/ b,f?nm?txuf?atmufowfrSwfcsufjzpfonf/

( *) Rulers/ Vertical Ruler ESifh Horizontal Ruler rsm;toHk;jyK&efjzpfonf/

(C) Pasteboard/ pmrsm;? ykHrsm;ESihf objects rsm; acwåa&TUxm;Ekdifaomae&m?

pmrsufESm\aemufcHae&mjzpfonf/

( i) Master Page/  Master page Icon jzpfonf/ pmrsufESmeHygwf?  Header?
Footer ESihf objects rsm;tm; pmrsufESmwkdif;wGif wpfajy;nD xnhfoGif;

vkdu tokH;jyK&efjzpfonf/

( p) Scroll Bar/ jrifuGif;0ifqefUrIr&Sdygu a&TUíMunhf&efoHk;onf/

(q) Control Palette/ pmrsm;ESifhobjectsrsm;ukd Control vkyf&efoHk;onf/

Pasteboard

Horizontal
Scroll Bar

Vertical
Scroll Bar

Right Margin

Horizontal
Ruler

Vertical
Ruler

ToolBox

Control
Palette

Master
Page

Work Area

ykH(1-6)

Left Margin

Top Margin

Bottom Margin

Document
Page Icon
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Using  Rulers
11/ Document twGif;&Sd objects rsm;? Text Frame rsm;? Character rsm; \ size?
cursor wnfae&mwkdYtm; odEkdiff&ef? twkdif;twmjyKvkyf&efESihf vkdtyfygu jyif&eftwGuf

rulersukd tokH;jyKonf/ Horizontal Ruler ESihf Vertical Ruler [lí ruler ESpfck

awGU&rnf/ 4if; ruler ESpfckqkHrSwfonf ruler origin (or) Zero point jzpfonf/ykH(1-7)

To Show/hide Rulers
12/ Rulers rsm;ay:apvkdu View MenurS Show Rulers ukd Click vkyfyg/ azsmuf

xm;vkdygu View MenurS Hide Rulersukd Clickvkyfyg/ (Shortcut - Ctrl + R )

To move ruler origin
13/ Ruler origin  ukdae&majymif;vkduajymif;Ekdifonf/ ajymif;vkdygu ruler origin
ay:wGif Click vkyfjyD;? Drag vkyfí tvkd&Sdaom ae&mokdYqJG,lyg/ ykH(1-8)

Horizontal
Ruler

Vertical
Ruler

Ruler
origin

ykH (1-7)

after ruler origin
before ruler origin

ykH(1-8)
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To reset ruler origin
14/ Ruler origin tm; rlvae&mokdY  jyefvnfa&TUygu ruler origin ay:wGif Double
Click vkyfyg/

To lock/unlock ruler origin
15/ Ruler origin tm; a&TUr&ap&ef ydwfxm;Ekdifygonf/ xkdokdYjyKvkyfvkdvQif View
Menu rS Zero Lock ukd Click vkyfyg/ jyefzGihfvkdygu View Menu rS Zero Lock ukd

Click jyefvkyfyg/

To change the default measurement system
16/  wkdif;wmrIpepftm; ESpfoufovkd jyKjyifowfrSwfEkdifonf/ File Menu rS

Preference ukd Click vkyfyg/ ay:vmaom Submenu rS General ukd Click vkyfygu

Preferences Box ay:vmrnf/ykH(1-9) 4if;rStvkd&Sdaom measurement system ukd

a&G;&ef jzpfygonf/ Measurement in: wGif Inches ? Inches decimal? Millimeters
ponfjzihf a&G;&ygrnf/ Oyrm- inches a&G;yg/ Vertical ruler: wGifvnf; tvm;wla&G;yg/

NyD;vQif OK ukd Click vkyfyg/ Document &Sd ruler \twkdif;twmonf inches jzihf

ay:aeonfukdawGU&rnf/

ykH(1-9)
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Chapter  (2 )

PageMaker  Palettes
17/ PageMaker wGif Colors Palette ? Styles Palette ? Layers Palette ? Master
Pages Palette? Hyper Links PaletteESihf Control Palette rsm;yg&Sdonf/ xkdYjyif Plus-
in Palettes wGif Libaray Palette? Script Palette? Data Merge Palette? Template
Palette? Picture Palette rsm;yg&Sdonf/

Colors  Palette
18/ Colors Palette onf Window Menu wGifyg0ifonf/ 4if; Palette ay:ap&ef

Window Menu rS Show Colors ukd Click vkyfyg/ ray:apvkdu Window Menu rS

Hide Colors ukd Click vkyfyg/ ( Shortcut Key -> Ctrl + J ) ykH(2-1) Color wGif

tajccHtm;jzihf RGB? CMYK ESihf HLS [lí Model okH;rsKd;&SdNyD;? RGB Model rS

Ronf Red? Gonf Green? Bonf Blue jzpfygonf/ CMYK Model rS Conf

Cyan? Monf Magenta? Yonf Yellow? Konf Black  jzpfygonf/ HLS Model rS
H onf Hue? L onf Lightness? S onf Saturation jzpfygonf/ xkdYjyif Spot?
ProcessESihf Tint [lí Type okH;rsKd;awGU&ygonf/ tqkdyg ta&mifrsm;jzihf pmrsm;? Draw
Tools jzihf qJGaomykHrsm;\ ta&mifrsm;ukd vkdovkd ajymif;Ekdifonf/ ta&mifrsm;rSdefvkdygu

Colors Palette \ Tint rS 100% ukd &mckdifEIef; avsmhay;jcif;jzihf rlvta&mifukd azsmhoGm;

ap&ef jyKjyifEkdifygonf/ txufyg tajccHta&mifrsm;ukd vkdovkdaygif;pyfí Colors
Palette wGif ta&mifrsm; xyfrHjznhfpGuftokH;jyKEkdifonf/

Stroke   Fill   Text/Image

RGB

CMYK

Spot

Process
Current Color Definition

New Color      Delete

ykH(2-1)
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Create New Color
19/ ta&miftopf zefwD;vkdygu Colors Palette  \nmbufxdyfaxmifhrS jrm;tm;

Click vkyfyg/ ay:vmaom MenurS New Color ukd Click vkyfyg/ykH(2-2) Color
Options Box ay:vmrnf/ ykH(2-3) 4if;rS Name wGif ta&miftrnf &kdufxnhfyg/  Oyrm-

Newcolor &kdufyg? NyD;vQif Model a&G;&efjzpfygonf/ Oyrm- CMYK ukda&G;yg/ xkdYaemuf

ta&mifav;rsKd;tm; vkdovkdajymif;ay;yg/ pdwfBudKufta&mif&ygu OK  ukd Click vkyfyg?

Newcolor onf Color Palette wGif ay:vmrnf/ ykH(2-4)

ykH(2-2)

ykH(2-3)

ykH(2-4)
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Styles  Palette
21/ Styles Palette onf Window Menu wGif yg0ifonf/ 4if; Palette udkay:ap&ef

Window Menu rS Show Styles ukd Click vkyfyg/ 4if; Palette udkray:apvkdu Window
Menu rS Hide Styles ukd Click  vkyfyg/ ( Shortcut - Ctrl + B ) ykH(2-7) Style onf

ykH(2-5)

Delete Color
20/ tqkdygta&mifrsm; teuftajccHta&mifrsm;rSvJGí rvkdaomta&mifrsm;ukd

jyefzsufvkdygu? zsufvkdaomta&mif trnfukda&G;yg/ Oyrm- "Newcolor" ? xkdYaemuf

Palette  \ nmbufxdyfaxmifhrS jrm;tm; Clickvkyfyg/ ay:vmaom Menu rS Delete
“Newcolor”ukd a&G;yg/ ykH(2-5) Dialog Box wpfckay:vmrnf/ ,if;rS OK ukd Click
vkyfyg/ ykH(2-6)

ykH(2-7)

ykH(2-6)
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Font? Point Size? Leading? Paragraph? Tab? Hyphenation  ponfh owfrSwfcsufykHpH

jzpfygonf/ Styles Palette wGif Body Text? Caption? Hanging indent? Headline?
Normal? Subhead1? Subhead2 [lí Style trsKd;rsKd;&Sdygonf/  Headline onf

acgif;pOfBuD;&kduf&ef? Subhead2 onf acgif;pOf&kduf&ef? Subhead1 onf acgif;pOfi,f

&kduf&efESihf Body text onf pmukd,f&kduf&ef ponfjzihf owfrSwfyg&Sdygonf/ ,if; Style
rsm;ukd tokH;jyKvkdu Style Palette ukd zGihfNyD;? tokH;jyKvkdaom Stylewpfckukd a&G;&rnf

jzpfygonf/

Create Style
22/ Style topfzefwD;&ef Styles Palette  \ nmbufxdyfaxmifhrS jrm;tm; Click
vkyfyg/ ay:vmaom MenurS New Styleukd Click vkyfyg/ ykH(2-8) Style Options
Boxay:vmrnf/ykH(2-9) 4if;rS NamewGif trnf&kdufxnhfyg/  Oyrm- NewStyle &kdufyg/

ykH(2-8)

ykH(2-9)
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ykH(2-10)

ykH(2-11)

ykH(2-12)

xkdYaemuf Character  rsm; Style owfrSwf&ef Char... Button ukd Click vkyfyg/ Character
Specifications box ay:vmrnf/ ykH(2-10) 4if; Character Specification wGif Font?
Size? Leading ponfjzihf owfrSwfay;yg/ NyD;vQif OKukd Click vkyfyg/ xkdYaemuf pmykd'frsm;

Style owfrSwf&ef Para... Buttonukd Clickvkyfyg/ Paragraph Specifications
boxay:vmrnf/ykH(2-11) 4if; Paragraph Specifications wGif Indent? Paragraph
Space? Alignment ponfjzihfowfrSwfay;yg/ NyD;vQif OK ukd Click vkyfyg/ xkdYaemuf

Tabs... Buttonukd Clickvkyfyg/ Indents/Tabs boxay:vmrnf/ ykH(2-12)
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4if; Indents/ Tabs rS Indent ESihf Tab rsm;owfrSwfyg/ NyD;vQif OK ukd Click  vkyfyg/

xkdYaemuf Hyph... Buttonukd Clickvkyfyg/ Hyphenation boxay:vmrnf/ ykH(2-13)

4if; Hyphenation rS On / Off a&G;yg/ NyD;vQif OK ukd Click vkyfyg/ txufyg

owfrSwfcsufrsm; tm;vkH;NyD;ygu Style OptionsrS OK ukd Click vkyfyg/ Styles Palette
wGif Newstyle ygvmrnf/ykH(2-14)

ykH(2-13)

Delete Style
23/ tqkdyg Style rsm;teuf rvkdaom Styleukdzsufvkdygu? zsufvkdaom Style
trnfukd Styles Palette wGifa&G;yg/ykH(2-15) Oyrm- "Newstyle" ? xkdYaemuf  Palette\
nmbufxdyfaxmifhrSjrm;tm; Click vkyfyg/ ay:vmaom Menu rS Delete “NewStyle”
ukd a&G;yg/ ykH(2-16) Dialog Box wpfckay:vmrnf/ ,if;rS OK ukd Click vkyfyg/

ykH(2-14)

ykH(2-15)

ykH(2-16)
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Layers  Palette
24/ Layers Paletteonf Window Menu wGifyg0ifonf/ Window Menu rS Show
Layers ukd Click vkyfygu Layers Palette ay:vmrnf/ykH(2-17) ray:apvkdu

Window Menu rS Hide Layers ukd Click vkyfyg/ ( Shortcut Key -> Ctrl + 8 )
Layers onf tvTmrsm;jzpfygonf/ ,if;tvTmrsm;wGif pmrsm;? ykHrsm;ESihf object rsm;ukd

wpfvTmpDcJGjcm; zefwD;xm;EkdifNyD;? twlwuG aygif;pyfjrifEkdifygonf/ rvkdaomtvTmukd

zkH;uG,f&ef ydwfxm;Ekdifonf/ jyefzGihfay;Ekdifonf/ tvTmwpfcktm; jyKjyif&m tjcm;tvTm

rsm;tm; ydwfxm;jcif;jzihf vG,fulpGmjyifEkdifygonf/ omreftm;jzihf pmrsm;ukd Default
Layer wGif &kdufavh&SdNyD;? ykHrsm;? Object rsm;ukdvnf; ,if; Layer wpfckwnf;wGifom

xm;avh&Sdygonf/

A B C

 ykH(2-17)

A.  Show/hide -  rjrifvkdaom Layer ukdydwf&ef? jyefzGihf&efokH;onf/

B. Lock/unlock  - jyifr&&efydwfxm;EkdifNyD;? jyifvkdygujyefzGihfay;&efokH;onf/

C. Layer color indicator - Layer \ta&mif ukdjyay;jcif;jzpfygonf/

Create New Layer
25/ Layer topfwpfckzefwD;&ef Layers Palette \nmbufxdyfaxmifhrSjrm;tm;

Click vkyfyg/ xkdYaemuf ay:vmaom Menu rS New Layerukd Click vkyfyg/ ykH(2-18)

 ykH(2-18)
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New Layer Box ay:vmrnf/  ykH(2-19) 4if;rS Name wGif Flower [k &kdufxnhfyg/

Layers Palette wGif Flower Layer ay:vmrnf/ ykH(2-20) ,if; Layer wGif yef;yGihfykH

qJGyg/ xkdenf;twkdif; aemufxyf Layer topf (2)ck zefwD;NyD;? Bear ESihf Text [k trnf

rsm;ay;yg/ Bear LayerwGif 0uf0HykHxnhfyg/ Text LayerwGif pm&kdufyg/ Layer PalettewGif

BearESihf Text rsm;ay:vmrnf/ FloweronftvTmwpfck? Bearonf tvTmwpfck? Text
onf tvTmwpfck ponfjzihf LayerwpfvTmcsif; oD;jcm;pD&Sdaeonfukd awGU&rnf jzpfygonf/

 ykH(2-19)

 ykH(2-20)

ykH(2-21)
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ykH(2-21) xkdokdYLayerokH;ckzefwD;xm;aomfvnf; pmrsufESmwGif ykH(2-22) twkdif; awGU&rnf

jzpfygonf/

Merge Layer
26/ Layer rsm;ukd Layer wpfckwnf;aygif;pyfEkdifygonf/ Layers Palette ukd zGihfyg/

Ctrl Key ukdESdyfvQuf aygif;vkdaom Layer ukda&G;yg/ Oyrm- Bear, Text, Flower wkdYukd

a&G;yg/ NyD;vQif Layers Palette \nmbufxdyfaxmifhrSjrm;tm; Click vkyfyg/ ay:vmaom

Menu rS  Merge Layers  ukd Click vkyfyg/ykH (2-23)

 PageMaker 7.0
Layer 1 -  Flower
Layer 2 - Bear
Layer 3 - Text

ykH(2-22)

ykH(2-23)

Delete Layer
27/ Layer rsm;ukd rvkdtyfygu zsufEkdifygonf/ Layers Palette ukd zGihfyg/  ,if;rS

zsufvkdaom Layer ukda&G;yg/ Oyrm- Layer 5 ukda&G;yg/ NyD;vQif Layers Palette
\nmbufxdyfaxmifhrSjrm;tm; Click vkyfyg/ ay:vmaom MenurS  Delete "Layer5"
ukd Click vkyfyg/ykH (2-24) Delete Layer Box ay:vmrnf/ykH (2-25) OK ukd Click
vkyfyg/
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ykH(2-24)

ykH(2-25)

Order Layer
28/ ykHrSeftm;jzihf yxrOD;qkH;zefwD;aom Layer onf Default Layer \ txufwGif

&SdaeNyD;? aemufxyfzefwD;aom Layer rsm;onf tay:wGif wpfqihfNyD;wpfqihf xyfoGm;

rnf/ aemufqkH; Layer onf tay:qkH;wGif&Sdrnf/ ,if; Layer rsm;ukd tpDtpOf ajymif;Ekdif

onf/ ajymif;vkdaom Layer ukda&G;yg/ Oyrm- Flower ukda&G;yg/ xm;vkdaomae&mokdY

Drag vkyfNyD;? Text Layer \ atmufokdYqJG,loGm;ygu ,if;  Flower Layer onf Text
\atmufokdYa&mufoGm;rnf/ ykH (2-26)

Before After→

ykH(2-26)
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Master Pages Palette
29/ Master Page onf PageMaker Screen \ b,fbufatmufajcaxmihfwGif

awGU&aom Master Page Icon ykH    jyxm;aom Page jzpfonf/ Document Setup
wGif Double-Sided a&G;xm;ygu Master Page Icon ykH     jzihfawGU&rnf/ Master
Pages Palette onf Window Menu wGifyg0ifonf/ 4if; Palette ay:ap&ef Window
Menu rS Show Master Pages ukd Click vkyfyg/ ray:apvkdu Window Menu rS

Hide Master Pages ukd Click vkyfyg/ ( Shortcut Key -> Shift+Ctrl + 8 ) ykH(2-27)
Master Page wGif pmrsm; ½kdufEkdif̂ jyifEkdifonf/ Objects ykHrsm;vnf; xnhfoGif;Ekdifonf/

okdYaomf Master Page wGif ykHrSeftm;jzihfpm½kdufavhr&Sdyg/ Document &Sd pmrsufESm

wkdif;wGif yg0ifapvkdaom Header? Footer? Page Number ESihf Graphic ykHrsm; ponfjzihf

wpfajy;nDxnhfoGif;&eftwGuf tokH;jyKEkdifonf/

Create Master Page
30/ Master Page topfwpfckzefwD;&ef Master Pages Palette \nmbuf

xdyfaxmifhrSjrm;tm; Click vkyfyg/ ay:vmaom Menu rS New Master Page... ukd

Click vkyfyg/ ykH(2-28) Master Page Options ay:vmrnf/ ykH(2-29) 4if;rS Name

ykH(2-27)

ykH(2-28)
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wGif MASTER1 [k &kdufxnhfyg/ NyD;vQif  OKudk Click vkyfyg/ Master Pages Palette
wGif MASTER1 ay:vmrnf/ ykH (2-30)

ykH(2-29)

ykH(2-30)

Insert Header Using Master Page
31/ Document atmufajc&Sd Master Page Icon ukd Click vkyfyg/ pm&GuftvGwf

wpfckay:vmrnf/ Master Pages Palette ukd zGihfyg/ ,if;rS MASTER1 ukda&G;yg/

xkdYaemuf Master Page pmrsufESm\ Header ae&mwGif "PageMaker 7.0" ½kdufyg/

ykH(2-30) MASTER1rS "PageMaker 7.0" ukd Page1 wGifay:ap&ef Document
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Master Page
Header

Master Page
Layout

Master Page
Icon

ykH(2-31)

atmufajc&Sd Page Icon\ Page1ukda&G;ygu tqkdygpmrsufESm(1)wGif "PageMaker
7.0" ay:vm rnf/ ykH(2-31) usefpmrsufESmrsm;wGif wpfajy;nDay:apvkdu Master
Pages Palette ukdzGihfNyD; MASTER1ukda&G;yg/ xkdYaemuf Palette\ nmbufxdyfaxmihfrS

jrm;ukd Click vkyfyg/ ay:vmaom MenurS Apply ukda&G;yg/ykH(2-32)  Apply Master
Box  ay:vmrnf/ ykH(2-33) pmrsufESmtm;vkH;wGif ay:apvkdvQif All  ukd a&G;&rnf/

ykH(2-33)

Pages Icon

Master Page rS

Header

ykH(2-32)



22uGefysLwmvufpJG

ykH(2-34)

1-5

ykH(2-35)

ykH(2-34) pmrsufESmuefYowfí ay:apvkdu Page range ukd a&G;NyD;? pmrsufESm owfrSwfcsuf

&kdufxnhfyg/ Oyrm- 1-5 [k &kdufcJhygu pmrsufESm (1 rS 5xd)om ay:rnf/ykH (2-35)

xkdYaemuf Apply ukd Click vkyfyg/

Insert Page Number
32/ Document wpfckwGif pmrsufESmeHygwf (9999) txdowfrSwfEkdifonf/ pmrsufESm

eHygwfxnhf&ef Master Page Icon ukda&G;yg/ Master Page pmrsufESmay:vmrnf/

4if;pmrsufESm\ Header tv,fwGif Cursor csNyD;?   Shortcut - Ctrl+Alt+P ukd wJGEdSyfyg

u RM ay:vmrnf/ xkdtcg usefpmrsufESmrsm;ukdMunhfygu pmrsufESmeHygwfrsm;

tvkdtavsmuf xnhfNyD;jzpfaernf/ ykH(2-36) Master Page ESpfck\ Elements rsm;udk

wpfNyKdifwnf; ray:apEkdifyg/ pmrsufESmwpfckwGif Master Page wpfck\ Elements
rsm;udkom azmfjyay;Ekdifygonf/
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Ctrl+Alt+P ukdEdSyfyg

ykH(2-36)

Delete Master Page
33/ Master Page rsm;ukd rvkdtyfyguzsufEkdifonf/ Master Pages Paletteukd zGihfyg/

,if;rS zsufvkdaom Master Page ukda&G;yg/ Oyrm- Master1 ukda&G;yg/ jyD;vQif Master
Pages  Palette \nmbufxdyfaxmifhrSjrm;tm; Click vkyfyg/ ay:vmaom MenurS

Delete "Master1" ukd Click vkyfyg/ykH (2-37) Adobe PageMaker 7.0 Box ay:vmrnf/

ykH (2-38) OK ukd Click vkyfyg/

ykH (2-37)

ykH (2-38)
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ykH(2-39)

A B C D E

F G H I J K LMNO           P           Q            R

Control  Palette
34/ Control  Palette onf Window Menu wGif yg0ifonf/ 4if; Palette ay:ap&ef
Window Menu rS Show Control Palette ukd Click vkyfyg/ ray:apvkdygu Window
Menu rS Hide Control Palette ukd Click vkyfyg/ ( Shortcut  - Ctrl + ' ) pm&kdufpOf

ESihf pmrsm;? pmykd'frsm;udk Select vkyfxm;pOfwGif Control Palette View onf Character
Attributes ESihf Paragraph Attributes [líESpfrsKd;tokH;jyKEkdifonf/

Control  Palette  View  (Character Attributes)
35/ Character Attributes onf pmrsm;? pmykd'frsm;tm; vkdovkdjyKjyifEkdif&eftwGuf

tokH;jyKonf/ ykH(2-39)

A. Character Attributes Button
B. (Font) - Font a&G;&ef/

C. (Size) - Point Size a&G;&ef/

D. (Tracking) - Character tpdwftusJjyKvkyf&ef ykHpH(6)rsKd;jyKvkyfEkdifonf/

  ykHrSeftm;jzihf Normal jzpfygonf/

    - No Track
    - Very Loose
    - Loose
    - Normal
    - Tight
    - Very Tight

E. (Kerning) - Character rsm;\tuGmta0;jyKjyif&ef/

F. (Normal)    - ykHrSefpmvkH;owfrSwf&ef/

G. (Bold)        - pmvkH;rJowfrSwf&ef/

H. (Italic)       -  pmvkH;apmif;owfrSwf&ef/

I.  (Underline)- rsOf;om;&ef/
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J.  (Reverse) -  tjzLa&mifajymif;&ef/

K. (Strikethru) - pmvkH;tv,frS rsOf;om;&ef/

L.  (Small Cap) - Capital tao;pmvkH;ajymif;&ef/

M. (All Cap) - Capital pmvkH;ajymif;&ef/

N. (Super Script) - pmvkH;txyfwif&ef/

O. (Sub Script) - pmvkH;tajcxnhf&ef/

P. (Leading) - pmaMumif;ESpfckMum;tuGmta0;ajymif;&ef/

Q. (Horizontal Scale)- pmvkH;t&G,ftpm;ESihfykHo@mefajymif;&ef/

R. (Baseline Shift) - pmvkH;rsm; txuf̂ atmuf tuGmta0;ajymif;&ef/

Control  Palette  View  (Paragraph Attributes)
36/ Paragraph Attributes onf pmrsm;? pmykd'frsm;\ ykHpHtaetxm;rsm;tm; jyKjyif&ef

tokH;jyKonf/ ykH(2-40)

A. Paragraph Attributes Button /
B. (Style) - Style owfrSwf&ef/

C. (First line Indent) - yxrpmaMumif; Indent tuGmta0;owfrSwf&ef/

D. (Cursor Position) - Cursor &Sdaomae&mtuGmta0;jyoay;jcif;/

E. (Space Before) - pmykd'fwpfckESihfwpfcktuGmta0;owfrSwf&ef/

F. (Grid size) - pmykd'frsm;tuGmta0;/

G. (Left) -  b,fñSd&ef /
H.(Right) -  nmñSd&ef/

I. (Center) -  tv,fñSd&ef/

J. (Justify) - b,fnmñSd&ef/

K. (Force Justify) -  b,fnmqJGqefYñSd&ef/

L. (Left Indent) - b,f Indent owfrSwf&ef/

A B C D E F

G H I J K L M N O P

ykH(2-40)
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M. (Right Indent) -  nm Indent owfrSwf&ef

N. (Space After) - pmykd'fwpfckESihfwpfcktuGmta0;owfrSwf&ef

O. (Align to Grid off)
P.  (Align to Grid on)

Control  Palette  View  (Objects Selection)
37/ Object rsm;tm; Selection vkyfxm;pOfwGif Control Palette View  onf

yHk(2-41)yg twkdif; awGU&rnf/

A. (Move Left/Right) - Select Object tm;b,f̂ nmtuGmta0;ajymif;&ef/

B. (Horizontal - a&jyifnDtuGmta0;/

    Position)
C. (Width) - Select Object \tus,f/

D. ( Width %) - Select Object \tus,f&mckdifEIef;/

E. (Rotation Angle) - Select Object tm;vSnhf&ef/

F. (Horizontal Flip) - Select Objecttm;a&jyifnDacgufcsKd;vSnhf&ef/ykH(2-42)

G. (Move Up/Down) - Select Object tm; txuf̂ atmuf tuGmta0;

  ajymif;&ef/

H. (Vertical Position)- a'gifvkduftuGmta0;/

I. (Height) - Select Object \tjrihf/

J. (Height %) - Select Object \tjrihf&mckdifEIef;/

  A           B   C             D   E            F

  G          H   I               J   K           L

ykH(2-41)

Horizontal Flip
ykH(2-42)
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K. (Shear Angle) - Select Object tm; b,f̂ nmapmif;&ef/ykH(2-43)

L. (Vertical Flip) - Select Objecttm;a'gifvkdufacgufcsKd;ajymif;&ef/ykH(2-44)

Shear angle  30 H

ykH(2-43 )

Vertical FlipykH(2-44)

To Hide/Show all palettes
(aowåmi,frsm;tm;wpfNyK di fwnf;ay:ap^aysmufapjcif;)

38/ ay:xm;NyD;jzpfaom palettes rsm;tm; wpfNyKdifwnf;aysmufapvkdygu yxrOD;pGm

ToolBox rS Text Tool tm; a&G;xm;jcif;&Sd̂ r&Sd ppfaq;&efjzpfygonf/ tu,fí a&G;xm;

ygu  Pointer Tool ukd ajymif;a&G;&rnfjzpfonf/ Ctrl +Space ukdwJGESdyfjcif; jzihf Pointer
Tool ukdajymif;Ekdifonf/ xkdYaemuf Tab Key ukdESdyfyg/ ay:aeaom palettes rsm; tm;vkH;

aysmufoGm;rnf/ 4if;wkdYukd jyefay:apvkdu Tab Key ukdjyefESdyfyg/

To Combine/Separate all  palettes (aowåmi,ftm;aygif;pyfjcif;^cJGxkwfjcif;)

39/ ay:aeaom palettes rsm;oD;jcm;pDjzpfaeygu aygif;ay;Ekdifonf/ Colors palette
ESihf Styles palette ESpfckonf oD;jcm;pD&Sdaeonf/ykH(2-45) Oyrm- Colors palette tm;

Styles palette okdYaygif;pyfvkdygu 4if; Colors palette ukd aygif;vkdaom Styles palette
twGif;okdY Drag vkyfíqJG,loGm;yg/ykH(2-46) palettes rsm;aygif;oGm;onfudk ykH(2-47)
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ykH(2-46)

ykH (2-45)

wGif awGUEdkifygonf/ tvm;wl tjcm; palettes rsm;ukdvnf; xkdenf;twkdif; xyfrHaygif;

xnhfEkdifygonf/ palettes rsm;udk jyefvnfcJGxkwfvkdygu cJGxkwfvkdaom palette tm;

Drag vkyfí qJG,loGm;vQif palette rsm; oD;jcm;pDjyefjzpfoGm;rnf/

ykH(2-47)
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Chapter(3)

Menu Bar
40/ Menu Bar onf PageMaker Screen View \ xdyfbuf Title Bar atmuf

wGif &Sdonf/ 4if;wGif  File? Edit? Layout? Type? Element? Utilities? View? WindowESifh

Help ponfh Menu name tpkta0;rsm;yg0ifonf/ 4if; Menu name wdkYwGif pull-
down menu? Submenu ESihf Dialog Box rsm;vnf; wJGzufyg&Sdonf/

To use Menu Items
41/ Menu Bar &Sd tokH;jyKvkdaom Menu name ukd Click yg/ xkdtcg 4if; Menu
name wGifygaom Menu Items rsm;onf pull-down jzihfay:vmrnf/ Oyrm- File
Menu ukd Click vkyfyg/ File Menu ESihfywfoufaom pull-down menu ay:vmrnf/

ykH(3-1) xkd pull-down menu rS tvkd&Sdaom Menu Item ukda&G;í Click vkyf&ef

jzpfonf/ 4if;wGif atmufazmfjytwdkif; Shortcut Key ( )? Ellipsis ( ) ESihf Right
Arrow( ) wkdYukd awGU&rnf-

ykH(3-1)
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(u) Shortcut Key / Menu Command rsm;tpm; tvG,fwul tokH;jyK&ef

owfrSwfay;aom Keyboard Shortcut rsm;jzpfonf/

( c) Ellipsis / Ellipsis ygaom Menu Item rsm;ukd a&G;ygu Dialog Box
ay:vmrnf jzpfonf/

( *) Right Arrow / Right Arrow ygaom Menu Item ukda&G;ygu Sub
Menu ay:vmrnf/

File Menu
42/ Menu Bar rS File ukd Click vkyfygu File Menu rS pull-down menu
ay:vmrnf/ ykH(3-2)

New
43/ PageMaker Document file topfzGihf&efjzpfonf/ zkdiftopfwpfckzGihf&ef File
Menu rS New... ukd Click vkyfyg/ (Shortcut - Ctrl+N) Document Setup Dialog
Box ay:vmrnf/ ykH(3-3) Document Setup Dialog Box wGifrdrdvkyfaqmifrnhf

vkyfief;jzifh qDavQmfaom Setting rsm;? Values rsm;udk atmufygtwkdif; a&G;cs,fjznhfpGuf

&rnf-

ykH(3-2)
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(u) Page Size / Page Size box rSowfrSwfxm;aompm&Guf yHkpHtrsdK;rsdK;udk

a&G;cs,fEdkifonf/Oyrm A4 ukda&G;yg/ykH(3-4)  rdrdpdwfBudKufowfrSwfvkdygu

Custom udka&G;NyD;? toHk;jyKvdkonfh pm&Guft&G,ftpm;udk Dimensions
ae&mwGif xnhfoGif;Edkifonf/ykH(3-5)

( c ) Orientation / Orientation wGif Tallonf a'gifvdkuftaetxm;

jzpfNyD;?  Wide onf tvsm;vdkuf taetxm;jzpfonf/ TallESifh Wide
rS wpfckudk a&G;cs,fay;&rnf/

( * ) Options / a&G;cs,f&ef atmufygtwdkif; toHk;jyKEdkifonf-

(1) Double-sided / pmrsufESm b,fESifhnm ESpfrsdK;vHk; ½dkufvdkaomf

a&G;cs,f&rnf/ wpfzufwnf;½dkufvdkygu a&G;cs,f&ef rvdkyg/

(2) Facing Pages / pmrsufESmrsm;udk b,fnm,SOfjyo&ef jzpfonf/

(3) Adjust Layout / toifh&SdNyD; Document rsm;wGifom oHk;&ef

jzpfygonf/

ykH(3-4)

ykH(3-5)

ykH(3-3)
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(C) Number of Pages / pmrsufESmta&twGuf owfrSwfay;&efjzpfonf/

( i ) Start Page / pmrsufESmeHygwftopfrS jyefp&efoHk;ygonf/ Oyrm-

pmrsufESm 21 rSpvdkygu Start Page wGif 21 jznfhpGuf&rnf/

( p) Margins / pmrsufESm\ Margins wefbdk;rsm;udk owfrSwf&mwGif

Double Sided udka&G;xm;ygu "Inside", "Outside", "Top" ESifh

"Bottom" wdkYudkjznfh&efjzpfygonf/ykH(3-6) Double Sided udk a&G;rxm;

ygu "Left", "Right", "Top" ESifh "Button"wdkYudk jznfh&efjzpfygonf/

ykH(3-7)

(q) Target output resolution / pm½kdufxkwfrnhf output t&nftaoG;

owfrSwfcsufjzpfonf/

( Z ) Compose to Printer/ pm½kdufxkwfrnhf Printer ukda&G;cs,f&ef jzpfyg

onf/ Oyrm HP LaserJet 5L ukda&G;yg/ ykH(3-8)

( ps ) OK / a&G;cs,fjznhfpGufxm;aom Setting rsm;twnfjzpfap&ef OK
Button  ukd Click vkyfyg/ (okdYr[kwf) Enter Key ukdESdyfyg/

(n) Cancel / Document Setup topfzefwD;jcif;tm; rjyKvkyfvkdawmhygu

Cancel Button ukd Click vkyfyg/

( # ) Number / pmrsufESmeHygwf Style rsm; owfrSwf&eftwGuftokH;jyKonf/

xkdokdY ajymif;vJowfrSwfvkdvQif Document Setup Dialog Box rS

ykH(3-8)

ykH(3-6)

ykH(3-7)
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 ukd Click vkyfygu Page Numbering Dialog Box
xyfay:vmrnf/ ESpfouf&mwpfckukd a&G;&efjzpfygonf/ykH(3-9)

Open
44/ toihf&SdNyD;jzpfaom(okdYr[kwf) ,cifu odrf;xm;aom file rsm;zGihf&efjzpfonf/

zkdifwpfckzGihf&ef File Menu rS Open... ukd Click vkyfyg/ (Shortcut - Ctrl+O) Open
Publication Dialog Box ay:vmrnf/ ykH(3-10) Look in: - zGihfvkdaomzkdif&Sdrnhf Folder

ykH(3-9)

ykH(3-10)

&Sm&ef Look in: rS  ukd Click vkyfyg/ykH(3-11) ay:vmaom Pull-down list rS My
Documents ukda&G;yg/ trsm;tm;jzihf rdrdzkdifrsm;onf My Documents wGif&Sdaeygu

4if;wGifzkdifrsm; ay:vmrnf/ zGihfvkdaomzkdifukda&G;í  Double Click vkyfyg/ (okdYr[kwf)

 ukd Click vkyfyg/ykH(3-12)
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Recent Publication
45/ PageMaker onf aemufqkH;zGihfcJĥ odrf;cJhaom zkdif(8)zkdifukd odrf;xm;ay;onf/

File Menu rS Recent Publication ukd Mouse pointer jzifh Point vkyfygu aemufqkH;

zGihfcJhaom zkdifrsm;ay:vmrnf/ykH(3-13) zGihfvkdaom zkdifukd Click vkyf&rnf/

Close
46/ zGihfxm;aomzkdifrsm;ukd tokH;jyKjyD;ygu jyefydwfay;&rnf/ zkdifwpfckydwf&ef File
Menu rS Close ukd Click vkyfyg/ (Shortcut - Ctrl+W) 4if;zdkdifonf rodrf;&ao;ygu

Adobe PageMaker 7.0 Dialog Box ay:vmrnf/ykH(3-14) odrf;vkdu Yes ? rodrf;vkdu

No ukd Click vkyfyg/ Cancel ukd Click vkyfygu zkddifrydwfbJ qufyGihfaernf/

ykH(3-12)

ykH(3-11)

ykH(3-13)
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Save
47/ topfzGihfxm;aomzkdif (okdYr[kwf) &SdNyD;om;zkdifrsm; zGihfí tokH;jyKNyD;ygu odrf;ay;&ef

vkdtyfygonf/ okdYrSom rdrd\zkdiftm; tvkd&SdaomtcsdefwGif jyefvnf&,lEkdifrnf/ zkdifodrf;

&ef Flie Menu rS Save ukd Click vkyfyg/(Shortcut - Ctrl+S) &SdNyD;om; zkdifjzpfygu

,cifzkdiftrnfjzihfodrf;oGm;rnf/  zkdiftopfjzpfygu Save Publication: Dialog Box
ay:vmygu atmufygtwdkif; vkyfaqmifEdkifygonf/ ykH(3-15)-

(u) Save in: / odrf;vkdaom Folder a&G;&ef  Save in: rS ukd Clickvkyfyg/

ykH(3-16) ay:vmaom Pull-down list rS My Documents ukda&G;yg/

oD;jcm; Folder r&S dygu trsm;tm;jzih f My Documents wGif

odrf;Ekdifonf/

ykH(3-14)

ykH(3-15)

ykH(3-16)
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( c) File name: / odrf;vkdaom Folder ukda&G;NyD;ygu File name: wGif

zkdiftrnf &kdufxnhfyg/ Oyrm- MYFILE &kdufyg/ NyD;vQif  ukd

Click vkyfyg/

Save As
48/ topfzGihfxm;aom zkdifodrf;&ef(okdYr[kwf) &SdNyD;om;zkdifukd trnfopfwpfckay;í

yGm;,l&ef tokH;jyKEkdifonf/ zkdiftopfjzpfu Save command okH;enf;twkdif; jzpfygonf/

trnfopfwpfckjzihf yGm;,lvkdygu &SdNyD;om;zkdifukdzGihfyg/ File Menu rS Save as... ukd

Click vkyfyg/ Save Publication: Dialog Box ay:vmygu atmufygtwdkif; vkyfaqmif

Edkifygonf-

(u) Save in: / odrf;vkdaomFoldera&G;&ef  Save in: rS ukd Click vkyfyg/

ay:vm aom Pull-down list rS oD;jcm; Folder &Sdygu a&G;yg/ r&Sdu

My Documents ukda&G;yg/

( c) File name: / odrf;vkdaom Folder ukda&G;NyD;ygu File name: wGif

rlvzkdiftrnfESihfrwlaom trnfopfwpfckudk &kdufxnhfyg/ Oyrm-
YOURFILE &kdufyg/ NyD;vQif  ukdClick vkyfyg/ ykH(3-15)yg

twdkif; trnfopfjzihf odrf;oGm;rnfjzpfNyD;? rlvzkdifvnf; &Sdaernf

jzpfygonf/

Revert
49/ zGihfxm;aomzkdifwpfckwGif trSm;jyKvkyfrdvQifaomfvnf;aumif;? jyKjyifajymif;vJrI

rsm;ukdaomfvnf;aumif; aemufqkH;odrf;cJhaomtajctaetwkdif;jyef&&ef Revert
command ukd okH;Ekdifonf/ Oyrmtm;jzihf zkdifwpfckukdzGihfí pmwpfykd'f xyf&kdufxnhfNyD;?

Graphic ykHwpfykHukd qGJxnhfcJhonf&Sdaomf vkyfaqmifcsufonf wpfckrujzpfaeojzihf Edit
Menu rS Undo Edit ukd tokH;jyKí rjzpfEkdifyg/ xkdtcgrsKd;wGif Revert command ukd

tokH;jyK&rnf/ okdYjzpfí zkdif\aemufqkH;tajctaeukd jyef&&ef File Menu rS Revert ukd

Click vkyfyg/ Adobe PageMaker 7.0 Dialog Box ay:vmrnf/ykH(3-17) OK ukd

Click vkyfyg/

ykH(3-17)
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Place
50/ Place onf Document zkdifwpfcktwGif;okdY Text rsm; ESihf Graphic rsm;xnhfoGif;

&ef tokH;jyKonf/ Place  vkyfvkdaom zkdifukd zGihfxm;yg/ File Menu rS Place... ukd

Click vkyfyg/ (Shortcut - Ctrl+D)  Place Dialog Box ay:vmygu atmufygtwdkif;

vkyfaqmifEdkifygonf/ykH(3-18)-

(u) Look in:/ zkdif&Sdaomae&mukd&Sm&ef Look in: &Sd  ukd Click vkyfyg/

pull-down list ay:vmrnf/ ykH(3-19)  4if; List wGif rawGUygu

 Click vkyfNyD; quf&Sm&ef jzpfygonf/  Oyrmtaejzihf

My Documents ukda&G;yg/

( c) Files of type:/  zkdiftrsKd;tpm;a&G;&ef Files of type: &Sd  ukd Click
vkyfyg/ pull-down list ay:vmrnf/ykH(3-20) Graphic zkdifjzpfvQif

ykH(3-18)

ykH(3-20)

ykH(3-19)
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Importable Files ukda&G;&ef? PageMaker zkdifjzpfygu PageMaker
Files ukda&G;&ef? PageMaker Old zkdifjzpfygu Older PageMaker Files
ukda&G;&ef? tjcm;zkdifrsm;jzpfygu All Files ukda&G;&efjzpfygonf/ Oyrm

Importable Files type ukda&G;yg/ ay:vmaom zkdifrsm;rS zkdifwpfckukd

a&G;&efjzpfonf/ Oyrm- Graphic zkdifwpfckjzpfaom View zkdifukda&G;yg/

NyD;vQif  ukd Click vkyfyg/ ykH(3-21 ) xkdYaemuf Mouse
pointer onf  yHkjzpfoGm;rnf/ rdrdtvkd&Sdaom t&G,ftaetxm;

twkdif; axmihfjzwfqJGvkdufygu Graphic ykHay:vmrnf/ykH(3-22) Text
zkdifukdxnhfoGif;vkdygu txufyg Graphic zkdifxnhfoGif;onhf enf;twkdif;

tqihfqihfvkyfaqmifoGm;&ef jzpfygonf/

Export
51/ PageMaker Document zkdifwpfckukd Adobe PDF ESihf Html zkdifrsm;tjzpf

vnf;aumif;? Graphic ESihf Text zkdifrsm;tjzpfvnf;aumif; Export vkyfEkdifygonf/ PDF
zkdiftjzpf Export vkyf&ef Acrobat Distiller 4.x/5.x  ukd Instrall vkyfxm;&ef

vkdtyfygonf/

ykH(3-21)

ykH(3-22)
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Export to create HTML Web Page
52/  PageMaker Document zkdiftm; HTML(Hyper Text Markup Link)
zkdifwpfcktjzpf Export vkyfvkdygu 4if;zkdifukdzGihfxm;yg/ File Menu rS Export ay:wGif

Mouse pointer wifvkdufygu Submenu ay:vmrnf/ 4if;rS HTML ukd Click vkyfyg/

ykH(3-23)  Export HTML Dialog Box ay:vmrnf/ykH(3-24)4if;wGif HTML Document

ykH(3-23)

ykH(3-24)
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Titleatmuf&Sd Text BoxrS Untitled1ukd Clickvkyfyg/ Contents: atmuf&Sd Text Box
wGif PageMaker Page rsm;onf Page1, 2, 3 ponfjzihf ay:vmrnf/ ykH(3-25)  4if;

Contents &Sd Page rsm;teufrS rvkdtyfaom Page rsm;yg&Sdu z,fxkwf&ef? vkdtyfygu

jyefxnhf&efponhf jyKjyifrIrsm;jyKvkyf&ef  ukd Click vkyfyg/ Export HTML:
Edit Contents Dialog Box ay:vmrnf/ykH(3-26)  Assigned To Document atmuf&Sd

ykH(3-25)

ykH(3-26)
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Page rsm;tm;ppfaq;NyD;? 4if;wkdYteufrS Page5, 6, 7, 8, 9, 10 (5)cktm; Html zkdifwGif

rxnhfvkdygu 4if; Page rsm;ukd Selection vkyfNyD;  ukd Clickvkyfyg/

ykH(3-27) xkdpmrsufESm(5)ckonf Unassigned atmufokdY a&mufoGm;rnf/ Document
Title wGif Title name &kdufxnhf&rnf/ Oyrm- Myhtml &kdufyg/ xkdYaemuf Done ukd

Clickvkyfyg/ ykH(3-28) xkdtcg   Export  HTML Dialog  Box   jyefay:vmygrnf/

ykH(3-27)

ykH(3-28)
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ykH(3-29) qufvufí HTML Document  zkdifodrf;rnhff Folder &Sm&ef 
ukd Click vkyfyg/ Document Save As Dialog Box ay:vmrnf/ ykH(3-30) My
Documents  wGif odrf;&eftwGuf Save in: wGif My Documents Folder ukda&G;yg/

File name: wGif File name &kdufxnhfay;yg/ Oyrm- MYFILE ukd&kdufyg/ NyD;vQif OK
ukd Click vkyfyg/ Export HTML Button udk Click vkyfyg/ MYFILE.Html zkdif

wpfckjzpfoGm;rnf/

ykH(3-29)

ykH(3-30)
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Export  to create Adobe PDF
53/ PageMaker Document zkdiftm; PDF(Portable Document Format)   zkdif

wpfcktjzpf Export vkyfvkdygu 4if;zkdifukd zGihfxm;yg/ File Menu rS Export ay:wGif

Mouse pointer wifvkdufygu Submenu ay:vmrnf/ykH(3-31) 4if;rS Adobe PDF
ukd Click vkyfyg/ PDF Options Dialog Box ay:vmrnf/ykH(3-32)  Distiller Settings

ykH(3-31)

ykH(3-32)
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\ Job Name: wGif  ukd Click vkyfygu ay:vmaom pull-down list rS wpfckukd

a&G;&rnf/ Oyrm- Screen wGif Munhf&eftwGufjzpfygu Screen ukda&G;&ef jzpfonf/

ykH(3-33) xkdYaemuf Pages wGif pmrsufESmtm;vkH; PDF zkdifvkyfrnfqkdygu All Pages in
Current Publication ukda&G;&rnf/ pmrsufESmta&twGuf uefYowfvkdygu Range
ukda&G;NyD;? pmrsufESmuefYowfcsufukd &dkufxnhfay;&rnf/ Oyrm 1-14 &kdufyg/ykH(3-34)

Page Size(s): wGif Same as current publication ukd a&G;&efjzpfygonf/ ykH(3-35)

a&G;cs,fp&mrsm;a&G;cs,fNyD;ygu   ukd Click vkyfyg/ Export PDF As
Dialog Box ay:vmrnf/ykH(3-36) 4if;rS Save in: wGif zkdifodrf;vkdaom Folder a&G;&ef
jzpfygonf/ oD;jcm; Folder r&Sdygu My Documents ukda&G;yg/ xkdYaemuf File name:
wGifzkdiftrnf&kdufxnhf&efjzpfonf/ Mypdf ukd&kdufxnhfyg/ NyD;vQif OK ukd Click vkyfyg/

tu,fírdrd Export vkyfvkdufaom PDF zkdifukd wpfqufwnf; ay:vmapvkdygu

 wGif Marking vkyfxm;&rnf/ Marking jzKwfxm;ygu PDF zkdifay:vmrnf

r[kwfyg/

ykH(3-33)

14

ykH(3-36)

ykH(3-35)

ykH(3-34)
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Links Manager
54/ Text rsm;? graphic ykHrsm;tm; Place command udktokH;jyKí PageMaker
Document zkdifwpfcktwGif;okdY Import vkyfaomtcgwGif PageMaker zkdifonf source
zkdif (HTML file ESihf tjcm;½IwfaxG;aom zkdifrsm;ryg)ESihf Link jzpfaernf/ xkdokdY Link
jzpfaevQif source zkdifajymif;vJrI&Sdwkdif; PageMaker zkdifwGif tNrJ Updated jzpfaeap&ef
Link Manager command ukdtokH;jyKonf/ yxrOD;pGm Place Command tokH;jyKNyD;?

Excel trSwfpm&if;zkdif Marks.xls ukd PageMaker zkdifwpfcktwGif;okdY Import vkyfyg/

ykH(3-37) xkdtcg PageMaker Document zkdifESihf Marks.xls zkdifwkdYonf Link jzpf
aernf/ Link tajctaeukdod&Sd&ef File Manu rS Link Manager ukd Click vkyfyg/

(Shortcut - Shift+Ctrl+D) Link Manager Dialog Box ay:vmNyD;? Marks.xls zkdif
onf Link List wGif awGU&rnf/ykH(3-38) 4if; Link List rS tjcm; Link Item wpfckukd

ykH(3-38)

ykH(3-37)
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a&G;cs,fMunhfygu Status: wGif  This  item  is not linked. pmwrf;ukd awGU&ygrnf/

ykH(3-39) xkdokdY Link rjzpfjcif;rSm Place command tokH;rjyKbJ tjcm;enf;jzihf Import
vkyfxm;aomaMumihfjzpfonf/ tqkdygtrSwfpm&if;wGif Ko Ko \trSwfonf Myanmar-
50? English-60? Maths-70? Arts-40? Science-50 toD;oD;awGU&rnf/ source
zkdifjzpfaom Marks.xls rS Ko Ko\trSwfpm&if;tm; bmom&yftm;vkH; trSwfwl

Myanmar-80? English-80? Maths-80? Arts-80? Science-80 toD;oD;jyifvkdufNyD;?

Excel Fileudk ydwf&rnf/ PageMaker Document zkdifwGifvnf;vkdufí jyifapvkdygu

File MenurS Link Managerukd Click vkyfyg/ykH(3-40) ay:vmaom Link Manager
Dialog Box rSUpdate Buttonukd Clickvkyf ygu trSwfrsm;onf Update vkyfoGm;ojzihf

tvkdtavsmufjyifqifNyD; jzpfoGm;rnf/ ykH(3-41)

ykH(3-39)

ykH(3-40)
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Document Setup
55/ zkdiftopfwpfck rzGihfrD Document Setting tm; MuKdwifowfrSwf&ef (okdYr[kwf)

&SdNyD;om;zkdifa[mif;\ Setting tm; jyefvnfjyKjyifowfrSwf&ef tokH;jyKonf/ File Menu
rS Document Setup... ukd Click vkyfyg/ (Shortcut - Shift+Ctrl+P) Document
Setup Dialog Box ay:vmrnf/ ykH(3-42) txufyg Document Setup Dialog
Box ESihf ywfoufí tao;pdwf&Sif;vif;csuftm; New Command wGif azmfjyNyD;jzpf

ygonf/

ykH(3-41)

ykH(3-42)
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Printer Styles
56/ Printer Styles command onf Document rsm;ESihf qDavsmfonhf Printer
tjyiftqifrsm; owfrSwfodrf;qnf;xm;NyD;? &kdufxkwfvkdonhftcg tokH;jyK&efjzpfonf/

Oyrm- Laser Printer tokH;jyKrnfqkdygu Document tjyiftqifESihf Laser Printer
\tjyiftqifrsm;ukd oihfavsmfukdufnDrI&Sdap&ef a&G;cs,fowfrSwfNyD;? 4if;tjyiftqifukd

jyefvnftokH;jyKEkdif&ef Style name wpfckay;í odrf;xm;&rnf/ rdrdodrf;vkdufaom Style
ukd PStyles.CNF zkdiftrnfjzihf odrf;xm;rnf/ 4if; PStyles.CNF zkdifukd zsufvkdufygu

Stylevnf; ysufoGm;rnfjzpfygonf/  Printer Style owfrSwf&ef File Menu rS Printer
Styles ay:wGif Mouse pointer wifvkdufaomtcg Submenu ay:vmygrnf/ 4if;rSS

Define ... ukd Click vkyfyg/ Define Printer Styles Dialog Box  ay:vmygrnf/ ykH

(3-43) Style topfowfrSwf&eftwGuf New Button ukd Click  vkyfyg/ Name Printer
Style Dialog Box ay:vmrnf/ykH(3-44) 4if;rS Name: wGif Style name &kdufxnhfyg/

Oyrm Myprinter [k&kdufxnhfyg/ Define Printer Styles Dialog Box &Sd Style:
atmufwGif Myprinter trnfopfwpfckukdawGU&rnf/ Printer Style owfrSwf&ef

ykH(3-43)

ykH(3-44)
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Myprinter ukda&G;NyD;? Edit Button ukd Click vkyfyg/ykH(3-45) Printer Document
Dialog Box ay:vmrnf/ykH(3-46) 4if; Dialog Box wGif a&G;cs,fvdkonfrsm;ukd a&G;cs,f

owfrSwfay;NyD;? OK ukd Click vkkyfyg/ Printer Style tm;jyefvnfjyifqifvkdygu File
Menu rS Printer Styles ay:wGif Mouse pointer wifNyD;? ay:vmaom Submenu rS

Define... ukda&G;yg/ xyfay:vmaom Dialog Box wGif rdrd Printer Style jzpfaom

Myprinterukda&G;um Editukd Click vkkkyf&rnf/ Oyrmtm;jzihf Printer: ukd HP Laser
Jet 5L a&G;NyD;? OKudk Click vkyfyg/ Define Printer Styles Dialog BoxrS OK udk

Clickvkyfyg/ Printer Name onf OKIPAGE 10i PS tpm; HP Laser 5L okdY

ykH(3-45)

ykH(3-46)
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ajymif;oGm;rnf/ykH(3-47) 4if; Printer Style twkdif; &kdufxkwfvkdygu Document zkdifukd

zGihfyg/ File Menu rS Printer Styles ukd Point vkyfyg/ Submenu rS Myprinter
ukda&G;&rnf/ ay:vmaom Dialog Box wGif Print ukd Click yg/ rdrdowfrSwfxm;aom

Style twkdif; &kdufxkwfay;rnf/ rdrdowfrSwfxm;aom Printer Style ukd rvkdtyfawmh

ygu jyefzsufEkdifygonf/Oyrm- ,cifowfrSwfcJhaom Style jzpfonhf Myprinter tm;

jyefzsuf&ef File Menu rS Printer Styles ukd Point vkyfNyD; Define... ukd Click vkyfyg/

ay:vmaom Define Printer Styles Dialog Box wGif Styles: atmufrS Myprinter
a&G;NyD;?Remove Button ukd Click vkyfyg/ Myprinter Style ysufoGm;rnf/ykH(3-48)

ykH(3-47)

ykH(3-48)

Print
57/ Document zkdifwpfcktm; &kdufxkwf&ef Print command ukd tokH;jyKonf/ pm&kduf

xkwfvkdaom zkdifukdzGihfxm;yg/ File Menu rS Print ukd Click vkyfygu Print Document
Dialog Box ay:vmrnf/ykH(3-49)Printer:wGiftokH;jyKvkdaom Printer (okdYr[kwf) rdrd

Computer ESihfcsdwfqufxm;onhf PrintertrsKd;tpm;ukd a&G;ay;&rnf/ Oyrm- HP
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LaserJet 1100 ukda&G;yg/ ykH(3-50) Copies: wGif &kdufxkwfvkdonhf ta&twGufukd

owfrSwfay;&rnf/ Oyrm- (5)pkH &kdufxkwfrnfqkdygu 4if;wGif(5) &kdufxnhfyg/ xkdYaemuf

ykH(3-50)

&kdufvkdaom pmrsufESmta&twGuff owfrSwfay;&rnf/ Oyrm- pmrsufESm 2 rS 8txd

&kdufrnfqkdygu Pages wGif Ranges: ukda&G;NyD;? 2-8 [k&kdufxnhf&rnf/ykH(3-51) tu,fí

pmrsufESm 5? 7 ESihf 10 [lí(3)rsufESm owfrSwf&kdufvkdygu Ranges: wGif 5,7,10
&kdufxnhfyg/ykH(3-52) Document &Sd pmrsufESmtm;vkH;&kdufxkwfvkdvQif All ukda&G;&ef

jzpfygonf/ &kdufxkwfvkdaom pm&GufowfrSwf&ef Setup Button ukd Click vkyfyg/ HP
LaserJet 1100 (MS) Document Properities Dialog Box ay:vmrnf/ykH(3-53)

4if; Box rS OrientationwGif pmrsufESm\ Portrait (a'gifvkduftaetxm;) Landscape
(tvsm;vkduftaetxm;)rS wpfckukda&G;cs,f&rnf/ Page Order wGif Front to Back
ESihf Back to Front rS wpfckukda&G;&rnf/ ykHrSeftm;jzihf Front to Back ukda&G;&ef

jzpfygonf/ykH(3-54) xkdUaemuf Paper Size a&G;cs,f&efjzpfygonf/ Advanced.. Button

ykH(3-49)
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ykH(3-53)

ykH(3-52)

ykH(3-51)

ykH(3-54)
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ukd Click vkyfyg/ HP LaserJet 1100(MS) Advanced Options Dialog Box
xyfay:vmrnf/ykH(3-55) 4if;rS Paper Size wGif ukdufnDrI&Sdaom pm&Guft&G,ftpm;

ukda&G;yg/ Oyrm- A4 ukda&G;yg/ NyD;vQif OK ukd Click vkyfyg/ HP LaserJet 1100 (MS)
Document Properities Dialog Box jyefay:vm rnf/ OK ukd Click vkyfyg/ Print
Document Dialog Box jyefay:vmrnf/ Print Button ukd Click vkyfyg/

Preference
58/ zkdiftopfESihf &SdNyD;om;zkdifrsm;wGif Setting tjyiftqifrsm; owfrSwf&ef (okdYr[kwf)

owfrSwfcsufrsm;tm; jyefvnfjyifqif&eftwGuf Preference ukdok H;Ek difonf/

Preference Setting ukd BuKdwifowfrSwfNyD;? zkdifopf zGihfwkdif;oufa&mufrI&Sdapygonf/

okdYaomf &SdNyD;om;zkdiftwGuf Preference Setting ukd jyifqif&ef wpfBudrfwGif wpfzkdif

xufykdí jyifqifowfrSwf&ef rjzpfEkdifyg/ Preference Setting owfrSwf&ef File Menu
rS Preference ay:wGif Mouse pointer wifvkdufyg/ ay:vmaom Submenu rS General
ukd Click vkyfyg/ykH(3-56)Preference Dialog Box udk atmufazmfjyygyHk(3-57)

twdkif;awGU&rnf-

ykH(3-55)
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ykH(3-56)

ykH(3-58)

(u) Measurements in: / Document wGif azmfjyay;aom twkdif;twm

Unit owfrSwfcsufjzpfygonf/ Inches, Inches decimal, Millimeters,
Picas, Ciceros ponfjzihf rdrdtokH;jyKvkdonfh wpfckukda&G;&efjzpfygonf/

Oyrm- Inches ukda&G;yg/ ykH(3-58)

ykH(3-57)
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( c) Vertical Ruler / Document &Sd Vertical Ruler \ twkdif;twm

Unit ukd owfrSwf&ef jzpfygonf/ Inches, Inches decimal,
Millimeters, Picas, Ciceros, Custom ponfjzihf rdrdtokH;jyKvkdonfh

wpfckukda&G;&efjzpfygonf/ Oyrm- Inches ukda&G;yg/ ykH(3-59)

ykH(3-59)

( *) Layout problems / pmykd'frsm;tm; Justifyvkyfaomtcg jzpfay:Ekdif

aom jyóemrsm;tm; jyoay;&ef Check Boxrsm;ukd Markervkyfxm;

&rnf/ rMunhfvkdygu Markerrsm; jzKwfxm;&efjzpfygonf/ ykH(3-60)

ykH(3-60)

(C) Graphics display / Graphic ykHrsm;tm; PageMaker Document
jrifuGif;wGif  enf;vrf;(3)rsKd;jzihfjyoay;Ekdifonf/ wpfckckukda&G;ay;&rnf/

omreftm;jzihf Standard ukda&G;cs,f&rnf/ykH(3-61)

ykH(3-61)

( i) Control Palette / Document rS Object wpfckukda&G;cs,fxm;NyD;?

Control Plaette rS  tm; ESdyfygu Object \a&GUvsm;rI taetxm;

tm; vkdovkdowfrSwf&efjzpfygonf/ Oyrm- Horizontal nudge: wGif

0.2 inches? Vertical nudge: wGif 0.2 inches xnhfay;ygu Control
Palette rS  ukd ESdyfvQif a&G;cs,fxm;aom Object onf owfrSwfcsuf

twkdif; 0.2 inches a&GUrnf/ ykH(3-62)

ykH(3-62)
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ykH(3-63)

(  p) More /   Button ukd Click vkyfygu More Preferences
Dialog Box ay:vmrnf/ jrefrmpm&kduf&mwGif ]]'}}? ]]"}} ray:ygu More
Preferences Dialog Box  rS yHk(3-63) az:jyxm;onhftwkdif; Use
typogragher's quotes wGif Marker jzKwfxm;&rnf/

(q) Story editor / Font ESihf size ukd vkdovkdajymif;vJEkdifonf/ xkdokdY

ajymif;vJ owfrSwfvkdufonhf  FontESihf sizetwkdif; Story editor wGif

ay:rnf/ykH(3-64)

ykH(3-64)
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ykH(3-66)

( Z) PostScript printing / Document rsm; &kdufxkwf&mwGif PostScript
Graphic rsm;twGuf Memory rsm;pGmtokH;jyK&ef vkdtyfygu Maximum
udka&G;cs,f&rnf/ omreftm;jzihf Normal  ukda&G;cs,fyg/ykH(3-65)

ykH(3-65)

Exit
59/ PageMaker 7.0 Program tm;tokH;jyKae&mrS xGuf&ef̂ ydwf&ef tokH;jyKonf/

File Menu rS Exit ukd Click vkyfyg/ ykH(3-66) (Shortcut - Ctrl+Q)
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Chapter (4)

Edit Menu
60/ Menu BarrS Edit ukd Click vkyfyg? Edit Menu rS pull-down menu ay:vmrnf/

ykH(4-1)

Undo
61/ PageMaker tm; tokH;jyKae&mrS vkyfaqmifrIwpfcktwGuf trSm;jyKvkyfrdcJhvQif

(okdYr[kwf) rlvtwkdif;jyef&vkdvQif aemufqkH;vkyfcJhaom tajctaetwkdif;jyef&&ef

tokH;jyKonf/ Edit Menu rS Undo ukd Click vkyfyg/ (Shortcut- Ctrl+Z)

Cut
62/ pmrsm;? pmykd'frsm;? Text Frame rsm;ESihf Graphic ponhf Object rsm;tm;

jzwf,l&efjzpfonf/ Paste Command ESihfwJGítokH;jyK&onf/jzwf,lvkdaomObject
ukda&G;yg/ xYkdaemuf Edit Menu rS CutukdClick vkyfyg/ (Shortcut- Ctrl+X)

Copy
63/ pmrsm;? pmykd'frsm;? Text Frame rsm;ESihf Graphic ponhf Object rsm;tm;ul;&ef

jzpfonf/ Paste Command ESihfwJGítokH;jyK&onf/ ul;vkdaom Object ukda&G;yg/

xYkdaemuf Edit Menu rS Copy ukdClick vkyfyg/ (Shortcut- Ctrl+C)

ykH(4-1)

?
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Paste
64/ pmrsm;? pmykd'frsm;? Text Frame rsm;ESihf Graphic ponhf Object rsm;tm;a&G;NyD;

Cut ESihf Copy Command rsm;tokH;jyKvkyfaqmifNyD;ygu 4if; Object tm; tvkd&Sdaom

ae&mwGifxm;&eftokH;jyKonf/ Edit Menu rSPaste ukdClickvkyfyg/ (Shortcut- Ctrl+V)

Clear
65/ pmrsm;? pmykd'frsm;? Text Frame rsm;ESihf Graphic ponhf Object rsm;tm; zsuf&ef

tokH;jyKonf/ zsufvkdaom Object tm;a&G;yg/ xkdYaemuf Edit Menu rS Clear ukd Click
vkyfyg/ (Shortcut- Del)

Paste Multiple
66/ pmrsm;? pmykd'frsm;? Text Frame rsm;ESihf Graphic ponhf Object rsm;tm;

wpfckxufykdí trsm;tjym; Paste vkyf&ef tokH;jyKonf/ Tools Box rS Text Tool
a&G;vQuf pmom;ul;vkdygu ul;vkdaom pmom; Oyrm- "Testing"ukda&G;NyD;? Edit Menu
rS Copy ukd Click vkyfyg/ xkdYaemuf tvkd&Sdaomae&mwGif Cursor csNyD;? Edit Menu rS
Paste Multiple... ukd Clickvkyfyg/ Paste Multiple Dialog Box ay:vmrnf/ykH(4-2)

Paste wGif ul;vkdaom ta&twGuf &kdufxnhfyg? Oyrm3 &kdufxnhfyg/ NyD;vQif OKukd

Click vkyfyg/ 3-ckul;oGm;rnf/ykH(4-3)  Tools Box rS Pointer  Tool a&G;vQuf Text
Frame? Graphic ponfrsm;rS ul;vkdaom Object ukda&G;NyD;? Edit MenurS Copyukd

Click vkyfyg/ Oyrm Computer pmom;ygaom Text Frame ukda&G;NyD;? Copy vkyfyg/

ykH(4-2)

ykH(4-3)
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xkdYaemuf Edit Menu rS Paste Multiple... ukd Clickvkyfyg/ Paste Multiple Dialog
Box ay:vmrnf/ Paste wGif ul;vkdaomta&twGuf&kdufxnhfyg? Oyrm- 3 &kdufxnhfyg/

Horizontal offset: wGif 1.2 ukdxnhfyg? Vertical offset: wGif 0 ukdxnhfyg? NyD;vQif

OK ukd Clickvkyfyg/ykH(4-4)tvsm;vkduftuGmta0; 1.2 inchespDuGmí 3-ck ul;oGm;rnf/

ykH(4-5) tvm;wl Horizontal offset:wGif 0 ukd&kdufxnhfNyD;? Vertical offset:wGif 0.5
ukd&kdufxnhfNyD;OK ukd Click vkyfyg/ykH(4-6) a'gifvkduftuGmta0; 0.5 inchespDuGmí

3-ckul;oGm;rnf/ykH(4-7) xkdYenf;wl Horizontal offset: ESihf Vertical offset: wkdYwGif

rdrdtvkd&Sdaom wefbkd;rsm; &kdufxnhfNyD; ul;Ekdifygonf/

1.2  Inches 1.2  Inches

Horizontal offset

ykH(4-4)

ykH(4-5)

0.5  Inches

0.5  Inches
Vertical offset

ykH(4-6)

ykH(4-7)
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Insert Object
67/ pmrsm;? Graphic ykHrsm; ponhf Object rsm;tm; PageMaker Document zkdif

wpfcktwGif;okdY xnhfoGif;&eftokH;jyKonf/ Edit Menu rS Insert Object... ukd Click
vkyfygu Insert Object Dialog Box ay:vmrnf/ykH(4-8)  Create New: ukda&G;vQif

topfzefwD;&efjzpfojzihf Object Type a&G;cs,f ay;&rnf/ Oyrm- Bitmap Imageukd

a&G;yg/ OKukd Click vkyfyg/ Paint window ay:vmrnf/ 4if;wGiftvkd&Sdaom ykHwpfck

zefwD;NyD;? File Menu rS Exit & Return to P7NOTE4.pmd ukd Click vkyfyg/ykH(4-9)

ykH(4-9)

ykH(4-8)
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PageMaker Document wGif Object ykHwpfck ay:vmrnf/ Create from File: ukd

a&G;ygu File: atmuf&Sd Box wGif Insert vkyfvkdaom zkdiftrnf &kdufxnhfay;&rnf/

ykH(4-10) zkdiftrnfrodygu zkdif&SmazG&ef Browse Button ukd Click vkyfyg/ Browse
Dialog Box ay:vmrnf/ykH(4-11) 4if;wGif a&G;ay;&efjzpfonf/ Oyrm- Ducky.tif ukd

a&G;vkdufygu PageMaker Document wGif ykHwpfck ay:vmrnf/ xkdYenf;wltjcm; Object
rsm;ukdvnf; txufygenf;twkdif; Insert vkyfEkdifygonf/

ykH(4-11)

ykH(4-10)
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Edit Story
68/ Document wpfckwGif &kdufxm;NyD;jzpfaompmrsm;ukd jyefvnfMunhf½I ppfaq;NyD;

trSm;rsm;? vkdtyfcsufrsm;tm; vG,fulvsifjrefpGmjyifqif&eftwGuf Story Editor tjzpf

atmufygtwdkif;tokH;jyKEdkifygonf-

(u) Spelling / pmvkH;aygif;owfykHppfaq;&ef Tools Box rS Text Tool
a&G;NyD;? Document &Sd Layout view wGif cursor csyg/ xkdYaemuf Edit
Menu rS Edit Storyukd Click vkyfyg/ (Shortcut - Ctrl+E) Story
Editor ay:vmrnf/ykH(4-12) Utilities Menu rS Spelling.. ukd Click
vkyfyg/ Spelling Dialog Box ay:vmrnf/ ykH(4-13) spelling check
pwif&ef Start Button ukd Clickvkyfíatmufygtwdkif;vkyfaqmifyg-

Story Editor

Layout view

ykH(4-12)
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ykH(4-13)

ykH(4-14)

(1) Spelling check jyKvkyfpOfwGif trSm;pmvkH;awGUygu Change
to: wGif jyrnf/ jyifqifvkdygu Change to: wGif &kdufxnhfí

jyifqif&ef(okdYr[kwf) 4if;atmuf&Sd List Box wGif awGU&aom

pmvkH;rsm;rS qDavsmfaom pmvkH;ukd a&G;ay;yg/ Oyrm- trSm;pmvkH;

useid ukdjyif&ef used ukda&G;&rnf/ xkdYaemuf pmvkH;trSefukd

tpm;xkd;&ef Replace Button ukd Click vkyfyg/ jyifqif

ajymif;vJ&efrvkdaom pmvkH;rsm;twGuf Ignore Button ukd Click
vkyf&rnf/ Spelling check complete. pmwrf; ay:vm

aomtcg  ukdESdyfyg/ykH(4-14) Story Editor udkydwf&ef

4if;Window rS  udk ESdyfyg/  (okdYr[kwf) Story Menu rS Close
Story ukd Click vkyfyg/
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(2) Document wpfckru zGihfxm;ygu zGihfxm;aomzkdiftm;vkH;

Spelling check jyKvkyf&ef All publications ukda&G;cs,f&rnf/

( c) Find / pmvkH;&Sm&ef ToolBox rS Text Tool a&G;NyD; Document &Sd Layout
view wGif cursor csyg/ xkdYaemuf Edit Menu rS Edit Story ukd Click
vkyfyg/(Shortcut - Ctrl+E) Story Editor ay:vmrnf/ 4if;rS Utilities
MenurS Findukd Clickvkyfyg/Find Dialog Boxay:vmygu

atmufygtwdkif; vkyfaqmifEdkifygonf/ykH(4-15)-

ykH(4-15)

ykH(4-16)

(1) Find what: wGif &SmvkdaompmvkH;ukd&kdufxnhfyg/ Oyrm- usedukd

&k dufxnhfyg/ pmvkH;tBuD;tao; twdtus&Smapvkdygu

 wGif Marking vkyf&rnf/ tBuD;tao;

owfrSwfcsuf rxm;bJ&Smvkdygu Marking jzKwfxm;yg/

pmvkH;wpfckcsif; oD;jcm;pD&Smvkdygu  wGifMarking
vkyfxm;yg/ tjcm;pmvkH;rsm;wGif tusKH;0ifaeaom pmvkH;rsm;yg

&Smvkdygu Marking jzKwfxm;&rnf/

(2) Document rsm; zGihfxm;ygu zGihfxm;aomzkdif tm;vkH;wGif&Sm&ef

All publications ukd a&G;cs,f&rnf/

(3) pwif&Sm&ef Find Button ukd Click vkyfyg/ awGU½Sdygu Highlight
jzihfjyrnf/ quf&Smvkdygu Find Next Button ukd Click vkyfyg/

&SmNyD;aomtcg PageMaker Dialog Box ay:vmrnf/ykH(4-16)

4if;wGif Yes ukd Click vkyfygu tprSjyef&Smygrnf/
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( *) Change / pmvkH;tpm;xkd;vJvS,f&ef Tools Box rS Text Tool a&G;NyD;

Document &Sd Layout view wGif cursor csyg/ xkdYaemuf Edit Menu rS
Edit Storyukd Click vkyfyg/ (Shortcut - Ctrl+E) Story Editor
ay:vmrnf/ 4if;rS Utilities Menu rS Change ukd Click vkyfyg/ Change
Dialog Box ay:vmvQifatmufygtwdkif;vkyfaqmifyg/ykH(4-17)-

ykH(4-17)

(1) Find what: wGif &SmvkdaompmvkH;ukd&kdufxnhfyg/ Oyrmusedukd

&kdufxnhf yg/ Change to: wGif tpm;xkd; vkkdaompmvkH;ukd

&k dufxnhfyg/ Oyrm using ukd &k dufxnhfyg/ pmvkH;tBuD;

tao;tvkduf wdwdusus &Smapvkdu   wGif

Marking vky f&rnf/ tBuD ;tao;owfr Sw fc su f

rxm;yJ&Smvkdygu Marking jzKwfxm;yg/ pmvkH;wpfckcsif; oD;jcm;pD

&Smvkdygu  wGifMarking vkyfxm;yg/ tjcm;pmvkH;

rsm;wGif tusKH;0ifaeaom pmvkH;rsm;yg &Smvkdygu Marking
jzKwfxm;&rnf/

(2) Document rsm; zGihfxm;ygu zGihfxm;aomzkdif tm;vkH;wGif &Sm&ef

All publications ukda&G;cs,f&rnf/

(3) pwif&ef Find Button ukd Click vkyfyg/ awGUygu Highlight
jzihfjyrnf/ tpm;xkd;vJ&ef Change Button ukd Click vkyfyg/

(okd Yr[kwf) Change & find Button ukd Click vkyfyg/

wpfqufwnf; &SmazGtpm;xkd; vJvS,fvkdygu Change all ukd

Click vkyfyg/
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(4) Char Attributes jzifh pmvkH;rsm;\ owfrSwfcsufykHpHrsm;tm;

wdwdususay;í &SmazGapNyD;? rdrdvkdcsifaom ykHpHowfrSwfcsufrsm;

ukd jyefvnfjyifqif&ef jzpfygonf/ pwif&ef Char Attributes
button ukd Click vkyfyg/ Change Character Attributes

Dialog box ay:vmygrnf/ ykH(4-18) Find what: wGif Font,
Size, Color, Leading, Style wkdYukd wduspGm owfrSwf&rnf/

Change to:wGifFont, Size, Color Leading, Style wkdYukd tvkd&Sd

onhfykHpHokdYjyefvnfowfrSwfay;&rnf/Oyrm- Document \
pmvkH;owfrSwfcsufykHpHrsm;rSm Font onf Arial? Size onf 12?

Leading onf Auto? Style onf Normal toD;oD;jzpfaeNyD;?

4if;owfrSwfcsufrsm;tpm; Font onf Time New Roman? Size
onf 14? Leading onf Auto? Style onf Bold ponfjzihf

ajymif;vkdygu Find what: wGif tvdk&dSonfhykHpHrsm;ukd xnhfay;yg/

Change to: wGif tpm;xkd;vkdaomykHpHrsm;ukdxnhfNyD;aemuf OK
udkESdyfyg/ Change Dialog Box jyefay:ygu Change all Button
ukdClick vkyfyg/ jyifqifrIrsm;NyD;ygu Story Editor rS jyefxGuf&ef

Edit Menu rS Edit Layout ukd Click vkyfyg/

ykH(4-18)
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Edit Original
69/ pmrsm;? ykHrsm; ESihf tjcm; Object rsm;tm; PageMaker Document twGif;okdY

Place vkyfNyD;? jyefvnfjyifqif&eftokH;jyKonf/ jyifqifvkdonhf Object ukda&G;yg/ Oyrm-
Adobe PhotoshopzkdiftrsKd;tpm; CarykHukda&G;yg/ykH(4-19) xkdYaemuf Edit MenurS Edit
Original ukd Click vkyfyg/ (okdYr[kwf) Image ay:wGif Double_Click vkyfyg/ 4if;ykHESihf

oufqkdifaom Adobe Photoshop Software yGihfvmNyD; CarykHay:vmrnf/ykH(4-20)

jyifqifp&mrsm;ukdjyifqifygu Adobe Photoshop rS jyefxGuf&ef File Menu rS Exit &
Return ukd Click vkyfyg/ xkdYenf;wl Excel zkdifukdzGihfNyD; Z,m;wpfckukd Copy vkyfyg/

PageMaker okdY jyefoGm;NyD; Edit Menu rS Paste Special ukd Click vkyfyg/ Paste
Special Dialog Box ay:vmrnf/ 4if;rS Paste Link: ukda&G;NyD; OK ukdESdyfygu ExcelrS
Z,m;onf PageMaker zkdifwGifay:vmrnf/ ykH(4-21) tqkdygZ,m;tm; jyifqif&ef

4if;Z,m;ay:wGif Mouse pointer wifNyD; Right Click vkyfyg/ Context Menu

ykH(4-19) ykH(4-20)

ykH(4-21)
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ay:vmrnf/ ykH(4-22) 4if; Menu rS Link Option..ukda&G;yg/ Link Options Dialog
Box xyfay:vmrnf/ ykH(4-23) 4if;wGif Update automatically ukd Marking vkyfía&G;NyD;

OK ukdESdyfyg/ tqkdyg a&G;cs,frIonf tvkdtavsmuf jyifqifoGm;ap&eftwGufjzpfygonf/

xkdYaemuf Z,m;ay:wGif double clickvkyfygu Excel Software yGihfvmrnf/ Z,m;wGif

vkdtyfonfrsm;jyifqifNyD;aomtcg Save vkyf&rnf/ PageMaker okdYjyefoGm;yg/

Z,m;ukdMunhfonhftcg jyifqifxm;NyD;awGU&rnf/ Edit Original onf Object
trsKd;tpm;ay:rlwnfí ajymif;vJEkdifygonf/ Oyrm- Edit Original tpm; Edit Image
Object ukdvnf;awGUEkdifygonf/

ykH(4-23)

ykH(4-22)
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Chapter (5)

Layout Menu
70/ pmrsufESm&Sd pmrsm;? ykHrsm;ESihf tjcm; Object rsm;\ tpDtpOf? taetxm;ukd

jyoaom tcif;tusif;jzpfygonf/ykH(5-1)

Go to Page
71/ pmrsufESm trsm;tjym;yg&SdaomDocument wpfckwGif Master pmrsufESm

tygt0if? pmrsufESmtoD;oD;teuf MunhfvkdonhfpmrsufESmtm; vkdovkd Munhf½I&ef

jzpfonf/ Layout Menu rS Go to Page... ukd Click vkyfyg/(Shortcut - Alt+Ctrl+G)

Go to Pge Dialog Box ay:vmrnf/ykH(5-2) Master ukdMunhfvkdygu Master ukd

a&G;&rnf/ usefpmrsufESmrsm;ukd Munhfvkdygu Page number wGif pmrsufESmeHygwf

&kdufxnhfyg/ Oyrm- 15 &kdufxnhfyg/ NyD;vQif OK ukd Click vkyfyg/ tvm;wl tjcm;Munhfvkd

aom pmrsufESmtoD;oD;ukdvnf; tvG,fwulMunhf½IEkdifygonf/

ykH(5-1)

ykH(5-2)
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Insert Pages
72/ pmrsufESmrsm;xyfrHjznhfpGuf&efokH;onf/ vuf&Sda&muf&Sdaeaom pmrsufESm\

a&SU^aemufwGif vkdovkd xyfxnhfEkdifygonf/ pmrsufESmxyfxnhf&ef Layout Menu rS

Insert Pages... ukd Click vkyfyg/ Insert Pages Dialog Box ay:vmrnf/ykH(5-3) Oyrm-

pmrsufESm 5 ck xyfxnhf&ef Insert wGif 5ukdxnhfyg/ vuf&Sda&mufaeaom pmrsufESm\

aemufrSxyfxnhfvkdygu page(s)wGif afterukda&G;yg/ a&SUwGifxyfxnhfvkdygu page(s)wGif

beforeukd a&G;yg/  xkdYaemuf Insert Buttonukd Clickvkyfyg/ pmrsufESm(5)ck wkd;vmrnf/

Remove Pages
73/ rvkdaom pmrsufESmrsm; zsufxkwf&ef okH;onf/ pmrsufESmrsm;ukd zsufxkwf&ef

Layout Menu rS Remove Pages ukd Click vkyfyg/ Remove Pages Dialog Box
ay:vmrnf/ykH(5-4) wpfqufwnf;zsufvkdaom pmrsufESm tpESihftqkH;ukd &kdufxnhfyg/

Oyrm- tp pmrsufESmukd 6 xnhfyg? tqkH;pmrsufESmukd 18 xnhfyg/ xkdYaemuf OK ukd

ykH(5-3)

ykH(5-4)

Click  vkyfyg/ Adobe PageMaker 7.0 Dialog Box ay:vmrnf/ ykH(5-5) OK ukd

Click vkyfyg/ xkdtcg pmrsufESm (6)rSpmrsufESm (18)txd zsufxkwfrnf/
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ykH(5-6)

Sort Pages
74/ pmrsufESmrsm; vkdovkd pDpOfEkdif&ef okH;onf/ pmrsufESmwpfcktm; tjcm;ae&mokdY

tvG,fwul ajymif;a&TUEkdifonf/ pmrsufESmeHygwfrsm;onf tpDtpOftwkdif; jzpfrnf/

pmrsufESma&GUoGm;aomfvnf; xkdpmrsufESmtoD;oD;&Sd pmom;rsm; ajymif;vJrI r&Sdyg/   Layout
Menu  rS Sort Pages... ukd  Click  vkyfyg/ Sort Pages Dialog Box ay:vmrnf/

ykH(5-6) pmrsufESmrsm;ukdvnf; tpDtpOf twkdif;awGU&rnf/ Oyrm- pmrsufESm 5 ukd

pmrsufESm 1 ESihf 2 Mum;okdY a&TUvkdvQif pmrsufESm 5 ukd Darg vkyfíqJG,loGm;NyD;? pmrsufESm

1 ESihf 2 Mum;okdY ykdYyg/ykH(5-7) pmrsufESm 5 onf pmrsufESm 1 ESihf 2 Mum;okdY a&mufoGm;NyD;?

pmrsufESmtm;vkH; eHygwftpDtpOftwkdif; jyefjzpfaernf/ ykH(5-8)

ykH(5-7)

ykH(5-5)
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Go Back
75/ zGihfMunhfcJhaom pmrsufESmrsm;teufrS wpfrsufESmcsif;pD a&SUokdUjyefvSefMunhf&ef

jzpfonf/  Layout Menu rS Go Back ukd Click vkyfyg/ (Shortcut - Ctrl+PgUp)

Go Forward
76/ zGihfMunhfcJhaom pmrsufESmrsm;teufrS wpfrsufESmcsif;pD aemufokdUjyefvSefMunhf&ef

jzpfonf/   Layout Menu rS Go Forwardukd Clickvkyfyg/ (Shortcut - Ctrl+PgDn)

Column Guides
77/ pmrsufESmtoD;oD;wGif Column rsm;cJGjcm;owfrSwf&efjzpfonf/ zkdifwpfck&Sd

pmrsufESmtoD;oD;wGif wlnDaom Column rsm; cJGvkdygu? zkdifrzGihfrD Layout MenurS

Column Guiges... ukd Click vkyfyg/ Column Guides Dialog Box ay:vmrnf/

ykH(5-9)/ Number of column: wGifcJGvkdaom Column ta&twGufxnhf&efESihf Space
between columns:wGif Column rsm;Mum; tuGmta0;owfrSwfcsufxnhfay;&ef

jzpfonf/ Oyrm- Column (3)ckcJG&ef Number of column: wGif 3 xnhfyg/ Space
between column wGif 0.25 xnhfyg/ OK ukd Clickvkyfyg/ xkdYaemuf rdrdzkdifukdzGihf&ef

ykH(5-8)

ykH(5-9)
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jzpfonf/ 3 Column  ygaom zkdifwpfck yGihfvmrnf/ykH(5-10) toihf&SdNyD;zkdifwGif Column
cJGvkdygu? 4if;zkdifukdzGihfNyD; Master Page ukd a&G;yg/ xkdYaemuf Layout  menu rS Column
Guides... ukd Click vkyfyg/ ay:vmaom Column Guide Dialog Box rS Number
of columns: ESihf Sapce between columns: wkdYwGif wefbkd;rsm; xnhfyg/ ykH(5-11)

xkdYjyif Adjust layout ukd Marking vkyf&rnf/ NyD;vQif OK ukd Click vkyfyg/ zkdif&Sd

pmrsufESmtm;vkH; 3 Columns cJGoGm;rnf/ pmrsufESmtm;vkH; r[kwfb?J pmrsufESm wpfckcsif;

tvkduf oD;jcm;pD  Column cJGvkdygu?  4if;pmrsufESmukda&G;yg/ Layout Menu rS Column
Guide ukd Click vkyfyg/ ay:vmaom Dialog Box rS owfrSwfcsufrsm; ukday;NyD;? OK
ukd Click vkyfyg/ tvm;wl usefpmrsufESm toD;oD;ukdvnf; Column rsm;cJGEkdifygonf/

 Columnrsm;Mum;

 tuGmta0;         -  0.25 inches

ykH(5-10)

ykH(5-11)
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Copy Master Guide
78/ Document &Sd pmrsufESmrsm;wGif Master page rS Column Guide ESihf Guide
Line rsm;tm; xyfxnhf&efESihf ajymif;vJ&efokH;onf/ Oyrm- Master page ukda&G;yg/

Column ESpfckcJGyg? Guide Line rsm;xnhfyg/ykH(5-12) xkdYaemuf pmrsufESmwpfckukd a&G;yg/

Column Guide ESihf Guide Linersm;ukd vkdovkdjyifyg/ xkdokdY jyifNyD;aemuf Master
Page rS Setting twkdif;jyef&vkdvQif Layout Menu rS Copy Master Guide ukd Click
vkyfyg/ xkdpmrsufESmrsm;onf Master Page \ Guide rsm;twkdif;jzpfvmrnf/

Master Page

Two Column

Guide Line

ykH(5-12)

ykH(5-13)

Autoflow
79/ PageMaker Document File wpfckwGif tjcm;zkdifwpfckrS pmrsm;tm; Place
command tokH;jyKí ul;xnhfvkdaom  Autoflow command ukd tokH;jyKEkdifonf/

Document zkdifukdzGihfyg/ tjcm; Document zkdifwpfckukd Place vkyfyg/ xkdYaemuf Layout
Menu rS Autoflow ukd Click vkyfía&G;yg/ xkdtcg Document &Sd pmrsufESmwGif

loaded text icon  ay:vmrnf/ykH(5-13) Autoflow ukda&G;rxm;ygu Manual
text flow icon  ay:rnf/ xkdokdYjzpfvQif Ctrl Key ESdyfvsuftokH;jyKEkdifonf/ xkdYaemuf

pmrsufESm&Sd tvkd&Sdaomae&mwGif Click vkyfygu tjcm;zkdifrS Place vkyfvkdaom pmrsm;

0ifvmrnf/ pmrsufESm rvkHavmufygu vkdaompmrsufESmrsm;tm; tvkdtavsmuf tpm;

xkd;jcif;rsm;ukd jyKvkyfay;rnf/



76
uGefysLwmvufpJG

Chapter (6)
Type Menu
80/ Font ? Size ? Character ? Pharagraph ? Indents/Tabs ? Hyphenation?

Alignment? Style ponfwdkYyg0ifonf/ykH(6-1)

Font
81/ ykHo@meftrsKd;rsKd;&SdaompmvkH;rsm;jzpfonf/ pm&kdufrnfqkdygu rdrdtokH;jyKvkdaom

trsKd;tpm;wpfckukda&G;&rnf/ Oyrm- jrefrmpm&kduf&ef -Win---Researcher ukda&G;rnf

qkdygu Type Menu rS Font ay:wGif mouse pointer wifvkdufygu  Font list
ay:vmrnf/ykH(6-2) 4if; list wGif rdrda&G;vkdaom Font trnfyg&Sdu Click vkyfí

a&G;&rnf/ ryg&Sdygu More ay:wGif pointer wifyg/ xyfíay:vmaom Font list wGif

&Sm&rnf/ rawGUao;ygu More ay:wGif pointer wifí xyf&Sm&ef jzpfonf/

ykH(6-1)

ykH(6-2)
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Size
82/ Font rsm;\t&G,ftpm;owfrSwfcsufrsm;jzpfygonf/ pm&kdufrnfqkdygu rdrd

ESpfoufonfh Font ukda&G;cs,fNyD;? 4if; Font \t&G,ftpm;jzpfaom Size owfrSwf

ay;&rnf/ Oyrm- Size - 15 owfrSwfvkdygu Type Menu rS Size ay:wGif mouse
pointer wifvkdufyg Size trsKd;rsKd;ay:vmrnf/ykH(6-3) 4if; Size list wGif rdrdowfrSwf

vkdaom Size r&Sdygu Other... ukd Click vkyfyg/ay:vmaom Other Point Size Dialog
Box wGif 15 &kdufxnhfNyD; OK ukd Click vkyfyg/ykH(6-4)

Leading
83/ pmaMumif;ESpfckMum;&Sd txufESihfatmuf tuGmta0;owfrSwfcsuf jzpfonf/

ykHrSeftm;jzihf Leading onf Auto jzpfojzihfBudKwifowfrSwfay;&efrvkdtyfyg/ Font?
size wkdYESihf avsmfnDaomtuGmta0;owfrSwfcsuftwkdif;jzpfrnf/ 4if;taetxm;onf

Leading(Auto) jzpfonf/ rdrdpdwfMuKdufowfrSwfvkdygu Type Menu rSLeadingay:wGif

mouse pointer wifvkdufygu Leading list rsm;ay:vmrnf/ ykH(6-5) 4if; list rS wpfckukd

a&G;&efjzpfonf/ list wGif ryg&Sdaom PointpmvkH;udk ajymif;vkdygu Other... ukd Click
vkyfyg/ Other Leading Dialog Box ay:vmrnf/ ykH(6-6) 4if;wGif 20 &kdufxnhfNyD;

OK ukd ESdyfyg/

ykH(6-3)

ykH(6-4   )
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Type Style
84/ Font rsm;tm; atmufygtwdkif; Style owfrSwfay;Edkifygonf/ ykH(6-7)-

(u) Normal/ ykHrSefpmvkH;owfrSwf&ef/ (Shortcut- Shift+Ctrl+Sp)
Oyrm- Normal → This is a boy.

( c) Bold / pmvkH;rJowfrSwf&ef/ (Shortcut- Shift+Ctrl+B)
Oyrm- Bold → This is a boy.

( *) Italic / pmvkH;apmif;owfrSwf&ef/ (Shortcut- Shift+Ctrl+I)
Oyrm- Italic → This is a boy.

(C) Underline/ rsOf;om;&ef/ (Shortcut- Shift+Ctrl+U)
Oyrm- Underline →This is a boy.

ykH(6-5)

ykH(6-6)

ykH(6-7)
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(i) Strikethru / pmvkH;tv,frSrsOf;om;&ef/ (Shortcut- Shift+Ctrl+/)
Oyrm- Strikethru → This is a boy.

(p) Reverse / tjzLa&mifajymif;&ef/    (Shortcut- Shift+Ctrl+V)
Oyrm- Reverse → 

Expert Kerning
85/ Character rsm;\ tuGmta0; jyKjyifowfrSwfay;&ef jzpfygonf/  Kerning
vkyfvkdaom pmvkH;rsm;ukd a&G;yg/ Type Menu rS Expert Kerning ukd Click vkyfyg/

Expert Kerning Dialog Box ay:vmrnf/ ykH(6-8) Kern strength: wGif owfrSwfcsuf

&kdufxnhfyg/ (okdYr[kwf) Looser ESihf Tighter &Sd right/left arrow rsm;ukd ESdyfvQuf tuGm

ta0; ñSdyg/ NyD;vsif OK ukd ESdyfyg/

Expert Tracking
86/ ykHrSeftm;jzihf No Track or Normal jzpfygonf/ Tracking vkyf&ef pmvkH;rsm;ukd

a&G;yg/ Type Menu rS Expert Tracking ay:wGif pointer wifyg/ ay:vmaom Submenu
rS tvdk&dS&m wpfckukda&G;&ef jzpfonf/ ykH(6-9) Character tpdyftusJjyKvkyf&ef atmufyg

ykHpH(6)rsKd; &Sdygonf-

(u) No Track /
( c ) Very Loose /
( * ) Loose /
(C) Normal /
( i ) Tight /
( p ) Very Tight /

ykH(6-8)
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Horizontal Scale
87/ pmvkH;t&G,ftpm;ESihf ykHo@mefajymif;&ef jzpfonf/ ajymif;vkdaom pmvHk;rsm;ukd

a&G;yg/ Type Menu rS Horizontal Scale ay:wGif pointer wifvkdufygu Submenu
ay:vmrnf/ykH(6-10) 4if;rS tvkd&Sdaomtaetxm;ukd a&G;yg/ omreftm;jzihf Normal
jzpfonf/ rdrdpdwfBuKduf owfrSwfvkdygu Submenu rS Other... ukd Click vkyfyg/ Other
Character Width Dialog Box ay:vmrnf/ 200% &kdufxnhfyg/ ykH(6-11) NyD;vQif OKudk

Click vkyfyg/

ykH(6-9)

ykH(6-10)

ykH(6-11)
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Oyrmtm;jzihf "You  are  exporting" pmwrf;tm; Normal? 50% Scale? 200%
Scale okH;rsKd;owfrSwfí az:jyxm;ygonf/ykH(6-12)

Character
88/ Font? Size? Leading? Horizontal Scale? Color pmvkH;ta&mif? Tint ta&mif

tEkt&ihf? Position(Superscript, Subscript) ykHpH? Case pmvkH;ykHpH? Track ESihf Style
trsKd;rsKd;wkdY owfrSwf^jyifqifEkdifonf/ Document topfwpfzkdif rzGihfrDwGif BuKdwif

owfrSwfEkdifonf/ toihf&SdNyD;zkdifjzpfygu pmvkH;rsm;? pmykd'frsm;ukd a&G;cs,fí vkdovkd jyifqif

Ekdifonf/ Character owfrSwfcsufrsm;jyKvkyf&ef Type Menu rS Character ukd Click
vkyfygu atmufygtwdkif; Character Specifications Dialog Box ay:vmygrnf/

ykH(6-13)-

(u) Font /  tokH;jyKvkdaom trsKd;tpm;ukda&G;cs,f&rnf/

Oyrm- Time New Roman ukda&G;yg/

( c) Size / Font t&G,ftpm;owfrSwf&efjzpfygonf/

Oyrm- 13 ukda&G;yg/ (okdYr[kwf) &kdufxnhfyg/

ykH(6-12)

ykH(6-13)
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( *) Leading /  ykHrSeftm;jzihf Auto jzpfygonf/ vkdovkdowfrSwfEkdifygonf/

(C) Horiz scale /  ykHrSeftm;jzihf Normal jzpfygonf/

( i) Color / ykHrSeftm;jzihf Black jzpfygonf/ ESpfouf&mta&mifukd a&G;cs,f

owfrSwfEkdifygonf/ ta&mifowfrSwfvkdaom pm? pmykd'frsm;ukd a&G;yg/

Color&Sd Down arrowukd Click vkyfyg/ ay:vmaom Box rS ESpfouf&m

ta&mifukd a&G;&efjzpfygonf/ykH(6-14)

( p) Tint / ykHrSeftm;jzihf 100% jzpfygonf/ ta&miftEkt&ifhukd vkdovkd

owfrSwfEkdifygonf/ pm? pmykd'frsm;ukd a&G;yg/ Tint&Sd Down arrowukd

Click vkyfyg/ ay:vmaomBox rSESpfouf&mukda&G;yg/ ykH(6-15)

(q) Type style / Normal, Bold, Italic, Underline,Reverse, Strikethru
ponfwkdYrS ESpfouf&mukd a&G;cs,fowfrSwf&efjzpfygonf/

( Z) Position / Normal, Superscript, Subcript wkdYukdowfrSwfay;&ef

jzpfygonf/ ykHrSeftm;jzihf Normal jzpfygonf/ ykH(6-16)

Oyrm- Normal → 103 x 1002,  CO2, H2O
Superscript → 103 x 1002

Subcript → CO2, H2O

ykH(6-14)

ykH(6-15)

ykH(6-16)
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( ps) Case /  Normal, All caps, Small caps ponfjzihf okH;rsKd;a&G;Ekdifyg

onf/ ykHrSeftm;jzihf Normal jzpfygonf/ ykH(6-17)

Oyrm- Normal → Computer Department
All caps → COMPUTER DEPARTMENT
Small caps → COMPUTER DEPARTMENT

(n) Track / No track, Very loose, Loose, Normal, Tight, Very tight
ponfjzihf(6)rsKd; a&G;Ekdifygonf/ ykHrSeftm;jzihf Normal/ No track jzpfyg
onf/ykH(6-18)

( #) Line end / Break, No break ESpfrsKd;&Sdygonf/ ykHrSeftm;jzihf Break
jzpfonf/ pmaMumif;rsm;tm; a&G;cs,fNyD;?  No Break a&G;vQif pmaMumif;

xyfoGm;rnf/ykH(6-19)

( X) Options / Options  Button ukdESdyfygu Character Options Dialog
Box ay:vmygrnf/ 4if;rS Small caps size, Super/subscript size,
Superscript position, Subscript position ponfjzihf t&G,ftpm;

owfrSwfcsufrsm;ukd &mckdifEIef;tvkduf jyifqifowfrSwfEkdifygonf/

Baseline shift udkvnf; Up or Down ponfjzihf a&G;cs,fNyD;? points
owfrSwfcsufukd vkdtyfovkd owfrSwfí &kdufxnhfEkdifygonf/ykH(6-20)

ykH(6-17)

ykH(6-18)

ykH(6-19)
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Paragraph
89/ pmykd'frsm;\ Left, First, Right Indents owfrSwfcsuf?  pmykd'f wpfckESihfwpfck

txuf̂ atmuftuGmta0;owfrSwfcsuf?  Alignment ñSdjcif; ponfhowfrSwfcsufrsm;

udk atmufygtwdkif;owfrSwf&ef? jyifqifEdkiffygonf/ ykH(6-21)-

(u) Indents/  Indents rowfrSwfrDyHk ykH(6-22) ESihf Indents owfrSwfNyD;yHk

ykH(6-23) wdkYukd EIdif;,SOfjyxm;ygonf/

Before

ykH(6-22)

ykH(6-20)

ykH(6-21)
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 After

ykH(6-23)

( c) Paragraph / pmykd'frsm; wpfykd'fESihfwpfykd'f tuGmta0; rowfrSwfrDykH

ykH(6-24)ESihf owfrSwfNyD;ykH  ykH(6-25) wdkYukd EIdif;,SOfjyxm;ygonf/

 Before

ykH(6-24)

 After

ykH(6-25)

( *) Alignment / pmvkH;rsm;?pmykd'frsm;ñSd&efjzpfygonf/ ñSdvkdaompmykd'frsm;ukd

a&G;yg/ Alignment &Sd Down arrow ukdESdyfí atmufyg Alignment  5
rsKd;rS tvkd&dS&mudk a&G;cs,f&ef jzpfonf/ ykH(6-26)-

(1) Left / b,fñSd&ef/

(2) Center / tv,fñSd&ef/

(3) Right / nmñSd&ef/

(4) Justify / b,fnmñSd&ef/

(5) Force justify / b,fnmokdY qJGqefYñSd&ef/

ykH(6-26)
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Indents/Tabs
90/ PageMaker wGif pmykd'frsm;ñSd&ef Left Indent, Right Indent, First Line Indent
ponfh Indentrsm;ESihf Left Tab, Right Tab, Center Tab, Decimal Tab ponfjzihf Tab
rsm;&Sdygonf/ ykH(6-27)-

(u) Indents / Document zkdifwpfckzGihfNyD;? pmykd'feHygwf 1 ESihf 2 ukd Tab
wpfcsufESdyfyg/ eHygwfaemuf&Sd pmykd'ftpukd Tab wpfcsuf xyfESdyfygu

yHk(6-28)ygtwkdif;awGU&rnf/ xkdYaemuf pmykd'f 1 ESihf 2ukda&G;cs,fNyD;? Type
MenurS Indents/Tabsukd Click vkyfyg/ Indents/Tabs Dialog Box
ay:vmrnf/ Indents/Tabs rS Ruler \ 0 rSwfESihf pmrsufESm&Sd Left
Margin ukd wpfwef;wnf;nDonftxda&TU,lyg/ xkdYaemuf Shift Key
ukd ESdyfvQuf mouse pointer jzihf Left Indent Tab ukd 1" &Sd aomae&mokdY

qJG,lyg/ Shift Key ESihf mouse button wkdYukd vTwfvkdufaomtcg

pmykd'f(2)ckonf Left Indent a&GTUaomae&mokdY vkdufí ñSdNyD;jzpfrnf/

ykH(6-29)

Left Tab Right Tab Center Tab Decimal Tab

Right IndentLeft Indent      First line Indent

Position
IndicatorTab Leader

Default Tab

ykH(6-27)

ykH(6-28)
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Left Indent
 Position

( c) Tab / Document zkdifwpfckzGihfNyD;? Default Tab rsm;ukd okH;í yHk(6-30)yg

twkdif; ½kdufyg/ xkdYaemuf Tab rsm;owfrSwf&ef ItemNo 1ESihf2ukd a&G;yg/

Type Menu rS Indents/Tabs ukd Click vkyfyg/ Indents/Tabs
ay:vmrnf/ ItemNo twGuf Right Tab owfrSwf&ef Ruler ay:wGif

Mouse pointer wifí Click vkyfyg/ xkdYaemuf Right Tab ykHukd Click
vkyfía&G;yg/ Apply ukd Click vkyfyg/ ItemNo 1,2 wkdYonf nmñSdoGm;

rnf/ tvm;wl Item Name, Price, Qty, Total Amount wkdYukdvnf;

txufygenf;twkdif; qufvkyfoGm;ygu Default Tab rsm;aysmufoGm;NyD;?

rdrd owfrSwfvkdufaom Tab rsm;jzihf b,f? nm? tv,f? 'ór ponfjzihf

ñSdNyD; jzpfaernfukd awGU&rnf/ykH(6-31)

ykH(6-29)

ykH(6-30)
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Hyphenation
91/ pm½kduf&mwGif &Snfvsm;aom English pmvkH;rsm;yg&SdNyD;? pmaMumif;rqefYjcif;?

Justify jzihf ñSdaomfvnf;pmaMumif;&SdpmvkH;rsm; usJvGef;jcif; ponfrsm;udk ajyvnfap&ef

Hyphenation ukd on a&G;íokH;Ekdifonf/ jrefrmpmtwGuf rvkdtyfaomfvnf; English
pm&kduf&mwGif tokH;0ifonf/ ykHrSeftm;jzihf Hyphenation onf on jzpfygonf/Type
Menu rS Hyphenation... ukd Click vkyfyg/ Hyphenation Dialog Box ay:vmrnf/

ykH(6-32) tokH;jyKvkdu On a&G;yg/ tokH;rjyKvkdu Off ukda&G;&rnf/

Alignment
92/ pmvkH;rsm;?pmykd'frsm; ñSd&efjzpfygonf/ ñSdvkdaompmykd'frsm;ukd a&G;NyD;?  Type Menu
rS Alignmentay:wGif Mouse pointerwifvkdufygu Submenuay:vmrnf/ykH(6-33)

Align Leftonf b,fñSd&ef? Align Centeronf tv,fñSd&ef? Align Right onf

nmñSd&ef? Justifyonf b,fnmñSd&efESihf Force justifyonf b,fnmokdY qJGqefY ñSd&ef

wkdYjzpfonf/

ykH(6-31)

ykH(6-32)

ykH(6-33)
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Style
93/ Style onf pmvkH;rsm;? pmykd'frsm;\ Font? Point Size? Leading? Paragraph?

Tab? Hyphenation  ponfrsm;\ owfrSwfcsufykHpH jzpfygonf/ Style wGif [No style]?
Body Text? Caption? Hanging indent? Headline? Normal? Subhead1? Subhead2
[lí Style trsKd;rsKd;&Sdygonf/  Headline onf acgif;pOfBuD;&kduf&ef? Subhead2 onf

acgif;pOf&kduf&ef? Subhead1 onf acgif;pOfi,f&kduf&efESihf Body text onf pmukd,f&kduf&ef

ponfjzihf owfrSwfyg&Sdygonf/ ,if; Style rsm;ukd tokH;jyKvkdu pmvkH;rsm;? pmykd'frsm;ukd

a&G;yg/ Type Menu rS Style ay:wGif Mouse pointer wifvkdufyg/ Submenu
ay:vmrnf/ykH(6-34) ay:vmaomList rS ESpfouf&mwpfckukda&G;yg/ Window Menu rS
Styles Paletteukd zGihfívnf; tokH;jyKEkdifygonf/

Define Style
94/ [No style]? Body Text? Caption? Hanging indent? Headline? Normal?
Subhead1? Subhead2 ponhf Style trsKd;rsKd;teufrS rdrdpdwfBudKuf Style topfwpfck

owfrSwftokH;jyKEkdifygonf/  Stylewpfck Define vkyf&ef Type Menu rS Define Styles...

ykH(6-34)
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ukd Click vkyfyg/ Define Styles Dialog Box ay:vmrnf/ykH(6-35) ukdESdyfyg/

Style Options Dialog Box xyfay: vmrnf/ ykH(6-36) Name: wGif trnf½kdufxnhfyg/

Oyrm- Style1 ½kdufyg/ xkdYaemuf ukdESdyfí ay:vmaom Dialog Box rS

Character Style owfrSwfyg/ ukdESdyfí ay:vmaom Dialog Box rS Paragraph
Style owfrSwfyg/ tvm;wl ESihf  Button rsm;ukd ESdyfNyD;? pdwfBuKduf

Style rsm; owfrSwfyg/ owfrSwfcsufrsm;NyD;ygu OK ukd Click vkyfyg/ rdrdzefwD;vkdufaom

Style1 ukd tokH;jyKvkdygu Style owfrSwfvkdaom pmrsm;ukda&G;yg/ Type Menu rS Style
ay:wGif Mouse pointer ukd wifvkdufygu Submenu ay:vmNyD;? Style1 ukdawGU&rnf/

ykH(6-37) 4if;ukd Click vkyfí a&G;cs,f&ef jzpfonf/

ykH(6-35)

ykH(6-37)

ykH(6-36)
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Chapter (7)

Element Menu
95/ Element Menu wGif Fill, Stroke, Fill and Stroke, Frame, Arrange,  Align
Objects, Text Wrap, Group, Ungroup, Lock Position, Unlock, Mask, Unmask,
Image, Polygon Setting, Rounded Corners, Link Info, Link Options, Non-
Printing, Remove Transformation ponhf  Command rsm;yg0ifonf/

Fill
96/ Drawing Object wpfcktm; teufa&mif? tjzLa&mifESihf tuGufrsm;jznhf&ef jzpfyg

onf/ Fillvkyfvkdaom Objectukda&G;yg/ Element Menu rS Fillay:wGif Mouse pointer
wifvkdufygu ay:vmaom Fill list rS ESpfouf&mwpfckukda&G;yg/ykH(7-1)? ykH(7-2)

1234567890123456
1234567890123456
1234567890123456
1234567890123456
1234567890123456
1234567890123456
1234567890123456
1234567890123456
1234567890123456
1234567890123456
1234567890123456
1234567890123456
1234567890123456
1234567890123456
1234567890123456

Before After

ykH(7-2)

ykH(7-1)
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Stroke
97/ Stroke rsOf;rsm;\ ykHpHtrsKd;rsKd; owfrSwfajymif;vJ&ef jzpfyg onf/ Objectukda&G;yg/

Element Menu rS Stroke ay:wGif Mouse pointer wifvkdufygu Stroke ykHpHtrsKdrsKd;

ygaom Submenu ay:vmrnf/ykH(7-3) 4if;Submenu rSESpfouf&m wpfckukda&G;yg/Oyrm-

5pt ukda&G;yg/ ykH(7-4) pdwfBuKdufowfrSwfvkdygu Customukda&G;&rnf/ xkdtcg Custom
Stroke Dialog Box ay:vmrnf/ykH(7-5) 4if;rS Stroke style: wGif ESpfouf&ma&G;NyD;?

Stroke weight: wGif points t&G,ftpm;ukd &kdufxnhf&rnf/ Oyrm- 1 ukdxnhfyg/

Before After

ykH(7-3)

ykH(7-4)

ykH(7-5)
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Fill and Stroke
98/ Fill and Strokeonf Drawing Object rsm;tm; tuGufrsm;jznhf&ef?

ta&mifxnhf&efESihf Object &Sd rsOf;rsm;\ ykHpHtrsKd;rsKd;owfrSwf&ef? ta&mifxnhf&ef

jzpfygonf/ Oyrmtm;jzifh av;axmihfykHwpfyHktm; a&G;yg/ Stroke ykHpHajymif;NyD;? ta&mif

jznhf&eftwGuf Element Menu rS Fill and Stroke... ukd Click vkyfyg/ ykH(7-6) Fill
and Stroke Dialog Box ay:vmrnf/ykH(7-7) Fill: wGif a'gifvkdufrsOf; ykHpHukda&G;yg?

Fill Color: Green ukda&G;yg/ Stroke: wGif 4pt ESpfaMumif;rsOf;ykHpHukd a&G;yg/ Stroke
Color: rS Red ukda&G;yg/ xkdYaemuf OK ukd Click vkyfygu ykH(7-8)ygtwkdif; awGU&rnf/

ykH(7-7)

Frame
99/ Frame qdkonfrSm ToolBoxrS Frame Tool rsm;udk tokH;jyKí qJGxm;aom Text
Frame jzpfygonf/ atmufygtwkdif; tokH;jyKEkdifygonf-

(u) Frame ESihf Frame twGif;&Sdpmom;tm;cJGxkwfjcif;/ pmom;ygaom

Frameukda&G;yg/ Element MenurS Frameay:wGif Mouse pointer
wifvkdufyg/ ay:vmaom Submenu rS Separate Contentukd Click
vkyfyg/ykH(7-9) FrameESihf Frame twGif;&Sdpmom;rsm;onf oD;jcm;pD

jzpfoGm;rnf/ 4if;pmukd Frame ESifh jyefwJGvdkygu Frame ESihfpmESpfckpvkH;ukd

a&G;yg/ Submenu rS Attach Content ukd Click vkyfyg/ykH(7-10)

12345678901234567890
12345678901234567890
12345678901234567890
12345678901234567890
12345678901234567890
12345678901234567890
12345678901234567890
12345678901234567890
12345678901234567890
12345678901234567890
12345678901234567890

Before AfterykH(7-8)

ykH(7-6)
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( c) Frame rsm;tm; ykH(Graphic)tjzpf ajymif;vJjcif;/  ajymif;vJvkdaom

Frame rsm;ukd a&G;yg/ Submenu rS Change to Graphicukd Click vkyfyg/

Fame rsm;onf ykHtjzpfajymif;oGm;rnf/ykH(7-11)

Texe Frame       ->      Graphic

ykH(7-9)

ykH(7-10)

ykH(7-11)
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( *) Frame twGif;&Sd pmom;rsm;\ taetxm;ukdñSdjcif;/ ñSdvkdaom

Frameukda&G;yg/ SubmenurS Frame Options...ukd Click vkyfyg/Frame
Option Dialog Boxay:vmrnf/ Vertical alignment: wGif Top,
Center, BottomrSESpfouf&mESihf InsertwGif Frame rS pmom;rsm;\

Top, Bottom, Left, Right tuGmta0; owfrSwfcsufukd vkdovkd

½kdufxnhfyg/ykH(7-12)

(C) Frame rsm;tm; Munhfjcif;/ wpfqufwnf;&Sdaom  Frame rsm;tm;

tjyeftvSef MunhfEkdifygonf/ Frame wpfckukd a&G;yg/ aemufwpfckukd

Munhf&ef Submenu rS Next Frame udkvnf;aumif;? a&SUudkjyefMunfh&ef

Previous Frame ukdvnf;aumif; a&G;yg/ ykH(7-13)

ykH(7-13)

ykH(7-12)
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( i) Threads Frame/ Threads onf Frame rsm;twGif;&Sd pmom;rsm;

qufpyfvQuf&Sdaeonhf oabmjzpfygonf/ Threads Frame rsm;rS

Threads ukdz,f&Sm;Ekdifonf/ 'kwd,ae&m&Sd Threads Frame wpfckukd

a&G;yg/ Submenu rS Remove From Threads ukd Click vkyfyg/ 'kwd,

Frameonf Threads jyKwfoGm; onfhtjyif  pmom;rsm; wwd, Frame
odkY a&mufoGm;rnf/  yxrESifh wwd, FramewdkYwGif Threads qufjzpf

aernf/ ykH(7-14)

( p) Frame twGif;&Sdpmom;ukdzsufjcif;/ zsufvkdaom Frameukda&G;yg/

Submenu rS Delete Contentukd Click vkyfyg/ Frame twGif;rS

pmom;rsm;ysufoGm;rnf/ykH(7-15)

ykH(7-15)

Remove Threads

 Threads

ykH(7-14)
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Arrange
100/ Drawing ykHrsm;? Import ykHrsm;ESihf Text Block rsm; txufrSatmuf? atmufrS

txuf vkdovkd a&TUajymif; pDpOf&efjzpfygonf/ Oyrmtm;jzihf atmufaz:jyyg ykH(3)ckonf

wpfckESihfwpfck xyfvQufwnf&SdNyD;? yÍö*HykHonf atmufqkH;wGif awGU&rnf/ 4if;ykHtm;

txufatmuf ajymif;&ef Arrange command ukd atmufygtwdkif;tokH;jyK&rnf-

(u) tpDtpOfajymif;vkdaomyÍö*HykHtm;a&G;yg/ Element Menu rS Arrange
ay:wGif Mouse pointer wifvkdufygu Submenu ay:vmrnf/ ykH(7-

16) Bring Forward ukd Clickvkyfyg/ tv,fokdY a&mufvmrnfukd

awGU&rnf/ Bring Forwardukd Click qufvkyfyg/ tay:qkH;okdY a&muf

vmrnf/ ykH(7-17)

( c) tvm;wl Send  Backwardukd Click vkyfygu tv,fokdY jyefa&muf

rnf/ Send Backwardukd Click qufvkyfygu atmufqkH;okdY jyefa&muf

oGm;rnf/

( *) Bring to Front onf tay:qkH;okdYa&GTU&efjzpfNyD;? Send to Back onf

atmufqkH;okdY a&GTU&efjzpfonf/

atmuf tv,f tay:qkH;

ykH(7-17)

ykH(7-16)
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Align Objects
101/ Object ykHrsm;tm; txuf? atmuf? b,f? nm vkdovkdñSd&ef ESihf Object rsm;

tuGmta0; wpfnDwpfnmwnf; jzpfap&efjzpfonf/ Oyrmtm;jzihf atmufaz:jyyg

ykHrsm;tm; tv,fñSdvkdygu xkdykHrsm;ukda&G;yg/ xkdYaemuf ykH(7-18)ygtwkdif; Element
Menu rS Align Objects... ukd Click vkyfyg/  (Shortcut - Shift+Ctrl+E) Align
Objects Dialog Box ay:vmrnf/ykH(7-19) Vertical wGif  button ESihf Horizontal
wGif  button wkdYukda&G;NyD; OK ukd Click vkyfygu ykHrsm;onf tv,fñSdykHpH jzpfoGm;

onfukd awGU&rnf/ ykH(7-20) tvm;wl tjcm; Object rsm;udkvnf; vkdtyfovkd ñSdEkdif

ygonf/

ykH(7-18)

ykH(7-19)

ykH(7-20)

Before         After
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Text Wrap
102/ Document wpfckwGif ObjectykHrsm;ESihf pmom;rsm;a&maESm az:jyavh&Sdygonf/

xkdtcgrsKd;wGif pmom;rsm;onf ykH\ywfywfvnf? atmufESihftxuf ponfjzihf ykHpHtrsKd;rsKd;

xm;Ekdifygonf/  Oyrm- Star ykH wpfck ywfywfvnfwGif pmom;rsm;xm;vkdygu? 4if;ykHukd

Document\ pmrsufESmay:wGif Tool Box rS Polygon Tool ukdtokH;jyKNyD;qJGyg/

xkdykHukda&G;NyD; Element Menu rS Text Wrap ukd Click vkyfyg/ (Shortcut - Alt+Ctrl+E)

Text Wrap Dialog Box ay:vmrnf/ ykH(7-21) Wrap option:rS  ESihf Text flow:

rS  ukd a&G;yg/ Standardoff in inches: wGif ykHESihfpmom;wkdY\ tuGmta0; owfrSwfcsuf

0.1 &kdufxnhfyg/ xkdYaemuf OK ukd Click vkyfyg/ Star ykH\ ywfvnfwGif pmom;rsm;

awGU&rnf/ykH(7-22)

ykH(7-21)

ykH(7-22)

No Text wrap Text wrap
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ykH(7-24)

Before    After

Group
103/ Text Block rsm;? Graphic ykHrsm;ESihf Drawing ykHrsm; ponfh Object rsm;onf

oD;jcm;pD&SdaeMuonf/ xkdoD;jcm;pD&Sdaeaom Object rsm;tm; wpfckwnf; jzpfap&ef Group
vkyfEkdifygonf/Oyrm-atmufazmfjyyg Drawing ykHESihf Text BlockwkdYonf oD;jcm;pD&Sdae

onf/ GroupzJGUvkdygu 4if;wkdYukda&G;NyD;? ykH(7-23)ygtwkdif; Element MenurS Groupukd

Click vkyfyg/ (Shortcut -Ctrl+G) Object wpfcktjzpfaygif;oGm;rnf/ykH(7-24)

ykH(7-23)

ykH(7-25)

Ungroup
104/ Group jyefjzKwfvkdygu Group Object ukda&G;yg/ ykH(7-25)ygtwkdif; Element
Menu rS Ungroup ukd Click vkyfyg/ (Shortcut - Shift+Ctrl+G)
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Lock Position
105/ Graphic ykHwpfcktm; rlvwnf&Sdaomae&mrS ra&GUap&ef (okdYr[kwf) zsufr&

ap&ef Lock  vkyfxm;Ekdifygonf/ Lock vkyfvkdaom ykHwpfckukd a&G;cs,f&rnf/ Oyrm-

Mu,fykH wpfykHukdqJGNyD; xkdykHukda&G;yg/ Element MenurS Lock Positionukd Clickvkyfyg/

(Shortcut-Ctrl+L) ykH(7-26)xkdYaemufykHukd Tool Box rS Pointer tool ukdokH;í a&GUMunhf

ygu a&GUroGm;bJ aomhcwfxm;aomykHo@efay:vmrnf/ xkdYjyif Delete Key jzihf zsufyg

uvnf; rysufyg/ ykH(7-27)

Unlock
106/ Lock vkyfxm;aom ykHwpfcktm;jyefjzKwfEkdifygonf/ Lock jzKwfvkdaom ykHukda&G;yg/

Element Menu rS Unlock ukd Click vkyfyg/ (Shortcut - Alt+Ctrl+L)

Mask
107/  Graphic ykHwpfcktm; Rectangle, Ellipse, Polygon Tool rsm;jzihf qJGxm;aom

ykHwpfckck\ {&d,mtwGif;ay:apNyD;? useftydkif;rsm;tm; zkH;uG,fxm;&ef jzpfygonf-

(u) Mask vkyf&ef Document pmrsufESmwpfckwGif Ellipse Tool ukdokH;NyD;

puf0kdif;ykHwpfckqJGyg/ xkdYaemuf Graphic ykHwpfck jzpfaom um;ykHukd Place
command okH;íxnhfyg/ ykH(7-28)

ykH(7-27)

ykH(7-28)

ykH(7-26)
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( *) ykHESpfckpvkH;ukda&G;NyD;? Element Menu rS Mask ukd Click vkyfyg/

(Shortcut - Ctrl+6)ykH(7-30) xkdtcg ykH(7-31)ygtwkdif; puf0kdif;ykH

ay:vmNyD;? rvkdaomae&mrsm; zkH;uG,faernf/

( c) GraphicykHukd puf0kdif;ay:okdYxyfvkdufyg/ (okdYr[kwf)puf0kdif;ykHukd Graphic
ykHay:okdYxyfyg/ xkdYaemuf ay:apvkdaomtaetxm;twkdif; csdefñSdyg/

ykH(7-29)

ykH(7-29)

ykH(7-30)

ykH(7-31)
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ykH(7-32)

Image
109/ Image ykHrsm;ukd Photoshop Effect rsm;xnhfí vkdovkdjyKjyif&ef jzpfygonf/

Photoshop Effects... onf  Image ykHrsm;tm; rdrdpdwfBuKdufjyKjyif&ef  Effect rsm;pGm

yg&Sdonf/ trsm;tm;jzihf (tif)zkdiftrsKd;tpm; ukdomEffect rsm;xnhfoGif;Ekdifygonf/

Oyrmtm;jzihf Photoshop Effect xnhf&ef atmufygtwkdif;vkyfaqmif&rnfjzpfygonf-

Mask Unmask

ykH(7-33)

Unmask
108/ Mask jyKvkyfxm;aom ykHwpfcktm; rvkdtyfygu mask jyefjzKwfEkdifygonf/ Mask
jzKwfvkdaomykHukda&G;yg/ Element Menu rS Unmask ukd Click vkyfyg/ ykH(7-32) (Shortcut
- Shift+Ctrl+6) ykH(7-33)ygtwkdif; oD;jcm;pDjzpfoGm;NyD;? rlvykHjyefay:vmrnf/
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(u) bJykHjzpfaom (Ducky.tif) zkdifwpfckukd PageMaker Document zkdif&Sd

pmrsufESmwpfckwGifxnhfyg/

( c) xkdykHukda&G;NyD; Element Menu rS Image ay:wGif Mouse pointer
wifvkdufygu Submenu ay:vmrnf/ 4if;rS Photoshop Effect...ukd

Click vkyfyg/ykH(7-34)  Photoshop Effects Dialog Box ay:vmrnf/

ykH(7-35)

ykH(7-34)

( *) ay:vmaom Dialog Box rS Save new file as: wGif odrf;vkdaom

zkdiftrnf&kdufxnhf&efjzpfygonf/ Ducky_2.tif ukd½kdufyg/

ykH(7-35)
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(C) xkdYaemuf Photoshop effect: &Sd Down arrow button ukdESdyfyg/ Effect
list rsm;ay:vmrnf/ykH(7-36)

ykH(7-37)

ykH(7-36)

( i) 4if; Photo effect list rSESpfoufaom  effect wpfckukda&G;&ef jzpfygonf/

Glass ukd a&G;yg/ OK ukd Click vkyfyg/ Glass Dialog Box wpfck

xyfay:vmrnf/ ykH(7-37)
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( p) 4if; Glass Dialog Box wGif a&G;cs,fp&mrsm;ukd a&G;cs,fNyD;? OK ukd

Click vkyfygu ykH(7-38)ygtwkdif;awGU&rnf/

No effect Glass effect

ykH(7-38)

Polygon Settings
110/ Tools BoxrS Polygon toolukdtokH;jyKNyD; A[k*H ykHpHtrsKd;rsKd;udk atmufygtwdkif;

owfrSwfa&;qJGEkdifygonf-

(u) Element Menu rS Polygon Setting...ukdClick vkyfyg/ykH(7-39)

ykH(7-39)
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( *) 4if;rS rdrdpdwfBuKdufqJGvkdaom A[k*HykHukdowfrSwf&efjzpfygonf/ Oyrm-

Mu,fykHpHwpfckowfrSwf&ef Number of sides:wGif tem;ta&twGuf5
&kdufxnhfyg/ (okdYr[kwf) Number of sides: atmufrS Left arrow ESihf

Right arrow wkdYukdtokH;jyKNyD; owfrSwfEkdifygonf/ qufvufí Star
inset: wGif &mckdifEIef;% owfrSwfay;&ef jzpfygonf/ 50 ½kdufxnhfyg/

Left arrow ESihf Right arrow wkdYukd tokH;jyKEkdifygonf/ ykH(7-41) xkdYaemuf

OKukd Click vkyfyg/

(C) Mu,fykHqJG&ef Tools BoxrS Polygon Toolukd tokH;jyKNyD;qJGygu Mu,fykH

&&Sdrnfjzpfygonf/ ykH(7-42) tvm;wl rdrdpdwfBudKufykHrsm; zefwD;Ekdif

ygonf/

( c) Polygon Settings Dialog Box ay:vmrnf/ykH(7-40)

ykH(7-40)

ykH(7-41)

ykH(7-42)
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Rounded Corners
111/ Tools BoxrSRectangle tool ukd tokH;jyKNyD; qJGxm;aom pwk*Ĥ pwk&ef;ykHrsm;tm;

axmihfvkH;&efjzpfygonf/ rqJGrD BuKdwifí atmufygtwdkif; owfrSwfEkdifygonf-

(u) Rounded Corners ykHpHtrsdK;rsKd; owfrSwf&ef Element  Menu  rS

Rounded Corners ukd Click vkyfyg/ykH(7-43)

( c) Rounded Corners Dialog Box ay:vmrnf/ ykH(7-44) Rounded
Corners ykHpH(6)ck &Sdygonf/ 4if;wkdYteufrS ESpfouf&mwpfckukda&G;yg/

ykH(7-44)

ykH(7-43)
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Link Info
112/ PageMaker Document zkdifwpfckwGif Place command okH;í xnhfxm;aom

Graphic ykHrsm;? Textrsm; ponfrsm;ESihf ywfoufonhf Link Information  rsm;ukd odvkd̂

jyifvkdygu Link Info udk atmufygtwdkif;tokH;jyKEkdifygonf-

(u) Graphic ykHwpfckukda&G;yg/ykH(7-45) Element Menu rS Link Info... ukd

Click vkyfyg/ykH(7-46)

( c) Link Info Dialog Box ay:vmrnf/ykH(7-47) 4if; Box wGif ykHESihf

ywfoufonhf File Name ? Files of type ? Location ? Kind ? Size ?
Placed ? Document modified ? Internal copy modified ponfh

tcsuftvufwkdYukd od&SdEkdifygonf/

ykH(7-45)

ykH(7-46)

ykH(7-47)
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ykH(7-48)

Link Options
113/ PageMaker Document zkdifwpfckwGif Place command tokH;jyKí tjcm;zkdifrS

GraphicykH (okdYr[kwf) Text rsm;tm; Import vkyfxm;ygu rlvzkdifwGif jyifqifrIrsm;

jyKvkyfwkdif; Import vkyfxm;aomzkdifwGif tvkdtavQmufjyifqifapvkdygu Link Options
udk atmufygtwdkif; tokH;jyKEdkifygonf-

(u) zkdifukd zGihfyg/  Import vkyfxm;aom Graphic ykH (okdYr[kwf) Textukd

a&G;jyD;? Element MenurS Link Options... ukd Click  vkyfyg/ykH(7-48)

( c) Link Options Dialog Box ay:vmygrnf/yk H(7-49) Update
automatically ESihf  After before updating wdkYukd a&G;NyD;? OKukd Click
vkyfyg/

( *) Link vkyfxm;aom Graphic ykH zkdif (okdYr[kwf) Text zkdifukd jyifyg/

(C) 4if;zkdifudkzGihfonfhtcgwGif Adobe PageMaker Dialog Box ay:vm

rnf/ykH(7-50) Update vkyfvkdygu Update/ Update all ukd Click vkyfyg/

rvkyfvkdygu Ignore/ Ignore all ukd Click vkyfyg/

ykH(7-50)

ykH(7-49)
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Non-Printing
114/ pmrsufESmwpfck&Sd Graphicrsm;? Text rsm; toD;oD; &SdMu&mwGif Screen wGifom

Munhf½IapvdkNyD;? Print out ½kdufxkwf&mwGif rygap&ef Non- Printingudk atmufygtwdkif;

tokH;jyKEdkifygonf-

(u) &kdufxkwf&mwGif rygapvkdaom Object rsm;ukd a&G;yg/ Element Menu
rS Non-Printing ukd Click vkyfyg/ykH(7-51)

( c) ½kdufxkwf&mwGif yg0ifapvkdygu 4if;Object ukdjyefa&G;NyD;? Element Menu
rS Non-Printing ukd Click jyefvkyfyg/

Remove Transformation
115/ Rotating  tool, Shear Angle wdkYudk tokH;jyKíjyifqifrIrsm; jyKvkyfxm;onfh

Graphicrsm;? Text Object rsm;tm; rlvtwkdif; jyefjzpfapvkdygu Remove Trans-
formation commandukd tokH;jyK&rnf/ Oyrm- Rotating tool jzihfvSnhfNyD;? Square
ykHwpfckudk rlvtwkdif;jyef&vkdygu Element MenurS Remove Transformationukd Click
vkyfyg/ykH(7-52)

ykH(7-52)

ykH(7-51)
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Chapter (8)

Utilities Menu
116/ Utilities Menu wGif Plug-instykdif;? Find? Find Next? Change? Spelling
tydkif;? Book? Index Entry? Show Index? Create Index? Create TOC tydkif;ESihf Define
Colors tydkif;[lí command tkyfpkrsm; yg0ifygonf/ Find? Find Next? Change?
Spelling ponhf command tkyfpktydkif;tm; Edit Menu wGif &Sif;vif;NyD; jzpfygonf/

Plug-ins
117/ Utilities Menu &dS Plug-ins tykdif;wGifatmufyg command rsm;ukd awGU&Sd&

ygonf/ ykH(8-1)-

(u) Add cont’d line/  pmrsufESmtcsKdUwGif ]]Continued on page 2}} pmwrf;

az:jyay;&ef jzpfygonf/ Oyrm pmrsufESm(3)ukda&G;yg/ xkdYaemuf Utilities
Menu rS Plug-ins ay:wGif Mouse pointer wifvkdufygu ay:vmaom

Submenu rS Add cont’d line.. ukd Click vkyfyg/ Continuation notice
Dialog Box ay:vmrnf/ykH(8-2) 4if;rS pmrsufESm\tay:wGif ay:ap&ef

Top of textblock ukda&G;&efjzpfNyD;? atmufajcwGifay:apvkdu Bottom
of textblock ukda&G;&efjzpfygonf/ Bottom of textblock ukda&G;NyD;

ykH(8-1)
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OK ukd Clickvkyfyg/ pmrsufESm (3)\ atmufajcwGif  ]]Continued on
page 4}}pmwrf;ay:vmrnf/ykH(8-3)

( c) Balance Columns/ pmrsufESmwpfck&Sd Column rsm; ñSd&ef jzpfygonf/

ñSdvkdaom Column ESpfckukd a&G;yg/ Utilities Menu rS Plug-ins
ay:wGifMouse pointer wifvkdufygu ay:vmaom Submenu rS

Balance Columns... ukd Click vkyfyg/ Balance columns Dialog
Box ay:vmrnf/ atmufajcbuf&Sd Linersm;nDap&eftwGuf ykH(8-4)

ygtwkdif; ESihf wkdYukda&G;NyD; OK ukd Click vkyfyg/ Column ESpfck\
atmufbuf&Sd line rsm; nDoGm;onfukd awGU&ygrnf/ ykH(8-5)

Page - 3
ykH(8-3)

ykH(8-2)

ykH(8-4)
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   Before AfterykH(8-5)

( *) Build Booklet /  Document zk difwpfck&S d pmrsufESmrsm;tm;

pmazgifzJGU&ef? pmrsufESmrsm;pD&ef jzpfygonf/ Oyrm- pmazgifzJGU&eftwGuf

zkdifwpfckukdzGihfyg/ Utilities Menu rS Plug-ins ay:wGif Mouse pointer
wifvkdufyg/ Submenu ay:vmygu Build Booklet ukda&G;vkdufyg/

Build Booklet Dialog Box ay:vmrnf/ykH(8-6) 4if; Dialog Box \

ykH(8-6)
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A. Build Booklet rvkyfrD pDxm;aompmrsufESmrsm;/

B. Build Booklet jyKvkyfNyD;aemuf pDoGm;aompmrsufESmrsm;/

C. pmrsufESmrsm;tm; ½kdufxkwfvQif awGU&rnhftaetxm;jzpfygonf/

(C) Bullets and numbering/ pmykd'frsm;wGif Bullets rsm;ESihf Number
wyf&ef jzpfygonf/ Bullets (okdYr[kwf) Number wyfvkdaom pmykd'frsm;ukd

a&G;yg/ Utilities Menu rS Plug-ins ay:wGif Mouse pointer wifvkduf

ygu ay:vmaom Submenu rS Bullets and numbering... ukd

Layout: wGif 2-up perfect bound ukda&G;yg/ ykH (8-7) Pages per group:
wGif 4ukda&G;yg/ ykH(8-8) a&G;cs,frIrsm;NyD;ygu OK ukd Clickvkyfyg/ Dialog
Box wpfck xyfay:vmrnf/ykH(8-9) Yes Button ukd Click vkyfyg/

pmrsufESmrsm; pmazmifzJGUNyD;? pDoGm;onfudk awGU&rnf/ ykH(8-10)

ykH(8-7)

ykH(8-8)

ykH(8-9)

A

B C

ykH(8-10)
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Clickvkyfyg/ Bullets and numbering Dialog Box ay:vmrnf/ ykH(8-

11) 4if;rS Numbering style: wGif Arabic numeral 1,2,3... ? Upper
roman I,II,III...? Lower roman i,ii,iii...ponfwkdYteufrS ESpfouf&m

Style wpfckukd a&G;&efjzpfygonf/ tu,fí Number-ing style
ray:vQif  ukd Click vkyfyg/1,2,3,4 ponfjzihf eHygwfwyf&ef

twGuf Arabic numeral 1,2,3... ukd a&G;yg/ tu,fí eHygwfrsm;tpm;

Bullets wyfvkdygu  ukd Click vkyfyg/ Bullet style (5)rsKd;
ukd awGU&rnf/ ykH(8-12) style (5)ckrS ESpfouf&mwpfckukda&G;yg/

az:jyxm;aom stylersm; ukdrESpfoufygu ukd Click vkyfyg/

Edit bullet Dialog Box ay:vmrnf/ykH(8-13) 4if; Dialog Box rS

Font wGif bullet ykHpHtrsKd;rsK d;ygaom Font wpfcka&G;yg/ Oyrm-

Wingdings ukd a&G;NyD; ay:vmaom bullet ykHpHrsm;rS ESpfouf&mwpfckukd

a&G;í OK ukd Click vkyfyg/ Bullets and numbering Dialog Box
jyefay:vmygu OK udkESdyfyg/ pmykd'frsm;tm; bulletrsm; wyfxm;onfukd

awGU&rnf/ykH(8-14)

ykH(8-11) Number style ykH(8-12) Bullet style
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( i) Change Case/ pmvkH;rsm; ykHpHajymif;&ef jzpfygonf/ ajymif;vkdaom

pmom;rsm;ukda&G;yg/ Utilities Menu rS Plug-ins ay:wGif Mouse
pointer wifvkdufygu ay:vmaom Submenu rS Change Case...
ukd Click vkyfyg/ Change Case Dialog Box ay:vmrnf/ ykH(8-15)

Oyrm-

 Samples Commands
this is my computer. lower case
THIS IS MY COMPUTER. UPPER CASE
This Is My Computer. Title Case
This is my computer. Sentence case
tHIS IS MY COMPUTER. tOGGLE cASE

ykH(8-13)

ykH(8-14)
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( p) Drop cap/ PageMaker Document zkdifwpfck\ pmykd'ftprsm;wGif

Drop cap xnhfoGif;Ekdifygonf/ ykHrSeftm;jzihf t*FvdyfpmvkH;rsm;twGuf

tokH;0ifNyD;? jrefrmpmtwGuf qDavsmfrIr&Sdyg/ Oyrm- pmykd'f\yxr

pmaMumif;rS tppmvkH;ukda&G;yg/ Utilities MenurS Plug-ins ay:wGif

Mouse pointer wifvkdufygu ay:vmaom Submenu rS Drop cap...
ukd Click vkyfyg/ Drop cap Dialog Box ay:vmrnf/ykH(8-16)4if;

Box &Sd Size: wGif eHygwf½kdufxnhfyg/ ykHrSeftm;jzihf 3 jzpfonf/ xkdYaemuf

Apply ukd Click vkyfyg/ a&G;xm;aompmvkH;onf 3linesESihfnDrQaom

t&G,ftpm;txdBuD;oGm;rnf/ aemufpmykd'fwGif Drop cap xyfxnhf

vkdygu Next ukdESdyfNyD;? Apply ukdESdyfyg/ Next ESihf Apply ukd qufí

ESdyfoGm;yg/ pmykd'frsm;tm;vkH;wGif Drop cap rsm;xnhfNyD; jzpfoGm;rnf/

Drop capukd jzKwfvkdygu RemoveukdESdyfyg/ xkdYaemuf CloseukdESdyfyg/

ykH(8-15)
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(3) Data Merge Palette ay:vmrnf/ 4if;&Sd Right arrorw ukd

Click vkyfyg/ ay:vmaom list rS Select Data Source... ukd

Click vkyfyg/ykH(8-18)

(q) Merge Records/ PageMaker Document zkdifwpfck&Sd pmrsufESmwGif

Data zkdifwpfckrS Record rsm;aygif;xnhfay;jcif; jzpfygonf/ Merge
Records vkyf&ef Data source zkdif&Sd&efvkdyg onf/ Data source zkdifonf

*.CSV or *.TXT zkdiftrsKd;tpm; jzpf&rnfjzpfonf/ Merge Record
vkyf&eftwGuf atmufygtwkdif;vkyfaqmif&rnf-

(1) Data source zkdifwpfckzefwD;&ef Notepad Software ukdzGihfí

atmufyg Data rsm;½kdufxnhfNyD;? Address.txt trnfjzihfodrf;yg-

Name, City, Phone
U Ko Ko, Yangon, 111111
U Mya, Mandalay, 222222
U Hla, Taungyi, 333333
Daw Aye Aye, Pyay,  444444

(2) Page Maker zdkifwpfckudk zGifhyg/ Window Menu rS Plug-in
Palettes ukd Click vkyfyg/ ay:vmaom Submenu rS Show
Data Merge Palette ukd Click vkyfyg/ ykH(8-17)

ykH(8-17)
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(4) Select Data Source Dialog Box ay:vmrnf/ykH(8-19) 4if;

Box wGif tykd'f(1)t&zefwD;xm;aom Address.txt ukd awGU&

rnf/ tqkdygukd zkdifa&G;NyD; Open ukd Click vkyfyg/

(5) Data Merge Palette wGif File Name (Address.txt) ESihftwl

Name, City, Phone ponfjzihf Data trnfrsm;ukd awGU&rnf/

Merge jyKvkyfvkdaom PageMaker Document zkdifudkzGihf&rnf/

Oyrm- Letter.pmd zkdifukdzGihfyg/ pmrsufESm\ Data ay:vkdaom

ae&mwGif Cursor csyg/ xkdYaemuf Data Merge Palette rS Name
ukd Click vkyfyg/ Document \pmrsufESmwGif <<Name>>
ay:vmrnf/ EnterESdyfNyD;?qufíCity, Phone wkdYukd Click
vkyfyg/ azmfjyygyHk(8-20)twkdif; Data (3)ckay:vmrnf/

ykH(8-18)
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(6) xkdYaemuf Utilities  Menu rS Plug-insay:wGif Mouse pointer
wifvkdufygu ay:vmaom Submenu rS Merge Records...
ukd Click vkyfyg/ykH(8-21) Merge Records Dialog Box ay:

vmrnf/ykH(8-22)  OK ukd Click vkyfyg/

ykH(8-21)

ykH(8-22)

Mouse Click

ykH(8-20)
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(1) Header xnhf&eftwGuf Place atmuf&Sd ukd pmrsufESm\

Header ae&mokdY Drag vkyfíqJG,loGm;yg/

(2) pm½kduf&ef Content:\ Text BoxwGif Cursor csí pm½kduf

xnhfyg/ Oyrm- ]]PageMaker7.0}} ½kdufyg/ykH(8-25)

(7) Record (4)ck&Sdojzihf Record ta&twGuftwkdif; pmrsufESm

(4)rsufESmwGif Data rsm; aygif;oGm;NyD;? Untitled-1 trnfjzihf

zkdifopfwpfck jzpfvmrnf/ 4if;zkdiftm; odrf;vkdygu trnfwpfck

ay;í odrf;&rnf/

( Z) Running Headers & Footers/ wpfquffwnf;&Sdaom pmrsufESmrsm;

wGif Header ESihf Footer xnhf&efjzpfygonf/ zkdifwpfckzGihfyg/ pmrsufESm&Sd

Text Block ukd Select vkyfía&G;yg/ xkdYaemuf Header? Footer
rsm;xnhf&ef ykH(8-23)ygtwkdif; Utilities MenurS Plug-ins\ Submenu
rS Running Headers & Footers... ukdClick vkyfyg/ Running Headers
& Footers Dialog Box ay:vmrnf/ ykH(8-24) atmufygtwkdif;vkyf

aqmifyg-

ykH(8-23)
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(3) pmrsufESmtm;vkH;wGifay:ap&ef Apply To Box wGif All Pages
in Story ukda&G;yg/ owfrSwfíay:apvkdvQif Range: ukda&G;NyD;

pmrsufESmowfrSwfcsuf &kdufxnhfay; &rnf/

(4) Style owfrSwfvkdygu Content Style wGif Body Text,
Caption, Hanging indent, Headline, Normal ponfjzihf

owfrSwfay;&ygrnf/ykH(8-26)

ykH(8-24)

ykH(8-25)

ykH(8-26)
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(5) Footer xnhfvkdygu txufygenf;twkdif; vkyfaqmif&ef jzpfyg

onf/

(6) owfrSwfcsufrsm;jznhfpGuf? a&G;cs,fNyD;ygu OK ukd Click vkyfyg/

]]PageMaker 7.0}} pmwrf;onf pmrsufESmrsm;&Sd Header ae&m
wGifay:vmrnf/

( ps) Show / Hide ToolBar/ ToolBar tm; tokH;jyK&efvkdtyfygu az:jy

xm;ay;Ekdifygonf/ tokH;rvkdyguazsmufxm;&efjzpfygonf/  Utilities
MenurSPlug-insay:wGif mouse pointer wifvkduf ygu ay:vmaom

Submenu rS Show/Hide ToolBar ukd Click vkyfyg/ykH(8-27) ToolBar
ray:ygu ay:vmrnfjzpfNyD;? ToolBar ay:aeygu aysmufoGm;rnf

jzpfygonf/

(n) Word Counter/ Character, Word, Sentence, Paragraph, Text
object ESihf Stories ponfwkdY\ ta&twGufukd az:jy ay;&efjzpfygonf/

Word countvkyfvkdaomzkdifwpfckukdzGihfyg/ ykH(8-28)ygtwkdif; Utilities

ykH(8-27)
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ykH(8-29)

ykH(8-28)

MenurS Plug-ins \ Submenu wGif Word Counter ukd Click vkyfyg/

ykH(8-29) ygtwkdif;Word Counter Dialog Box ay:vmrnfjzpfNyD;

ta&twGufrsm; az:jyxm;onfukd awGU&Sd&rnf/  pmrsufESm wpfrsufESm

twGuf odvkdygu 4if;pmrsufESmukda&G;NyD; Word Counter ukd Click
vkyfyg/ tqkdyg a&G;cs,fxm;aom pmrsufESm\ Character, Word  ponfh

ta&twGufrsm;ukd az:jyay;rnf/
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Book
118/ PageMaker Document Publications zkdifrsm;tm; Book wpfcktjzpf pkpnf;

aygif;pyf Ekdifygonf/ Oyrmtm;jzihf  zkdif(7)zkdiftm; Book vkyf&ef Utilities Menu rS

Book ukd Click vkyfyg/ ykH(8-30) Book Publication List Dialog Box ay:vmrnf/

ykH(8-31) zkdifrsm;&Sdonhf Folder(c:\my file) ukdzGihfyg/ Files/Directories: atmufwGif

zkdifrsm;ay:vmrnf/ 4if;zkdiftm;a&G;í Book list twGif;okdY Insert Button ukd Click
vkyfíykdYyg/ xkdYaemuf yxrzkdifrSpí usefzkdifrsm;tm; tpDtpOftwkdif; pmrsufESmeHygwfrsm;

wpfqufwnf; wyfoGm;ap&ef Auto renumbering: wGif Next page ukda&G;&rnf/

NyD;vQif OK ukkd Click vkyfyg/ ay:vmaom Adobe PageMaker 7.0 Dialog Box
wGif Yes ukdESdyfyg/ykH(8-32) tqkdygzkdif(7)zkdifonf oD;jcm;pD&Sdaernf jzpfaomfvnf; Book
Publication wpfcktjzpfaygif;pyfoGm;rnfjzpfonfhtjyif pmrsufESmeHygwfrsm;onfvnf;

Book list &Sd zkdiftpDtpOftwkdif; wpfqufwnf; wyfoGm;rnfjzpfygonf/

ykH(8-30)

ykH(8-31)

ykH(8-32)
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Create TOC
119/ PageMaker zkdifwpfckwGif rmwdum (Table of content-TOC) oD;jcm;&kduf&ef

rvkdbJ xnhfoGif;Ekdifygonf/ rmwdum xnhf&eftwGuf PageMaker zkdif&kduf&mwGif Style
owfrSwfí &kduf&rnfjzpfygonf/ StyleowfrSwf&mwGif zkdif&Sd pmrsufESmtoD;oD;wGifyg0if

aeonhf acgif;pOfBuD;? acgif;pOff? tpkacgif;pOf? pmykd'facgif;pOf? pmykd'fcJGacgif;pOfESihf pmukd,f

[líowfrSwfay;NyD; ½kduf&rnf/ okdYrSom rmwdumpmrsufESmzefwD;Ekdifrnf jzpfygonf-

(u) acgif;pOfMuD;twGuf atmufygtwkdif;vkyfaqmifyg-

(1) Style owfrSwf&ef Window Menu rS Show Styles ukd Click
vkyfyg/ Styles palette ay:vmrnf/ ykH(8-33)

(2) Styles palette wGif ykHrSeftm;jzihf [No Style] jzpfaernf/

Headline ukda&G;yg/ Right arrow  ukd Click vkyfaomtcg

ay:vmaom SubmenurS Style Options...ukda&G;yg/ykH(8-34)

 ykH(8-34)

 ykH(8-33)
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(3) xkdtcg Style Options Dialog Box ay:vmrnf/ykH(8-35)

(4) acgif;pOfBuD;tm; Style owfrSwf&ef  Button ukd

Click vkyfyg/ Character Specifications Dialog Box
ay:vmrnf/ ykH(8-36) 4if;rS Font:, Size:, Leading: Type
Style: ponfwkdYukd vkdovkdowfrSwfay;NyD; OK ukd Click vkyfyg/

Oyrmtaejzih f Font: Times New Roman? Size: 18?

Leading: Auto? Type Style: Bold owfrSwfxm;ygonf/

(5) Character Specifications owfrSwfcsufrsm; owfrSwfNyD;ygu

Style Options Dialog box&Sd  Button ukdEdSyfyg/

Paragraph Specifications Dialog Box ay:vmrnf/ykH(8-37)

4if;rS Alignment:wGif Centerukda&G;NyD; OKukd ESdyfyg/

 ykH(8-35)

 ykH(8-36)
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(6) acgif;pOfBuD;ESihfywfoufí tvkd&Sdaom Style owfrSwfcsufrsm;

a&G;cs,fowfrSwfNyD;ygu OK ukd Click vkyfyg/

( c) acgif;pOfMuD;tm; StyleowfrSwfNyD;ygu acgif;pOftwGuf Style owfrSwf

&ef atmufygtwkdif;vkyfaqmifyg-

(1) Styles palette ay:ap&ef Window Menu rS Show Styles
ukd Click vkyfyg/

(2) Styles palette wGif Subhead1 ukda&G;yg/ Right arrow ukd

Clickvkyfaomtcg ay:vmaom Submenu rS Style Options...
ukd a&G;yg/ykH(8-38)

ykH(8-38)

ykH(8-37)
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(3) xkdtcg Style Options  Dialog Box ay:vmrnf/ acgif;pOftm;

Style owfrSwf&ef Char.. Button ukd Click vkyfyg/ Character
Specifications Dialog Box ay:vmrnf/ 4if;rS Font:, Size:,
Leading: Type Style: ponfwkdYukd vkdovkdowfrSwfay;NyD; OK
ukd Click vkyfyg/ Oyrmtaejzihf Font: Times New Roman?

Size: 16? Leading: Auto? Type Style: Bold owfrSwfxm;

ygonf/

(4) acgif;pOftwGuf tvkd&Sdaom Style owfrSwfcsufrsm; a&G;cs,f

owfrSwfNyD;ygu OK ukd Click vkyfyg/

( *) tpkacgif;pOftwGuf Styles palette wGif Subhead2 ukda&G;yg/ xkdYaemuf

Font:, Size:, Leading: Type Style: ponfwkdYukd vkdovkdowfrSwf

ay;NyD; OK ukd Click vkyfyg/

(C) tvm;wl pmykd'facgif;pOf? pmykd'fcJGacgif;pOf ESihf pmukd,f ponfwkdYtwGuf

tvkd&Sdaom Style owfrSwf&ef txufygtwkdif;vkyfaqmifyg/

( i) acgif;pOfBuD;? acgif;pOf? tpkacgif;pOf? pmykd'facgif;pOf? pmykd'fcJGacgif;pOf

ESihf pmukd,f wkdYtwGuf Style rsm;toD;oD; owfrSwfNyD;ygu PageMaker
zkdifwGif oufa&mufrIjzpfap&efvkyfaqmif&rnfjzpfygonf/

( p) PageMaker zkdifukdzGihfyg/ Styles Palette ukdzGihfxm;yg/ xkdYaemuf

atmufygtwkdif;vkyfaqmifyg-

(1) Style owfrSwfvkdaom acgif;pOfBuD;ukda&G;yg/ Style Palette rS

Headlineukda&G;yg/ykH(8-39) xkdtcg acgif;pOfBuD;onf rdrd

owfrSwfcJhaom Style owfrSwfcsuftwkdif; ajymif;oGm;rnf/

ykH(8-39)
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(2) xkdYaemuf Style owfrSwf&ef acgif;pOfukda&G;yg/ Style Palette
rS Subhead1ukda&G;yg/ ykH(8-39) xkdtcg acgif;pOfonfvnf;

acgif;pOfBuD;uJhokdY  rdrdowfrSwfcJhaom Style ykHpHokdYajymif;oGm;rnf/

(3) tvm;wl rmwdumwGif ay:apvkdaom tjcm; tpkacgif;pOfrsm;?

pmykd'facgif;pOfrsm;ESihf pmykd'fcJGacgif;pOfponfwkdYukdvnf; txufyg

enf;twkdif; Style owfrSwfyg/

(q) txufyg Style rsm;owfrSwfjcif;? Style xnhfoGif;jcif;rsm; jyKvkyfNyD;ygu

rmwdumxnhf&eftwGuf atmufygtwkdif; vkyfaqmifyg-

(1) Utilities Menu  rS Create TOC... ukd Click vkyfyg/ykH(8-40)

ykH(8-39)

ykH(8-40)
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(2) Create Table of Contents Dialog Box ay:vmrnf/

ykH(8-41)

(3) OK ukd Click vkyfyg/ Automatic text flow icon  ykHpH

ay:vmrnf/

(4) rmwdumxnhf&ef yxrpmrsufESmwGif Click vkyfyg/ykH(8-42)

Style owfrSwfcJhaom acgif;pOfrsm;onf ykH(8-43)ygtwkdif;

rmwdum tjzpf ay:vmrnf/

(5) tu,fí yxrpmrsufESmonf blank page r[kwfygu blank
page wpfck xyfjznhf&ef jzpfygonf/

ykH(8-43)

ykH(8-42)

ykH(8-41)
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Chapter (9)

View Menu
120/ View  Menu wGif Display Master Items, Display Non-Printing Items,
Zoom In, Zoom Out, Actual Size, Fit in Window, Entire Pasteboard, Zoom To,
ponfh command rsm; yg0ifygonf/ykH(9-1)

Display Master Items
121/ Master Page &Sd Item rsm;tm; pmrsufESmrsm;wGif az:jyay;apvkdvQif Display
Master Items ukd Marking vkyfxm;&rnf/ pmrsufESmwpfckukd a&G;yg/ xkdYaemuf View
Menu rS Display Master Items ukd Click vkyfyg/ykH(9-2) xkdtcg a&G;xm;aom pmrsufESm

wGif Master Page wGif&Sdaom Item rsm;ukd az:jyay;rnf/ Master Page Item rsm;

ray:apvkdygu Display Master Items &Sd Marking ukd jzKwfypf&rnf/

ykH(9-2)

ykH(9-1)
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Display Non-Printing Items
122/ pmrsufESm toD;oD;wGif Non Printing tjzpf owfrSwfxm;aom Item rsm;

&Sdygonf/ 4if;wkdYonf ½kdufxkwf&mwGif yg&Sdrnfr[kwfaomfvnf; pmrsufESmwGif az:jy

ay;apvkdygu Display Non-Printing Items command ukdokH;&rnf/ Non Printing
owfrSwfxm;aom Item wpfck (okdYr[kwf) trsm;ukda&G;yg/ View Menu rS Display
Non-Printing Items ukd Click vkyfyg/ykH(9-3) ray:apvkdygu Marking ukd jzKwfyg/

ykH(9-3)

Zoom In
123/ Pagewpfck\ jrifuGif;tm; csJUíMunhf&efjzpfygonf/ jrifuGif;csJUvkdygu View
Menu rS Zoom In ukd Click vkyfyg/ xyfumxyfumvkyfjcif;jzihf jrifuGif;rSm wpfqihf

NyD;wpfqihf ykdíykdíus,fvmrnf/ ykH(9-4)(Shortcut - Ctrl + ]+})

Zoom Out
124/ Page wpfck\ jrifuGif;tm; csKHUíMunhf&efjzpfygonf/ jrifuGif;csKHU vkdygu View
Menu rS Zoom Out ukd Click vkyfyg/ xyfumxyfum vkyfjcif;jzihf jrifuGif;rSm wpfqihf

NyD;wpfqihf ykdíykdíusOf;vmrnf/ykH(9-5)(Shortcut - Ctrl + ]-})

ykH(9-4)

ykH(9-5)
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Actual Size
125/ Page wpfck\ jrifuGif;tm; ykHrSeftaetxm;twkdif;(100%) jrifEkdifap&ef jzpfyg

onf/ View MenurS Actual Sizeukd Clickvkyfyg/ykH(9-6)(Shortcut- Ctrl+"1")

ykH(9-6)

Fit in Window
126/ Page wpfcktm; jrifuGif; tjynhftaetxm;jzihf jrifEkdifap&ef okH;ygonf/ View
Menu rS Fit in Window ukd Clickvkyfyg/ykH(9-7) (Shortcut- Ctrl+"0")

ykH(9-7)

Entire Pasteboard
127/ pmrsm;? ykHrsm;ESihf tjcm;objects rsm; acwåa&TUxm;Ekdifaom pmrsufESm\ aemufcH

jrifuGif;tm; Munhf½I&efjzpfygonf/ View Menu rS Entire Pasteboard ukd Clickvkyfyg/

ykH(9-8) xdktcg ykH(9-9)ygtwkdif; awGU&rnf/ (Shortcut- Shift+Ctrl+"0")

ykH(9-8)

ykH(9-9)

Pasteboard
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Zoom To
128/ Page \jrifuGif;tm; owfrSwfay;xm;onhf &mckdifEIef;tvkduf csKHU^csJU Munhf&ef

jzpfygonf/ 25%ESihf 50% onfcsKHUMunhf&eftaetxm;jzpfygonf/ 100%onf ykHrSef

jzpfjyD;200%ESihf 400%onf csJUMunhf&eftaetxm;jzpfygonf/ View Menu rS Zoom
To ay:wGif Mouse pointer wifvkdufygu ay:vmaom Submenu rSESpfouf&m

&mckdifEIef; Sizeukd Clickvkyfyg/ykH(9-10)

Show Rulers / Hide Rulers
129/ PageMaker Document zkdifwpfckukd zGihfxm;ygu pmrsufESm\ tay:bufESihf

b,fbufwkdYwGif Horizontal ruler ESihf Vertical ruler[lí&Sdygonf/ 4if;wkdYukd ay:ap

vkdygu View Menu rS Show Rulers ukd Click vkyfyg/ ray:apvkdygu zkH;uG,fxm;&ef

View Menu rS Hide Rulers ukd Click vkyfyg/ ykH(9-11)(Shortcut- Ctrl+R)

ykH(9-11)

ykH(9-10)
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Snap to Rulers
130/ Object rsm;tm; a&TU&mwGif File Menu rS Preference wGif owfrSwfxm;aom

 ESihf  tuGmta0; owfrSwfcsuftwkdif;

a&GUapvkdygu Snap to Rulers ukd Marking vkyfxm;&rnf/ View Menu rS Snap to
Rulers ukd Clickvkyfyg/ rvkdtyfygu 4if; Marking ukd jyefjzKwfyg/ ykH(9-12) (Shortcut-
Alt+Ctrl+"R")

ykH(9-12)

Zero Lock
131/ aywHESpfck\ prSwfrsm;qkH&mae&monf Ruler origin jzpfonf/ Zero point
[kvnf;ac:qkdEkdifygonf/ 4if;trSwfukd vkdtyfovkd ae&majymif;a&TU tokH;jyKEkdifygonf/

tu,fí tqkdyg Zero pointtm; ajymif;a&TUjcif; rjyKEkdif&ef ydwfxm;vkdygu Zero
Lock ukd Marking vkyfxm;&rnf/ View Menu rS Zero Lock ukd Clickvkyfyg/

rvkdtyfygu 4if; Marking ukd jyefjzKwfyg/ ykH(9-13)

ykH(9-13)



138uGefysLwmvufpJG

Hide/Show Guides
132/ pmrsufESmwGif Left, Right, Top, Bottom ponfjzihf Margins owfrSwfcsufrsm;

t& Guides Line rsm;awGU&rnf/ 4if;Guides rsm;onf ykHrSeftm;jzihf ay:aernfjzpfonf/

ray:apvkdygu azsmufxm;Ekdifygonf/ Guides rsm;udk azsmufxm;vdkygu  View Menu
rS Hide Guides ukd Click vkyfyg (odkYr[kwf) Guides rsm;udk ay:apvkdygu Show
Guides ukd ykH(9-14)ygtwdkif; Click vkyfyg/  xdktcg yHk(9-15)ygtwkdif; awGU&rnfjzpfonf/

ykH(9-14)

Hide GuidesShow Guides

ykH(9-15) Margin Guides
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Snap to Guides
133/ Objectrsm;tm; ae&ma&TUvkdvQifaomfvnf;aumif;?  t&G,ftpm; jyKjyifvkdvQif

aomfvnf;aumif; owfrSwfcsufESihf teD;pyfqkH; jzpfap&ef Snap to Guides ukd Marking
vkyfía&G;xm;&rnf/ View Menu rS Snap to Guides ukd Click vkyfyg/ykH(9-16)

rvkdtyfygu Marking jyefjzKwf&rnf/

(9-16)

Lock Guides
134/ Guides rsm;tm; jyifqifcGihfr&ap&ef ydwfxm;vkdygu View Menu rS Lock
Guides ukd Click vkyfyg/ rvkdygu Marking ukdjyefjzKwf&rnf/ykH(9-17) ykH(9-18)

Margin Guides

Column Guides

Ruler Guides

ykH(9-18)

ykH(9-17)
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Clear Ruler Guides
135/ Ruler Guidesrsm;tm; tokH;jyK&efvkdtyfygu Horizontal/ Vertical Ruler rsm;
ay:rS tvkd&Sdaomae&mokdY Drag vkyfqJG,lNyD; okH;Ekdifygonf/ rvkdtyfaomtcgwGif zsuf&ef

View MenurS Clear Ruler  Guidesukd Click vkyfyg/  Clear Ruler Guides rvkyfrD

Guides rsm;tm; Lock Guides vkyfxm;ygu jyefjzKwfay;&rnf/ykH(9-19)

ykH(9-19)

Bring Guides to Front/ Send Guides to Back
136/ Guides rsm;tm; Object rsm;\ tay:wGifaomfvnf;aumif;? atmufwGif

aomfvnf;aumif; vkdovkdxm;Ekdifygonf/ Guides rsm; Object \tay:wGif ay:apvkd

ygu View Menu rS Bring Guides to Front ukd Click vkyfyg/ atmufbufokdYykdYvkdygu

Send Guides to Back ukd Click vkyfyg/ykH(9-20)? ykH(9-21)

ykH(9-20)

Bring Guide to Front    Send Guides To Back

ykH(9-21)



141 Adobe PageMaker 7.0

Hide/Show Scroll Bars
137/ pmrsufESmwpfcktwGif; 0ifqefYrIr&Sdaom jrifuGif;tm; Munhf½IEkdif&ef Horizontal
Scroll Bars ESihf Vertical Scroll Bars rsm;ukd tokH;jyK&ef vkdtyfygonf/ okdYjzpfí

Scroll Bars rsm;ay:aeap&ef View Menu rS Show Scroll Bars ukd Click vkyfyg/

azsmufxm;vkdygu Hide Scroll Bars ukd Click vkyfyg/ ykH(9-22)? ykH(9-23)

ykH(9-22)

Ve
rti

ca
l S

cr
ol

l B
ar

s

Horizontal Scroll Bars

Show Scroll Bars    Hide Scroll Bars

ykH(9-23)
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Chapter (10)

Window Menu
138/ Window Menu wGif Arrange Icons, Tile, Cascade, Hide Tools, Hide
Control Palette, Show Colors, Show Styles, Show Layers ponfh  Command
rsm; yg0ifonf/ ykH(10-1)

ykH(10-1)

Arrange Icons
139/ Icons rsm;tm; tpDtpOfjzihf jyefpD&ef jzpfygonf/ Window Menu rS Arrange
Icons ukd Click vkyfyg/

Tile
140/ PageMaker Documentzkdifrsm; wpfckxufykdízGihfxm;NyD; wpfNyKdifwnf; Munhf½I&ef

twGuf okH;ygonf/ zkdifESpfckukdzGihfyg/ Window MenurS Tile ukd Clickvkyfyg/ykH(10-2)

zGihfxm;aomzkdifrsm;udk jrifuGif;wGif Tile window ykHpHjzihfjrif&rnf/ ykH(10-3)

ykH(10-2)

ykH(10-3)

Tile window
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Cascade
141/ PageMaker Document zkdifrsm; wpfckxufykdí wpfNyKdifwnf; zGihfNyD; tokH;jyK&ef

jzpfygonf/ zkdifESpfckukd zGihfyg/ Window Menu rS Cascade ukd Click vkyfyg/ykH(10-4)

zGihfxm;aomzkdifrsm;udk jrifuGif;wGif Cascade window ykHpHjzihfjrif&rnf/ ykH(10-5)

ykH(10-4)

Cascade window

ykH(10-5)

Hide/Show Tools
142/ Tools (or) ToolBox tm; tokH;jyKvkdu az:xm;&efESihfrvkdtyfygu azsmufxm;

Ekdifygonf/ tcef;(1)wGiftao;pdwfaz:jyNyD; jzpfygonf/

Hide/Show Control Palette
143/ Control Palette tm; tokH;jyKvkdu az:xm;&ef ESihf rvkdtyfygu azsmufxm;

Ekdifygonf/ tcef;(2)wGif tao;pdwfaz:jyNyD; jzpfygonf/

Show/Hide Colors
144/ Colors Palette tm; tokH;jyKvkdu az:xm;&ef ESihf rvkdtyfygu azsmufxm;Ekdif

ygonf/ tcef;(2)wGiftao;pdwf az:jyNyD; jzpfygonf/

Show/Hide Styles
145/ Styles Palette tm; tokH;jyKvkdu az:xm;&efESihf rvkdtyfygu azsmufxm;Ekdif

ygonf/ tcef;(2)wGiftao;pdwf az:jyNyD; jzpfygonf/

Show/Hide Layers
146/ Layers Palette tm; tokH;jyKvkdu az:xm;&ef ESihf rvkdtyfygu azsmufxm;Ekdif

ygonf/ tcef;(2)wGiftao;pdwf az:jyNyD; jzpfygonf/
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Show/Hide Master Pages
147/ Master Pages Palettetm; tokH;jyKvkduaz:xm;&efESihf rvkdtyfygu azsmufxm;

Ekdifygonf/ tcef;(2)wGiftao;pdwf az:jyNyD; jzpfygonf/

Show/Hide Hyperlinks
148/ Hyperlinks Palette tm; tokH;jyKvkdu az:jyxm;&ef ESihf rvkdtyfygu azsmuf

xm; &efokH;ygonf/

Plug-in Palettes
149/ Plug-in Palettes wGif atmufaz:jyygykHtwkdif; Library, Script ESihf Palette
rsm;yg0ifonf/ykH(10-6)-

ykH(10-6)

(u) Show/Hide Library /  Library Palette tm; tokH;jyKvkdygu

az:jyxm;&efESihf rvkdtyfygu azsmufxm;&efokH;ygonf/ykH(10-7)

( c) Show/Hide Scripts /  Scripts Palette tm; tokH;jyKvkdygu az:jy

xm;&ef ESihf rvkdtyfygu azsmufxm;&efokH;ygonf/ykH(10-8)

ykH(10-8)

ykH(10-7)
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( *) Show/Hide Data Merge Palette /  Palette tm; tokH;jyKvkdygu

az:jyxm;&efESihf rvkdtyfygu azsmufxm;&efokH;ygonf/ykH(10-9)

tcef;(8) \ Utilities Menu rS Plug-ins ? Merge Records
&Sif;vif;csufwGif tao;pdwfaz:jyNyD;jzpfygonf/

ykH(10- 9)

(C) Show/Hide Templates Palette /  Palette tm; tokH;jyKvkdygu

az:jyxm;&efESihf rvkdtyfygu azsmufxm;&efokH;ygonf/ykH(10-10)

( i) Show/Hide Picture Palette / Picture Palette tm; tokH;jyKvkdygu

az:jyxm;&efESihf rvkdtyfygu azsmufxm;&efokH;ygonf/ 4if; Palette
wGif trsKd;tpm;tvkduf ykHtrsKd;rsKd;yg&Sdygonf/ tvkd&SdaomykHukd pmrsuf

ESmay:okdY qJG,ltokH;jyKEkdifygonf/ Oyrmtm;jzihf urÇmhajrykHukd tvkd&Sdygu

ykH(10-10)
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Window Menu rS Plug-in Palettes rS Show Picture Palette ukd

Clickvkyfyg/ Pictures Palette ay:vmrnf/ykH(10-11) 4if;rS Category:
wGif Maps & Flags trsKd;tpm;ukda&G;vQif 4if;ESihfywfoufaom ykHrsm;

ay:vmrnf/ urÇmhajrykHukd pmrsufESmay:okdY Drag qJG,lyg/yHk(10-12)

ykH(10-11)

ykH(10-12)
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Help Menu
150/ Help Menu wGif Help Topics ? Registration ? Adobe Online ? About
PageMaker ponfh Command rsm; yg0ifygonf/ ykH(10-13)

ykH(10-13)

Help Topics
151/ Adobe PageMaker &SdtaMumif;t&mtcsuftvufrsm;ESihf ywfoufí tao;

pdwf zwf½Iavhvm&efjzpfygonf/ Help Menu rS Help Topics ukd Click vkyfyg/ Adobe
PageMaker Help Microsoft Internet Explorer ay:vmrnf/ Content, Index ESihf

Search [lí enf;vrf;okH;ckjzihf atmufygtwdkif;avhvmMunhf½IEkdifygonf-

(u) Content/ 4if;wGif b,fbufjcrf;rS avhvmvkdaom taMumif;t&m

ukda&G;&rnf/ Oyrm- Graphic ESihf Text rsm;taMumif;avhvm&ef

Graphics and Text Objects ukd Click vkyfyg/ xkdtcg nmbufjcrf;wGif

&Sif;vif;csufrsm; ay:vmrnf/ ykH(10-14)

ykH(10-14)
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( c) Index /  A,B,C,...tu©&mpOfrsm;teufrS od&Sdvkdaom taMumif;t&m

\ tppmvkH;ukd a&G;&rnf/ Oyrm- Layer rsm; taMumif;avhvm&ef L
pmvkH;ukd Click vkyfyg/ ay:vmaom list rS Layers palette 1 ukd a&G;ygu

bufjcrf;wGif &Sif;vif;csufrsm; ay:vmrnf/ ykH(10-15)

( *) Search / od&SdvkdaomtaMumif;t&mESihfywfoufonhfpmvkH;ukd Find
pages containing:wGif ½kdufxnhfyg/ xkdYaemuf Search Buttonukd Click
vkyfyg/ &Sif;vif;csufrsm; ay:vmrnf/ ykH(10-16)

ykH(10-15)

ykH(10-16)
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Chapter (11)

PageMaker 6.5 File Format jzihfodrf;jcif;

152/ PageMaker 7.0 zkdifwpfckukdzGihfyg/ File Menu rS Save As ukd Click vkyfyg/

ykH(11-1) Save As Dialog Box ay:vmrnf/ykH(11-2) File name: wGif zkdiftrnf

&kdufxnhfyg/ Oyrm- sample &kdufyg/ xkdYaemufSave as type: wGif Down arrow ukdESdyfyg/

ay:vmaom list rS A copy in 6.5 format ukda&G;NyD;? Save Button ukdESdyfygu

PageMaker 7.0 zkdiftm; PageMaker 6.5 file format jzihf odrf;rnfjzpfygonf/

ykH(11-1)

ykH(11-2)
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&SdNyD;zkdifwpfcktm;rdwåLyGm;ízGihfjcif;

153/ toihf&SdNyD;jzpfaom PageMaker 7.0 zkdifwpfckukd oD;jcm;zkdifopfwpfcktjzpf

rdwåLyGm;í zGihfekdifygonf/ File Menu rS Open ukd Click vkyfyg/ykH(11-3) xkdtcg Open
Publication Dialog Box ay:vmrnf/ykH(11-4) xkdYaemuf Look in: wGif rdrdzGihfvkdaom

zkdif&Sdonhf Folder a&G;yg/ Oyrm- my folder ukd a&G;ygu 4if; Folder&Sd zkdif List
rsm;ay:vmrnf/ 4if; zkdif List rS tvkd&Sdaomzkdifukda&G;&rnfjzpfygonf/ Oyrm- Autoflow
zkdifukda&G;yg/ xkdYaemuf Open as: wGif Copy ukda&G;NyD; Open Button ukd Click vkyfyg/

rlva&G;cs,fxm;aom Autoflow zkdifonf Untitled-1 trnfjzihfyGihfvmrnf/ odrf;vkdygu

trnftopfwpfckay;í odrf;&rnfjzpfygonf/

ykH(11-3)

ykH(11-4)
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Text block rsm;zefwD;jcif;

154/ Text block wpfckwGif &kdufxnhfxm;aompmom;rsm;? ul;xnhfxm;aom pmom;

rsm;ESihf tjcm;zkdifrS xnhfoGif;aompmom;rsm; ponfjzihf toD;oD;yg0ifygonf/ Text
block wpfck\ ab;abmifrsm;ukd omreftm;jzihf rjrif&yg/ pointer tool ukdtokH;jyKNyD;?

a&G;cs,frSom jrifEkdifygonf/ Text block wpfckzefwD;NyD;? pmom;rsm;udk &kdufxnhfrxm;ygu

(okdYr[kwf) pmom;rsm;r&Sdygu tvkdtavsmuf jyefysufoGm;rnfjzpfygonf/ tvkd&Sdaom

t&G,ftpm;twdtus&Sdonhf Text block rsm;udk zefwD;Ekdifygonf/ Text block rsm;ukd

atmufazmfjyygenf;vrf;(2)rsKd;jzihfzefwD;Ekdifygonf-

(u) wpfrsKd;rSm ToolBox rS Text tool ukda&G;í ay:vmaom I-beam ykHukd

pmrsufESmay:wGif Click vkyfyg/ Text block wpfckonf pmrsufESm t&G,f

twkdif;jzpfvmrnf/tvkd&Sdaompmrsm;&kduf&efjzpfygonf/

( c) tjcm;enf;rSm rdrdtvkd&Sdaom Text block t&G,ftpm;twkdif;twm

wdwdususowfrSwfNyD;? atmufygtwdkif;zefwD;Ekdifygonf-

(1) ToolBox rS Text tool a&G;yg/ ay:vmaom I-beam ykHukd

pmrsufESmay:wGif Point vkyfí tvsm;vkduft&Snf 0.75

vufr? a'gifvkduf t&Snf 1 vufr t&G,ftpm;okdYa&mufatmif

ykHygtwkdif; Drag vkyfíqJG,lyg/ ykH(11-5)

(2) xkdYaemuf tvkd&Sdaompmrsm;ukd &kduf&efjzpfygonf/ owfrSwfxm;

aom t&G,ftpm;&Sdonhf Text block wpfck&&Sdrnf jzpfygonf/

I-beam

Text block

ykH(11-5)
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Text frame rsm;zefwD;jcif;

155/ Text frame wpfckwGif pmom;rsm;&kdufxnhfEkdifygonf/ &kdufrxnhfvkdygu tjcm;zkdif

rS pmom;rsm;tm;ul;xnhfEkdifygonf/ Text frame ukd Graphic ykHtjzpfokdYvnf;

ajymif;vJEkdifygonf/  omreftm;jzihf Text frame (3)rsKd;zefwD;Ekdifygonf/Text frame
rsm;ukd atmufygtwkdif;zefwD;Ekdifygonf-

(u) ToolBox rS  ykH Text frame tool ukda&G;í tvkd&Sdaomt&G,f

twkdif;axmihfjzwfqJGyg/ xkdtcg av;axmihfykH(okdYr[kwf) pwk&ef;ykH&Sdaom

Text frame wpfck&&Sdrnf/ykH(11-6)

( c) ToolBox rS  ykH Text frame tool ukda&G;í tvkd&Sdaomt&G,f

twkdif;axmihfjzwfqJGyg/ xkdtcg bJOykH(okdYr[kwf) puf0kdif;ykH&Sdaom Text
frame wpfck&&Sdrnf/ykH(11-7)

( *) ToolBox rS  ykH Text frame tool ukda&G;í tvkd&Sdaomt&G,f

twkdif;axmihfjzwfqJGyg/ xkdtcg A[k*HykH&Sdaom Text frame wpfck&&Sdrnf/

ykH(11-8) A[k*HykHtrsKd;tpm;rsm;ukd Element Menu rS Polygon
Settings wGif vkdovkdowfrSwfEkdifygonf/

(C) Text frame rsm;qJGNyD;vQif pm&kduf&ef Text tool ukda&G;NyD; Text frame
wGif Cursor csí tvkd&Sdaom pmom;rsm;&dkufxnhf&efjzpfygonf/

1. Choose File > Print.
2. If you’re printing on a PostScript
printer, select a PostScript Printer
Description (PPD) file from the PPD
pop-up menu that matches the printer
type.
3. Do one of the following:

1. Choose File > Print.
2. If you’re printing on a PostScript

printer, select a PostScript Printer
Description (PPD) file from the PPD pop-

up menu that matches the printer type.
3. Do one of the following:

1 .
Choose File > Print.

2. If you’re printing on a PostScript
printer, select a PostScript Printer

Description (PPD) file from the PPD pop-
up menu that matches the printer type.
3. Do one of the following:

ykH(11-8)

ykH(11-7)

ykH(11-6)
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Chapter (12)

PageMaker Shortcuts

ToolBox

A. Pointer tool (F9)
B. Rotating tool (!+F2)
C. Line tool (!+F3)
D. Rectangle tool (!+F4)
E. Ellipse tool (!+F5)
F. Polygon tool (!+F6)
G. Hand tool (!+F7), Constrained-hand tool (!+Alt+drag+ left mouse button)
H. Text tool (!+Alt+F1)
I. Cropping tool (!+Alt+F2)
J. Constrained-line tool (!+Alt+F3)
K. Rectangle frame tool (!+Alt+F4)
L. Ellipse Frame tool (!+Alt+F5)
M. Polygon Frame tool (!+Alt+F6)
N. Zoom tool (!+Alt+F7)
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Laying Out a Publication
             RESULT ACTION

 1. Open a copy of a publication or the original !+ File > Recent
    of a template Publications
 2.  Revert to last mini-save !+ File > Revert
 3. Save all open pubs (Save becomes Save All) !+ File > Save All
 4. Close all open pubs (Close becomes Close All) !+ File > Close All
 5. Insert one page Ctrl + Alt +!+ G
 6. Auto/manual text flow (toggle) Ctrl + flow text
 7. Semi-automatic text flow !+ flow text
 8. Proportional resize(for graphics or grouped objects) !+ drag any handle
 9. Graphics proportionately to printer resolution) Ctrl +!+ drag handle
10. Defer text redraw while adjusting text wrap Hold spacebar
11. Select multiple elements !-click each element
12. Select element behind others Ctrl-click (each click

selects next element back)

13. Select multiple elements behind others Ctrl +!-click
14. Mask !+ Element > Mask
15. Unmask !+ Element > Unmask
16. Constrain move vertically or horizontally !+ drag element
17. Paste items in the same position as the original (power paste)Ctrl + Alt + V
18. Edit OLE object Double-click object
19. Edit original Alt+double-click object
20. Nudge selected object Press arrow keys
21. Nudge selected object by ten times the amount in Preferences !+ press
     arrow keys
22. Rotate from center of bounding box or text block Ctrl + Rotating tool

23. Constrain rotation to 45° increments !+ Rotating tool
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     Viewing a Publication
         RESULT ACTION

 1. Set all pages to same view Alt + View > any view

 2. Change page to fit in window Ctrl + 0 or -click page icon or
Alt + double-click zoom tool

 3. 100% view Double-click zoom tool or Ctrl + 1

 4. 100%/Fit in window (toggle) Ctrl + Alt + right-click page

 5. 100%/200% (toggle) Ctrl + Alt + + right-click page

 6. Edit story or text frame Triple-click text object with pointer tool

 7. Redraw current page Use shortcut for current view

 8. Redraw page in high resolution Ctrl + !+ F12

 9. Cycle through pages !+ Layout > Go to Page (click mouse or
press any key to stop)

10. Go to next page Page Down

11. Go to previous page Page Up

12. Go forward to previous
      page selected Ctrl + Page Down

13. Go back to previous page selected Ctrl + Page Up

14. Zoom in / zoom out Ctrl + plus key (+) / Ctrl + minus key (-)

15. View hyperlinks F10
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Typographical Controls

Indexing

          RESULT  ACTION
 1. Increase one point size (Layout view only)    Ctrl + !+ >
 2. Increase to next standard menu size(Layout view only) Ctrl + Alt + >
 3. Decrease one point size (Layout view only)    Ctrl + !+ <
 4. Decrease to next standard menu size (Layout view only)Ctrl + Alt + <
 5. All caps (toggle on and off)   Ctrl + !+ K
 6. Subscript (toggle on and off) Ctrl + \
 7. Superscript (toggle on and off) Ctrl + !+ \
 8. Kern apart .01 em (Layout view only) Alt + Right Arrow
 9. Kern together .01 em (Layout view only) Alt + Left Arrow
10. Kern apart .04 em (Layout view only) Ctrl + Alt + Right  Arrow
11. Kern together .04 em (Layout view only) Ctrl + Alt + Left Arrow
12. Clear manual kerning (Layout view only) Ctrl + Alt + K

          RESULT     ACTION
 1. Show index for active publication Ctrl + Utilities > Show Index
 2. Create index entry Select text, then Ctrl + Y
 3. Create fast index entry Select text, then Ctrl + !+ Y
 4. Create proper name index entry Select first and last name,

then Ctrl + Alt + Y
 5. Remove all index entries Ctrl + Alt + !+ Remove

(in Show Index dialog box)
 6. Remove all cross-references Ctrl + !+ Remove

(in Show Index dialog box)
 7. Remove all page-referenced entries Ctrl + Alt + Remove

(in Show Index dialog box)
 8. Remove entries since last accept Alt + Add X-refs

(in Show Index dialog box)
 9. Restore entries removed since last accept Alt + Remove

(in Show Index dialog box)
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Text Editing
          RESULT ACTION
 1. Select word Double-click with I-beam
 2. Select paragraph Triple-click with I-beam
 3. Up one line Up Arrow
 4. Down one line Down Arrow
 5. To beginning of line Home
 6. To end of line End
 7. Left one character Left Arrow
 8. Right one character Right Arrow
 9. Left one word Ctrl + Left Arrow
10. Right one word Ctrl + Right Arrow
11. Up one paragraph Ctrl + Up Arrow
12. Down one paragraph Ctrl + Down Arrow
13. With I-beam in text, select words to the left Ctrl + !+ Left Arrow
14. With I-beam in text, select words to the right Ctrl + !+ Right Arrow
15. With I-beam in text, select a range of text !+ press a shortcut (such as End)
16. Drag left-indent marker only !+ drag indent (in Indents/Tabs

   dialog box)
17. Reset Character Attributes to any Alt-click Char Attributes (in Find and

    Change dialog boxes)
18. Reset Para Attributes to any Alt-click Para Attributes (in Find and

   Change dialog boxes)
19. Reset Character and Para Attributes to any !+ Alt-click Char Attributes or Para
        Attributes(in Find and Change dialog boxes)
20. Move to beginning of story Ctrl + Page up (in Story Editor)
21. Move to end of story Ctrl + Page down (in Story Editor)
22. Up one screen Page up (in Story Editor)
23. Down one screen Page down (in Story Editor)
24. Close current story window only Ctrl + W (in Story Editor)
25. Close all open stories in current pub !+ Story > Close Story (in Story

Editor)
26. Cascade all open stories in all open pubs !+ Window > Cascade (in Story

Editor)
27. Tile all open stories in all open pubs !+ Window > Tile (in Story Editor)
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Chapter (13)

vufawGUavhusihfcef;rsm;

avhusih fcef;(1)

az:jyygykHpHtm; avhusihf&ef atmufygtwkdif;vkyfaqmifyg-

(u) zkdiftopfzGihf&ef File Menu rS New ukd Click vkyfyg/ Document
Setup Dialog Box ay:vmrnf/4if;wGifatmufygtwkdif;jznhfpGufNyD;

OK ukdESdyfyg-

Page size: A4
Orientation: Tall
Option: Double-sided Marking jzKwfyg

Numberof pages: 1
Start page#: 1
Margins- Left:   - 1.5 Right: - 0.5

Top:    - 1 Bottom: - 1
Compose to printer: - HP LaserJet 1100

( c) acgif;pOftwGuf av;axmihfuGufukd yxrOD;pGm qJG&rnf/ ToolBox rS

Rectangle Toolukda&G;NyD;?oihfawmfaomtaetxm;&Sdonhf av;axmihfykH

wpfckqJGyg/ (okdYr[kwf) tvsm; 3.5vufr? teH 0.75 vufrcefY qJGyg/

! EkdifiHawmf wnfNidrfa&;? &yf&Gmat;csrf;om,ma&;ESihf w&m;Oya'

pkd;rkd;a&;

! trsKd;om; jyefvnf pnf;vkH;nDñGwfa&;

! ckdifrmonhf zJGUpnf;ykH tajccH Oya'opfjzpfay:vma&;

! jzpfay:vmonhf zJGUpnf;ykH tajccHOya'opfESihftnD acwfrD

zGHUNzKd;wkd;wufaom EkdifiHawmfopfwpf&yf wnfaqmufa&;

EkdifiHa&;OD;wnfcsuf(4)&yf
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4if;tm;ta&mifxnhf&ef a&G;yg/ Windows Menu rS Show Colors ukd

Click vkyfyg/ ay:vmaom Colors Palette rS Black ukda&G;yg/

( *) acgif;pOfpmom;twGuf ToolBox rS Text Tool ukda&G;NyD; &kdufrnhf

ae&mwGif Cursor csyg/ Control Palette wGif -Win---Yangon Font
ESihf Size-40 owfrSwfyg/ xkdYaemuf ]]EkdifiHa&;OD;wnfcsuf(4)&yf}} pmom;

&kdufyg/

(C) pmom;tm; av;axmifhuGufay:okdYqJG,lNyD; xyfvkdufyg/ pmom;tm; Text
Tool ukdtokH;jyKNyD; a&G;yg/ Control Palette rS Reverse ukd Click
vkyfyg/

( i) pmom;ESihf av;axmifhuGuftm;wpfxyfwnf;usap&efvkyfaqmifNyD;ygu

pmrsufESm\tv,fokdY ñSday;yg/

( p) pmykd'frsm;½kduf&ef ToolBox rS Text Tool ukda&G;NyD;? pmrsufESm\ b,fbuf

Margin wGif Cursor csyg/ -Win---Researcher Font ESihf Size-17
a&G;yg/ tykd'f(1)pmom;rsm;ukd½kdufyg/ Enter ESdyfyg/ pmykd'f(2)?(3)?(4)

wkdYukdvnf; Enter ESdyfíquf½kdufyg/

(q) pmydk'frsm;½kdufNyD;ygu 4if;wkdYwGif Bullet rsm;xnhf&ef pmykd'f(4)ckukda&G;yg/

Utilities Menu r S Plug-ins ay:wGi f  Mouse pointer
wifvkdufaomtcg Submenu ay:vmrnf/ 4if;rS Bullets and
numbering...ukd Click vkyfyg/ Bullets and numbering Dialog Box
ay:vmrnf/

( Z) Bullet rsm;a&G;&ef Edit Button ukd Click vkyfyg/ Edit Bullet Dialog
Box wpfckxyfay:vmrnf/ 4if;rS Font wGif Wingding2? Siz wGif

15 ukda&G;yg/xkdYaemuf ay:vmaom tuGufrS   !"ukda&G;NyD;? OK ukd

Click vkyfyg/

( ps) Bullets and numbering Dialog Box jyefay:vmrnf/ OK ukd Click
vkyfyg/

(n) Bullet rsm;xnhfNyD;aemuf Indent ñSd&ef pmykd'frsm;tm;a&G;yg/ Type
Menu rS Indents/Tabs ukd Click vkyfyg/ (okdYr[kwf) Shortcut Key
Ctrl+I ukdESdyfyg/ Indents/Tabs  ay:vmrnf/

( #) Mouse pointer ukd Left Indent ay:wGifwifí Shift Key ukdESdyfvQuf

yxrpmaMumif;tpxd Drag vkyfíqJG,lyg/ xkdYaemuf OK ukdESdyfyg/
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ability - pGrf;&nfowåd

able - pGrf;&nfowåd&Sdaom? wwfuRrf;aom

about - teD;tem;? rQavmuf? taMumif;

back - aemufausm? aemufykdif;

bag - tdwf

ball - abmvkH;? tvkH;

cat - aMumif

cause - taMumif;? taMumif;&if;

avhusih fcef;(2)

az:jyygykHpHtm; avhusihf&ef atmufygtwkdif;vkyfaqmifyg-

(u) zkdiftopfzGihfyg/ Document setup tm; avhusihfcef;(1)ukd erlem,lí

rdrdpdwfBuKdufowfrSwfyg/

( c) ToolBox rS Text Tool ukda&G;í pmrsufESmwGif Cursor csyg/ Control
Palette wGif Font - Time New Roman ? size - 13 owfrSwfyg/

( *) t*FvdyfpmvkH;½kdufyg/ Tab Key ESdyfyg/ ]]-}} ½kdufyg/ Tab Key ESdyfyg/
(C) jrefrmpm½kduf&ef Font -Win---Researcher ? size - 15 owfrSwfyg/

jrefrmpmrsm;½kdufyg/

( i) Enter ESdyfyg/ usefpmaMumif;rsm;quf&kdufyg/

avhusih fcef;(3)

ComputerComputer
az:jyygykHpHtm; avhusihf&ef atmufygtwkdif;vkyfaqmifyg-

(u) zkdiftopfzGihfyg/ Document setup tm; avhusihfcef;(1)ukderlem,lí

rdrdpdwfBuKdufowfrSwfyg/

( c) ToolBox rS Text Tool ukda&G;í pmrsufESmwGif Cursor csyg/ Control
Palette wGif Font - Arial ? size - 30 owfrSwfNyD;? t*FvdyfpmvkH;

]]Computer}} ukd½kdufyg/
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( *) Copy ul;&ef Pointer Tool ukdtokH;jyKí Text Frame ukda&G;NyD;? Edit
MenurS Copyukd Click vkyfyg/ Edit Menu rS Pasteukd Click vkyfyg/

(C) Copy vkyfvkdufaom Text Frameukd rlvText Frame\atmufbufokdY

qJGa&TUyg/

( i) rlvpmom;ukd pmom;ta&mifajymif;&ef Text Tool ukdtokH;jyKía&G;NyD;?

Colors palette ukdzGihf&ef Windows Menu rS Show Colors ukd Click
vkyfyg/

( p) Colors palette rS Tint: 100% tm; 25% okdYajymif;vkdufygu pmom;\

ta&mif azsmhoGm;rnf/

(q) xkdYaemuf Pointer Tool ukdtokH;jyKí atmufbufokdYqJGa&TUxm;aom

Text Frame tm; ta&mifazsmhxm;aom Text Frameay:okdY qJGwifyg/

( Z) abmifcwf&ef Rectangle Tool ukd tokH;jyKí Width-2.5 inches,
Height-0.75 Inches &Sdaom Frame wpfckqJGyg/

( ps) Frame \tem;ykHpHajymif;&efESihf axmihfvkH;&ef Pointer Tool tokH;jyKí

Frame ukda&G;yg/ Element Menu rS Stroke ay:wGif Mouse pointer
wifvkdufygu ay:vmaom List rS  ukda&G;yg/ wpfqufwnf;

Element Menu rS Rounded Corners ukd Click  vkyfyg/ ay:vmaom

Rounded Corners Dialog Box rS ESpfouf&mukda&G;NyD; OKukdESdyfyg/

(n) Rounded FrameESihf Text FramewkdYtm; tv,fñSdyg/
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No Name Myan Eng Maths  Arts Sci Total
1 Ko Ko  50  50  50   50  50 250
2 Mg Mg  50  50  50   50  50 250
3 Bo Bo  50  50  50   50  50 250
4 Soe soe  50  50  50   50  50 250
5 Aye Aye  50  50  50   50  50 250

avhusih fcef;(4)

az:jyygykHpHtm; avhusihf&ef atmufygtwkdif;vkyfaqmifyg-

(u) zkdiftopfzGihfyg/ Document setup tm; avhusihfcef;(1)ukd erlem,lí

rdrdpdwfBuKdufowfrSwfyg/

( c) ToolBox rS Text Tool ukda&G;í pmrsufESmwGif Cursor csyg/ Control
Palette wGif Font - Arial ? size - 11 owfrSwfyg/

( *) acgif;pOf½kdufyg/ acgif;pOfukd Bold vkyf&ef Text Tool ukdtokH;jyKí a&G;yg/

Control Palette rS ukd Click vkyfyg/ Enter Key EdSyfyg/

(C) trSwfpm&if;ukd½kdufyg/ pmwkdifrsm;ñSd&ef Text Tool ukd tokH;jyKía&G;NyD;?

Type Menu rS Indents/Tabs ukd Click vkyfyg/ Indents/Tabs Dialog
Box ay:vmrnf/

( i) az:jyygykHtwkdif;owfrSwfay;NyD; OK ukdESdyfyg/
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avhusih fcef;(5)

az:jyygerlemykHpHt& Doument wpfckwGif  rmwdum (Contents)xnhfoGif;jcif;

tm; avhusihf&ef atmufygtwkdif; vkyfaqmifyg-

(u) zkdiftopfzGihfyg/ pmrsufESm(2)ESihf(3)wkdYwGif pmykd'frsm;½kdufyg/ acgif;pOfrsm;

rmwdumwGif yg0ifvmap&ef Style owfrSwfay;&rnf/
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( c) pmrsufESm-2 wGif acgif;pOf(4)ck? pmrsufESm-3 wGif acgif;pOf(3)ck yg&Sd

ygonf/ yxracgif;pOf ]]Custommizing font-matching options}}ukd

Text Tool  tokH;jyKía&G;yg/ xkdYaemuf Styles Palette ukdzGihf&ef Window
Menu rS Show Styles ukd Click vkyfyg/ Style owfrSwf&ef 4if;PaletterS
Subheadl ukda&G;yg/

( *) aemufacgif;pOf ]]To customize font matching}} ukda&G;yg/ Styles
Palette rS Subhead2 ukda&G;í Style owfrSwfyg/

(C) tvm;wl usefacgif;pOfrsm;ukd Subhead2 owfrSwfay;yg/

( i) acgif;pOf toD;oD;atmuf&Sdpmom;rsm;ukdvnf; oD;jcm;pDa&G;cs,fí  Body
Text Style owfrSwfay;&rnf/

( p) acgif;pOfrsm;? pmom;rsm;tm; Style rsm;owfrSwfNyD;aomtcg rmwdum

(Contents) zefwD;&ef Utilities Menu rS Create TOC... ukd Click
vkyfyg/ Create Table of Contents Dialog Box  ay:vmrnf/

(q) 4if;rS OKukdESdyfyg/ Layout Menu wGif Autoflow ukd Marking
vkyfxm;ygu automatic text flow icon ay:vmrnfjzpfNyD;? Marking
jzKwfxm;ygu manual text flow icon  ay:vmrnf/

( Z) 4if; icon tm; pmrsufESm(1)\a&SUwGifpm&GuftvGwfwpfckxnhfoGif;NyD;?

Click vkyfygu erlemykHpHtwkdif; rmwdum(Contents)wpfck jzpfvmrnf/
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avhusih fcef;(6)

az:jyygerlemykHpHt& tpnf;ta0;zdwfpmwpfckwGif tcsuftvufrsm; aygif;xnhf

ay;jcif;(Merge Records) avhusihf&efatmufygtwkdif;vkyfaqmifyg-

(u) zkdiftopfzGihfyg/ tpnf;ta0;zdwfpmwpfck½kdufyg/ vdyfrlae&mwGif Merge
Records vkyf&ef (2)aMumif;(okdYr[kwf)(3)aMumif;pmcsefxm;yg/

( c) Notepad Software (okdYr[kwf) tjcm; Software wpfckckukd tokH;jyKí

Data (tpnf;ta0;zdwfrnhfolrsm;\ trnf? &mxl;ponhfrsm;) rsm;

½kdufxnhfNyD;?  (.txt) zkdiftrsKd;tpm;jzihfodrf;yg/

( *) tpnf;ta0;zdwfpmzkdifukdzGihfxm;NyD;? Window Menu rS Plug-in
Palettes ay:wGif Mouse pointer wifvkdufyg/ ay:vmaom List rS

Show Data Merge Palette ukd Click vkyfyg/ Data Merge Palette
ay:vmrnf/

(C) ToolBox rS Text Tool ukdtokH;jyKí vdyfrlae&mwGif Cursor csxm;yg/

( i) Data Merge Palette rS Right Arrow ukd Click vkyfygu Select Data
Source  ay:vmrnf/ 4if;ukd Click vkyfyg/

tpnf;ta0;zdwfpm

.txt   zkdifrS Data rsm;
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( p) Data rsm;odrf;xm;aom (.txt) zkdifukd a&G;ay;ygu Data Merge Palette
wGif Field Name rsm;ay:vmrnf/ 4if;wkdYukda&G;&ef Double-Click
vkyfygu vdyfrlae&mwGif Field Name rsm; a&mufvmrnf/

(q) Merge Records vkyf&ef Utilities Menu rS Plug-ins ay:wGif Mouse
pointerwifNyD;? ay:vmaomListrS Merge Recordsukd Click vkyfyg/

Merge Record Dialog Box ay:vmrnf/ OK ukd ESdyfyg/

( Z) vdyfrl ae&mwGif Data rsm;aygif;oGm;rnf/ xkdYtjyif vlta&twGuf

&Sdoavmuf pmrsufESmrsm;wkd;vmNyD;? zkdiftopfwpfckjzpfvmrnf/

avhusih fcef;(7)
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az:jyygerlemykHpHtm;avhusihf&efatmufygtwkdif;vkyfaqmifyg-

(u) zkdiftopfzGihfyg/ Document Setup wGifatmufygtwkdif;jznhfpGufyg-

Page size: A4
Orientation: Tall
Option: Double-sided Marking jzKwfyg

Numberof pages: 1
Start page#: 1
Margins- Left:   - 0.5 Right:    - 0.5

Top:    - 0.5 Bottom: - 0.5

( c) ToolBox rS Rectangle Tool ukdtokH;jyKí tvsm;-3.5 inches? teH-

2 inches &Sdaom av;axmihfuGufwpfckqJGyg/

( *) BAC pmom;ukd Font-Time New Roman, Size-18, Style-Bold? U
TUN TUN AUNG pmom;ukd Font-Time New Roman, Size-12,
Style-Normal? Sale Manager pmom;ukd Font-Time New Roman,
Size-14, Style-Bold owfrSwfí½kdufyg/
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(C) okH;axmihfykHukd ToolBox rS Polygon ToolukdtokH;jyKíatmufaz:jyyg

twkdif; Polygon Settings owfrSwfcsuf ay;íqJGyg/

( i) okH;axmihfykH\ Stroke Style ukd  okdYajymif;yg/ 4if;ukda&G;NyD;

Edit Menu rS Copy ukd Click vkyfyg/ Paste ukd Click vkyfyg/

( p) t*Fvdyfvkd vdyfpmukd Font-Arial, Size-10, Style-Normal jzihf½kdufyg/

jrefrmvkd vdyfpmukd Font- -Win---Innwa, Size-12, Style-Normaljzihf
½kdufyg/

(q) tvsm; 3.5 inches &Sdaom Line wpfckqJGyg/ Style ukd 

owfrSwfyg/

( Z) az:jyygerlemykHpHtwkdif;jzpfap&ef Object rsm;tm; ae&mtaetxm;ñSdí

a&TUyg/ Object rsm;tm;vkH;ukd a&G;cs,fNyD;? Element Menu rS Group
ukd Click vkyfyg/

(ps) Group jzpfoGm;aom erlemykHpHtm; Copy yGm;&ef pmrsufESm\ b,fbuf

xdyfaxmihfokdYa&TUyg/ 4if;ukda&G;NyD; Edit Menu rS Copy ukd Click vkyfyg/

atmufygykHtwkdif; owfrSwfí Paste Multiple vkyfygu erlemykHpH

(2)ck&rnf/
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(n) xkdYaemuf Copy xyfyGm;&ef ykHpH(2)ckpvkH;ukda&G;í Edit MenurSCopy
ukd Click vkyfyg/ atmufygykHtwkdif; owfrSwfí Paste Multiple
vkyfygu erlemykHpHpkpkaygif;(10)ckjzpfvmrnf/

avhusih fcef;(8)

az:jyyg Table erlemykHpHtm;avhusihf&efatmufygtwkdif;vkyfaqmifyg-

(u) Edit Menu rS Insert Object... udk Click vkyfyg/ Insert Object
Dialog Boxay:vmrnf/ Adobe  Table 3.0 ukda&G;NyD; OKukdESdyfyg/
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( c) New Table Dialog Box ay:vmrnf/ Layout wGif Rows: 5,
Columns: 3 jznhfí OK ukdESdyfyg/

( *) Adobe Table 3.0 ay:vmrnf/ Text Format ESihf Table Format
wkdYukdvkdtyfovkdowfrSwf&ef(okdYr[kwf) jyifqif&ef Window Menu rS

Show Text Palette ukd Click vkyfyg/ xkdYaemuf Show Table Palette
ukd Click vkyfyg/



171 Adobe PageMaker 7.0

(C) Format Text ESihf Format Cells Dialog Box rsm;ay:vmrnf/

( i) Format owfrSwf&ef Table &Sd Cell uGufrsm;ukda&G;yg/ xkdYaemuf Format
Text Dialog Box &Sd Text, Alignment, Spacing, Style ponfwkdYukd

owfrSwfNyD; OK ukd ESdyfyg/ tvm;wl Format Cells Dialog Box &Sd

Layout, Table size, Table gutters, Border weight, Border color
ponfwkdYukd owfrSwfNyD; OK ukd ESdyfyg/
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( p) Format owfrSwfNyD;ygu Table wGif atmufygtwkdif;½kdufxnhfyg/

(q) xkdYaemuf acgif;pOf Row ukd Bold, Center owfrSwfyg/ "No" Column
ukd Center ñSdyg/ "Price" Column ukd Right ñSdyg/

( Z) Adobe Table 3.0 rSxGufNyD;? rlv Document zkdifokdYjyef&ef Ctrl+Q
ukdESdyfyg/ Document pmrsufESmwGif Table wpfckawGU&rnf/
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avhusihfcef;( 9)

az:jyyg Win-Myanmar vufuGufykHpH(Keyboard Layout)wpfckjyKvkyf&ef

twGuf atmufygtwkdif; avhusihfvkyfaqmif&ygrnf-

(u) zkdiftopfzGihf&ef File->Newukd Click vkyfyg/ Document Setup
Dialog Box  ay:vmrnf/ykH(1) 4if;BoxwGif Page setting owfrSwf

csufrsm; owfrSwf&ef atmufygtwkdif; jznhfpGufNyD;? OK Button ukd Click
vkyfyg -

(1) Paper Size: ->   A4
(2) Orientation: ->  Wide
(3) Options: -> Marking &SdygujzKwf&ef? r&Sduþtqihfukd

vkyf&efrvkdyg/

(4) Number of pages: ->  1
(5) Start page #: -> 1
(6) Margins -

Left: -> 0.5
Right:-> 0.5
Top:  -> 0.5
Bottom:-> 0.5

(7) Target output resolution: -> 300
(8) Compose to printer: -> Epson LQ-2170 ESC/P 2 on LPT1:
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( c) Key vufuGufwpfckqJG&ef ToolBox rS Rectangle Tool ukda&G;yg/ykH(2)

size 0.5" x 0.5" t&G,fav;axmihfuGufwpfckcefYrSef;íqJGyg/ xkdYaemuf

size owfrSwfcsufwdwdusus &&Sd&ef Control palette rS  W(Width)
wGif 0.5 , H (Height) wGif 0.5 ukd&kdufxnhfNyD; Enter ESdyfyg/ ykH(3)

ykH(1)

ykH(2)

ykH(3)
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( *) 4if;av;axmihfuGufrsm;ukd tvsm;vkduf 14 ckxyfyGm;&rnf/ Copy  yGm;&ef
av;axmihfuGuftm; Toolbox rS Pointer tool ukdokH;íSelectvkyfNyD;?

Edit-> Copy ukd Clickvkyfyg/ykH(4) xkdYaemuf Edit ->Paste Multiple
ukd Click vkyfyg/ykH(5) xkdtcg Paste Multiple Dialog Box ay:vm

rnf/ ykH(6) 4if;wGifatmufygtwkdif; jznhfpGufNyD;? OK Button ukd Click
vkyfyg-

(1) Paste -> 14
(2) Horizontal offset: -> 0.7
(3) Vertical offset: -> 0

ykH(4)

ykH(5)

ykH(6)
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(C) av;axmihfuGufrsm;tvsm;vkduf 14-ckxyfyGm;oGm;NyD; rlv 1-cktygt0if

pkpkaygif; 15-ckawGU&rnfjzpfygonf/ ykH(7) tay:qkH;twef;wGif Key
tuGuf 15-ck jyKvkyf&ef jzpfygonf/

ykH(8)

ykH(9)

ykH(10)

( i) tqkdyg av;axmihfuGuf 15-ckukd a'gihfvkH;&eftwGuf 4if;wkdYukdSelect
vkyfNyD;? Element->Rounded Corners ukd Click vkyfyg/yk H(8)

ay:vmonfh Rounded Corners Dialog Box rS ykH(9)ygykHpHukda&G;NyD;?

OK Button ukd Click vkyfyg/ xdktcg yHk(10)ygtwkdif; awGU&rnf/

ykH(7)
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( p) av;axmihfuGufrsm;twGif; Key vufuGufpmvkH;rsm;ukd Text Frame
3-ck cJGí&kduf&efjzpfygonf/ ykH(11) yxr Text Frame wGifpmvkH;&kduf

xnhf&ef xdyfqkH;av;axmihfuGufwGif Cursor csyg/ykH(12) xkdYaemuf Font
ESifh Font size owfrSwf&ef Control palette rS Font tuGufwGif -
Win---Researcher ukda&G;yg/ykH(13) Font size tuGufwGif 14 ukd

a&G;&efjzpfygonf/ykH(14)

ykH(12)

ykH(11)

yxr Text Frame
'kwd, Text Frame
wwd,Text Frame

cursor cs&ef

ykH(13)

ykH(14)
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ykH(16)

(q) Font, Font size rsm;owfrSwfa&G;cs,fNyD;ygu yxrav;axmihfuGufwGif

]]~  }}ukd &kdufyg/ 'kwd,uGufwGif ]]!}}? wwd, uGufwGif ]]@}} ponfjzihf

15-tuGufwpfcktm;csefvSyfí 14-uGuftxd&kdufxnhfoGm;yg/ xkdYaemuf

av;axmihftuGuf wpfckcsif;pDwGif KeypmvkH;rsm; nDnDnmnmjzpfap&ef

ñ§day;&ygrnf/ pmvkH;rsm;ñ§day;&ef 4if;wkdYukd Select vkyfyg/ xkdYaemuf

Type -> Indents/Tabs ukd Click vkyfyg/ ykH(15) Indents/Tabs Dialog
Box ay:vmrnf/ykH(16) 4if;Box wGif Tab rsm;ukdtokH;jyKí pmvkH;rsm;

taetxm;ESihftuGmta0;ukdñ§d&ygrnf/ nDnmrI&Sdaomtcg OK
Button ukd Click vkyfyg/

ykH(15)
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ykH(17)

( Z) xkdtcg ykH(17)wGif az:jyxm;onhftwkdif; yxrText Frame twef;udk

&&Sdrnfjzpfygonf/

ykH(18)

cursor cs&ef

(n) Font, Font size rsm;tm; yxr Text Frame wGif owfrSwfcJhaom

owfrSwfcsufrsm;twkdif; owfrSwfa&G;cs,f&ygrnf/ yxrav;axmihf

uGufwGif ]]`  }ukd &kdufyg/ 'kwd,uGufwGif ]]1}}ESihf ]]¡}}? wwd, uGufwGif

]]2}}ESihf ]] -}}² ponfjzihf  15-tuGufukdcsefí 14-uGuf&kdufxnhfoGm;yg/

xkdYaemuf av;axmihfuGuf wpfckcsif;pDwGif KeypmvkH;rsm;tm; yxr

Text Frame uJhokdY nDnmrI&Sdap&efñ§day;&ygrnf/ xkdtcg ykH(19)wGif

az:jyxm;onhftwkdif; wwd, Text Frame twef;&&Sdrnf jzpfygonf/

ykH(19)

(ps) wwd, Text Frame &kduf&ef ykH(18)wGif awGU&onhftwkdif; cursor csyg/
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( #) qufvufí 'kwd, Text Frame &kduf&efjzpfygonf/ txufygenf;

twkdif; xdyfqkH;av;axmihfuGufwGif Cursor csyg/ t*Fvdyfpm Key  pmvkH;

jzpfojzihf Font ESifh Font size owfrSwf&ef Control palette rS Font
tuGufwGif Times New Roman ukda&G;yg/ykH(20) Font size tuGufwGif

12 ukd a&G;&efjzpfygonf/ykH(21)

ykH(20)

( X) yxrav;axmihf uGufwGif ] ̀  }ukd &kdufyg/ 'kwd,uGufwGif ]]1}}? wwd,

uGufwGif ]]2}} ponfjzihf  15tuGufukdcsefí 14-uGuf&kdufxnhfyg/

xkdYaemuf av;axmihfuGuf wpfckcsif;pDwGif KeypmvkH;rsm;tm; yxr

Text Frame rsm;uJhokdY nDnmrI&Sdap&efñ§day;&ygrnf/ xkdtcg ykH(22)

wGif az:jyxm;onhftwkdif; wwd, Text Frame twef;&&Sdrnfjzpfyg

onf/ aemufqkH;tuGuf 15 wGif Back Space pmvkH;&kdufxnhfyg/ykH(23)

ykH(21)

ykH(22)

ykH(23)
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( !) xkdtcg az:jyyg ykH(33)wGif awGUjrif&onhftwkdif; jrefrmpmvufuGuf

Key pmvkH;twef;wpfckukd &&Sdrnfjzpfygonf/

ykH(33)

( ¡) KeypmvkH; twef;aemufwpfwef; zefwD;&ef atmufygykH(34)twkdif;

av;axmifhuGufwpfckxyfqJGNyD; yxrtwef;\ 'kwd,tuGufESihf wwd,

tuGufwkdY\tv,fae&mESihfcsdefí ae&mcsyg/

ykH(34)

(P) xkdYaemuf av;axmifhuGufaemufxyf 11-ck xyfyGm;yg/ az:jyygykH(35)

twkdif; pkpkaygif; 12-ck &&Sdrnf/

(w) 4if;tuGuf 12-ck\b,ftpGefwGif Tab Keywpfckxnhf&ef 0.85" x 0.5"
t&G,f tuGufwpfck qJGyg/ Horizontal Ruler Guides, Vertical Ruler
Guidesrsm;ukdtokH;jyKí txuf? atmuf? b,f? nm ñSday;yg/ykH(36)

ykH(35)

ykH(36)
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(x) Tab pmvkH;ukd &kdufxnhfyg/ useftuGufrsm;wGifvnf; txufaz:jyyg

enf;vrf;twkdif; Key pmvkH;rsm;&kdufxnhfygu ykH(37)ygtwkdif; awGU&rnf

jzpfygonf/

ykH(37)

( ') Enter vufuGuf zefwD;&ef atmufygtwkdif;vkyfaqmifyg-

(1) ToolBox rS Polygon tool ukd Double Click ESdyfyg/ykH(38)

ykH(38)

(2) xkdtcg  Polygon Settings Dialog box ay:vmrnf/ykH(39)

Number of sides wGif 6 ukd&kdufxnhfNyD;?  OK Button ukd Click
vkyfyg/

ykH(39)
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(3) atmufygtwkdif; tqihfqihfvkyfaqmifyg-

tqihf(1) / 2 vufrywfvnft&G,fcefY q|*HykHqJGyg/ykH(40)

tqihf(2) / 4if;ykHukdjyif&ef Double Click vkyfygu ykH(41)yg

twkdif; tjzLa&mif Handle 6-ckay:vmrnf/

tqihf(3) / txufygykH\ b,fbufxdyfaxmihf Handle ukd

Mouse pointer ukd tokH;jyKNyD;? atmufokdY DragvkyfqJG,lygu

ykH(42)ygtwkdif;awGU&rnf/

ykH(40)

ykH(41)

ykH(42)
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tqihf(5)  / nmtpGef&Sd Handle ukd tay:okdY Dragvkyf qJG,lyg/

     ykH(44)

tqihf(4)  / txufygykH\ xdyff Handle ukd b,fokdY Dragvkyf

qJG,lyg/ykH(43)

tqihf(6) /  b,ftpGef&Sd Handle ukd nmokdY Dragvkyf qJG,lyg/

     ykH(45)

(4) xkdYaemuf t&G,ftpm;ukd vkdovkdñ§dNyD; Enter pmvkH;ukd &kdufxnhf

ygu ykH(46)ygtwkdif; Enter Key wpfck&&Sdrnf/

Enter

ykH(44)

ykH(43)

ykH(45)

ykH(46)
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( ") tvm;wl tjcm; Key pmvkH;ESihf vufuGufrsm;ukdvnf; txufaz:jyyg

vkyfaqmifcsufenf;vrf;rsm;twkdif; jyKvkyfoGm;ygu Win Myanmar
vufuGufykHpHwpfck &&Sdrnfjzpfygonf/

yxrtqihfvkyfaqmif&ef

'kwd,tqihfvkyfaqmif&ef

wwd,tqihfvkyfaqmif&ef

pwkw¬tqihfvkyfaqmif&ef

yÍörtqihfvkyfaqmif&ef
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avhusih fcef;(10)

az:jyyg ]]arG;aeYr*FvmzdwfMum;vTm}}ykHpHwpfck jyKvkyf&eftwGuf atmufygtwkdif;

avhusihfvkyfaqmifyg-
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(u) zkdiftopfzGihf&ef File → Newukd Click vkyfyg/ Document Setup
Dialog Box  ay:vmrnf/ykH(1) 4if;BoxwGif Page setting owfrSwf

csufrsm; owfrSwf&ef  atmufygtwkdif; jznhfpGufNyD;? OK Button ukd

Click vkyfyg -

(1) Paper Size: → A4
(2) Orientation: →  Tall
(3) Options: →  Marking &SdygujzKwf&ef? r&Sduþtqihfukd

    vkyf&efrvkdyg/

(4) Number of pages: →  1
(5) Start page #: → 1
(6) Margins -

Left:   → 0.5
Right:   → 0.5
Top:   → 0.5
Bottom:→ 0.5

(7) Target output resolution: → 300
(8) Compose to printer: → Epson LQ-2170 ESC/P 2 on LPT1:

ykH(1)
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( c) zdwfpmwGif Frame (4)ckyg&Sdygonf/ yxrOD;pGm Column (2)ckcJG&efjzpfNyD;?
Mum;tuGmta0;  1 inch xm;&rnfjzpfonf/  Layout → Column
Guides ukd Click vkyfyg/ ykH(2)

( *) Column Guides Dialog ay:vmrnf/ykH(3) 4if; Box wGif atmufyg

twkdif;jznhfpGufNyD;? OK Button ukd Click vkyfyg-

(u)  Number of columns: - 2
( c)  Space between columns: 1

ykH(2)

ykH(3)

(C) ykH(4)ygtwkdif; Mum;tuGmta0; 1-vufr&Sdaom Column 2-ck cJGvQuf

&&Sdrnf/ xkdYaemuf pmrsufESmtm; Vertical center cefYrSef;rsOf;wpfaMumif;

qJG&rnfjzpfonf/ pmrsufESmonf A4 jzpfNyD; t&G,ftpm;rSm 8.268
inches x 11.693 inches jzpfojzihf tvsm; 11.693 inches tm;

wpf0ufykdif;ygu? 5.8 inches cefY &Sdrnf jzpfygonf/ xkdtcg mouse
pointer jzihf Horizontal Ruler  ay:wGif Pointer wifNyD; 5.8 inches
xd Guide line rsOf;wpfaMumif;qJGyg/
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( i) yxr FramewGif ]]tpDtpOf}} &kduf&ef ToolBox rS Text tool ukd a&G;yg/

xkdYaemuf ykH(5)ygtwkdif; Text Frame wpfckukd axmifhjzwfqJGyg/

ykH(4)

ykH(5)
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( p) acgif;pOftwGuf Font ESifh Font size owfrSwf&ef Control palette rS

Font tuGufwGif -Win---Taungyi ukda&G;yg/ Font size tuGufwGif

18 ukda&G;&efjzpfygonf/ykH(6) pmukd,ftwGuf -Win---Researcher
ukda&G;yg/ Font size tuGufwGif 15 ukd&kdufxnhf&rnfjzpfygonf/ykH(7)

xkdYaemuftv,fñ§d&efacgif;pOfukd SelectvkyfNyD; Type → Alignment →
Align Center ukd Clickvkyfyg/ykH(8) pmukd,ftm; Tab ukd tokH;jyKí &kdufyg/

ykH(9)ygtwkdif;awGU&rnf/

ykH(6)

ykH(7)

ykH(8)
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ykH(9)

(q) pm&kdufNyD;ygu abmifxnhf&ef ToolBox rS Rectangle Tool ukda&G;yg/

ykH(10)wGif jyxm;onfhtwkdif; axmihfjzwfqJGygu av;axmihfabmifwpfck

&&Sdrnf/

ykH(10)
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( Z) axmifhvkH;&ef 4if;abmifukd SelectvkyfNyD;? Element->Rounded corners
ukd Click vkyfygu Rounded Corners Dialog ay:vmrnf/ ykH(11)wGif

az:jyxm;onhftwkdif;a&G;cs,fNyD;? OK Button ukd Click  vkyfyg/ xkdtcg

ykH(12)ygtwkdif;awGU&rnfjzpfygonf/

ykH(11)

ykH(12)

(ps) 'kwd, FramewGif ]]arG;aeYr*FvmzdwfMum;vTm}} &kduf&efjzpfygonf/  Font
ESihf Font size rsm;owfrSwf&ef txufygenf;twkdif; vkyfaqmif&ef

jzpfygonf/ pmom;rsm; tv,fñ§d&ef Alignment tm; Alignment
Center owfrSwfyg/ ykH(13)ygtwkdif;awGU&rnf/
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ykH(13)

(n) wwd, FramewGif ]]arG;aeYr*Fvm}} ukd Font size-35 ? ]]zdwfMum;vTm}}

ukd Font size-25 jzihf tv,fñd§&kduf&efjzpfygonf/  Font ? Font size
ESihf ab;abmifwkdYukd txuftykd'fygenf;vrf;twkdif;vkyfaqmifyg/ xkdtcg

ykH(14)ygtwkdif;awGU&rnf/

ykH(14)
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( #) pwkw¬ FramewGif ]]okdY}} pmvkH;ESihf rsOf;(3)aMumif;qJGyg/ ykH(15)yg twkdif;

awGU&rnf/ xkdYaemuf Toolbox rS Polygon Tool ukd Double-Click
vkyfyg/ ay:vmaom Polygon Dialog Box wGif ykH(16)ygtwkdif;

jznhfpGufNyD;? OK Button ukd Click vkyfyg/

( X) xkdYaemuf }}okdY]] ESihf }}rsOf;aMumif;3-aMumif;}} ay:wGif axmihfjzwfqJGygu

ykH(17)ygtwkdif; &&Sdrnf/ xkdtcg tvdk&dSonfh arG;aeYr*Fvmzdwfpm

wpfapmifudk &&Sdrnfjzpfonf/

ykH(16)

ykH(17)

ykH(15)
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