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Page Maker 7.0

I Page Maker — Basic Knowledge

What is Adobe Page Maker 7.0? (AdobePage Maker 7.0 =T ¢

?)
Page Maker T# Desktop Publishing #%eaa¥ g o o9& ag

Apple Macintosh 9% Aldus ZTT 1985 H SHTAT T T |
= Page Maker is a desktop publishing software first created by
Aldus in 1985 on the Apple Macintosh.

T8 Adobe Corporation = o foraT T 30 HTFeag¥ % 19 * Tgr Adobe Add F¥eh “Adobe Page

Maker” & T3 7T (It was captured by Adobe Corporation and before the name of this software;
“Adobe” was added and named "Adobe Page Maker".)

7.0 TH TIFAIT T Version Name g, FSrarat fH=T & % a1 “Adobe Page Maker 7.0” a9 STdT ¢ |
7.0 is the Version Name of this software, which after mixing becomes "Adobe Page Maker 7.0"

STThT AT § %I “AdobePage Maker” T “SEhe(q TledTSRT” AlFead< ¢ Sreent seqarer fehet off
qLg T Visiting Card 9T, Flex Banner s9TH, Invitation Card &9, Cover Page 9T, Booklet

AT T Letter TITX ¥ TeATS SIF FTHT & [T SHTAT AT S |

= Let me tell you that "Adobe Page Maker" is a desktop publishing software which is used for
making any kind of Visiting Card, Flex Banner, Invitation Card, Cover Page, Booklet and Letter
Etc.

ﬁWWiEﬁWWﬁTPOpulm Version “Adobe Page Maker 7.0” & & T 24T i
FT 9T | ga9 SATeT Adobe Page Maker 7.0 BT ﬁﬁv‘éﬂ SITAT § | SEERT FHILT Tol g ol I THT
FET H =l a8 ° qh LAl g i< [ohell g & &l A faga Ta! grar g |

= Let me tell you that the oldest and popular version is "Adobe Page Maker 7.0". Because in India
and other countries, Adobe Page Maker 7.0 is the most used. Because it works well in all computers
and there is no problem of any kind.
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ST AT AT A9(T AT HYeX § Page Maker FT Fis Latest Version SETA T o 31T 3T AqiT
T FHIET il A1 FF g af UH H Page Maker 315 A1 & FHlH gl T AT Aqh FHge i
whte AT AT T g1 SITaeft | 7T oiaeh A9eiT AT FE Fit Processor 34T Powerful F&1 &, T

ZITRAMPowerW%?ﬁWPageMaker7.0@WﬁWWVersionﬁﬁ_§ﬁ%ﬁ@W|
T FHT TG & FeT § o=y AL | HH HLal g |

= If you will install any latest version of Page Maker in your laptop or computer and the speed of
your laptop or computer will be less, then Page Maker will not work well and your computer speed
will also become very slow. If the processor of your laptop or computer is not that powerful, the
speed or RAM power is less, then please use Page Maker 7.0 only because this version will not
cause any problem. It works well in all types of computers.

AdobePage Maker 7.0 &Y faQroama-

=¥ Version ¥ T AT A9 (T H o= i & Work FLAT ¢ |

= THNT qTSST FIhHI el gl g |
a?ﬁﬁgﬁﬁﬂeﬁFormatﬁﬁﬁﬁ%ﬁgﬁF{ﬁ?ﬁSaveWW%|

= PageMaker & SIXT g Toreft T Tg T Tohcle ETHT | F47 3 39 Ufee dd & |

= PageMaker T TgTaAT & &9 9ITat, TSI UF TATAEIT TATIS ST ISt I AT e 3 |
»8H Page Maker & STT¥T Flex Bannera_rlT‘él?hﬁ@

= THET GgrAar & Hand Bill T Poster TETHT | FHTAT ST T & |

W ITHGT TETIAT H gH A95-31=s, Cover Page BT ¥ 9% 2 |

= T HEMAAT § gH T Professional Letter 3T ¥ 9hd & |

Features of Adobe Page Maker 7.0

= This version works well on all computers or laptops.

= [ts size is very small.

= In this, we can save any document in many types of formats.

= With Page Maker, we can easily create and edit any kind of booklet.

= With the help of Page Maker, we can make cards like wedding, visiting and inviting etc.

x= We can create Flex Banner through Page Maker, with the help of this, Hand Bill or Poster can be
easily created.

= With this help, we can design good/professional Cover Page.

= With this help, we can prepare a Professional Letter.
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How to open Page Maker? ( Page Maker & @1 SITqT %’ ?)

Rule (1)

Step (1) Press Start Button/Window Key
Step (i1) Then Search “Page Maker 7.0”
Step (iii) Then Click “Enter”

Rule (2)

Press, Windows + R, Then Type PM70 in run

dialog box, and then enter/ok

Rule (3)

Step (i) click start button

Step (ii) then click all programs

Step (ii1) then go to Adobe

Step (iv) then click adobe page maker 7.0

After Open Adobe Page Maker 7.0

ement  Utilities  View  Window Help

o

Open:

resource, and Windows will open it for

Windows/Start Button
'= Run ! l' &II
= Type the name of a program, folder, document, or Intern —

pr7l] €

-

[

J

Cancel
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See more...

Minimize¢t———

Master Page

Maximize———

—— ColorPalette
Page

Icon&Show Close —

(1) Title Bar: ﬁ3#'3-‘817[WWindows%wﬁmWﬁﬁﬂT%ﬁﬁ@ﬁﬂméﬂT%
ST T Title bar FgT STAT g | 5T g9 Fls 9T New Document “Page Maker” % 37a< oId & ol agl 9
rEaTT 7 Untitled-1 Tt g 72T 2 3 19 2H 39 STFIHE &l Save FT ad & dl Untitled-1
SITE I hle Y ATH 311 SITaT &

This option is in the top of your Windows, which looks like a strip, it is called the title bar. When
we take any new document under "Page Maker", there is a letter written in the beginning untitled-1
and when we save that document, another name comes in place of Untitled-1.

Before Saving
._, Adobe PageMaker 7.0 - [Untitled-1

File Edit Layout Type Element Utilities View Window Help

|D|D|l|§|M||AIA‘IA 2 |@||1T|‘$| —I+=I+=I|l||n~|@I--I@I\LEI||e|m| ®[S[m[H] ?
Gl g L | il [

1dl

After Saving
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(2) Menu Bar: 7 “Title Bar” % Just 51= ® 2aT g M9 “Menu Bar” &gl SITdT & | S0 Menu % 37a¥

ot %< AL Options B & TOTEHT TANT 29 IfeaA9RT F @<k ®<d g o4 File, Edit, Layout, Type,
Element, Utilities View & Window Menu

It is just below the "Title Bar" which is called the “MenuBar”. There are also many options inside

this menu that we use when publishing such as: File, Edit, Layout, Type, Element, Utilities
View&Window Menu.

(3) Tool Bar: ¥ Option “Menu Bar”%?ﬁ%ﬁ@m%a‘rﬁ%agﬁwmwﬁ ATATT Options AT g
STEeT TEa AT BHANT TTeATONT & a<h Fd g | T T A9 Icon & &7 H gAY Page Maker %
Home Screen 9% ZHT f3@TE 3d T84 &, S @9 & FqET TIRT | A1 JTAT & |

This option is at the bottom of the “Menu Bar”, which is a very common option, which we use

while publishing. All these options are always visible on the Home Screen of our Page Maker in the
form of icons, which are used according to the need.

See Screenshot

A Adobe PageMaker 7.0 - (C:\Users\Welcome\Documents!

: hents\AI0 COMPLITER ZONEpmall =l
[ gdit_lgvout 2 ment Utlitie g Window _Helo B
EIEFEEDNENEEE IEEEE R REERREE DR S EEE R

I Lotdwihtubiote bt bttt g bl ottt d il ot bl g H N M . = =&

E e e —
4 T [100% ¥

—: -.k T I _m] 2

3E ? Oteaert

E TT‘* I (Bisck) (8]
1 [=1=1 .7!neq«uwon] =
—; =EE | 8 1 ]
ole | W cyen [ 5]
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NIEY W [
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(4) Control Palette: U= dote ZraT g OIHRT TEAHTS TTecA 19T ¥ a<h h9T SITdT & | T Page
Maker % Home ThI< 9% f@Ts o TaT g | T9H FThT 9T< Options f&U ST & S1¥: Font Size, Font
Style, Bold, Italic, Underline, Line Spacing TATE |

This is a palette that is used while publishing. It keeps appearing on Page Maker's home screen.
There are a lot of options like: Font Size, Font Style, Bold, Italic, Underline, and Line Spacing etc.

X :__% Times Mew Roman |~ |[EFIT[12  |v| ses Mo Track [+ |@E &
==|q] [N[BlrIU[RBICICIZ]E] R [14.4 |~ |EE X [100% |~ |EE % 0 in

Hide Tools

Hide Control Palette

A
/ Hide Colors ~

y/ Show Styles "B
Show Layers 8
Show Master Pages Sh*g
Show Hyperlinks 20
Plug-in Palettes ’

v | Untitled-1

Note: To Show or Hide this palette, go to the Window Menu

(5) Color Palette: THFT SART gHT Single Color AT Color Style T Fill

T o forT #7d & (We use it to fill Single Color or Fill Color Style.) [ Stgls { Coors b
| Tig [100% = I
g [Mang]
D [Papar]
I
. [Registration]
Arrange Icons . Elue ) |}
Zl::ade . i mm
Hide Toels D e I]IEI
Note: To show or hide this option. ST =':;t zg
Please go to the window meTrr e - ] et zE
Show Layers "8 & 0:0:0:100 | ] | jinj |
Show Master Pages Sh*8 |
Show Hyperlinks g =
Plug-in Palettes »
7\/ Untitled-1
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(6) Rulers: o Page  Left 3% Top ST dLF gIaT & SIEHT STANT Page Hil AFTe-ATSTS TcATS &l

ATa o Torw foraT StTar @ e srarsaend T % S| T 978 af 39 Drag F%eh Rulers T Move T
LA 2 |

It is on both the left and top of the page, which is used to measure the length, width, etc. Of the
page, but you can also drag and move the Rulers according to the requirement.

Zallafolo] |
Flalelr

aaaaaaa

\ AfterMove
E Rulers
-
:
[L]

ew Roman |+ |[EEIIT[12__ |~ = [No Track |~ |EIEIs
RECCIEE]EREas |~ |ER E ooz |~ |ER=

(7) Page Border:¥ Page #iT Border gTdT & ST I 9TAT g Toh 3ITTahT Text IT et st Object FT Z#T
TS o 3T7a FLAT g | T AT Tofe Fxd a9 A9l (g a1 qhdT g, F11eh ST Text TS & ATEL
ERM AT T4 TE AT |

This is a page border which shows that you have to put text or any object inside this border.

Otherwise, you may face problems while printing, because the text that is outside the border will
not print.
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(8) PageMargin: I gAY Page &l Margin (HTHT) 1T &, 37 9 Margin I =T IT 9T WI 96d 5

This is the Margin of our page; we can increase or decrease this Margin.

(9) Tool Box: g T UHAT A9 AT 5 [ST8+ w2y He AL Tod (< STTd & [oTHehT SEdHTA gHeTT
qTeATINT Fxd a<h gidl & | Page Maker ¥ s WT Page T TRSTe AT 177 FIS(l &l FeA o {17 Tool
Box T ZEAHT ohAT SITAT &

This is a box in which many tools are given, which is always used while publishing. In Page Maker,
Tool Box is used to design any page or do other things.

¥
]

i

(i) Selection Tool ———» k T || «— (iii) Text Tool
(i) Rotation Tool —————» (| ‘E’_ <4— (ix) Crop Tool
(iii) Line Tool ———» . |— <4— (x) Straight Line Tool
(iv) Rectangle Tool ——» 1l = <4— (xi) Rectangle Frame Tool
(v) Ellipse Tool ——» | <«——— (xii) Circle Frame Tool
(vi) Polygonal Tool —» S (xiii) Polygonal Frame Tool
(vii) Hand Tool — g-,-? q <——— (xiv) Zoom Tool

(i) SelectionTool: =& Pointer T Pick Tool ¥t FgT SITaT & fSrerht T&qTer el Text,Image T 3+
STsT1 %7 Select, Pick, Resize, Move T9T Drag&Drop TcATR 111 7 A % o gEqaTer BT ST
¢ | ST FRTIAT € g9 UF a1 | & A1¢ Object T UH AT Shift TATHT Select FT TFHd ¢ |

It is also called Pointer or Pick Tool which is used to do any text, image or other things like Select,
Pick, Resize, Move and Drag & Drop etc. With this help, we can select multiple objects at once by
pressing Shift.

(ii) RotationTool: TH Tool FT TETAT & g9 feT ot Text AT Image T ATETHT & Rotate F¥ T g |
=9 ToTT Ta8 Tgel 36 & I Holea FHTAT g, IHH AT& o1 Object FT Rotate FIAT § IHAL SATHT
ToFeTah AT gIVIT 1Y T Fic | [a@Ts < T8 Point 9% & F¥eh Rotate FTAT T |
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With the help of this tool, we can easily rotate any text or image. For this, first of all, you have to
select this tool, then you have to go and click on the object you want to rotate, and then you will
have to rotate by clicking on the small visible point.

(iii) LineTool: With the help of this tool we can draw lines.
=39 Tool #i TZTAAT H H Line F Draw &l ¥ Td & |

(iv)Rectangle Tool: Through this tool we can draw a Rectangle Shape.
»3H Tool & ST 7 TH Rectangle Shape FT Draw ¥ & g |

(v) Ellipse/CircleTool: With the help of this tool you can draw an oval or circular shape.
= TH Tool FT TZTAAT & ATT FSTHTT IT TATHTE Shape FT Draw F¥ T 3 |

(vi) PolygonalTool: Through this tool you can draw Polygonal Shape, it has many side.
=39 Tool & ST AT Polygonal Shape T Draw ¥ T ¢ 3HH s 1< Side I & |

(vii) HandTool:In fact, this tool is used when a person does some work in a page of large size or if

they do not see the entire scene on the screen, then they can easily see the whole scene through the
Hand Tool.

= ATETT | TH Tool FT TEAHTA qd THIT STTAT & T File ATk T=T Size ATAT Page H T FHTH FAT

g a7 o2 39 Bh19 2 37 397 fa@rs A8t 3T € a7 a1 Hand Tool o ST STETHT & 9T 397 &T 3@
qTRATE |

(viii) TextTool:We can write or edit any text with the help of this tool.
= 8H 39 Tool T AZAT & &I A Text Tl for@ T Edit T 9% ¢ |

(ix) CropTool:Through this, we can cut any image i.e. Crop.

= TH A1 gH el 9T Image FT Crop ATHT FIE T & |

(x) StraightLine Tool:With this tool, a straight line can be drawn in any Angle.
= TH o A ggraar | RET W Angle § #ieft vt =T ST @FAr ¢ |

(xi)Rectangle Frame/Text Tool:From this we can draw the importer text box. So that all the text
written will be inside this box.

= THH ZH AATAHRI Text TIFT Draw FT Tohd 8 (OTEH [o@T AT AT Saea THT T o 3T7a¥ gl
|



A.S5.C.SANSTHAN

(xii) Ellipse/Circle Frame Tool: From this we can draw a box with circle text and write something
in this box.

=THH gH Circle Text ATAT Box Draw ¥ HFd g 31¥ 30 199 H %, [o@ dad & |

(xiii) Polygonal Frame Tool: From this we can draw Polygonal Text Box and we can write
something in it

=T99 gH Polygonal Text Box Draw ¥ Tahd & ¥ THH gH Fe [od Tl 3 |

(xiv) Zoom Tool: With the help of this tool, you can make the size visible on the screen smaller
(Zoom Out) or larger (Zoom In).

= TH T I GgrIdl § 3T hid 9 [d@Ts & Tg AR &l GleT (Zoom Out) AT FET (Zoom In) FT
qAFAE |

I Shortcut Keys
Page Maker 7.0 Text Tool Shift + Alt + F1
Rotation Tool Shift + F2 Crop Tool Shift + Alt + F2
Line Tool Shift + F3 StraightLine Tool Shift + Alt + F3
Rectangle Tool Shift + F4 ReCtar;?;lerame Shift + Alt + F4
Ellipse Tool Shift + F5 Ellipse Frame Tool | Shift + Alt + F5
Polygonal Tool Shift + F6 POlyg"T“(f‘élFrame Shift + Alt + F6
Hand Tool Shift + F7 Zoom Tool Shift + Alt + F7

| Edit Menu

= New: With this help, we can open a new page to work in Page Maker.

THT GTAAT § gH PageMaker § FTH &% o oI T 797 U7 G 9 @ |

Document Setup 0k,

Page size: I Letter ;I Cancel

Dimenszions: IB_E ¥ |11 inches

il

. Murnbers...
Origrtatiors ©® Tal € wide

Options: W Double-sided [T Adiust layout
W Facing pages [T Restart page numbering

Mumber of pages: i Start page #: |1
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= Open: Through this option, we can open the file of Page Maker already created.
TH Option % ST H Tgol & d9TT T Page Maker # File &l Open ¥ T & |

. .
r N
f# Cpen Publication ﬂ

Look in: I 3 Documents j - ﬂ( E-
My Documents (5) A |;|
E ] |
|
= }
aincomnuterzon... Nownlonads FlachIntenrn S
o |
Flles of type:  [PageMaker Files | Cancel
Open as:
i « Copy

—_———

= Recent Publications:ZHaT YA recent | Qﬁ' Documents &7 <@ T G & o0 a7 ST % |

T AT T FAATT THT | A9 4T Open 63T a12
It is used to view or open recently opened documents. It shows what you had opened in present
time.

w Close:STh! TAAT ¥ gH FAqAET H Gl el T
Document T & F¥ Tk g (With its help, we can close any e s
document currently open.

‘:e\ Save Untitled-2 before closing?

TTe: =9 St 9¥ &3 F3F F 918 AT 18T 29 qLg A T % i o= |
Freer T @Rt 8 (After clicking on this option, you can —_—

see such an option.)

@ Save: This option is currently used to save a new

document @ Save Publication: Untitled-2
. ’ . Savei_n:l [ Documents j = &5 B
29 Option & ST FAHTT | qﬁr Y New Document My Docmerts B —
T Save LA * (o1 AN fohaT SATAT & | ‘ ]
aiocomputerzon.., Downloads FlashIntegro v
File name: Save I

Save as type: |Publica1ion LI ﬂl

—Fam




A.S5.C.SANSTHAN

= Save as:E'Ffﬁ?ﬁ%ﬂﬁ'&gﬁrﬁ?ﬁSaveDocumentﬁ%&ﬁwﬁ{ﬂ%ﬂwﬁsaveﬂmg|

Through this option, we can save a Save Document with another name.

= Revert: At present, this option is used to remove the changes made inside Page Setup.

FAATT THT | PageSetup  3wa< fohd TT TEATH Hl g &
oI =9 stfeer &7 T AT STar g |

. Place:3HaT TgTaaT & g0 fohell @< Image File FT Open F¥ T &

With this help, we can open any other image file.

@ Place sl )
Look in: | [] Documents I of B ]
My Documents (112) =
. 3 N @
@ g |
o
F < |
nnnnnnnnn terzon Nownloads FlachTnte A/
File nam I Open |
Fles of type:  [Imponable Fles | Cancel
Kind [ CMS source
size: [ Last modiied: | Place URL..
Plat Dption:
s new item ™ Show filter preferences [7 Convert quotes
' Replacing entire story ¥ FRetain t I™ Readtzos
€ Insaiting text ¥ Retain cropping Data

| e |

w  Acquire:3H ATeAH & A7 forelt fifex, ShA< a1 FHAT AT Connect FT Tahd & 31T 39 IoT | T

TR L |

Through this you can connect any printer, scanner or camera and
use it.

» Document Setup:SH 3T F A 3T (T4 Document Page
FT Setup FL THT ¢ |

Through this option you can setup your Document Page.

=1

Dimensions: ’F R inches
Mumbers...
Oriertatiors @ Tall ¢ Wide M

Options: W Doublesided | Adjust layout
[¥ Facingpages [ Restart page numbering

Mumber of pages: |1 Startpage #: 1

Marging

Inside: inches Dutside: {0.75 inches

Ter IN7R imebas Bebbaree 11 TR e

il
Document Setup oK |
Page size: |Letter A Cancel
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= Printer Style: Through this, you can set Print Style by default and print on Style whenever you
want.

THE ST 3T PrintStyle FT Default 7 § Set F¥ Tohd g 3T Style TT T« AT T e FT T 2 |
@ Print: Using this, you can print any document currently open.

SHET TEAHTA ieh o7 aaHTd 997 § Gof frelt | stFgHe & e #T a9 g |

Print Documeant

Printer: |Send To OneNote 2010 on nul: ;J
[” Collate
- R Cancel I
Copies: ™ Proof ﬁ
Pages il B
o Al Print: |Both Pages '1 Setup... |
" Ranges: [ Reader's spreads Options |
[~ Ignore “Non-Printing” selting [~ Print blank pages Color
Book i~ Drientation 1
: Features
[ Use paper settings of each publicatior Reset

= Preference: Using this option, you can change things like Measurements, Ruler etc. of
documents.

T AT FT TETHTA Feh 3T Document T Measurements, Ruler TS HIST | deaTe AT 9ohd %’
|

w  Exit: Through this option you can close Page Maker or Exit Page Maker.
TH AT & ST T Page Maker #T & IT Page Maker § Exit 27 Td & |
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I Shortcut Keys
S.
N Button Means
1 Ctrl + N New Page
2 Ctrl+ O Open File
3 Ctrl+ W Close
4 Ctrl +S Save
5 Ctrl + Shift + S Save as
6 Ctrl+D Place
7 Shift + Ctrl + D Link Manager
8 Cul+P Print
9 Shift + Ctrl + D Document Setup
10 Ctrl + K General Preference
11 Ctul+Q Exit Page Maker
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| Edit Menu

= Undo: Undo is used to retrieve any text or object deleted one step back.

THh Step%DeleteﬁﬁWﬁﬂ:ﬁ‘3ﬁTextWObjectﬁﬁﬂﬁﬂﬁ%ﬁ"IUndoW%ﬁWﬁﬂT
ST E |

@ Cut: It is used to cut any text or object.

THHT TEIATA TRET o Text AT Object T Cut FIA o forT FoRaT SITAT 2 |

= Copy:lt is used to copy any text or object.

THHT TEAATA (oheT T Text IT Object T Copy FE * oIy foham STav & |

= Paste: Through this, we can paste any text or object cut or copied.

THE ST X Cut AT Copy FFT T FREfT T Text AT Object T Paste F¥ T 3 |

= Clear: Using it, you can delete any text or object selected as Clear.

THHT TEIATA ek AT Select R 70 fReft oft Text AT Object T Clear T=Td Delete F¥ T 2 |

= Select All: Through this option, you can select all the text or objects appearing on the page.

TH SS9 % ST 3T Page T¥ fR@TE @ T8 AT Text IT Object T T &f 91X § IIT Select FT T &
|

= Deselect All: With this help, you can deselect any text or object selected.

T AT 7 Select FoFT 0 f3hwfT oft Text AT Object FT Deselect ¥ Tahd & |

Paste Multiple: Through this option, we can paste any text or object cut or copied more than once.
TH AW & AT g9 Cut AT Copy ToFT 10 f3h#T T Text AT Object FT T T H Uk H ATAF X
Paste F¥ T 3 |

Paste Multiple [
Fazte 10 copiez
Cancel

= Paste Special: It is also used to paste any text or object,

but it pastes in special format which is shown on your
screen, which you can choose according to your queries. L

THHT TEAAT AT T Text AT Object FT Paste ¥ o forw ::t“ F%_
&1 TohaT SITAT § A9 T Special Format ® Paste F%aT g ST &l r .

document 1 55 DI Bitmap
e
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AT Screen 9¥ Format fE@maT simar g et =290+ o7 o710+ 18T € 9 & |

= Insert Object: Through this, you can create a new file from another software or program and
insert it into Page Maker.

TH AT AT TR 317 FiFeda< AT TRTH | UF 9341 BIed il Create F¥eh Page Maker # Insert
FT AR &

- 5
Insert Object Iﬁ

il
pImag [ Cancel

& Create Mew:

7 Create from File:

Microzoft Excel 97-2003 Work sheet
Microzoft Excel Binary Workshest
Microsoft Excel Chart

Microsoft Excel Macro-Enabled Work =

Result
Inserts a new Bitmap Image object into your

document

. Edit Story: Edit Story is used to easily type the text. As soon as you click on the option with
Edit Story, a big text screen will open in front of you, in which you can easily type any text and
place this text in Page Maker by closing this option through Ctrl + W.

= Text T ATETHT T Type AT ST 7 28 frT Edit Story T SEAHTS 33T SITAT & | S &1 39 Edit
Story ATl ACeTT T¥ ToFah &l AT AT TTHA TS AT Text Tl GoT STTANT SrTH 1 T a1 &
et T Text T Type FT HFd g &T Ctrl + W o SIT 7 AT09H &l Close Fi¥sh Page Maker # T
Text #T Place F¥ Td &

. Edit Original: It opens any selected object in its original program. If you have inserted any
object into Page Maker through some other program, then it will go into that program and open the
file.

T Select T3 70 36T ¥ Object T 3% Original Program ® @I & | 3FTT 39 foheT 37
Program = ST f3heft ot Object #T Page Maker ¥ Insert 3T g @1 ¥ S& Program H ST File &I
Open FT |

I Shortcut Keys
S. :
N Shortcut Working
1 Ctrl + Z Undo
2 Ctrl + X Cut
3 Ctrl +C Conv




A.S5.C.SANSTHAN

I Layout Menu

Go to page: It is used when we create many pages inside Page Maker and we have to jump to a
particular page, through this option we can jump directly to that page number.

W ITHHT TEAHTA ad AT STAT ¢ T 9 Page Maker % 37a< %5 |1 Pages a7 oI & 3fi¥ gH fohet
9 Page 9% Jump FAT B1AT &, AT TH ATSA o ST direct 37 Page Number 9% Jump F¥ Tahd &

[ Go to Page [ﬁr
Goto & Page number |1

 Master page |DDCumentMaster vI Cancel I

Insert page: It is used to insert new pages in Page Maker

= THHT TEHTA Page Maker ® AT Pages T Insert ¥ o oIt {36 SITaT 8

In;art Pages =)
Ingett [z pagels) |ETEDM v | the cument page.
Master page:
[T Setleft and right pages separately
Remove pages: If you have inserted many pages in Page Maker and —— ===
you want to remove any Particular Pages from it, then you can use this
option. ez bl [T

=3 T AT Page Maker # agd &1 Pages &l Insert fHaT ol 2 3 ot [T coes |
AT IHH T off Particular Pages Fil Remove FeAT ATgd & af U &
AT TH AT T TANT FT Tl g |

Sort Pages: With this help, we can arrange all the pages and take them wherever we want.
= THN FgTIar g7 T Pages Tl Arrange ¥ Hahd & ¥ STgl ATg dgl oIl Tohd @ AATd Thelt o
UST T SINT-4T8 Move T & | e ==

JO

Options... || Detoil Cancel |[__0K
L
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Go back: This option is used to return/back a page.

=T Page Back 3 & foIT =& Sf{eerd &7 YT RT 3T STAT & |

Go forward: just use this option to go to the next page.

=T Page Forward ITHT Just 3T Page § ST % {10 =& {Cer &1 YT FXd 3 |

Column Guides: Through this you can insert a column in the current page. But you have to set
Column Space how much Space do you want to leave in each column?

= TH 1T 3T Current Page # Column Insert F¥ HFhd & e sMaa! Column Space T Set FTAT
2T T3 f3haeT Space 3T % Column ¥ BT ATEd 872

re: a9 FheT 9T Text &1 fora § TRt SETHT 2l &

It is very easy to write any text.

N S AR £

[ Styles Y Colors™,

Tit: [100% +
[Nene]

[ Paper]

Ml [Redistration]

| X
[ cun

Xl =][T] [Times New Roman |+ |HEIT[12__ |~ eas [No Track |~ |@E=r
==[m NEREECIzEER:A 44 [v |00 T ooz |~ EE$ H
5

L@

Copy master guides: Through this, we can remove the inserted column in the current page.

= TH AT FAATT UT | Insert 7T T Column T 2T T & |
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Auto flow: For example, if you have copied or cut a lot of text and you want automatic pages to be
inserted as soon as you paste them, then after doing paste, you make Auto Flow.

»IIMF F THEA: L AT Tz d1¢ Text H Copy IT Cut AT F3 g 3T T AT & i Paste
T o Automatic Pages T Insert T SITT a7 UH H 3T Paste F & a1€ Auto Flow F T |

I Shortcut Keys
S. .
N Shortcut Working
1 Alt+ Ctrl + G Go to page
2 Page Up Move to previous page
3 Page Down Move to next page
4 Ctrl + Page up Go back
I Type Menu

Font: In this, you will find many font styles which you can use according to yourself.

= THH ATTHT FE 1Y Font Style THE SITAT FSIHRT TR 3T 9 AT FT 96 3 |

Size: Through this, you can make the size of the font smaller or larger.
= THET ST 3T Font % Size &l STl T 92T F G6d & |

Leading: It is used to give Lining Space between paragraphs. You can choose the Space according
to yourself, how much space I have to leave between all the lines.

= Paragraph % &= Lining Space &l &7 & [T THEHT TART (AT SITAT & | T T I ATHT Space
T AT T Thd & 0l G [hadT Space THT ATeAT 6 a1 GIEAT & |

Type | Element Utilities  View Window Help

Font 3
Size 3
Leading > Other...
Type Style b ¥ Auto AltSh*A
Expert Kerning... i
Expert Tracking , i
Horizontal Scale 3 12

123
Character... AT 13
Paragraph... oM 135
Indents/Tabs... ] 14
Hyphenation... )
Alignment r 24
Style 3 36
Define Styles... 23 |
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Type style: With this help you can use Underline, Bold, and Italic etc. to any text.
wTEET TgrIar 7 o T off Text FT Underline, Bold, Italic STaTIE &7 TTRT ¥ T G |

Expert kerning: It is used to place a character space in the middle of a Word or Sentence.
= THHT TEIHTA TRET Word 3T Sentence F 1=  Character Space < % TIRT forw fohaT SITaT 2 |
Expert tracking: With this help, you can do things like a

little Loose, Very Loose, Normal, etc. between all the words
typed, and you can increase or decrease the space, but by
selecting the text you will use these options in the same text

This change will be seen.

wITFHT Hag | AT 2129 6 70 a9t st & 1= Space FT
JTET Loose, Very Loose, Normal SATIS HISIT &l ¥ O%d &
3T Space 2T AT I&T T &, T Forad Text Fl 3T Select S i
O 7 AT AT A AT TA ZY Toxt F A qfeadr qa A1
frer |

Horizontal scale: It works horizontally to increase or decrease the space between words

w7 horizontally eTs&T & 1= Space TET AT FTETH T FHTH FLAT &

Type] Element Utilities View Window Help
| Font | !
Size

L3
13
Leading »
3

Type Style

Expert Kerning..

Expert Tracking |

Horizontal Scale b | Other...

Character... AT 0%

Paragraph... AM 80%

Indents/Tabs... Al 90%

Hyphenation... Normal Shax
1 110%

Alignment 4 i

ot v 130%

Define Styles... A3 Jr— ‘

Character: There will be options related to Character Specification, which you can manage the
character according to you: Font, Size, Leading, Type Style, Position, Bold, Underline Etc.

»3TAH Character Specification ¥ TFfad fverw fAeRT fS&ehr sa staw f29Te & Character &1
Manage ¥ e % S Font, Size,Leading, Type Style, Position, Bold, Underline Etc.

Character Specifications L&J

Fort: Times New Foman
Size: |'|2 vi pointz  Position: INormaI VI raneal |
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Paragraph: With this Option, you can manage Paragraph Specifications |ﬂ_&J
many things related to Paragraph, which are being || indents: Paragiaph space.
ShOWﬂ to you belOW. Left o inches Before [0 inches Cancel
=IH A F T Paragraph & TFATAT FF Aol || fit [0 wehee  Mer [0 nckes T
. . Right JD inches
T Manage ¥ Tahd g ST st 7= § soeht feaman Spacing.. |
T T&'T % ‘ Alignment: | Left - Dictionary: | S English i
Optiots:

[~ Keeplines together [ Keep with next i lines

[ Column break before T Wwidow coritral ,D— lines

[~ Page break befare [ Orphan control ’D_ lines

[ Include in table of contents

Indents/Tabs: You can use this option to set Tab in Page and set Tab / Indents based on Position.
=T Page ¥ Tab &I Set FXA & [™TU TH AT &I TEAHTA FHT HHd @ AL Position & AT IX
Tab/Indents FT set F¥ T g |

87 Indents/Tabs 1 - [
Leader | [None Reset |[oK_]
Postion | [ | inches Apply Cancel
‘]Hmm.‘\.m‘\.z\u‘l.na\u‘l‘.\.“\ml.\.slmm.F’lmm.’lu.m‘Blu.\m’lu.\.u‘Pl‘\.\.u“‘lm.\.u“zl.\.\u‘Fl.mu““\.\.|_‘|“5\.\.|‘|“5\.\uu‘.’\mm‘."\.\m\‘F\.umzﬂ.nhﬁ‘\m
Hyphenation:
Hyphenation is a sign that we know as Dash (-). If this option ¢ . s |
. . . Hyphenation
is on in your Page Maker, then after typing the text, Word
will split into pieces, but some parts will be in the top line Hyphenation: &' On € Of
while some part will be in the bottom line and in the middle, € Manual only e I
there will be a sign with Hyphenation. & Manual plus dictionary ——
d

¢ Manual plus algorithm Ad

Limit conzecutive hwphens to: INn lirnit

Huyphenation zone: IIJ.S inches
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w» Actual H “Hyphenation” T Sign 2rdT g S/ 89T Dash (-) & ATH & IT9d & | 3N T 3AfCeE
T Page Maker & on gMIT T Text fer@d &8I Line @H g & 1€ Word THET § fAwTiIa ar
ST AR o T 9T aTell dTed § i Feg AN F= aret ared | o S o i #
Hyphenation aTe(T Sign ZHIT |

H=r SRS # I@Electronic T Word FT

You can use this note for any Institute, College, Competitive exam or Personal/Computer is
anelecto-

nicmachine.

Alignment: With its help, you can set the position of the text or ==
paragraph and keep its position according to yourself. v
= TEHI TZAAT | T Text AT Paragraph #iT Position &I Set F¥
W%ﬁ?%‘ﬂ?ﬁPosiﬁonWW@ﬁwmgl

=

Style: This option is used to show or hide all these things, which are shown [T v ve we ji
in the picture below. gl

1
1
| il
1
=TT 9T STSIT &l show IT hide F o =& fasheq &1 seaATe 7T SITaT 2 I
SIREIE CETREEREE R eI TR ‘

Expert Kerning...
Expert Tracking
Herizental Scale

Character... AT
Paragraph.. M
Indents/Tabs... A
Hyphenation...

Alignment »
Style » | ¥ [Nostyle]

Body text
Caption
Hanging indent
Headline
Subhead 1
Subhead 2

Define Styles...

Define style: You can use this option to create your own text style.

=T FT Text style AT o {17 3T TH AT AT TN FHT Tl &

Define Styles

Body teut Cancel
Caption Q
Hanging indent

Headline Me...
Subhead 1

Cikbhazd 2




A.S.C.SANSTHAN

I Shortcut Keys
Is\i Shortcut Working
1 Ctrl + Shift +1 Italic
2 Ctrl + Shift + B Bold
3 Ctrl + Shift + U Underline
4 Ctrl + Shift +/ Strike Through
5 Ctrl +/ Sub Script
6 Ctrl + Shift +\ Super Script
7 Ctrl + Shift + K Capitalize All Letters
8 Ctrl + Shift + V Reverse
9 Ctrl + Shift + Space Normal Formatting
10 Ctrl + Shift + X Norman Width
11 Alt + Shift + A Auto Leading
12 Ctrl + Shift + T Character
13 Cul+M Paragraph
14 Ctrl + 1 Indent/Tabs
15 Ctrl + Shift + L Align Text Left
16 Ctrl + Shift + R Align Text Right
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17 Ctrl + Shift + C Align Text Center

18 Ctrl + Shift +J Justify

19 Ctrl + Shift + F Force Justify

20 Define Style Ctrl +3

21 Ctrl + Shift + > Increase Font Size

22 Ctrl + Shift + < Decrease Font Size
23 Cul+T Character Specifications
24 Cul+M Paragraph Specifications
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I Element Menu

Fill: In this option, you will get the option to fill two types of color "One Solid and the other

Pattern". You can fill these two types of colors in any object.

= TH AT | 9T &I a¥g & Color Fill F¥ T w9 [T “Ua Solid 3fT THT Pattern”3+ aT

% % Color T &7 FhfT 9T Object # Fill ¥ #ed 2 |

Stroke: Through this you can apply the Outline in any Shape, as well as change the size of the

Outline to Thick and Color.

=TS AT AT T AT Shape H Outline FT T Tl g AT I Outline  Size FT HIST-9qT UF

Color T I& T g |

Element | Utilities View Window Help ]
Fill v 1 ! Lud]
Stroke 3 Custom...

Fill and Stroke... Al MNone
Frrm R Hairline

.5pt
Arrange 3 1pt
Align Objects... Sh™E 2pt
Text Wrap... Alt"E A e——
Group A3 Gpt n———
Ungroup Sh*G Gpt —
Lock Position gL 12pt I
Unlack AltrL 4pt

5pt
Mask "B P

bpt
Unmask Sh*6

Gpt
Image 3 pt—— ——-
Polygon Settings... Ipt————-
Rounded Corners... Gpt - - ——

Apte=sssausas
LinkInfo...

Aptesccsssss
Link Options...

¥ | Transparent

Mon-Printing

Reverse
Remove Transformation T

| A
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Fill and Stroke: You get both Fill and Stroke options in the same.
= TEH AT Fill ST Stroke IAT e UH o H AT Srav & |
Frame: Through this we can put a Frame in any Shape.

= TH AT gH el 9T Shape H Frame @7 T & |

Arrange: With this option, you can arrange all kinds of Objects in Bring to Front, Bring to
Forward, send to backward, send to back.

w3 fheT & IT 9T T 998 % Object T Bring to front, Bring to forward, Sendto backward,
Send to back # Arrange ¥ HFd & |

Align Objects: Used to align more than one selected object.

=T F A& Select T3 T Object FT Align F¥ o ToT TART FohAT SITAT & |

Text Wrap: With this help you can wrap any Text or Object

= TENT qgrIar & o FBhET ofF Text AT Object T Wrapping F¥ T 3 |

Group: With this help you can add more than one Text or Object to a group

W TEAT TETIAT F 3T TF 7 ATer Text IT Object FT Group H TS Thd & |

Ungroup: With this help, you can re-ungroup any Text or Object grouped.

W ITHHT TETIAT F grouping o3 T 3T WY Text AT Object T 9 ungroup Y Thd & |

Lock Position: With the help of this, you can lock any Text or Shape.

= THET GATAT & 3T FRHET AT Text T Shape Tl Lock F¥ Tl &

Unlock: Any Text or Object can be unlocked with its help.

= Lock &2 71 fareft T Text AT Object T I: T8I A2@dT | Unlock T T 3 |

Mask:Through this option you can masking any image and Shape.

= TH AT o ST AT T AT Image 37T Shape &I masking Fi¥ T d ¢ |

Unmask: You can remove the masking done through it.

wTHF T FFT T masking T AT Remove F¥ T ¢ |

Image: You can apply the inserted image through Control, Photoshop Effect etc. through this
option.

x Insert ¥ 7T Image T 3T Control, Photoshop Effect ZeaTie STt T TH ST % 3(7a< F¥
qAAAE |

Image k Image Control...
Polygon Settings... CMS Source...
Photoshop Effects...

Rounded Corners..,
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Polygonal Settings: With this help you can manage Polygonal Shape and increase or decrease the

number of Side.

= THEHI HgrIar | T Polygonal Shape FT Manage ¥ T&hd g AT Side FT HEAT &l F&T AT HFeT

SERES

Hurnber af sides:

H O[]
Star inset: |2_. #
2 i

Fresvigw

Cancel I

Rounded Corners: Through this option you can rounded any Shape Corner.
W TH AICO o ST 3T T AT Shape % Corner T Rounded ¥ Tahd £

Id

-

(||

-

Link Info: This option is used to find the located File

Information of any file inserted in Page Maker.

Cancel

]9 |
G |

w PageMaker ¥ Insert 77T U #FE #T File #r Located File

Information ST o o0 0 ATC9A s TN FHAT SATAT 2 |

I
[ Link Info: .jpg =
Look n: [ |} Downloads | =B erE-
\T ~ "

Adobe PageMaker  Afiliation Basil

7.0 Camplete Al .. =
File name: Open
Files of typs:  [Al Files | Cancel

— Link Information

Location:  [C:M0sers\wielcome\ Documents\ Downloadshcable |
Kind: [iPec: RGe
Size E3 Placed: [2/21/2020, 2:44 PM

Document modified: |1/17/2020, 310 PM

Intemal copy madified: [NA

¥ Retain cropping data

Link Options: Use this option to know the information of any image file inserted.

= Insert T3 70 36T off Image File T Information ST+ % ToIT 28 Sfieer =T TIRT Fd &
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Link Options

File: cable-mo...jpg
ore copy in publication

[” Update automatically

[ Zlert |
Non-Printing: After p

Cancel |

not print the selected object.

w1 Object FT Select X F 912 Non Printing % Print F7 AT T SelectedObject & Print &1

FIIMT

Remove Transformation:When any text or object is in the form of "Transform", this option is

used to remove it.

=T FE AT Text AT Object “Transform” & & § AT g T 39 Remove FLA # o7 =6 sAfeerd T

AT TR ST 2 |

I Shortcut Keys

S.N Shortcut Working
1 Ctrl + U Fill & Stroke
2 Alt+ Ctrl + F Frame Option
3 Shift + Clt:rl g A Change to frame
4 Alt + Ctrl +] Next frame
5 Alt + Ctrl + [ Previous frame
6 Shift + Ctrl +] Bring to front
7 Shift + Ctrl + [ Send to back
8 Ctrl +] Bring forward
9 Ctrl + [ Send backward
10 Shift + Ctrl + E Align Object
11 Alt+ Ctrl + E Text wrap
12 Cul+ G Group
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13 Shift + Ctrl + G Ungroup
14 Ctrl+ L Lock position
15 Alt+ Ctrl + L Unlock

16 Ctrl + 6 Mask

17 Shift + Ctrl + 6 Unmask
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I Utilities Menu

Plug-in: Flash this optionn form screenshot.

Find: Through this, you can find a particular Word.
= THE qTEAH T 3T T Particular Word &7 @S Hohd & |

Find next: If there will be many types of Word that you
want to find, and then you have to use Find next.

w3 TH T8 & & d1¥ Word T S8 &7 Find FAT
FTEd & o UH | 39a! Findnext FT SETHTA AT g7 |

Change: In Page Maker, Change means to replace another word in place of a particular Word. If
you want to replace the Word Automatic Replace in the place of Word, then you have to use the

Change option.

x PageMaker # Change FT Hadia Replace ITHT fFHT Particular Word 3 STg 9% &2 37T Word T
Replace FXAT AT | 31T ™58 Word & SRTE 9% ST Word Automatic Replace F3AT ATgd g df UH §

Utilities | View  Window Help

Plug-ins 2

Find... S
Find Mext G
Change... AH
Spelling... 2|
Book...

Index Entry... Al

Show Index...
Create Index...
Create TOC...

Define Colors...

ATTHT Change AT HT TEAHTA FHLAT T |

Spelling: It is used to check which
spelling is correct and which is
wrong.as well as you can add any
word to it.

&W'{@'ﬁ'lﬂspelling'oﬁ'ﬁ?
T o form o ST g &t wie-ar
Spelling gl g 3T FHIF-AT TAT?|
T BT AT THH o9 Rt oft Word
FT Add 9T T T & |

Search document:

Search story: " Selected text

' Current publication

A Spelling @
Read..
Replace I
Change to: |
Add...
Options: [V Alternate spellings ¥ Show duplicates

¢ All publications

' Cument story " All stories
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Book: This is a Book Publication List which is actually the options used when publishing a book,
which you can use according to your own.

=¥ TH Book Publication List ZIdT § ST actually T Book & Publish ¥ T8I AT foh ST
Tl Options 3 TSTE®T ST 3T MO AT FL T & |

Book Publication List [

Path: ¢\ hadobelpagermaker 7.0 tryout [k |

Files/Directories: Book list:

|mzert I
Remave |

[Cormeerter for MS
[Estraz]
[RSRLC]

[T able30]

[Techinfa] M
T [l s

[Template] M ove downl

Auta renumberng. % Naone  Mest odd page
" Nextpage ¢ Mext even page

Create index: It is used to create a list in a page while ¢ e |

Create Index

publishing in Page Maker. After clicking on this option, you will _
understand yourself. i | ESLLHED o]

. B . ¥ Replace existing indes Cancel I
&m S l ia Page Maker ﬁ- PIlthhll'lg %ﬁ q<h Page ﬁ- 11% El_'ﬂﬁ' I Include baok publications —
oy oy e | st fere v e o (| e ]
T H 37 ST X

= Index entry: It is used while publishing any book so that a list can be prepared about all lesions.

Fs ¥ Book T Publish ¥ a<h SHEHT TEAHTA hAT SITAT & ATreh THT Lesions & aT¥ § = 7I1X
ERISIREd

( N
Add Index Entry ==
Type: © Pagereference @ Crossieference

Topic: Sork:
I ﬂ I Cancel
I Add
Topic,

Deroted by

& See[also] Hoaef...
" See

8! See alsa
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= Show index: It shows all the indexes done and you can directly enter any index from here.

T T3 10 F4T Index FT Show FXAT § TAT 3T direct TZT & FRET AT Index FT Entry ¥ 9ahd &

s —ry
Show Index L&J
Index section: Mext section Acceph | oK |

Cancel l
Level 1 Level 2 Level 3 Reference
Add wref. Edit.. Remove Capitalize...

@ Create TOC: Through this, you can create a "Table of Content". We use it so that we can know

which chapter is given at where?

TH HTEAH & 3T “Table of Content” #T Create ¥ Hehd & | TEAHTA SHANT THTAT Fdd g ATIh 2

T IqT I Tkl i GT chapter Fgl 9% foam 7371 82

Define colors: Through this option, we can define our own color and give it a new name, but it can

also be deleted later.

-
Create Table of Contents.

=)

Title: !Eontents
¥ Replace existing table of contents Caricel |

[T Include book publications

¥ Include paragraphs on hidden layers

Format: € Mo page number
™ Page number before entry
% Page number after entry

—

Betwesn enty and page number:
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= TH A o ATeqH & g7 a1 Color Define FT Hhdl g 3T SHEHT Uah 74T 719 & Al & I ATG H
0 Refie AT T ST asar g | |

I Shortcut Keys
Utilities Menu Shortcut Key
S.N Shortcut Working
Ctrl + F Find
Cul+G Find Next
Ctrl + H Change
Ctrl + L Spelling Check
Cul+Y Index Entry
Ctrl + Shift + Y Fast Index Entry
I View Menu

Note: It is being known by its name that someone will see all these things, whose change will be
seen on your Home Screen. Which option do you want to view and which option do not, it depends
on you?

TIe: THAH ATH F 2 Iq7 9 L@l g T FAT Fo1i *ls View
FT oraeT afads TF Home Screen 9% fa@ T | ama forer | v Display Masterltems
3]1'_':?]_'{ Eﬁ' View a % 3ﬁT ﬁ WQW Eﬁ' H@:, a_ 3 v | Display Non-Printing Items At N

View | Window Help

Zoom In St
I M Far g | (R e
Actual Size &1
. . Fit in Window ~0
= Display Master Items:Display Master [temsT 3T Show T e TN
Hide %% &% & (You can show or hide Display Master Items.) Zoom To 8
= Display Non-Printing Items:Non- Printing Items FT AT Hide Rulers ~R
Show T Hide FT Thd %’ (You can show or hide non-printing SIS L
Zero Lock
items. )
Hide Suides “
v | Snapto Guides Sh*;

Lock Guides Alt™:
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w Zoom In: T AT F T AT Page F Size T Zoom In FT T %’ (Through this option, you
can zoom the size of the page.)

w Zoom Out: TH AT F T AT Page F Size FT Zoom Out FX T & (Through this option
you can zoom out the size of the page.)

w Actual Size: THIX &% FLd &I AMTHT Page Actual Pixel Size # 3T SITIWT (By clicking on it,
your Page Actual Pixel Size will come.)

w Fit in Windows: =9 sifcerd 9% & T 39 % 1E 3T+ Page & Size Windows & STHIY
Automatic Fit 3T SIT3T |(After clicking this option, the size of your page will become automatic fit

to the windows.)
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I Shortcut Keys

S.N Shortcut Working
1 Alt+N Display Non-Printing Items
2 Ctrl + + Zoom In
3 Ctrl; + - Zoom Out
4 Ctrl + Click Right Button Fit in windows + Actual Size
5 Ctrl +0 Fit page in windows
6 Ctrl + Shift + 0 Entire pasteboard
7 Ctrl + 5 Zoom 50%
8 Ctrl +7 Zoom 75%
9 Ctrl +1 Zoom 100%
10 Ctrl +2 Zoom 200%
11 Ctrl +4 Zoom 400%
12 Ctrl + R Hide Rulers
13 Alt+R Snap to Rulers
14 Ctrl +; Hide Guides
15 Shift +; Snap to Guides
16 Alt +; Lock Guides
17 Ctrl + + Zoom In
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I Window Menu

Note: Only those options are given inside this menu, through which you can show all the tools in
turn and hide them if you want. If you click on all the options in turn and see, you will understand
everything by yourself.

e T A 6 va¥ Wl &% Fgf e a7 w47 2 See I o ardd-awt & a9ft o8 &l Show
FT TR & T AT a7 39 Hide Y T Tahd & | 3T aTr-am<r & aefy sifcer q¥ fFereh Fdeh <& sIehl
G2 | 9 FHA | AT ST |

Hide or Show is done by this menu.
Hide aIT Show F¥AT g1 T8 Menu FT FTH ¢ |

S Color &7 Hide/Show T, Style FI Hide/Show F¥AT, Tile & &9 # Show FT, Layers FT
Show/Hide #%T, Hyperlink %1 Show/Hide FT............. P WIndoNE  Help————

T AT qH U g1 ol 36 Menu T FT 1 57

Such as: Hide/Show Color, Hide/Show Style, Show as Tile, Cascade

Show/Hide Layers, Show/Hide Hyperlink............ Hide Tools

Now you must understand what is the function of this menu? Hide Control Palette A
Hide Coiors A
Show Styles B
Show Layers 8
Show Master Pages Sh*8
Show Hyperlinks )
Plug-in Palettes L

| v | Untitled-1

I Shortcut Keys
S.N Shortcut Working
1 Ctrl + ¢ Hide Control Palette
2 Ctrl+1] Hide Colors
3 Cul+ B Show Style
-+ Ctrl + 8 Show Layers
5 Shift + 8 Show Master Pages
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6 Ctrl +9 Show Hyperlinks

I Help Option

= This special has been made for the help, from where you can take help regarding the following
things.

TII T Help % o3 I9TAT AT § Sl | o9 Mo errad =i & |
I § Help o Tohd & |

(i) Help Topic (F1):Page Maker & ®ifarq fS/&r Topic & ¥ H ATTeRT ST g 39 Topic &I AT
Tg1 & Find F T g |(You can find the topic related to Page Maker that you want to know about
here.)

(ii))Registration: THH SMTH! Page Maker FT Registration Information Show FRIT ST 3T

Registration % < STAT 9T |(In this, you will have the Registration Information Show of Page
Maker which you entered at the time of registration.)

(iii) AdobeOnline: THAH TTFT T UH AT et Toer ST et 7 & 3T U Page Maker

#T Update TT Preferences ¥ &% g |(In this, you will get some such options, with the help of
which you can update and Preferences your Page Maker.)

.
Adobe Ornline R —— =X

Adabe Online content iz now available through your web browser,

Updates... I Download updates, additions, and new content for pour Adobe applications.

Prefersnces... I Wiew and modity your Adobe Online preferences.
Cancel I Go Ornline

(iv) About PageMaker:Page Makar & ST Hee SITHHIXTT 3T SHH TH ST (You will get
some information about Page Maker.)
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I Test Paper

(1) Page Maker T @I & foIT “Run Dialog Box” ® #T Type AT 2raT £2(What is to be typed in
the "Run Dialog Box" to open Page Maker?)

(a) PageMaker (b)Page Maker 7.0

(c) PM70 (d) PM7

(2) PageMaker & ( Page Maker is)

(a) DesktopPublishing Software (b) UtilitySoftware

(c) System Software (d) None

(3) Shift + P I FxA T gdr 2 (What open after pressing Shift + P?)
(a) DocumentSetup (b) PrintSetup

(c) Paragraph Setup (d) Rulers Setup

(4) PageMaker ¥ Link Manager aTeT Option f& Menu # 2rar %? (Which menu has Option with
Link Manager in Page Maker?)

(a) FileMenu (b)Edit Menu

(c) TypeMenu (d) Utilities Menu
(5) Shift+ S=7?

(a) Save (b)Save as

(c) Page Setup (d) Print

(6) Tool Box T show IT hide F¥ 1T g8 F-hF Menu § SITHT 94T 8?2
= Which menu do we have to go to show or hide the Tool Box?
(a) WindowsMenu (b) ViewMenu

(c) Utilities Menu (d)Layout Menu

(7) EditStory #T Shortcut Key Tamd

= Tell the shortcut key of edit story

(a) Ctrl +E (b)Ctrl + P

(c) Shift + E (d) Shift + B

(8) PageMaker ® Help SeeTH @I & o0 fiiae | Y9 F:3d &-

= To open the Help option in Page Maker, press on the keyboard -
(a) F1 (b)F2

(c) F3 (d) F12

(9) ColorPalette T Hide F¥ & forT o Menu H STHT 924t 872

= Which menu has to go to hide the color Palette?

(a) EditMenu (b)Layout Menu

(c) Utilities Menu (d) Windows Menu

(10) Page &T 100% Zoom T o ToIT S Fed -

= Press to zoom the page 100% -
(a) Ctrl + 1 (b)Ctrl +2
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(¢) Ctrl +5 (d) < TR
(11) Layer &I Show &%+ & o g &y T smar g

= The keyboard is pressed to show the layer

(a) Ctrl + 8 (b)Ctrl + L

(c)Ctrl +1 (d)) None

(12) Stroke ATeT= T FIT HTH g2

(a) Shape T FIET T & forw (b) In frontof text & forw
(c) Mask ¥ & forw (d) TTH | IS A5l

= What is the work of the Stroke option?

(a) To place a border on the Shape (b) In Front of text

(c) To mask (d) None of these

(13) PageMaker ® 3T Page T Insert 3 TorT for sifeers st ST T STTaT 82

= Which option is used to insert a new page in Page Maker?

(a) Layout (b)File

(c) View (d) None

(14) AlignLeft & 3T 2raT 82 (What happens to Align Left?)
(a) TextRight (d)Text Center

(c) Text Left (d) Justify Text

(15) FrameOptions @79 & 10 Fidle § & 777 4T &
= Press the keyboard to bring up Frame Options

(a) Alt+D (b)Alt + F

(c) Alt+ F4 (d) None

(16) ShortPage T 4T FTH &7

() FHT USTT 1 TF F1< | Short T & fa@m=T

(b) THT Paragraph T U& 91T # Short T & fa@TT
(c) T 1< § Tt Paragraph =T Short FTAT

(d) =T & THT

= What is the work of Short Page?

(a) Displaying all the pages in short ways at once

(b) Displaying all the paragraphs in short ways at one time
(c) Shortening all the paragraphs at once
(d) All of these

(17) ToRHT AT Shape & Corner FT Rounded F& 6 oI Tohe SATcer T T TR 63T SITaT 82
= Which option is used to rounded the corner of any Shape?

(a)Polygonal Settings (b)Link Options

(c) Rounded Corners (d) None

(18) Shift +J=7?
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(a) AlignLeft (b)Align Right
(c) Justify (d) None

(19) Text &T Full Screen H Type FeAT “ISME# THANI il FIHI AMETT AT &7, Page Maker ® o7

ATCQI o ST UET FohAT ST JhalT 82

= Typing the text in full screen makes it much easier for us. So, through which option can this be

done in Page Maker?

(a) EditStory (b)Indent

(c) ExpertTracking (d) Define Style

(20) PageMaker & e 3T g Open TFT T File &1 Fgl & @7 ST ThaT &2
= Where can I see the file opened a while back in Page Maker?

(a) FileMenu, Recent Publications (b) EditMenu, Deselected Options
(c)Utilities Menu, Book (d) TS T2t

(21) Fill&Stroke ATl AT T AT o 1T Fae | FAT I AT SITAT 52
= What is pressed on the keyboard to bring up the Fill & Stroke option?
(a) Ctrl +F (b)Ctrl + S

(c)Ctrl+U (d) None

(22) PageMaker ® Rulers T show 3T hide F¥ T&d g

= Can show or hide Rulers in Page Maker

(a) Ctrl +M (b)Ctrl + P

(c)Ctrl+ U (d) Ctrl + R

(23) Find SATCeT o ST g0 FL T &

(a) ToFElT T &€ T @I ol &

(b) TR T Image T @IS o &

(c)ﬁ?@ﬁﬁPageqﬁ@HW%

(d) =T & FTE TN

= Through the Find option we can

(a) can search any word

(b) Can search any image

(c) Can search any page

(d) None of these

(24) TRHET AT Shape 3T Object FT FTe # o7 oF Tool T TEAATA Fid &7
= Which tool do you use to cut any Shape or Object?

(a) CropTool (b)Hand Tool

(c) Line Tool (d) Pointer Tool

(25) ToRHET AT Object FT Lock T3 3 forT YT i &

= Use to lock any object
(a) Ctrl +O (b)Ctrl + L
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(c) Shift + L (d) Alt+B

(26) Shift + 8 =?

(a) MasterPage (Show&Hide) (b) MasterPage Delete
(c) InsertMaster Page (DA

(27) PageMaker % ©hie &l Zoom In ¥ o [oTT eTiEahe sl TANT FRAT STAT &
(a) Ctrl + - (b)Ctrl ++

(c) Ctrl+ D (d) Ctrl + 1

(28) BH Page Maker T YT ¥ T &

(a) Tfeafei & forg (b) AT * fer

(b) fifer & ferg (d) FTE T2

= We can use Page Maker

(a) for publishing (b) for browsing

(b) for printing (d) None

(29) Ctrl + F=?

(a) AttachContent (b)Show Hyperlinks

(c) Define Style (d) None

(30) Ctrl + X =72

(a) Cut (b)Copy

(c) Paste (d) Edit Story

(31) ToRHT AT Page ® Direct Jump T # oI fo sticers &7 TTRT FoRAT SITAT 87

= Which option is used to perform Direct Jump in any page?

(a) Insertpage (b)Short page
(c) Go to page (d) None
(32)Ctrl+ L =7

(a)Spelling Check (b)Replace

(c) Find (d) None

(33) Ctrl + 4 & Tha= % Page Zoom in BIaT 5?2

= How many% Page Zoom out with Ctrl + 4?

(a) 100% (b) 400%

() 200% (d) 25%

(34) PageMaker ® T Y U1 @I & ToIT HlF-F TTdha T SETHTA THAT SITAT 82

= Which shortcut is used to open a new page in Page Maker?

(a) Ctrl +N (b)Shift + N
(c) Ctrl + O (d) Alt + F4
(35) Ctrl+ A=?

(a) AllSelect (b)All Delete
(c) AllCopy (d) All Cut

(36) Shift + ] =?
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(a) Sendto back (b)Bring to front
(c) Bring forward (d) None

(37) ColumnGuides T TTRT 33T STAT &
(a) Page T Column Draw F<¢  forw
(b) Rulers &I a1 & Q@

(c) Page FT Remove F & forw

(d) PrintingSettings % o0

= Column Guides are used

(a) To draw a column on the page (b) To hide Rulers

(c) To remove the page (d) For Printing Settings
(38) Ctrl+ Y =?

(a) IndexEntry (b)Create Index

(c) Create TOC (d) Show Index

(39) PageMaker # Go forward T T FTH &?

OEUKEERESICERTIY OIEEEEEISICEATIY
OELEIEEEIRECICETERELY (d) foreet ot 1 fosfie 3 & form
= What is the work of Go forward in Page Maker?

(a) to go to the next page (b) to go to the previous page

(c) To delete the next page (d) To delete the previous page

(40) Place T TEIHTS 1 THAT SATAT 22

(a) T T Image T Insert % o T

(b) T AT Image 1 fE<hie 2= = forw

(c) T+fY Image T Arrange Fed & forw

(d) Revert F¥ & o

= Why Place is used?

(a) To insert any image

(b) To delete any image

(c) To arrange all the images

(d) to reverse

(41) PageMaker ® “Clear” T FT Hadl grdT &2

= What does "Clear" mean in Page Maker?

(a) Delete (b)Copy

(c) Cut (d) Formatting
(42) Circle aTHT Text Draw % o o0 YT foFAT ST4AT 8

w Used to draw a text with a circle.
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(a)Polygonal Frame Tool (b)Circle Frame Tool
(c)Rectangle Frame Tool (d)Polygonal Tool

(43) CopyMaster Guides ATl ST FT TR e AT SITAT &2
(a) Pagelnsert F¥ % forw

(b) Rulers FT g&T & o7

(c) Insert T3 7T Column T geT & o0

(d) =T & THT

= When is the option with Copy Master Guides used?

(a) To Insert Page

(b) To remove rulers
(c) To remove the inserted column
(d) All of these

(44) 3T AT FT ATC Text I Copy AT Cut AT g3 § T AT =Ted & il ¥ Paste Fd ol
Automatic Pagesﬁlnseﬂ@ﬂ?ﬁ@ﬁ@ﬁﬂ AT T TTIT F2A?

= If you have copied or cut a lot of text and you want automatic pages to be inserted as soon as you
paste it. So which option would we use?

(a)Arrange (b)Auto flow

(c) Short Pages (d) Go to page

(45) Select ToFa 7T ToF=T ST Object FT Original Program & @Tere o forw fohe sfieere &1 YT o
STAT 87

= Which option is used to open any object selected in the original program?

(a) EditOriginal (b)Insert Object

(c) Revert (d) None of these

(46) PageMaker ¥ Insert T3 T #1% +ff File T Located File Information STTA= & forw e stfcer

T TR 63T STaT 82

= Which option is used to find the located File Information of any file inserted in Page Maker?
(a) LinkInfo (b)Link Manager

(c) Link Options (d) None of these

(47) “TOC” FT FT HqAT &2

= What does "TOC" mean?

(a)Transform of copy (b)Table of content
(c) Trim of copy (d) All

(48) Normal Formatting T 9T{sha aard

= Show the shortcut to normal formatting

(a) Ctrl +Shift + Space (b)Ctrl + Shift + X
(c) Alt + Shift + A (d) Ctrl +/

(49) Normal Width ZraT g
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= Normal Width is
(a) Ctrl +Shift + Space (b)Ctrl + Shift + X
(c) Alt + Shift + A (d) Ctrl +/

(50) FontSize T Increase F¥ T eTisha T FaTd

= Explain the shortcut key to increase the font size

(a) Ctrl +Shift +< (b) Ctrl + Shift +>
(c) Ctrl + + (d) Ctrl + -
Answer Sheet
S.N | Answers S.N | Answers | S.N | Answers | S, N | Answers
1 C 26 A 51 76
2 A 27 B 52 77
3 A 28 A 53 78
4 A 29 A 54 79
5 B 30 A 55 80
6 A 31 C 56 81
7 A 32 A 57 82
8 A 33 B 58 83
9 D 34 A 59 84
10 A 35 A 60 85
11 A 36 B 61 86
12 A 37 A 62 87
13 A 38 A 63 88
14 C 39 A 64 89
15 B 40 A 65 90
16 A 41 A 66 91
17 C 42 B 67 92
18 C 43 C 68 93
19 A 44 B 69 94
20 A 45 A 70 95
21 C 46 A 71 96
22 D 47 B 72 97
23 A 48 A 73 98
24 A 49 B 74 99
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