ARTICLE PLACEMENT ASSIGNMENT

1. Open PageMaker.  Go to:  File; New and set all margins to .25”

2. Make sure you have your “Control Palette” and “Tools Palette” showing (Window; Show Control Palette and Window; Show Tools).

3. Go to Element; Fill & Stroke; and set everything to none

4. Set a horizontal guide at 1.5” (this is for your heading).
5. Set the page to two columns (Layout; Column Guides; set to 2; OK)

6. Place the article, “Creating an Image of your Own”, underneath the horizontal guide to the left side margin and continue it to the next column (teachers on pvvoc_42; Voc Exchange; example 42; PageMaker; Article Placement Assignment; Creating an image of your own article)

7. Use the text tool to highlight and cut the title out of the article.  Paste the title above the horizontal guide.  Adjust the title so it goes across both columns and is a larger font and bolded.

8. Delete the extra lines where you cut the title and bring the article back up to the horizontal guide.

9. Change the first paragraphs indent to “0” (select the paragraph, go to: type-paragraph-under “first” change to “0”)

10. Change the rest of the texts’ paragraphs to .25”  (do this in one step by:  select the second paragraph, go to: type- define styles-new, name it Indent; click on paragraph, change “first” to .25 and click OK until you close all the windows.  Select the second paragraph to the end of the article, go to: window-show styles, and choose Indent)

11. Select and change text to justify

12. Place the “Creating an Image of your own” picture into the center of the article (teachers on pvvoc_42; Voc Exchange; example 42; PageMaker; Article Placement Assignment; Creating an image of your own). Format the picture so text wraps around the picture (Element; Text Wrap; click on the center icon; OK).

13. Drop case the “B” in the first paragraph (utilities, plug-ins, drop case)

14. Change the font and leading so the text fits into and takes up both columns

15. Save and Print
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