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Communicate: In Print
Making a book

Open a new document.

Write the title on page 1.

Choose the font and size and centre if you wish.
Turn to page 2 using the page navigation icons on the bottom toolbar.
Set up the page template that will be the model for each page of the book.

Do this as follows:

1. Make a frame to hold the photographs.

'ﬁ Click on this icon and drag a square in the “paper”.
st Make it square so that it can hold either portrait or

landscape photos.

If you just click you
can change the
shape afterwards by
right clicking in the
frame and use the
drag points to make
it the size you want

2. Make the frame the appearance you want.

EEEETTETS == From Frames and Pictures select Appearance.

[ ovcamne

Make a table...
Locking 3

Frame &ppearance |
Fit content to frame
Make full width
Make full height

Set Frame Appearance 5[

Set the appearance of your frame. The picture thows the effects of what
you choose oh ohe corner of the frame.

Restore Defaults |

Border Colour Transparent |

Copy frame to pages... el
Master items b Blazkground Colour

Backgound Colour Transparent |

Line Calour

Lire Colour Tranzparent |

Rotate. ..

Corner radius [mm) m
Line Thicknsss 01 rml [7 =]
Barder width [0.2 ) ﬂ
Internal Space (0.2 rm) m

ok Cancel

Position the frame where you want it.
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Set up the number of pages you want
Decide approximately how many pages your book will have — over
estimate rather than underestimate — it is easy to remove pages. Set up

the number of pages you want by typing the number in the page box at the
bottom of the screen.

Ao R s o

Click on Go to Page.

Return to page 2.

Put this "picture frame" on all the remaining pages.
Click back on the graphics frame to highlight it.

Copy this frame to all the pages in the rest of the book:

From Frames and Pictures select Copy frame to
pages.

Copy the frame to pages 3-

Paste Frames & Lines x|

As you make pages you will
Locking

now have a ready made
placeholder for your images.

W Leave unlocked

™ Lock position

™ Lack text and symbols

~ Paste to page:
Wiite the pages to copy to e.g. 35121519

This would copy to pages 3,5, 12,13, 14
15 and from 19 to the end of the
document

g

[T Make th a master item on all pages

Cancel

Now we can work through page by page adding text and pictures.
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5. Adding symbol text to each page:
Set the font and graphics sizes

. Click on this icon and then in the document underneath the frame for

- the picture. Type a typical sentence and set the font and graphic sizes
so that it fits well on the page. This should be the longest text you might
want, rather than the text for this page. This is to determine what is the
best font and graphic size to have throughout the book.

The aml

Click on the “change settings” button to remember these temporary
settings. This will then be the default font on each page.

6. Put a picture into the graphics frame

Open the graphic browser by clicking on this icon on the left hand

toolbar.
@ Navigate to Pictures A, which will take you to My Pictures. Use
the drop down menu to navigate to where your pictures are

saved.
Click on the picture you want, then click in the graphics frame on
the page.

Graphics | Lines | UseList| | Now you will have something looking rather like the

3 My Pictures = next screenshot.
=26 2

[Z1 Documents ang
(2 Hamarca

(2 My Docurm
£ My Pictu

[

E]

= "~ Turn to the next page.

emm- | Type the text for this page and
&pha add the picture.

N

epe Repeat until the book is finished.

L7 ) e

Click on this icon to
delete any unecessary pages at
the end of the document.

L=t~ RNy
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7. Add in page numbering as follows:

Go to page 2

The sl | Click on this icon and make a text box in the bottom centre page.
and the
pussyieat

Shift = to add the page number, you will see that the - immediately
changes to the number of the page.

This will be “2”, but it would be better if this were “1” as it is the first page
with a number.

To achieve this go to the Edit menu and selecting Start page numbers at..

Start Page Numbers AL... |' iJ
Wwhat actual page number Jo you want to be
labelled as page 17

You will see that the page number changes as required.

Now make this page number box into a Master item so that it appears on
all pages.

Go to Frames and Pictures, Master Iltem-> Make master item

Make sure you set the radio button near the bottom to “Start from current

page” _
since we do not want a page number on the title page.
RS = Finish the front cover,
Locking .
W Leave unlocked perhaps pul“:::tlng Or:j
I~ Lock position some grapnics and a

I Lock text and symbols border. Always put the
border on last.
Borders can be found

Put this item

" on left hand pages only

" on righ! hand pages only In_ Wldgl} /
& - . Pictures/Patterns
Bkt Hazel Court School
Start Page Borders.
" Start fram page 1
« Start _fl'_am_c_u_rlent_ page
For page numberng use - instead of the page
number in your text. (Use shift and the key near the
top left)
=
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