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Heinemann Information Processes and Technology: Preliminary Course

The answers below are, in many cases, only a brief guide to a full answer. Some of the answers in the learning activities have not been provided as they involve the student investigating, forming opinions, working in a group or completing practical tasks on the computer.
Chapter 9: Desktop publishing

Exercise 9.1

1 Desktop publishing offers four main advantages over previous methods of publishing:

· Greater control: The designer can position the elements anywhere on a page, and can experiment with different designs.

· Ease of editing: Text, graphics and colour can be changed easily throughout the publication process.

· Reduced cost: Savings are possible because fewer people are involved, text does not need to be retyped, and designs can be modified and reused.

· Reduced time: Publications are quicker to produce because fewer people are involved and changes can be made instantly.

2 Word processors and desktop publishing programs work in fundamentally different ways. With word processing, the emphasis is on the text: formatting and document layout are usually carried out after the text is written and edited. With desktop publishing, the page is generally designed before the final text is imported.

3 The four main stages of desktop publishing are planning and design, creating content, page layout and viewing/printing the publication.

4 The audience is a critical factor, as the audience will determine the tone, content level, and the use of graphics and headlines.

5 Three objects in a desktop publishing program are:

· text objects, which contain words

· picture objects, which contain graphics

· drawn objects, which include lines, borders and geometric shapes.

6 A frame is a space or box that holds text or a graphic.

7 Text frames are connected using the ‘Connect’ command or clicking with a special linking tool.

8 If a text frame contains too much text, the excess text is stored in an invisible overflow area. To see this text, you must increase the size of the text frame, decrease the size of the text, or connect it to another text frame.

9 Full page view generally doesn’t allow you to read the text (depending on the size of your screen) but it is useful in creating and changing the design. Actual size view is used to read words or precisely position pictures.

10 A zoom of 50% will be one half of the actual size (100%) while a zoom of 400% will be four times as big as the actual size.

Learning activities

These questions require students to create and modify the following files: WANTED, POWERSPARK, LETTERHEAD, TEXTFLOW and APPLECENTRE. Teachers need to assess students’ skills when completing each task.

Exercise 9.2

11 A font can be described using a number of characteristics, such as the baseline, font height, x-height, cap height, ascender, descender and leading.

12 Serif typefaces are recommended for body text because they are considered easier to read in large slabs. The serifs help the eye jump from character to character.

13 Headings can be written in a serif or sans serif typeface. Since headings are usually short and in a large point size, there is little difference in readability. The choice depends on the style of the layout and the nature of the publication. If you need to change the letter spacing, sans serif typefaces are preferred.

14 A general rule for column widths is to multiply the width of the lower case alphabet by 1.5.

15 Left alignment is generally considered the best choice for body text. Centring is generally used for small amounts of text such as the text used in an invitation. Justified text gives a neat appearance and is preferred for long documents that require continuous reading, such as texts, novels, newspapers and magazines.

16 Increasing the line spacing of a body text improves readability. Decreasing the line spacing means that more text will fit on a page.

17 A first line indent is generally used to indicate the beginning of a new paragraph. This makes a document easier to read.

18 Kerning is only required for headlines with a type size greater than 14 point, as the optical effect is not apparent in smaller point sizes.

19 Graphics improve a publication by explaining an idea, supporting a message or promoting a theme.

20 Slight variations of the same colour or related colours can be used to unify the publication. Contrasting colours, such as red and yellow, are used to attract the reader’s attention.

21 White space is the space on a page that is left blank. Correctly used, it improves readability by adding proportion to a page and reducing clutter.

Learning activities

These questions require students to create and modify the following files: ADVERTISEMENT, MENU, SCHOOLDTP, RENT and FORMAT. Teachers need to assess students’ skills when completing each task.

Exercise 9.3

22 Page layout is the arrangement of text and graphics on a page. The page layout is fundamental to the communication of information and ideas in any publication. A well-designed publication will send a message effectively and efficiently.

23 Good design first captures and promotes reading gravity. Design elements such as headings and graphics can enhance or disturb the reader’s rhythm. The designer must ensure that these elements work together to encourage reading rhythm and comprehension. Good design positions the major headings near the top left hand corner where the eye initially focuses.

24 Three basic guidelines to making a well-designed publication are simplicity, consistency and contrast.

25 Special folds are used to create greeting cards, pamphlets, brochures and book publications.

26 A gutter is the margin between the text and the spine of the book.

27 Layout guides are non-printing vertical and horizontal lines that are used to position objects on a page with a great degree of precision.

28 Frames can be positioned using such tools as rulers, layout guides, snap-to features and frame nudging.

29 When the ‘Snap to Guides’ or ‘Snap to Grid’ feature is selected, frames automatically ‘snap’ to align exactly with the nearest guide or grid line.

30 A desktop publishing template is a ready-made document that includes the desired layout, type formats and other design elements. You can create a new document based on a template, then replace the sample text and pictures with your own words and illustrations.

31 A master page is like a ‘bottom layer’ that sits underneath the text and graphics you create on a page. It can contain those design elements you want to appear on every page, such as headers, footers, borders and graphics. Putting these items on the master page means that they will appear on each page of the publication in the same position.

Learning activities

These questions require students to create and modify the following files: EAGLE, ATI, JEWEL, HOUSE and DRUGS. Teachers need to assess students’ skills when completing each task.

Exercise 9.4

32 The resolution of a printout is measured in dots per inch (dpi). The higher the dpi, the smaller the dots and the sharper the text and graphics.

33 Dot matrix printers offer the lowest resolutions—between 60 dpi and 180 dpi. Inkjet printers offer higher quality at 600 dpi or greater. Many colour inkjet printers include special hardware or software to improve the quality of images, resulting in near photographic quality. Laser printers generally offer resolution between 600 and 1200 dpi.

34 At low resolution, fewer dots are used to form the text or graphics, so printing is faster. At high resolution, there are more dots per inch, so the printing takes longer but the results are better.

35 Postscript is a page description language that uses special commands to describe how text and images will be printed on the page. A Postscript file is used only for printing and can not be opened or changed.

36 Proof are important because they allow you to:

· check the design elements and layout

· make last-minute corrections to fix any errors (although this can be very expensive)

· check that the colours are reproducing correctly

· fix any technical problems that may have occurred with the files.

37 Drop caps are used to announce the beginning of a chapter or section and are an elegant way of enlivening the text.

38 Some of the text effects include slanting the text, rotating it through a specified number of degrees, or wrapping it along an arc.

39 Some desktop publishing programs have a special command to automatically create a callout. In other programs, a callout is created by drawing a text frame, positioning it and typing the text for the label. The callout line is created using the straight line tool.

40 When wrapping text, the picture object must be brought to the front of the text object. You then select the picture object and choose a ‘Text Wrap’ command. The DTP program maintains a non-printing boundary between the picture and the text. The text wrap boundary can be resized, cropped and adjusted to control the amount of white space between the text and the picture.

41 Headers and footers usually contain such information as the page number, the title of a document or chapter, and the date and author. Headers and footers can contain borders or lines to separate them from body text.

Learning activities

These questions require students to create and modify the following files: WORD ART, TEXT WRAP, INVITATION, ART and RESUME. Teachers need to assess students’ skills when completing each task.
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Part A

1. A

2. C

3. D

4. B

5. A

6. B

7. C

8. A

9. D

10. D

Part B

1.  (d) frame

2.  (g) page layout

3.  (b) desktop publishing

4.  (j) widow

5.  (i) white space

6.  (f) kerning

7.  (e) gutter

8.  (h) ‘snap-to’

9.  (a) draft copy

10.  (c) final copy

11.  (p) ascender

12.  (m) watermark

13.  (o) layout guide

14.  (k) master page

15.  (l) Postscript

Part C

42 Before using a DTP program, it is necessary to spend some time planning a publication. Factors involved in planning include:

· Identify the purpose: What is the reason for publishing the document? Determine the essential information and the design elements to create a good design.

· Identify the audience: Who will read the publication? This is a critical factor, as the audience will determine the tone, content level, and the use of graphics and headlines.

· Gather ideas: Find a good design and adapt the ideas. Desktop publishing programs contain templates to help inexperienced users.

43 Design principles for:

· Text—Body text requires a serif typeface, lower case letters, a type size between 10 and 12 points. Headings can be in either serif or sans serif typeface using either upper or lower case. Horizontal alignment should be consistent throughout the publication. Left alignment is generally considered the best choice for body text.

· Graphics: The size, number and placement of graphics can support or weaken the intended message. If too many graphics are used, they lose their impact. The size of the graphic should reflect its importance to the message. The arrangement of graphics on the page needs to be consistent and lead the eye towards the content.

· Colour: Do not overuse colour as it will lose its effect. A colour scheme is easy to change and can be tested with a potential audience. Slight variations of the same colour or related colours can be used to unify the publication. Contrasting colours, such as red and yellow, are used to attract the reader’s attention.

44 A gutter is the margin between the text and the spine of the book. A margin is the distance between the edge of the paper and the text.

a Layout guides are non-printing vertical and horizontal lines that are used to position objects on a page with a great degree of precision. When you want to line several objects up, you first add a guide and drag it to the desired position. You can then drag the text or picture frame to align with the guide.

b Different view options are necessary to view parts of the publication at different sizes. Full page view generally doesn’t allow you to read the text (depending on the size of your screen) but it is useful for creating or changing the design. Actual size view is used to read words or precisely position pictures. The ‘Zoom in’ and ‘Zoom out’ provide close or long-range views. The viewing mode is often shown as a percentage of the actual size.

45 A desktop publishing template is a ready-made document that includes the desired layout, type formats and other design elements. You can create a new document based on a template, then replace the sample text and pictures with your own words and illustrations. A master page is like a ‘bottom layer’ that sits underneath the text and graphics you create on a page. It can contain those design elements you want to appear on every page, such as headers, footers, borders and graphics. Putting these items on the master page means that they will appear on each page of the publication in the same position.

46 Additional design elements include drop caps, text effects, callouts, text wrap, borders, lines, headers and footers:

· Drop caps are used to announce the beginning of a chapter or section and are an elegant way of enlivening the text.

· Text effects allow text to be treated as a graphic and manipulated in a variety of ways to add attractive effects. These effects include slanting the text, rotating it through a specified number of degrees, or wrapping it along an arc.

· Borders and lines are used to improve the appearance of the publication. Borders are inserted to highlight a particular piece of text.

· The term callout refers to a short piece of text quoted from the main article and reproduced in large type to catch the reader’s attention. A callout is also a label that describes an area of a picture.

· Text wrap is an effective way to combine words and pictures by wrapping the text around objects.

· A header prints the same text at the top of the page, and a footer prints the same text at the bottom of the page. Headers and footers usually contain such information as the page number, the title of a document or chapter, and the date and author.
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