Desktop Publishing II



Unit 2—Custom Colors
Learning Application 2-1

In this Learning Application you will use a design template to create a letterhead using two Spot colors.

1.
Getting Started:



a.
Load Publisher.


b.
In the New Publication task pane, expand Publications for Print.



c.
Select Letterhead.



d.
From the list of Plain Paper Letterhead choices, select the Borders letterhead.


2.
Create a folder in your DTP 2 Unit 2—Custom Colors folder and name it HATCO.

3.
Save the document in the HATCO folder with the filename HATCO Letterhead. Remember to save frequently as you work.


4.
Set the document for Spot Colors:



a.
Open the Tools menu.



b.
Point to Commercial Printing Tools, then click Color Printing.



c.
Click on Spot Colors.



d.
If a message box comes up, click OK.. Notice that there are four different ink colors in the list. We can only afford the black and blue inks for this project


e.
On the Inks tab, point to the yellow color. Click the down arrow and choose Delete.


f.
When the Replace Ink dialog box comes up, click the black ink, then click OK. This will cause all areas that were yellow to become black.



g.
Do the same thing to replace the red color with blue.



h.
Click OK. Notice the changes in color.
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5.
Zoom in on the top part of the page.

6.
Click on the logo wizard (as shown below)
a.
In the Logo Designs task pane select the Open Oval design.

b. Click the Organization Box in the new logo design and type HATCO in all capital letters.

c. Double-click the pyramid. The Clip Art pane should appear in the task pane.
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Type hat in the Search for: box.  LoLoc
e. Locate and insert the hat below.
f. Your finished logo should look like this. 

[image: image11.wmf]
NOTE: When you save, it may ask if you want to save the changes you made to the logo. Selecting YES will help you out in the next two assignments.


7.
Click on the Business Name placeholder 



a.
Type HATCO in all capital letters.



b.
Change the font size to 14 points.



c.
Resize the textbox making it just wide enough to fit the word.



d.
Create a new textbox of similar height but wider. 


e.
Key: Manufacturer of Fine Hats for Men of Distinction 



f.
Make it right aligned and in Arial 11 point blue type. 


.
Align this text box with the HATCO textbox, vertically, and horizontally with the right-end of the line rule below it, as shown below.
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8.
Using the screen shot above, fill in the remaining information.


9.
Create a textbox just below the bottom right-hand border.



a.
Make it right-aligned, Times New Roman, 10-point.


b.
On one line type your name, followed by your computer number, and the assignment number, with one space between each (as shown below).
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10.
Print one copy of the letterhead on the color printer to turn in.


11.
Save and close the document.

Learning Application 2-2

In this Learning Application you will make a matching envelope to go with the letterhead created in 2-1. 

1.
Getting Started:



a.
Load Publisher.



b.
In the New Publication task pane, expand Publications for Print.



c.
Select Envelopes.



d.
From the list of Plain Paper Envelope choices, select the Borders envelope.


2.
Save the document in the HATCO folder with the filename HATCO Envelope. Remember to save frequently as you work.


3.
Set the document for the same Spot Colors as used in Learning Application 2-1. (Refer to Step 4 in Learning Application 2-1 if you need help).


4.
Most likely, the logo is already as it should be—just like the one you made in Learning Application 2-1. If it is not, make it so. (Refer to Step 6 in Learning Application 2-1 to remake it, or simply copy it from your letterhead).

5.
If necessary, click in the Business name holder and change it to HATCO. Make it 14 point.

6.
Use the screen shot below, or copy and paste the required information from your letterhead into the address placeholder to complete the envelope. Note that you do not include phone numbers and email addresses on envelopes!

7.
Copy the textbox you created in Assignment 2-1 in which you placed your name, computer number, and assignment number, and paste it in a similar position just below the bottom right-hand margin guide. It should appear as the one in the screen shot below. Be sure to change the assignment number to 2-2.
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8.
Print one copy of the envelope on the color printer to turn in. You will print on plain paper. However, the printer will assume that you need to insert an envelope and may require some action on your part before it begins to print.


9.
Save and close the document.

Learning Application 2-3
In this Learning Application you will make a matching business card to go with the letterhead and envelope you’ve already created.

1.
Getting Started:



a.
Load Publisher.



b.
In the New Publication task pane, expand Publications for Print.



c.
Select Business Cards.



d.
From the list of Plain Paper Business Card choices, select the Borders Business Card.


2.
Save the document in the HATCO folder with the filename HATCO Business Card. Remember to save frequently as you work.


3.
Set the document for the same Spot Colors as used in Learning Applications 2-1 and 2-2. (Refer to Step 4 in Learning Application 2-1 if you need help).


4.
Most likely, the logo is already as it should be—just like the one you made in Learning Application 2-1. If it is not, make it so. (Refer to Step 6 in Learning Application 2-1 to remake it, or simply copy it from your letterhead).


5.
If necessary, click in the Business name holder and change it to HATCO. Make it 12 point.


6.
Use the screen shot on the following page, or copy and paste the required information from your letterhead into the address placeholder to complete the business card.  NOTE: You may have to adjust the width of the phone number placeholder so that the email address will fit. If you do, be sure to make it have no fill, so that the border will show through. Make sure all text is readable and that there is an appropriate amount of white space between text and border. Also, notice that the owner’s name is in a different place on the business card; be sure to make this adjustment.

7.
Copy the textbox you created in Assignment 2-1 in which you placed your name, computer number, and assignment number, and paste it in a similar position just below the bottom right-hand margin guide. 


a.
Be sure to change the assignment number to 2-3.



b.
Change the font size to 8 point, and the color to white.



c.
Move it up so that it is centered vertically within the bottom black border. It should appear as the one in the screen shot below. 
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8.
Although Publisher is capable of printing up to 10 business cards per page, since this is a proof, you only need for it to print one to turn in. When you open the File Menu and click print, click the Change Copies Per Sheet button. Make sure Print one copy per sheet is selected. Click Ok, to print one copy to turn in.

9.
Save and close the file.

Challenge Application 2-4

In this Learning Application you will make a stationery set (letterhead, envelope, and business card) for Lacy Reed, who is the Owner of Creative Catering Company. You will develop a custom color scheme to use in preparing the stationery set.

1.
Getting Started with the letterhead.


a.
Load Publisher.



b.
In the New Publication task pane, expand Publications for Print.



c.
Select Letterhead.



d.
From the list of Plain Paper Letterhead choices, select the an appropriate letterhead design for a catering business.


2.
Create a folder in your DTP 2 Unit 2—Custom Colors folder and name it Creative Catering Company. You will save your documents in this folder with appropriate filenames.

3.
Set up a custom color scheme:



a.
When the Letterhead Options task pane appears, choose Color Schemes.



b.
At the bottom of the task pane, choose Custom Color Schemes.


c.
Create a color scheme made up of three colors in addition to black. The three colors should either be split-complimentary colors, or analogous colors. Be sure to make a note of which you chose.


4.
Create the letterhead, including the following information:



a.
Create a logo for the company with the name, Creative Catering Company, and a clip art appropriate for a food catering company.


b.
Remember the Lacy Reed is the Owner. 



c.
The address is 1265 Hungry Hiway, Pea Ridge, AR 72751. 



d.
The telephone number is 479-555-8790



e.
The fax number is 479-555-8791



f.
Lacy can be emailed at the following address: lreed@creativecatering.com

5.
Create a matching envelope, and business card.


6.
On each document create a textbox just below the bottom right-hand border.



a.
Make it right-aligned, Times New Roman, 10-point.



b.
On one line type your name, followed by your computer number, and the assignment number (2-4), with one space between each. On the letterhead ONLY, tap enter after the assignment number and type which type of color scheme you chose to make: split-complimentary, or analogous.


7.
Print all three on the color printer and staple together to turn in.


8.
Save and close all documents.

Challenge Application 2-5
In this Learning Application you will create a flyer for the American Diabetes Association’s Race Against Diabetes, using two spot colors.


1.
Get Started



a.
Load Publisher.



b.
Start a Blank Print document.


c.
Make it landscape, and set up 0.75 top, bottom, left, and right margins.



d.
Set up spot colors, replacing black with blue, and adding red ink.

2.
Create the flyer shown below. The graphics can be found in the Files Needed folder located in your DTP 2 Unit 2—Spot Color folder.
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3.
Create a textbox just below the bottom right-hand border.



a.
Make it right-aligned, Times New Roman, 10-point.



b.
On one line type your name, followed by your computer number, and the assignment number, with one space between each (as shown below).
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4.
Print one copy on the color printer to turn in.

5.
Save and close the document.

Challenge Application 2-6
Scrapbooking is all the rage these days, and there are many designer papers out there. These papers are used for more than just scrapbooking. People use them for stationary, wrapping gifts, origami, etc. In this challenge  application, you’ll use tints of a spot color to create your own designer paper. 


1.
Create a new blank publisher print document.


2.
Go ahead and save it in your DTP 2 Unit 2—Custom Colors folder as My Designer Paper. That way you can save frequently as you work.

3.
Set margin guides of 0.5” all the way around. 

4.
Depending on the design you have in mind, you may choose portrait or landscape orientation—whichever will work best for you.


5.
Select one Spot Color (change the black one rather than adding another one), and set it up in your document. 

6.
Using only four of the tints available with your spot color, design your paper. You may use Autoshapes, textboxes, and drawing tools, but NO clip art or WordArt is allowed!

7.
If any of your design flows over the margins, either crop it out, or mask it with a white box. Nothing should print beyond the margins.


8.
When you are satisfied with your design, print one copy on both sides of a sheet of plain paper on the color printer.

Challenge Application 2-7
In this challenge application you will design the Pea Ridge High School letterhead, make an envelope to go with it, and design a matching business card for Mr. Neal.

 Your publications should include all the information shown on the sample letterhead in the screen shot below. I’ve included a number of different hawk graphics in your DTP 2 Unit 2—Custom Colors Files Needed folder, but feel free to find one of your own. Create a folder named PRHS in your DTP 2 Unit 2—Custom Colors folder. Save your work for this assignment in that folder.  Save the files as PRHS Letterhead for the letterhead, PRHS envelope for the envelop and PRHS Business Card for the Business Card. You may add one red spot color or make the whole thing black and white.  Print a copy to turn in of each.  
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Assignment 2-8

Print this page, and complete the crossword puzzle from your vocabulary list for this unit (in your Information Sheet file). (Hint. To print only this page, make sure your cursor is on this page, then in the print dialog box choose current page. 
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Across


2.
a defined set of colors


4. 
Colors locat directly opposite one another on the color wheel


9. 
use of many colors in a publication (most commonly CMYK)


11. 
Four Process Colors

Down


1. 
a printing technique that uses only one color of ink


3. 
a printing technique that uses one premixed color ink for each color used in a publication


5. 
Colors formed by mixing one primary and one secondary color


6. 
Colors formed by mixing the primary colors


7. 
color designed by the user specifically for a document


8. 
The three pigment colors that cannot be mixed or formed by any combination of other colors


10. 
a circle containing a spectrum of color
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