Wsi ng t he Adobe PageMaker 6.5
Library Pal ette

The Library palette is a great tool to effi-
ciently organize frequently used headlines, fo-
Lio artwork, graphics, photo credits, entire lay-
outs, logos, caption and body copy treatments,
and more. The Library palette allows you to
view, store, search for, retrieve, and most im-
portantly, manage your items from a floating

palette.

.Creating a new library: By creatinganew
library, you can insert items that are specific to your

needs.

a. Open a PageMaster layout.

b. Under the Window menu, choose Plug-in Pal-
ettes>Show Library.

C. Clickon &

theblack ar-
row 1n the
upper right
cornerofthe
Library Pal-
ette, and
choose New
Library
from the

pull-down |

New library...

Open library...
Close library

Search library...
Remove Item...

Show all items
Import Fetch Items
= ces...
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menu. The “Create New Library” dialog box will
appear in which you should enter the new library
name and assign a location for storing it.

d. Click OK. The new library appears F===%=
with the name you just gaveit, and it is

ready for you to begin adding items.

.Adding items to the Library palette: You

THAE
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b. When the “Library Pref-
erences” dialogbox appears, |

click to check the
box for Edit Items
after adding. This
allows you to enter the title for the item you are
adding, the name of the person who added the item
(the author), the date the item was added, as well
as some key words to describe the item. This in-
formation will help you manage the items in the
library asit grows.

C.Toadd anitem to the Library palette, the item
must first be present in the open publication. Ifthe
1tem to be added is a graphic not yet imported to
the PageMaster layout, use the Place option under
the File menu to insert it into the document. Then
select the item with the | o —
pointer tool and click the @ ol e
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Library preferences -
[ Make coler thumbnils

[ Edit items after adding

Shy | items
Import Fetch Items

Display images
Display names.
Display both

Add button (the + sign)
located in the lowerright | /& LT
corner of the Library pal- '
ette. The Item informa-

tion dialog box appears
automatically as each item is added.

d. Click OK. The item appears in the library.

.Opening an existing library: Toopen an

existing library, it s important to remember where

the library has been stored, and what it has been named.
a.Open a PageMaster layout.

b. Choose Library [ s ]
from the Window | g—c—" - ==_5
menu. If you created S =T
alibrary earlier, the Floee -
palette opens to the Cloe bray

can easily add items to the Library palette from your most recently used li- —
publication widow. brary. imhp'.!.hum
a. Select Preferences... from the Library pull-down c.If thisis not the library you want to |oeerinee
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For questions about the Library palette or any other technical questions with your yearbook, contact
Melinda Brasher, Herff Jones sales representative, at 512-633-6894 or e-mail to brashers@mindspring.com



open, choose Open Library from the Library pal-
ette pull-down menu.

d. When the “Open library” dialog box appears,
select the library you want to open in the scroll
box and click Open. The library you selected re-
places the library that was just open. Only one
library can be open at a time.

.Searching for items in alibrary: Usethe
Library palette’s search features to find specific
items based on the items’ title, author, date, or keywords.
a. Open PageMaker and the Library palette you

want to search. ==

b. Choose/| swmwsy

Search Library “

from the Library

palette pull- | smee D e
down_ mentL. Searchby Name: Display both

National Honor Society shield

c. Enter the appropriate information in the fields
provided to find a specific item. In the pull-down
menu under “Search by keyword:” are listed dif-
ferent options to define the search. By using the
And, Or, or But not options (rather than One key-
word only; as shown), a second text box will ap-
pear for you to enter in the second keyword.

. Placing items from the library: The
procedure for using items from the library palette

1s simple and efficient.

a. Open the library that contains the item(s) you
want to place.

b. Open the PageMaster publication page you want
to place the item(s) to.

C. Select the item in the Library palette and dragit
onto the page and release. The graphic pops into
place.

You can find moreinformation about library pal ettesand other desktop tipsand
trickson my website at www.geocities.com/melindad217/heartofyearbooks.

Thissiteisprovided asaserviceto all yearbook advisers.

For additiona information, feel freeto contact meany time:

MedindaBrasher
331 Brent Blvd.
Kyle, Texas 78640

512-633-6894
brashers@mindspring.com
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