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Cropping is a tool which 
allows you to delete 
unwanted parts of an 
image. You can crop an 
image by pulling in the 
sides or by cropping 
around the outline of 
the shape as shown in 
the second cropped 
image 

Cropping 

Original image 
Cropped Image Cropped Image 

Transparency 

When you make an image/
text/block of colour etc. 
'see-through' so that you 
can see anything posi-
tioned behind 

Drop Shadow 

When you make an im-
age/text/block of colour 
etc. 'see-through' so that 
you can see anything po-
sitioned behind 

When you alter text 
to wrap  
around an image  or 
shape 

Text Wrap 

Flow Text Along a path 

This is when a line or shape is drawn and 
used as a path for text. You can create 
any shape and this can make for a more 
interesting design, drawing the reader in. 
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A column is a structured 
block of text which has 
been divided into 
sections, as shown to 
give structure and make 
the text easier to read. If 
you can imagine this text 
was not broken down into 
columns then it would 
seem more daunting for 

Gutters 

The footer is text at the 
bottom of the page, 
separate to the main boy 
text which often is 
repeated throughout the 
whole document. This can 
include for example; page 
numbers, name of the 
publication (eg.magazine, 
newspaper) and the date 
among others. The 
header is the same aside 
from the fact it  is 
positioned at the top of 
the page 

Footer/Header 

The space between 
columns of text 

Title 

The blank space be-
tween the edge of the 
paper and where the 
publication starts.  

Columns 

Margin 

Caption 
Explanatory note related 
to something else in the 

document, eg. an image 

or diagram 

A text box is what you would insert into a 
page in order to in out text into your docu-
ment. It should look something like the im-
age shown 

Text 
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Copy/cut/paste 
When you take an image/piece of text etc. and copy it from one place to anoth-
er. Cut is when you delete something from its original location and paste it 
somewhere else. 
Shortcuts: Ctrl C / Ctrl X / Ctrl C 

 

 
 
Handles 

Handles are the parts which appear 
when you select an image. By moving 
these you can manipulate the image in 
many ways i.e. changing the size or 
rotating an image. 

Colour Fill 
This is when you take a shape with an outline and fill it in with a colour this is 
shown in the images below. 

After colour fill—
plain/ solid 

Before colour fill 

Guidelines 
Guidelines are guides which you 
access via your rulers on you 
page. They act as a guideline for 
aligning images/text etc.  
You can select Snap to 
Guidelines which will allow your 
image to automatically jump to 
meet with guidelines you have 
positioned on the page 

 

After colour fill—
gradient 
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Allow some 

workforce to 

work from home 

Impact of using DTP 
 
Advantages: 

Documents can be produced more quickly and accurately 
Images and documents can be easily edited 
Layouts, files and documents can be sent quickly over long distances via the 
internet 
The user can work from home 
It is easy and efficient to communicate with the client 

 

Disadvantages: 
Computer files can be easily lost or stolen 
Computers can fall victim to viruses, malfunction or power failure 
It is initially time consuming and expensive to train staff to use new software 

 
 

Environmental impact: 
All industry has an impact on the environment, including printing and publishing. 
These are some steps companies can take to minimise their effect on the environ-
ment: 
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Use 

recycled 

paper 

Publish online 

Use 

environmentally 

friendly inks 

Print in regional offices 

to minimise carbon foot-

print of transportation Switch off 

computers 


