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Entering Text in the Document 

 In PageMaker the text can be typed inside a text block.

 You must use the Text tool to create the text blocks.

 you can type the text directly into the text block. 

 As the characters are typed, the flashing vertical bar called 
the insertion point or I-beam which moves to the 
right. 



Editing Text in the Document 

 Editing means making changes to the text. When you 
edit a document, you revise the text. 

 Editing may be inserting and deleting words and 
phrases, correcting errors, and moving and copying 
text to different places in the document. 



Selecting Text 



Selecting Text 



Deleting A Text



Undo Command 

 Undo command is used to reverse the action of 
the last command. 

 To reverse the last command, click on Edit>Undo in 
the menu bar (or) press Ctrl + Z in the keyboard. 



Copying and Moving Text 

 Copy and Paste commands of PageMaker can be 
used to copy text from one location in a document 
and paste it at another location. 

 Copy command creates a duplicate of the selected 
text, leaving the original text unchanged. 

 Paste command pastes the copied text at the 
position where the insertion point is placed. 



Copying and Moving Text 

 Cut and Paste commands can be used to move text 
from one position in a document to the other. 

 Cut command deletes the selected text from its 
original position. 

 Paste command then places this text at the 
position where the insertion point is placed. 



Cut and Paste Command



Copy and Paste Command
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