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DTP :refers to the use of a personal computer to
create different kinds of publication materials.

A DTP software enables us to combine texts,
images , charts, and other visual elements into a
single document.

These documents can be published in two forms:
electronic and printed.

Examples of electronic publications are e-
newsletters,

Examples of printed publications are hardcopy
of brochures and calendars.



Examples of DTP software available today on market 

(i) Microsoft (MS) Publisher, 

(ii)PageMaker

(iii)Express Publisher

(iv)Ventura Publisher

(v)Adobe Creative Suite

(vi)QuarkXPress. 



(i)A Desktop Publishing Software allows the user to manage visual content

of a publications, including page layout and design.

(ii)DTP creates high quality products, with an appearance that is better than

that produced by word processing software. For example, professionals use

DTP software to create documents such as certificates, brochures, business

cards, web pages, catalogues, annual reports, fliers, letterheads,

newspapers, booklets , logos, posters, and magazines.

(iii)DTP enables creativity in producing high quality materials by allowing

the designer to easily try out various styles.

Purpose of Desktop Publishing Software



OTHER PURPOSE OF DTP SOFTWARE





DTP-Terminologies

(i)Publication: General publication , refers to an act of making

the content of some material available to the public.

In this chapter: Publication: refers to the process of making a

document more attractive using a DTP software.

(ii)Printing: The act of producing a hard copy of a publication

such as a letter, a book, a newspaper or other

material using a printing machine (printer, plotter).



(iii)Sharing: sharing refers to a process of making a designed publication

material available for others to access.

Sharing can be done via online platforms such as websites

and social media.

(iv)Graphics Design: This refers to an act of combining ideas into a visual

representation that can deliver a specific message.

It involves designing objects , images, and pictures in

different shapes and colours to suit the needs of

users.



Types of DTP publication



The following are common types of Layout based 

publication.

(a)Newsletter

A newsletter: is a publication that is shared periodically, 

focusing on one main topic of interest to its subscribers 

that can be institutions, business firms, and government 

agencies. 

(b) Brochure

A brochure: is a type of leaflet with brief information 

about an organization, a product, or a service. 



(c)Flyer 
A flyer (also called a circular, handbill, or leaflet): is a short publication
with information for advertising an organization, an event, a service, or
other aspects.

Flyers can be used by institutions, individuals, or businesses to promote
their products and services. They are a form of mass marketing or small-
scale community communication.

(d)Business card

A business card: is a card that shows business information about
a company or an individual.

A business card typically includes the bearer’s name, company or
institution (usually with a logo), qualifications, and contact
information such as street addresses, telephone numbers, fax
numbers, email addresses, and website links.



(e)Postcard

A postcard: is a rectangular piece of thick paper or thin cardboard

that is used to carry a specific message. It is usually used without

an envelope.

(f)Book

A book :is an extensive publications often with many pages that are bound

together. It consists of detailed information about a particular subject

matter, for example the Information and Computer Studies (ICS) book.

(g)Calendar

A calendar: is a system of organising days and specifying different

events. Calendars can be used to organise events for work, social, religious,

commercial, or administrative purposes.



(h)Label

A label: is a piece of paper, polymer, cloth, metal, or other

material affixed to a container or an article, on which specific

information is printed. Information on a label could be about a

brand name, product ingredients, contacts.

(i)Banner

A banner: is a form of advertisement that contains a symbol, logo,

slogan, or other messages to be displayed to a specific audience or

public.



(j)Advertisement
An advertisement: is a form of communication used to

persuade an audience (viewers, readers, or listeners) to buy a

certain product or service.

Advertisements relate consumer behaviour with commercial

offerings, although political and ideological advertisements are

also common.



(k)Greeting card

A greeting card: is a publication that contains illustration,

featuring

an expression of friendship or other social relationship.

Usually, a greeting card can be folded and enclosed in an

envelope. Although greeting cards are usually given on special

occasions such as birthdays and holidays, they can also be sent

to express gratitude or other feelings.



(l)Invitation card 

An invitation card: is a publication that is used to express an

invitation to a special event such as a wedding, cocktail, or

graduation ceremony



Common features of DTP Software

DTP software contain a variety of features which allow

publications to appear in different styles and colours . A good

DTP software also contains ClipArt for designing artworks.



Why DTP Software is important ?

(i)DTP software make publications look good.

(ii)Enhance visual communication, and streamline

dissemination of information of all kinds.

(iii)DTP make it possible to quickly and efficiently

produce printed and electronic documents.



The following are some of the advantages of DTP 

software.

(i) They are useful for preparing various kinds of publication.

(ii) They are good at preparing attractive materials (teaching/learning,

advertisements, and invitations) that contain graphical features

such as pictures, colours, and layouts.

(iii) They facilitate sharing of publication materials via physical and

electronic channels.

(iv) When used for commercial purposes, they are a source of income

for small, medium, and large entrepreneurs.



EXERCISE-1



EXERCISE -2
Question 









Launching MS publisher

Depending on the operating system and how the

computer is configured.

A commonly used way to start MS Publisher

2007,2010,2016,2021 is by clicking on the MS

Publisher,2007,2010 2016,2021 icon on the

shortcut found on the taskbar or on the desktop.

Alternatively, you can use the start button to open

MS Publisher.



.







PARTS OF MS-PUBLISHER 2016







Items found on different tabs, areas, and bars in MS Publisher  



Some of elements used to develop different publication in Ms-
Publishers

(a)File name: Displays the document’s name.

(b)Quick Access toolbar: It is located at the top left corner of
the window. By default, it contains icons for New, Save, Undo,
and Redo commands.

(c)File menu: Displays the backstage view that contains
commands to create, open, save, print, and share publications.

(d)Navigation pane: It allows you to move between different
parts of your publication, and enables you to add and delete
pages.

(e)Publication area: It is an area used for designing
publications or workspace area.



Groups and commands found on different tabs on a menu 

bar



Tool bars used to create publication





Creating a publication

Creating a publication from scratch (Blank page) 

Creating a publication from scratch does not involve 

reuse of existing templates

Layout organizing tools 

There are several tools for organising layout 

The basic ones are baselines, boundaries, rulers, guides,

page navigation and scratch area.







(a) Baselines: These are evenly spaced horizontal lines that can be

used to order a text

(b)Boundaries: A Boundary is a dark blue dashed border that

appears around objects. Boundaries help in aligning objects and

text.

(c)Ruler: A tool that helps in lining up texts, images, and other

objects. After selecting an object, a blank area will appear on the

ruler to indicate the position of an object

(d) Customisable Guide: These are guides used to align objects.

There are vertical and horizontal customisable guides, both of

which are green in colour

Descriptions



(e)Margin Guide: Margin guides mark the edges of the printable

area, horizontally and vertically. A margin is blue in colour and is

automatically shown when you start the program.

(f)Page Navigation: This is a pane located on the left of the working

area.

(g)Scratch Area: This is the space outside the page boundary.

Anything in the scratch area will not be printed when you print the

page.

Sometimes, a scratch area can be used to plan your content before

implementing it in the working area



PRACTICALS ACTIVITIES



1.Adding text to a publication

ACTIVITY 1





ACTIVITY 2
(a)Repeat the same procedures from “Activity 1” do the following Activity.

(2) Adding objects to a publication
Procedures/Steps

(a)Click where you want to insert an image , for this case, place your cursor after 
the text 

you have typed in activity 1. 

(b)Click the Insert tab, On the Illustrations group of the Insert 

choose Picture

(c) Select file, 

(d) Browse to find the file that contains your image, 

(e) Select the image or picture,

(f) Click Insert, 

(g) Drag the placeholder to the desired position on a publication

(h) Make necessary adjustments, for example, resizing. 



Perform the following activities

(3) Formatting text and other objects (Activity 3)

(4) Formatting a text into two columns  (Activity4) 



(5).Changing the style of a picture (Activity5)



PRACTICALS

(EXERCISES)

AND

NECTA REVION

QUESTIONS































EXERCISE-6

Question

Suppose your are IT Expert at BMK USED

CARS AND TRUCKS SALES company, you

are required to use Microsoft publisher to

design a form that will be filled by

customers for cars and trucks purchasing .





Form descriptions

(a) The font type and size of the heading “BMK USED CARS AND

TRUCKS SALES ” should be Arial and 28 font size respectively.

(b)The font type and size of text “APPLICATION FORM” should be

Times New Roman and 24 size respectively.

(c)The font type and size of the text “MALE /FEMALE” should be

freestyle scripts and 16 respectively.

(d)The font type and size of other text should be Arial and 16 respectively

(e)You can use any picture and border available in your computer

(f)After finishing creating your form save as in “JPEG or PNG” picture

format.


