Microsoft Publisher
Desktop Publishing

Click on various options:

- Publications by Wizard
- Publications by Design
- Blank Publication

Select the Blank Publications Tab:
- Choose a blank full page
- Click on Create

i Catalog

Microsoft Publisher Catalog

Web Sites 2
Brochures £ “’ 3
Catalogs "
Flyers 3

o Heading

Postcards
Invitation Cards

Greeting Cards

Business Cards Accent Box Quick Publication Accessory Bar Quick

Letterheads Publication

Envelopes

Business Forms

Banners _—

Calendars

e = L | - =
Existing Files... Templates. .. | Srart Wizard | Exit Catalog

New Page

- Insert —> Page

+ Select the number of pages

- Select from the different options
* Insert blank pages
* Insert a text box on each page
* Duplicate all the options on page
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Microsoft Publisher
Desktop Publishing

Toolbars

Standard Toolbar Custom
Rotate

iz BDP.pub - Microsoft Publisher

JEiIe Edit “iew Insert Format Tools Table Arrange Malerge Help

JD@E|§|%Ev@|nn|ﬁ!}|@;|ﬂ|sn% ol +|E_||

Bring to Zoom in/out

Front/Back

Object Toolbar

Wrap Text : ] I I_ I | Rotate left or
around >J L H | & i — | | ‘[:'_ EEK::: right
object

Formm“rmg Toolbar Increase/Decrease
Text
. . . : %, - = ,
|N|:|rma| ~ | Times Mew Roman = 16 v|B I u ”EEEEE i= i= = £E| ATK|&££E|
Publisher works like a blank o
canvas. 0!
You need to choose what object A || Text frame tool
that you want to place on the Table frame tool |/
canvas A ] word Art tool
- Text IPicture frame I
. PiCTUf‘ZS Clip Art frame tool
- Clip art ;
. or r W s
Custom Shapes
. Shapes I,
°l Agcson
Click on any of the icons and then B CUNE GG
‘ s and 1 5| COF@®S
raw a space on your canvas = O G |l [ 2 @
paper to show where you want the O E@ 0 =
object.
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Microsoft Publisher
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Your blank sheet will give you some
guidelines - they will not print.

I (Unsaved Publication) - Miciosoft Publisher

| Ble Edt Wew Insert Format Tooks Table Agange MalMerge Help

- [

EEE R A L e

Quick Publication Wizard

Ruaows Bt Lo Byt Bt Bt R Lo B b R B o Bt B L [ 1R 1

Intraduction

Design

Color Scheme
Layaut

Personal Information

Use the options sbove o change your
answers ta the wizard's layout questions,

Az wou edit your publication, you'll want to

Hstart||| FNov.. | BREG. | EiHom. | aMyD.| Train.| yPubi. | [E]80P..| @bos.. |[Elwn.. |[24 @3 nm

Boo /|Ek€ 3= =]

axplare Publisher’s menus and commands t
see what additional formatiing options are
available to you.

Y PRPENY= RN TR P PR ARkl Y AR Y e AT i

e

]

W Hide iizard

B

i

The wizard will appear to the left. The
Wizard will help you select certain
options

- Design

- Color Scheme

- Layout

- Personal Information

At the bottom of the wizard you can
hide/show it.

= [Unzaved Publication] - Microsoft Publisher

File Edit Wiew Insert Format Tools Table Arre

O

FH(@ B oot

|| =]

@O0 /= E

|
Quick Publication Wizard

Introduction 7=
Dresign =
Color Scheme =
Layout 1_5
Perzonal Information _f

23

e

Introduction

I

Use the options abowve ko change your
answers to the wizard's layout questions,

111

EX

As you edit your publication, you'll want ta || _3
xplore Publisher's menus and commands to =
see what additional Farmatting options are =
available to you, 7
535

EE

I

It

-
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Enter Text . ] .
- Click on the Text icon ~g 5 '
- Draw your text box 0
i . -
Note: If text is too small, click F9 on 57
the keyboard to zoom in on text.
Click F9 again to zoom out. F9 is ] n n
a toggle button.
Enter Word Art
‘ Click on Wo r‘d Ar‘T icon h ////////////////////////////////////////////////////////////
+ Click and drag mouse A /Y Text H
to draw a text box = your 1ex ereg
+ Enter your text /
+ Click Update Display, . Your Text Here
+ Click X to close )

Change the way your text looks using the Word Art toolbar.

[ toolbars._pub - Microsoft Publisher
File Edit Fomat Help

[— Plain Text =] [adial 7] [estrit -] [BlZJeel<tfa] [ (&[] [2]a]=]
When you are done designing
your Word Art, click outside

of the art and it will take you
back to your publisher
document.

Edit your Word Art

- Double click inside the
Word Art area

- It will fake you back to the
Word Art environment
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Enter pictures from file

- Click on Picture icon.

- Draw a box where you want
the picture.

- Double click inside the area

to take you to your files.
- Select the picture file and then
click on Insert.

Insert Picture

Look in:

ID pictures

[Z] backarounds
] cartoons
2] Clip Art

] Computers
C] new

[ rhs pics

0] WEBGRAPHICS
@ Sofus.jpg

#] floppy drive.jpg
@ Flowers. kf

[#] arouptractor.tf LI

File name: I vI

Files of kype: IF\II Picture Formats (”‘.gif,'*‘gfa,'*‘ipg;*.jpe;*.jpeg;*.jfif;*ﬂ

Insert 'I
Cancel |

Enter pictures from Clip Art

- Click on Clip Art icon.

- Draw a box where you want
the picture.

- Type in a search word and
hit enter or select a picture
from a category.

- Select picture that you
want.

- Click on the insert button
on the menu

- Close the Clip Art Gallery when
you are done.

H 31 Insert Clip Art

éJ |8 J lmpnrt Clips @Qli
1
[ JSearch for clips: |apple Sear‘ch
Fl

Pictures Qﬁ Sounds |‘m tattan Clips |

Clipz 1 - B0 matching apple

e Rl

AN

s
I _ _iLk\
€T g
| |- T
: m [ @
r

Other Shapes
- Click on a shape ico

- Click and drag mouse
to draw shape
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Add an Design Object g‘
- Click on the icon.
- Choose a design.

- Click on Insert Object.

- Edit the text in your object.

Examples

- Table of Context
- Advertisements

- Calendars

- Coupons

- Photo Captions

i Design Gallery

Atterkion Gethers
Barbells

Boxes
Checkethoards

Microsoft Publisher Design Gallery

At Rrives Masthaar

Rars Masthaar

Rlenids Mastheard 17
Insert Object Close

Formatting Objects

You can add a border or fill to
any object (Word Art, Text
Box, Clip Art, Etc.)

- Click on the object to
highlight it.
- Look for these icons
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Fill color

- Click Fill icon or Format/ Fill color
- color scheme

- more colors

- fill effects

DLAS E s

i || Mo Fil |

Scheme colors

) Y EpE

More Color Schermes...

More Colars...
Fill Effects...

Select a border

- Click on Line icon to select
border

Hairline
- Click Format / Line/Border Style /
More Styles for more options
Mare Styles...
Line Bor'def' Tab Border Style EE3
- Choose a thickness Lre B | | _
. —Choose a thickness ———————— —Select a side
- Choose a line color we  [JEEER
. Click on OK = :
2pt —
4 pt —
gpt - . f
10t ]
—Colar Preset
Cor [ 2] [ ] O
Mong: Box
I™ | ark colars Ehat vl not print welllon my printer
QK I Cancel Apply
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Border Art Tab

- Choose an available Border
- Change the border size

- Change the color
- Click on OK

Custom Border

- Click on Create Custom=
- Click on Choose Picture
- This will take you to the

Clip Gallery
- Choose a picture
- Insert

Border Style

Line Border  Borderdrt |

3|

— Available Borders

Preview

Arched Scallops
EBaby Pacifier
Eiaby Rattle

Ealloons, .3 Colors

Balloons, . Hok Air

Delet!

|| |Bpples
‘None ........ :I

Create Custom

DAL
YY:

¢
LR
PP

Rename |

-

Border size:

¥ Use Defaulk Size

o

Colar: T

¥ Restore original calar

© Don't streteh pictures
& Skrekch pictures to fib

I | I¥latk colirs: bt villl et print

el Er s printer

o]

Cancel | Apply

Cancel |

Create Custom Border |

Choose a picture and Publisher will make the custom
order For wou,

[+ Use Clip Gallery to choose the picture

Type in a new name for your

border

Mame Custom Border E |

Type a name For wour custom border;

o]

Cancel
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- Your new border will
appear.

- Make changes if you need
to size and color

- Click on OK

Border Style

Line Border  Borderft |

K E:

— Available Borders ~ Presicm

bugs
Basic...Wide Inline

Basic...\Wide Midline

Basic.. \Wide Outline

Bats

Birds

Birds in Flight:

] T

Delete | Creabe Custom | Rename |

QGRS
& &

o (& &
SIlE X3 % S

Border size: Calor:

e e

|33 pt E

¥ Use Default Size

v Reskore original color

" Don't skretch pictures
¥ Stretch pickures ko Fit

[ Mark colors that will not prink

well on me prinker

o ]

Cancel Apply

Delete Objects

- Select the object and push
the delete key on the
keyboard

Drop Caps

- Highlight the text where
you want to add a
Dropped Capital Leﬂer

- Format —> Drop Caps

. Selecf a different style of
Drop Caps

ello
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Text Frames
- Create two text boxes
- Highlight the first text box

Click on the “"Connect Text Frames”
icon on the toolbar

* Your cursor will change to a pitcher.

Click on the second text box
(the one you want to connect to)

* Put your cursor in the 1st text box
+ Choose Format —> Text Frame Properties
Click on “"Include Continue on Page”
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