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Class learning objectives

By the end of the class, students should be able to perform the following
tasks:

1. Publisher Basics
o Useful Definitions
* Open Publisher

» Create New Publications

N

. Projects:
» Create a Calendar

w

. Save Your Publication

4. Print Your Publication

5. Create Other Publications (if time allows)

» Create a Business Card

» Create a Greeting Card 6. Use Publisher’s Help

7. Further Reading and Learning
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Publisher Basics

Microsoft Publisher 2007 is a desktop publishing program that can be used to create a
variety of publications. Using Publisher, you can easily create business cards, greeting cards,
calendars, newsletters and much, much more.

Unlike the other programs in Microsoft Office 2007, Microsoft Publisher 2007 uses the
Microsoft Office Toolbar and a Menu system in place of the Microsoft Office Ribbon.

Some Useful Definitions:

Frame — Most publications are divided into several different areas called frames.

A frame can contain a variety of objects such as graphics, tables, or text boxes. Frames
can be resized, moved and manipulated to suit your needs.

Handles — When you click on a frame, small circles appear around the edge of the
frame. These are called handles. You can click and drag on the handles to resize

your frame.
a// Picture Frame

Place your
message here.
For maximum

“impact, use <1 Text Frame

Hand|es two or three
\ sentences.
N

Template - A Template is a tool used in Publisher to help you easily create basic
publications. The template has a set of pre-chosen design styles that you can
use as it is or customize as you see fit.

Opening Publisher

To Open Publisher either:
Double click on the Microsoft Publisher Icon on your desktop, OR
-OR

Click on Start in the lower left hand corner of your desktop, move up to
Programs, and then click on Microsoft Publisher
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Creating New Publications with Publisher 2007 design templates.

When you first open Publisher, Publisher offers you a number of different publication types
to start with.

Click on one of the publication types in the main window or in the list on the left side of the
main window to view a list of templates that will walk you through the process of making
basic design choices for your publication. These choices include color schemes, font styles,
and more.

Creating a Calendar

To Create a Calendar:

1. Open Microsoft Publisher by double clicking the icon on the desktop or finding it under
the start menu.

2. Click on Calendars from the main window or the list on the left. A selection of
predesigned templates appears for you to choose from.

3. Click on one of the pre-designed templates that you like. It will appear at the top of the
area on the right side of the page.

4. You can either stick with the default design choices that are part of the template, or you
can customize them by clicking the downward pointing arrow to the right of a design
section and choosing any of the options provided by clicking on it.

5. Click on the Set Calendar Dates button and choose the period of time that you would
like your calendar to cover.

6. Click on Create at the bottom to create your calendar.

Now that you have made your basic calendar selections, it is time to further customize the
publication.

Customizing a Publication

Working with Frames

Each publication is composed of different frames, such as text frames, picture frames,
table frames, and shape/object frames. Click on different areas of the calendar to
identify the different frames. Handles, little circles on the corners and sides of the frame
will appear. The handles help show which frame you have selected. They are also used
in resizing frames.

Moving Frames
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To move a picture frame, To move a text frame,

1. Click on the picture. 1. Click on the text frame.
2. When your cursor
turns into a four

directional arrow,
click and drag the
picture frame to the
desired location.

2. Rest your cursor near the border of
the text frame. When your cursor
turns into a four directional arrow,
click and drag the text frame to the
desired location.

Resizing Frames

To resize a picture frame, To resize a text frame,

1. Click on the picture. 1. Click on the text frame.

2. Rest your cursor on a corner 2. Rest your cursor on one of the
handle. When your cursor turns handles. When your cursor turns
into a diagonal line with arrows on into a line with arrows on the ends,
the ends, click and drag inwards at click and drag inwards or outwards
a diagonal to make it smaller or to resize the text area.

outwards at a diagonal to make it

larger. Using corner handles to /' , I \

resize pictures allows you to keep
the picture’s proportions. Resizing Arrows
Deleting Frames

1 Right click on the frame that you would like to delete.
1. Select Delete Object from the list of choices.
Formatting Text
1. Clickin a text frame.
Begin typing.
Click and drag over the text you typed to select it for formatting changes.
Use the Formatting Toolbar or click on Format £ Font to make changes to the

Bold Italic  Underlined Line Color
: i Publisher Tasks © 44 Normal v‘FrankJin Gothic Medi v‘6.9 ~ B I U |[ES= E%TE I=|iE 2 EE LA 3‘4 v~ ’r; =
/ / Align /

Font Type Font Size Left | Center | Right | Justified Fill Color  Font Color

text’s appearance.
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Undoing Changes

Creating a publication often involves trial and error. Unlike many of Microsoft Office’s
other applications, in Publisher you cannot preview what a change is going to look like until
you apply it.

To undo actions, click on the undo button on the standard toolbar H or click on Undo
in the Edit Menu.

Inserting Additional Text Frames
1. Click on Text box from the Insert Menu
2. Click and drag over an area of the publication.

3. Type the text you want to appear.

Inserting Clip Art
If you want to change the picture in an existing picture frame,
1. Right click on the picture and select Delete Object.
2. Click on Insert & Picture & Clip Art.
3. AClip Art search interface will open in the task pane.
4. Enter a search term and press Go.
5. You can choose to limit the search to a particular collection or a particular media type.
6. Once you discover the desired clip art, click on it to insert it.

Notice that the clip art has a drop down arrow next to it. If you click on the drop
down arrow other options present themselves. You can click on Find Similar Style
for clip art of similar design. You can click on Preview/Properties to view the
original size of the clip art and what keywords were used to classify the picture.
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Saving Your Publication

There are two basic ways to save your publication

Point and click on the save icon on your toolbar, or

-OR
1. Click on the File Menu and Save As.
2. When the Save As Dialogue Box appears Click Browse and find the location on
your computer where you would like the file saved.
3. Type the name of your publication in the File Name field.
4. Click on the Save button
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Printing Your Publication

There are two basic ways to print your publication:

Click on the print icon on your toolbar . This will print one copy of your

publication with the default print options.
-OR
1. Click on the File Menu and click Print.

2. When the print window appears, select the desired number of copies and

choose any other printing options you want.
3. Click OK.

Creating a Business Card

1. Open Microsoft Publisher by double clicking the icon on the desktop or finding it

under the start menu.

2. Click on Publications for Print then Business Cards, and finally Accent Box Business

Card.

3. Inthe personal information form that opens, enter your e m— .

own contact information and click on OK. (If you
accidentally close your personal information and you

want to edit it further, click on the Edit Menu and
Personal Information to retrieve the form.)

4. In the task pane on the left side of the window, you are
given different options you can adjust. As you click on

the different steps at the top of the task pane, the
options change on the lower part of the task pane.

5. Click on Business Card Options.

a. Choose to include a logo.

b. Choose the traditional Landscape

Organization name

orientation
c. Choose to have Multiple copies per
sheet W s
6. Click on Publication Designs. | e

a. Leave the selected Accent Box.

Your Name
Your Tide

Organization

b. Click on Color Schemes and select the desired color scheme.

7. Click on Font Schemes and select the desired font scheme.
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Now that you have completed the Business Card Wizard, you can customize the business
card. Change the format or insert additional clip art, if you wish.

To adjust the logo,

* Click in the text portion and type your organization’s name.

Creating a Personalized Greeting Card

Double click on the picture portion and use the clip art gallery to find a different picture.

1. Open Publisher by double clicking the icon on the desktop or finding it under the start
menu.

2. Click on Publications for Print & Greeting Cards £ Birthday 4 Birthday Card 72

3. Click on Greeting Card Options

a.

Select Greetings Bar.

b. Select Full Verse

C.

Click on Select a suggested verse. A
dialog box will open click on a verse
on the left side and on the right side
it will show you the front message
and the inside message. Select the
verse you would like to use and click
on OK.

4. Click on Page Options

a. Choose the Quarter page side fold

option.

5. Click on Card Gallery

d.

Leave Birthday 72 selected.

6. Click on Color Schemes

a.

Select the desired color scheme.

7. Click on Font Schemes

a.

Select the desired font scheme.

Suggested Yerse 1 x|
Category: Happy Birthday -
Available messages: First message part:
May this birthday... - Ha-Ha-Ha-Happy Birthday.
You deserve the best birth
g; Sple
On your birthday, you migh
Mow that you are six years
All the clowns in Clowntowr Second message part:
Hip, hip, hooray! . = T
Best wishes on your birthd: Hope your day is a million laughs!
It's your birthday!
Happy Birthday from all of
Birthday greetings!
e W |
[ bl atum 1 - Mcrosoll Pudshsher - Prik Pubbcataon 20l

Dh G fe bewt Fgme Dok Tk dowor Wedm b

JSdI) 4270

9. SR .

nas
Arial Bold

A

ooy
Verdana
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Now that you have completed the Greeting Card Wizard, you can customize the greeting
card.

At the bottom of the screen are sheets with numbers on them (1, 2, 3, 4). Clickon 1 to
see the front of the card. Click on 2 or 3 to see the inside of the card. Click on 4 to see the
back of the card.

The Help Menu

Accessing Microsoft Word’s Help Feature

If you have a question about Word that you need answered right away, you might want to
consult Microsoft PowerPoint 2007’s built in help feature. You can access this feature in
PowerPoint by pressing the F1 key on your computer keyboard. From there you can click
on a help topic or search for one using PowerPoint’s help search box located near the top
of the PowerPoint Help window.

) SHBm9-[E])-

Documentd - Microsoft Word

| Home \ Insert Page Layout References Mailin| @) Word Help - B X
T . N o ;
} s by i [A OO0 SAS L ZlBbc aaBbee AAB
= 3 Copy P v P search ~ %
Paste - % ~|[3b7 ~ i i =]
| ™= rormat pomter [B 7 U -abe x, x* Aa~||®? - - dingl  Heading 2 nite |=H
| Clipboard [l Font 1 (| styles
= H e I What's new Activating Word -
. ph < Help
& Sea rc Getting help Creating specific documents TO i cs
BOX Converting documents Viewing and navigating p
: Margins and page setup Headers and footers
z Page numbers Page breaks and section breaks
& Writing Formatting
: Tracking changes and comments Lists |
8 Tables Working with graphics and charts
: Tables of contents and other Mail merge
o references
Saving and printing Collaboration
File management Accessibility

Customizing

Automation and programmability

Security and privacy

Add-ins

All Word |
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For Further Reading and Learning

Now that you have completed Introduction to Microsoft Publisher 2007, the next
recommended class is Intermediate Microsoft Publisher 2007. In Intermediate Microsoft
Publisher, you will learn how to create your own custom animations, and insert tables,
videos, and hyperlinks into your presentations. You may also want to explore the
introductory classes that we offer for Microsoft’s other productivity applications like
Excel and PowerPoint.

To find a book on Microsoft Publisher, search the library’s online catalog using “Microsoft
Publisher” as a subject.

http://www.Ifpl.org/events.htm

Wishing you a happy practical experience
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