Welcome to Teach Yourself: Introduction to Microsoft Publisher

This Teach Yourself tutorial explains the basic features of Microsoft Publisher 2003, a
program for designing publications, such as calendars, business cards, menus and more.
This is the same tutorial we use in our Introduction to Microsoft Publisher class, but it
has been adjusted so you can take the course on your own. If you would like to attend
Introduction to Microsoft Publisher or any other class offered by LFPL, just go to the

LFPL website www.Ifp.org and click on ‘Events’ on the left side of the screen to find
when and where the next class meets.

Introduction to
Microsoft
Publisher

Class learning objectives

1. Publisher Basics
e Useful Definitions
e Opening Publisher
e Creating New Publications
2. Projects:
e Creating a Calendar
e Creating a Business Card (if time allows)
e Creating a Greeting Card (if time allows)
e Customizing a Publication
3. Saving Your Publication
4. Printing Your Publication
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Publisher Basics

Microsoft Publisher 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.

Useful Definitions:
Publication — Any file you create using Microsoft Publisher is called a
Publication.

Frame — Most publications are divided into several different areas called frames.
A frame usually contains various objects such as graphics 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.
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\ sentences.
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Wizard - A wizard is a tool used in Publisher to help you easily create your
publications. The wizard will ask you a series of questions and then use your
answer to create your publication.

Opening Publisher

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

When you first open Publisher, Publisher offers you four different ways to get started.
Publications for Print

Web Sites and E-mail

Design Sets

Blank Publications

Click on Publications for Print to view a list of wizards that will walk you through the
process of creating different kinds of publications like business cards and greeting cards.
There are categories and sometimes subcategories of these wizards. Click on a desired
category and previews of the wizards available will be shown on the right side of the
window. Click on the desired wizard to begin the wizard.

Click on Web Sites and E-mail to view a list of wizards that will walk you through the
process of creating different kinds of websites and e-mail publications.

Click on Design Sets to view a list of wizards for various publications with a common
design theme. Design Sets would be used if you want a consistent look across multiple
types of publications.

Click on Blank Publications to view a list of blank publications with different
dimensions and folds.

Creating a Calendar

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

under the start menu.

Click on Publications for Print  Calendars  Art Left Calendar.

Close the Personal Information form that appears.

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 Calendar Options.

a. Select Landscape Orientation.

b. Select Monthly as the type of calendar.

c. Click on Change date range and enter next month as the start and end
dates.

6. Click on Publication Designs.

a. Leave Art Left selected.

7. Click on Color Schemes.

a. Select the desired color scheme.

8. Click on Font Schemes.

a. Select the desired font scheme.

wmn

Now that you have made your basic calendar selections with the wizard, it is time to
further customize the publication.
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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
To move a picture frame,
1. Click on the picture.
2. When your cursor turns into a four
directional arrow,
click and drag the
picture frame to the

desired location.

Resizing Frames
To resize a picture frame,
1. Click on the picture.

2. Rest your cursor on a corner handle.

When your cursor turns into a
diagonal line with arrows on the
ends, click and drag inwards at a
diagonal to make it smaller or
outwards at a diagonal to make it
larger. Using corner handles to
resize pictures allows you to keep
the picture’s proportions.

Deleting Frames
1. Right click on a frame.
2. Select Delete Object.

To move a text frame,
1. Click on the text frame.
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.

To resize a text frame,
1. Click on the text frame.
2. Rest your cursor on one of the

handles. When your cursor turns
into a line with arrows on the ends,
click and drag inwards or outwards
to resize the text area.

/N
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Formatting Text
1. Click in a text frame.
2. Begin typing.
3. Click and drag over the text you typed to select it for formatting changes.
4. Use the Formatting Toolbar or click on Format  Font to make changes to the
text’s appearance.
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Undoing Changes
Creating a publication often involves trial and error. You often cannot tell what a change
is going to look like until you do it. To undo actions, click on the undo button on the

standard toolbar FFI or click on Edit Undo.

Inserting Additional Text Frames
1. Clickon Insert  Text box
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. ClickonInsert 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

e Point and click on the save icon (@) on your toolbar, or
e ClickonFile Save As.
0 When the save as window appears select 3 %2 Floppy (A): from the save in
drop down menu.
o0 Type the name of your publication in the File Name field.
o0 Click on the Save button

The Help Menu

If you have a question about Excel that you need answered right away, you might want to
consult the Help menu. The help menu has two interfaces: the Office Assistant and the
standard Help menu. Let’s examine the Office Assistant first. You’ve probably seen it
before—it’s a little dog, cat, paperclip, etc that you can click on to get help. If you don’t
see it, click Help on the main menu bar. Then click Show the Office Assistant, and the
Office Assistant will appear. Once it appears, or if it was already visible, click on it to
begin interacting with it.
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Clicking on the Office Assistant opens up a search bar into which you can type your help
topic. Type “create a chart” (without the quotes) into the search bar, and click Search.
You will see a task pane appear on the right side of the screen listing (usually) 30 results.
You should see your help topic at or near the top of the list. Click on it to open another
task pane with the solution to your problem. Close the two task panes when done.

Customizing the Office Assistant

Click on the Office Assistant again and click Options. Here you can change the look and
behavior of the Office Assistant. You will see two tabs: Gallery and Options. Click on
the Gallery tab. Here you can change the look of the Assistant. Click the Back and
Next buttons to move back and forth between the selections. If one of these two buttons
becomes grayed out, you must go in the opposite direction by pressing the other button.

Click Gallery to choose another characféF—=z—

‘ou can scroll through the different assistants by using the <Back and Mext > buttons,
When you are finished selecting your assistant, click the Ok button,
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Once you’ve examined the different characters, click the Options tab. Options presents
several checkboxes with which you can customize the Assistant. Scan these over, and
then uncheck the one at the top left that says Use the Office Assistant, and then click
OK. The Office Assistant will disappear.

T
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[ keyboard shortcuts Reset my tps

© 2009 Louisville Free Public Library, 301 York Street, Louisville, KY 40203 (502) 574-1611 8



Now let’s take a look at the standard Help menu. Click Help on the Main Menu Bar.
Next, click Microsoft Office Excel Help. This will open a task pane on the right side of
the screen. Type “create a chart” into the search bar provided, and then click the white
arrow. You will see another task pane with the same 30 results you saw earlier. In other
words, you get the same level of help whether or not you use the Office Assistant.
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Printing Your Publication

There are two basic ways to print your publication

e Click on the print icon on your toolbar . This will print one copy of your
publication, or
e ClickonFile Print.
0 When the print window appears, select the desired number of copies.
o Click OK.
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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  Business Cards  Accent Box Business
Card.

3. Inthe personal information form that opens, enter your own contact information
and click on OK. (If you accidentally close your personal information and you
want to edit it further, click on Edit  Personal Information to retrieve the
form.)
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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 orientation
c. Choose to have Multiple copies per sheet
6. Click on Publication Designs.
a. Leave the selected Accent Box.
7. Click on Color Schemes.
a. Select the desired color scheme.
8. Click on Font Schemes.
a. Select the desired font scheme.

Now that you have completed the Business Card
Wizard, you can customize the business card.
Change the format, if desired. Insert additional
clip art, if desired.

EaoweE o
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To adjust the logo, | e
¢ Double click on the picture portion and use T 4
the clip art gallery to find a different picture.

e Click in the text portion and type your
organization’s name.
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Creating a Greeting Card

e Open Publisher by double clicking the icon on the desktop or finding it under the
start menu.
e Click on Publications for Print  Greeting Cards  Birthday Birthday
Card 72
e Click on Greeting Card Options
0 Select Greetings Bar.
0 Select Full Verse
o 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.
i

Cabegory: Happy Birthday -

Available messages: First message part:
May this birthday. .. - Ha-Ha-Ha-Happy Birthday.
& birth

You deserve the bes!
Sensational; Stunning; Spl

On your birthda
Mave that wou are six years
Al the clowns in Clownbowr Second message part:

Hip, hip, hooray!
Biest wishes on your birthd,
It's your birthday!

Happy Birthday from all of
Birthday greetings! =l

ﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁ

Hope your day is a millon laughs!

e Click on Page Options
0 Choose the Quarter page side fold option.
e Click on Card Gallery
0 Leave Birthday 72 selected.
e Click on Color Schemes
0 Select the desired color scheme.
e Click on Font Schemes
o0 Select the desired font scheme.

[ pubiication1 - Microsoft Publisher - Print Publication =10l
Now that you have completed the Greeting Card A R S iasaa Al s st ima AR
Wizard, you can customize the greeting card. @“‘h,“f, ;

At the bottom of the screen are sheets with a fm;

numbers on them (1, 2, 3, 4). Click on 1 to see e

the front of the card. Click on 2 or 3 to see the S =

inside of the card. Click on 4 to see the back of £ .=

the card. -
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For Further Reading and Learning
Thank you for attending Introduction to Microsoft Publisher. For further reading, search
the library catalog for the subject “Microsoft Publisher.”

Please consider building your research and/or technological skill sets by taking another
class with us. Learn more about upcoming classes on the library's website, www.Ifpl.org,
or in the Computer Learning Center brochure.
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