TE Introduction to Publisher 2007

Getting Started When You Leave

Welcome! The goal of this workshop is to introduce
you to the basic features dlicrosoft Publisher 2007.
This will help you create exciting publications, such &b e purpose of this workshop is to introduce you to
newsletters, flyers, brochures, and even catalogs. some of the many featureshdfcrosoft Publisher

2007, not to make you an desktop publishing expert.

...you may feel overwhelmédp | ease donét!

Agendaf or t odaydés wor ks hop|

This handout is a set of stby-step instructions for the
features we will cover. It will help you remember how
to get started on your publications as you move forward

Brief Introduction
Overview of Publications

Handson Exploration of Features with your work inMicrosoft Publisher 2007
Publisher Practice Exercises -
Review of Newsletters Today we will discuss:
Q&A
A Working with Publications from a Template
Although the workshop is meant to be hands feel A Creating_ Text Boxes
free to just sit back and watch if you like. This sessiop A Connecting Text Boxes
is scheduled for approxi|nmatimportipgfex¥o hours, so wedl |l
have plenty of time for individual questions. A Auto-Flowing Text
A Columns and Tables
A Working with Pictures
Reid Kimball A Moving and Resizing
Faculty S it Specialist A AutoShapes
acuity support Specialis A Color and Font Schemes
Teaching & Technology Center (TTC) i
A Headers and Footers
508.531.2486 f ;
el @hTe d A Inserting Pages
rkimba ridgew.edu A Saving as PDF

Microsoft Publisher 2007 Online Resources

ElementK ( You have an account aihcredeatély), it oés your Bf}
https://www.bridgew.edu/elementk/
Microsoft Office Publisher 2007: Sedaiced course

Microsoft Office Online
http://office.microsoft.com/enis/publisher
Help and HowTo, Training and Templates

Desktop Publishing Basics
http://desktoppub.about.com/od/publisher/Microsoft_Publisher_Tutorials.htm
Choose and Use Desktop Publishing Software and Kickstarting Your Creativity
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TE Introduction to Publisher 2007

Getting Started

& Microsoft Publisher
! Fle Edit View Insert Format Tools Table Arrange  Window  Help Type a ques ep |«
@ Search for templates: | ||AII templates v | 5] x
Microsoft Publisher
Getting Started Blank Page Sizes

My Termplates
Standard « Advertisernents s Binder Divider Tab « Booklets « Business Cards « Designed Paper
Publication Types E-mnail « Envelopes « Greeting Cards » Maling Labels « Media Labels « Mame Tags « Other Labels «
f - ) Photo Paper « Postcards « Posters » Small Publications « 'Web Sites
Blark Page Sizes |
Advertisements Standard -
Award Certificates
Bariners
Brochures
Business Cards
Business Forms

Calendars A3 Landscape
Catalogs

E-rnail A2 {Landscape) A2 (Portrait) A4 (Landscape) A4 (Portrait) 16.533 % 11,653

16,535 x 11.693" 11,693 x 16,539 11,693 x 8.268" 268 % 11,6932 .
Envelopes Customize

Flyers

Gift Certificates

Greeting Cards

Import wiord Docurments
Invitation Cards

Latels

A3 (Landscape)

Page Size Information

o

Color scheme:

{default template colors) w

Font scheme:

(default template fonts) w

Letterhead A5 {Landscape) A5 (Portrait) B4 (Landscapa) B4 (Portrait)
MernLs 2.268 x 5.827" 5.827 x 8.268" 12,892 x 9.843" 9.843 % 13.802"
Create new... w

Mewsletters

Paper Folding Projects

Postcards

Programs

Quick Publications

Resumes

Signs

Weh Sites BS (Landscape) BS (Portrait) Executive (Lands.,, Executive (Portrait)
) ) 0.243 ¥ 6,929" 6,920 ¥ 9.243" 105 % 7.25" 725 % 105"

with Compliments Cards

Business information:

Filter Blark Sizes... =L J @ Create
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Navigating

I Publication1 - Microsoft Publisher - Print Publication FO rm atti n g TOOI bars

: File Edit Wiew Insert Format Tools Table Arrange Wind

Type a question for help =

DEHS &R_ VR &R 9 A T WA - sl e Y

{ 37 publisher Tasks | M4 | - B rujss=slsEitEsE A b J-A-S =2 B@L

i EFnrmatPuhlication v X l|||||2|I|||I|l'lI|||I||u||||||||l'|I|||I||2|I|||I||3‘|I|illl|“|I|||I||5|I|||I||6|I|||I||j‘I|I|||I||8|I|||I||9|I|||I||l'|ull||ll|2
®|a

D |'|§Page0pﬁnns &W

A @Cnlnrfn:hemﬁ aﬂ

Objects Toolbar

Page Size

Letter (Portrait)
8.5% 11"

:
Task Pane
S

Publisher Workspace
===

EE 0T

(illaiin ol one Nl
L b b b Lo b s

See also

Publisher Tasks

Page Sorter

i |
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Working with Toolbars

Select; Text Box button from the Objects Toolbar
Cutting and Pasting Text, or Inserting Text from File
Auto Flow
Auto Create Text Boxes
Auto Insert Pages
Select: Columns button from the Standard Toolbar

Select: Tables button from the Objects Toolbar

B Publication1 - Microsoft Publisher - Print Publication

i Fle Edit View [Insert Format Tools Table Amrange Window  Help Type a question for help =
NS &L VE $LBEI -0 G-C-BRQET ™ -QAR | @ ise 5L g
§ t7 Publisher Tasks | A4 Normal -~ TmeshewRoman - 10 +| B I U |§ EElE T EEE L A I L-S-A- == d

|EI|_"t||I||.‘|I|||I||3|I|||I||2|I|||I||1|I|||I||0|I|||I||=|I|||I||1'|I|||I||1|I|||1|I|||I|||5|I|||I||‘;|I|||I||T|I|||I||8|I|||I||9|I|||I||llol|||I||1|1I|||I||l'|2I|||I|i

o ———— (6 E——— ()
1 :
o o
oo (o2 [«]

wn
1

Q¥ BOO, / H|AEE
||I|||I'h|'||l||||ILT||I|||IN||||I|||IT||I||

o
||I|||I|||I|||I

B
1

l|s|||I|||Iw|||ll||I“|||I|||I
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Working with Toolbars

Select: Create Text Box Link button from the Connect Text Boxes Toolbar
Next Text Box Icon

Select: Insert WordArt button from Objects Toolbar

Select: Picture Frame button from Objects Toolbar

_Gcc))rt-o: Insert > Picture > From File
Picture Toolbard Text Wrapping and Ordering: Front to Back
Clip Art from the Task Pane

Select: AutoShapes button from the Objects Toolbar

Select: Handles from an Object

Moving and Resizing

(8 Publication1 - Microsoft Publisher - Print Publication [ (x|
: Fle Edit View Insert Format Tools Table Arange  Window  Help Type & question for help  |=
DEHS @R VE| % DRI I -0 %6 8- QA& @, esls

E‘g Publisher Tasks 1ﬁ|

| B rulE=S==1==:

||\|I||'7'||\|I||T||\|I||€|r

[
|
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Working with Templates

Go to: Task Pane > Publication Options > Template > Apply a template
Go to: Edit > Business Information

Go to: Task Pane > Color Scheme

Go to: Task Pane > Font Scheme

Go to: Task Pane > Background

B publication? - Microsoft Publisher - Print Publication

I Fle Edit View Insert

©e
Microsoft Publisher

Getting Started
My Templates

Format Tools Table Arrange Window Help ques I -

Search for templates: | | | All templates v

Newsletters

Mewer Designs » Classic Designs « Blank Sizes
Publication Types

|*

Elank Page Sizes Microsoft Office Online Te mplates

Advertisernents I:!.:s_ Wiewy termplates from Micrasoft Office Online

Zward Certificates o

Banners Newer Designs

Brochures )

Business Cards
Business Forms

Calendars
ArTOwWs

Catalogs
E-mail | | Customize
Envelopes Arrows Bounce Brocade Colar Band Color scheme:
Flyers (default template colors) v
Gift Certificates

. Font scheme:
Greeting Cards T [ | —— | I
Impart Wiord Docurnents —- = =
1 Pt tion Card l = {default template fonts) v

nvitation Cards - -
Latels —
Letterhead Business information:
Menus L L | Create new... R
| Mewsletters —| Marker Modular Perforation PhotoScope Options
Paper Folding Projects :
Page size:
Postcards
Frograms — — Dj
Quick Publications Kp-g Tuo-page spread
Resumes i
Signs [include customer address
‘Web Sites
With Complirents Cards - —
Sirnple Divider Tabs
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Working with Page Layouts

Right Click Page Sorterlcon(s)>l nsert Pageé
Right Click Page Sorter Icon(s) > View Two-Page Spread
Go to: View > Rulers

Go to: View > Header and Footer

Select: Page Number icon

(B publication? - Microsoft Publisher - Print Publication |
! Fle Edit View Insert Format Tools Table Arrange Window Help Type a question for help |+
DEEHO@RIPH 4 LBR S 9-C- WG ORET ™ QAR @ i= 5K

i 37 publisher Tasks 44 | - -] B r U= SIS EE(LNA|S-FJ-A-S =B B

E|I|||I||;|JI|||I||‘?I|||I||9|I|||I||l|'q|||I||1|1||||I||l|'2||||ll|l|:f|||I||1|‘?|||I||1|_?|||I||l|"?|||ll|1|}|,|||I|| o

.| Format Publication * X lI||||9||I||||1|||I||||2|||I||||3T||I||||'?||I||||5|LI||||

Page Options ¥

Color Schemes ¥
( )

(A? FontSchemes ¥)

[ NewsletterOptions

Template

Arraws

Change Template...

Page size

_

Letter (Portrait) : B :
8.5 11" Insert Page. .. : —

Inzert Duplicate Page
Change Page Size...

Insert Section...

g¥ B (R00 . Kb EE

Delete Page
See also

Publisher Tasks

Move Page...

Apply Master Page...

|||H||I|||

B Rename...

~

{11} ] ll

View Two-Page Spread Y I
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Finishing Touches

The .pub Format: Printing and PDFs

Send as E-Mail

Help Button

Publication and Paper Settings | Printer Details |

Printer name: Adnbr—.- POF w ’ Properties. .. l

Printing options

P

Jne page per

sheet
Paper Orientation
Size: Letter w {f} Partrait
. Landscape
SQUICED | A tomatically Select w O Langscap
Page range Copies
{(®) all pages Number of copies: EI
D Current page e T ey T oy
I1| |?|
(O Pages: | Ll B o

Enter numbers or ranges separated by ~ 2-sided printing options
commas, for example 1,3,5-12,

Single-sided w

[] Print to file
Prewview

s T

{(*) Show paper after printing
(") Show how to insert paper

Print ] ’ Cancel
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