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Microsoft Publisher 2007 Fundamentals

Unlike most Microsoft products, for Publisher, you are encouraged to use the preset styles rather than a
blankpage. When you open Publisher, you will see an introductory screen that looks like this. On the
left side of the window are all of the template styles that you can choose from, depending on what kind

B Microsoft Publisher

of document you want

File Edit View Insert Format Tools Table Arrange Window Help Type a question for help = to Create Th%
Search for templates; Al templates ) *| templates are copete
Microsoft Publisher sam IeS and Whlle ou
Gatting Started " || Getting Started with Microsoft Office Publisher 2007 pies, Y
My Templates — ~ — have a great deal of
ublication Types Popular Publication Types Recent Publications ﬂ blt . h . th
Elank Page Sizes 5 From Fie... exi . 1 y Inc anglng e
Advartisements detaIIS, for the most
Award Certificates
Banners part, these forms can be
Brochures .
Business Cards Blank Page Sizes Brochures used as is, once you
Business Forms .
Calendars enter your own details.
Catalogs
E-rnail . . . .
Ervelopes If this opening window is
Frers not maximized, it is best
Gift Certificates
Gresting Cards o Carde - to do so, so you can get a
Import Word Documents
Invitation Cards
—LabEJSv—| ps exercitution ullame
ullamcoiper suscipitdi
euismod nisl utal
conssquat. Duistef
full screen size example of each stylothing will be opened until you click d'
CREATE - feugiat nulla f
o ullamcorper su
. . . , n - , » mee Lorem ipsu
ST2Nb ¢S t221 u SIFOK aud et & f 22
Organization

options on the right.

exerci tution ulla

Art Emphasis

At the top is a small preview of the item you are selecting. Customize
Color scheme:
. . . {default template colors) v
On the right side of the screegou will see dampleof the document —
Underneath the example are a few introductory settings. it ooy
In the Customizewindow, you can select @lor schemethat you like. You Business infarmation:
can also select Bont schemehat you like. Sealteen... “
Options
Thesewill preview in thesample so you get a feel for what it will look like. = = 0

The final optionBusiness informatiorwill only be usefubnce you save
your information (more on that later) Right now it is in th€reate New
mode, but once you put a business in, you will be ablestecs that
information.

Square

Incude logo

TheOptionswindow lets you change the style from either square to rectangular (these will be

previewed in the ad)Differentdesigns offer different Options, which we will look at with each example.
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FOR ALIBelow theClassi®esignssectionin the center iBlank Sizes

In this section you can change the shape of your paper to some unusual

ail Sao 'yt Saa @&2dz KIS GKIG &aAal § L
tKSe Ifaz2 R2y Qi aK2g AV GKS t NEBOASGOD

[

Bring-In | ADVERTISEMENESNne pag black and
white page designed for newspapers.

AWARD CERTIFICATE® single page
items that look like thig\

= BANNERS&re designed to be printed over multiple pagebhe default
TexsEmphs i ok size is 5 FEET by 8.5 inches. But you can change that in the Options
menu. When it is finally printed it will come out like this:

P Happy A nrn/versar "y @

BROCHURES
are three or four panel items that are designed to be folded. There are
many many options for styles in the brochures section. Some of them
predesigned with the number of fd$ available.

BUSINESS CAR#@E, as you can imagine, Busines
Card designs. If you change the color scheme or
these the colors will change in theeview.

Brochure

BUSINESS FORKI® various standardized forms that you might use in a businessy ifitlade

Expense Reports, Fax Cover Sheets, Inventory Lists, Invoices, Purchase Orders, Quotes, Refunds,
Statements Time Billing and Weekly Records. (Clicking on any of the links undiletiBisiness

Forms will take gu immediately to that section

CALENDARSN be made either Full Page or Wallet with many styles to choose from. In the options

window you can select if you want one month per page or one year per page.
You can also select

the starting and s o
ending months.
So, f you select
several months, it

will automatically
populate your new document witheveral
months of pages.

CATALOG&e created as an 8 page catalog
(You can add more pagespample pictures
and text are included to give you a sense o Catalog
whatitg At f 22717 ftA1S®
inside of the catalog until youick Create,
odzi KSNXQa | al yYLX S
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EMAIL These are called email because they are designed to be viewed in an eme T
browser. Their shape is 5 inches across by 66 inches long! You may have recei|.........
this kind of email which is basically a flyer that you can scroll to the bottom of. Th

how they make them.
ENVELOPES$e designed so you can put your logo in the return address.

FLYER&e one page items. The Options allow you to include a picture oontd
include your mailing address or not. And in the Tear Offscsg

form you fill out, or the evepopular strips that people can tea
off.

you canarrange the bottom of your flyer to have a coupon, or a|—

C

r

GIFT CERTIFICABESshaped like checks | it Certificate |

GREETING CAR&%I INVITATION CARDS8er many options for design sed. You can have them as a
guarter page fold (where the card is folded twicélhis takes into consideration the direction of the text
once you fold the card. You can also have a half page card, where the card is folded in half. There are

also postcardtyle cards, with no fold at all. The links at the top of the page show all of the different

occasions for which you can print a card.

IMPORT WORD DOCUMERI®ws you to take angiocument that you were working on Word, and

import it into a flyer. tilleaves everything as is and allows for text editing afterwa
trouble of retyping or cutting and pasting.

rds. This saves the

LABELSan be customized and are all designed in standard size for Avery
labels (that work with any home printer).

- T

LETERHEA®Greates a customizable stationary with your logo on it.

Yictorian (Avery 5160)

il

i

MENUSreates mentestyle handoutsA Menu

il

NEWSLETTER®ates a 4 page template

ieategary Nay

with pictures and columns for text.

Letterhead PAPER FOLDING PRODUWW/ES
templates for airplanes and origami

POSTCARDR®eates postcaraized pages.
There are color and style options.

CKSNBQa faz2 +y 2LWGA2y T2
Sl ey simple address or promotional notes or Speaker Notes.

oy
—

= PROGRAM&re 4 page booklets that are 5.5 by #16hes.
Postcard

QUICK PUBLICATIO&S simple picture with captions.

Phane o g bare. For
[ —

[——————] 92X

RESUMEG&eates resume templates, although I think the ones in Word are bettd

Quick Publication
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SIGNSre one page signs with varying templates already creafed.

WEB SITEStablishesatemplate for your web page. You can fill in all ¢
the information with the Web Tools toolbarYou will need a place to
show your web page, but this will allow you to create one yourself.

WITH COMPLIMENTS CAREBS3.5 inches
= = A high. They are designed as a card that you would attémb a gift.

And of course, you can always creatBlaANK PAGE

(B Publication1 - Microsoft Publisher - Print Publication

! File Edit View Insert Format Tools Table Arrange  Window  Help Type a question for help =

DEHSBRITE X BRE S I-0- G- BR e Q@R |@pis 5l E
{ 1% publsher Tasks | 44| - | B zu=E= EEFEELAS-J-A-S =g B
[é : Format Publication * X ||\I||?\|||I\|‘|‘I|||I||?I|||I||?I|||I|||1I\||I|‘?I||||I|||1I|||I\|?I|||I||?I|‘|I||.\‘I|||I||?I\||I|‘?I|||I||?l||\I||?I|||I||?I|‘|I||H'|||\|||1|1|||I||}|2|||I||9||\I|||1‘\‘|||I\|?|5|||I||}|6|||I|||l L
2 (|41 page options ¥
Al |E(nlnr5chem5 ﬁj
| A2 Font Schemes v
=)
N _# Publication Options
~
'®) Template
o
EJ Page Size
A
*EI D ]
Ha
i A3 (Partrait)
11.693 % 16.535"
See also

Publisher Tasks

4| i ] l|

1 & 0,438, 13.531in. &

w Adobe Dream... 3 2 Firefox - IE 3 Microsoft... =~ ([§ 3 Micosoft... =~ (B Publication1 - ...

Once you have selected the style you want to open, your screen will be filled like the picture above.
Unlike all of he other Office 2007 products, Publisher does not have the Ribbon across the top. (If you
R2y Qi 1y2¢ 6KIG GKS NRAOoO2Y AaxX OKSO|l GKS y2aSa ¥2

>
>

(V)

CANBG ¢SQft t221 G az2y$sS 2F GKS YvYz2ald oFaao

OBJECTS TOOLBAR

t SYSy

On the left side of the screen, the vertical toolbar is called the Objects Toolbar.
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e
LA

TheBlue Ais word art. (Moreon that latey).
Thelandscapepicture is a quick photo insert(More on pictures

the SHIFT key, it will keep the listeaight

) e | | B[R |

stars, callouts, hearts etdMore on shapes later).

& |%T [ (

!

future. Itis currently empty.

-

ADDING PAGES

If you have one (or more) pages and you need to add one (or more) pages dhigdedrPage You get

TheTextBoxA & G KS 62E 6 A (K @&Re&Bkinambmenti ®
The grid is &able You can insert and fill in any table elemefitéore on that later).

later).

The arrow is a default. When it is highlighted you can select objects on the page.

2 SQf ¢

Theflagis a Bookmark for use with jumping back and forth to specific locations.
Theorangeboxk & 5 Sa A 3y DobkiaftfatNdammoment®d)S Q f f

t

Thislastitem is Content.ibrarywhich isa repository for things you like and plan to use in

Theline inserts a straight line and therrow inserts a line with an arrow tip. If you hold down

Thecircleis a circle/oval. Thequareis a square/rectangle. Click on the icon and then drag
your mouse to increse the size of your shape. T8hapesffers a variety of shapes: arrows,

f229

the following menu which lets you put your page exactly where you want it to go. You can also create a

page that has a text box already or even duplicate another page. T}
orange pages at the bottom of the screen will show you wizage you

arecurrentlyon.
12 F | 4|5/6/|7

You can also change the layout of how you are lookin
at the page(s). Clidkiew>Two Page Spread see two
pages next to each other.

DELETING PAGES

To ddete a whole page (and all dicontents) click odit>Delete Pagelf you are on the two page
view, it will ask you to confin exactly which page you want to delete. If you are not, the page will be

Mumber of new pages:

O Before current page
(%) After current page
Options
(%) Insert blank pages

(") Create one text box on each page
() Duplicate all objects on page:

[ o

l ’ Cancel

]

automaticallydeleted. No questions asked! Of course you can ALWAYS UNDO

UNDO

UNDQis alway<CTRL +dr you can click the curving back arrow in the top

toolbar. The other arrow is Redo (which undoes the Undo).
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INSERTING EDITING PICTURES

You can insert a picture with the I:E Or you can use the Insert Menkngert>Picturéd.
Object Toolbar. @ dpart.. o
@ EonFie. There are more options in
) , the Insert Menu because
Clip Art ™ Empty Picture Frame ’
those extra items
. f File @ From Scanner or Camera... )
Picture from Fi _ _ (AutoShapes and WordArt
From Content Library... Cirl+Shift+E . .. . :
Empty Picture Frame are individual items on the

AutoShapes 3
From Scanner or Camera. .. Al wordart...

Object Toolbar

You can choos€lip Art(More on that in a moment). OrRicture from your computer Empty Picture
Frameinsets a blank square. Arfefom Scanner or Cameraquires a scanner or cameréfter the
picture has been inserted, when you click on a picture circles will appeag abtiners of the picture
and aPictureToolbar willopen2 S Qf f 32 § K dddsdr@nKLefttd Righ2 T G KS A

HPEHININ e F=EHEN 7 3

1 2 3 4 5 6 7 8 9 10 11 12 13 14

1) Insert Picture When you click on this, it will take you to the Browse Menu where you can find a
picture to replace the one that urrentlythere.

2) Insert from Scanner You must have a scanner or camera attached tatmputerfor this to work.
3) Color. You carset your color to be grayscale or black and white.

4) More Contrast This makes the darks darker and the whites whiter. N Line

5) Less Contrast This makes the colors more similar, ultimately ending in gray. g

6) More Brightness This lightens the picture. e

ipt

7) Less Brightness This darkens your picture. W2

2% pt

8) Cropd 2SQfft t221 4 GKIG Ay | YEYSyﬂtbi‘g:m
9) Border style If you want to add a border to your picture, click here and select one st —

the styles. o —

10) Compress Picture This is really only used if you need to reelthe file size of your =

document (Hint: you probably NEVER will).

11) Text Wrapping(more on this in a moment).

12) Format Picture This opens a new menu which allows you to do most of the things on this Toolbar.
But everything is there for you to manifate as you need.

13) Set Transparent ColorClick on this and select a color in your
picture to render it transparent. This would let text or any other
background item show through. In the ridiculous example on the
right, | selected the white frorthis picture and made it transparent.
Now you can see thieackgroundhrough it. -
14)Reset Picture This removes all of the modifications you have made to your plcture

More Lines...

CROPPINBICTURES
o
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Cropping is very useful. If you haagicture and you only want a small section of it in your document,
you can crop out thennecessaryart. If | only want the red book out of this pictuieft). I click on the
crop icon, and the picture will get dark black lines on the sides and cnigt).

: [ = . =
- N o g e

<O TEFw N

-

+ L _ -

As long as my cursor looks like the crop icon, | cait ptitanyof the dark lineson
0KS LIAOGdzZNB | YR RNI 3 MYl diagits sides iR@aer, i KI G L R2Yy Qi
removes anything outside of the small box that | am creatihgm then left with this.

TEXT WRAP

Click on the text wrap icon

Squaremeans the text will wrap around the picture (if you put the picture left or right, the text
will stay on the side of the picturds in all the examples on this document).

Tightmeans the text will wrap even more closely to the picture (and if there is white space, it
may fill in that white space).

Top and Bottommeans that the picture will go in the middle of the text.

Edit Wrap Pointds only available sometimes, but it allswou to move the corners of your
pictures so that text can flow around your pictures more gracefully

TEXT AND TEXT BOX

When you click on any of the preexisting text, it will highlight the entire block, allowing you to type
whatever you want in it.

Onmany styles you can type on the document as if it were a Word document (text will go to the highest
left corner of the document However, for more control over your text, the best thing to do isde a
Text Box You can put a Text Box anywhere,rega top of a picture.

You can use the Text Box icon from @BJECT TOOLBAR you can click on the Insert
Menu Insert>Text Box

Click on the icon and drag it and a dotted lined box will appear. The blinking cursor
shows that you can type init. 82 dz R 2 ya Qliikingl dudd, just click the

dotted lines and the cursor will reappea©Once you have the cursor you can type

into the box as if it was a document of its own.

In order to changany aspect of the text itself (font, style, size)or)you must highlight the text first.

Below is the main toolbar that features just about all of the things that you can use for text (and a few
other things)
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