Creating a Brochure, Flyer and Newsletter
Using Microsoft Publisher 2007 for

Createlt February 2007

Starting Publisher 2007

Note: You should be competent in a word processingrogram before you
attempt this Tutorial.

Microsoft Publisher 2007 is a really neat progréat &allows you to create professional quality
newsletters, brochures, flyers, postcards, calsndarard certificates, calling cards, paper
airplanes, origami — and a whole lot more greanh.”

This tutorial will proceed from what we think isethasiestpublication to thenost complex

First we'll create dlyer usingMicrosoft Publisher 2007. Then, we’ll create &rochure, and
finally a newsletter. Each skill we learn in the flyer will be of usethe brochure. The flyer and
brochure techniques will also be used in the navesleYour abilities will grow from
publication to publication. You masaveyour publications on formatted 3 %2 inch diskette, a
USB key,or on yourhard drive.

To load theMicrosoft Publisher 2007program,Double click on the
Publisher 2007 iconon themain Windows screen or click-on Start in the
lower left corner of the screen, thetlick-on Programs, and therclick on
Microsoft Publisher 2007.

You should now be in the Microsoft Publisher 2008immscreen.

On the center of your screen you should see thve edow.

Getting Started with Microsoft Office Publisher 2007

Popular Publication Types

Blark Page Sizes Brochures Business Cards Calendars E-rnai Flyers Greeting Cards

pe

Imnpart Ward Labels Mewsletters Postards Web Sites
Docurnents



On theleft side of thescreenyou will seethe Microsoft
Publisher Task Paneg(like the image on thaght). We’'ll use
thePublications from Print area to initially begin each
publication.

For “old” Publisher users, theTask Paneis somethinghew

in Publisher XP/2002-2007 It replacesthe Microsoft
Publisher Catalogthat was a part of the initial Publisher 2000
screen.

In the Microsoft Publisher Task Pane, you’'ll sdeoathe
different Publications you can create.

On theright side of thescreenyou will seetheRecent
Publications Task Panglike theimage below. This is really
handy if you want to return to a publication anckenaome
changes. All you have to do is click the publiocatand it will
open.

Recent Publications

[ From File. ..
Flyer 20032.pub
8/25/2006
o 132 KB
L

Flyer 2003.pub
11/14/2003
A= 114 KB

Microsoft Fublisher

lGetting Started
My Ternplates

Fublication Types

Elark Page Sizes
Acvertizernents
Sywvard Certificates
Banners
Brochures
Business Cards
Blisiness Forms
Calendars
Catalogs

E-rnail
Ervelopes
Flyers

Gift Certificates
Greeting Cards

Irnport wiord Documents

Irwvitation Cards
Labels
Letterhead
Mernus
Meswsletters

Paper Folding Projects

Postcards
Programs

Quick Publications
Resumes

Signs

Weh Sites

With Complirments Cards

In this tutorial, whenever we indicate that you ned to click a mouse button, it
will mean to click the left mouse button — unless windicate that you should
click the right mouse button. So, always move theursor over the “place” we
indicate and “click left” unless we tell you otherwse.



Microsoft Fublisher

|Getting Started i
My Templates

Using the Microsoft Publisher Task Pane Publication Types

Blank Page Sizes
Advertisernents
Aweard Certificates

Click-on Flyers in Microsoft Publisher Task Pane(on the left Banners
side of your screen). On thight side of the screen you will now Brochures

seeFlyer template design styles for a number of differdgefs uness Lk
(Accent Box, Arcs, etc.). Calendars
Catalogs
E-rnail
Ervelopes
Flyers
Gift Certificates

Greeting Cards @

Flyers

MNewer Dasigns + Classic Designs « Blank Sizes

Microsoft Office Online Templates
!',;fg Wiewy termnplates from Microsoft Office Online

Newer Designs

=l Informational

[ - - ) - [ ) I [S— [—
= = 3
L ) -
r— | Bounce Brocade Calor Band Marker Maodular Perforation

I Elevator Bar I

Use the &levator bar” on theright side of the-lyers area tamove up and
down to seethe various Flyer design templates. Atgiice that as you come to a new style that
it will be highlighted in orange. Notice, as you view the various types of Flyénat you can
have thoselittle tear off things” with your phone number on thmttom. We’ll show you how

to do this.

Microsoft Publisher

Getting Started

Next, click-on Brochures in theMicrosoft Publisher Task
My Ternplates

Pane Notice, when youwclick, a number of different types of
brochures appear below the brochure selection (Informational  Publication Types

Price List, Event, etc). Use tleéevator bar on theright of the Blark Page Sizes
Brochures area, which now appears, to view the various tgbe advertisements
brochures. While you are doing this, notice diféerences swvard Certificates
between the various types of brochures. Banhers
|Brochures



Microsoft Publisher

Getting Started

My Termplates When you have viewed brochures, to your satisfactiick-on
Publication Types Newslettersin theMicrosoft Publisher Task Pane(as you did

Blark Page Sizes for Brochures and Flyers\Notice again, there arseveral

id\“eg‘fm&”ti different types of Newsletters Use theelevator bar on the

s e right of Newslettersto move downthe variousNewsletter

Brachures styles

Business Cards

Buziness Forrms

Calendars . . . .

Catalogs Now, proceed down theublication Typeslist andclick-on any

E-mai of thepublications in whichyou are interested— Postcards,

;:;fs'ms Business Cards, Calendars, Award Certificates, Paipglanes

Gift Cortificates — whatever you want to look at.

Greeting Cards

Import Word Docurngfits
Irwitation Cards

Labels

Lettertead

Mers

| Mewsletters

Creating a Flyer

As indicated, at the beginning of the tutorial, tvnk theFlyer is theeasiestpublication on
which to begin. Scglick on theFlyers category undelPublication Types(on the left of the
screen). Use the Elevator Bar and move down vatilcan see th€lassic Designs Category
Your screen should look like the imalgelow.

Microsoft Publisher

Getting Started / Flyers *

My Templates -

Hewer Designs + Classic Designs + Blank Sizes

Publication Types
BElank Page Sizes /

Advertisernents

award Certificates = Informational
Banners _ . . _
Brochures [ — crssnns

Business Cards -
Business Forms a E

Classic Designs

Calendars

Catalogs —
E-rnail '
Erwelopes
|Flyers

Accent Box Accessory Bar

We'll use the Arcs” style forﬂPublisher publications. It is the oneaboveon theright
(arrow). Point to theArcs Informational Flyer andclick-on it. A preview willappear, on the
right side of your screen. You will see Ardsghlighted by an orange border around the
selection(like the one abovg’. This indicates that you hawelectedthe Arcs flyer. To work
with the Arcs flyerdouble click twice quickly on Arcs The screen will change and you
will see the Arc Flyer enlarged on the right sideéh@ screeninage at thetop of thenext

page.



Notice that theArcs flyer has a tefault” Business Namgsomephone numbers andother
data. Since this is thérst time that you have used Publisher 200,A/ou will need tachange
thedefault information toyour information .

era that introduces your of gani zation and da-
isai‘bes wour spacific products or services. This text should :

— {2 brisf 2nd should entice the resder to want to know mere |

iabm:t the goods or services vou offer.

E Edit | View Inset Format Tools

As shown in thémage on theright, click theEdit Tab in . :::E::: .
theMenu Bar and a drop down menu will appeaiotice, & cu P
at thebottom of the menu a Business Information choice. | .. .., CtrieC
Click Business Information... [ Office Clipboard..

@, Paste Ctrl+V
TheBusiness Information Menu Screer(image attop of & Paste Special..
next page will appear. Delete Text

Delete Object

Delete Page

Move Page...

Select All Ctrl+A
Find... Ctrl+F
Replace... Ctrl+H
Go to Page... Ctrl+G
) Links...

Edit Story in Microsoft Word

Object »

Business Information...




If you have used previous versions of Publisherwdlnotice that the Personal Information
Menu screen has been replaced by the Businessrafimn Menu below. Now you cameate
“unlimited” addresses! Thedefault information is calle€Custom 1— it's what you see in the
Flyer on the last page. We'll change this to efioimation and give it a new name. To get
startedclick theEdit button.

When theEdit Business Information Set Menu Screen appearede replacedthedefault
informationwith “our” business information. Go ahead and enter your information, or some
fun information, if you desire you can come back and edit or remove information k&r — as
need be Notice we changedtheBusiness Information set namdrom Custom 1to something
more logical for us. When you hafieished entering your informatiorglick the Save button

|

Edit Business Information Set 3

Business Information for this set
Individual name: Tagline or motto:
Waldo Bimpster We do Whatnots Wel
Job position or title: Logo:
Supreme Adminitrator
Organization name:
Waldo's Whatnots A
Address:

12345 East Main Street Ol‘gﬂniz ﬂtion

Redmond, WA 84691

Fhone, fax, and e-mail:

Phone: 123-456-7399
Fax: 123-456-0000 | change.. | [ Remove |
E-mail: waldob@msn.com

Business Information set name: | Waldo's Whatnots] -

Save l | Cancel




Your updated Business Information menu screen shHook similar to the image below. If you
see anynistakes click the Edit button. If everything is OKc¢lick theUpdate Publication
button. Notice that the menu screen closes and alleirtformation you entered is now shown
in the Flyer!

We'll work with you tocreate anew logofor your business/group later in the tutorial.

e

Now we’'ll usetheFormat Publication Task Paneto
enhanceourFlyer.

Notice that theFlyer Options selectionndicatesthat EVV
have choseArcs— since that is the Flyer Design w
selected.
—-

We'll “stick with” Arcs for this tutorial, but if yu desire to
choose a different Templateyou carclick the Change —
Template button.

Also notice, that you cachangethe Page sizen with
Flyer Options as well.



é

Nextclick-on thePage Optionsselection. This
Task Pane let’'s yoadd various ‘dbjects’ to
your Flyer. Notice, on our Flyer, we already

have a Logo like the one on the right. \

Usetheelevator bar (on the right side of the A
Task Pane) to movwgp anddown the Suggested
Objects area As you moveglick severalof the
objects As you select the different Objects, you
will notice that the Flyetemplate, on theright,
changesas theObjects you selectedire
“dropped” in the middle of your Flyer.

Don't worry about this —we’ll show you how I Elevator Bar I
to remove them in a minute.

Later, as you become more accomplished with
Publisher, you'll be able to “drag” these objects
to other places on your publications.

A BIG BUTTON!

If you “goof-up” it's easyto get back to whh

you were In theButton Bar, below theMenu Q

Bar, there is dittle, blue circular arrow . This

is theundo button. If you click-on thisbutton

you will undo yourlast “click.” Try this, if you

desire by clicking thecircular, blue undo arrow. You'll probably need this several times as
we proceed through this tutorial. We sure did -Ayriames.

Go ahead and remove all of the objects you placed the middle of your Flyer.



Next we’ll choosea Color Schemefor our Flyer. Click the
Color Schemeschoice in the Format Publication Task Pane.

ﬁ
é

Usetheelevator bar (on the right side of the Task Pane) to
moveup anddown the Apply a color scheme areaAs you
move,click-on severalof the color schemes As you select the
different Color Schemes, you wilbtice that the Flyer
template on theright changesits Color Schemeto the one you
selected in Apply a color scheme on the left.

We'll choose théBurgundy Color Scheme since these reflect
our college colors.

You choosea Color Schemethatyou like. You can come back
and change it any time you desire.

/
Next, click-on Font Schemes TheFont Schemes Task Panat
theleft will appear. Thedefault (original) settings for the this

Flyer’s fonts are Arial and Times New Roman

Usetheelevator bar on theright of theFont Schemesrea to
selectafont thatyou like.

We'll stay with the default — Arial and Times NewoiRan.

Now return to theFlyer Options Task Pane



Any time that you desire to change anything we'sreered so far, simply click-on that selection
in the Format Publications Task Pane. It's juat sfimple!

We’re now ready to work more “precisely” with ouy&r, but first it would be a good idea to
save our Flyer.

Saving your Flyer and other Microsoft Publications

You caneither click-on File in theMenu Bar and then orsaveor Save As or you carclick-on
thelittle Save diskettein thebutton bar. Either method will bring you to thHgave As screen
below.

Notice that we aresavingon ourLocal Disk (C:) hard drive and that we have used thie
name Flyer. When you decide on a drive (on which to savajne your file andlick-on Save

You can close the Flyer Options Task Pane — and makt appear again any time you
desire

If you want to ‘tlosé the Format Publication Task \

Panesimplypoint to thesmall “X” in the upper
right corner of theTask Paneandclick-on it.

10



If you, at a later time desire to re-open the
Format Publication Task Paneand revise some

of your choices, simplglick View in theMenu

Bar and therclick Task Pane Your Format
Publication Task Pane will again appear on the\
left. You can close and open this pane anytime.

Editing the Flyer /

Take few minutes anldok at the Flyer. At the current time

you are able toiew theentire flyer. At thetop of the

screenunder theMenu Bar, you will notice an area that indicatesmething % (this depends
on your screen resolution). This tells you siee of theFlyer you are viewing. You'll find, as
we continue through this tutorial in Microsoft Pishler 2007, that it will really bleelpful to
view entire Pagesn the Flyer, Brochure and Newslettéther times, while we aresditing a
portion of each of these publications, it will gesat if we can Zoom-in” on aspecific object
or area of the publication to enlarge it for editing. we can look at some text, an object or
picture in aarger view, we will be able teedit the “thing” more easily

Editing Titles

Notice thetitle area at théop. We’'ll start ourediting here. Move your cursor over the title
object andclick-theleft mouse button on theéle object.

~

| Click-on the Title |

Note: whenever we indicate that you are to clickioan object in a
publication, this means to click-the left mouse buon.

11



Zoom-in and Zoom-out

You will notice, when youclick-on thetitle, small circles appearon thefour corners andfour
sides d the Title area. We call thesgrabbers.” We’'ll work with these in a few moments. To
make this task muokasier,it would be reallyneat if we couldZOOM-IN on thetitle — so we’ll
have aBIGGER object on which to work. Whenever you wanztmm-in or out, simplytap

the F9 Function key at thetop of thekeyboard! Since we clicked-on thiitle, we will zoom-
in on the title when we tag-9. Tap F9 now.

You will zoom-in on your title and your title should look similartheimage below

Grabbers

Group Object Pieces [

Notice that the zoom percentage now indica@3%. It will be a lot easier to work with this
larger title.

First we'll edit the titletext. Point the cursaarrow just to the left of the Pin Product in the
title andclick theleft mouse button. You should seeatical light-green flashing cursor. If
you don’t see the cursor - try again. When youtkeecursor, you will be in avord processor
edit mode” Tap theDel (Delete) keyuntil you haveerased Product/Service Information
When you have done this, you walhly see thdight-green flashing cursorin the center of the
title. Nowtype-in atitle you would like for your flyer. We’'ll useynchburg College— since
that’s where we’re creating this tutorial.

When you have done thigok at thetitle and see if you still have thgrabbers’ on the sides
and corners. If you do - fine. If you don’t, dton the title again. Once you have the grabbers

slowly move your mouse over the titlarea— . You'll notice that as your mouse
movesover this area a number of differeassistants appear anddisappear.
These assistants indicate when you wenve andre-sizethe title. Thdittle crossed +1{‘%

arrows indicate that if youclick and hold down the left mouse buttorand then
movethemouse(drag the mousg, you will see thewhole” title move Try this. If you place
the cursor over one of tlggabbers, you will see dittle box with two arrows. If

you nowclick andhold down the left mouse button andmove (drag) the mouse

a bit you willnotice that the title gets a biirger or smaller.

12



If you “goof-up’ it's easyto get back to where you were In theButton Bar

below theMenu Bar there is dittle, blue circular arrow . This is theundo —
button. If you click-on thisbutton you will undo yourlast “click.” Try this, if

you desire, by clicking-on the circular, blue uratcow. You'll probably need this
several times as we proceed through this tutoMét sure did — many times.

Make sure that you can still see tirabbers. If you can’t —lick-on

thetitle. You may have noticed thpist below the title there is a -
little box that looks like it haswo small boxesin it (see tharrow on

theright). If you move the cursor arrow over these “boxasd pause

you will notice that a text help indicateSrigroup Objects” When youmovedthetitle —
everything moved— agroup of objects. This is great if you desire to keep all of thgeats
together.

If you want to move thendividual objectsthat make up thgroup — E—
thenclick-on theboxes They willmove apart— orungroup (see

image at right). You can noglick andmovetheindividual objects as

you want. Try this or don’t try this — your choicH# you do move the

elliptical, colored background, or the text, yountitice that the Object Box disappears. When
you'refinished, if you desireto re-group the Text Block objects all you have to do islick-on
theUndo arrow until you have your title back the way yu want it. You’ll notice at some
point that the Object Box reappears and then grtgsbjects as one object. The Object Box
will look like the upper box on the right when ttige is regrouped. The Grouped and
Ungrouped Object boxes don't look that much differeSo, be careful as you “click” the Undo
button.

If you “goof” — don’t forget the undo arrow.
Changing Title and Title Text Colors

We’'ll now do some mouse button clicking If you placethecursor arrow over any
object in aMicrosoft product andclick the mouse button, &ailored” drop down
menu appearswith features “tailored” to the area/objecton which youwclicked. This is really
neat. Many folks use this a lot — others are gistovering this feature. Spoint the cursor
arrow to the middle of you title text (make sure the text lighlighted) andclick the

mouse button. Alrop down menu (like the ondbelow) will appear. Notice, that &xactplace
where youclicked in thetitle, acorner of the menu boappears This indicategxactly
“where” you clicked. We’'ll use this drop down menudieangethetext color.

After you haveight-clicked on the text, a
menu box will remain on the screeruntil you
either click somewhere else, or click-on one of
the menu choicesMove your mouseursor
down the menu box until it sver Change

Text (seeright arrow ). A group of choices

for changing texappears(like thepicture on
theright). Nowmovethecursor from Change
Text overFont. Click-onFont.

13



The Font menu below will appear.

At the beginning of this tutorial weindicated that youshould be competent in a word

processing program So, we willnot spend a lot of timeon editing andenhancing textin this
tutorial. You can see from the Font menu abovetttedefault font in this title is Ariel Black,
font size 14. If you desire, you can change tim, flmnt size, font color and add effects. To do
this, simply click-on the small down arrows to tight of each effect and select the font changes
you desire.

Don't forget, just like when you are using the word procesgou, have tdiighlight thetext
youdesire to change If you have not done this, simply return to tlet box, highlight the text,
click-right on the text, and return to the Font mes you did a few moments ago.

Notice, if you change the color, that thelor schemeyou selectedis available to maintain
uniformity throughout your Flyer. You may choose other ®lbyou desire.

Don't forget - if you make a mistake you can alwayslick-on the
blue undo arrow and try again.

14



Changing the Color of the Text Background Box

You may also change thackground colorsin the
AutoShape (the colored oval around your text)if you
desire. First — Ungroup the two object€arefully point to

theedge of the colored ovaandclick theright mouse
button. Thedrop down menu boxto theright will appear.
This right click has to be precise. You must $eerhenu to
the right ancchoose Format AutoShape If, after severa
“right clicks” you do not see this menu, ungroup tbjects
(like we did on Page 13). Then, right click on twal and the
menu at the right will appear. When you selectiair
AutoShape the menu below will appear.

When theFormat
AutoShapemenu at the left
appears, you may change the
Colors and Lines, Size,
Layout, etc., as you desire.

In the Format AutoShapemenuabove if you choose
to change the backgroundcolor of theoval, you have a
number of choices. If yoclick-on thedown arrow to
theright of Color in theFill area, and therchoose Fill
Effects you will be given a number of additional
choices. Experiment with these if you desire.

15



Grouping and Ungrouping Groups of Objects

After you havemade your text and backgrourshangesyou may choose tongroup the
various objects that make up the title object grdlptalked about this at theop of Page 13
Onenice thing - if youungroup the objects, and move them, it makel#ing,

coloring andsizing the individual objectsasier After you have made any

changes you desire, you cangroup theobjectsin anypattern you desire.

Once you have done this you may agdick on thegroup objects button

When you do, you will see thabjects re-group This new group will now
move as &ingle group

If you do not see the object buttons (above taitjig), we’ll now explain how to group objects
that are not grouped.

Grouping Objects that are not Grouped

You should be Zoomed-ir on thetitle object at this
point. If you aretap theF9 function key to Zzoom-ouf’
so that you can again see thieole Flyer. If you can
already see the Flyer, do not zoom-out. Look at th
lower right corner of the Flyer. You will see what

/ appear to beseveralsmalltext boxes Click-on one of
the boxes, and tap th& key tozoom-in on them.

You should nowseeanimagesimilar to the one on the

right. The information you view was created by the

data you entered in yo®usiness Informationat the

beginning of the tutorial. If you did not enteruyo

changes to the default information, you will see th

default information that was displayed in Besiness

Information “box.” If you now desire to enter ehangeinformation in theBusiness
Information menuscreen, click-orEdit in theMenu Bar, thenclick-on Business Information.
Edit as you desire then click-t&spdate. This will change your informatiom this and future
Publications. Neat If you desire tachangetheinformation in this Flyer you may also do so
in each text box Notice that the information appears to behnee separatéext boxes Click-
on eachof theseboxes As you do, you will sesizing grabbers appear on each box. Ttop
box has ditle, themiddle box hasname andaddressinformation and th&ottom box contains
phone ande-mail information.

16



When you click on théop box, you will see aétle. This titlenormally “fits” in the box and is
OK. Some folks enter long titles and you nsagalittle box with an A and three periods
along thebottom edgeof the text box. This did not occur in our topxbo

However, when we clicked—on middle box, the
little box with anA and three periods appeared
This little box indicates atéxt overflow,” which
simply means that the boxtso small for ouraddress
text. To fix this, we’ll have tenlarge ourmiddle
box. If you decide to make the middle Haxrger,
you’ll have tobe careful If youenlargeit into either
thetop or bottom boxes you may €over the text in
these boxes. So, it's normally best tvdg” the
box up a bit, byclicking on it, letting the trossed
arrows” appear, themolding down theleft mouse button, andragging it up a bit. You can
then drag it down when you are finished. Notingur box, that we don’t have the last part of
our address. So, wedinlargethe box andompletetheaddress

We noticed, in the above image, that our address
“wrapped” some of the lines’ of the Address
(USAin thebottom line). So, after completing

the address, wenidened’ the text box so that the
lines would not wrap. The image at the left is the
enlarged image with all of the text showing.

\

When we did this we noticed that dext box “crossed ovet the thin blue line that goes
around théoorder on allfour sidesof the Flyer Page. Thigdue line represents théefault
borders (margins) that Microsoft Publisher places eachof its publications as aguide. Since
we are ait outside these lines, we might get arror message when we print this Flyer
indicating that we are outside the borders. Thiso big deal as the Flyer wilprint fine .
However, just to be safe we move our text box addihe left so all three boxes were inside the
blue line.

Note: you may see some spell check errors in eacheathree text boxes. This is simply
Publisher (through Microsoft Word) telling you ththese words are not in the Word Dictionary.
You will see a “wavy red underline” under each wtrdt the dictionary does not recognize. As
with Microsoft Word, you can simply right click-ahe underlined word and see if the spell
checker has the word in the dictionary. If it dodikck-on the word. If not, you can choose to
ignore the error or add the word to the dictionary.

Now click-on each boxanddrag it until the three boxes asigned theway you want them

17



Grouping Ungrouped Text Boxes

When you are satisfied thaterything is OK (all the
boxes are “lined-up” like the image on the left)then
you're ready ta@roup them. Tocreateasingle group
from thesdahree boxes(so that when you click-on any of
the boxes thevhole groupwill move), do the following.

Make sure yowan seeall three boxes (like the image
on the left). If you can't, use the elevator bars on the
right and bottom of the screen urdil three boxes are
visible. Againmake surethat theboxesarealigned
exactly like you want them Thenclick the left mouse
button lightly -on thefirst box. You will seethe

grabbers. Now — —HOLD DOWN
one of theCtrl keys fiext to the space baon the
keyboard). With the , movethe

cursor over themiddle box andclick theleft mouse
button again. Yowshould nowsee boththetop andmiddle boxes with grabbers around
them. Youshould also se¢helittle box with thetwo object piecesat thebottom right corner
of themiddle box. Theobject piecesshould beapart indicating that théop andmiddle boxes
arenot grouped. Don’t do anything yet— we’ll come backto theobject piecesafter we have
added the bottom boxHold down the Ctrl key again andclick-on thebottom box. Nowall
three boxesshould havgrabbers around the sides.

If they do not, repeatthe abovenstructions until
they do. You should now see thiegrouped object
piecesbox at thebottom right corner of thebottom
text box.

Click left theungrouped object pieces box The
objects should noyoin into asingle object. The
object grouping box, at the bottom of the boxes,
should now look like the image

on theright. You will nowsee

grabbers around the éntire”

three text boxes This indicates

that when youmovethesingle box all three
smaller text boxes will move together Pretty neat.
Microsoft Publisher was thinking ahead of you when
it saw you “Ctrl click” each text box. It assumgal
wanted to join them.
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Changing and Editing Images and Photographs

You should now be in theoomed-inview on thegrouped objects that you just worked with
(on the last Page) Tap the=9 key tozoom-outso that you caxiew the entireFlyer. When
you canseethe entireFlyer you will seeaphotograph in thelower left portion of theFlyer.
Click-on thephotograph, then tap thé-9 key tozoom-in again. Youimage shouldlook like
the onebelow.

Let’'s assumewe desireto changetheimageto somethingmoreappropriate with our Flyer
topic. Point somewhere in the imageandclick the mouse button. This will “mark” or
“identify” the picture above — as the image we o8 replace.

—

Click-onInsert in theMenu Bar, and then
selectPicture, and therClip Art .

—  —

Thelnsert Clip Art Task Pane (at thetop of thenext Page will appear on the left side of your
screen.
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/We’ll only deal with Clip Art in this tutorial. Wén you

become more advanced you can import your imagesttir
from a scanner, digital camera or a file on younpater.

Notice, at thetop of theClip Art Task Pane (at theleft),
there is &earch for: area. Wdyped computerin the area
below Search textand therclicked-on theGo button.

Thebottom
of theClip
Art Task
Paneis now
“filled with
computer clip
E— art theimages
~you see on thieft. If welike one of thémages all we have
to do ismove ourmouse cursorover the right edge of the
image, and we’llseeasmall down arrow appear (like the
oneabove— we chose the student working on the computer)

If we click-on

thedown arrow

themenu —
screenon the

right will

appear. We

have a number

of choices. For

now, we’ll click

Insert.

Notice, at thetop of the next Pagethat ourcomputer lab is now on top of the old image
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Oh my goodness! The image we
selected is now too big for our Flyer
and the old image is still there!

All we have to ddo removetheold

picture is toclick theleft mouse button

on theold picture (don’t click-on your
image), andap theDelete Keyon the
keyboard. When you do, you'll see that
your image is now the only image and that
you canre-sizeandmoveit as you desire
(as shown on Page 12).

If you don't like the image you chose

and desire to danother Search simply

repeat the instructions on the last two

pages. This will take you back to the

original Clip Art Task Pane so that you can trytieo search on a different topic.

Don't forget - if you make a mistake you can alwayslick-on the
blue undo arrow and try again.

Clips Online

Now we’ll try something really neat&lips Online.

\

Click-on theClip art on Office Online button/link
at thebottom of theClip Art Task Pane.
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You may seeaninformation screensimilar to theone below or you may go directly to the
Clips Online Microsoft web Page.

If you do see this screen, it is
simplyreminding you that you
need to be on the Internet When
you click-onOK the browser you
are using will go to the Microsoft
Office Online web Page.

It will take a few moments, but the Clips Onlineesmn (below) will load — it changes every day.

Notice that one of tharrows (in the

imageat theright) points toSearch

We left the default set tall media

types(you can choose the individual —
media types from the drop down box

if you choose). To search for

computer images wdilled-in the

Clip Art Search box asndicated.

We thenclicked on theDown Arrow to the right of Search
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When weclicked-on thedown arrow, we received many “pages” obmputer images$ The
top of theMicrosoft Office Online web Pagehould look something like the image below
You canview each Pagéy clicking on theNext arrow at thetop right of thePage

N

Notice thesmall “boxes” below each image If you see an imagehatyou would like to save
for your “image collection,tlick-in the small boxand acheck mark will appear.

We chose a “girl at the computer” for our selectidihen weclicked-in
the little box our screemooked like theimage at the right When we
clicked-in the boxacheck mark appearedand itindicated Download 1
item at the top of the screen.

/
If you select (click) several images, you will sebe Download item
increase as you click-on each box

In addition to the Download items at the top of seeeen, g
there is also &eview Basketwith download itemson theleft
side of the screen.

When you have selected all of the clips that you diee, click-on one of the Download item

links. The below Microsoft Office Template and Median@ol screermay appear. If it does,
read the screen and tbkck-on Continue.
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You may go directly to the Download screen.

Your monitorscreen should now
be similar to the one on the left.
It indicates how many clips you
selected, how much disk space
they require, and how long it will
take to download them over a
modem.

___  Click-on Download Now

A File Download screen, similar
to the oneon the right will now
appear. Read over the screen
andclick-on Open.

When you click the Open button, a
download screen similar to the one
on the left will appear. Wait until
all of your ClipArt has been
downloaded.

You'll then see your Microsoft Clip

Organizer screen — similar to the one
at the top of the next page
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When the download is
complete, acreensimilar to
the one on theght will
appear. There are several
things to notice here.

First,look at the top of the
screenit indicates:
Technology - Microsoft Clip
Organizer. This is important
—you’ll see why in a few
minutes.

Next, notice that the

Technology folderis

highlighted in gray. This

indicatesthat thisdownloaded

image will be placed in the «
Technology folderunder

Downloaded Clips

You'll have to remember that
this image is in the Clip
Organizer, Downloaded Clips,
Technology folder.

When you areeady to insert a clip
in your presentatiormove your
cursor over the right side of the

\image you wish toinsert andclick-
on thesmall down arrow.

- Then,in the drop down menuthat
appears, sele@opy.

After you haveclicked-on Copy, close the Microsoft Clip
~ Organizer by clicking on the small X” in the upper right
corner of theClip Organizer screen
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You may seeaMicrosoft Clip Organizer information screemappear (like the onebelow)
which asks if you desire to retain images on yolipl®ard.

Answer “Yes' if this screen appears.

You should now be back in the photograph area of figer.

Move your cursor anywhere in the photograph area ofhe Flyer andclick theRIGHT
mouse button(this simply causesmenuto appear). Click Paste Thepicture you selected
will now appear in the photograph area of yourtly¥ou couldalso click on Edit in theMenu
Bar and then sele®aste The image you selected will now appear in ybyert

Ourimagelooked like theone
on the far right when we first
pastedit into the flyer. To
move yourimage aroundon
the flyermovethecursor over
the imageuntil your cursor
becomes thecrossed arrows”
When you see thi®ur-arrow
graphic (like the one on the
right), click and hold down
the left mouse buttonand
move (drag)the imagdo a
place on your flyer where you
think it looks best.

To make theimagelarger, or smaller, move your cursor over one 0

the small circles on one of the of the image When your
cursor is over a corneryou will seeatwo-arrow cursor (similar to the
one on the righ). When you see this two-arrow cursdick and hold
down the left mouse buttonandmove (drag)the cursoout orin until
you have theize you desire If you “grab” the circles in the middle of
the top, bottom and left or right sides of the imagnd move them, you
will either make your image “skinny” or “fat.” Seoost of the time, it's
best to use the corner circles.

Save your work!
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Note: When you insert or paste images into Publisheripatibns, more often than not, they are
copied or pasted on top of the prior image. Téisat a problem. You can click-on the image
that you do not desire and then tap the Delete deegielete the first image before you insert or
paste the new image.

So far we’ve worked with the Title
and Title Box at the top of the Flyer,
the three Personal Information Text
Boxes in the lower right area, and the
image. Now let'seplaceand edit the
text in theText Box at theupper left
sideof the Flyer. Tap th&9 key to
zoom out(so you carseetheentire
flyer).

Editing and Replacing Text in Text Boxes.

When you carseethe
entire Flyer, click-on
theText Box indicated

aboveandtap the 9
key tozoom-in. Or, if
you are already in the
magnified view, move to
the text box and click-on
it. You should novseea
text box like the one on
theright.

Notice how thetext in the boxindicatesthetype of text that you should place in the text box
area. Each Microsoft Publisher 2007 publication widlve instructional assistance text where
appropriate.

Now we’ll add some text about our wonderful whasnibtat we sell at the arts festival on

campus. To do this we’'ll usespecialMicrosoft Publishefeature: Edit the text in Microsoft
Word.
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\ First, point to theext box and
RIGHT click-on thetext. A

drop down menubox like the
one on thdeft appears. Move the
> cursor down toChange Text
When the next drop down menu
appears, move thairsor down to
Edit Story in Microsoft Word
andclick theleft mouse button.
Microsoft Word will now open
and the text shown on the screen
will be the text above.

Deletethe aboveext in Microsoft Word andtype-in thefollowing — or some text you like

Come to the Fifth Annual College Art Festival. Inaddition to great buys on
wonderful works of art by the students, you can als purchase some of our
fantastic and world-renowned whatnots. Each whatnbis unique and
irresistible.

This text is beindgyped-in aspecialMicrosoft Word screen.
When you have finished typing the text abaslgk on the
Microsoft Office Button (at thetop left corner of Microsoft
Word). You will see a drop dowmenu like the one to the
right. When it appears you wileea unique selectionClose
& Return to Flyer. pub. Click-onClose & Return to Flyer.
pub.
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Microsoft Word will appear to closeand you willreturn to yourPublisher Flyer text area.
Notice that thetext you edited ifMicrosoft Word nowappearsin the selectetext box. If you
decideto make morehangesin this text, simplyepeattheaboveinstructions Click
anywhere in your textandclick-right , and therfollow theabove instructions You will again
return to your text inMicrosoft Word where you can make amagditions andedit, as you
desire.

Your text box in the
Flyerwill look
similar to the text on
theleft. You can
change fonts, resize
and color the text,
just like you did
previously. You
can also resize the
text box as well.

Don't forget - if you make a mistake you can alwayslick-on the
blue undo arrow and try again.

Logo Text and Logo Picture

If you can see the whole Flyer you are where yaukh
be at this point. If you can't see your entireflgoom-
out, as you have done before by tappingfA&key. Now
that you can view the entire Flyer, look in thever right
corner of the Flyerjust below the Personal
Information Text Boxes - that we worked on before -
there is a small box with the wo€@rganization below a
pyramid. Click-on this box Thenzoom-inagain by
tapping the=9 key.

When you haveoomed-in your image shoultbok like the oneabove This image looks
similar to a "Grouped" set of boxes, but thereraxéobject boxes."

If you are familiar with Publisher 2002 and 2003iywill find that editing your Logo’s has a few
more steps in Publisher 2007. The Logo Task Pasdben replaced by a Design Gallery.
We’ll now show you how to find the Design Gallenydaalter your Logos. We'll also show you
the “new” method for saving your Logos — that’s mfiexible than before.

Now trust us andclick thecurrent Logo and thertap theDelete key We'll replace this Logo
with one we like. If we don’t delete it now, wellave two Logos’ — one on top of the other.
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On theleft side of yourPublisher screenis aDrawing Toolbar.

@

Almost at the bottom of theDrawing Toolbar is asmall imagewhich isenlarged
below.

When youmove your cursor over this imageit will indicate Design
Gallery Object.

Click the Design Gallery
Object button. /

A Design Gallery MenuScreen willappear. On theeft side of the screeryou will see a
Logosselection.Click theLogosselection. Your Design Gallery screen should tmyk like
the image below.
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Notice, in theupper right corner of theLogos Design
Gallery screenan area calle@ptions.

You haveseveral choices

Notice you cannclude a graphig or not have O r—
Click each choiceandlook at theLogo imageson the
left.

Below this is an area callédnes of text Youmay /
have one, twoor three lines of textin your Logo.
Click each of these selections

You find a Logo that you like. We chose th€rossed Cornerwith
3l f text ;
ines of tex

When you have a Logo design that you lidek thelnsert
Object button in thelower right corner of theDesign
Gallery Logo screen

You will see yourselected Logo appeam thelower
right corner of your Flyer.
ﬁ

Now we'llreplace thepyramid andtext in the logo with /
something that indicates that thisisr personalogo. This

will be abit tedious. You might have to click, where we

indicate, a number of times selectthe pyramid andext.

We’'ll zoom-into assistus in clicking-on the appropriate

areas. As we indicatesghrlier in thetutorial , at thetop of

Publisher'svienu andButton Bars there is arareathatindicatesthe 'sizé' of yourzoom-in or
out. To make this taskasier, click-on thelittle down triangle to theright of thecurrent size
andenlargethe image t®00 %. Thelogo will be mucheasierto work with once you've done
this - if you care to do this.
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Your logo should look similar to the image on the
right. You may have to click and drag the

corner grabbers to make your logo large enough
to see the text clearly Experiment as you desire

| -

—

First, we'llreplacethepyramid with an appropriate piece Glip

Art . Carefullymove yourcursor over thepyramid andclick the

left mouse button toidentify " the pyramid. If you have done this
correctly, small circles will be located around the pyramidlike /
the imageo the right).

Once you haveidentified" the
pyramid, keep yourcursor on the
pyramid andclick theRIGHT mouse
button. A drop down menu will
appear (like theimage on theright).

When the menu appears, move the
cursor down toChange Picture then
overClip Art. When thecursor is
over Clip Art, click theleft mouse
button. Thdnsert Clip Art Task
Panewill appear.

You maychoose any clip art you desire Use the

sametechniquesthat you did orPages 19-26 For

our Flyer, we’ll use anothecomputerimage. So

we'll searchagain on the wordomputer. You

search for the image you want in your logo and

insert it in place of the pyramid. We found a \

computer image that we liked in our Insert Clip Art

Task Pane. To insert our image welick the

small down arrow on theright side of ourimage choice, and theadlick Insert. On the right
you can see that we found a computer. Your imagald look something like the one on the
right.

Now we'll work with thetext.
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First, click-on the word
ORGANIZATION in the title area.
Your image should look something
like theimageat theright. This will
work just like the Title and Personal
Information Text Boxes we edited
earlier. Delete ORGANIZATION in
the box andnter thetitle you desire.
We're going to us&/aldo’s in this
box and Wonderful and Whatnots in
the text boxes below this text box. Go
ahead and make changes to your
box(s) now. Change the Font, Size
and color if you desire.

Our logo text box now looks like the
one at the left. Now we'll edit the
remainder of the logo text box.

Next, we'll highlight NAME and then change it Wonderful. Then we'll highlight the word
PLACEHOLDER , and change it t&vhatnots. Go ahead, on your own, and enter your text in
the logo text boxes.

Ourfinal logo box looks like the one at
the left.

/

Let’s see what our flyer looks like now. Since za®mmed-in to
200%, thebest wayto nowzoom-outis to go back to the Menu
andButton Bars at the top of the Publisher screen and again
click-on thesmall down triangle. When the drop down menu
appears (like at the left), run the cursor dowkizole Pageand
click theleft mouse button. This willre-set' Publisher to the
default zoom-out that we have been using.

é
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Saving a Logo as an Image and Placing it in Busine$nformation

If you would like to save the Logo you created asd it in other Publisher 2007 publications
(and other Office applications), please follow th&tructions below.f you do not desire to do
this, skip to Page 39

Moye your cursor over yourLogo .
until you see the crossed arrows > {%

When you see the crossed arroaligk theRIGHT
mouse button You should see @op down menu
similar to the one on the right.

Click theCopy selection.

This will place your Logo on the Microsoft Office
Clipboard so that you can paste it into the Micfbso
Office Picture Manger.

If you areusing Windows XP, click theStart button in thelower left corner of your screen.
Thenmove your cursor overAll Programs. When the selections appeanpve your cursor
overMicrosoft Office, when the Microsoft Office menu appearsyve your cursor over
Microsoft Office Tools. When the Microsoft Office tools menu appeaisve your cursor over
Microsoft Office Picture Manager andclick this selection

'

34



»

If you areusing Windows VISTA, click
the Start button in thelower left corner
of your screen. Themove yourcursor
overAll Programs. When the selections
appear,move your cursor over

Microsoft Office, andclick Microsoft
Office. When theMicrosoft Office menu
appears move your cursor over
Microsoft Office Tools, andclick
Microsoft Office Tools.

I Start Button I_)

When theMicrosoft Office tools menu
appearsmove your cursor overMicrosoft
Office Picture Manager andclick this
selection.
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Once youseeyour Logo image click your logo
imageso that it is marked.” Then,click on

File in theMenu Bar thenclick Save AS.. . g

If you are using
Windows XP a
Save As menu
screen similar to
the one on the
right will appear .
In theFile name
area, type a name
for your logo and
thenclick theSave
button.
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When the Microsoft Office Picture
Manager menu screen appesisve
your cursor over the open area on the
right and click theRIGHT mouse
button. When therop down menu
appears click Paste You will now
see your Logo image appear in the
white area.



If you are usingVindows
VISTA aSave As menu
screen similar to the one
on theright will appear .
In theFile name area
type a name for you
logo andthen click the
Save button

Once your Logo image is saved,add your Logoto your
Business Information click on Edit in the Menu Bar and then
click Business Information....

When yourBusiness
Information menu screen
appearglick theEdit
button.
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When theEdit Business
Information Set menu screen
appearsclick theChange button

You will see your screen “blink” and you

will return to yourEdit Business
Information Set menu screen. You will
notice that yolL.ogo imagehas been
updated to theLogo you created

Click theSavebutton.
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Thelnsert
Picture menu
screen will now
appear.Browse
to the drive
where you saved
your logo image
andclick on the
Logo image
When you have
selected your
image,click the
Insert button.



You will now return to your
Business Information
menu screen. To
update/replace the “old”
logo, click theUpdate
Publication button.

Ta Da! Your new logo has replace to old
one. Now all of your Publisher
Publications will have this new logo. You
can also copy and paste this logo into your
Word, Excel, Access and PowerPoint
applications as well.

Printing Your Flyer

Printing your Flyer, or any publication, is veryrsiar to printing in any word processor. In the
Microsoft Office modules you can eitherck-on asmall printer in button bar or click-onFile
in theMenu Bar and then ofPrint in the drop down menu. One small, logical nd#any
computer users seem to forget that you can oniy pdlor from a color printer. Frequently,
users assume that if the computer has color osdteen the printer will print color.

Final Flyer Observations

All of the skills you learned in creating your Flye can be used in the Brochure
and Newsletter All three publications have Title and Text BoxBsrsonal Information Text
Boxes, Images, Logos, text to edit or replace witler text. You may group or ungroup objects,
change color schemes, and fonts. So, when thesmon tasks are also used in the Brochure or
Newsletter we will not cover them agai/e will only cover additional new skills in creatirg
these new publications.
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Don't forget to Save!

If you still have yourFlyer open, pleasecloseit. Click-onFile in theMenu Bar and then on
Close In most other Microsoft software, the current@ment on which you are working can
also be closed by clicking-on the small lower "X'the upper right corner of the screen. In
Publisher you do not have this "X," so if you chak the single "X," It will completely exit from
Publisher. If this happens it's no big deal. Syngpart Publisher again and you will be ready to

go.

Creating a Brochure >

If you closed the Flyer, as indicated above, yoll séethe
Microsoft Publisher Task Paneon theleft side of your
screen.Click the Brochuresselection in thé?ublication
Typesarea.

Theright side of your Publisher g
screen will now change ®rochures.

Move downthe Brochures screen
until you seeClassic Designs g

Now look in the upper row of
Brochures on theright. We'll select
the Arcs Informational Brochure just
like we used the Arcs Informational
Flyer.

To selectthe Arcs Informational Brochure, click on this choice. You wikeean “orange
square’ around this selection.Double click twice quickly on the Arcs selection

As soon as yodouble click the Arcs Informational Brochure , theFormat Publication Task
Panewill appearon theleft side of youiscreenand theArcs Informational Brochure
template on theright side of your screen.
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Take a few minutes to look at the Brochure Format

Publication Task Pane. Notice tliRedge Options, Color ;
SchemesandFont Schemesppear at the top of this Task

Pane — just like they did in the Flyer Task Pane.

q

You'll also notice that there arochure Optionsin the
lower part of the Task Pane, just like Flyer Opsion

This Task Pane layout will be similar for all Pwgbier
Publications.

Notice, on theight side of thescreen,that anArcs Informational Brochure appears Notice
theblue linesthat indicate thefdld" areas for thi8rochure. When this Brochure is completed,
it will be folded twice so that it will be about theizeof anenvelope Also, notice at theottom

of the brochurescreen,there aréawo Pages- one for each sideof the sheet of paper that will
make up the two sides of the Brochure. We'll retoredit each side when we have completed
the Brochure Task Pane.
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The Format Publications/Brochure Options Task Pangand the Newsletter to follow) will
work thesameway that the Flyer Options Task Pane worked.

We’'ll move “down” the list of choices in Brochure3k Pane (just
as we did for the Flyer).

\Click Page Optionsand theSuggested Objectgfor Brochures)

appears as indicated at tled.

Usetheelevator bar (on the right side of the Task Pane) to move
up anddown the Suggested Objects areaAs you moveclick
severalof theobjects As you select the different Objects, you
A will notice that theBrochure template, on theright, changesas
the Objects you selectedre ‘dropped” in the middle of your
Brochure.

Don’t worry about this —we’ll them in a minute.

Later, as you become more accomplished with Puddljstou’ll be
able to “drag” these objects to other places o polblications.

If you “goof-up’ it's easyto get back to where you
were. In theButton Bar below theMenu Bar there
is alittle, blue circular arrow . This is theundo
button. If you click-on thisbutton you will undo
your last “click.”

I Elevator Bar I

Next we’'ll choosea Color Schemefor our Brochure.Click
the Color Schemeschoice in the Format Publication Task Pane.

Usetheelevator bar (on the right side of the Task Pane) to mape
anddown the Apply a color scheme areaAs you moveclick-on
severalof the color schemes As you select the different Color
Schemes, you wilhotice that the Brochureemplate on theright
changesits Color Schemeto the one you selected in Apply a color
scheme on the left.

We'll choose thBurgundy Color Scheme since these colors refleet™>
our college colors.

You choosea Color Schemehatyou like. You can come back and
change it any time you desire.
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Next, click-on Font Schemes TheFont Schemes Task Panat
theleft will appear. Thedefault (original) settings for the this
Flyer’s fonts are Arial and Times New Roman

Usetheelevator bar on theright of theFont Schemesrea to
selectafont thatyou like.

We'll stay with the default — Arial and Times NewoiRan.

Now return to theBrochure Options Task Pane

The default Paper Size for&panel brochureis letter
size paper (8 %2 x 11) papeand for a4-panel
Brochure, legal size paper (8 ¥2 x 14) papeiVe’ll use
the 3-panel Paper Sizdor our brochure

This is important. If — and this is a BIG IF — your
printer can print on a paper size other than (8 12)x
you can choose other paper sizes by clicking thenGé
Paper Size button. You will see a large screeh wit
many selections. When we clicked we found our uéefa
size and many other sizes.

| —

. S

If you desire a different size, please consult ymumter manual before designing your brochure.
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Don't forget - if you make a mistake you can alwayslick-on the
blue undo arrow and try again.

Now we’ll learn about the brochure. If you are natPage 1 click-on thePage lbuttonnow.
You'll see the two page buttons at the bottom afry®rochure screen.

E— Title Box - Grouped

Notice that we havalready masteredhow to
changeeverything in the right portion of the
Brochure.

- Clip Art

—— Text Box

E——  TeXxt Boxes — from Business

Information
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Now look at thdeft sideBrochure panel Againyou

have already mastered how to edit this panelAt the e—-
top is aText Title box. In themiddle is adouble

spaced text box It is similar to the text box we e%\
in the Flyer where we used Microsoft Word. You can

right click-on this text and choose to Change Texh

the menu and then Edit Story in Microsoft Word.eTh
bottom image i€aptioned Clip Art.

If you click-on thetext below the imageyou will see
that it is acaption for the picture. A caption is simply
atext box “attached’ to apicture. If youclick-on the
book below, and thetap the F9 key, you will zoom-in
on the book. You wilseethe grouped objegiiecesthat
indicate grouping and the text that indicates it is a
caption. If youclick anddrag theimage, you will see—
logically — that the caption “moves” with the boek
becausehey are grouped

Edit the Title Box,
the text or change
the Clip Art and
Caption. Do what
ever your feel like
doing.

We’ll come back to the center
section of Page hfter we look at
the three panels on Page 2. So,
click-on Page 2at thebottom of
thescreen

Notice, in theimage of Page 2
(right) that theleft andcenter
panels aressentially likethe one
above They simplycontain
Heading Boxes Text Boxesand
Captioned Clip Art. The right
panel has arext Box and
Captioned Clip Art. In the

lower portion of theright panel
you seeaBusiness Information
Box — just like we mastered in the
Flyer. So, you already know how
to edit all of these “things.”
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Don't forget - if you make a mistake you can alwayslick-on the
blue undo arrow and try again.

One more"neat thing" before we leavetheBrochure.
We'veclicked one more time oRage 20of the
brochure.Zoom-out in your Brochure andlick-on the
Page 2at the bottom. In the left panel of your brochure
you originally had aclock with a textcaption below
the clock We made some changés our brochure to
reflect a Hamburger Sale at Waldo’s Whatnots. hat t
left there is a picture of lmamburger being guarded by
two knights (we changed the clip-art like we've €lon
before. Below the clip art weave also changedhe
caption as well.

New Neat Thing

If we click-on thepicture and caption we immediately noticethat they are grouped object.
So,when weclick anddrag them theystay together- nothing new - no big deakHowever,
when wedrag theimage and caption no matter where we drag theting text automatically

wraps around them- this is theNew Neat Thing

If you've forgotten how to drag the images - Simgllgk the left mouse button on the image,
hold down the left mouse button, and move the maosend a bit - this is called dragging.

On your own, drag your image aroundtheleft panel andnotice thewrapping. Drag your
imageto themiddle paneland thesame thing happens Publisher hasalready wrapped

every image in all publications like this- we think this issuper - it sure saves a lot of time
learning how to "wrap frames" like Publisher haselo Also notice that, as you drag, the image
and caption from Page to Page, that if the imagsHtips the text" that the text "flows" from
panel to panel. We'll get into this a lot morehe Newsletter.

We thought you'd like to try this image draggingismall brochure where you can "really" see
the effects.

Merging Addresses from a Microsoft Publisher, Wordor Access Database
Thenext few Pagewill discussutilizing acomputer databaseto insert addressesnto any
publication - in this case the Brochure. Many folk's justittaaddress their Brochures or use
mailing labels. You can do much more than thishwwidatabase.

If you desireto see how this is don&ith a databaseread on. If you do not, want to try a
mail merge at this time, you cans&ip to Page 55 now
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Now we’ll return to thecenter panelof Page 1- theaddress panel Click-on Page 1now.

We firstclicked the CENTER PANEL
of Page land thereoomed-in

At the bottom of the center panel we can
see our “return address” — created WheR——
we updated our Business Information.

We now want tadd an “area’ for the
mailing addresswe will create by
merging our Publisher Brochure file with
a database or spreadsheet address file.

In theFormat Publications Task Paneon theleft side of your Brochureglick thePage

Options choice. Notice, in Page Options, that your newyd. one of the options, if you chose

to create one and update your Business InformatB®low it is a Customer Address mail merge
selection. Welicked the Customer Addressselection and noticed that it appeared in theerent
section of our Brochure.

— Address Area for
Mail Merging

Look at theMailing Address Lines 1, 2, 3, etcabove This iswhere you canpasteamailing
label. Or, better yet, createa mailing list in Microsoft Word, Outlook Malil,

Publisher, Excelor Access Or, if you are very patientandhave lots of time you could
individually type-in or write in each addressprint Pagel, type-in another address, print Page
1, andon, andon, andon.

47



When you clicked Customer Address
selection, you probablyoticed that the
Address Areawas alignedvertically in

the center section of the Brochure. If we
mail the Brochure, it will be folded and
mailed like an envelope So, we’llneed
to rotate our Address Area 90 degrees
like and envelope.

To rotate your Address Area look just
belowHelp in theMenu Bar and you
will see aFree Rotate button Click the
Free rotate button and a drop down
menu will appear. Click theRotate
Right 90 degreechoice.

é
#

When youclick, your Address Areawill rotate right like the
imageon theright. If you need to, move your address area
so that it is more centered in the middle pansgionir
Brochure.

Make surethat yourAddress Area remains highlighted
andclick on theMailing Address Lines — they should all
turn black — like in the Flyer(and in themageon theright).

We'll use aMicrosoft Access databaséor our brochuresThere is an Access tutorial, similar
to this tutorial, that will assistyou inbecoming knowledgeablen Access Just e-mail us (at
the address at the end of this tutorial), and veefid you a copy of the Access tutorial, and/or
tell you how you can download it from our web site.
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Now aquick illustration of l
what we are talking about.

First, weclicked theAddress

Area Mailing Address Lines

in the Brochure (in themage

on thelast pagg and all of the

Address Lines turned black

This “marks” the lines. We

thenclick Toolsin theMenu
Bar, thenclick Mailings and /
Catalogs,and therMail

#
Merge.

In the Menu Bar, of all Publisher 2007 publicatiowkere a mailing address database might be
used, there is this Mail Merge feature.

#

When weclicked Mail Merge, the Mail
Merge Task Paneappeared (image on right).

Take a few moments to look at this Task Pane.
It gives you an idea of how your address lines
will work in the Brochure.

#

We'll use and existing databasthat we
created with the Access 2007 tutorial.

After youread theMail Merge Task Pane
Step 1 of 3 menuclick theNext: Create or

connect to a recipient list. \
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If you areusing Windows XPthe belowSelect Data Source menu screewill appear. Notice
that we selected ahccess database called Person 2003.mthis won’t matter to Publisher
2007 as it can handle all past versions of Offaféngare).

Once we'veselectedour database, we'tllick-on Open.

If you areusing Windows VISTA the belowSelect Data Source menu screeaill appear.

Notice that we selected alccess database called Person 2007.aacdbn-Access 2007
database.
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Once we'veselectedour database, we'tllick-on Open.

The belowSelect Table Access menscreerappears One of the databases within our Person
2007 Access database idatabase (table)calledPersonnel Weclicked-onPersonneland

then clickedOK.

A Mail Merge Recipients menu screen will novappear. You’'ll notice all of thedata fieldsin
the databasare a part of this screeneven though we’ll only use the addressdstice thatall
of the addresses are “checked* this indicates thaveryone in the database will receive a
brochure. If you desire more information on Mail Merges Wave created Mail Merge
tutorials which we can send to you, or you can doath from the website (information on last
page). For this tutorial, we’ll simplglick OK.
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TheMail Merge Task Pane Step 2 of 3vill appear with all

of thedata fieldsin our Access Database (you would see the
same if you were using Excel, or some other Micitdgkailing
List).

Next we’ll create our mailing address“label” (it will really
be printed on each brochure, for each person idatebase, as
each brochure is printed).

As indicated previouslywe’ll usethe Access databasee
created in the Access tutorial for our field nanmeghis
brochure.

Make sure you have clicked on the Mailing Address ine
area so that all of the addresses are black.

/

You can eithefollow the instructions at thetop of theMail
Merge Task Paneanddrag a field to theMailing Address
Line area orclick on thefield as we did. As soon as we
clicked onFirst Name, the ‘black” Mailing Address Lines
disappearedandFirst Name became thérst field in the
Brochure Address area

N

We wouldlike a space between First Name and Last Namso wetapped the Space Barand
thenclicked Last Name We thertapped theEnter Key to begin anew line for our Street
Address
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Theaddress areawill now look somethindike
theimageon the right, after you haveserted
theappropriate fields from the database.

#

As you enter fields in the Address Line area, dtorget that you will have to tap the Space Bar
between fields (e.g. First Name and Last Name)adswitap the Enter Key to move to a new
Address Line (e.g. Street Address).

Notice how the Field Names from theAccess database (abovéjavereplacedthe default
address linegon theright). You may have to do a littleetliting” of the fields after you have
inserted the fields. Simplick-in the Address box areaand adjust spacing, insert commas,
etc.

Once you have your Address Area the way you walttak again at theMail Merge Task
Paneon the left. You willsee—just below the database fieldan area thahdicates Preview
Recipient: - with somearrows. You can nowook at each addresdy clicking thearrows to
the right and left of the number box. You @dso exclude someong you do not want them to

get a Brochure.
J/

&

You'll notice that the first name in the databappears in the address are@agge onright).
In this case there a6 people in the databasand we aréooking at the first database
record.

If we aresatisfiedwith our results, we can noprint our 26
brochures. To do this we’ll needdo to thenext Mail
Merge Task Pane To do thisclick theNext: Create
merged publication selection
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Publisher 2007 “knows” that you desire to print ailm
merged brochure. So, when ydick Print in theCreate
merged publicationsarea of the Task Pane, Yowskea the

/ Print Menu screemappear (image below)

N

Printing in Publisher
2007 can be a bit
tricky once you start
printing Brochures,
Newsletters, and
other multiple page
publications. If we
print our Brochure
now, it will print 26
“Side 1's” and then
26 “Side 2's.” In
Publisher 2007 there
are some neat 2-sided
printing options
available. If you
desire to try this, a

Wizard will open to —

assist you.

Again, please be careful if you print in Publishehether you do a Mail Merge or not. And, be
patient..................
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Don't forget - if you make a mistake you can alwayslick-on the
blue undo arrow and try again.

Well that's about all for the Brochure. Now we'llmove on to the Newsletter.

Zoom-out one more time anldok at your whole brochure.
Don't forget to Save your Brochure.

Final Brochure Observations

All of the skills you learned in creating your Flye and Brochure can be used

In the Newsletter All three publications have Title andText Boxes, Personal

Information Text Boxes, Images Logos text to edit or replace with your text. You may

group or ungroup objects change color schemesandfonts. In thebrochure we alsocovered
addressingthe brochures anabjects with captions So, when these common tasks are used in
the Newsletter we will not cover them agalWwve will only cover additional new skills in

creating this last publication.

If you still have youBrochure open pleasecloseit. Click File in theMenu Bar and then click
Close In most other Microsoft software the currentulment on which you are working can
also be closed by clicking-on the small lower "X'the upper right corner of the screen. In
Publisher you do not have this "X," so if you chok the single "X," It will completely exit from
Publisher. If this occurs, it's no big deal. Shyngtart Publisher again and you will be ready to

go.

Newsletters

If you closed the Brochure, as indicated above,wilusee
theMicrosoft Publisher Task Paneon theleft side of your
screen.Click the Newslettersselection in théublication
Typesarea.
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Theright side of your
Publisher screen will Now -
change tdNewsletters

Move downthe Brochures

screen until you See e
Classic Designs

Now look in the upper
row of Brochures on the
right. We'llselectthe
Arcs Newsletterjust like
we used the Arcs
Informational Flyer.

To selectthe Arcs Newsletter, click on this choice. You wikeean “orange squaré around
this selection. Double click twice quickly on the Arcs selection

As soon as yodouble click the Arcs Newsletter, theFormat Publication Task Panewill
appear on theleft side of yourscreenand theArcs Newsletter templateon theright side of
your screen.

Take a few minutes to look at the Newsletter Format

Publication Task Pane. Notice tlige Options, Color —
SchemesandFont Schemesappear at the top of this Task -
Pane — just like they did in the Flyer and Brochliask Panes.

You'll also notice that there aidewsletter Optionsin the
lower part of the Task Pane, just like Flyer anddBure
Options.

This Task Pane layout will be similar for all Pughier
Publications.
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Notice, on theight side of thescreen,that
anArcs Newsletter appears Also, notice

at thebottom of the brochuracreen,there
arefour Pages- onefor each sideof the
sheet of paper that will make up the four
sides of the Newsletter. We'll return to edit
each side when we have completed the
Newsletter Task Pane.

The Format Publications/Newsletter Options Task Pane
will work thesameway that the Flyer and Brochure Options
Task Panes worked.

We'll move “down” the list of choices in Brochurea3k Pane
A (just as we did for the Flyer).

Click Page Optionsand theColumns andSuggested Objects
(for Newsletters) appears as indicated atefie

Usetheelevator bar (on the right side of the Task Pane) to
moveup anddown the Columns/Suggested Objects areaAs
you moveclick several of theobjects As you select the
different Objects, you wilhotice that theBrochure template,
on theright, changesas theObjects you selectedre
“dropped” in the middle of your Brochure.

Don’t worry about this —we’ll them in a minute.

I Elevator Bar

If you “goof-up’ it's easyto get back to where you were In theButton Bar
below theMenu Bar there is dittle, blue circular arrow . This is thaundo = ==
button. If you click-on thisbutton you will undo yourlast “click .”
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We’'ll now spend a bit of time with th@olumns selection irPage Optionsselection.Make
sure you have “cleared” your Newsletter of “anythirg” you might have insertedfrom
Selected Objects. Yolnewslettershouldlook like theimage at thetop of the last page

Look at theColumns choices- Noticethat

there ardour choices Thecurrent selection
/ is three columns You will notice that the
Newsletterin the large area to thight,

logically shows three columns Nowclick-on
thel columnchoice andvatch the
Newsletter at the rightthangeto one column.
Now try 2 columns. Finally tryMixed. By
now you shoulgeehow neatly Publisher
makes each changseo that you camstantly
see the results

As you move your cursor over each choice, you naice
that asmall, down arrow appears on theght side of the
first three choices If youclick-on thearrow, you will see
that you carapply column changes to all Pages, or just on
the Page you've selectedAt the bottom of the screen
you’ll notice that thedefault newsletter has four Pages
(like theimage below.

As you click-on the choices, also click-on the Paged you'll be able to see this “happen.”

We’'ll use three columns so pleaselick-on 3 columnsso you'll “match us” for this tutorial.
When you become more proficient with Publisher 2@bibose any design you desire.

You choose th€olor Schemeand Font Scheme that you desifé/e’ll select Burgundy and
Times New Romanagain.

We'll now return to theNewsletter Page Options Task Pane

TheNewsletterwe createdhas four “sides” Notice, at the bottom of thBlewsletter screen’
that there aréour Pagesin thisdefault Newsletter.
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As youclicked through the Pagesof theNewsletter, you may havaoticed that when you
clicked-on Page 2that both Pages 2 and 3 appeared togetherYou mayprint your
Newslettersyourself, or at your college or business printing plantar will probably send
their Newsletters ta commercial printer. We have found that treommercial printers
desire/require that youprint each Page separately

\ To changethe“spread” layout, click theNewsletter
Options choice in théd=ormat Publications Task
Pane

Next, click theChange Template... button

A Change Template menu screewill appear. Look at the
lower right corner of this menu screenfor theArcs
CustomizeandOptions area(image orright). —

~—

Move yourcursor over thedown arrow on theright of
Page sizeand thertlick thedown arrow in theblue bar. A
One-page spread or Two-page spread drop down dtea w
appear.Click theOne-page spreacthoice.

Click theOK button on the Change Template menu screen.
After you click OK,look at the “new” formatting for your
Pages at theottom of the screen They'll look like theimage
on theright. Compare this image to the one aboM®tice how
theupper right corner of each Page is now “turned dowrf
This indicates that each Page will appear and inéepor
separately.Click-on each Pageand you'll see this is true.
We’'ll leave the layout for the Newsletter in the Tw-page spread Sorepeatwhat you just

did, but this timeselect Two-page spread We're doing this to in orddo illustrate something
later.
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Click-on Page 4at thebottom of the screen. Your Pages should *
now look like theimage at theright. You'll see Page 4 on the

right side of your screen.

We can also haveraailing addresslist in our Newsletter,
just like we did in our BrochureClick-onInclude in the
Customer addressportion of the Newsletter Options Task

Pane.

Now look at thePage 4of your Newsletter. You'll see that
an area for a mailing address has been added fouhé
Page. You can leave your Page 4 with an

address area, or click the Undo Arrow to

remove the Mailing Address Area.

q

You can easily add more Page® your newsletter - as you \t
desire. Simplylick Insert in theMenu Bar and therclick

Page AnlInsert Pages menu screen will appear

—

Publisher will insert two Pages if you click-on OK.

/
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Click-onPage 23, and them. Pauseon
each Pageandgeta “feel’ for its layout.
Now return toPage 1 click-onPage 1

Notice that you have alreadpastereda
number of thetems on the front Page of
the Newsletter. In the top left is a simple
Text Box. You can change thdewsletter
Title to your title. On the right at the top
is anotheiGrouped Text box like you
mastered in the Flyer and Brochure. The
coffee cup and captiorare also familiar
from the Brochure. Theead Story
Headline andSecondary Story Headline
titles aresimple text boxes We will
focuson thethree column text boxesand
two new boxesonthe right edgeof the
first Page of theNewsletter. Thearrows
to theleft indicate these boxesFirst

we’ll look at the upper right box. Click-
on theupper box and tap=9 to zoom-in

on it.



Copying Titles from Headlines into Inside this issa:

This is aTable of Contentsfor theNewsletter. We’'ll go toPage 2
in a minute andearn how toinsert thetitle from a story that i&n
Page 2 TogotoPage 2click-on thePage 2‘button” at thebottom
of the screen. *

You will now beon Pages 2 and 3If you are nozoomed-out tap
theF9 key to do so nowLook at theupper left corner of Page 2
Notice the title: Inside Story Headline Click-on thistitle and then

tap F9 to zoom-in. /

Replacethisinside Story Headline— a text box —
with aheadline of your choice We’ll stick with
our hamburger themand our headlinewill be:
Arts Make the Best Burgers in the Burg.

Our Headline at thetop of Page 2now looks like the one above We'll now “copy’ this title

to the Inside this issue table of contents on Pade To do thisfirst highlight your title at the

top of Page 2 Click to the left of the title, hold down thdtlenouse button, and move the cursor
over your title. It should bkighlighted like our title at the top of the next page If you are
unable to do this on your first attempt, try agaiil your highlight looks like the one at the top
of the next Page.
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We'll now copy this title to the Inside this issue Table of @Gntents on the first Page

Now that the text is highlighted we hatveo choices to copythis text.

Method 1. Click Edit in theMenu Bar and then, in the drop down
menu,click Copy. Thenclick thePage 1button at thebottom of
thescreen Move around thescreen until you can see the Inside
this issue box(last page). When you have located the box,
highlight Inside Story in the top box. Thealick-on Edit in the
Menu Bar again, in the drop down menu that appeaisk-on
Paste. Some of your headline from Page 2 will noshow in this
area (like the image below).

Method 2: Make sure that your headline is

highlighted on Page 2 Thenclick theCopy

button in thebutton bar at the top of the 4 f
screen (instead of Edit-Copy in the Menu Bar®

When youreturn to Page 1, and highlight Copy Paste
Inside Story, as we did abovgclick the Paste

button, in the button bar, to paste the title into

the text box.

Now highlight yourheadlinein theInside this issue: box It should
look like theimageto theright when you have done this correctly. It
is obvious that th&ext font size is wayoo big for thebox. So, we’'ll
have to make thiext font smaller. At thetop of thescreen on the
left, in thebutton bar, is afont sizearea.

(|

Click thesmall down triangle on theright side of thefont sizebox
andchangethefont size to 8(as shown above). Yoheadline title
from Page 2should now fit nicely in this box(like the box at the
right). If it does not, decrease the font sizetariore.
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Text Overflow and Editing Your Newsletter Stories

A very important "thing" to keep in mind when you are working with
Newsletters.

In any Publisher product, wheine text becomes "too big" to
fit in the box where it is being entereda small overflow
indicator will appear as we've indicated earlielhe A...
(see image on leftells usthat there are jusbo many words
to fit in the text box were usinglhis is called Text
Overflow.

When we are working withlewsletter storieswe’ll find that thearticles that we ardyping will
go "down" a newspaper type columnand, when theget to the bottom of a columnthey'll
go to the top of the next adjacent column on the ght and go down and so on. If yown
out of room in any Newsletter articleyou will seethe littleA... at the bottom of the last
column that is included in the story.

Microsoft Publisher 2007 Arcs Newsletter has varios "pre-sized" groups of columnsfor
your stories. You might have noticed this when waue looking at each Page of the Newsletter
earlier. Now we'lconcentrateon Text Overflow.

To showyou how this isaccomplishedit might be best to be able ‘

to "seé this happen So, if you are natoomed-out do so by

tapping the=9 key. Once you caseethewhole Newsletter click-

on the2 or 3 Page'button™ at thebottom of the screen. We used

the Newsletter Options Task Pane to create thisdhgier and we

"set the Pages" so that you coakbothPages 2 and &t the same time This is why we did
it. Thetop of Pages 2 and 3houldlook somethindike those below(your Inside Story
Headline may be different from the one we used).

Thefirst thing we'll do iscreateanareato "hold" the Text Overflow, when it occurs To
begin this process;lick-in the story area at thetop of Page 3(seearrow above). The story at
the top of Page 8hould be completely highlightedn black and lookike the imageat the top
of the next page
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Before we delete this text, to create an area éoxt Dverflow,notice thelittle box in the upper
right hand corner of the Inside Story Headline articove (arrow). Thislittle box indicates
that the text in the third column in the artitfewed" from thebottom of the second column

in this story.

s

Now carefully click-on the bottom of the first
column of the Inside Story Headline. You may have
to try several timesto get the image you see to the
left. Thisindicatesthat this story, whiclhegins in
the left column, flows from thebottom of the
column into column two (the middle column).
Later, when you get used to seethgse little

arrows at the top or bottom of story columns you'll
be able talick-on them and, when you click, you
will be "taken" to the next column where you can
continue to enter text

After you have successfully completed the abovpsstick-again sothat all of the text is
highlighted in the story at the top of Page 3picture at thetop of this page.

When all theext in the storyis againhighlighted, tap theDeletekey toremove all of the text
in this story. YourPage 3 Inside Story Headlineshould now loolike the imagebelow.
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If you desireto deletethelnside
Story Headling, andreplaceit
with other text, or leave it blank,
you may do soWe're going toreplacethe textat the top of our Page 3with: Story continued
from top of Page 2. Well make the font a little smaller since thisislonger a story headline.
Our Text, at the top of the first column on Page 3, Howks like the image below.

The top areas d?ages 2 and 3hould nowook like the imagebelow.

Now click anywherein thestory at thetop of Page 2 Theentire story should béhighlighted
in black and look like the imadeelow.

This is thestory thatwe desireto edit until it becomes "too BIG" to fit in the three columns at
the top of Page 2. Twegin theediting we'll do the same thing we did in the Flyexdit our

story in Microsoft Word . RIGHT -click anywherein theblack highlighted areaat the top of
Page 2
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When thedrop down menuappears
move down toChange Text and
when theChange Text drop down
menuappears move down to:Edit
Story in Microsoft Word andclick
on this choice. MicrosofiVord will
now load, just like it did for the
Flyer. Read the text in this story

in Microsoft Word . Publisher
again uses this text explain about
how this Text Box area is used It
indicates that the story contained in
the box is about 150-200 words
long. So, later, when you are using
this Publisher Newsletter template
to create your own "real”
Newsletter, you can type a story in
Word, or any word processor, that is
about 150 to 200 words long, and
copy the story from your word
processor into this space at the top
of Page 2.

Move to the end of the storyin MicrosoftWord andtype-in the following:

We are learning about how Text Overflow works. Wecan see that the text at the top of
Page 2 does not fill the three columns that make upis story. So, we are adding this text
to create a Word Overflow condition. We'll keep typing until this occurs. Since the
tutorial said to type all of this, the tutorial author must know how much text it takes to
create a Text Overflow condition. We'll now clicken File in the Menu Bar above and then
on and the click-on Close & Return to Newsletter.ph. (Note: the name the authors used
for their Newsletter was Newsletter.pub - my menu Wl indicate the name of my
Newsletter.)

This text is beindgyped-in aspecialMicrosoft Word screen.
When you have finished typing the text abaslegk on the
Microsoft Office Button (at thetop left corner of Microsoft
Word). You will see a drop dowmenu like the one to theght.
When it appears you wileea unique selectionClose & Return
to “something. Pub”. Click-on Close & Return to “something.
Pub”. The Close & Return to “something.pub” will charegch
time you use it.
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You will seethat yourthree text columns at the top of
Page 2 are "full." If you click-in thethird column, and it
may take a few tries to do this, you will eventyakethe
over flow condition which looks like the image to the left.
At the bottom of the column you will seelaxt Overflow
indicator: A.... When you can see the indicator a small
"chain link" will appear at thetop of

thescreenin theright side of the

button bar. This chain link only

appears when there is a Text

Overflow condition.

Now, click theleft mouse button on the
chain link. When you click thehain link
will appear "depressed (as seen in the image
to the left). Nowmovethe mouse&ursor over thetext at
the top of Page 2 As you move it over the text you will
notice thecursor "changes” to a little measuring cupthat
seems tdoe "full of alphabet soup® (you'll almost need a
magnifying glass to see this). Thislt cup” indicatesthat itcontains the all Text Overflow
from the text columns at the top of Page 2. Anywh@u move on Page 2 the cup will remain
upright. This means that Page 2 is “full” and there is nowhe to “dump” the extra text in
the cup. Now, carefullymovethecup over the empty text area you
created at the top of Page .3As soon as you move the curseer
this empty area you will seethecup "tip" a bit and will see the ===
letters appearto be ‘pouring” from the cup (like the cup image on
the right). Thigmeansthat you cangour” theText Overflow into
the area at the top of Page.3To do this, when yosee the
"spilling” cup in the Page 3 blank aredick the left mouse button

As soon as you click the buttoryou will see the first
column at the top of Page three “fill” with the Tex
Overflow. Your text area at the top of Page 3 will
look similar to the image at the right
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Now we’ll look at theNewsletter, Page by Paggeto determine if thereare
any other Publisher featuresthat wehave not coveredn the Flyer,
Brochure, and Newsletter. You are probably lookahthe Page 2 and 3
screen, since we just finished learning about Tasdrflow. So, we’ll logically
start onPage 1 soclick-on thePage 1button at théottom of the screen.

To view Page lbetter, tap th€9 key tozoom-out if you cannot view the
whole Page.

When welook at thefirst Page of the Newsletter (at the left) there ady
two things that wehave not mentioned However, you have already,
mastered the skills to change them. Tirst is in theupper right corner, the
secondin thelower right corner (see arrows).

/ You already know how to change the Newsletter Titlthe upper left corner,
the Title Box in the upper right corner, the “cafeup” Clip Art and caption,
and the two stories on the front Page of the NdwesleWhen we look at the
other two “things,” you will see that you alreadydwv how to edit them as
well.

Special Points of Interest Text Box

Let's look at thelower right text aredirst. Click-on thisText
Box in thelower right corner, and then tap the9 key tozoomin
on the box. When you get a closer look at 8pecial points of
interest: Text Box you sedhat it is simply astandard text box
with bullets, which highlight topics in the Newgkst So, as with
any text box, all you have to do is change theti@xbcus on
special articles in your Newsletter. No big de#bu can do this
easily now.

Newsletter Date, Volume and Issue

Now move upto thetext box abovethe Special points of interest:
text box. Again, no big deal. Another Text Bokhis text box allows
you to date your Newsletter, and enter the Volunalasue numbers.
An easy task for you at this stage.
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Now let'slook at thesecond and third Pagegnote thearrows on theimage below.

- /

Again, no big deal for you. Everything on these fAages is an article, captioned clip art, or
text box. Theonly, slightly new “things” arethe “color shaded” text boxesabove (see arrows
in image above). Let's take a momentdok at one of these We'll look at the image on
Page 2 that is marked by the arrow.

Shaded Text Boxes

Editing the text in this Text Box is an
easy task at this pointNotice, when
you look at theext in Publisher that
thefont is colored in the color
scheme you choseMore

importantly , notice that the Text

Box has Shading; in your color
schemeacross the text box.

Click-right on theshaded text box Then,moveyour cursor\
down to Format Text Box andclick the left mouse button.

TheFormat Text Box menu screentop of next page) wilappear.

69



Move yourcursor over the
== SMall down arrow to the

The followingFill Effects menu screen
will appear.

Click-in thesmall circle to theleft of/

One color (seearrow).

A Color 1 “color box’ will appearto

the right of One colorClick-on the

small down arrow on theright of the
Color 1 box. You will see the color
menu appear below the box. We
selected the third color from the left.
You can choose any color you desire for
shading your text boxsée arrows

above orright).
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right of No Fill (seearrow
onleft). Click-on the
arrow and the menscreen
below will appear.

f

Click-onFill Effects.



When we selected this color, th#l Effects menu screen “changed” to look like theone

below.

We noticed that theVariants areain the
lower right corner of themenu screen
changed to four variations with our color.

We thenclicked-in thesmall circle to theleft
of Vertical. The screen changed to what you
seeon theleft.

To completeourFill Effects, weclicked-

in thesmall circle to theleft of Two
colors. \

We chose whiteas oursecond color(see

arrow).

We then moved down the menu screen
andclicked in thesmall circle to theleft
of Diagonal up. The four Variants
appeared in the lower right corner of
image.

We clicked-on theVariant in theupper
left corner of the Variant area.

We liked this shading, so we thelicked
OK.
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TheFormat Text Box returned and
we noticed that theGradient and
Variant we selectedwere displayed
in the lower area of the Box.

Now, click-on OK again.

Go ahead andxperiment Each time yoelectadifferent Shading stylethe Samplein the
lower right corner wilshowyou how yourshading will appear. Also, when you select a
different Base color: and Color 2: you will see #ffects in the Sample area.

Go ahead and try a few Shading styles. When yalidne you likeglick-on OK. ‘

Now, zoom-outagain by tapping the9 key. Therclick-onPage 4

at thebottom of the screen.

72

Notice that thetop portion ofPage 4
contains ditle Grouped Box, a

Logo Box, yourhome address box
and aCustomer’s Address Box- all
tasks that you have accomplished in
the Flyer and Brochure.

Thelower portion of Page 4 is
simply another “story” and captioned
clip art box. Again something that
you have mastered in this tutorial.

Don'’t forget to SAVE!



Congratulations. You have now successfully compled three publications

Some Final Notes:

Web Help

é
When you are working in Microsoft Publisher 20G7, i

you desire “instant” assistanceon a feature in

Publisher, there is\wweb connectionin the progranif

you are on-line.” If you click-onHelp in theMenu

bar and then click-oiMicrosoft Publisher Help, you

will be linked to amain assistance screefor

Microsoft Publisher Help and How To. Use the

topics shown on the screen for assistance, orygpe

guestion in the white area to the left of Seardatop and click the Search button.

What now?

If you desire to further your knowledge of MicrosBlublisher 2007, you might want to purchase
a good advanced reference manual. The one wbedikkeis Microsoft Press’s Microsoft Office
System 2007 — Inside Qut

Microsoft Office Tutorials

In addition to this tutorial, other Office tutorsahre available at:

http://www.officetutorials.com

This site is updated frequently with tutorial resrss as well as tutorials from a number of
collegiate institutions. Please feel free to vasitl download as you desire.

This has been an introduction into the basics @liBlver 2007. If you have any questions about
Publisher 2007, or comments on this tutorial, peamtact:

murray.t@lynchburg.edu

Thank you for your patience and good luck.
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