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Getting Started
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Click the Start button. You will see the Start Menu which should look like this:
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Click on Microsoft Publisher.

Microsoft Publisher will load and you will be presented with the Publisher Start Screen.  You can now choose to use a template design via Publications for Print

Or 
Blank Print Publication to create a blank page.
You can now add different elements to your page such as pictures or writing.
Note: To undo your last action you can press ctrl + Z, or open the edit menu and click on undo, or click on the undo icon [image: image1.jpg]


 near the top of the page.

When you first start creating a Publisher Document you can choose to use a predefined design template such as a Calendar or Greeting Card and change the content. Alternatively you can select Blank Print Publication and create a blank page to which you can add different elements such as pictures, writing and headings.

Setting up Layout Guides 

The blue margin in Publisher works differently to the margin settings in Word. 
With a publisher document you can print right to the edge of the page. 
Most printers, however, won’t print all the way to the edge - so you can use the blue margin guides to tell you how close to the edge we should go.
Most printers have about a .5cm ‘non-printable’ area (it’s not usually equal on all sides), so if you set the margins to .8cm (for example), then you should be able to print your document on almost any printer.

If you take your work to a Commercial printer they will be able to print right to the edges of the page and, if they do, they’ll probably want you to ‘bleed’ the colour. This means that the colour needs to stick out over the edge of the page by 3 - 5 mm.
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Set the margins:
· Click on the Arrange menu at the top of the screen, then on Layout Guides
· Under the Margin Guides tab Change the margins to .8 (You can type any number in here)
· Click OK
You can also divide the page into any number of rows or columns.
· Click on Arrange, then Layout guides
· Click on the Grid Guides tab
· Specify the number of columns and rows you want 

· For spacing, double the number you used for the margins (.8 margins = 1.6 spacing)

· [image: image21.png]


Click OK
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Multiple Pages

To insert a new page, right click once on the page symbol at the bottom of your publication and select Insert Page…
If you missed a page, right click on the page that comes before where you want it inserted. Adding a page places the new page after the page you clicked on.
E.g. To add page 5, right click on page 4 and ‘Insert Page’
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Using the Object Toolbar:
The Object Toolbar is usually located to the far left of your Publisher window and it is a useful method for inserting different elements. If you do not see it, click View – Toolbars – Objects. To use it click on one of the different options then draw or click within your document.
	[image: image2.bmp]
	Select Objects
	Selection tool (the arrow). Used to select different objects.

	[image: image3.bmp]
	Text Box 
	Create a Text Box. Used to add text to your page. 

	[image: image4.bmp]
	Insert Table
	Allows you to insert a Table.
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	Insert WordArt
	Insert WordArt, an excellent way of creating headings.
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	Insert Picture
	Insert Pictures from file, Clip Art or an empty picture frame. 
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	Line
	Draw a straight line.
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	Arrow
	Draw a straight line with an arrow at the end.

	[image: image9.bmp]
	Oval
	Create an oval. If you want to create a circle: click this tool then hold shift down as you draw your circle.
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	Rectangle
	Draw a rectangle. If you want to create a square: click this tool then hold shift down as you draw your square.

	[image: image11.bmp]
	AutoShapes
	Create various shapes such as hearts and stars.

	[image: image12.bmp]
	Design Art Gallery
	Access the Design Art Gallery.


Inserting a Picture or Clipart
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Pictures can be added to your publisher document.  They can be pictures that you have taken with your camera, scanned or download.  You can also choose one of the drawings or photos that come included with MS Office - these are called ClipArt.  
To Insert Clipart:

1. Click on Insert on the menu bar at the top of your screen. 

2. Click on Picture, then ClipArt. 

3. You should now see the Clip Art dialog. This generally appears on the right hand side of your screen.
4. Click in the Search For box and type a word that describes what you are looking for e.g. book.

5. Now you can see a selection of pictures.  Don’t forget to scroll down to see them all. 

6. When you find a picture that you like, click on it once to add it to your document.

7. If the picture is smaller or bigger than you want, you can resize it using the instructions ‘Resizing and Moving objects’.
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To Insert a Picture:

1. Click on Insert on the menu bar.

2. Click on Picture, and then From File and you should see a file dialog box.

3. Browse through the folders to where you saved the pictures.

4. Choose the picture that you want and double click on it to insert it into your publication.
 Adding a Text Box
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To insert a Text Box click on the Object Toolbar and move your mouse onto your blank document. Click and drag your mouse across your document to create your Text Box. You will see a blinking cursor inside the text box. You can now type. 
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You might find that your writing is too small to view. If this is the case use the Zoom In tool to zoom in on your writing. 

[image: image29.bmp]
If you run out of room inside your Text Box, you can expand it by click and dragging the handles on the outside of the Text Box.

You can also change the way your writing appears. For instance the Font, the size, whether it is in italics or bold.

You do this via the Formatting Toolbar:
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Note: You will need to add a text box every time you want to write something – you can’t just type anywhere on the page like in Microsoft Word.

Adding Shapes
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You can draw simple diagrams and illustrations by adding shapes to your document. Available shapes include: hearts, block arrows, smiley faces, stars, banners, boxes, ovals and many more. You do this through the Object Toolbar.  Shapes can be Moved, Resized and Rotated just like any other object (see page 12)
1. Click on [image: image13.bmp]
2. You will now be presented with the AutoShapes menu

3. Choose which AutoShape you want to use by clicking on it.

4. Click and drag in your document to create your AutoShape.
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Format AutoShape

You can change the appearance of your AutoShape by opening the Format AutoShape dialogue. 
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To open Format AutoShape click on the Picture toolbar, or right click on your AutoShape and select Format AutoShape. 
This will open the Format AutoShape dialogue. 
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One of the more useful options for AutoShapes is inserting a picture into your shape. You do this via the Fill Effects option. See Fill Effects for other fill effect options.
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Click on Fill Effects
2. Click on the Picture Tab

3. [image: image37.jpg]&
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Click Select Picture and find the picture you want to use and click on it.

4. Click Insert.

5. Click OK.

6. You should now have a picture inside your shape.

WordArt

WordArt is a cool feature that you can use in Publisher, Microsoft Word and PowerPoint. It lets you make creative and unique headings and text. The text is a graphic image (picture) which you can use to decorate any of your documents. 
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Click on the WordArt icon from the Object toolbar. [image: image14.bmp]
2. The WordArt Gallery will open. 

3. Double click on the WordArt design you want to use.  

4. Type in the text for your WordArt design (replacing “Your Text Here”). You can also choose the size and font as well. 

5. Click on OK. 

6. Your WordArt will be inserted onto your page. 

7. You can resize and move your WordArt like a picture.

You can now make changes to the appearance of your WordArt. Click on your new heading. You should see the WordArt toolbar:

[image: image39.bmp]
You can use the WordArt toolbar to make changes to your WordArt. 
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To change the shape of your WordArt, click the WordArt Shapes button:

This will open the WordArt Shapes menu and you can select a shape to use.
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Format WordArt

If you wish to change the appearance of your WordArt (for instance you want it to be a different colour or have a pattern) you can do this by opening the Format WordArt dialogue. 
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To open Format WordArt click on the WordArt toolbar, or right click on your WordArt and select Format WordArt. This will open the Format WordArt dialogue. 

You can adjust the colour and heaviness of the lines surrounding your WordArt and shapes. You can also adjust the colours under the Fill section of the dialogue. 
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Click on the drop down arrow beside the colour already displayed. You can change the colour of your WordArt by clicking on the More Colours option. 

Clicking on Fill Effects will allow you to do various effects with your Word Art and AutoShapes. You can see a sampling of these below.  
Fill Effects
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	Gradient Fill Effect
	Texture Fill Effect
	Pattern Fill Effect
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	Picture Fill Effect
	
	Tint Fill Effect


Resizing and Moving Objects
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Resize:

Click once on the object that you want to resize. 
When the picture is selected it has a dash border with a handle in each corner and one on each side. 

Move the mouse cursor to a corner handle and click and drag to resize.

If you use the corner handle, pictures will keep the same ‘aspect ratio’ (the picture won’t squash). When resizing objects (circles, squares, etc) you will need to hold the shift key down.
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You can also resize objects and pictures with the properties dialog: 

· Right-click, format picture (or object)

· Click on the size tab. There are two ways to change the size of the picture – the best way for now is to change the scale or percentage of original size.

· Make sure the Aspect Ratio and Relative to original size buttons are ticked and double-click in the Height box.

· You can either use the buttons to increase or decrease the size or you can type a number. 

· [image: image52.png]


Click OK to accept the changes and see what it looks like.

Move:

To move an object, hold the mouse cursor over the picture.  The cursor will change into a four arrow cursor (shown).
Once you see the ‘move’ cursor, click and hold the mouse button down, and drag the picture to the new location.  Release the mouse button.

Layout
You can adjust the Layout Settings to change the way that text wraps around the object.

a) [image: image53.png]


Right-click on the picture

b) Click on Format Picture
c) Click on the Layout tab

d) Choose the way you want the test to wrap around this object.

e) Click on OK
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Rotate:

You can rotate Pictures, ClipArt and Shapes.

Click on the picture to select it.  You can tell the picture has been selected as you will see the white handles on the sides and corners, and a dash border.  At the top of the picture is a green handle.

Move the mouse cursor over the green handle, and Click and Hold.  

· Rotate clockwise - Move the mouse to the right.
· Rotate anti-clockwise - Move the mouse to the left.
Alternatively:

1. Right-click on the object and click Format…
2. Click the Size tab
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Adjust the Rotation by clicking the arrows or typing a number. (Try 90o or 270o to turn it sideways, or 180o to turn it umop ap!sdn.

Borders

There are different ways of creating a border, but the easiest way is to create a rectangle (or similar) and set the line type, colour and so forth.
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1. Create an AutoShape using your toolbar.  If you want a page border, use the rectangle tool, and create the shape where you want the border.
Hint: Use the blue margin line…

2. Right click on your newly created line, and choose Format AutoShape from the menu.

3. A dialogue box will pop up, giving you many different options.
4. From the ‘tabs’ at the top, choose Colours and Lines
5. In the line section, you have different options as to how you want to display your border.
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Colour: This changes the colour of the line.

Dashed: You can have a dotted line, dashed line or similar.

Style: This changes the thickness of the border.
Weight: The bigger the number, the thicker the border.

BorderArt: Use this to create a fun border.  You can have a 

border of cakes, balloons, scary pumpkins, or even a 

picture of your choice.

Examples:
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  Colour: Pink

Colour: Blue

     Colour: Yellow

BorderArt
  Dashed


Style: Triple line
     Dashed


Balloons
  Weight: 3pt

Weight: 6pt

     Weight: 10pt
Backgrounds

Similar to creating a border, to create a background, you need to start off with a shape.  
For a page background:

1. Create a rectangle the size of your page – Select the rectangle AutoShape from the toolbar menu on the side, and starting at the top left corner, drag the box down to the bottom right corner.
2. Right click anywhere in the new shape you have created.  Select Format AutoShape.
3. In the colour and lines tab, change the ‘fill’ colour to your preference.
4. If you cannot see a colour you like, choose More Colours for more options.

5. To see different fill effect options, see the information on ‘Fill Effects’ on page 10.
6. If your new background is covering all your work, right click on the background, select Order, and Send to Back.






Alternatively:
1. Click ‘Format’ from the menu at the top of the screen.

2. Part way down the list, select Background
3. A menu will come up on the left hand side of the screen.
4. Click on different backgrounds to preview them.

5. To find a larger range of colours, click More Colours…
6. For more backgrounds, click More Backgrounds…





Microsoft Publisher:


A Basic Guide 








Click and drag the rectangle Auto-Shape over the entire page.





The rectangle filling the whole page.





Full page background using ‘Fill Effects’
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