How to use layout guides in publisher
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When you create a new publisher document, the first thing you see (assuming you’re not using a wizard) is a blank page with a blue box in the middle of it. This is the ‘Margin Guide’ and it doesn’t get printed. 
The margins in Publisher work differently to margins in MS Word. Whereas Word is designed to create letters, Publisher is designed to create posters, flyers and publications (e.g. newsletters etc). With these you are more likely to want to print right to the edge of the page (or as close as you can get to it - most laser printers will only print to about .5cm from each edge). 
So – the blue margin now becomes useful if it tells us how close to the edge we can get without the printer cutting off our words and pictures. In order to do that, we need to: 
a. Know how close our printer will print and 
b. Change the blue margins.
Finding the Edges of the Page
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· Create a black filled box using the rectangle tool (about 10 – 15mm)
· Move it to the top left corner of the page
· Make a copy and move it to the bottom right-hand corner
· Print the page and measure the gaps (remember the biggest value*)
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If you’re in a Learning Centre – you’re Learning Centre Coordinator will know the margin for the printer you will be using.
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Changing the Blue Margin

· Click on ‘Arrange’, then ‘Layout Guides’
· The ‘Margin Guides’ tab should be showing (if not – click on it)

· Change all the values to ‘.8’ (or whatever your margin is)
· Click ‘OK’.
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Grid Guides
Grid guides are a way of dividing the page into a number of equal-sized sections. You can then use the grid guides to place objects on the page in exactly the right place.

There are three common tasks that you might want to do that can be made easier by using grid guides:
· 2 A5 flyers on one A4 sheet

· DL (3-fold) pamphlets
· Designing anything that needs the page evenly divided into smaller sections
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A5 flyers

Start with a blank A4 page and change it to Landscape:
· Click on ‘File’, then ‘Page Setup’
· In the main tab (Layout) click on ‘Landscape’
· Click ‘OK’
Set the margins to the printer limit.

· Click on ‘Arrange’, then ‘Layout Guides’
· The ‘Margin Guides’ tab should be showing (if not – click on it)

· Change all the values to ‘.8’ (or whatever yours is)

Set up two columns:
· With the Layout Guides page still open, click on ‘Grid Guides’

· Click in the ‘Columns’ box and type ‘2’

· Hit tab and then change the spacing to double whatever your margin is. 

[image: image3]Why double? When you resize the margin guide you create a margin of .8cm around the outside of the whole page. When you set the column guides you effectively turn one page into two (or three) smaller ones - each with a .8cm margin on one side and at the top and bottom. To make sure your flyers are attractively centred on the page, we want each page to have the same margin all the way around – hence the gap between the pages needs to be twice as big as the margin that you want; one margin per page.

· If you want, you can tick the ‘Add Centre Guide …’ box - you can use it later to put small lines in to show you where to cut.

· Click OK
DL (3 fold) pamphlet

Start with a blank A4 page and change it to Landscape:

· Click on file, then page setup

· In the main tab (Layout) click on ‘Landscape’
· Click OK

Set the margins to the printer limit:

· Click on ‘Arrange’, then ‘Layout guides’
· The ‘Margin Guides’ tab should be showing (if not – click on it)

· Change all the values to ‘.8’ (or whatever yours is)
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Set up three columns:

· With the Layout Guides page still open click on ‘Grid Guides’

· Click in the columns box and type ‘3’

· Hit tab and then change the spacing to double whatever your margin is. 

[image: image4]Why double? To make sure your flyers are attractively centred on the page, we want each page to have the same margin all the way around – hence the gap between the pages needs to be twice as big as the margin that you want; one margin per page. See above for more details
· If you want, you can tick the ‘Add Centre Guide …’ box, you can use it later to put a small line in to show you where to fold.

· Click ‘OK’
Anything else:
Follow the instructions above but experiment with different numbers of columns and rows.
* .8 is a good default to use. That should work on any printer.








