What is Microsoft Publisher?

Microsoft Office Publisher 2007 helps you create and personalise a wide range of publications and marketing materials.  The wizard option and the number of ready made styles to choose from can help you create professional publications.  In addition you can also create your own publications and import images and information from other Microsoft products.

Starting Microsoft Publisher

Double click on the Microsoft Publisher icon on the desktop. 

Click on Start --> Programs --> Microsoft Publisher 
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You immediately have access to a range of pre-formed publications when you selecting a file type from Publisher software; these are listed on the left of the screen. As each type is selected, examples of these templates can be seen displayed in the main page area

Creating a Brochure Using the Wizard Tool

When you begin with a Brochure Wizard, you don't have to worry about setting up or designing your publication. All you have to do is select the brochure design that you want and then replace the placeholder text and pictures with your own text and pictures.

You can also switch from a three-panel design to a four-panel design, and Publisher automatically rearranges the content.  You can also add a response, sign-up, or order form to your publication with the click of a button.

Creating a three-panel publication from a Brochure Wizard.

Start Publisher. In the New Publication task pane, under New from a design, click Publications for Print, and then click Brochures. 

In the Preview Gallery on the right, click the design that you want. 
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In the Brochure Options task pane, for Page size, click 3-panel or 4-panel. 

If you want to add a form to the publication, click either Response form, Order form, or Sign-up form under Form. 

Click on a text block, and then type the text that you want. 

To insert replace the existing picture right-click on the picture, point to Change Picture, and then click the type of picture that you want to use via Clipart. 
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You can use the pre-designed publications in Publisher for layout and design guidance or as a source for design elements.
You can also create your own blank document.

Set up the publication

Setting up a publication means preparing the publication for printing. During the setup process, you choose the size and orientation of the paper that you will print the publication on.

A printed three-panel publication is typically one folded sheet of paper with text and pictures on both the front and back sides. During the setup process, you create two publication pages, one for the front side of the sheet of paper and one for the back side.

In the New Publication task pane, under New, click Blank Print Publication. 
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On the File menu, click Page Setup, and then click the Layout tab.
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Under Publication Type, click Full Page. 

Under Paper, for Size, click the paper size that you want to use. 

Under Orientation, click Landscape. Click OK. 

To create the page for the second side of content, on the Insert menu, click Page. 
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In the Insert Page dialog box, click After current page, and then click OK.

Lay out the publication pages

The second step is to lay out the publication pages by setting measurements for margins, columns, and other elements.

On the Arrange menu, click Layout Guides. 
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On the Margin Guides tab, set all the margins to zero. 

Some printers won't print anything that is too close to the edge of the page, so you may want to set your margins to match the boundaries of your printer.

On the Grid Guides tab, type 3 or 4 in the Columns box. Use the default for Spacing. Click OK.  Guidelines divide each publication page into three or four equal-size panels.

You can then select your colour scheme, designs and font styles.
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Using the Objects Toolbar 
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The Objects Toolbar enables you to insert text boxes, tables, word art and pictures.  You can also enter shapes and images from the Publisher gallery.

Changing Pictures

To change your picture including cropping, contrast and text wrapping right click on your picture and the following appears
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Changing Text

Left click twice on the edge of the text box and the following options become available:
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Creating a table in Publisher

On the Objects toolbar, click the Table Frame Tool
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Position the pointer where you want a corner of the table to appear, and then drag the mouse diagonally 

In the Create Table dialog box, choose the options you want. As you click different table formats, the Sample box displays them  - Click OK when you have the one you require.

In the table, click where you want to add text, and then start typing. (The table automatically expands when your text fills the cell, unless you lock the table) 

Move to the next cell you want to type in.

Whilst these notes only provide an overview of using Publisher they should help you to create basic documentation and support you in developing your knowledge of Microsoft products.
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