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MODULE 1: GETTING STARTED

Objectives

After completing this module you will be able to:

e layout a new publication
e Navigate around publication pages

e Use Publisher Help

Topics
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LAYING OUT A NEW PUBLICATION

ABOUT PUBLISHER

Publisher is designed for desktop publications from professional looking newsletters to birthday and
business cards. Publications can be made from text, photographs, clip-art and drawings or any
combination.

There is a wide selection of Templates which enable you to design your publicationggui taking
you through stage by stage instruction. However with a little practice and famiNarisa with
Publishers design tools you will find that laying out a new publication from scratc S

CREATING A NEW PUBLICATION ’S OQ

Before creating a new publication it is a good idea t %lmage in mind about what the finished
product will look like. For example what size p Wi printed on? Is it to be single or double
sided? Full colour or greyscale?

Knowing what you are aiming at w'\JQse the right Template from the start and save time

and frustration later.

Finally, it is importan k of the purpose of the publication, its content and audience. This will
bear great influence @@fthelJayout design you will choose to work to. If the publication is to be an
informative negletter 10T a swimming club, packed with the latest results and records you will want

toworktoal t which allows a good deal of text. Likewise if it is an invitation to a party you may
wisheto i imum text with scattered images.
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USING A TEMPLATE

To produce a publication quickly, the simplest thing to do is to use one of the program's built in Page
Templates. You access these from the New Publication pane. Publisher 2007 provides a series of
different types of publications and each one of these comes in various pre-set designs. This may be
useful for creating a range of different publications with the same design theme.

The New Publication pane (below) appears both when you start Publisher and wh se to
create a new publication from the File menu. The templates are previewed in thgarigRdhandRane.
Publications types are shown in a list at the left of the screen and the most popglér ptlictiontypes

are also shown as choices in the main body of the screen.

B Microsoft Publisher

 Fle Edt Yew Insert Formak Tooks Table Arange  Window  Help

€
Microsoft Publisher

Getting Started
My Templates

Publication Types
Blank Page Sizes
Adwertisements
Awrard Certificates
Banners
Brochiures
Business Cards

Search for templates: |

T\a‘

'\ | Al templates

Getting Started with Microsoft Office PublisherQi07

Popular Publication Types

Recent Publications

[ From File. ..

BROCHURE.PUB

10/07/2004
Busingss Forms 107 KB
Calendars

Blank Page Sizes Brochures Buising rols dars E-mal Flyers

Catalogs
E-mail
Ervelopes ?SEE;E]UTU?UB
Flvers
Gift Certificates 0 - i
Greeting Cards
Import Word Documents
Trwitation Cards L L Publicationd.pub
Labels Greeting Cards Lahels Mewsletters Postcards ‘Wieh Sites o aa e
Letterhead B9 KB
Merus
Newrsletters

Paper Folding Projects
Postcards

Programs

Quick Publications
Resumes

Sigrs

Weh Sites

With Complirnent:

Type 2 question for help

X
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NOTE: TO LOCATE, BROWSE AND OPEN EXISTING PUBLICATIONS FROM THIS SCREEN, MOVE TO THE RECENT
PUBLICATIONS TASK PANE AT THE RIGHT OF THE SCREEN. IF YOUR PUBLICATION IS NOT LISTED AS A RECENT FILE CLICK
ON FROM FILE... AT THE TOP OF THE THIS TASK PANE.

The first option in either list of publication types is the Blank Page Sizes publication type. Choosing
this option would allow you to design your own layout from scratch using one of numerous pre-set

page sizes. Pre-set page sizes are available for everything from business cards to websites

When you choose your publication type you will then be offered a list of designs fr
choose the one that best suits your requirements. For example, if you click on Gre
will then be shown a selection of greeting card types. The publication sub-typ
quick links at the top of the preview pane. You can choose one of these links

g

quickly move to a

different greeting card type or scroll through the list of previews.

[ Microsoft Publisher

© Fle Edi View Insert Fomat Tooks  Tsble  Awange  Window Help

©>=
Microsoft Publisher

Getting Started
My Templates

Publication Types
Elank Page Sizes
Advertisements
Award Certificates
Banners
Brachures
Business Cards
Business Forms
Calendars
Catalogs
E-mal
Envelopes
Flyers
Gift Certificates

Greeting Cards —
Import Word Documents
Invitation Cards
Labels
Letterhead
Menus
Mewsletters
Paper Folding Projects
Postcards
Programs
Quick Publications
Resumes
Signs
Web Sifes
Wil mplimel

Search for templates: |

iau templates

|| Greeting Cards

Thark You « We've Moved « Engagement Announcement « Birth Annour

Father's Day » Valentine's Day « Special Day « Congratulations e Friends Rom,

Miss Y¥ou « Blank Sizes

= Birthday

Birthday 1

Birthd

irthday 13

(51

Birthday 2

Birthday 14

Birthday 4

Birthday 9

4 3 A

Birthday 15

Birthday 10

Birthday 16

Birthday 11

Birthday 17

lay » Birthday « Mother's Day
» Get wel « Sympathy « Good Luck «

P

nom

s

Birthday 19

Rirthdaw 25

Birthday 20

E

Rirthdaw 2

E E—

Birthday 21

Rirthidan 27

Birthrla 28

Birthday 23

A A
S

Rirthrlaw 29

Type a question for help =

WE ENJOYED MEFTING
You.

Accent Box

Customize

Color scheme:

Birthday & ‘ BrEy

Font scheme:

Capital

PERPETUA TITLL. b8
Papena

Birthday 12 Options

Page size:

LayoLk:

Birthday 18

Birthday 24

Birthedaw 301
Filter Blank Szes,.. = ~ J

=
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BUSINESS INFORMATION

When you begin using Publisher it is a good idea to add or update any personal details, such as
address and contact numbers, which you may wish to include in several publications. You can store
numerous business information sets within Publisher for different businesses or users and select the

correct one when you create a new publication. By default Publisher will always use the business
information set most recently used.

To create a business information set, move to the task pane at the right of
window and choose Create New under the heading Business Information her& you will be

Create New Business Information Set.

Business Information for this set

Individual name:

| Amanda Lesie

Job position or title:

| Proprietar |

Organization name:

| Amanda Lesis Training

Address:

Sage House
7 Bond End

knaresborough
HGS 98w

Cancel

When several busine offination sets have been created you can easily select the correct one for
the publication ffom t Publication screen. If you need to edit any business information in you

can do this e working on a publication by choosing Business Information from the Edit menu
and selecl t you wish to alter.

Publisher 2007 Level 1 6 August, 2009

Module 1; Page 5 version 1.0



	Publisher 2007 L1 CONTENTS.pdf
	MODULE 1:  GETTING STARTED
	MODULE 2:  WORKING FROM A BLANK PAGE
	MODULE 3:  WORKING WITH TEXT
	MODULE 4:  SPECIAL TEXT TOOLS

	Publisher 2007 L1 M1
	OBJECTIVES:  




