
IT Training
Training Course Specification

Course: 
Microsoft Publisher 2007 Level 2
Duration:
One-Day
	COURSE OBJECTIVES:
	To deliver more advanced features to the Publisher user.


	WHO SHOULD ATTEND:
	People who intend to design and create various kinds of publications to a high level. Designers using Microsoft Publisher as the software. 


	EXPERIENCE NEEDED:
	This course assumes prior knowledge and use of Publisher, or similar design applications. Delegates should have a clear understanding of the fundamentals of Publisher and DTP concepts. Ideally, delegates should have sat the Introductory MS Publisher course.


System and course requirements

SYSTEM (HARDWARE) REQUIREMENTS:   Office 2007 requires the following: 


	Component
	Requirement
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	Computer and processor
	500 megahertz (MHz) processor or higher.

	Memory
	256 megabyte (MB) RAM or higher.

	Hard disk
	1.5 gigabyte (GB); a portion of this disk space will be freed after installation if the original download package is removed from the hard drive.

	Drive
	CD-ROM or DVD drive.

	Display
	1024x768 or higher resolution monitor.

	Operating system
	Microsoft Windows(R) XP with Service Pack (SP), Windows Server 2003 with SP1, or later operating system.


TRAINING COURSE REQUIREMENTS:   This training course requires the following components:

	Component
	Requirement
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	Course data
	Access to the Course Data folder supplied with this course.

	Hardware
	PC or Notebook with at least Microsoft Office Basic installed.

	Training Manual
	The training manual according to this specification.

	Network
	No network connection is required for this course in its intended format. This course is designed as a workstation (non-networked)  instructor-led course.  Extra benefits from Microsoft office 2007 can be taken advantage of with networked computers. 

	Internet
	No Internet connection is required for this course in its intended format. This course is designed as a stand-alone instructor-led course. 

It is optional but the instructor may combine this course with internet connection to explore added web-content benefits in Office 2007. Especially at higher levels or with delegates interested in web content features.

	
	


DISCLAIMER:   This course material is written as a guide and structure for an instructor-led course. It does not guarantee the course delegate or participant will learn and it does not guarantee the participant will be able to apply the components of this course de facto. That is the responsibility of the instructor and also depends on the course participant as well. The participant is likely to learn and a work at a pace slower or faster than what is laid out in this course as a one-day duration session. 

The course manual is a training manual, not a text book or instruction manual. It is not by any means exhaustive and contains selected Microsoft Office features, options and tools. If the course participant wishes to explore options and features outside the scope of this course he/she should make the instructor aware of the need for additional material, exercises and demonstrations. The course is written in line with our other courses for different Microsoft Office versions, in the hope the course participant will be able to apply knowledge from this course to the other versions. 

The Office 2007 packages available
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	Microsoft Office Home and Student 2007 includes: 

· Microsoft®  Office PowerPoint®  2007 

· Microsoft®  Office Word 2007 

· Microsoft®  Office Excel®  2007 

· Microsoft®  Office OneNote®  2007 
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	Microsoft Office Basic 2007 includes: 

· Microsoft®  Office Outlook®  2007 

· Microsoft®  Office Word 2007 

· Microsoft®  Office Excel®  2007 
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	Microsoft Office Small Business 2007 includes: 

· Microsoft®  Office Outlook®  2007 

· Microsoft®  Office PowerPoint®  2007 

· Microsoft®  Office Word 2007 

· Microsoft®  Office Publisher 2007 

· Microsoft®  Office Excel®  2007 
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	Microsoft Office Professional 2007 includes: 

· Microsoft®  Office Outlook®  2007 

· Microsoft®  Office PowerPoint®  2007 

· Microsoft®  Office Word 2007 

· Microsoft®  Office Publisher 2007 

· Microsoft®  Office Excel®  2007 

· Microsoft®  Office Access 2007 

· Microsoft®  Office Publisher 2007




	COURSE CONTENTS:
	

	1: Using Styles and Templates
Module 1; Objectives

Working with Styles

Creating a New Style from an Existing Format

Creating a New Style from Scratch

Applying Styles

Modifying Styles and Updating the Publication

Clearing formatting

Designing Templates

Creating a Template

Using a Template

Modifying a Template

Summary; Module 1

	2: Enhancing the Publication
M odule 2; Objectives

Working with Lists

Adding Standard Bullets to Lists

Customizing Bullets

Accessing Other Bullet Formats

Creating a Numbered List

Removing Bullets and Numbering

Inserting a Symbol at the End of an Article

Adding Lines As a Design Element

Drawing a Plain Line or Arrow

Modifying a Line or an Arrow

Constraining a Line

Summary; Module 2

	3: Spacing Your Publication
Mo dule 3; Objectives

Refining Spacing

Adjusting Tracking

Adjusting Kerning

Adjusting Vertical Spacing

Nudging Objects

Snapping Objects to Ruler Marks, Guides and Other Objects

Placing Text

Breaking Lines

Modifying Hyphenation

Inserting Nonbreaking Spaces and Hyphens

Summary; Module 3
	4: Creating Special Effects
Module 4; Objectives

Manipulating Graphics

Wrapping Text around a Graphic

Creating a Custom Text Wrap

Layering Graphics and Text
Making an Object Transparent or Opaque

Creating Watermarks

Importing Objects

Inserting Objects Created in Other Applications

Modifying OLE Objects

Updating a Link

Summary; Module 4


	5: Using Colour Effectively
M odule 5; Objectives

Adding Full Colour Effects

Colouring Text

Applying Tints and Shading to Text

Colouring Objects

Colour Schemes

Applying Patterns or Gradients

Applying Patterns or Gradients

Creating Colour Bleeds

Applying Shades of Grey

Including Photographs

Reproducing Photographs

Inserting Scanned Images and Photos

Using a Printing Service

Understanding Colour Printing Processes

Setting Up the Publication for Outside Printing

Using Pack and Go

Summary; Module 5
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