A guide to Microsoft Publisher 2002
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An Introduction to Microsoft Publisher 2002
Publisher is a desktop publishing program that helps you design professional publications such as newsletters, web sites, brochures, catalogues, flyers, signs, postcards, invitations, greeting and business cards, letterheads, envelopes, business forms, banners, calendars, certificates and menus.

Planning
As with any publication taking time to do some planning at the start can facilitate the process and improve your finished product. The following includes suggestions for utilizing Publisher in a school setting.

· Administration: calendar of events, materials and supplies, contact information(email, phones numbers), planning, time tables, class rules etc
· Fund Raising Posters

· Special programmes e.g. Christmas

· Supply lists

· Work sheets

· Classroom labels

Things to consider when using Publisher

· Audience: who, age, educational level

· Purpose:   awareness, publicity, information

· Tone of publication: casual, conservative, formal

· Articles: type, length

· Images: clipart, photographs

Layout Options and Decisions
Decide on the type of publication you will be producing. Before you get started with your Publisher publication it is a good idea to sketch a rough draft on paper first. Consider the following decisions when creating the layout for your Publisher publications:

· Type of images

· Graphic placement

· Font and sizes

Getting Started
Open Microsoft Publisher by clicking on the START button, moving to the PROGRAM command and choosing MICROSOFT PUBLISHER from the sub menu.

Alternatively click on the icon on the desktop if present.

Microsoft Publisher will now open and the screen below will appear.
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Select the BLANK PUBLICATION by clicking the left mouse button.

This will open an A4 blank sheet of paper.
To add text and graphics to a Microsoft publisher publication you must work within a FRAME
To draw a FRAME you must use the left mouse button to select the icon you wish to use to add text or graphics.
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Microsoft Publisher 2002 Tool Bar
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                                   Select an object
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                                   Text Box
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                                    Insert a table
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                                   Insert Word Art
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                                   Picture Frame

                                  Clip organizer frame
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                                  Arrow tool
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                                  Draw an oval
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                                 Draw a rectangle
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To add text
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Use the left mouse button to select the TEXT BOX 
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Hold the left mouse button down and move the cursor onto your publication. The ARROW will change to a CROSS. Drag the cross across the page to make a FRAME in which to type your text.
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Select the size, colour and style of your font by using the left mouse button to click on the icons marked below.
                                                                                             

                                                                                                      
                                                                                                      Style of font

                                                                                                      Size of font

                                                                                                      Colour of font  
                                                                                                        Now type   

                                                                                                        your text 

                                                                                                        into the 

                                                                                                        frame.

To add a picture from Clipart

Use the left mouse button the select the CLIP ORGANIZER FRAME  
The following screen will open.

Type in the name of the picture you wish to use in the box SEARCH FOR. Then click on the SEARCH button. Click on the picture you wish to use and it will be inserted into your publication. Click on the picture in your publication to manipulate it to the position and size of your choice. 

To add a picture from a file or digital camera
Use the left mouse button to click on INSERT from the tool bar. Click on PICTURE from the drop down menu. Click on FROM A FILE from the drop down menu and choose the location of your file from ‘LOOK IN’ box.

When you have chosen your picture you can manipulate the position and size of your picture within your publication.

To add Word Art

Use the left mouse button to select the WORTART icon.

The WORDART GALLERY will open.

Select the style of writing you wish to use and click on OK. The following window will open.


Type in your text and click on OK. Manipulate the text around your publication in the same way as you would manipulate a picture.
To save your Publication
To SAVE your publication use the left mouse button to click on FILE on the tool bar. Select SAVE AS from the drop down menu. 


Click on the file in which you want to save your publication in the SAVE IN box.

Note!

You cannot open a publication that has been saved in a different version of Microsoft Publisher.

Therefore if you want to open your Microsoft Publisher 2002 publication in a Microsoft Publisher 98 version you must save your publication as Microsoft Publisher 98.

To do this click on the SAVE AS TYPE and select PUBLISHER 98 FILES

To add a border
Use the left mouse button to select the TEXT BOX icon. Drag a FRAME onto your publication. Click on LINE/BORDER STYLE icon
The following window will open.

You can select a line boarder and choose the thickness from this drop down menu.
To use BORDER ART click on the LINE/BORDER STYLE box and select MORE LINES


Select the BORDER 
                                                                                      ART button. This will                   

                                                                                      open another window. 

                                                                                      Choose your picture for 

                                                                                      your border and select

                                                                                      ok.

Grouping and Ungrouping Objects  

You may want to add a clipart to a text box to make it one object.

Click on INSERT on the menu bar and select TEXT BOX or click on the TEXT FRAME TOOL   

Position the mouse where you want to begin drawing the TEXT FRAME. Drag the mouse until the TEXT FRAME is the size needed. Type in your text and insert a picture from Clipart.

Click on EDIT on the tool bar and SELECT ALL from the drop down menu. This will group all objects on the page together. 

To deselect the grouped objects click on the objects to select them and then double click on the GROUP OBJECTS tool.

To create a banner, card, business card etc
Open Microsoft Publisher and select A BLANK PUBLICATION from the drop down menu.



Select the type of publication you wish to create by double clicking on the publication icon.

To print your publication
When you have finished your publication SAVE your work and click on FILE. From the drop down menu select  PRINT. Make sure you have the correct printer selected. You can print the whole document or selected pages. Click on OK
Note!


You must make sure the frame you are working in has little circles around the frame in order for you to type into the frame!





Remember!


You can move the position of your picture by holding down the left mouse button when the move arrow appears and dragging your picture. You can alter the size of your picture with the resize arrow .





Remember to save your work regularly!!!
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