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Course objectives

1. To provide the class with an exploration
of desktop publishing.

2. To assist class development of various
documents using Microsoft Publisher 2002.
3. To develop computer literacy. To address
the class' questions.

Schedule
9:00 Registration
9:30 Morning session
10:40 approximate break
12:00 Lunch
1:00 Afternoon session

2:00 approximate break
3:30 Dismissal

Handouts available in PDF format at
www.crowleycomputers.com/handout.htm.

Workshop
www.nnyln.org

General session topics

Microsoft Office Publisher 2007 helps
users create, personalize, and share a
wide range of publications. New and
improved capabilities in Publisher 2007
guide users through the process of
creating and distributing publications.

The class will cover:
1. Desktop publishing
A. Spectrum of users and uses
B. Tools of the trade
2. Structural overview
3. Objects are everything!
4. Getting started from scratch or
templates
5. DTP Rules of Thumb
6. Better navigation
7. Text
A. Frames
B. Making the most with and
without color
C. Belazy, use tools
D. Semi-universal object
formatting
8. Clipart and pictures
9. Don’t overlook master pages
10. Tables gone wild
11. Objectify objects
A. WordArt
B. Autoshapes
12. Printing and reproduction
techniques
13. Web pages?
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Session |

1.

What's Publisher?

Microsoft Publisher is an easy to use and powerful desktop publishing application. If you put together

newsletters, banners, signs, calendars and many other things, Publisher may be the tool you need to learn more

about.

A

In a general sense we’ll explore:

1. Design consistency

2. Fontusage

3. Balance

4. Printing and reproduction tips and tricks

B. All of this will be within the specifics of Microsoft Publisher including:
1. Design Gallery and Wizards
2. Formatting
3. Frames
4. Hyphenation
5. Graphics and scanning
6. Kerning and other tips to “make it fit”

7. Bringing information in from other applications

2. Quiz

A. Microsoft Word users?

B. Microsoft Publisher users?

C. Version?

D. Experience

E. Other desktop publishing applications?

F. What do you want to learn today?

3. Desktop publishing is...

A. Using a personal computer or workstation to produce high quality printed documents using various
typefaces, margins and justifications with embedded graphics and illustrations.

B. Getting difficult to distinguish desktop publishing from word processing.

C. DTP

4, Who does desktop publishing?

A. A graphic designer or other professional (often with some formal training or background) who uses desktop
publishing software (most often the high-end programs such as Adobe PageMaker or QuarkXpress) to design
documents for clients.

B. A small or home-based business person (often self-trained or with a background other than design or
printing) who uses their computer and desktop publishing software to design documents for clients.

C. A small or home-based business person with a word processing, resume, or office support business who
uses their word processing software (usually) to design documents for their word processing clients.

C3 - Crowley Computer Consulting Page 3
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D. A person who uses their computer and desktop publishing software to design documents for their own
business (not for clients). Will usually use low-end to midrange desktop publishing software and print
documents directly to their desktop printers.

E. Asecretary, administrative assistant, or other office support person who uses word processing or desktop
publishing software to design documents for an employer -- in addition to their normal, non-design duties.

5. Tools of the trade

A. Word processor - will save time depending on proficiency; it will increase quality. Time savings are huge in
retyping but this is often canceled out by the time you spend making tiny revisions striving for perfection.

B. Page layout program - again, time saving is highly dependent on proficiency, but increases in quality and
capability can be huge. The more options the program has, the more time it takes to learn but the more
options you have for fine tuning your layout and type. Any modern application is WYSIWYG.

C. Graphics editor - leads to pictures tuned for your needs, trim with fat and altered for better attention
grabbers! Again, this may save time, but will increase quality and capabilities.

6. The competition

A. Print Shop Deluxe v23 and Print Explosion Deluxe v3 (Mac)

1. Basic capabilities
2. Easytouse

B. Scribusvl.3
1. Open source application available on multiple platforms

C. Adobe InDesign CS3 and Quark QuarkXPress 8 (Mac)

1. Advanced capabilities
2. Multiuser

7. Versions

A. 2007

B. 2003

C. 2002, aka Xp

D. 2000

E. 98

8. Document compatibility - Publisher 2007 does not have a new file format!

A. Publisher has always been able to save to previous versions, but | don’t recall Microsoft ever updating older
versions to read the newer files.

B. All use .pub extension.

Publisher Files (*.pub)
2007 Publisher Files (*.pub)
2003 Current format Publisher Template (*.pub)
2002 Publisher 98 Files (*.pub)
e ot Fias el
98 98 only PostSeript (*,ps)
C3 — Crowley Computer Consulting Page 4

\\MITHRANDER\Users\jim\My Documents\1Training\Office 2007\Publisher outline.docx Printed 10/15/2008



What's New for 2007?
Better, more professional templates
Create reusable content
Improved Pack and Go for working with printing houses
Banner printing if printer handles banner sized paper

9

A

B

C

D

E. Improved mail merge from Word
F. Save as PDF (with download) or XPS

G. Uses Office improved spell checker

H. lJim’s Publisher 2007 notes

I. Little changed in interface, would really benefit from the new GUI — how disappointing
J.  Templates and color schemes are not as well integrated as other Office applications

K. Seems more stable with large documents

L

Boring!

10. Pieces Parts
2% Al Bty pub - Microsoh Publsher - Prnt Pubicution
Ple [dit  Yeew fruen Fgomm  Jookh Tgble Agange

_'I: = H I B
== “"l Tool bars E
:7 Publither T

-
i l F:«E,;fur_-l.:nmn * -]'.r.l...I...l.:.E..l...l...|...
j ] Pape Optioms E
| B tolor schemes E
| Fant Schemes |_:
O Pablcation Gplmos E
s i Object box |re: 9148 state Huy
Cl Task pane = Page guides
@ = Date: February 9, 2003
> S -:.: rﬁiue: 12:00-2:30pm
! REVP: 193-3978
P S}
i _| ¥
" iy ol Carrd |
425 055" E
|D-|9¢M$n..._| _‘_E
Srr abuo :'E B
Pubibsher Tasha E Status bar
- o - A "

| BT 4 o 1000, SETE x AJTix BHYw,

A. Title bar with minimize, restore, maximize, close

@

Screen tips - hold mouse cursor still over any button

C. Object box Allie Birthday.pub

1. Handle
2. Rotate handle
C3 — Crowley Computer Consulting Page 5
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D. Scroll bars - horizontal and vertical

E. Page guides - for alignment assistance, do not print

F. Status line - current location of cursor or location and size of object

G. Toolbars - quick access to most used commands. Standard, formatting and object toolbars are normally
displayed.

H. Task pane - detailed assistance on many tools.

Menu - all program choices

11. Objects (or Elements)

All items in your publication are objects
Sometimes objects are referred to as elements
Text, tables, shapes, graphics...

0w

1. Objects can be formatted, resized, deleted...

as a complete unit.
2. Select by mouse
D. Basic object manipulation

1. Object edge — grey dotted line +
a. Drag—move object
b. Ctrl+drag — copies object

---------------------------- Rotate |----=-77
handle :

Obiject outline (position)

c. Shift+drag — moves object horizontally or vertically

2. Handles
a. White circles — adjust object size
i. Corner

A) Drag - changes size proportionally, growing from corner

B) Ctrl+drag — changes size proportionally, growing from center

ii. Side

A) Drag - changes size disproportionately, growing from side

B) Ctrl+drag - changes size disproportionately, growing from center

b. Green circle —rotate object
i. Drag - rotates from center

ii. Ctrl+drag—rotates from opposite (bottom center) white handle

iii. Shift+drag — rotates from center, snapping each 15°

iv. Ctrl+Shift+drag — rotates from opposite (bottom center) white handle, snapping each 15°

c. Yellow diamond — changes slope or end point of object

3. Delete —removes object. Can be undone.

12. Creating new publications
R

A. New button gives blank letter size sheet.
B. File, New (or Ctrl+N) gives many options!

C3 - Crowley Computer Consulting
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1. Getting Started window shows same options
as Publication Types in lower left Task pane.

2. Recent Publications on right hand side is the
same as the lower section of the File menu.

Blank Page Sizes ——
Advertisernents

Aweard Certificates
Baniners

Brochures

Buziness Cards

Business Forms
Calendars

Catalogs

E-rnail

Ermelopes

Flyers

Gift Certificates
Greeting Cards

Import Word Documents
Inwitation Cards

Labels

Letterhead

NS

Mewsletters

Paper Folding Projects
Postcards

Prograrns

Qwick Publications
ResUmes

Signs

Web Sites

With Cormplirments Cards

C3 — Crowley Computer Consulting

Publication

Types

a. Selecting any
type gives
appropriate
templates on
right.

Blank Page Sizes

a. Normal
paper sizes

b. Papers sizes
from other
categories

are available.

1 \WMITHRANDER\Users\jim'My Doc..\All
2 ¥:\2008 Yearbook\YearbookB.pub

3 ¥:\2008 Yearbook\YearbookA.pub

4 D:\Yearbook B.pub

5 D:\2006 Yearbook A.pub

6 ¥:\2007 Yearbook\2007 Yearbook A.pub
7Y:M\2008 Yearbook\0803 Invitation.pub

& WMITHRANDER  Users\jim\MYDOCU~...!

Award Certificates

e Derigres + ek Sipen

Micreaads fifice Online Templates
I:E_'.'pw temgiates friom Momsoft Ofice Onirs

lasic Desgns

HRegen! Publicatiom

e Birthday pub
!II.'||||’:"I e
] 1633 KB
w Yeuwhook B puib |
] | ereyzo0e
ﬂ 7019 KB
r
;;1‘4

vearbooka. pulks
E/9/2000

&=

Fage 5izes

AppaendinE 2

s ==

Agpreclon J Agmediaten 4

Srarwiad « Acheirtaerment « Dircke Devider T » Bockletn + Duiredd Circhi = Derigreied Pigssr » [l = Drraplogsin =
Greating Cards « Maling Labeks + Madl Labek = Mame Tags » Other Labels + Photo Papes « Postcands « Posters +

Small Pubhcations + ‘Wb Sites
fraredard

Lo 0D
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ﬁmxllm 11560 16.558° 11563 n 205"

a4 [Portrat ) AS Lachs .1:"\'
a8 w 10660° 8208  S807"

Jogl

A5 (Porirat) Bl [Laraiscae] B (Poetrat)
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Customize
Oty e

inteetal [T
Font scheme;

Faost 6.

Gill Sanz MT -
Gl Sane HT
ot i Formator

ICreahe newm... -

Dyplices

Fege sioe;

Lindscacs

T Frowmes:
B Cores pean'S par (g
One pEEr par page
Cap Calencar Cwies...

Trahade pchedhube of Bvenis

13. Creating and selectin
A. Objects toolbar

3]

ST ]

L 9

o o

2 =

[} E"r\s

€ 0 g 9

© s L. = =&

pas v o LT o =

x pud = @ © © @ e

o < 1] c £ £ < £

5 2 » B 5 2 - & § = @ 2

2 £ & 5 g ¢ 2 T L £ o w <

o @G ®© 9 £ £ =2 ®© > o @w o

& B B =2 a = < 6 @& & @ o O
: ° - &

w EOQd@ENNCOOD 45

View templates
from Microsoft
Office Online
gives options and
user ratings from
Internet if a
connection is
available.
Preview and
options on the
right.

g objects

B. Select arrow
1. Click on any object to select
2. Ctrl+click to select or desele

ct multiple objects

3. Dragto surround any object(s) to select

C. Create objects

Microsoft Office Online Templates

= Far print

Business card
{landscape, Bar B...

WA A

1. Select the appropriate tool from the Object toolbar or Insert menu

2. Dragto place the object

Business card
{landscape, Roma...

WA AT

3. If necessary complete steps, IE. Select the picture to put in the picture box.

D. Delete objects
1. Select

2. Use the Delete key or Edit, Delete Object

14. Textbox

A. Create a text box and enter text
B. Format toolbar

C3 — Crowley Computer Consulting
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B! c Q9
) € ugn & = -g 2 E = s o 9 % Z
I .S%‘_‘go 8 5 3&385_0_0;};4‘;;‘;0,
o @ T8 g 2 22388 8 5 8 8 %G 3z 5 =
K] K9] - - - o c 2 c = € 9 5 o0 & o o - £ 5 T H©
> > 5 S - z e 2528 g 55858 5 = £ FT £% L2
& & 2 A a £ 5 83FT 32 S Zz8d0 £ 0 £ T 3 & 48 E =
A AccentText6 + Gill Sans MT -1 B J U IEEEE I: = i A A ﬁvév-v E Qg
C. Getting around better
1. Special characters
2. Zoom
3. Zoomin and Out
4. F9isyour friend!
D. More formatting
1. Select text or the entire object or multiple objects
2. From Format menu
Bk B Character Spacing -7 =
General
ot Fuit atpe: S Scaling
Tw Can MT = Regdar |m| B2 - .+ <
A Shrink or stretch selected text: 100% =
Uinberfine: Coler:
T - - - Tracking
Effeces Use this option to adjust the spading for a highlighted blodk of text.
Supersoript Ourthre Small caps Shaachow =
Subeoript ——_— - Ergrave Mormal [=] By this amount: | 100%
SamgRe Kerning
Use this option to fine-tune the spacing between two characters.
e MNormal |Z| By thiz amount: | Opt =
Tva o WT 3 Automatic pair kerning
[V]Kern text at: 14pt = and above
O Cancel App Help:
Sample
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Paragraph

Indents and 5padng | Line and Paragraph Breaks |

General

Alignment:

Indentation
Preset: Flush Left Iz‘ Left: | 0"
First line; |0 = Right: |0
Line spacing

Before paragraphs: | 12pt Between lines:

S1GREL 3

After paragraphs: apt
[ Align text to baseline quides

Sample

4

1.29sp

Bullets and Numbering

Bullets | Numbering

Bullet character

slBBn

o
el
Ln]

Sample

[ OK ] ’ Cancel

E. Connect Text Boxes

Create Link
Break link
Previous text box
Next text box

i
Ericd

i

|
N
b
| *
i

C3 - Crowley Computer Consulting

Paragraph

L9 =S

Indents and Spacing | Line and Paragraph Breaks

WidowOrphan control
[ Keep with next

[ keep lines together
[ start in next text box

[ OK ][ Cancel ]

LS

Bullets and Mumbering

Bullets | Mumbering

Format: (none} lz‘

Sample

OK. ] ’ Cancel
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1. Completely automated

a.

b.
c.
d

Create a new text box
Draw a text box
Insert, Text File...
Select Aristotle from
Project G.docx and
wait for conversion
Yes use autoflow

Yes, automatically
create text boxes,
watch Publisher
created needed pages
with text boxes.

2. Semiautomated

a.

b.
c.
d

= @

—

Create a new text box
Draw a text box

Insert, Text File...
Select Aristotle from
Project G.docx and
wait for conversion

Yes use autoflow

No, do automatically
create text boxes.
Create a new text box.
Select the first text box.
Link button.

Pour text into next box.
Try adding and
removing text from
first box, watch
autoflow work.

3. Continuing on from
previous example...
a. Addanew page
b. Puta text box on the
new page.
c. Autoflow text into the
new text box.

F. More text box formatting is in Format Pictures

15.

Pages

A. Creating pages

1. Right click on pages in status bar

2. Insert menu

B. Deleting pages

C. View Two Page Spread

16.

Accessing commands

A. Menus - click or Alt + Capitalized letter
B. Shortcut menu - right click or Shift+F10

17.

% Insert from scanner or
camera

E_"I Insert picture

wv

& wv

+ i [ g

7] © c =

© 5 £ <

b 2 <

= c an

e § 2 £

o © el <

[} ]

[ 7] [ w0

) @« 9 ©

2 © o © 9]
9} - QO = a

5] et 5 2 S
5 o o o
° e o 2 9] o
() = o = o ()
¥R e TR = i

Insert Picture

Line / border style

k.

Compress pictures

m Text wrap

K
{
E

&\(g\" Format picture

Eﬁ, Transparent color

E?' Reset picture

C3 - Crowley Computer Consulting
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A. Color B. Line style C. Compress pictures

— . No Li Campress Puctunes |5 ]
= Automatic _
Yapt ——— Compresson savings
Elﬁra],rscale Ypt ———————— Curent combined image sue:  IN9KD
Yept ———————— Fusrmuaten] cndsiremd imge s afler comprecdon: 1586 58
Black and White ipp ——— Compression opions.
1% pt————— [ Delete cropped areas of pichures
4| Washout B ——— wr g

o Resample pechores
[ Convert ta PEG where approprinte

ipp =———— Targed Oulpaal
4% pt=— L'} rmfruﬁhh
4 pt=—————— _ Deklop Printing
More Lines... Apply compressisn setings now
@) Apply 1o 8l pectures in Bhe publcaton
_ Appity ba selected pichures anly

[Lcompress | [ comcs |

D. Edit wrap points

Tight
Through
[] Top and Bottom

ﬂone

IEI Edit Wrap Points
E. Formatting through Format Picture
Farrnat Picture [ [ Fommet Picture [
Colorsorviines || see | ewout | mcnre [TEEST] wes _ Colorsandlines | Siee | | Layout | e [ Tectfor | weh
Fl Sipe arwd rulale
Cokr MaFl [<] Heht | 5.7E" gt ey
Tarspwency: B v b= . Rotaton: (0" :
Line Prasew Seale
Color Mo Lne 3 m Hegh:  |20% 4wk (0% =)

o Lock gepect rabo
[ Reative bo origingl pichere s

ihasght 0. >t

[ poderit. | Q I Crigial sire
D vy bxor ey insicke hame D D Height:  29.33" Wadi: 301" | Fepel ]
Prewels
Urder Presview, selech the borders you
want tn rhange, and then select the
color and lne stfes you want.
[oc ][ cond [[ new | ) | ol b
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o e |
[ Coters ancunes | ame

M
Consandlines | Sioe | Layout | [Perors || TestBon | wer |

[ Layout | | pochre [ Teutbor | web

Prsition on page Lefe: _’"' +_ Tepe |O° +_
Herzontal: 043" s Erom :1opLe&L‘um E Bight: L 5 Botkem: 2" =
Vertical: 1144 1 - :T:pl.-H f—— |E| g o
Wrapping Style i :mmur B
[~ I~ e ‘ [~ ‘ ‘ f Fughfraria: (= v o e
Colrast: ! = v mw =
Sguare Tight Theough  Too and bottam Biene
Weap text

& Both pdes (7 Leftonky (T Rightonly (7 [ largest spece svalable
Distance from text

& autemate  Ton 004" = L T =
Baltom [0.04° = mighl (oo =
ok J[ come |[ w0 | oo || come || ke |
ColowsandUnes | _Swe | tayout | Pehee || TextBox| |_web [coorsandines | sae | Layout | mcuwre | iasiion || web ||
. Alteratiee e
Wer lical abgrment; Top E Iil
Tt Dok Mangns
Left: 00056 +_ Top: 00056 -
fohe  |0.039" = pottem: (00307 =]
Teal aulohiling
ﬂ;‘l' iy nak 2rinfE Sheinic Brvt on paerflow Best A

Alterratier text s deseripaue WMwumdemﬂg’lﬂkwm.

[T Rutate text within AuloShape by 80°
|7 ] Inchuds “Conbrued on page...”

[T Inchcde “Contirned from page, ..”

‘Web pages. Web brovwsers dsplay sltermaties text when graphecs are loading or when
grap s arr micarg. Allernativr eat makes y Wk g acoeedse G e eth
sabdbes, who may use soreen resders. Create ahematie text whenayer you use &

eraghne by lypng a briel descripbion of your gragphic.

TN - . (o ][ comd J[ tew ]

18. Other objects
A. Tables

1. After creation, all text formatting works. Borders and backgrounds work on the table rather than on

words or paragraphs.
2. Adjusting object size adjusts column and row widths accordingly.
3. Columns and rows can be dragged to new widths.

C3 — Crowley Computer Consulting
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Create Table [ ] ) N
; Harassing election calls by day
Mumber of rowe; & = Samuie
Number of columns: | 5 = Dy
John Jane Sam Samantha
ik et Men [HAH AN JT Red
Ll & p Tue T 52 ar Bl
;;:“m T : Wed [T MOT £ Wihite Maonday 40 43 30 &
Lid with Tibe 2 E Thu PCH P wZ Gray
List udth Tl 3 L this farmat for making comparsons o ksts,
Mumber -
' f ; Tuesday 41 + 30 7
Humbers 3 ol
Lo [ cunce Wednesday | 43 42 2
30
Thursday 43 40 30 2
4. Table menu a. Insert b. Select c. Diagonals
Insert v || Table. Table Cell Diagenals (7 |
Delete b || Columnsto the Left Column
Select v || Columnsto the Right Row . @) No division
im"] Merge Cells ﬂ Rows Above Cell
&H  Split Cells ﬂ Rows Below .‘ () Divide down
Cell Diagonals...
#7 Table AutoFormat... )
‘ () Divide up
@] Fill Down
@| Fill Right
o [ oK ] [ Cancel
v  Grow to Fit Text

5. Don’tjust think text for tables!

a. Helpful for aligning pictures and other objects!

b. May cause problems with wrapping around pictures. One technique that can be used is to apply the
table, use it to align pictures and text boxes (don’t use the table for text boxes). Then select and
delete the table.

c. Insert atable from Excel

B. WordArt
1. Gallery 2. Editing text
WordArt Gallery 7 == et Wi Tt = =
e — BRaOIr:
Wioodirt | yordAM | wordac, Woratet Woraar| &
= |
Dbt WordArt | WordArt| 12+ Wondiet| 5 #¥ Call your people!
W wordart || -WordArt "»l‘-"{JIﬂ‘éxri .
wordAct | WardAre| Warhet | Widlg | ool W
Vesdre (gl % i IR o) 5
o ) [ cona | o) Com
3. Shape 4. Spacing
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_.Avﬂuﬁa Very Tight

~wOSAvOS T
MNarmal
v o PR N A R AR A e
—H -
.H-_---E Very Loose

. ‘ ‘."\ ’ ‘ Kern Character Pairs

5. See Format Picture options for all formatting.

o

s,

o

6. WordArt Toolbar
£ "
+— () c

= e = E S 5
3 = B o2 5 5 g
S . () o © e < N
= < g 2 % § & > 5 3
£ o < 5 ¢ 3z 2 g £ ¥
9 £ 5§ £E 2 ¥ ¥ & B =
k= 2 = &£ & & & 3 =2 ©
_ - = == ih =
A | EditText.. | % & F K& $8 = &

C. AutoShapes ] o Lines R
1. Lines, arrows, ovals and rectangles are AutoShapes. AutoShapes all 4|°] Connectors v
work the same! Autoshapes are called Shapes in other Office 2007 58| {2 Basic Shapes 4
. . ")i] % Block Arrows 3
applications. 2
Ty Flowchart 3
2. More AutoShapes is clipart! %, StarsandBanners
3. Usage %ﬁ Callouts »
a. Select your Autoshape from the Object toolbar or Insert menu. 6 More AutoShapes..

b. Drag the crosshairs from one corner to the opposite corner and release the mouse.

c. After creation, all text formatting works. Borders and backgrounds work on the AutoShape rather
than on words or paragraphs.

d. See Format Picture options for all formatting.

C3 — Crowley Computer Consulting Page 15
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D. Clipart - After
inserting, it's just a
picture!

F. Design Gallery — clipart for

designs?

C3 — Crowley Computer Consulting

| Clip Art -
(€16
Search for:
president

Search in:

Content Library —
allows you to create
your own list of

re

pictures, clipart, etc.

peatedly used

i Content Library v X

Items in your Content Library can be
accessed from any instance of
Publisher.

\\MITHRANDER\Users\jim\My Documents\1Training\Office 2007\Publisher outline.docx

Find content
: 1. Additemsto
All collections |E| librar Category: | (All) |E|
Results should be: ! y
Selected media file types IZI a. Insertthe Type: (A |Z|
object as Content Library
o normal. Sortby: |Most Recently Used |E|
1 b. Use Add to "
= C3 logo.gi i
] Content Created: 1...
[ Library Last Used...
f Type:Picture
rom Size:20 KB
Standard
Toolbar,
right+click
or Insert =
menu.
c. Categorize!
2. Use Library by
8] Organize dips... clicking button show thumbnails
G : i .
“ Clip art on Office Online on Object Add selected items to Content Library
@) Tips for finding dips toolbar or Insert Add item on dipboard to Content Libr;
menu.
Ciesign Gabery [ sl
Apcint B D,
Aptessery By Luprad Mare hewt and graphics
Advertisements .
Artertion Gothors TP Gragheg
Barboks [ ———
Rereps — . are teat
Caantars
Treakebraech gy Wl nrad Tiltee! B Baiar
Dots
Lirar Sodent Fone vigarire
Masthads STETET Cutoutdesres  Dutout dots
Phore ToaarOff
Pichure Captions
Pull Quabs Top Cval
Punchuation
Feaply Forms
Sicohrs
Tabkers ol Comrlierts
2+ ") | jpmert Cibyect Caed
£
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19.

Standard toolbar

=
o
2 3 n
$ = £ 3 2
— +—
a z g 2 £ 2 8
4] e & e £ ) g 2 ]
E £ 3 & = 8 & © S ®» w 6 5
» S = < o - c 5 < @ c — ) £
£ o s ¥ £ = § > g 2 2 9 o 2 5 £ 5 E T € E E
: 235 5 £ 8§ s8:53 5 2 3 3 ¢ ogg3ogog § 5 =
z o8 & 3 & § «« 0 6 & & & 5 & & & £ =z & & R’ R R I
[ = == =
DEHS & Q VE # 2R TS 9-0- -G Q=T (68% -Q & | @
20. Format Publication Task Pane
: Format Publication * x |: FFUW-“"!“ T : Format Publication T x ! Format Publication v x
I.f'lénl Page Options v'\l | Page Optians . [ |] Page Options ¥ f_l__hl .
. . |z] Page Ophtions A
B - P color schemes 2 "n Color Schemes a )
u Color Schemes ¥ |
_ _ AP Font Schemes #t Apply a color scheme Suggested objects
|l"3‘a Font Schemes ¥ | apphy a fant scheme Pebbles . - -
- - = =] Plum [ |
| & Publication Options ~ # | |
j Gill Sans MT |~ prairie [l
Template Flow RanF... [
= Calibri R
ya D STATTA Redwood [N
. Foundaticn reef [ Logo
Page Size Times Mew Ro -
el sagebrush [l
Frundry sapphire [N l?gul
Roclhwal... shamrock [l | .
Raoclerall £ sienna [l u Color Schemes ¥ \|
Fusion
lstice [l
i Fremahe vt DS s :
Letter (Portrait .
8.5(}{ 11" ) Calivw WIT -8 spice [l | A? Font Schemes ¥ |
Gabey summer [N
Change Page Size... A.rr m;fnmnd... sunrise [l |'z _= Publication Options ¥ \|
" sunset [
|-.'n Teal .
Geargla Technic [N
Irduslaial
N Tidepool
Franklin Got... Tk .- |
Frankin Gethic Bosk e
Literary Tropics . .
Ecokman O... ot M
Arigl Rounded MT ... Tuscany [0
T Caznn AT Urban [ 7
Tor Com M7 = verve [N
vineyard [l
[watertar I
Create new font scheme. .. wildfower [l T =
Fonk scheme opliors...
A Strles...
A Styes Create new color scheme...
C3 — Crowley Computer Consulting Page 17
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Type hype
Type Style - A collection of type families related by
common characteristics. There are essentially
seven type styles: Roman, ltalic, Sans Serif, Slab
Serif, Text, Script and Decorative.

Type Face - A unique design of a set of characters,
based on some overall design or desired
appearance.

Type Family - A collection of typefaces related in
design but differing in character weights and
styles.

Point - is only the expression used for the distance
between ascender (portion of a lower case letter
that rises above the letters x-height) and
descender (portion of a character that extends
below the base line of the character) and as such
cannot describe the proportional relationship of
any type face's x-height to its ascenders and
descenders. If one chooses two different faces,
such as Helvetica and Garamond, they will appear
on the page very differently. 1 point = 1/12 pica =
1/72"

Kern - the process of subtracting space between
two characters so that they appear closer
together. This is usually done to improve the
aesthetic appearance of most words that are set in
all capitals especially in large display and headline
text lines.

History of tenor & MASTER PIANIST
pianist VLATIMOR Kinnsey. With album
of such obvious QuaLITY, PRIMA DAL
Lully, con minimi for either the BARIT
OR fenorvoice Bostridge additions to

= Zm
ws (CON0N | EESTET.
o CATION) | Sz
CT € Y[ [\ ] | D —

The roman fone is the core or spine from which a family of typefaces derives.
Tralic fonss, which are based on cursive writing, bave forms distines from roman.
SMALL CAPS HAVE A HE I\jlll THAT 1S SIMILAR TO the fowercase X-HRIGHT.

Baold {and semibold) rypefaces are used for emphasis within a hierarchy.
Bold (and semibold) typefaces each weed to include an italic version, too.

A tull family has two sets of numerals; fmimg (123) and won-fining (123).

Baby

AV Wa

Mo kerning

AV Wa

Kerning applied

ascender line
cap line

x-line {mean line)

baseline

descender line

F. Set Width - width of characters as defined by the creator. Proportional to size, but adjustable.

C3 - Crowley Computer Consulting
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22. Creating contrast with types
A. Capitalization

B. SMALL CAPS

D. Italicize

E. Weightie. Bold

F. Combinations

G. Size

H. Position: rotation, alignment

J. Alternate typeface

23. Using Styles

A. Use for creating the same look on text in multiple locations! Also used for generating Tables of Contents and
other lists.

B. Use from Format Toolbar, Format menu or Styles Task pane

C. Usage
1. Modifying
2. Creating new styles

ublisher Tasks {44 Heading4 - Styles - | % Modify Style -7l
. - Select style to change: Click to change
Heading | -
Pick formatting to apply tiesena.d EI | RNt e |
H Eadi ng 2 Style based on: -
i [no style] E | Character spadng ... |
Headi 3 Body Text
ea I“g Style for the following paragraph: | Paragraph ... |
Heading 4 BOd}'{ Texr 2 Heading 4 lz‘ | Bullets and numbering ... |
Heading 5 Body Tesxt 3 | Horizontal rules ... |
Tabs ...
Heading 6 Sody Text 4 | | |
T Sample
Heading 7 Body Text &
Individual Name D Heading | — .
— Gill Sans MT
" I
Job Tite Heading 2 —
Gill Sans MT 12
& List Bullet Heading 3 —=iE
Description
* List Bullet2 Heading 4 Gill Sans MT, 12pt, Bold, Black, Kerning 14pt, Left, Line spacing 1.29sp,
& Space after 0,125"
Marmnal =
Show: | all Styles E
Import Styles. .. £t ] | Cancel
See also
Font Schemes...
C3 - Crowley Computer Consulting Page 19
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24. Format Publication

A. Font schemes

‘B. Color schemes

A2 Font Schemes

‘ C. Page options

|Z] Page Options

Apply a font scheme

acet -
Gill Sans MT

Flas
Calibri

Constantia

m

Foundation
Timnes MNew Eo..
Arial Bold

Foundry
Rochkwel. ..
Foclmrell

Fusion

Founsh Suipt DG

Calisto BT 5

Create new font scheme...
Font scheme options. ..

A styles...

m

1

n Color Schemes

Apply a color scheme
Summer .
sunrise .
Sunset .
Teal B
Techric [0
Tidepool [
Trek | P
Tropics . .
Trout . .
Tuscany . .
Urban H B
Verve -
vineyard [T
[waterfal [
wildfower [l I

Create new color scheme. .,

‘ D. Publication options

_' Newsletter Options

Suggested objects

Logo

Template

Modular

[ Change Template... ]

PﬂChangeTemplate...|

Letter (Portrait)
2.5x 11"

[ Change Page Size... l

25. DTP Rules of Thumb

A. Alignment - Everything on the page should align with something else. A grid is an effective tool in insuring

Create a newsletter.

that text and images align. Break alignment only for emphasis and sparingly within a piece.

B. Margins - Avoid using the same margins on all sides of a publication. In publications with facing pages, the

outside margin of each page should be double the inside margin. For best appearance, margins should be

sized progressively from smallest to largest: inside, top, outside, bottom.

C. White space - many novices miss using “nothing” to break up text and graphics to provide breathing room.

D. Rule of Thirds - Visually divide your page into thirds. Place elements on the page within these thirds for a

more interesting and visually appealing layout.

E. Size - One measure of importance is size. Use larger graphics to communicate the most important goals of

the piece. Smaller graphics are of lesser importance. When space is at a premium, drop the smaller

elements first — they are less important.

F. Proofreading - Two rounds of proofreading catch 98 percent of the errors in a publication.

26. Hyphenation

A. Publisher normally hyphenates.

B. Alter from Tools, Language, Hyphenation or via right+click

C3 — Crowley Computer Consulting
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. - . Colors
27. Fill, Line and Text options — —
. . . i Standard ! i i
A. No Fill does not equal white fill!
B. Sample Fill Color =
Mo Fill
More Fill Colors...
Fill Effects...
2 Sample Fill Color
Mew
Transparency:
4 D P jo% = Current
.
Fill Effects Fill Effects
Gradient |Te1¢1:ure I Pattern | Ficture | Tint | |Gradient| |
Colors Texture:
) One color Color 1: B
— - |
Preget Color 2:
]
Transparency
From: < [] volowm 2
To: ] D v oo B
Shading styles Variants
@ Horizontal
() Vertical
() Diagonal up
() Diagonal down Sample: Sample:
() From corner |
Rotate fill effect with shape Rotate fill effect with shape
o) (o

C3 — Crowley Computer Consulting
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Fill Effects 7=
patier | Pictre | Tint
ASRET
s
rrireee
Foreground: Background:
Sample:
Rotate fill effect with shape
QK Cancel
Fill Effects -7 =
| Gradient I Texture | Pattern | Picture |
Tint/Shade:
Base color:
Sample:
Rotate fill effect with shape
0K Cancel

C3 — Crowley Computer Consulting

Fill Effects

Picture:

Gradient | Texture | Pattern | Pictre | Tint |

2 =S

| P1070950

[ Lock picture aspect ratio

Rotate fill effect with shape

|

28. Background
s — prearranged
fills that use
complimentary
color schemes or
pictures.

29. Other
formatting

A. Line/ border style
B. Dash style

C. Arrow style

D. Shadow

E. 3D

\\MITHRANDER\Users\jim\My Documents\1Training\Office 2007\Publisher outline.docx

Background X

(©16

Apply a background

BV
EaY

Mare colors. ..

Mare backgrounds. ..

See also

Color Schemes...
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30.

31.
A. Order

Bring to Front

Bring Forward

Send Backward

o

Alt+Fa
Send to Back  Alt+5Shift+Fo

D. Snap

+  To Ruler Marks
v  To Guides  Ctrl+5hift+W

[ To Objects

C3 — Crowley Computer Consulting

Automatic copy fitting — Autofit

B. Rotate and flip

4=

r
=

e &

1. You can also use the green

handle!

Free Rotate
Rotate Left 90°
Rotate Right 90°
Flip Horizontal
Flip Vertical

E.

Nudge — you can also use arrow

keys when an object is selected

Up
Down
Left
Right

\\MITHRANDER\Users\jim\My Documents\1Training\Office 2007\Publisher outline.docx

Arranging objects - from toolbars or Arrange menu

C. Group
I Group  Ctrl+Shift«G
It Ungroup  Ctrl+5Shift+G

ﬁ’ Regroup

I= Align Left

& Align Center

=|  Align Right

gt Align Top

«f Align Middle

dt Align Bottom

M Distribute Horizontally
Distribute Yertically

=)

ca

a
Relative to Margin Guides
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32. Proofing and

automation tools
Spell checker
Thesaurus

Date / time
Autocorrect
Customize

Help

mmoow>

33. Emphasizing
A. Balance /imbalance

1. Perceived

2. Mathematical
B. Symmetry / asymmetry

dalaforredt | putoformat As Tou Tyee:

o | Sher SennCornect Optons buttons

o | Correct TWWo Mhikal CAgibals

| Copitalize first lester of sentences

o | Cagetalize first better of mable cells

| Copitalior ruees of days

| Correct soodental use of oAFS LOCK key
| Replace bext &5 you type

Eppiace: with:

e}
L]
L]

i&a

o | dartomatcally use suggestions from the speling dhedie

34. Other attention

grabbers

A. Pull quotes - pulled from an
article to grab the reader’s
attention and bring them in.
From Design Gallery.

s emmme e e <y [0 S22 3 NEW COPY DAS A1 oA
‘e sources get new LET- L gne byte more or less.

rist10a.txt i
. H o}
“To catch the reader's Informatic

t Guten- attention, place an about Pro-
ienls are . . ject Guten
rcreated (JolNtteresting sentence or quote &, (one
wltiple [from the story here.” page)
s, all of
are in the 1

ok W= produc

R
;about two millien dellars for

Jnited States, unless a :
e e + i zach hour we work. The time it

35. Using data from other applications

A. Via Cut/ Copy /Paste
B. Edit in Microsoft Word
C. Insert, Object

36. Printing and reproduction

A. Quick Print
B. Print Preview
C. Print Setup and Print

C3 — Crowley Computer Consulting
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ButeCarmect: Englith (United States] =l

Excepitors. ..

.Mﬂfm B E

Bovalable formatn: Languga:

R r—
Tussisy, Dcicber {7, 2008

Cetsber ¥, 2008

T

X008 104T N

TR0l el siomatcally
10T 200

Ok T, 00

*Ociber 008

ke 08

Ceral

LTI 06: 12 L

abtul bt =

| el
B. Drop cap - initial letter is larger

than rest of paragraph text.
Looks kind of goofy in this
example, don’t use itin an
outline. From Insert menu.

[ FER

o 54 Pt Drmmeay B s 0
g, el S, o

¥ youl dor mee & stvie il pou B,
ook, e Casmtoes Errug Cang R 1 s
PR
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= e o |
FPuescwter o Fuper Trorge | e il Pubicannr: s Fupe Fesengy || P Dl
Ferir PRl THRAACER P L B 3000 S POL A #| | mocemm, P A IO L et 1300 e PO = .
Brewt ta [ | P
Feyams T P L St 1000 B L -
s CI0% P L
et .
Franses e g
Srergags st [ LRt margr 00T
= T LET
D on-Patapt Togmargrs (L W7
Ormrmssen e neT
Lt _ﬂ & Fwe
P ae St ﬂ Lingse
[ Caten
& 4 page Mg of o ||
igven g g
P [ ,_'I--'.]-'J‘.'_ld
Ervier Uiy @ e mewr i by o SOwd preng apbors
a o LLS
o, b ndsmgm [ 51D ey E
Pt e pod | | com et [ | [ taen

37. PackandGo

A. Gathers all files making up the document.

B. Two options from File menu, Pack and Go are the same, just different selections in step 3.
1. Take to another computer
2. Take to a commercial printer

Pack and Go Wizard EE | Pack and o Wizard IEE|
Pack your files to take to another computer Select the kocatlon for saving your files
The wizard wil prepare your publhcation b take to Bnother computer. PR B s Kk e R
iod £ L He wirard e
& [Burn o disc on D
mmr#“. Copy o remarable storage on Pz
Cogry b Reppry ik an &
ot
ctot | [Crete ) [ conce | [ roen | [ <cmack | [ Mexts | [ coce | [ Fewn |
Pack and G Wirard EE | Pack and Geo Wizard
Include fonts and graphics Pack avy publication
P and Go con indude Inked graphecs and fons used in yaur publeation. Ve you cck Firish, the wizard will;
If youdre: Rk the (s 1o & commercal prnting servace, the mizard can s oeate ks for
oraphics you've embedded.
Coompress your publcasion nto & flke named "alle Drthday, 59" and save it on drive D:1
Emihed TrueType fones used in your pubicntion.
_ Irachude ke g mofes.
| Emibed TrusType fonts Create lnks for embedded graphecs.
] Inchucle nked graghics
(] Crmabe bk for embecded graphice
[C<poo | [hetz ] [ cond | [ poen | [ ] | s> | [ concd | [ ]

Web pages

Ah, er, no. Wrong tool. You’re loosening the bolt with pliers. Get a wrench.
Web design tools

Microsoft FrontPage, now replaced by Expression

Adobe DreamWeaver

3. Freeware: Nvu, Stepzilla...
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39.

A.

SED LEQo

s

- [ T =

Menus
File

Hew...

QOpen..

Chose

Import Weed Docugment..
Lave

Cave As...

Publish fo the Web...

Pack snd Go

Comvert to Web Publcstion...

Fired acdd-ins for other file foamats.

Yiek Page Preview
Page Selyp..

Py Selup...

Prirt Preysew
Bried..

L] E-rmuml
Properties

1 AMITHRANDER Lisers\ el My e\ Alhe Bstbiclay. ol
& FAM0E Yearbook' YeakaakB puls
3 A8 Yearbook Yeakoakl pub

4 D\ Yesrbaok Epub
& D008 Vearsook A pub

B 2007 Yearbook\ 00T Yearbook A pub
T WA208 Yearbock 803 Irvitation.pub:
& OWMITHEANDER, Users jim\ WY DL U= \0603 Brochure. pul

Bt

Cirla M
Cirls D
Cirl«F

Cia %

Ll

Alra ke

Insert

HFEE A

> E S

Page...

Duplicate Page
Section...

Page Mumbers...

Date and Time...
Symbol...

Design Gallery Object...
Add to Content Library...
Item from Content Library...
Business Information...
Picture

Text Box

Text File..,

Object...

Hyperlink...

Bookmark...

Ctrl+Shift+ N
Ctrl+Shift+ 1

Ctrl+Shift+E

Ctrl+K

C3 — Crowley Computer Consulting
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B. Edit

)

Undo Delete Text
Can't Redo

Cut

Copy

Office Clipboard...
Paste

Paste Special...
Delete Text
Delete Object
Delete Page
Move Page...
Select All
Find...
Replace...
Go to Page...
Links...

Ctrl+Z
Ctrl+¥
Ctrl+X
Ctrl+C

Ctrl+V

Ctrl+ &
Ctrl+F
Ctrl+H
Ctrl+G

Edit Story in Microsoft Word

Object

Business Information...

Format

CwpiPok

Font...

Character Spacing...

Paragraph...

Bullets and Numbering...

Horizontal Rules...
Tabs...

Drop Cap...
AutoFit Text

Background...

Format Publication...

Page Options...
Color Schemes...
Font Schemes...

Styles...

Apply Master Page...

Text Box...

F.

e

<

View

Two-Page Spread
Master Page
Ignore Master Page
Task Pane
Toolbars

Rulers

Special Characters
Boundaries and Guides
Baszeline Guides
Pictures...

Header and Footer

Zoom

Tools
Spelling
Research...

Language

Design Checker...

Ctrl+M

Ctrl+F1

Ctrl+Shift+Y
Ctrl+5hift+ O
Ctrl+F7

Alt+Click

Graphics Manager...

Commercial Printing Tools »

Mailings and Catalogs 3

Macro

Add-Ins...

AutoCorrect Options...

Trust Center...
Customize...

Options...
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G. Table H. Arrange I.  Window

Insert 3 Layout Guides... E Arrange All
Delete 3 Ruler Guides 3
= % Cascade
Select J Send to IMaster Page
. : v 1 Publicationl
i Merge Cells I8 Group  Ctrl+Shift+G =
B Split Cells It Ungroup  Ctrl+Shift+G J'._ Help
@) Microsoft Office Publisher Help  F1
Cell Diagonals... 5% Regroup :%  Publisher Tasks
# Table AutoFormat... Order 3 Microsoft Office Online
g Contact Us
1 T, 3
j Fill Down 2nap Check for Updates
Jﬂ Fill nght ﬂUdgE » B¥  Office Diagnostics...
Girnan bt Text Align or Distribute 3 ':fti!atE;':dUCt---
Rotate or Flip 3 R
About Microsoft Office Publisher
T& Reroute Connectors
we| Text Wrapping 3
r'=  Edit Points
Change AutoShape 3
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