1. Course objectives.

a.

b.

To provide the class with an

exploration of desktop publishing.

To assist class development of
various documents usinng
Microsoft Publisher 2002.

c. To develop computer literacy.
d.

To address the class' questions.

2. Schedule

copop

9:30 Registration
10:00 Morning session
12:00 Lunch

1:00 Afternoon session
3:00 Departure

IMicrosoft

Publisher

Northern New York Library Network

Workshop

Jim Crowley

C3 - Crowley Computer Consulting

9148 State Highway 37
Ogdensburg NY 13669

315-394-7008
fax 315-394-7009

www.crowleycomputers.com
jim@crowleycomputers.com

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.

In a general sense we’ll explore:

Design consistency

Font usage

Balance

Printing and reproduction tips and
tricks

All of this will be within the specifics of
Microsoft Publisher including:

Design Gallery and Wizards
Formatting

Frames

Hyphenation

Graphics and scanning

Kerning and other tips to “make it fit
Bringing information in from another
application



1. Introductions
a. Me and C3
b. Who and where are you?

DTP = DeskTop
Publishing

c. Publisher experience
d. What? Newsletters? Web pages? Cards? What???

2. 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 (often) 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 (often) 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.

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. a secretary, 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.

3. Tools of the trade
a. Using 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. Using a 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

WYSIWYG - What you
see is what you get

it takes to learn but the more options you have for fine tuning
your layout and type. Any modern application is WYSIWYG.

c. Using a 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.
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4. Microsoft Publisher - a powerful yet fairly easy to learn desktop publisher. Not a high end program
IE. Adobe PageMaker & Corel Ventura.

5. Pieces Parts

Title bar with minimize, restore, maximize, close

Screen tips - hold mouse cursor still over any button

Object size box (actually, window size box?)

Scroll bars - horizontal and vertical

Page guides - for alignment assistance, do not print

Status line - current location of cursor or location and size of object
Toolbars - quick access to most used commands. Standard, formatting and object toolbars are
normally displayed.

Task pane - detailed assistance on many tools.

Menu - all program choices

T @TmeoooTp

6. Objects (or Elements)
a. Allitems in your publication are objects
i. Text, tables, shapes, graphics...
ii. Objects can be formatted, resized, deleted... as a complete unit.

7. Creating new publications
a. New button gives blank letter size sheet
b. File, New gives many options!
i. By Publication type - many pre-fab options!
(1) Circled options are single set of choices.
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(2)

(1)
(2)
3)

Arrows have multiple sets of choices
ii. Exploring

Quick publications
Newsletters
Business cards

iii. Quick Publications

c. Other options

] Mew Publication * X

Start from a design

By Publication Type - E*

Quick Publications ~
Word Documents
Mewsletkers
Web Sikes
Brochures
Zatalogs

Flyers

Signs

Postcards
Invitation Cards
areeting Cards
Business Cards
Resumes
Letterheads
Ervelopes
Business Faorms
EBanners
Calendars

Advertisements
Luward Cerkificsbe

MNew
[ Blank Publication
@ Fram existing publication. ..
Eﬂ From template. ..
Open a publication
[®]] Alie Birthday
[®]] alle Birthday
Eﬂ Jims business card
= More publications. ..

C3 - Crowley Computer Consulting

Publisher 2002

4@ % Quick Publication Cptions ™
@( Quick Publication Options
Publication Designs

B2 Color Schemes

As Font Schemes
Layouk

X

ey
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48 % Publication Designs * X
@’ Cuick Publication Options
Publication Designs
B Color Schemes

As Font Schemes
Apply a design

ea:bng

Accenkt Box  Accessory Bar

Ferding

Blank, Blends LI

Reset current design. ..
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[0 Publicatien’ - ke rosoll Publishes =l [ Publicatien’ - dicrssolt Publishes

4 Page Content v X & & Color Schemes r X 4 % Fort Schemes v X

[ Mewsletter Options f{# Quick Publication Options (@ Quick Publication Options
@ Page Content Publication Designs Publication Designs
Publication Designs &5 Color Schemes B Colar Schemes
- Az Font Sch
B2 Color Schemes Ag Font Schemes oant schemes
Apply a color scheme Apply a font scheme
Aa Fets SarEmEs {Cuskam) . " Wizard: Quick Publications Wi,,, &
Columns Alpine B Lucida Sans
Aqua N Lucida Sans
Berry - Binary
: Black & Gray [N Verdana
1 z 3 Mixed Black, & “White - Georgia
Eluebird [ N | Breve
Brown | Bodoni MT BL.. _
4 Publication Designs * X Burgundy [ | Franklin Gothic Book
ﬂ@/ | _ ":?VE”" I Capital
T SR Oglie Clrus e PERPETUA TITLL
B Page Content v - Perpetua
] Cranberry N —
Publication Designs Crocus | P
- Drark Bl H SpLrus
e Color Schemes [D:;Eﬂ'-'e - 1 il Sans MT
As Font Schemes Eggplart [ ] Dictation
: . — Lucida 5ans...
Apply a design Field — B | Lucida Sans
Fjord
== . =] Floral [ | ] SIS _
Garnet | Franklin Gothic ...
Glacier - Times New Roman Bold
=i Green e Etched
Accent Boe Accessory Bar Grave [ COPPERPLATE ...
Harbor [ | ] Garamond ﬂ
—— O Heather
) o Itis -_ Font Scheme Options. ..
Island | B ;I See also
Arcs Art Boxes Custom color scheme. .. Styles and Formatting. .
Standard toolbar - file and edit menu
C3 - Crowley Computer Consulting printed 5/15/05
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8. Accessing commands
a. Menus - click or Alt + Capitalized letter
b. Shortcut menu - right click or Shift+F10

c. Toolbars

d. Task pane

9. DTP Rules of Thumb

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

C3 - Crowley Computer Consulting
Publisher 2002
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Create a newsletter
publication from the
newsletter wizard.
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10.

apop

11.

C.

d.
be
ris

18 point Poppl-Laudatio

18 froint Park Avenue

Getting around better
Special characters
Zoom

Zoom in and Out

F9 is your friend!

Type hype

Type Style - A collection of type families related by common characteristics. There are
essentially seven type styles: Roman, Italic, 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.

Cuk

Copy

Point - is only the expression used for the distance @ ;...

HpXHpX tween ascender (portion of a lower case letter that

es 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

etween two characters so that they appear closer

gether. This is usually done to improve the aesthetic
ppearance of most words that are set in all capitals
specially in large display and headline text lines.

Set Width - width of characters as defined by the creator.

'U.—hCDQJSCT_CD

12.

ABCDEFGHIJKLmnopstsuvwxyz1 2345

Normal

ABCDEFGHUKLmnopstsuvwxyz1 2345

Tight

ABCDEFGHUKLmnopstsuvwxyzl 2345

Very tight

Text frames

Creating text boxes - pick a
method, drag a size
Formatting text

Formatting frame

i. Move by dragging frame

roportional to size, but adjustable.

TFricua

Cappuccino
Man.pub

ii. Resize by dragging handles - white

iii. Rotation handle - green
iv. Format dialog box

C3 - Crowley Computer Consulting
Publisher 2002
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message .

Lm0 T O

S

53’_///////ZZZZZ&/Z{?’///////// e
Place your

here.For
maximum .
impact, use two or’
ﬂ1re__e sentences.

Delete Text

Delete Objact

Save as Picture. ..

Change Text 3
Proofing Tools 3

|% Format Text Box. ..

Zoam ]

Hyperlink. ..

Irivgy
zzzz’é‘ \
.
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®Lucida Console
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13.  Contrast with types

. R . . HI?’ ik, Publication Options
i. Capitalization

Fublication Designs

SMALL CAPS B2 Color Schemes
“' Rerse Az Font Schemes
iv. Italicize apply a font scheme
V. Welght ie. Bold wizard: Quick Publications Wi... 4
vi. Combinations Lucida Sans
B . Lucida Sans
VII. Slze Binary
viii.  Position - rotation, alignment gerda”a
. eorgia
ix. Color Breve
X. Alternate typeface Bodoni MT BHL... —
Franklin Gothic Eook
Zapital
14.  Font schemes PERPETUA TITLL.
a. From task pane . P:P““
b. “Professionally” complimentary arrangements. eg,:pwﬁ
c. Font scheme options Gill Sans MT
Dictation
Lucida Sans...
Font Scheme Options Lucida Sans
Econamy
Franklin Gothic ..
Iv Update custom text styles Times New Roman Bold
Etched
Iv Override applied text formatting COPFEHPL.ATE _—
Iv adjust Fant sizes Gaamond ;I

Font Scheme Opkions. ..

See also

oK | Canicel Skyles and Formatting. ..

C3 - Crowley Computer Consulting printed 5/15/05
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15.  Object formatting

Format Picture

Format Ficture

C3 - Crowley Computer Consulting
Publisher 2002

Format Text Box Format Text Box

Format Text Box

Format Text Box

CE— -

0.0396" 0.0396"
0.0396" 0.0398"
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File Edit View Format
[ mew Chrl+h 7 Undo Delete Text Chrl+2 Two-Page Spread A Eont...,
= ;pen. . Chl+o T4 Redo Text Frame Connecting  Chr4Y Master Page ChrlH Character Spacing. ..
5 Ignore Master Page t— i .
ER' Close Ctrl+F4 += Line Spacing...
Import Word Document. .. Task Pane Tnd dLi
_ . Toolbars 5 Indents and Lists. .,
m— S @ Office Clipboard...
l ;ave as B paste Chrl+y Rulers Tabs, ..
|8 Export as Web Page... R T Drop Cap...
+ and 41 Special Characters Chrl+Shift+y
P G i
ERSEE ’ Boundaries and Guides  Ckrl+-Shift+0 AutoRit Text
Search...
2 w bp_ Previ Delete Page Bictures... Horizontal Rules. ..
'eh Page Preview i
Select all Chrl+a Special Paper...
Page Setup... ) Header and Foater
[&  Print Preview . Mewsletter Options. ..
{aluly} »
& print... Chrl+P -
Go ko Page. .. Chrl+G RaaslContents
SEmElt iy Publication Designs. .
Properties
Calar Schemes., ..
Font Schemes. ..
Personal Information. ..
Backaround. ..
Stvles and Formatting. ..
Text Box...
Tools Table Arrange Window
peling r Insert Lavout Guides... = arrange Al
Language 3 i
Languag Delete Ruler Guides 3 % Cascade
Speech 5
il elect Send to Master Page S,
_— = = . 1 Publicakionz
Design Checker. ..
Mail Merge 3
Macro » Help
Add-Ins. ..
) Order > Microsoft Publisher Help  F1
% AutoCorrect Options. . Snap » Show the Office Assistant
Customize... -
= Nudge » Cffice on the Web
Qpkions. .. a .
) —_ Activate Product. ..
| - N Align or Distribuke » =
VBl @l S el Ratate or Fli . Detect and Repair. ..
Commercial Prinking Tools  »
= d About Microsaft Publisher
Text Wrapping 3
Change Autoshape »

C3 - Crowley Computer Consulting
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16.

18.

19.

e o

Text frames

Link text boxes:

I. Select box with overflow text
ii. Click link button (chain)

iii. Click new text box with pitcher
Break text box link

Previous text box

Next text box

48 Styles and Formatking v X

17.

Pick formatting to apply More alterations

.l a. Styles
Clear Formattin= b. Bglckgrounds
Address
& Cut
Body Text Copy
Normal ) Dests
Delete Object
Orgamzatlﬂn NE Sawve as Ficture. ..
T]_t]_e : Hide Fickure Toolbar
Change Picture 3
% Format Picture. .,
i Tul 1} 3
% Hyperlink. ..
[ -]

Shiow: | all Styles

Search For

@ % Insert Clip Art

42 % Background * X
Apply a background

~
RS

More colors, .,

30% tint of Accent

| 2

Import styles

Create new skyle

See also

Fort Schemes. ..

Automatic copy fitting - Autofit

Inserting clipart
See Format dialog box
Selection handles and rotation handle

C3 - Crowley Computer Consulting
Publisher 2002
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Search text:

L Insert Picturs
esrch | | |
[ taokin: [ iy Pictures [
|
Other :earch - Nome [ Size [ Type
ol et 2IKB IPEE I
Al eollsctions bty | by 5B GIF Image
Results should KB JPEG Imag
Al e s b 5 wells2 TR GIF Innsge
My Dacoments
T
©
Deskiop
Favorites
e L]
weh Folders o of pune: IA" Pictures =l Cancel L)
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20.

Object toolbar
Other graphics
i. Pictures
ii. Shapes

iii. Lines

iv. Arrows

v. Autoshapes

Qo

More text formatting
a. Autotext formatting
b. Other...

Fant el Character Spacing

Gerwal

i Fork style: Son: Sealing Line Spacing

e ot ] BT I | K Shrink or stretch selected bext: e e Sample

Undarding: Color:

[inaee) | [ o ~| Tracking ) E
Use this option to adjust the spacing for a highlighted Bcamlics —

Effacts block, of kext, —

—
I~ Supersirpt I Outiee. I Semall caps I Shadow T ] By thi t: | 100 % B E
e L P s ormal - y this amount: b E EBefore paragraphs: |0 pt —
Soergien Ferm

(=il After paragraphs: |8 Pt E

Use this option to fine-tune the spacing between two
Franadin Gotaic Book characters,

Frarkln Gubi B, § Morms :‘v 3y Wit e (Rl E Show Toolbar Cancel

Automatic pair kerning

E Canesl Apgly I¥ Kern text at; 14 pt E and above

Sample

Franklin Gothic Book

Shaow Toolbar Apply | oK Cancel

Indents and Lists Tabs Drop Cap [t3]
Indent settings Tab stop posiion: Default tab stops: 05" g 0rop €3 | Custom brop c |
&+ Marmal " Bulleted list " Mumbered list l Alignment Slialableloplcens Erevien)
* Left " Right T This stary can fit 150-200
Indents Sample " Center " Decimal o words
Preset:  |Flush Left - ey

One benefit of using your

g newsletter as a

Remove

e ﬁDEs\gn Tip
IFyou don't see 3 style that you like,
Cancel click the Custom Drop Cap tab to

design yaur own.

Left: ’D"—E + Mone " Ling

" Dat. ... " Bullet e s e
E — " Dash----

First line: ‘ o

Right: ‘ o" E

| | dearm |

Alignment: || gfr =

oK Cancel Apply

Line Spacing. .. | K | Cancel

C3 - Crowley Computer Consulting printed 5/15/05
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21.  Arranging objects

Free Rotate

Fotake Left

Order Group
T} Eringto Front Alb+Fe Il Group
BL SendtoBack  Alk+Shift+Fs
[} Bring Forward
[ Send Backward
Align Rotate or flip
||.='='_' Align Left G)
& Align Cenker it
=|  Align Right o
it Align Top Ak
HF  Align Middle =
-

il Align Boktarn

Distribuke Horizonkally

Distribuke Yertically

Relative to Margin Guides

Tables
a. Helpful for aligning boxes!

a. Spell checker
b. Thesaurus
c. Date/time

AutoCormrect: Englich [U.5.]

AutoCorrect IAutoFormat As You Type |

¥ Show AutoCorrect Sptions buttans

¥ Correct TWwo TNitial Capitals

¥ Capitalize first letter of sentences

¥ Capitalize First letter of table cells

¥ Capitalize names of days

¥ Correct accidental uss of caPS LOCK key
= Replace text as you bype

Wwith:

Exceptions...

Replace:

l I
o 3
(k) ™
=l
fdd | [DElete |

¥ Automatically use suggestions From the speling checker

coet_|

b. Symmetry / asymmetry

C3 - Crowley Computer Consulting
Publisher 2002

Proofing and automation tools

24.

25.

Flip Wertical

Pl 0]

CErl+Shift+G

To Ruler Marks
To Guides
[F Toobjects

e

bk FRotate Right

Flip Horizonkal

Autocorrect
Customize
Help

Using tables

Don't think just for numbers,
can be an easy way to line up
pictures and text!

From Excel

Emphasizing
Balance / imbalance
i. Perceived

ii. Mathematical

copyright 2001 - 2005

Nudge
B up
Iﬂ Dovan
B Left
"B Right

Date and Time

le: Formats:
ITuesdary, September 11, 2001
[September 11, 2001

Language:

ﬂ Enaglish {1J.5.) -

9/11/01 1:56 PM

9711701 1:56:40 PM =
I~ Update automatically
et conee

printed 5/15/05
page 13



26.  Other attention grabbers

- y ____________________________________________|
a. Pull quotes - pulled from an article to grab the reader’'s

attention and bring them in. Pull quotes grab the
. Drop cap - initial letter is larger than rest of paragraph reader’s attention!
b text. Looks kind of goofy in this example, don’t use it in
an Outline. ____________________________________________|

27. Using data from other applications
a. Via Cut/ Copy /Paste
b. Edit in Microsoft Word
c. Insert, Object

28.  Printing and reproduction

29. Web pages

Works Cited

http://desktoppub.about.com/library/weekly/aa041797.htm

http://www.dtp-aus.com/typo/pointsys.shtml

http://www.elementk.com

Microsoft Publisher 2000 help screens

Microsoft Publisher 2002 help screen

Applications Used
Corel Photo-Paint 10
WordPerfect 2002
Microsoft Publisher 2000
Microsoft Publisher 2002
Microsoft Word 2000
Microsoft Word 2002

Softwarelabs ScreenPrint Platinum v.3.00
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