Creating a Brochure, Flyer and Newsletter
Using Microsoft Publisher 2002 for
Windows 98/Me/2000/XP

Create2lt May 2000
Starting Publisher 2002

Note: You should be competent in a word processingogram before you
attempt this Tutorial.

Microsoft Publisher 2002 is a really neat prograiat tallows you to create professional quality
newsletters, brochures, flyers, postcards, calendarard certificates, calling cards, paper
airplanes, origami — and a whole lot more grean{ih.”

This tutorial will proceed from what we think iseth
easiestpublication to thenost complex First

we’ll create dlyer usingMicrosoft Publisher
2002. Then, we’'ll create arochure, and finally a
newsletter. Each skill we learn in the flyer will be
of use in the brochure. The flyer and brochure
techniques will also be used in the newsletter.
Your abilities will grow from publication to
publication. You magaveyour publications on a
formatted 3 %2 inch diskette Or, you can save all
of them on them on yourard drive.

To load theMicrosoft Publisher
2002programDouble click on
the Publisher 2002 iconon the
main Windows screen or click-
on Start in thelower left corner
of the screen, then click-on
Programs, and therclick on
Microsoft Publisher

You should now be in thielicrosoft Publisher
2002 main screen

On theleft side of thescreenyou will seetheNew
Publication Task Pane(like the image on the
right). We’ll use theStart from a designarea to
initially begin each publication.

A % Mew Publication

Start from a design

|Eh-' Publication Type | "| Iy

Quick Publications
WWord Documents
Mewsletters

Web Sites
Brochures
Catalogs

Flyers

Signs

Postcards
Invitation Cards
Greeting Cards
Business Cards
Resumes
Letterheads
Ervelopes
Business Forms
Banners
Calendars
Advertisements
Award Certificates

New

[ Blank Publication
Eﬂ From existing publication, ..
&[] From template. ..

Open a publication

[¥]] SCORE PubFlyer.pub
Eﬂ Flyer.pub

Eﬂ Mailing Label,pub
(= Maore publications...



For “old” Publisher users, theTask Paneis somethingiew in Office XP/2002 It isused in

all of their Office modules It replacestheMicrosoft Publisher Catalog that was a part of the
initial Publisher 2000 screen. Once you get usdtié Task Pane, and its flexibility, we think
you'll like it.

Using the Microsoft Publisher Start from a designikt
Click-on Newslettersin the Start from a design list On theright side of the screen you will

now seeNewslettertemplate design styles for a number of differeewsletters (Accent Box,
Arcs, etc.).

& % Mew Publication S

Start from a design

By Publication Type

Quick Publications =
‘Waord Docunm

MNewsletters

Web Sites

Brochures

Catalogs
Flyers

Signs Accent Box Newsletter Accessory Bar Newsletter Arcs Newsletter Art Boxes Mewsletter
Postcards

Invikation Cards

Elevator Bar

Use the &levator bar” on theright side of theNewsletterareaaboveto move up and downto
seethevarious Newsletter design templates

& % New Publication * X

Start from a design

Next, click-on Brochures in theStart from a design

portion of theMicrosoft Publisher. Notice, that when By Publication Type || [I¢

youclick, a number of different types bfochures Quick Publications =

appear below the brochure selection (InformatioRete word Dacuments

List, Event, etc). Use thaevator bar on theright of Hewsletters

theBrochures area, which now appears, to view the :‘:25&:2

various types of brochures. While you are doing, th Informational

notice thedifferencesbetween the various types of N\ Frice List

brochures. As you mowdown the list you will notice Ewvent

that, as you come todifferent group of brochures (like Fund-raiser

Event), that the brochureype” on theleft will become Special Paper Informatior

“highlighted in gray.” Special Paper Price List |
Catalogs




A % hlew Publication * X

Start from a design

By Publication Type | v| D*
Coick Publications = When you have viewed the brochures, to your satisia,
word Documents — click-on Flyers in theStart from a designportion as you
Newsletters did for Brochures and Newsletterlotice again that there
Web Sites areseveral different typesof flyers. Again, use the
Brochures elevator bar on theright of Flyers to move downthe
':Iata"jgs variousFlyer styles Alsonotice that as you come to a
o new style that it will bénighlighted in gray in theStart
Special Offer from a designlist underFlyers. Notice, as you view the
Sale various types of Flyers, that you can have thditiée“tear
Event off things” with your phone number on thmttom. Neat.
Fund-raiser _—
Announcement

Special Paper

Now, proceed down th&tart from a designlist andclick-on any of thepublications in which
you are interested— Postcards, Business Cards, Calendars, AwardiCads, Paper Airplanes
— whatever you want to look at.

Creating a Flyer

As indicated, at the beginning of the tutorial, tvnk theFlyer is theeasiestpublication on
which to begin. Saglick on theFlyer category unde$tart from a design(on the left of the
screen). Your screen should look like the bakw.

& % Mew Publication * X Informational Flyers

Start from a design
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By Publication Type | v| D*

Cuick Publications
Word Documnents
MNewsletters
Web Sites
Brochures
Catalug/
Flyers

Informational Accent Box Informational Flyer Accessory Bar Informational Arcs Informational Flyer

Special Offer Flyer
Sale

-

We'll use the Arcs Informational ” style forall of ourpublications. It is the oneaboveon the
right (arrow). Point to theArcs Informational Flyer with your mouse andlick-on it. It will
appear, when youclick-on it, that it is highlighted by a blue border around the selection
(like the one abovg’. This indicates that you hawelectedthis flyer.



If this is thefirst time that you have used Publisher 2002aMicrosoft Publisher information
screen will appear- like the one below. Click-00K.

Microsoft Publisher E x|

The wizard will fill in wour name, address, and ather infarmation For you, so you don't have to enter it each kime, Click O to

kell the wizard about yourself,

When you clickOK, thebelow Personal Information screenwill appear.

| Personal Information d A
Select a personal information sek ko edit:
Primary Business
Secondary Business
Cther Organization
HormeFarily
—Personal information For this sek
Mame: Job or position ktle;
IJanie Schwark, IMan':.f Product Manager
Address: —Colar schemes
1 Microsoft Wiay ™ Include color scheme in this sek
Redrmaond, Washington Far print publications:
IF'rairie | B j

Phone/Faxfe-mail:

Phone: 555-555-5555
Fax: 555-555-5555
Email: xvzi@microsoft,com —Loga

Organizakion name:
I Lynchburg Colleqe

Tag line ar mokto;

IHu:urnets are the greatest

Help on Logos | IUpdate I Cancel

You can, logically, enter your information, as yaesire, at any time. Notice that there fang
choices forPersonal Information (in theupper left corner): Primary and Secondary
Business, Other Organization, and Home/Family As you click-one each of these choices,
new personal information can be entered in the laeéaw.

You may update your information at this time, oitwantil later. If youchangeany of the
information,click-on theUpdate button at the bottom of the screen. If you singdgire to
continue, at this time, click-on th€ancelbutton.



4 % Flver Options

* X
@" Flyer Options
Publicatian Desigx
B2 Color Schemes

As Font schemes

Graphic

Include

Pane.

Click-on
Publication Designs
in theFlyer Options
Task Pane The
Publication Designs

Customer address

E
Mane

Include Task Pane will open

Tear—off andreplacethe Flyer

garoans Options Task Pane.
Mone

Notice thatArcs is
highlighted (by a
blue border) — since
that is the Flyer

Design we selected.

Conkact information

Caupon

Crder Form

Response Form

Sign-up form

[ |

/

Nextclick-on theColor Schemesselection. The&olor
Schemes Task Panat theright will appear.

Usetheelevator bar to moveup anddown the Apply a

color scheme areaAs you moveclick-on severalof the
color schemes As you select the different Color Schemes,
you will notice that the Flyetemplate on theright
changesits Color Schemeto the one you selected in the
Color Scheme on the left.

We'll choose théBurgundy Color Scheme since these
reflect our college colors.

When the Personal Information menu screen clossie
theFlyer Options Task Paneon theleft of thescreenhas
changedto reflect ‘thoices - on how toenhanceyour
Flyer. We’'ll start “at the top — and — work down theska

44 W Publication Designs

E Publication Designs
2 Color Schemes

Az Fonk Schemes
Apply a design

e |
accent Box  Accessory Bar

44 W Calor Schemes

m?’ Flyer Tptions
Publication Designs
o Color Schemes
Az Fonk Schemes

Apply a color scheme

(Cuskom)
Alpine

Agqua

Berry

Black, & Gray
Black. & white
Bluebird
Brown

IBurgundv

Cavern




4 % Font Schemes v X
|]f§’ Flyer Options
Publication Designs

B2 Color Schemes /

Az Font Schemes
Apply a font scheme

Arial Black

Times Hew Foman
Binary
Verdana
Geargia
Breve
Hodoni MT Hl... —
Franklin Gothic Boak

4@ &% Flver Options v X
@" Flyer Options
Publication Designs

B2 Color Schemes

As Fonk Schemes
Graphic

Tear-offs

Caonkack infarmation

Caupon

Crder Farm

Response Form

Sign-up Form

YWizard: Flyer \Wizard il L~

T~

Next, click-on Font Schemes TheFont Schemes Task
Paneat theleft will appear. Thedefault (original)
settings for the this Flyer’s fonts are Arial and Times
New Roman

Usetheelevator bar on theright of theApply a font
schemearea toselectafont thatyou like.

We’'ll stay with the default — Arial and Times New
Roman.

Now return to theFlyer Options Task Pane

For you“old” Publisher users you can already see what
we are talking about with the new Task Panes repgjabe
Wizards. TheFlyer Options, Publication Designs, Color
Schemes and Font Schemes replace these “old
Wizards.”

Now look below the options that we just covered and
notice that there are some graphic images thawvalto
more “choices” to enhance our Flyer. These alptaoe
the Wizards.

Notice the first area under Graphic. This gragnea asks
if we desire to keep the image that is currenthag of our
default Flyer (the sunset image on the right ofsmreen).
Go ahead andliick-onNone You'll see thegraphic
disappearon the Flyer.We’ll want a graphic for this
tutorial, soclick-on thelnclude area again.

Notice, under the Graphic area in the Flyer Optidask
Pane, that &ustomer Addressarea is available. Notice
that you have a choice toclude a Customer mailing
address

Click-on thelnclude button.



Several “things” will occur when you click-on Incle.

Notice, at thebottom left of the screen that there aymbolsthat ]
indicate that there are nowfaont andback to the flyer. Page 1lis the
front, andPage 2theback. It looks like the picture to theght.
Click-onPage 2andlook at thePage

Notice that the

information you lLymchburg bolkege |
entered irPrimary P oo :
Businessin the / freiemel, B ’

Personal Information
menu screen (Page 4),
now appearsin the
upper left corner of

the “back” Page of the
Flyer.

Notice also, that there is noaplace for the address of the person who will recee the Flyer.
We'll “get into mail merges when we create our Broe. It is a very simple thing to create a
Microsoft Access database and merge the addregsegou Flyer — or any Publisher
publication. The Microsoft-Lynchburg College Acsdastorials explain how to create such a
database. If you desire more information on imply e-mail the person whose address is on
the last Page of this tutorial

For now, we’llleave offanyaddress We'll get into this later with the Brochure aNeéwsletter.
So,click-on theNone button in the Customer address area and the sétael willdisappear.

Tear-offs Now look for theTear-offs area in the lower portion of the
e - Flyer Options Task Pane (it looks like the imageton
] left. Notice that the default choiceN®ne Click-in each
- of the selections (Contact information, Coupon,&drd
., | Contact information form, etc.) under th&ear-off area. As you clickpok at

L~ the flyertemplate andnotice howeach Tear-offselection
' |coupon / appearsin the flyer template on theght. Notice the the
— “tiny” picture to the left of each choice resembils Flyer
— template in the screen to the right of the TaskePaxeat!
= Order Form
- For our first flyer wewon’t use anyTear-Offs, so click-
e Response Form onNone
= Later, when you have become proficient in Publisieu

Sign-up Form . . .

=i =] can experiment with the various types of flyers.




Any time that you desire to change anything we'seered so far, simply click-on that selection
in the Flyer Options Task Pane. It's just that@eh

We’'re now ready to work more “precisely” with ouly€r, but first it would be a good idea to
save our Flyer.

Saving your Flyer and other Microsoft Publications

Publisher 2002may have alreadgrompted you, tosaveyourwork. If not, we’ll save our
Flyer now. If Publisher has asked you to save yoyer for the first time, you'll be asked
where you want tosave(on a floppy or hard disk) - just like in a wortbpessor. If you have
not been prompted to save - you will be. Thisrieally clever thing that Publisher doekind
of like theauto-savefeature in word processors. Every now and theblisher will encourage
you tosave Always savewhen Publisher indicates to do so - unless yoeifearless or know
of some logical reason not to save. Once you Baved the first timeRublisher will update
thepublication file on which you are working. Again, this will occas you are working on
each publication.

If you have not saved your Flyer at this pointslelo so now. You caeither click-onFile in

theMenu Bar and then orsaveor Save As or you carclick-on thelittle Save diskettein the
button bar. Either method will bring you to tigave As screen below

Save in! I@ 314 Floppy (&) J - & ¥ C E - Tooks~
2 Fiyer.pub
Hiskaory
.IG.I'.
_* |
Favarites
=]
&

File narne: |F|-:I.'|3r.p|_||:| S
My Mebwork =

E -|
Places Save as bype: [Publisher Files (*.pub) -l Cancel |
£

20 x|




Notice that we aresavingon our3 ¥z Floppy (A:) drive and that we have used thide name

Flyer. When you decide on a drive (on which to savajne your file analick-on Save

In Publisher 2000, a Wizard “area” was shown onlefteside of the Publisher screen, where you
now see the Flyer Options Task Pane. Many foldsndt like having the Flyer Wizard “take up
space,” so they closed the Wizard — to have maeeacarea to work on their publicatioriéou

can close the Flyer Options Task Pane — and makedppear again any time you desire

If you want to ‘tlos€ the Flyer Options Task Pane
simply point to thesmall “X” in the upper right
corner of theTask Paneandclick-on it. & % Flyer Options X

@( Flyer Options

If you, at a later time desire to re-open the Task ﬁ/
Paneand revise some of your choices, simply View | Insert Format Tools Toble A

click-on View in theMenu Bar and therclick | Two-Page Spread

Task Pane Your Flyer Options Task Pane will 1 Task Pane |
again appear on the left. You can close and open f
this pane anytime.

Editing the Flyer /
Take few minutes anldok at the Flyer. At the current time

you are able toiew theentire flyer. At thetop of the screen, = 9 |st% -8 &

under theMenu Bar, you will notice an area that indicates

50%. This tells you theizeof theFlyer you are viewing. You'll find, as we continue tagh
this tutorial in Microsoft Publisher 2002, thatiil really be helpful to viewentire Pagesn the
Flyer, Brochure and NewsletteDther times, while we areediting aportion of each of these
publications, it will begreat if we can Zzoom-in" on aspecific objector area of the publication
to enlarge it for editing. If we can look at sotagt, an object or picture inlarger view, we
will be able toedit the “thing” more easily

Editing Titles

Notice thetitle area at théop. We’'ll start ourediting here. Point to theobject andclick-the
left mouse button on théle object.




Note: whenever we indicate that you are to clicktoan object in a
publication, this means to click-the left mouse buon.

Zoom-in and Zoom-out

You will notice, when youclick-on thetitle, small circles appearon thefour corners andfour
sides d the Title area. We call thesgrabbers.” We’ll work with these in a few moments. To
make this task mucbasier,it would be reallyneat if we couldZOOM-IN on thetitle — so we’ll
have aBIGGER object on which to work. Whenever you wanztmm-in or out, simplytap

the F9 Function key at theop of thekeyboard! Since we clicked-on thiitle, we will zoom-
in on the title when we tapg-9. Tap F9 now.

You will zoom-in on your title and your title should look like theage below

~_Grabbers

N

Group Obiject Piece : i

Notice that the zoom percentage now indica@3%. It will be a lot easier to work with this
large title.

First we'll edit the titletext. Point the cursaarrow just to the left of the Pin Product in the
title andclick theleft mouse button. You should seeatical light-green flashing cursor. If
you don’t see the cursor - try again. When youtseecursor, you will be in axord processor
edit mode” Tap theDel (Delete) keyuntil you haveerased Product/Service Information
When you have done this, you walhly see thdight-green flashing cursorin the center of the
title. Nowtype-in atitle you would like for your flyer. We’ll uskynchburg College— since
that’'s where we’re creating this tutorial.

When you have done thigok at thetitle and see if you still have thgrabbers’ on the sides
and corners. If you do - fine. If you don’t, dton the title again. Once you have the grabbers
slowly move your mouse over the titl@area—do not click. You'll notice that as your mouse
movesover this area a number of differeassistants appear anddisappear. These assistants
indicate when you camove andre-sizethe title. Thdittle moving van indicates that if you
click and hold down the left mouse buttorand thermovethemouse(drag the mousg, you

will see the Whole’ title move Try this. If you place the cursor over one of tirabbers, you
will see alittle box with arrows and the wordesize If you nowclick andhold down the left
mouse button andmove (drag) the mouse bit you willnotice that the title gets a biérger or
smaller. If you “goof-up’ it's easyto get back to where you were In theButton Bar below

10



theMenu Bar there is dittle, blue circular arrow . This is thaundo

button. If you click-on thisbutton you will undo yourlast “click.” Try —r KD T

this, if you desire, by clicking-on the circular, bluedo arrow. You'll

probably need this several times as we proceeddghrthis tutorial. We sure did — many times.
Make sure that you can still see tirabbers. If you can’t —lick-on thetitle.

You may have noticed thatst below the title there is dittle box that looks \ IEI
like it hastwo small boxesin it (see thearrow on theright). If you move the
cursor arrow over these “boxes” and pause younaifice that a text help
indicates Ungroup Objects” When youmovedthetitle —everything moved- agroup of
objects This is great if you desire to keep all of thgeats together.

If you want to move thendividual objectsthat make up thgroup — thenclick-

on theboxes They willmove apart— orungroup (see image at right). You can

now click andmovetheindividual objects as you want. Try this or don't try this — youroate.
If you do move the elliptical, colored backgroundthe text, you'll notice that the Object Box
disappears. When youfiaished, if you desireto re-group the Text Block objects all you
have to do iglick-on the Undo arrow until you have your title back tixgy you want it. You'll
notice at some point that the Object Box reappaadsthen groups the objects as one object.
The Object Box will look like the upper box on thght when the title is regrouped. The
Grouped and Ungrouped Object boxes don't lookriath different. So, be careful as you
“click” the Undo button.

If you “goof” — don’t forget the undo arrow. K -

Changing Title and Title Text Colors

We’'ll now do someRIGHT mouse button clicking If you placethecursor arrow over any
object in aMicrosoft product andclick theRIGHT mouse button, &ailored” drop down
menu appearswith features “tailored” to the area/objecton which youwclicked. This is really
neat. Many folks use this a lot — others are glistovering this feature. $Spoint the cursor
arrow to the middle of you title text (make sure it'ighlighted) andclick theRIGHT mouse
button. Adrop down menu (like the onébelow) will appear. Notice, that &xactplace where
you clicked in thetitle, acorner of the menu bogppears This indicategxactly “where” you
clicked. We’'ll use this drop down menudbangethetext color.

After you haveight-clicked on b Cut
the text, thenenu box will Copy

remain on the screeruntil you R Paste

either click somewhere else, or

click-on one of the menu

Delete Texk

. Delete Object
choices. Move your mouse
cursor down the menu box until Save as Picture... A Fort...
It IS Over Change TeXt(seeleft | Chagge Text ¥ | Cha[acter SFIECiI'Ig...
arrow). A group of choicesfor ; . ;
f . Proofing Tools p | 4= Line Spacing...
changing texappears(like the

picture on theleft).
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Now movethecursor from Change Text to the right ovéont. Font will turnblue.

When this occurs;lick-theleft mouse button when it is ovEont. TheFont menubelow will
appear.

21x]
General
Font: Font skyle: Size:
|.ﬁ.rial Black. ﬂ |Regular ﬂ |14 ﬂ
Undetling: Color:

|(none) 4 —~|

Effects

| Superscripk | Outline | amall caps | shadow
[ Subscripk [ Emboss [ all caps [ Engrave
Sample

Sample

Arial Black 14

O | Cancel apply

At the beginning of this tutorial weindicated that youshould be competent in a word
processing program So, we willnot spend a lot of timeon editing andenhancing textin this
tutorial. You can see from the Font menu abovetttedefault font in this title is Ariel Black,
font size 14. If you desire, you can change tim, flmnt size, font color and add effects. To do

this simply click-on the small down triangles te thight of each effect and select the font
changes you desire.

Don't forget, just like when you are using the word procesgou, have tdiighlight thetext
youdesire to change If you have not done this, simply return to tlet box, highlight the text,
click-right on the text, and return to the Font mes you did a few moments ago.

Notice, if you change the color, that thelor schemeyou selectedis available to maintain
uniformity throughout your Flyer. You may choose other ®lbyou desire.

Don't forget - if you make a mistake you can alwayslick-
on the blue undo arrow and try again.
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Changing the Color of the Text Background Box

You may also change thoackground colorsin the
AutoShape (the colored oval around your text)if you
desire. Againcarefully point to theedge of the colored oval
andclick theright mouse button. Tharop down menu box
to theright will appear. This right click has to be precise.
You must see the menu to the right @hdose Format
AutoShape If, after several “right clicks” you do not stes
menu, ungroup the objects (like we did on PageTlign,

IE——

B o <

Cuk
Copy
Paste

Delete Object

Sawve as Picture, ..

@ Format Autoshape. .,

right click on the oval and the menu at the rigiit appear. Zoom ’
When you select Format AutoShape the menu belolv wil a :
Hyperlink. .. |
appear.
Format AutoShape el
Zolors and Lines | Size | Layouk I Pickure | Texk Box | Web I
Fill
Color: e -
Transparency: 4| | _PI IIII S ﬂ
Line p'rraws When thdzormat
AutoShapemenu
Color: Begin stvle: -
- 1-| SEA I [- at the left appears,
Cashed: I j Beqgin size: I j you may change
the Colors and
Skvle: I j End stwvle: I j Lines. Size
weight: [0 ot = Endsize: | =] Layout, etc., as you
desire.
Conneckar: I j
¥ Draw border inside frame
[ Default for new obijects
(4 Cancel
In the Format AutoShapemenuabove if you Fill
choose tahange the backgroundcolor of the e
oval, you have a number of choices. If ydick- i
on thedown triangle to theright of Color in the Transparency. Mo Fill
Fill area, and therchoose Fill Effectsyou will Line ERECDEEC
give you a number of additional choices. il
Experiment with these if you desire. 5 T e
Ciashed: Fill EFfects... |
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Grouping and Ungrouping Groups of Objects

After you havemade your text and backgrourghangesyou may choose tongroup the
various objects that make up the title object gralptalked about this at theop of Page 11
Onenice thing is, if youungroup the objects, and move them, it makes
editing, coloring andsizing the individual objecteasier After you have .
made any changes you desire, youreagroup theobjectsin anypattern you %
desire. Once you have done this you may agahk on thegroup objects

button.

When you do, you will see thabjects re-group This new group will now IEI
move as &ingle group

If you do not see the object buttons (above taitta), we’ll now explain how to group objects
that are not grouped.

Grouping Objects that are not Grouped

You should be Zoomed-iri on thetitle object at this
point. If you aretap theF9 function key to Zzoom-out’
g so that you can again see thieole Flyer. If you can
Lynchhurg College // already see the Flyer, do not zoom-out. Now lddka

lower right corner of the Flyer. You will see what
V4 .
_ appearto beseveralsmalltext boxes Click-on one of
ot Srnsingion 5 the boxes, and tap tt@® key tozoom-in on them.

{Phone: 535-555-5555
iFax: 555-555-5555
{Email: xsya@microsoft.com

1 Mlicrosoft Way

;Redmnnd, Washington

‘Phone: 555.355.3555
‘Fax: 555-555-5555

‘Email: xya@microsoft.com

You should nowseesomethingsimilar to theimage on
theright. The information you view was created by the
data you entered in yopersonal or business 5 :
information at the beginning of the tutorial. Bydid T v
not enter your changes to the default informatyany, will see the default information that was
displayed in thé®ersonal Information “box.” If you now desire to enter @hangeinformation
in thePersonal Information menuscreen, click-oredit in theMenu Bar, thenclick-on
Personal Information. Edit as you desire then click-ddpdate. This will change your
informationin this and future Publications. Neatl If you desire tachangetheinformation in
this Flyer you may also do so iach text box Notice that the information appears to be in
three separateéext boxes Click-on eachof theseéboxes As you do, you will sesizing
grabbers appear on each box. Ttog box has ditle, themiddle box hashname andaddress
information and théottom box containphone ande-mail information.
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When you click on théop box, you will see aétle. This titlenormally “fits” in the box and is
OK. Some folks enter long titles and you nsagalittle box with an A and three periods
along thebottom edgeof the text box. This did not occur in our topxbo

. Tom Muttay " -E However, when we clicked—asur middle box, the little
Disector. Technical Education and po>_< with anA and three perio;ls appears This little box

= ijm.ng’ - |nd|c_ates atext overflow,” which simply means that the
Information Tachnclogy Swvicss box istoo smallfor ouraddress text To fix this, we’ll
Lynchburg Callege have toenlarge ourmiddle box. If you decide to make the

= - - middle boxlarger, you’ll have tobe careful If you

enlargeit into either thetop or bottom boxes you may

“cover the text in these boxes. So, it's normally best to
“drag” the top box up a bit, byclicking on it, letting the tmoving van’ appear, themolding
down theleft mouse button, andragging it up a bit. You can then drag it down when you are
finished. Notice, in our box, that we don’t hakie last part of our address. So, weillarge
the box andompletetheaddress

We noticed above that our addressdpped”

Tom Musray some of thelines’ of the AddressTraining in
Director, Technical Educatlon and Training thethird line). So, after completing the address,
Information Technology Services we “widened’ the text box so that the lines
Lynchburg College would not wrap. The image at the left is the

1501 Lakeside Drive

enlarged image with all of the text showing.
Lynichhurg, WA 24501

When we did this we noticed that dext box “crossed ovet the thin blue andpink lines that
go around théorder on allfour sidesof the Flyer Page. Thep@k and blue linesrepresent
thedefault borders that Microsoft Publisher places eachof its publications as aguide.

Since we are hit outside these lines, we might get arror message when we print this Flyer
indicating that we are outside the borders. Thiso big deal as the Flyer wilprint fine .

Note: you may see some spell check errors in eadhedthree text boxes. This is simply
Publisher (through Microsoft Word) telling you thihese words are not in the Word Dictionary.
You will see a “wavy red underline” under each wthdt the dictionary does not recognize. As
with Microsoft Word, you can simply right click-ahe underlined word and see if the spell
checker has the word in the dictionary. If it dogick-on the word. If not, you can choose to
ignore the error or add the word to the dictionary.

Now click-on each boxanddrag it until the three boxes asigned theway you want them

15



Grouping Ungrouped Text Boxes

. " - When you are satisfied thaeverything is OK (all
= = the boxes are “lined-up” like the image on the
4 Lynchburg co:.le.ge S left), then you're ready tmove on Tocreatea
single groupfor thesethree boxes so that when
Tom Mutray you click-on any of the boxes tiehole group
Director, Technical Education and Training will move, you can do so by the following method
B Information Technology Jervices n below.
Lernichburg College
1501 Lakeside D1ive Make sure youan seeall three boxes (like the
. Lynchburg, VA 2429}. ol image on the left) If you can't, use the elevator
bars on the right and bottom of the screen uaitil
Fhone: (304) 544-8265 three boxes are visible Againmake surethat
" Fax: (304) 5448693 3 theboxesarealigned exactly like you want
Email: murray 1@ mail lynehburg edu them. Thenclick the left mouse button lightly-
" T . on thefirst box. You will seethegrabbers. Now

— | —this is important —HOLD DOWN one of the
Ctrl keys qext to the space baon the

keyboard).With theCtrl key held down, movethecursor over themiddle box andclick the
left mouse button. Yoshould nowsee boththetop andmiddle boxes with grabbers around
them. Youshould also se¢helittle box with thetwo object piecesat thebottom right corner
of themiddle box. Theobject piecesshould beapart indicating that théop andmiddle boxes
arenot grouped. Don’t do anything yet— we’ll come backto thepuzzle piecesafter we have
added the bottom boxHold down the Ctrl key again andclick-on thebottom box. Nowall
three boxesshould havgrabbers around the sides.

| ' n i m
If they do not, repeat the abovenstructions
Lynchburg College above until the do. You should now see the
ungrouped object pieceshox at thebottom right
Tam WMuray corner of thebottom text box.
Director, Technical Education and Training
Information Technology Services Click left on theungrouped object pieces box
® Lynchburg College The objects should nojwin into asingle piece
1501 Lakeside Dtive thatlooks like theimage on theleft. The object
Lynchburg, Va4 24501 grouping box, at the bottom of
the boxes, should now look like IEI
Fhone: (204) 5445261 the image on thaght. You will
Fax: (504 5448693 now see grabbersaround the
Email: nurray _t@mail bynehbngg edu “entire” three text boxes This indicates that
" " % ----- e when youmovethesingle box all three smaller
- | text boxes will move together Pretty neat.

Microsoft Publisher was thinking ahead of you
when it saw you “Ctrl click” each text box. It
assumed you wanted to join them.
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Changing and Editing Images and Photographs

You should now be in theoomed-inview where you can onljiew thegroup that you just
grouped (on the last Page) Tap theF9 key tozoom-outso that you camiew the entireFlyer.
When you carseethe entire-lyer you will seeaphotograph in thelower left portion of the
Flyer. Click- on thephotograph, then tap thé-9 key tozoom-in again. Youimage should
look like the onebelow.

Let's assumewe desireto changetheimage to somethingmoreappropriate with our Flyer
topic. Sojpoint somewhere in the imageandclick theLEFT mouse button. This will “mark”
or “identify” the picture above — as the image vesidce to replace.

Insert | Format Tools Table Arrange  window  Help
G Page... Chrl+ShifE4+M | PRI B e SR N
] Page Mumbers, .. I U |§ === EE =
] Date and Time. .. Click-onInsert in theMenu
Symbal... Bar, and then sele®icture,
7 : : and therClip Art .
@] Design Gallery Object., ..
|8 HTML Code Fragmen /
| Picture (R Clip ArE...
— I.

Thelnsert Clip Art Task Pane (at thetop of thenext Page will appear on the left side of your
screen.

17



Note: for users of Publisher 98 and 2000 this israrked change in this software. You will
no longer “see” the Change Picture — Picture — ClifArt screens that you saw previously.
As indicated at the beginning of this tutorial, allOffice XP/2002 modules now use the Task
Panes for many features in previous Office versions

@ ¥ Insert Clip Ark * X

Searchikos We'll only deal with Clip Art in this tutorial. \Wén you
e tm/ become more advanced you can import your images
academic | directly from a scanner or digital camera or a dikeyour

computer. Or, you can sketch them in another rogr

Search

Other Search Options

Notice at thetop of thelnsert Clip Art Task Pane (at the

Search in: left) that there is &earch Forarea. Wdyped academic
|ﬂ" collections |*| in the aredelow Search textand therclicked-on the
Resulks should be: Search button
|.ﬁ.II media file bypes | 1|r|
< % Insert Clip Art v X Thelnsert Clip Art Results
Results: Task Panereplaced the o
Search Task Pane. We T

searched on academic, and
now seetheimageson the
left. If welike one of theamages all we have to do is to
move our mouseover the right edge of the imageand
we’ll seeasmall down triangle appear(like the one
above— we chose the bookworm)

Insert
If we click-on the ;g Copy
down trlangle the P Delete From Clip Organizer
menu screenon the :
right will appear. We 2 e
have a number of Tools on the Web. .,
choices. For now, T‘j Copy to Callection. ..
we’ll selectinsert. G
Notice, at thetop of Edit Keywards...

the next Pagethat our
bookworm is now on
top of the old image

Find Similar Style

Preview/Properties
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All we have to ddo removetheold picture is toclick theleft mouse buttonon theold picture
(don’t click-on your image), an@p theDelete Keyon the keyboard. When you do, you'll see
that your image is now the only image and that gaire-size and move it as you desire.

If you don’t like the image you choseand desire to
do another Search simplyclick-on theModify
button at thebottom of thelnsert Clip Art Task

Pane This will take you back to the original Clip [ ]
Art Task Pane so that you can try another search on
different topic.
Don't forget - if you make a mistake you can alwayslick-
on the blue undo arrow and try again. | T
Clips Online
See also Now we’ll try something really neatGlips Online.
@ Clip Organizer... . . . .
_ _ Click-on theClips Online button/link at thebottom of
& Clips Online

thelnsert Clip Art Task Pane.
@ Tips for Finding Clips
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You may seeaninformation screensimilar to theone below or you may go directly to the
Clips Online Microsoft web Page.

ll Connect to Web for More Clip Art, Photos, Sounds. . _

[f you hawe acces: to the Web, click OF
Sy to browse additional clips from a special
Arf. Wweb page Clips you select fram there

are automatically added to Clip Galleny. Cancel

[T Don't show thiz message again

If you do see the above screen it is simmeiyinding you that youneed to be on the Internet
When you click-orOK the browser you are using will go to the Microgofips Online web

Page.

It will take a few moments, but the Clips Onlineesn below will load.

Ojilez  Design Gallery Live | SES
ome | Selection Basket | License | Feedback | EiOptons | Help |
Browss Welcome =
Ommum Design Gallery Live is the place to find clip art, photos, Web animations, and sounds.
Search for: . Insltatu_nt
. For May, our featured clips are spring themes, medical photographs, and graduation clips.
Search in:
j — Live Help from
\ ﬁ,’ Office Experts.
Results should be: . -~
- “ Gisp ™ FREE!
Srier (b [Medical Graduation N Se:
j . ICopy Paper vl
Collections S
Browse
Search Cargsunit

Notice that one of tharrows in the image at - .
the right points toSearch To search for |academic
academic imagesvefilled in the Searchfor:

Search for:

\

thesmall down trianglesand selected the Results should be:

choices you see.

Search in: /
andSearch in: boxes asndicated in the |Eﬁ_,erﬁ_rﬁ,ﬂmEre -]
image on theight. To do this weslicked-on

|f-‘«r‘|\_,fthing j
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We clicked-on Go. Wereceived eighty four Pages- 84! - of academic imagek Thetop of
theDesign Galleryweb Pagehould look something like the one belowYou carnview each

Pageby clicking on the>> at thetop right of thePage

Select all | Dezelect Al Dm =
- ==
= i "
L:h\-\-_/ l‘lﬁ [es by

= -rp"-\.._;.lﬁ

Frocession Fave

zere AT z0seciake KT 15K zake A

Notice thesmall “boxes” below each image If you see an imageas you move through the
Pages, thatou would like to savefor your “image collection,tlick-in the small boxand a
check mark will appear.

We chose a “graduation cap and diploma” for ouectein.
When weclicked-in the little box our screerooked like the
image at the right When weclicked-in the boxthecheck

mark appeared and itindicated Download 1 Clip at th —ﬁ}
top of the screen. \L;ﬁ::r/
3

Cownload 1 Clip

acke 2V
If you select (click) several images, you will sébe
Download Clip increase as you click-on each box
When you have selected all of the clips that you diee, Download 1 Clip
click-on the Download Clips link. r—
» Total number of clips selected: 1 Your monitorscreen should
now be similar to the one on
Total combined file size: 36 KB th_e left. It indicates how many
clips you selected, how much
Estimated time to download: 18.75 sec over 28.8 disk space they require, and
how long it will take to
» Format type: MPF download them over a modem.
» Download Mow! 1( Click-on Download Now!
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When the download is complete, a
screensimilar to the one on thrght

will appear. There are several things to
notice here.

First,look at the top of the screerit
indicates: Featured Clips-Microsoft
Clip Organizer. This is important —
you'll see why in a few minutes.

Next, notice that theFeatured Clips
folder is highlighted in gray. This

indicatesthat thisdownloaded image
will be placed in the Featured Clips

folder underDownloaded Clips

-

enter - I

ded Clips

|Ermic
Copy

I F&, Paste |

1= 4| e

Type a queskion for help -

1

ﬁl Featured Clips - Microsoft Clip Organizer

File Edit Wiew

B Search... |ﬁ Callection List...| R > EEEE
-

& o Collection Lisk

Tools  Help

ﬁ Career Center -
ﬁ Corel

Elﬁ Downloaded Clips

ﬁ Academic

ﬁ Animals

EEI--@ Carkoons

ﬁ Ernokions

ﬁ Enkertainment
[+ Featured Clips
]ﬁ Gestures

-2 Housshald —
-3 Metaphars

B Music

B Nature

-3 People

-2 Special Occasions
-3 Sparts & Leisure
B Weather

-3 Weh Elements

B mdrakion hud

1 Ttem

When you areeady to insert a clipin your presentation,
move your cursor over the right side of the imagegou
wish toinsert andclick-on thesmall down triangle.

Then,in the drop down menuthat appears, seleCopy.

After you haveclicked-on Copy, close the Microsoft Clip

Organizer by clicking on the small X” in the upper right
corner of theClip Organizer screen
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You may seea Microsoft Clip Organizeinformation screen appear(like the onebelow)
which asks if you desire to retain images on yolipl®ard.

Microsoft Clip Organizer o

‘fou currently have one or more clips on the clipboard, Wiould you like these to remain on the clipboard after Clip
Organizer shuts down?

Yes Mo

Answer “Yes' if this screen appears.

You should now be back in the photograph area of figer.

Move your cursor anywhere in the photograph area ofhe Flyer andclick theRIGHT
mouse button(this simply causesrmaenuto appear). Click Paste Thepicture you selected
will now appear in the photograph area of yourrly¥ou couldalso click on Edit in theMenu
Bar and then sele®aste The image you selected will now appear in ybyert

Ourimagelooked like theone on the far right
when we firsipastedit into the flyer. Tamove
yourimage aroundon the flyermovethe
cursor over the . )
image until your }\\Tf (U
cursor becomes a ( ?‘:\ y
“small moving = e—

van.” When you .

see thdour-arrow Puue |

graphic (sort of

like the one above and the moving vanclick
and hold down the left mouse buttorand
move (drag)the imageo a place on your
flyer where you think it looks best

To make theimagelarger, or smaller, move your cursor over one of

the small circles on one of theorners of the image When yourcursor {f’

is over a corneryou will seeatwo-arrow cursor (similar to theone on —

the right). When you see this two-arrow cursdi¢ck and hold down ﬁ@a

the left mouse buttonandmove (drag)the cursoout orin until you RESIZE

have thesize you desire If you “grab” the circles in the middle of the

top, bottom and left or right sides of the image] anove them, you will either make your image
“skinny” or “fat.” So, most of the time, it's begi use the corner circles.

Save your work!
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Note: When you insert or paste images into Publisheripatibns, more often than not, they are
copied or pasted on top of the prior image. Téisat a problem. You can click-on the image
that you do not desire and then tap the Delete deegielete the first image before you insert or
paste the new image.

So, we've worked with the Title and Title
Box at the top of the Flyer, the three Personal
Information Text Boxes in the lower right
area, and the image. Now let&placeand T :
edit the text in th@ext Box at theupper left ~ LT T
side of the Flyer. Tap thE9 key tozoom e L Mo o Rt v e

out (so you carseetheentire flyer). 1; . S o M;j;es m i
e unald atice I Wt tobhow more |

ia]:u:l.tﬁm goode or camices w1 offer.

Editing and Replacing Text in Text Boxes.

When you carsee
theentire Flyer,
click-on theText

Box indicated Lync hburg Gulle e /E‘/ §
aboveandtap the

F9 key tozoom-in. Nace text here t.l' at. 1nt.1 .,_11_1.__,.:5 Vour or E,ammtn_.uu and de-

Or, if you are
already in the
magnified view,
move to the text
box and click-on it.
You should now
seeatext box like
the one on the
right.

i

993;\\h\;\\;\\\\h\;\\;\\\E\\;\\;\\\\\\;\\;\\\\\\;

scribes your specific products or services. This text should

be brief and should entice the reader to want to know more

about the ¢ 3 or services you offer.

PR

Notice how thetext in the boxindicatesthetype of text that you should place in the text box
area. Each Microsoft Publisher 2002 publication wiéive instructional text where appropriate.

Now we’ll add some text about our wonderful hamleusghat we sell at the arts festival on

campus. To do this we’'ll usespecialMicrosoft Publishefeature: Edit the text in Microsoft
Word.
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B %<

Cuk

Copy
Paste
Delete Text

Delete Ohject

Save as Picture, ..

Change Text

<

Proofing Tools

Format Texk Box, ..

Zoarm

Hyperlink...

J=
=

Fonk...

Character Spacing...

Line Spacing. ..

Indents and Lists. ..

aukoFik Texk
Tabs...
Drop Cap...

Texk File. ..

-

Edit Skary in Microsaft Whord

First, point to theext box and
RIGHT click-on thetext. A

drop down menubox like the one
on theleft appears. Move the
cursor down toChange Text
When the right drop down menu
appears, move thairsor down to
Edit Story in Microsoft Word
andclick theleft mouse button.
Microsoft Word will now load
and the text shown on the screen
will be the text above.

Deletethe aboveext in Microsoft Word andtype-in thefollowing:

Come to the Fifth Annual College Art Festival. Inaddition to great buys on
wonderful works of art by the students, you can als purchase some of our
fantastic and world-renowned hamburgers. Each burgr is grilled to your

specifications over our special charcoal chips.

This text is beingyped-in aspecial
Microsoft Word screen. When you have

finished typing the text abovelick onFile in

theMenu Bar (at thetop left area of

Microsoft Word). You will see a drop down

menu like the one to theght. When it

appears you wilkeea unique selection:
Close & Return to Flyer. pub. Click-on
Close & Return to Flyer. pub.

LTE. Document in Flyer.pub - Microsoft Yord

e
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Microsoft Word will appear to closeand you willreturn to yourPublisher Flyer text area.
Notice that thetext you edited ifMicrosoft Word nowappearsin the selectetext box. If you
decideto make morehangesin this text, simplyepeattheaboveinstructions Click
anywhere in your textandclick-right , and therfollow theabove instructions You will again
return to your text inMicrosoft Word where you can make amagditions andedit, as you
desire.

Your text box in
the Flyerwill

Lynchhurg cﬂ'"E E ﬂIv i look similar to
g;/ s s G
the text on the

ICume tu the Flfth Annual Cullege Art Festwal In addition to left. You can
great buys on wonderful works of art by the students, you can ' Y
change fonts,
alsu purchase some of our fantastic and world- renuwned :
resize and color
hamburgers. Each burger is grilled to your specifications . :
i . the text, just like
over our special charcoal chips. :
you did

previously. You
can also resize
the text box as
well.

h\\\\\\\\\\\\\\\\\\\\\\
SR

Don't forget - if you make a mistake you can alwayslick-on
the blue undo arrow and try again. AT

Logo Text and Logo Picture

If you can see the whole Flyer you are where yaukhbe at this ...
point. If you can't see your entire flyer, wedlom-out as we have

done before by tapping tf&® key. Now that you can view the © ©
entire Flyer, look in théower right corner of the Flyerjust below (Dregan i tion
the Personal Information Text Boxes that we worked on befores®?® =g Py S— g
there is a small box with the wo@krganization below apyramid. <

Click-on this box Thenzoom-in again by tapping the9 key.

o o When you haveoomed-in your image shoultbok like the
one to thdeft. This image looks similar to a "Grouped" set of

boxes, but there are no "object boxes." Instdaatetappears

____________________________________ to be amagic wand Move yourcursor over themagic wand
5 o - andpauseyou will seeaText Help box that indicates:
Wizard: Click to start.
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L] Logao Designs

|]f§’ Logo Options
Logo Designs
Apply a design

X
\ Go ahead andlick-on themagic wand You will now see

Center Focus

argasizatien

Extension
NAGAKITATIDN

Foundation Bar

[
Orgamizakion

Perpendicular

|QRGAMITATION

Suspended
Rectangle

2 | CRswizATION

Fonk Focus

=N
ORGAMIZATION

e e

Open Crval

OREANEATI |

Rig rtical

oy
[
'«m

Top Bar

]

~—

[ |

(

Now that we have selected our Logo design chaioek
on theLogo Options (blue tex} at thetop of theLogo
Designs Task Pane (above image).

ThelLogo Options Task Paneat theright appears,
replacing the Logo Designs Task Pamatice that the
Logo Designs selection is now blue (indicating that
can return to Logo Designs when we have finishet wi

Logo Options.

Notice there ardhree areasin the Logo Options Task
Pane:New or existing, Graphic,andLines of Text

We'll now work with each option.

aLogo Designs Task Pane appean the left of your
screen. This Task Pane looks similar to the oflask
Panes that we used at the beginning of the Flgation.
Notice that thetop of the Task Pane indicatesego
Designs Below that you seel_ogo Options (in blue),
Logo DesignsandApply a design

Notice, in thearea belowApply a design that “our”
image (that we clicked on the flyer)hgyhlighted
(outlined by a square). Notice all of the othenichs
below our Center Focus design.

Now click-on as many of the Logo Designs that you
desire. As you click, you'll see the design updmich you
clicked, replace the design in your flyer. Clicktiliyou
find a design that you like.

We'll chooseSuspended Rectangleo our logo willlook
like the onébelow.

|QRGAMITATION

Suspended

&

Logo Opkions S
@' Logo Options

Logao Designs

Mew or existing

Publisher desian | 1neerted picture

| Choose picture. .. |

Graphic

Lines of text

2 3
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Click-on Inserted picture. The Logo Options L L el T
Task Pane will noviook like the one at thaght. @ Logo Options
Logo Designs
MNew or existing
Notice, in your flyer, that théogo has been
replaced by an imagethat looks like the one
below. Publisher design |1 certed picture
Choose picture, .. |

This indicates thagtou have a choice- you can have lago with a picture and text or just a
picture. If you decide that you just want a picture, cetihat theChoose Picturebutton at the
bottom of the above left image has become “active.”

If you click-on thisbutton you will betaken to the various drives(Floppy disk A:, l
Hard Drives C:, D:, etc) to select a picture. 4

If you wantto useyour Clip Organizer to insert aclip that you have in the vy
Organizer, there is @lip Organizer button in theDrawing Tool bar on theleft — =
side of yourscreen If youclick on thisClip Organizer button, theOrganizer will S
appear and you can use it the same way we did on Page 22. "a

¥ ocu For this tutorial, we'lluse the Publisher design that we
: selected soclick again onPublisher Designin theLogo
Copy . P o
= Options Task Pane If you have been “creative” with your
B Paste logo, youmight not see the Logo Options Task PaneTo
Delete Object return to the Task Pane,RIGHT click-on thelogo andselect
Save as Ficture. . Wizard For This Object.
This will changeyour ®. . Logooption: R
I Ungroup logo back to the [ Logo Options
By Eormat Object... Logo Options or Laga Designs
| wizard For This Object... Logo Designs Task New or existing
Panes If you arenot
2l r in the Logo Options

Task Pane click-on Inserted picture
Logo Optionsat the

top of theTask Pane.

Thenselect Publisher design You will again see your Logo
appear in your flyer.
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Now look at thecenter sectionin theLogo Options Task Pane — Graphic

Graphic

Notice that you have a choice itaclude or not

include agraphic in your logo. Go ahead awtick-on -
None You'll see thegraphic disappear. Nowclick-
onInclude — we’ll want a graphic for this tutorial (to Incluce o
show you how to change the graphic)

Now we'lllook at thethird area in the.ogo Options Lines of text
Task Pane—Lines of text(seeimageatright). Notice
that the Lines of text indicat@se, two or three linesin
yourlogo. You decidehow many you would like to 1 2 3
have. For our logwe'll choose threeandclick-in the
three area.

o i o

IA __________________________ Our logo nowlooks like the ondo the left. We moved it up

ORGANIZATION, and to the left a bit since it “overlapped” thelpand blue

R MAME J margins on the lower corner of the flyer.

o LPLACEHOLDER e

A
. . _ T (EER R 3.

Now we'llreplacethepyramid andtext in the logo with A0
something that indicates that thisisr personalogo. el
This will be abit tedious, as you might have to click Bl

where we indicate a number of timestectthe
pyramid andext - if you keepthelogoits current size. We’ll zoom-in evenmore to assistus
in clicking-on the appropriate areas. As we intiid&arlier in thetutorial , at thetop of
Publisher'svienu andButton Bars there is arareathatindicatesthe 'sizé' of yourzoom-in or
out. To make this taskasier, click-on thelittle down triangle to theright of thecurrent size
andenlargethe image t®00 %. Ourlogo will be mucheasierto work with once you've done
this - if you care to do this. Your logo shoul@kosimilar in size to the one below.
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First, we'llreplacethepyramid with an appropriate piece Giip
Art . Carefullymove yourcursor over thepyramid andclick the
left mouse button toidentify " the pyramid. If you have done
this correctly, small circles will be located around the pyramid
(like the ondo the right).

Once you haveidentified" the
pyramid, keep yourcursor on the

& cut pyramid andclick theright mouse
o button. A drop down menu will
B poste appear.
Delete Object When the menu appears, move the
Save as Picture... cursor down toChange Picture
_ then overClip Art. When thecursor
Show Picture Toolba . . .
. is over Clip Art, click theleft mouse
Change Picture b ﬁ Clip Art... button. Thdnsert Clip Art Task

Panewill appear again.

You maychoose any clip art you desire Use the & % Ineert Clin Art - X
sametechniquesthat you did orPage 18 We, for

Results:

our tutorial Flyer, desire some sort abmputer
image. So we'lsearchon the worccomputer
(instead of academic like we did &age 1§. You
search for the image you want in your logo andr
it in place of the pyramid. We found a computer
image that we liked in our Insert Clip Art Task Ban
We'll insert our computer image. To do this we’ll
click-on thesmall down triangle on theright side of
ourimagechoice, and thedlick-onInsert. On the
right you can see that we found a computer. Your
image in the Insert Clip Art Task Pane you chosmikhlook something like the one above.

Now we'll work with thetext. 4

First, click-on the word o
ORGANIZATION in the title s .-.r-i'f"

area. Yours image should look i R G A N | Z A T | O N

something like themage at the

: e - - T
right. This will work just like

the Title and Personal Information Text Boxes wigegldearlier. Delete ORGANIZATION in

the box ancnter thetitle you desire. We're going to usgormation in this box and

Technology Services in the text boxes below. Geadhand make your changes to this box now.
Change the Font, Size and color if you desire.
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% Our logo text box now looks like
................................................................................... : the one at the left. Now we'll edit

Information the remainder of the logo text box.

...................................................................................

Next, we’ll highlight NAME and then change it Itechnology Then we'll highlight the word
PLACEHOLDER , and change it t8ervices Go ahead, on your own, and enter your texten th
logo text boxes.

e e ~ Ourfinal logo box looks like the

{ Information . oneatthe left

'''''''''''''''''''''''''''''''''''''''''''''''''''''''' When youcompletethistask you
TE c h no I o gy . might receive anessagdahatasks

if you want toadd thisnew logo
asyour Personal Information
logo. If this appears, answ#es

A ® 3,

400% There is one more text box to go. Sinceawemed-in to 200%
fgg;’ thebest wayto nowzoom-outis to go back to the Menu and
|10 Button Bars at the top of the Publisher screen and agkck-on
175% thesmall down triangle. When the drop down menu appears
,Egj: (like at the left), run the cursor down\téhole Pageand click the

33% left mouse button. This willré-set' Publisher to thelefault
[fgjjz zoom-out that we have been using.

Page width S

Thefinal text box is located on theright side of the Flyer,
about a third of the way down the Page. @hew on the
left indicates this text area which has already beeked.
Go ahead andlick-on thistext box and thereoom-in by
tappingF9. Yourtext box shouldlook like the one below
Place whatever

text you like in the

box. Since we're W/Wﬂ@
on a hamburger _ Your business tag line
"thing," we'll ghere %
again tell Z ' 7
everyone about 7 7

i
our great T

"burgers."” Sowe'll type in: Best Burgers in the Bu:ré]
(Since our college is located in Lynchburg, Virginthe
students call Lynchburg: "The Burg.")
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Best Burgers in the

Our final textbox looks like the one on thight. Burg

Zoom-out ( F9 )one more time anldok at your wholeFlyer.
Printing Your Flyer

Printing your Flyer, or any publication, is veryrsiar to printing in any word processor. In the
Microsoft Office modules you can eitheick-on asmall printer in upperbutton bar or click-
onFile in theMenu Bar and then orPrint in the drop down menu. One small, logical note.
Many computer users seem to forget that you caypmimt color from a color printer.
Frequently, users assume that if the computer dlas an the screen the printer will print color.

Final Flyer Observations

All of the skills you learned in creating your Flye can be used in the Brochure

and Newsletter All three publications have Title and Text BoxBsrsonal Information Text
Boxes, Images, Logos, text to edit or replace witler text. You may group or ungroup objects,
change color schemes, and fonts. So, when thesmon tasks are also used in the Brochure or
Newsletter we will not cover them agai/e will only cover additional new skills in creatirg
these new publications.

Don't forget to Save!

If you still have yourFlyer open, pleasecloseit. Click-onFile in theMenu Bar and then on
Close In most other Microsoft software the currentulment on which you are working can
also be closed by clicking-on the small lower "X'the upper right corner of the screen. In
Publisher you do not have this "X," so if you chak the single "X," It will completely exit from
Publisher. If this happens it's no big deal. Syngpart Publisher again and you will be ready to

go.

Note: as mentioned earlier, you may see the belownmétion screen when you are closing the
flyer. This simply asks if you want to replace thefault logo with the logo you created.
Answer “Yes” and your flyer will be saved and tlhgd in your Personal Information will be
updated.

Microsoft Publisher x|

fou have modified the logao in this publication, Do wou want to save the new logo to the Primary Business personal
information set?

Yes Mo
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Creating a Brochure

If you closed the Flyer, as indicated above, yoll s@e
theNew Publication Task Paneon theleft side of

your screen. On the right side of your screenwibiu
see a large piece of blank paper.

Look at theStart from a designarea on théeft side
of thescreen and run the&ursor down toBrochure
andclick-on it.

Now look in the
upper row of
Brochures on the
right. We'llselect
the Arcs
Informational
Brochure just like
we used the Arcs
Informational Flyer.

Arcs Informational Brochure

To selectthe Arcs Informational Brochure, click
on this choice. You will see the “blue square”ward
this selection.

As soon as youlick-on Arcs Informational
Brochure, theBrochure Options Task Panewill
appear on theleft side of yourscreenand theArcs
Informational Brochure template on theright side
of your screen.

As with the Flyer Task Pane, take a few minutes to
look at the Brochure Options Task Pane. Noticeé tha
Publication Designs, Color Schemes, and Font
Schemes appear at the top of this Task Pane — just
like they did in the Flyer Task Pane.
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) 4 % Mew Publication i

Start from a design

|Eiy Publication Type

7 G

Quick Publications
Word Documents
Mewsletters

Web Sikes
Brochures
Catalogs

e,

& % New Publicatian * X

Start from a design

By Publication Twpe

|7 0«

CQuick, Publications

Word Documents

Mewsletters

Web Sites

Brochures
Informational
Price List
Ewent
Fund-raiser
Special Paper Informatior
Special Paper Price Lisk

Y

<A % Brochure COptions > X

@( Brochure Options
Publication Designs

2 Color Schemes

Az Fonk Schemes

Page size
3-panel 4-panel
Customer address
B
Include Mone

Form

Sign-up form

Response Form




Notice on theight side of thescreenthat aBrochure appearswhen this screen appears.

Notice thepink and blue linesthat indicate theftlds" for this Brochure. When this Brochure
is completed, it will béolded twice so that it will be about thezeof anenvelope Also, notice
at thebottom of the brochuracreenthat there arevo Pages- one for each sideof the sheet of
paper that will make up the two sides of the BraehuwVe'll return to edit each side when we

have completed the Brochure Wizard.

TheBrochure Options Task Pane(and the Newsletter to follow) wilork thesameway that
the Flyer Options Task Pane worked.

4 % Publication Designs
E[?’ Brochure Options
Publication Designs

=2 Color schemes

As Font schemes
Apply a design

-

x

T

We’ll move “down” the list of choices in Brochure
Options Task Pane (just as we did for the flyer).

\Wefirst clicked-on Publication Designsand the
Publications Design Task Pangfor Brochures) opened

as indicated at thieft.

Since we chose Arcs Informational Design, our chdsc
indicated by the blue square surrounding Arcs.

accent Box

1

accessary Bar

We’'ll stay with this design for this tutorial exatap If,
later on, you’'d like to change your design, you abmays
go to the Publications Design Task Pane and do so.

@ % Color Schemes
|]_'|:°§’ Brochure Cptions
Publication Designs

I
B Color Schemes @@= \|0 ¢ \ve'|| click-on Color Schemes TheColor Schemes
Ag Fort Schemes Task Paneyou see on thkeft will appear.

Apply a color scheme

Cawern

(Custom) | & Again, youchoose any coloyou desire. We'll again use
Alpine [ theBurgundy Color Scheme. This will thechange allof
Agua [ thedefault colorsin theBrochure the same way that it
Berry N did in the Flyer.
Black & Gray [ |
Black 2 white [
Eluehird [ ]

| [

e
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4 % Font Schemes L
{¥ Brachure Options EOV\: \évehll click-on the last choice in the Task Pane —
. ont Schemes.
Publication Designs /
B Color Schemes / As with the flyer, you have a choice of fonts fauy
Az Font Scheme brochure. When thEont Schemes Task Pane appears
Apply a font scheme (on left), you may browse the choices and selegtfamt
'-.-'-.-'iz-qrd: Brochure \Wizard - you desire.
Times New Eoman .
Times Hew Roman Well use the default font — Times New Roman.
Binary
Verdana
Georgia
4 ¥ EBrochure Options * X

@“ Brochure Options _
Publication Desins — We’'ll now return to theBrochure Options Task Pane

2 Color Schemes
As Font schemes

Page size This Task Pane asks wHaper sizeyou desire to use for
your brochure: regular letter size or wide legaési The3-
1= panel brochure uses normal size (8 %2 x 11) papand
the4-panel uses legal size paper (8 %2 x 14) papa&te’ll
use the3-panel Paper Sizdor our brochure

TheBrochure Options Task Panenext indicates that you
can have a customer address in your brochure dad i
the Flyer. We’llclick-onInclude this time.

Form

When you selednclude, watch thaniddle section of the
Brochure on the right side of the screen You will see
theTitle Box, Logo BoxandPersonal Information
Boxes disappeaiand bereplacedby a Return Address
Box andCustomer's Address Box If you missed this

Respanse form '\ Sign-up form click-None Watch the right sideClick again to select
Include, and watch the right side. We'll talk more about
these addresses when we edit the Brochure.

Notice, in theBrochure Options Task Panethat thecurrent Form
choiceisNone Alsonotice that there aréhree other choicesOrder N
form, Response form andSign-up form. Toseethe changesglick-on 1 ER]
thesmall Page 2 “button” at thebottom of the screen Watch as you
click-on each choice When you seledrder form ablue bar will appear and indicate that
changesarebeing madeto theBrochure. When theprocessis complete you will seethe
Order form changes We'll useNonefor our Brochure. So, we clicked-dioneas our final
Choice.
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Don't forget - if you make a mistake you can alwayslick-on
the blue undo arrow and try again. KD v

Edit | Wiew  Insert  Format  Tools

Indao Wizard Ackion Chl+z )

One last “thing” before we begin making changesuo

brochure Personal Information. Anytime youdesireto

changeyour Personal Information (like the Flyer)click-

i on Edit in theMenu Bar and theclick- on Personal

|k= Baste S Information . This will take to théersonal Information

! Menu screen (Page 4) Anytime you desire to alter any of
your information, simply “click” as indicated anlange

Select Al Chrl+a /

your information
[
Personal Infarmation. .. 1 2 j

N

Now we’ll learn about the brochure. If you are natPage 1 click-on thePage lbuttonnow.

Office Clipboard. ..

]
&
;
@
=

=

. _ m"?-c-- ----- ( Title Box - Grou ped

Notice that we havalready masteredhow to change
everything in the right portion of the Brochure.

\g__:__)// € C|ip Art

Service Text Box

eee—— Text Box
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Now look at thdeft sideBrochure panel Againyou have Eack Panel Hoading 5
already mastered how to edit this panel At thetop is aText '
Title box. In themiddle is adouble spaced text box It is
similar to the text box we edited in the Flyer wdere used
Microsoft Word. You can right click-on this textéchoose to
Change Text from the menu and then Edit Story iorb&oft
Word. The bottom image is again Clip Art.

‘Tt & 3goodplace T brkfhy, brtefie- |

(e ly, sAmmarize the prodick orser-
iub&s tigtyoy atkr. Sales copy ks typk

ally wot lecinded bere.

If you click-on thetext below the imageyou will see that it is a Lorem s m dolor sttamet, carsec-
caption for the picture. A caption is simply atext box etneradpichg et sed dim

“attached’ to apicture. If youclick-on thebook below, and ’
thentap the F9 key, you will zoom-in on the book. You will :
seethe grouped objegiiecesthatindicate grouping and the Eeomstdobm magia sl et k- |
text indicates that it is a caption. If yolick anddrag the : '
image you will see— logically — that the caption “moves” with : :
the book — becaugkey are grouped {08 KSR TEI 0L AIEmo0er

‘zazciplt lobortis

E o immy bk e vEmod teckde it it

SIrpat Utwiek e in 30 miim o veEm,

Edit the Title Box, the
text or change the
Clip Art and Caption.
Do what every your
feel like doing.

We’ll come back to the center section of Pagedifter we look at the three panels on Page 2.
So,click-on Page 2at thebottom of thescreen

Notice, in theimage of Page wan waoa | s | T g :
2, (right) that theleft and e i

center panels aressentially
like the one above They
simply contain Heading
Boxes Text Boxesand
Captioned Clip Art. The
right panel has arext Box
andCaptioned Clip Art. In

thelower portion of theright T 1

panel youseeaPersonal —

Information Box — just like Rl
we mastered in the Flyer. So, s
you already know how to edit ' o rmi

all of these “things.”
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Don't forget - if you make a mistake you can alwayslick-
on the blue undo arrow and try again.

__________________________________________ One more"neat thing" before weleavethe
) The most Brochure. We'veclicked one more time oRage 2
’ of the brochureZoom-out in your Brochure and

Hportant : click-on thePage 2at the bottom. In the left panel
| foration s | of your brochure yowriginally had aclock with a

: - included here text caption below the clock We made some
: Prepared by Artistsin; changesto our brochure to reflect our Art Center
i BVETY way. ; i Hamburger Sale. At theft there is a picture of a
I o hamburger being guarded by two knights (we
: these panels | changed the clip-art like we've done before. Below

' the clip art wehave also changedhecaption as

well.

New Neat Thing

If we click-on thepicture and caption we immediately noticethat they are grouped object.
So,when weclick anddrag them theystay together- nothing new - no big deakHowever,
when wedrag theimage and caption no matter where we drag theting text automatically

wraps around them- this is theNew Neat Thing

If you've forgotten how to drag the images - Simgllgk the left mouse button on the image,
hold down the left mouse button, and move the mawosend a bit - this is called dragging.

Now, on your own, drag your image aroundtheleft panel andnotice thewrapping. Now!

Drag yourimageto themiddle paneland thesame thing happens Publisher hasalready
wrapped every image in all publications like this- we think this isuper - it sure saves a lot

of time learning how to "wrap frames" like Publisher hasel Also notice that, as you drag,
the image and caption from Page to Page, thag¢iiniage "pushes the text" that the text "flows"
from panel to panel. We'll get into this a lot mam the Newsletter.

We thought you'd like to try this image draggingismall brochure where you can "really” see
the effects.

Merging Addresses from a Microsoft Publisher, Wordor Access Database
Thenext few Pagewill discussutilizing acomputer databaseto insert addressesnto any
publication - in this case the Brochure. Many folk's justriittaaddress their Brochures or use
mailing labels. You can do much more than thiswsidatabase.

If you desireto see how this is don&vith a databaseread on. If not, you can tckip to Page
43 now.
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Now back to thecenter panelof Page 1- theaddress panel Click-onPage 1now.

We firstclicked-on thecenter panelof Page land thereoomed-in Then, we fotated” (in
this tutorial) thecenter panelto make iteasierfor you to ‘seé the panel and the addresses.

................................................................

i Badmerd, Warkinghn

...................................................... '

Address Area for Mail Merging

Notice that the feturn” addresscomes from th&ersonal Information we entered. We can
change this at any time (as we have indicated bgfor

Now look at theMailing Address Lines 1, 2, 3, etcabove This iswhere you canpastea
mailing label. Or, better yetcreate adatabasein Microsoft Word, Publisher, or Access Or,
if you are very patientandhave lots of time you couldindividually type-in or write in each
address print Pagel, type-in another address, print Rag@don, andon, andon.

We use Microsoft Access database for our brochuresT'here is a tutorial similar to this one
that will assistyou inbecoming knowledgeablen Access Just e-mail us and we’ll send you a
copy or tell you how you can download it from owlwsite.

Now aquick illustration of what — Tools | Table Arrange  Window  Help

we are talking aboutClick-on Spelling ,

Tools in theMenu Bar, thenclick Language ,

Mail Merge, and therclick-on = /
Open Data Source.In the Menu === Mai Merae bl Mail Merge wizard / '
Bar Of a” PUinSher 2002 Cuskomize, .. | QFIEH Data Source. .. |-
publications, where a mailing Optians...

address database might be used, has

this Mail Merge feature.

When weclick-on Open Data Sourcethe Select Data Source menu seen at théop of the
next Pageappeared. We’llse and existing databasthat we have created on one of our Hard
Drives This database was created with the Access 2@06
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The belowSelect Data Source menu screenill appear. Notice that we clicked-on aAccess
database called Person 2000.mdb

Select Data Source ed |

Look in: ID kukarials word j e @ v * Toals =

1 _whi_cnf @FrtPg?Etu.dnc @Tutnrials -
_1web page kutorial @FrtF‘gExplnrer?Etu.dnc

_lwebkest wehsite @hnrnet.gif.dnc

W) Access2000ku, DOC Inn:n:nme Skaternent Tukorial, doc

W Aiccessa7tu, DOC 3] mvbudget2000, 415

W |Ealance Shest Tutorialdoc @Dutgﬁtut.duc

24 |Budget. xls ] outloak 2000 Tutorial.doc

W0 about tutorials,doc @Outlnnk Mail Calendar, doc

P % |Davis shoe Balance Shest . xs TR < CE—
Bﬁ 3 Davis Shoe Income Skatement, xls @F‘ERSDNB?.MDB
Deskiop W | Execelz000tu, doc @PF‘TEDDDI:UI:.EIDE
] E2¢cl97tu. doc S
W | Faculty-Staff autlook web tutarial, doc F‘ul:ulisher 2000 tutarial. doc
i, W | FrtPg2000ty. doc @student outlook, web butorial, doc
el '-'_E. FriPg2002tu, doc @training sesssions, doc
Si= File name: -
My P o I J Mew Source, .. | Qpen

Places Files of Eype: I.ﬂ.ll Daka Sources (*,ode* . mdb; *.mdefj Cancel |
)

Once we'veselectedour database, we'tllick-on Open.

The belowSelect Table Access menscreerappears One of the databases within our Person
2000 Access database idatabase (table)calledPersonnel Weclicked-onPersonneland
then clicked-orOK.

2ix
Mame | Drescripkion | Maodified | Created | Type
female salaries 10/11/1999 2:02:07 AM 10/11)1999 9:02:06 &M WIEW
Query 1 7/5/2001 4:55:24 PM 7I5/2001 4:58:24 PM WIEW

Efrersornel 10/5/1995 3743 4M 1202201996 12:46:32 PM TABLE

1| | »
(0] 4 I Cancel |
e
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If you are usingMicrosoft Outlook as a part of youPersonal Information Manager, and have
entered addressef theAddress Book you can alsebtain youraddressedrom thissource

Next we’ll create our mailing address“label” (it

will really be printed on each brocleyrfor

each person in the database, as each brochuiatsd)r

So,click-onTools in theMenu
Bar (again), and thealick-on

Mail Merge. But, this timeglick-
onlnsert Field.

El Table Arrange Window  Help
Speling 3 E,@,%g == 1M |1
Language rEE == EEEE
,| Mail Merge r | Mail Merge 'Wizard
Cuskomize. .. Open Data Source, .,
Options. . | InsertField.. cukeshiftel |

2 x|

Insert Merge Field

Inserk:

" address Fields ¥ Database Fields

Fields:

L ask Mame
First Marme
Social Security #
' |Street Address
ity

Skate

Zip

Gender

Favarite Mumber
Date Hired
Salary
Application Filed

=
|

Match Figlds. .. | Insert Cancel

Notice how the Field Names from theAccess
database (abovehavereplacedthe default
address lines You may have to do a little

“editing” of the fields after you have closed the

Insert Merge Field menu. Simptjick-in the
Address box areaand adjust spacing, insert

commas, etc. Line Spacing in Publisher 2002 is

found in the Menu BarClick-on Format and
then onLine Spacing

Format | Tools  Table  Arrange

A Fort...

=|I§ Line Spacing...
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As indicated previouslywe’ll usethe Access
databasewe created in the Access tutorial for
our field names in this brochure.

When youclick-onInsert Field thelnsert
Merge Field menuscreen on thieft appears.
We’'ll select fields from théist of fields on the
left. Youthen select (click-on) each field
that you desire to have in your addressand
click-onInsert to insert them into the
Address Areafor Mail Merging as shown
below. When you havénished inserting
your fields,click-on theCancelbutton.

Theaddress areawill now look something
like the one below after you havénserted
theappropriate fields from the database.

e
s« First Name» «Last Name»

«Street Address»

(o

«Clty», «State» «Zip»

A A

?/

by

e




To createthemerge of the names
and addresses in our database to
the brochure we need to do the

following: click-on Tools in the
Menu Bar, thenclick-on Mail
Merge, and therclick-on Show
Merge Results

Tools | Table Arrange  Window  Help
Speling 3 F = & M |1
Language k
.| Mail Merge k | Mail Merge Wizard
Customize. .. Open Data Source, .
Cptions. .. Insert Field... Ctrl+Shift+I
Tools on the Web, .. |<§B?;> Show Merge Results.,.,
v I

When weclick-on ShowMerge Results several

“things” happen very quickly. First, you'll notidbat
the first name in the database appears in the ssldre

area {(mageonright).

L] Mail Merge * X

Preview the publications

one of the merged publications is
presviewed here, To preview
another publication, click one of
the Following:

Recipient: 1
E Find a recipient..,

Make changes

You can also change your recipient person

lisk:
Edit recipient list. ..

| Exchude this recipient

If we aresatisfied with our results, we can
now print our 26 brochures. Publisher
2002 “knows” that you desire to print a
mail merged brochure. So, when you
click-on Print in theMenu Bar, You'll

see a special print featur@rint Merge.

\%WW\W

Wally Sandston

I

122 Eddy Court

Ao

 Lynchburg, va 24501

SRR

S
%ﬁ:\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\‘5

In this case there a6 people in the databasand we
arelooking at the first database record

You'll also see that Mail Merge Task Panehas
appearedon the left side of your screen (like the one at
the left).

If we click on thenext button ( >> ), we will seethenext

File | Edit Miew Insert  Format  Tools  Table
[ Mew... Chrl+H
(& Open... Chrl+o
] |°_‘? Close Chrl+F4
] Import Word Document. .
: = Save Chrl+3
j Save As...
10 ‘Web Page Preview
| Page Setup..,
Print Prewyiew
Print Merge... Chrl+P
I
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When youclick-on Print Merge, the followingPrint Merge menu screen appears Notice,
thatPublisher 2002 “knows” that there are 26 individual brochures to privibu canprint all
26 or, you can prirgelected brochuresdy using theEntries from feature. When you are
ready to print,click-on OK.

2l

Properties. .. |

[{Print Merge

—Prinker

Marne:

Skatus; Ready
Type: HP Desklet 870 %
Where: Vimnurray3ihp

Comment: [ Print ka File
—Prink range .
Print just one Test |
i+ all entries publication as a test:
" Entries from: |1 bt | 26
¥ Dor't prink lines that conkain only
First row bo) print: |1 "I empty fields

#dvanced Print Settings. .. | (o] 4 I Cancel

Don't forget - if you make a mistake you can alwayslick-on e
the blue undo arrow and try again.

Well that's about all for the Brochure. Now we'llmove on to the Newsletter.

Zoom-out one more time anldok at your whole brochure.
Don't forget to Save your Brochure.

Final Brochure Observations

All of the skills you learned in creating your Flye and Brochure can be used

In the Newsletter All three publications have Title andText Boxes, Personal

Information Text Boxes, Images Logos text to edit or replace with your text. You may

group or ungroup objects change color schemesandfonts. In thebrochure we alsocovered
addressingthe brochures anobjects with captions So, when these common tasks are used in
the Newsletter we will not cover them agalwve will only cover additional new skills in

creating this last publication.
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If you still have youBrochure open pleasecloseit. Click-onFile in theMenu Bar and then
onClose In most other Microsoft software the currentulbent on which you are working can
also be closed by clicking-on the small lower "X'the upper right corner of the screen. In
Publisher you do not have this "X," so if you chok the single "X," It will completely exit from
Publisher. If this occurs, it's no big deal. Shyngtart Publisher again and you will be ready to

go.
NeWSIGtterS ﬁ & % New Publication -

Start from a design

If you closed the Brochure, as indicated above, you |E=~..f Publication Type |*| O
will seetheNew Publication Task Paneon theleft
side of your screen. On the right side of youesaor

you will see a large piece of blank paper.

Quick Publications =
W'ord Documents
Mewsletkers

W'eb Sikes
Brochures
Catalogs
Look at theStart from a designarea on théeft side &% Hew Publication X
of thescreen and run theursor down toNewsletters Start from a design
andclick-on it. By Publication Type | v| O«
CQuick Publicakions -
fimwaleawm Tule ) Ward Documents
— Now look in the Mewsletters
upper row of Web Sites
Newsletterson the
right. We'llselect 48 % Mewslether Options X
.theA.rcs Newsletter [ Newsletter Dptions
just like we used the & Pags Cantent
Arcs Informational
Publication Designs
PR — Flyer and Brochure.
2 Color Schemes

Az Fonk Schemes

One- or two-sided printing

To selectthe Arcs Newsletter, click-on this choice. e, —

You will see the “blue square” around this selattio D Ej

As soon as youalick-on Arcs Newsletter, the LR S

Newsletter Options Task Panawill appear on theleft Customer address

side of your screen and tlAecs Newsletter template — - 1

on theright side of your screen. D
Include Mone

Take a few minutes to look at the Newsletter Oion
Task Pane. Notice that Page Content, Publicatesigns, Color Schemes, and Font Schemes
appear at the top of this Task Pane — just likg thé in the Flyer and Brochure Task Panes.
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4 % Page Cantenk * X

[ Mewslstter Options e

Iﬁ'/ Page Content
Publication Designs

B2 Color Schemes
Ag Fort Schemes /
Columns

1 2

Mixed

We’'ll look at each selection in the Newsletter ©ps
Task Pane. First, we'tlick-on Page Content

Notice that there aréour choices Thecurrent selection

is three columns You will notice that theNewsletterto
theright of the Page Content Task Panglogically

shows three columns Now click-on thel column choice
andwatch theNewsletterat the righithangeto one
column. Nowtry 2 columns. Finally tryMixed. By now
you shouldseehowneatly Publisher makes each change
so that you caimstantly see the results

As you move your cursor over each choice and silect Columns \

you maynotice that asmall, down triangle appears on

theright side of thefirst three choices If you click-on
thetriangle, you'll seethat you cammpply column 1 =

changes to all Pages, or just on the Page you've

selected At the bottom of the screen you'll notice t Apply to All Eages
thedefault newsletter has four Pageglike the image Apply ko the Page

below). -

As you click-on the choices, also click-on the Paged you'll be able to see this “happen.”

The Apply to All Pages, Apply to the Page, and Mixg Pages are all NEW with Publisher
2002! Really neat and handy features.

The next selection in the Newsletter Task Pane is Ag Font Schemes
Publication Designs This is the same choice as Flyers  Apply a design
and Brochures. At any time you can change thedbesi i :
of your Newsletter. We’'ll leave ours at Arcs faorst s 1
tutorial. You can select whatever you desire. 3 IE

4 % Publication Designs B
ﬂ{?’ Mewsletter Options

[ﬁ’ Page Content
Publication Designs

2 Color Schemes

Accent Box  Accessory Bar

— CE=En
e b

Arcs art Boxes
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We’'ll use three columns so pleaselick-on 3 columnsso you'll “match us” for this tutorial.
When you become more proficient with Publisher 2@b@ose any design you desire.

You choose th€olor Schemeand Font Scheme that you desifé/e’ll select Burgundy and
Times New Romanagain.

, . @ & Newsletter Opti v x
We'll now return to theNewsletter Options Task FHSIEEEEr pEane
Pane Mewsletter Options
[é’ Fage Conkent
TheNewsletterwe createdhas four “sides” Notice, at Publication Designs

the bottom of th&lewsletter screen’ that there afeur

&Y Color Sch
Pagesin thisdefault Newsletter. L -iar SEnemes

As Fonk Schemes

| ITI ITI | One- or bwo-sided printing

As youclicked through thePagesof theNewsletter, 1 | I |
you noticed that when youwlicked-on Page 2 that both
Pages 2 and 3 appeared togetherYou mayprint your
Newslettersyourself, or at your college or business D
printing plant. Many will probably send their
Newsletters out ta commercial printer. We have
found that theommercial printers desire/require that
you print each Page separately

Customer address

Include Mone

You’re commerciaprinter may ask that you send them
One- or bwo-sided printing

is what the One- or two-sided printing choice ia th
Newsletter Options Task Pane is for. Beé& what
occursif you need to do thiglick-on theOne Page
choice.

Microsoft Publisher x|

Publisher will modify the pages of wour publication to match the selecked layvout, Do you want ko continue?

Yes Mo

After you click-onYes look at the “new” formatting of your
Pages at theottom of the screen They'll look like theimage
on theright. Compare this image to the one aboMatice how .4 N
theupper right corner of each Page is now “turned dowrf
This indicates that each Page will appear and inéepor
separately.Click-on each Pageand you'll see this is true.
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One- ot bwo-sided printing

We'll leavethelayout of thetutorial Newsletter in the
Double-sideddefault (indicated at the left) in ordier
illustrate something later. So,click-on2 Page viewand
you'll be returned to the original newsletter layou

Click-on Page 4at thebottom of the screen. Your Pages should
now look like theimage at theright. You'll see Page 4 on the
right side of your screen. I.E.]d 2|3 ETJ i

Customer address

We can also have a mailing address in our news| @it

D like we did in our brochureClick-on Include in the
None Customer addressportion of the Newsletter Options Task
Pane.

Now look at thelast Pageof your newsletter. You'll see that an area fonailing address has
been added to the fourth Page. You can leaveRage 4 with an address area, or click-on
None and have an area for an additional story.

You can easily add more Paget® your

newsletter as you desire. Simpglick-on Insert Insert | Format  Tools Table Arange
in theMenu Bar and thertlick-onPage An ﬂ| Page... Chrl+Shift-+H

Insert Pages menu screen will appear
Publisher will insert two Pages if you click-on OK.

Click-onPage 2then 3 andthen 4. Pauseoneach Pageandgeta “feel’ for its layout.

Now return toPage 1 click-on Page 1

Notice that you have alreadpastereda
number of thetems on the front Page of the
Newsletter. In the top left is a simple

Text Box. You can change thdewsletter
Title to your title. On the right at the top is
anotherGrouped Text box like you

P Ll : i mastered in the Flyer and Brochure. The
it et i : coffee cup and captiorare also familiar

doacc Ao (anpk INEK M d N hAArER (OASCO KOSRRE A

gt it g s 7 from the Brochure. Theead Story

Ly swo, bare o, [ R FRRETN

IThenmmeycn o 1 E-112 e
1The puos ofk ok rinn ok pa sk dofmnome
e PR

........

irevmkzr H
eag combiakl h a ey Thew Kozl kg | | e

titles aresimple text boxes We will focus
on thethree column text boxesandtwo
new boxesonthe right edgeof thefirst
Pageof theNewsletter. Thearrows to the
left indicate these boxesFirst we’ll look at
the upper right box. Click-on theupper
box and tapg=9 to zoom-in on it.

e 8 oy pttarmmnre e oryer . / Headline andSecondary Story Headline
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Copying Titles from Headlines into Inside this issa:

Grevemseeeee b i

i Inside this issue:

WW

o .
;msme Story 2 g This is aTable of Contentsfor theNewsletter. We’'ll go to
Z Z Page 2in a minute andearn how toinsert thetitle from a story
/;’ ?{ H H 1] ”
7 Insids Story 2 7 that ison Page 2 Togo to Page Zclick-on thePage 2‘button
7 g at thebottom of the screen.
“ =
7 Insite Story 2 7 *
Z Z
Z 7 .
i
glnsﬂeStm;r 3 é lbldz 3ll]d4
= = =
Z Z
~ Inside Story ¢ 7
s .
g g You will now beon Pages 2 and 3If you are nozoomed-out
§1mide Story 5 g tap theF9 key to do so nowLook at theupper left corner of
é g Page 2 Noticethe title: Inside Story Headline Click-on this
/ / . -.
~ Insie Story p g title and then tajp-9 to zoom-in.
., i
5 /////////////zﬁ?”////////////ﬁ F”

‘Inside Story Headline

Thiomoecm FclTolC0moce | ‘amdcy oindict ok ndrofUpGAanE | rvas EGVTEIE G Frhae and pox!
[, ,,,,mn_,t [P —— : evatrLmo el B rdurpeamie | H
: | TR

e o u!‘:rn-.rin:\cn-:mlq wrh | FeucwalmrcchosckoeAd .
‘aa prm ckucyaecmedcs wdre- ( Akr mdcabymcmrgbeTold | |

o o ik Trb rhucen ee tnirearey |
Ewu ¢ s raun o oF : \oF b .
irevmcerrrapthe el wurpmder o ¢ vk b commeynunenyorne- | |
sErVEL Ot by o mecemfll mosierr o jleorenuUmlr aedfryor Tebae )
RILTL L I T H ‘wicroeft Puthitrroffne angc syme T Ipier ddicriing phe-

8, P Ly o ackd e AU H T L T b bl INnkor rIphk.
:n:utl:rllmlttlmmynrm |06 5o, whenyu b Aascd wang o | H

..............................................................................

e . . .
7 Replacethisinside Story Headline— a text box —

with aheadline of your choice We’ll stick with

s NV our hamburger themend our headlinewill be:
1 lde Bt(‘ I'\ Headlme Arts Make the Best Burgers in the Burg.

LD

e

Our Headline at the
Arts Makes the Best Burgers in the Burg top of Page 2now
"""""""""""""""""""""""""""""""""""""""""""""""""""""""" looks like the one
above We'll now “copy’ this title to the Inside this issue table of contents on Pade To do
this, first highlight your title at the top of Page 2 Click to the left of the title, hold down the
left mouse button, and move the cursor over yalg. tit should béighlighted like our title at
the top of the next pagelf you are unable to do this on your first attentry again until your
highlight looks like the one at the top of the nBape.
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We'll now copy this title to the Inside this issue Table of @Gntents on the first Page

SRR

Arts Makes the Best Burgers in the Burg
=
e

Now that the text is highlighted we hatveo choices to copythis text.

Method One: Click-on Edit in theMenu Bar and then, in the S P Lo
drop down menuwlick-on Copy. Thenclick-on thePage 1  Insitde this issue:
button at thebottom of thescreen Move around thescreen %{,{,C,,{,{,{,{,,_,,{,,{M,éﬁﬁ%%ﬁ@
until you can see the Inside this issue boXWhen you have W 2 5
located the boxhighlight Inside Story in the top box. Then % Z
. . . . 7. Z =
click-on Edit in theMenu Bar again, in the drop down menu glmﬂe Story P f,;
that appearsslick-on Paste. Some of your headline from g é

Page 2 will now show in this aredlike the image below).

Inside this issyfe: | Method 2: Make sure that your headline is =
highlighted on Page 2 Then you calick- & ® <
"""""""""" ' on theCopy button in thebutton bar at the f f
Arts top of the screen (instead of Edit-Copy in thn

: Co Paste
—ry sm , Menu Bar). When yoveturn to Page 1, and py

highlight Inside Story as we did aboveyou
can nowclick-on thePastebutton, in the
button bar, to paste the title into the text box.

Now highlight yourheadline in the Inside this issue: box It Inside this issue:
shouldlook like theoneto theright when you have done this
correctly. It is obvious that thext font size is wayoo big for
thebox. So, we'll have to make thiext fontsmaller. At thetop

of thescreen on theleft, in thebutton bar, is afont sizearea.

\

Heading 2 - Times Mew Roman = & &

\\3\%_.

Arts :

.................................

Click thesmall down triangle on theright side of thefont size : 5
box andchangethefont size to 8(as shown above). Your it B i
headline title from Page 2should now fit nicely in this box(like Burgers in the Burg

the box at the right).
Ingide Stovy 2
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Text Overflow and Editing Your Newsletter Stories

A very important "thing" to keep in mind when you are working with Newsletters.

. " -, In any publisher product, whehe text becomes "too big"

to fit in the box where it is being entereda small

2 overflow indicator will appear as we've indicated earlier.
The A... tells usthat there are jusbo many words to fit
in the text box were usingrhis is called Text Overflow

Tom Iiurmayr

Ditector, Technical Education atd
u Training

Information Technology Services

Lytichburg College
E . u

When we are working withlewsletter storieswe’ll find that thearticles that we ardyping will
go "down" a newspaper type column and when theget to the bottom of a columnthey'll
go to the top of the next column and go dowrand so on. If yown out of room in any
Newsletter article you will seethe littleA... at the bottom of the last columnthat is included
in the story.

Microsoft Publisher 2002 Arcs Newsletter has varios "pre-sized" groups of columnsfor
your stories. You might have noticed this when waue looking at each Page of the Newsletter
earlier. Now we'lconcentrateon Text Overflow.

To showyouhow this isaccomplishedit might be best to be able to
"seé this happen So, if you are natoomed-out do so by tapping
theF9 key. Once you caseethewhole Newsletter click-on the2 or

3 Page"button” at thebottom of the screen. We used the Newsletter
Options Task Pane to create this Newsletter antsetethe Pages” so
that you couldseebothPages 2 and &t the same time This is why
we did it. Thetop of Pages 2 and 3houldlook somethindike those below(your Inside Story
Headline may be different from the one we used).

' One bere ReoFum e war reod o ol oo e oo
H o

e o - ymch ! h i
i prm ekucyridccmedes, wdre- "Mer mdoabyxcmrgbs T | )
\por | 1Tk Teb rhucw e umeoaey ||
h Vol

raun ol of e N
‘revekTrrapte ks o il s prder o ¢ | vkeh ol ComTE Y Iy re - | |
ErEr o bcyoL acefll mosknr | Ccorenank aedfbroorThae !
‘e cu il mynr ek | ot Pull oM e rm
| po vyl corremyr | TSRk T @ b | |
T T e :““‘*\-“‘“5“""""""“‘"‘!5‘“": .

..............................................................................

Thefirst thing we'll do tashowyou Text Overflow is tocreate anareato "hold" the Text
Overflow, when it occurs Tobegin this process;lick-in the story areaat thetop of Page 3
(seearrow above). The story at the top of PageiBould be completely highlightedn black
and looklike the imageat the top of the next page
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Inside Story Headlme i
e .,.;3"’ et

\

enars letter, CorEReTt it to o Web site ahd pos

: i [Bubact of the tnﬂ:ll_r (i pJI IH I -
H 111 0 e nced for o Wb cite,
i :n.uL :I:|.._ tusefinlto PO Teaders . : B Firosoft Pablidher offers a sinple
: : reTt O Tuenars Letter to 4 \RFeb pab
1 ket o1 Te find ched writing your |

: Caption describing
'picture or graphic.

o, zreat v to addusefil cortent to your i
E s letter i to devrelop arud write yonar o

\\\\\\\\\\i\\\\\\\*@\\\\\\\\\\\\\\\\\\\\

s

é’//}’/’/’/’/’/’/’/’/’/’/’/’/’/’/X/?/G’X/X/X/X/X/X/’X/’X/X/X

Before we delete this text, to create an area éxt Dverflow,notice thelittle box in the upper
right hand corner of the Inside Story Headline articdove (arrow). Thislittle box indicates
that the text in the third column in the artitfewed"” from thebottom of the second column
in this story.

nside Sto/%,’ Headlin
R
This story canfit 150- 200 wrords .

e

Now carefully click-on the bottom of the first

column of the Inside Story Headline. You may have
to try several timesto get the image you see to the
left. Thisindicatesthat this story, whiclhegins in the
left column, flows from thebottom of the column

into column two (the middle column). Later, when
you get used to seeirtigese little buttonsat the top or
R du‘_j‘ﬂ”'m;t” e bottom of story columns you'll be ablediick-on

e letter is to develop and verite your ove B them and, when you click, you will badaken" to the
fx/f/f/f/f/f/f/fﬁf/ﬁf’/’f/’f/’/ﬂ//f/’/ﬁ“ """" next column where you can continue to enter text

\\smf&f:::~:1~:1&&&&:@5&&&&&&3&@&&&&:&&@“’

\_.‘\..\_.‘\..\_.\..\_.\..\_.‘\.._\_.‘}}\..\_.\..\_.‘\..\Q:\..\_.\..\_}.\_.‘\..}.\..\_.\..\_.\..\_.‘\..\_.‘\..\_.

R

After you have successfully completed the abovesstdick-again sothat all of the text is
highlighted in the story at the top of Page 3picture at thetop of this page.

When all theext in the storyis againhighlighted, tap theDeletekey toremove all of the text
in this story. YourPage 3 top storyshould now lookike the imagebelow.

nzide Sto/gy Headlin
T

ST

A

SR

''''''''''''''''''''''''''''''' B e etk

: Caption describing
ipicture or graphic.

%\3\..\_.\..\_.\..\_.‘\..\_.‘\..\_.\..\_.\..\_.‘\..\_.‘\..\_.*Q:.\_.‘\..\_.‘\..\_.\..\_.\..\_.\..\_.‘\..\_.\\_.\..\_.

/’/’/’/’/X/X/X/XXX/X/X/,{Y/X/X/X/ /’//}’



Stury continued fmm the top of Page 2 If you desireto deletethelnside Story

"""""""""""""""" e Headline above, and/areplaceit with

other text, or leave it blank, you may do
so. We're going toreplacethe textat

the top of our Page 3with: Story continued from the top of Page 2.Well make the font a
little smaller since this is no longer a story Hesd OurText, at the top of the first column on
Page 3, noviooks like the image above.

The top areas d?ages 2 and 3hould nowook like the imagebelow.

\Thinmzaccn T 12-100 ok
H-" kl:lknﬂ-r[ st ro oz e

| ‘amdcy oinduct wokrds cfugerare r\:utl:::m:l:nl.'l"thl:u\dnn:
: ‘v or gl ol rohr e oree.

e e

‘R nhrl\l.rln:cl\l:mh arh ! Fouralmrcachuxkno And H H H o . H
iuprm ki nadccmdes rdre- Ak’ mdobvecmeheTod | o H ' [ [ H
! Lim H P H H L P H
sem : :nrut'l'tb 'ih.l:.:ui:lln:l.“v i 1:-J::" : : L i :
1kl s e e o y H L H H L P H
ireucRrrragiths b e Ilgﬂ.r:nd.l':r.r Wk heFde oo yrapE iRy e .- | y, Ban? B H H H H H
e bt keyes mocel moskezr | (cerenalm b ucdfrimar Teboae ! ' H i e H
imr i c o AU s akrm H JWhc Pt der ot angc vy m 'C'J;"D;;;"‘;‘f;"p]‘" H H H H E;p";,'.'.;",i;;":
L o Ve ke A | |EEAAC YT s U T L Trhpblee L LTS H H i (PR,
: et o g e o 19en S, werynuke fraded snineyar H : ' [ [ ' '

Now click anywherein thestory at thetop of Page 2 Theentire story should béhighlighted
in black and look like the imadeelow.

i/, tBurgers in the Burg

*%

: Caption describing pic- E
ture or graphiz. :

\“‘s‘_“i‘s\“‘s\“‘s\“‘s}“‘_s}“‘s\}\X‘Q;X\X\}\XXX\X\X\X\X\

%
%
%
W
i
\\.

This is thestory thatwe desireto edit until it becomes "too BIG" to fit in the three columns at
the top of Page 2. Twegin theediting we'll do the same thing we did in the Flyexdit our
story in Microsoft Word . RIGHT -click anywherein theblack highlighted areaat the top of
Page 2
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X oCut
Copy
(B Paste
Delete Text
Delete Ohject
Save as Picture, @
Change Text » | A Fort...
Proafing Tools L Character Spacing...
53{ Format Text Box... T=  Line Spacing...
Indents and Lists, .,
Zoam [ AukoFik Text
% Hyperlink.. . Tabs...
Crop Cap..,
I TextFile... t
Edit Story in Microsoft Word

When thedrop down menu
appearsnove down toChange
Text, and when the Change Text
drop down menu appearspve
down to the bottom choic&dit
Story in Microsoft Word .
Microsoft Word will now load,

just like it did for the Flyer.Read
the text in this story in

Microsoft Word . Publisher again
uses this text texplain about

how this Text Box area is used

It indicates that the story
contained in the box is about 150-
200 words long. So, later, when
you are using this Publisher
Newsletter template to create your
own "real" Newsletter, you can
type a story in Word, or any word
processor, that is about 150 to 200
words long, and copy the story
from your word processor into this
space at the top of Page 2.

Move to the end of the storyin MicrosoftWord andtype-in the following:

We are learning about how Text Overflow works. Wecan see that the text at the top of
Page 2 does not fill the three columns that make upis story. So, we are adding this text
to create a Word Overflow condition. We'll keep typing until this occurs. Since the
tutorial said to type all of this, the tutorial author must know how much text it takes to
create a Text Overflow condition. We'll now clicken File in the Menu Bar above and then
on and the click-on Close & Return to Newsletter.pb. (Note: the name the authors used
for their Newsletter was Newsletter.pub - my menu Wl indicate the name of my

Newsletter.)

i i

Eé#&ym COBRARTE YN s letter to 4 Weh ?
; gpubhcmm So, vihun you're finiched
Eém@mmm,cmtma g
VERe site and Z
Eﬁpnﬂﬂ_ T g
ié‘ﬁf&mhm@g E“ ;-l_-,\\l ‘5
 Zahont how Text \ .9 ab" Z
émrerﬂmv \E']':? E,//
ke, Weem e Z
ésee that the text : Caption dﬁc_ril:-ing pic- é
t the top of  TUPR O graphic. =
iéPageﬂduesru:iti ?f’

Ge

I ({?’//’/x’/x’/x’/x’/f/ﬁ/ﬁf/ﬁﬂf/ﬁ/ﬁ/ﬁ///ﬂ:f’

After you have chosekrile - Close & Return to
Newsletter.puh you will seethat yourthree text columns
at the top of Page 2 are "full! If you click-on thethird
column, and it may take a few tries to do this, yoll
eventuallyseetheover flow condition which looks like the
image to the left. At the bottom of the column ymw see
aText Overflow indicator: A.... When

you can see the indicator a smahain
link" will appear at thetop of thescreen

==

in theright side of thebutton bar. This
chain link only appears when there is a Text Overtiw

condition.
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Now, click theleft mouse button on the chain link r pwnars letter | coxo

(B When you do thehain link will appear ad T
"depressed (as seen in the picture to the left). Now I@

movethe mouse&ursor over thetext at the top of ol
Page 2 As you move it over the text you will notice tthersor ¥
"changes" to a little measuring cupthat seems tbe "full of “Text -
alphabet characters (you'll almost need a magnifying glass to see P":tir

this). This full cup” indicatesthat itcontains the all Text Overflowfrom the text columns at
the top of Page 2. Anywhere you move on Page 2upewill remainupright. Now, carefully
movethecup over the empty text area you created at the top of Page As soon as you
move the cursoover thisempty area you will seethecup "tip" a

bit and will see théetters appearto be pouring” from the cup (IikN

the cup image on the right). Thiseansthat you cangour” the

Text Overflow into the area at the top of Page.3To do this, when L3

you see the "spilling" cup in the Page 3 blank aredick the left

mouse button

EStorjr continued from the top of Page 2

..........................................................................................

As soon as you click the Al the thres cobntms that make up this | idicate the name of iy Heweletter.)
H ; stery. So,we are adding this text tooae-
button you will see the first e W it Wl | |
column at the top of Page ‘e typing weilthic ocoms. Smceths | |
three “fill” with the Text [Tl suld o ype 4T P S TSl |
Overflow. Your text area at ‘to e o Text Overflow condtion, ¢ |
the top of Page 3 will look ﬁfﬂﬁﬁ-mﬂﬂrﬂﬁmciﬂ P
. . L anote a1 48 C -0 SE
similar to the one at the & Fenmm to Mewelotter pub. (ote: the | |
right. irurmie the sthors used for their Hewslt- |

‘ter vras Hamsletter b -y o will

......................................................................................

Now we’ll look at theNewsletter, Page by Paggeto

determine if thereare any other Publisher featureshat we
have not coveredn the Flyer, Brochure, and Newsletter. You
are probably looking at the Page 2 and 3 screeog sve just
finished learning about Text Overflow. So, wedbically

start onPage 1 soclick-on thePage 1button at théottom of
the screen.

To view Page lbetter, tap th&9 key tozoom-out, if you
cannot view the whole Page.

When welook at thefirst Page of the Newsletter at the left
there arenly two things that wehave not mentioned
However, you have already, mastered the skillhtonge
them. Thdirst is in theupper right corner, thesecondin the
lower right corner (see arrows).
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You already know how to change the Newsletter Titlthe upper left corner, the Title Box in
the upper right corner, the “cup” Clip Art and dapt and the two stories on the front Page of
the Newsletter. When we look at the other tworfts,” you will see that you already know how
to edit them as well.

Special points of

Special Points of Interest Text Box interest: !

'» Briefly highlight wour |
Let’s look at thelower right text aredirst. Click-on thisText | point of inferest here. |
Box in thelower right corner, and then tap the9 key tozoomin '+ Briefly highlight your |
on the box. When you get a closer look at 8pecial points of | point of iterest hete. |

interest Text Box you seghat it is simply astandard text box
with bullets, which highlight topics in the Newgkst So, as with
any text box, all you have to do is change thet@xbcus on

special articles in your Newsletter. No big de¥bu can do this + Bnefly highlight your
easily now | point of interest here.

+ Briefly highlight your T

point of interest here.

Newsletter Date, Volume and Issue

 Mewsletter Date Now move upto thetext box abovethe Special points of interest
R j text box. Again, no big deal. Another Text Bokhis text box
Molume 1, lssue 1 § allows you to date your Newsletter, and enter tbluie and Issue

numbers. An easy task for you at this stage.

10N e G v el

[ —————
: Acems

iwmmaal e Tan it

cramnymreld

.....................

It g mianza

o 1ol e ok B e
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Again, no big deal for you. Everything on these tages is either an article, captioned clip art,
or text box. Thenly, slightlynew “things” arethe “color shaded” text boxesabove (see
arrows in image at the bottom of the last pagest'sitake a moment ook at one of these

We’'ll look at the image on Page two that is markgdhe arrow on the last page.

Shaded Text Boxes

bmnnnmmem e en e em e 4 Cut

: Editing the text in this Text Box i

3 : . : Copy

e ch the is an easy task at this point.

;;ma R Notice, when you look at thiext & paste

R ion, place in Publisher that théont is Delste Text

B evesting g colored in th_e color scheme you Delete Obieck
‘from the story | that the Text Box hasshading; 2ave as Ficture. .

i here” : in your color scheme across the Change Text b
; I text box. Proofing Tools »

R — = @ Formak Text Box...

|

Click-right on theshaded text box Then,moveyour cursor
down to Format Text Box andclick the left mouse button. Zoom b

% Hyperlink. ..

Format Text Box | 21 The followingFormat

Text Box menu will

appear.
ol | o Fil ~ Move your cursor over
Transparency: LI _PI IIII % ﬂ thesmall down
: : triangle to theright of
Lime Preview -
: No Fill (seearrow on
Cgor: | Holne v left). Click-on the

Dashed: | =] triangle and the menu
- screen belowwill
Style: | =l appear.
weight: [0 ok =
BorderArt. .. | | e | |
I L EI=]=]l | =)
Presets More Colors, .,
¥ Draw border inside Frame '
Fill EFfects...
™ Default For new objects | | = |

o« | cancal | Click-on Fill Effects.




The followingFill Effects menu screen will appear.

{Fill Effects 21X
I
Click -in thesmall circle to  radent | Texture | Pattern | Picture | Tint |
theleft of One color (se olors L
arrow).

A Color 1 “color box” will
appearto the right of One
color. Click-on thesmall
down triangle on theright
of theColor 1 box. You
will see the color menu
appear below the box. We
selected the third color
from the left. You can
choose any color you
desire for shading your text
box (see arrowsabove on
right).

When we selected this
color, theFill Effects
menu screen “changed”
to look like the one below.

& one colar

" Two colors

Color 1;
Iw‘—m Cancel |

HE
" Preset ]
Transparency Fill EFfects. .. \
Fram: *l | j I':' a ﬂ
Tg: 4 | | j 0 % =
—Shading styles ~Marianks
' Haorizontal
" vertical
" Diagonal up Sample:
" Diagonal down
" From cornet
™ From center

V¥ Rotate Fill effect with shape

iaradignt |Texture | Fatkern | Picture | Tirik |
~Caolors

Color 1
 one color . -

" Two colors

™ Preset j J

~Transparency

Frorm: ﬂ_l j Iﬂ

" Diagonal down

i From corner

8 From center

T N
—Shading skl " rWariants .
" Hoyefirital
™ Diagonal up
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We noticed that theVariants area in the
lower right corner of themenu screen
changed to four variations with our color.

We thenclicked-in thesmall circle to theleft
of Vertical. The screen changed to what you
seeon theleft.



| Effects

[ Fil
i

To completeourFill . Gradent | Textue | Pattern | Fictre | Tint |

Effects, weclicked-in the

i ~Cal
small circle to theleft of : oers
Two colors. n. | " One color

_ & Two colors
We chose whiteas our

Color 1:

|

Color 2;
™ Preset

second color ~
We then moved down the * [Transparency
menu screen aralicked in | rem 4] o o
thesmall circle to theleft of

. [ . 4 3 o =
Diagonal up. The four o | o o H

Variants appeared in the !

| Yariants

-

lower right corner of our et selks
image. " Horizonkal
" Yertical
We clicked-on theVariant f* Diagonal up
in theupper left corner of | " Diagonal down
the Variant area. | From cormer
™ From center

We liked this shading, so we
thenclicked OK.

Cancel

2l
_ Conesl |
L=

Sample:

. ¥ Rotate Fill effect with shape

Thenclick-on OK a second
time.

Go ahead andxperiment Each time yoselectadifferent Shading stylethe Samplein the
lower right corner wilshowyou how yourshading will appear. Also, when you select a

different Base color: and Color 2: you will see #ffects in the Sample area.

Go ahead and try a few Shading styles. When yalidne you likeglick-on OK.

Now, zoom-outagain by tapping the9 key. Therclick-
on Page 4at thebottom of the screen.
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Notice that thetop portion ofPage
4 contains alitle Grouped Box, a
Logo Box, yourhome address
box, and aCustomer’s Address
Box — all tasks that you have
accomplished in the Flyer and
Brochure.

Thelower portion of Page 4 is
simply another “story” and
captioned clip art box. Again
something that you have mastered
in this tutorial.

Don’t forget to SAVE!

Congratulations. You have now successfully compled three publications

Some Final Notes:

Web Help

When you are working in Microsoft Publisher 20G3;au desire “instant” assistanceon a
feature in Publisher, there isneb connectionin the progranif you are tn-line.” If you click-
onHelp in theMenu bar and then click-oDffice on the Wel you will belinked to amain
assistance screefor the Microsoft Office XP/2002. Simply click-dhe link to the geographic
area in which you are located, and the click-onliBér. Often we find that someone else has
already asked the same question — so a good fast po check isrequently Asked

Questions

Publisher Design Gallery

You have utilized the features of each Task Pamkesogn a Flyer, Brochure, and Newsletter.
Many of theobjectsthat were gart of thedefault publications can be easilgccesseagain,
atany time you are editing a publication by clicking-on Desigublications in the Task Pane.
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What now?

If you desire to further your knowledge of MicrosBlublisher 2002, you might want to purchase

a good advanced reference manual. The one wedkiels Microsoft Press’s Microsoft Office
XP — Inside Out

If you have any questions or comments please contac
murray.t@lynchburg.edu

Thank you for your time and patience.
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