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WHAT IS MICROSOFT PUBLISHER?

Microsoft Publisher is a software application (program) that allows you to create, personalize, and share a wide range of
publications and marketing materials for home and office (available in Microsoft Office Small Business, Professional and
Ultimate). New and improved capabilities guide you through the process of creating and distributing in print, Web, and e-mail.
You can get started quickly by choosing from a library of hundreds of customizable design templates or blank publications,
including newsletters, brochures, flyers, postcards, Web sites, e-mail formats, and more.

WHERE CAN YOU FIND HELP?

Do not be afraid to |l ook online and al so use the onlinlea hel

Publisher there is a Help menu as well as the familiar Help icon
>

Microsoft Website

The Microsoft website has a lot of good information i including tutorials and training information. You can search by product to
find relevant information. Visit http://www.microsoft.com and take a look around. For example i notice the Training and Events
section below:

Your potential. Our passion.®

tegf Training & Events | Support ' About .v =I

TraJTralnlng & Events i

& Experllo?doehﬁl’ls i S'N_E”'ght ot * Learning Tools
| Download the free plug-in -» ! *  Events & Webcasts
*  Windows Training & Events
*  Office Online Training & Demos
*  Developer Training, Careers &
Events
* IT Pro Training & Certification 5

Try Microsoft Office 2007 NG
free for 60 days VISt A=y




Publisher Website

You can also visit the Windows XP page i this pages has some great information available click-by-click for things such as

ASetup and MaiTnot eCheanntceer OH oawn d

http://office.microsoft.com/en-us/publisher/FX100487821033.aspx

Examples of information available include:

e Product Information

e Help and How-to
e Training

7 Microsoft Office Publisher
‘ é | search Publisher 2007

Search

_.-'-r-;:' ! - [ ” . Powered by
o A g = monst

the ASolve Problems and Get
S
Clay oo ”
L 2.0ffice Online
Home | Products | Help and How-to Downloads | ClipArt | Templates Microsoft Office Live
[ Get FRE
A CINEWE - e ol

e Templates

Take a look and find out for yourself!

Product Information
Lverview

#»Top 10 Reasons to Try

* See itin Action

» Pricing Information

= Free 60-day trial

2 L ek
Help and How-to
w.Publisher 2007 Help

# Publisher 2003 Help
» Publisher 2002 Help
# Publisher 2000 Help
Chooseyg Sraio

Training
= Publisher 2007 Training

* PUDlSTTEr—=o airing
= Publisher 2007 Demos
e P it 1T 01
Templates

: Templates for Publishey

Home = Products

Publisher 2007

Buy Publisher 2007
Retail price $169/599, or
save when you buy it as
part of a 2007 Office suite.

Free 60-day trial

Download a free 60-day
trial of Publisher 2007, with
an option to buy.

Compare versions
See how Publisher 2007

fl.ll.l
L

See what's new p

Product information

Get the latest product details
for Publisher 2007,

= Product overview

= Top 10 reasons to try

= Suggested retail pricing

= System requirements

» Compare Publisher 2007 features with
previous versions

= Using an older version?

o


http://office.microsoft.com/en-us/publisher/FX100487821033.aspx

THE TOOLBAR

Unlike the other products in the Microsoft Office 2007 Sui t e,
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[ Publication1 - Microsoft Publisher - Print Publication
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The following options are available on the Menu Bar i File, Edit, View, Insert, Format, Tools, Table, Arrange, Window and Help.

doeton&d bavei

t ool

bar
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udes

Various commands (functions) from each menu are represented by icons on the toolbar. The toolbar can be customized and
there is more than one kind of toolbar. Types of toolbars include Standard, Formatting, Objects, Picture, etc. Toolbars can be

nseéeeddi

con:

added or removed by right-
clicking on the toolbar and

B Postcard.pub - Microsoft Publisher - Print Publication

i Fle Edt Vew Insert Fgmat Tooks Table Agange Window Help  Adobe POF
. . X NEHS SR IVE B9 -0 G-G- 88 pES WHOLwol FEEHEY S A,
adding/removing the FrpTTrS—yTy 1 T Jszue
. Hhr Sl = Standard
next to the appropriate 7 — —
toolbar. - = Catalog Merge Layout
— | (2 Page options - Connect Text Soxes
B . Measurement
A | B color schemes v Tz
& | (A2 FontSchemes ¥ | 3 Ficture
N | — Publisher Tasks
N |# Pastcard Options ~ ask e
|| Template ] NN 0 e Wordart
(| W Moued Acrobat PDFMaker 3.0
W g w b M d Customze...
. eve ove




Toolbars can even be vertical as see by the & Publication1 - Microsoft Publisher - Print Publication
Object toolbar here: ! Fle Edit View Insert Format Tools Table Amange  Window Help

{ 37 Publisher Tasks | 44 |

EI Format Publication
® |
= | ] Page Options
.ﬂ @ Color Schemes
il | [ A7 Font Schemes
N _ Postcard Options
e
o Template
ks
— Weve Mo :
Right Click e e
9 - :This text can exp
=T = ‘move, suchasab
i Banner Bar - panded facilities.
Channe Temnlate. .. :

e
Standard
Faormatting

Catalog Merge Layout g R RRRERRAES

Connect Text Boxes E0

nt

Publisher Tasks -
Task Pane : _______________

YWardart 3 i Your Address Line

Customize...

Publisher Tasks




GETTING STARTED

When creating a Publisher publication (File A New), you can create with a blank page or one of many existing templates.
Addi tional templ ates can be found online also. The templ at és
type as seen with the file folder icons on the right side.

You can create publications in many

& Microsoft Publisher different sizes i postcards, flyers,
= NEW e W T e e brochures, etc. The possibilities are
PUBLICATION [arch for templates: All templates ~ a8 endleSS!!
Microso ublisher
[Getting Started W || Getting Started with Microsoft Office Publisher 2007

My Ternplates

| Publication Types Popular Publication Types

Advertisermnents
Award Certificates
Bariners
Brochures

Business Cards
Business Forms Blank Page Sizes Brochures Business Cards Calendars E-rnail Flyers

Calendars

Catalogs

E-rnail 4 >

Envelopes N i
Flyers = i 0
Gift Certificates

Greeting Cards

Irmpert Word Docurerts Greeting Cards Import Word Labels MNewsletters Postcards Web Sites
Inwitation Cards Documents

Labels

Letterhead

MMernus

Mewsletters

Paper Folding Projects

Paostcards

Programs

Quick Publications

Resumes

Signs

Wb Sites

with Complirments Cards




HAVE FUN

FCT /. {)DVDs
\

Covime Soow!

Have yaulbconwa thg forcwer Sogoife notbs St

JELF necrecrS Fur Encn Slied s Slenciog MUFTu kel
Fere waElng Sobe pliccdua?

WAITSD SMOLE!

Eriing july SR KN koroudSs ge et
MR A D e s Mazbe sazkr o
e et Mew Maovlzxwllx svnlbse dx 2
ey cie ek Teremoviorwil e s valase
I o Treerer Sark Sowliss realase
e kol Thockat Me drho—derwilise d»

Disc Xpress o mreite e i o e
Need a U -
St e,
X Hnnd, ' h'H%"“""iw -'"#' Fadaidnra T i,
p—

Caeckam pemr owa Hat
. DVDk at fme Sl Tl
. Falow the SnacrEn InaTrus-

zlore oo bagin youraad? cha ok
crmnsion. 5 ook, “regudar” DVIeand the naw HOT

DWW cum o o Pales bowed Qs

shiuasl? chack Eazian.

Chack aut (acxn) ¥l of your lzemg 1z tha and afche crane-
==lan yaur dezi) wilba depanasd awm SEamin e
Dac Momim o che laft of cha asl! chack. Yau may uss the

W
LY Brochures can be cr ¢
paper in Landscape (horizontal) for a tri-fold.
1Dar Newsl|l etters can be |
Check Out . .
S paper in Landscape and fold in half
horizontally for a i
Again the possibilities are endless!

e
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Depending on your needs, you can start with a blank page and completely customize your publication.

B Publication1 - Mic)

Page Setup

P Fle Edit View Ing

NSHg & Search for templates:l ‘ M

- Height: 5 E
i Blank Page Sizes )
Standard e Advertisernents e Binder Divider Tah « Booklets » Busingss Cards e Designed Paper « E-mail » Envelopes « Greeting Cards « %
—_—— Mailing Labels « Media Labels « MName Tags « Other Labels « Photo Paper ¢ Postcards » Posters « Small Publications « Web Sites Top: 0.25" -
= |-] Page Option3 < - il
P — A Left: 0.5" E
| [ color schem| e e
‘A3 Font Schemd Right: 5 =
& | A7 Font Schemd Create custom page B3 x
RN e sizen..
[ L Postcard Op)
e T ot A-DMNE
Template |
o emplate
APLT
| Wee Moue)
E; o Avery A4[AS 3
% Awery US Letter
& Herli
= o~ # Herlitz PBS AG
2 Change Tef Hisaga
¥ | Page size ¥ RORYO
Fagesize |
Planet
Printec
Postcards L]
1f4 L =l
5.5%9

L Change Pag & .ﬂ.

& B [

1/2 Letter 1/2 Letter 1/4 Letter 1/4 Letter AS (Landscape) AS (Portrait)
See also 8.519.9" 9.5 85" 5.5 4.25" 4231 5.5" 8,268 x 5.827" 5.827 x 8.268'

Publisher Tasks

a — g — e[ =]

N e
1 2 0.500, 0.250in. &

(B Publicationl - Mic... T Documentd - Micr...




Or, you can choose your template i wi t hi n
Postcard.

Moved

(B Microsoft Publisher

Arrange

¢ File

©e
Microsoft Publisher

Getting Started
My Templates

Edit View

Publication Types

Elank Page Sizes
Advertisernents
Award Certificates
Eanners
Brochures
Business Cards
Business Farms
Calendars
Catalogs

E-rnail
Envelopes
Flyers

]

Insert

Format

Tools  Table

Window

Scrol

Help

t he

I down

Search for templates: |

| |AII templates i

Postcards

Informational » Special Offer + Sale « Event « Invitation + Holiday Party Invitation » Holiday Greeting « Holiday Thank You « Thank You «

We've Moved « Announcement « Reminder « Tent Fold » Blank Sizes

; ri We've Moved

Arrowe

e

i

B Micresoft Publisher
¢ File  Edit

©e
Microsoft Publisher

Getting Started
My Templates

View Insert

Publication Types
Blank Page Sizes
Adbvertizernents
Aweard Certificates
Banners
Brochures
Business Cards
Business Forms
Calendars
Catalogs
E-mail
Envelopes
Flyers
Gift Certificates
Greeting Cards
Trnport Word Documents
Trwitation Cards
Labels
Letterhead
MerLs
MNewsletters
Paper Folding Projects
Pastcards
Programs
Qulick Publications
Resumes
Signs
web Sites
with Compliments Cards

|

> 9

Format

Search for ternplates: |

Tools Tazble Arrange

Window

groups,
t o

Help

see

t he
di

publications are
fferent designs

After choosing a design you can
further customize the publication with
the options located on the right side
of the screen. Options include color
and font schemes as size of paper.

USING PUBLISHER -

H.-\I\ templates

v|

Postcards

Informational ¢ Special Offer « Sale « Event s Inwitation « Holiday Party Invitation s Holiday Greeting s Holiday Thank You « Thank You
We've Maved « Announcement ¢ Reminder ¢ Tent Fold « Blank Sizes

= wie've Moved

of ten

Banner Bar

| Customize

Color scheme:

| (default template colors)

Banner Bar

= Announcernent

Compass Point

Art Exhibit

= Reminder

(B Microsoft Publisher

Birth Announcement

T} Documentl - Micr...

Font scheme:

Side Stripes Steps

EI Speaker notes

I;I Promotional text
L I;l Appointment text
Iil Address only
" Orga‘r;;zaﬁun only

|>

<

R lil Address only

Filter Blark Sizes.., ©h




WORKING WITH TEMPLATES

After selecting a template your

[ Ppublication1 - Microseft Publisher - Print Publication

pUincation Wi” Open. Notlce the ! Fle Edit View Insert Format Tools Table Amange  Window  Help usi
Format Publication options on D e kAP ET £ AR AN X % AR @pi=sddy

) {57 Publishe] Taskimimd - T Bz u|E= S|4 SAIS- S A S=C @D
the Ieft Slde . C Format Publication Hl 1 h Lol |° [TTN FYTPTON TR oY PPN Lo Lot Lt |2 [TTTN PYYPRON PRV PYou ‘3 [TTN ST PTE] IR IT PYN |4 SO PRI PPN TOPRYON NP OO

| ] Page Options v

These options allow you to
change the page size, color and
font schemes, as well as the
templ ate once yo

n Color Schemes ¥ E
[ A? Font Schemes ¥

[ _r Postcard Options A

Template

We’ve Moved

This text can explain the benefits of the
move, such as a better location or ex-

L e
wmmw@

T _a

Barner Bar panded facilities.
ChangeTemnlatE--] et Bt Tl et et ettt | B

B S &0,/ ke HE

Page size

. . . v Business Name

Depending on your publication,

you may have more than one b=t 3

page. Notice the 1 and 2 at the i

bottom. This image shows page

17 the lis h|gh||ghted cee o Tvpe address here or use Mail Merge

Publisher Tasks (under Tools) to automatically
address this publication to multiple
recipients.
And page 2 A




Whenusi ng templ ates t her e wiilnbticekeach of the componentsdeldwf Teareeare seveiaptéxe c e s 0
boxes and some images. This allows you to change individual pieces giving your more flexibility.

Thls text can explain The beneflTs of the

.rnove such as a better location or ex-

épcmd ed facilities,

14



Select the area you want to work with and go to town!
Here | have selected/ high
Movedo in its own text bo
change size, color, font, etc.

You can format the text box as well. In the image
below | have rotated the text box by clicking on the
green circle (hold down on the mouse, do not let go)
and using your mouse to place the text box.

(o . .
: This text can explain the'benefits of the
imove, such as a better location or ex-
i panded facilities.

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

‘At new location: 0o/00/00

Organization

This text can explain the benefits of the
move, such as a better location or ex-
panded facilities.

o

At new location: 00/00/00

Primary Business Address ' Phone: cococooocooo [




Images can be adjustedto. Right-c | i ck on the i mage andndhobee FfOGhamge Rhobsred
Fileo if you want to add your own picture.

(B Publication1 - Microsoft Publisher - Print Publication

: Fle Edit View Insert Format Tools Table Amrange  Window  Help USING PUBLISHER
ECIipArt v X _|I.|. .|.I.|.|l.|.l.|.|.|.I.|.|0.|.I.|.|.|.I.|.|1.|.I.|.|.|.I.|.|2.|.I.|.|.|.I.|.|3.|.I.|.|.|.I.|.|4.|.I|.|.|.|.I.|.5.|.I.|. Ll
- | ®
ch fol
Sear: r:
=
E Go ]
4 Search in:
=] |Selected collections v|
Results should be:
N Il media fil
\ |A media file types v|
@) Picture x
O E@ WMoy FEEEY Y W
A&
=]
)
i i . Copy
This text can explain the benefits of the pocte
move, such.a.s.a better location or ex- Delete Object
i panded facilities.
: & Add to Content Library...
; Sawve as Picture. ..
Hide Picture Toolbar
Clip Art... |} Change Picture
From File... Order
From Scanner or Camera... % Format Picture. ..
Crganize dips... : - Graphics Manager... Zoom
53 Clip art on Office Online E fh & Hyperipk...
(@ Tips for finding clips :

16



In this example | did a search for a new image in clip art and inserted it onto my postcard.

[ Publication1 - Microsoft Publisher - Print Publication

! Fle Edit View Insert Format Tools Table Amrange  Window  Help USING PUBLISHER
NEEHS BRI TE X RAE S I-C- G- G- RRIET 9 -QR[@i= s HE L
U|E=E==1=S|iSi2 &0 A &vgvé,vzﬁr—’lﬁﬁ

-

: Clip Art ¥ X ........................|.|.I.|.|.|.|2.|.|.|.I.|.|.|.|3.|.|.|.I.|.|.|.|4..

Search for:

Search in:

m m EE ween

|.-'-\II collections v |
Results should be:
|.-'-\II media file types w |

HAPHEMNO | F=EEEY S

Insert

Copy

EB S BO0., /&

i X

Delete from Clip Organizer

Copy to Collection. .. 3 This text can explain the benefits of the

Move to Collection... move, such as a better location or ex-
Edit Keywords E panded facilities.

Find Similar Style

Preview Properties

(8] organize dips... : e
5@ Clip art on Office Online E R
(@ Tips for finding clips L= : : Phone: :




Continue with your formatting on additional pages:

Type address here or use Mail Merge
(under Tools) to automatically
address this publication to multiple
recipients.

The Smith Family =

123 Main Street —

Kirkwood, MO 63122 K

Type address here or use Mail Merze
(under Tools) to automatically
address this publication to multiple
recipients.

18



MAIL MERGE

A mail merge is a useful tool for when you want to distribute a publication that is mostly the same but slightly different for each

of the recipients. For instance, if we are mailing the post card we are creating, then we would be able to use the mail merge

function to send it to a variety of address and persons without having to manually address each postcard ourselves.

In order to do a mail merge, | e firgt start out by making brand new postcard, but paying attention to some different details. On
t he

your
options.

=l Invitation

Art Boxes

Open House

keyboar d,

hol d down ACTRLO (control)

Drop Line [wlHlu} Five Blocks Inner Curve Layered Bars
.. | -
— = e b ==
I 2
Parallel Bars Party Picric Triad

Motice that when we select our new postcard type, we want an
address only on side two. You can choose whatever postcard
you want, they will all have the "side 2 information™ panel.

button

Customize
Color scheme:
(default template colars)

Fonk scheme:

{default template Fonks)
Business information:
Create new. .,

Options

Fage size:
Half-page

Side Z infarmation:

Iil Address anly

and

19
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Invitation Title

This text briefly describes the event, who is sponsoring it,
and why it is being held. You ean also note whether an
RSVP is required.

Although the when we pull up this Publisher template, we see the first page of the post card,
,,,,,,,,,,,,,,,,,,,, Date: 00/00/00
really there are two separate pages: a front and a back! g1 | e

h Boseribs your loaation by ndmarkar area of town.
-~

To get to the back, in the bottom right corner, there will be page numbers. Click on page2.

Contact parson: 555 555 5555

[E— P - Buginess Vame
- o E .
- . - — o~ e e Rl et LR L e S
- T ——— T — ~ " e T T - Phong: S55°555-5555 .
- L - ¥ .

o i Fa, S55-556-5555 . N
: Publisher Tasks Ermail: sorpeme@esanplecom
uplisher 1as Eomail: songone@exarople.com

EavsorNasy
start f_‘-" Publisher 2007 - Micr .., " :{:-:::E%T.A;;n._

7 hia P
A w4

i ¥ nera o Hal
i o va autosstlcs adar
- pubblcatlon ta sulek welpdwsr
-
B
o

-

;

[

Notice that it has a place for a sending address as well as a return one. It even tells us where to put the stamp! What we want

to do is make it so we dondt need to make a hundred di dépler ent
For this we use the mail merge feature.

[Ef Publication1 - Microsoft Publisher - Print Puklication

) ) ) © Fle Edit Wew Insert Format | Tools | Table range window  Help
Mail merge is a TOOL and so, should be found in the tool menu. NS HS &a FE| o >
+% Bublisher Tasks 4;1 ’— ﬁi Research... Ale+Click
ol . Language 3
(s : Format Publication -
Design Checker ...
e Graphics Manager...
=] P Opti L
H NEag=(Dpticns Commercial Printing Tools  »
A n Color Schemes Mailings and Catalogs 3
E |'.A3 Font Schemes Hactg 4
\ ) Add-Ins. .. Catalog Merge
~, [ Postcard Options & T AdtoCorrect Options... Create Address List. ..
= Template Trust Center... Edit Address List... [ -
| Customize. .. Cancel Mergs here that bri
o) Options. .. Tproductor service. Yo 20
% E ition akey benefit that -
I Eprovi des.
= Refined E :




1. We are going to generate our mailing list by importing addresses from an Excel file. You want to be sure that the option

Afuse saniegilisto is the one we have selected and then clicl
2. We saved our mailing list in my documents, so we want to be sure that that is where we will find our Excel file. Navigate

there and choose to use the mailing list.

Create recipient list Select Data Source

§ S A e s s e e s s e s e s s s

Select the data source you wankt ko use bo create your recipient |
lisk, ‘fou can add mare data to ywour fist From other sources later, Lok in: E My Documents

@ Use an existing lisk
Select a file o database with recipient information

g (") select from Qutlook Contacts
g Select names and addresses from an Qutlook Contacts folder

] BM%; Recent .M@r Data Saurces
Documents @Myrﬂusm

() Type a new st
Type the names and addresses of recipients

¥ | | New Source,.,

Step 1 of 3

& Mext: Create or connect ko a recipient it

‘::l My etwirk
Places

I@) Help with Mail Merge

v e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e

21



3. Next you will notice that you have a set of fields that you can put into the post card. L e tfiGtdelete the text they have
in the recipient box and then re-label it with information we want.

Although it only says last, first, street, city, state and zip, these are just the titles of the individual pieces of information.

[ Mail Merge -

Prepare your puhlicatim

To add recipient informatiol
wour publication, drag an ite
below ko a location on the pag

LAST
FIRST
STREET
CITY
STATE
ZIP
PHOME

[cEL

Thesze cheices will
allew you te decide
what infermation
you want brought in
from your Excel file

BIRTHDAY

Preview recipient:
mal ] pn

=~ Find a recipient...

[ Exclude this recipient ]

% Edit recipient list...

More items

A Picture Field...
2] address block...
S Greeting line...
A address Filds. ..

A

1
I l £55.

-------- e ! PLEASE :
""" i PLACE :
___________________________________________ ; STAMP
i Address Here you can see how it will look like on the file HERE
ass Line = | itself. Where it says <=LAST== is where each
..... individual last name will go. Motice that to have

Sine 4 proper letter formating, | need to push enter or
i return and go down one line between the name,
street and city.

On the actual print outs of these postcards the information is going to change to be individual for each card. To see
what it would look like on individual card, use the preview recipient option (on step 2).

22



Edit | ¥iew Insert Formab  Tools

| i
=gh

@
Fe

Office Cliphoard. ..
Paste

Paste Special. ..

Delete Page
Move Page. ..
Select A
Eind. ..
Replace...
Go ko Page. ..

Business Information. .

Chrl+Y

Chrl4+-4
Chrl+F
Crl+H
Ctrl+5

SETTING DEFAULT BUISNESS INFORMATION

Now that we know how to create a mail merge document using an Excel spread sheet and
Publisher, we can move on to setting up our own personal information so that every individual
file we create with by default will contain all of your business logo. Thiswi | | me an
have to re-enter information about yourself each time you create a Publisher file. Think of it like

when a web-browser asks to
remember some information.
Publisher will remember important
information that you tell it and use
it in the appropriate places in the
files you create.

Choose the Edit menu and select
Business Information.

A screen like this should appear

[ >

ormation Far this sek

ividual narne:

i= Singh

1 position ar kitle:
wr Title
Janizakion narne:
1ziness Mame
dress:

imary Business Address
wr Address Line 2
wr Address Line 3
wr Address Line 4

ne, Fasx, and e-mail:

one: 535-535-5355
1 555-555-5555
mail: someone@exarnple. com

= Information set name:

Custom 1

Tagling or motka:
‘four business kag line here,

Logo:
Organizatior
Change... ] [ Remove

In this screen you can change the major details of your business. Many of the data points are self explanatory. The

trickiest screen is the logo. If your business does not have a logo, that is fine, just click on remove and the logo will go

away. If you want to put in your own logo you will need to have one. L e tpfadice using logo for Kirkwood. Open a
web browser and go to www.google.com.

t hat

23
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In Google, do an image search for Kirkwood. When you see the results, right click on the logo and save as in the My Pictures

folder. Name the file anything you like. Notice: the file is a JEPG file. Typically you want
a JPEG or a GIF file.

Google

1

kirkwood Search IM3gESEY) -

\

Kirkwood Ski Res
1200 x 331K
skiholidays us

[;ght Click |/ =
S

Once you have the logo saved in my pictures you will be able to pull it into Publisher to
have it be your default logo. That way every item you create that typically has the logo
attached will have this logo attached. Go back to your Publisher file and under the logo
button, choose to change logo. Find your Kirkwood JPEG and use that one. Now update
the rest of your information and we will take a look at the end product.

Related searches’

kirkwond oo
Open Link

Dpen Link in Mew Tab
Open Link in Mew Window
Save Target 4s...

Prink Target

ave Pickure As. ..
E-mail Picture, ..
Prink Pickure. ..
(3o ta My Pictures

Set as Background

Copy
Copy Shortcuk

add to Favorites. ..
#dd to Anti-Banner

Properties

DOE e 2D
Sl K oJE -

station-plaza com

Established in 1853, Kirkwood
: 137k - Ipg

Kirkw
400 x
tahoe
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A

S S .
KIRKMW.DQD PUBLLC. |
PLIBRARY ?
g 0
{140 F_ Jeflerson_ s
[Kirkwood, Missour 63122
A b
------------ O BT TRRERRS 4]
S
CaFerson
i3 d.street
She Louistok
¢
J
Mw

i

| PLEASE
| PLACE |
| STAMP

HERE |
i Looks fine over here

Place text here that briefly describes your produdt or service.
‘You might want to mention a key benefit that the product or

‘service provides.

But what iz this.
This is one small
loge! I want my
loge to stand out!
Hew can I make i+
bigger?
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IMAGE MANIPULATION

If we want to change the size of an image we have many options. The easiest option is just to click on the image, grab and
then grab and drag one of the corner boxes.

Product/Service Information

Product/Service Information

Read it up, Suckal

Ploce et Bore thiok Bty dasatises your proded o aanice Place text here that briefly describes your product or service.
:’:‘:":‘:cmm“ e You might want to mention a key benefit that the product or You might want to mention a key benefit that the product or
Voh Gk it b hiion oty SAGoTo o 5 oot 46 sorvico provides, service provides.
rorvice provider, _k

®

® °

1405 laftesen. \"“'()(-

Febwod Mvew1 61122 Ko o)
° o :< =2 . °
b 2LSTIOXIR 140, Jeffercn.
fox i Kirkwead, MinguL 63122 ©
ek wedoukisioue; 5
2 J

Phane; 314-821-5770 % 103, ,
Fox314.822:37%3 .
Enal cdu@iveododblicibieniorg

But sizing images is just one of the many powerful features that Publisher can use for image manipulation. Let& work with a
new blank document and see what some of the many features of Publisher are.

Hold E down and push the button. Choose blank page sizes (any page size should do) and then hit open.
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We are going to insert some clip art objects and manipulate them using the various tools that
Publisher has to offer. Go to the insert menu and choose to insert files from clipart.

Insert | Format Tools  Table

7 B o< I E

Page...

Duplicate Page
Section...

Page Numbers. ..

Date and Time...
Design Gallery Object...
Add Nk

Item from Content Library. ..
Business Information. ..
Picture

Text Box

Text File...

Object...

e

Bookmark. ..

Arrange  Wins
Ctrl+Shift+N
Ctrl+Shift+U

Ctrl+Shift+E

Clip Art...
From File...

Empty Picture Frame

69 From Scanner or Camera. ..

Chrl+ From Content Library. .,

AutoShapes
Al wordart...

Ctrl+Shift+E

In the clip art menu, you
can search for any type
of image. | chose dogs,
but feel free to do
anything. We are going
to start out by inserting
a piece of clip art and
making it smaller.
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