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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 look online and also use the online help on your computer. Even the ñexpertsò need to look up things!  In 

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

 

Microsoft Website 

The Microsoft website has a lot of good information ï 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 ï notice the Training and Events 

section below:  
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Publisher Website 

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

ñSetup and Maintenance How-To Centerò and the ñSolve Problems and Get Helpò sections. 

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

 

Examples of information available include:  

 Product Information 

 Help and How-to 

 Training 

 Templates  

Take a look and find out for yourself! 

  

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

 

Unlike the other products in the Microsoft Office 2007 Suite, Publisher does not have the ñribboned-lookò but instead the 

ñtraditionalò toolbar and menu bar. The toolbar includes icons and the menu bar includes File, Edit, View, etc. 

 

 

 

 

 

The following options are available on the Menu Bar ï File, Edit, View, Insert, Format, Tools, Table, Arrange, Window and Help. 

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 

added or removed by right-

clicking on the toolbar and 

adding/removing the X 

next to the appropriate 

toolbar. 
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Toolbars can even be vertical as see by the 

Object toolbar here:  
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GETTING STARTED 

When creating a Publisher publication (File Ą New), you can create with a blank page or one of many existing templates. 

Additional templates can be found online also. The templates are listed by type down the left side of the window, or by ñpopularò 

type as seen with the file folder icons on the right side.  

You can create publications in many 

different sizes ï postcards, flyers, 

brochures, etc. The possibilities are 

endless!! 
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Brochures can be created on 8 İ x 11ò 

paper in Landscape (horizontal) for a tri-fold. 

Newsletters can be printed on 11 x 17ò 

paper in Landscape and fold in half 

horizontally for a ñmagazine type lookò. 

Again the possibilities are endless! 

HAVE FUN!!!! 
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Depending on your needs, you can start with a blank page and completely customize your publication. 
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Or, you can choose your template ï within the groups, the publications are often further divided by type. See the ñWeôve 

Movedò Postcard. Scroll down to see different 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.  
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WORKING WITH TEMPLATES 

After selecting a template your 

publication will open. Notice the 

Format Publication options on 

the left side. 

These options allow you to 

change the page size, color and 

font schemes, as well as the 

template once youôve started. 

 

 

Depending on your publication, 

you may have more than one 

page. Notice the 1 and 2 at the 

bottom. This image shows page 

1 ï the 1 is highlighted. 

 

 

 

And page 2 Ą 

 



14 
 

When using templates there will be lots of different ñpiecesò ï notice each of the components below. There are several text 

boxes and some images. This allows you to change individual pieces giving your more flexibility. 
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Select the area you want to work with and go to town! 

Here I have selected/highlighted the text ñWeôve 

Movedò in its own text box. Once selected you can 

change size, color, font, etc. 

 

You can format the text box as well. In the image 

below I 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.  
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Images can be adjusted to. Right-click on the image and choose ñChange Pictureò and then you can choose ñClip Artò or ñFrom 

Fileò if you want to add your own picture.  
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In this example I did a search for a new image in clip art and inserted it onto my postcard.  
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Continue with your formatting on additional pages: 
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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, letôs first start out by making brand new postcard, but paying attention to some different details.  On 

your keyboard, hold down the ñCTRLò (control) button and push ñNò, choose postcard and look at the screen noticing the side 2 

options.   
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Although the when we pull up this Publisher template, we see the first page of the post card, 

really there are two separate pages: a front and a back!  

To get to the back, in the bottom right corner, there will be page numbers.  Click on page 2. 

 

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 donôt need to make a hundred different files in order to mail our post cards to a hundred different people.  

For this we use the mail merge feature.   

Mail merge is a TOOL and so, should be found in the tool menu. 
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1. We are going to generate our mailing list by importing addresses from an Excel file.  You want to be sure that the option 

ñuse an existing listò is the one we have selected and then click on the next step text (it is blue like a website link) 

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.   
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3. Next you will notice that you have a set of fields that you can put into the post card.  Letôs first delete 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.   

 

 

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). 
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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.  This will mean that you wonôt 

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   

 

  

 

 

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.  Letôs practice using logo for Kirkwood.  Open a 

web browser and go to www.google.com. 

 



24 
 

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. 

 

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.   
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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.   

 

 

But sizing images is just one of the many powerful features that Publisher can use for image manipulation.  Letôs work with a 

new blank document and see what some of the many features of Publisher are.  

Hold down and push the button.  Choose blank page sizes (any page size should do) and then hit open. 

  

http://images.google.com/imgres?imgurl=http://www.aprilhoff.info/Images/Computers/Ctrl-02.gif&imgrefurl=http://www.aprilhoff.info/painting.html&usg=__Zclg7vgQUNkSFMUA3B9-tDy4bz8=&h=481&w=819&sz=207&hl=en&start=2&tbnid=aAZKOPm3kz1JtM:&tbnh=85&tbnw=144&prev=/images?q=control+key&gbv=2&hl=en
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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.   

In the clip art menu, you 

can search for any type 

of image.  I 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. 

 

  




