Microsoft Publisher 203

Millsaps Colle ae | Information Technoloay SEYES

OMi crosoft Publ i sher is a powerful desktop publishi
producing professional quality documents that combine text, graphics, illustrations, and photographs. DTP
software providesdditional toolsaboveand beyondthose typically found in word processing packages,

including design templates, graphic manipulation tools, color schemes or libraries, and multiple page wizards
and templates. 6

The New Publisher Window
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[1] Objects Toolbarii shortcuts for formattin@bjectgpictures, tables, etaded in a publication
[2] Menu Barfi contains all tools for use wRlblishe20.
[3] Standard Toolbafi shortcuts for standarduBlisheractions
[4] Connect Text Boxes Toolbafi shortcutfor creating ahain of connected text boxes, also known as
a story useful for when text will not fit into one text box.
[5] Formatting Toolbarfi shortcuts for applying formatting features to thmigdion.
[6] New Publication Task Panéi allows for sel¢ion of the type of new publication to be created;
included i complete listing of every publication which Publisher can assist you with
[7] Task Pandi displays tasks according to the selected category
[8] Publication Pandi displays the selectBdbication from[6]; this is the oworkoé ar

content to your publication.



Creating a New Publication

To start a new fhlication in Publisher 2003, select the type of publication you wish to create from the New
Publication Task Paf@]. Asmentioned abova, complete listing of evagpe ofpublications included in

this pane.The list includes flyers, signs, brochures, invitations, business cards, postcards, and calendars. These
are sorted on the availability of a wizard, the bagio @éthe document, or simply a blank documtht

whichto begin.
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Wieb Sites and E-raail
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For example, en you cbosePublications for Printin the pane mentioned abpeaecorresponding list of
publications will appeartime Publication Task Paneand in thePublication Pare [see below]
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After the appropriate publication is seledteth the listin the Publication Pane this will launch the
appropriate wizard ready to lead you through choosing the properties for your document.

Letting Publisher Create the Publication foyou

With the Publisher Quick Publication Wizard, you create a layout for your quick publication. You can now
modify your publication on your own with PublisheB 284dls, or you can return to the wizard and make any

global changes to your publicati@dmodify the Design, Color Scheme, Page Size, or Lajthdut

di sturbing your content, or you can use Publisherds

Letds start a publication fr om t WeowdhQuigkiPablicatiory, usi ng
Double clickon the box around the publication.

At this point, a blank publication of the type selected will appeaPirbtioation Pane[see below].
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Place your message here. For maximum impact, use two

or three sentences.
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Notice the boxes that appear in the blank publicdiading andPlace your message herfA]. Also

noticethe layout of the publication as it corresponds to that which is selecteldeaw tRablication Task

Paneon the leffB].

Enter in the appropriate information into the blank boxes. Once completed, either select another layout design
or chooseColor Sclemesor Font SchemedC] to modify either of these in the selected publication.

Assuming you select€dlor Schemesthe following will appear in afB.

i ColorSchemes - %

By clicking on any of the color schemes,
& Cuick Publcation Options publication will be modifietd show that scheme as
=¥ Publication Designs 1
Color Schemes WI” appear-
AB Font Schemes B ) )
fpphy 3 color scheme L Pick and choose tigolor Schememost appropriate
presid r for your publication.
o
Elack & Gray

You can select any of the options to see how
publication will look with the applied color scheme

Black & White
Bluebird
Erawn
Burgundy
Cavern
Citrus
Clay
Cranberry
Crocus
Dark Blue
Desert
Eggplant
Field

Fjord
Flaral
Garnst

Once the desired scheme is in pldak on Font
Schemein aredB] .

Glacier
Green
Grove
Harbor
Heather




Font Schemes - By clicking on any of the fontr schemes, y

publication will be modified to show that scheme .
& Quick Publication Options will appear.

[ﬁ Publication Designs

Colar Schemes Pick and choose theont Schememost appropriate

A2 Font Schemes for your publication.
Apply a font scheme

T2ard: QUICK FUBIcations W] L& You can select any of the ops to see how you
Ageney M publication will look with the applied font scheme.
Lgencu B
Archival

Georgia Bold Once the desired scheme is in place, your public
Georgia e is should be complete.

Basis
Arial Bold
Arial
Binaty
Verdana
Georgia
Breve
Bodoni MT BL..
Franklin Gothic Book
Capital
PERPETUA TITLI.
Farpetua
Casual

Comic Sans M _ .
Comic Sans M5 ﬂ

Working with Objects
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The Objects Toolbar is located on the left side of the sciddnand can also float on the scrgegx]. You
can also place it with other toolbdrsthe example above, thating Objects Toolbaris specific for the
picture that is selected in fgblication Pane
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You can mouse over each icon onRlloating Objects Toolbarfor a description of the function performed.

The Objects Toolbar contains buttons thatan help you create frames, place objectsfamat your
publicatiorfor the web.

T.4—— Selects the Pointer Tool.

Inserts a Text Box into your publication
Inserts a Table

Inserts WodArt

Inserts a Picture Frame

Inserts a Line,

Arrow,

Oval

or a rectangle

Generate an Auto Shape

T IETEY”

Design Gallery for various Objects

The Accent Box Wizard

Another tool availpbl® the user is the Accent Box Wizard. dBybleclicking on the Accent Box to be
modified, alialog box will appear. From here, changes can be made to the Color and Lines, Size and Layout of
the selected accent box.



