
1 

 

Microsoft Publisher 2003 

 
 
òMicrosoft Publisher is a powerful desktop publishing (DTP) program that assists you in designing and 
producing professional quality documents that combine text, graphics, illustrations, and photographs.  DTP 
software provides additional tools above and beyond those typically found in word processing packages, 
including design templates, graphic manipulation tools, color schemes or libraries, and multiple page wizards 
and templates.ó 
 

The New Publisher Window 

 

 
 
[1] Objects Toolbarñshortcuts for formatting Objects [pictures, tables, etc.] used in a publication. 
[2]  Menu Barñcontains all tools for use with Publisher 2003. 
[3]  Standard Toolbarñshortcuts for standard Publisher actions. 
[4]  Connect Text Boxes Toolbarñshortcut for creating a chain of connected text boxes, also known as 

a story; useful for when text will not fit into one text box. 
[5]  Formatting Toolbarñ shortcuts for applying formatting features to the publication. 
[6]  New Publication Task Paneñallows for selection of the type of new publication to be created; 

included is a complete listing of every publication which Publisher can assist you with.   
[7]  Task Paneñ displays tasks according to the selected category. 
[8]  Publication Paneñ displays the selected Publication from [6]; this is the òworkó area used to add 

content to your publication.   
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Creating a New Publication 
 
To start a new publication in Publisher 2003, select the type of publication you wish to create from the New 
Publication Task Pane [6] .  As mentioned above, a complete listing of every type of publication is 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 basic design of the document, or simply a blank document with 
which to begin. 

 
 
For example, when you choose Publications for Print in the pane mentioned above, a corresponding list of 
publications will appear in the Publication Task Pane and in the Publication Pane [see below]. 
 

 
 
After the appropriate publication is selected from the list in 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 for you 

 
With the Publisher Quick Publication Wizard, you create a layout for your quick publication.  You can now 
modify your publication on your own with Publisher 2003 tools, or you can return to the wizard and make any 
global changes to your publication ðmodify the Design, Color Scheme, Page Size, or Layout- without 
disturbing your content, or you can use Publisherõs other wizards. 

 
Letõs start a publication from the beginning, using the selection highlighted above; Arrows Quick Publication.  
Double click on the box around the publication. 

 
At this point, a blank publication of the type selected will appear in the Publication Pane [see below]. 
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Notice the boxes that appear in the blank publication; Heading and Place your message here [A] .  Also 
notice the layout of the publication as it corresponds to that which is selected in the New Publication Task 
Pane on the left [B] . 
Enter in the appropriate information into the blank boxes.  Once completed, either select another layout design 
or choose Color Schemes or Font Schemes [C]  to modify either of these in the selected publication. 
 
Assuming you selected Color Schemes, the following will appear in area [B] . 
 

 

A
1 

B
A
1 

C
B
A
1 

By clicking on any of the color schemes, your 
publication will be modified to show that scheme as it 
will appear. 
 
Pick and choose the Color Scheme most appropriate 
for your publication. 
 
You can select any of the options to see how your 
publication will look with the applied color scheme. 
 
Once the desired scheme is in place, click on Font 
Scheme in area [B] . 
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Working with Objects 

 

 
 
The Objects Toolbar is located on the left side of the screen [1], and can also float on the screen [1A].  You 
can also place it with other toolbars.  In the example above, the Floating Objects Toolbar is specific for the 
picture that is selected in the Publication Pane.   
 

By clicking on any of the fontr schemes, your 
publication will be modified to show that scheme as it 
will appear. 
 
Pick and choose the Font Scheme most appropriate 
for your publication. 
 
You can select any of the options to see how your 
publication will look with the applied font scheme. 
 
Once the desired scheme is in place, your publication 
is should be complete. 

1 

1A 

 

 
 



5 

 

You can mouse over each icon on the Floating Objects Toolbar for a description of the function performed. 
 
The Objects Toolbar contains buttons that can help you create frames, place objects, and format your 
publication for the web. 
 
 

 
 

The Accent Box Wizard 
 

 
 
Another tool available to the user is the Accent Box Wizard.  By double-clicking on the Accent Box to be 
modified, a dialog box will appear. From here, changes can be made to the Color and Lines, Size and Layout of 
the selected accent box. 

Selects the Pointer Tool. 
 
Inserts a Text Box into your publication 
 
Inserts a Table 
 
Inserts WordArt 
 
Inserts a Picture Frame  
 
Inserts a Line, 
Arrow, 
Oval 
 
or a rectangle 
 
Generate an Auto Shape 
 
Design Gallery for various Objects 


