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Microsoft 2010: Publisher

Introduction:

Welcome to Microsoft Publisher 2010! Publisher is a program that allows users to create
professional documents such as newsletters, flyers, brochures, gift certificates, and
business cards. This unique program includes several different pre-designed templates
that make it quick and easy to create a professional-looking document.

Accessing

Accessing Publisher 2010 can vary from the instructions below depending on the computer
you are working on because it could be either pinned to the Start menu or in the All
Programs folder.

ﬁ' Microsoft Word 2010

-l
O % Microsoft Outlook 2010
1.) From the start menu, select the icon that has =

newspapers and a “P” on it. @ Internet Explorer
L
2.) Click the icon and you will be brought to the @ Mozilla Firefox
“Getting Started with Microsoft Office Publisher

2010” or Publication Type Wizard. Al Adobe Tllustrator C54

[

Calculator

P Microsoft Publisher 2010

» Al Programs
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Getting Started

Much like other applications in Microsoft Office, you will be brought to different templates
that you can choose from for the style you wish to use.

1.) Under the “most popular” templates or “more templates” select a category from the list below
(e.g. gift certificate, banners, and newsletter).

(RIEH = -6 |5 - Microsoft Publisher I =

Home  Insert  PageDesign  Mailings  Review  View (7]

Available Templates
5 Open Installed and Online Templates El Search for templates 2

3 < £} Home

Recent |:|T
m )
Blank8.5x11" | Blank 11 x8.5" More Blank My Templates
Page Sizes

host Popular

Help

e E g B

Brochures Business Cards Calendars Greeting Cards Labels Newsletters Postcards

Mare Templates

s s R E RS Y =2 e

=/
\
\

Advertisements Award Banners Business Forms Catalogs E-mail Envelopes Flyers Gift Certificates  Import Word
Certificates Documents
5 7 = —
: s .4 = < z = '
3 & By L 2 B a5 -
Invitation Cards Letterhead Menus Paper Folding Programs Quick Resumes Signs With Mare
Projects Publications Compliments Categories
Cards
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2.) Select a template (i.e. if you choose greeting card, you’ll be brought to holiday, birthday, and
sympathy cards; see below).

Rl 5 - -5 [ad Micresoft Publisher 4 =EaE]
Home  Insert Page Design Mailings Review  View (2]
=]
. Available Templates Birthday 5
=
25 Open Installed and Online Templates = Search for templates o
) < {2} Home » Greeting Cards
Birthday = @'
Recent [—.
Birthday 1 Birthday 2 Birthday 3 Birthday 4 Birthday 5 All Birthday
Customize
= Color scheme:
Help Origin mE -
B oat Holidays Font scheme:
ptiens Custom 1
B et - Trebuchet MS -
. ey Rs, — T Cen MT
R e y Businss information:
3 < e weu S
Valentine Card Makeyourown  Mother'sDay card  Valentine Card 2 Mother's Day card Al Holidays ~ Options
valentines for kids (3 (with tulips) Page size:
design pages plus 3...
Quarter-sheet side fold -
Occasions and Events
Layout:
E i 4 B K
A4 page Happy Anniversary card Love Card coler your own - Religious Christian  All Occasions and
Birthday card for (rose) Unicorn Birthday Healing Greeting Events Create
children. Card Card
Thank You
‘?% - —
o« o & Vel
s 4 | Emmn 5

The template can be customized to your liking by changing the options located in the right hand pane.
you would like to create your own color and font schemes, simply scroll to the bottom of the list and
select “Create New”.

Customize Customize
Color scheme: Color scheme:

(default ternplate colors) H Crigin H B -
Sunrise || |Z| Font scheme:
o . Zuskam 1
Teal [ |
Technic mw Trebuchet MS v
Tidepool . Tw Can AT
Trek | Zuskorn 1 -
Tropics H B Trebuchet MS 3
Trout . . T Cen AT E
Tuscany H B - =
Urban H B - -
S~ T B Lumdg Sans
viﬂE}"Erd . . Hn.n'lc' Lntionaa.
Waterfall [ = Arichival )
Wildflower HE Georgia Bold
|Create new... |:| Georgia

Aspect
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Microsoft Publisher Workspace

The ribbon in Publisher 2010 provides quicker access to all the commands and allows for
easier future additions and customizations. You can also customize the ribbon. For
example, you can create custom tabs and custom groups to contain frequently used
commands. To help maximize the note-taking space on the page, the ribbon can also be

hidden while writing.
The Ribbon

(Rl id “‘,' = Lad Publicationl - Microsoft Publisher =i B
Home | Insert  PageDesign  Mailings Review  View o @
Cut . e _ ) T \ @ Bring Forward e—
4 . A B = |z =0 A( A bl j L‘_‘Jw = JV ar 1] 4 Fin P
_— Hacep - & Send Backwa

I ungroup | 3% Replace

L ) B 7 U x, x As- | &Y \ ==== Styles | Draw Picture Table Shapes ap L ) Cove
# Format Fainte s = o Text Box o S Tedt - |2 Align - %k Rotate lg select - Page
Clipboard s Font Styles Objects Arrange Editing
Page Navigation < il T T | AT | L Fuan 1 L o 1 tnnalBnatanaflansnnaFnaanlo o BB Lol ‘

Page ]‘_

navigation 1 E

bar | =] e 1

_ Q‘;f The ruler

E Happy Birthday

1 I
Page:1of4 | [§ 131,0.58in. =] | I% 128% % i‘ @ &

U
Magnifier

Ribbon
Like in other Office programs, the Ribbon houses several tabs that help you create your document.

Page Navigation Bar
Shows you the different pages in your publication and gives you easy access to the pages.

Ruler
The ruler is used to keep track of the length and depth of your publication.
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o A o - o
% cut e ez < A A T « A ] j ,r}. )\,j [ Bring Forward i 34 Find
3 copy l—l - 4 send Backward - 't 3¢ Replace
Paste = pg- | AV. o Styles | Draw Picture Table Shapes Wra
S FFomatpainter | B4 U % X Aav 5 = T | Jent B - P e 12 Align - ShRotate~ | [p Select -
Clipboard Font Paragraph Styles Objects Arrange Editing

The home tab is where your general resources are located. Formatting text, such as color, font,
alignment, and size, are found on this tab. From this tab you can also insert textboxes, pictures, tables,
and other shapes.

Insert Tab

R EER® a BY M 85 490Fd @ 2 28 1

Page (Catalog | Table Picture Clip Shapes  Picture Page Calendars Borders & Advertisements Draw Business  WordArt Insert Date Object Bookmark | Header Footer Page
- Pages - Art - Placeholder | Parts - - Accents - Text Box Information ~ - File & Time Mumber
Pages Tables Hlustrations Building Blocks Text Links Header & Footer

The insert tab contains buttons for adding new pages, tables, pictures, shapes, clipart, WordArt, and
other page parts that provide instant enhancement to your publications.

e Pages-- If you need to add a page to your document, click the “Page” arrow button, and select
from the drop down menu.

e Tables-- From the “Table” button, drag your pointer over the blocks until the desired size is
reached.

o |llustrations-- From the lllustrations section on the Insert bar, users have the ability to insert
pictures, clip art, shapes, and a picture placeholder option to reserve space in a project for
pictures.

e Building Blocks-- This section provides access to pre-made page parts, calendars,
borders/accents, and advertisements that are helpful in building the layout of a new project.

Page Design Tab

ol 4 By = Align T % Delete Flow Foundry Median Metro R 7
Ej =2 lj I x | [ & ] | [ Aa ﬂ @
¥ e - Guides | [§ Move u Module MM  Office BBl Opuent | oriel -
Change Options | Margins Orientation  Size | Guides —| Fonts | Background Master

Template v [ Objects ) Rename | [HI M Origin u Paper HYE Soistice Technic ! o oo

Template Page Setup 3 Layout Pages Schemes Page Background

The page design tab is used when the document settings need to be adjusted. From this tab, the user
can change the color settings, font settings, and orientation of the page.




Adding and Formatting Text

A

Inserting a textbox:

Draw
Text Box
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1.) Inthe home tab, click the “Draw Text Box” button. After you click Draw Textbox, move the tool
across the screen and click on the document where the textbox should appear. Hold the left
mouse button and draw the textbox to the desired size; a cursor will appear in the textbox after

the size is set.

2.)
a design that is appropriate for your project.

For fancier, more eye-appealing text boxes, click the page parts button on the Insert tab. Select

= Fal —
O % B BH 5 40
Page |Calendars Borders & Advertisements Drraw Business  WordArt Insert S
Parts = < Accents = < Text Box Infarmation = < File
|| Recently Used A
- 1
| = — Ht }
Ul )
Headings
Pull Quotes
Do basm galas
— 1 vehpeyiom

Formatting Textboxes:

1.) Select a textbox. The Drawing Tools tab will appear in the ribbon.
2.) The Drawing Tools Tab allows the border, shade and shadow effect of the box to be changed.

Rl 9 - ¢ - = Publication - Microsoft Publisher ‘ DTG Took HLLAU r |
Home  Inset  PageDesign  Mailngs  Review  View | Format || Format - @
[=) "< Edit Shape ~ Shape Fill = I it Gk Bring Forward = IfH Group 3] 119"
EHe @ | o =3 I
= - 09 0 o ngroup | = |1.85
~ - N Ungroup | 57 |1.
AlLLd o Edit Text C] D D - | & Shape Outline 3 P Tz b (34 Send Backward ~ If't 135
Shad Wi
G Y s | [} Change Shape - S ] L2 e

Insert Shapes Shape Styles

Effects ~ +
Shadow Effects

Effect =4
3-D Effects

Text~ |2 Align ~ ShRotate - g Measurement

Amange Size

5‘
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Changing Text Format

1.) Highlight text. Once highlighted, a purple Text Box Tools tab will appear.
2.) Click the tab and select a tool to enhance your text.

: Publisher

™ B Publication2 - Microsoft Publisher | awing Tools |‘UH_L Box Tools -'|
Home Insert Page Design Mailings Review View Format | Format |
=== 0 = .- = .
a “‘;b ba' Abckids MERY WA = e ‘A == i outine | AS 123 ﬁ
-l be === A Engrae ' e
Text Hyphenation B 7 U % x* - | AV A - Columns Margins Shadow Drop
~ Direction = Aam [ Sl & HEH - - A Emboss | cap~ ac

Text Font Alignment Linking Effects Typography
Drop Caps

The general purpose of inserting a drop cap is to aesthetically enhance your document. It is especially
useful when creating stories or articles, because it gives a very official and “bookish” beginning to your

document. For example:

orem ipsum dolor sit amet,

B

consectetur adipiscing elit. Cras Emp -
. . . ap - =
gravida blandit dolor, quis porta
Happy Bty H P e T

Ap0h ATy
EETETRE TR
EEETETRE TR EEEETRETEERE N
2amu iuua

EEETEVEETETERETE

augue ullamcorper sit amet. Duis at mauris
felis. Cras tortor nisi, eleifend nec tincidunt
et, rutrum non mauris. Nam a purus nec
dolor interdum auctor. Aenean viverra
suscipit orci ut consectetur.

i A

EEETEVEETETERETE
EEETEVEETETERETE

EEETEVEETETERETE

-
H
-

L PREETETEREE TR )

EEETEVEETETERETE

l I ApDy Ry
EETTETT)

EEETEVEETETERETE

EEETEVEETETERETE
EEETEVEETETERETE

EEETEVEETETERETE EEETEVEETETERETE

1.) To access this feature, highlight the rvey I:I:.‘:.'.“

EEETEVEETETERETE EEETEVEETETERETE

EEETEVEETETERETE

DD Rdrmhe
[EETERRE T
Muninu aun

letter you want to be designated as the il [ Sl [ S
Drop Cap. H b Ha:o-'m:l

e
nm inua anw

EEETEVEETETERETE
EEETEVEETETERETE

EEETEVEETETERETE
EEETEVEETETERETE

2.) From the “Text Box Tools” tab, select

EEETEVEETETERETE EEETEVEETETERETE EEETEVEETETERETE

the drop cap button and choose a style.

‘E Custom Drop Cap..

I I apoh Ry
2amu iuua

EEETEVEETETERETE
EEETEVEETETERETE

A0y ARy Ap0h ATy

EEETEERETETEY EETETRE TR
EEEETRETEERE N EEETETRE TR
Muninu aun

EEETEVEETETERETE
EEETEVEETETERETE

g
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EEFTETRE TR
EEETETRE TR
amu uua

EEETEVEETETERETE
EEETEVEETETERETE




Character Spacing

1.) Right click inside the textbox.
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2.) Select the Change Text command and then select Character Spacing.
3.) Under Kerning use the drop-down arrow to select Expand or Condense.

4.) Click OK when finished.

'l ™
Character Spacing A @u

Scaling

- i -
A Shrink or stretch selected text: 100% -
Tracking

IUse this option to adjust the spacing for a highlighted block of text.

kerning

IIse this option to fine-tune the spacing between two characters.

-

Mormal |E| By thiz amount: | Opt =

Automatic pair kerning
Kern text at: 14pt = and above

Sample

Happy Birthday

ShowTonIbar] [ Apply ] [ (0]4 ] [ Cancel

Happy Birthday

Very Tight

Happy Birthday

Tight

Happy Birthday

Loose

Happy Birthday

Very Loose
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Adding and Editing Pictures

™
Picture

Inserting a Picture:

1.) Click the picture button located on the Insert tab.

2.) A new window will pop up with your picture files.

3.) Browse and select the picture you want, then click “Insert”

4.) Click and drag the corners of the image to resize the image to fit the desired space.

Insert Picture gw

Organize - Mew folder = « [T @

s

[B] Microsoft Publishe—  Pictures library

Sample Pictures

Arrange by:  Folder =

——

r Favorites
B Decktop
4 Downloads

:
= Recent Places

L1

4 Libraries Chrysanthemum Desert Hydrangeas lellyfish
% Documents S in, P la™
J‘i Music i
[ Pictures
B videos i . .
“m Koala Lighthouse Penguins Tulips
1M Computer
£L Local Disk (C:)
File name: - ’Mlpicturﬁ v]
Tools - [ Insert |v] ’ Cancel ]
ke ]
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Elgl

Insert Clip Art: 0]
Clip

Art

1.) Click the Clip Art button in the Insert tab.
2.) Search for an image, and then click on the image to insert it into your document.

Editing Pictures

Publisher 2010 has editing features that can change the color, texture, border, and ools
shape of the pictures you insert. When a picture is selected, there will be a red

. ) ) Format

picture tools tab in the ribbon.
WordArt

40 e @ # E
Located under the Insert tab, a . =l =
WordArt in 2010 has more NordArt| Insert Symbol Date Object | Hyperlink Bookmark | Header F

K . i File ELTime

professional looking WordArt

Plain Word Art S5tyles =

features to transform your text, but
also kept the older styles users are & & .\
familiar with (WordArt Transform I - .
Styles).
L. & A A
A A A
A A A

WordArt Transform Styles

1k P € Wordhr
fordiy “iri S fordn

Horaps

12



Microsoft 2010: Publisher

Saving

1.) From the toolbar at the top, click the blue floppy disk.
2.) You can also go into file and go to “save” or “save as.” The “save as” command is also used for

changing locations of the document.

Print Setup

1.) Choose the printer you’d like to use.
2.) Print all pages or a certain amount.

e One page or two pages per sheet of paper?
e One sided or double sided?

e Gray scale, black and white or color?

All these options can be found under print setup. Click print and voila, you have a beautiful publication!

B = @ =
(]

HEADING

impact, use ¢

Place your message he

Exiting
1.) Remember to save first!
2.) From the file menu, select Exit OR click on the ‘X’ in the upper right corner.

Opening an Existing Document
1.) From the file menu, select the Open command
2.) From the print screen, you can also open a document.
3.) Locate the desired file using the open screen.
4.) Open.
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NOTES
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