Publisher 2003

Workbook - Foundation Level

2
O
A
2\
W
@)
O
A
2
o
5
D)
pry
o)
5
>
Q
3
)
e
-
¥
9)
2
Q
R
®
0
o)
3

I} ‘ CHELTENHAM
| 9




PAGE 2 - PUBLISHER 2003 - FOUNDATION LEV EL WORKBOOK

© 1995-2010 Cheltenham Courseware Pty. Ltd.
All trademarks acknowledged. E&OE.

No part of this document may be copied without written pemission from Cheltenham Courseware unless produced
under the terms of a courseware site license agreement with Cheltenham Courseware.

All reasonable precautions have been taken in the preparation of this document, including both technical and non-
technical proofing. Cheltenham Courseware and all staff assume no responsibility for any errors or omissions. No
warranties are made, expressed or implied with regard to these notes. Chetenham Courseware shall not be
responsible for any direct, incidental or consequential damages arisingfrom the use of any material contained in this
document. If youfind any errors in these training modules, please inform Cheltenham Courseware. Whilst ev ery effort
is made to eradicate ty ping or technical mistakes, we apologisefor any errorsy ou may detect. All courses are
updated on aregular basis, so your feedback is bath valued by us and will help us to maintain the highest possible
standards.

Sample versions of courseware from Cheltenham Courseware

(Normally supplied in Adobe Acrobat format): If the version of courseware that you areviewing is marked as NOT
FOR TRAINING, SAMPLE, or similar, then it cannot be used as part of atraining course, and is made available
purely for content and style review. This is to givey ou the opportunity to preview our courseware, prior to making a
purchasing decision. Sample versions may not be re-sold to a third party.

For currentlicenseinformation
This document may only be used under the tems of the license agreementfrom Cheltenham Courseware.
Cheltenham Courseware reserves the right to alter the licensing conditions at any time, without prior notice. Please

see the site license agreement available at: www.cheltenhamcourseware.com.au/agreement
Contact Information

Australia / Asia Pacific / Europe (ex. UK)/ Rest of the World
Email: info@cheltenhamcourseware.com.au
Web: www.cheltenhamcourseware.com.au

USA/ Canada
Email: info@cheltenhamcourseware.com

Web: www.cheltenhamcourseware.com
UK

Email: info@cctglobal.com
Web: www.cctglobal.com

GHELFENHAM

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ply. Ltd. 1995-2010 www.cheltenhamcourseware.com.au



PAGE 3 - PUBLISHER 2003 - FOUNDATION LEV EL WORKBOOK

COURSE BASI S .t e e et 5
LK 0 I =T = 3T PR 5
D LR L L= = 1= PN 5
TRE MBNU Bl ... .t et et ettt e et ettt et e et et et e et et et eaaes 5

B LR e o N = =1 TP 6
BRI = N1 U ERl = = | 6

B A LER Lo (o | B ST T 6
[T =Y YT =Y 1= N T 7
OPBNING RIS, .t ettt 7
SAVING RIS .. e 7
(011011 0o B T L= 9
INSTALLING THE SAMPLE FILES ..t titititititittt ittt e et et et et e e ettt ettt ettt e e et et et et et et et aaeaaaans 9
MICROSOFT PUBLISHER 2003, ..o ittt et e ettt e e e e et raaas 10
GETTING TO KNOW THE PUBLISHER ENVIRONMENT ....uuittititetete et et eeet s et et eae e eaeaeee e e eae e eeneaeeaeaaananns 10
Using the PUblication VWENGOW ..........ouueiii e e e e e e ae s 10
ﬂ USING e TASK Pan@ .. ... e 11
Using the PUDliCation GallEry...........ouuiiii e 12
USING the SEAIUS BaAI... ... it et e e e e e eanns 13
GETTING TO KNOW PUBLISHER T OOLBARS ...t ttittiittttttttt ittt e e e e e et et et et et et ettt st et et e e e e e b et et et aaaaes 13
ﬂ USING TOOIDAIS. ...t et 14
(7= T = T 2P 16
Using the ASK @ QUESHION BOX..... ittt et 16
Using the Microsoft Offilee ASSISIANL ..ot i 17
WORKING WITH PUBLICA TIONS L. ettt et e aaaas 21
UNDERSTANDING THE NEW PUBLICATION TASK P ANE ..\ vttt ettt a e aaas 21
Using the New Publication TaSK Pane..........cooouiiiiiiii e 21

ﬂ CREATING A PUBLICATION FROM A D ESIGN T EMPLATE ...\ttt ittt ettt et et et aearenare e naaananas 21
ADDING PERSONAL INFORMATION .11ttt it ttttttetetetetetet et ettt st e ettt et e s s e e et et et et et et et et e s ea et sarare e e rerenetnenanas 24
CREATING OR OPENING AP UBLICATION .. uuitititiitt it et e e et ettt e e et e e e e e e e e et e e e et ea e eaneaas 27
Creating a New Blank PUbliCation............oooiiiiiiici e e e e e e e 28
Creating a Publication froman Existing Publication................ccooiiiiiiiiiii e 28
gCreaﬁng aPublication froma TemMPIate. .. ... 28
Opening an ExistingiPublicationm,.............. ... S . 00 29
(lag oToXyv 1o o= VAV oY o [ Do YoiWT g =Y o | AN Y SR o DR 1 N 0 Ry 29
Importing a Word docuiment into a'pre-selected design............... b i 29
UNDERSTANDING THE BASIC FILE SEARCH TASK PANE... ... . busssmmmesiileeer e eenerannseneneneenenenees een i 30
UNDERSTANDING THERESEARCH TASKPANE ..ol ..ol i 32
MANAGING A PUBLIC ATION ..tttk e bt e et et et et et eh ettt ettt e e e e s bae et et et e e ee et eese e taa b e eenananas 34
Saving Summary Information .. L. e b T, L O 34
Saving a Publication @as @ PICIUTE. ........oovuuii i e e aaaees 35
Savinga Publication aSa WED Page ... ....oiuiiiiiaii e 35
Saving a Backup Copy of @ PUDIICAON..........iiiiii e 36
DESIGNING A PAGE ... ..o ittt et e et et ettt e et e e e e e eaaas 37
UNDERSTANDING THE PUBLICATION OPTIONS TASK P ANE ...ttt 37
Using the Publication Options TaSK Pane.........cc.uiiiiiiiiiiiic e e 37
Using QUICK PUBIiCation OPliONS. .. ... it e e e e e e e ae s 37
UNDERSTANDING THE PUBLICATION DESIGNS TASK P ANE ...ttt et e e e e e 38
UNDERSTANDING THE COLOR SCHEMES TASK P ANE ... .ttt aaaas 39
Using the Color SChemes TasK Pan€... ... e 39

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ply. Ltd. 1995-2010 www.cheltenhamcourseware.com.au



PAGE 4 - PUBLISHER 2003 - FOUNDATION LEV EL WORKBOOK

Creating and Deleting @ Custom ColOr SChEMB.........iiiiiiii e 40
UNDERSTANDING THE FONT SCHEMES TASK P ANE .. ..ot 42
UNDERSTANDING THE STYLES AND FORMATTING TASK PANE ... ottt 43
USING BACKGROUNDS ...ttt ittt ettt et e e e e e e et ettt ettt ettt e ettt e e et e et et et et et e e e e et e e s e s e s e et e tenananas 46

SETTING UP A P AGE . ... e ettt e e 48
UNDERSTANDING PAGE LAY OUT AND NAVIGATION ... uititititititt ittt e e e e et e e tet et et et e s are s e e saaanaaanas 48
USING RULERS AND GUIDES ...tuttitiiiiit et e e et e e et et et ettt ettt e et et e e et e e et et et et e e et e e e e s e et e et aaaaanas 51
ADDING HEADERS AND FO O T ER S .ttt ettt ettt ettt e e e et et et et et et et ettt s e et e e ettt aaaanas 53

USING TEXT TOO LS ot et et e e et et et et e et e et e e e e ebaanas 54
U SING T EXT B OXE St titititititiii ittt e e e e e ettt ettt e et e et et et et et et e e e e e et e e et et aeaanas 54
LS T3 N I T 3 = = Yo = 55

m FINOING TOXL. ..ottt ettt et e 56
(O] =0 LTS = = | L PP 57
APPLYING LANGUAGE O P T IONS &t tititititititetetetet ettt ettt ettt ettt et s et et e b et et et et et et et e et e e s e ettt ettt e aananas 58

Y= a1l R g [T = Ta Yo U= Yo =TSP 58

@ USING the TNESAUIUS. . ..ceeeet ittt ettt e 59

USING HYPNENATON ... et e e e et e ettt e e et eees 59
USING UNDO AND RED O 1.ttt ettt ettt ettt et et e ettt e et et et et et e e et et e et e et aaaaanas 60
COPYING, CUTTING, AND P ASTING .. tititititititit ittt ettt ettt sttt et et e et e e e b et e b e b aes 61

Copying and Pasting TeXt OF @N ObDJECT........viuuuiiiiiii et a e araens 61

Cutting and Pasting TeXt Or @n ODjJECL .......iiiiiiii e e 61
UNDERSTANDING THE CLIPBOARD TASK P ANE ... ittt ettt ettt ettt e e e e e e et e e aaaaees 62

SENDING AND PRINTING THE PUBLICATION ...ciiitiii ettt ettt as 64
S = N T N 1= o U =10 1 T N 64
Sending the Publication t0 @ Mail REGPIENT.........oiiiiiiii e 64
Sending the Publication as an AttachmeNt ..........ooiiiiii e 64
Previewing the Publication in your INteret BrOWSE.........ccvuuieiii i 65

USING P RINT P REVIEW ..uitiiitiitit ittt ettt e et et e et e e e e e et et e e et e e et e e et e e e et e e et e e e naaaees 66

Previewing the PUBIICAtION ..o e 66
PRINTING THE PUBLICATION ...ttt ittt ettt ettt et e e e e et et e et e et e e et e et e et e et e e e e e e et e e et e e e e et e eneae e eaaenees 67

USING the PNT DIAIOGg BOX . .uiiiiiiiiiieiiiei et e e e e e e e e et e e e eaen s 67

SAMPLE

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Pty. Ltd. 1995-2010 www.cheltenhamcourseware.com.au




PAGE 5 - PUBLISHER 2003 - FOUNDATION LEV EL WORKBOOK

Course Basics

Toolbars

The Title Bar

o The title bar is displayed along the top of almost all program, folder and dialog box window s.
It is used to display information such as the name of the application (or folder) and the
document you are w orking on. Information w hich is displayed here may vary. The example
show n illustrates the title bar for a program called Microsoft Word, inw hich a document
called Documentl has been opened or saved:

'-'_E. Document] - Microzoft Word

File  Edit “iew Inset Fommat  Toolz  Table  Window  Help

The Menu Bar

¢ The menu bar is located under the title bar, and contains a series of drop down menus. The
example show n illustrates the Microsoft Word Menu Bar:

FEile Edit “iew Inzert Format Toole Table 'Window  Help

To execute Menu commands

e In most cases, you are asked to use the mouse to execute a series of menu commands
(e.gipkile > SavesAs). Whatjthis means isfthat yourselectFile fromithe main menu;
followed by Save As:

ii§ Document - Microsoft Word

[ Page Setup...
& Print.  ChlP

Properties

¥
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The Tool Bar

e The tool bar contains a series of icons, which allow you to achieve a desired effect as
quickly as possible. Inthe example show n, taken fromthe Microsoft Word Formatting
toolbar, to make the selected text bold, you w ould click on the Bold icon:

‘I O * ¥

1= ::£;£§|,;f‘t‘£,

P— —

Formatting
Y Momal + Bald + Times Mew Roman = 12 =

+
+

The Status Bar

o Most application window s have a status bar displayed along the bottom of the window . In
the example illustrated, taken from Microsoft Word, the status bar conveys information about
the page w ithin the document w hich you are w orking on, along w ith other relevant
information:

Page 1 Sec 1 13 Ak 1.3 Ln 3 ol 1 REC TRE ExT ©OWYR English

The Scroll Bar

¢ When a program or folder needs to display information w ithin a window , two sets of scroll
bars may be displayed along the bottom and right side of the window . By using the scroll
bars it is possible to move to any position within a document and also w ork on a document
many times bigger than your physical screen size.

To move up and down within a window (usmg the scroll bar)
Il upw ardsyi ds-pc

scroll
move dow
ical s

rrow at the bottom of

To move right to left within a window
e To move to the right-hand side of a window, click on the right-hand arrow on the horizontal

scroll bar:
e To move to the left-hand side of awindow , click on the left-hand arrow on the horizontal

scroll bar:
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File Management

Opening Files
¢ Fromthe main menu, select File > Open command or click on the Open icon and select the
required file from the dialog box displayed:

File | Edit “iew |nzert Fommat Toolz  Table !
[ Mew.. Ctrl+h

|I# Qpen... l\> Chrl+0
e

Cloze

Dpen | 7] x|
|3 My Documents =l & @ @ X i - Teds

Lok in
Mame
8 | ) Adobe
Hiskor =) My eBooks
! LQ My Music

o (2] My Pictures
nﬁ 2 My Received Files

< J 2
e | =
5|

Fies of Eypei |4l Fiies (*.*)

-

Qpen
Cancel
el

e Usethe Look in drop-down menu to select the drive or folder w hich contains the file you
want.

yen button.

To save a new document

e Fromthe main menu, select File > Save command or click on the Save icon and fromthe
dialog box displayed select the required folder. Enter a file name and then click on the Save
button:
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m Edit  “iew Inzett Formmat  Tool:  Table
[ Hew.. Crl+M
= Open.. Cirl+0
Cloze
|u Save l“} Chil+5
'
Save bs.

e After you have saved the file for the first time, clicking on the Save icon w ill automatically
save your document w ith the filename you gave it. It does not give you the option to
rename.

To save a document under another name and/or location

e The Save As command can be used to save a file under a different name, to save a file in a
differentw ord processor format, or to save a file to a different drive and/or folder. Fromthe
main menu, choose File > Save As command.

Note: The File > Save As command w ill rename the document on the screen so that you
can keep the earlier version, as w ell as saving any changes you have made.

To create a new folder in which to save your document
e C(Click onthe Create New Folder icon, displayed w ithin the Save As dialog box.

e This will display the New Folder dialog box. Enter the name of the new folder, and then
click on the OK button:

Save n: Il;] My Documenks 3 & @ Kg - Tools+

o

@i File name: Puew Document.d )
" . ; Iew ument, doc _ﬂ e
“Places Save as bpet [word Document (* doc) =l Cancel J,

Note: The folder will be created under the current folder.
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Closing Files
e Click on the Close Window icon displayed at the top-right of the document window . Be
sure to click on the Close Window icon, (as opposed to the Close icon):

Type a question for help = %

Cloze Window

Installing the Sample Files

e Use Windows Explorer to create a folder called Publisher 2003 Foundation Samples, in
the My Documents folder.

e Copy the sample files for this course to the My Documents\Publisher 2003
Foundation Samples folder.

o [f these files have been copied to your netw ork server, then ask your trainer/supervisor for
more information about how to copy these files to your PC'’s hard disk.

SAMPLE
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Microsoft Publisher 2003

Getting to Know the Publisher Environment

Using the Publication Window

Start Microsoft Publisher 2003.

Notice there are tw 0 active areas, the New Publication Task Pane on the left, and the
Publication Gallery on the right.

In the New Publication Task Pane, click on Publications for Print:

MNew from a design

Publications For Print:
» 'eb Sites akd E-mail
& Design Sets

» Elank Publications

Look at the various Quick Publication template options in the Publication Gallery:

Quick Publications :I

Heang

Flmaprt e b

NQuick Publicﬁccessory Ba“ublication ‘

Clickon,Accent Box Quick Publication, located in the"Publication Gallery.

Notice how the Publication Gallery closes to display the selected publication inthe
Publication Window, and haw the 'Status Bar has appears at the bottom of the
Publication"Window .

Note: If the Personal Information dialog box appears, select Never show this dialog when
starting a new publication. Click OK. This will be covered in a later exercise:

¥ Mever show this dialog when starting a new publication

x|
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¢ Fromthe main menu, select File > Close to close the publication.

M Using the Task Pane
e Inthe New Publication Task Pane, click on Publications for Print.
e Clickon Accent Box Quick Publication, located in the Publication Gallery.

o [f the Task Pane is not visible, fromthe main menu, select View >Task Pane (youwill see a
check mark beside it w hen the Task Pane is visible).

o Look at the Quick Publication Options Task Pane, w hich automatically appears w hen you
select the template.

e Look at the task options available on this pane.
e Clickthe Other Task Panes down arrow to display all Task Panes available:

[Quick Publication Dptions "’H@x ;Il

@ Other Task F'anesl

o Select Help.

e Look at the task options available on this pane.

e Click the Other Task Panes down arrow and select Search Results.
e Look at the task options available on this pane.

e Clickthe Other Task Panes down arrow and select Clip Art.
¢ If a dialog box opens asking you to add clips to the Organizer, click Later.
e Look at the task options available on this pane.

e Click the Other Task Panes down arrow and select Research.
e Look at the task options available on this pane.

¢ Clickthe Other Task Panes down arrow and select Clipboard.
e | o0k at the task options available on this/pane.

e, Click the Other Task Panes dow n arrow and select New Publication.
e .l ook at the task options available on this pane.

o C(Clickthe Other Task Panes down arrow and select Find and Replace.
e Look at the task options available on this pane.

e Clickthe Other Task Panes down arrow and select Graphics Manager.
e Look at the task options available on this pane.

e Clickthe Other Task Panes dow n arrow and select Design Checker.
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Look at the task options available on this pane.

Click the Other Task Panes down arrow and select Apply Master Page.
Look at the task options available on this pane.

Click the Other Task Panes down arrow and select Background.
Look at the task options available on this pane.

Click the Other Task Panes dow n arrow and select Publication Designs.
Look at the task options available on this pane.

Click the Other Task Panes dow n arrow and select Styles and Form atting.
Look at the task options available on this pane.

Click the Other Task Panes down arrow and select Font Schemes.
Look at the task options available on this pane.

Click the Other Task Panes dow n arrow and select Color Schemes.
Look at the task options available on this pane.

Click the Other Task Panes dow n arrow and select Mail and Catalog Merge.
Look at the task options available on this pane.

Fromthe main menu, select View > Task Pane to hide the Task Pane.
Fromthe main menu, select View > Task Pane to display the Task Pane.
Notice the last Task Pane view ed is the one that is displayed.

Click the Back button on the Task Pane four times (until you reach the Quick Publication
Options Task Pane):

Mail and Catalog Merge * X
5(_‘lagg':k merge type

Noticeshow you are scrolling through the most recentlysused Task Panes.
Close the publication:

M Using the Publication Gallery

To display the Publication Gallery, click on Publications for Print fromthe New from a
design list displayed on the New Publication Task Pane:
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New Publication v x

New from a design

>
>
»>

Dresign Sets
EBlank Publications

To show the Publication Gallery, select Advertisements fromthe New from a design
sub-menu list:

x

Mew Publication v X

I ®
Advertisements

New from a design

»  Publications for Print -
Guick Publications
Advertisements
Award Certificates
Banners

Brochures -
4| | v

New

] Elank Print Publication

9] Slank Web Art Emphasis Adwvertisement
#| Elank \Web Page

£} From existing publication...

Open

AIAER T EMEAT NEL ik
2] TOC Business Card.pub Gy P

ZB] hitpef fww. Fitday . com|
.ﬁﬂ Invitation_Sample 2.pub

u
= Mare...

[ ]

The Publication Window will now be displayed on the right side of the window .

Using the Status Bar

Clickthe Open button on the Standard toolbar.
Inthe Open Publication dialog box, select Business Card.pub from the Publisher 2003
Foundation Sam ples folder.

Click Open.

To display the Status Bar, fromthe main menu, select View > Status Bar (you will see a
check mark'beside it w hen,the Status Bar isfalready visible).

To hide the Status Bar, fromthe main menu, select View > Status Bar (youwill not see a
check mark beside it w hen the Status Bar is hidden).

Close Business Card.pub.

Getting to Know Publisher Toolbars
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M Using Toolbars
Select Blank Print Publication fromthe New section of the New Publication Task Pane:

New

a

Blank Prink Publicaiﬁ' n

#] Elank Web Page

£}] From existing publication. ..

Select View > Toolbars.
Look at the toolbars with checks next to them. These toolbars are displayed by default:

View | Insert

Farrnak

Tools

Table

At

Master Page

Task Pane

Two-Page Spread

ChrHF1

Chrl+M

| Toolbars

3 | Standard

5 Rulers

Zoom

Special Characters

Baseline Guides

[
"

Boundaries and Guides  Chrl+3hift+0

Header and Footer

<«

Crrl+Shift+

Ch+F7

Formatting
Conneck Text Boxes
Measurement
Objects
Picture
> Task Pane

Swordart

Select View
Select View

Select View
Select View

Select View
Seleet' View

toolbar.

Select View
Select View

Select View
Select View

Select View

> Toolbars
> Toolbars

> Toolbars
> Toolbars

> Toolbars

> Toolbars

> Toolbars

> Toolbars

> Toolbars
> Toolbars

> Toolbars

Cuskamize. ..

> Standard to hide the Standard toolbar.
> Standard again to display the Standard toolbar.

> Farmaiting to/hide the For matting toolbar.
> Formatting again to display the Form atting toolbar.

> Connect Text Boxes to hide the Connect Text Boxes toolbar.
> Caonnect Text Boxes again to display the,Conneect Text.Boxes
>Measurement to display the Measure ment toolbar.

>Measurement again to hide the Measurement toolbar.

> Objects to hide the Objects toolbar.
> Objects again to display the Objects toolbar.

> Picture to display the Picture toolbar.
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Select View > Toolbars > Picture again to hide the Picture toolbar.

Select View > Toolbars >WordArt to display the WordArt toolbar.
Select View > Toolbars >WordArt again to hide the WordArt toolbar.

Position your mouse over the dotted vertical line at the left of the Standard toolbar:
PO ESEHSISRITE%9 ™

Click and drag the toolbar dow n towards the Publication Window so it becomes a floating
toolbar:

NEHSSGRIVE s BRI I-O-
-G RS =T B QR @

Drag the Standard toolbar back to its original position above the Form atting toolbar.

Position your mouse over every button on the Standard toolbar to see the descriptive tool
name:

Standard
DEHS IV &% BB 9™
B-C- B E Tl -Q Q@

Prink Prewview

Position your mouse over every button on the Form atting toolbar to see the descriptive tool
name:

Formatting
Marrmal »  Rockwel

Create Text Box Link|

Position your mouse over every button on the Objects toolbar to see the descriptive tool
name:
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Select Objects

I

B0 s E
[] »

¢ Close the publication.

Getting Help

Using the Ask a Question Box
e Type the words Office Assistant in the Ask a Question Box at the top right of your screen:

| Office Assiskant .

o Press the Enter key on your keyboard.
e Click on the first Help Topic it displays.
e Look at how the Microsoft Publisher Help dialog box displays answ ers:

' Microzoft Office Publisher Help

. Click the'Gallery tab, and then click Bac
Mext until vou see the Assistant you wank,

Mote The Assistants shown on the Gallery tab are the
only Assistants available for Office 2003,

¥ as this information helpful?

ves | mo |
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e Close the Microsoft Publisher Help dialog box.

Using the Microsoft Office Assistant

e Click on the Help menu and select Show the Office Assistant fromthe sub-menu, as
illustrated:

Help i

@I Microsaft Office Publisher Help  Fi

[ sonveamenen ) |

icrosaft Cffice Online

Conkack Us

heck For Updates
Detect and Repair. ..
Activate Product, .

Customer Feedback, Options, ..

About Microsoft OFfice Publisher

e Todisplay ask a question, click on the Office Assistant:
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o View the results of your query in the Search Results pane:

Search Results r x

©NEEA

30 results Fram OFfice Online E’a

@ selerct a different OFfice =
Assistant

Help = The Office Assiskant

@ Troubleshaot Help
Help = Getting Help
@ Turn the Office Assistant
sound on or off
Help = The Office Assiskant
@ About tips and messages from
the Office Assistant
Help = The Office Assiskant

-

Search

|Microsoft Office Online | v|

|H|:|w do I use the OFfice Assists
@ Can't find it?

e To activate the Tip of the Day, right click your mouse on top of the Office Assistant and
select Options:

Choose F\ssis!ant. »

Anirnate!

th W Da! startup ¢ OX.
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Office Assistant

Galery  Options |

IV Use the Office Assistant
[ Help with wizards ¥ Move when in the way
|v Display alerts v Make sounds
[ Search for both produck and programming help when programming

Shaow Eips about
[ Using Features maore effectively [ only show high priority tips
" Wsing the mouse more effectively [v-Show the Tip of the Day at skartup!

™ kevhoard shartcuts Reset my bips |

oK I Cancel |

¢ Now you will change the default paperclip image to another image provided in the gallery.
¢ Right-click on the Office Assistant and select Options... fromthe pop-up menu

OR fromthe Office Assistant dialog, click on the Options button

What would you like to do?

Options Search

e Click on the Gallery tab in the Office Assistant dialog box.
e C(Click on the Next button until The Dot image is selected:

Office Aszsistant E

| Options I
You © Il through th
e v e finished =

assiskants b e <Back and utkons
r assistank, K button,

When you nesd help of any kind, just
give me a click)

e electronic frontier? !to

transform into any shape, the Dot will always point you
in the right direction.

<Back |

oK Cancel

e C(Click OK to close the dialog box.
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e You observe that the Office Assistant image has now been changed:

¢ Right-click on the Office Assistant and fromthe pop-up menu, select Hide:

.

Opkions. ..

Choose Assistant. ..

Animakte!

e Exit Publisher 2003.

SAMPLE
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Working with Publications

Understanding the New Publication Task Pane

M Using the New Publication Task Pane
e Open Publisher 2003.

e The New Publication Task Pane is displayed by default w hen you open Microsoft
Publisher.

To display the New Publication Task Pane (if it has been closed)
¢ Fromthe main menu, select File > New:

| New Publication v x

New from a design
» Publications for Print
» ‘Web Sites and E-mail

» Design Sets
»  Elank Publications

New

_] Blank Prink Publication

#] Blank \Web Page

[#]]] From existing publication, ..
Dpen

2] InvitationSample. pub

j More...

e main , choos e >Clos

Select Publications for Print fromthe New from a desigh menu, located on the New
Publication Task Pane:

Mew from a design

Publications For Prink
Wieh Sites araiE-mail

Design Sets
Blank Publications
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e Look at the templates available in the Publication Gallery for every itemon the
Publications for Print menu.

e Click on Publications for Print again to collapse the menu:

New from a design

(20 Fuiblications For Prink

Advertisements
Buward Certificates
Banners
Brochures
Business Cards
Business Farms
Calendars
Catalogs
Envelopes

Flyers

Gift Certificates
Greeting Cards
Impart \Ward Documents
Invitation Cards

Labels
| etterbsad

e Select Web Sites and E-mail fromthe New from adesign menu, located on the New
Publication Task Pane:

Mew from a design

» Publications For Prink
Sikes and E-mail
Design Sets
EBlank Publications

¥
-
-

o Look at the templates available in the Publication Gallery for every item on the Web Sites
and.E-mail menu,

¢ Clickam\Web Sites and E-mailiagain to collapse the menu:

Newfrom a design

» Publications For Prink
v webStedand E-mai
o wWeh Sites
E-rnail
- Design Sets
» Elank Publications
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Select Design Sets fromthe New from a designh menu:

MNew from a design

» Publications For Prink
= Web Sikes and E-mail

T
= Elank Elicatinns

Look at the templates available in the Publication Gallery for every itemon the Design

Sets menu.

Click on Design Sets again to collapse the menu:

MNew from a design

» Publications For Print
» Web Sikes and E-mail

'
Maﬁr Sets

Personal Stationery Sets
Special Event Sets
Fundraiser Sets
Haliday Sets
Wie've Moved Sets
Restaurant Sets
Special Paper

¥ Blank Publications

Select Blank Publications fromthe New from a design menu:

MNew from a design

»  Publications for Print
» eh Sites and E-mail
»  Design Sets

L5l =rk Publications

at the templa
ions
lank

Clicko

es availab

the Publjcatio or eve

toco th

itemon the
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MNew from a design

» Publications For Print
» Web Sites and E-mail
» Design Sets
L
Full Page
‘Web Page
Paostcard
Business Card
Eiook Fold
Side Fold Card
Top Fold Card
Tent Card
Poster
Banner
Index Card

e Fromthe main menu, select File > Close.

Adding Personal Information

e Select Publications for Print fromthe New from a design drop-down menu:

Mew from a design

Publications For Prink
» Web Sites a k E-mail
» Design Sets

» EBlank Publications

e Scroll dow n and select Postcards fromthe Publication Type list:

VIPLE

e Fromthe Postcards drop-down list, select Invitation:

MNew from a design

Ervelopes -

Paper Folding Projects

Prugra%

Resumes
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New from a design

Mewsletters -
Paper Falding Projects
Postcards

Informational

Sperial Offer

Sale

Ewent

Holiday %w Invitation

Holiday Greeting

Haoliday Thank ¥ou

Thank. ¥ou

we've Moved
Announcernent

Rerminder =

o Locate the Layered Bars Invitation Postcard:

Lavered Bars Invitakion
Poskcard

e Clickon it. If you are a first time user of Microsoft Publisher, a Personal Information dialog
box will open.

Note: If you are not a first time user of Microsoft Publisher, you can still enter/edit your
personal information. From the main menu, select Edit > Personal inform ation to display

SAMPLE
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Click Update to save your changes and update this personal information set in your publication,
Select a personal information set:
[Privery Busness ]|
~ Personal information For this set
Py name: Tag ne or motto:
[ [You business tag line here.
Jab or position tithe:
| [ Include color scheme in this set
Oroanization name: Select a color scheme:
| IFIUraI e d
Address: [ Logo
Phone, Fax, and e-mai:
Update el | hep |

e Select the Home/Family fromthe Select a personal information set drop down list:

Select a personal information seks
Primary Business j

Primary Business
Secondary Business
Other Crganization
HomeFamily

e Type your name in the Name area.

o Type your address in the Address area.

e Type your e-mail address in the Phone/fax/e-mail area.

e Type Home in the Organization name area.

e Type There's no place like home in the Tag line or motto area.
e Type House Member in the Job or position title area.

o« Checkithe Include color scheme in this set box;.

e Fromthe color schemes drop-dow n menu, select Sagebrush:

e Click Update.
e Fromthe main menu, select Insert > Personal Information >Logo.

e Click the Wizard button > .
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e ClickLogo Options onthe Logo Designs Task Pane.
o Fromthe New or existing area, select Inserted Picture:

New or existing

Publisher desian | 1rzerted pictn%

e Clickthe Choose picture button.

e Locate your Publisher 2003 Foundation Sam ples folder.

e Select MyHouse.JPG.

e C(licklInsert.

e Click the Save button on the Standard toolbar.

¢ Inthe Save As dialog box, locate your Publisher 2003 Foundation Sam ples folder.
e Type Invitation in the File name box.

o C(Click Save. A dialog box will ask you if youw ant to save the logo in your selected personal
information set:

Microsoft Office Publisher B3

3 | ouhave modified the logo in this publication, Do you want to save the new logo to the Home(Family personal
information set?

es Mo |

e Click Yes.
o Fromthe main menu, select Edit > Personal Information.
e Notice that your logo has been added to your personal information set:

e (lick Cancel.
e Fromthe main menu, select File > Save to save your publication.
¢ Fromthe main menu, select File > Close.

Creating or Opening a Publication
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Creating a New Blank Publication

Click the Blank Print Publication link on the New Publication Task Pane:

New
d BIankPrin;’Eublicatinn
#] Elank Web'+hge

£}] From existing publication...

OR click the New button on the Standard toolbar.

Close the publication.

Creating a Publication from an Existing Publication

Click the From existing publication link on the New Publication Task Pane. This wiill
open the Create New from Existing Publication dialog box.

Locate and select Business Card.pub fromthe Publisher 2003 Foundation Samples
folder.

Click Create New.
Fromthe main menu, select File > Save As.
Inthe Save As dialog box, type Business card 2.pub in the File name field:

File narme: IBusiness Card 2.pub ﬂ Save TI
Save as bype: IPuinsher Files (*.pub) j LL

1

Click Save.
Close the publication.

M Creatifg a Publieation from a Template

Open Publisher.
In‘the"New/ Publication Task'Pane, click Tem plates in the New from~a‘design list:

New from a design

» Publications For Print
» eb Sikes and E-mail
» Design Sets

» Elank Publications

L
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Locate and select the template you w ant.

Note: Since all Publisher templates are displayed in the New Publication Task Pane, there
will only be templates in the New from a design area if you have previously created
customized templates. Otherw ise, the Tem plate category will not be listed.

Opening an Existing Publication

In the Open area of the New Publication Task Pane, click More. Locate and select the
Business card.pub file fromthe Publisher 2003 Foundation Sam ples folder, and click

Open:

Open
|£-|_’| Publication3. pub
El] Invitationsample.pub

=
| Mare,.

OR click the Open button on the Standard toolbar. This opens the Open Publication
dialog box.

Close the publication.

Importing a Word Document

Fromthe main menu, select File > Import Word Document. This opens the Import Word
Document dialog box.

Locate and select the file Sample.doc fromthe Publisher 2003 Foundation Sam ples
folder.

Elick,OK.
Close'the Publication\w ithout/saving the changes.

Importiag a Word document into/a pre-selected design

Click Publications for Print in'the New from a design list:

New from a design

Publications for Print
‘ieeh Sites and B aail
Design Sets
Blank. Publications

Templates

L A
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e Select Import Word Documents:

Mew from a design

Advertisements -
Award Certificates

Banners

Brochures

Business Cards

Business Forms

Calendars

Catalogs

Envelopes

Flyers

Gift Certificates

Greeting Cards
Irnpork Word Doc
Irrvitation Cangs
Labels
Letterhead
Menus
Mewsletters
Paper Folding Projects =

o Select the Accent Box Word Document design template fromthe Publication Gallery:

3

Accent Box Word Document

e This opens the Import Word Document dialog box.

€3 Understanding the Basic File Search Task Pane

e Inthe New area of the New Publication Task Pane, choose Blank Print Publication.
¢ Fromthe main menu, select File > File Search.

o Fromthe Basic File Search Task Pane, you can search for files on your computer based
on the file name or text in the file:
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: Basic File Search v X

Search for:

Search text:

|

(@) search Tips...

Other Search Dptions:

Search in:

|Selected locations | v|
Results should be:
|Selected file bvpes | v|

Fast searching is currently disabled
Search options...

See also

ﬂ Advanced File Search
i, Research
&3 Find in this document. ..

e Type Business Card in the Search text field:

Search for:

Search bext:

|Business Card

@) Search Tips..,

e Click the dow n arrow next to the Search in box and select the Publisher 2003 Foundation
Sam ples folder.

e C(Click the dow n arrow next to the Results should be box and select Publisher Files.

Results should be:

Selected file bypes

Anything
OFfice Files

: Outlook Tkems
O E-Mail Messages | ™
1| | »

e Inthe Search for area of the Task pane, click the Go button:
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Search for:

Search bext:

|Business Card

oFie

arch Tips...

o Clickon Business Card.pub in the Search Results list.

OR click the dow n arrow next to the file in the Search Results list.

e Select Edit with Microsoft Publisher:

2h] Business Card.pub =
L@ Edit with Microsoft Qffice Publisher R‘

1 Mew From this File

Copy link ko clipboard

S5 Properties

Note: By clicking the dow n arrow next to the file, you are given more file options to w ork
with.

e The Business Card. pub file will open in another Publisher window .
e Close Business Card.pub.
e Exit Publisher.

€3 Understanding the Research Task Pane

e _Open, Publisher.
¢ Inthe'New area/of the New Publication Task Pane, choose Blank Print Publication.

o _Todisplay the Research Task Pane, clickthe Research button on the Standard toolbar. Q
OR fromthe /main menu, select Tools /> Research

OR'click on'the Other Task Pane down arrow on the Task Pane, and'select'Research from
the list.

o Fromthe Research Task Pane, a new Publisher 2003 feature, you can search for
information on the internet, utilizing a wide array of research tools such as dictionaries,
thesauruses, encyclopedias, and much more:
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| Research ¥ X
(& | &

Search for:

| |
Al Reference Books |:|

@sex [~ | [@]~]

Type fext fo fook uyp i 8 vamely
of research and reference
Farvicar,

You can also prass AL T and chck
3 word b start a rearch.

-
by Get services on Office Marketplace
ﬁ Research options. ..

Note: Youwill need an internet connection to use this tool.

e Type the word Budgets in the Search for textbox, located on the Research Task Pane:

: Research * x
Search for:

|Budgets |
|.ﬁ.II Reference Books | v|

o To performa query in a particular online location, select Encarta Dictionary from the drop

dow n menu:
”“Mr SIrCh L E

the results of your query:

Search for:

|Budgets

&l Reference Books
Ll ReFerene ooks

Thesaurus: English (LLE.)
Thesaurus: French (Canada)
Thesaurus: Spanish {Spain-Modern Sork)
Translation
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: Research v X
Search Far
|Budgets |

| Encarta Dictionary: English {Markh A* v|

@[] (@]

= budg-et {noun) d

budg et [ buijat ]

1. summary of income and
spending

an often itemized estimate of __|
incorme and spending, For
example, of & country or
campany, during a specified
period,

2. plan for allocating

resources

a plan specifying how
resources, for example, time
or money, will be spent or
allocated during a particular
oeriod j

Note: Clicking on the Research options link at the bottom of the Research Task Pane
allow s you to further customize your online searches to include a greater variety of online
reference books, research sites, and financial sites.

o Close the publication.

Managing a Publication

Saving Summary Information
e Open the Invitation.pub file fromthe Publisher 2003 Foundation Sam ples folder.
o Fromthe main menu, select File > Properties to display the Properties dialog box.

SAMPLE
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Invitation_Sample 1 good.pub Properties

General  Summary IStatistics | Cantents I Zuskam |

Title:

Subject:

Manager!

|
|
Author: |
|
|

Company

Cakegory:

Keywords;

Commenks:

Hyperlink I
base:

Template:

Ok, I Cancel |

Type your name in the Author box.

Type Home in the Company box.

Click OK.

Fromthe main menu, select File > Save to save your publication.
Close the publication.

Saving a Publication as a Picture

Open Business Card.pub fromthe Publisher 2003 Foundation Samples folder.
Fromthe main menu, select File > Save As. This opens the Save As dialog box.
Click the dow n arrow on the Save as type drop-down menu.

Select a format with a picture extension, such as JPEG File Interchange Format.
Click Save.

Close,Business Card.pub wjiithout.saving any changess

Saving a Publication as a Web Page

Open Business Card.pub fromthe Publisher 2003 Foundation Samples folder.
Fromthe main menu, select File > Save As. This opens the Save As dialog box.
Click the dow n arrow on the Save as type drop-down menu.

Select Single File Web Page (*.mht; *.mhtml).

Click Save.

Close Business Card.pub.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ply. Ltd. 1995-2010 www.cheltenhamcourseware.com.au



PAGE 36 - PUBLISHER 2003 - FOUNDATION LEV EL WORKBOOK

Saving a Backup Copy of a Publication
e Open Business Card.pub fromthe Publisher 2003 Foundation Samples folder.

¢ Fromthe main menu, select File > Save As:

File IEdit Wiews Insert Format  Tools  Table  Arrange
Zhrl+M

Mew, ..

1
[ Open... ChrlHC
[ Close Chrl+F4

Import Word Document., ..

A save Chrl+5

}

File Search...

e This opens the Save As dialog box.
e Enter Business Card Backup in the File name field.

¢ Click Save.
e Close Business Card Backup.pub, and exit Publisher.

SAMPLE
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Designing a Page

Understanding the Publication Options Task Pane

Using the Publication Options Task Pane

e Start Microsoft Publisher 2003.

e Open Invitation.pub fromthe Publisher 2003 Foundation Samples folder.

¢ Notice the Publication Options Task Pane is now the Postcard Options Task Pane.
e Onthe Postcard Options Task Pane, click Multiple in the Copies per sheet area:

Copies per sheet

by

e Fromthe main menu, choose File > Save.
e Close the publication.

Using Quick Publication Options

e Inthe New from a design area of the New Publication Task Pane, select Publications for
Print.

e Select Accent Box Quick Publication fromthe Publication Gallery.
e Fromthe main menu, select Format > Quick Publication Options

OR click on the Quick Publication Options link in the Publication Designs Task Pane:

22| Color Schemes

A? Font Schemes

o Select Small picture at the top fromthe Layout area on the Quick Publication Options
Task Pane:
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Quick Publication Options * x
J Quick Publication Options

|=¥ Publication Designs

3| Color Schemes

A2 Fonk achemes
Layout

-

o Observe that the new layout has been applied to your publication.
e Close the publication w ithout saving the changes.

Understanding the Publication Designs Task Pane

e Open the Invitation.pub file fromthe Publisher 2003 Foundation Sam ples folder.
¢ Click the Publication Designs link on the Publication (Postcard) Options Task Pane:

A7 Fonk Schemes

e Scroll through the different designs available.
e Locate Five Blocks:
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Five Blocks

e Clickon it.

¢ Notice how the postcard has changed but the color scheme has remained the same based
on your personal information set.

o Locate Layered Bars:

Lavered Bars

e Clickon it to return to your original design.
e C(Click the Save button on the Standard toolbar.
e Close the publication.

Understanding the Color Schemes Task Pane

Using the Color Schemes Task Pane
e Open the Invitation.pub file fromthe Publisher 2003 Foundation Sam ples folder.
e Fromthe main menu, select Format > Color Schemes

or Task ‘M on pe [ select COE
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e Click the Save button.
o Close the publication.

Creating and Deleting a Custom Color Scheme

e Openthe Business Card 2.pub file fromthe Publisher 2003 Foundation Sam ples folder.
¢ Fromthe main menu, select Format > Color Schemes.

o Select Green fromthe Apply a color scheme area of the Color Schemes Task Pane.

e C(Click the Custom color scheme link at the bottom of the Color Schemes Task Pane. This
opens the Color Schemes dialog box:

Color Schemes
Standard Custom'
—Scheme colors "~ Preview
Current T
Main: B 1
Accent 1: | I- vl
Accent 2: I |:| vl
Jaama
Accent 3: I |:| vl
Accent 4 I | II:l vl
Accent 5: I |:| vl
Hyperlink: | | I- vl
Follawed hypetlink: || I- vl
—Sample
IMain Text
Hyperlink Text
ml Followed Hypetlink Text
QK I Cancel |

o slintheMain area ofthe ColoflSehemes dialog boxjselectBlack ffom the New drop'down
menu:

Color Schemes

Accent 1;

Accent 2;

E;IIIIII
EIIIII
Elack HEEENE e

EOOEENNE -
E0000EEO| B

Accent 3

Accent 4;

Accent 5 tMore Colars...

Fill Effects...

Hyperlink:

=]

IR 11700¢

Followed hyperlink:
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Click the Save Scheme button. This opens the Save Scheme dialog box.
Type Custom Scheme in the text box:

Save Scheme E3

Twpe a name for your custom color scheme:

ICustDm Scheme

oK I Cancel

Click OK.
Click OK again to close the Color Schemes dialog box.

Now you will delete the custom color scheme you just created. To accomplish this, click the
Custom color scheme link at the bottom of the Publication Designs Task Pane. This
opens the Color Schemes dialog box.

Click the Standard tab.
Select the Custom Scheme fromthe list of Available schemes.
Click the Delete Scheme button:

Color S5chemes E

Standard | Custam I

 Available schemes "~ Preview

(Cuskom)
Alpine

Aqua

Betry

Black & Gray
Black & \Whites
Bluebird
Brown
Burgundy
Cavern
Citrus

Clay
Cranberry
Crocus

3

H

Diark Blue
Desert
Egaplant

Main Text
Hyperlink Tezk
Fallowed Hyperlink T 2xE

Click Yes to close the Micros oft Office Publisher warning dialog box:

Microzoft Office Publisher

\y Are you sure you want ko delete this colar scheme?

es I\\%ITI
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e Click OK to close the Custom Color Schemes dialog box.

e Fromthe main menu, choose File > Save As.

¢ Inthe Save As dialog box, type Business Card Exercise.pub in the File name field.
e Clickon Save.

¢ Close the publication.

Understanding the Font Schemes Task Pane

e Openthe Business Card Exercise.pub file fromthe Publisher 2003 Foundation Sam ples
folder.

e Fromthe main menu, select Format > Font Schemes

OR click on the Other Task Pane dow n arrow on the Task Pane, and select Font Schemes
fromthe list.

e Inthe Font Schemes Task Pane, click Data.

e Now youwill duplicate a font scheme. Click the dow n arrow next to the Data scheme.
Select Duplicate Scheme:

ata
Courier New Bo
Al

Apply Scheme

Update Scheme ko Match Current Publication

| Duplicate Scheme o |
by

Rename Scheme

Delete Scheme

e This opens the Duplicate Font Scheme dialog box.

atacopy P L E
e Click OK.

Dupllcate Font 5¢' ne
e Now youwill update the font scheme you just duplicated. Click the dow n arrow next to Data

Wﬂﬂ h'

o Select Update Scheme to Match Current Publication. The duplicated scheme wiill take on
the formatting of the font scheme in the current document.

| Cancel |
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Now you will rename the Data Copy font scheme. Click the dow n arrow next to the Data
Copy fontscheme.

Select Rename Scheme. This opens the Rename Font Scheme dialog box.
Enter Data Duplicate:

Rename Font Scheme |

Existing Font Scheme name:

IData Copy

Mew name For Font Scheme:

|Data Duplicate|

(0] 4 I Cancel

Click OK.

Now you will delete the Data Duplicate font scheme. Click the dow n arrow next to the Data
Duplicate fontscheme.

Select Delete Scheme. This opens a dialog box asking if you're sure you want to delete the
scheme.

Click Yes.
Close the publication w ithout saving the changes.

Understanding the Styles and Formatting Task Pane

Open the Business Card Exercise.pub file fromthe Publisher 2003 Foundation Samples
folder.

Fromthe main menu, select Format > Styles and Formatting

OR'click on the Othler Task Pame dow n arfow on therTasksPane, and select Stylesyand
Formatting fromthe list:
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‘ Styles and Formatting ~ X

Pick formatting to apply

Cleat Fotmatting =
Address
Body Text
Hormal
Organizatio
Title

Show: | &l Styles }\’!‘1

 Creste new style

See also

Font Schermes. ..

e Clickthe Create new style button on the Styles and Formatting Task Pane. This opens
the New Style dialog box:

¢ Inthe Enter astyle name field, type New Style.
e Click on the Font button.
e Select Arial Black fromthe Font drop dow n menu, and click OK:
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e Click OK to close the New Style dialog box.
¢ Now youwill modify the style you just created. Click the dow n arrow next to New Style:

Pick formatting to apply

Clear Formatting
Address
Body Text
New Style []

e Skyle ..

Rename ...

Deleke ...

Update to match selection

S)dfy !!pens t dify S ialg
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Madify Style [=]
Salact style to change: ~Click to change 1
e Font ...
Style based on:
|Nnrmal ﬂ Characker spacing ...
Style For the Folowing paragraph: Paragraph ... |
|New Strle ﬂ [Bullets and numbering ...
Horizontal nes ...
Tabs ...
~ Sample
—
— Arial Black
—
—
Arial Black 14
~ Description
Mormal + Arial Black, 14k, Bold, Center
coes_|

¢ Click on the Font button.

¢ Inthe Font dialog box, select Blue fromthe Color drop dow n menu, and click OK.

e Click OK to close the Modify Style dialog box.

e Now youwill rename the style you just modified. Click the dow n arrow next to New Style.
o Select Rename. This opens the Rename Style dialog box:

Rename Style [ 7| x|

Rename style:

Itest j

Ta:

|Sam|:-le Text

OK& I Cancel |

e Inthe To box, enter Sample Text.

e Click OK.

e Now youwill delete the style.' Click the dow/n arrow next to Sam ple Text.
o Select Delete,

o This opens adialogrbox asking if you're sure you want to delete the style.
e Click Yes.

¢ “Closethe publication w ithout'saving ‘the changes.

Using Backgrounds

e Open the Invitation.pub file fromthe Publisher 2003 Foundation Sam ples folder.
¢ Fromthe main menu, select Format > Background.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ply. Ltd. 1995-2010 www.cheltenhamcourseware.com.au



PAGE 47 - PUBLISHER 2003 - FOUNDATION LEV EL WORKBOOK

o Select 30% tint of Accent 1 in the Apply a background area:

Apply a background

CINT 11 I

Mare colors. 2ne: vint of accent 1 |

¢ Notice additional color options in the selected Background are displayed.
o Click the first Gradient fill (horizontal) tile:

Mare colors, .,

¢ Close the Task Pane:

44 o Background

Apply a background
[ e e LB

e C(Click the Save button on the Standard toolbar.
e Close the publication.
e [Exit Publisher.

SAMPLE
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Setting up a Page

Understanding Page Layout and Navigation

e Start Publisher 2003.

e Open the Invitation.pub file fromthe Publisher 2003 Foundation Sam ples folder.
e Fromthe main menu, select File > Page Setup.

e Click on the Layout tab:

Page Setup

Layout | Printer and Paper I

Publication bype

Page size —Preview ———

Biooklet “ -

Business card 1/2 page Letker

Cuskam 1/4 page A4 j

Envelope =SS

Folded card

Index card Width: |5.5"

Lahel

Height: |4,25"

Prinking options ———————  Orientation
Prints 4 copies per sheet A = Portrait
2 columns of 2 ' Landscape Postcard (14 Page Letter)
Change Copies Per Sheet. .. I

oK I Cancel I Help

Publication tvpe —————

Booklet
Business card

In the Page size area, select 1/2 page Letter:

Page si;gg — ———

14 page Letter
112 page Letker

Click OK.

In the displayed dialog box, click Yes.

Look at the different publication types available in the Publication type area:
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Notice how the placeholders on the Postcard w ere reformatted to suit the new layout.
Fromthe main menu, select File > Page Setup.

In the Page size area, select 1/4 page Letter.

Click the Change Copies Per Sheet button on the Page Setup dialog box.

Inthe Small Publication Print Options dialog box, check the Print one copy per sheet
option button:

[5mall Publication Print Options

f* Print ane copy per shest

£ Bink multiple copies per sheet

—Spacing

Mumber across: 2 Mumber down: 2

Side Margir: IU" ﬁ
TiEE Mt IU"—iI
Horizontal Gap: ID"—iI
Wertical Gap: IU—ﬁ

Page size: 5.5" x 4,28"

Paper size: g.5"x 11"

Restore defaults | K I Cancel

Click OK.

Click OK again.
In the displayed dialog box, click Yes.
Click on page 2 in the Page Navigation area:

& FPage Mawvigation
2
it

Fromthe main menu, select Insert > Page.
In the Insert Page dialog box, click OK:

Insert Page

mber of new pages:

Create one text box on each page

" puplicate all ohjscts on page: |2

(a]4 I Cancel |

Notice you now have three pages listed in the Page Navigation area.
Click on page 1 in the Page Navigation area.
Fromthe main menu, select Edit > Go to Page.
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e Typein3:

Go To Page E
{30 ko page IE

‘¥our publication has 3 pages, numbered 1
through 3.

o4 I Cancel

e Click OK.
¢ Fromthe main menu, select Edit > Delete Page.
e Clickon page 1 in the Page Navigation area:

Page 1

e C(Click the dow n arrow on the Zoom box on the Standard toolbar:

800%
400%:
200%:
150%
100%:

BEY E

S0%
3%
25%s
10%
Whole Page
Page Width

e Select 75%.
e Click the dow n arrow on the Zoom box on the Standard toolbar.

e C(Click the Save button on the Standard toolbar.
e Close the publication.
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Using Rulers and Guides

e Open the Invitation.pub file fromthe Publisher 2003 Foundation Sam ples folder.
e Fromthe main menu, select Arrange > Layout Guides.

e Clickonthe Grid Guides tab in the Layout Guides dialog box.

e Inthe Grid Guides area, add four (4) column guides and three (3) row guides:

Layout Guides

Margin Guides  Grid Guides | Baseline Guides I

— Column Guides —Presiew

Columns: IE’ i’
Spacing: ID.2" ﬁ
—Row Guides————————————
Raows: |3 i’
Spacing: ID.2“ i’

[ Add center quids betwesn
columns and rows

Ok I Cancel | Help |

e Notice how the Preview area displays the positioning of the new guides.
e Click on the Baseline Guides tab of the Layout Guides dialog box.
o Ensure that the Spacing and Offs et fields are both 12pt:

Layout Guides [ ¥]

Margin Guides | Grid Guides  Bassline Guides |

Spacing: ﬁ
Offset: |12|3t ﬁ

|'H0rizonta| Baseline i Presiew

e Click OK.
e Fromthe main menu, select View >Master Page.
e Scroll over the left grid until your mouse cursor turns into the Adjust cursor:
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Click and drag the grid guide so it's closer to the left margin.

Fromthe main menu, select View >Master Page to return to your publication.
Fromthe main menu, select View > Baseline Guides to see the baseline guides.
Fromthe main menu, select View > Baseline Guides to hide them.

Fromthe main menu, select Arrange > Ruler Guides > Add Horizontal Ruler Guide.
Fromthe main menu, select Arrange > Ruler Guides > Add Vertical Ruler Guide.
Drag the horizontal ruler guide to above the Invitation Title:

to the bound

d Guides ag i t

Fromthe main menu, select Arrange > Ruler Guides > Clear All Ruler Guides.
From the main menu, select View > Rulers to remove them.

Click the Save button on the Standard toolbar.

Close the publication..
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Adding Headers and Footers

e Open the Invitation.pub file fromthe Publisher 2003 Foundation Sam ples folder.
¢ Fromthe main menu, select View > Header and Footer.

e Clickthe Show Header/Footer button on the Header and Footer toolbar to swap to the
Footer:

Header and Footer ~
£ [ 9 @ Close
&)
Show Header|Fooker

e Clickin the Footer placeholder.
e Typein Bring a Plate!:

i:DDtEr'
]

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

—a

.

e Click the Close button on the Header and Footer toolbar.

o Close the Task Pane if it is open.

e Fromthe main menu, select View >Boundaries and Guides to hide the boundaries and
guides (if they are visible).

e C(Click the down arrow on the Zoom box on the Standard toolbar.

e Select Whole Page.

e (Click the Save button on the Standard toolbar.

e Close the publication.

e Exit Publisher.

e Open Publisher once again, and open Invitation_Sample 1.pub fromyour Publisher 2003
Foundation Sam ples folder to view an example of w hat your publication should look like.

o« Exit'Publisher w ithout saving fthe changes.
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Using Text Tools

Using Text Boxes

o Open Publisher.

e Select Blank Publications fromthe New from a design menu, located on the New
Publication Task Pane.

o Choose Full Page fromthe list:

Mew Publication v X
©)L6)

New from a design

»  Publications for Print
» Web Sites and E-mail
»  Design Sets

»  Blank Publications

Web~Fage
Postcard
Business Card
Book Fold

In the Publication Gallery, click on Full Page:

ull Page %
N~ A

Click'the, Text'Box.button onithe Objects toolbar ﬁ

OR fromthe main menu, select Insert > Text Box.

Click and drag the text box to the desired size:
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¢ Click inside the text box to enter text:

Ol ------------ o

]
CE Texk Biox 9
T [« o]

Enter the follow ing text inside the Text Box:

Thisishow you enter text into a Text Box.

Select the text, and click the Bold button - on the Form atting toolbar.
Select the text, and click on the Center button

on the Formatting toolbar.

Close the publication w ithout saving the changes.

Using Find and Replace
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Finding Text

e Openthe Business Card 2.pub file fromthe Publisher Foundation 2003 Sam ples folder.
e Click in the business card.

e Fromthe main menu, select Edit > Find.

e This will display the Find and Replace Task Pane:

Find and Replace s
Find or Replace

® Find
0 Replace

Search for

Find what:
| =
Find options

] Makch whole word anly
[] Match case

Search:

See also
ﬁi Research
(@ Help with Find and Replace

OR select Find and Replace fromthe Other Task Pane drop-dow n list

OR press the Ctrl + F key combination.

e Type Grade in the Find w hat box.
e Click the Find Next button to search for the text:

Search for
Find what:

press the Ctrl + H key combination.

e Type Subject in the Replace with box:
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Search for
Find what:
|Grade | - |
Replace with:
|Sul:-ject | - |

¢ C(Click the Replace button to replace the single highlighted occurrence.
e Inthe displayed dialog box, click OK.

e Click the Save button on the Standard toolbar.

¢ Close the publication.

Checking Spelling

e Open Final Invitation.pub fromyour Publisher 2003 Intermediate Samples folder.

¢ Adjust the zoomto 100%.

e Clickin the main body copy text box.

e Check the spelling of the w ord officially. Change it so that the spelling is now officialy.

e Clickthe Spelling v button on the Standard toolbar.

e When the Check Spelling dialog box appears, click the Change button to correct the
spelling of officially:

Check Spelling: English [L1.5)

Mok in dickionary:

Iofficialy Ignore | Ignove &l |

Change to: officially Change Change &l |
Suggestions: officially add Close |

official

~'A KA

o Click'Yes to cheekithe remainder of the publication:

| Microsoft Office Publisher [ x]

\lj) Publisher has finished checking this stary, Do wou want ta check the rest of your publication?

es Mo |

e Click OK:
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Microsoft Office Publisher E3

The speling check is complete.

Fromthe main menu, select Tools > Spelling > Spelling Options. This opens the
Spelling Options dialog box:

Spelling Dptions E3

v Check speling as you type

[+ Flag repeated words

[~ Suggest from main dictionary anly
¥ Ignore words in UPPERCASE

[ Ignore words with numbers

¥ Ianore Internet and file addresses

oK I Cancel |

Check the spelling options you w ant to apply.

Click OK.

Fromthe main menu, choose File > Save as.

Enter My Final Invitation as afile name. Click Save.
Close the publication.

Applying Language Options

Settiag the Language

Open'My Final Invitation.pub fromyour Publisher 2003 Intermediate Sam ples folder.

Click the mouse inside a text box.
Fromthe main menu, select Tools > Language > Setilzanguage. This opens the
Language dialog box:
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Language

Mark selected text as:

English (Zimbabwe)

Estanian =
Faeroese

Farsi

Filipino

Finnish LI

ok & I Zancel |

e Select English (U.S.) fromthe list.
e C(Click OK.
e Fromthe main menu, choose File > Save.

M Using the Thesaurus
e Select the word officially in the main body copy text box.
e Fromthe main menu, select Tools >Language > Thesaurus.

e Fromthe Research Task Pane, click on the dow n arrow to the right of the synonym,
formally.

e C(lickInsert:

: Research v X
Search for:

|0FFiciaIIy |
| Thesaurus: English (U.5.) |V|

|= Thesaurus: English {(11.5.)
[=I formally {adv.)

formally

VIPLE

ose the Task Pane.
¢ Fromthe main menu, choose File > Save.

Using Hyphenation
e C(lick inside a text box.
o Fromthe main menu, select Tools >Language > Hyphenation.
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e Uncheckthe Automatically hyphenate this story box:

[~ automatically byphenate this story

Hyphenation zone:  |0.25" ﬂ

Manual... | oK I Cancel |

e Click OK.

e (Click the dow n arrow on the Zoom box on the Standard toolbar.
e Select Whole Page.

e Fromthe main menu, choose File > Save.

e Close the publication.

Using Undo and Redo

e Start Publisher, and open Business Card 2.pub fromyour Publisher 2003 Intermediate
Sam ples folder.

o Delete the words Teacher, All, and Employee fromthe business card.

2 - to undo the deletion of Employee

e C(Click the Undo button once on the Standard toolbar
OR fromthe main menu, select Edit > Undo

OR press the Ctrl + Z key combination.

e C(Click the dow n arrow on the Undo button on the Standard toolbar.
e Select the last tw o0 actions, as illustrated to undo the deletion of All and Teacher:

Undo 2 actions k

e\ Click the Redo button on the Standard toolbar “13 to delete Teacher again
OR fromthe main menu, select Edit > Redo

OR press the Ctrl +Y key combination.

e Click the dow n arrow on the Redo button on the Standard toolbar.
e Click the last tw 0 actions, as illustrated to delete All and Employee again:
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o -lw-6-18 9 =

Redo 2 actions

¢ Close the publication without saving the changes.

Copying, Cutting and Pasting

Copying and Pasting Text or an Object
e Open Business Card 2.pub fromyour Publisher 2003 Intermediate Sam ples folder.
e Click on the picture on the business card to select it:

e Click the Copy button on the Standard toolbar =2

OR fromthe main menu, select Edit > Copy

OR press the Ctrl + C key combination.

e Click the Paste button on the Standard toolbar IE

OR fromthe main menu, select Edit > Paste

ORDp the C key c tion.
. e publica ithout saving th es.

Cutting and Pasting Text or an Object

e Start Publisher, and open Business Card 2.pub fromyour Publisher 2003 Intermediate
Sam ples folder.
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e Click on the picture on the business card to select it:

e Click the Cut button on the Standard toolbar a'
OR fromthe main menu, select Edit > Cut

OR press the Ctrl + X key combination.

e Click the Paste button on the Standard toolbar IE
OR fromthe main menu, select Edit > Paste

OR press the Ctrl +V key combination.

¢ Close the publication without saving the changes.

Understanding the Clipboard Task Pane

e Open My Final Invitation.pub fromyour Publisher 2003 Intermediate Sam ples folder.
e Fromthe main menu, select Edit > Office Clipboard.

e [f there is anything on the Office Clipboard, click the Clear All button at the top of the Task
Pane:

(2 of24- Clipboard

e Click the Copy CF button on the Standard toolbar.
¢ Notice the party hat picture has appeared on the Office Clipboard.
e Click on page 2 in the Page Navigation area.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Pty. Ltd. 1995-2010 www.cheltenhamcourseware.com.au



PAGE 63 - PUBLISHER 2003 - FOUNDATION LEV EL WORKBOOK

e Click the party hat on the Office Clipboard to paste it:

L2l :

¢ Click and drag the inserted picture to the bottom-left corner of the postcard (make sure the
picture stays within the blue margin guides).

Note: If the margin guides are not visible, select View >Boundaries and Guides to display
them.

o Close the Clipboard Task Pane.

e Fromthe main menu, select View >Boundaries and Guides to remove the guides.
e Fromthe main menu, choose File > Save.

¢ Close the publication.

e Exit Publisher.

SAMPLE
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Sending and Printing the Publication

Sending the Publication

Sending the Publication to a Mail Recipient

e Start Publisher, and open My Final Invitation.pub fromyour Publisher 2003 Intermediate
Sam ples folder.

e Fromthe main menu, select File > Send E-Mail > Send This Page as aMessage:

& My Fmnal Invilation pub - Miciosall Publishes - Print Public ston

© Fle bt Wew Jnssrt Foomat  Tocls  Tabk Apengs  Window  Help yps & questonfor help -

T | E RN WY R A R AL - YA
= -

A Il (TR R xR RCIEEES S .\':\‘&'é'é'_%ﬁl'l
Diisend Accoptst | @ - WS, A ! B w ) omens, -
... | |
... |
Subject: |
(2]
=2
@
4
=] (o7 . w |
N “}(IIILM&QAIITW'LS. .}{1{1’1‘.],.
EY
(&
=
0
= ’Bfwmwmlrr invined 1o e Sclly ik 35-12 54567
heuzawarming pary of ha cennry!
L Witk ol of my clocert frimnd, fis party ol stk Bsmad con
will mansform iy nerw house i my e
home.
Dae: 05/Z8/02

Toa: 700 pan Please REVF by Moy 15l

Teu all know whars R v howse &

e Open My Final Invitation.pub fromyour Publisher 2003 Intermediate Sam ples folder.
o Fromthe main menu, select File > Send E-Mail > Send Publication as Attachment:

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Pty. Ltd. 1995-2010 www.cheltenhamcourseware.com.au



PAGE 65 - PUBLISHER 2003 - FOUNDATION LEV EL WORKBOOK

£8 Untitled - Message (HTML) =] B3 I

' E,Ije- -.Ed.it Wiew Insert Format  Tools  Actions  Help
§|TimegNawE{'oman -||[1'El -||i| B I U|E==i=t

Eéiﬂgend|nc_cougtsvlua| % Q_a@“& @ | G a/|_é ]

I
4
i)
hd)
il
[f

e

8y @) Bowens. & @OF |
|

|| This message has not been sent.

e ||
G | |

subect: |
 attach.., I_|@.M_filjaI.Invit_ation..Du_bt'lDl_KE‘.l. attachment Optians... |

¢ Close the email message w ithout saving the changes.

€3 Previewing the Publication in your Internet Browser
Fromthe main menu, select File > Send E-Mail > E-Mail Preview:

s Tilhe - Mecrondt Irfeinet Explorer

3.

Fio Gl vew Fevorts Tods e
IAEx = 'E].a.'hh:'m R I L T I T
AdhEE |8 ] C-\Docurmds o] SeitrasiHekiatlon Seltng e iy (reeet el T _m

e Close the brow ser window.
o Close the publication.
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Using Print Preview

Previewing the Publication

Open My Final Invitation.pub fromyour Publisher 2003 Intermediate Sam ples folder.

Prior to printing, you can see how each page in your publication will look by using Print
Preview .

Fromthe main menu, select File > Print Preview :

My Final Invitation.pub [Preview] - Microzoft Publizher EEE‘I

ﬁ =T EE | @E% - % | Chal_ﬂEe Cgp.ies Per Shest... || %Iose 2

Click the Page Dow n button % on the Print Preview toolbar.
Click the Page Up button - on the Print Preview toolbar.

Click the Multiple Pages button B on the Print Preview toolbar.

Click the Multiple Pages button B on the Print Preview toolbar.

Select the 1x1 option.

Click the Change Copies Per Sheet button on the Print Preview toolbar.
Look at the print options available:
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[Small Publication Print Options

+ Prink one copy per shest

£ Prink multiple copies per sheet

—Spacing

Mumber across: 2 Mumber down: 2

Sidle: Margin: IU ﬂ
Tiop Margin: I—j
Haorizontal Eap: I—ZI
Verticall Gap: IU—iI

Page size: 5.5in x 4.25in
Paper size! §.5in % 11in
Restore defaults | oK I Cancel
Click Cancel.

Click the dow n arrow on the Zoom box on the Print Preview toolbar:

m '||E|| Prinking Opk

1000%
B00%
B00%:
400%
200%:
150%

T5% k

BE%s
S0%a
3%
25%
10%
wWhaole Page
Page ‘\Width

Select 100%.
Click the Close button on the Print Preview toolbar.
Close the publication w ithout saving the changes.

vt Pl

Using the Print Dialog Box

Open My Final Invitation.pub fromyour Publisher 2003 Intermediate Sam ples folder.
Fromthe main menu, select File > Print

OR press the Ctrl + P key combination.

This opens the Print dialog box:
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Print

—Prinker
Properties... |

Mame: Canon Bubble-Jet B1C-4300

Status: Ready

Type: Canon Bubble-Jet B1C-4300

Where: LPT1:

Caomment: ™ Print to file

—Prink range Copies

LOW-1] Mumber of copies: I 1 3:

£ Pages: from: |1 bar | L

" Current page E Iﬂl

Iv Print Page Backarounds

Advanced Print Setkings. .. | Ok I Cancel |

e Click the dow n arrow next to the printer Nam e box on the Print dialog box.
e Select the printer you will be printing to fromthe drop-dow n menu.

o C(Click the Properties button on the Print dialog box.

o Make the print property changes youw ant.

e Inthe Print Range area, type the follow ing page numbers:

Prink range

ol
* Pages fram: |1 ko |1

" Current page

e Click the up arrow next to the Number of copies box until 3 is displayed:

e “Click'the OK'button on the'Print dialog box

OR close the Print dialog box by clicking on Cancel and then click the Print = button on
the Standard toolbar.

e C(Click the Save button on the Standard toolbar.

¢ Fromthe main menu, select File > Close.

e Click the Open button on the Standard toolbar.

e Locate your Publisher 2003 Foundation Sam ples folder.
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e SelectInvitation_Sample2.pub.

o Click Open. This is how your publication should look.
e Fromthe main menu, select File > Close.

e Exit Publisher 2003.

SAMPLE
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