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Microsoft Publisher

Modified from
Publisher Help

Publisher is a great app for creating visually rich, professional-looking publications
without investing lots of money and time in a complicated desktop publishing application.

You can make simple things like greeting cards and labels, or more complex projects like yearbooks,

catalogs, and professional email newsletters.

Create a publication

All publications begin with a template, even if it’s a blank template. The trick is to find a template that
looks like the vision you have for your final publication. Publisher comes with built-in templates.

Click File > New, and choose one of the
Featured templates, and click Create.

To use one of the templates installed in
Publisher, choose Built-in, scroll to click the
category you want, choose a template, and
click Create.

To find a template on Office.com, use the
Search for online templates box to find
what you need. Enter “newsletter,” for
example, scroll to a template you like, and
click Create.

Save your publication

Publisher

Save your publication the first time by following these steps:

e Click File > Save As.

e |n Save As, choose where you want to save your publication.

e OneDrive is a free Microsoft service that provides password-protected online file storage.

e Other Web Locations includes websites you’ve used recently, and a Browse button to save your
publication to any website you have access to.

e Computer includes any folder on your computer.

Save As

e Add a Place lets you add an online location to save

your publication.

a OneDrive

e Enter the name for your publication, and click Save.

e After you've saved your publication once, you can E|‘:| Computer
simply click File > Save each time you want to save. —

e |f you want to change the file name or location of + Add a Place
your publication, click File > Save As, and save the
publication as if you were saving for the first time.




Add pictures to your publication
Publisher Help
Click Home > Pictures.

Use the options in the Insert Pictures dialog box to find the picture you want to use.

Add text to your publication
Add text to your publication by inserting a text box first. Most templates contain text boxes you can fill

in, but you can also add your own text boxes.

First: Add a text box
Click Home > Draw Text Box, and drag the cross shaped cursor to draw a box where you want text.

HOME

Cut il A 1 FA
N eg BB K

Copy
. { 1| Draw |Draw Vertical Pictures Table Sha
Format Paint) rewt Boxd  Test Box - i

nboard i Ohjects

Type text in the text box.

If the text you type is too long for the text box, you can make the text box bigger, or link it to another
text box.

Second: Link your text boxes
You can link text boxes so that text flows from one box to another.

When a text box has too much text, a little box with ellipses appears in the lower right of the text box.

Create a new text box.

Click the overflow indicator and your cursor -

becomes a pitcher. » l L]

Ll:urem ipsum dolor sit amet, consectetuer adipiscing

Move to the new text box and click. elit. Maecenas porttitor congue massa. Fusce
posuers, magna sed pulvinar ultricies, purus lectus
The overflow text will show up in the new text malesuada libero, sit amet commodo magna eras
box. quis urna.
| ] |

Munc viverra imperdiet enim. Fusce est. Vivamus a
Now as you add text, words flow from one text pe

. tellus.
box to another. If you run out of room in the
second box you can link to another text box, Pellentesque habitant morbi tristique senectus et
and the text will flow through all three boxes. netus et malesuada fames ac turpis egestas. Proin

pharetra nonummy pede. Mauris et orci.

- ]




Add Building Blocks to your publication INSERT | | REVIEW VIEW

Building blocks are reusable pieces of content
such as headings, calendars, borders, and |:| |;| E L

advertisements. Publisher has built-in building Picture Page Calendars Borders & Advertisernents
blocks, or you can create your own. i | Pars~ - Accents ~ -
. Building Elocks =

In the Page Navigation pane, select a page in
your publication.

On Insert > Building Blocks, pick a building block gallery.
Scroll to find a building block, or click More <gallery name> to open the Building Block Library.

Click a building block.

Print your publication

Print

Click File > Print.

Under Print, enter the number of copies to
print in Copies of print job box.

Copies of prin

=

Make sure the correct printer is selected. Print
Note: The properties for your default printer .
are automatically entered for you. Printer

. he followi @ _; bl7-2172-a on PRM-CO
Under Settings, do the following: = Ready
Make sure the correct range of pages or
sections is selected. ;

Settings

Select the layout format for printing.

IE Print &l Pages
Print the entire publicat

Set the paper size.
Set whether to print on one side of the paper or on both sides.

If your printer is capable of color printing, choose whether you want to print color or grayscale.
Click the Print button when you are ready to print.

Structure the page with layout guides

Use layout guides to organize text, pictures, and other objects into columns and rows so that your
publication has an ordered, consistent look.

Layout guides help you maintain the alighment of objects, such as pictures, text boxes, and tables. When

enabled, the layout guides give you visible guidance to align objects on the page.
Modified from
Publisher Help




Shapes, Pictures, Text Boxes, Tables, WordArt, and Grouped objects can align using their Modified from
edges or their midlines. Tables can also align using their gridlines. As you drag or resize
an object over a layout guide, the edges, midlines, and (in the case of tables) gridlines

will briefly stick to the guide giving you an indication of the guides location.

Layout guides include margin, column, row, and baseline guides.

1. Margin guides
2. Column guides
3. Row guides

4. Baseline guides

5. Ruler guides

You can use layout guides to create a grid on a master page. This grid appears on every page in your
publication where that master page is used.

Find more information about ruler guides in the Show or hide rulers article.

Set up your publication to print on facing pages (like a book)

e C(Click Page Design > Guides > Grid and Baseline Guides.
e C(Click the Margin Guides tab.
e Under Master Pages, select the Two-page master check box.

e Under Margin Guides, enter the amount of space that you want for the page margins in the
Inside, Outside, Top, and Bottom boxes.

e Set up the column and row guides
e C(Click Page Design > Guides > Grid and Baseline Guides.
e  Click the Grid Guides tab.

e Under Column Guides, enter the number of columns that you want in the Columns box, and
then enter the amount of space that you want between the columns in the Spacing box.

e Under Row Guides, enter the number of rows that you want in the Rows box, and then enter
the amount of space that you want between the rows in the Spacing box.

e Click OK.

e Create text boxes for the columns by clicking Insert > Draw Text Box — and then dragging
inside the columns that are defined by the layout guides.



https://support.office.com/en-us/f1/topic/show-or-hide-the-rulers-9e2621bd-2d43-457f-81e9-85ad44adc868?NS=MSPUB&Version=19

Set up the baseline guides

Baseline guides help you to align text that is not linked between several text boxes in columns. You can
turn the text alignment on or off by selecting or clearing the Align text to baseline guides check box
(Home > Paragraph Settings > Indents and Spacing tab).

Note: You must have a text box selected to access the Indents and Spacing tab.
e C(Click Page Design > Guides > Grid and Baseline Guides.
e C(Click the Baseline Guides tab.

e Under Horizontal Baseline, enter the amount of space that you want between baselines in the
Spacing box.

e To view the baseline guides in your publication, click View, and then select the Baselines check
box.

e In the Offset box, enter the amount of space you want between the first baseline guide and the
top margin.

Note: The offset is measured from the top margin, not the top of the text box.

Transparent Images
If you plan to overlap your images, be sure to use the keyword "transparent" in your search.

If an image does not have a transparent background you can find a "set transparent color" option on the
Format tab, under the Recolor menu. Click on the option, then click on the space you want to be
"transparent".

However, it can get awkward. Look at the two cows below. The first one came in transparent, the
second one came in with a white background that | set transparent. Look at the outline of the cow, do
you see how choppy it appears? It would probably be okay with a white background, but it's better if
you can find a transparent image.




Class Exercise 1 — Invitation (Modify template)

1. Open Publisher

2. Inthe search bar type Birthday, press Enter, or click on the search button
3. Notice the large variety of publications you can create.

e Posters, Banners, Gift Coupons, Invitations, Flyers, Wrappers, Event Signs...

New

€ Al Ubir‘thday o ‘]

Happy

60th

Birthday

MOM!

| Birthday

-

RRAQYRQ QLR 0 LR
DB IO ABTTHOS DO O8O

Event invitation flyer

Milestone birthday poster Event banner Birthday gift coupons Birthday invitations

: ( gl ! Heres the
'. PN | PARTY!

Hoppy il

Jonat fan!

Birthday party candy wrappers (... Birthday party invitations (outer... Event sign for outside Party invitation (Floral design, g... Birthday party invitations

4. Select the Party Invitation (Floral Design)

a. Ifyou don't see it on the list, open the Flowerlnvite.pub in the class files.

Party invitation (Floral
design, quarter-fold)
Provided by:  Microsoft Corporation

Use this floral design party i
birthd:

5. Click Create

o If this is the first time you've used this template, it may take a little while to download.




Modify the front

1. Right-click on the larger (purple) flower
2. From the Change Picture menu, choose Change Picture...

3. Inthe Bing Search, type Cow. Press enter or click the search button

x
Insert Pictures © 6
* From a file Browse »
Paste Options:
‘I'j l) Bing Image Search cow x
< Delete Object
Bl 5 Sove o5 Building Block.. & OneDrive - Personal Browse »
Save as Picture...
Change Picture »*| B Change Picture...

Applyto Background  » | [t Remove Picture
B8 Arange Thumbnails ¥ Reset Picture
& Format Picture |

Zoom b

B Hyperlink...

4. Click the Creative Commons option for free use images

5. Choose the cow you desire and click Insert

Online Pictures

‘ cow

Powered by b Bing

O Creative Commons only

A’

You are responsible for respecting others’ rights, including Insert (1) Cancel
copyright. Learn more here




6. Note: Since you're replacing an existing picture, you may see the original pop out.

IT Fit

] e

7. Click in a blank area to drop all the selected objects. Clear Crop

Crop

8. Click on the cow. Either from the right-click menu, or the Picture Tools | I | g
Format menu, choose the Crop tool. P T bbb

e You can tell the crop tool is on because the sizing handles will appear
as flat black guides.

e Dragthe new crop handles to change how much of the cow shows

o Click in the middle of the cow and drag her around until she fits in the shape

e Toresize, look for the white dots.

e If you get frustrated, click out of the image. Take a breath, and start again.

9. Click on the pink flower
10. Resize so it's small, and place it on the cow's head.

11. If desired, use the Recolor option on the Picture Tools Format tab

o - Picture Tools

Home Insert Page Design Mailings Review

®| [ Compress Pictures
= F - — ¥ —— T— E
=T

fya] Change Picture - - —

> = <] Reset Picture
ert - d ) Picture Styles
# ,@ c @ 1 1 | 1 ||:J 1 | 1 | 1 | 1

12. Delete the remaining flower, or find somewhere to place it on the invitation cover.

10



Modify the inside

Invitation Title

Place text here to briefly describe the event, whoiis
sponsoring the event and why it is being held. You can

also note whether an RSVP is required.

Centact person: 555 555 5555
Date: ao/oo/oo

PARTY!

Contact person: 555 555 5555
Date: oo/oo/oo

Describe your location by landmark or area of town.

Describe your location by landmark or area
of town.

1. From the Page Navigation Pane, on the left, click on page 2/3
2. Delete the flower and the stem
3. From the Insert tab, choose Online Picture

e If you're using Office 365 you may need to open the Picture menu to find the Online option.

File Home Page Design Mailings

DB B

Page Catalog Table @ Pictures Online Shapes Picture
e Pages = Pictures | =  Placeholder

Pages Tables

4. Search for Cow, choose the image you want, click Insert

X
Online Pictures
5 | cow
Powered by [» Bing
[ Creative Commons only
~
v
You are responsible for respecting others’ rights, including
copyright. Learn more here

5. From the Picture Tools Format tab, choose Send Backwards to put the cow behind the text

11



6. Center the cow
e |f needed, click on the cow

e From the Picture Tools Format tab, choose Align, Center

o If the options are greyed out, choose Relative to Margin Guides

o You'll have to open the menu again to choose center

Picture Tools Publication10 - Publisher

Format

L7 Picture Border - O4da

- =GP Picture Effects - N
Arrange  Wra

! [E] caption ~ Thumbnails Text

1 Send Backward ~

|(_ Align =

h Rotate -

Picture Styles [P Arrange

7. Modify the text box.
e C(lick inside to change the text

o If needed, click in the text to see the boundary.

e Use the resize handles in the corners and on the sides (white boxes)

e Grab the edge and drag to move around

o You can use the arrows to move the box, but make sure you've clicked on the edge to

select the box, not the text.
8. Insert the party hat
e From the Insert tab, choose Online Picture

e Inthe search bar, type Party Hat Transparent

o The Transparent is really important so we can see around the hat

o Use the resize handles to make it an appropriate size

o Use the rotation handle at the top to spin the hat to the correct angle

= That's the long line at the top of the image

Modify the back
1. Click on page 4 in the navigation pane on the left.
2. From the Insert tab, choose Picture Placeholder

a. This should give you a place holder in the center
middle of the page

3. Click on the Picture in the new Placeholder
4. Browse online pictures for Cow Bell

5. Find one you like and click Insert

Close and Save!

Page Design

g el [ L

ble  Pictures Online Shape Picture
i Pictures - | Placeholder

Mailings

ples Ilustrations

12



Class Exercise 2 — Flyer (Create new)

1. Open the Publisher file CowPuns.pub | i [l

rientation - Guides
Guides

Objects ] Rer

e Thisisanew 8.5 x 11" publication. | have added text boxes outside the s 2 Wl e
Lol
page so we can have text to work with in this file. :
Page Design

Built-In Ruler Guides

1. On the Page Design tab, open the Guides menu

2. Choose Uneven Grid 3

e If you don't see the gridlines, Click Gridlines on the View tab

3. Right-click on the bottom two gridlines (not the margin line) and choose
Delete Guide

o) = = = S
T T OIS P AT ST Y

T-_n, Paste Options:
=
i
Delete Guide
Ruler Guides...
Zoom k
4. Fit the title "30 Cow Puns That'll..." and the source into the title area defined by the grid.
e Resize the text boxes to fit the space
e C(Click inside, press Ctrl-A to select all, change the font size
o Keyboard Shortcuts to resize font: Ctrl <, Ctrl >, Ctrl [, and Ctrl ]
5. Fit the "Cows are on the top of our list..." text box into the second spacing of the grid.
e If the sizing handles are Red, your box is not large enough.
30 Cow Puns That'll Amoooose
Source: https: N wwe owid eopenp ets oom foow -puns
Cows are an the top of gur list when it comes o gur faye ivestock! 5o we had to come up with a list of puns for gur fellow ho me-
steaders to use wh en they're chatting with friends and family. Before we dive into our lst, we wanted to share a fact that we think
mvaryane should have on their radar. ks 3 cowdifferent th an a b eifer ?
Owick fun Tact about ooes v, el ars:

6. Fit the "There are so many moooves we..." text box into the bottom left section.
e Align the box along the bottom and adjust the width so it fits
e Move the guide above down to be even with the top of the text box.

o Hover over the guide until the mouse changes to arrows and drag the guide

13



7. Insert an online picture of a cow
e Use the resize handles and cropping tool to get the cow to fit into the section.
e Use the Picture Tools Format tab to change the picture

o Borders, shadows, perhaps a preset Picture Style

30 Cow Puns That'll Amoooose

Graureee hittne (e i sopesnets oo e -paims

Covws are on the top of our list wh en it comes I.ouur.[ﬂs Frwesbock! Soowe had to come up with a st of puns for our fellow home-
steaders to use wh en they're chatting with friends and family. Before we dive into our list, we wanted to share a fact that we think

everyone should hawve on their radar. b a cow different than a h eifer?
Oiick fun Tact about cows vs. hesl ars:

Cow: amature femal e bovine that has given birth to at least one or twe calv es. Colloquially, the term “cow™ & abso in reference to
the Bos W species of domestic cattle, regardless of age, gend er, breed or type. However, for most people who work with
or rase cattle, this term s not used in the same reference as previously noted.

Heifer : a female bovine {often immature, but beyond the *calf™ stage| less than 1 to 2 years of age that has never cabved. Such fe-
males, if they'we never cahved beyond two years of age may abo be called heif e etbes.

Here are amoggsing {oh yes, pun totally intended | cow puns you can regale your friends with. They might never forgive you.

There are so many mgogyss we mad e with this st of animal
puns. Some oo w jokes we loved mad & th e top of the st and oth-
ors we moved down 1o the battom, but they are all still funny
cow punz! You don’t have a cow? Hoping to move to a home
with greener pastures? D airy cows are beautiful and it will be

nice to watch out your window.
Huopefully, our fun fact ablo taught you th e difference bet ween a
cow and a heif er. We abko hope you were amposed by these 30

Buns.

Think you've heand same of these puns before? You might have
acme of d s moa.

One day, you'll find yoursel in a conversation with the perf ect
opening for one of these bad puns. And, holy cow, when you da,
bt 's{ ripy.

Rest ssured, it will be pdd ey satisfying.

14



Formatting Text Boxes Drawing Tools  Text Box Tools

1. Move the list of puns into the space on the page. e o Format
EHEE= e
. . :A C@
2. Resize the box to fill the area. 555 % :

Columns Margins  Create

e Text will not fit HEEE < Link

Al Linking
4 One Column
|.|.I.|.|.|.I.|.| I.|.|.|.I.|.|
Columns _
_— Two Columns

1. Onthe Text Box Tools, Format tab, choose Columns
Three Col s
2. Choose 2 Columns e

File Home Insert Page Design

New Page D D E L—‘& @

1. From the Insert tab open the Page menu and choose Page Cotalog Table Pictures Online Shap

Insert Blank Page = Pages - Pictures  ~
[7]  Insert Blank Page lllustratio
2. Return to the first page and select the list of puns insert Duplicate Page  stsluun Tt
Insert Page...
Linking = e
1. Click on the ellipsis (...) showing in the bottom right of the E

text box.

I il ol
Ao oo oo,

Moty .

-
o

e narms.

orw pun if it wes literally stesring

e The mouse will turn into a little pitcher. When you move it away from the text box, it will
look like it's trying to pour its contents.

2. Return to the blank Page 2
3. Click in the upper left corner to "pour" the text into that location.

4. Resize the text box so it fits the margin guides on the page, and is tall enough for the sizing
handles to turn white. This indicates all the text is showing.

Format Text Box

Continued Message Colors and Lines Size Layout TextBox AT
1. Returntopagel
. . . . Vertical alignment: Top ~ I%'
2. Right-click in the Pun list
Text Box Margins

3. Choose Format Text Box

Left: 0.04° = Top: 0.04°
4, Onthe Text Box tab, choose Include "Continued on Right: | 0.04° s Bottom: |04

n
page... Text autofitting
5. ClICk OK Do not autofit Eest fit
Shrink text on overflow Grow textbox to fit

6. Return to page 2 -
|:| Rotate text within AutoShape by 90°

7. Right-click in the Pun list Mindude "Continued on page...
|:| Include "Continued from page...”

15



8. Choose Format Text Box.

Columns
9. On the Text Box tab, choose Include
"Continued from page..." Columns Preview
10. Click on the Columns button Number: 2 =
11. Set the text box to have 2 columns Spacing: 0.08" =

12. Click Ok until the windows are closed.

Format

1. Resize text box until the columns are
fairly even

e If needed, add a line break (Shift-
Enter) at the bottom of the first column.

2. Insert a cow picture at the bottom of the page

e If needed, send the cow backward to appear behind the text

ouldn’t see a goad

o pun if it was terally stesring

him right in the face,

14. One of the problems when you hawe invisible cows i that
they are herd but they arenot seen.

15, must hawve been a bovine intervention that the cow saved

mrry life e terday.

16, The reasan Sally stopped telling cow puns was that she ak-

ways butchered them.

17. The farmer wheo got attacked by a cow took him to court to
miilks him for all e was worth.

18. The anly time that cows will maks nois e i when they arein
the moage-od.

13. One

there, that | hawe never

cause | have ne arved by acow b

20,

v i not givin g miilk s=ach day, there must be an

.

21. W you see acow i ta the top of ahill, then you know

the or sam is rising to o

22, Ahways massage acow's back right before you think about

pulting it out to posture,

23. A cow will n ever tell you a e bacaus & they simply give you

na ball.

24, The reason acow is always broke is because the d airy

fanmer i always milkin g them dry.

cow was told to get to bed becauseil was

e tim e,

o coane acrass a cow with no legs, consider it some real

n you thin k you have h zard th ese

nig you get whes

y counted 299 cows in the pas-

v hiad 300,

et in theland, often re-
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