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ABOUT THIS COURSE

COURSE PREREQUISITES

This manual assumes the user understands the basics of using a Windows-based computer.
Students should be comfortable using the keyboard, mouse, and Start menu. Experience with
other Office applications, printing, and using a web browser is an asset, but not required. No
previous experience with other versions of Publisher is necessary.

COURSE OVERVIEW

Publisher 2016 is Microsoft’s desktop publishing program that is designed to give individuals and
small to medium-sized businesses the ability to quickly and easily create publications for both
print and the web.

This course is intended to help all novice computer users get up to speed with Publisher quickly. It
will cover different features of the interface, show users how to create a publication, cover some
basic publication tasks, discuss how to manage graphics in Publisher, and show how to prepare a
publication for printing and electronic sharing.

COURSE OBJECTIVES

By the end of this course, users should be comfortable with creating a basic publication, adding
content to a publication, formatting text, editing text, adding and formatting graphics, and
preparing a publication for printing and/or sharing.

How To USE THIS GUIDE

This course is broken up into six lessons. Each lesson focuses on several key topics, each of which
are broken down into easy-to-follow concepts. At the end of each topic, you will be given an
activity to complete. At the end of each lesson, we will summarize what has been covered and
provide a few review questions for you to answer. Supplemental learning for selected topics is
provided in the form of Lesson Labs at the end of this book.

Before you begin, download the course’s Exercise Files to a convenient location. They will be
referenced throughout this course and are a key part of your learning experience.
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LESSON 1:
GETTING STARTED WITH
MICROSOFT PUBLISHER 2016

Lesson Objectives

In this lesson you will learn how to:
= Explore the interface
= Customize the Publisher interface

= Create a simple publication
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TOPIC A: Explore the Interface

To begin our journey with Microsoft Publisher, let’s learn about the interface. If you have used
previous version of Publisher, or other Microsoft Office programs, the Publisher interface will
probably seem quite familiar to you. If this is your first encounter with Publisher and/or Microsoft
Office, don’t worry — the interface is easy to learn!

Topic Objectives
In this topic, you will learn:
= About Microsoft Publisher 2016
= About the components of the Microsoft Publisher interface, including the ribbon interface,
the Customize Status Bar menu, Backstage view, the Pages pane, and the Quick Access
toolbar
= How to use keyboard shortcuts in Microsoft Publisher
* How to get help in Microsoft Publisher

MICROSOFT PUBLISHER 2016 OVERVIEW

Publisher 2016 is a desktop publishing program that can be used to create many types of
publications. Publisher is designed to give individuals and small- to medium-sized businesses the
ability to quickly and easily create printable materials. Although Publisher shares much in common
with word processing programs (like Microsoft Word), the focus of Publisher is on the design and
arrangement of graphically-based materials.

THE MICROSOFT PUBLISHER INTERFACE

Once you launch Microsoft Publisher 2016, you will see the Start screen:

= o x

Publisher Search for online templates ¥l Sign in to get the most out of Office

Learn more
Suggested searches:  Personal  Print  DesignSets  Blue  Media

Paper  Event

BUILT-IN

Recent

(@@ Open Other Publications | ;i\
L / % -
" “ o

Blank 85 x 11" Blank 11x 85" More Blank Page Sizes

TRADER NEWS

pre—

Mader cookbock

Happy

60th

; Birthday E
oo

it T
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You can access Featured templates or Built-In templates using the tabs highlighted in the image
above. With either option, you can then click the thumbnail for the type of publication that you
would like to create.

If you choose a blank publication, the Publisher window will open right away and you’ll be ready to
go:

Publication! - Publisher

Insert  PageDesign  Mailings  Review  View

Cut ) Find =
WNEIFTER w1
Cap: & & u p 25 Replace
Paste qoFm v 1=, Styles  Draw Pictures Table Shapes Wrop _
Format Painter = + | TetBox < - Ted- lo Align- R [3 Select~
Clipboard i) Font. Paragraph Styles Objects Arrange Editing ~
| haanalbanttan oo inufE oot Rt B oo B oo oo Boo B B B oo oo S
Pages =
B 3
e
7=
1 E
33
e
-
52
e
5=
=
= .
i
< v
Page:1o0f1 R -— + se [

If you choose another type of publication, you may be prompted to set related options before the
publication will open.

THE RIBBON INTERFACE

Microsoft Publisher’s commands are accessed via ribbon tabs (1) and split into groups (3).
Publisher also makes heavy use of contextual tabs (2), which we will discuss further in a moment.
Each group is identified with a name, and the active tab is outlined with a border and shaded in
white to differentiate it from the others:

H ©- = 1 Publication? - Publisher Drawing Tools ~ Text Box Toals

File Insert Page Design Mailings Review View Format Format
ol a o e == == )
O o cut Calibri Jo A A e =ei=. === Ag El Q‘y‘
Past 5B Copy i = St‘; D Pict: x Table Sh
aste g - AV . = = === =, =4~ es raw ictures Table apes
- * Format Painter B I Ux xAa-|&- |4 _I=E=E=IETE - Text Box @ @

Font [ Paragraph  Styles Objects
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The Ribbon Elements
Here is an overview of each of the tabs.

» File: Access Backstage view, where you can work with your publication as a whole.

*» Home: Perform basic formatting, arrangement, and editing tasks. Also contains commands
to insert common objects.

» |nsert: Add more pages to the current publication; insert elements on the current page
(such as tables, pictures, shapes, text boxes, and WordArt); work with Building Blocks; and
create headers and/or footers.

= Page Design: Change the publication’s template, page setup, layout, color scheme, fonts,
and page background.

» Mailings: Create a mail merge publication.

* Review: Perform research and review the publication.

*= View: View the publication and/or open Publisher windows in different ways.

Key Tips
Key Tips are displayed if you press the Alt key. They are used to help you navigate the Publisher
interface using keyboard shortcuts:

Publicationl - Publisher I g Tools
Mailings Review View Format
1D

ED it~ - - H
et Fit Calibri o & & e EEE = A| o
“ﬁ Text Direction BEE - - z A

. ) I U x, x* Aa- AV - olumns Margins reate
b Hyphenation - = = === - T Link

Text Pl Font [F] Alignment Linking

While holding down the Alt key, you can press the corresponding key that is shown to access the
desired ribbon tab or Quick Access toolbar command.

Screen Tips

You can hover your mouse pointer Publication - Publisher

over a command to see the

command name. Many commands Insert Page Design Mailings Review

also include a short description ""D 6 Cut Calibii o <& &t ==

and sometimes a keyboard Dact ER Copy ) w o

shortcut. This pop-up is called a R B I YU x.x A& A (==

ScreenTip: Clipboard Font = Pi

Format Painter (Ctrl+5hift+C)

Like the look of a particular
selection? You can apply that look
to other content in the document.

To get started:

1. Select content with the
formatting you like

2. Click Format Painter

3. Select something else to
automatically apply the formatting

FYl: To apply the formatting in
multiple places, double-click

Format Painter.

9 Tell me more

10
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Dialog Box Launchers

Some groups feature an option button ( * ) beside the group name. Click this button to open a
dialog box or task pane with more specific controls relating to this group and other commands in

the tab:

ile lome s at
Y L ™ r o Gonn B
N & cut Calibri o oA A A . q 4 El %; 11 Bring Forward Grour P Find
Pt Eg Copy S;’ o Pietires Toble Sh " O Send Backward ~ 1’1 Ungroup 25 Replace
aste S Aa- M. A - -S0o s Draw Pictures Table Shapes Wrap _ .
T SFormatpanter B T U XX Aar & A = Text Box < e Tet- [ Algn- MRotate~  [% Select -
Clipboard Font ] Paragraph M Styles Objects Arrange Editing A~
|8 aanalthantona B tonnlEo b o O IS I A P Ol i i B Rt R o R
Pages =
4 el Font ? X
= General
— Font style: Fontsize:
e
3 <] [Regur 3] [0 °
25 FlEffects ...
1 E|
33
El ] Small caps [ strikethrough
4 [Jalicaps
= Stylstic alternates Swash
| ~ 0 || contextual afternates
= Ligstures: Stylistic Set:
B Standard Only <] [o <
= Sample
E Sample
27
3 Calibri 10
= e = T
=
= +
1
< v
Page:1of1 [1059,366in. B 639x 289in. -— + 5% [9

Contextual Tabs
Publisher 2016 heavily relies on contextual tabs. These are special tabs that only appear when you
are working with a specific object or type of information. For example, when you are working with
a text box, you will see two contextual tabs offering commands for that object:

= = Publication - Publisher
Fle  Home Inset PageDesign  Maiings  Review  View Format
E OO O)|- | = Edit Shape~ £ Shape Fill » |:| ,-)k $ 1 Height: |2.9"
- € =
AL Lo (% - [ Change Shape~ [:] D D D ~| L shape Outline - = L o Width: |64
= ~ - Wrap Bring  Send  Align Group Ungroup Rotate | o
% N AT E it Te 7| QO Shape Effects®  Ta~ Fomward~ Backward = - ~ ! Messurement
Insert Shapes Shape Styles i) Arrange Size & A
b P BBt Bt B P e o B B B Bt BBt B o Bt B3 B PR 3
Pages = &
a e
EE!
EE|
1 E
E g
=l
Bl
e
E=!
EE|
o
B! +
=
< v
Page:10f1 [ 0.58,365in. [ 6.40x 2.90n. -— + se [

Once you switch back to working with something else, these tabs would disappear.
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THE CUSTOMIZE STATUS BAR MENU

The Publisher status bar provides quick access to handy publication information as well as view

commands. You can toggle these options on or off by right-clicking the status bar and checking (to

show) or unchecking (to hide)

Page: 1 of 1 k

the appropriate option:

Customize Status Bar

g -
_: v Page Mumber
— || ¥ Capslock
107
_ DObject Position
- Object Size
- View Shortcuts
4

I} v  Whole Page

10of1
Off

THE BACKSTAGE VIEW

The File tab opens a special screen called Backstage view:

hd

Account

Run Design
s Checker

fab])
=

Manage
Embedded Fonts

Publication! - Publisher

Business Information

The default Business Information set is in use. To create a new set, choose Edit
Business Information

Tagline or
Individual ni

Business Tagline or Motto

Job po:

n or title:
Organization name:
Address:

Phone/Fax/Email: 55-5555

Fax: 555-555-5555
Emaik someone@example.com

Design Checker

Use Design Checker to find potential problems in your publication before:
printing, sending in email, or saving with Pack and Go.

Embedded Font Information

Manage settings for embedded fonts in your publication,

Publication Properties -

Template
Color Scheme:
Color Mode
Publication Mode
Pages

Size

First Saved

Last Saved

Office
RGB
Print
1

Not saved yet

12
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Here is a quick overview of each category on the left-hand side:

Info

New

Open

Save

Save As

Print

Share

Export

Close
Account

Options

Contains commands to edit your business information, run the Design Checker,
and manage embedded fonts. You can also view your publication’s properties
here.

Create a new publication from a template.

Open a publication from your OneDrive account, your computer, or any other
location that you have access to.

Update the current file with any changes made since it was last saved. If the file
has not been saved, clicking this command will switch you to the Save As
category.

Save the publication to your OneDrive account, your computer, or any other
location that you have access to.

Preview and browse your publication as it would look if it were printed (called
print preview); select which pages to print; and change page formatting such as
paper size, orientation, and color scheme.

Share this publication via e-mail and preview how it will look when e-mailed.

Provides options to save the publication as PDF, XPS, or HTML. You can also
choose a different file type here or access Pack and Go features.

Close the current publication.
Modify your Microsoft account.

Opens the Publisher Options dialog box.

To close Backstage view, click the back arrow at the top of the menu:

Publication - Publisher Sign in ? - [m] X
E Business Information Publication Properties ~
The default Business Infarmation set is in use, To create a new set, chaose Edit Tt
Edit Business Business Information.
Information Tagline or motto: Business Tagline or Motta ol S Eite
Acme Widgets Color Mode RGE
Title Publication Mode  Print
Business Name P T
Primary Business Address .
ki ize Not saved yet
Address Line 3 First Saved
Address Line 4 Last Saved
Phone/Faw/Email: Phone: 553-335-3353
Fax: 555-555-5555
Email: someone@example.com
%% Design Checker
Use Design Checker to find potential problems in your publication before
Run Design printing, sending in email, or saving with Pack and Go.
Checker
&l Embedded Font Information
i Manage settings for embedded fonts in your publication,
Manage
Embedded Fonts

13
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THE PAGES PANE

The Pages pane, as the name suggests, allows you to browse the various pages of a publication. It

appears on the left-hand side of the Publisher window:

Insert  PageDesign  Mailings

“D % cut v As @ % @ 11 Bring Forward - 1@ Group P Find ~
Ez) Copy = {) Send Backward ~ T7Ungroup | 23 Replace
Paste B I U x xA-|M-|A Styles  Draw Pictures Table Shapes - B
® Format Painter i Text Bax B © Ted- le Align- MRotate~ [ Select~
Clipboard T Font Paragraph Styles Objects Arrange Editing ~
Pages . tu‘lm\“.\.\ml’m\.\.\%nlm\“lmm\"u.\ml‘m\u.\‘mlm\-‘.mm\“u.\mlimm\"mlmRmm\"m\.\.\?mm\“"mm\“‘mml‘ﬁmm.\“’n
B e
the =
cook |NE |
book |NE
i 3
=
g9 3
=
52
=
73
o=
52
1=
4 _; hd
| = .
i N
<] ]
vage 1014 K e+ @

Each page in the publication is represented by a small thumbnail image. The currently visible page
is highlighted in green. You can switch between the different pages of a publication by clicking one

of the thumbnail images.

Click the arrow next to the Page Navigation heading to expand or collapse the size of the pane:

Insert  PageDesign  Mailings

s O, Cut

11 Bring Forward - g1 Group £ Find ~

b. Ld =2 & = &
E2) Copy Send Backward u 25 Repl
Paste E, = B Styles  Draw Pictures Table Shapes R F el
® Format Painter Text Bax B © Ted- le Align- MRotate~ [ Select~
Clipboard T Font Paragraph Styles Objects Arrange Editing ~
Pages f tu‘lm\“.\.\ml’m\.\.\%nlm\‘m\m\"u.\ml‘m\u.\‘mlm\-‘.mm\“u.\mlimm\"mlmRmm\"m\.\.\?mm\“"mm\“‘mml‘ﬁmm.\“’n
. Collspse Page Navigation Pane.
the =
cook |NEE |
book |RE
[ E
35
agie E
EE|
=3
|
EE|
BE|
EE|
e
4 3 =
| .
= N
|
rage1ors K s
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In either the expanded or collapsed states, you can click and drag the right border to resize the
pane:

[T

m

-

Finally, you can click the black arrow(s) within the Pages pane to expand or collapse a publication

section. Although publication sections are beyond the scope of this manual, they are useful for
organizing very large publications:

Pages g

F |

LT

WP DT BT

w g nall pen ners
L~ camrCnll saun

o ERSET B BRI
w E e e @ o oo

2

THE QuIcK ACCESS TOOLBAR

By default, there are three icons on the Quick Access toolbar:

The Cookbook.pub - Publisher

Insert Page Design

Mailings Review
s o
D o6 Cut Century Gothic -(180 - A A Lo
p ER Copy
e : pa- | AV . }
- ' Format Painter B I U x, xX* Aa Al A

Clipboard P

Font P
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From left to right, they are Save, Undo, and Redo/Repeat. Using commands on the toolbar is easy
— just click a command to perform that action. In the next topic, we will learn how to customize
the Quick Access toolbar.

KEYBOARD SHORTCUTS

Another way to implement commands is to use shortcut keys. Using shortcut keys means pressing
a combination of two or three keys at once to perform an action instead of clicking an icon or
finding the command in the ribbon.

Sometimes you can see the shortcut in the icon’s Screen Tip:

The Cookbook.pub - Publisher

Insert Page Design Mailings Review
ﬂ e -
0 db Cut Century Gothic  +|180 ~| A" A7 | A
EE Copy
Paste B T u X, xz Aa - ﬂ' ﬁ -

- % Format Painter L\\?

Clipboard I
Bold)(Ctrl+B)

Make your text bold,

There are many different keyboard shortcuts in Publisher, so keep your eyes open for one if you
frequently use a certain command. There is also a Keyboard Shortcut Quick Reference sheet at the
end of this book.

THE HELP WINDOW

To open the Help file, click the question mark icon at the top of the Publisher window or press F1
on your keyboard:

The Cookbaak pub - Publisher

ile
=2 Cut ) Bring Forward

WIAEF=ER :
R A HLd B T
t s I U AV = Styls  Draw Pictures Table Shapes Wrap _
Fommims | o s - TextBox - - Tadt - |& Al
Clipboard n Font Paragraph Styles Objects
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With either command, you will see the Publisher 2016 Help window:

Publisher 2016 Help

|§| |:—:)3| ﬁ @ p:e
Search P e

Top categories

> Get started

> Work with borders, backgrounds, and
columns

> Work with pictures and watermarks

> Work with calendars and templates

> Make cards and brochures

> Print and mail v

In the top right-hand corner, you will see the Minimize, Maximize/Restore, and Close buttons (1).

Also at the top is the Help toolbar (2) and search bar (3). The main part of the window shows the
main help content (4).

17
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There are two ways to view help content. The first is to click a category from the list displayed as
soon as you open the Help window:

— O =4

Publisher 2016 Help
I@I |:—:)3| ﬁ @ A‘

Search jo

1 ~

Top categories

> Get started

> Work with borders, backgrounds, and

columns

> Work with pictures and watermarks

> Work with calendars and templates

» Make cards and brochures

> Print and mail v
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From here, you can click a link to view the related content:

Publisher 2016 Help

-

|:§| |:—:)3| -ﬁ @ A

Search jo)

Top categories

» Get started

> Work with borders, backgrounds, and
columns

~ Work with pictures and watermarks

Tips fior working with imanes

Crop 3 picture
Crop a picture to a shape
hizke a picturs 2 background

rronm and nnrann tevt hoves nicknires and ather

19
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You can also search for help information by typing one or more keywords into the search bar and
pressing Enter or clicking the magnifying glass icon:

— O >
Publisher 2016 Help
CEORAN .y
unlineimages| b s ‘%j
e

Tips for working with images in
Publisher

Pictures have power on the page — the power to
grab your readers' attention and to convey or
enhance your message. Pictures help readers find
entry points into the text. They give readers a quick
summary of what the text is about and help grasp
complex ideas.

Pictures can relieve the tedium of gray type. But they
can also distract from your message if pictures don't
relate closely to the message. Make sure you control
your message with the pictures in your publication.

What do you want to do? v
< >
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After a moment, any results Publisher thinks are relevant will appear in a list. Click one of the

topics in that list to view more information about it:

The Help Toolbar

- O >
Publisher 2016 Help
© @ % e A
online images jo
. . . . ~
Insert pictures in Office 2013 and Office
2016 - Office ...
Insert pictures in Office 2013 and Office 2016.
Applies To: Excel 2016, Word 2016, Outlook 2016,
Publisher 2016, Excel 2013, Word 2013, Outlook
2013, ..
Add online pictures or clip art to vour
file - Office Support
In Office 2013 and EO@you don't need to open
your browser or leave your document to insert
images. Choose Insert > Online Picturaes in any
Office app.
Crop a picture to a shape using v
Publisher
=

The Help toolbar contains commands similar to those you would find in a web browser. In fact, the
Help window behaves very much like a web browser that only searches for information relevant to
Publisher 2016 and Microsoft Office.

Here is an overview of the commands on the Help toolbar:

Back

Forward

Home

Print

Text Size

Move back one step at a time through the help topics you have
previously read.

If you click the Back button, the Forward button will become active.

This lets you step forward through the topics you have visited.
Click this button to return to the default Help page.
Prints the current topic.

Make the text in the help file larger or smaller.
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AcTiviTy 1-1
Identifying the Components of the Publisher Interface

In this activity, you will open Microsoft Publisher 2016 and examine some of its commands.

1. Type “Publisher 2016” into the search box on the Windows 10 taskbar:

(If you are using Windows 8, start typing at the Start screen to search.)

2.  Click the entry for Publisher 2016 to start the program:

I N o o P
Best match

Publisher 2016
Desktop app

Web >
£ publisher 2016 calendar

2 publisher 2016 tutorial

je publisher 2016 with office 2010

£ publisher 2016 trial
£ publisher 2016 for mac

2 publisher 2016 compatible with office 2013
e

publisher 2016 purchase

SR My stuff L2 Web

Publisher 2016

22
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3.  Microsoft Publisher will start and prompt you to create a publication using the Start
screen. Click the thumbnail labelled “Blank 11 x 8.5:”

- o x
P bl' h Search for online templates » Sign in to get the most out of Office
ublisher i
Suggested searches: Personal  Piint  DesignSets  Blue  Media
Paper  Event
Recent
BUILT-IN

N

i)
| @

Blank 8.5 x 11" Blank 11 x 8.5" & More Blank Page Sizes

@ Open Other Publications

TRADER NEWS

F= 292985080, ¢
4 oy B
4 o0th |2
| Birthday g
oo

4.  Publisher will open a new, blank publication. Take a moment to hover your mouse over
some commands on the Home tab. You may see a small box appear and describe the
command — this is called a ScreenTip:

Publication] - Publisher

Styles | Draw Pictures Table Shapes Virap
- Tmsqh - -
styles Objects
L Draw a Text Box
E
]
1 E
=
EE
+
B
O
EE!
q >
Page1or1 K - ¥ + 7% [

5.  Click the Shapes command on the Home tab:

=] = Publication] - Publisher

File Home Insert Page Design Mailings Review View

- Cut " A 1)

T W=

D 5 cor ‘ A 4 AL,

Paste ) B I U x. x* Aa AV A = Styles  Draw Pictures Table Shapes
- Format Painter = - Text Box - - I}

Clipboard ] Font Paragraph Styles Objects
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6.  Click any shape from the menu that appears:

=] s Publication? - Publisher Sign in ? - o
File UM Inset  PageDesign  Mailings  Review  View
i Cul ring Forward roup ind -
m A Sl B O i | e
psf“ romatpainer | B T U % X N =- Styles  Draw Pictures Tavb\e Shavps ;E:p g+ e 5 et
Clipboard ) Font Paragraph Styles Objects Recently Used Shapes Editing S
Pagss . \m.h\‘mmmm.\‘?hmlmm‘\!hhhm‘\H‘\?mm‘mm\?‘.hh\mm‘\?m.h\mm‘l?w.\.mm\fmmMEI:/\,\I?C})%A‘LL¢&G [T AR A
4 Lines
SNANTLLR ARG %
Basic Shapes
HOOUOCO® ANOOD
OB800000~V %
1 aNOQOoCI ey
Block Arrows
G LRTEEPRIS
€ ovnomD»RYIN
TG a
Flowchart
O0<sOB0&8c0dyu
codn®® X ¢ AVAaD
Q=200
Callouts
[mimESEci=p =pi=Fi= NEp SV
3 A A0 10 AD AD g0
Stars and Banners
WHSPACHHHTEY
ifi=IN]w]
4 » )
Pageiof 1 R —t + 7% @

7.  Click on the page to place the shape with its default size and formatting properties:

[=] B Publication] - Publisher Sign in ? - o
File |[ESSPSN et PageDesign  Mailngs  Review  View
o Cut ) Bring Forward Group P Find ~
T e d B LY ’
con & ® B & Send Sackwnd - 7 Ungroup | S Replce
Paste ! | X x A =, Styles  Draw Pictures Table Shapes Wisp N
N FormatPainter | B T U % X = v | TetBox < | Tet- [©Aign~ Rotate~ | I3 Seect~
Clipboard ] Font. Paragraph Styles Objects Arrange Editing ~
Pages ottt B Bt B BBl Bt BB oo ot BB =
1
E 3
< v
Page:1of1 K 519,336, B - L + 76% [H

8. Now, let’s learn some more about shapes. Click the question mark icon in the top right-

hand corner to open the Publisher 2016 Help window:

Publication] - Publisher

H ©-

File Home  Insert

PageDesign  Miilngs  Review Format

©@EN\ OO

¥, Edit Shape =

O AL LD B~ D Change Shape~
054 N 7 E edieTet

Insert Shapes

oodd

Shape Styles

£ Shape Fill
~ LZ Shape Outline -
< | € Shape Effects -

[}

B WG

Wrop  Bring  Send

7 2\

Align Group Ungroup Rotate

Text v Forward~ Backward ™
Arange

§ [ Height: 1"
o Width: 1"
e —

size
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9. The Publisher 2016 Help window will open. Click the “Get started” category to view its
contents:

Publisher 2016 Help
©@ae A

Search jo)

Top categories

> Get stan@i

> Work with borders, backgrounds, and
columns

> Work with pictures and watermarks
> Work with calendars and templates
> Make cards and brochures

> Print and mail v

10. Click the “Use building blocks to quickly create a publication” link:

— [m} X
(You may need to scroll down to see this link.) .
Publisher 2016 Help
[CECEAN Iy
Search P
~
~ Get started
Use building blocks to guickly create a :Ut-\ical; ion
v
> Work with borders. backarounds. and
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11.

12.

Read the article. It doesn’t look like there is anything here about shapes. Let’s search for

information instead. Type “shapes” into the Search field and click the magnifying glass

icon:

— O X
Publisher 2016 Help
©@@ne A
shapesl x D
= RTWLIUL. LIS L Ui Sy o as L
make searching for building blocks easier. A

TIP: Custom building blocks are saved as a PBE file in
YUsers\ <username>\AppData\Roaming\Microsoft\Publisher
Building Blocks. The AppData folder is hidden by

default.

Y Top of Page

Was this information helpful?

Yes MNo

Click any link from the results list to view the related article:

— O X

Publisher 2016 Help

O, -

©@ae A

shapes ol

Add a gradient color to a shape - Office

Suggaﬁ
You havJots of options for adding gradients, from

simple built-in gradients to ones you create
yourself. You can add gradients to basic shapes and
text boxes, as ...

Fit text in a shape

Fit text in a shape. Applies To: Publisher 2016,
Publisher 2013, Publisher 2010, Publisher 2007, Less.
Applies To: Publisher 2016, Publisher 2013, Publisher
2010 ...

What's new and improved in Office 2016
for Office 365 ...

. A
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13. Read the article. When you have finished, - O *
click the X to close the Publisher 2016 Help

window: Publisher 2016 Help

P e -

®dG e A

shapes p

Custom gradient fill

Y Top of Page

See Also

Change the colors in a text box or shape

Change the color of a shape, shape border, or entire
SmartArt graphic

Change the colar, style, or weight of a line Vv

14. Click the X in the top right-hand corner of the program window to close Microsoft
Publisher 2016:

Publication -

B ©-

file  Home Inset  PageDesign  Mailin ew  View a
©E O | X Editshape~ 2 shapeFill - (]
O AL Loy - 2 ChangeShape D D [:I D + [Z Shape O = L e
5% A ) = Wrap Bring  Send  Align Group Ungroup Rotate
\ | B Edit Text Q0 ShapeEffects et~ Fomward~ Backward~ - "
Insert Shapes
L
Pages =
2 =
0
® 3
iz
5 E
73
3
; @
B
&
oE
E R
>
Page:10f 1 [] 0.00,0.00in. = 1 + 7% [

15. When you are prompted to save your publication, click Don’t Save to complete the

activity:
Microsoft Publisher x
1 Do you want to save the changes you made to this
publication?

| Save | | Don't Save % Cancel
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TOPIC B: Customize the
Publisher Interface

One of the main design goals in every new version of Microsoft Office is to enable you to do your
work faster and more efficiently. In order to achieve this, you have the ability to customize just
about everything in the program. We’ll show you some different ways to customize the Microsoft
Publisher interface in this lesson. We'll also show you how to set up a Business Information set so
your business details can be easily added to any publication.

Topic Objectives
In this topic, you will learn:
= About the Publisher Options dialog box
* How to customize the ribbon interface
= How to customize the Quick Access toolbar
* How to set up your Business Information set

PUBLISHER OPTIONS

The Publisher Options dialog box is the central hub where you can find many of the application’s
custom settings. These options are divided into nine categories, each with its own set of tools.

To open the Publisher Options dialog box, click File > Options:

Account

Options

3

28



[29] Microsoft Office Publisher 2016

Once open, you will see the various categories listed on the left-hand side of the dialog box, with
the General category already displayed:

Publisher Options ? X

D General options for working with Publisher.
i

Proofing
Save User Interface options
Language | Show Mini Toolbar on selection G

Advanced

Customize Ribbon ScreenTip style: | Show feature descriptions in ScreenTips A
Quick Access Toolbar Personalize your copy of Microsoft Office

Add-ins User name: John Smith

Trust Center Initials: J5

Always use these values regardless of sign in to Office,

Office Theme: | Colorful -

Start up options

| Show the Mew template gallery when starting Publisher

oK Cancel

Below is a breakdown of what kind of settings you can find in each category:

General This category includes settings to change the general appearance of
Publisher, such as the color scheme and your user name.

Proofing Customize how Publisher find and corrects spelling errors.
Save Customize how Publisher files are saved.
Language Specify the language that you would like to use for Microsoft Publisher and

Microsoft Office as a whole.

Advanced The settings in this category control some of the more complex aspects of
Publisher. This includes editing options, display settings, and more.

Customize Customize what controls appear on the ribbon and where.
Ribbon

Quick Access = Customize what controls appear on the Quick Access toolbar and where.
Toolbar

Add-Ins Manage Office add-ins.

Trust Center  This category allows you to access the Trust Center, which allows you to
choose from a variety of privacy and security settings.
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THE CUSTOMIZE RIBBON CATEGORY

To customize the ribbon, right-click in the ribbon interface and click “Customize the Ribbon:”

The Cookbook.pub - Publisher

Insert Page Design Mailings Review View

Paste = Add to Quick Access Toolbar B

- Format Painter
Customize Quick Access Toolbar... Text Box
Clipboard [} Font . .
Show Quick Access Toolbar Below the Ribbon

Customize the Ribbon... %
Collapse the Ribbon

Or, you can open the Publisher Options dialog box and choose the Customize Ribbon category.
Either action will open the following window:

Publisher Options ? X

General

E'E Customize the Ribban.

Proofing

Choose commands from: (G Customize the Ripbon: (i
save Popular Commands =4 Main Tabs =4
Language
Advanced B AddTable g Lo T

.1 Bring Forward &l l¥|Home

fim, Ering to Front Clipboard

E® Copy Font
Quick Access Toolbar H  Crop Picture Paragraph
) X Cut Styles
Add-ins A Decrease Font Size Oi::Ject:

Trust Center Draw Vertical Text Box Arrange
" E-mail All Pages Editing
TER  E-mail Current Page Insert

Font Ik & [ Page Design
A Font Color ' & Mailings
Font Size I-
Format Object... Review
Format Painter [ Add-ins -
Group View
Increase Font Size Web
Insert Picture 7] »
Insert Text Box @ [Developer

Macros [ Master Page

Mail Recipient (as Attachment)
New from Template
Online Pictures...

SID[SHIEE Tl wd

Open
& Page Parts L3
LJ? Paste o MNew Tab MNew Group Rename...
# Picture Border Color 4
@ Print Preview Customizations: Reset = B
B2 Quick Print - )
@ Redo (WA Import/Export ™ |G

0K Cancel

Here is an overview of the options in this category.

The “Choose commands from” drop-down menu (1) is used to choose what commands
are displayed in the “Choose commands from” list (2).

The Add and Remove buttons (3) are used to add selected commands from the “Choose
commands from” list to the selected custom group, or to remove commands from the
“Customize the Ribbon” list.

The “Customize the Ribbon” drop-down menu (4) is used to select what tabs are displayed
in the “Customize the Ribbon” list (5).

The Move Up and Move Down arrows (6) are used to move a selected tab, group, or
command up or down within the hierarchy of this list.

There are also commands to add and rename tabs and groups (7).

Finally, you will see options to reset, import, and export ribbon customizations (8).
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THE QuicK ACCESS TOOLBAR CATEGORY

Similar in look and function to the Customize Ribbon category, the Quick Access Toolbar category
allows you to choose what controls appear on the Quick Access toolbar.

You can click this category directly from the Publisher Options dialog box, or right-click the ribbon
interface and click “Customize Quick Access Toolbar:”

The Cookbook.pub - Publisher

Insert Page Design Mailings Review View
e Cut -
p oo a As
Paste ~9P) Add to Quick Access Toolbar Draw
- Farmat Painter Text Box

Customize Quick Access Toolbar...

Clipboard [P Font
Show Quick Access Toolbar Below the Ribbon
Customize the Ribbon...

Collapse the Ribbon

(Notice that you can also add commands directly to the toolbar with this right-click menu.)

With either command, you will see the following screen:

Publisher Options ? x

General o

L=/ Customize the Quick Access Toolbar.
Proofing

Choose commands from: G
Save

Popular Commands i
Language Custemize Quick Access Toolban(
Advanced <Separator> - H save

F Add Table 3 € Unde 3
Customize Ribbon .1 Bring Forward ¢ Redo 3

ff, Bring to Front

£ Copy
Add-ins H  Crop Picture
Trust Center é’% Cut X

A Decreasze Font Size

Draw Vertical Text

Font I~ e
A Font Color »
Font Size 1= Add »>

Format Painter

Format Shape

Group

Increase Font Size

Insert Picture

Insert Text Box

Insert WordArt 3
Mail Recipient (as Attachment)
Mew File

New from Template

Online Pictures...

e I00D[F 2 HEI» e «

-

Open

Customizations: Reset » i
Show Quick Access Toolbar below the @ HstemiEEten = o
Ribben Import/Expert = |G

0K Cancel

The “Choose commands from” drop-down menu (1) allows you to choose which commands are
displayed within the “Choose commands from” list (2). The Customize Quick Access Toolbar list
(3) is used to display the commands currently on the Quick Access toolbar and how they are
organized. You can then use the Add and Remove buttons (4) to move commands between the
lists and the Move Up and Move Down arrows to reorganize commands (5).

At the bottom of the dialog, you will see options to move the toolbar (6), as well as reset, import,

and/or export its settings (7).
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Another, simpler method to customize the toolbar is via the Customize Quick Access Toolbar
menu. While your options are a little more limited when you use this menu, it is much more
straightforward than having to dig through the commands in the Publisher Options dialog box.

To open the Customize Quick Access Toolbar menu, click the Customize Quick Access Toolbar
button (7) on the right-hand side of the Quick Access toolbar:

Customize Quick Access Toolbar
Mew
Open

d v Save

Clipboard Quick Print

Print Preview

Spelling

Unde

Rede

Touch/Mouse Mode

More Commands...

Show Below the Ribbon

This drop-down menu will list many common commands that can be (or already are) added to the
Quick Access toolbar. Commands with a checkmark placed next to them have already been added
to the Quick Access toolbar, while those without the checkmark have not been added yet. Clicking
any of these options will add or remove them, depending upon if they have already been placed
there or not.

Additionally, the More Commands option will open the Publisher Options dialog box to the Quick

Access Toolbar category. The “Show Below the Ribbon” option will shift the Quick Access toolbar
from above the ribbon to below it (or vice-versa if it is already checked).
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BUSINESS INFORMATION DATA

To add your business information to Publisher, click File = Info = Edit Business Information:

The Cookbook.pub - Publisher Signin
The Cookbook
Documents
El Business Information Publication Properties -
A The default Business Information set is in use. To create a new set, choose Edit Template
Edit Business Business Information.
Information Tagline or motto: Business Tagline or Matto Erlerdia
Individual name: Acme Widgets Color Mode RGE
Jab position or title Title Publication Mode  Print
Organization name: Business Name Pages a
Address: Primary Business Address s
Address Line 2 iz 136KB
Address Line 3 First Saved Vesterday, 11:31 PM
Address Line 4 Last Saved Vesterday, 11:31 PM
Phane/Fax/Email: Phone: 555-555-5555 =R
Fax: 555-555-5555
Email: someone@example.com
Account
Options %% Design Checker
Use Design Checker ta find potential prablems in your publication before
Run Design printing, sending in email, or saving with Pack and Go.
Checker
=l Embedded Font Information
Manage settings for embedded fonts in your publication,
Manage
Embedded Fonts

A new dialog box will appear and allow you to enter what Publisher calls a Business Information
set. Click inside the text fields and type to add information, as we have done with this fictional
company:

Create Mew Business Information Set 7 x

Business Information for this set
Individual name: Tagline or motto:
John Smith Widgets Your Way!|
Job position or title: :
Marketing Manager | Add Logo...
Organization name:
Acme Widgets

Address:

5381 Washington Street
Vista, CA 92083

Phone, fax, and e-mail:

Office: (549) 516-9020
Mobile: (901) 704-7387
Email: jsmith@acmewidgets.com

Business Information set name: | Custom 1

Save Cancel

To add a logo, click the Add Logo button circled above.
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The Insert Picture dialog will open, where you can navigate to and select your image. When you

are ready, click Insert to add the logo:

Eﬂ Insert Picture

T &l » ThisPC » Pictures »

Organize « New folder

# Quick access
[ Desktop
; Downloads
|| Documents
| Pictures Camera Roll
J’! Music

B Videos

Eﬂ Microsoft Publisher
i Onelrive
[ This PC

¥ Metwork

v 0 Search Pictures pe

acme
widgets

Saved Pictures Lego

File name: |Logo

v| All Pictures v

Cancel

The logo will then be added. (Note that you now have options to change and remove it.) Give the
Business Information set a name to uniquely identify it and then click Save:

Create Mew Business Information Set

Business Information for this set

Individual name:
John Smith

Job position or title:
Marketing Manager

Organization name:
Acme Widgets

Address:

5381 Washington Street
Vista, CA 92083

Phone, fax, and e-mail;

Office: (549) 516-9020
Mobile: (901) 704-7387
Email: jsmith@acmewidgets.com

Business Information setname: | Acme Widgets|

Tagline or motto:
Widgets Your Way!
Logo:

acme
widgets

Change...

Remave

Cancel

e
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A new dialog box will appear and give you options to select the Business Information set to view,
edit, or delete it, or create a new set. You will also be asked to confirm the details of the Business
Information set. Click Update Publication to add the information to the current publication (if
applicable) or click Close to close the dialog box:

Business Information ? >

Select a Business Information set:

Edit... Delete Mew...

Individual name: John Smith Logo:
Job position or tile: Marketing Manager
Organization name:  Acme Widgets

Address: 5381 Washington Street
"."iStElr CA 92083 acme

widgets
Phone/Fax/E-mail; Office: (849) 516-9020

Mabile: (301) 704-7387
Email: jsmith@acmewidgets.com

Tagline or motto:  Widgets Your Way!

I IUpdate Publication | Close

If you need to edit this business information later on, you can do so by clicking click File = Info >
Edit Business Information or Insert - Business Information - Edit Business Information.

AcTiviTY 1-2
Customizing the Publisher Interface

In this activity, you will customize the Publisher interface and set up your business information.

1. Type “Publisher 2016” into the search box on the Windows 10 taskbar:

(If you are using Windows 8, start typing at the Start screen to search.)
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2.  Click the entry for Publisher 2016 to start the program:

m & b 0™ n P
Best match

Publisher 2016
Desktop app

Web >
publisher 2016 calendar

publisher 2016 tutorial

publisher 2016 with office 2010

publisher 2016 trial

publisher 2016 for mac

publisher 2016 compatible with office 2013

W o o o v v v

publisher 2016 purchase

ER My stuff £ Web

Publisher 2016|

3.  Microsoft Publisher will start and prompt you to create a publication using the Start
screen. Click the “Open Other Publications” link:

o x

£ sign in to get the most out of Office

Leam mare

Publisher

Recent

ol Print  DesignSets Blue  Media

BUILT-IN

@ Open Other Pul.rliushm‘%

~
 —

Blank 8.5 x 11 Blank 11 x 8.5'

TRADER NEWS

the

cook

Happy

60th

Birthday

Mo

sl T a
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4,
not have a publication open. Click Options:

Publisher

Open

& OneDrive
E\;l This PC

o= Adda Place

Browse

e b e o s ety Fedae
(L) Recent

lace to browse for a publication

5.

“User name” and Initials sections are correct:

Publisher Options

E.:.' General options for working with Publisher.

Proofing

Save User Interface options

Language /] Show Mini Toolbar on selection G

Advanced

Coctormine Ribbon ScreenTip style: | Show feature descriptions in ScreenTips
Quick Access Toolbar Personalize your copy of Microsoft Office

Add-ins User name: John Smith

Trust Center Initials: Js

Always use these values regardless of sign in to Office.

QOffice Theme: | Colorful
Start up options

] Show the New template gallery when starting Publisher

If the information is not correct, change the information by clicking and typing in the

appropriate boxes.

The General category will be displayed by default. Ensure that the information in the

This will show Backstage view, although most options will not be available since we do
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6.  Click the Customize Ribbon category:

Publisher Options ? X
General - . - .
ke -e® General options for warking with Publisher.
X -
Proofing
Save User Interface options
Language Show Mini Teolbar on selection &
Advanced
Cotomie Rbbon ScreenTip style: | Show feature descriptions in ScreenTips -
Quick Access Toolbar Personalize your copy of Microsoft Office
Add-ins Username:  [John Smith

Trust Center Initials:

[[] Atways use these values regardless of sign in to Office.
Office Theme: | Colorful
Start up options

Show the New template gallery when starting Publisher

7. Ensure all tabs on the right-hand side are checked, except Developer:

Publisher Options ? ®
General o s .
EE Customize the Ribbon.
Proofing
Choose commands from: Customize the Ribbol
Save ‘ Popular Commands w7 | Main Tabs w7
Language
Advanced Add Table » <] PViain Tabs
Bring Forward = ] Home
Customize Ribbon Bring to Front Clipboard
i Copy Font
Quick Access Toolbar Crap Picture Paragraph
. Cut Styles
Add-ing Decrease Font Size Objects
Trust Center Draw Vertical Text Box Arrange
E-mail All Pages Editing
E-mail Current Page
Font L~
Font Color "
Font Size 154 .
Format Object... S
Format Painter
Group EI
Increase Font Size
Insert Picture CDeveloper
Insert Text Box
M Master Page
acros

Mail Recipient {as Attachment]
New from Template

Online Pictures...

Qpen

Page Parts 4
Paste New Tab | | New Group | | Rename... ‘
Picture Border Color "

Print Preview Customizations: ©

Quick Print

Redo [r >
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8.  Click OK:

Publisher Options ? X
General -
E‘E Customize the Ribbon.
Proofing
Choose commands from: (G Customize the Ribbon: G
save Popular Commands & Main Tabs &
Language
Advanced M Add Table e Main Tabs
) | 141 Bring Forward 5l o
Customize Ribbon | T Bring to Front Clipboard
— it FE) Copy Font
Quick Acce H CropPicture Paragraph
s % Cut Styles
Add-ins A Decrease Font Size Objects
Trust Center Draw Vertical Text Box Arrange
’I'_‘ E-mail All Pages Editing
4 E-mail Current Page (A Insert
A ED”EC ‘ I: [ Page Design
ont Color §
Font Size ity Ma'_lmgz
% Format Object... ew
_\: Format Painter b Add-ins -
I Group (A View
A" Increase Font Size Web
L—||; Insert Picture [IDeveloper
Insert Text Box }
o Macros (] Master Page
[@ Mail Recipient (as Attachment)
D New from Template
E‘g Online Pictures...

Open

Page Parts 4

Paste New Tab New Group Rename...
Picture Border Color 4

Print Preview Customizations: Reset

Quick Print
Redo v [+ Import/Export = |G

VBR GHE

OK % Cancel

9. Let’s add some frequently used commands to the Quick Access toolbar. Right-click the
Pictures command on the Home tab and click “Add to Quick Access Toolbar:”

Publication] - Publisher

O inset  PageDesign  Mailngs  Review  View

- Cut - 3 ] Bring Forward Group R Find

P = EFER ; :

o Copy R s; ) , t - Send Backward Ungroup 3 Replace

aste . x* Aa- | M| A = s Draw Pictures Table Shapes Wrap _

T ¥ FomatPainter | B 1 U % X0 A & &= 7= | edBox = = tate- | I3 Select~
Add to Quick Access Toolbar

Clipboard = Font Paragraph Styles obj N Editing S

Customize Quick Access Toolbar. o e R B

Show Quick Access Toolbar Below the Ribbon
Customize the Ribbon...

Collapse the Ribbon

10. The command will now be added to the Quick Access toolbar. Add one more command
of your choice. Here we are adding the Styles command:

Publication] - Publisher

LN insct  PogeDesign  Mailings  Review  View

Cut P ) Bring Forward Group | P Find ~

- . ~ 2 e et Bockward - Ftngrovp | 3 hepace
CRE =T Rotate~ | 3 Select~

Format Painter '
15" avange g -

Ciipboard = Font Paragraph SWIES  Customize Quick Access Toolbar.
Show Quick Access Toolbar Below the Ribbon
Customize the Ribbon,

Collapse the Ribbon

11. View the new commands on the Quick Access toolbar:

Insert Page Design Mailings

ulln Cut .
Psltj Copy

aste . BE I U x x° Aa AV
- Format Painter

Clipboard P Font
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12. Now, let’s add your business information. Click the File tab to begin:

Insert Page Design Mailings Review
ulln Cut
F'sltj Copy
=312 ) BE I U x, x AV
- Format Painter
Clipboard Fa Font

13. Click Edit Business Information in the Info category, which will be displayed by default:

Publication - Publisher

Info

EI Business Information
The default Business Information set iz in use, To create a new set, choose Edit
Edit Business Business Information.
Information Tagline or motta: Business Tagline or Motto
Individual name: Acme Widgets
lob position or title: Title
Organization name: Business Name
Address: Primary Business Address
Address Line 2
Address Line 3
Address Line 4
Phone/Fax/Email: Phone: 555-555-5555

Fax: 555-555-5555
Email: someone@example.com

14. Fill out the Create New Business Information Set dialog box as shown below. Click Save
when you are finished:

Create Mew Business Information Set ? =

Business Information for this set

Individual name: Tagline or motto:

Sam Spade Mo secrets with Spade!
Job position or title: Logo:

Chief P Add Logo...

Organization name:
Spade Investigations
Address:

3170 Broadway
Parkville, MD 21234

Phone, fax, and e-mail:

Maobile: 302-549-9622
Email: info@samspade. com

Business Information set name: | Sam Spade|

caral
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15. The Business Information dialog box will then be displayed. Confirm your Business

Information set is correct and then click Update Publication:

Business Information 7 >

Edit... Delete Mew...
Individual name: Sam Spade Logo:

Job position or title: Chief PI

Organization name:  Spade Investigations

Address: 3170 Broadway
Parkville, MD 21234

Phone /Fax/E-mai: Mobile: 302-5349-9622
Email: info@samspade. com

Tagline or motto: Mo secrets with Spade!

| Update Publimﬁun,\L Close
L

16. You will be returned to the Info category, where you can see your new Business
Information set. Click the back arrow to return to your publication:

Publication? - Publisher

Info

lil Business Information Publication Properties -
== Business Information set Sam Spade currently in Use Targie oy
Edit Business Tagline or motto: No secrets with Spade!
Information Color Scheme Office
Individual name: Sam Spade
Job position ar title: Chief PI Cdzliniz RGE
Organization name: Spade Investigations Publication Mode  Print
Address: 3170 Broadway Pages 1
Parkville, MD 21234 s N
ize v
Phone/Fax/Email: Mobile: 302-543-0622 i
Emaik info@samspade.com First Saved
Last Saved
%% Design Checker
Use Design Checker to find potential problems in your publication before
Run Design printing, sending in email, or saving with Pack and Go.
Checker
Account
Options @& Embedded Font Information
= Manage settings for embedded fonts in your publication.
Manage
Embedded Fonts
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17. Click the X in the top right-hand corner of the program window to close Microsoft

Publication? - Publisher
ile e
e Cut A 0 P Find -
D oo A BHLED . e
B o B I U N "= Styles  Draw Pictures Table Shapes Wizp h ’ o
Format Painter = = | TextBax B S Text - I Align~ Rotate [3 Select -
Ciphoara Font Paragraph siytes Objects Arange editing -
PagEs | lttnalhanitann BrantonofB oo Fonta Bt oo B oo s oo B Gt B Bt oo o RS
CEl
15
EEl
—
45
=
G
EE|
EEl
=
3 R
T
< v
Page:lof1 K B -—1 + s [

18. When you are prompted to save your publication, click Don’t Save to complete the

activity:
Microsoft Publisher >
| Do you want to save the changes you made to this
publication?

I Save | | Don't SE\rer\L Cancel
La
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TOPIC C: Create a Publication

One of the most popular features of Publisher is its wide variety of ready-to-use templates.
Whether you want to create a simple flyer or a complex catalog, or anything in between, Publisher
likely has a template to give you a head start on the process.

Topic Objectives

In this topic, you will learn:
= About the different types of Publisher templates
= About common Publisher file types

PUBLISHER TEMPLATES

As you know, opening Publisher or clicking File - New will show you a list of available templates.
There are essentially two types of templates: blank and preformatted.

Creating a publication from a blank template is easy. Just click the page type you want to use:

= ] X

Sign in to get the most out of Office

Learn more

Search for online templates o

Publisher

Recent

ned any publications recently. To browse

Suggested searches: Personal  Print  DesignSets Blue  Media
Paper  Event

BUILT-IN

, start by clicking on Open Other

fou
ra
bl
@@ Open Other Publications T

,%ﬂnk&fxﬂ”

Blank 8.5 x 11" Blank 1 x 85" More Blank Page Sizes

TRADER NEWS

E

HO0ONBO0800B0000

Happy

60th

Birthday
MO

i

190 0R0.000.8.00 PR LY,

(If you need a custom size, click the “More Blank Page Sizes” option.) Once you have chosen an
option, the blank template will open:
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Publication] - Publisher

LN Insert  PageDesign  Mailings  Review  View
Cut ) Bring Forward Grou| £ Find ~
x5 EIEE ) »
- Copy ' n s‘\) P gsfy 5 Send Backward Ungroup | 8- Replace
& FomatPainter | B 1 Y % X Aa- [ A = il TE,,;E:U, s e Shps -};:p & Align - Rotate [ Select~
Clipboard Ta Font Paragraph Styles Objects Arrange Editing ~
Pages B B B Fa o B B B B B B S Bl B B B B B B
. &
=
5
1 3
EE|
=
5
=
=
5
e
: ;
Page:10f1 R - 1] + 59% [
To create a pre-formatted publication from a template, click one of the thumbnails:
2 = ] X

Publisher

Recent

You haven't apened any publications recently. To browse
for a publication, start by clicking on Open Other
Publications.

(@ Open Other Publications

Sign in to get the most out of Office

Leam more

| search for online templates p|

Suggested searches:  Personal  Print  DesignSets Blue  Media

Paper  Event
BUILT-IN
Blank 8.5 x 11" Blank 11 x 85" More Blank Page Sizes
TRADER NEWS

the =

cook
book_

Modern cookbook

Thank you cards

lappy

00th -
Birthday o
NO! L

-

]
7 50 T T e T e}
£7 £ 7 £ £

Or, you can search for a template us
from the results:

ing the field at the top of the screen. Then, click any thumbnail
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Publisher Signin 7 - o x

New

New

€ Home ‘news\etter I )

Open

Ir]

Category

- s

ez TRADER NEWS Nesieree 2
Print 17

Picture 15
Media 13

Business "

B l |l
= - U3 2-page
= B Design Sets:

Email news.. Email newsletter Business newsletter ¥ Green

[y Industry

Account

Personal

Options y Portrait
Orientation
Holiday

Seasonal

Front and Back

Paper

Public Relations.

Newsletter (Soft Blue de...
Small Business

White

9
9

9

9

9

&

7

&

5

Education 5
5

5

5

5

5

Winter 5
6-page 4
Blue 4
Christmas 4
4

Family

With either method, you will see more information about the template. If you want to create it,
click Create:

Business newsletter
LoGo Provided by: Microsoft Corporation

TRAD E R N EWS Create a clean and modem four-page newsletter to
spread the word about your business using this

popular template. Pages can be printed front and
back, and then folded for mailing, Template can be
easily adjusted to fit a variety of standard (letter,
legal, executive, card, etc.) paper sizes, Search for
Modern Firm design to find additional matching
templates.

Download size 2762 KB

Account

Options o \j

Create

In This Issue

More Images

(You can also close the dialog box to return to the template search.)
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Then, the template will be open and ready to use:

Publication2 - Publisher

Insert  PageDesign  Mailings  Review  View
e it ) Bring Forward Group P Find -
v Ay = 0| ‘
» Copy o o » = . Send Backward Ungroup | 25 Replace
aste J x, x AV = tyles. raw Pictures Table Shapes Wrap _
. Formatpainer | B 1 U % X += © TetBox e | Tea- [ Aignv Rotate~ | [} Select~
Clipboard i) Font Paragraph Styles Objects Arrange Editing ~
nftntolbnn e B ol B Bt ana B oo B e Founans B Bonioo B oo oo B B o B o E S
Pages =
“ =
E replace wih
= LOGO
17
: : TRADER NEWS
2
EE! Advantages of a Newsletter
2 3 —:
=
4 EE
=
= In This Issue
3 + Mivartagesoi a
= Nawsiamer
| - Add Vaue to Your
E Newsioter
3 . Second S0y
EE  hnothe Sty
3 + Back Page Sty
-
3 +
1 ¥
1 v
Page:10fd N -—1 + s [

FILE TYPES

Publisher is compatible with several types of files. This is because Publisher is designed to help you
create fast and simple publications that can then be transferred to, and printed by, a professional
printing house. Chances are you will only ever use a handful of these formats (such as Publisher
and PDF), but it’s nice to know you have many options to choose from!

For a complete list of supported file types, click File = Export = Change File Type:

The Cookbook.pub - Publisher Sign in [4

Export

Account

Options

[ Create PDF/XPS Document

E‘% Publish HTML

B Change File Type

Pack and Go

E_: Save for Photo Printing
%:E# Save for a Commercial Printer

Ed’] Save for Another Computer

Save Publication

Publisher File Types
Publication (*,pub)
Default File Format

Publisher 2000 Publication (*.pub)
ﬂ' Compatible with Publisher 2000

Image File Types
b3 PNG Portable Network Graphics (".png)

<! rint quality image files of each page

78] Grephics Interchange Format (il
;| Device Independent Eitmap (*bmp)
i

Other File Types

E% Web Page (*htm)

B.

Save As

4 Template (*.pub)
§

Starting paint for new publications

Publisher 98 Publication (*.pub)

u' Compatible with Publisher 88

== JPEG File Interchange Format (*jpg)
=== \Veb quality image files of each page

;| Tag Imags File Format (*if)
ooy

P’ Save as Another File Type
7]

(Notice that you can create a PDF or XPS document from the first option in the Export category.)
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16

You will see the most co

mmon file types listed on the right-hand side of the screen. Let’s take a

moment to quickly go over the different Publisher file types. Although the file extension is the
same for the first four items in this list, the files are fundamentally different in the extra features

they can support.

Publication (.pub)

Template (.pub)

Publisher 98
Publication (.pub)

Publisher 2000
Publication (.pub)

File format used by Publisher 2016, 2013, and 2010.

Template format used by Publisher 2016.

Note: Publisher templates do not use a separate file format, unlike
other programs in the Office 2016 suite.

File format used by Publisher 98.

File format used by Publisher 2000.

There are also options for a number of different image files types, each with different quality
settings and features. Finally, there is an option to save the publication as HTML, which will create

a single web page in the
contains any images use

format “<filename>.html” and a folder named “<filename>_files” that
d in the publication. You can also click the “Save as Another File Type”

command to view all save options via the Save As dialog box without selecting a file type.

Once you have selected
you can customize the fi
complete the operation:

a file option and clicked Save As, the Save As dialog box will open. Here,
le location and name, as well as change the type if desired. Click Save to

B Save s *
<« v A [E « Users » jsmit » Documents v | O Search Documents R
Organize « New folder s -

[ Desktop ) Name Date modified Type
& Downloads Custom Office Templates 6/7/2016 11:28PM  Filefolder
E| Documents OneNote Notebooks 7/31/20152:05PM  File folder
&= Pictures
J’! Music
B videos
[ Microsoft Publish
Fa OneDrive
[ This PC
w < >
File name: | The Cookbook ~
Save as type: | JPEG File Interchange Format ~
Authors:  Jehn Smith Tags: Add atag

Resolution: | Standard printing (150 d

Change...

“ Hide Folders Tools ~ save |v Cancel

Once the save process is

complete, you will be returned to your publication.
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AcTiviTy 1-3
Creating a New Publication

In this activity, you will create a flyer and save it as two different formats.

1. Type “Publisher 2016” into the search box on the Windows 10 taskbar:

(If you are using Windows 8, start typing at the Start screen to search.)

2.  Click the entry for Publisher 2016 to start the program:

=& 00 n P
Best match

Publisher 2016
Desktop app l}

eb >

=

publisher 2016 calendar
publisher 2016 tutarial
publisher 2016 with office 2010
publisher 2016 trial

publisher 2016 for mac

publisher 2016 compatible with office 2013

v o v v v v

publisher 2016 purchase

28 My stuff 2 Web

Publisher 2016|
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3.  Type “flyer” in the search field at the top of the Start screen. Press Enter to display the

results:

- o

Publisher [t ]

Ll Sign in to get the most out of Office

Paper  Event

Recent

BUILT-IN

™~
S
N

@ Open Other Publications

Blank 85 x 11"

TRADER NEWS

Happy

60th

Birthday
o

£

Lean more

Suggested searches: Personal  Print  DesignSets  Blue  Media

Blank 11 8.5"

x

4, Click the first flyer in the list of results, even if it is not the same as the one shown below:

Publisher

New

% Home | fiyer D

Signin - o
=1 Category

N2 s
Diversity Da =
7
i &
E 8l a
Party 4%
BT e p
Event iyer Educatio 2
Event Planning «

Industry P
Media 7

it E

rin n
2

El
. \ L1
ety &
5

Family reunion five

2
i

e 6 2
e Red 2
Otientati 2
Picture 2
White n
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5.  We would like something more professional, so click the Next arrow to view the next

result in this large window:

ALLAGES
BVENT
ADVANCE
TIGKETS

ATTHEDODR
v
s

'WWW BATTLEOFTHERANDS COM

Academic event flyer (olive
and black design)

Provided by:  Microseft Corporation

‘Announce and describe your school event with this
scademic-themed fyer. The template has toom for
date and location details, along with a description
of the event you are sponsoring. Template can be

casily adjusted to it o veriety of standard (Icter,
legal, executive, card, etc.) paper sizes.

Download size: 170 KB

3

-
Create

6. Once you have found a professional flyer you like, click Create:

Business flyer with tear-off
tabs (Civic design)

Provided by: Microssft Corporation
Advertize your company’s praducts and services
with this theme ready business fiyer that features
tear off tabs - with your contact information - at

the bottom. Find matching templates in the Civic
design set by clicking the See Also ink above.,

Download size: 372 KB
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7. The publication will be created. Let’s save this flyer as a Publisher file. Click the File tab:

T Group P Find -
. Ungr 35 Replace
Mo A =
Ty - = Rotate [3 Select -
Font Paragraph styies objects Arrange diting -
Lot B B B B B B B B B oo B B P B8 B 1200000 8=
' = i [ F
’] H I V-
\ ) l '
P | e
Product/Service Information
=
-—
=
El v
Pagelof1 K E 1 + 5% B

8.  Click the Export category:

Options
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9. Click the Change File Type sub-category:

Account.

Options

10. Ensure the “Publication (*.pub)” format is selected and click Save As:

Account.

Options

Export

[2) Create PDF/XPS Document

e

E?@ Publish HTML
B Change File Type

Pack and Go

k= save for hoto printing
T,
=¢  Save for a Commercial Printer

1% save for Another Computer

Publication? - Publisher

Save Publication
Publisher File Types
E Publication (*.pub)
Default File Format

@ Publisher 2000 Publication (*.pub)
2 Compatible with Publisher

Image File Types

PG Portable Network Graphics (*.png)
Print quality image files of each page

Graphics Interchange Format (*.gif)

an

;| Device Independent Bitmap (*.bmp)

Other File Types

Web Page (*htm)
6

Template (*.pub)
Starting point for new publications

@ Publisher 98 Publication (*.pub)
5 Compatible with Publisher 05

= JPEG File Interchange Format (*jpg)
== Web quality image files of each page

;| Tag Image File Format (“iff
=%

Save as Anather File Type

Signin

Export

[ Create PDF/XPS Document

13@ Publish HTML
B Change File Type

Pack and Go
=)

=17 Save for Photo Printing

EE& Save for a Commercial Printer

% save for Another Computer

Publication? - Publisher

Save Publication

publisher File Tup

E Publication (*put)
Me1| petautt File Format

Template (*.pub)
'ﬂ Starting point for new publications

t‘ TuBTher T
5 Compatible with Publsher

Image File Types

PNG Portable Netwark Graphics (*.png)
= print quality image files of each page

o).n] Graphics Interchange Forma i)

;| DeviceIndependent Bitmap (*.bmp)

Other File Types

g% Web Page (* htm)

I Publisher 98 Publication (* pub)
Compatible with Publisher 98

im= JPEG File Interchange Format (*jpg)
=== Web quality image files of each page

;7| TagImage File Format (*ff)
Sl

Save as Anather File Type

Signin

2
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11. Save the file to your desktop as Activity 1-3 Complete:

@Saveﬁ\s
< v /" B> ThisPC » Desktop »

Organize = Mew falder

7 Quick access . Name
[ Desktop *
; Downloads  #
Documents
[&=] Pictures -
J) Music

B Videos

[ Microsoft Publish

ExerciseFiles

i OneDrive
LB 4

x
v O Search Desktop e
=~ @
Date modified Type
11/3/2015 T:45 AM  File folder
>

LT AR Activity 1-3 Completel

Save as type: | Publisher Files

Authors: Jehn Smith Tags:

~ Hide Folders Tools

12.
Export - Change File Type to access these settings:

Add atag

- Save Iv Cancel

Next, you need to save the flyer as a picture for your manager to review. Click File >

Export

_Eh Create PDF/XPS Document

f)'% Publish HTML
B° Change File Type

Pack and Go
H=

e Save for Photo Printing

=1

Save for a Commercial Printer
Account l=¢

\

Opti
phons E& Save for Another Computer

Activity 1-3 Complete.pub - Publisher

Create a PDF/XPS Document

Preserves fonts, formatting, and images
Content cannot be easily changed

Free viewers are available on the Web

=]
Create

PDF/XPS
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13. Click the “PNG Portable Network Graphics (*.png)” file type to select it. Click Save As:

Activity 1-3 Complete,pub - Publisher Sigr

Export

rbl Create PDF/XPS Document Save Publication

=

Publisher File Types

Publication (*.pub) a Template (*.pub)
u' Default File Format 5| Starting point for new publications

D@ Publish HTML

Publisher 2000 Publication (*.pub) Publisher 38 Publication (*.pub)

i B3| compativle with Pubiisher 2000 B2 compatible with Publisher 06
Pﬁ' Change File Type ompatible with Publisher ompatible with Publisher
Image File Types
Pack and Go == | PNG Portable Network Graphics (.png) (=== JPEG File Interchange Format (*jpg)
e
ey * Print quality image files of each page ===/ \eb quality image files of each page
= -
E‘ Save for Photo Printing
— u| Grephics Interchange Format ("gif) 4%, | Tag Image File Format (".iff)
-l
[} .
= Save for a Commercial Printer
Account =2 ;| Device Independent Bitmap (*.bmp)
]
Options (mp)

| Save for Another Computer Gther File Types

I Web Page (*htm) , Save as Another File Type
G &

B.
Save As

L

14. Save the file to your desktop as Activity 1-3 Complete. Notice that the file type has
already been set based on our choice in Backstage view:

[ Save s x
4 B <« Users 5 jsmit » Desktop » v Search Desktop »p
Organize « Mew folder = - 9
~
[ Desktop E Name Date modified Type
& Downloads  # ExerciseFiles 11/5/2015 745 AM File folder
Z| Documents
= Pictures -
J‘) Music
B Videos
@ Microsoft Publish
i OneDrive
3 This PC
LB 4 >
File name: v
| Save as type: | PNG Portable Network Graphics Format v
Authors: Jehn Smith Tags: Add atag

Resolution: | Standard printing (150 d

Change...

“ Hide Folders Tools = Cancel

15. Close Microsoft Publisher 2016. You should not be prompted to save the file since it has
not changed since our last save.
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16. Navigate to your desktop. Double-click the Activity 1-3 Complete picture file which you
just saved:

17. The image will open in your default photo application. Review it and then close the
program to complete this activity:

L

Product/Service Information
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Summary

In this lesson, we learned how to use the basic features of the Publisher interface and how to
customize it. We also learned how to create a new publication and save it using a variety of
different formats.

REVIEW QUESTIONS

1. What are the three commands available on the Quick Access toolbar by default?

2. What is the extension for Microsoft Publisher files?

3. What is the keyboard shortcut to open the Publisher Help window?

4. A publication has black arrow(s) within the Pages pane. What do these arrows indicate?

5. Which key do you press to show Key Tips?
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LESSON 2:
ADDING CONTENTTO A
PUBLICATION

Lesson Objectives

In this lesson you will learn how to:

= Add text to a publication

= QOrganize text boxes and picture placeholders
= Control the display of content in text boxes

= Use Building Blocks
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TOPIC A: Add Text to a
Publication

Although Microsoft Publisher offers many features for adding different types of graphics to a
publication, text will also be a core part of most publications you create. Understanding how to
create text boxes and use related features (like guides) is an important step in learning about
Publisher.

Topic Objectives

In this topic, you will learn:
= About text boxes
= How to use ruler guides and margin guides
* How to import text into a publication

TEXT BOXES

Text boxes are the core objects of a publication. Text boxes can be made any size, are easy to
move around, and are easy to work with. Nearly every template that comes with Publisher
contains numerous pre-formatted text boxes, but Publisher also offers almost endless
customization options.

If you move your mouse over a text box, you will see a dotted outline appear, indicating its edge:

Trader News.pub - Publisher

Insert  PageDesign  Mailngs  Review  View

T A EHld B
£

B IuU AV = Styls  Draw Pictures Table Shapes
4 Text Box - -

replace with

E LOGO

—TRADER NEWS !

E Northwind Traders Newsletter

In this issue:

« Advantages of a
Newsletter

« Add Value to Your
Newsletter

« Second Story

E « Another Story
T
Page: 101 K 387, 1.230n,

Advantages of a
Newsletter

The purpose of a newsletter is to provide
specialized information to a targeted audience.
Newsletters can be a great way to market your
product or service, and also create credibility and

huild awaranace far unii and tha cansicac vni

B8 - I

+ 0% B3

The area inside a text box is customizable, meaning you can add, remove, and modify its text. The

text box itself is also editable, allowing you to modify its fill, outline, and effects.
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To create a new text box, click Home - Draw Text Box:

Trader News.pub - Publisher

Insert Page Design Mailings Review View
= Cut A - - 1)
I E FEE
D & con o A g B
Paste ’ I U x, x° Aa AV A n=_ Styles Draw Pictures Table Shapes
- Format Painter - : o= - Text Bos - -
Clipboard = Font Paragraph Styles K% Objects

When you click this command and move your mouse pointer back to the working area, the pointer
will change to a cross. To create the text box, click and drag a rectangle on the page:

Trader News pub - Publisher

Styles | Draw Pictures Table Shapes Wra
Text Bos - - Tesxt
Font Paragraph Styles Objects. A
L2
i replace with
=i TRADER NEWS
Northwind Traders Newsletter
=
] el Advantages of a
K « Advantages of a NeWSletter
K Newsletter
= « Add Value to Your The purpose of a newsletter is to provide
E Newsletter specialized information to a targeted audience.
« Second Story Newsletters can be a great way to market your
E + Another Story product or service, and also create credibility and A
& huild awaranace far unii and tha canvirac vnii 5
Page:10f 1 [] 045,030 in. 1.49x 0.49 in, -+ 1% |

(You may see lines of different colors appear when you are in alignment with other objects or
guides, which will be covered during the next topic.)

When you release the left mouse button, the text box will be created and a cursor will indicate you
can type your text. You will also see two contextual tabs to help you customize your text box:

Trader News.pub - Publisher

PageDesign  Mailings  Review

A, Text Fill -
A A ; | A Text Outline -
. e
replace with
| TRADER NEWS
] Northwind Traders Newsletter
73
, o Advantages of a
3 « Advantages of a N ews |ette r
Newsletter
B + Add Value to Your The purpose of a newsletter is to provide
Newsletter specialized information to a targeted audience.
E « Second Story Newsletters can be a great way to market your
= « Another Story product or service, and also create credibility and
9 huild awaranace farunii and tha eanrirae unii 0
Page:10f1  [] 046 0.30in. 1.45 X 050in, -——4+—+ &% B
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RULER GUIDES

Guides can best be described as invisible rulers you can add to your publication to help keep
objects aligned and spaced evenly. There are several types of guides in Publisher. The first type we
will discuss are ruler guides, which (as you might guess) are created based on the ruler.

To add a set of pre-defined ruler guides to your publication, click Page Design - Guides and
choose an option from the gallery:

H ©-2&- - Trader News.pub - Publisher

File Home Insert Page Design Mailings Review View

|—"D @ @ IE Dj Align To [3 Delete [ Apex WUl Aspect |

= ) - . g - - | Guides Move Bl Civic Bl Concourse |
TEI'::E:& Options Marvgms Drlenfatlon S?e Gulvdﬁ 7 Objects ﬁ Rename | |HEEEE  Flow E'E  Foundy |

Template Page Setup 7} No Riser Guides

Built-In Ruler Guides

Add Horizontal Ruler Guide
Add Vertical Ruler Guide
Ruler Guides...

Grid and Baseline Guides...
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The guides will then be added, shown as green lines on the page:

Trader News.pub - Publisher

ile Inses i
SRR o — e
= | Guides Civic [ =] . BN Equity -
Change Options Margins Orientation  Size  Guides —| Fonts | Apply Background Master
Template - - - - [ Objects Flow LE ] BT Medan  |3] T e - Pages~
Template Page Setup Page Background ~

Pages g

replace with

— TRADER NEWS

Northwind Traders Newsletter

T Advantages of a
« Advantages of a N eWS Ietter

. Newsletter
T « Add Value to Your The purpose of a newsletter is to provide
1 Newsletter specialized information to a targeted audience.
« Second Story Newsletters can be a great way to market your
E « Another Story product or service, and also create credibility and &
. huild awaranace far vnii and the canricrec vnii .

Page:1of1 kb - t + 68% [3

To manually add a ruler guide, click either the Add Horizontal Guide or Add Vertical Guide
commands from the Guides menu on the Page Design tab. Then, a single guide will be added
which you can click and drag to place to your liking:

Publication2 - Publisher

Ei R AgnTo  [XDelete  [WNEIT Civic  EEE Concouse NEEN Equty  -| [7 &
S 5 a
V] Guides Move EEE Flow H'E  Foundyy I Median
Change Options  Margins Orientation  Size  Guides - | Fonts | Apply Background Master
Template B - < . [ Objects FRename |HEEE Meto I Module NN Office | "5 || s o Brame
Template Page Setup i) Layout Pages Schemes Page Background ~
it lFutaflonalBo o B oo Boanona Bunt s B s ionn B o Fino ane B o B oo Bt oo B oo B o B S o S
Pages <
. =i
0z
15
EE!
1 E
EE|
EE!
55 s
=
CE!
EE|
107
3 .
1
17 >
Page:1of1  [1000,529in, BT 850 0.00in, -—1 + so% 3

Finally, the Ruler Guides command in the Guides menu opens a dialog to finely control the
position of horizontal and vertical ruler guides:
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Ruler Guides ? >

Horizontal Vertical

Ruler Guide position:

2.656"

Set

Clear

Clear all

Cancel

MARGIN GUIDES

You can also create and customize margin guides. To begin, click Page Design - Guides = Grid
and Baseline Guides:

H ©-&- = Trader News.pub - Publisher
File Home Insert Page Design Mailings Review View
|—"D @ @ IE Dj Align To [ Delete WOl Civic HEEE  Concourse |
C:)ange Options =~ Margins Orientation Size  |Guides 7 uides Vowe W Fow WOE - Foundy
Template , . . - | Objects B Rename |HEEE  Metro [ Module |
Template Page Setup | No Ruler Guides

Built-In Ruler Guides

Add Horizontal Ruler Guide
Add Vertical Ruler Guide
Ruler Guides...

Grid and Baseline Guides... I}
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The Layout Guides dialog box will open. Click the Margin Guides tab:

Layout Guides ? >

Margin Guideg Grid Guides  Bageline Guides

Column Guidés Preview

Columns: | §

LRLIRE I

Spadng: | pg,1"
Row Guides
Rows: 1

4 F 4]k

0.1

Add center guide between
colurnns and rows

Cancel

Here, you have the ability to choose how far away from the margins the related guides will appear.
Click OK to apply your options:

Layout Guides ? ot

Margin Guides Grid Guides Baseline Guides

Master Pages Preview
|:| Two-page master

Margin Guides

Left: 0.5" =

Right: 0.5" =

Top: 0.5" =

Bottom: 0.5" =

Cancel
TEXT IMPORTING

Publisher has the capability to import text from a variety of different sources, including Microsoft
Word documents and plain text files. In theory, this allows you to transform the elements of a text
file into something Publisher can understand. Unfortunately, importing publication elements can
be unpredictable. However, it can be a useful tool when you have a lot of text to add to a
publication.
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If you want to place the text in a specific place, you can select the text box first. Or, just select the
page where you want the text to appear; Publisher will place the imported text into a new text
box. (We are going to use this latter method.) When you are ready, click Insert = Insert File:

The Cookbook pub - Publisher

le Inser

B2 )
OB Bl kd &
Page Catalog Table | Pictures Online Shapes
- Pages Picty

g *  Pictures

5

Page:5ofs

©  Placeholder Parts

= &

Picture  Page Calendars Borders & Advertisements  Draw

Building Blocks

5
P P B B Bt B insert Fe

Text Box

% El [ Business Information - €2 Symbol @

7 Date & Time
[ Object
Text Linke

4 WordArt -

[5] Insert File,
N

Insert the text from a file into your
publication.

If you have a text box selected, the
text i elected text

box; ew ter box is
created.

RIENGE

Hyperlink Baokmark | Header Faoter Page

s
| [t tana oo [ oo

Nurnber~
Header & Footer
‘u

Browse to the folder that contains the document you want to import, select it, and click OK:

Eﬂ Insert Text

T @ » ThisPC » Documents »

Organize «

# Quick access
[ Desktop

Jr Downloads
[£] Documents

&=/ Pictures

LR Y

Lessen 1
Jl Music
B Videos

@ Microsoft Publisher
i OneDrive
3 This pC

¥ Network

MNew folder

MName

Custom Office Templates
OneMote Motebooks
Parmesan Chicken Strips
[z The Cockbook

2] Trader News

<

Search Documents

v O

Date modified

6/7/2016 11:28 PM
73172015 2:05 PM
6/8/2016 5:19 PM

6/7/2016 11:31 PM
6/8/2076 4:36 PM

File name: | Parmesan Chicken Strips

- | All Text Formats

Tools = oK |v

L

*
»
m @
Type

File folder
File folder
Microsoft W
Microsoft Py
Microsoft Py

Cancel
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The text will be imported and can now be modified as usual:

The Cookboak.pub - Publisher

orma orma Signin
BB W BB @ 60D D
&
4w [F Date & Time et
Page Catalog Table | Pictures Online Shapes Picture  Page Calendars Borders & Advertisements | Draw Hyperlink Bookmark | Header Footer  Page
- Pages - Pictures -  Placeholder Parts~ - Text Box (= InsertFil [ Object Number
Page Tabi i ns Building Blocks 5 Text Links Header & Footer
0] M taalFunainnaFnafanalfnanan R B o B B oo B B B2 8|
Pages = &
m E
1 =
E|
g 3
25
EEl
E g
3 Parmesan Chicken Strips
3 INGREDIENTS
B
E|
3 3
el
1 =
e
102
E - -
=) Kl »
Page:50f5 [ 3.46,422in. [ 355x 4561 in. -— + s B

(This may take a few moments depending on the file size and type.)

AcCTIviTY 2-1
Adding Text to a Publication

In this activity, we will start creating a guide to using Microsoft Word.

1. To begin, open Microsoft Publisher 2016. At the Start screen, the thumbnail labelled
“Blank 11 x 8.5:”

0 X

. earch for anline templates 2 Sign in to get the most out of Office
Publisher

Suggested searches:  Persanal  Pint DesignScts Bl Medin

Paper  Event

AN (S
?
NS

Sk P > ————

(@ Open Other Publications

TRADER NEWS

the

cook
book

Medern cookirook ‘Thank you cards

guunanaAn
T

-y
-y
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2.  Publisher will open a new, blank publication of that size. First, let’s set up guides for this
publication. Click the View tab:

Home Insert Page Design Mailings Review
sl Cut L
D A A
- Copy
aste - ;2 Ao AN A "=
- Format Painter S o b=
Clipboard P Font Paragraph

3. Ensure the Guides box is checked:

Home Insert Page Design Mailings Review
D D | gl Boundaries |v/| Rulers Graphics Manager
; Guides ¥ Page Navigation Baselines
Marmal Master | Single Two-Page
Page Page Spread Fields | Scratch Area
Views Layout Show

4.  Click the Page Design tab:

Home Insert Page Design Mailings Review

D D | gl Boundaries |v| Rulers Graphics Manager

- | Guides +| Page Mavigation Baselines
Marmal Master | Single Two-Page
Page Page Spread Fields | Scratch Area
Views Layout Show

5. Click Guides - Grid and | : Publication] - Publisher

Baseline Guides: File Home  Insert [OTNRELRl Mailings  Review  View
: E‘D @ ﬁ IE ﬂj Align Te [ Delete MmN Civic EEE  Concourse |

- o o e = et | Guides Mave HEE Fow W W Foundry |
ange Options = Margins Orientation  Size uides
Template - - < - /| Objects ] Rename | HEEE  Metro | Medule |

Template Page Setup R No Ruler Guides

Built-In Ruler Guides

Add Horizontal Ruler Guide
Add Vertical Ruler Guide
Ruler Guides...

Grid and Baseline Guides... h
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6. Click the Margin Guides tab:

Layout Guides ? >

Margin Guideg Grid Guides  Bazeline Guides

Column Guide's Preview
Columns: | § =
0.1 =
Row Guides
Rows: 1 =
0.1 =
Add center guide between

columns and rows

Cancel

(If this tab is already displayed, skip to the next step.)

7. Change both the top and bottom margin guides to 2 centimetres. Click OK:

Layout Guides ? et

Margin Guides Grid Guides Baseline Guides

Master Pages Preview
|:| Two-page master

Margin Guides

Left: 0.5" =

Right: 0.5" =

Top: 1" =

Bottom: 17 =

carcel

Note: In Australia we use the metric system so always select the metric equivalent.
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8. The margin guides will now be applied. Now, click the Guides command and choose the
“Uneven Columns with Heading 1” guide set:

H 9- Publication1 - Publisher
File Home Insert Page Design Mailings Review View
PD @ @ ]E Dj Align To [3% Delete HE  Civic Bl Concourse |
C‘: - v Orientati S P 7| Guides Move HEE  Flow B W Foundry 1
ange ptions argins nentaton 1Ze uides
Template - = = - | Objects | &) Rename | Metro [ Module |
Template Page Setup T | No Ruler Guides

Built-In Ruler Guides

Add Horizontal Ruler Guide
Add Vertical Ruler Guide
Ruler Guides...

Grid and Baseline Guides...

9. The publication will now be set up with guides:

PR S B

bt Bt B L

SR R IN RN HNRAEY
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10. Now we are ready to add a title. Click Insert - Draw Text Box:

H - s Publication] - Publisher

File Home Insert Page Design Mailings Review View

D D E Q‘;I ;I ﬁ *_ El [55 Business Information ~

N 4 Wordart -
Page Catalog Table Pictures Online Shapes Picture Page Calendars Borders & Advertisements = Draw
- Pages - Pictures =  Placeholder = Parts~ - Accents ~ - Text BOBE Insert File
Pages Tables lllustrations Building Blocks [F] Text

11. Click and drag to draw a text box in the top part of the right-hand column, being sure to
stay in the margins:

bt B B B, BB Bt BB B B B 20,

12. Inthe text box, type, “Using Microsoft Word 2016:”

h\m“‘Tl‘I‘l‘|.|.I.|.‘(.’\.\.|.|‘l‘I‘l"jﬁ‘\‘h‘.\.\.\.|%|.I.|.|‘l‘I‘l"g|‘I‘|‘|.|.I.\.|}|.I.|.|‘l‘I‘l‘“Zh\‘h‘.\.\.\.|?|.I.|.|‘l‘I‘l"4‘\‘\‘h‘m‘\m‘|‘§|‘I‘|‘|.|.I.|.‘?\.\.\.“h\‘h‘?\d‘h\‘hl

ol

- o
Lol |.m ol mm‘ 1

% Using Microseft Word 2018] i

13. Now let’s import the main content. Click outside of the text box to de-select it. Click
Insert = Insert File:

H - s Publication] - Publisher

File Home Insert Page Design Mailings Review View

D D E Q‘;I ;I ﬁ *_ El [55 Business Information ~

A WardArt
Page Catalog Table Pictures Online Shapes Picture Page Calendars Borders & Advertisements  Draw
- Pages - Pictures =  Placeholder = Parts~ - Accents ~ - Text Box =) Insert File
Pages Tables Mustrations Building Elocks ] Text
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14. Navigate to the Lesson 2 folder in your Exercise Files. Select the Activity 2-1 Text file and
click OK:
ﬁj Insert Text x

<« v <« Starting Files for A, » Lesson2 w | @ Search Lesson 2 gl

Organize Mew folder ey @
S Quick access Name - Date modified Type
[ Desktop * Activity 2-1 Text 6/11/2016 10:35 AM  Microsoft W
; Downloads b
|£j Documents -+
= Pictures b4
J) Music
m Videos

Eﬂ Microsoft Publisher

i OneDrive

[ This PC

=¥ Network

< >
File name: | Activity 2-1 Text v | | AN Text Formats v
Teols - Cancel
15.

Publisher will convert the file and import it into the publication. You will see that due to
the large amount of text, it has created two additional pages:

B -

Dubli

File Home [IELESS

i age D eview L o Signin
A—| [ Business Information - 2 Symbol ~ feasy i
DB B dLd& EE W [ & i .
= = 4 WordArt [ Date & Time
Page Catalog Table Pictures Online Shapes Page Calendars Borders & Adverisements | Draw Hyperlink Bookmark Header Footer  Page
S e bi Placeholder | Parts~ - B - Text Box ] Insert File [object N
Pages Tables -~
o | gl =
Pages
4
1
2
3
2
i) >
Pagei3of3  [1050,1.00in.  ETI10.00x 6.50in, i + 6%

16. Save your publication as Activity 2-1 Complete. Close Microsoft Publisher 2016.
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TOPIC B: Organize Text Boxes
and Picture Placeholders in a
Layout

Publisher also provides a number of ways to organize and format text boxes. Although we aren’t
quite ready to add images yet, you can add picture placeholders, which will define a pre-
determined area that will be used for images.

Topic Objectives

In this topic, you will learn:
»= About picture placeholders
* How to use the Format Text Box dialog box
= About dynamic guides

PICTURE PLACEHOLDERS

To add a picture placeholder to your publication, click Insert = Picture Placeholder with the target
page active:

The Cookbeok.pub - Publisher

Mailngs ~ Review  View

Q [_' * El . [3 Business Information = €2 Symbol @ D D @
4 WordAt - [ Date & Time
Page Calendars Borders & Advertisements | Draw Hyperlink Bookmark | Header Faoter p
Placeholder, Parts- - Accents~ Text Box B Insert File 5 object Num
|} Building Blacks Text Links. Header & Footer ~

.
ol ‘\Hum.\"mlm\‘.mm\M\.ul‘umm\‘mlm\‘.mm\ﬁum.\mm\imm\%um‘l“"m.\.\ﬂ‘ulm

grllled tofu

From my fon

prep fime cook time serves

30 sec gC min,plus 1 2t0 3

Page:3o0f5  k - 1 + 59% B4
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Publisher will automatically add a square placeholder to your page and display the Picture Tools —
Format tab:

The Cookboak.pub - Publisher Picture Taols

Insert  PageDesign  Mailings  Review

~
-
Ld g = = g

Pictures  Corrections Recolor Swap
= | [E] Capti

\]

Insert Adjust 5 Swa Picture Styles & Amange = -~

P ne Crop ize ~
ol afla o B att ool oo olFan o oo Bt B o g b ns Boot o FooonaFoat. oo B oo o o S

Pages g

grilled tofu

From my Tovodie

prep fime cook time serves

s 3

Page:30f5 []384,506in. [ 1.25x 1.25in, - 1 + so% B3

You can click and drag the placeholder to move it. You can also use the various handles along the
outside edge to resize or rotate the placeholder. (Note that the round handles on each corner do
not resize in two directions; rather, they scale the placeholder larger or smaller while maintaining
the current width/height ratio.)

To use the placeholder, simply click the image icon in the center and browse for an image when

prompted. If you delete a picture that was added via a picture placeholder, the functionality of the
placeholder will disappear and you will be left with an empty space.

THE FORMAT TEXT BOX DIALOG BOX

There are two ways to format text boxes. The contextual Text Box Tools — Format tab contains the
most popular commands for working with text boxes, while the Format Text Box dialog box
contains all commands in one place.
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To open the Format Text Box dialog box, you can select the target text box and click the option
button in the Text group on the Text Box Tools — Format tab. Or, right-click the text box and click
Format Text Box:

H - The Cookbook.pub - Publisher
File Home  Inset  PageDesign  Mailings  Review Format Format
Text Fit M Text Fill Drop Cap Ge Stylistic Sets
Text Direction A Text Outline - | 125 Number Style = (B Swash
B I U A Columns Margins | Create . i
Hyphenation - = Link Text Effects - | fj Ligatures aa Stylistic Alternates
Teit © Font Alignment Linking Wordart Styles Tpography S

Pages I . 7\M\.‘qwmlwMP.\\\w\llw.h\\‘lwlw\w.“’\mlwh‘].mhmP\M\.\H!\lwhm“‘\mlwlw‘ﬁ\.hm‘é\mh\.‘ahhm‘S\M\\lw‘5.\.\\ml‘\umh\.‘l\lhl\m‘l\lmhlw‘]\]\.\ B
3 9

= F

grilles-==«fu !

¥ From my Tovorre coemoor

& Bl

prep fime c
n
: X% cut
things you need Eny Copy
2 cup .. [ PasteOptions

O

Delete Object

G Save as Building Block..

Saveas Picture.

Change Text »
2 Format Text Bok.. [
Q. Look Up.

Zoom »

B, Hyperlink.

5

Page:30f5 [1051,079in, B 7.62x 1.150n, - 1 + so% B3

Either command will open the Format Text Box dialog box:

Format Text Box ? x
Colors and Lines Size Layout Alt Text
Wertical alignment: Middle |~ =

Text Box Margins

4k
Ak

Left: 0.06" Top: 0.047

ik

Right: 0.04" = Bottom: 0.04"

Text autofitting

) Do not autofit () Best fit
@ Shrink text on overflow CI Grow textbox to fit

|:| Rotate text within AutoShape by 907
|:| Include “Continued on page...”
[1Include “Continued from page...” “ ol

Shape Effects... Cancel
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As you can see, there are five tabs:

» Colors and Lines: Select a fill color and effect, set the fill transparency, and define line
styles. You can force all new text boxes created to follow this same styling scheme. Also
contains options to access advanced settings via the Shape Effects button.

= Sjze: Control the size, rotation, and scale of the text box.

» Layout: Control the text box’s position on the page. Also contains options to set the text
wrapping style and attributes.

» Text Box: Control the way text behaves inside the text box. This includes alignment,
margins, AutoFit, and continuity options.

= Alt Text: Add alternative text to the text box for web publications and screen readers.

Like other dialog boxes, when you are finished, click OK to apply your settings or click Cancel to
discard them.

DYNAMIC GUIDES

As you move a text box around a publication that already contains other objects (such as
alignment guides, images, or other text boxes), you will see pink lines appear to tell you that the
current object is somehow aligned with those objects. Here, the picture placeholder is middle-
aligned with the title:

htnallanaanalFnotundlasaton Bl ButndlustonlSstsnono] BunundoonBnslo mls.\.m‘llmu.‘?nm.\.\. sl HntonallonaunalFhonnlnonon b

grilled tofu

from my faverite cockbook

prep time cook time serves
30 sec 20 min, plus 2to 3
an extra 5 o
min to cool ——

things you need

1/2 cup

T = d]
seasoned bread crumbs of

(
tomato sauce

il l il ] il ol
PR TP PP P T PO T T TP I TP P I Y T T P P I T TP T

You can customize this feature with the Guides and Objects checkboxes in the Layout group of the
Page Design tab:

H ©-

File Home Insert Page Design Mailings Review View
PD @ @ IE ﬂj Align To [3 Delete
2 | Guides D-}Mwe
| Objects B Rename

Change Options = Margins Orientation Size = Guides
Termplate = 2 = =

Template Page Setup Fa Layout Pages

Check or uncheck each option to enable or disable dynamic guides with that type of object. If both
options are unchecked, the dynamic guides feature will essentially be disabled.
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ACTIVITY 2-2

Adding Placeholders and Pages in a Publication

In this activity, you will format the title of your Microsoft Word handout and add a picture

placeholder to it.

1. Open Microsoft Publisher 2016 and open Activity 2-2:

2. First, let’s format the title of this handout. Click the text “Using Microsoft Word 2016” to
select its text box:

\.l.l.\‘l.ll.l‘\.\.l.h\‘l.l(‘]h\.l"w‘I.\‘“lw.l‘h"l.\.h‘}l.l‘\.|‘l.\w"?hh\.|.\‘\‘l.l“‘h\.IwIw‘I.\‘|‘5\.I‘l"‘l‘l.\"E‘.\.I‘h"l.\w“?l‘\‘\.|.\‘\‘l.léh\.l‘|.\‘I.l.l?\.\.h‘w‘I.h“u\].lw“‘l.\w“.l

.\‘T‘l.l‘\‘\.|.\w\rl‘.“h\.l“‘hl.\a‘“\.l

Activity 2-2
n | Microsoft Publisher Document
521|109 kB

using Mi:ra;:rf(wurdz}m

3. Press Ctrl + A to select the text box’s contents. Click the Font Size menu on the Home tab:

Bl nsert  PogeDesign  Malings  Review  View

Clipboard

Pages

Activity 2-2.pub - Publisher

=.|q A.‘ A L_\ r\’j. 3 Bring Forward
& = E < = & Send Backward
Syles  Draw Pictures Table Shapes Wrap

-~ TedBox Text- [ Align=
Styles Objects

Lo

4, Choose a font size of 36:

Activity 2-2.pub - Publisher

Insert Page Design Mailings Review|

il - -
& Cut Calibri - K a2
o Egy Copy 4
aste 2 W . -
- ¥ Format Painter B IlUxx ;5 M A
Clipboard [r} Ford B
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5. Now, right-click the text box and click Format Text Box:

bttt Bt Bt B B i Bu i BB B Dedan B,
_5 @ Calibri BECEE &
—= z v

g B I U=A-D-
Usmg Microsoft Worgegbty

- Shrink Text On Qverflow

Grow Text Box to Fit
v Do Not Autofit
@ Create Text Box Link

pasteinthe embe dcose
videnyou want 10 364
asotype3 keywerd o search [y Paste Options:
online for the video that best fits .

your document. To make your i

Delete Text
Delete Object

By Save 25 Building Block...

Save as Picture...

Change Text »
Format Text Box... h
Lock Up...

7 5

Tranglate

Zoom v

v O AT

aw

Hyperlink..

6. The Format Text Box dialog box will open. Click the Colors and Lines tab:

Format Text Box ? >

Colors and Line Layout  Text Box  Alt Text

Size and rotate

Height: 0.696" = Width: | 7.356° =
Rotation: |0° =

Scale
Height: | 100% | width: [100% =

D Lock aspect ratio

Shape Effects... Cancel

(If this tab is already displayed, skip to the next step.)
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7.  Click the Color drop-down menu in the Fill section and choose the color shown here:

X |

=

Colors and Lines Size Layout  Text Box Al Text

Fill

Colar: Mo Color Fill Effects... |
| Transparency: Scheme Colors ‘
i Line mEEE L Preview
i Colon Ik_
| Transparency: - . . o )
| ? o I;l'u:cent'l (RGE (91, 155, 213)), Lighter 60%

WA .

Wiath: Standard Colors
I Compound type: |l H EER

Mo Fill
Dash type:

#  More Colors...

Cap type: i

Join type: | Miter |
Presets

Bordersrt...

Under Preview, select the borders
you want to change, and then select
the color and line styles you want.

Draw border inside frame
D Apply settings to new text boxes

Shape Effects... OK Cancel

8. Click the Color drop-down menu in the Line section and choose the complementing color
shown here:

‘ ? Y |
| Colors and Lines Size Layout Text Box = Alt Text
Fill

Color: [ 1~| | FillEffeds.. |
‘ Transparency: < > 0% = ‘
i Line Preview
i Caolar: Mo Colar
| Transparency: Scheme Colors
| w EEEECEE

Width:
|

Compound type:

Dash type: I I I I I I ]

Cap type: Standard Colors

TR
loin type: No Qutline

Presets

%9  More Colors...

Tints...
Under Preview, select the baorders
you want to change, and then select
the color and line styles you want.

Draw border inside frame
|:| Apply settings to new text boxes

Shape Effects... OK Cancel
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0. Click the down arrow next to the Width field until the value reaches 0.75:

Format Text Box ? *

Colors and Lines Size layout  Text Box  Alt Text

Fill

Color: I~ | FillEffects..
Transparency: < > 0% =

Line Preview
Calar: I -
Transparency: < > 0% :

Width: p.75 pt

Compound type:

puntpe [ ——
Cap type: Flat ~

loin type: Miter v

Presets
BorderArt...

Under Preview, select the borders
you want to change, and then select
the color and line styles you want.

|:| Draw border inside frame

|:| Apply settings to new text boxes

Shape Effects... Cancel

10. With the border settings applied, let’s check the fit settings for the text box. Click the
Text Box tab:

Format Text Box ? *

Size Layout  Text Box %Alt Text

Fill

Color: [~ | Fill Effecs..
Transparency: < > 0% $

Line Preview
Calor: [ [
Transparency: < > 0% $

Width: 0.75 pt =

Compound type: — [

Dash type: —

Cap type: Flat ~

loin type: Miter w
Prasets

Borderdrt...

Under Preview, select the borders
you want to change, and then select
the color and line styles you want.

|:| Draw barder inside frame
|:| Apply settings to new text boxes

Shape Effects... Cancel
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11. Inthe “Text autofitting” section, choose the “Best fit” option:

Format Text Box 7 x>
Colors and Lines Size Layout At Text
Vertical alignment: Top e

Text Box Margins

Left: 0.04° = Top: 0.04° =

Right: 0.04° = Bottom: 0.04° =
Text autofitting

{® Do not autofit {11 Best fit

O Shrink text on overflow (il}gmwtextboxto fit

|:| Rotate text within AutoShape by 80
|:| Include “Continued on page...”
[] Indude “Continued from page...” Columns...

Shape Effects... Cancel
12. Now, click OK to apply all the settings we have selected:

Format Text Box ? *

Colors and Lines Size Layout  Text Box  Alt Text

Vertical alignment: Top R %

Text Box Margins

Left: 0.04° = Top: 0.04°

44

Right: 0.04° = Bottom: 0.04° =
Text autofitting

O Do not autofit @
O Shrink text on overflow O Grow textbox to fit

D Rotate text within AutoShape by 907
D Include "Continued on page...”
|:| Include "Continued from page...”

Shape Effects... Cancel
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13. Click outside of the text box to deselect it. Here are the results:

T O T ey W O PO o | |

Using Microsoft Word 2016

- -
I P

14. Now, let’s add a picture placeholder. Click Insert = Picture Placeholder:

H oS-
File Home Page Design Mailings Review
= 3 L8 D
] O leg & gl
Page Catalog Table Pictures Online Shapes  Picture Page
v Pages v Pictures - p|ﬂCEhﬂ|dEr% Parts -
Pages Tables INustrations

15. The placeholder will be added but will need to be properly placed. To help us do this,
let’s use dynamic guides. Click the Page Design tab and ensure both the Guides and
Objects checkboxes in the Layout group are checked:

Ho-

File Home Insert Page Design Mailings Review View

ED @ @ [E ﬂj Align To X Delete

. S ) \ v| Guides | [ Move
Change Options | Margins Orientation Size Guides
Template - - - - v| Objects | £ Rename

Template Page Setup P Layout Pages

16. Click the outer border of the picture placeholder. Drag it up to the left area of the title.
Release the mouse button when a blue line indicates the placeholder is left-aligned with
the left margin and a pink line indicates it is middle-aligned with the title:

| 7
b l‘l.l.h‘.hlml(.’\.\‘h_m\.l. IR ITA NI AT AR NI A AR R AR .Sl.\‘hLh\w.‘?hl‘l.‘w.\.l‘ AP AARIITH TN NI A R AN

wideo provides 2 powerful way to

help you prove your paint. When
vou ick Onfipe video, youcan

bestfits your document To make
your document look professionak

|‘hI‘|.\m.I.\ln“‘|.I.h\.l‘I‘J\A.‘.hMh|m‘\.T.l‘hI.|.\.\.I‘:‘.|.Mh|.|‘\"\‘.l.htl.\m\.lo‘l‘l.l
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17. The placeholder is now in the correct position:

it o 1 2 H 4 s e 7 s s | |
T T o ey R T 0 (P e |

f»—AL—'
% % ‘Using Microsoft Word 2016

O—o—0b

= ; . = s
O T I R P

18. Save your publication as Activity 2-2 Complete. Close Microsoft Publisher 2016.

TOPIC C: Control the Display of
Content in Text Boxes

Often, you will need to arrange publication text in different ways. Perhaps multiple text boxes will
be needed to contain a particular piece of information, or perhaps you will need to display text in
columns. You can also automatically control the display of text and other objects using master
pages and headers and footers.

Topic Objectives
In this topic, you will learn:
* How to link text boxes
* How to format text into columns
* About master pages
= About headers and footers

TEXT BOX LINKING

Text box linking allows you to connect one or more text boxes so that the text within them flows
automatically. This is particularly useful if you plan on editing or formatting text after it has been
added. There are two ways to link text boxes: create the text boxes and link manually, or create
them as you go along.
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Consider the following publication: we want to flow the text around the image, but stay within the
imaginary border, which is shown by the red rectangle:

Lead Story Headline

Caption describing picture or
graphic.

[m]
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To do this, we will create three text boxes, outlined by the green rectangles:

Lead Story Headline

Caption describing picture or
graphic.

[m]

Now that the text boxes are defined, we will paste a large quantity of text into the first box. As you
can see, not all of it fits, as noted by the red handles around the text box and the [+l button:

Lead Story Headline E

Call me Ishmael. Some years ago -- never mind how long precisely - having little or

no money in my purse, and nothing particular to interest me on shore, | thought | “_
= v
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To flow text into the second box, click the E+] button and point to another text box. When the icon

changes to a pouring cup, click that box to establish the link:

!

%Call me Ishmael. Some years ago -- never mind how long precisely - having little orllzl

Lead Story Headline

no money in my purse, and nothing particular to interest me on shore, | thought |
=

®,

Caption describing picture or
graphic.

The second text box now contains an arrow on the left side, meaning it is linked to another text
box somewhere else in the publication. There is also more text to flow:

no money in my pl.iSEE, and nothing partic
L

would sail about a little and see the
_"Eﬂ watery part of the world. It is a way |

have of driving off the spleen, and

regulating the circulation. Whenever |

We will flow the last of the text to the third box:

myself involuntarily pausing before

coffin warehouses, and bringing up Captlon describing plcture or

the rear of every funeral | meet; and graphic.
= /
Y
*

The operation is now complete:
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Lead Story Headline

Call me Ishmael. Some years ago -- never mind how long precisely -- having little or
no money in my purse, and nothing particular to interest me on shore, | thought |

would sail about a little and see the
watery part of the world. It is a way |
have of driving off the spleen, and
regulating the circulation. Whenever |
find myself growing grim about the
mouth; whenever itisa damp, drizzly
Movember in my soul; whenever | find
myself involuntarily pausing before
coffin warehouses, and bringing up

Caption describing picture or
the rear of every funeral | meet; and graphic.

especially whenever my hypos get such an upper hand of me, that it requires a

strong moral principle to prevent me from deliberately stepping into the street,
and methodically knocking people's hats off -- then, | account it high time to get
to sea as soon as | can. This is my substitute for pistol and ball.

This method of linking text boxes is useful when your publication has already been laid out with
titles, images, and text boxes.

The second way of creating linked text boxes is useful when you aren’t sure of the publication
layout. If you have a text box that is not large enough for the content, simply click the [+ button
and then click anywhere in your publication:

Lead Story Headline

!

Call me Ishmael. Some years ago -- never mind how long precisely - having little or

no meney in my purse, and nothing particular to interest me on shore, | thought |
=

®,
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Publisher will create a basic text box that you can move and adjust as you see fit. It will
automatically be linked to the previous text box:

Lead Story Headline

Call me Ishmael. Some years ago -- never mind how long precisely -- having little or
no money in my purse, and nothing particular to interest me on shore, | thought |

' l .

Iwould sail about a little and see
the watery part of the world. It is
[ 5 way | have of driving off the
spleen, and regulating the circula-
tion. Whenever | find myself
growing grim about the mouth;

is a damp, drizzly

vheneve

TEXT BoX COLUMNS

Publisher also lets you add columns to text boxes. To begin, select the target text box, click Text

Box Tools — Format - Columns, and choose the number of columns to apply:

Trader News.pub - Publisher

Insert  PageDesign  Mailings  Review

o
=) Stylistic Ses
Columns Margins | Create A
- - ik gatures Stylstic Alternates
Font Al g Wordart styles wpograpny o
Qne Column =
B R T 2 il Bl s oo e B oo ellanstons Bl
CE|
3 Iwocmummh
E Three Columns
E| May 6. 207 replace with
; wreCois. LOGO

 TRADERNEWS

Lorem ipsum dolor sit amet, consectetur adipiscing elit: Morbi sodales
T nune purus, id malesuada nis| pharetra guis. Proin et ipsum dolor. Donec
3 eget suscipit est. Aenean lacinia metus risus, Ut sodales orci sodales
4 sed. Maecenas pretium, magna ac sodales posuere, nunc risus vestibu-
lum metus, in condimentum diam metus ey erat. Mauris eu felis vitae
i quam lacinia eleifend sed a nunc. Praesent lacus yelit, iaculis eu suscipit
7 vel, pulvinar eget nunc. Nullam interdum sem sit amet lacus convallis
E lacinia. Maecenas mauris arcu, dictum ac scelerisque ac, porta id mas-
— sa. Integer sed elit non massa fermentum cursus sit amet ey augue.
: Etiam et pretium enim. Sed ultricies cursus nulla, in vestibulum elit cur-
sus eu.

~

Doneg luctus aliguam posuere. Curabitur id nunc at arcy tincidunt omare
4 vitae ut orci. Aenean id velit nulla. Nam in suscipit est, sed luctus neque.

v
Page:20f2 [ 050,165in. ] 480x11.36in = ] + 150% B3

(You can also create a custom column layout with the More Columns command.)

Here, we have applied two columns to a single text box. The text will flow through the columns
from left to right:
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Trader News.pub - Publisher

PageDesign  Mailings

Page:2012 [ 050,165in. 450x11881m

A TextFill

A A Text Outline

Text Effects

5
H A =

May 6, 2016

TRADER NETWS

Lorem ipsum dolor sit amet, con- non pretium uma faucibus at. Pel-
dales nunc purus, id malesuada cies volutpat vitae, fermentum sed
nisl pharetra quis. Proin et ipsum arcu.

dolor. Donec eget suscipit est. Ae-

nean lacinia metus risus, ut sodales Dones commedo, odio id iaculis
orci sodales sed. Maecenas prefi- Porta, lectus massa congue nibh,
um, magna ac sodales posuere, vitae convallis mauris ligula et |eo.
nune risus vestibulum metus, in GHrAPItUC semper, quam sed prefi:
condimentum diam metus ey erat. YM lWelus, magna uma yulpulate
Mauris eu felis vitae quam lacinia ©©S. at volutpat justo tortor sed
eleifend sed a nunc. Praesent lacus Nisi- Donec dui odio, euismod et
vellt, iaculis eu suscipit vel, pulyinar SEMPer a. dictum in fellus. Aliquam .

replace with

0GO

eget nunc. Nullam interdum sem sit f4trum ex areu, non fingidunt mas-

B8 - I

+ 150 3

MASTER PAGES

Master pages are similar to templates within a file. All pages are based upon a master page (even
if it is blank) and any changes you make to a master page will automatically be applied to all pages

based upon that master.

Let’s look at a brochure as an example. To view the master pages in a publication, click Page

Design - Master Pages:

=]

File Home  Insert

By TN
| @ = 00
Change Options = Margins Orientation Size  Guides
Template - - - -
Template Page Setup
Pages <
a =
CE
1z
EE
EE|
sz
B
G|
e
1
Page:1of2 K

Align To. [X Delete

Layout Pages Schemes Page B

sttt ettt oot oo Bt RoobosodRoooRue oo bR,

Brochure.pub - Publisher

EYEral Mailngs  Review  View

W Apex HOE Aspect
V] Guides | [1+Move WOE - Civic
7] Objects ¥ Rename HEE  Fow B W Foundy I Median

[ ) Black &...
- B

I i

— Fonts  Apply Background Master
- Image Pages

Brochure Outside (A)

Brochure Inside (8)

[ Edit Master Pages
Apply Master Page..

NORTHWIND
TRADERS

Spring 2016
Products and Services
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You can use this menu to choose which master page will be applied to the current page. To view
or edit the master page’s contents, click Edit Master Pages from this menu.

As you can see, the first master page for this brochure contains many ruled guides but no content:

=]

File
i E

Brochure.pub - Publisher

Page:10f2 R 3.80,730in.

eeeee
Add Master Two Page Apply Show Header/ |ns nsert  Insert Close
Page  Master Tov L3Delete er Date Time | Master Page
Master Page Head Footer Close
Pages bt B B B Butb o BB Bt BB BB B
A
0

You can add as much information as you like to a master page, but they are designed to hold only
important repeating information (like the date and time, page number, company logo, etc.).
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Here, we have added a footer and a picture to the master page:

e N
0 = x|
Add Master Two Page Apply Show Header/ Insert Page Insert  Insert Close
Page  Master To- LiDelete Footer Date Time | Master Page
Master Page H Close -
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ool o Bt Bt fta o e o B oo B tana Fnn o o o a o o o ton ol o Bl B tona B i
Pages S
EEl
|
N E
15
24
8 :
EE|
EE|
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Page Design Review

Master Page Home Insert

Tj [ Duplicate I-_|

E Rename
Add Master Two Page Apply Show Header/ Insert Page Insert
Page Master To~ L% Delete Footer MNumber Date

Master Page Header & Footer

View

Insert
Time

Close
Master Page

Close
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Here you can see that the changes have been applied to the page of the publication which uses
that master page:

Page Design
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Page:1of2  k 395,952in. -—+t + 6% 3

HEADERS AND FOOTERS

Headers and footers are two special areas that remain consistent through the entire publication,
or sections within that publication. They are often used for content like page numbers, titles, and
copyright information.

You can add headers and footers using the Header & Footer group of the Insert tab:

Brochure.pub - Publisher

D El E ro(. |;| E *_ IZ‘ [75] Business Information ~ Symbal @ D D

A WordArt > [ Date & Time
Page Catalog Table | Pictures Online Shapes P Page Calendars Borders & Advertisements | Draw Hyperlink Bookmark| Header Footer | Page
Pages - Pictures  ~  Placeholder Pas® = Accents~ - Text Box [E Insert File [ object umber~
Pages. Tables INlustrations Building Blocks o Text Links Header & Footer -~
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Once you click the Header or Footer command, the Master Page tab will appear, the publication
will be switched to Master Page view, and the header/footer areas will be marked as such:

Brochure.pub - Publisher

Home  Inset  Page Design

File
ﬁ e g RO| B
== 1Y Rename
Add Master Two Page Apply Show Header/ Insert Page Insert Insert | Close
P Master Tor L3Delete o N Date Time | Master Page
Master Page a
Pages PRI I e E b Bt B P Bt B o 90, =
53
A 3
GF
5 EE
= e b
EE|
103
3
1 v
Page: 1072  []0.00,820in. = 1 + 100% B3

In Master Page view, you can switch back and forth between the header and footer regions by
clicking Master Page - Show Header/Footer. This will switch back and forth between the two

regions:

Brochure.pub - Publisher

Home Insert Page Design Review View
4 rljDupIicate -
0 : E ©
ﬂﬂename
Add Master Two Page Apply Show Header/ |nsert Page Insert Insert
Page Master To- L Delete Footer Mumber Date Time
Master Page Header & Footer

You can also copy and paste your header and/or footer to duplicate it on every master page. Once

you have finished adding your header or footer, close Master Page view:

Master Page Home Insert Page Design Review View

D [ Duplicate |-_|

B Rename
Add Master Two Page Apply Show Header/ Insert Page Insert [nsert
Page Master To~ [ Delete Footer Number Date Time
Master Page Header & Footer

Your changes will automatically be applied.

Close
Master Page

Close
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AcTiviTy 2-3
Using a Master Page

In this activity, you will add a header and background to your Microsoft Word handout and update
the text layout.

1.

3.

Open Microsoft Publisher 2016 and open Activity 2-3:

. Activity 2-3
n I Microsoft Publisher Docurment
184 KB

Let’s begin by modifying the master page of this publication. Click Page Design > Master
Pages:

- Black& .. HINMN Civic
nnnnnnnn i EEE Fov WM Foundy -
Module B Office

Using Microsoft Word 2016

viseo provices oo

ehange e vay

B
m
B
+
=
g

]

vager 1012 R

This publication has only one master page (A). Click Edit Master Pages to continue:

Activity 2-3,pub - Publisher

[ Detete spect BN Black &
[ Move EEE  Concourse NEEM  Equity N Flow EOE  Foundy -
oni

Apply Background Master
Pagﬁ'lk

° 3
Master Page A (A)
B Edit
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4. Let’s add a page number to the bottom of each page. On the Master Page tab, click Show

Header/Footer twice:

Insert Page Design Review View
+ - - F
il I E
Iﬁ Rename
Add Master Two Page Apply Show Headerf| Insert Page Insert  Insert
Page Master To-~ Delete Footer % Mumber Date Time
IMaster Page eader & Footer

5.  This will place your cursor in the Footer area of the page. Click Insert Page Number on
the Master Page tab:

Activity 2-3.pub - Publisher

File [YRRSTIPM Home  Inset  PageDesign  Review  View
Tj y [ Duplicate @ @
m B
m = 1 Rename = 8
Add Master Two Page Apply Show Header/ Insert Page Insert ~Insert Close.
Page  Master Delete Footer Date Time ~MasterPage
b, e s
umber (Aitshift=P) Lo o B P B o B ol o B
Pages
g sthe
n, this
A
<
Page:10f2 [ 050,7.50in.  EN1000x 0.30 in - L + 100%

6. The page number will be added. It will display as a variable text field which will be
updated for each page it appears on:

v
L I||0|I|||I|éulu||I|||I|||I||1|I|||I|||I|||I||2|I|||I|||I|||I||3|I|||I|||I|||I||q:ln||I|||I|||I
BE
=
7
Footer

°
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7. Now, let’s add a background to the master page. Click the Page Design tab:

Activity 2-3.pub - Publisher

Master Page Haome Insert Page Design Review View

— . s
i S B W BO

Add Master Two Page Apply Show Header/ Insert Page Insert [nsert
Page Master To- L% Delete Footer Mumber Date Time
IMaster Page Header & Footer

8.  Click the Background command and then choose the Accent 1 Horizontal Gradient shown
here:

e Signin
£ iy Align To. Delete. ¢
@ PD ID g X Apex WS Black&.. EWE Civic @ D
& > o o & & [/l Guides [ Mo Concourse EEE Flow AW Foundy |- e Mo
ange Options | Margins Orientation Size | Guides o e oo Fots | Apply Backgiound Master
emplate - - - Objects 1] Re Med - Vedde |SESCH | Image © Pages
Template Page Setup & Layout. Pag Schemes No Background

Solid Background

Fivardl |

More Backgrounds.

9. The gradient will now be applied. Close Master Page view:

=N = 0 —
M m RS g 0 500
Add Master Tura Page Apply - Shour Header/ InsertPage Insert Insert | Close
Page ster To- L Delete Footer  hu
Master Page >
Pages 1= ]
L =
FE|
—
7 3
3
o
o
f v
Page o2 [1050,750in.  M110.00x 030in B - ] + 0% @
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10. You can now see our changes on the pages which use this master page — in this case,
both pages in the publication:

= 3 Cut - Bring Forward Grouy Find -
Koo P - =R % Bing po P
ER Copy 0 Send Backward ~ [FfUngroup | 3 Replace
Paste I U x xaa.|M.|A Styles  Draw Pictures Table Shapes Wiop B
"€ Formt Painer U x S | e Shopes P 12 mign- ARotste~ | Iy Select~
Clipboard Paragraph Objects Amange Editing ~
el Botonlon, ot Bt e o L e etel et st o Pt el A

<

 Video provides 3 powerful way to help you prove your point. When you click Online Video, you can paste in the embed code for
the video you _You can also line for the video Tomake o

[
produced, Word . footer, Cover page, and text box designs that complement

Yo
i

| each other. For examle, you can add a matchir header, and sidebar. Ciick d then choose the elements |
| you want from the di Th help keep your when you cick Design and.

| choose a new Theme, the pictures, charts, and ©
|

| When you apply styles, your headings change to match the new theme. Save time in Word with new buttons that show up
| where you need them. To change the way 3 picture fits inyour lickit and 3 button for

o1t Whenyou work o tabe, lck ihere you uat o a6 owtr  colarin,an then click he lo gn. Readin s eaier,
:100. in the new Reading view. You can collapse parts of the document and focus on the text you want. If you need to stop read- |

| ing before you reach the end, Word remembers where you left off - even on another device. Video provides a powerful way to

| el you prove your pont.

| search online for the Tomake [ , Word provides
| head
| page, header, and sidebar. Click Insert and then choose the elements you want from the different galleries. Themes and styles

also help keep When you click De: d ch new Theme, the pictures, charts, and SmartA rt

footer, cover page, and text box each other_ For example, you can add a matching cover

[
|
|

i [

| When you click Online Video, you can paste in the embed code for the video you want to add. Vou can also type akeywordto |
[
[
[
[

© vou When ly styles, your to match the new theme.

1
' Save time in Word with new buttons that show up whe e you need them. To change the way a picture fits in your document,

|
 clickit and a button for layout options appears next to it. When you work on a table, click where you want to 2dd a rowor a,

*and focus on the text you iant. f you need to stop reading before you reach the end, Word remembers where you eft off-
. ice. i s [ ——

i
i
i
i
i
i
|
column, and then click the plusig = essier, too, in the parts of |
i
i
;
|

Pagei otz K 7365890, E——r]

11. For the final part of this exercise, let’s resolve a text issue. Click Page 2 to display that
page:

Pages £
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12. Click the text box on this page. You can see the E-dicon, which means there is more text
to be displayed:

|.|0.|.I.|.:[><.|.I.|.|.|.I.|.|l.|.I.|.|.|.I.|.|2.|.I||.|.|.I.|.|3.|.I.|.|.|.I.|.|4:|.I.K\ls.|.l.|.|.|.I.

ies. Themes and styles also help keep your dacu-
ment coordinated. When you click Design and
choose a new Theme, the pictures, charts, and
SmartArt graphics change to match your-new
theme. When you apply styles, your heaIngs
change to match the new theme._ Save time in Word
with new buttons that show up where you need

them.

|.|.I.|.|.|.I.|LT|.||.I.|.|.|.I.|h.‘|.|.I.|.|.|.I.|F:|.|.I.E|

To change the way a picture fits in your document,
click it and a button for layout options appears next

.

to it. When you work on a table, click where you
L g

13. Click the F*icon:

|.|n.|.I.|.:D<.|.I.|.|.|.I.|.|l.|.I.|.|.|.I.|.|2.|.I.|.|.|.I.|.|3:|.I.|.|.|.I.|.|4.|.I.(\|5.||.I.|.|.

]

[

ies. Themes and styles also help keep your docu-
ment coordinated. When you click Design and
choose a new Theme, the pictures, charts, and
SmartArt graphics change to match your new
theme. When you apply styles, your heac"ngs
change to match the new the me. Save time in Word

with new buttons that show up where you need
them.

To change the way a picture fits in your document,

|.L.I.|.|.|.I.|~:l|.|.l.|.|.|.l.|h.||

click it and a button for layout options appears next

=

to it. When you work on a table, click where you
L

14. Click the top right of the page, as shown below:

ies. Themes and styles also help keep your docu-
ment coordinated. When you click Design and

choose a new Theme, the pictures, charts, and

'smartArt graphics change to match your new
theme. When you apply styles, your headings
change to match the new theme. Save time in Word
wiith new buttons that show up where you need
them.

To change the way a picture fits in your document,
click itand a button for layout options appears next
to it When you work on a table, click where you
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15.

16.

17.

18.

The text will be added in a new text box. Click and drag the border of this new text box to

move it so it is aligned with the top and right margins:

il

keep your docu-
ment coordinated. When you click Design and
choose anew Theme, the pictures, charts, and

SmartArt graphics change to match your new
theme. When you apply styles, your headings
change to match the new theme. Save time in Word

il

with new buttons that show up where you need

them.

To change the way a picture fits in your document,
click it and a button for layout aptions appears next
toit When you work on a table, click where you

ol

Click and drag the bottom left-hand handle of the text box to align the left side with the
image and the bottom to the bottom margin. Remember, the dynamic guides can help

you:

You left off - even on anof

device.
ovides  powerful way to

her

way to
when

i paste n|wouclick Online Videa,yo,

can

aste I the embed eode

tor the

o T O e T e

Click Insert and then choose the elements you wa
ies. Themes and styles also help keep your docu-
ment coordinated. When you click Design and

choose a new Theme, the pictures, charts, and

il

smartArt graphics change to match your new
theme. When you apply styles, your headings
change to match the new theme. Save time in Word
with new buttons that show up where you need

Al

them.

To change the way a picture fits in your document,
click it and a button for layout options appears next

Bl

toit. When you work on a table, click where you

&
Bl

Al

il

All of the text will now be displayed:

Xor om0 x x|t

1 es. Themes and styles also help keep your docu-

ment coordinated. When you click Design and
& choose 3 new Theme, the pictures, charts, and
E| ‘Smartart graphics change to match your new
=] theme. When you apply styles, your headings
3

change to match the new the me. Save time in Word
with new buttons that show up where you need
them.

To change the way a picture fits in your document,
o click it and a button for layout options appears next
E| toit. When you work on a table, click where you

ing Forward - [EGroup | & Find -
nd Backward + [T Ungroup | 8 Replace

Draw Pictures Table Shapes Wrap

0 ER Copy
PS¢ romatpamer B T U % X Aa- M- A
Cipboard 5 Font ® Paragraph
b
Pages <

on the text you want. If you need
0 stop reading before you reach
the end, Word remembers where ®
you left off - even on another
device.

Video provides a powerful way to
help you prove your point. When
you click Online Video, you can

paste in the embed code for the

ZhRotate~ I3 Select~

Armange. Editing
o

on the text You need to stop
reading before you reach the end, Word
remembers where you left off - even on
another device.

Video provides a powerful way to help
You prove your point. When you click
Online Video, you can paste in the em-
bed code for the video you want to add
You can o type a keyword to search
online for the video that best fits your
document.

To make your document look profession-
ally produced, Word provides header,
footer, cover page, and text box designs
that complement each other. For exam-
ple, you can add a matching cover page,
header, and sidebar. Click Insert and
then choose the elements you want from
the different galleries

Themes and styles also help keep your
document coordinated.

Page:20f2 [1808,100in. ] 242x 650in

Save your publication as Activity 2-3 Complete. Close Microsoft Publisher 2016.

-+ ——+ o @3
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TOPIC D: Use Building Blocks

Building Blocks provide a quick, easy way to add pre-formatted content pieces to your publication.

You can also customize existing Building Blocks and create your own Building Blocks.
Topic Objectives
In this topic, you will learn:

= How to insert Building Blocks
= About the Building Block Library

BUILDING BLOCKS

You can insert a number of different Building Blocks with the Insert tab:

B [SAaE Brochure.pub - Publisher

File  Home Page Dmgn Mallings  Review

DEBELED &80 W &8 s EE @
4 WordArt ~ réDataB{Tlme
Page Catslog | Table ures Online Sha alenda Hyperlink Bookmark  Header Footer
Pages ic ng [E Insert File [ Object N mb
Pages Tables Text Links Header & Footer -

Each command features a gallery of different Building Blocks. To insert one, just click a Building
Block thumbnail to add it to your publication. For example, here we will add a pull quote to a
brochure:

Brochure.pub - Publisher

HE W B (B (&[5 0D [0

4 WordArt - rél]a(e&'ﬁme

DIDFI

Page Catalog | Table | Pictures Onine Shaps Picture | Page Calendars Borders & Advertisements  Draw Hyperlink Bookmark | Header Footer Page
Pages - Pictures +  Placeholder Parsv  +  Accents+ Text Box =) Insert File [ object Number~
Pages Tables Illustrations Headings - Links Header & Footer Rad

Mot Birtan luneton st atanallnatenalBeitaninaons oo oo HE
Pages g
. E|
== |- ——

""" Pull Quotes

sy

ith| | === = o

wa

wn

ini¢ Ly

op{ Sidebars

= white text makes
Zoryandfinda
= your content.

"2 = pening into your
= ave spaces open

<= onwora
= llets in a row

LR
B M

e Page Parts

E i o

_Zwean. witeto .

3lg 2 conversation Contact Us -
E .
3 ; Northwind Traders =
= se a lonaer word i | i i

<
Page:20f2  h = 1 + 100% B3
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The Building Block will now be
added to the publication. It
contains the same type of
manipulation handles you
would see around a text box.
You will also have access to
contextual tabs to help you
customize the Building Block:

Brochure,pub - Publisher

Page Design

OB B BED

Page Catalog Table Pictures Online Shapes Picture
Placeholder Parts~ = Accents~

Pages ictures

Pages Tables llustrations

Review  View Format Format

EE W &

Page Calendars Borders & Advertisements

Building Blocks

= white text makes
Zloryandfind a
3 your content
7= pening info your
2 ave spaces open

<= onword
< dlets inarow

= ucan. Wiite to

52 0 a conversation

— lse a longer word

Page:2or2 [ 749, 181in

Our Success Stories

Use paragraphs often. A wall of white text makes
it hard for the reader to skim a story and find a
way to quickly drop in and out of your content
White space gives the user an opening infe your
infornation. Don't be afraid o leave spaces
open

+ Use bullets o itemize lists

+ Keepyour bulets short

+ Start each bullet with an action word
+ Don'tusemore than a few bullets in a row

More about our story

Use conversational text when you can. Write to
Your reader as if you were having a conversation
with him or her over a meal.

Keep your words simple. Don'tuse a longer word
than you need to. For example, inmost cases
“use is a better choice than “utiize.”

Drawing Tools  Text Box Tools

B 313x 1.94in,

(55 Business Information * <2 Symbol

4 WordArt~
Text Box I Insert File [ object

[T Date & Time

ol

To catch the reader’s attention,

place an interesting sentence or

quote from the story here.

Links

ContactUs
Northwind Traders

bR [

Hyperlink Bookmark | Header Footer Page

sl Bt Bl HE

Number -~
Header & Footer ~
.
.
1 + 1o 3

THE BUILDING BLOCK LIBRARY

For a larger view of each Building Block, click the option button in the Building Blocks group on the

Insert tab:

Page Catalog  Table
@ Pages <
Pages Tables

Page Design

DB E dhkd D

Pictures Online Shapes
Pictures -~

Mailings

Picture
Placeholder

lllustrations

Review

EE W & B

Page Calendars Borders & Advertisements
Parts ~

Brochure.pub - Publisher

View

= Accents = =
Building Blocks

This will open the Building Block Library dialog box:

Building Block Library
Library

Design Gallery Objects

Advertisements

More Categories

Borders & Accents

Business
Information

Calendars

page Parts

4 WordArt~

Draw
Text Box = Insert File

Text

Advertisements

Iisert Close

@ Business Information =
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First, click a folder to view its contents. You will see the related Building Blocks and/or additional
subfolders in that folder. If you need to go back, use the breadcrumb trail or the Back arrow at the
top of the dialog box:

Building Block Library ? X

(4) Library » Page Parts » All Headings

Headings
Accent Box

B Newstcuer Tuke ™| New Tie == B IE Nowslcticr 166 —oa =
SR T e |

Accent Box Accessory Bar Ares Art Boxes Bars —— =
N |Newsletter Title| =

Blends Blocks Borders Brackets Bubbles

e S —
Newsletter Title E [EENEERNE Newslolet Title——

Newsletter Title

Capsules Checkers Convention Crossed Lines Design Box

Newsletter Title

Insert Close

At any point, you can select a Building Block to use. (This will also show a preview of the Building
Block on the right-hand side of the dialog box.) Click Insert when you are ready:

Building Block Library ? X

4 Library » Advertisements

The Works
Chevron

Attention Getters

fi 1
ree —— — H
el Gl [ o

s
Arrowhead Bar and Line Brackets Brick Chevron
o,
-
0% orr m,, 00%
g OFF
Corner Corner Starburst Diamond Dot Double Slant
! 00% OFF
% 00% OFF w 00% oFF )JS -~
Explosion Filled Starburst Flag Framed Oval Haollowed Point
e, O ol <. -

Insert Close

The Building Block will then be added and can be customized as normal:
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I.|.|.|.I.|.|3.|.I.|.|.|.I.|.|4.|.I.|.|.|.I.|.|5.|.I.|.|.|.I.|.|6:|.I.|.|.|.I.|.P:|.I.|.|.|.I.|.|s.|.l.|.|.

=l

i |

ol

~ white text makes |
Zoryandfinda |

AcCTiviTy 2-4

Our Success Stories

Use paragraphs often. A wall of white text makes
it hard for the reader to skim a story and find a
way to quickly drop in and out of your content.
White space gives the user an opening inta your
information. Don't be afraid to leave spaces
open.

Use bullets to itemize lists
Keep your bullets short

Start each bullet with an action word

FREF /]

» Don'tusemore than a few bullets in a row

)77

More about our story

Use conversational text when you can. Write to |
your reader as if you were having a conversation

Adding a Building Block to a Publication

In this activity, you will add two Building Blocks to your Microsoft Word handout.

1.  Open Microsoft Publisher 2016 and open Activity 2-4:

2. Wearegoingtoadda
sidebar to the first page.
Look at the position of
the text on both pages
before we begin:

[ Activity 2-4
Microsaft Publisher Document

186 KB

Activity 2-4,pub - Publisher

Syles  Draw Pictures Table Shapes  Wiap |
© Text Box v et e Align~

Font Paragraph Syies Objects Arcange aiting ~
ST TR YONTRVIO RN <N < VTIPSO | AV IO = SNV O [

E Using Microsoft Word 2016 -

Tomake

; word provides

3 , the pictures,charts, andSmariATt

O]
Page10f2 K -+ 6% 3
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3.  Ensure the first page is selected. Click the Insert tab and click Page Parts:

H oS-

File Home Page Design Mailings

OB B 2 ld & V-’Ir'h

Page Catalog Table Pictures Online Shapﬁ Picture Page Calendars Borders &
= Pages = Pictures -~  Placeholder Parts~ = Accents ~

Pages Tables lustrations Euilding Blocks

4.  Click the thumbnail for Flourish (Layout 3):

Activity 2-4.pub - Publisher

Mailings Review View

DEF@ ) g EIE W [

[#5] Business Information ~ £ Symbal
4 WordArt - 3 Date & Time

Page Catalog Table | Pictures Online Shaps Picture | Page Calendars Borders & Advertisements  Draw
- Pages - Pictures  +  Placeholder Pasr v Accents+ - Text Box = Insert File [ Object
Pages Tables Illustrations Headings [=]

Pull Quotes

B More Page Parts...

5. The Sidebar ) \.\.\.thmllmm.\m\ml?l\\m\.\.\.\.l.ll‘l‘lJ.l.l.l.|?|.I.|.|.|.I.|.‘?\.\.\.|‘|‘I‘|"?M‘\.\m‘\ml‘;l‘l‘h\.\.m.|§|.Im|.|.|.|.|?|.I.|.|‘|.I.|.‘?\.\.\.\mlm‘?h\m\m\ml‘l‘lj‘lm\.\.\.\.l
will be added.
Click and drag
the sidebar by
its border to

@
'

Using Microsoft Word 2016
pwe%lwivw o paint. Ik i you inthe

the middle 3 v ST
left-hand side I \ Title Text :mﬁ?&?«?ﬁ;aml

er, footer, Fover page, and text box designs that

: complement each other. For example, you can add

ace to briefly, but effectively, 2 matching cover page, header, and sidebar. Click
oduct or servicas. ‘ Insert and then choose the slements you want from

@ihe differet galleries. Themes andstyles 3o help
keep yourpjorument coordina ted. Wrhen you diick

* Designand choose a new Theme, the pictures,

charts, and SmartArt graphics change tomatch your
ther

3 ;
N N .
wra T r - ™\, Wher) you apply styles, your headings change
g P, tomatch the new theme. Save fimeinWord

) with new buttons that show up where you

’g EEC——Y thefn. To change the way a picture fitsin

ur itanda hmmlnrlayumqznlmappaarxnznmllwlnnymw)dmaﬁbh dick where you want to
o 1 Jading view. partsof

lhedntm\emanﬂln(mmﬂ!mtvm\ﬁn[ 1fyou need ¥ theend,

youleft off - 2ven on another device. Video provides s powerful way to help you prove your point.

Tor the vi toadd. You can aksotype 2 keywordto
mwmfummmmcﬁsmdmmmmmaumMclmmuuumm,mms

Sidek btitle Text

Title Tex

of the page.
Remember,
you can use
the dynamic
guides to help
you:

Sidebar Subtit]

TR LR TR
o

M\H.|.I.|T‘|.|.I.|T|\ml.lf'l\m\mﬂ.l\\mﬂull.l.l

102



[103]

Microsoft Office Publisher 2016

6.

7.

8.

Now, look at the position of the text on both pages. Since the text boxes on pages one
and two are linked, some of the text has automatically moved:

Activity 2-4.pub - Publisher

53 Business Information~ 2 Symbol E; D D @

EE W o

4 WordArt~ [ Date & Time.
Page Catalog Table Pictur Page Calendars Borders & Advertisements  Draw Hyperlink Bookmark ~ Header Footer Page
< pages - ic aceholder | Parts~ v Accents~ - Text Box =) Insert ile Blobject
Pages Tables 5 Text Links eacer & -
L 1 . e, Is, e i 0 s 10 m [i=]
ulia Pt 1 1 1 1 Lot Bl 1 Bt Bt !
Pages

NL

1 0]
Page:20f2 R 039,7.83in. -+ 7%

Now, let’s add a frame to the final text box. Ensure you are on the second page of the
publication. Click the option button in the Building Blocks group on the Insert tab:

Activity 2-4.pub - Publisher

Mailings Review View
D '7) - Ig *; El n [35/ Business Information
D I:l;l & FO i = A WordArt -
Page Catalog Table Pictures Online Shapes Picture Page Calendars Borders & Advertisements — Draw §
- Pages - Pictures =  Placeholder Parts~ - Accents - - Text Box 5 Insert File
Pages Tables INustrations Building Blocks % Text

Click the Borders & Accents folder to view its contents:

Building Block Library
Library

Design Gallery Objects
Advertisements

Advertisements Borders & Accents Business Calendars Page Parts
Information

L

Mare Categories
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9.

10.

Click and drag the scroll bar until you see the Emphasis section:

Building Block Library

(4) Library » Borders & Accents

Emphasis
e B

Brackets Convention Double Peak Extending Rule Geometric
—
AR ZRR |
Lace Open Arc Stripes
Frames
Aceent Corners Bandzd Color Border 1 Border 2 Border 3

Argyle

00000
*00000S

Click the Geometric Building Block and click Insert:

Building Block Library
(4) Library » Borders & Accents
Emphasis
e NN
L ~ TEEE
Brackets Canvention Double Peak Extending Rule
—
AR - ———1
Lace Open Arc Stripes
Frames
Aceent Corners Banded Colar Border 1 Border 2

Geometric

Border 3

.

&

Geometric
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11. Click and drag the top handle of the Building Block to the right by 45 degrees. This will
flip the building block so it forms a right angle:

Ittt il oo B Baadona oo B oo ool iodooBolo] Bl e BB o] BB

12. Click and drag the Building Block to the bottom right-hand corner of the publication:

Iebtndtaten il oo B Biadona oo R oo ool Bl e BB o BB

13. Save your publication as Activity 2-4 Complete. Close Microsoft Publisher 2016.
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Summary

REVIEW QUESTIONS

1. What three types of guides were discussed during this lesson?

2. Which view is used to add headers and footers?

3. How do you open the Format Text Box dialog box?

4. What is the command sequence to define a custom column layout?

5. True or False: Building Blocks are static objects and cannot be customized.
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LESSON 3:
FORMATTING TEXTIN A
PUBLICATION

Lesson Objectives

In this lesson you will learn how to:
= Format text and paragraphs
= Apply paragraph styles

=  Apply schemes
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TOPIC A: Format Text and
Paragraphs

As you might expect, Publisher offers almost unlimited text and formatting options. It also includes
tools like the mini toolbar and the Format Painter to make formatting tasks even easier. In this
topic, we will introduce you to the most common formatting options.

Topic Objectives
In this topic, you will learn:
»  Where to find Publisher’s text formatting options
*» How to change typography options
»= About the mini toolbar
= How to use the Format Painter

TEXT FORMATTING

Most text formatting options are available on the Home tab in the Font and Paragraph groups.
First, let’s look at the Font group, which is also available on the Text Box Tools — Format tab:

L o 0 0
Century Gothic 111 ~| A A A

B I U x, ¥ Aa~ Av-. A -~

@ Fon e e ]
. o

The two drop-down menus on the top row of this group allow you to change the font face (1) and
size (2). Next to those menus, you will find commands to nudge the font size up or down (3) and
clear formatting from text (4).

On the second row of this group, the first six buttons allow you to apply bold, italic, underline,
subscript, and superscript formatting (6). (Each button shows you an example of what that
formatting looks like.) Next, you will see commands to change the case of the selected text (6),
change its spacing (7), and change the font color (8). Finally, the option button (9) opens the Font
dialog, which gives you control over all of these settings as well as some advanced options.

Text Editing Techniques
There are some additional techniques which you can use to be more efficient when editing text. If
you’ve used a word processor in the past, some of these techniques might seem familiar.

» |f you have a block of text selected and you start typing, the selected text will be erased
and your new text will replace it.

* You can select any level of text (letter, word, phrase, paragraph, or text box) and
manipulate it. This means you can bold a single letter the same way you would an entire
sentence.

* You can double-click a word to select it. Triple-click to select the whole paragraph.
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* |f you want to delete a portion of text, you can select it and press either the Backspace or

Delete keys on your keyboard rather than cutting it.
* You can cut or copy a portion of text and then paste it in a separate publication or word

processing program (like Notepad or WordPad, which come with Windows, or Microsoft

Word).
» To deselect text, just click anywhere in your publication.

TYPOGRAPHY

All fonts that use the standard 26-letter English alphabet contain upper and lower case letters,
numbers, symbols, and punctuation. Some fonts go further by adding separate number styles,
ligatures (two letters fused into one), separate style sets, swashes, and alternate stylistic
characters.

If you happen to be using a font that includes these extra features (not all do), you can control
their use with the commands in the Typography group on the Text Box Tools — Format tab:

Trader News.pub - Publisher Drawing Tools  Text Box Tools

e nset  PageDesign  Mailings  Review  View
Comicsansms  <[32 -| & x| 0 EEE ‘A e A Tt Fil - A-DiopCap~  abe Stylistic Sets~

rection EEE ) Next A A\ 7| & Text Outline - | 125 Number Style~ (B Swash
par M| olumn ns | Create
jon BT W x x* par (B A HEE T

Link Ed Previous T A TetEffects~ | fj Ligatures~  aa Stylistic Alternates ~
Fant 3 Alignment Linking WordArt Styles Tpography [ ~

Here is an overview of each option.
= Drop Cap: Creates a large capital letter at the beginning of a paragraph. Choose a style
from the menu or click Custom Drop Cap to create a custom style.
= Number Style: Change how numbers in the font appear.
» Ligatures: Choose if and how ligatures are added to characters.
= Stylistic Sets: Choose a different stylistic appearance for the selected text.
= Swash: Enable or disable these decorative flourishes.
= Stylistic Alternates: Choose a different character shape for the selected text.

You can also find typography options in the Font dialog box. To open this dialog box, click the
option button in the Font group on the Home tab or the Text Box Tools — Format tab:

H ©- Trader News.pub - Publisher
File Home Insert Page Design Mailings Review i Format
= it P ] red
Hheiin ComicsansMs  -|22 <& & | o BB = [a fredl
|3 Text Direction =HEE o e i Next
= - AV = olumns Margins = Create
b¥ Hyphenation B 1 U x x Aa - o == = - - Link Previous
Text ra Font T Alignment Linking
Font

Customize your text using advanced
[F=——--s font and character options to give it
= the exact look you want.

You can add a variety of styles and
i | colors to your text, as well as visual
effects, like strikethrough,
superscript, and all caps.

(You can also click the option button in the Typography group of the Text Box Tools — Format tab.)
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In the Font dialog box, you will see a Typography section summarizing all the related options:

Font *
General
Font: Font style: Font size:
|n:'5'.amm| | |Buld | |32 |
Font color:
== | FilEffects ... |
Effects
Underline:
|{nune} |
[ ] superscript []small caps [ strikethrough
[ ] subscript All caps
Typography
Mumber style: Stylistic alternates: []swash
|De1'ault | |U | Contextual alternates
Ligatures: Stylistic Set:
| [v] [0 V]
Sample
Comic 5ans M5 32
More Effects ... ok | | cancel | Apply
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THE MINI TOOLBAR

When you right-click, you will see the mini toolbar appear as well as the right-click menu:

aflann |\|‘°|\|Z\||I FTRION AT IO T IO AT |\J|‘3|\| TN T AN
May 6, 2016 saplace with
T Arial R g mEELR
[B I Uu=A-D-F-iz-m- &
TRADER NEW™ |
Best Fit
+  Shrink Text On Overflow
Grow Text Box to Fit
Northwind Traders Newsletter Do et Autofi

Cut

%
In this issue: Adva nta-E@ Copy

Paste Options:

» Advantages of a NEWSIGtt ’ Tj

Newsletter Delete Text

«» Add Value to Your The purpose of ar  Delete Object B
Newsletter specialized informsi fa SaveasBuldingBlock..  Jience.

» Second Story Newsletters can be ~ 3aveasPicture.. et your

+ Another Story product or service, =~ ChengeTed * Jbility and
build awareness fa {?‘ Format Text Bgrc. S you
provide. Use positi E_Q Look Up.. ‘e and eye
-catching but subtli =

» Back Page Story

Translate

Zoom 3

|\|&|\I||\I\u|\I\||I\M‘|I|\I\1H‘|\|| -

% Hyperlink...

The mini toolbar will also appear if you hover your cursor over selected text or object(s). As well,
the mini toolbar is contextual (meaning its commands depend on the current object you are
editing).

For example, if you right-click selected text, you will see the mini toolbar as shown above. Some
of these commands should be familiar to you now, since many come from the Font group of the
Home or Text Box Tools — Format tabs.

If you right-click the border of a text box, you will see these commands, which let you arrange the
text box in relation to other objects and change formatting options:

& Bl
IN o
3

If you right-click a picture, you will see these image manipulation tools, including
brightness/contrast controls, arrange commands, and a cropping tool:

T A

- g

B 5
4
.

Each mini toolbar works in the same way — simply click a command to perform that action or to
apply the change. Note that many of the commands have pull-down arrows that let you choose
from a number of sub-commands.
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THE FORMAT PAINTER

The Format Painter is a very useful command for quickly copying custom formatting. This
command works like the Copy command, but instead of copying the text or object itself, the
Format Painter copies just the formatting and then paints those settings onto other text or

object(s).

Consider these two titles in a text box. The one on the top has custom formatting and we want to
apply the same formatting to the next title:

—srAdd Value to Your Newsletter

Rather than trying to replicate the formatting by hand, simply select the title with the desired

— TIPS FOR PRODUCING A NEWSLETTER

Every time you produce your newsletter, ask
yourself:

Q: Who are our readers?
A: Existing customers and potential customers.

Q: What will our readers want to know about
our business?
oA: Timely, helpful, problem-solving information. o

formatting and click Home = Format Painter:

Page:1of 1 [] 049,452in. 3.17x 369 in

« Every time you produce your newsletter, ask

g A, D ré‘; 1 Bring Forward ~ Group L Find -
r S

0 Send Backward ~ I Ungroup | 25 Replace
Styles  Draw Pictures Table Shapes Wrap
~ | Tent Box = - TJet- l& Align- “ARotate~ 3 Select~

Arange Editing ~

TIPS FOR PRODUCING A NEWSLETTER
“Customer quotes,
yourself: called “pull quotes,”
Q: Who are our readers? are an excellent way

A: Existing customers and potential customers. to demonstrate your

Q: What will our readers want to know about success and put

our business?
A: Timely, helpful, problem-solving information.

emphasis on your
values. They also add

visual interest to your
Add Value to Your Newsletter

Keep you content as current a possible. If you
publish a monthly letter, ensure you include
content from only the last month. Also, use
photographs and other visuals to add interest and
enable the reader to scan quickly for information.

S LTI ——

D
E 8 - i + 8% 3

newsletter...”

-Raffaella Benald
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(You can also find this command on the mini toolbar, or use the Ctrl + Shift + C shortcut.) Your
mouse pointer will turn into a paintbrush: 3. Now simply click and drag to select the target text:

L

a\|

c i

telans ...|...I...|...|(?..|...I...|...g..|...I...|... ...|...I...|...|1...|...I...|...|...|...I...|...|Z...|...I...|... ...|.-.|.-.|.-l|:-.|ﬁ-.l

TIPS FOR PRODUCING A NEWSLETTER

i Every time you produce your newsletter, ask
yourself:

Q: Who are our readers?
A: Existing customers and potential customers.

Q: What will our readers want to know about
our business?
o A: Timely, helpful, problem-solving information.

The formatting will be applied:

TIPS FOR PRODUCING A NEWSLETTER

Every time you produce your newsletter, ask
yourself:

Q: Who are our readers?
A: Existing customers and potential customers.

Q: What will our readers want to know about
our business?
A: Timely, helpful, problem-solving information.

ADD VALUE TO YOUR NEWSLETTER

C
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AcTiviTy 3-1
Formatting Text in a Publication

In this activity, you will begin formatting a business flyer.

1. Open Microsoft Publisher 2016 and open Activity 3-1:

. Activity 3-1
n I Microsoft Publisher Document
B=]] 2 ke

2. Let’s create an attractive look for the title. To help us see the text, click View = 100% to
increase the zoom level:

Activity 3-1.pub - Publisher

Home Insert Page Design Mailings Review
D D | ..| Boundaries |v| Rulers Graphics Manager I:E)( D Q, |59% -
Guides | Page Navigation Baselines () Page Width
Maormal Master  Single Two-Page 100%  Whale
Page Page Spread Fields | Scratch Area Selected Objects

Ik Page

Views Layout Show Zoom

3. Now, select the title, “Product/Service Information.” The mini toolbar should appear:

,_
<]

E Place text nere matinmoa anizyfon and deseribes your spedfic produets or services. This text should be
— brief and entice the reader to want to know more about the goods or servicesyou offer. Flace text here that introduces
43 your organization and deseribes your spedific productsor services. This text should be brief and entice the reader to

E want to know more about the zoodsor serviees you offr.

- Placs text here thatdescribes your specific products or services. This text should be brief and entics the reader to want

3 to know mare about the goods or services yon offer.

53

3 BUSINESS INFORMATION

3 Place text I - 4 deseitbesyour specific products « This text chould b

3 brief and entice the reader o know more about the goods or services you offer. Place text here that introduces
T your organization and deseril xt should be brief and entice the reader to

want to know more about the g

E Place text here thatintroduces yourorganization and describes your specific products or services. Thistext should be
E brief and entice fhe reader to want to know more about fhe goods or servicesyou offer.

(If you do not see the mini toolbar, right-click your selection.)
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4. Click the Font drop-down menu and choose Georgia:

8] sl it et Risianallan Z.\.l‘\.\m\.mll‘\.m.\.m.mll‘\.\m\..“l.ml’m.m‘\.\‘|.\.|“‘|.m‘\.\m\.‘s‘u.\.n\mm.‘ﬁua I
i |

]

——
—

CopperplateGaff i 10 - A" A" E=3= 1 I

U Frankiin otnic Mmeaium
O Frankiin Gothic Medium Cond

WM O Fosils Gope

0 €OUDY STOUT

O Haettenschweiler

O Harlow Solid Ualic

O Harrinston

O High Tower Text

O Imnact

O Imprint MT Shadow =

= Place bext here Dt iniroduees your PN stext should be
= bricf and enfice fic reader to vwant toknoyer O Feondh Script NG i that introdnces
42 your organization and describes your spedifiy () oy 1. 5 the reader to
E want to know more about the goods oF serviq O Gaduai
k| adugi
- Place text here that deseri T spedific B 9 le reader to want o
E to know more about the goods or services yo ) Garamond
1 O Georgia
53 0 gig L
_E BUSINESS INFORMATION O Gill Sans MT
= Placs text hare fhatinraduces earoramiz O Gill Sans T Condensed Eioxtchonldbe |4
= ‘brief and entice the reader to want toknowr () G S M frt (imbemed Bl + thatintrodnces
= your orgamization and describes your specifi . - the readerto
E want to know more about the zoods or ervi¢ ) Giilll Sams Ultra Bold
E Place text bere Ratintroduces yourorganizz O Gill Sans Ultra Bold Condensed s text should be
E brief and entice f1e reader towant o knowE () Cloucester MT Extra Condensed
= Place text bere fhatiniroduoes JOUTOrEamizE () Goudy Ol Sryle

‘Write your tag line here....

5. Now, let’s change the size. Click the Home tab, click the Font Size menu, and click 28:

Activity 3-1.pub - Pul

Insert Page Design Mailings

&D b Cut Georgia - A

ERy Copy

Paste
- ~ Format Painter

ngzxzﬁd' W .
5

Clipboard I Ford &

36%

43
72
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6.  Click the option button in the Font group of the Home tab:

Activity 3-1.pub - Publisher

Insert Page Design

] J{)Cut

Mailings Review

Georgia -
z E@ Copy
aste ) B I U x. x* Aa~ AV . - === |1=-=4-
> ¥ Format Painter = = & =T T = e @
Clipboard [} Font % Paragraph ]

7. The Font dialog box will open. Click the “Font color” menu and choose the swatch shown

below:

General
Font:
Georgia

L4

Font color:

Fill Effects ...

Scheme Colors

Ii!llq} [ |

Standard Colors
HE EEN

Recent Colors |
HEE N | >
Mo Fill

% More Colars..,

el

Font style: Font size:
Regular w || (28

[ ]small caps [ strikethrough

[ all caps

Skylistic alternates; Swash

Contextual alternates

Skylistic Set:
4]

Tints...
Product/Service
Mare Effects ... 0K Cancel Apply
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8. To ensure readability, click the Ligatures drop-down menu and click “No Ligatures:”

Font

General
Font:

[ >

Font style: Font size:

|Georgia

| |Regular | |2B |

Font color:

(]

| FilEffects ... |

Effects

Underline:

| {none)

]

|:| Superscript
] 5ubscript

Typography
Mumber style:

[5mall caps [ strikethrough

] all caps

Stylistic alternates: Swash

|De1'au|t

| | w | Contextual alternates

Ligatures:

Skylistic Set:

[v] [0 v

Mo Ligatures

[

Sample

b

Product/Service

Georgia 28

More Effects ..

ok || caneel | | omly
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9. Click OK to apply your settings and close the dialog box:

Font

General
Font:

Georgia

Font color:

Underline:
{none)

|:| Superscript
] 5ubscript
Typoaraphy

Mumber style:
Default

Ligatures:

Mo Ligatures

?

Font style: Font size:

w || |Reqular w | |28

Fill Effects ...

St
[5mall caps [ strikethrough
] all caps
Stylistic alternates: Swash

w Contextual alternates
Skylistic Set:

" i}

Sample

Product/Service

Georgia 28

More Effects ...

10. There is another title in this flyer which needs the same formatting. With the formatted

carcel | [ oy

title still selected, click Home - Format Painter:

For
v As = vy LbringFoward + [ZiGioup | O Find ~
Em Copy & [ Send Backward ~ [T’ Ungroup | 2 Replace
Paste Styles  Draw Pictures Table Shapes Wrap .
~ ¥Fomat Pamm% Text Box. B © Tet- [ Align- ARotate~ [ Select~
Ciipboard Font = 5l stles Objects Arrange Editing ~
Sl Bt it Bt B Bt B B oo e LB B
Pages <= & - -
: ] ‘ RN
E H )
= 3 -
T (= ]
‘ 3 ’l -
= (
= S Produet or et s ext dhould be
| offer Place ext here that inroduces
= i be brief aud eatice the reader to
3 st should be brief and entice the reader to want
=
E offer. Place ext here that introduces
= \ 4 be brief md rto
g want
3 Place text here C aiztion scribes: serviees. This text should b
z brief and entice the reader to want tonow more abont the goods or servicesyou offr.
g Place text here thatiniroduces your orgamization.
El - +
E Write your tag line here.... 5
<
Page:lof1 [1075338in. ] 7.00x 227in - 1 + 100% E3
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11.

12.

13.

Select the title “Business Information:”

= 36 Cut

- Publisher Drawing T

Format

P Find -

Signin

Georgia NEIRI WS o | As 1 Bring Forward -
o 3 Copy S“’ D Piees ook S ey D Send Backward 2 Replace
sste cAar AL A e Draw Pictures Table Shapes Wrap
i RN 9| B oS e [ Align- AArotter | b seect-
Clipboard ] Font Paragraph &l Styles Objects Arrange Editing ~
Pages . Lmm‘\‘m.m\m.mm.m\m ‘mMmh.”‘\“M.M‘\Mm\%mm\mm M\.‘m\mhmm\sm.\m.\ﬁ@ Bttt Boctone s B
roduct /Service Infc
Product/Service Information
services b
‘brief and entice the: reidermnantmlmm\ ‘more about the goods or servicesyou offer. Place text here that introduces
‘your org: This text should be brief and entice the Teader to
‘want to know more abnun_he -nud:nr ‘services you offer.
the reader to want
o nor ot bont e godsor s o . §
R |
Plice tex here hat nrogues you: offanization services. T ext should b
‘brief and entice the reader towant to know more about the goods or servicesyou offer. Place text here that introduces
your organization and describes your spedfic products or services. This text should be brief and entice the reader to
‘want to know more about the goods or services you offer.
services b
brief and entice the reader to want to know more about the goods or serices o ofe.
Place text here thatintroduces your organization.
Write your tag line here.... :
[ |
Page:1of 1 [1075520in M 7.00x 227in. -———hF——+ m E
e e e e e l.\‘\.l."ml.l“z‘l.l‘m‘.l.\ |m\.|.m.|;

Save your publication as Activity 3-1 Complete. Close Microsoft Publisher 2016.

Product/Service Information

Place text here that introduces your organization and describes your specific products or services. This text should be
bricf and eatice fhe reader to want to know more about the goods or services you offer. Place text here that infroduces
your orzanization and describes your spedific products or services. This ext should be brief and entice the mader to
want to know more about the goods or srvices you offer.

Place text here that describes your specific products or services. This text should be brief and entice the reader to want
to know more abaut the goods or services you offer.

Business Information

Place text here that introduces your organization and describes your spedific products or services. This text should be
bricf and emtice fhe reader to want to know more abaut the goods or services you offer. Place fext here that infroduces
your organization and describes your specific products or services. This ext should be brief and entice the eader to
want to know more about the goods or services you offer.

Place text here thatintroduces your orgamization and describes your specific products or services. This fext should be
brict and entice fhe reader to want to know more about the goods or services you offr.

Place text here that introduces your organization.

.\‘\‘|.|‘ml.|‘?l.lm“.l.\m.lzw‘\‘|.|‘ml
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TOPIC B: Apply Paragraph Styles

In addition to the many text formatting options available in Publisher, there are also many ways in
which you can customize paragraph formatting. This includes creating bulleted and numbered
lists, changing alignment, customizing spacing, and much more.

Topic Objectives
In this topic, you will learn:
= About paragraph formatting options
= How to use indents in Publisher
* How to customize the flow of paragraphs
= How to use styles in Publisher

PARAGRAPH FORMATTING

The Paragraph group lets you control how text will behave within a text box:

0 999

'l-—v 2—7 ('— ']‘—

=
4,:

=
F‘aragraﬁ e P}
(8]

-

The first two drop-down menus on the top row of this group allow you to apply bulleted or
numbered list formatting (1). Next to those menus, you will find commands to indent or outdent
text (2), format text as columns (3), and show or hide special characters (4).

The second row of this group contains alignment commands (5), the Line Spacing drop-down
menu (6), and the Paragraph Spacing drop-down menu (7). The option button (8) opens the
Paragraph dialog box, which contains advanced paragraph settings.

INDENT MARKERS

Indentation moves the left boundary of a paragraph towards the center of the text box. Publisher
lets you incrementally increase or decrease the indentation level with these commands in the
Paragraph group:

Trader News.pub - Publisher Drawing Tools  Text Box Tools
Page Design Mailings Review [ Format Format
Cut : PR = — — =1 -

D & Cu Arial {10 A A A —rior|EE = T A_.-J

o ER Copy S‘I)
aste ) B I U x, x* Aa- A, L EEE= =T tyles

o ¥ Format Painter = 77 = e — e R >
Clipboard P Font P Paragraph ra | Styles

Consider the following paragraph:
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: ADD VALUE TO YOUR NEWSLETTER

3 Keep your content as current as possible. If you
publish a monthly letter, ensure you include

- content from only the last month. Also, use
photographs and other visuals to add interest and
enable the reader to scan quickly for information.

If you click the Increase Indent Position command, the entire paragraph will be indented. Notice
too that the indent markers on the ruler have changed:

Trader News,pub - Publisher

PageDesign  Mailings  Review

o X Cut P Find -

iy ER—E " Ay 30| By
Bz Copy -~ 0 Send Baclaward group | 25 Replace
Paste I U x xAa- M. A Styles | Dra es Table Shapes Wrap _ ki
* Format Painter e B = Text~ |< Align - ZhRotate~ [ Select~
Clipboard Ll Font 5] Paragraph | Styles Objects Arrange Editing ~
e i I B n o BRI R e e

Pages G
i visual interest to your
ADD VALUE TO YOUR NEWSLETTER

[Keep your content as current as possible. If you
publish a monthly letter, ensure you include -Raffaella Banald
content from only the last month. Also, use
photographs and other visuals to add interest
and enable the reader to scan quickly for
information.

newsletter...”

Photo Caption

[ ] D]
Page: 1 of 1 [ 049, 452in, 3.17x 3.69in. - + 168% 3

The Decrease Indent Position command will move the left paragraph boundary out towards the
left side of the text box.

You can create custom indentation settings with the Paragraph dialog box. To begin, click the
option button in the Paragraph group of the Home tab:

Trader News.pub - Publisher ) ing Tools  Tex
Insert Page Design Mailings Review i Farmat Farmat
& - - —_ P —

D‘*’C“t Arial o A A ke ==L === 0 Ag

. Egy Copy 5£|)
aste E - | AV, s EE=E= E. e tyles

o ~ Format Painter OO0 o e ss L A === & -
Clipboard P Font P Paragraph % Styles
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Then, ensure the Indents and Spacing tab is displayed. Here you will find the Indentation section:

Paragraph ? >

Indents and Spadng  Tabs  Line and Paragraph Breaks

General

Alignment: | LefETT

Indentation

Preset: | Custom w | Left; | 0.12° =
Firstline: | 0" = Right: |0" =
Line spacing

Before paragraphs: | Opt Between lines: | 1.25sp

After paraagraphs: 10pt
[ ] align text to baseline guides

Sample

Cancel

With these commands, you can specify the type and size of the indent and/or create a custom
indent type.

PARAGRAPH FLOW OPTIONS

Speaking of the Paragraph dialog box, the Line and Paragraph Breaks tab is quite useful, as it
allows you to customize how text flows between text boxes and/or columns:

Paragraph ? et
Indents and Spacing Tabs  Line and Paragraph Breaks

[ ] widow Orphan control
[ ]Keep with next

[ keep lines together

[ ]startin next text box

Let’s review each option.
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Widow/Orphan control

Keep with next

Keep lines together

Start in next text box

PARAGRAPH STYLES

Styles are pre-formatted text
use. (See the next topic for m

Publisher uses the terms “widow” and “orphan” to describe single
lines of text in a paragraph that appear at the top or bottom of a
defined column or text box. Use this checkbox to avoid splitting a
paragraph in this way.

Use this checkbox to make sure one or more selected paragraphs
stay together in the same text box or column.

This is similar to “Keep with next;” it will ensure that selected lines
of a paragraph stay together in the same text box or column.

You may run into a situation where you have more text than will fit
into a text box. Use this option to store any text that won’t fit in the
box into the text overflow area. This overflow is stored until a new
linked text box is added to hold the extra text, or the current text
box is resized to hold all of the current text.

settings that typically match the font and color scheme currently in
ore details about schemes.) Styles can help you keep your

publication consistent and they will save you time when formatting text.

To see which style a piece of text is using, select it and then click the Styles command on the Home

tab:
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Northwind Traders Newsletter

In this issue:

« Advantages of a
News|etter

« Add Value to Your
News|etter

« Second Story

« Another Story

« Back Page Story

Advantages of a
Newsletter

The purpose of a newsletter is to provide
specialized information to a targeted audience.
Newsletters can be a great way to market your
product or service, and also create credibility and
build awareness for you and the services you
provide. Use positive customer pull-quote and eye
-catching but subtle marketing.

Tips for Producing a Newsletter
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The Styles menu will list all styles in a publication. The current style in use will be highlighted. This

particular piece of text uses the Title style:

Trader News,pub - Publisher

ile PN et PageDesign  Mailings  Review Vi mat
— N 1) L - p -
B % Cut [Arial a2 oA A ke -l q [ As El r<|> 1 Bring Forward Grouf £ Find
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Paste B I uxxa- N A- = -5y Styles  Draw Pictures Table Shapes Wrap -
~ ¥ Format Painter = £ = = [\ Text Boxk - - Tet~ l& Align- MRotate - [¥ Select~
Clipboard 5 Font w o 5| Stylesinuse -
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Pages a
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3 Font Scheme Styles

3 « Add Value to Your Accent Text wsletter is to provide
News|etter on to a targeted audience.

Accent Text 10

« Second Story 1 great way to market your

7: « Another Story u nd also create credibility and

Aceent Text 3 you and the services you
Accent Text 4 s customer pull-quote and eye

b marketing.

Impert Styles...

In this issue:

« Back Page Story

New Style.

Tips for Producing a Nwewsletter
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Page:10f1 [ 0.50,091in. G 430x 056 in, - L)

You can click any style from the gallery to apply it, even if another style is in use. Watch what

happens when we change the style of this text to Title 5:
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Trader News

ACTIVITY 3-2
Formatting Paragraphs

In this activity, you will continue working on your business flyer.

1.  Open Microsoft Publisher 2016 and open Activity 3-2:

[~ Activity 3-2
- Microsoft Publisher Document
B=]] 235k
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2.  Select the body text in the top text box (not the title). Click the Increase Indent Position
command on the Home tab:

To

Signin

Insert  PageDesign  Maiings  Review  View Format Format
- u _— ing Forward ~ 121 Group ind -
% cut Georgia “Jss <A & o | As 4 F 4 Bring Forward D || &=
E; = I Ungroup | 2
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" W romat aieer | B L L X, Aax [ & 9| B il i T “hRotate- | Iy Select-
Clipboard 5 Font w Paragraph 5l stles Objects Arrange Editing -
d el esotone ool B

ool B B B,

]H A IH

Product/Service Information
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Place text here

and, spediic pr
it 0 enfice e reader fovant to know more sbout fhe goads o servies ou offr

Place text here that introduces your organization.

Write yourtag line here...

Pageriof 1 [1075338in. N 7.00% 2.27in.

3. Then, click the Line Spacing menu and click 1.5:

7o
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Place text here
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Place text here that introduces your organization,

Write yourtag line here...

Page:1of1  []075338in. 7.00x 2.27 in
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4. Use the Format Painter to apply these settings to the second paragraph:

Activi ub - Publisher Drawing T

Insett  PageDesign  Maiings  Review  View  Format Format
2 ¥ cu e 5 L Ly Bring Forward ~ 121 Grou ind -
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here = and describes: services,
brief and entice the reader towant to know more about the go

cesyon offer.

Place text here thatdescribesyour pefic pr)d\lg, vices. This text should be brief and entice the

reaer to want to know more aboutthe goods or

ou offer.

Business Information

4

Write yourtag line here...

v
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5. Now, select the final piece of text in the main part of the publication:

L ‘\.I‘\‘ll;\‘I.\‘|.\‘\.l"o.l‘\.l"‘l.g.l‘\.l“‘l.\‘l.‘l‘l.\‘\.|‘\.Iw.llw‘I.\‘|.\‘I.\‘ls.m\.l".l‘\.l‘Hl.\‘l."l.\‘\.ls‘\.I‘\.|‘ml.mlﬁml.m'.m\a\‘
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‘brief and entice the reader to want to know more about the goods or services you offer.

Place text here fhat describes your spedific products or services. This text should be brief and entice the
reader to wantto knowmore @bout the goodse

Business Information

Place text here that introduee!

urorgmiztion and describes your specific products ot services. This text
shonld be brief and entice the reader to want to know more about the s

ou offer. Place text
here thatintroduces your organization and describes your spedfic products stext should be

‘brief and entice the reader to want to know more abont the goods ar services you offer.

Place text here thatintroduces your organization and describes your specific products or srvices. This text
should be brief and enfice the reader to want to know more about the goods or services you offer.

Place text here that introdnces your irgamsh-:mf

‘u.\‘L.\‘u.\
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6. Click Home - Styles - Placehol

Activity 3-2.pub - Publisher
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= d
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7. The formatting will be applied:
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brief and entice the reader to want to know more about the goods or services you offer.

Place text bere thatdescribes your spedific products or services. This text should be brief and entice the
reader to want to know more about the goods or sTvices you offer.

Business Information

Place text bere thatintroduces your organization and deseribes your spedfic products or services. This fext
should be brief and entice the reader to want to know more abeut the goods or services you offer. Place text
here that introduces your organiztion and describes your spediic products or services. This text should be
brief and entice the reader towant to know more about fie zo0ds or services you offer.

Blace text bere thatintroduces your orzanization and describes your spedific products or services. This text
shonld be brief and entice the reader to want to know more abeut the goods or services you offer.

Place text here thatintroduces your Urgammhunf

8.  Save your publication as Activity 3-2 Complete. Close Microsoft Publisher 2016.
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TOPIC C: Apply Schemes

If you have worked with other Office applications, you are likely familiar with the concept of
themes, which provide a quick, automated way to change the colors, fonts, and/or effects in a
document. Publisher offers a similar feature called schemes, which will be our focus in this topic.

Topic Objectives
In this topic, you will learn:
»= About schemes
* How to change the currently applied font and/or color scheme

SCHEMES

Unlike other Office applications, Publisher does not come with pre-packaged themes. Rather, you
can choose built-in color and/or font schemes (or create your own) to set the overall tone and
formatting settings for your publication.

FONT SCHEMES

First, let’s look at font schemes. To begin, click the Page Design tab and click the Fonts command.
Move your mouse cursor over a scheme to see how it will look once applied to your publication, or
click the scheme to change your publication:

Trader News pub - Publisher

Sign in
Bh = | [] (% ([0 s [Bow B ve e e e o e o & 0
Sl 7 Guides e BN Concourse [ T W foundy -
Change Options = Margins Orientation Size  Guid

uides - _ [Fonts  Apply Background Master
T . - V| Objects K] Rename [ Median N Metro [ Module [N Office =0 image " Pages -

Template Page Setup 5 Layout Pages Schemes Built-In <]~

Apex
Lucida Sans
Aa Book Anfiqua

Aspect
Verdana
Aa | ergana

Calligraphy

A | Gabrigla
ety

aic
Georgia
Genrgia

Equity
Franklin Gothic Book
Parper

Flow
Calibri
Aa Constantia

Median
T Cen MT
T Can MT

Aa

Metro
Consolas
Cartel

Aa

Module
Corbel
A2 | el
Create New Font Scheme.

Font Scheme Options...

COLOR SCHEMES

To change the color scheme, choose a thumbnail in the Schemes gallery on the Page Design tab:

HoS- ¢ -

File

Trader News.pub - Publisher

Home  Insert (OOCDLTLN Mailings  Review

FD @ r‘w IE nj Align To [XDelete || Apex EEE Aspect  EE Black & .. HIMM " Civic

C:) " 0 | . e Guides Move EEE  Concourse IEEM  Equity Il Fow WM Foundy - F
ange Options Margins Orientation  Size uides — | Fonts

Templote = " . " [Vl Objects ¥ Rename | HEEE Median EEEM Meto W Module [T Office 3
Template Page Setup ] Layout Pages Schemes
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Click the More arrow to see all scheme options, as well as a command for creating your own
scheme:

H ©-&- = Trader News.pub - Publisher

File Home  Insert [ECIETOIERDMM  Mailings  Review  View

CD E @ ]E nj AignTo | [XDelete | pyilt-in

Change Options Margins Orientation Size  Guides o Guides Move W Apex MEN - Aspect W Blackf.. EENEET Civie
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BN Office20.. MM Opulent [N Oriel EUE  Origin
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™ Tidepoel ECE Tropis WM Tout WM Tusceny
WOl Vingerd W Waterdall BB Wildflower
Create New Color Scheme..

Like the Fonts menu, click a thumbnail to apply the related scheme or place your mouse over it to
preview how it will look when applied to your publication.

AcTiviTy 3-3
Applying Schemes
In this activity, you will complete the final steps for your business flyer.

1. Open Microsoft Publisher 2016 and open Activity 3-3:

. Activity 3-3
n | Microsoft Publisher Docurment
B=]| 235k

2. First, let’s change the color scheme to something a bit more exciting. Click the Page
Design tab and click the More arrow in the Schemes gallery:

Activity 3-3.pub - Publisher

PD @ rm IE Dj Align To [X Delete [ Apex [T T Block&... UM Civic
e - 0 | Guides Move EEE  Concourse MMM Equity Il Flow E'E  Foundy -
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3.  Click the Lagoon color scheme:

Activity 3-3.pub - Publisher
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Create New Color Scheme...
4. The new color scheme will be applied:
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5.

6.

7.

Now, click the Fonts menu on the Page Design tab and click Create New Font Scheme:
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The Create New Font Scheme dialog will open. Click the “Heading font” menu and choose

Cooper Black:

Create Mew Font Scheme

Heading font:
Baskervile Old Face|
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Change the body font to Candara:
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8.

9.

10.

Name the font scheme “Activity 3-3.” Click Save:

Create Mew Font Scheme
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text body text.

Heading font:
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Body font:
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Your new font scheme will be created and applied:
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Save your publication as Activity 3-3 Complete. Close Microsoft Publisher 2016.

=4

Product/Service Information

Piace

Business Information

'WRITE Y OUR TAG LINEHERE....

T e —

ene

Ssssssmansmes
555 FEE-55F muiouy

a
o
]
A
a

[r——
555855856 mmy
[r——
5555535555
5955 FEE-55F Baroy
mem
555555555
555 FEE-55F muiouy
e
SHSEEIEES ey
5555 FEE-555 mroig

oure mox
5555 FEE-55E Bod

surey max
oure mox
surey max

P}
[I "

B Ty —
ueoa wilurexs gouoauos
T S —
. S —
T S —

e
SHSEFIEES ey
e h———

surey max

L .m‘zml.m\... w.l%l.lwﬂ.l‘ ‘u.“' oot Bt ot B oo oo,

132



[133]

Microsoft Office Publisher 2016

Summary

This lesson focused on formatting text in different ways. You learned how to use a variety of text
and paragraph formatting options. You also learned how to use supporting tools, such as styles,
the mini toolbar, and the Format Painter. Finally, you learned how to use schemes to set the tone
for a publication.

REVIEW QUESTIONS

1. Which dialog box contains options to control paragraph flow and indentation options,
among other settings?

2. What is a style?
3. True or False: The mini toolbar always contains the same commands.
4. What two types of schemes can be customized in Publisher?

5. Which tab contains commands to modify how typographic elements (such as ligatures
and swashes) are applied?

133



[134]  Microsoft Office Publisher 2016

LESSON 4:
EDITING TEXT IN A PUBLICATION

Lesson Objectives

In this lesson you will learn how to:
= Edit text in a publication
= Present content in tables

= |nsert symbols and special characters
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TOPIC A: Edit Text in a
Publication

The cut, copy, and paste commands are staples of the computer world and are an important part
of becoming skilled with Publisher. If you aren’t familiar with these commands, make sure to read
this topic carefully as these principles apply to virtually every program on virtually every type of
computer. This includes Windows, Mac, and Linux platforms.

In addition to these basic editing commands, we will cover two basic review commands: find and
replace and spell check.

Topic Objectives
In this topic, you will learn:
* How to use cut, copy, and paste
= About available paste options
= How to use the commands on the Review tab
* How to perform a find and replace

CuTt, CoprY, AND PASTE COMMANDS

The cut, copy, and paste commands are staples in the computer world. Cutting and copying place
the selected text or object on the clipboard, a temporary Windows storage location which can
hold one item at a time. Pasting text involves putting that text or object somewhere else.

You should cut text or an object when you want to move it from one location to another, or when
you want to remove an item that you may need later. First, select the text or object. Then, click
the Cut button (%) on the Home tab. (You can also right-click on the selection and click Cut, or use
the Ctrl + X shortcut.)

Use the copy command when you want to copy text or an object from one location to another.
First, select the text or object. Then, click the Copy button (EEI) on the Home tab. (You can also
right-click on the selection and click Copy, or use the Ctrl + C shortcut.) It won’t look like anything
has happened, but your text has been copied to the clipboard.

Once you’ve cut or copied a selection, you can paste it anywhere you want. Just click in the
location you want the item to appear and click the Paste button (' [7) on the Home tab. (You can

also right-click in the location and click Paste, or use the Ctrl + V shortcut.) Paste will only insert
the last item that was cut or copied.

PASTE OPTIONS

You can control how the Paste operation works by clicking the drop-down arrow below the Paste
command on the Home tab:
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Trader Mews.pub - Publisher

Page Design Mailings Revi
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k Lot Arial oz <A A A

p ER Copy
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Paste Options: [ Font -

il il -
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Paste Special...

These options may vary depending on the most recently cut/copied object. In the sample image,
you can see the following options:

Paste 0 Perform a basic Paste operation, the same as if you
directly clicked the Paste command or pressed Ctrl + V.

Merge Formatting ‘:} Change the pasted text’s formatting to match that of the
publication.

Keep Text Only ﬂA Changes the formatting of the pasted text back to the
default font and size with no formatting.

Paste Special Opens the Paste Special dialog, which allows you to

perform advanced pasting operations.

The Paste Options Button

Once you have pasted text or an object, you will see the Paste options button at the end of the
text. Click this icon or press Ctrl to see the same options that are available via the Paste drop-down
arrow on the Home tab (minus Paste Special):

May 6, 2016

Trader News

E Northwind Traders NelE€asiter

_-: Paste Options:

e, | e O

E¥ =AW
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The Paste Special Command
The Paste Special command opens a dialog box which allows you to paste objects in various

formats, or create a link to source data:

Paste Special

Source:  Microsoft Word Document ] 4 I

e Paste
Ficture (GIF)
Picture (PMNG)
= Pazte Link Picture {JPG/JFIF) [T Dizplay &z lcon
Ficture (Enhanced Metafile)
Bitmap W
Result

Inserts the conterts of the clipboard into your
document as a picture (Windows Metafile).

TEXT REVIEW

Let’s take a brief look at Publisher commands which can help you review your text after you have
added it to a publication.

The Review Tab
The Review tab contains commands to check the spelling of your publication, perform research

and translations, and change the language of your publication:

Trader Mews.pub - Publisher

Hame Insert Page Design Mailings

ABC ' Er; ;\5.5‘"’.--.
| | =3 =
v Q 5 A
Spelling Research Thesaurus Translate Language

Selected Text -

Proofing Language

The Editing Group on the Home Tab
These commands let you find data, replace one value or word with another, and select objects

within the publication:

Trader News.pub - Publisher

Insert  PageDesign  Mailings  Review
g A/ . . D Q . 1 Bring Forward ~ Group in
0 Send Backward ~ 1"t Ungroup | 28 Replace

. ty\es Draw Pictures Table Shp

Text Box
& Styles Objects Ariange

Wrap
Text~ o Align~ “A Rotate ~
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The Find and Replace commands open a task pane with the related option selected so you can
perform the desired operation:

Find and Replace™ *

Find or Replace
# Find
Replace

Search for
Search for

| -

Find options
Match whole word only
Match case

Search: | All -

AcTiviTY 4-1

Editing Text in a Publication

In this activity, you will apply some changes to a meeting agenda.
1. To begin, open Activity 4-1 and Activity 4-1 Changes:

Activity 4-1 Activity 4-1 Changes

n | Microsoft Publisher Document Text Document
5=l 96,58 173 bytes

2. Thefirstitem in the list is a change to the mentoring session title. Let’s use Find and
Replace to make this change. Click Home - Replace:

: T, WORKsHOP

= vt miss
= Bty sessort_ / AGENDA
: N— /

= Session List
= 1. Meet and Greet
L5 2. Branding Basics
£ 3. Planning Tips from the Pros
4. Financial Advice
5. Mentoring and Supervising

= And more to come on the big day
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3. The Find and Replace task pane will open. Notice that the Replace radio button is
automatically selected. Now, in the “Search for” field, type, “Mentoring.” In the “Replace
with” field, type, “Coaching.” Click Replace All:

Find and Replace™ *

Find or Replace
Find
® Replace o s—

Search for

Search for:

Mentoring -
Replace with:

Coaching| -

Find Mext
Replace

Replace All

Find options I:}
Match whole word anly

Match case

Search: | All -

4. Publisher will make two changes and you will be notified when the operation is
complete. Click OK:

P Find ~
3B Replace
[3 Select=

Editing -

Find and Replace ~ %
Find o Replace
Fina
# Replace
Search for

| o WORKSHOP
1y miss the E‘alure
lﬁpﬂ;:hin! essiont AGENDA

Match whole word ony

= Find Next
— epla

Seareh: | Al

Mateh case

Session List
G 1. Meet and Greet
3 2. Branding Basics
3. Planning Tips from the Pros

4. Financial Advice
- MEERARE and Supervising

And more to come on the big day
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5.

6.

Close the Find and Replace task pane:

Find and Replace~ x%
Find or Replace Close

Find
#* Repl

dCe

Search for

Search for:

Mentoring -

Replace

withs

Coaching b

The next item in our list indicates the Financial Advice session is now tentative. Let’s
move it to the scratch area. Select this item and click Home - Cut:

Pagelof1 [ 064,447in. M) 749 61in

Find Mext
Replace

Replace All

WORKSHOP

ured
W/ / AGENDA

miss the feat

Session List

1. Meet and Greet

2. Branding Basics

3. Planning Tips from the Pros

4 3
5 !oac!mg an! Eupervising

And more to come on the big day

(2] A
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7.

Right-click anywhere in the scratch area and click the Paste icon:

Activity 4-1.pub - Publisher

—— WORKSHOP
B s e fertE
-‘W/ AGENDA

Session List

1. Meet and Greet

2. Branding Basics

3. Planning Tips from the Pros
4. Coaching and Supervising

And more to come on the big day

(If the text box doesn’t appear where you want it after pasting it, click and drag it to the
scratch area.)

Click the Numbering command on the Home tab and click None to remove the number
from the text:

Activity 4-1.pub - Publisher Jrawing Tools  Text Box Tools
Insert Page Design Mailings Review View Format Format
L - - -— 1— et —_—
0 o Cut TrebuchetMS =264~ A" A | A0 =-i=- E3=E =- AQ.J
. Egy Copy
aste 8 - | AV . Sl E R J—
- ¥ Format Painter CRURURR RS 2 & A . 1. 1
Mone 2. — 2] —
Clipboard 7 Font 7  J— 3 —
I
o —MNone — | & —
. — 5 — b —
n — . — o —
a) — i — i —
b)) — i, — i —
g — ii. — i) —

EE Bullets and Numbering...
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9. The final change indicates there will be another meet and greet at the end of the day.
Select the related text, right-click it, and click Copy:

LB Bt B B Bt P a B B B gestie Lo Poc b Bt 120 B 1200 B0
= B

- Shrink Text On Overflow

E| Grow Text Boxto Fit
= v Do Not Autofit

0z » @ Create Text Box Link

E| . ) X% Cut
£ e OP

= \ s¢ piss the ie‘at\-\f %, Paste Options:

| Don jont -
E ug// : DA

= \ Delete Text
e Delete Object

=

3 Epy Saveas Building Block.

E Saveas Picture.

e Financial [ Change Text » .

E| Advice % Format Ted Box

54 fQ, Lok Up..

i By Transiate

= ) 3 Zoom »

& Session List a

= &, Hyperlink..

= jll/\eet and Greet

73 2. Branding Basics 1 ,.qams -2 -4 & .
= 3. Plannlrlngps frey ; M ”
= 4. Coaching and Supcrviams

3 And more to come on the big day

10. Click at the end of the “Coaching and Supervising” line. Press Enter to create a new line:

BB oo BB R P n B Brog B BB B P B o B B o
5= [

= ., WORKsHOP
3 the ieature

| '\

= Ui/ AGENDA
Tj Financial = T

E Advice

=

= Session List

= 1. Meet and Greet

= 2. Branding Basics

3 3. Planning Tips from the Pros

3 4. Coaching and Supervising

= 5. |

T_ And more to come on the big day

11. Click the Paste icon on the Home tab:

Activity 4-1.pub - Publisher Drawing Tools  Text Box Tools
Insert Page Design Mailings Review View Format Farmat
e - - -— 11— —_— = —_—

b Cut TrebuchetMS |64 <| A A | B0 i=.3=. |Ewma= =. | ¢ As

B Egy Copy Sf
ast : pa- AV LlEE=E= =L tyles

o ~ Format Painter R = L =E=== & o
Clipboard [P Font [P Paragraph Fu| Styles
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12. The text will be pasted. Press the Delete key on your keyboard to remove the extra
number if one appears:

L_I‘SI\II\|I‘4|\III|\|}\|I‘I|\|2\|III\I|1||\II\I‘OI|II?I|é|\I‘l||\|\|||2|\||\|||}|\I‘I|\|4\|I‘I|\|5\|\|I\I‘6||\II\I‘;I|‘Q|I‘
07_; '\:\\\
= _— . WORKSHOP
3 't iss the fea‘“re
: w/ AGENDA

"
!

A
‘
0

Financial
Advice

Session List

Meet and Greet

Branding Basics

Planning Tips from the Pros
Coaching and Supervising
Meet and Greet

(S, I Y TY I N P

And more to come on the big day

= @ @ \. @ n
'|\Il‘lll?l\I|||\|||I\||\|||I\|\I|‘|\||\I|‘|\|\|I\|\I|\|I

13. Let’s do a spell check as an extra step. Click Review - Spelling:

H ©- Activity 4-1.pub - Publisher

File Home Insert Page Design Mailings

Wic (0 B &
= " _%
Spelling Rﬁearch Thesaurus Translate Language

|>3 Selected Text -
Proofing Language

14. If prompted, click Yes to check all of the publication (not just the current text box):

Microsoft Publisher *

o Publisher has finished checking this story, Do you want to check the rest of your publication?

Yes Mo
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15. Publisher should inform you that the spell check is complete. This means no errors were
found:

Microsoft Publisher >
The spelling check is complete,

16. Our changes are now complete. Save your publication as Activity 4-1 Complete. Close
Microsoft Publisher 2016.

TOPIC B: Present Content In
Tables

Earlier, we discussed that publication text must be contained within a text box. You can also use
tables to organize text and other objects. Of course, you can also use Publisher tables to present
data and information just as you would in other Office applications.

Topic Objectives
In this topic, you will learn:
= About tables
* How to create tables in Publisher
= About the commands on the Table Tools contextual tabs

TABLES

A table has rows (which go horizontally), columns (which go vertically), and cells (each small box).
Here’s an example:

Week 1 Week 2 Week 3
North | $15,676 $13,290 $14,866
South | $46,973 $42,099 $38,909
Central | $25,000 $15,223 $32,096
TOTALS | 587,649.00 | 570,612.00 | 585,871.00

This table summarizes sales data. The top row shows us the time ranges. The first column contains
the sales areas. Then, the actual sales data is in the majority of the cells.
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CREATE TABLE OPTIONS

Tables can be added anywhere in a publication. To insert a table, click Insert - Table and then
move your mouse over the grid to determine how many rows and columns you want. You can
quickly insert a table of up to 10 columns by 8 rows. For example, here we are about to insert a
2x8 table (2 columns, 8 rows):

The Cockbaak pub - Publisher

(]

th-tHheasurement conversion guide

000000

The new table will be inserted. As you can see, a flashing cursor is ready to accept text in the top
left cell. Two contextual tabs are also available to help you format and modify your table:

measurement conversion guide

If you need a table that is larger than 10x8, click Insert - Table = Insert Table. The Create Table
dialog will appear and allow you to insert a table with up to 128 rows and 128 columns:

Create Table ? *

Mumber of rows: 2

Ak

Mumber of columns: | &

Cancel
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Note that there is a Table command on the Home tab as well:

Insert
= X Cut
ER Co
Paste i
= ¥ Format Painter

Clipboard =

A table behaves somewhat like a group of text boxes. To enter data, all you have to do is click
inside one of the table cells and type. Each cell can contain its own font and formatting, too:

The

the

Table Navigation Methods

When you are working with a table, you can click in any cell to move to it. You can also navigate

The Cookbook.pub - Publisher Table Tools

PageDesign  Mailings  Review Design  Layout
- __ - — -
Calibri o -] A A A = 7 A a = -1 Bring Fe
S‘T D Pi o Table Sh Wi e
B I Ux, x*Aa~ /- - hEE=T I tyles raw  Pictures  Table Shapes rap
u — A ¥ ~ Text Box . - Text- e Align~
Font ] Paragraph G| Styles Obje Inse%Table

I

O
O
O
O
O
O
O
|

i o
o
I
I

[
[
[
[
[
[
[
||

Insert Table..

quick brown jumped ™%

through a table using the keyboard shortcuts shown below.

Location to Move To
One cell to the right
One cell to the left
One row up

One row down

First row

Last row

First column

Last column

Keyboard Shortcut

Tab (or right arrow key if cell is empty)

Shift + Tab (or left arrow key if cell is empty)
Up arrow key

Down arrow key

Alt + Page Up

Alt + Page Down

Alt + Home

Alt + End
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THE TABLE TOOLS CONTEXTUAL TABS

There are two contextual tabs that appear when working with tables: Design and Layout.

The Design tab lets you apply a color scheme to the table, change fill and border settings, format
the text, and change typography options:

H ©-

= The Cookbook.pub - Publisher
Home  Insert  PageDesign  Mailings  Review  View |[IOLRL u
& 1 pt - A - A=DropCap- abe Stylistic Sets~
I - AA s
- RN - X
I . HBorders - I & - | fi Ligatures~ aa Stylistic Alternates
Table Formats I Borders WordArt Styles I Typography [

The Layout tab lets you modify the internal structure of the table, control the appearance of text,
arrange the table and objects, and specify the exact size of the table:

The Cookbookpub - Publisher

ile ome e PageDesign  Malings  Review  View ign ayou
i - B K 9 3
N i | (i e EHEEEE & O hoD e 2h, | Bl 2
N BEEE s Width: | 2
Select | View  Delele Insert Insert Insert Insert Meige Splic Diagonals Tet Hyphenation Cell | Wrop Bring  Send  Align Group Ungroup Rotate
- |Grdines| -  Above Below Left Right | Celis Cels - | = == pirection Margins~ | Tet~ Forward~ Backward~ - [ Grow toFit Text
Table Rows & Columns Merge Alignment ] Arrange Size WA

ACTIVITY 4-2
Creating Tables
In this activity, we will add a table to our workshop agenda.

1. Open Microsoft Publisher 2016 and open Activity 4-2:

Activity 4-2
n I Microsaft Publisher Document
B=]] ags5kE
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2.  Ensure the first page is selected. Here, we will add a table where we can fill in the agenda
later. Click Insert = Table and choose a 2x6 table:

Pageiatz K

Financial
Advice

" - ‘hefeém"ed
e AGENDA

ac!

Session List

1. Meet and Greet

2. Branding Basics

3. Planning Tips from the Pros
4. Coaching and Supervising
5. Meet and Greet

And more to come on the big day

‘,\ ‘ [53 Business Information = bal & :] D re
A WordArt~ I3, Date & Time
Draw perink Bookmark | Header Footer  Page
Text Bax = Insert File I Object i
5 ot tinks Header & -
B R e e B T B o

Activity 4-2.pub - Publisher

3.  The table will be created. Click and drag the outer border so the table is in the location

shown below:

_|5l|\|\|I‘4I\||\|I‘}I\||\|I‘zl\llwll‘ll\llwll|0|\I!\|||1|\I‘I|\|1\|I‘I|\|}\|I‘I|\|4\|I‘I|\|5\|I‘I|\|€‘\|I‘I|\‘;Ilwll\l‘sllwll
e [
- —7 . WORKSHOP
E ' hiss the featured
= Don't " ion!
E g e AGENDA
4__5 Financial @
E Advice 4
= Session List
= 1. Meet and Greet
- 2. Branding Ba- sics
' 3. Planning Tips from the Pros
E 4. Coaching and Supervising
EE 5. Meet and Greet
9—_ And more to come on the big day
=
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4. Click and drag to select all the cells in the table:

L|5|\\||I\‘4|I\||I|‘}|I\‘lll‘llll‘\llllllllwll‘qlgllwhlﬁllh|1|\!||I\|3|M||I\|4|I\||I||5|I|‘|I|‘ﬁlll‘\ll‘;llllw\l‘swlll

\ il fill snnfl s
bbb b b

IS w
||\|||I\||M||I\

Jin
|M||| |

< @
||||Iw|||\||Iw|

‘ @
il

o

5. Change the font size

- X cu

Trebuchet MS

B2 Copy
Paste
- ¥ Format Painter
Cipboard :
Up
Pages ¢ =

Financial
Advice

to 18:

B 7 UxxAt M

Fonl 6
TN

\pon

. WoR

Session List

. Meet and Greet

. Branding Basics

. Planning Tips from the Pros
. Coaching and Supervising

. Meet and Greet

(S0 N FER LN

KSHOP

AGENDA

And more to come on the big day

o Ay & 0 [ % oraFor -
r
Styles | Draw Pictures Table Shapes  Wiap

Text Box T~ [ Align-

0 Send Bockwerd -

! Styles Objects
B bl B B b B B Bt Bt Bt B,

WORKSHOP
AGENDA

4
' miss the qg‘at\l"e
aching se551°"

?

Session List

1. Meet and Greet

2. Branding Basics

3. Planning Tips from the Pros
4. Coaching and Supervising
5. Meet and Greet

And more to come on the big day

PFind -
B Replace
“Mfotate~ [ Select~
L R T o
.
] ] + s @
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6. Type “Time” and “Topic” in the first row of the table. Format the text bold:

P
vl bonc b b bbb

IZ|5\I||\\||4|I\\lll‘zl\\||\\lz\\||M||1|I|\\I||O|M||I\|1\\le\\||&\\|||3||\\||\|4M|||M‘swll\\ll‘sllw\llll;l\ﬂl\\ls\\l\
e | %

= = WORKSHOP
= ‘a iss the featur®

3 |por’t Mis> = & nt

E {Goneing s AGENDA
= 7

= Time  Topic

= Financial

e Advice

Session List

1. Meet and Greet

2. Branding Basics

3. Planning Tips from the Pros
4. Coaching and Supervising
5. Meet and Greet

And more to come on the big day

7.  This table will work for now. Switch to Page 2 using the Pages pane:

8. Now, let’s add a place for notes

Pages §

F |

. Click Home = Table = Insert Table:

|
WOIRKTHOP

AGEMDS
[A——
v el e Bl
F sy Ak
== ass

e ln - —— gy

WORKSHOF NOTES

s

5 Page 2

Activity 4-2.pub - Publisher

IS nsct Page Design

=7 Cut

oo B Comy
sste 0 = o
= Femeetbertm | & 0 M Fa

Clipboard & Font

Mailings

n=_
=

Paragraph

a e}, @ El @) Bring Fc

- Send Ba
Styles  Draw Pictures Table Shapes = Wiap _
Text- |& Align-

Text Box -
Styles Obje  Insert Table
0od
0d
0d
[
[
[
0g
I
[ Insert Table... s
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0. Enter “25” for the number of rows and “1” for the number of columns. Click OK:

Create Table ? >
Mumber of rows: 25 =
Mumber of columns: | 1 =

Carcel

10. Click and drag the table to position it so it fits entirely on the page and is center-aligned:

|5\I||\I||4|I\\ll\|3|\|||\||lwll\\I|‘1|I\||I\|0|\|||\|‘L\!l\\lllzllwhlw|}|\||M|‘4|I|\|I||5|I\||I\|6M||M|‘;|I|\|I||S|I\|

<
alls

=
L

WORKSHOP NOTES
o ?

¥

Financial
Advice

| il il il il il il
PRI I A AT N I I R I R R | PR

@®
!

I = w
|M’T||I|\|I9‘|I\||I\|M||\I

11. Next, click the Table Tools — Design tab:

Activity 4-2.pub - Publisher Table Tools

Insert Page Design Mailings Review View Design k Layout

L Cut
% 7 As
P B Copy Styl
aste ] AV = tyles
- ¥ Farmat Painter Eoa t o= -
Clipboard [F} Font Paragraph Styles

151



[152] Microsoft Office Publisher 2016

12. Choose any style you like for the table by clicking the related thumbnail:

3 Borders Wordast Styles Trpography PS
Pages o | Pt teblesttens [ Bttt Bt B ton Bt B B B S B B oo BB B B 190000 =

WORKSlFIOP NOTES

Financial
Advice

(Tip: Use the up and down arrows to browse through the gallery, or click the More arrow
to see all styles at once.)

13. Save your publication as Activity 4-2 Complete. Close Microsoft Publisher 2016.
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TOPIC C: Insert Symbols and
Special Characters

There may be occasions when you need to insert characters that aren’t on your keyboard into a
publication, such as arrows, smiley faces, or currency signs. Both symbols and special characters
(such as nonbreaking spaces) are inserted in similar ways.

Topic Objectives

In this topic, you will learn:
* How to insert symbols and special characters

SYMBOLS

To add symbols to your publication, make a new text box or table or click inside an existing one.
Then, click Insert - Symbol and choose the symbol to add at the cursor’s current location:

H - s The Coakbook.pub - Publisher Table Tools

File Home Page Design Mailings Review View Design Layout

B T EED 2 O % o [E 5. 2w o
5 Sl =
= & <> E . 4 WordArt ~ £ f I}; © °©

Page Catalog Table Pictures Online Shapes Picture | Page Calendars Borders & Advertisements  Draw
Pages - Pictures -  Placeholder | Pas~ = Accents- - Text Box 2 Insert File Moy oz o< »

Pages Tables INustrations Building Blocks [Fl Text

% o= uooa
n oo 5 8

B
©  More Symbols..

To view other symbols, click Insert - Symbol - More Symbols. The Symbol dialog box will open:

Symbol 7 ot

symbols  Special Characters

Font: | Calibri ubset: | Basic Latin w
B =] s|%l&l ()] =]+ /
o|1]2]3]a|5]6|7]8]9
@|AB|c|p|E|F|c|H[I]]
plalr|[s|[T|ulv|w|x]|Y]|z .
Recently used symbaols:
elo|elx|o|o|™|£]|2|<|2|+]x|=|u]a

Unicode name:
Character code: | 0020 icode
Space -

Insert Cancel

Here are the steps to insert a symbol.
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1. Pick the font to use (and a subset if desired). By default, Publisher will display symbols in

the current font. Choosing a font can be important as some fonts (such as Wingdings) are
entirely symbols and contain specialized symbols not seen in other fonts.
2. Click a symbol to select it for insertion, or use the scroll bar to scroll through the symbols.
3. Click the Insert button to add the selected symbol to your publication.

4. Once you click the Insert button, the Cancel button will become a Close button. You can

now close the dialog or insert another symbol. You can also Cancel out of the dialog box to
close it without inserting a symbol.

If you want to format or delete the symbol, you may do so as you would with any other character.

SPECIAL CHARACTERS

To insert a special character, click Insert > Symbol = More Symbols to open the Symbols dialog

box. Then, click the Special Characters tab:

Symbol

Symbols

Character:

. EmDash |

-

Do t@m e

Special Characters

En Dash

Monbreaking Hyphen
Optional Hyphen

Em Space

En Space

1/4 Em Space
Monbreaking Space
Copyright

Registered

Trademark

Section

Paragraph

Ellipsis

Single Opening Quote
Single Closing Quote A

Insert Cancel

Simply choose the desired character from the list and then click the Insert button. Once you have
inserted all the required characters, close the Symbol dialog box.
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ACTIVITY 4-3

Adding Symbols and Special Characters to a Publication

In this activity, we will add a symbol and a special character to our workshop agenda.

1. Open Microsoft Publisher 2016 and open Activity 4-3:

Activity 4-3
n I Microsoft Publisher Document
124 KB

2.  Click to place your cursor after the first instance of “Meet and Greet” and press the

spacebar:

'-_ ||5|I\||\||4|I\||\l|3|I\||\||1|I\||\||1\I|‘|I\|0\I|‘|v|\|éwll|1|\||\I||2|\||\I||E|\||\I|‘4|I\||\|‘E|I\||\|‘6|I\||\|‘;|IQ\|
o |

E | . WORKSHOP
3 miss the featured

= n't jon!

E th,/ AGENDA
}_E Time  Topic
4__5 Financial [ I
E Advice
= Session List

= 1. Meet and Greet | ¢
3 2. Branding Basics

= 3. Planning Tips from the Pros

E 4. Coaching and Supervising
EE 5. Meet and Greet
9; And more to come on the big day

3.  Click Insert & Symbol - More Symbols:

Activity 4-3.pub - Publisher Drawing Tools

Page Design Review  View Format Format

D El E ’;l @ ;I E * E' lgj,‘a\,.lsmess\mformatmn‘ € Symbol *
Page Catslog Table Pictures Online Shapes Pictre  Page Calendars Borders & Advertisements  Draw ordArt- € £
Pages - Pictures =  Placeholder Pats=  *  Accents~ - Text Box =) Insert File -
Pages Tables Iustrations Building Blocks ) Text -
«

n

R

0

T @

[
€ More Symbols...

fra

7

@ v B



[156] Microsoft Office Publisher 2016

4. In the Symbol dialog box, click the Font menu and choose Wingdings:

Symbol ? *

symbols  Special Characters

Font: |Trebuchet MS Subset: | Basic Latin w
Wide Latin ~
& M
] ] + -
Wingdings 2 ( ) ) * f
Wingdi 3 . . -
0 |1 Gothic 81915 1<|=]>|"?
Yu Gothic Light
@ |vu Gothic Medium “ITHI T JTKITLIMINTO
s
PIQ|R|S|T|UIVIWX|Y|Z|[I\N[T]"]_.
Becently used symbols:
EIL¥YIO|® ™ z|=<|2|+|x|=|p|a|B
Unicode name:
Character code: | 0020 from: | Unicode (hex] |~
Space
5. Locate the smiley face. Click it to select and then click Insert:
Symbol ? X
symbols  Special Characters
Font: | Wingdings W
~ y T ]
XK 2 | & | B O | X|E|c=|ahlel<=
= B |E FE & e R =|E @ e
=¥ 8] e]=]=[=]d|p |7 ][ElO|06] 2R
=
Rl o || 2| 2] e[ x| e|Cle|o|| V)Y .
Recently used symbols:
EILIY|O|® ™ z|=|=|z|+|x|=|p|alB
Unicode name:
Character code: | 74 from: | Symbol (decimal |~

Wingdings: 74
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6. The symbol will be added. Close the Symbol dialog box:

Symbol ? *

symbols  Special Characters

Font: | Wingdings

2K S| 2 [ 5 B Q| S|e=| el
O B | E Sl =S G RT = P = - (S
SIS N EEE IR © ElE R
|2 @ ||| T4 E|CG|@| 2|8 |V .
Recently used symbols:
QIEIL|¥|O|®@ ™ z|=|z|2|+|x|=|H|a
Jnicode name: Character code: |74 from: | Symbol (decimal »

Wingdings: 74

lnsert

7. Now, click to place your cursor after the final sentence in the publication:

L |‘5|\||\I\|4\I|\|I||3|I\||\|‘2|\||\I|‘1\I|\|I\|°\I\|zwll\|\|‘1|I\||\||1|\||\I||1\I|\|I\|4|I\||\|‘El\||lI||6|\|\|I\|?\Ié\||

. ss the
‘.IW: AGENDA

Financial o f
Advice

Session List

1. Meet and Greet ©

2. Branding Basics

3. Planning Tips from the Pros
4. Coaching and Supervising
5. Meet and Greet

\ i il il il il szl il
PRI I I YR AR A N A N I AN N I I I IR S A R R

@
!

And more to come on the big day|]

w
L

8.  Click Insert - Symbol - More Symbols:

H S- g Activity 4-3.pub - Publisher raw s | Text BoxTo

File Home PageDesign  Mailings  Review Vi Format Format

D . ) 1 ;I r‘ *_ E' n [35 Business Information ~ | €2 Symbol = sy

D ) 8 @ | . 4 WordArt - & o

Page Catalog Table Pictures Online Shapes Picture | Page Calendars Borders & Advertisements  Draw € £ ¥ ©
© Pages - Pictures - Placeholder Partsw v Accentst - Text Box = Insert File -

Pages Tables Iustrations. Building Blocks F) Text & = <

> o+ % o= o

a B om0 f

Q MoreSymbols.. [
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9. Click the Special Characters tab:

Symbol ? *

Symbols SgecialCharacterL\’

Eont: Trebuchet MS ~ Subset: | Basic Latin v
1k [ L[]
0(1]2
@|A|B
PIQIR|S
Recently used symbols:

O|€|L|Y¥

Unicode name:

-
-

-=J

O Ww |+
— O ||

Clm|u|
<|7m|on P
SN
> |I|oo|—~
|| A
2| Z| Vv
@)

9
I
Y

P | —
—| XN |-

@
@

g
I+

v
|

== T X | |H|d

Character code: | 0020 from: | Unicode [hex)

lnsert Cancel

<

Space

10. Click to select the ellipsis and click Insert:

Symbol ? >

Symbols  Special Characters

Character:

— Em Dash A
- En Dash
- Monbreaking Hyphen
- Optional Hyphen
Em Space
En Space
1/4 Em Space

= MNonbreaking Space
& Copyright

& Registered

™ Trademark

§ Section

=4

Paraaraih
*

Single Opening Quote
single Closing Quote hd

A
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11. Close the Symbol dialog box:

Symbol ? *

Symbols  Special Characters

Character:

— Em Dash ~
- En Dash

Monbreaking Hyphen
- Optional Hyphen
Em Space
En Space
1/4 Em Space
MNonbreaking Space
Copyright
Registered
Trademark
Section

Paraaraih

D
Single Opening Quote
single Closing Quote hd

wo Z e

=

lnsert

)

12. Look at the ellipsis we just added, as well as the smiley face we inserted earlier:

Session List

. Meet and Greet|
Branding Basics
Planning Tips from the Pros
. Coaching and Supervising

. Meet and Greet

VAW

And more to come on the big day...]

13. Save your publication as Activity 4-3 Complete. Close Microsoft Publisher 2016.
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Summary

This lesson took a closer look at editing text in a publication. To begin, we learned about basic
editing and review commands. Then, we learned how to use tables to present information and
how to add symbols and special characters to a publication.

REVIEW QUESTIONS

1. What is the shortcut for the Cut command?
2. What is the difference between the Paste and Paste Special commands?

3. What is the command sequence to open the Symbol dialog box to insert a special
character or symbol into a publication?

4. You want to insert a table larger than the grid available in the Table menu on the Insert

tab. What should you do?

5. What is the shortcut to perform a spell check?
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LESSON 5:
ADDING AND FORMATTING
GRAPHICS IN A PUBLICATION

Lesson Objectives

In this lesson you will learn how to:
= Add graphical objects to a publication

= Manipulate the appearance of pictures

161



[162]

Microsoft Office Publisher 2016

TOPIC A: Add Graphical Objects
to a Publication

Most publications you create will feature graphical elements. Publisher provides support for many
different types of graphics, including WordArt, local and online images, and shapes. Publisher also
features the Graphics Manager to help you keep all graphical assets organized.

Topic Objectives

In this topic, you will learn:
» How to add WordArt, local images, online images, and shapes to a publication
= About graphic and image file formats
* How to use the Graphics Manager

WORDART

WordArt allows you to create stylized pieces of text — perfect for a header or a key point! To
create a new piece of WordArt, click Insert - WordArt and select a style from the gallery. The top
half of the gallery lists pre-made WordArt styles, while the bottom half combines styles and
WordArt transformations together into a single piece of WordArt:

The Cookbook.pub - Publisher

D . El ’__| L_\ g E * El . L:\EN dAn\frmahom'E;:\\:;\T E; [
peoe cu og  Table | Pictures 0| Sh pes  Picure  Page Calendars Borders & Advertsements | Draw e s iy S
Pages Placeholder  Parts - Accents~ Text Box| Plain WordArt Styles
A A AN A L
LA A A
A A A A
A A A
WordArt Transform Styles
" B Wordhr
Ty o Porlin
Boraps
After clicking a style, the Edit WordArt Text dialog | ditweraarTer 7 X
will appear. By default, WordArt is created usinga |t size:

T Arial Black ~|36|~|| B | I

bold Arial Black font. This makes the text large and
easy to read:

Your text here

OK Cancel
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Enter your text, change the font face and/or size if you wish, and then click OK:

Edit WordArt Text ? *
Font: Size:

T Century Gothic w36~ B || T
Text:

Appeﬁzers\

o

The WordArt will be added to your publication:

The Cookbook.pub - Publisher

PageDesign  Mailings

:A»{CE AV 78 Even Height N é’%shapewv 11 Bring Forward ~
b Vertical Text LA\\ A \ L g - LZ Shape Outline - 01 Send Backward -
Edit Spacing -~ - ¥ Ex - Change Wap
Tet - = Alignment~ % Shape - @ Shape Effects~ | Toq- € Align-
Teut Wordart Styles & Armang ~
o i 2 2 n s A o=
ol o Foattona L, haaflann in N A AN 1 )
Pages -
1 3
14
EEl
E )
3 o 5
E A c
E| HES
3 3 i kY
3
[ 3
54
4 *
— x|
s 1 3
Page:20f6 []297,277in. ] 2.56x 0.58n. = T + 9% B3

Notice that whenever you add or select a piece of WordArt in your publication, the WordArt Tools

— Format contextual tab will appear. Many of the commands should look familiar by now!
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ONLINE IMAGES

Microsoft Publisher 2016 also gives you the ability to insert images from online sources, like
OneDrive, Bing, Facebook, and Flickr. (You may need to obtain copyright permissions for these
images depending on how you are going to use them.)

To start, select the page where you want the picture to go. Next, click Insert = Online Pictures:

Page Design Mailings Review View

N E B Ll ig B E

Page Catalog Table Pictures Online Shapes Picture Page Calendars Borders &
= Pages = Pictures, -  Placeholder Parts- < Accents -

Pages Tables IIIus%tions Building Blocks

Now, you can search Bing for an image or browse your OneDrive account (if you are connected to
it) for the necessary files. You can also install additional connectors for applications like Facebook
and Flickr. Here we are going to search for appetizer images on Bing:

Insert Pictures

Bing Image Search .
iz *
b Search the web appett Erl @

Sign in with your Microsoft account to insert photos and videos from Facebook, Flickr, and other
sites.

Once the results have been returned, you can click one or more images to select them. When you
are ready, click Insert to add the selected objects to your publication:

b bing appetizer n |

Size ~ Type ~ Color = License =

v

You are responsible for respecting others’ rights, including
copyright. Learn more here,
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The image(s) will be added to the scratch area. You can modify it like any other:

Loetaflinailin o
b
o
©
@
=
5 -.

grilled tofu
2. mushroom pizza
stuffed bell peppers
carrot chili soup
black bean burgers
= cheese enchiladas

. (A

5

Page2ofs K 1104 1774in  E) B E -t + = B3

LOCAL IMAGES

To insert a picture from a file on your computer, place your cursor on the page where you want
the image to go. Then, click Insert - Pictures:

Page Design Mailings

0B H glkd ) g

Page Catalog Table  Pictures Online Shapes  Picture
= Pages = wicturs = Placeholder

Pages Tables lllustrations

You will then be prompted to locate and select the file(s). To do this, you can click a single file or
hold the Ctrl key on your keyboard and click multiple files. Click Insert when you’re ready:

Eﬂ Insert Picture X
« v 4 [E] > ThisPC » Pictures [N Search Pictures Pl
Organize + Mew folder =]

7+ Quick access

[ Desktop E 4 o N/
‘ Downloads - %
@ Documents * St T
= Pictures * Camera Roll Saved Pictures Caviar Cheese Tray
J’! Music 4 \M
B Videos A : -
2. - —
@ Microsoft Publisher Meatballs Spring Flowers
Z OneDrive
I ThisPC
¥ Network
File name: | "Spring Flowers" "Caviar" "Cheese Tr: V| All Pictures ~
Tools = Insert |v Cancel
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The picture(s) will then be added to the scratch area. The Picture Tools — Format contextual tab
will also become available:

;";;es . jm‘uffmMM.‘\a.mf‘\;‘w‘ar”‘|mm|a.m.“nm.‘\:‘:”ﬁft\’:‘m\mmmmm.r"\a..m.\am\QTTP.%‘.Mm.‘\az..ﬁﬂ.\aa‘m:»lzf.mv.:m.i
f Appetize
’ . grilled tofu %
B 2 mushroom pizza % e 1Y
ke s stuffed bell peppers
3 . carrot chili soup
. i 7 black bean burgers
E » cheese enchiladas
Page‘lnvss qu,w;n ] 1.50% 591 in. -—4 + =% B
GRAPHIC AND IMAGE FILE FORMATS
. A A @ Insert Picture X
Publisher supports importing the
. . . P =] « Users » jsmit » Pictures » v O Search Pictures el
following image file formats:

. . 0] ize ¥ Mew fold = -
Windows Metafile and e R L)
Windows Enhanced Metafile # Quick access

[ Desktop *
('Wmf/'emf) . ‘ Downloads b s
JPEG ('Jpeg or 'Jpg) |‘:_f] Documents E s
Portable Network Graphics =] Pictures #  CameraRol Saved Pictures
( png) J‘! Music
’ . X B Vvideos
Windows Bitmap (.bmp)
. Eﬂ Microsoft Publisher
Graphics Interchange Format
( |f) Zm Onelrive
8 . . [ This PC
Tag Image File Format (.tiff) -
. ¥ Network
Encapsulated PostScript -
.eps
( p ) File name: v| All Pictures
And more! Al Files b

Tools =

Windows Enhanced Metafile
Windows Metafile

JPEG File Interchange Format
Portable Network Graphics
Windows Bitmap

Graphics Interchange Format

Compressed Windows Metafile
Compressed Macintosh PICT
Tag Image File Format
Encapsulated PostScript
Macintosh PICT

WordPerfect Graphics

Compressed Windows Enhanced Metafile
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SHAPES

To draw a shape in your publication, click Insert - Shapes and click the shape that you want to
draw:

H o

File Home Page Design Mailings Review View

0B B Dkdid la E B

Page Catalog Table @ Pictures Online Shapes Picture Page Calendars Borders

E Pages E Pictures. =  Placeholder Parts - @ Accents
Pages Tables lllusi  Recently Used Shapes
BENNOOCOAL LG
CIRRTANR S
Lines
SNNSNTLLTLNGG
Basic Shapes
HEOOUCO®AMOOny
O0oO000@A0XG
(GRIDEII SN DI
Block Arrows
DA RTSPLPR IS
€ dVnRIpD D >R TN
TR
Flowchart

OC0<e/O008=0dy
CUOH®D X ¢ AVAD
Qs0o

Callouts

AOOG OO0 AAd:

Stars and Banners

35 25 < 7y © B49 4 ok TR R
FOoom W

16-Point Star
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Then, click and drag anywhere on the page to create the shape:

F|\||\I||6|\||\I||5|I|||I|‘4|I|||I|‘3|I\||\||2\I\||\||L\Il\ll\lolll\llw|1|\||\I|‘1|\||\I| }|I|||I|4|I|||I||;|‘\||\||6\I\||\||7\I|\|I\|S|I|\|

Appetizers

= o w0 w o @ n s w ™ - o
‘ll\||ﬁ‘||\||w°.|\l||\|\||\Il\ll\ll\||\I|||\||\I|||I|||I|‘|I|||I|‘|I\||\||\I\||\||\I|\|I\||\|||I\||\||

(You can also single-click to create a shape of default size.)

When you finish drawing a shape, the Drawing Tools — Format contextual tab will appear and the
shape will be selected so you can modify it as needed:

k.pub - Publisher

Review Format

View
— %2 Shape Fill = Fﬁ | 0 1 ! A % [ Height: 2.25"
2 ~ € e
[ ‘ D i i Shape Outline - = G o3 Width: 268"
i - Wrap Bring  Send  Align Group Ungroup Rotate
CF Shape Eifects® | Teyt- Fonward - Backward~ = -
Insert Shapes Shape Styles Amange Size 7] A

RO A e 4 P o 30 A AT {4 X I 4 IR 4 I A A 6 0 o 4 S 4 it <18 A CO I o R 14 G i

Appelizers m

2 Measurement

Pages <

= =g

Page:20f6 []250,7.38in. H] 268x 223 in. BE B -

+ 5% (3
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THE GRAPHICS MANAGER

To show the Graphics Manager, check the related box on the View tab:

H oS-

File Home Insert Page Design Mailings Review

=§ O §=) EE

Single Two-Page
Page  Spread

Boundaries || Rulers
v| Guides
Fields

+| Page Mavigation
Marmal Master

Page ¥| Scratch Area

Views Layout Show

%jraphics Manager
aselines

The Graphics Manager will appear on the right-hand side of your screen and list all graphics:

Ela

The Cookbookpub - Publisher

File Home  Inset  PageDesign  Mailings  Review

Boundaries [v] Rulers | Graphics Manager [E)n D Q 55% - E EE

Baselines 0 Page Width
100% Whole Arrange Cascade  Switch
Al Windows -

Fields | Seratch Area Page

B |}y o &

Normal Master  Single Two-Page
Page |Page Spread
Views Layout Show Zoom

7 Guides 7] Page Navigation
Selected Objects

Window

Pages =

E

the

cook
book

iR

« >
k 664,95 n.

Page: 2 of 6

ittt af el ot ot Bt Bttt et o et P

E 8 -—1

Graphics Mana... ¥ %

Display options
Show: | Al pictures -
Sort by: |File name -

Show thumbnail

Select a picture

Caviarjpa (Page 2)
Embedded (10 KB)

Cheese Trayjpg (Page 2)
Embedded (201 KB

Christmas-Appetizers-016.jpg
Embedded (3026 KB)

Dave's Footballs.jpg (Scratch,
Linked (122 KB)

Empty (Page 3)
No picture (0 KB)

Meatballs.jpg (Scratch Area)
Embedded (359 K]

Spring Flowers jpg (Scrateh A1
Embedded (79 KB]

2 Change picture display..
* | @ Help with Graphics Manager

+ 5% B

Click an item in the list to select it in the publication, or click the pull-
down arrow for additional options:

Graphics Mana... ™ %

Display options

Show: |All pictures -

Sort by: | File name -
Show thumbnail

Select a picture

Caviarjpg (Page 2}
Embedded (10 KB}

Cheese Tray.jpg (Page 2)
Embedded (201 KB}

Christmas-Appetizers-016.jpg
Embedded (3026 KE)

Dave's Footballs.jpg (Scrat
Linked (122 KB) k
Go to this Picture
Convert to Embedded Picture

Replace this Picture...

Details...
| Embedded (79 KE)
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AcTiviTy 5-1
Inserting Graphical Objects

In this activity, you will add images to a product catalog. An Internet connection is required for this
activity.

1.  Open Microsoft Publisher 2016 and open Activity 5-1:

. Activity 5-1
n | Microsoft Publisher Docurment
140 KB

2. First, let’s add the logo to the first page. With this page selected, click Insert = Pictures:

Fle  tome [JEESN PogcDeign  Moiings  Review  View
™ & m D Ire [A=] (&3 Business Information = © Sym ™ ™ ™
DB 5l ld O g (¢ 00 @
- ordArt - % Date & Time
Page Catslog Table Pictures Oniine Shapes Picture  Page Calendars Bor henisements | Drar = Hyperink Boskmark | Header Foster Page
< Pages - [yPictues - holder Ports+ - - Number -
st Tables Heeder & Faoter ~
[ Iz I
-
=
- i
|
3
s 3 ] B B 1 ]
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3.
Insert:

Browse to the Lesson 5 folder of your Exercise Files. Select the Logo image and click

Eﬂ Insert Picture

- v <« Starting Files for A, » Lesson5

Organize = Mew falder

7 Quick access
[ Desktop
; Downloads
Documents
[&] Pictures

) Music

E Videos

Eﬂ Microsoft Publisher

792

Lege

LRSI

i OneDrive
! This PC

|_i Metwork

X

w | @ Search Lesson 5 ye

E~- @ @

File name: |Loge

y | Al Pictures vl

Teols - | Insert Iv | Cancel |

4,
the image smaller:

15 Activity 5-1.pub - Publisher

<
Pageiafé  [1109,274in M 6622 551in

m—
]
+
i
3

The image will be added. Click the top right corner handle and drag it inwards to make
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5. Click and drag the image up to place it entirely on the page. Use the dynamic guides to
help you center-align it:

m‘|‘u.ll.h|‘m\m‘\‘u.‘?u.l‘.\\m‘\‘u".‘w.l‘h\.m‘u‘H\.l.h\.\‘\mPw.l..‘I.\.\m"?\.\...I.\.m“‘Sm\...I...\.\‘“"m.\.I.u.\.\‘Pm\.\.I‘u.l.m|§m\‘\.\qu.\.|?|‘m.\‘uJ...l%?mm\‘.‘l...lf

‘ ZOOMFOOD "
Spring 2020 Prodhuct Catalog-

[ /

al il il al il i o] il il
T Y Y 1 T R BT Y TN ENIY KXY Y TY PR TR AT RY Y PUTY PRI RYRYRYRY PPN RN RYRRY! PRPUTY W OYRYRTY PRTY PYTH RYRURYR] NP AT MURTRTRL INPURRY

6. Now, let’s add an image to the second page. Click the page to select it. Then, click Insert
- Online Pictures:

H oS-

File Home Page Design Mailings

B B dlald g

Page Catalog Table  Pictures| Online Shapes Picture
r Pages r I-"ictuu::[éa *  Placeholder

Pages Tables [Hust¥ations

7. Inthe Bing Image Search field, type “potatoes” and press Enter:

Insert Pictures

Bing Image Search

Search the web | PDtEhOESI %

Sign in with your Microsoft account to insert photos and videos from Facebook, Flickr, and other
sites.
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8. Click any image you like to select it. Then, click Insert:

b bing potatoes n

Size = Type Color = Creative Commons only ~  Clear filters

These results are tagged with Creative Commons licenses: review the license to ensure you comply. Show all results

You are responsible for respecting others’ rights, including el | Insert | Cancel |
copyright. Learn more here,

9. Theimage will be added and selected, and the dialog box will close. On the Picture Tools
— Format tab, enter “3” for the image width and press Enter:

H 9 s Picture Tools  Ativity 5-1.pub - Publisher
file  Home st  PageDesign  Mailings a
g 1= Compress Pictures Z pictureBorder~ | (][] a L3 Bring Forward ~
S —~— [r—
) F Change Pictur — || [mee g - @ Picture Effects~ DD & Send Backward -
Pictures | Cortections Recolor swp || = |==2] (== = irang .
< Reset Pictu *| Bl caption- TR, AR e N
Insert Adjust . Swp Picture Styles 5 Artange ~

10. Then, click and drag the image to move it to the appropriate location within the product
text box:

m‘\‘u‘lh.l..‘I.\.m“gm\.\.I‘u.l.\.|‘Lm‘m\m‘|‘u.‘?..l‘h\.mm‘Pw.\...I...\.‘mh‘\‘\.\‘uJ...l?h|mM‘\‘u"f‘\.l.hI.\.m‘l"-m\‘\.\‘uJ...l‘?‘.‘l‘m\m‘\‘u"?\.l.hl.mm“ﬁ\.w.l‘..l.\.l"

—
Chicken Noodle Soup

11. Save your publication as Activity 5-1 Complete. Close Microsoft Publisher 2016.

.\.mmhn\u‘“‘.l.u.lm\.\m‘T"l‘\.\...I...\.nﬁ"mh\.\uu.T.‘.nhm\mmo‘l.\.l.u
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TOPIC B: Manipulate the
Appearance of Pictures

Now that we have learned how to add images to a publication, it’s time to learn how to modify
them. Although there are more robust image editing programs available on the market, Publisher
does contain tools to make simple edits to an image as well as some handy formatting tools.

Topic Objectives

In this topic, you will learn:
= About the commands on the Picture Tools — Format tab
= How to apply styles to an image
» Tips for using picture styles

THE PICTURE TOOLS — FORMAT CONTEXTUAL TAB

Most, if not all, of the picture editing commands you will use in Publisher can be found on the
Picture Tools — Format tab:

The Cookboak.pub - Publisher

e Inset  PageDesign  Mailngs  Review  View

~| &2 Picture Effects -

ile

%] I= Compress Pictures. L2 picture Border - oo E 11 Bring Forward - o

— | [— = = $ljaan
il — i 0 Send Backward - E=ir
ons Recolo == == A p

& Change Picture -
Pictures  Correcti lor = - .
N - “RResetPicture ~| ] caption~ Thumbnails Text- |« Align = A~

Insert Adjust & Swap Picture Styles & Arrange Crop Size nloa

Here is an overview of the groups in this tab.

Insert Performs the same command as the Pictures command on the Insert tab.

Adjust Change the appearance of the image, including color, brightness, and
contrast. Also provides commands to reset, compress, and change the
image. The option button opens the Format Picture dialog box, which
contains all image settings.

Swap Switch two images in the publication.

Picture Styles Apply and/or customize a picture style. The option button opens the
Format Picture dialog box.

Arrange Position the picture on the page and arrange objects on the page.
Crop Crop the current image.
Size Specify the size of the current image.
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PICTURE STYLES

Picture styles allow you to take an ordinary image and make it stand out quickly and easily. To add
a style to a picture, select the image and then click any style from the Picture Styles group on the
Picture Tools — Format contextual tab:

rg - L2 picture Border j‘j‘ = Bring Forward = ] 1
A o~ ure - — | |_.| E - @ Picture Effects - = 1 5end Backward i
Pictures  Cormections Recolor P - =T | .- = Amange  Wrap 5 Crop alss3t
: - “TReset Picture £ = 2] caption - Thumbnails Text+ |c Align= h- | . e
nsert Adjust  Swap Picture Styles e Arange crop see 5l oA
Pages o Bt BB PRt e Fome B Bt B o B e BB BB BB B
CE = =
E Appetizers m
23
1 = L
:r/'\!. 22|
e = & -
: & LBl
= [ (rid -
3 —
¥ =
3 "
EE
o
4 ;
fn <
& s
— v
Page:206  [1132,347in. B 553x373in. B E -1 + % [

H - The Cookbook.pub - Publisher

File Home Insert Page Design Mailings Review View
! = Compress Pictures

=t 2 r— - ——
=i . E‘:‘g Change Picture ~ |t Q
Pictures Corrections Recolor Swap
- - “L]Reset Picture

Insert Adjust G Swap

N 7NN YR YRS

TO0H O L
TRY!
!

i 3 s ) f I;
ey ) -

’_:J'\- Clear Picture Style

You can also customize the current picture style with the Picture Effects and Picture Border
commands (or apply these elements separately):
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H ©- - The Cookbook.pub - Publisher

File Home Insert Page Design Mailings Review View Farmat

:EtCUmprEssPicturas EPiCtU[EBUrdE['
F—— r —— T~
_ =2 i N E’gChangePicture' p—- - " - | & Picture Effects ~
Pictures = Corrections Recalor Swap — —
- +  “ Reset Picture M Captlnn'

Insert Adjust &l Swap Picture Styles (]

DIFFERENT USES OF PICTURE STYLES

Picture styles are most commonly used to quickly and easily provide a consistent look amongst all
images in a publication. They can also help differentiate between different types of pictures. For
example, you may have one picture style for a certain type of product and a different style for
another type of product.

You can also use the various options on the Picture Tools — Format tab to:
= Adjust the brightness and/or contrast of an image
» Change the color scheme of an image
= Apply a washout effect

= Compress images to reduce the file size
= And more!

ACTIVITY 5-2
Customizing the Appearance of a Picture
In this activity, you will customize images in a product catalog.

1.  Open Microsoft Publisher 2016 and open Activity 5-2:

Activity 5-2
n | Microsoft Publisher Document
B=]] ss0kB
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2.  On the first page, click the image to select it. Then, click the Picture Tools — Format tab:

15 Activity 5-2.pub - Publisher

P et PageDesign  Mailngs  Review  View | Foma
L Z
‘ % Cut. o =i =g o 5’ ’—‘ F‘ D %, Bring Forward - 7 Group P¥ind -
J B2 copy © Send Bockuwerd - [ Ungroup | B Replace
. o | K] A =, Styles  Draws Flls Table Shpe S
- ™ Format Painter = 7 Caitite > | TotBox [ Align~ A Rotats [3 Select
Ciphoatd e Potsgiaph styes b editing -
(| H i vt Pl e et B s e s o T e e 19 b 12,101,
Pages : : !
= 03
e — 1
T
o =5
T
0 = ZOOMFOOD |
o =
& =

3
‘:- =
T &
“ |
Page: 1at6 [ 231,267 in ] 6.40% 5,34 1n. = B - 1 + % 3

3. Click the Recolor command and choose a shade of blue:

E S Picture Tools

File Home Insert Page Design Mailings Review View Format

O :EE Compress Pictures
lag |

; ) E‘g Change Picture ~ :—.‘ | cetae]
Pictures  Corrections Recolor ey —
= ~  “LReset Picture
Insert Pictu
A
AP AT AP
== = &7,
4. The change will be applied:

ittt Bt P B B oo Bt BB B b2 BB, B

o

1 ZOOMFOOD i
Spring 2020 Product Catalog
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5. Now, go to the second page. Hold down the Ctrl key and click to select both images on

the page:

T -

Freeze-Dried Potatoes

6. Click the Picture Tools — Format tab:

Picture Activity 5-2.pub -

Insert Page Design Format k

== X Cut -

D E® Copy
Paste Aa- | AV "=, Styles
- Format Painter E 2 &= -
Clipboard ] Font Paragraph Styles

7.  Click the More arrow in the Picture Styles gallery:

Publisher

Draw Pictures Tal

Text Box

Objects

H ©- Picture Tools  Activity 5-2.pub - Publisher

Home Insert Page Design Mailings Review View

. :Ec Compress Pictures Faa
el BN

B Change P
T Change Picture = e
Pictures  Corrections Recolor Swap —
- .+ D) Reset Picture =
Insert Adjust & Swap Picture Styles

8. Click any style you like to apply it to the two selected images:

OO 0L

Pgezote Clesazdin ) 884 556 n

K a|le|i=-:= “%’D@)

ble Shapes

2 Picture Border -

r— r—-“
e == Q ~ | & Picture Effects

% Caption ~

F]
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9. The style will be applied:

i o i 2 3 & Is s i Ie s i |
e O O T | =

(‘.‘m.m.l.\J.T"l..‘\.h\m‘\Hm\m\‘u.\“.ﬂ."\.l‘\.I.\J.tl.h\.hh.\m‘\.l‘\.Imm"\"l‘m\‘m\.\‘\.T“.h\.h\‘..\"f'.‘m.l‘

10. Save your publication as Activity 5-2 Complete. Close Microsoft Publisher 2016.

Summary

In this lesson, you learned how to add and format graphics in a publication. We paid special
attention to image formatting, and how you can use Publisher to perform basic image
manipulation and editing.

REVIEW QUESTIONS

1. What is the command sequence to display the Graphics Manager?
2. List two sources which can be used for online images.
3. Which elements of a picture style can be customized?

4. What is the difference between clicking and dragging to draw a shape and single-clicking
on the page after a shape has been selected from the gallery?

5. What contextual tab is available for modifying and formatting images?
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LESSON 6:
PREPARING A PUBLICATION FOR
PRINTING AND SHARING

Lesson Objectives

In this lesson you will learn how to:
= Save a publication

= Run the Design Checker

= Preview and print a publication

= Share a publication
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TOPIC A: Save a Publication

There are many tools available for different publication scenarios. Whether you want to distribute
a publication as PDF, share it on the Internet, or transfer it to another computer, Publisher has
tools to help make the process easy.

Topic Objectives
In this topic, you will learn:
= About Publisher file formats
= How to export a Publisher file to PDF or XPS
= How to create a web output
» About the Pack and Go feature

PUBLISHER FILE FORMATS

For a complete list of supported file types that you can save a publication as, click File = Save As.
Then, choose a location or click Browse:

Trader News.pub

@& OneDrive Current Folder
= Documents
EI:I This PC
sl Add aPlace Documents
Desktop
Browse
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The Save As dialog box will open. Click the “Save as type” menu to view a complete list of file

types:
[ save s *
&« v 4 s ThisPC » Desktop » v 0 Search Desktop o
Organize v Mew folder E - (7]
~

# Quick access
[ Desktop
Jr Downloads
Documents
[&=] Pictures

D Music

m Videos

@ Microsoft Publish

(L

ExerciseFiles

i OneDrive
v

File name: | Trader Mews v|

Save as type: | Publisher Files i
Authors:

Publisher Template
Publisher 98 Files

Publisher 2000 Files

4+ Hide Folders Unicode Text Files

Post5cript

PDF

KPS Document

Plain Text

Single File Web Page

Web Page, Filtered

Rich Text Format

Word Macro-enabled Document
Word Document

Word 97-2003 Document

GIF Graphics Interchange Format
JPEG File Interchange Format
Tag Image File Fermat

PMG Portable Metwork Graphics Format
Device Independent Bitmap
Windows Metafile

Enhanced Metafile

You can choose from a variety of different Publisher types, Microsoft Word files, image files, plain-

text files, and more.
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Once you have chosen your file location, entered a name, and selected a file type, click Save to

complete the process:

Eﬂ Save As
< v 4 s ThisPC » Desktop »
Organize « New folder

s+ Quick access
[ Desktop
Jr Downloads

[£] Documents

% % %%

&=/ Pictures
D Music
m Videos

@ Microsoft Publish

i OneDrive

~

ExerciseFiles

L

v O Search Desktop

File name: | Trader News

Save as type: | Word Document

Authers:  John Smith

=+ Hide Folders

PDF AND XPS OuTPUT

PDF (Portable Document
Format) files are fairly
ubiquitous these days
because they have relatively
small file sizes and nearly
every computing platform
(including smart phones and
tablets) is capable of viewing
them. In addition, XPS (XML
Paper Specification) files are
Microsoft’s answer to PDF,
offering similar file sizes and
publishing quality.

To publish a PDF or XPS file,
open the publication you
want to publish and click File
- Export = Create PDF/XPS
Document - Create
PDF/XPS:

Account

Options

Tags: Addatag

Tools = Save |v

Cancel

Export

|—'ﬁ Create PDF/XPS Document

mE

@@ Publish HTML

B‘ Change File Type

Pack and Go

Eé Save for Photo Printing

= Save for a Commercial Printer

E&] Save for Another Computer

Trader News.pub - Publisher

Create a PDF/XPS Document

Preserves fonts, formatting, and images
Content cannot be easily changed

Free viewers are available on the Web

nEs

Create
PDF/XPS
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This command sequence opens the Publish as PDF or XPS dialog, which is basically the same as the
Save As dialog. Give the file a name, choose the desired format (PDF in this example), and then

click Publish:
[ Publish as PDF or XPS ®
« v 4 s ThisPC » Desktop » v @ | Search Desktop 2
Organize + Mew folder = - (7]
N

w3k Quick access
[ Desktop
Jr Downloads
|j Documents
| Pictures ExerciseFiles
J‘! Music

m Videos

[ Microsoft Publish
i OneDrive

[ This pC

W

& ..

File name: | Trader Mews

Save as type: | PDF ~
Optimize for: | High quality printing Open file after publishing

Options...

+ Hide Folders Tools = Publish k Cancel

WEB OuTpPUT (HTML)

Publisher also allows you to publish a file as a web page. To do this, click File = Export = Publish
HTML:

Trader News.pub - Publisher

Export

Publish HTML

Create an HTML version of the publication that you can publish as a web page.

’—H Create PDF/XPS Document

oL

Web Page (HTML) .
l;h‘@ Publish HTML Creates an HTML file with objects in fixed positions on the page. Includes supporting files such...
Iy Advanced Options
PA’ Change File Type J:L
Publish
HTML
Pack and Go
E_: Save for Photo Printing
(=] o
=
Account = Save for a Commercial Printer
Options [mm]

&’] Save for Another Computer

This will display Publish HTML options. Here you can choose one of two file types:
* Web Page (HTML) will create a web page and a folder with all supporting information.
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» Single File Web Page (MHTML) will, as the name suggests, creates a self-contained file
containing everything.

As well, the Advanced Options link opens a dialog which lets you further customize the HTML
publication, including saving and regional coding options.

When you are ready, click the Publish HTML command. This will open the Publish to the Web

dialog, which is another version of the Save As dialog. Pick a save location, give the web page a
name, and click Save:

[ Publish to the Web *
T B « Users » jsmit » Desktop » v O Search Desktop P

Crganize = Mew folder = -

# Cuick access = MName Date modified Type

[ Desktop ExerciseFiles 11/5/2015 7:45 AM File folder
4 Downloads

5| Documents

&= Pictures

J’! Music

Videos

3 Microsoft Publish

#m OneDrive

v € >
File name: | m w
Save as type: | Web Page, Filtered w
Authors:  John Smith Tags: Addatag

4 Hide Folders Tools = Cancel

Hyperlinks in Publisher

Just like other Office applications, you can create hyperlinks in a publication from the Insert tab.
These hyperlinks will remain active when you publish a publication as HTML. Therefore, you
should always link to locations on the Internet or a network which will be accessible to your

publication’s readers. If you link to local files or images on your computer, these items may appear
broken to readers.

Alt Text

If you are creating a publication for use as a web page, you should ensure an alternative text

description is provided for all graphics. This can be done on the Alt Text tab of the related Format
dialog box:
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Format Picture ? >

Colors and Lines Size Layout  Picture  Alt Text

Alternative text:
Trader Mews Logo in grayscalel

Alternative text provides alternative, text-based representation of the information
contained in tables, diagrams, images, and other objects, This information is useful for
people with vision or cognitive impairments who may not be able to see or understand
the object.

Shape Effects... oK Cancel

PACK AND GO

In most cases, if you need to work on your publication using another computer, all you need to do
is save the file and transfer it to the new
machine. However, depending on the
complexity of your publication, this might
not be so easy, since items like
specialized fonts and linked images are
not saved with the Publisher file. To get
around this, Publisher features the ability
to save your publication and any other
necessary files in one archive by using the
Pack and Go Wizard.

Trader News.pub - Publisher

Export

Save for Another Computer
Prepare your publication to take to anather computer.
(=hh
[
Pack and
Go Wizard

’—H Create PDF/XPS Document

(oL}

J;; Publish HTML

B‘ Change File Type

Pack and Go

Eé Save for Photo Printing

%Ee Save for a Commercial Printer

Account

To begin, click File - Export - Save for
Another Computer - Pack and Go
Wizard:

Options
i E&] Save for Another Computer
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The wizard will tell you it can be used to embed fonts and include linked graphics. Click Next to

continue:

Pack and Go Wizard

Pack your files to take to another computer

The wizard will prepare your publication to take to another computer,
You can use the wizard to:

Embed fonts.
Indude linked graphics.

m
(Ul

ack Cancel Finish

Next, choose a storage method. You can burn the information to a disc, save it on another physical
drive, or choose another save location and transfer it later. We will choose “Other location” and

then click Next:

Pack and Go Wizard

Select the location for saving your files

Where would you like to pack your publication to?

Burn to disc an D:Y
Copy to removable storage on F:}

Copy to floppy disk on Az
(®) Other location: | C:\Users\jsmit\DesktopTrader NewsPNGY,

< Back Cancel Finish

The next step allows you to specify how fonts and images will be saved. In this example, we have
enabled all options. Click Next to proceed:

Pack and Go Wizard
Include fonts and graphics

Pack and Go can indude linked graphics and fonts used in your publication.

If you're taking the files to a commerdial printing service, the wizard can also create links for
graphics you've embedded.

Embed TrueType fonts
Incude linked graphics
Create links for embedded graphics

< Back Cancel Finish
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The final stage of the wizard lets you review your settings. Click Finish to complete the process:

Pack and Go Wizard ? >
Pack my publication

When you dick Finish, the wizard will:
Compress your publication into a file named “Trader News.zip® and save it in:

C:\Usersijsmit\DesktopTrader MewsPNGY,

Embed TrueType fonts used in your publication.
Indude linked graphics.
Create links for embedded graphics.

< Back Mext = Cancel

The publication will take a few moments to be saved. When the process is complete, click OK:

Pack and Go Wizard ? >
Your publication is successfully packed

The wizard copied your packed file into the directory you selected.

If you make changes to your publication, use the Pack and Go Wizard again.

188



[189] Microsoft Office Publisher 2016

ACTIVITY 6-1

Saving a Publication

In this activity, we will save a publication as a PDF file. A PDF viewer is required for this activity.

1.  Open Microsoft Publisher

2016 and open Activity 6-1:

. Activity -1
I Microsoft Publisher Document
Bl 277kB

2. Click File > Export - Create PDF/XPS Document - Create PDF/XPS:

Account

Options

Activity 6-1.pub - Publisher

Export

[ Create PDE/XPS Document Create a PDF/XPS Document

Preserves fants, formatting, and images
Content cannot be easily changed

Free viewers are available on the Web

l;'*@ Publish HTML

; oL
B° Change File Type Create
PDF/XPS
Pack and Go
=

“ta Save for Photo Printing
E}é Save for a Commercial Printer

[=#

] Save for Another Computer
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3.

[ Publizh as PDF or XPS

« « /M [5 » ThisPC » Documents »

Organize « Mew folder

.
M
ame
v g3 Quick access

[ Desktop *
; Dowmga{llj - My Data Sources

@ D —— OneMote Notebooks

. Qutlook Files
| Pictures b4
Jl Music

m Videos
[ Microsoft Publish
# Onelrive

[ This PC

. v £

Custom Office Templates

When the Publish as PDF or XPS dialog appears, navigate to your Desktop:

v Search Documents el
S

Date modified Type

2016 11:28 PM
2016 3:34 PM
/2015 2:05 PM

6/9/2016 5:05 PM

File folder
File folder
File folder

File folder

File name: | Activity 6-1

Save astype: PDF

Optimize for High quality printing

Options...

“ Hide Felders

4. Then, click the Options button:

[ Publish as PDF or XPS

& = « 4 > ThisPC » Desktop »

Organize « MNew folder

~
#F Cuick access

I Desktop -+
‘ Downloads
@ Documents &

ExerciseFiles

| Pictures -+
J& Music

m Videos
[ Microsoft Publish
& OneDrive

[ This PC

W

Open file after publishing

Tools - Publish Cancel

v O Search Desktop

=
4
® v

File name: | Activity 6-1

Save as type: |PDF

Optimize for: High quality printing

L

“ Hide Folders

Open file after publishing

Tools = Publish Cancel
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5.  When the Publish Options dialog appears, choose Commercial Press from the first list

and then click OK:

Publish Options ? >

Specify how this publication will be printed or distributed.

Minimum size
Standard

Commercial Press

| UGS LU

Creates the largest file size with the highest quality, suitable for
commercial printing

Pictures

Higher picture resolution (dpi) yields better print quality with a
larger file size.

Color and greyscale pictures:

Downsample to: | 300 dpi s~ | when above: 450 dpi

Design Checker

Warn about transparency and color use
Include non-printing information

Document properties

[ Document structure tags for accessibility
PDF Options

[]150 19005-1 compliant [PDF/A)

Bitmap text when fonts may not be embedded

Encrypt the document with a password

Print Options... Cancel
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7.

6.

Name the file “Activity 6-1 Complete PDF:”

[ Publizh as PDF or XPS

& = ~« 4 B> ThisPC » Desktop v O Search Desktop »

Organize « Mew folder

e
i
4

~
# Quick access

[ Desktop - . ExerciseFiles
; Downloads o

E] Documents o

| Pictures -

Jl Music

m Videos
[ Microsoft Publish
# Onelrive

[ This PC

. W

File name: | Activity 6-1 Complete PDF

Save astype: PDF

Optimize for: | Commercial Press ] Open file after publishing
Options...
) Hide Folders Tools - Cancel
Ensure the “Open file after publishing” option is checked and click Publish:
[ Publish as PDF or XPS X
& = « 4 > ThisPC » Desktop v & Search Desktop o
Organize New folder EE (7]
~

#F Cuick access
; ExerciseFiles
I Desktop -+ E
‘ Downloads
E] Documents &
| Pictures -+
J& Music

m Videos
[ Microsoft Publish
& OneDrive

[ This PC

W

File name: | Activity 6-1 Complete PDF|

Save as type: |PDF

[t
L4

Optimize for | Commercial Press Open file after publishing

Options...

= Hide Folders Tools = Publish * Cancel
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8.  Publisher will export the file and open it in your default PDF viewer:

B Activityse206-1%20Com; X+

E TechTimes

MONTHLY JOURNAL OF INFORMATION TECHNOLQGH

z SOLUTIONS
Upcoming Events i This Isse

: pan Scurcs Pavsngon Al
ECONOMY

MMsnagemere Tios P2
Hon-ProfitSolutions P&
Trands & tow Softwara .2

Exploring open source software
opportunities

9. Close your PDF viewer and Publisher 2016 to complete this activity.
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TOPIC B: Run the Design Checker

By now, you are aware that a publication can contain many elements. It can be difficult to ensure
graphics, images, text, and colors will all appear as you intended. Luckily, Publisher includes the
Design Checker, which will do most of the work for you and provide options to help you fix any
issues.

Topic Objectives

In this topic, you will learn:
»= About the Design Checker task pane

THE DESIGN CHECKER TASK PANE

To start the Design Checker, click File = Info = Run Design Checker:

Trader Mews.pub - Publisher

Info

Trader News

Documents
El Business Information
The default Business Information set is in use. To create a new set, choose Edit
Edit Business Business Information.
Information Tagline or motto: Business Tagline or Motto
Individual name: Acme Widgets
Job position or title: Title
Organization narme: Business Name
Address: Primary Business Address
Address Line 2
Address Line 3
Address Line 4
Phone/Fax/Email: Phone: 555-555-5555
Fam: 555-555-5555
Email: someone@example.com
Account
Options A Design Checker
(| Use Design Checker to find potential problems in your publication before
Run Design printing, sending in email, or saving with Pack and Ga.
Checker I})
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The Design Checker will open as a pane on the right-hand side of your screen:

Trader News.pub - Publisher

Pagelofl Kk

FIEEEE
Ay =- \e; Draw  Pictures Table Sh b
BIU = Text Box e Rotate [} select~
Editing ~

Deswgn Checker ~X

ral design

VIR ecks
Run final publishing checks
re a( e WI Run web site checks

it page

TRADER NEWS O G C cmimese
Northwind Traders Newsletter L =

Stol rywm textin

‘j [Pag:ﬂ .
Praeerell Advantages of a
« Advantages of a Newsletter
Newsletter
+ Add Value to Your The purpose of a newsletter is to provide
Newsletter
specialized information to a targeted
* Second Story audience. Newsletters can be a great
atieStey way to market your product or service,
PR and also create credibility and build
awareness for you and the services you
provide. Use positive customer pull-quote
and eye-catching but subtle marketing. “Customer quotes L
called “pull quotes, Close Design Checker
TIPS FOR PRODUCING A NEWSLETTER  are an excellent way : [E] Desian Checker Options
Everv time vou produce vour newsletter ask to demonstrate your 3 | @ Help with Design Checker
v
- 1 + 128 B3

By default, the Design Checker automatically checks for all possible issues in four different

categories:

= General design checks, like images hidden under others, objects off the page, etc.

= Commercial printing checks, such as color matching and resolution issues.

= Web site checks, like checking if an image has alternate text.

» E-mail checks, such as text formatting that might not look right when sent by e-mail.

You can show or hide each issue category by checking or clearing the related checkboxes at the
top of the Design Checker:

Design Checker ~ %

+'| Run general design checks
ﬁun final publishing checks
un web site checks
Run email checks [current page

only)
Select an item to fisc

Object partially off page

Iﬁ [Page 1)

Story with text in
overflow area
[Page 1]

Although you can view all issues at once, we recommend only dealing with one category at a time.
Also, note that Publisher automatically rechecks the entire publication after an issue has been

dealt with.
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Each issue has a related pull-down arrow that offers some options, just like the Graphics Manager.

Although each issue is different in its own way, the options for dealing with them are similar:

+ Advantages of a
2 Newsletter

Newsletter
« Second Story
+ Another Story

Page1of1 Kk

TRADER NEWS

,_ Northwind Traders Newsletter

In this issue:

T’ + Add Value to Your

+ Back Page Story

Everv time vou broduce vour newsletter_ask

Trader News.pub - Publisher

replace Wlﬂ’

Advantages of a
Newsletter

The purpose of a newsletter is to provide
specialized information to a targeted
audience. Newsletters can be a great
way to market your product or service,
and also create credibility and build
awareness for you and the services you

provide. Use positive customer pull-quote
and eye-catching but subtle marketing.

“Customer quotes,

called “pull quotes,

TIPS FOR PRODUCING A NEWSLETTER  are an excellent way

to demonstrate your

LOGC

Editing -~

Design Checker ~*
| Run general design checks

Run final publishing checks
| Run web site checks

Run email checks (current page
only)

Selectan item to fix

Object partially off pal
il (Page 1)

Go to this ltem

Never Run this Check Again

Explain..
= Page )

Story with text in
xj averfiow area

Close Design Checker

[5] Desian Checker Options.
@ Help with Design Checker

L + 128% E3

ACTIVITY 6-2

Checking the Design of a Publication

In this activity, you will use the Design Checker to examine a publication.

1.  Open Microsoft Publisher 2016 and open Activity 6-2:

Activity 6-2

P Microsoft Publisher Document

276 KB
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2.  Click File = Info = Run Design Checker:

Info

Activity 6-2

=

Edit Business
Information

Account

Options [N

ot
Run Design
Checker

Jab)
=

Manage
Embedded Fonts

Desktop » ExerciseFiles » Starting Files for Activities  Lesson 6

Business Information

Activity 6-2.pub - Publisher

The default Business Information set is in use, To create a new set, choose Edit

Business Information.
Tagline or motto:
Individual name:

Job position or fitle:
Organization name:
Address:

Phone/Fax/Email:

Design Checker

Business Tagline or Motto
Acme Widgets

Title

Business Name

Primary Business Address
Address Line 2

Address Line 3

Address Line 4

Phone: 555-555-5555

Fax: 555-555-5555

Email: someone@example.com

Use Design Checker to find potential problems in your publication before
printing, sending in email, or saving with Pack and Go.

Embedded Font Information
Manage settings for embedded fonts in your publication.

Publication Properties -

Template
Color Scheme Apex

Color Mode RGE
Publication Mode ~ Print

Pages 1

Size 276KE

First Saved Today, 510 PM
Last Saved Today, 5:10PM

3.  When the Design Checker appears, ensure the first three boxes are checked:

Design Checker ~ %

+'| Run general design checks

+'| Run final publishing checks

un web site checks
un email checks [current page

only)

Select an item to fix

Picture does not have
Ij alternative text

[Page 1]

Low-resolution picture

Ij [Page 1]

Low-resolution picture

lﬁ (Page 1)

Story with text in
Ij overflow area

(Page 1)
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4.

5.

Move your mouse over the first item: an error about alternative text. Click the pull-down

arrow:

Click Fix: Add Alternative Text.

Design Checker ~ %

Run general design checks

Run final publishing checks
Run web site checks

|:| Run email checks [current page

only]
Select an item to fix

&

Picture does not have
alternative text
(Page 1)

s

o to this ltemn

Eic Add Alternative Text...

Mever Run this Check Again

Explain...

Design Checker ~ %

Run general design checks

Run final publishing checks
Run web site checks

|:| Run email checks [current page

only)
Select an item to fix

&

Picture does not have
alternative text
(Fage 1)

Go to this ltem

Fic Add Alternative Text...

Mever Run this Check Again

Explain...
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6. The Format Picture dialog will open to the Alt Text tab for the selected image. Type,

“Team photo” in the “Alternative text:” field and click OK:

Farmat Picture ? *

Colors and Lines Size Layout  Picture  Alt Text

Alternative text:
Team phot0|

Alternative text provides alternative, text-based representation of the information
contained in tables, diagrams, images, and other objects. This information is useful for
people with vision or cognitive impairments who may not be able to see or understand
the object.

Shape Effects... Cancel

7. Theissue will no longer be listed in the Design Checker. Now, click the pull-down arrow

for the next issue (low-resolution picture) and click “Go to this Item:”

Design Checker ~ %

+'| Run general design checks
+'| Run final publishing checks
| Run web site checks

Run email checks [current page
only)

Select an item to fix

Low-resalution pictur
5 (Page 1}
Go to this ltem I}f

Mever Run this Check Again

Explain...
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8.

9.

You can see that the issue is with a placeholder image:

Activity 6-2.pub - Publisher

Page Design ailings  Review  View

P PFind -

El @'3 1 Bring Forward ~

D g copy Ry Serd Bckuard ~ B repace
Paste oo a ictures Table Shapes | Wrap =
T S FommatPainter | B 1 Y X X - T T Tede [E Align~ “ARotater [} Select~
Ciipboard 5 nt Faragaph Styes Objects Anange Editing ~

O B PO O O P PR PP P AP0 1 UL s O AR O VO AP 1 e O 1R A
0

Pages Design Checker ~*

/| Run gent
] Rus
] Rus

Low-resolution picture

X Fege

Story with text in
) overlow rea
(Page 1)

Close Design Checker

+| [ oesian checker options.

+| @ Help with Design Checker

<
Page: 10f1 [ 025,025in. [ 825x 175in -t + 36%

This image will be replaced before the publication is finalized. Click the pull-down arrow
next to the issue in the Design Checker task pane and click “Never Run this Check Again:”

Design Checker ~ *

+'| Run general design checks
+| Run final publishing checks
+'| Run web site checks

Run email checks [current page
only)

Select an item to fix

Low-resolution pictur

Ilj (Page 1] -

o to this ltemn

Mever Run this Check Again %

Explain...
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10.

11.

There is now only one issue left in this publication. Go to this item:

Upcoming Events

<
Page:1of 1 []883Té4in, 150% 229in.

’__@L = @ % Bring Foward -

ures Table Shapes  Wiap

P Find -
2 Replace

“hRotate~ [ Select~

& Send Backward ~

Tet- e Align

Editing "

Design Checker ~*

/| Run gent
] Rus

Tech Times

Never Run this Check Again

Explain.

Close Design Checker

2 [ pesign checker options.
%] @ Help with Desion Checker

This will highlight the text box with the issue. (You may want to adjust your zoom level to

see it better.) Click and drag the center square handle downwards. As you can see, the

handles are red because there is too much text for the box:

Lt B 1 .‘.|..|‘|‘..|9.‘.\..‘|‘.‘u.‘.\.‘.uml‘..m.‘m

I .
I I COMPUTING
Il

magna aliquam erat volut
pat. Ut wisi enim ad minim
ullameorper cipit lobortis nisl
ut aliquip exit amet, consec

fipiscioni . }
tincidunt ut laoreet dolore
magna aliquam . Utwisi enim
ad minim veniam,guis
ullameorper.

2 ol
oo llonailonole o lana i,

-
|‘..|.‘|\...I‘.‘|...m.|.?|

e B
UL, AU dRLUIRAL aUIRIRLILE du)

abbas oppeto commoveo.

Enim neo yelit adsum odio, multo,
ut at praemitto opto si sudo, opes |
dus. Sino lenis yulputate, valetudo
saluto quod, esse illum, letatio con
nibh iustum transverbero bene, erg
dolore modo. Loquar, vulputate mi
ne secundum, dolus demoveq intel
consequat 0s quae nulla magna. D¢
num pneum. Aptent nulla aliguip ¢
quat aptent nisl in voco. Adipiscing
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12.
box:
13.

|a

7
saianalonalonale icionalonaieinl o iinc ol na

. w
‘|‘.‘|”.\.‘.\‘.‘I‘.m...\.Mu.?"..u.hlw...u“‘I...\.‘.l..‘u‘..‘.

=

e i (o afln .\.l‘.‘lg..lm.\.\. PRI LY

COMPUTING
i

Tincidunt ut laoreet dolore
magna aliquam erat volut

pat. Ut wisi enim ad minim
ullamcorper cipit lobortis nisl
ut aliquip exit amet, consec
tincidunt ut laoreet dolore
magna aliquam . Utwisi enim |
ad minim veniam,quis
ullamcorper.

[Mincidunt ut laoreet dolore |

Resize the text box back to its original size:

Monaigagllanoalonnon
COMPUTING

magna aliquam erat volut
pat. Ut wisi enim ad minim
ullamcorper cipit lobortis nisl
ut aliquip exit amet, consec
iniccinni . i

magna aliguam . Utwisi enim
ad minim yeniam,quis

+ _________________

2,

‘|l‘1‘.\.M\‘..un‘\...\‘Ml..m‘..|1.7M..‘||m|.‘.\".u‘.

UYL dUUIE di AR dB PRGNS dUBYE b

abbas oppeto commaoyeo.

Enim neo velit adsum odio, multg, in co
quibus premo tamen erat huic. Occuro
ut at praemitto opto si sudo, opes feugi
dus. Sino lenis vulputate, valetuda ille al
saluto quod, esse illum, letatio conventi
nikh iustum transyerbero bene, erat yul
dolore modo. Loguor, vulputale meus ir
ne secundum, dolus demoveo interdico
consequat os quae nylla magna. Delenit
quia, te huic. Ratis neque ymo, venio illy
num pneum. Aptent nulla aliquip camur
quat aptent nisl in voco. Adipiscing mag

‘|1‘1‘.\.M\‘..um\...m‘l..m‘..

UYL dUUIE di AR dB PRGNS dUBYE b

abbas oppeto commoyeo.

Enim neo velit adsum odio, mult, in co
quibus premo tamen erat huic. Occuro
ut at praemitto opto si sudo, opes feugi
dus. Sino lenis vulputate, valetuda ille al
saluto quod, esse illum, letatio conventi
nibh iustum transverbero bene, erat vul
dolore modo. Loguor, vulputale meus ir
ne secundum, dolus demoveo interdico
consequat os quae nylla magna. Delenit
quia, te huic. Ratis neque ymo, venio illy
num pneum. Aptent nulla aliquip camur
quat aptent nisl in yoco. Adipiscing mag

When you resize the text box, you will see there are a number of additional line spaces in
this text box. Remove all spaces so the cursor is now at the end of the text in the text
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14. The Design Checker should now indicate there are no further issues. Click Close Design
Checker:

Design Checker ~ *

+'| Run general design checks
+'| Run final publishing checks
+'| Run web site checks

Run email checks [current page
only]

Select an item to fix

There are no problems in this
publication.

Close Design Checker

15. Save your publication as Activity 6-2 Complete. Close Microsoft Publisher 2016.
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TOPIC C: Preview and Print a
Publication

Once you have finished your publication and checked it for errors, you may want to create a print
copy. As you might expect, Publisher contains a robust set of printing features.

Topic Objectives

In this topic, you will learn:
»= About the Print category of Backstage view
» How to modify print settings
= How to use Print Preview

PRINT CATEGORY OF BACKSTAGE VIEW

All of Publisher’s printing options are available in Backstage view. To begin, click File = Print or use
the Ctrl + P shortcut:

Trader News.pub - Publisher ? - o x

Print

Copies of print job: |1 = 0 + m + B

i

E

rink

Printer

HP Officejet 6800

) Ready M

Printer Properties
TRADER NEWS

Settings

Jr—

”;D PrintAlPages | | ey
Print the entire publication

Pages: |1 o

Tiled -

Layout Options

Letter
85x11"

D Portrait -
EJ Print on Both Sides .
</ Flip sheets on long edge
Composite RGE

Print as RGE color publieation,

] Save settings with publication

<
1 of1 b [FGRY Back 20% = —+ + @ B~
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There are lots of options available here for you to set. We will explore the various commands

shortly, but for the moment, let’s assume your publication is all ready to go. To print the
publication with the current settings, click the Print button:

Optians

Print

Copies of printjob: | 1
= pies of print

Printer
HP Officejet 6800

SO ey

Printer Properties

Settings
”=D Print All Pages
Print the entire publication

Pages: |1
Tiled

Layout Options
Letter
85x11"

D Portrait

Print on Both Sides
</ Flip sheets on lang edge
Composite RGE

Print a5 RGE color publication.

] Save settings with publication

Trader News.pub - Publisher

5

? - [m] X

Signin

TRADER NEWS

fdhanzges ofa
g =

of1 ¥ Back

0% -4+ [ @~

PRINT SETTINGS

The Settings section of the Print category lets you
change attributes of the printed page(s):

Account

Options

Print

Copies of print job: :
0 P! prini J
Print
Printer
HP Officejet 6800
= Ready
Printer Properties
Settings
IE Print All Pages
-
Print the entire publication
Pages |1
Tiled -
Layout Options
|:| Letter
285x11"
D Portrait -
|? Print on Both Sides
& Flip sheets an long edge
Compaosite RGB

| Save settings with publication

Print as RGE color publication.
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Let’s take a closer look at the options.

Select what to print

Page range

Print layout

Paper size

Choose which page(s) to print.

Define a custom range in this text box. Hover your mouse over the
small “i” icon to view a Screen Tip about page ranges.

Choose how your publication will actually be printed on the page.

Change the paper size that will be used to print the publication. The

paper sizes listed here are defined by those that can be used by your
printer.
Page orientation Choose portrait or landscape orientation.
Page setup Choose duplex printing or print on one side of the page only.

Choose between RGB (Red/Green/Blue) printing and grayscale (black
and white) printing.

Color options

This last option is very useful, particularly if you are printing a
complex publication with multiple pages and options.

Save settings with
publication

THE PRINT PREVIEW PANE

Print Preview is found on the right-hand side of the Print category in the File menu. This area lets
you see what the finished publication will look like if it was printed on paper. Let’s look at the
different elements of Print Preview:

Trader News.pub - Publisher 2 = o x

Print o 9

Eﬂ Copies of print job: | 1 = B+ @ m o+ B
rin

Print

Printer
HP Officejet 6300

B e

Printer Properties i
TRADER NEWS
Settings
- vtz ofs
”;D Print All Pages . Hewskter
Print the entire publication
Pages: |1 a

Tiled

Layout Options

D Letter
85X 11"
D Portrait

Print an Both Sides
</ Flip sheets on long edge

. Composite RGB
Print as RGB color publication.

] Save settings with publication

1 of1 b [Fion] Back 29% - —4 + B B~
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On the top left-hand side of Print Preview (1), you can adjust the intensity of the page numbers
overlaid on the preview. (Moving the slider all the way to the right shows page numbers at their
darkest intensity; moving the slider all the way to the left hides page numbers entirely. In either
case, the numbers will not be printed; they are just for your reference during print preview.
The other slider (2), at the top left, adjusts the transparency of the view. The main part of the

screen (3) shows the actual print preview. Below this, you can navigate through the preview (4)
and change zoom/view settings (5).

ACTIVITY 6-3
Previewing and Printing a Publication

In this activity, you will print a publication. A printer is required to complete this activity.

1.  Open Microsoft Publisher 2016 and open Activity 6-3:

[+, Activity &-3
n | Microsaft Publisher Document
121l 2,04 MB

2. Click File = Print:
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3.  You can see the first page is split across two pages, which is not correct. Click the menu
that says “Tiled” and choose “One page per sheet” instead:

Activity 6-3.pub - Publisher ? - 2 o
Sign in
o | comeorpmtion 13| o+ 5 H
print
Printer
HP Officejet 6800 (redwrected 3) -
B oo
Printer Properties
Settings

‘ [ ..

= il /

D One page pe sheet 5 * - (L ; L\E’/
| 2047~

|[aw]| o0

[ to2of8 * 3% - | + @ -

4. Now, let’s change the color scheme. Click the Compose Grayscale menu and choose
Composite RGB instead:

Activity 6-3,pub - Publisher ? - o X
Sig
o, | Coporprntiob: [1 5| 5+ |
=
Print
Printer
HP Officejet 6600 (redirected 3) N
B o

Printer Properties

Settings SEE
ENes .
- Print the entire publication

Pages |14 /
J One page per shest % Y| .
y
Letter . r1vv
- > ng/ ‘ >
Tl
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5. Now, let’s review the publication. To help us, click the “1” icon shown below to overlay
page numbers on the publication:

Activity 6-3.pub - Publisher ? s a x
Signin
o | Coveorpuntion [1 3] [ - Bl} ]
print
Printer
HP Officejet 6800 (redwrected 3) -
s 0
Printer Properties
Settings
T[L Print All Pages
| print the entire publication
Pages |14

J One page per sheet N
u Letter .

. Composite
Print as RGE colot publication,

/| Save seftings with publication

6. Use the bottom arrows to navigate through the publication:

Activity 6-3,pub - Publisher 7 - o x
Sigy
| Copies of printjobs |1 3] i) 4 bl |
o |
=
Print
Printer

HP Officejet 6200 (redirected 3)
B Rendy

Printer Properties

Settings m ZOOMFOOD .
o ublication N

U of4 IR 61% = —F + B G-
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7. Once you have finished viewing all pages, ensure the “Save settings with publication” box

is checked:

Activity 6-3.pub - Publisher 2 — o x

Print

Copies of print jobc |1 : i + » B

Printer

HP Officejet 6800 (redirected 3) -
B by

Printer Praperties

Cnmp|cfe Procluct List

Settings
TD Print All Pages

Prirt the entire publication

Pages |14

q 10
(R ofs ¥ 61% - ——4 + [~

8. Now, click Print:

Activity 6-3.pub - Publisher 7 - O x

Print
=

Print

Copies of printjob: |1 : i + |

Iy

Printer

1P Ofceet 600 redvected )
& ey

Printer Proparties

- ) .
Settings Complete Prochuct List

TD Print All Pages
Brirt the entire

Pages 14

(] onepagepersnen -

Letter
asx”

< | O
[+ Jora » 6% = 4 * [l ~

9.  Save your publication as Activity 6-3 Complete. Close Microsoft Publisher 2016.

210



[211]

Microsoft Office Publisher 2016

TOPIC D: Share a Publication

As you might expect, Publisher also provides several different ways to electronically share your
publication. This topic will cover the two most popular methods: e-mail and OneDrive.

Topic Objectives

In this topic, you will learn:
= How to share a publication with e-mail
= About the E-Mail Preview feature
= About saving a publication to OneDrive

SHARE WITH E-MAIL

If you have an e-mail client (such as Microsoft Outlook) installed and configured, Publisher makes
it easy to send your publication as an e-mail message through it. Simply click File > Share - Email

and choose how you want to send the publication:

Share

Share Email

[% Email -
=

Send Current

@ Email Preview Page

&
Send as
Attachment

-
Account
Send as PDF

Options

[
4]

Send as XPS

Trader News.pub - Publisher

Create an email from the current page
The publication content displays in the message body as HTML
Only the current page is included

You can preview and adjust the content before sending the email

Create an email with the current publication attached
Everyone receives a separate copy of the publication

Recipients need to have Publisher installed to open the attachment

Everyone gets a PDF attachment
Preserves layout, formatting, fonts, and images

Content can't be easily changed

Everyone gets an XPS attachment
Presenves layout, formatting, fonts, and images

Content can't be easily changed
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If you have not yet saved your publication, you will be prompted to do so now. Then, a new e-mail
message will be created with your default e-mail client. Here, we have chosen to send the
publication as an attachment:

5 Untitled - Message (HTML}

Message Insert Options Format Text Review Q Tell me what you want to do...

Cut |_-_ Ei :'.;. mj (i ?. |™ Follow Up =
Copy @ = ' High Importance
Paste B T ul Address Check Attach Attach Signature

- Format Painter Book MNames File= ltem~ - ¥ Low Importance

Clipboard LM Basic Text Names Include Tags ] ~

Subject

sttached | [ g’:ﬂ"'EE’NE""“P”b -

Simply enter the recipient, subject, body, and any other necessary information. Then, click Send.

THE E-MAIL PREVIEW FEATURE

The E-Mail Preview feature allows you to see how your publication will look if you use the Send
Current Page option in the E-Mail sub-category. To launch it, click File - Share - Email Preview -
Email Preview:

Trader News.pub - Publisher

Share Email Preview
Preview the publication as an HTML email message in your default browser

i .
|E| Email

=

Email
;1 i i Preview
=el Email Preview by

Account

Options

Then, your current publication will be displayed in your default web browser as an HTML file:
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B Page Title xR - o x
< > O ‘ files///C:pusers jsmit/AppData/Local/Microsoft/Windows/INetCache/Content MSO/PubWebPagePreview/pub7e56.0/indexhtm Ed ‘ = & O
May 6, 2016 ep
LOGO
Northwind Traders Newsletter
e Advantages of a
prmeril Newsletter
Newslefter
PUVPIVEUMIN Tho purpose of a newsletter is to provide
Newslefter specialized information to a targeted audience.

Newsletters can be a great way to market your
product or service, and also create credibility and
ORI U build awareness for you and the services you

« Back Page Story provide. Use positive customer pull-quote and eye-
catching but subtle marketing

« Second Story

TIPS FOR PRODUCING A NEWSLETTER

Every time you produce your news|etter, ask

0: Who are our read ers?
A Existing customers and potential custamers

0: What will our readers want to know about
our business?
A Timely, helpful, prablem-sobving ifformation

ADD VALUE TO YOUR NEWSLETTER

ONEDRIVE

Benefits of Using OneDrive

OneDrive (formerly known as SkyDrive) is Microsoft’s cloud-based solution for storing and sharing
files. It has several advantages, including accessibility from almost any platform and tight
integration with Microsoft Office and Windows. Plus, it’s free!

Requirements for Using OneDrive

To use OneDrive, you will need:
* A Microsoft account (available from https://onedrive.live.com)
= An Internet connection
=  Windows Vista or later

ONEDRIVE PUBLICATION SHARING

To save your publication to OneDrive, ensure you are signed into Publisher with your Microsoft
account. Then, click File - Save As - OneDrive and choose the desired location:

Trader News.pub - Publisher

Save As

6 OneDrive - Personal OneDrive - Personal
jsmith@acmewidgets.onmicrasoft.com
https://d.docs live.net/c17de5a%842d60c

L misec
o= Adda Place

Browse
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You can now browse your OneDrive and choose where to save the publication just as you would if

you were using your local computer:

Eﬂ Save As
« - 4 » OneDrive » Documents
Organize « New folder
[ Desktop *  MName
“; Downloads

% | lohn's Notebook
|| Documents

| Pictures
J’l Music
B Videos

3 Microsoft Publish
i Onelrive

3 This PC
L AN 4

*
v O Search Documents P
=~ @
Date modified Type
7/31/2015 212 PM Internet Shol

File name: | Trader News

Save as type: | Publisher Files

Authors:  John Smith

=+ Hide Folders

Tags: Addatag

Tools = Save |v Cancel

s

Once your publication is saved to OneDrive, you can use its sharing features to share your

publication with others. Unfortunately, publication sharing with OneDrive is not built into
Microsoft Publisher as it is with other Office applications.
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ACTIVITY 6-4

Sharing a Publication with OneDrive

In this activity, you will save a publication to OneDrive. An Internet connection and a Microsoft

account are required for this activity.

1.

2.

Open Microsoft Publisher 2016 and open Activity 6-4:

Click File = Save As = OneDrive:

Activity 6-4
Microsoft Publisher Document
265 KB

Save As

ﬁ OrneDrive

Etl This PC

==  Add aPlace

Browse
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If you are already signed into Publisher with your Microsoft account, skip to Step 6.

3.
Otherwise, click the Sign In button:
Activity 6-4.pub - Publisher
Save As
Zh, OneDrive & OneDrive
Use OneDrive to access your files from anywhere and share with anyone.
E;l This PC
o= Adda Place ,(.
Browse S D SD
Learn maore
Sign up
Account
Options .'._)
SignIn
L
4. The “Sign in” dialog will open. Enter your e-mail address and click Next:
X
Type the email address or phone number of the account
you would like to use with Publisher.
jsmith@an:mewidgets.nnmin:rusuﬁ.com| p .4

Privacy statement
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5.  Type your password and click “Sign in:”

Sign in

Use your Microsoft account.
What's this?

Jsmith@acmewidgets.onmicrosoft.com

Mo account? Create one!

Forgot my password

Microsoft

6. You will now be connected to your OneDrive account. Double-click any location from the
right-most list:

Activity 6-4.pub - Publisher

Save As

ive - OneDrive - Personal
6 F)n_eDnve Ftersonal - |}

[ mhisec
o= AddaPlace

Browse

(Your options may differ from those shown here depending on the type of Microsoft
account you have.)
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7. Save your file as Activity 6-4 Complete to any location in your OneDrive:

[ Saveas x
<« v » OneDrive » Documents v O Search Documents 2
Organize = Mew falder = - o

~
&=/ Pictures () Name Date modified Type
d Music 5 John's Notebook 7/31/2015212PM  Intemnet Shof
B Videos

@ Microsoft Publish

E?. Onelrive

[ This PC
[ Desktop
=| Documents
; Downloads
K hduein i >
File name: | Activity 6-4 Complete] v
Save as type: | Publisher Files ~
Authors: Jehn Smith Tags: Add atag
= Hide Folders Tools - Save |v Cancel

8. When you click Save, the file will be saved to your OneDrive and you will be returned to
Publisher. Close Microsoft Publisher 2016 to complete this activity.

Summary

In this lesson, you learned how to save, print, and share a publication. You should now feel able to
complete your publication.

REVIEW QUESTIONS

1. What is the command sequence to start the Pack and Go Wizard?
2. What is required to save a publication to OneDrive?
3. What is the shortcut to open the Print category of Backstage view?

4. Which two file formats are commonly used as they can be viewed on nearly any
computing platform?

5. What is the command sequence to start the Design Checker?
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LESSON LABS

Lesson 1

LESSON LAB 1-1

Objective

Briefing

Task

Hint

LESSON LAB 1-2

Objective
Briefing

Task

Sample Data

Follow-Up
Questions

To configure Microsoft Publisher to suit your needs.

Now that you have learned about some of the available options in
Microsoft Publisher, you want to customize it to make your workflow
more efficient.

Open Microsoft Publisher and create a blank publication. Then, use
the Publisher Options dialog box to perform the following tasks:
» Ensure your editing language is correct
*= Ensure AutoRecover is turned on
= Create a new ribbon tab with at least four commands that you
will use often
= Customize the Quick Access toolbar as desired

Then, create a new Business Information set for a fictional company.
Be creative!

Search the Help files if you get stuck on a particular task.

To create a simple publication.
You need to create a postcard and save it in two different formats.

Find a postcard template that you like and create a new publication
from it. Save it as Lesson Lab 1-2 Complete.pdf and as Postcard.jpg.

Use the available templates from within Publisher.

If your chosen template supports it, try adding your sample Business
Information set from the last Lesson Lab to the postcard.
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Lesson 2

LESSON LAB 2-1

Objective
Briefing

Task

Hints

Sample Data

LESSON LAB 2-2

Objective

Briefing

Task

Sample Data

To add text to a product catalog.
You need to add information to the final page of a product catalog.

Open the Sample Data file and select the last page in the publication.
Import the Product List document into the first text box. Link this text
box to the second text box. Then, format both text boxes to match the
publication using the Format Text Box dialog box and any other tools
you like.

= Hold down the Ctrl key and click both text boxes to select them
before opening the Format Text dialog box. This will apply the
changes to both boxes at once.

= If Publisher adds the overflow text from the first text box to a
new page, simply delete the page to return the text to the first
text box.

Leszon Lab 2-1
n | Microzoft Publisher Document
2.04 MB
Product List
Microzoft Word Document
12.8 KB

To improve the appearance and consistency of a publication.

Your manager has asked you to update a short catalog created in
Publisher.

Open the Sample Data file. Update the master page to include a footer
with the company name (ZoomFood) and the page number. As well,
change the background to a light blue color. (You can find this
command on the Page Design tab.)

Ensure this master page is applied to all pages in the publication.
Leszon Lab 2-2

n I Microsoft Publisher Document
: 2,04 ME

220



[221]

Microsoft Office Publisher 2016

Lesson 3

LESSON LAB 3-1

Objective

Briefing

Task

Sample Data

Follow-Up
Questions

LESSON LAB 3-2

Objective

Briefing

Task

Hints

Sample Data

To format an advertisement for an upcoming seminar.

A friend is offering a seminar on calligraphy in a few weeks. They have
asked for your help in polishing the advertisement they have created.

Open the Sample Data file. Use the techniques discussed in this lesson
to format the bullets to illustrate each writing technique. For example,
you should be able to find a handwriting font for the “Cursive writing”
text.

Leszon Lab 3-1
ﬂ I Microsoft Publisher Document
157 KB

Use the Format Painter to copy the formatting of the date text to the
blue text at the top of the publication.

To update the look of a publication.

Your friend’s calligraphy seminar is now being sponsored by a
local company. They want to update their publication to reflect
that company’s branding guidelines.

Open the Sample Data file. Change the font scheme to ensure all
text in the publication uses Trebuchet. Apply a color scheme
which features colors related to the company’s mission — to
protect the Amazon rainforest and its ecosystem. Finally, change
the “Your Organization” text to “Rainforest Protection Group.”

You can create your own color and/or font schemes if necessary.
Leszon Lab 3-2

ﬂ I Microsoft Publisher Document
157 KB

221



[222]  Microsoft Office Publisher 2016

Lesson 4

LESSON LAB 4-1

Objective

Briefing

Tasks

Hints

Sample Data

Lesson 5

LESSON LAB 5-1

Objective
Briefing

Task

To set the framework for a product list.

Your manager has given you a rough draft of a product list which needs
to be finalized.

Open the Sample Data file.

On Page 1, create a table with 10 rows and 2 columns. Enter the
headings “Product” and “Retail Price” in the top row.

Cut and paste the text from Page 2 into the table on Page 1 to
create an attractive product list.

Replace the word “Canned” with “Dried.”

Run a spell check.

Change the currency symbol for any seafood products to Euros
(€) instead of dollars.

Apply any table style you like. Update any remaining formatting
as you see fit.

Most of the commands you will need are on the Home, Insert, and
Review tabs.

Lesson Lab 4-1
Microsoft Publisher Document
6.0 KB

To add additional graphics to a product catalog.

You have received additional information to add to a product catalog.

You have been asked to add the following items to the Sample Data

file:

Page 1: Star shape to add emphasis to the logo

Page 3: Mixed Vegetables picture from the Exercise Files folder,
plus an online image for the Chocolate Brownies product

Page 4: The text “Thank You!” as WordArt

Ensure all items are sized and placed appropriately. Once you have
added all items, recolor the Mixed Vegetables picture to match the
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publication. Then, use the Graphics Manager to ensure all images are
embedded and no issues exist.

Sample Data Lesson Lab 3-1
n L | Microsoft Publisher Document
265 KB
' Mixed Vegetables
TUalIu| IPG File
: 215 KB
Lesson 6
LESSON LAB 6-1
Objective To understand how to deal with issues using the Design Checker.
Briefing Your manager has asked you to quickly review a publication using the

Design Checker. This publication will eventually be printed; there are
no plans for electronic distribution.

Task Open the Sample Data file and examine the issues that appear in the
Design Checker. Make sure that all content is properly on the
printable page and that all printing issues have been resolved.

Hints »  Focus on the general design and final publishing checks.
= Resolution will not be a concern for this publication so you can
skip these issues.

Sample Data Lesson Lab 6-1

n I Microsoft Publisher Document
- 2.04 MB
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LESSON LAB 6-2

Objective

Briefing

Task

Sample Data

Follow-Up
Questions

To understand how to publish a file as PDF.

You have just finished a publication and now it needs to be published to
PDF. You also need to submit the package to your marketing team.

Publish the Sample Data file to PDF. Then, package the publication using
the Pack and Go Wizard. Save the package to your desktop.

Lesson Lab 6-2
n | Microsoft Publisher Document
2.04 MB

Print a copy of the publication for your records. If possible, also save a
backup copy to your OneDrive.

Course Summary
Congratulations on completing Microsoft Publisher 2016 training. During this course, you learned

how to:

» Get started with Microsoft Publisher by using and customizing the interface

» Create a basic publication from a template

» Add text, building blocks, and various types of graphics to a publication

» Organize text boxes and pictures

= Control the display of content

» Format text and paragraphs, including the use of basic formatting tools, styles, and
paragraph options

»= Use and customize schemes

= Use text editing tools

» Present content in tables

* |nsert symbols and special characters

» Use the Graphics Manager and the Design Checker

* Manipulate the appearance of images

»= Save and share a publication

* Preview and print a publication

You should now feel comfortable creating, polishing, printing, and sharing a basic publication.
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Answer Keys

LESSON 1 REVIEW QUESTIONS

1. What are the three commands available on the Quick Access toolbar by default?
By default, the Save, Undo, and Redo commands are available on the Quick Access toolbar.

2. What is the extension for Microsoft Publisher files?
Microsoft Publisher files are identified by the .pub extension.

3. What is the keyboard shortcut to open the Publisher Help window?
Press F1 to open the Publisher Help window.

4. A publication has black arrow(s) within the Pages pane. What do these arrows indicate?
These arrows indicate the presence of publication sections. Click the arrows to collapse or
expand the related section.

5. Which key do you press to show Key Tips?
Press the Alt key to show Key Tips.

LESSON 2 REVIEW QUESTIONS

1. What three types of guides were discussed during this lesson?
We discussed ruler guides, margin guides, and dynamic guides.

2. Which view is used to add headers and footers?
Master Page view is used to add headers and footers.

3. How do you open the Format Text Box dialog box?
Select the target text box and click the option button in the Text group on the Text Box
Tools — Format tab. Or, right-click the text box and click Format Text Box.

4. What is the command sequence to define a custom column layout?
Click Text Box Tools — Format - Columns - More Columns.

5. True or False: Building Blocks are static objects and cannot be customized.

This statement is false. Building Blocks can be customized, although the features may be
more limited than working with objects you have created from scratch.
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LESSON 3 REVIEW QUESTIONS

1. Which dialog box contains options to control paragraph flow and indentation options,
among other settings?
The Paragraph dialog box contains these settings.

2. What s a style?
A style is a selection of pre-formatted text settings that typically match the font and color
scheme currently in use.

3. True or False: The mini toolbar always contains the same commands.
This statement is false. The mini toolbar is contextual, meaning its commands will change
depending on the currently selected object.

4. What two types of schemes can be customized in Publisher?
You can customize a publication’s font and/or color schemes.

5. Which tab contains commands to modify how typographic elements (such as ligatures
and swashes) are applied?
The Typography group of the Text Box Tools — Format tab contains these commands.

LESSON 4 REVIEW QUESTIONS

1. What is the shortcut for the Cut command?
The shortcut for the Cut command is Ctrl + X.

2. What is the difference between the Paste and Paste Special commands?
The Paste command performs a basic paste operation, with some flexibility in how it works.
The Paste Special command opens a dialog box which allows you to paste objects in various
formats or create a link to source data.

3. What is the command sequence to open the Symbol dialog box to insert a special
character or symbol into a publication?
Click Insert = Symbol - More Symbols.

4. You want to insert a table larger than the grid available in the Table menu on the Insert
tab. What should you do?
Click Insert Table from the Table menu on the Insert tab or the Home tab. Here, you can
specify as many rows and columns as you need.

5. What is the shortcut to perform a spell check?
Press F7 to perform a spell check.
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LESSON 5 REVIEW QUESTIONS

What is the command sequence to display the Graphics Manager?
Check the Graphics Manager box on the View tab.

List two sources which can be used for online images.
As of this writing, online images can be obtained from OneDrive, Bing, Facebook, and Flickr.

Which elements of a picture style can be customized?
You can customize the effects and the border.

What is the difference between clicking and dragging to draw a shape and single-clicking
on the page after a shape has been selected from the gallery?

Single-clicking will create a shape of default size, while clicking and dragging will allow you
to draw a custom size for the shape.

What contextual tab is available for modifying and formatting images?
The Picture Tools — Format tab is available for modifying and formatting images.

LESSON 6 REVIEW QUESTIONS

What is the command sequence to start the Pack and Go Wizard?
Click File = Export = Save for Another Computer - Pack and Go Wizard.

What is required to save a publication to OneDrive?
You will need a Microsoft account, an Internet connection, and Windows Vista or later.

What is the shortcut to open the Print category of Backstage view?
Press Ctrl + P.

Which two file formats are commonly used as they can be viewed on nearly any
computing platform?

This statement describes PDF and XPS file formats.

What is the command sequence to start the Design Checker?
Click File = Info - Run Design Checker.
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APPENDICES

Keyboard Shortcut Quick Reference Sheet

Create a new publication Ctrl + N
c
g | Save afile Ctrl +S
i
2 | Open afile Ctrl+ 0O
=
@ | Open Print category of Backstage view Ctrl+P
=
Close Microsoft Publisher Alt + F4
Select all items on the current page Ctrl + A
=T4]
c
= | Copy text or objects Ctrl + C
©
wl
‘5 Cut text or objects Ctrl + X
[
Paste text or objects Ctrl +V
Open Find and Replace task pane with Find | Ctrl + F
radio button selected
Open Find and Replace task pane with Ctrl + H
go Replace radio button selected
©
2 Open Go To Page dialog Ctrl + G
[}
8' Open Font dialog Ctrl + Shift + F
Check spelling F7
Get Help F1
Bring object to front Alt + F6
[7,]
e
(8]
._g. Send object to back Alt + Shift + F6
(@)
Group/ungroup selected objects Ctrl + Shift+ G
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Text Formatting Tools

Apply bold formatting Ctrl+B
Apply underlining Ctrl+U
Apply italic formatting Ctrl + 1

Align text to center Ctrl + E

Align text to left Ctrl + L

Align text to right Ctrl +R
Justify text Ctrl +)
Increase font size Ctrl + Shift +.
Decrease font size Ctrl + Shift +,

Turn Format Painter on

Ctrl + Shift + C

Show or hide special characters

Ctrl + Shift +Y

Undo last action

Ctrl +Z

Redo last action

Ctrl+Y

Manage Pages

Insert a page

Ctrl + Shift + N

Duplicate a page

Ctrl + Shift + U

Go to the next page

Ctrl + Page Up

Go to the previous page

Ctrl + Page Down

Switch between the content page and the
master page

Ctrl+ M

Zoom to full page view

Ctrl + Shift + L

Switch between current view and actual
size

F9
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Navigate Within a Page

Move one character to the left Left Arrow
Move one character to the right Right Arrow
Move one line up Up Arrow

Move one line down

Down Arrow

Move one word to the left

Ctrl + Left Arrow

Move one word to the right Ctrl + Right
Arrow

Move to the end of a line End

Move to the beginning of a line Home

Move up one paragraph

Ctrl + Up Arrow

Move down one paragraph Ctrl + Down
Arrow

Move to the end of a text box Ctrl + End

Move to the beginning of a text box Ctrl + Home
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Glossary

AutoRecover

A feature that automatically recovers
documents if your computer encounters a
problem.

AutoSave
A feature that automatically saves your
document at set intervals.

Backstage view

A component of the interface that shows a
number of categories that group file-related
commands together.

border
A stylized line around a page, paragraph, or
word.

Building Block

Pre-formatted publication element which can
be added and customized.

Business Information set

Saved set of information containing details
about an individual or a business. Can be
easily re-used and/or added to a publication.

cell
The area where a row and column intersect
in a table.

clipboard
An area of your computer’'s memory that
stores cut and copied items.

column
Vertical elements in a table.

contextual tabs

Special tabs that appear when you are
working with a specific object.

Design Checker

Tool which automatically examines a
publication for possible problems.

dialog box launcher

Button in the lower right-hand corner of a
group that opens a dialog box or task pane.
Also called an option button.

font
A complete set of characters, including
typeface and style.

footer

A group of information set apart from the
body of a publication. Typically appears
throughout the publication at the bottom of
each page.

Format Painter
A tool that is used to copy formatting from
one selection of text to another.

gallery

A set of options presented visually via the
Microsoft Publisher interface.

Graphics Manager

Tool which summarizes all graphics in a
publication. Also provides commands for
modifying and managing each file.

groups
Sets of commands in each ribbon tab.

guides

Invisible rulers that can be added to a
publication to help keep objects aligned and
spaced evenly. Publisher features several
different types of guides.

header
A group of information set apart from the
body of a publication. Typically appears
throughout the publication at the top of each
page.
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indent
Setting that controls how far text appears
from the margin.

margin
The white space separating text from the
edge of a page or other object.

mini toolbar
Contextual toolbar that appears when text or
objects are selected.

Pages pane
Allows the user to browse the various pages
of a publication.

picture placeholder
Empty frame used to indicate where a
graphic will be placed later on.

Quick Access toolbar
Customizable toolbar providing quick access
to frequently used commands.

ribbon interface

The group of commands at the top of the
Microsoft Publisher screen. Encompasses File
tab, Quick Access toolbar, tabs, and groups.

ribbon tabs
Groups of like commands accessed using the
buttons at the top of the ribbon interface.

row
Horizontal elements in a table.

scratch area

Blank area of the Publisher screen around a
page which remains consistent no matter
what page is displayed. Used to contain extra
text and/or objects for later use.

ScreenTip

A small message that will give you
information about the object over which
your cursor is hovering.

status bar

Horizontal bar at the bottom of the Microsoft
Publisher window that displays information
about the document.

style
A pre-defined set of formatting options.

table
An object that allows the user to organize
information in rows and columns.

task pane

Vertical pane that provides additional
commands for a task.
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