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Publisher 2007:  Overview 
Publisher can be used to create great-looking publications more quickly than using Word:  brochures, 
newsletters, etc. Learning some basic Publisher skills will enable its use in a range of publications. 
 

Everything in a Publisher publication, including a block of text, image or line, is an independent element that 
can be placed exactly where it is desired, and its size, shape, and appearance can be controlled. 
 

1. Get Started - the Newsletter 
a. Open Publisher 
b. Click on Newsletters; double-click on Arrows 

design 
c. Overview of Window 

i. Menu bar 
ii. Standard  toolbar 

iii. Formatting toolbar 
iv. Objects toolbar (far left side) 
v. Task Pane (Format Publication) 

vi. Page selection (bottom of window) 
d. Newsletter is  made of independent parts, each 

can be resized, moved and deleted 
i. Lines 

ii. Text boxes 
iii. Images 

 

2. Edit Pages 
a. Use Format Publication task pane to customize entire document: 

i. Click on Page Options; click on the different column layouts and select one desired 
ii. Click on Color Schemes; click on different combinations and see the results on the 

Newsletter 
iii. Click on Font Schemes; click on different fonts and see the results on the Newsletter 

b. Edit text boxes 
i. Click on Newsletter Title and enter desired title 

ii. Click on byline and enter desired text 
iii. Click on Newsletter Date and enter desired date 
iv. Click on Lead Story Headline and enter desired headline 
v. Edit all text  font, size and style as usual 

vi. If desired text does not fit in one text box, text can flow/be linked to additional text boxes 

c. Linked text boxes 
i. Click on text under a headline; text highlights in multiple 

linked columns; press Delete and enter desired text 
ii. Note the link icon at bottom of first column; text will 

flow from one column to the other 
iii. If more space is needed, a message will appear that 

enables the additional text to be placed elsewhere in 
the document 

iv. To manually link text boxes: create a box for left-over 
text; click on box with excess text, click on Link icon on 
toolbar, and click in desired box for left-over text 
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d. Edit image 
i. Click on image, and click again; Picture 

toolbar appears to edit picture  
ii. Click on Insert, put cursor over Picture and select Clip Art, Picture or Empty Picture Frame 

(which provides a space to later place desired image) 
iii. Click in Caption text box and enter desired text 

e. Group and Ungroup:  items often are made up of more than one item and then grouped; click on 
item, if icon appears, the item is grouped and can be ungrouped 

i. To ungroup, right-click on item and select Ungroup. 
ii. To group, select one or more items (use click & Ctrl-click), right-click and select Group 

f. Change image:  right-click on image; select Change Picture; navigate to desired picture 

3. Move and Delete Items 
a. Click on item (line, graphic or textbox) 
b. Move cursor over a border of the line, textbox or image to show the move symbol: 
c. Click and drag item to desired location  
d. Press Delete key to delete the item 

4. Add Items to Page 

a. Click on Page where item is desired 
b. Click Insert on the Menu bar and select: 

i. Design Gallery Object (for a variety of objects that can be easily edited) 
ii. Picture (for pictures and clipart) 

iii. Textbox 
iv. Item from Content Library (click and drag item to page) 

1. Items that are frequently used can be stored in Content Library 
2. To add to Content Library, right-click on item and select Add to Content Library 

c. Select inserted item, click and move item to desired location on page 

5. Pages 

a. Deleting pages:  right-click on desired page number at bottom of page and select Delete 
b. Moving pages: click and drag desired page left or right to desired location 
c. Adding pages:  click on Insert on Menu bar and select Page; indicate type of 

page (click More for additional options) and click OK 

6. Save & Print document 
a. Save:  Save copy as a Publisher file to enable editing of the document 
b. Print:  Click on File, select Preview; then click Print icon and complete process 

7. Publish document:  To prepare  document for electronic distribution:   

a. Print or Save as a PDF (this will enable “anyone” to view document; otherwise only ones with 
Publisher software loaded will be able to view document);   

b. OR,  click on File; select Send Email and choose Send Publication as PDF attachment 

8. Help 
a. Keyword Help search:  in upper right corner of Publisher window enter key word(s) to search 
b. Click on Publisher Tasks for links to processes, features and information 
c. Click on Help on Menu bar and select: 

i. Microsoft Office Publisher Help, for online help 
ii. Publisher Tasks, for help on the Task Pane 

d. Search free Publisher templates 
i. Microsoft Office Publisher templates & other free template sites 

 


