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Microsoft Publisher 2002 

Creating a Flyer 
 
Launch Publisher. 
 
Using the Microsoft Publisher Start from a design list 
 
Click-on Newsletters in the Start from a design list.  On the right  side of the screen you will 
now see Newsletter template design styles for a number of different newsletters (Accent Box, 
Arcs, etc.).  
 
 

 
Use the “elevator bar” on the right  side of the Newsletter area above to move up and down to 
see the various Newsletter design templates.   
 
Next, click-on Brochures in the Start from a design area.  
Notice, that when you click, a number of different types of 
brochures appear below the brochure selection 
(Informational, Price List, Event, etc).  Use the elevator bar 
on the right  of the Brochures area, to view the various types 
of brochures.  While you are doing this, notice the differences 
between the various types of brochures. As you move down 
the list you will notice that, as you come to a different group 
of brochures (like Event), that the brochure “type” on the left 
will become “highlighted in gray.”    

 
 
When you have finished previewing the brochures, click on 
Flyers in the Start from a design area.  Notice again that there 
are several different types of flyers.  Again, use the elevator 
bar on the right  of Flyers to move down the various Flyer 
styles.  Also notice that as you come to a new style that it will 
be highlighted in gray in the Start from a design list under 
Flyers.  Notice, as you view the various types of Flyers, that 
you can have those “little tear off things” with your phone 
number on the bottom.  

Elevator Bar 
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Creating a Flyer 
 
Click  on the Flyer category under Start from a design.  

Click on Arcs Informational Flyer .   
If this is the first time that you have used Publisher 2002, a Microsoft Publisher information 
screen will appear – like the one below.  Click-on OK.   
 

 
 
When you click OK, the 
below Personal 
Information screen will 
appear. 
 
You can enter your 
information, as you desire, at 
any time.  Notice that there 
are four  choices for 
Personal Information (in 
the upper left corner):  
Primary and Secondary 
Business, Other 
Organization, and 
Home/Family.  As you 
click-one each of these 
choices, new personal 
information can be entered in 
the area below. 
You may update your 
information at this time, or wait until later.  If you change any of the information, click-on the 
Update button at the bottom of the screen.  If you simply desire to continue, at this time, click-
on the Cancel button. 
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Notice the Flyer Options Task Pane on the left of the 
screen has changed to reflect “choices” - on how to 
enhance your Flyer.   
 
Click-on 
Publication Designs 
in the Flyer Options 
Task Pane.  The 
Publication Designs 
Task Pane will open 
and replace the Flyer 
Options Task Pane.   
 
Notice that Arcs is 
highlighted– since 
that is the Flyer 
Design we selected. 
 
 
Next click-on the 
Color Schemes 
selection.  The Color 
Schemes Task Pane 
at the right will 
appear. 
 
Scroll up and down 
the Apply a color 
scheme area. As you 
select the different 
Color Schemes, you 

will notice that the Flyer template on the right changes its 
Color Scheme to the one you selected.  Choose the 
Burgundy Color for this tutorial.   

 
 
Next, click-on Font 
Schemes.  The Font 
Schemes Task Pane at 
the left will appear.  The default settings for the Flyer’s fonts 
are Arial and Times New Roman. 
 
Scroll to select a font that you like. 
 
For this tutorial – Arial and Times New Roman. 
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Return to the Flyer Options Task Pane. 
 
Notice that there are some graphic images that allow us 
more “choices” to enhance the Flyer.   
 
Graphic:  This graphic area asks if we desire to keep the 
image that is currently a part of our default Flyer (the 
sunset image on the right of our screen).  Click on None.  
The graphic disappears on the Flyer.  For this tutorial, 
click-on the Include area again. 
 
Customer Address: You have a choice to include a 
Customer mailing address.  Click-on the Include button.   
 
At the bottom left of the screen, there are symbols that 
indicate that there is now a front  and back to the flyer.  
Page 1 is the front , and Page 2 
the back.  Click-on Page 2 and 
look at the Page. 

Notice that the information you entered in Primary 
Business, in the Personal Information menu screen, now 
appears in the upper left corner of the “back” Page of the 
Flyer.  Notice also, that there is now a place for the address 

of the person who will receive the Flyer.  For this tutorial, click-on the None button in the 
Customer address area and the second Page will disappear.   

 
 
Now look for the Tear-offs area in the lower portion of the 
Flyer Options Task Pane.  Notice that the default choice is 
None.  As you click to explore each option, look at the flyer 
template and notice how each Tear-off selection appears in 
the flyer template on the right.   
 
For this tutorial, click-on None.   
 
Any time that you desire to change anything we’ve covered so 
far, simply click-on that selection in the Flyer Options Task 
Pane.  It’s just that simple! 
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Saving your Flyer 
Save and name your file.  Once saved once, Publisher will periodically auto-save as you work. 
 
Editing the Flyer 
At the top of the screen, under the Menu Bar, you will 
notice an area that indicates 50%.  This tells the size of the Flyer you are viewing.  As we 
continue through this tutorial, it will be helpful to view entire page.  Other times, while we are 
editing a section, it will be great if we can “zoom-in” on a specific object or area to enlarge it for 
editing.  
 
Editing Titles  
Click on the title  object to select.   
 
Zoom-in and Zoom-out 
When you click-on the title, small circles appear on the four corners and four sides of the Title 
area.  We call these “grabbers.” 

Tap the F9 Function key at the top of the keyboard to zoom-in on the title.  Tap F9 again to 
zoom back out.  Notice that the zoom percentage now indicates 100%.   
 
To edit the text, double click in the title text.  Now type-in a new title.  For this tutorial,  type 
Lynchburg College.   
 
When you have done this, look at the title and see if you still have the “grabbers” on the sides 
and corners.  If you don’t, click-on the title again.  
 

·  The little moving van indicates that you can move the object. Click and drag. 
·  To resize, place the cursor over one of the grabbers, click and drag. 
·  If you “goof-up” there is a little, blue circular arrow that is the undo 

button.  Click-on this button to undo your last “click.”   
·  Grouping Objects: just below the title there is a little box that looks like it 

has two small boxes in it.  Heavier lines indicate objects already grouped.  
Click on the icon to Ungroup Objects.  

·  Ungrouping Objects:  To move the individual  objects that make up the 
group – click-on the icon.  They will ungroup so you can click and drag to 
move. 

 
Changing Title and Title Text 
Colors 
 
1. Right-click in the middle of the text.  

A drop down menu will appear.   
2. Drag down to Change Text and over 

to left click on Font. 
3. Make desired font changes. 
 
 

Group Object Pieces 
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Changing the Background Color of a Text Box 
You may also change the background colors in the AutoShape 
(the colored oval around your text).  Ungroup the objects. Then, 
right-click  on the oval.  Select Format AutoShape. 
 

 
 
 
 
 
 
 
As desired, change the Colors and Lines, 
Size, Layout, etc.  
 
 
 
 
 
 
 

 
In the Format AutoShape menu above, if you choose to change the background color of the 

oval, you have a number of choices.  If you click-on the 
down triangle to the right of Color in the Fill area, and 
then choose Fill Effects you will give you a number of 
additional choices.  Experiment with these if you desire. 
 
 
 

Grouping Objects that are not Grouped 
 
You should be “zoomed-in” on the title  object at this 
point.  If you are, tap the F9 function key to “zoom-out” 
so that you can again see the whole Flyer.  If you can 
already see the Flyer, do not zoom-out.  Now look at the 
lower right corner of the Flyer.  You will see what 
appear to be several small text boxes.  Click-on one of 
the boxes, and tap the F9 key to zoom-in on them.   
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You should now see something similar  to the image on the right .  The information you view 
was created by the data you entered in your personal or business information.  If you now desire 
to enter or change information in the Personal Information menu screen, click-on Edit in the 
Menu Bar, then click-on Personal Information.  Edit as you desire then click-on Update.  This 
will change your information in this and future Publications.  If you desire to change the 
information  in this Flyer you may also do so in each text box.  Notice that the information 
appears to be in three separate text boxes.  Click-on each of these boxes.  As you do, you will 
see sizing grabbers appear on each box.  

 
When we clicked on the middle box, the little box with an 
A and three periods appears.  This little box indicates a 
“ text overflow,” which simply means that the box is too 
small for our address text.  To fix this, enlarge the middle 
box.   
 
 
 

Now click-on each box and drag it until  the three boxes are aligned the way you want them.   
 
Grouping Ungrouped Text Boxes 

 
To create a single group for these three boxes, so 
that when you click-on any of the boxes the whole 
group will move, you can do so by the following 
method below.   
 
Click to select the first box.  While holding the 
Control key, click the remaining boxes to be 
grouped.  Now all three boxes should have 
grabbers around the sides.   

 
You should now see the ungrouped object 
pieces box at the bottom right corner of the 
bottom text box.   
 
Click on the ungrouped object pieces box.  The 
objects should now join  into a single piece that 
looks like the image on the right.   You will now 
see grabbers around the “entire” three text 
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boxes.  This indicates that when you move the single box, all three smaller text boxes will move 
together. 
 
Changing and Editing Images and Photographs 
 
Click- on the photograph, then tap the F9 key to zoom-in again.  Your image should look like 
the one below.   
 

 
 
 
To change the image, point somewhere in the image, and click.  This will “mark” or “identify” 
the picture– as the image we desire to replace.   
 
 

 
 
 
 
Click-on Insert in the Menu 
Bar, and then select Picture, 
and then Clip Art . 
 
 
 

 
 
The Insert Clip Art Task Pane (at the top of the next Page) 
will appear on the left side of your screen.   
 
  
We’ll only deal with Clip Art in this tutorial.  When you 
become more advanced you can import your images directly 
from a scanner or digital camera or a file on your computer.  
Or, you can sketch them in another program.   
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Notice at the top of the Insert Clip Art Task Pane (at the left) that there is a Search For area.  
We typed academic in the area below Search text and then clicked-on the Search button. 
 
 
 

The Insert Clip Art Results 
Task Pane replaced the 
Search Task Pane.  We 
searched on academic, and 
now see the images on the 
left.  If we like one of the images, all we have to do is to 
move our mouse over the right edge of the image, and 
we’ll see a small down triangle appear (like the one 
above – we chose the bookworm) 
 
 
If we click-on the 
down triangle the 
menu screen on the 
right  will appear.  We 
have a number of 
choices.  For now, 
we’ll select Insert.  
 
Notice, at the top of 
the next Page that our 
bookworm is now on 
top of the old image. 
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All we have to do to remove the old picture is to click the left mouse button on the old picture 
(don’t click-on your image), and tap the Delete Key on the keyboard.  When you do, you’ll see 
that your image is now the only image and that you can re-size and move it as you desire. 
 
 
If you don’t like the image you chose and desire to 
do another Search, simply click-on the Modify 
button at the bottom of the Insert Clip Art Task 
Pane.  This will take you back to the original Clip 
Art Task Pane so that you can try another search on a 
different topic. 
 
 
Don't forget - if you make a mistake you can always click-
on the blue undo arrow and try again. 
 
 
Clips Online 
 

 
Now we’ll try something really neat – Clips Online. 
 
Click-on the Clips Online button/link  at the bottom of 
the Insert Clip Art Task Pane.   
 
 

You may see an information screen similar  to the one below, or you may go directly to the 
Clips Online Microsoft web Page. 
 

 
 
If you do see the above screen it is simply reminding you that you need to be on the Internet.  
When you click-on OK the browser you are using will go to the Microsoft Clips Online web 
Page. 
 
It will take a few moments, but the Clips Online screen below will load. 
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Notice that one of the arrows in the image at 
the right points to Search.  To search for 
academic images we filled in the Search for : 
and Search in: boxes as indicated in the 
image on the right .  To do this we clicked-on 
the small down triangles and selected the 
choices you see. 
 
 
 
We clicked-on Go.  We received eighty four Pages – 84 ! - of academic images!  The top of 
the Design Gallery web Page should look something like the one below.  You can view each 
Page by clicking on the >> at the top right  of the Page. 
 
 

 
 
Notice the small “boxes” below each image.  If you see an image, as you move through the 
Pages, that you would like to save for your “image 
collection,” click-in the small box and a check mark will 
appear.   
 
 
We chose a “graduation cap and diploma” for our selection.  
When we clicked-in the little box our screen looked like the 
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image at the right.  When we clicked-in the box the check mark appeared and it indicated 
Download 1 Clip at the top of the screen.   
 
 
If you select (click) several images, you will see the Download Clip increase as you click-on 
each box. 
 
When you have selected all of the clips that you desire, 
click-on the Download Clips link. 
 

Your monitor screen should 
now be similar to the one on 
the left.  It indicates how many 
clips you selected, how much 
disk space they require, and 
how long it will take to 
download them over a modem. 
 
Click-on Download Now! 
 

 
 
 
 
 
 
 
When the download is complete, a 
screen similar to the one on the right  
will appear.  There are several things to 
notice here. 
 
First, look at the top of the screen it 
indicates:  Featured Clips-Microsoft 
Clip Organizer.  This is important – 
you’ll see why in a few minutes. 
 
Next, notice that the Featured Clips 
folder is highlighted in gray.  This 
indicates that this downloaded image 
will be placed in the Featured Clips 
folder under Downloaded Clips.   
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When you are ready to insert a clip in your presentation, move your cursor over the right side 
of the image you wish to insert and click-on the small down triangle.   
 
Then, in the drop down menu that appears, select Copy. 
 
 

 
 
After you have clicked-on Copy, close the Microsoft Clip 
Organizer by clicking on the small “X” in the upper right 
corner of the Clip Organizer screen. 
 

You may see a Microsoft Clip Organizer information screen appear (like the one below) 
which asks if you desire to retain images on your Clipboard.   
 

 
 
Answer “Yes” if this screen appears. 
 
You should now be back in the photograph area of your flyer. 
 
Move your cursor anywhere in the photograph area of the Flyer and click the RIGHT  
mouse button (this simply causes a menu to appear).  Click Paste.  The picture you selected 
will now appear in the photograph area of your flyer.  You could also click on Edit  in the Menu 
Bar and then select Paste.  The image you selected will now appear in your flyer.   
 
Our image looked like the one on the far right 
when we first pasted it into the flyer.  To move 
your image around on the flyer move the 
cursor over the 
image until your 
cursor becomes a 
“small moving 
van.”  When you 
see the four-arrow 
graphic (sort of 
like the one above and the moving van), click 
and hold down the left mouse button and 
move (drag) the image to a place on your 
flyer where you think it looks best.   
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To make the image larger, or smaller, move your cursor over one of 
the small circles on one of the corners of the image.  When your cursor 
is over a corner you will see a two-arrow cursor (similar  to the one on 
the right).   When you see this two-arrow cursor, click and hold down 
the left mouse button and move (drag) the cursor out or in until you 
have the size you desire.  If you “grab” the circles in the middle of the 
top, bottom and left or right sides of the image, and move them, you will either make your image 
“skinny” or “fat.”  So, most of the time, it’s best to use the corner circles. 
 
Note:  When you insert or paste images into Publisher publications, more often than not, they are 
copied or pasted on top of the prior image.  This is not a problem.  You can click-on the image 
that you do not desire and then tap the Delete key, or delete the first image before you insert or 
paste the new image. 
 
 
 
So, we’ve worked with the Title and Title 
Box at the top of the Flyer, the three Personal 
Information Text Boxes in the lower right 
area, and the image.  Now let’s replace and 
edit the text in the Text Box at the upper left 
side of the Flyer.  Tap the F9 key to zoom 
out (so you can see the entire flyer). 
 
 
 
Editing and Replacing Text in Text Boxes. 
 
When you can see 
the entire Flyer, 
click-on the Text 
Box indicated 
above and tap the 
F9 key to zoom-in.  
Or, if you are 
already in the 
magnified view, 
move to the text 
box and click-on it.  
You should now 
see a text box like 
the one on the 
right . 
 
 
Notice how the text in the box indicates the type of text that you should place in the text box 
area.  Each Microsoft Publisher 2002 publication will have instructional text where appropriate.   
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Now we’ll add some text about our wonderful hamburgers that we sell at the arts festival on 
campus.  To do this we’ll use a special Microsoft Publisher feature:  Edit the text in Microsoft 
Word.  

 
 
 
First, point to the text box and 
RIGHT  click-on the text.  A 
drop down menu box like the one 
on the left appears.  Move the 
cursor down to Change Text.  
When the right drop down menu 
appears, move the cursor down to 
Edit Story in Microsoft Word 
and click the left mouse button.  
Microsoft Word  will now load 
and the text shown on the screen 
will be the text above. 
 
 
 
 
 
 

 
Delete the above text in Microsoft Word  and type-in the following: 
 
 
Come to the Fifth Annual College Art Festival.  In addition to great buys on 
wonderful works of art by the students, you can also purchase some of our 
fantastic and world-renowned hamburgers.  Each burger is grilled to your 
specifications over our special charcoal chips.   
 
 
This text is being typed-in a special 
Microsoft Word  screen.  When you have 
finished typing the text above, click on File in 
the Menu Bar (at the top left area of 
Microsoft Word).   You will see a drop down 
menu like the one to the right .  When it 
appears you will see a unique selection:  
Close & Return to Flyer. pub.  Click-on 
Close & Return to Flyer. pub.   
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Microsoft Word  will appear to close, and you will return  to your Publisher Flyer text area.  
Notice that the text you edited in Microsoft Word  now appears in the selected text box.  If you 
decide to make more changes in this text, simply repeat the above instructions.  Click 
anywhere in your text and click-right , and then follow the above instructions.  You will again 
return to  your text in Microsoft Word  where you can make any additions and edit, as you 
desire. 
 
Your text box in the Flyer will look similar  to the text on the left.  You can change fonts, resize 
and color the text, just like you did previously.   You can also resize the text box as well. 
Logo Text and Logo Picture 
 
If you can see the whole Flyer you are where you should be at this 
point.  If you can't see your entire flyer, we'll zoom-out, as we have 
done before by tapping the F9 key.  Now that you can view the 
entire Flyer, look in the lower right corner of the Flyer, just below 
the Personal Information Text Boxes - that we worked on before - 
there is a small box with the word Organization below a pyramid.  

Click-on this box.  Then zoom-in 
again by tapping the F9 key.   
 
 
When you have zoomed-in, your image should look like the 
one to the left.  This image looks similar to a "Grouped" set of 

boxes, but there are no "object boxes."  Instead, there 
appears to be a magic wand!  Move your cursor over the 
magic wand and pause you will see a Text Help box that 
indicates: Wizard: Click to start.    
 
Go ahead and click-on the magic wand.  You will now see 
a Logo Designs Task Pane appear on the left of your 
screen.  This Task Pane looks similar to the other Task 
Panes that we used at the beginning of the Flyer creation.  
Notice that the top of the Task Pane indicates Logo 
Designs.  Below that you see: Logo Options (in blue), 
Logo Designs, and Apply a design.   
 
Notice, in the area below Apply a design, that “our” 
image (that we clicked on the flyer) is highlighted 
(outlined by a square).  Notice all of the other choices 
below our Center Focus design. 
 
Now click-on as many of the Logo Designs that you 
desire.  As you click, you’ll see the design upon which you 
clicked, replace the design in your flyer.  Click-until you 
find a design that you like. 
 
We'll choose Suspended Rectangle so our logo will look 
like the one below. 
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Now that we have selected our Logo design choice, click on the 
Logo Options (blue text) at the top of the Logo Designs Task 
Pane (above image). 
 
The Logo Options Task Pane at the right  appears, replacing 
the Logo Designs Task Pane.  Notice that the Logo Designs 
selection is now blue (indicating that we can return to Logo 
Designs when we have finished with Logo Options.   
 
Notice there are three areas in the Logo Options Task Pane:  
New or existing, Graphic, and Lines of Text.  We’ll now work 
with each option. 
 
Click-on Inserted picture.  The Logo Options 
Task Pane will now look like the one at the right .   
 
 
Notice, in your flyer, that the logo has been 
replaced by an image that looks like the one 

below. 
 
 
 
 
 
 
 

 
This indicates that you have a choice – you can have a logo 
with a picture and text, or just a picture.  If you decide that 
you just want a picture, notice that the Choose Picture button 
at the bottom of the above left image has become “active.”   
 
 
For this tutorial, we’ll use the Publisher design that we 
selected, so click again on Publisher Design in the Logo 
Options Task Pane.  If you have been “creative” with your 
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logo, you might not see the Logo Options Task Pane.  To return to the Task Pane, RIGHT  
click-on the logo and select Wizard For This Object. 
 
This will change your logo back to the Logo 
Options or Logo Designs Task Panes.  If you 
are not in the Logo Options Task Pane, click-on 
Logo Options at the top of the Task Pane.  Then 
select Publisher design.  You will again see 
your Logo appear in your flyer. 
 
 
 
Now look at the center section in the Logo Options Task Pane – Graphic. 
 
 
Notice that you have a choice to include or not 
include a graphic in your logo.  Go ahead and click-on 
None.  You’ll see the graphic disappear.  Now click-
on Include – we’ll want a graphic for this tutorial (to 
show you how to change the graphic) 
 
 
Now we'll look at the third  area in the Logo Options 
Task Pane – Lines of text (see image at right ).  Notice 
that the Lines of text indicates one, two or three lines in 
your logo.  You decide how many you would like to 
have.  For our logo we'll choose three and click-in the 
three area. 
 

 
 
Our logo now looks like the one to the left.  We moved it up 
and to the left a bit since it “overlapped” the pink and blue 
margins on the lower corner of the flyer. 
 
 
 

 
Now we'll replace the pyramid and text in the logo with 
something that indicates that this is our personal logo.  
This will be a bit tedious, as you might have to click 
where we indicate a number of times to select the 
pyramid and text - if you keep the logo its current size.  We’ll zoom-in even more to assist us 
in clicking-on the appropriate areas.  As we indicated earlier in the tutorial , at the top of 
Publisher's Menu and Button Bars there is an area that indicates the "size" of your zoom-in or 
out.  To make this task easier, click-on the little down triangle to the right  of the current size 
and enlarge the image to 200 %.  Our logo will be much easier to work with  once you've done 
this - if you care to do this.  Your logo should look similar in size to the one below. 
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First, we'll replace the pyramid with an appropriate piece of Clip 
Art .  Carefully move your cursor over the pyramid and click the 
left mouse button to "identify" the pyramid.  If you have done 
this correctly, small circles will be located around the pyramid 
(like the one to the right). 
 

Once you have "identified" the 
pyramid, keep your cursor on the 
pyramid and click the right mouse 
button.  A drop down menu will 
appear.  
 
When the menu appears, move the 
cursor down to Change Picture, 
then over Clip Art.   When the cursor 
is over Clip Art , click the left mouse 
button.  The Insert Clip Art Task 
Pane will appear again.   
 
 

You may choose any clip art you desire.  We, for 
our tutorial  Flyer, desire some sort of computer 
image.  So we'll search on the word computer. You 
search for the image you want in your logo and insert 
it in place of the pyramid.  We found a computer 
image that we liked in our Insert Clip Art Task Pane.  
We'll insert our computer image.  To do this we’ll 
click-on the small down triangle on the right side of 
our image choice, and then click-on Insert.  On the 
right you can see that we found a computer.  Your 
image in the Insert Clip Art Task Pane you chose 
should look something like the one above. 
 
Now we'll work with the text. 
 
First, click-on the word 
ORGANIZATION  in the title 
area.  Yours image should look 
something like the image at the 
right .  This will work just like 
the Title and Personal Information Text Boxes we edited earlier.  Delete ORGANIZATION  in 
the box and enter the title  you desire.  We're going to use Information  in this box and 
Technology Services in the text boxes below.  Go ahead and make your changes to this box now.  
Change the Font, Size and color if you desire.   
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Our logo text box now looks like 
the one at the left.  Now we'll edit 
the remainder of the logo text box. 
 
 

Next, we’ll highlight   NAME  and then change it to Technology.  Then we'll highlight the word 
PLACEHOLDER , and change it to Services.  Go ahead, on your own, and enter your text in the 
logo text boxes. 

 
 
Our final logo box looks like the 
one at the left.   
 
When you complete this task you 
might receive a message that asks 
if you want to add this new logo 
as your Personal Information 
logo.  If this appears, answer Yes. 

 
 
There is one more text box to go.  Since we zoomed-in to 200%, 
the best way to now zoom-out is to go back to the Menu and 
Button Bars at the top of the Publisher screen and again click-on 
the small down triangle.  When the drop down menu appears 
(like at the left), run the cursor down to Whole Page and click the 
left mouse button.  This will "re-set" Publisher to the default 
zoom-out that we have been using. 
 
 

The final text box is located on the right  side of the Flyer.  
The arrow on the left indicates this text area which has 
already been clicked.  Go ahead and click-on this text box 
and then zoom-in by tapping F9.  Your text box should look 
like the one below.  Place whatever text you like in the box.  
Since we're on a 
hamburger 
"thing," we'll 
again tell 
everyone about 
our great 
"burgers.” 


