Microsoft Publisher 2002
Creating a Flyer

Launch Publisher.

Using the Microsoft Publisher Start from a designist

Click-on Newslettersin the Start from a design list On theright side of the screen you will
now seeNewslettertemplate design styles for a number of different newsletters (Accent B
Arcs, etc.).

& % Mew Publication S

Start from a design

By Publication Type

Quick Publications =
‘Waord Docunm

MNewsletters

Web Sites
Brochures
Catalogs

Flyers

Signs

Postcards
Invikation Cards

Accent Box Newsletter Accessory Bar Newsletter Arcs MNewsletter Art Boxes MNewsletter

Elevator Bar

Use the &levator bar” on theright side of theNewsletterareaaboveto move up and downto
seethevarious Newsletter design templates

Next, click-on Brochures in theStart from a designarea. &% Hew Publication T X
Notice, that when youwlick, a number of different types Start from a design
brochures appear below the brochure selection By Publication Type |~ [I¢
(Informational, Price List, Event, etc). Use tievator bar Quick Publicatiors [
on theright of theBrochures area, to view the various types e Dacuments

of brochures. While you are doing this, noticedffeerences Web Sites

between the various types of brochures. As you ndoven E‘m‘I“n”F;ffnatmal

the list you will notice that, as you come tdierent group Price List

of brochures (like Event), that the brochutgp&” on theleft Event

Fund-raiser

will become ‘highlighted in gray.”

Special Paper Informatior
Special Paper Price Lisk

4 % Mew Publication - X Catalogs
st.;:tpr:;:;:o:::: = When you have finished preyiewing the prochurgs, dick
¥Ry — / Flyers in theStart from a designarea. Notice again that there
Word Documents I~ areseveral different typesof flyers. Again, use thelevator
?jef::zfs bar on theright of Flyers to move downthe varioud-lyer
Brochures styles Alsonotice that as you come to a new style that it will
;:t;':gs behighlighted in gray in theStart from a designlist under
Informational Flyers. Notice, as you view the various types of Flyers, that
pecalCffer you can have thosdittle tear off things” with your phone
Event number on théottom.
Fund-raiser —
Spacl Pepar 1




Creating a Flyer

Click on theFlyer category unde$tart from a design

& % New Publication v X Informational Flyers

Start from a design

P S

|By Publication Type | '| O«

Cuick Publications =
Word Documents

Mewsletters

Web Sites

Brochures /
Catalogs
Flyers

Informational Accent Box Informational Flyer  Accessory Bar Informational Arcs Informational Flyer
Special Offer Flyer

Sale

Click onArcs Informational Flyer .
If this is thefirst time that you have used Publisher 2002aMicrosoft Publisher information
screen will appear- like the one below. Click-o0K.

Microsoft Publisher x|

The wizard will fill in wour name, address, and other information For vou, so you don't have to enter it each tme, Click OK to

kell the wizard about wourself,

When you clickOK, the

below Personal | Fersonal Information : ed
|nf0rmati0n screen W|” | Slct a ernnal information sek to edit:
rimary Business
appear. - |Secondary Busi
PP e
+ |Hame/Family
You can enter your . ~Personal infarmation for this sek T
information, as you desire, at | == ol or posn ey
time Notice that there |Jan|e Schwark |Many Product Manager
any ' . Address: —Colot schemes
arefour choices for | 1 Microsoft Way ™ Include color scheme in this set
Personal Information (ln | Redmond, W ashington For: print publications:
the upper left corner): _ [Praiie -
Primary and Secondary |
BUSIneSS Other Phone: 555-555-5555
, | |Fax: 555-555-5555
H H il: i . L
Organlzatlon, and Email: xyz@microsaft,com 0go
. Organization name:
H_Ome/Famlly' AS you | ILynchburg College
cllcl_<-one each of these ||
Ch0|Ces, new personal | IHDrnets are the greatest
information can be entered in
the area below. Help on Logos | Updake I Cancel |

You may update your
information at this time, or wait until later. If yamlhangeany of the informationglick-on the
Update button at the bottom of the screen. If you simply desiceminue, at this time, click-
on theCancel button.



4 % Flver Options r X

@" Flyer Options
Publication Designs

B2 Color Schemes

As Font schemes
Graphic

Tear-offs

3

Mone

Conkact information

Caupon

Crder Form

Response Form

- Sign-up form

[ |

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

@ % Font Schemes b
ﬂﬁ’ Flyer Qptions
Publication Designs

=2 Color schemes

Aa Font Schemes
Apply a font scheme

wizard: Flyer Wizard =
Verdana
Georgia

Arial Black

Times Hew FEoman

Binary /
Brewve

Bodoni MT Bl... —
Franklin Gothic Book

Notice theFlyer Options Task Paneon the left of the
screen has changed to reflechoices - on how to

enhance your Flyer.

Click-on

Publication Designs
in theFlyer Options
Task Pane The

42 % Publication Designs -

Flyer Cptions
Publication Designs

2 Color Schemes

Publication Designs

g Az Font Schemes
Task Pane will open

Apply a design

and replace the Flyer

Options Task Pane. B il
=

Notice thatArcs is = &

highlighted— since ficcent Box  Accessory Bar

that is the Flyer

Design we selected. e
:
Next click-on the Pis
Color Schemes
selection. Th&olor & % Color Schemes -
Schem_es Ta_sk Pane @ Fiyer Options
at the right will L _
appear. Publication Designs
mn Color Schemes
Scroll up and down Ag Font Schemes
theAppIy a color Apply a color scheme
scheme areaAs you (Custom) ] =
select the different Alpine | I~
Color Schemes, you Aqua [
Berry e
Black 2 cray [N
Black 2 white [
Bluehird [
Browin [ |
[Eoroundy || |
Next, click-onFont Cavern [ ]

Schemes TheFont
Schemes Task Panat

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.




Return to thdé=lyer Options Task Pane.

4 % Flver Options
@" Flyer Options
Publication Designs
B2 Color Schemes

As Font schemes

/

* X
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). Clickone

Graphic

Include

=
o
=)
]

The graphic disappears on the Flyer. thdg tutorial,
click-on thelnclude area again.

== Customer Address:You have a choice fioclude a

Customer addres

Customer mailing address Click-on theinclude button.

m

Include

Tear-offs

At the bottom left of the screen, there asgmbolsthat
indicate that there is nowfeont andback to the flyer.
Page 1lis thefront, andPage 2 ]

theback. Click-onPage 2and T
look at the Page.

Conkact information

Caupon

Crder Form

Response Form

Sign-up form

' Iﬁi}él}iﬁ}; College H
T Mmmniwe NI
{Feradem e, Wechiog

Addrezx Linm
Lddrezx Line
Lddrezx Line
Lddrezx Line
dddrexx Line

Notice that the information you enteredBmimary
Business in the Personal Information menu screen, now
appearsin theupper left corner of the “back” Page of the

of the person who will re

=l Flyer. Notice also, that there is now a place for the address
ceive the Flyer. For this tutorial, click-orNibee button in the

Customer address area and the second Page will disappear.

Tear-offs

DCDntact information
Cu:uupun

Order Farm
Respu:unse Farm
Sign—up farm

== Now look for theTear-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 ea€kar-off selection appears in
the flyer template on the right.

For this tutorial, click-orNone
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 andhame your file. Once saved once, Publisher will periodically auto-saxeiasork.

Editing the Flyer

At thetop of the screenynder theMenu Bar, you will
notice an area that indicate8%. This tells the size of the Flyer you are viewing. As we
continue through this tutorial, it will be helpful to view enti@ge. Othetimes, while we are
editing a section, it will be great if we candbm-in" on a specificobject or area to enlarge it for
editing.

S ] | s0% - (5 &)

Editing Titles
Click on thetitle object to select.

Zoom-in and Zoom-out ey :
When you click-on the title, small circles appear on the four coamatgour sides of the Title
area. We call thesgtabbers.”

Tap theF9 Function key at the top of the keyboard to zoom-in on the title. F%&pgain to
zoom back out. Notice that the zoom percentage now indita08s.

v/

Group Object Pieces
Thelittle moving van indicates that you can move the object. Click and drag.
To resize, place the cursor over one ofgrebbers, click and drag.
If you “goof-up’ there is a little, blue circular arrow that is tinedo k)

button. Click-on this button taundo your last “click.”

Grouping Objects: just below the title there is a little box that looks likey
has two small boxes in it. Heavier lines indicate objects already grouped. IEI
Click on the icon tdJngroup Obijects.

Ungrouping Objects To move thendividual objectsthat make up the \

group — click-on the icon. They wilingroup so you can click and drag to
move. _— _
& Cut
Changing Title and Title Text Copy
Colors [ paste
Delete Text
1. Right-click in the middle of the% Delete Obisct
A drop down menu will appear. L ]A —
2. Drag down tocChange Textand over = =
to left click on Font. Change Text J e Spadng..,
3. Make desired font changes. Proofing Tools » [1= Line Spacing...




Changing the Background Color of a Text Box

You may also change thmackground colorsin theAutoShape
(the colored oval around your text). Ungroup the objects. Then,
right-click on the oval. Sele¢tormat AutoShape

Format AutoShape 21x1
Calors and Lines | Size | Laryout | Pickure | Text Boxl Web |
Fill
oo
Transparency: LI_I ﬂ m
Ling Arrows
Color: Begin style: lﬁ
Dashed: lﬁ Begin size: lﬁ
Skyle: lﬁ End skyle: lﬁ
Weight: 0 pt = End size: lﬁ
Connector: I 'l
¥ Draw border inside frame
[T Defaulk for new ohjects
Ok | Cancel |

RO RRss=="
Cuk

Copy

B o e<

Paste

Delete Object

Save as Picture. ..

Format AutoShape. ..

[

Zoarm 3

Hyperlink... 1

2

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

In the Format AutoShapemenu above, if you choosedbange the backgroundcolor of the

Fill
Color: ;ﬂ_
Transparency: Mo Fill

Lire: .IED OCOMmMECd
Color: I_ More Colars,..
Dashed: | Fill EFfects. .. |

Grouping Objects that are not Grouped

1 Microsoft Way

‘Redmond, Washington

{Fax: 555.555.5555

‘Phone: 555-555-5555

{Email: xsya@microsoft.com

oval, you have a number of choices. If ydick-on the
down triangle to the right a@olor in theFill area, and
then choosé&ill Effects you will give you a number of
additional choices. Experiment with these if you desire.

You should be Zoomed-iri' on thetitle object at this
point. If you aretap theF9 function key to Zzoom-ouf’
so that you can again see theole 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 beseveralsmalltext boxes Click-on one of
the boxes, and tap th& key tozoom-in on them.

Lynchhurg College

1 Llicrosoft Way
ERedend, Waghington
‘Phone: 555.555-5555

\Fax: 555-533-3555

{Email: xya@microsoft.com



You should nowseesomethingsimilar to theimage on theright. The information you view
was created by the data you entered in yausonal or businessinformation. If you now desire
to enter ochangeinformation in thePersonal Information menuscreen, click-ordit in the
Menu Bar, thenclick-on Personal Information. Edit as you desire then click-d&pdate. This
will change your informatiom this and future Publications. If you desire t@whangethe
information in this Flyer you may also do so iach text box Notice that the information
appears to be ithree separatéext boxes Click-on eachof theseboxes As you do, you will
seesizing grabbers appear on each box.

'Tm Moszay " - When we clicked on theiddle box, the little box with an
Ditertor. Techmical Fducation and A and three penodg appears This little box |nd|ca.tes a

- Tra:ining, - “text overflow,” which simply means that the boxt(_}zo
Information Tachnology Swvices small for ouraddress text To fix this,enlargethemiddle
Lytichburg College box.

Now click-on each boxanddrag it until the three boxes asigned theway you want them

Grouping Ungrouped Text Boxes

" = " _—— To createasingle groupfor thesethree boxes so
l Lynchburg College ! that Whgn you click-on any of the boxes Wieo_le
4 - ®m group will move, you can do so by the following
method below.
Tom hMurray ) ) ] .
Director, Technical Education and Training Click to select the first box. While holding the
" Information Technology Services o Control key, click the remaining boxes to be
Lynichburg College grouped. Nowall three boxesshould have
1501 Lakeside Dtive grabbers around the sides.

Lynichbure, T4 243501
= Lyn = iP_

] L n Lim
Fhone: (204 544-8265

¥ Fax: (204 5448693 m
Emmail: mutray _tEmal rnchburg edu

Lynchhurg College

s " e o Tom Murray

| i Director, Technical Education and Training
Information Terhtiology Servces
Lynichburz College

You should now see thengrouped object 1501 Lakeside Drive
piecesbox at thebottom right corner of the Lynchburg, V4 24501
bottom text box

Phone: (204) 544 2263
. . . Fax: (304 54426593
Click on theungrouped object pieces box The Email: murray _t@mail lynchburg. ety

objects should noyoin into asingle piecethat . . —t

looks like theimage on theright. You will now L

see grabbersaround the éntire” three text IEI
7




boxes This indicates that when yoaove the single box, all three smaller text boxes will move
together.

Changing and Editing Images and Photographs

Click- on thephotograph, then tap thé-9 key tozoom-in again. Youtimage shouldlook like
the onebelow.

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

Insert | Format Tools Table Arrange  window  Help
Y Page... ChrlH-ShiFE4- | PoRPRNE I T TR WY
] Page Mumbers, .. I U |§ === EE =
| Date and Time. . Click-onInsert in theMenu
Symbal... Bar, and then sele®icture,
1 : : and therClip Art .
@] Design Gallery Object., ..
|E5 HTML Code Fragmen /
i Y12 Clip At
— I.
4@ W Insert Clip Art r X
Search For

Thelnsert Clip Art Task Pane (at thetop of thenext Page

will appearon the left side of your screen. search text:

| acadermic

|Sear|:h | | Restore |

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.

Other Search Options

Search in:

|F'.II collections | v|

Resulks should be;

|.ﬁ.II redia file bypes | v|




Notice at thetop of thelnsert Clip Art Task Pane (at theleft) that there is &earch Forarea.
We typed academicin the aredelow Search textand therclicked-on theSearch button

4 & Insert Clip Art v X Thelnsert Clip Art Results
Results: Task Panereplaced the P
o Search Task Pane. We A~
& searched on academic, and
now seetheimageson the

gﬂ left. If welike one of theamages all we have to do is to

move our mouseover the right edge of the imaggand
we’ll seeasmall down triangle appear(like the one
above— we chose the bookworm)

w

=7

I

Insert
If we click-on the ;g Copy
down trlangle the P Delete From Clip Organizer
menu screenon the :
right will appear. We (e e
have a number of Tools on the Web,..
choices. For now, % Copy ko Collection. ..

we'll selectinsert.

(8% rove to Collection. .

Notice, at thetop of Edit Keywards...
the next Pagethat our
bookworm is now on
top of the old image

Find Similar Style

Preview/Properties




All we have to ddo removetheold picture is toclick theleft mouse buttonon theold picture
(don't click-on your image), an@p theDelete Keyon 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 y@u desir

If you don't like the image you chosend desire to ﬁ

do another Search simplyclick-on theModify ch
button at thebottom of thelnsert Clip Art Task @ @ t

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 alwayslick-

on the blue undo arrow and try again. Ny
Clips Online
See also Now we’ll try something really neat&lips Online.

Clip Organizer, ..
Clips Online <&
@ Tips for Finding Clips

Click-on theClips Online button/link at thebottom of
thelnsert Clip Art Task Pane.

You may seeaninformation screensimilar to theone below or you may go directly to the
Clips Online Microsoft web Page.

ll Connect to Web for More Clip Art, Photos, Sounds. . _

[f you hawe acces: to the Web, click OF
Sy to browse additional clips from a special
Arf. Wweb page Clips you select fram there

are automatically added to Clip Galleny. Cancel

[T Don't show thiz message again

If you do see the above screen it is simmeiyinding you that youneed to be on the Internet
When you click-orOK 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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Office Design Gallery Live S

ome | Selection Basket | License | Feedback | EiOptons | Help |

Browsa  WWelcome =
Search Cornmunity - : - -
Design Gallery Live is the place to find clip art, photos, Web animations, and sounds.
Search far: Instant

goj Featured Clips translations
[~ |

online
. For May, our featured clips are spring themes, medical photographs, and graduation clips.
Search in:

Live Help from

\ {?‘{rf Office Experts.
Results should be: il T 1
s 7Y 5;\?‘?: ¥ FREE!
Crder by: Medical Graduation N Se:
j . ICopy Paper vl
Collections Find |

/

/ Browse

Search Corgunit
Notice that one of tharrows in the image at search for: /
the right points toSearch To search for |academic ki
academic imagesvefilled in the Searchfor: Search in:
andSearch in: boxes asndicated in the |E,_,Erﬁ_rfwhEre j/
image on theight. To do this weslicked-on
thesmall down trianglesand selected the Results should be:
choices you see. | anything ﬂ/

We clicked-on Go. Wereceived eighty four Pages- 84! - of academic images Thetop of
theDesign Galleryweb Pageshould look something like the one belowYou carview each

Pageby clicking on the>> at thetop right of thePage

Select all | Dezelect Al =z DW&

T
*f{;?;:‘
:\-\r—_/ F [oe Ny,
Frocession Fave
zere AT sosectake J T 15K sakp &

Notice thesmall “boxes” below each image If you see an imageas you move through the
Pages, thatou would like to savefor your “image
collection,”click-in the small boxand acheck mark will

CDownload 1 Cli

appear.
We chose a “graduation cap and diploma” for our selection. S@E}ﬁl
When weclicked-in the little box our screeooked like the o)

11 zekp & W



image at the right When weclicked-in the boxthecheck mark appearedand itindicated

Download 1 Clip at the topof the screen.

If you select (click) several images, you will see the Download Clip irease as you click-on

each box

When you have selected all of the clips that you desire,

click-on the Download Clips link.

b Total number of clips selected: 1

Total combined file size: 36 KB

Eztimated time to download: 18.75 sec over 28.8

b Format type: MPF

> Cownload 1 Slip

Your monitorscreen 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.

1<

3 Diowerload Mo

Click-on Download Now

Featured Clips - Microsoft Clip Organizer

B Search... |ﬁ Calleckion Lisk... |
# % Collection Lisk

File Edit Wiew Tools Help

B @ X [P

When the download is complete, a
screensimilar to the one on thrght

will appear. There are several things to
notice here.

First,look at the top of the screert

indicates: Featured Clips-Microsoft

Clip Organizer. This is important —

you’ll see why in a few minutes. /
Next, notice that theFeatured Clips

folder is highlighted in gray. This
indicatesthat thisdownloaded image

will be placed in the Featured Clips
folder underDownloaded Clips

—]ﬁ Gestures

.& Career Cenker s H
ﬁ Carel E::__\}{ @
=% Downloaded Clips Era
ﬁ Acadernic
ﬁ Animals

EEI--@ Cartoons

ﬁ Ernokions

ﬁ Entertainment
[+ Featured Clips

F

-2 Housshald
-3 Metaphars
B Music
B Nature
-3 People

-2 Special Occasions
-3 Sparts & Leisure

B Weather
-3 Weh Elements
- B ad e akion i
‘Enter 0| <=5 - 't Ttem
e W
. SR T

ded Clips PR

lernic

Copy | 12

I @ Paste



When you areeady to insert a clipin your presentationmove your cursor over the right side
of the imageyou wish toinsert andclick-on thesmall down triangle.

Then,in the drop down menuthat appears, seleCopy.

=11

Type a question for help = After you haveclicked-on Copy, close the Microsoft Clip
Organizer by clicking on the small X” in the upper right
corner of theClip Organizer screen

You may seea Microsoft Clip Organizeinformation screen appear(like the onébelow)
which asks if you desire to retain images on your Clipboard.

Microsoft Clip Drganizer x|

‘fou currently have ane or more clips on the clipboard, Wiould you like these ko remain on the clipboard after Clip
COrganizer shuks down?

Yes Mo

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 Flyeandclick theRIGHT
mouse button(this simply causesmenuto appear). Click Paste Thepicture you selected
will now appear in the photograph area of your flyer. You caldd click on Edit in theMenu
Bar and then sele®aste The image you selected will now appear in your flyer.

Ourimagelooked like theone on the far right
when we firstpastedit into the flyer. Tamove
yourimage aroundon the flyermovethe
cursor over the i g
image until your f‘\]f (U
cursor becomes a ( ?‘;\ ’
“small moving =~ —-

van.” When you ,

see thdour-arrow M

graphic (sort of

like the one above and the moving vgnclick
and hold down the left mouse buttorand
move (drag)the imageo a place on your
flyer where you think it looks best

13



To make theimagelarger, or smaller, move your cursor over one of

the small circles on one of theorners of the image When yourcursor fi‘;,-

is over a corneryou will seeatwo-arrow cursor (similar to theone on —

the right). When you see this two-arrow cursdick and hold down 5@)’1

the left mouse buttonandmove (drag)the cursoout orin until you AEGIZE

have thesize 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 gger im
“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 notethey ar
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 imageybaforeert 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 leteplace and . :
edit the text in th@ext Box at theupper left | T T IO
sideof the Flyer. Tap th&9 key tozoom e it Mo it &

out (so you carseetheentire flyer). R E
Hald dhald atice Iei wrx it to o more H

ia]:u:l.tﬂ:m onds or sarices: pmy offer.

Editing and Replacing Text in Text Boxes.

When you carsee
theentire Flyer,
click-on theText

Box indicated Llfﬂc hburg Gulle ge AIV i
aboveandtap the

F9 key tozoom-in. Nace text here t.l' at. 1nt.1 .,_11_1.__, our or E,ammtn_.uu and de-

Or, if you are
already in the
magnified view,
move to the text
box and click-on it.
You should now
seeatext box like
the one on the
right.

i

993;\\h\;\\;\\\\h\;\\;\\\E\\;\\;\\\\\\;\\;\\\\\\;

scribes your specific products or services. This text should

be brief and should entice the reader to want to know more

about the goods or services you offer.

PR

Notice how thetext in the boxindicatesthetype of text that you should place in the text box
area. Each Microsoft Publisher 2002 publication will have instructional text where appeopria

14



Now we’ll add some text about our wonderful hamburgers that we sell at the avid fast
campus. To do this we’'ll usespecialMicrosoft Publishefeature: Edit the text in Microsoft
Word.

h
i

Cuk

Copy
Paste
Delete Text

Delete Ohject

Save as Picture, ..

Change Text

>

%

2

Proofing Tools

Format Texk Box, ..

Zoarm

Hyperlink...

k

J=

Fonk...

Character Spacing...
= Line Spacing...

Indents and Lists. ..

aukoFik Texk
Tabs...
Drop Cap...

Texk File. ..

-

Edit Skary in Microsaft Whord

First, point to theext box and
RIGHT click-on thetext. A

drop down menubox like the one
on theleft appears. Move the
cursor down toChange Text
When the right drop down menu
appears, move thairsor down to
Edit Story in Microsoft Word
andclick theleft mouse button.
Microsoft Word will now load
and the text shown on the screen
will be the text above.

Deletethe aboveext in Microsoft Word andtype-in thefollowing:

Come to the Fifth Annual College Art Festival. Inaddition to great buys on
wonderful works of art by the students, you can als purchase some of our
fantastic and world-renowned hamburgers. Each burgr is grilled to your

specifications over our special charcoal chips.

This text is beingyped-in aspecial
Microsoft Word screen. When you have

finished typing the text abovelick onFile in

theMenu Bar (at thetop left area of

Microsoft Word). You will see a drop down

menu like the one to theght. When it

appears you wilkeea unique selection:
Close & Return to Flyer. pub. Click-on
Close & Return to Flyer. pub.

e

LTE. Document in Flyer.pub - Microsoft Yord

| File | Edit  Miew Imsert  Formak  Tools

=

I_Q I

=

Zhrl+-M 3
B, .. Chrl+0

Close & Return ko Flyer, pub =

15



Microsoft Word will appear to closgeand you willreturn to yourPublisher Flyer text area.
Notice that thetext you edited ifMicrosoft Word nowappearsin the selectetext box. If you
decideto make morehangesin this text, simplyepeattheaboveinstructions Click
anywhere in your textandclick-right , and therfollow theabove instructions You will again
return to your text inMicrosoft Word where you can make aagditions andedit, as you
desire.

Your text box in the Flyewill look similar to the text on th&eft. You can change fonts, resize
and color the text, just like you did previously. You can also resize the text boX.as wel

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, wedlom-out as we have
done before by tapping tf& key. Now that you can view the © ©

entire Flyer, look in théower right corner of the Flyerjust below COrgan ira tiond

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

the Personal Information Text Boxes that we worked on befores®® =g Py S— g
there is a small box with the wo@rganization below apyramid.

Click-on this box Thenzoom-in A
; again by tapping thg9 key.
o o
Organizatiow When you haveoomed-in your image shoultbok like the
e ’ one to thdeft. This image looks similar to a "Grouped" set of
€ » Logo Designs v x boxes, but there are no "object boxes." Instead, there

appears to bemagic wand Move yourcursor over the
magic wandandpauseyou will seea Text Help box that
indicatesWizard: Click to start.

|]f§’ Logo Options
Logo Designs
Apply a design

= Go ahead andlick-on themagic wand You will now see
| RSN alLogo Designs Task Pane appean the left of your
screen. This Task Pane looks similar to the other Task
Crossed Panes that we used at the beginning of the Flyer creation.
enterfois ] Corner Notice that thetop of the Task Pane indicatesgo
o Designs Below that you seel_ogo Options (in blue),
oo o Orgonigaion Logo DesignsandApply a design
Extersion  Fort Focus Notice, in thearea_ belowApply a des_i_gn Fhat “our”
image (that we clicked on the flyer)hgyhlighted
- ——, (outlined by a square). Notice all of the other choices
BEWIUIN anasditarion below our Center Focus design.
i SR
Foundation Bar  Cpen Cval Now click-on as many of the Logo Designs that you
desire. As you click, you'll see the design upon which you
= RGANEATIN | clicked, replace the design in your flyer. Click-until you
UrEsmiztien find a design that you like.
Perpendicular  Right Vertical We'll chooseSuspended Rectangleo our logo willlook
5 like the onébelow.
|oRGaANIZATION I\'"':-m 16
Suspended
Rectangle Top Bar ;I




|9RGAMITATION
-

Suspended

Now that we have selected our Logo design chaiagk on the
Logo Options (blue tex} at thetop of theLogo Designs Task
Pane (above image).

ThelLogo Options Task Paneat theright appears, replacing
the Logo Designs Task Panlotice that the Logo Designs
selection is now blue (indicating that we can return to Logo
Designs when we have finished with Logo Options.

Noticethere arghree areasin the Logo Options Task Pane:
New or existing, Graphic,andLines of Text We’ll now work
with each option.

Click-on Inserted picture. The Logo Options L L e Tl
Task Pane will noviook like the one at theght . [ Logo Options
Logo Designs

MNew or eXisting

4@ % Logo Options v X
@ Logo Options

Logo Designs

Mew or exisking

Publisher desian| 1rzarted picture

| Choose picture, ., |

Graphic

Lines of text

-
[
L)

Notice, in your flyer, that thédogo has been
replaced by an imagethat looks like the one

below. Publisher desian lincerted picture

Choose picture. .. |

z:;{ This ind_icates thatou have_ a cho_ice— you can havg lago
= with a picture and text, or just apicture. If you decide that
(B Paste you just want a picture, notice that t6hoose Picturebutton
Delete Object at the bottom of the above left image has become “active.”

Save as Picture. ..

For this tutorial, we'lluse the Publisher design that we

It Ungroup selected soclick again onPublisher Designin theLogo
By Eormat Object... Options Task Pane If you have been “creative” with your
| Wizard For This Object, .. | 17
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logo, youmight not see the Logo Options Task PaneTo return to the Task Pane, RIGHT
click-on thelogo andselect Wizard For This Object

This will changeyour ® 2 Looo Options 8 logo back to theLogo
Options or Logo @ Logo Options Designs Task Paneslf you
arenot in the Logo Logo Designs Options Task Paneclick-on
Logo Options at the New or existing top of theTask Pane. Then

select Publisher
your Logo appear in

design You will again see
: your flyer.
Publisher desian | 1-certed picture

Now look at thecenter sectionin theLogo Options Task Pane — Graphic

Graphic

Notice that you have a choice itaclude or not

include agraphic in your logo. Go ahead awtick-on -
None You'll see thegraphic disappear. Nowclick-
onInclude — we’ll want a graphic for this tutorial (to Incluce o
show you how to change the graphic)

Now we'lllook at thethird area in the_.ogo Options Lines of text
Task Pane—Lines of text(seeimageatright). Notice
that the Lines of text indicatese, two or three linesin
yourlogo. You decidehow many you would like to 1 2 3
have. For our logwe'll choose threeandclick-in the
three area.
] I ]
IA __________________________ Our logo nowlooks like the ondo the left. We moved it up
ORGANIZATION, and to the left a bit since it “overlapped” the pink and blue
R MAME J margins on the lower corner of the flyer.
i PLACEHOLDER 3
. . _ T (EER R 3.
Now we'llreplacethepyramid andtext in the logo with A0
something that indicates that thisisr personalogo. el
This will be abit tedious, as you might have to click Bl

where we indicate a number of timesstectthe
pyramid andext - if you keepthelogoits current size. We’ll zoom-in evenmore to assistus
in clicking-on the appropriate areas. As we indicaadier in thetutorial , at thetop of
Publisher'svienu andButton Bars there is arareathatindicatesthe 'sizé' of yourzoom-in or
out. To make this taskasier, click-on thelittle down triangle to theright of thecurrent size
andenlargethe image t®00 %. Ourlogo will be mucheasierto 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'llreplacethepyramid with an appropriate piece Glip
Art . Carefullymove yourcursor over thepyramid andclick the
left mouse button toidentify " the pyramid. If you have done
this correctly, small circles will be located around the pyramid
(like the ondo the right).

Once you haveidentified" the
pyramid, keep yourcursor on the
pyramid andclick theright mouse
button. A drop down menu will
appear.

When the menu appears, move the
cursor down toChange Picture
then overClip Art. When thecursor
is over Clip Art, click theleft mouse
button. Thdnsert Clip Art Task
Panewill appear again.

You maychoose any clip art you desire We, for
our tutorial Flyer, desire some sort abmputer
image. So we'lsearchon the worccomputer. 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 Pa
We'll insert our computer image. To do this we’'ll
click-on thesmall down triangle on theright side of
ourimage choice, and thedlick-onInsert. 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 thetext.

First, click-on the word

ORGANIZATION in the title

area. Yours image should look

something like themage at the

right. This will work just like

the Title and Personal Information Text Boxes we edited eaflielete ORGANIZATION in

the box andenter thetitle you desire. We're going to usgormation in this box and
Technology Services in the text boxes below. Go ahead and make your changes tortbwvg. box
Change the Font, Size and color if you desire.

19



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 Tiechnology Then we'll highlight the word
PLACEHOLDER , and change it t8ervices Go ahead, on your own, and enter your text in the
logo text boxes.

Ourfinal logo box looks like the
one at the left.

When youcompletethistask you
might receive anessagdhatasks
if you want toadd thisnew logo
asyour Personal Information
logo. If this appears, answ¥es.

There is one more text box to go. Sinceawemed-in to 200%
thebest wayto nowzoom-outis to go back to the Menu and
Button Bars at the top of the Publisher screen and agigk-on
thesmall down triangle. When the drop down menu appears
(like at the left), run the cursor downWhole Pageand click the
left mouse button. This willré-set’ Publisher to thelefault
zoom-out that we have been using.

h

Thefinal text box is located on theright side of the Flyer.
Thearrow on theleft indicates this text area which has
already been clicked. Go ahead ahck-on thistext box
and therzoom-in by tapping~9. Yourtext box shouldlook
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.”
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