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Installing the Sample Files

e Use Windows Explorer to create a folder called Publisher 2003 Foundation
Samples, in the My Documents folder.

e Copy the sample files for this course to the My Documents\Publisher
2003 Foundation Samples folder.

o If these files have been copied to your network server, then ask your

trainer/supervisor for more information about how to copy these files to your
PC’s hard disk.

SAMPLE
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Microsoft Publisher 2003

Getting to Know the Publisher Environment

Using the Publication Window
e Start Microsoft Publisher 2003.

¢ Notice there are two active areas, the New Publication Task Pane on the
left, and the Publication Gallery on the right.

¢ In the New Publication Task Pane, click on Publications for Print:

Mew from a design

Publications For Print

[
» Design Sets
¥ Blank Publications

o Look at the various Quick Publication template options in the Publication
Gallery:

Quick Publications

s

Heading Headin

L
Accent Box Quick Publication Accessory Bar Quick Publication

A R A M

¢ Click,.on Accent Box Quick Publication,{locatedsin the Publication
Gallery.

o Notice how the Publication Gallery| closes to display the selected publication
in‘the Publication Window, and how the"Status Bar has appears atthe
bottom of the Publication Window.

Note: If the Personal Information dialog box appears, select Never show
this dialog when starting a new publication. Click OK. This will be
covered in a later exercise:
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¥ Mever show this dialog when starting a new publication
0.4 [ !

From the main menu, select File > Close to close the publication.

M Using the Task Pane

In the New Publication Task Pane, click on Publications for Print.
Click on Accent Box Quick Publication, located in the Publication
Gallery.

If the Task Pane is not visible, from the main menu, select View > Task
Pane (you will see a check mark beside it when the Task Pane is visible).
Look at the Quick Publication Options Task Pane, which automatically
appears when you select the template.

Look at the task options available on this pane.

Click the Other Task Panes down arrow to display all Task Panes available:

[Quick Publication Dptions ‘*}( dl

@

Cther Task Panes |

Select Help.
Look at the task options available on this pane.

Click the Other Task Panes down arrow and select Search Results.
Look at the task options available on this pane.

Click the Other Task Panes down arrow and select Clip Art.
If a dialog box opens asking you to add clips to the Organizer, click Later.
Look at the task options available on this pane.

Click the Other Task Panes down arrow and select Research.
Look, at the task options available on this pane.

Click the Other Task Panes down arrow and select Clipboard.
Look at the task,options available on this pane.

Click the Other Task Panes down arrow and select New Publications
Look at the task options available on this pane.

Click the Other Task Panes down arrow and select Find and Replace.
Look at the task options available on this pane.

Click the Other Task Panes down arrow and select Graphics Manager.
Look at the task options available on this pane.
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Click the Other Task Panes down arrow and select Design Checker.
Look at the task options available on this pane.

Click the Other Task Panes down arrow and select Apply Master Page.
Look at the task options available on this pane.

Click the Other Task Panes down arrow and select Background.
Look at the task options available on this pane.

Click the Other Task Panes down arrow and select Publication Designs.
Look at the task options available on this pane.

Click the Other Task Panes down arrow and select Styles and Formatting.
Look at the task options available on this pane.

Click the Other Task Panes down arrow and select Font Schemes.
Look at the task options available on this pane.

Click the Other Task Panes down arrow and select Color Schemes.
Look at the task options available on this pane.

Click the Other Task Panes down arrow and select Mail and Catalog
Merge.

Look at the task options available on this pane.

From the main menu, select View > Task Pane to hide the Task Pane.
From the main menu, select View > Task Pane to display the Task Pane.
Notice the last Task Pane viewed is the one that is displayed.

Click the Back button on the Task Pane four times (until you reach the
Quick Publication Options Task Pane):

Mail and Catalog Merge *

B
Ew_':kla merge kype

Notice how you are scrolling through the mostirecently used Task Panes.
Close the /publication.

M Using the Publication Gallery

To display the Publication Gallery, click on Publications for Print from
the New from a design list displayed on the New Publication Task Pane:
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New Publication * X

Mew from a design

Publications ForgPrint
= Web Sikes and k

» Design Sets

» EBlank Publications

e To show the Publication Gallery, select Advertisements from the New
from a design sub-menu list:

Mew Publication * X

e IS,

X
Y

Advertisements

MNew from a design

» Publications For Prink =
Quick, Publications O
Advertisements
Awmard Certificates
Banners

Brochures -
4 | »

New

_] Blank Print Publication
art Emphasis Advertisement
#] Blank Web Page

|2}] From existing publication. ..

Open

WML T ELIEWT A
(2] TOC Business Card.pub Srqunizersn M

fﬁl Fiktpe v Fitday cormy Pt s
ii’l Invikation_Sample 2.pub gl

S More.., W =

[ |

e The Publication Window will now/be displayed anithe right side of the
window.

Using the Status Bar
e Click the Open button on the Standard toolbar.

¢ In the Open Publication dialog box, select Business Card.pub from the
Publisher 2003 Foundation Samples folder.

e Click Open.

e To display the Status Bar, from the main menu, select View > Status Bar
(you will see a check mark beside it when the Status Bar is already visible).

e To hide the Status Bar, from the main menu, select View > Status Bar (you
will not see a check mark beside it when the Status Bar is hidden).

e Close Business Card.pub.
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Getting to Know Publisher Toolbars

M Using Toolbars

e Select Blank Print Publication from the New section of the New
Publication Task Pane:

Mew
_1 Elank Print Publica;\rﬁ' n
#] Elank Web Page

Lﬂj From existing publication. ..

e Select View > Toolbars.
¢ Look at the toolbars with checks next to them. These toolbars are displayed
by default:

Wiews | Inserk Format  Tools Table  Arr
Two-Page Spread
Master Page Chrl+M
Task Pane Ckrl4+F1
| Toolbars N L3 | Standard
"3 Rulers i Farrnakking
9] Special Charackers CErl+Shifk+y Conneck Text Boxes
Boundaties and Guides  Ckrl4Shift+0 Measurernent
Baseline Guides Chrl+F7 Objects
] Header and Footer Picture
Zoom » Task Pane
¥ WordArt
‘ _Q_lstcumizeE_.E

en.Select View = Toolbars > Standard to hide the Standard toolbar!
¢ Select View = Toolbars > Standard againto display the Standard toolbar.

e mSelect View = Toolbars > Formatting to hide the Formattingstoolbar:
e Select View > Toolbars > Formatting again to display the Formatting
toolbar.

e Select View > Toolbars > Connect Text Boxes to hide the Connect Text
Boxes toolbar.

e Select View = Toolbars = Connect Text Boxes again to display the
Connect Text Boxes toolbar.
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Select View > Toolbars > Measurement to display the Measurement
toolbar.

Select View > Toolbars > Measurement again to hide the Measurement
toolbar.

Select View > Toolbars = Objects to hide the Objects toolbar.
Select View = Toolbars = Objects again to display the Objects toolbar.

Select View = Toolbars > Picture to display the Picture toolbar.
Select View > Toolbars = Picture again to hide the Picture toolbar.

Select View = Toolbars = WordArt to display the WordArt toolbar.
Select View > Toolbars = WordArt again to hide the WordArt toolbar.

Position your mouse over the dotted vertical line at the left of the Standard
toolbar:

PO EHEH S S DT %9~

Click and drag the toolbar down towards the Publication Window so it
becomes a floating toolbar:

NEHdS SR VE £BBARF IO
g - RS =q 5 -Q &)@

Drag the Standard toolbar back to its original position above the
Formatting toolbar.

Position your mouse over every button on the Standard toolbar to see the
descriptive tool name:

Standard

rraakking

Marmnal ~ | Rockwell U =
St':.fles aru:l Fn:-rmattlnn;} =

Position your mouse over every button on the Connect Text Boxes toolbar
to see the descriptive tool name:

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 11 - Publisher 2003 - Foundation Level Workbook

Conneckt Ti ™ X

Create Text Box Link|

e Position your mouse over every button on the Objects toolbar to see the
descriptive tool name:

Y

Eh'l!
N w
O
i
=

e Close the publication.

Getting Help

Using the Ask a Question Box

o Type the words Office Assistant in the Ask a Question Box at the top right
of your screen:

| Office Assiskant .

e Press the Return button on your keyboard.
Click on the first Help Topic it displays.

SAMPLE
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e Look at how the Microsoft Publisher Help dialog box displays answers:

(D Microsoft Dffice Publisher Help

T > &

Select a different Office Assistant ;.

1. Click the Office Assistant,
If the Assistant isn't visible, click Show the
Office Assistant on the Help menu,

2. Inthe Assistant balloon, click Options.
If the Assistant balloon isn't visible, click the
Assistant,

3, Click the Gallery tab, and then click Back or
Mext until you see the Assistant you wank,

Mote The Assistants shown on the Gallery tab are the
only Assistants awvailable For OFfice 2003,

Was this information helpful?
Yes Mo

ﬂ

e Close the Microsoft Publisher Help dialog box.

Using the Microsoft Office Assistant

e Click on the Help menu and select Show the Office Assistant from the
sub-menu, as illustrated:

Help i

@ Microsaft Office Publisher Help  Fi

| Shows the Qffice Assistant i

jcrosaft Offig line

Customer Feedback, Options., ..

About Microsoft OFfice Publisher

o To display ask a question, click on the Office Assistant:
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¢ In the What would you like to do section, type How do 1 use the Office
Assistant, and click on the Search button:

~ R
What would you like to do?

Howe do I use the Office
Agsistant

Options % Search
\. v,

N

¢ View the results of your query in the Search Results pane:

Search Results * =

CNEE A

30 results From Office Online Efﬂ

@ select a different Office =
Assiskant

Help = The Office Assiskant

@ Troubleshook Help
Help = Getting Help

@ Turn the OFfice Assistank
sound on or off

bouk tips &
khe Cffice

elp =T

Microsoft Office Online

|H|:|w do I use the Office Assisks
@) Can't find it?

e To activate the Tip of the Day, right click your mouse on top of the Office
Assistant and select Options:
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Choose P.ssis!ant. o

Animake!

This will display the Office Assistant dialog box.

Click on the Options tab, and select the Show the Tip of the Day at
startup checkbox.

Click OK.

Office Assziztant Ed |

aallery  Cpkions I

[¥ Use the Cffice Assistant
[ Help with wizards ¥ Move when in the way
[V Display alerts W Make sounds
[ search for both preduct and programming help when programming

Shiow kips abouk

[ Using features more effeckively [ only show high priority tips
[ Using the mouse maore effectively %hnw the Tip of the Day at startupi

[ kevboard sharkcuts Reset my kips |

Ik I Cancel

Now you will change the default paperclip image to another image provided
in the gallery.

Right-click on the Office Assistant and select Options... from the pop-up
menu

OR from the Office Assistant dialog, click on the Options button

| |
rr".n".ll'hat would you like to do?

Options Search

Click on the Gallery tab in the Office Assistant dialog box.
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e Click on the Next button until The Dot image is selected:

Ofhice Assistant [ x| |

Gallery | Options |

You can scrall thraugh the different assiskanks by using the <Back and MNexk= buttons,
When wou are finished selecting your assistant, click the Ok butkon,

YWhen you need help of any kind, just
give me a click,

Mame: The Dok

Meed a guide on the electronic frontier? Able to
kransForm into any shape, the Dot will always paoint wou
in the right direction.

<Rack. |

Ik Zancel

e Click OK to close the dialog box.
e You observe that the Office Assistant image has now been changed:

¢ Right-click on the Office Assistant and from the pop-up menu, select Hide:

i Qptions. ..

Choos siskant. ..

O Ani

e Exit Publisher2003.
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Working with Publications

Understanding the New Publication Task Pane

M Using the New Publication Task Pane
e Open Publisher 2003.

e The New Publication Task Pane is displayed by default when you open
Microsoft Publisher.

To display the New Publication Task Pane (if it has been closed)
¢ From the main menu, select File = New:

Mew Publication X
QIR

Mew from a design

» Publications For Prink
» web Sites and E-mail
B Design Seks

» EBlank Publications

New

_] Blank Print Publication

#] Elank Web Page

,EE Fraom existing publication, ..
Open

E] IrvvitationSample. pub

|5 More...

e  From\the main'menu, choose, File = Close.

(Y CreatinglasRiblic atioh fi6nila DESIgH Tenplate I

e Select Publications for Printfrom the New from a design menu, located
on the New Publication Task Pane:

Mew from a design

Publications For Prin:

Design Sets
Blank Publications
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Look at the templates available in the Publication Gallery for every item on
the Publications for Print menu.

Click on Publications for Print again to collapse the menu:

MNew from a design

(20 Fublications For Prink

Advertisements
Award Certificates
Banners
Brochures
Business Cards
Business Farms
Calendars
Cakalogs
Envelopes

Flyers

Gift Certificates
Greeting Cards
Import Word Documents
Invitation Cards

Labels
| etterhead

Select Web Sites and E-mail from the New from a design menu, located
on the New Publication Task Pane:

Mew from a design

» Publications For Prink
Web Sites and E-mail
Design Sets
Blank Publications

Look at the templates available in the Publication Gallery for every item on
the Web Sites and E-mail menu.
Click on Web Sites and E-mail again to collapse the menu:

New from a design

* Publications Far Rrimk
¥ Web Sites afgE-mail
Web Sites

B E-mail
e [Design 3ets
»_<Blank RPublications

Select Design Sets from the New from a design menu:

Mew from a design

» Publications for Print
= Web Sikes and E-mail

T
»  Blank Elicatiuns
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e Look at the templates available in the Publication Gallery for every item on
the Design Sets menu.

e Click on Design Sets again to collapse the menu:

MNew from a design

» Publications for Print
» Web Sites and E-mail

T
Maﬁr Setks

Personal Stationery Seks
Special Event Sets
Fundraiser Sets
Holiday Sets
Wehve Moved Sets
Restaurant Sets
Special Paper

» EBlank Publications

e Select Blank Publications from the New from a design menu:

Mew from a design

» Publications For Print
» Wweb Sikes and E-mail
- Design Sets

L Cl =k Publications

e Look at the templates available in the Publication Gallery for every item on
the Blank Publications menu.

e Click on Blank Publications again to collapse the menu:

Mew from a design

» Publications for Prink
» ‘Web Sites and E-mail
e Design Sets
¥

Full Page E§

web Page
% Postcard
= Business Card
Book Fold
Side Fold Card
TopFold Card
Tenk Card
Pasker
Banner
Index Card

* & »

¢ From the main menu, select File > Close.
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Adding Personal Information

e Select Publications for Print from the New from a design drop-down
menu:

Mew from a design

Publications For Prink
» Web Sites a k E-rnail
» Design Sets

» Blank Publications

e Scroll down and select Postcards from the Publication Type list:

MNew from a design

Envelopes -
Flyers

Gift Certificates
areeting Cards

Impork \ord Documenks
Invitation Cards

Labels

Letterhead

Menus

MNewsletters

Paper Folding Projects

Prugra%

Resumes

e From the Postcards drop-down list, select Invitation:

MPLE

Mew from a design

Mewsletbers

Paper Folding Projects

Postcards
Informational
Special Offer

Wehe Moved
Announcernent
Feminder _
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e Locate the Layered Bars Invitation Postcard:

Layered Bars Invitation
Poskcard

e Click onit. Ifyou are a first time user of Microsoft Publisher, a Personal
Information dialog box will open.

Note: If you are not a first time user of Microsoft Publisher, you can still
enter/edit your personal information. From the main menu, select Edit >
Personal information to display the Personal Information dialog box:

Personal Information [ x| |

Click Update to save your changes and update this personal information set in your publication,

Select a personal information set:

Primary Business

—Persanal infarmation Far this set

My name: Taq line ar motko:

I I‘Fn:nur business tag line here,

Job aor position kitle:

| [ Include color scheme in this set
Organization name: Select a calar scheme:

I I Flar al [ | j

Address; Loao

|Ipdate I Cancel Help

e Select the Home/Family from the Select a personal information set drop
down list:
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Select a personal information sek:
Primary Business j

Primary Business
Secondary Business
Other Crganization

Type your name in the Name area.

Type your address in the Address area.

Type your e-mail address in the Phone/fax/e-mail area.

Type Home in the Organization name area.

Type There's no place like home in the Tag line or motto area.
Type House Member in the Job or position title area.

Check the Include color scheme in this set box.

From the color schemes drop-down menu, select Sagebrush:

¥ Include color scheme in this set
Select a color scheme:

Flaral [ | -
LgR.ain Forest [ -
Red [ ||
Redwood I
Resf e
...
[ |

Click Update.
From the main menu, select Insert > Personal Information > Logo.

Click the Wizard button .
Click Logo Options on the Logo Designs Task Pane.
From the New or existing area, select Inserted Picture:

New or eXisting

Publisher design gbege - - cred pictk

Click the Choose picture button/

Locate your Publisher 2003 Foundation Samples folder.

Select MyHouse.JPG.

Click Insert.

Click the Save button on the Standard toolbar.

In the Save As dialog box, locate your Publisher 2003 Foundation
Samples folder.

Type Invitation in the File name box.

Click Save. A dialog box will ask you if you want to save the logo in your
selected personal information set:
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Microzoft Office Publisher

2 ¥au have madified the laga in this publication, Do wau wank ko save the new lago ko the Home/Family persanal
information sek?

Yes Mo

e Click Yes.
¢ From the main menu, select Edit > Personal Information.
¢ Notice that your logo has been added to your personal information set:

—Logo

Update I Cancel | Help

Click Cancel.
From the main menu, select File = Save to save your publication.
From the main menu, select File = Close.

Creating or Opening a Publication

Creating a New Blank Publication
e Click the Blank Print Publication link on the New Publication Task Pane:

OR click the New button on the Standard toolbar.

o Close the publication.

Creating a Publication from an Existing Publication

e Click the From existing publication link on the New Publication Task

Pane. This will open the Create New from EXxisting Publication dialog
box.
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e Locate and select Business Card.pub from the Publisher 2003
Foundation Samples folder.

e Click Create New.

e From the main menu, select File = Save As.

¢ In the Save As dialog box, type Business card 2.pub in the File name
field:

File: marne: IBusiness Card 2.pub j Save "I
Save as bype: IF'uI:uIisher Files (*, pub) j LL
)

e Click Save.
o Close the publication.

M Creating a Publication from a Template

e Open Publisher.

e In the New Publication Task Pane, click Templates in the New from a
design list:

Mew from a design

» Publications For Prink
Web Sites and E-mail
Design Sets

Elank Publications

-

e Locate and select the template you want.

-
[
[
¥

Note: Since all Publisher templates are displayed in the New Publication
Task Pane, there will only be templates in the New from a design area if
you have previously created customised templates. Otherwise, the

Template category will not be listed.

Opening an EXisting Publication
e Inythe Open area of the New Publication Task Pane, click More. Locate

and'select' thesBusiness card.pub file from the Publisher 2003
Foundation Samples folder, and click Open:

Open
] Publication3. pub
-£-|_)| InvitationSample. pub

o
| Mare,.

OR click the Open button on the Standard toolbar. This opens the Open
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Publication dialog box.

e Close the publication.

Importing a Word Document
e From the main menu, select File = Import Word Document. This opens
the Import Word Document dialog box.

o Locate and select the file Sample.doc from the Publisher 2003
Foundation Samples folder.

e Click OK.
e Close the Publication without saving the changes.

Importing a Word document into a pre-selected design
e Click Publications for Print in the New from a design list:

Mew from a design

Publications For Print
Web Sites and B aail
Design Sets
Blank, Publications

Templates =

L A

e Select Import Word Documents:

New from a design

Advertisements -
Auward Certificates
Banners
Brochures
Business Cards
Business Farms
Calendars
Catalogs
N Envelopes
b Flyers

& Gift Certificates
. areeting Cards

Import Word Documents
b Invitakior Cas
b Labels
B Letkerhead
Menus

Mewsletters
Paper Falding Projects =

e Select the Accent Box Word Document design template from the
Publication Gallery:
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3

Accent Box Word Document

e This opens the Import Word Document dialog box.

o Locate and select the Sample.doc file from the Publisher 2003
Foundation Samples folder.

e Click OK.
¢ Close the publication.

Y Understanding the Basic File Search Task Pane

e In the New area of the New Publication Task Pane, choose Blank Print
Publication.
¢ From the main menu, select File = File Search.

e From the Basic File Search Task Pane, you can search for files on your
computer based on the file name or text in the file:

SAMPLE
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: Basic File Search

Search for:

Search kext;

|

&) search Tips. ..

Other Search Options:

Search in:

|Selected locations | v|

Results should be;

|Selected file tvpes | v|

Fast searching is currently disabled
Search opkions. ..

See also

Fﬁ &dvanced File Search
ﬂ Research
34 Find in this document..,

e Type Business Card in the Search text field:

Search for:

Search kext;

|Eiusiness Card

| (CTa] I | Restare |

&) search Tips...

e Click the down arrow next to the Search in box and select the Publisher
2003 Foundation Samples folder.
e Click the down arrow next to the Results should be box and select

Word Files

O Excel Files
----- O PowerPaint Files
----- [ Access Files

..... —
----- [ Data Conrettion File

----- [ visio Files
|'_—'||:| Outlook Ikems

----- 0 E-Mail Messages -
1| | »
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e In the Search for area of the Task pane, click the Go button:

Search fFor:

Search texk:

|Business Card

a0 Restore

@) "Bearch Tips. ..

e Click on Business Card.pub in the Search Results list
OR click the down arrow next to the file in the Search Results list.

e Select Edit with Microsoft Publisher:

Eﬁ Business Card.pub =
L@ Edit with Microsoft Qffice Publisher R‘

_1  Mew from this file

Copy link ko clipboard

5 Properties

Note: By clicking the down arrow next to the file, you are given more file
options to work with.

e The Business Card. pub file will open in another Publisher window.
e Close Business Card.pub.
e Exit Publisher.

¥ Understanding the Research Task Pane

e Open Publisher.

e __ln the New area of the New Publication_Task Pane, choose Blank Print
Publication;

e To display the Research Task Pane, click the Research button on the
Standard foolbar !1:5

OR . from/the main menu, select Tools > Research

OR click on the Other Task Pane down arrow on the Task Pane, and select
Research from the list.

e From the Research Task Pane, a new Publisher 2003 feature, you can search
for information on the internet, utilising a wide array of research tools such
as dictionaries, thesauruses, encyclopaedias, and much more:
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iResearch * X
Search For:
| |

|F'.II Reference Books | = |

@Back [»| | @ |~

3

Tpa fext fo fook uo @ 3 varaf)y
of Feraarch and refarence
FEFCER.

You can afro press AL T and cick
a W Fo sfart a saarch.

|
E:"ﬂ et services on Office Marketplace
42, Research options. ..

Note: You will need an internet connection to use this tool.

e Type the word Budgets in the Search for textbox, located on the Research
Task Pane:

: Research * =

Search far:
|Budgets |

|.ﬁ.II Reference Books | - |

e To perform a query in a particular online location, select Encarta Dictionary
from the drop down menu:

SAMPLE
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Search for:
Budgets |

all Reference Books

All Reference Books

Encarta Dictionary: Eng
¢ Ercarka Dickionary: English (UK,
Thesaurus: English (Australia)
Thesaurus: English (Canada)
Thesaurus: English (LLE.)
Thesaurus: English (11.5.)
Translation
All Research Sites

eLibrary

Encarta Encyclopedia: English (Morth America)

Encarta Encyclopedia: English (UK.}

Encarta Encyclopedia: French (Canada)

MSM Search

MSM Search Canada

MSK Search LLEK,
All Business and Financial Sites

Gale Company Profiles

M3M Money Stock Quokes

M3M Money Skock Quokes Australia

MSM Money Stock Quotes Canada

MSH Money Skock Quotes LK,

¢ Click on the green arrow button to execute your search.
e View the results of your query:

. Research T

Search for:

|Budgets |

| Encarta Dictionary: English 4v|

@6ack | v | | @ |~

- Encarta Dictionary:  +
English {U.K.}

= Budget {noun}
Budget [ bujjit ]

atement of
dom’s fi

a speech by the
Chancellar of the

Exchequer :i

Note: Clicking on the Research options link at the bottom of the
Research Task Pane allows you to further customise your online searches to
include a greater variety of online reference books, research sites, and
financial sites.
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e Close the publication.

Managing a Publication

Saving Summary Information

e Open the Invitation.pub file from the Publisher 2003 Foundation
Samples folder.

e From the main menu, select File = Properties to display the Properties
dialog box.

¢ Click the Summary tab:

Invitation_Sample 1 good_pub Properties |

iGeneral  SUMMAEry |5tatistics I Cankents I Custam I

Title:

Subject:

Aukhor:

Managet:

Company: ||

Category: I

Keywords; I

Carmments:

Hyperlink. I
base:

Template;

S A KA

o Type your name in the Author box.

e, Type Home in the Company box.

o Click OK.

e From the main menu, select File = Save to save your publication.
o Close the publication.

Savinga Publication as a Picture

e Open Business Card.pub from the Publisher 2003 Foundation Samples
folder.
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From the main menu, select File = Save As. This opens the Save As dialog
box.

Click the down arrow on the Save as type drop-down menu.

Select a format with a picture extension, such as JPEG File Interchange
Format.

Click Save.

Close Business Card.pub without saving any changes.

Savinga Publication as a Web Page

Open Business Card.pub from the Publisher 2003 Foundation Samples
folder.

From the main menu, select File > Save As. This opens the Save As dialog
box.

Click the down arrow on the Save as type drop-down menu.

Select Single File Web Page (*.mht; *.mhtml).

Click Save.

Close Business Card.pub.

Saving a Backup Copy of a Publication

Open Business Card.pub from the Publisher 2003 Foundation Samples
folder.
From the main menu, select File = Save As:

File | Edit  Yiew Insert Format Tools Table  Arrange

1 ew. Chrl+h
[ Open... ChH+0
] dose Chrl+F4

Import Word Document, i

i

Save Chrl+5

| Save Bs... o |

g. File Search.. .M'E |

This,opens/the Save As dialog box.

Enter Business Card Backup in the File name field.
Click Save.

Close Business Card Backup.pub, and exit Publisher.
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Designing a Page

Understanding the Publication Options Task Pane

Using the Publication Options Task Pane

Start Microsoft Publisher 2003.

Open Invitation.pub from the Publisher 2003 Foundation Samples
folder.

Notice the Publication Options Task Pane is now the Postcard Options
Task Pane.

On the Postcard Options Task Pane, click Multiple in the Copies per
sheet area:

Copies per sheet

[EE
[EE
o [ o3 | %

one Mulkiple

From the main menu, choose File > Save.
Close the publication.

Using Quick Publication Options

In the New from a design area of the New Publication Task Pane, select
Publications for Print.

Select Accent Box Quick Publication from the Publication Gallery.

From the main menu, select Format > Quick Publication Options

OR click on the Quick Publication Options link in the Publication Designs
Task Pane:

A2 Font Schemes

Select Small picture at the top from the Layout area on the Quick
Publication Options Task Pane:
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Quick Publication Dptions * X

J Quick Publication Options
=¥ Publication Desigrs

3| Color Schemes

A2 Font Schemes
Layouk

5

mall pickure at the top

|

AR

¢ Observe that the new layout has been applied to your publication.
¢ Close the publication without saving the changes.

Understanding the Publication Designs Task Pane

e Open the Invitation.pub file from the Publisher 2003 Foundation

ion De link o e P Po rd) Optio as
=

Postcard Options
| =¥ Publication Designs

|E| Color Schemes

A2 Font Schemes

e Scroll through the different designs available.
e Locate Five Blocks:
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Five Blocks

Click on it.

Notice how the postcard has changed but the colour scheme has remained
the same based on your personal information set.

Locate Layered Bars:

Layered Bars

Click on it to return to your original design.
Click the Save button on the Standard toolbar.
Close the publication.

Understanding the Color Schemes Task Pane

Using the Color Schemes Task Pane

Open the Invitation.pub file from the Publisher 2003 Foundation
Samples folder.

From the main menu, select Format = Color Schemes

OR click on the Other Task Pane down arrow on the Task Pane, and select
Color Schemes from the list.

Click on the Cavern colour scheme:

color scl'n

(Cuskom)
Alpine

f0qua

Eerri

Blaitk #: Gray
L Black & white
Bluebird
Brown
Burgundsy
ICa\-'ern r,

Cikrus L‘\i

Clay

-

Click the Save button.
Close the publication.
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Creating and Deleting a Custom Color Scheme

e Open the Business Card 2.pub file from the Publisher 2003 Foundation
Samples folder.

¢ From the main menu, select Format = Color Schemes.

e Select Green from the Apply a color scheme area of the Color Schemes
Task Pane.

e Click the Custom color scheme link at the bottom of the Color Schemes
Task Pane. This opens the Color Schemes dialog box:

Color Schemes
Standard ©usbom |
~Scheme colors ~ Preview
Zurrent e
Main: ] I el vI
Accent 1 | ] I [ vI
Accent 2 I ||:| vI
aln
e o
Accent 3 | ||:| vI o rataa
Accent 4: | ||:| vI E
Accent S | ||:| vI
Hyperlink: | I B vI
Followed hyperlink; | ] I Il vI
—Sample
Main Texk
Hywperlink Text
Save Scheme... |
SWE SEEmE Followed Hyperlink Text

™ A R A= &

o In‘the Main area'of the Color Schemes dialog box, select Black from the
New drop down menu:
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Color 5Schemes
Standard  Custam |
—Scheme colors Freview
Current Mew
Main: ] IEE
Accent 1: s %......
Accent 2: [ Es = E = = E —
Accent 3: T DO EEEEDO :2?.‘?‘:5“
Accent 4: I | BO0000a®Ed El
Accent 5: . Maore Colars. ..
Hyperlink: - Eill Effects...
Followed hyperlink: | Iﬂ I

Click the Save Scheme button. This opens the Save Scheme dialog box.
Type Custom Scheme in the text box:

Save Scheme |

Type a name far your cuskom color scheme:

ICustu:um Scheme

nls I Zancel

Click OK.

Click OK again to close the Color Schemes dialog box.

Now you will delete the custom colour scheme you just created. To
accomplish this, click the Custom color scheme link at the bottom of the
Publication Designs Task Pane. This opens the Color Schemes dialog
box.

Clickithe Standard tab.

Select the Custom Scheme from /the list of Available schemes.

Click. the Delete 'Scheme button;
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Color Schemes

Standard | Cuskom I

—fvailable schemes ~Preview

(Cuskom)
Alpine

Aqua

Betry

Black & Graw
Black & \White
Bluehird
Erawn
Burgundy
Cavern
Citrus

Clay
Cranberry
_rocus
SCLiskom Scheme
Drark. Blue
Desert
Eggplant
Figld

Fiord

T Taa
Tt miem TR, 30 41
Aol T e Ly k.

ey w3 1102

7]

—Sample
m £
Main Te:xk

Hywperlink Text
Delete Sch
%J Followed Hyperlink Text

Print calar sampler

Ik I Zancel

e Click Yes to close the Microsoft Office Publisher warning dialog box:

Microzoft Office Publisher E

\!}) Are wou sure you wank ko delete this color scheme?

es %ITI

e Click OK to close the Custom Color Schemes dialog box.

e From the main menu, choose File/> Save As.

¢ “In the Save As dialog box, type Business CardiExercise.pub in the File
name field.

e, Click on Save.

o Close the publication.

Understanding the Font Schemes Task Pane

e Open the Business Card Exercise.pub file from the Publisher 2003
Foundation Samples folder.
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¢ From the main menu, select Format = Font Schemes

OR click on the Other Task Pane down arrow on the Task Pane, and select
Font Schemes from the list.

e In the Font Schemes Task Pane, click Data.
¢ Now you will duplicate a font scheme. Click the down arrow next to the Data
scheme. Select Duplicate Scheme:

aka
Courier New Bol ‘ ‘

apply Scheme

IIpdate Scheme ko Match Current Publication

m

Rename Scheme

Delete Scheme

o This opens the Duplicate Font Scheme dialog box.
e Enter Data Copy:

Duplicate Font Scheme |
What do you want to name this Font Scheme?
IData Copy
Ik Cancel
e Click OK.

o Now you will update the font scheme you just duplicated. Click the down
arrow next to Data Copy.

e Select Update Scheme to Match Current Publlcatlon The duplicated

W next
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Rename Font Scheme |

Existing Fank Scheme name:

IData Copy

Mew name for Fonk Scheme:

IData Duplicate|

| K I Cancel

Click OK.
Now you will delete the Data Duplicate font scheme. Click the down arrow
next to the Data Duplicate font scheme.

Select Delete Scheme. This opens a dialog box asking if you’re sure you
want to delete the scheme.

Click Yes.
Close the publication without saving the changes.

Understanding the Styles and Formatting Task Pane

Open the Business Card Exercise.pub file from the Publisher 2003
Foundation Samples folder.

From the main menu, select Format > Styles and Formatting

OR click on the Other Task Pane down arrow on the Task Pane, and select
Styles and Formatting from the list:
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' Styles and Formatting ¥ X

Pick formatting to apply

Clear Formatting =l
Address
Body Text
Hortmal
Organizatio
Title

Font Schemes. .,

o Click the Create new style button on the Styles and Formatting Task
Pane. This opens the New Style dialog box:

SAMPLE
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Mew Style

Rockwell

Raockwell 14

¢ In the Enter a style name field, type New Style.
e Click on the Font button.
e Select Arial Black from the Font drop down menu, and click OK:

SAMPLE
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T — O = N TR

o) —

Arial Black

arial Black 14

e Click OK to close the New Style dialog box.
e Now you will modify the style you just created. Click the down arrow next to
New Style:

Pick formatting to apply

Clear Formatting

Address

Delete ...

Update to match seleckion

o Select Modify. This opens the Modify Style dialog box:
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Modity Style |
Select style to change: — Click ko change
e Sty Fant .. |
Stwle based on: - I
Chatacter spacing ...
INu:nrmaI j pEAnE
Skwle For the Following paragraph: Paragraph ... I
e Skyle -
I il J Bullets and numbering ... I
Horizontal rules ... I
Tabs ... I
—Sample
|
| =
e— Arial Black
| — E——
|
|
Arial Black 14
— Descripkion
Mormal + Arial Black, 14pt, Bold, Center

Ik I Cancel

Click on the Font button.

In the Font dialog box, select Blue from the Color drop down menu, and
click OK.

Click OK to close the Modify Style dialog box.

Now you will rename the style you just modified. Click the down arrow next
to New Style.

Select Rename. This opens the Rename Style dialog box:

Rename Style

me skyle:
Lesk
ISampIe Tewxk

| Ik [ I Zancel |

In the To box, enter Sample Text.
Click OK.
Now you will delete the style. Click the down arrow next to Sample Text.
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e Select Delete.

¢ This opens a dialog box asking if you're sure you want to delete the style.
o Click Yes.

o Close the publication without saving the changes.

Using Backgrounds

e Open the Invitation.pub file from the Publisher 2003 Foundation
Samples folder.

e From the main menu, select Format = Background.
e Select 30% tint of Accent 1 in the Apply a background area:

Apply a background

HELEEEE

Mare colors. snee vint of accent 1|

¢ Notice additional colour options in the selected Background are displayed.
o Click the first Gradient fill (horizontal) tile:

Mare colors, .,

e Close the Task Pane:

4 % Background -
Apply a background
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Setting up a Page

Understanding Page Layout and Navigation

Start Publisher 2003.

Open the Invitation.pub file from the Publisher 2003 Foundation

Samples folder.

From the main menu, select File > Page Setup.

Click on the Layout tab:

T N |
Layout | Printer and Paper I
Publication bype Page size —Preview
Booklet | |1/4 page Letter -

Business card 1/2 page Letker

Cuskom o
Envelope SSs _I
Folded card

Index card Wik I 14.85cm

Label

Height: I 10.5cm

Prinking options

Orientation

Prints 1 copy per sheet " Portrait

' Landscape

hange Copies Per Sheet, ., I

Postcard (1[4 Page 44)

IR

Cancel | Help |

Look at the different publication types available in the Publication type

area:

Business card

Falded card
Index card
Label

In the Page size area, select 1/4 page A4:
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Page size
1/4 page Letter -
1/2 page Lekker
hd
Click OK.

In the displayed dialog box, click Yes.

Notice how the placeholders on the Postcard were reformatted to suit the
new layout.

From the main menu, select File > Page Setup.

In the Page size area, select 1/4 page A4.

Click the Change Copies Per Sheet button on the Page Setup dialog box.
In the Small Publication Print Options dialog box, check the Print one
copy per sheet option button:

Small Publication Print Options |

{+ Print one copy per sheet

" Print multiple copies per sheet

I~ Spacing

Mumber across: 1 Mumber down: 1

Side Margin: IU-EBEITI ﬂ

o [ et gin: |5- Llcm ﬂ
Harizantal Gap: 0crm ﬂ
Werkical Gap: IB.S?cm i’
Page size: 14.85cm = 10.5cm
Paper size: 21cm x 29.7cm

Restore defaulks Ik I Zancel

Click OK.

Click OK again.

In the displayed dialog box, click Yes.
Clickion page 2"in the Page Navigation area:

:'age M avigation

From the main menu, select Insert > Page.
In the Insert Page dialog box, click OK:
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Inzert Page |

Mumber of new pages: I

" Before current page
¥ After current page

Opkions
¥ Insert blank pages

"~ Create one text box on each page

" Duplicate all objects on page: Ig

()4 I Cancel |

Notice you now have three pages listed in the Page Navigation area.
Click on page 1 in the Page Navigation area.

From the main menu, select Edit > Go to Page.

Type in 3:

Go To Page |

(30 to page IE
Your publication has 3 pages, numbered 1
through 3.
Ik I Cancel
Click OK.

From the main menu, select Edit > Delete Page.
Click on page 1 in the Page Navigation area:

Page 1

EVS

€lick the down arrow on the Zoom box on the Standard toolbar:
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S00°%
400%
200%:
150%:
100%:

MFI
E6%

S0%
33%
25%
10%
W'hole Page
Page width

e Select 75%0.
e Click the down arrow on the Zoom box on the Standard toolbar.

e Select Whole Page:

= a2 e g
SO0
005
2005
150%:
100%:
5%
665
S0%
33
25%
10%:

|F'a|;|e Widkh Q

e Click the Save button on the Standard toolbar.
¢ Close the publication.

Using Rulers and Guides

Open the Invitation.pub file from the Publisher 2003 Foundation
O

box.
guides and three (3) row
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Layout Guides | x| |

Margin Guides  Grid Guides I Baseline Guides I

—Column Guides ——— [ Preview

Columns: I 4 j
Spacing: I 0.508cm j

¥ Reset even column widths

TRowGuides —————
Fows: I 3 :I
Spacing: I 0.508cm j

[ Add center guide between
colurnns and rows

Ik I Zancel Help

Notice how the Preview area displays the positioning of the new guides.
Click on the Baseline Guides tab of the Layout Guides dialog box.
Ensure that the Spacing and Offset fields are both 12pt:

Layout Guides |

Margin Guides I arid Guides  Baseline Guides |

Harizankal Baseline ——— [ Preview

Spacing: | iy j
Offset: I 1Zpt 2

matngle

Sample

Click OK.
From the main menu, select View > Master Page.
Scroll over the left grid until your mouse cursor turns into the Adjust cursor:
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¢ Click and drag the grid guide so it's closer to the left margin.

e From the main menu, select View > Master Page to return to your
publication.

¢ From the main menu, select View = Baseline Guides to see the baseline
guides.

¢ From the main menu, select View > Baseline Guides to hide them.

e From the main menu, select Arrange > Ruler Guides > Add Horizontal
Ruler Guide.

e From the main menu, select Arrange > Ruler Guides > Add Vertical
Ruler Guide.

¢ Drag the horizontal ruler guide to above the Invitation Title:

e Drag the vertical ruler guide so it's next to the right margin.
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¢ From the main menu, select View = Boundaries and Guides to hide the
boundaries and guides.

¢ From the main menu, select View > Boundaries and Guides again to
display the boundaries and guides.

e From the main menu, select Arrange > Ruler Guides > Clear All Ruler
Guides.

¢ From the main menu, select View > Rulers to remove them.
e Click the Save button on the Standard toolbar.
o Close the publication.

Adding Headers and Footers

e Open the Invitation.pub file from the Publisher 2003 Foundation
Samples folder.

¢ From the main menu, select View > Header and Footer.

e Click the Show Header/Footer button on the Header and Footer toolbar
to swap to the Footer:

Header and Footer
# 3 O @ Clase
s

Show Header,l'Ful:uter|

e Click in the Footer placeholder.
e Type in Bring a Plate!:

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

—

o Click the Close button on the Header and Footer toolbar.

e Close the Task Pane if it is open.

o Fromythe mainmenu, select View = Boundaries'and Guides to hide the
boundaries and'guides (if they are/visible).

e Click the down arrow on the Zoom box on the Standard toolbar.

¢ Select Whole'Page.

o Click the/Save button on the Standard toolbar.

¢ Close the“publication.

e EXitPublisher.

e Open Publisher once again, and open Invitation_Sample 1.pub from your
Publisher 2003 Foundation Samples folder to view an example of what
your publication should look like.

e EXxit Publisher without saving the changes.
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Using Text Tools

Using Text Boxes

e Open Publisher.

e Select Blank Publications from the New from a design menu, located on the
New Publication Task Pane.

e Choose Full Page from the list:

Mew Publication * X
@le)

Mew from a design

» Publications For Prink
» ‘web Sites and E-mail
B Design Seks

» Blank Publications

Weﬁage

Posteard
Business Card
Boak. Fold

e In the Publication Gallery, click on Full Page:

Full Pag b
™A

o Clickathe Text Box button on the Objects toolbar:

H

OR from the main menu, select Insert > Text Box.

¢ Click and drag the text box to the desired size:
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e Click inside the text box to enter text:

Ci Texk Box 53'

¢ Enter the following text inside the Text Box:

atting toolbar.
Formatti

This is how you enter text into a Texi Box.

e Close the publication without saving the changes.
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Using Find and Replace

M Finding Text

e Open the Business Card 2.pub file from the Publisher Foundation 2003
Samples folder.

e Click in the business card.

¢ From the main menu, select Edit > Find.

e This will display the Find and Replace Task Pane:

Find and Replace r X

Find or Replace

i Find
i+ Replace

Search for
Find what

| M

[] Match whale ward only
[] Makch case

Search:

Find options

See also

4, Research
@ Help with Find and Replace

OR select Find and Replace from the Other Task Pane drop-down list

ess th
Grad
e Clic e
or

Find what:
|Grau:|e| | - |

¢ From the main menu, select Edit > Replace
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OR press the Ctrl + H key combination.

e Type Subject in the Replace with box:

Search for
Find what:
|Grade | - |
Replace with:
|Su|:-jeu:t | - |

e Click the Replace button to replace the single highlighted occurrence.
e In the displayed dialog box, click OK.

e Click the Save button on the Standard toolbar.

o Close the publication.

Checking Spelling

e Open Final Invitation. Pub from your Publisher 2003 Intermediate
Samples folder.

e Adjust the zoom to 100%b6.

¢ Click in the main body copy text box.

e Check the spelling of the word officially. Change it so that the spelling is
now officialy.

e Click the Spelling v button on the Standard toolbar.

o When the Check Spelling dialog box appears, click the Change button to
correct the spelling of officially:

Check Spelling: Englizh [U_K_]

Mot in dickionary:

Iu:uFFiu:iaIw;.f Ignore | Ignore All |

nige bo!
= stions:

.l

e Click Yes to check the remainder of the publication:
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Microzoft Office Publizher

\lj) Publisher has finished checking this stary, Do you want to check the rest of yvour publication?

Yes Mo

e Click OK:

Microzoft Office Publizher

The speling check is complete.

e From the main menu, select Tools = Spelling = Spelling Options. This
opens the Spelling Options dialog box:

Spelling Options |

v Check speling as you bype

[+ Flag repeated waords

[~ Suggest From main dickionary anly
[ Ignore waords in UPPERCASE

[+ Ignore words with numbers

v Ignore Internet and file addresses

Ik I Cancel

e Check the spelling options you want to apply.

e Click OK.

e From the main menu, choose File > Save as.

e Enter My Final Invitation as a file name. Click Save.
¢ Close the publication.

APPWing Uangliage Opfions [ [ [ |

Setting the Language

e Open My Final Invitation.pub from your Publisher 2003 Intermediate
Samples folder.
e Click the mouse inside a text box.

e From the main menu, select Tools > Language > Set Language. This
opens the Language dialog box:
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Language |

Mark selected kext as;

ish (LK,

English (L1.5.)

English (Zimbabewe) =
Estanian

Faeroese

Farsi

Filiping |

e Select English (U.K.) from the list.
¢ Click OK.
¢ From the main menu, choose File = Save.

M Using the Thesaurus
¢ Select the word officially in the main body copy text box.
e From the main menu, select Tools = Language = Thesaurus.

e From the Research Task Pane, click on the down arrow to the right of the
synonym, formally.

e Click Insert:

EResearch *
Search Far;
||:|Ffi|:ially

| Thesaurus; English (LK) |v|

(@ Back | -

| Thesaurus: English =
(LLE.)

with authorization

inFarmally (Ankaryn)

e Close the Task Pane.
¢ From the main menu, choose File = Save.
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Using Hyphenation

o Click inside a text box.

¢ From the main menu, select Tools > Language > Hyphenation.
o Uncheck the Automatically hyphenate this story box:

Hyphenation |

[T asutomatically hyphenate this stary

Hyphenation zone: IIZI.25| j
Manual... || (0] 4 I Zancel |

e Click OK.

¢ Click the down arrow on the Zoom box on the Standard toolbar.
e Select Whole Page.

e From the main menu, choose File = Save.

o Close the publication.

Using Undo and Redo

e Start Publisher, and open Business Card 2.pub from your Publisher 2003
Intermediate Samples folder.

o Delete the words Teacher, All, and Employee from the business card.

i)

e Click the Undo button once on the Standard toolbar " to undo the

deletion of Employee
OR from the main menu, select Edit = Undo

OR press the Ctrl + Z key combination.

¢ Click the down arrow on the Undo button on the Standard toolbar.

e Select the last two actions, as illustrated to undo the\,deletion of All and
Teacher:

Unda 2 actions

-

e Click the Redo button on the Standard toolbar ** to delete Teacher

again

OR from the main menu, select Edit = Redo
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OR press the Ctrl + Y key combination.

e Click the down arrow on the Redo button on the Standard toolbar.
e Click the last two actions, as illustrated to delete All and Employee again:

Redo 2 ackions

e Close the publication without saving the changes.

Copying, Cutting, and Pasting

Copying and Pasting Text or an Object

e Open Business Card 2.pub from your Publisher 2003 Intermediate
Samples folder.

¢ Click on the picture on the business card to select it:

e Click the Copy button on the Standard toolbar =
OR from the main menu, select Edit = Copy

OR press the Ctrl + C key combination.

e Click the Paste button on the Standard toolbar Fe
OR from the main menu, select Edit > Paste
OR press the Ctrl + V Key combination.

¢ nClese the publication without saving the changes.

Cutting and Pasting Text or an Object

e Start Publisher, and open Business Card 2.pub from your Publisher 2003
Intermediate Samples folder.

e Click on the picture on the business card to select it:
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e Click the Cut button on the Standard toolbar &
OR from the main menu, select Edit > Cut

OR press the Ctrl + X key combination.

e Click the Paste button on the Standard toolbar Fe)
OR from the main menu, select Edit > Paste
OR press the Ctrl + V key combination.

e Close the publication without saving the changes.

Understanding the Clipboard Task Pane

e Open My Final Invitation.pub from your Publisher 2003 Intermediate
Samples folder.

e From the main menu, select Edit > Office Clipboard.

e If there is anything on the Office Clipboard, click the Clear All button at the
top of the Task Pane:

2 of 24 - Clipboard * o

|ﬂF‘aste Al | |[’iclear[:§U

o Click the Copy = button on the Standard toolbar.
¢ Notice the party hat picture has appeared on the Office Clipboard.
e Click on page 2 in the Page Navigation area.
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e Click the party hat on the Office Clipboard to paste it:

(2l :

e Click and drag the inserted picture to the bottom-left corner of the postcard
(make sure the picture stays within the blue margin guides).

Note: If the margin guides are not visible, select View > Boundaries and
Guides to display them.

e Close the Clipboard Task Pane.

e From the main menu, select View = Boundaries and Guides to remove the
guides.

¢ From the main menu, choose File > Save.

o Close the publication.

e EXit Publisher.

SAMPLE
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Sending and Printing the Publication

Sending the Publication

Sending the Publication to a Mail Recipient

e Start Publisher, and open My Final Invitation.pub from your Publisher
2003 Intermediate Samples folder.

e From the main menu, select File > Send E-Mail > Send This Page as a
Message:

TE:-] Invitation_Sample 2_pub - Microzoft Publizher - Print Publication

; Fil= Edit ‘“iew Insert Formatk  Tools  Table  Arrange Window  Help
NEEOR YR s RBY -0 9/ Q@0 R
A | Al | EE@ e ¥ # | F=FE% S d!i-saf;,:g:i‘q,lﬁ
P i=d5end | Accounts~ | ) - | G2 B[4 ¥ OB | ¥ [ ] options... ~

(i To... |

L
=
=
[
[m]
[n -
L | 8 N )

"-ﬁrou are formally invited to the Sally Smith: (1)1 242.227159%
I housewar ming party of the century!

With all of my closest friznds, this party
ill transform my

E-mail: sallywmith i@ mail com

usE into my ne

¢ From the main menu, select File > Close.
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Sending the Publication as an Attachment

Open My Final Invitation.pub from your Publisher 2003 Intermediate

Samples folder.
From the main menu, select File > Send E-Mail > Send Publication as

Attachment:

EE® Untitled - Message (HTML] M=l E3

: File Edit ‘“iew Insert Format  Tools  Actions  Help
|T|mesNaanman ||[1tl || AR I U |== E o= !
JSendl#\ccounts*l[ﬂal&ﬁﬂl@[ﬂllﬂ&ﬂ.@? J].l‘rlﬁhjclgtlons A’l@!

i
bR
I1]
yET
“mr
I

| This message has not been sent,

Tou., | ||
|

sbject: |
Attach... ||@}mgFinalxnvitati-:.n.gubumKB) Attachment Options. .. |

e Close the email message without saving the changes.

Public
nu, s

ninyo Int
File

se
Previe
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a Page Title - Microsoft Internet Explorer provided by Compaqg

J File Edit ‘“iew Faworites Tools  Help | .1.‘
J Ly Bachis £ v [ x] |2] :| - Search - Favorites 4 | Clenaof = Pge =
Jﬁ-ddrESS@et Files\Content, M30 PubiWebPagePreview | pub2945, Dhindesx. htm j 5o J '@ -

You are formally invited 1o the Sally Smith: 11242 227199
housewarming party of the cenfuryl

W'ith all of my clozest friends, this party
will ranstarm my new houze inta my new

E-mail: sal lysmith (B email.com
home.

Date: 25,/05/02
T Please RSWT by Bay 1st.

You all know where the new house i

Enng a Flate!

1]
|§1 Diore I_ I_ I_ l_ l_ |a Inkerrek 4

Close the browser window.
Close the publication.

Using®PrintPréviewlW AN B B B N

Previewing/the Publication

Open My Final Invitation.pub fromyour'Publisher 2003 Intermediate
Samples folder.

Prior to printing, you can see how each page in your publication will look by
using Print Preview.
From the main menu, select File = Print Preview:
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| I5 My Final Invitation.pub [Preview) - Microsoft Publisher
T RE= 1 | 36% = | FZ | Change Copies Per Sheet... |F:ﬂwg inosite

.'-d:_ j - &

¢ Click the Page Down button % on the Print Preview toolbar.
¢ Click the Page Up button - on the Print Preview toolbar.

o Click the Multiple Pages button on the Print Preview toolbar.
e Select the 1x2 option:

3% .

toolbar.

Preview Ibar.
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Small Publication Print Options

% Print one copy per sheek

" Print mulkiple copies per sheet

—Spacing

Mumber across: 2 Murmber dawn: 2

Side [atain: Iﬂ—ﬂ
T [Margins Iﬂ—ﬂ
Haorizontal Gap: ID—ﬂ
Yerkical Gapt Iﬂ—ﬂ

Page size: 5.5in x 4.25in

Paper size: 8.5in x 11in

Restore defaulks K, I Cancel

e Click Cancel.
e Click the down arrow on the Zoom box on the Print Preview toolbar:

|,x_” Prinkirg Cpk

1000%:

S00%
B00%
400°%
Z00%
150%:

3% k

S6%:
S0%:
3%
25%:
10%:
Whole Page
Page Width

s Select 100%o.
o Click the Close button on the Print Preview toolbar.
o Close\the publication without saving the changes.

Printing the Publication = — S

Using the Print Dialog Box

e Open My Final Invitation.pub from your Publisher 2003 Intermediate
Samples folder.

¢ From the main menu, select File = Print
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OR press the Ctrl + P key combination.
e This opens the Print dialog box:

Print |

— Prinker

Mame: b_anon Bubble-Tet B1C-4300 Properties, .. |

Skakus: Ready

Type: Zanon Bubble-Jet BIC-4300

Where: LPT1:

Comnrment: ™ Prink ko file

—Prink range Copies

Lo Mumber of copies: I 1 E:

£ Pages from: |1 bop |1

" Current page Iﬂl Iﬂl

¥ Prink Page Backgrounds

Advanced Print Setkings. .. Ik I Cancel

o Click the down arrow next to the printer Name box on the Print dialog box.
e Select the printer you will be printing to from the drop-down menu.

e Click the Properties button on the Print dialog box.

o Make the print property changes you want.

e In the Print Range area, type the following page numbers:

Print range

oal
* Pages From: |1 ko |1

™ Current page

o Clickithe up arrow next to the Number of copies box until 3 is displayed:

¢ Click the OK button on the Print dialog box

OR close the Print dialog box by clicking on Cancel and then click the Print
= button on the Standard toolbar.

e Click the Save button on the Standard toolbar.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 68 - Publisher 2003 - Foundation Level Workbook

¢ From the main menu, select File > Close.

o Click the Open button on the Standard toolbar.

e Locate your Publisher 2003 Foundation Samples folder.

e Select Invitation_Sample2.pub.

e Click Open. This is how your publication should look.

¢ From the main menu, select File > Close, and exit Publisher 2003.

SAMPLE
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