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Microsoft Publisher — Publishing Software

Module Overview

This is a module that will allow students to become familiar with one of the
many programs that is used to create printed as well as electronic based
publications, which are used by businesses to do a variety of tasks include
advertising, basic communication, and also to inform potential customers for
any number of businesses or service industries.

This module will enable students to:
1. Use the PUBLISHER software environment/tools to create effective
printed materials.

2. Learn how to edit pre-established templates to suit a given scenario
or request.

3. Combine other skills from BBT to reach their goals.

How to Launch Publisher 2010

To launch Publisher 2010, click this icon on your desktop ::> B 7
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Publisher 2010 Starting Screen
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Upon starting up Publisher we are given the option of creating a new Publisher document. Since
it is no fun reinventing the wheel we are given the choice of selecting from many different
“Templates”. This is great because it means that a lot of the hard formatting and layout decisions
have already been made for us!

In this module you will create or “publish” many different styles of documents including flyers,
brochures, banners among many others. Don't let the range of choices overwhelm you because
your first step is always the same. You need to select the right template. So, if you are creating
a new banner, then select the banner template. If you want to create a new flyer, then select the
flyer template. Easy, right?

PUBLISHER — INTERFACE BASICS

Regardless of what type of publication you are working on the basic interface is compose of {abs,
ribbons, & groups.

[ Tabs

Home Insert Page Design Mailings Review View ]

D T N m 0 B *)

Page (Catalog Table Picture Clip Shapes  Picture Page Calendars Borders & Advertisements
= Pages = Art = Placeholder | Parts = = Accents = =
Pages Tables Tllustrations Building Blocks P
Groups
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ACTIVITY INSTRUCTIONS

The following activities will be based on an imaginary
business, group, or activity that you own or participate in.

**You must complete All activities in the left list and any of the
remaining activities for a total of at least 12 ACTIVITIES!

Module Activities

Business Card Resume
Banner Invitation
Advertisement Newsletter
Award certificate Order Form
Flyer Gift Certificate
Brochure Sign
Letterhead Menu

Program Greeting Card

You will need to make up the following information that you will use
throughout your projects:

Name (Name of Business, Group or Activity)
Street address

City, Province

Country

postal code

e-mail address
phone number

*Logo / Image ( could create from scratch or use something from the
internet with permission/referenced).

In some of the activities you will also need to either pull information from
the internet, or create it from scratch. You will likely need to find such
things as product photos (t-shirt, car, coffee mug, etc.), as well as other
clipart / photos that will enhance your project.

Consider choosing a business that is similar in type to the one that you
might like to run in the future.

All the activities should be consistently formatted for the
single purpose of promoting that business, group, or activity.
Take some time to consider what the business or activity is,
what does it do (sell, service, promote), then come up with a
plan to promote using colour schemes, images, symbols etc.
(You are experts in advertising so be creative)
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Module Marking Rubric
Each activity will be evaluated on the following criteria:

1.5-2 .5-1 0-5
Excellent Acceptable Unacceptable
Modified from template, Modified from ;r::tclriﬂgzjoilrﬂfodé
easily seen, good use of template, easily res
Text sparse, difficult to
contrast and space. read, good read. message is
Message is direct message ’ 9
vague
Modified from Template, |  Modified from tgr:“]‘a’f';f'ggt:?:;t
good use of template and uses use Eom ’ limenta
Colour complimentary colours complimentary colours makesry
that appeals to the eye colours. (colour messade <,:|ifficult to
and aids with message. schemes) grea d
Modified from Template, |  Modified from t;’;"‘lgf;f'gg(:?r:‘;t
good use of template and uses use 2om|,alimentary
Background complimentary colours complimentary colours, makes

that appeals to the eye
and aids with message.

colours. (colour
schemes)

message difficult to
read

Clipart/images

Adds to the message, is
complimentary with
colour scheme, and look
of the publication.

Good size and
colour, connection
with message
could be better

(not clear)

Image is too large or
too small, does not
aid or compliment
the message.

Logo/Message

Logo is directly related
to the product or
service, is clearly related
to colours and images
used.

Logo ‘feels’ like it was
always part of the
message.

Logo is related to

product or service

and the rest of the
publication

Logo is unrelated or
vague. Little or no
connection to
colours, images and
message.

Final Project: all publications look and feel like they work together by
sharing the same message: promote the same product or service through
consistent messaging: See above rubric — all publications should have the
same (similar or related) colour scheme, logos, images, backgrounds etc.
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*IMPORTANT *

Several of the ways that you edit pictures, shapes, text boxes,

etc., are very similar in Publisher as they are to Word.

Most of the editing for any one item such as pictures/clipart,
can be done by right-clicking on the chosen item, and then
selecting the “Format ” from the pop-up menu that

you see.

Activity 1 - Business Card

Follow the instructions bellow to get started in creating your business card with Publisher.

1. Choose “Template” > business cards ”

g Microsoft Publisher = R

Available Templates

Installed Templates Search for templates P

(default template colors)

(default template fonts)

Business information:

Create new...

Options
Page size:

[ |
Landsca

pe

[#include logo

Your screen should now look something like the above image.

"

Select a design from the business card templates that exist and then “click Create.

4. After you have chosen a design that you like, you have to modify all of the relevant
information such as name, address, phone number, to suit your imaginary business that you
set up before beginning these activities.

You may also want to change the default colour scheme, which can be done on the right
hand side of the window.
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It is much easier to enter it now and modify/adjust it later.

5. The basic layout of the card, depending on the style that you have chosen, should look
something like this.

Phone: 555-555-5555

Fax: 555-555-5555

E-mail: someone®example.com
1000 Cliff St.

Fraakyton, lewBeanie

Canuck

EEE123

o [ |

| I—
anallannnonflanaon

distl8 ANIZATION!

teacher s

6. Replace the logo/picture by right-clicking on it, and then choose “change picture > from
file” from the pop-up menu.

You may have to left click the image and then go to the Insert menu and import
picture from file.

In the window that pops up, go to the shared drive ‘SD18.nbed.nb.ca\SD18\2640-Leo
Hayes High 2640_stu’ (R:) and select the "LHHS images” folder and select the file “logo”
from the list. If you want to use another logo for this assignment, go and find one on
the internet and save it to your folder on the “U:/ “* network drive.

7. You now need to edit at least three other items on the business card to make it your personal
design. Things you may want to consider editing are shapes, fonts, or maybe even adding
items such as word art or lines/shapes.

You also need to create a card for each partner (different cards).

8. If you have created drawings or graphics using other programs you may incorporate them
here as part of your logo or background.

9. When you are finished, your final product might look something like this.

Phone: 555-555-5555
Fax: 555-555-5555
E-mail: someone®example.com

1000 CIiff St. i

Canvcht

distl8

teacher

10. From the task pane on the left of the screen, select “ multiple “ from the “Copies
per page” area, and then save your work to your network folder.
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( see circled item in the following image) NOTICE; This selection is found in
the print menu options, please do not print your project at this time.
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When you have finished this, Save your Business card as My Bus Card, and save
your Partner’s as Part Card. or ask to have the instructor come over and mark it / they
are on while on the screen.

Activity 2 - Banner
Follow the instructions below to get started in creating your banner with Publisher.

1. Choose “Template > banners ” if the new publication window is still open. (If not,
click on File and New for the New Publication window to appear. Click on

Template)

—
Whcrozoft Publisher S g
- BEETET 9
Available Templates
oo Installed and Orline Tempites £
2} Home
Mast Popular
Recent
Brachures | Gusiness Cards  Calendars  fGresting Cards  Labels Mewsletters  Posteards
Help
Mare Templates
23 options
3 it
W
. i wi
3 )
3| @
Adve Award Banners  BusinessForms  Catalogs E-mail Envelopes Fyers  Gift Certficates  Import Word  Invitation Cards
Certificates Documents
] 4 = = |
) a 3 .oJ
e A Paper Folding  Program: Quick Resum: g With M
Proj Jblicat mphments  Cat
Cards =
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2. Have a look through the different types of banner templates which are available, and
select one that you would like to edit. Your window might look something like the
following image.

B publication3 - Microsoft Publisher - Print Publication

Edt ¥ew Insert Formet Took Table Amengs  Window Help

5]
&
4
N
Y
o
o
©
=

11 in {portrait)
[ 55t (Grdscapey ]

o Apartment for Rent

Custom Width

1 L3 -0667,9,100 in,

3. For this activity you will have to replace / add a copy of “leo lion logo “, which is
available from the shared drive “(R:) or use the same logo/image that you used in
the business card exercise.

If you have chosen to start with this activity, go and read “step6” from the
business card activity.

You will also need to edit any of the type that appears, as well as any other items, such
as the border that appears in the sample banner.

To edit the border:

You select it, then right-click it then choose “format autoshape” and then look for the
“border art” option in the line style menu. This allows you to change to a different type
of border.

Note: Itis possible to create your own border, which you can use on everything.
Perhaps you would like to spend some time creating your own unique border for
your organization.

LU LIS | SIZE || LAYOUE | FICTURE (| 1E o wen

BorderArt

Available Borders Preview

bl rv\ A | TwistedLines 2
ribal. .. . ‘ —
Tribal...3 rACA
bal...4 !"“'""
.
o ok
Tribal...5 E?: |
IS
Twisted Lines F T
[Twisted Lines 2 | — I

(O Don't stretch pictures
(%) Stretch pickures bo fit

) e )

[ Delate ] [ Renams ] [ Create Custam l

[ always apply st default size

L OK J [ Cancel
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Remember to select the item that you want to edit, then “right click” on it and
choose the “format” option  from the pop-up menu.

1. When you are finished, your banner might look something like the following sample.
A Height ’

B 0 11in {portrait)

[ 8.5n (landscape
|

Graphic
et
[ pight

] e

2. When you are finished, save your work to your network folder. Save as “Banner”,

and then have your teacher come over and mark it. DO NOT TRY TO PRINT
YOUR BANNER OUT.!!

Activity 3 - Advertisement

Follow the instructions bellow to get started in creating your advertisement with

Publisher. Refer to the beginning of activity 2 if your publication window is not
open

1. Choose “Template > advertisements ”

Thcosah Publahe =T

nnnnn

.....

Brogas
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2. Have a look through the different types of advertisement templates that are
available, and select one that you would like to edit. Your ~ window might
look something like the following image.

Remember that which ever advertisement you choose, it must advertise
your business, group, or activity. It must also compliment all your other
creations in this module in terms of message content, colour, and images.

ERN A R S AR -l ELNETCNCATC e |
[ 1 B2 e

Use this space to tell
your readers about your
business, product,
seniice, orevent. This
text should tell the
readerwhatyour offer
can do for them.

List your hours
‘pescribe your ~ OF the time and

location by landmark date of your
or area of town. event

LHHS

Tel: 555 555 5555

Organization

3. Now ydu have to edit all of the items to suit the ad you want to create, this
includes items such as text , image, shapes, and make sure to think of the
theme of the business that you chose before you started.

4. You must also change the content in the text boxes, so that they contain
relevant information about what your company is trying to advertise.

Once you are done, your advertisement should look something like the
following sample, but with the default text changed to suit the advertisement.

s This space o el o0
earlers about your BUsiness,
prociiet, service, or event,
This text shauld tel | the reacer
what your affer can da for
them,

List your hours
orthe time and

' Describe your
location by lndmark | date of your
orarea of fown.

Tel: 555 555 5555

5. When you are satisfied with the changes that you have made, save your work
to your network folder “U:/ “. Save as “Advertisement”. You may also want
to call your instructor over and have him/her check your work.
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Activity 4 - Certificate

Follow the instructions bellow to get started in creating your award certificate with
Publisher.

Important

The following activity will show you how to edit and / or change a
background image in Publisher. This is very useful for several different
templates that are found in Publisher.

1. Choose “Template > award certificates ” from the task  pane.

Wicresaft Publizher

@

nctalled and Onde Tempates &

&} Home

Most Popuar

2. Have a look through the different types of certificate templates that are
available, and select one that you would like to edit. Once you have made
your decision, your screen should look something like this.

o P B Bt Bt B s Bt Bl P o B B oo B B

e e e FEEMEY Y
T

Certificate of Appreciation

This certificate is avarded to

Name of Recipient

- - i
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3. If you have a background image on your certificate that isn’t quite what you
want, you can replace/change it with another by “right-clicking” on the image
and selecting “change picture” from the pop-up menu.

4. You can now select either “from file” or “clip art”. For this example | chose
the “clip art” option and decided to replace the picture with one that had more
people in it.

You could have chosen the “from file” option and inserted a picture that
pertains to your company/event that you might be giving the certificate out
for.

5. Similar to previous exercises, you can now continue editing the award
certificate to suit your needs. Remember to keep with a similar colour
scheme to your previous activities.

You will need to modify the following items for the flyer, in addition to the
background image to complete this activity:

* the fonts

* the type of “auto shapes” — change at least 1
+ change the colour of 1 or more shapes/boxes
* add your company logo.

6. Once you are done, your award certificate should look something like the
following sample, but with changes in colour and other items that suit your
company and occasion.

Certificate of Appreciation

This certificate 1is awarded to

Name of Recipient

| For an excellent sales and customer service record for |

= = = - = - ~ = =
I|||\|‘|I\|M|‘|I\||I\|M|\|I\|M|\|\|‘|I\|M|‘|I\|\I||M|\|I\|M‘|\|I|||

v

5. When you are satisfied with the changes that you have made, save your work
to your network folder “U:/ “. Save as “Certificate”. You may also want to call
your instructor over and have him/her check your work.
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Activity 5- Flyer
Follow the instructions bellow to get started in creating your flyer with Publisher.

1. Choose “Template > flyer ” from the task pane.

Wicrczaft Publizner

8§
Qo

Available Templates
Inctaled and Gnine Templstes & Search for temgite »

@ Home

Mest Popudar

- T | ) L
Calendars -

More Templates

Have a look through the different types of flyer templates that are available, and
select one that you would like to edit. Once you have made your decision, your
screen should look something like this.

BBt B BB BB B B P Bk

eeeee

B1.0.0 » < B & 6 E =]

7. Similar to previous exercises, you can now begin by editing the flyer to suit
your needs. Remember to keep with a similar colour scheme to your
previous activities.

Remember that you can create things like “autoshapes” by using the tools
in the “drawing” toolbox, or try to edit the items by first selecting them and
then right-clicking on them to change their format.

You will need to modify the following items for the flyer to complete this activity:

« the title font
» the type of “auto shapes” — create at least 2 new ones
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» the colour of 1 or more background shapes/boxes
* add your company logo.

8. Once you have finished modifying the items from the previous steps, your
flyer may look something like the following:

= = = = a= = = oem 4 A |G- Lo s A s

M\\M‘DlllhIlllw\‘\hMlzlll\\I\‘g\\lhlllqlh\\M‘SlllhIllswhhMljlll\\lw‘gwlhlllgl

10. When you are satisfied with the changes that you have made,
save your work to your network folder “U:/ “,You may also want to call your
instructor over and have him/her check your work.

Activity 6 - Brochure
Follow the instructions bellow to get started in creating your flyer with Publisher.

Important

The following activity introduces you to the concept of “multi-page”
document editing, so you will need to pay close attention to each step.

1. Choose "Template > brochure ” from the task pane.

g
=l L

uuuuu

More Templtes

Publcations  Complment
aaaaa
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2. Select one template that you would like to edit. Once you have made your
decision, your screen should look something like this.

Bagk Pauel Heading

Thiz i£3 gond place 1 Buie iy de sise yaur

PRICE LIST

eutsmed tacduatut i e tiras mags

sz tacduntut ac et dalee

<

5 Publicationl -/ 1.:. W& Publicationd - Mi... | O publisher scree... R hkkpef o 2] ? ’(IL e 1045 AM

IMPORTANT

In the bottom left hand corner of the screen that shows up, you should
see a group of two or more little page icons stuck together. These little
icons are what you will use to navigate between the outside and the inside
of your brochure design. It also applies to other multiple page documents
you will work with.

Just click with your cursor on the 2" page, and your screen will show you the
inside of your brochure, and you can click back on 1% page and get back to the
outside of your brochure.

Main Tnside Headiing
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3.

In a similar manner to previous exercises, you can now begin by editing the
brochure to suit your needs. Remember to keep with a similar colour scheme
to your previous activities.

You will need to modify the following items for the flyer to complete this
activity:

« the title font

+ at least one background image ( like the building in the
example brochure )

+ the content of the flyer ( all major text boxes )

» the colour of 1 or more background shapes/boxes

* add your company logo.

 add 4 or more pieces of clip-art that relate to your subject

* MAKE SURE TO CHANGE CONTACT/BUSINESS INFO. TO

THE SAME INFORMATION THAT YOU CREATED /

THOUGHT-UP FOR YOUR BUSINESS CARD.

Remember that when you edit the brochure for this activity, you can
use imaginary products or services or create a brochure complete with
text to advertise your business, group, or activity.

When you are finished editing your brochure, it might look something like
this, but with colours and a theme that matches the rest of your activities.

RAISING MONEY

he cha
ler “U:/
)r over

>

Activity 7 - Menu
Follow the instructions bellow to get started in creating your menu with Publisher.
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1. Choose “Template > menus > regular menus ” from the task pane. * We
will be working with regular menus for this activity, as the other menus are like

the other activities that you would have already done.

Erd Fiicrosoft Publizher e
[ - °
(5 open Ll
Mot Popula
Recent
Brochures  Busi ds  Cabends Gresting Cards bl et o
Help
Mare Tempiat
) opte
b
a =, [}
_— = § ~ .
= _ @ :
dvertisements  Award 8 forms  Cata Em wlop ay & it
erticates ocumests
S v e —
_____ L B LE 1S o
TR aper Fodi rogram Quick Resumes o viah
brojects Publications compliments
Cards

2. Select one template that you would like to edit. Once you have made your

decision, your screen should look something like this.

| s s v ====

= = orm o a A s o

{ Menu Dptions - x
- | & 5

= Menu Options

| =¥ Publication Designs

i Color Schemes

A2 Font Schemes
Size

‘ e
i i pee dhars
H Fadlities

Copies per sheet

No =00« «6|& oo TR

MordayFriday00.0000:00
Saturday 000NN
‘Surdzy 00:0-0000

Briely deseri

Fhone: S55555(555T
Fax: 555-555-4555

Eon

3. The menu

editing the brc -
SCheme tO y0u| C;;vlm\f:llvelbgtﬁgmﬁuu viuvuo.

You will need to modify the following items for the flyer to complete this activity:

* the title font
« at least one background image
* the text for the menu items

» the colour of 1 or more background shapes/boxes

* add your company logo.

MS PUBLISHER
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+ add 4 or more pieces of clip-art that relate to your subject
* change the contact information to suit your business.
» add / change a street map from the internet, or draw one .

4. After you have finished editing your menu, both the first and second page,
your menu may look something like this.

B Wour Busincss g ne heren

: b Ene b
A : : i BﬂthQﬂdS
v ozt i ! :
- S H :

"o may-ware m face bt e mindea the e &
e o a7 s hels o ot

Fhone: 555-555-5555
Fax; 555-555-5555
i

5. When you are satisfied with the changes that you have made, save  your

work to your network folder “U:/ “, and then print one copy out on regular size

paper and put it in your folder. You may also want to call your instructor over
and have him/her check your work.

The following are the two BONUS projects that you can to choose from:

1. Product Catalog
2. Website

In either case, you must edit the following list of items that pertains to the project
that you choose. You should also feel free to experiment and add one or more
things that were not required.
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Product Catalog Website

° Add or change logo o Add or change logo

o Add or change at least 5 pictures | o Create a fake website

J Add or change at least 5 address

autoshapes o Add or change at least 10

. Modify Title font pictures

. Add 2 or more pieces of word art | e Change title or add welcome
. Change contact information banner to homepage
(name,ph#,etc.) . Add 2 or more pieces of word
° Find and add a location map art

from the internet. . Change contact information

. Take and add in a digital picture
of the business owner(s).
. OTHER CHANGES - make

(name,ph#,e-mail, etc.)
) Take and add in a digital
picture of the business owner(s).

some other changes to the catalog, and | e Edit at least 3 separate pages
list on a separate sheet of paper. other than the homepage.
. Add a
references/bibliography page.
o Add at least 5 outside links to

other websites.

IMPORTANT

You will also need to edit any of the content in the text boxes to fit with the
subject matter that you choose. Make sure that you proof read your work.!
You may be asked to print some of your project for evaluation.
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