MS Office 2016: Publisher for Beginners

Why use Publisher?
o Useful tool for laying out content for publication wither using the
templates or working from scratch;
o Enables users to create simple greeting cards, labels, business cards, as
well as the more complex publications such as yearbooks, catalogs,
newspapers and newsletters.

Important Info:
When you open the program, you will see this:

Publisher Search for online templates el

Suggested searches: Personal ~ Design Sets  Labels Event Paper Business Cards Switch account

Recent BUILT-IN

This Week

Last Week 1\
E How Do | Build A Website.pub

E Email Username & Password Form.pub (._.

Older

Blank 8.5 x 11" Blank 11x 8.5" More Blank Page Sizes
E Publication1.pub

E Lost Flash Drive Form3.pub

E Lost Flash Drive Form3.pub

[@¥ Open Other Publications

Busines...

We don't have any featured templates right now.

You can use the search box to find a specific template.

On the left side, you get easy access to previously opened (or saved) files.
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You can search for pre-made templates by usi.ng the search box:
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£} Home | birthday card 0

Save
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Print

Share

Export

Birthday invitations o)

Account

Options
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Hoppy B Happy
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Birthday party invitations
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Event banner

Please click on the "Blank document”:

Publisher Search for online templates b

Suggested searches:  Personal  DesignSets  Labels Event Paper Business Cards Switch account

Recent BUILT-IN
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E How Do | Build A Website.pub
E Email Username & Password Form.pub r/ e D

Older

Blank 8.5 x 11" Blank 11x8.5" More Blank Page Sizes
E Publication1.pub

E Lost Flash Drive Form3.pub

E Lost Flash Drive Form3.pub

(@@ Open Other Publications

Busines...

We don't have any featured templates right now.

You can use the search box to find a specific template.
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This is a blank template:

i T On the left side you can see
[t , . == (1| By | g EBID| B 2t Soen (2w the blank page.
.

‘ 5 Your document can have
E more than one page.
- If you right click in the area
below the Page 1 you can
E insert another page. This is a
E different feature than what
E we see in other MS Office
£ programs. In MS Office Word
= for example, to get to the
[ next page you would simply
E type in more content or
: press “enter” on your
R wu- . .. Keyboard.
This is behind the “File” tab menu:
~ The menu includes:
Info
[ | fe et e  ‘Info”-rmation related to
=11 ST your document;
e the option to create a
) Duncrese e “New" file;
o | SR R B « the option to “Open” the
5| Embedded Font nformation created file;
B e . “Save" the current fle or

“Save As” the new file;

e “Print"”;

e “Share” via email (but only
if you have set up an email
software on your computer
such as “Outlook™ or “Mozilla
Thunderbird”);

e ‘“Export” (as a .pdf file or .html, as well as preserving the file for use with professional
printers);

e access to the MS Office “Account”
e as well as the general program “Options”. A/[ S KO K | E
e If you click on “Close” within the "“File” menu it closes the file and not the progrom.L | C

ruD
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These are the things behind each following tabs:

File Home Insert Page Design Mailings Review View

s Cut n as [l A — : ) L %1 Bring Forward - 2] Group L Find ~
D Cu A A el - q ef‘ D@ D ‘r\\\/) ring Forward rouf in

1 Send Backward ‘;': Ungroup

& Copy 3 30 Replace
Paste B I U x. X° Aa AV A - = =, =4 Styles Draw Pictures Table Shapes Wrap
- ¥ Format Painter =E e < = ~ = Text Box v 2 Text | Align~ A Rotate L\g Select ~
Clipboard F] Font Paragraph Styles Objects Arrange Editing
D < e e e e e L e el e e Sl
File Home Insert Page Design Mailings Review View

DB B bkd (g ERE w = H A8 QB) @ 8 DD [

Page Catalog Table Pictures Online Shapes Picture Page Calendars Borders & Advertisements ~ Draw Business WordArt Insert Symbol Date & Object Hyperlink Bookmark ~Header Footer Page

i Pages ; Pictures ~  Placeholder Parts~ v Accents ~ " Text Box Information ~ > File Time Number
Pages Tables Illustrations Building Blocks [ Text Links Header & Footer
s
Paaes < .|.hx.|.|.|.|,|.q.lz..‘|.;.I...1.|.|Z...|.|.I.|.|..,|1,|.|.|;I.|.|;|.|9x.|\|.1.|;|.‘.|f|.|.x.l...|.|.|?..|.|.I,|.|..,|?|.x.|.l.>.|4|.|‘.‘c.|‘|.1.|‘|.|.|?|.|.|.I...|.|.If’.,l.l.l,l.!...|?|.».|‘I.».|‘|.|7|.|‘|.|.|,|.|.|?..|.|.I..,|.|.I.‘P,l...l,..c...|,1|1.1.|.I.1.|...flz.
File Home Insert Page Design Mailings Review View

CD 2 @ @ [E Align To [3 Delete WY Apex HEE  Aspect [ Black & ... : Civic - & @ D

= N alie : = o V| Guides + Move Il Concourse I  Equity Bl Flow Foundry = . o~
Options tat . ¥ 3 - t: ply st
Tema:Igtee ption afvgms nenva ion |Vze mv es 7 Objects {“j Rename. || I Med}an - Mgtro "= Modiile G = o:\s i ac| gvroun pa;e::
Template Page Setup [ Layout Pages Schemes Page Background
[ < .|.hu,l.|.l.|.|.|.P.m.|.I.|.|,|.|Z.|.|.|.I.|.|,|.|l.|.|,|.l,|.|,».M.l,n.l.x.l.l.|f..|.x.|.|.|.|.|?«.|.|.I.|,|.|,|?|.|.|.I.|,|.|.|‘f|.|.|,|.|,t.|.|?|,|.|.!.|.|.|.|§|.z.|.l.|.|.|.I.7|.|.|.I.|.|,|.|§|.|,|.I,|.|.x.|?|.|,|.I.:.|...|%9.|.«.I.|.|.|.|}»‘.|.|.I.|.|.|.
File Home Insert Page Design Mailings Review View
[& [EiN ]| = ””‘
> - @ . S o = { O Find Recipient )
Mail  E-mail Select Edit Insert Merge Address Greeting Picture Insert Personalized Format | Pres o Finish & Follow-
Merge ~ Merge ~ Recipients ~ Recipient List Field Block  Line Hyperlink Results L Exclude This Recipient | perge~  up
Start Write & Insert Fields Preview Results Finish
4 3 2 1 0 1 2 3 4 5 6 7
.|.|.|.I.|.[.|.I.|.|.|.l.|.|.|.|.|.l.|.I.|.|.|.I.|.|,|.l.|.|.|.|.|.I.l,l.1.|,|.l.|y|.|.I,|.|.|,I.|.|.|.I.D.|.|.l<|.|.|.I.|.l.|.|.l,|.|.I.|.|.|.I.|.|.|.I.|.|.|.l.|.|,|.1.|.|.|.I.|.|.|.I.|.|.|.I
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Proofing Language
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.|.|.1.I.|.|.|.1.|.|.|.l.||].|.l.|.|.|.l.|.|.|.|.|.|.|.I.|.|.|.I.|.|.|.I||.|.|.I.|.|.1.I.|.[.|.|.|.|.|.I.n|.|.|.|.i.|.|.|.|.|.l.|.|.|.I.|.|.|.I.|.|.||I.|.|.|.l||.1.|.I.|.|.|.I.|.|.|.I.
Panes -
File Home Insert Page Design Mailings Review View
D Ej l .l _| Boundaries V! Rulers || Graphics Manager [5) Q 168% - E % EE
% | Guides [v] Page Navigation | | Baselines e &) Page Width :
Normal Master Single Two-Page ) . 100% Whole : Arrange Cascade Switch
Page Page Spread | Fields V| Scratch Area Page X Selected Objects All Windows ~

Views Layout Show Zoom Window

.|.hl-I-|-|.|.I.1.Iz.l.l.|.|.|.I.|.P.l-I]l.[.l.l.|.|];|.l,|.|.|.l.|.|?|.I.|.|.|.I.|.I}l.l.|.|ml.|.|.Z|.I.|-|.|.I.|.|?l.l.|.|.|.l.|.I‘.‘l.l.l.lml.l.|.5|.I.|.|.|.I.|.|§|.|.|.|.|.I.|.|:.,|.I.|.|.|.I.|.|

Paaes I -

You will learn what these things do as you go along.
Please see the links below for useful tutorials. Have fun learning!

Useful Links:

MS Office Website http://tinyurl.com/msofficepublisher
https://www.gcflearnfree.org/publisher2010/

Lynda.com (login via Skokie library website) search for: “Publisher 2016 Essential Training”
Gale Courses (login via Skokie library website) search for: “Introduction to Microsoft Publisher
2013"
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