Quick Tips for MS Publisher

’I | Blank Publications |

Full Page

When the program opens
select ‘Blank Publications’
and ‘Full Page’

Change the
shape of a
frame using
the corner or
side ‘handles’

RESIZE

If you want to change from

‘Portrait’ to ‘Landscape’ layout

go to ‘File’ > ‘Page Setup’.
Click on the layout you want.

Choose an Crientation
. {* Partraik
%Landscape

\

Page 1

Use this tool to make
text frames.

JA.*

Use this tool to make
picture /graphics
frames.

Opening the program. /
Making frames.
Resizing and maving frames

Move the frame using the ‘lorry’ which
appears when you place your arrow
pointer on the edge of the frame (not on
a corner ‘handle’)

157

Formatting Text

Enter text into a text frame.

Use the F9 key at the top of the
keyboard to ‘Zoom’ into , or ‘out of’
the page

use.

If you want to change the size, typeface, colour of your text you must re-
member to highlight it first, by dragging you mouse over the text while
holding down the left mouse button, then click on the tool you wish to
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Click on down arrow to || Click on Bold, /talic Left\, Centre Quick way] || Fill Frame
see a list of typefaces. || down arrow || Underline. || or Right toincrease | frame | | |border
to see size. justification d_ecrease. colour line
Size. style

For headings and titles - To change the size of the

text to automatically fit a text frame, use Bullet | |Indent I(?I)gur fl_\;:::;e
Format > Autofit Text > Best Fit. points | |text

Formatting Frames

To change the back- o a5
ground of a frame. e To make a

Click on the Fill » Crdems G Graens fancy frame. s

frame tool. {9.| WEPNUERAWER | Ciickon the

Click ‘Fill Effects’. . Border - —

Click on ‘Gradient’ if you o [ s] oz [E53] style tool. ! mmm

want a blended back- r Click on

ground. ‘More Styles’

Select the colours you Click on

want . ‘Border Styles’. | oo | |

Click on Apply and the OK Choose astyle | | 705 [r 8 00 === Coimon

Click Apply and 5
o | e | ww ||| OK % | o | e |

in your ‘My Work’ folder.

To SAVE for the first time. Go to ‘File’ > ‘Save as’
Enter a name for your file and click on Save to save it

time.

Use the keyboard shortcut to save after the first

Hold down CTRL and tap S




Quick Tips for MS Publisher

Insert Graphics from Clipart
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Click on the Clipart
tool to make a
frame for clipart.

)

Type in a keyword
and press Enter

o

Click on the clipart
you want and se-
lect insert clip

y

Move or resize the
clipart by moving/
resizing its frame

Insert a picture from a website

Make a picture Minimise your Go to the Put your pointer in the Click on your Pub-
frame. Click on Publisher website you picture and lisher page (on the
it to highlight it. page want and Right Click > Copy task bar) and ‘waken
find the pic- it up’. Check that the
ture. picture frame is high-
lighted, then do
Right Click > Paste
Insert a picture from a ‘Pixbank’ file.
Make a picture Minimise your Go to the Put your pointer in the Click on your Pub-
frame. Click on Publisher Topic Bank picture and lisher page (on the
it to highlight it. page and find the Right Click > Copy task bar) and ‘waken
picture in the OR it up’. Check that the
pixbank you Do Edit > Copy picture frame is high-
want to use. lighted, then do
Right Click > Paste

Insert a picture from a previously saved file.
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Make a picture

Go to Insert > Picture > From File

frame. Click on
it to highlight it.
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Clip Art...

From Scanner ar Camer!!P
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Insert a custom shape - callouts, stars, box arrows
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OR
Do Edit > Copy

| 5 My Work
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Find your picture and click on

Insert

] | Click on the [> SN [> Click on the
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CURAr GG Click and drag the mouse to to add text.
OO @5 O make the shape. Use corner
O[5 L [ 2 handles to change size.
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Insert a digital camera photo from a previously saved file (on floppy disc.)

Make a picture

Go to Insert > Picture > From File

frame. Click on
it to highlight it.
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Navigate to your Floppy disc drive, find your picture and click on Insert.
OR Type in A:\




