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How to design a newspaper report
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B Starting

Load Publisher or if Publisher is already loaded, select File and then Create New Publication

Select Blank Page

Select Full Page in the Select A Page Layout section
Select OK

B Setting up the page
To help you lay out your newsletter you can add guides to the page.
® Select Arrange

® Select Layout Guides

Publisher will place the Layout Guides 2[x]
. . — Margin Guides — Preview
Layout Guides dialogue o |
box on the screen: EO Concel_|
Right: |1 5cm E
® Set the Margin and the
Grid Guides so that the || =* Lo B
ri uides so a e | T
. . T T A Desion T
box looks like this: Use these
r— Girid Guid guides to divide
(If your Mar‘gin Guides are in A HHEEE #E]your paﬁel.
. - |3 ey can he
mches, choose 05) Eelumns: I E yoy_lrnosition i
[~ Create Two abjects.
Bows: IE Backgrounds “ith
® Select OK HEE E Minored Guides
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B Using Text Frame Tool to make a newspaper title

® Seglect II|

® Dragout a frame from  ciick and
top left to bottom hold herel =
right of the first row

-t and drag
to here

= (Unsaved Publication] - Microsoft Publizsher

JEiIe Edit Wew Insert | Format Tools Table Arrange Mail Merge Help

® Type the title of your newspaper

DEH| & & Afm. R BEZEIE
® 6o to the Format menu and click on [ormal < Tmes e RSy | = == (1= =

— Line Spacing...

AUTOflT TZXT> BeST FIT (NOTE- In ,E L B Indents and Lists... ||||D|||||||él.l.l.ﬂl.l.l.

. . . — 3 Tabs...
Publisher 98, it is called Copyfit Text) ; - on .
® This will ensure that your text will take = E [ alin Text verticaly  »

Up The enTir‘e fr‘ame T3 AutoFit Texk 4 Fﬁone =
E 3 i Loy Shrink Text On Overflow
5= = Line/Border Style — .
< 3 = Shadaow Chrl+D
o = Sige and Position. .. .

Highlight the text to change the style and Ol Text Frame Properties...
colour of the font as in a word processor = Color Scherme...
— | Text Style...
Pick Up Formakting
Al Formathing
Using Fill Tool to alter the background of the frame
o . ) Fill Effects EHE
e Click in the frame to make it active and choose the |
. —Skyle
fill tool from the menu " Tints/Shades " Patterns * Gradients

e Choose Fill Effects

e Click the Gradients radio button |D D D D D D D D D D D_'I

e Choose a base colour and a colour 2

—Colar

Base color: |:| !I Caolar 2 IE !I

™ Mark colors that will not print well on my prinker

—Sample —————————
-ﬂDesign Tip—

Use gradient flls to draw
attertion and keep interest
high, Use gradient fills ta
create 3 sense of mowvemeant

Example:

Scottish Berders News

and to add dimension ta
wour publication,

Ok I Cancel Apply
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Adding a text frame for a story or headline

® Select

® Drag out the text
frame you need from
top left fo bottom !
right. Type your story °
headline in this frame
and Autofit or Copyfit
the text

stead
lews

B Adding a picture frame

® Seclect \

® Drag out the frame you
need. Here is an
example from here

to here

W Copying pictures from the Internet into the newsletter

® Minimise Publisher
® Find the picture you want on the Internet

® Click on the picture with the RIGHT mouse button and select Copy from the menu that
appears on the screen

® (Click your Publisher document on the task bar o maximise Publisher again

® Select the picture frame where you want your selection to be pasted

® Select the Paste button / Justify tool

B Justifying text in a newspaper column — I:

® Seclect the first text frame column

® Type in the first sentence of your report Fupils in a Seottish Borders school
) ) learned today how to justify text. This
® Now click on the Justify tool made their newspaper article look very

. . . professional because the text lined up
® The Justify tool will make text line up on both the left |7 "\ . right of the column as well as

and the right so that it will looks like a newspaper the left! w

Thic text ic TUSTTFTFD
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Connecting text frames so that text flows from one cell into another

e DO NOT use autofit or copyfit on the text frame for your story, only for
headlines
® C(lick on the first text frame column and then on the Connect Frames tool. J &2

® In Publisher 98, you will have to find the Ji [Unsaved Publication] - Microsoft Publisher
: Eile Edit Wew Insert Format | Tools Table Arrange  Mail Merge Help
onnect Frames too I
DS &% BE s ean
Go to the Tools menu and click || Wormel = Times Hew Romar ;Z”jiiffect EEE &
: = L |1 0 1 ="
Text Frame Connecting E : A bbb
A 2_; Text Frame Connecking. ..
The Connect Frames tool bar will B = e
appear ; 3 Snap to Guides  Chrw
[ )
Connect Frames B3 ] Snap o Objects
= s . ] Options. .,
<> (3] (5] FlE
3

® Move your pointer on to the Publisher page.

® The pointer will turn into a bucket. Move your pointer to the next text frame column and click to
‘pour’ the text into it.

® This little grey box appears to show that the frames are connected.

Saving your work if you are going to open it in a different version of Publisher

If your work is done using Publisher 2000, you will have to save it as a Publisher 98 document, like
this:

¢ 6o to File menu > Save As

e Click on the arrow at the Save as type dialogue box

e Choose Publisher 98 Files

Save as type: |publisher Files (*.pub)

Publisher Files (*.pub) —
|Publisher Template * pub’

[Publisher 95 (*, pub .

PostScripk (*,ps)

Flain Text {*.kxt)

Rich Text Format (*,ref) |

.
File name: I j
-
N
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Newspaper Layout example

Newspaper Title here

frame for your
story headline framf here
(use the picture frame tool)
Drag this text
frame to
make column
1 of your
newspaper
report This text frame will be for your
picture|caption
This text This text
| frame-is for
column 2 of column 3 of
your report your report
A A A
These 3 frames will be connected so that text can flow from
one frame into another.
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