Notes #1 - Beginning Publisher
TERMS
Template: A predesigned file that you can use to create a new file

Page Navigator: Allows for quick movement from one page to another
Layout Guides: Guides placed in templates showing various margins, grids, columns, rows, etc.
Steps to Creating a Publication:
1. Choose your Publication Type

· __Blank Document___________
·  ___Template__________________
2. Customize the publication OR Choose Create
In order to type in a Publisher document, you need:

A textbox
To change the Layout Guides:


Page Design Tab – Layout Group
Adding/Deleting Pages:

Right click in Page Navigator – insert Page or Insert Duplicate Page (inserting a duplicate copies the template as well)
OR Delete

Insert Tab – Page – Insert Blank Page / Duplicate Page / Page


Page Design Tab – Pages Group – Delete Page

HOME TAB

Pretty much the same as the other programs except this one includes Objects Group (things you can add) and Arrange Group (to be used with objects in document)
PAGE DESIGN TAB

Changing Templates:

Page Design Tab – Change Template button
Color Schemes:


Changes the colors within a template 
Can you have multiple color schemes applied to separate pages within one document?


NO!  Only one per document
INSERT TAB

Building Blocks Group:
Add objects to the document:  Page Parts (pull quotes, headings, sidebars), Calendars (small ones like in a newsletter), Borders & Accents, Advertisements
TEXT BOX TOOLS TAB

Typography Group:
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    Text Fit




Text Direction


       Hyphenation
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    Drop Cap




Number Style
ADDITIONAL ICONS


      Group




      Change Template

       Background





Insert Page





Guides

BUSINESS CARDS

Information on it:




Qualities of a good Business Card:

Company Name





-  Company Name or Employee Name is the 

Employee Name & Job Title



largest item on the card.

Address, Phone #, Fax #, Email



-  Colors (if any) match Company’s colors

Company Logo





-  You are able to easily identify what the

Employee Picture





business is / what type it is.

-  DON’T: use too small print, have a cluttered card, use poor color choices



