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What Is Microsoft Publisher?

Microsoft Publisher is a desktop publishing program for personal or business use. With Publisher you can create
print, web, and e-mail publications. Print publications range from business cards to calendars, to newsletters and
brochures. Web publications allow you to convert publications into Web sites. E-mail publications provide you
with publications specializing in event notifications, product sales, and letters.

. Microsoft Office
@ Microsoft Access 2010
4] Microsoft Excel 2010
m Microsoft InfoPath Designer 2010
m Microsoft InfoPath Filler 2010
@ Microsoft OneMote 2010
On a PC, Open Publisher from Start, All programs, Microsoft Office and look |0] Microsoft Outlook 2010
for the P icon. |E Microsoft PowerPoint 2010
— || Microsoft Publisher 2010
|i Microsoft SharePoint Workspace 2(
[W] Microsoft Word 2010
. Microsoft Office 2013
. Microsoft Office Labs
. Microsoft Silverlight
. Microsoft System Center 2012

4  Back

| Search programs and files 0

The Ribbon menu

Ribbons hold the tools you need to create and edit your document.

The Home ribbon has most of the text tools plus shortcuts to picture and shapes

| | — | z ———
“ Home Insert Page Design Mailings Review View Format Format
= cut .. == p ) j Bring F d ~ I8 Group Find =
# Cu Calibri RETERY SN =-q A, . E_] "T’J”I w0 L4y 8ring Forwar 155} &4 Fin

“— 53 Copy - [ send Backward ~ [ Ungroup | 23, Replace
Paste * - | AV, - - Styles Draw Picture Table Shapes Wra

- < Format Painter B 7 U x x A~ 2 4 o ty' Text Box S 2 Tme |= align - Lk Rotate v | [3 Select -

Clipboard B Fant 5 Paragraph 3| Styles Objects Arrange Editing

The Insert ribbon has most of the image tools including Page Parts
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The contextual ribbons have tools to edit your content’s appearance
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Choosing a Template

The first step in creating your publication is to decide what type you want to create. Are you looking for a business

card? A catalogue? A Web site? Or do you just want a blank page? Left Click FILE and then NEW.
You can click any of the templates or start from a blank page.

ﬂ Home Insert Page Design Mailings Review View

H Save
Available Templates
Save As
3 Open Installed and Online Templates |Z|
Lj Close m Home
Info
Recent |:|T
« -
Elank A4 Blank A4 Maore Blank My Templates
Print (Portrait) (Landscape) Page Sizes
Save & Send
Most Popular
Help
] Options = 1 5
. 2 mm @ gy B |
E Exit - _,_‘ — i ==y
Brochures Business Cards Calendars Greeting Cards Labels MNewsletters Postcards

More Templates
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Advertisements Award Banners Business Forms Catalogs E-mail Envelopes Flyers
Certificates

For a poster I'd suggest starting from a blank A4 or A3 page.



Some of the templates offer customising options on the right hand pane. Change these if you wish then click
CREATE

Home  Insert  PageDesign  Mailings  Review  View

i save
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The template will then open in the Publisher window, ready to edit.
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Setting Colour Schemes

A colour scheme will display five colour boxes which represent headline and body text colour, hyperlink and
AutoShapes colour, line colour, and border colour. To apply a colour scheme, simply select the colour scheme
from the page Design Tab. Publisher will then change the publication. It is easier to see the effect of this once you
have text content.

Page Design Mailings Review View
F I'ﬁ Align To |k Delete H Desert H Eggplant [l Field B B Fiord [ | Floral [ Garnet [ I Glacier -
=) Guides | [J1 Move | | Green W W Grove | | Harbar B Heather O Inis || Island ] vy =

EI"IvtEtIOFI s'fe Gug‘]es [7] Objects  E] Rename NI lagoon [ | Lilac [ | Mahogany - Maroon | Meadow [l Mist Favnts

Setup [F] Layout Pages Schemes

Setting Font Schemes

= Pages

@ The next format option is Font Schemes. A font scheme is a certain font style that is
o | T pages associated with a publication. Font schemes have a major font and a minor font; the

|| Cris ~ major fonts are used for titles and headings, while the minor fonts are used for the text
g e s body.
Aa ucl a_ ans
Eook Anfiqua =
e On the page Design tab, Click the Fonts drop down selector, simply click on any of the
Aa | i schemes and Publisher will change the publication for you.
Calligraphy
As | Gabriola
Gabrialy
Civic
Georgia
Aa Georgia
Concourse
Candara
Aa Candara
Equity
As Franklin Gothic Book
Perpetua
Typing Text

Publisher’s pre-designed templates make it very easy for you to incorporate your own text. When adding text to a
template, click inside the text box where the sample text is displayed and begin typing.

Descend

If you are working from a blank page, you will need to draw the text area first. To do this, click the Insert menu and
click Draw Text Box.

Diraw
Text Box



Then, your cursor will turn into a crosshair. Simply click and drag to create the box.

Once you release your mouse, your cursor will start flashing in the box so you can type.
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Selecting Text

Selecting text is a very important skill; when you highlight or select text the text 1
can be formatted as a group instead of by individual word. To select text in a
publication, click your mouse at one end, drag the cursor over the text you
want to format, and then release the cursor. You will see that the text has
turned black.

If you happen to click your mouse after releasing the cursor, the text will un- Capon desrbingpicure
select itself and you will have to select it again. If you need to select all of the
text within a text box or publication, use the keyboard shortcut Ctrl + A.

or graphic.

Selected text can be formatted with tools on the Home tab of the ribbon,
including changing fonts, size and colour of the text.




Using the Ruler to Set Guides

Guides are non-printed lines that assist in lining up objects. Working with rulers and guides is effective when
creating publications from a blank page. Rulers and guides help line up objects and text boxes; it will also
contribute to a neatly assembled publication.

Viewing the Ruler

Publisher’s ruler by default is active when Publisher is opened; therefore, every new publication will display the
Ruler. You can hide the Ruler by clicking the Ruler command from the View menu, as well as show the Ruler by re-
clicking the Ruler command from the View menu.

| File Edit | view | Inert Format Tools Table Arange Window Help
Two-Page Spread (SRS AR N - @ ® ®EM§§
= t=
THE

Elld o i & M O
EE L AlS- A== 8@pillE

IMaster Page Cirl+m u

Ignore Master Page

Task Pane CirHF1
Toobars »
sy o T M 2
Special Characters Clr+Shift+y 2__
Boundaries and Guides  Ctri+Shift+O —
Basgline Guides CrH+F7
Pictures...

_| Header and Footer

Zoom




Adding a Horizontal or Vertical Guide

Publisher allows you to add as many guides as you need. Horizontal guides run from the left of the publication to
the right of the Publication, Vertical guides run from the top of the publication to the bottom of the Publication.
These additional guide lines will assist you in lining text, object etc., and are not visible when the publication is
printed. Horizontal lines are added from page Design, under Guides.

Page Design Mailings Review View
— [T/ ) y

Lyy Ij T Align To ¥ Delete B Egaplant
'—ll Guides 3 Move [ | Green
ientation  Size Guides

= o = Chjects :E] Rename Tvy
t Setup Mo Ruler Guides
I|4I-III|IIII|I1III|IIII|?

Built-In Ruler Guides

Left click an icon to create these guides on your document or Left click and drag from the ruler to create your own.

To remove them just Left click then drag them off your page.



Alignment
Objects such as images and text boxes can be aligned (previously called Snap) to the Rulers and Guides as well as
to other objects on your page. When you drag to move an image pink lines show where that image is in relation

to other objects.

This Question mark image is shown as aligned with the top and right edge of the arrow text box.

smmm—’\
" d

. %
\‘}f f%‘.-

In this example it is aligned with the Horisontal and Vertical guides, the guides become bold when the edges of
images are in contact with them.

|
n

You can switch this feature off in the Page Design tab

—— —_

Page Design Mailings Review

px lj - Align To
j l Guides
ientation 5Size Guides

- - - Objects

Setup u Layout Just uncheck the boxes.




Inserting ClipArt
In Office 2013 there is no longer a built in clip art tool, you will need to find your images online.
This page copied directly from Microsoft HELP

If you'd like more control over what you see in the search results—for example, to see clip art, but not photos, or
vice versa—you can go directly to Bing and search for images there. You'll want to be sure that you have the rights
to use the images you select, and you can do that by setting easy-to-use licensing filters. Here's how:

Go to Bing.com and click or tap the Images tab in the upper-left corner of the screen.

In the Search box, enter the type of image you're looking for.

b bing | doos ]
baget o T

When the image results appear, click or tap the License drop down menu, and pick the licensing option you want.
(If you don't see the License filter, make sure you're using a supported browser.)

b b:ng dogs n

Images

Pictures All  Funny Dog Biggest Dog  Pitbull  Cute  Dogs
Dog Breeds  Pictures with Captions  inthe World  Dogs Dogs  That

eSearch.  Strict ~

All

Public domain

Free to share and use

Free to share and use commercially

Free to modify, share, and use

Free to modify, share, and use commercially

Learn more b

Try it Here's a link for dogs that is already set to Free to modify, share, and use commercially. If you want to
narrow results to clip art (cartoon-like images), add "clip art" to the end of your search term or change Bing's Type
filter to Clipart.

10


http://www.bing.com/
https://support.office.microsoft.com/client/Find-pictures-or-clip-art-online-0a01ae25-973c-4c2c-8eaf-8c8e1f9ab530?NS=MSPUB&Version=15#BKMK_Supported_Browsers
http://www.bing.com/images/search?&q=dogs&qft=+filterui:license-L2_L3&FORM=R5IR42&safesearch=strict

Type ~ | Layout

All .

Photograph p¥A

Clipart

Line drawing

Animated GIF

Click the image you want to see it full-size (unless you want the thumbnail).

Now, use your browser's command to make a local copy. For example, in Internet Explorer, right-click the image >
Save picture as. In Chrome, right-click the image > Save image as.

In your Office program, go to Insert > Picture and find the image you just saved from Bing.
Bing Image Search filters are based on the highly respected Creative Commons license system. To better

understand the licensing options, see Filter images by license type. Remember, you're responsible for respecting
the rights of others' property, including copyright.

Supported browsers
To use Bing filters, you need to use one of the following browsers:

- Microsoft Edge

- Windows Internet Explorer 9 or later
- Mozilla Firefox (any version)

- Apple Safari (any version)

- Google Chrome (any version)

- Amazon Kindle Fire (any version)

This page copied directly from Microsoft HELP

Please note that Google browser Image search and the Creative Commons search page also allow filtering of
licensing and copyright.
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Inserting a Picture from a File

To insert pictures from a file, use the Insert menu or the Insert Picture icon located on the Picture toolbar. Then,
browse to your photo and click Insert.

Insert Picture

Laak in: |E| Sample Pictures v| @- X CiE-
. -

My Computer Elue hills.jpg water llies.jpg Winker . jpg

ot
My Docurnents

D

My Recent
Documents

Iy Metwork

Places
File name: | v|
Files of kype: |AII Pickures {*.emf;*.wmf;*,jpa;* jpeg;* Jfif;* jpe;*. png;* bop; *, dib; *.rle;* bmz;* if ;*.of a;* .emz V|
e g (o )
L

Like ClipArt, if you have an empty picture frame in the publication, the image will appear there. Otherwise, you will
need to click it and drag it to place it where you want it.

DraWing Shapes Insert Page Design I'\.-'Iaili;gs Revilew View

Elzl L = E
Lines and shapes are great to use when building diagrams or j \ﬂ‘ Hel I'?—J) = \£;| Eh

. . . . 7 B ble Picture Clip |Shapes| Picture Page Calendars Borders
labelling objects. With Publisher’s drawing features, youare  ’ ar DL | e e Areents

able to draw and edit shapes, apply fill and font colour to Jles 1u{ Recently Used Shapes
shapes, line colour to lines, and apply 3-D and shadow style 4 > SNOOOALLD Lo

to all shapes, lines, and arrows. AN g G

Lines
To insert a shape, select the Shapes icon from the Insert SNSNTLL T RRNNG %
ribbon, select the AutoShape type from the menu or floating Basic Shapes =
toolbar, then select the style of the AutoShape. OOUOCO®AMNO O

CHOODQO®AY &
C~0)Joai 14 o

Block Arrows

On the publication, point to where you want the AutoShape

to be positioned and then click and drag to form the DEN L OTELEE T

AutoShape. You can then adjust the shape using the green ESuvadsD RN

and yellow handles D@ ’
Flowchart

mjet=Yrlnlalmlsr=teY=lv
ODCIN®DB X 6 AVED
Qoo

Callouts
100 O.0A0 M 12 A3 AT i
A i 1D AD AD g0
Stars and Banners
LI Y B S IR
TJERIN
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Editing Graphics

In some cases scanned pictures or ClipArt picture quality is not at its full potential due to colour, contrast, and
brightness settings. Other pictures may need to be cropped. After reading this section you will be better equipped
to adjust picture quality, crop, wrap text around objects, and much more.

The Picture Ribbon

The picture toolbar has all necessary features to modify pictures. The picture toolbar is only active when a picture
is inserted or selected (by clicking on any picture).

_ _ _ _ .

Home Insert Page Design Mailings Review View | Format

o | v T —
= Y O ‘ 0| J& Compress Pictures _— - S L2 Picture Border ‘ l o Nj 3 Bring Forward ~  [#] :.J]»:,‘ Ig
— 8 '3 Change Picture ~ « | [P Picture Shape ~ 0390 3y Send Backward ~ I’ 5
Picture | Brightness Contrast Recolor d d/ d) ¢— - Shadow | © O * | wrap 2 Crop
- - i il esespiddre = = 7| @] caption - Effects - 3, Text |2 Align S Rotate -

Insert Adjust Swap Picture Styles % Shadow Effects Arrange Crop

Most of the picture ribbon features and are displayed here as shortcuts. Note that all features can be applied to all
types of images, whether it is a picture inserted from a file, a scanned image, or ClipArt.

Let’s look at what types of commands are on the Picture Ribbon.

i This is the Insert Picture icon. It will open a window allowing you to locate the picture
you want to insert.

E The Recolour command drops down to offer colour options, such as Grayscale, Black

Recolor and White, Washout and variations.

) More Contrast will darken your image, giving you sharper quality.

P! Less Contrast will lighten your image, giving you a less intense image.

£ More Brightness will increase the amount of light in your image.

e Less Brightness will decrease the amount of light in the image.

2 Reset Picture. This command will return the picture to its original size and quality.

% , Change Picture allows you to swap an image with another, keeping the size and any

- cropping, recolour, etc.

e Compress pictures is very useful if you wish to use your publication on the web or need

A to send it via email.

13



N

Use this to add a border to your selected image

3 Mostly used for drawn shapes but you can apply a mask that alters the shape of some
inserted images.

3 The caption tool will add a label to your image
This is the cropping feature. It allows you to remove the outer edges of the picture. This
is great to use when you have unwanted space surrounding the picture’s focal point.
=l
Crop

" The Text Wrapping feature provides options such as placing the picture in line with text,
4 or placing it behind text as a background. Try Top and Bottom as a default.

The Set Transparent Colour allows you to make selected colours of the picture

V4 transparent, meaning you will be able to see through certain points of the picture.
’ Find this in the Recolour icon drop down.

Applying Backgrounds

The Background task pane can be accessed from the page Design menu.

| N -
Page Design Mailings Review View Format Format Format
Align To ._3.QDEIEtE [ | Mahogany [. Marine ]. Maroaon - Aa &j
Guides 3 Mave [ | Meadow [l Mist | Mistletoe  ~
Jl‘,des ¥ Objects | [ Rename | | Maonarch [l Mass B Mountain = Fo:1ts Back.gvround
Layout Pages Schemes FagEackg

Simply left click on a background to apply it. No Background

Solid Background

Gradient Background

Maore Backgrounds...

14



At the bottom of the Task pane is a link (More Backgrounds) to the Background dialogue for you to create

advanced backgrounds by applying your own creative fills, gradients, and colours. The texture and Picture tabs
allow you to select your own images to use as backgrounds.

~
Fill Effects L2 o)
Texture | Pattern | Picture I Tint |

Colors

() One color

() Two colors

() Preset

Transparency

From: 4 b |o%

To: 1 L

Shading styles Variants

() Horizontal

() Vertical

() Diagonal up

() Diagonal down Sample:
() Brom corner E||Z|

() From center

Rotate fill effect with shape

Cancel

15



Using Colour Schemes

Colour Schemes are colour combinations accessible to a publication. A colour scheme will display five colour
boxes which represent headline and body text colour, hyperlink and AutoShapes colour, line colour, and border

colour.

Descondants
Catering Inc.

Jesne Adarms

Jevve Adams

Descondanis
Catering Inc.

Dercendanis

Catering Inc.

Applying a Colour Scheme

A colour scheme can be applied to any publication. Colour schemes can be applied from the page Design tab.

Click on any of the schemes available to you

Page Design Mailings Review View

yy Ij F— Align To _kDelete | Eggplant [
—sl Guides [ | Green H B
:ntation  Size Guides

- - - Objects | ] Rename | |l vy H B

The drop down arrow will reveal many more options.

Creating a Colour Scheme

Create Mew Color Scheme...

Field
Grove

Lagoon

Fjord
Harbor

Lilac

[ ] Flaral [ | Garnet [ | Glacier -

B Heather [ ] Iris [ | Island -
I e—
[ | Mahogany |l Marine [ | Maroon H

At the bottom of the colour scheme pane, you will find the Create New Colour Scheme link. The colour scheme
link will take you to the custom colour Dialogue box where you can create a colour scheme based on a builtin

scheme, or create a new scheme altogether.

16



_ .
Create New Color Scheme [ ? &J
Scheme colors Preview
Current MNew
Accent 1: — e
= P
Accent 2: | T
o - e
Accent 3: Y | El [ ===
Accent 4: |:|
Accent 5: 1
Sample
FiEsiaE El Main Text
Hyperlink Text
Followed hyperlink: o | . El Followed Hyperlink Text
|
Color scheme name: | Custom 1
[ Save ] [ Cancel ]
—

With the Create New Colour Scheme Dialogue box, you have to select each new colour item to create a successful
scheme. For example, a colour scheme must consist of the following: Main Colour, Accent’s 1 through 5, Hyperlink
and Followed Hyperlink. There are many items and accents involved in a publication and colour scheme, but if
you can mix and match, complimenting colours then you will be able to create some interesting colour schemes.
Each new colour scheme is named and saved at the bottom of the Create New Colour Scheme Dialogue box.

17



Adding WordArt

WordArt is a creative way to type text. Publisher has created a small gallery of WordArt that can be incorporated
into any publication. When inserted, WordArt is read and moved as a picture. WordArt also comes with its own

contextual ribbon, which is opened when the WordArt is inserted or selected. WordArt can be moved, edited,
formatted, and resized to fit any publication.

Inserting WordArt

WordArt is found on the Insert tab of the ribbon

Insert Page Design Mailings Review View
B8 3 [ = & 3 ] 4
i = A=
T el B E D ag] =,
ible Picture Clip Shapes  Picture Page (Calendars Borders & Advertisements Draw Business  WordArt
~ Art ~ Placeholder | Parts = ~ Accents - S Text Box Information = =
hlar Tlhctratinme Ruildirmn Rlarkc

Taw

Left click the WordArt icon then select form the offered styles.

A A AN AL
LA A A
A A A A

A A A

WordArt Transform Styles
et 2 Worddd
womely "v”'u.mc @ lordAr

LF

Horant™

Once you click a style and click OK, you can type your text. (see next page)



Edit Wordart Text

Fonk: Size:
|TrImpact v||36 v|
Texk:

WordArt

[ O ][ Cancel ]

Notice that you can change font type, size, and basic effects at the top of the dialogue. Once you're ready, click OK
to insert your WordArt.

i

—_

]

ES
&l
&
5
3
vz
i

2

l-“Jl
1

| 2
aniallafinllaiia lansllan

n

n
[

The WordArt ribbon appears where you can make other changes to the text.

Home Insert Page Design Mailings Review View | Format - —
§ AV ‘Ad Even Height \IordAr. + &y shapeFill ~ ( l at --] o [y Bring Forward = [#] Group
o S‘—"pa(mg 4B vertical Text V""“'qm( m / L HBorapt™ - 2 shape Outline ~ B J:‘EL s < g <p o [ send Backward ~ It Ungroup
Text -~ = Alignment ~ - A Change Shape * | Effects - o, Effects ~ i‘} Text - |= Align ~ Sk Rotate -
Text ‘WordArt Styles [Pl Shadow Effects 3-D Effects Arrange
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Your next step will be to SAVE the document so that you can keep the work you put in it and find it later.

Saving Files

To save a file for the first time click the Office menu and click Save (or Save as).

[l save As

Save n: [E Desktop
)My Documents 4—
,—'J «__J My Computer
Trusted % My Network Places
Templstes [)Word2007F_ExerciseFiles
[ashortcut to My Share
Desktop
.
My MNetwark
Flares
9
w9
My Computer
i B
My Documents
———
3‘ Flle name:  [Fike Name| - v
Pengs || Save astypes | word Document (¥ docy v A

Choose WHERE to save
your file; the default is the
“Documents” folder.

Type a Name for your file;
then left click SAVE

If this is the first time you are saving the file any of these options will open the “Save As” dialogue:

At the top of the window, you can choose a location to save your file. (You can also use the shortcuts on the left

hand side of the window.) At the bottom, enter a file name. Once you're ready, click SAVE.

Once you have saved afile in this way, you can use the commands mentioned above (File and Save) to update the

saved file. You won't need to enter the file name, location, or type again. If you want to save the file with a

different location, name, or type, press the F3 key or use the File menu - Save As command. This will reopen the

Save As dialogue.

Opening Files

There are a few ways to open Publisher documents. The first is to find the file on your computer or memory stick

for example and double-click it.

From within Publisher, you can click the File menu and click Open or use the Ctrl + O shortcut. This will launch the

Open dialogue. (Next page)

20




Open

Look in: [ Desktop vl@-a2 XoiE-
Iy Dy I . .
B2 |G Locate your file; left Click
L | el to select it; then left click
Deskiop
My Net;tmrk
Places
My Cﬁgter
My Documents
ﬁ Flensme: | v
ronsoomt | Files of bype: |AHWUrdDUcumEnts(*.dD:x; *,dacm; *.datx; *.datm; *.dac; * daty *.htm; *html; *.rtF; *.mht; *.nvl

ré,j
g ™

This dialogue works much the same as the Save As dialogue. Select a location from the top or the pane on the left,
click a document to select it, and then click Open.

You will then see the file open in Publisher.

Home Insert Page Design Mailings Review View

3 ¥ Cut . YA T A, n j Ll——'j) | HiEring Forward I Gre
- 53 Copy 1 Send Batl EI
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! CE
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| | .
3 creative
T | BorderswamedwAccents CD- ons
4 3
. ® O S®
=
E SHAPES With Text
= Have you the Right
3 . to use the image?
LOE ‘ hitos-lisearch creativecommons.om/

After you have opened a file and edited it, you can use any of the basic save commands discussed above to update
the original file. A good way to avoid losing files is to keep two copies with different names saving to each file in
turn, so if anything goes wrong you only lose your most recent work.

Print Commands

There are a few ways you can print your document. First, you can add a Quick Print or Print icon to the Quick
Access toolbar. The Quick Print icon will send the document directly to the printer, while the Printicon will open
the Print dialogue. (Hint: Right click on any Ribbon tool to add it to the Quick access toolbar)

i

Quick Print  Print
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You can also use the “Ctrl + P” shortcut to open the Print dialogue.

The more conventional method is to use the Print section of the File menu.

H Save
Save As

Lj Cpen

d Close

Info
Recent

Mew

Clicking the Print command in the main menu will open the Print dialogue. Clicking Quick Print will send the
document directly to the printer without specifying any options. A Print Preview will open in the right hand stage
of the screen.

Using Basic Print Options

Let’s take a look at the Print dialogue.

Print Our first set of options is Copies, this chooses the number of
E}g copies you want to print.
Copies of print job: 1 -
Print
Printer : Printer. Here, you can choose your printer if you have more
@ _ / DataServices (KM-283-02) on LETO . than one available.
-, Ready
Printer Properties
Settings

Print All Pages

21 Print the cnfire publication The next set of options is Page Range. Here you can choose to

Pages: 1-2 i print all pages, the current page, or just a selection. You can
j also click the Pages command and enter page numbers.

One page per sheet -

M -

29.7 x42cm

=] Print on Both Sides
(= Flip sheets on long edge

‘Composite RGB -
Print as RGB color publication.

Save settings with publication
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There are a few ways to specify pages by typing them; here’s a list of the most commonly used ways:

1,3,5 Prints pages one, three, and five.

1-5

S3

You can also combine these commands. For example, you could type 1,3,5,9-11,17- to print pages one, three, five;

Prints pages one through five.

Prints from the beginning of the document to page five.
Prints page five onward (until the end of the document).
Prints only page three.

Prints only section three.

pages nine to eleven; and page seventeen to the end of the document.

Once you've configured your settings, click Print to print.

Enjoy using Publisher and remember to Save, also, help is always available from the File

o

Print

menu or the Question icon on the top right of the Ribbon.

Support
Save As

[3 Open
ﬂ Close
Info

|
Recent ‘—g
Mew

Print

Save & Send

B

Home Insert Page Design Mailings Review A m
Lg Save !

Microsoft Office Help
Get help using Microsoft Office,

Getting Started

See what's new and find resource
learn the basics quickly.

Contact Us

Let us know if you need help or F
Office better.

Tools for Working With Office

Options

Toetmmnire lamanans diewlae ame
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