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Publisher Tip Sheet


1. Catalog- The first page of the program where you find the templates.

2. Templates- Found on the left side of the first window when you open the 

Program, the templates are options from which you can choose. to create different projects. (For example: Brochures, Newsletter, signs etc….)

3. Wizards-The wizard walks you through the steps to start a project

using the template, you chose. It allows you to choose a color scheme before you start to enter text. 

4. Starting the wizard is the first step after choosing your template. It is found on the bottom right of the catalog page

5. Clicking Next- (found on the bottom left) Allows you to choose color schemes
6. Click Finish-Takes you to the working area of the brochure. (bottom left)
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WordArt tool- The button is found in the bar on the left. WordArt in Publisher is different from WordArt in Word. You can create WordArt in Word and copy and paste it in Publisher. If you work in Publisher this is what the button looks like.
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Using WordArt in Publisher- First you have to click on the WordArt Button. This allows you to draw your text box for WordArt. Once you have created the text box it will prompt you to type in your text. Once you type in your words click on “Update Display”. To change the look of the WordArt use the toolbar buttons shown here.
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9. Textbox tool- Use this tool to draw a box in which to write your 
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information. You must draw a box if one does not exist. 

10. Typing- Before typing you will want to enlarge the view of your page so that you can read the words you are typing. To increase your view to 100% go to the Standard Toolbar and click on the down arrow next to the percent window.

11. Line spacing -Highlight the text and go to “Format” on the menu bar, select Line Spacing.  Here you can either increase or decrease the amount of space between lines.

12. Truck on the Screen- A truck on the screen means something is being moved. A left click and whatever you are clicking on (textbox, WordArt, picture, or frame) will be moved. 

13. Blue Lines- These lines are the margins of the page.
14. Shaded grey lines- These lines can be resized to hold more text. Hint- 

DON’T MAKE THEM LARGER THAN THE BLUE LINES

15. Flowing Text-If there is a textbox in the next column text can flow 

automatically from one column to another. If there is not you must first draw the textbox then type in each textbox.

16. Deleting pictures and textboxes- Clicking on existing pictures and text boxes will show the solid dots around the item. To delete one, click on the picture or text box you want to remove. Once you see the solid dots click delete.


17. Inserting ClipArt- To insert Clipart into your document first click on the ClipArt icon on the side toolbar (left of your screen). Then bring your cursor to the place on the document where you want the picture to be. Draw a box the size you want the picture to be. Then double click on the box. This will open the ClipArt gallery. Find the picture you want and insert it. The picture will fit into the box you created for the ClipArt.

18. Using ClipArt- You can text wrap a picture and place it within a text box. You can rotate, flip and wrap the text around the picture by choosing the appropriate button on your Formatting Toolbar.  You can also arrange a picture by sending it to the back or bringing it to the front by using the Arrangement Tools on the Standard Toolbar.




19. Rotating the Angle of the Picture- You can change the angle of the picture by rotating it. First click on the picture. Then hold down the ALT key on the keyboard while placing your mouse on any one of the corner handles around the picture. You will notice that your cursor now has changed to a circular arrow. Just click and drag your picture until it is at the angle you desire.



20. Grouping/Ungrouping Objects-Objects that are grouped together (connected) can be separated. Then each piece can be selected and moved or deleted individually. Pictures and captions are often grouped together. To separate them click on the button that appears beneath the grouped item. Now you can move each item individually.

21. Wizard Wand-This starts a wizard and you choose from options for this one design in the template.

22. Printing- Printing is done one page at a time. You will have to reload the paper into the printer after printing page 1 in order to print page 2 on the back of the same sheet of paper.
Shadow
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You can change the shape of the WordArt by selecting from this gallery of shapes. Click on the down arrow next to the Plain Text window





Text Wrapping Tools





Flip and Rotate Tools





Arrangement Tools (Bring to Front or Send to back)









