
1 

MS Publisher 2007: Masters 
Lesson Notes 

Author: Pamela Schmidt 

Business Information Sets 
Information about the business can be stored in MS Publisher to be used in publications.  

Creating Business Information Sets 
To create the first Business Information 
Set , from the menu choose Edit, 
Business Information. 

In the dialog box that opens insert the 
needed information. 

 

 

 

 

 

 

 

Additional Information Sets 
 

To add additional information sets, from 
the Edit Menu choose Business 
Information.  In the dialog box that opens, 
choose New. 
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Using Business Information Sets 
Some templates will automatically bring in the information from the Business Information 
Sets.  

 

 

 

 

 

When creating a publication from a template, in the 
Customize pane, choose the Business information Set to be 
inserted. 

 

 

 

 

 

 

Inserting Business Information 
To insert pieces of the Business Information Sets individually into a publication, from the 
Insert menu choose Business Information.  A task pane will open with the Business 
Information. 

 

 

 

Drag the desired information into the publication. 
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Switching Business Information 
To switch to another Business Information, click on the down arrow in the field.  Choose 
ñChange Business Informationò. 

 

 

 

Choose the desire Business Set from the dialog box 
that opens. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Clicking Update Publication will change the information already inserted into the publication to the 
current Business Information. 
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Color Schemes 
Using Color Schemes 

When creating a publication from a template, choose the desired Color Scheme in the 
Customize pane. 

 

 

 

 

 

 

 

Once the document has been created, the Color 
Scheme can be changed by choosing Color Schemes 
under the Format Publication task pane and choosing a 
new Color Scheme. 

 

 

 

 

 

 

Custom Color Schemes  
There are preset Color Schemes, but Custom Color Schemes can be made by clicking the 
ñCreate new color schemeéò link at the bottom of the Color Schemes task pane. 

 

 

A dialog box will open.  
Choose the desired 
colors. 

 

 

 

 

 

 

 

Give the Color Scheme a name and Save. 
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Font Schemes 
Using Font Schemes 

When creating a publication from a template, choose the desired Font Scheme in the 
Customize pane. 

 

 

Once the document has been created, 
the Font Scheme can be changed by 
choosing Font Schemes under the 
Format Publication task pane and 
choosing a new Font Scheme. 

 

 

 

 

 

 

 

 

 

Custom Font Schemes  
There are preset Font Schemes, but Custom Font Schemes can be made by clicking the 
ñCreate new font schemeéò link at the bottom of the Font Schemes task pane. 

 

A dialog box will open.  Choose the desired fonts. 

 

 

 

 

Give the New Font Scheme 
a name and Save. 
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Master Page 
Master Pages hold the information that is to be repeated on every page. 

A document automatically starts with one Master Page.  

 

To change to Master document from the view menu 
choose Master Page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Page Numbers 
To add page numbers from the Insert menu choose Page Numbers.  A dialog box will open. 
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Multiple Master Pages 
A publication can have more than one Master Page.  Booklets automatically have a Master 
Page set of two pages (odd and even). 

 

 

 

 

 

 

 

 

 

Additional Master Pages can be 
added by choosing the New 
Master Page button in the Edit 
Master Pages task pane. 

 

 

 

 

The names of the Master Pages 
can be changed by clicking the 
down arrow next to the Master 
Page name. 


