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Lesson Notes
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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

Edit Business Information Set J

(2 [ |

Business Information set name:

Business Information for this set

Individual name: Tagline or motto:

Pamela Schmidt Automating Small Businesses Since 1996

Job position or title: Logo:

President Add Logo...
Organization name:

Proicere, Inc.
Address:

3461 Poppy Crescent
Virginia Beach, VA 23453

Fhone, fax, and e-mail:

Phone: 757-368-3166
E-mail: pamela@proicereinc.com

Proicere

Save ] | Cancel

Business Information

PR

Select a Business Information set:

To add additional information sets, from

Proicere

E|| Edit... || Delete |

| the Edit Menu choose Business

Individual name: Pamela Schmidt Logo:

Job position or title: President
Organization name:

Address:

Proicere, Inc.

3461 Poppy Crescent
Virginia Beach, VA 23453

Phone/Fax/E-mail: Fhone: 757-368-3166

E-mail: pamela@proicereinc.com

Tagline or motto:  Automating Small Businesses Since...

Information. In the dialog box that opens,
choose New.

Update Publication | | Close
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Using Business Information Sets

Some templates will automatically bring in the information from the Business Information
Sets.

Customize

Color scheme:

(default template colors) -

Font scheme:

(default template fonts) -
When creating a publication from a template, in the
Customize pane, choose the Business information Set to be Business information:
inserted. Proicere

Create new...

R

Landscape

[/] nclude logo

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.

Business Information w x

Insert Business Information

To add Business Information to your publication, drag

an item below onto the page. Drag the desired information into the publication.

Individual name: -

Pamela_Schmidt

Job position or title:

President

Organization name:

Proicere, Inc.

1

Organization name:

roicere, Inc. = E-Proicere Inc,

Address:

........................ 3461 Poppy. Crescent

Phone/ Fax/E-mail: Virginia Beacha VA . 23 4 53

Phone: 757.368-3166 |l 1 LBtk

Change Business Information...
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Switching Business Information
To switch to another Business Information, click on the down arrow in the field. Choose

AChange Business I nformationo.
Address:

Ph Insert This Field
Choose the desire Business Set from the dialog box Change Business Information_
that opens.

[ N TR S

Business Information l M

Select a Business Information set:

ALC [ Edit... I l Delete ] [ Newr... I
ALC L4
Proicere

Individual name: Pamela Schmidt Logo:

Job position or title:  Instructor
Organization name: Virginia Beach Adult Learning Center

Address: 4160 Virginia Beach Blvd.
Virginia Beach, Virginia 23452

Phone/Fax/E-mail: Phone: (757) 648-6050
Fax: (757) 306-0999
E-mail: instructorvbpr@hotmail.com

Tagline or motto:  Ahead of the Curve

[ Update Publication ] [ Close I

b [

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



Color Schemes

Using Color Schemes
When creating a publication from a template, choose the desired Color Scheme in the

Customize pane.

Format Publication
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( .E'] Page Options

( n Color Schemes

Apply a color scheme

(Custom)
PH51

»

Alpine

Apex

Aqua

Aspect

Berry

Black & Gray
Black & White

IBIuebird

1

e

Custom Color Sc

hemes

m

Customize

Color scheme:
Bluebird

Bluehbird
Brown
Burgundy

Chei g
Citr e

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.

»

[ |

There are preset Color Schemes, but Custom Color Schemes can be made by clicking the

ACreat e

new

(B4 color Schemes

Apply a color scheme

colors.

(Custom) |~

Alpine H El

Apex .

Agqua .

Aspect -

Berry -

Black & Gray -

Black & white [

Bluebird . -

| Brown . -

Create new color sche%e...

Give the Color Scheme a name and Save. [

col

or

A dialog box will open.
Choose the desired

n k
| -

schemeéo | i t he

bott om
(7 ]

at

Create New Color Scheme ..

Scheme colors Preview

Current New

Main:

1 Accent 1:

Accent 2:

Accent 3

Accent 4:

Accent 5:

HYBCinE Main Text

Hyperlink Text
Followed Hyperlink Text

I10finnnn

Followed hyperlink:

Color scheme name: |PHS1

Save ] ’ Cancel

|
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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.

- Customize

Color scheme:
" A” Font Schemes ) Bluebird HE -
Once the document has been created, Fort scheme:
Apply a font scheme the Font Scheme can be changed by
. {EConormy
Frst ~ choosing Font Schemes under the " Franklin Gothic D. .
Dlackadder I7.|Z] | Format Publication task pane and | Times New Roman Bold
Figi choosing a new Font Scheme. '
Apes
Lucida Sa...
Book Antiqua
Archival
Georgia ...
Georgia "7

Create new font scheme...
Font scheme options...

M Styles...

Custom Font Schemes
There are preset Font Schemes, but Custom Font Schemes can be made by clicking the
ACreate new font schemeéo | ink at the bottom c

A dialog box will open. Choose the desired fonts.

Heading font: Sample

Baskerville Old Face |~|  Heading ~

. Body text body text body text. Body
Give the New Font Scheme Body font: text body text.

a name and Save. Georgia B )

Font scheme name: | Custom 1

Save ] l Cancel
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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.

View | Insert Format Tools Table Arrang

To change to Master document from the view menu - UErErEaEEE

choose Master Page. Master Page Ctrl+M

Ignore Master %e
E Publication2 - Microsoft Publisher - Print Publication o o w @lﬂg

File Edit View Insert Format Tools Table Arrange Window Help
édlﬁtﬂ_a_.-ﬂ h@ullk g F |9 >0 ¥ G E x| T 25% + G ® | @ i—

-1

i Publisher Tasks : 44 | -| B 1 |=[=]|d= 4
1.@ : Edit Master Pages v x B B B o B L B B B 29

e|e =
IEXED = 7
= Select a master page to edit T I

B Master A ~ [ 3 A
ﬂ Master Page A 27
al 3
AN =
. = =
@) 5
L] =
W =
Bl= -
% [ Mew Master Fage... T
¥l J View publication pages = O [ B 0 O m Close Master View
12] i
@ Help with Master Pages -
1 | T | b
1=
A k -6.250, 4.938 in. I
-

Page Numbers
To add page numbers from the Insert menu choose Page Numbers. A dialog box will open.

Page Numbers @lﬂ

Insert ' Format Tools

Position
Page.. Fop of page (Header) -]
Duplicate Page Alignment
Section... Left (=]

9 Page Wl [#] Shows page number on first page

5 Date and Time... | ok || concel |
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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).

E?; Publication2 - Microsoft Publisher - Print Publication = | B |
Eile Edit View Insert Format Tools Table Arrange Window Help Type a question for help -
DF WS BR VH 4 DBE T I u-C|8 228 E-k
i i Publisher Tasks 4;4‘ - vH v‘ B I U|=E = l=|= =|&~= 4
m) Edit Master Pages v x b
= =
= Edit Master Pages
Select a master page to edit =
2 " il = O ML ®B 3 O W Close Master View
aster A =
A h Master Page A | |
0=
a E
N =
. B J
o ;T; 3
o =
E; E
g =
Additional Master Pages can be | = = L
H Fa 1=
added by choosing the New » =
Master Page button in the Edit =
" View publication pages _E
Master Pages task pane. O = :
A A L i

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




