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MS Publisher 2007: Newsletters

Lesson Notes
Author: Pamela Schmidt

Create from Templates

From the Publication Types choose
Newsletters.

Microsoft Publisher

Getting Started
My Termplates

) Publication Types
Under Customize , choose a Color scheme, L

Font scheme, and Business information set. Blark Page Sizes

Advertisements
Customize Award Certificates
Barrners
Color scheme: Eroch
rochLres
Bluebird - .
LI Business Cards
Font scheme: Business Forms
Econarmy Calendars
Franklin Gothic D... ~ 3 Catalogs
Times New Foman Bold E-rmail
Business information: Envelopes
Proicere - Fhyers

Gift: Certificates

Greeting Cards

Irnport Word Docurments
Irvitation Cards

Under Options choose either One page or
Two-page spread.

nce.

Newsletters

MNewer Designs » Classic De:

Microsoft Office Online Tel

r..fi View templates from Mic

Newer Designs

Ny

Arrows

Options

P : Labels ' |
Page size: Letterhead

Ej Menus
|
- MNewsletters Marker
Two-page spread M Eeldinm Mhemimste
Include customer address Choose whether to include the customer address for
~ mailing.

!‘{ ‘ Create

Click the Create button to generate the newsletter.
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Page OpthﬂS Format Publication hd

The Format Publication task pane has quick tools for changing the
newsletter publication. If the newsletter is a two page spread, the :

Page Options allows you to choose which page to change. 4] Page Options
COl umns Select a page to modify
The number of Columns in the newsletter can be changed. Right inside page B

Columns on right page

1 2 3

Mixed

Content for right page

3 stories |Z

Suggested objects

1| »

Note: the sample text in the documents can not be changed, only

Logo
replaced.

Note: the text will flow from one text box to another within the same =
group on a single page, but will not automatically flow to another page.
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Content
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MS Publisher 2007 (Newsletters)

The type of information in the newsletter can be changed under Content.

Content for right page

===( 3 stories

—| |E==| 3 stories

Calendar

“=| Order form
—

== | Response form

il

Sign-up form

_

P2

Order form, Response form, Sign-up form
The order, response, and sign-up forms will be placed at the

bottom of the page.

Suggested Topics

Stories

Stories places three sets of text boxes on the
page. The number of columns is determined
by the column option.

Calendar

Calendar will place a calendar on the page
along with a story area.

Suggested Topics are items that can be inserted into the e

publication.
Suggested objects

ﬁ
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Kid Stuff

|

“To catch the

reader's attention,

place an

inferesting
senlence or quole
from the story
here.”
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Connecting Frames

An “A...” in a box at the bottom of a frame indicates that not all of 22 xse Wusszanes Agae s ang
£ im ey beralefuee el bore 302 1 S

the text is showing. To allow the text to flow from one frame to Iimeven Asmia ]
another, the frames need to be connected. e it Taadh etz
B+ I ]
[A ---]

Create the second text box.
Click in the first text box, then click on the Connect Text Frames button.
A pitcher will appear.

Erid

....................................

Click on the second box.

Graphics Manager |
DT + « The Graphics Manager allows the easy finding and replacing

graphics.

Display opftions

) Check the Show thumbnail box to view the graphics as the actual
Show: | All pictures B pictures

Sort by: | File name

/| Show thumbnail ; i i
=how thumbnat To change the picture, hold the mouse over the picture in the

Graphics Manager. Click the arrow that appears
+ | to the right of the picture.

Select a picture

m

Empty Frames
If the picture frame is empty, your choices will be

11

Empty Empty

00

Fage 3 Fage 4 =¥

Emptv3 Emrm; to either go to the Frame in the publication, or
a9 a0 | insert a picture into the frame.

Go to this Frame

Insert Picture in this Frame...

EXiSting Pictures Details...
C ‘ If the picture frame has a graphics, your choices \ | Select a picture
will be to either go to the Picture, save as linked hY
PH02736U.b PHO2742U.b picture, or replace the picture. O
Fage 3 Fage 1 . B >
~ | Details... © : [
Details will show the information about the 2 ocatad oy (8
picture. L
Go to this Picture
Der — s ==

pppppp Save as Linked picture...

Change picture display...

Eeplace this Picture...
Details...

s o
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Insert New Pages

When inserting new pages in a newsletter, you
get to pick the content of the page.

Blank Pages
To get a blank page, choose the More... button.

Insert Newsletter Pages

Bl

(") pefore left page
(@) After right page

(") Between pages

Options
(@) Insert blank pages

|| Create one text box on each page

() Duplicate all objects on page: 2

Left-hand page Right-hand page
Story EI Story
— Story ol
Calendar
l Order Form
Response Form
Sign-up Form
I L]
- - - -
’ More... ] [ OK l ’ Cancel ]
Insert Page @I&J
Mumber of new pages: |2

oK

| | cancel




