Using Publisher 2000

Introduction

Microsoft Publisher is a fairly simple desk-top publishing program that allows you to create newsletters, flyers, brochures, and other similar publications.  Publisher is contained in some versions of the Microsoft Office Suite, notably Office Small Business and Office Premium versions. 

In operation, Publisher is similar to Mocrosoft Word; however, it varies from Microsoft Word in one significant way.  In Publisher, all items, both text and graphical elements, are contained in frames.  These frames can be moved and resized easily, allowing considerable flexability in page layout.

Starting the Program

To open Microsoft Publisher, click on Start / Programs / Microsoft Publisher. 

At startup, Publisher 2000 opens the Publisher Catalog, a collection of templates that you can ‘fill in the blanks’ and create a publication quickly.  There are three tabs in the Publisher Catalog.  Each is a list of publications collected under general categories.  On the left of the category name there is a symbol.  Clicking on those with a bullet will produce a group of thumbnail publications in the pane on the right of the catalog.  Those categories the are preceded  by an arrow will expand when you click on the arrow to present sub-categories.  
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Publications by Wizard:  This has wizards by general purpose, such as Newsletters.  To start the Wizard, double-click on the publication thumbnail that you want to use, or single-click on the thumbnail, and then click on the Start Wizard button at the bottom of the Catalog screen.
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Publications by Design:  These are publications that grouped by common design styles or by theme sets, such as Holidays and Fund-raisers.

Clicking on Existing Files will let you open a publication you have already created.
Clicking on Templates will open any design templates that you have created, such as a weekly newsletter design, that you have saved as a template.
Blank Publications:  These are publications grouped by the way the paper will be folded.  These include Side-Fold and Top-Fold cards, among many others.

Creating a Quick Publication Using a Wizard

To create a Quick Publication…..

At the Publisher Catalog, click on the Publications by Wizard tab.  If the Publisher Catalog is not visible, click on File, then New.
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On the left pane of the Publisher Catalog, click on Quick Publication.
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Double-click on Wavy Frame Quick Publication (or single-click to select, then click on Start Wizard)
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The next window will show your publication starting to take form.  On the left you will see the Quick Publication Wizard that gives you instructions about to what to do to complete your publication.  Read the Introduction, and then click the Next button at the bottom of the column.  
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This window allows you to select your Color Scheme.  Select a color scheme by clicking on the name of the color scheme, then click on the Next button at the bottom of the page.  
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The Layout window allows you to select where Publisher will place the various graphical and text elements of the publication.  I have selected Large picture in the middle.  Click on the Next button at the bottom of the page, and then click on the Finish button to complete your project.
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This is the final product.  It took about three minutes from start to print.

Publisher Window
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Below is the main Publisher window that is active when you have completed a Quick Publication.  This window allows you to revise your design by clicking on the Wizard heading on the left side of the page.  I have clicked on the Design in the top pane, then changed the design to Pinwheel in the bottom pane. 
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The Hide Wizard / Show Wizard can increase your work area by closing the Wizard when it’s not needed.

One of the advantages of using a wizard to create a publication is that Publisher inserts all of the text and graphics frames for you; however, there have been several times that I have had to start from a blank page to create the publication that I wanted.

To go to a blank page at startup, click on the Exit Catalog button on the bottom right corner of the Publisher Catalog.

Creating a Publication from Scratch

Although creating a publication without using the wizards is somewhat more involved; you have completed control of the page layout and elements.  If you know what you want, this is often easier than starting with a wizard-created layout and then trying to modify it.  The most important thing to remember when using Publisher is that everything goes in a frame.  If you want to place something into your publication, you have to create a frame to put it into first.  Different kinds of objects take different kinds of frames and one kind of object can’t be put in another kind of frame.  One final thing to keep in mind:  When you delete an object, you should delete the frame that goes with the object as well.  It keeps you publication cleaner and it makes for easier work.

The Publisher screen in this view looks like this.


Along the left side of the screen is a column of buttons.  These buttons are what creates the different types of frames.  








Creating Frames

Creating frames is the same in all cases.  First, click on the button of the type of frame you want to insert.  I have decided to insert a text frame, so have clicked the text frame button (the blue A).  With the left mouse button, click and hold while ‘dragging out’ a rectangle.  When created, the frame will have a Sizing Handles the same way that ClipArt and WordArt do in Microsoft Word.  

This illustration below shows a text frame that has been inserted an is ready to enter text into.  You can tell this because the frame Sizing Handles are active (black) and there is a cursor in the frame.

Text Frame AutoFlow

Often when designing a publication, you want to have text flow from one frame to another around an object, such as clipart or a picture.   This is possible using a Publisher feature called AutoFlow.


Here, I have created two separate text frames, separated by a clipart frame.  I have pasted some text copied from Word into the left text frame – there is more text than the text frame can display.  This causes Publisher to ask if you want to use AutoFlow to allow the balance of the text to be displayed in another text frame.  In this case, I answered ‘No’, since am going to connect the text frames manually.

With the left frame active (see the Sizing Handles?), the bottom of the frame shows a  symbol  (            ).  This lets you know there is more text in the frame.  Having too much text in an active text frame also makes the Connect Text Frame icon active at the top of the page; it looks like a piece of chain, shown here.  


To link the text frames, click on the Connect Text Frame icon.  A foaming (overflowing) measuring cup appears, taking the place of your mouse cursor.  When you move this cup over another text frame, the measuring cup turns sideways.  Clicking in the second frame completes the link.   The linked text frames appear below.

To unlink text frames, click on the first frame, then click on the Unlink Text Frames icon at the top of the screen.  
Table Frame Tool


Honestly, this tool doesn’t make much sense to me.  The point of Publisher is that you don’t have rigid layout restrictions as you do in Word – yet the Table Frame tool puts you right back into rigid formatting.  Go figure.  The good part of this tool is that lets you include data that has to be in columns, such as financial data, into Publisher.  To create a Table frame, ‘drag out’ a frame rectangle.  At the Create Table window, you can select the number of rows and columns you want, as well as select the style of formatting from the Table format area.

WordArt Tool

The WordArt tool is the one tool that really doesn’t work the same way as the Word tool.  Frankly, it’s a little confusing.  WordArt frame creation is the same as with all of the other frame tools in Publisher.  After you have created the WordArt frame, a text entry window appears.  Enter the text for your WordArt here, then click Update Display and close the text entry window.  


At the top of the screen, you will now have the option to change the WordArt style, font, and size.  Click on the small arrow next to Plain Text to change the WordArt style.


This is the drop-down menu that appears.  Click the one of the design shapes to format your WordArt.  Click on the Format menu to recolor your WordArt.  This is the WordArt image I created.


Picture and ClipArt Frames

Picture and ClipArt frames are, in truth, the same type of frame; however, Publisher opens a different part of the Clipart Gallery for each.  They both work the same as the ClipArt Gallery Word.  I guess they should – they use the same gallery file.  Create the frame by ‘dragging out’ a rectangle, as with the other frame tools.  When you have finished creating the frame, the ClipArt Gallery will open.  Click on the clipart image you want to insert, then close the ClipArt Gallery.  Resizing is the same as in Word, being performed though the Sizing Handles on the clipart image.

Design Gallery

The Design Gallery contains a long list of design elements that can be inserted into your publication.  Many of these objects behave like a ClipArt image, except that you can enter text directly into some of them.  

If you happen to like them, these can save quite a lot of design time.

Moving and Resizing Frames

To move or to resize a frame, click on the arrow at the top of the frame tool menu on the left side of the Publisher screen.  All frames can be moved by clicking inside the frame to make the frame active, then moving the mouse cursor toward any side of the frame.  When the cursor changes to a ‘Moving Truck’ (who says that Microsoft doesn’t have a sense of humor?), left click and drag the frame to the new location.  

Resizing frames works the same as in Word ClipArt – click and hold on the Sizing Handles and drag larger or smaller.
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Design Gallery frame tool.  Contains a variety of design elements that can be inserted into your publications.
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