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What is Business Information  
Business information is a set of saved customized information 
about either an individual or an organization. Once you set up 
the business information, it will populate itself in templates or 
you may quickly fill it in appropriate places in blank  

publications. This will save you time because you wonôt have to 
keep typing the information over and over again. 

Creating Business Information  

1. Open Publisher. 

2. In the left pane under Publication Types, select a publication type such as Flyers (Fig 1, 1). 

3. In the Center pane, choose a template (Fig 1, 2). 

4. In the right pane under Customize, click the down arrow under Business information and  
select Create new (Fig 1, 3). 
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5. The Create New dialog box will appear. Fill in the appropriate information (Fig 2). 

6. After you have typed all business information, click beside Business Information set name and 

type a name that will easily indentify the information (Fig 2, 1). 

7. Click Save (Fig 2, 2). 

 
 
 

8. Notice the business information name will appear in  
the window (Fig 3, 1). 

9. Click the Create button at the bottom right edge of the 
window (Fig 3, 2). 

10. The business information will populate the template 

(Fig 4). 
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Figure 4  
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Entering Business Information in a Blank Publication  

1. From a blank publication, click Insert/Business Information. The  

Business Information task pane will appear in the left hand task 

pane (Fig 5).  

2. Move your mouse over the piece of business information you want to 

add to your publication and drag it onto the page (Fig 6). You may have 

to resize the text boxes. 
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