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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 wildl

save you

keep typing the information over and over again.

Creating Business Information
1. Open Publisher.
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What is Business Information

1. Creating Business
Information

2. Entering Business
Information in a Blank
Publication

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

2
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 informatiafick beside Business Information set name and
type a name that will easily indentify the information (Fig 2, 1).

7. Click Save (Fig 2, 2).

Figure 2
Create Mew Business Infoermation Set @
Business Information for this set
Individual name: Tagline or motto:
Cyndi Caravello Thinking Qutside
Job position or title: Logo:

Software Training/Documentation Specialist Add Logo...

Qrganization name:
Towson University
Address:

8000 York Road
Towson, MD 21252

Phone, fax, and e-mail:

Phone: 410-704-3763
Fax: 410-704-2435
E-mail: ccaravello@towson.edu

Business Information set name: | Towson business information

Save Cancel

Figure 3
8. Notice the business information name will appear in {default template Fonts)
the window (Fig 3, 1).
9. Click the Create button at the bottom right edge of the Business information:
window (Fig 3, 2). ITowson business infarmation j
10. The business information will populate the template Options
(Fig 4). [T Indude mailing address
W Include graphic
Tear-offs:
— o '
':!-'l Create




N TOWSON UNIVERSITY

PUBLISHER 2007: CREATING BUSINESS INFORMATION

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).
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.

Figure 6
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your publication, drag an item
below onto the page.
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