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Introduction  
Publisher 2007 is a desktop publishing program that 

can be used to create a variety of professional  

publications such as flyers and newsletters.  

 

Exploring the Publisher Interface  

1. Open Microsoft Office Publisher 2007. 

2. From the Microsoft Publisher window, click Blank 

Page Sizes in the Popular Publication types pane 

(Fig 1, 1). 

3. The middle pane will change to reflect the blank page 

formats available. Scroll down and click Letter (Portrait) 

8.5 x 11ò (Fig 2, 1). 

4. Click the Create button at the bottom right edge of the  

window (Fig 2, 2). 
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The Publisher Workspace  

The area where a new or existing publication appears is called the workspace. This is the area where 

you actually work on a publication. Below are descriptions of the workspace components. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

¶ Title Barðtop of the window and displays the program name. 

¶ Menu Barðcontains menus that list commands organized in categories. 

¶ Toolbarsðcontains buttons for frequently used Publisher commands. 

¶ Rulersðallows you to precisely measure the size of objects and place objects in exact locations 

on a page. 

¶ Scratch Areaðgray area surrounding the publication page and can be used for storage. 

¶ Objects Toolbarðlocated on the left side of screen and contains buttons used to insert most 

frequently used objects (text boxes, clip art, and shapes). 

¶ Status Barðlocated at the bottom of Publisher window. The left side of the status bar shows 

the page navigation icons which display the number of pages in a publication and is used to  

navigate from page to page. The right side of the status bar shows the object position status 

which provides the size and position of the selected objects. 

¶ Task PaneðThe task pane is an area of the window that is used to organize color schemes, font 

schemes and other layout tools in a visual gallery.  
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Entering Text in a Document  

1. On the Objects toolbar, click the text box icon.   Your mouse will turn into a crosshair. 

2. Point near the top of the page and drag down and to the right. A text box will appear (Fig 3, 1). 

 

 

3. Type your text in the text box. 

If you are having a hard time seeing the text, click the Zoom In icon on the toolbar. 

4. Drag your mouse across the text to select it (Fig 4). 

5. Using the Formatting toolbar, format the text as desired. For example, center the text, make 

it bold and 48 point size. The formatting toolbar is described below. 
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Importing Text from Word  

You can enter text directly into your layout, however you will most likely need to import text that has 

already been written at some point. After you create a text box, you can insert text from another 

application such as Microsoft Word. 

1. View the entire page by clicking on the down arrow beside Zoom in the Standard 

toolbar and choosing Whole Page (Fig 5, 1). 

2. Create a text box large enough to handle the text you will import in your  

publication (Fig 6). 

3. Click Insert, Text File. The Insert Text dialog box will appear. Select the file from the  

appropriate drive and directory location. 

4. Click OK. The imported text will appear in the text box.(Fig 7, 1). You can format the text in  

Publisher using the Formatting toolbar. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. Resize your text box by placing your mouse on one of the handles around the 

outside perimeter of the text box until it turns into a dual headed arrow (Fig 8). 

Drag the text box in or out to make it larger or smaller. 

6. Move your text box by placing your mouse on the dotted line on  

the outside perimeter of the text box until your mouse turns into  

a four headed arrow (Fig 9). Drag the text box to the new location. 
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Inserting Clip Art  

1. Click the Picture Frame icon on the Objects toolbar.  

2. Choose Clip Art from the menu. The Clip Art task pane will  

appear on the left side of the workspace (Fig 10, 1). 

3. Under Search for: type in a description of what type of picture  

you are searching for and click Go (Fig 10, 2). Matches will appear 

in the task pane.  

4. Scroll through the pictures and click on the picture you want to  

insert in your publication. You may have to resize and move the 

picture so it fits nicely on the page (Fig 11). 
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