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Have you ever been intimidated by a blank page?  In this course you will learn how to start a 
new publication from a predesigned one, identify the different design elements, and modify 
those design elements to suit your style.  With some practice, you will be able to create your 
own professional-looking newsletters, brochures, business cards, Web sites, and more.   

After completing this course you will be able to: 

¶ Start with a predesigned Publisher publication and adapt it to create your own 
publication. 

¶ Add text to a publication, and then revise, reposition, and fit the text, create columns, 
and continue a story on another page. 

¶ Add a picture to a publication, change how the picture looks, and control how text 
wraps around it. 
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Help! 

 This is what you see when you first open Microsoft Publisher 2007 

 

For help anytime you need it, type a question or topic in the box in the upper right corner, then hit Enter. 

  

 

 

 

 

 

 
Publisher shows you online help for all 
topics associated with your search terms. 
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Predesigned publications 
 

 
 
Whether you're creating a postcard, business card, brochure, newsletter, or Web site, in Publisher you don't 
have to start with a blank page. Each publication type has a wide range of ready-made, professional designs. 

When you choose the type of publication you want to create, Publisher displays thumbnails of the available 
designs, such as the newsletter thumbnails shown above. To base your publication on one of the designs, just 
click a thumbnail. 

After the predesigned publication opens, you replace the placeholder text and pictures with your own 
information. You can also change the color scheme and font scheme, delete or add elements, and make any 
other changes you want. 

 

Independent, movable parts 
 

 

 

 

 

 

 

 

 

 

 
Everything in a Publisher publication, including a block of text, is an independent element. You can place each 
element exactly where you want it, and you can control its size, shape, and appearance.  

23 independent elements:  
16 text elements and 7 graphical elements 
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The Publisher Workspace 
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Content Library:   
Single location for stored 
logos, lists of services, 
success stories, 
testimonials, maps to your 
location & photos you plan 
to reuse in other  materials.  
You add media to the 
Content Library, so you can 
insert it in publications. 
 

Business information: 
Boilerplate information 
about an individual or 
organization that is used 
repeatedly in publications 
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The power of a text box 

 

You may be pleasantly surprised by how much control you have over text in Publisher. Text doesn't just fill up 
all the space between the margins, as it does in a word-processing program. Instead, each block of text is in a 
container called a text box, and you build publications by arranging text boxes on your pages.  

You can place a text box anywhere you want on a page, make it any size you want, and divide it into columns; 
you can also connect one text box to another so text flows between them �²  even if the text boxes are on 
different pages. You have a lot of control over both the placement of text boxes and the appearance of the text 
within the text boxes. 

Adopt a text box mentality 

 

Both the newsletter and the report shown in the picture consist of text boxes arranged on a page.  

1. In the newsletter, each column is a separate text box, and the text boxes are connected so the text 
flows from one column to the next. 

2. The report, on the other hand, consists of one large text box that takes up almost the entire page.  




















