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Publisher versions 97 vs. 2000

Although 2000 will run earlier publications (97 and 98), 97 will not
run 2000 publications. Also, there are some operational differences
between 97 and 2000. This manual will provide instructions for
versions 97 and 2000 and will indicate differences with the following
icons in the margins:

97 for Pub 97 or 2000 for Pub 2000
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>4 Why use a desktop publishing program?

A desktop publishing program allows for the creation of publications that
include graphics and text in multiple columns or in unique formats (such as
brochures, invitations, certificates, and much more). An important term
with a desktop publishing program is the idea of a “frame”. Understanding
the relationship between frames is important when desktop publishing.

~¢- What is a frame?
A frame is a transparent box that can hold text, graphics, WordArt, or
tables. By using a mouse, the frame is created on a page that can then be
resized, moved, or connected to other frames. Diagram 1 - 1 displays
each of these frame types.
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o Diagram 1 - 1 _
We will discuss how to make a frame in Section 2.

NOTES:
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Adjusting the size of the viewable screen

To make the viewable screen larger or smaller look for the “Zoom” button as
seenin diagram 1-2a. Note the number with the percentage sign, this
indicates the relative size of the page compared to the printed copy. To
adjust simply click on the “” (minus) button to reduce or the “+” (plus) button
to enlarge the screen.
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Diagram 1 - 2a

To make the viewable screen larger or smaller look for the Zoom button as
seen in diagram 1 - 2b. Note the number with the percentage sign, this
indicates the relative size of the page compared to the printed copy. To
adjust simply click on the “” (minus) button to reduce or the “+” (plus) button
to enlarge the screen.

27 %o -~ = <+

Diagram 1 - 2b

_ Moving from page to page

To move to another page, look for the “Change Pages” button as seen in
diagram 1 - 3a. The number shown indicates the viewable page being
worked on ... in diagram 1 - 3a the page being worked on is 6.

Very First Page Previous Page Next Page Very Last Page
\ \
Diagram 1 - 3a

To change pages, do one of the following:
1. Click in the small white box containing the page number next to the word

“Page”. Type in the number of the page desired then press the “Enter”
key.
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2. To move to the previous page click on the arrow JUST left of the word
“Page”. To move to the next page click on the arrow JUST right of the
word “Page”.

3. To move to the very first page, click on the arrow farthest to the left of the
word “Page”. To move to the very last page, click on the arrow farthest to
the right of the word “Page”. Note that both of these arrows have a small
vertical line adjacent to the point of the arrow indicating either the first or
last page.

To move from page to page, look at the bottom of the screen for a row of
page numbers represented by small “pages”. Click on the number of the
page to jump to. See diagram 1 - 3b for a representation, only one page is
shown here.
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Show Wizard I

Page 1 of 1

Diagram 1 - 3b

NOTES:

Page 5



2. (REATIVG FRAMES

> Creating a Text Frame

It
I— 1

To create a text frame first click on the Text Frame Tool Button as seen in
diagram 2 - 1a (97) and 2 -1b (2000).

97 Text Frame Tool | > [ A ] < Picture Frame Tool Button
Table Frame Tool Button |:> E <j WordArt Frame Tool Button
Diagram 2 - 1la
Text Frame Tool [ > = A,
2000
Table Frame Tool Button |:> E
M | <] wordArt Frame Tool Button
<j Picture Frame Tool Button
Diagram 2 - 1b

Click on the tool button once. Move the mouse pointer to where you want
the text frame to start, hold down the mouse button and drag the pointer until
the frame is the desired size. Click in the frame and begin typing.

NOTES:
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As in creating a text frame, single click on the picture frame tool button as
seen in diagram 2- 1la or 2- 1b. Move the mouse pointer to where you
want the text frame to start, hold down the mouse button and drag the
pointer until the frame is the desired size.
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Once the frame has been created choose a picture or clipart to insert. To
insert a picture click on the pull down menu Insert and then on Clip Art or a
Picture File.

yi: Creating a WordArt Frame

WordArt can be used for titles or in places where a title needs to grab
attention. WordArt can be twisted, tilted, and shaped in many different ways.
To create a WordArt frame single click on the picture frame tool button as
seen in diagram 2- 1la or 2- 1b. Move the mouse pointer to where you
want the text frame to start, hold down the mouse button and drag the
pointer until the frame is the desired size.

Once the frame has been created type in the desired text then click on
Update Display.

¢ Creating a Table Frame

Use a Table frame when you want to organize text and numbers in columns
and rows, such as a table of contents. To create a Table frame single click
on the picture frame tool button as seen in diagram 2- laor 2- 1b. Move
the mouse pointer to where you want the text frame to start, hold down the
mouse button and drag the pointer until the frame is the desired size.

Changing the size or location of a frame

In order to adjust a frame, either to resize or move, first click in the frame to
change. Note that on each corner and in the middle of each side of the
frame are small black boxes, these are called “Handles”.

To adjust the size of the frame, move the mouse pointer over a handle,
notice a double arrow pointer indicated by the word “RESIZE” will appear.
Single click and hold the mouse button down while dragging the mouse in
the desired direction. An example can be seen diagram 2- 2.

Diagram 2 - 2
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To move the frame, move the mouse over the edge of the frame until a four
sided arrow pointer is seen (as seen in diagram 2 -3 ) or this icon and a

small moving van.
Diagram 2 - 3

Once this pointer is seen, single click the mouse then drag the frame to the
desired location. An example can be seen in diagram 2- 4.
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Diagram 2 - 4

NOTES:
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3. MAKiNG A NEw PAGE

Adding a page

To add a new page, click on the pull down menu Insert, then Page. If the
page is the next in the sequence of pages, click the OK button as seen in
diagram 3-1.

Insert Page ﬂ E

I'I_ i~ Befare Current Page
Humber OF New Pages: i+ After Current Page
Cancel |

Options
® Inzert Blank Pages

{~ Create One Test Frame On Each Page

" Duplicate Al Objects On Page Number: I'I—

Diagram 3 - 1

If the page is to be inserted before the existing page, click the small dot once
labeled “Before Current Page” as seen in diagram 3 - 1. Another useful
option is to create a text frame for the new page by clicking the small dot
labeled “Create One Text Frame On Each Page”.

Duplicating a page
Copying all the contents of one page to a new one can be done by following
the same steps in “Adding a new page” (as seen above), and by clicking on

the little dot labeled “Duplicate All Objects On Page Number”. Choose the
page number of the contents to duplicate from and then click the OK button.

NOTES:
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4. MAKINVG (ILUANS

Making and linking columns

To make a multi-column publication, such as a newsletter, first create a text
frame for each column on a page.

To flow from one column to the next, link each frame. To do so, look at the
bottom of the text frame for a small gray box as seen in diagram 4 -1.

=

Diagram 4 - 1

To flow from one column to the next, link each frame. To do so, look at the
top of the screen for a small icon that resembles a chain link as seen in
diagram 4 -2, click it once.

Diagram 4 - 2
Once clicked, the pointer will turn into a small “pouring pitcher”, move the
“pouring pitcher” anywhere in the text frame that is being linked and click
once. The two frames will now flow text from one to the other. This can also
be done from text frames on consecutive pages by moving to the next page
and then clicking the “pouring pitcher” in the desired text frame.

NOTES:
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). MERGE NAMES, ADDRESSES AND OTHER
INCORAATIONV IVT) A PUBLISHER TiLE

- Merging names, addresses, and other information into a publisher file

A handy function of Publisher is to merge a list of names (or other information)
from a list created in Publisher or from another program into a publication that
you create. One way to think of this is to create a template where you tell Pub-
lisher to enter a list of names, or other information, from what Publisher calls an
“Address Book”. After linking where you want the information to go, you can
print the template and Publisher will print a separate copy for each name (or
other information) included in the Address Book - each copy with a different
name.

Creating an address book in Publisher

Your first step is to create your publication and either create a text frame where
you want each name (or other information) to print from the Address Book. Be-
low, diagram 5.1, is an example that will be used to illustrate how the merge will
look. Now, follow these steps:

My text box:
e Student Name: =
Diagram 5 -1

p Click the mouse where you want the text to be merged. In diagram 5- 1, we
will insert names after the text “Student Name:”.

p  On the pull down menu located on the top tool bar, click on Mail Merge and
then click on Open Data Source.

p A new dialog window will appear with three choices, click on Create an ad-
dress list in Publisher (see diagram 5- 2).

Page 11



Open Data Source

To merge informakion inta this publication, you'll need a daka source that contains that
inFormation, such as an Outlock contack lisk, an Excel warksheet, a database file, ar a
Publisher address list.

ﬂ Merge From an Qutlook contact lisk

ﬂ Merge information from another bype of File

ﬂ Create an address lisk in Publisher

Diagram 5 - 2

A new window will appear with 8 blank fields (Title, First Name, Last Name,
and so forth). You may choose to use these fields to enter your list or you
can modify the field names by clicking on the Customize button. You do not
need to fill in each field, only the ones that you need. In our example, only
the First and Last Name will be used.

After entering the first and last name, click on New Entry. Notice that the
bottom left hand corner of this dialog window indicates the number of the en-
try. Continue entering all data until finished, clicking New Entry each time.
When done, click Close. A Save As dialog window will appear, choose the
correct folder that you wish to save the Address Book along with a file name
(the Address Book is actually a separate file linked to your Publication) then
click Save.

A message will appear asking to merge the Address Book with your publica-
tion, click Yes.

Another new dialog window will appear asking you to choose which fields to
insert into your publication. Click a field name then click Insert, repeat this
until all fields have been inserted. In our e xample, First Name and Last
Name will be inserted. When done inserting fields, click Close.

You will now see your original publication with each field inserted surrounded
by left and right carrots (<< and >>). These are called “Place Holders” See
diagram 5 - 3.

My text box:
= Student Name: «First Name»«Last Name»)| .
Diagram 5 - 3
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b You can edit in between each place holder by clicking in between two place
holders and inserting spaces or punctuation (such as a comma).

p The font style of place holders can be changed the same way that text can
be modified ... highlight then choose a different font, size, or style (bold, un-
derline or italic).

P You can insert place holders anywhere in a publication including copying or
moving them to a different location.

p To see the names merged in the publication, click on Mail Merge from the
pull down menu on the top tool bar. Click on Merge.

P A new dialog box will appear with as seen in diagram 5 - 4.

My text box:
= Student Name: Betty Bopeep =

Diagram 5-4

P Now, the place holders are replaced by the entries from the Merge. You can
check each entry by clicking on a left or right direction arrow.
P Next time you Print, the publication will print automatically once for each en-

try.

Note, you can use an Address Book for more than one publication. To do this,
create a text box and click where the place holders are to be inserted. Click on
Mail Merge and Open Data Source. Click on Merge information from a dif-
ferent type of file (see diagram 5- 2). An open dialog window will appear, find
the Address Book and then follow the same steps as directed above.
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