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Introduction to Microsoft Publisher 2007–Wells County Public Library Class 

What is Microsoft Publisher? 

 Publisher is a desktop publishing program that helps you create professional-looking publications 

and marketing materials. Whether you start with a blank page or choose one of hundreds of pre-

designed layouts, Publisher can help you create great-looking publications in the same amount of 

time (or less) than you'd spend using a word-processing program such as Word.  

What can I create? 

 Newsletters  Greeting Cards 

 Brochures  Invitations 

 Business Cards  Postcards 

 Flyers  Gift and award certificates 

 Resumes  Calendars 

 Banners  And much more! 
 

To Open Publisher: Click on the icon on the desktop, quick launch menu, or go to “Start” menu, 

then all programs, and click on the Microsoft Office folder and locate Microsoft Publisher.  

(note: Publisher does not come standard on all computers, so it might be an additional software 

program you have to purchase. It is often bundled with other Microsoft Office software, so it 

can be found inside the “Microsoft Office” folder under “all programs”. 

To Create a New Document:  

When Publisher is opened, you should go directly to the popular publication type page. 

Publisher provides two ways for creating a new publication:  

1. Blank publication                                
2. Publication from a design  

 
Composing and designing publications from scratch is a difficult process for many people, 
especially when first learning the program. Publisher provides design templates to assist in 
publication preparation. Simply select the type of publication you are creating (brochure, 
business cards, calendars, etc.).   
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Project 1: Create a Greeting/Holiday Card  
Create a card from hundreds of predesigned options.  

1. Select Greeting Cards in the Getting Started window. Notice 
the designs are arranged by category.  

2. Choose the Holiday category and look at the many options 
you have. Click once on the Christmas 13 card for class. 

3. On the right side of the page is options to “Customize” 
4. Color Scheme allows you to change the color of the images 

on the card (note: when you change this it will change all the 
other card template colors as well). To change the color click 
the drop-down menu and pick the color scheme you like. 

5. Font scheme allows you to preset the default fonts in the card 
you are creating. 

6. You have the option to import Business information if you’d 
like. 

7. You can also choose the Page size and Layout. Quarter-size 
page (4.25” X 5.5” size) and the half page (8.5” X 5.5” size) 
are the most common for a greeting card. 

8. When you are ready click Create on the bottom right of the 
page. 

9. It’s a good idea to save your document now, just in case you 
make changes. 

 
If you change your mind on the template, fold, and size later, in the 
Task Pane on the left, notice that there is a Change Template and 
Change Page Size… button. From the window that appears, pick the one you want. 
 

Getting familiar with Publisher:  

Now you can start editing your card. Before we do this, it’s a good idea to get familiar with 

publisher in general.  

Publisher toolbars:  
You’ll see numerous toolbars on this page:  
 
Menu Bar- contains all the tools for use with Publisher 2007.  
 

 
 
Standard Toolbar- contains shortcuts for actions and tools.  
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Publisher Tasks toolbar- displays the Publisher Tasks task pane (since you 
are on a card, it will be related to that document. To the right is a picture 
of what you will see if you open a Blank Document.) 
 
Objects Toolbar- contains tools for working with objects.  
 
Connect Text Boxes toolbar- contains text box tools.  
 
Formatting toolbar- contains shortcuts for formatting tools.  
 

 
 
Specify a magnification  
You can use the Zoom feature to control the magnification of your 
publication. That way you can see the objects on the page better. 
 
Click a percentage or click the Zoom buttons multiple times to change the level of 
magnification.  
 
 
Editing Your Card: 
 
Add text  

• Click the text object you want to edit  
• Type your own text  
• Click anywhere outside of the text object to deselect the text  

 
Add a New Text Box  

• Click the Text Box button on the Objects toolbar  
• Click and drag the text box to the size you want to 

insert  
• Type the text that you want to insert into the text box  
• Apply formatting to the text  
• Click anywhere outside of the text object to deselect 

the text box  
 
Editing a Text Box 

• You must click on the Text Box itself to select it.  
• Right click when it’s selected, and then choose the 

Format Text Box option  
• You can fill the box with a color, or create a line 

around the box if you’d like. 
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Add a picture to a publication  
• Click the Picture Frame button on the Objects toolbar  
• Click Picture from File  
• Click and drug the frame to the size that you want to 

insert. The Insert Picture dialog box appears  
• Navigate to the folder containing the picture file that 

you want to use  
• Click the file name  
• Click Insert  

 
Publisher inserts the picture. You can move and resize the 
picture.  
 
Add Clip Art to a Publication  

• Click the Picture Frame button on the Objects toolbar  
• Click Clip Art. The Clip Art task pane open  
• Type a keyword describing the type of clip art that you want to insert  
• Click Go. The Clip Art task pane displays any possible matches  
• Click the clip art that you want to insert  

 
Control Text Wrap  
•  Click the picture object or other object that you want to edit  
 
•  Click the Text Wrapping button on the 
Picture Toolbar  
 
 
If the Picture toolbar is not displayed, click View>Toolbars>Picture to open the toolbar  
 
•  Click a text wrapping option. You can also click Arrange and then click Text Wrapping for text 
wrapping options.  
 
Publisher applies the text wrapping.  
 
Add a border  
You can add a border to any object in a publication, including text boxes, clip art, and pictures. 
You can also control the line thickness of the border.  
 
•  Click the object that you want to edit  
 
•  Click the Line/Border Style button on the Formatting 
or Picture toolbar  
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• Click a line style.  
 
To remove a border, click No Line.  
 
Connect Text Boxes  
Too much text added to a text object causes overflow, which you can correct by flowing the 
text into adjacent text box. You can link text boxes to create a relationship between the texts in 
each box.  
 
•  Click the first text box you want to connect  
 
•  Click the Create Text Box Link button on the Connect Text Boxes 
toolbar  
 
•  Click the text box to which you want to link. Publisher links the two boxes, and moves any 
extra text from the first box into the second text box  
 
•  You can click the Previous Text Box button to return to the 
previous text box  
 
•  You can click the Next Text Box to go to the next text box  
 
Edit the Background Page  
You can change the background color of a publication page 
by assigning a new background color, gradient effect, or 
texture.  
 

• Click Format  
• Click Background  
• Click a background tint  
• Click a background tint that you want to apply  

 
To remove the background, reopen the background pane and 

click the No Color option. 
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Project 2: Create a Holiday Newsletter 
 
You can also search for templates using Microsoft Office online, as well.  
 

1. If you are in your card publication, make sure to save it again first. Then click File and 

New. 

2. In the search for templates box type in “Holiday Newsletter” 

3. Scroll to the bottom and click on “Holiday Family Newsletter” 

4. Double click on the page to start downloading. 

5. If it doesn’t open automatically, push “Create” when ready. 

 

Use the techniques learned above to modify. 

Try to change the picture, rewrite some of the text, etc.  


