South Gloucestershire IT

Curriculum Support


Microsoft Publisher

This is a desktop publishing package. This should be used instead of Microsoft Word if the emphasis of a piece of work is on the layout. It is an excellent tool for producing writing for a different audience or purpose.  Items can be moved easily around the page to produce the most effective layout. 

A word processor should be used when the emphasis is on the text rather than the layout.

There are 2 types of font; serif and sans serif. Serif is useful for headlines and sans serif for long pieces of text. It is best to limit the use of fonts and sizes to 3 or 4 in one document; otherwise it becomes more difficult for the reader to follow.

Skills to Develop

When using a desk top publishing package the children should be encouraged to think about:

· Selection of appropriate font for the purpose

· Appropriate layout for the task

· Careful use of colour and pictures – not to overload the page

· Attractiveness of the publication – more decorative options for some tasks such as invitations, menus

· Clarity – publications should be easy to read and lead the eye

· Intended audience

· Style of the writing and vocabulary chosen, for example, more formal style for newspaper articles and information pamphlets.

Using Publisher
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When opening the software the program gives the choice of using publication wizards or blank page. Selecting blank page gives the greatest amount of flexibility and encourages children to make their own design decisions.

There is a toolbar at the top with a number of drop down menus.

Down the left hand side are the icons for producing objects on the page.

There are 4 main object types. To create objects on the page the user needs to first select the appropriate object icon from the vertical toolbar. The arrow icon is the default setting. 

After selecting the type of object required the user then needs to move the cursor over to the blank page, click and then drag out a box for the object to go in. The appropriate toolbar is then displayed.

Inserting Text 
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Click on the A icon to produce a text box. The displayed toolbar icons allow the user a range of options:

· change the font style, size and type, 

· align the text, 

· insert numbers and bullet points

· colour the text frame and font

· add borders around the box

· rotate the text

The user can specify how many columns a text box has which is very useful for writing newspaper articles. To do this click on the text frame properties icon or click on format – text frame properties and enter the number of columns required.

A number of other font options, for example, shadowed writing can be accessed by selecting format – font and putting a tick in the appropriate box by clicking.

Inserting Word Art
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Click on this icon and then drag out a box. A box appears with your text here inside it, as you type this is deleted. Click on update display to see your text. To change the shape of the word click on the arrow to the right of plain text and select from the options. Once the box has been created the user has to double click it to make any changes.

Inserting a Picture

The two picture icons can be used to incorporate pictures. The top picture icon inserts a picture from file; the bottom one uses stored clipart. If using Publisher 98 or above the clipart gallery is the easiest to use as the file is not helpfully indexed. For earlier version using the picture file gives more pictures to choose from.
When you have a picture object selected the toolbar allows the user to crop the picture, change the way the text wraps around the picture, alter the colouring and reflect and rotate the picture. 
Below the picture icons are a number of drawing tools; line, oval, rectangle and shapes, for example, speech bubbles and arrows. 

Inserting a Table

Click on the table icon to create a table. A dialogue box appears so that the number of rows and columns required can be entered. The user can also choose from a range of table formats. Information can be entered. 

To adjust column width and the height of rows move the cursor along the grey table edges until adjust appears and then drag to the required measurements.

To highlight a whole column in order to change the text or shading click in the grey section above the column. The rows can be adjusted in the same way. To highlight the whole table click on the top left grey square of the table. 

To insert or delete rows, or to merge cells click on table and then select from the options.

It is important to remember that if you want to use a toolbar with an object you need to highlight the object in order to see the toolbar.

Deleting Items

Click on the item to select it, then click on edit – delete object. Pictures and word art boxes can also be deleted by clicking on them and then pressing the delete key. Text and table boxes can be deleted by holding down ctrl and shift  and then pressing the x key.

Moving and Resizing Objects

To move an object pass the pointer over the border of the object and click when the picture of the removal van appears. You can then move the object easily.

To resize; first make sure the object is selected, click on one of the black handles at the edge of the object and drag it to the required size.

Locking Items Together

If you move a picture over a text box the text will wrap around it. It can then be positioned. Items that have taken time to arrange can be locked together so that they can be moved as a single unit. First drag a rectangle around the two objects using the arrow. A picture of a lock appears; click on this to lock your objects. Clicking again will unlock them. This is useful when using text boxes within shapes or pictures inside a table.

Using Layout Guides

This provides a grid on the page that does not print out but can be used when arranging items on the page. These can be very helpful when trying to adjust the layout of a page or when lining items up. Click on arrange – layout guides and in the grid guides box enter the number rows and columns you would like the to create.

Inserting Pages

Click on insert – page to add a page. You can then move between your pages by clicking on the appropriate page number at the bottom left of the screen.

Decorative Touches

Clicking on the paint pot icon allows the user to fill a box with a background colour.

Borders can be put around any object by clicking on the border icon (the right icon pictured here).

Clicking on border immediately displays a limited range of border styles, click on more styles for a greater choice. Select line thickness and colour or click on the border art tab for more decorative borders. You can select from the available options or create your own border from a picture by clicking on create custom – choose picture and selecting from the clipart.

Activities Using Publisher

Publisher is an excellent tool for curriculum purposes where layout is really important:

· newsletters

· newspaper articles

· certificates

· posters

· brochures

· web pages

· greetings cards

· gift tags

· menus 

· invitations

· web pages

· producing linked pages to make a book

Using blank page you can select  

· book fold  to create leaflets 

· tent fold  to produce cards

· banner 

· web page to produce linked web pages

The publications by wizard  section contains lots of templates for a wide variety of purposes. Using the wizards people can answer a number of questions and have documents automatically created. They have the disadvantage of reducing the variety of decisions children have to make but they are good for quick publications and for ideas for styles.

Publisher is also very useful tool for a number of teaching purposes:

· creating worksheets

· creating labels and notices for displays

· producing concert programmes

· producing dynamic teaching materials in the form of linked web pages
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