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CHAPTER TWO: USING AND EDITING TEMPLATES

Templates are used for giving a publication a basic structure or format. Once a template is applied, it can
be edited as much as necessary. Microsoft Publisher comes with dozens of different styles and templates
that you can use for many different materials.

This Chapter Will Include:

Applying Templates

Editing Business Information
Using Text Boxes
Connecting Text Boxes
Adding and Deleting Pages
Inserting a Template Page

Applying Templates

When Publisher is first opened, the New Publication Task Pane appears on the left side of the screen.
You can use this task pane to select a template for your publication.
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To apply a template, follow these steps:

1. Open the New Publication Gallery through one of two methods:
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a. Start Publisher.
b. Go to File on the Menu toolbar and select New.

2. In the New Publication Gallery, scroll through the various types of templates. To edit the color
scheme, font scheme, and other options of a template before applying it, single-click a thumbnail
once and then edit it in the task pane on the right.

3. To apply a template, click Create at the bottom of the gallery. Once you choose a template, your
publication should open. In addition, the Format Publication Task Pane will appear.
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4. You can use the Format Publication Task Pane to make further customizations.
5. To edit a template’s text, simply click the default text that appears and replace it with your own.

Editing Business Information

Many templates in Publisher can use your business information to fill out parts of the template. If you
have not filled out business information in the program before, Publisher will use the information you
gave Microsoft Office 2007 when it was installed.

To edit business information, follow these steps:

1. Open the Business Information Task Pane by going to the Other Task Panes down arrow
(next to the title of the task pane) and select Business Information from the list.
a. If the task pane is not open, go to View on the Menu toolbar and select Task Pane.
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When you hover over a section in the task pane, a right arrow will appear. Click it to display two
options, Insert This Field and Change Business Information.

Inserting the information will place it whenever the cursor is. If the cursor is not visible, the
information will appear in a new text box.

To change information, click Change Business Information. In the window that appears, you can
edit as much information as you need to. You can also change the default logo.
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Create Mew Business Information Set
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Change... l [ Remove ]
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[ Save ][ Cancel ]

5. Click Save to save your information. This will open a new window. Choose Update Publication
to have your template automatically update any changes you have made.

6. Business Information that appears in your template will have a dotted blue line underneath it to
indicate that it is business information. This does not appear when printed.

Lake Forest

Lake Forest, College
243 W, Sheridan Rd._
Lake Fotest. 1L,

60045,

Phone: 555-339:9553 .
Fog: 990- 00909900 |
E:madl;
someone@example com

Using Text Boxes

In a Microsoft Publisher publication, text is entered in text boxes, which can be added or deleted.

To add a text box, follow these steps:

1. Click the Text Box icon on the Object toolbar.
a. Alternatively, you can click Insert on the Menu toolbar and select Text Box.
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When you move your cursor over the publication, you should notice that it has changed into a
cross. Click and drag the mouse where you want to text box to appear. A black outline will
appear indicating the space the text box will take up. Release the mouse to apply the text box
and a blinking cursor will appear in the box.

To resize a text box, click and drag any of the sizing handles that appear on the corners. If you
want to resize the box but keep the same proportions, click Shift and then drag a sizing handle.
To rotate a text box, click the green rotate handle and move it in the direction you want to
rotate the text box.
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5. To delete a text box, click the outside border (a blinking cursor should not appear) and then
press the Delete key.

Connecting Text Boxes

Connecting text boxes can be helpful if not all your text will fit into one text box. By connecting two or
more text boxes, the contents of one box will flow into the contents of another. A series of connected
text boxes is known as a story.

Create Text
Box Link Previous
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Text Box
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To connect text boxes, follow these steps:
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Make sure you have an empty text box next to the text box you have text in.
Click Create Text Box Link on the Connect Text Boxes toolbar.
Your cursor will transform into a pitcher:

Click the empty text box to connect the two. If you had more text than could fit the first text box,

T

text will flow into the now connected one.

When you click on one of the text boxes, the Previous Text Box or Next Text Box icon will

appear. You can click them to jump back and forth between connected text boxes.

If you want to make formatting changes to all the text in a series of connected boxes, hold down

the CTRL key and the press A (CTRL+A). This selects everything in the story.
To disconnect a text box, click Break Forward Link on the Connect Text Boxes toolbar.
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Adding and Deleting Pages

To add or delete pages from a publication, follow these steps:

1.

To insert a page, find the page icons on the Status Bar and right-click the page you want a
new page to appear after. In the menu that appears, select Insert Page. If you want to insert a
duplicate of the page you have right-clicked, choose Insert Duplicate Page.




© Hannah Stoltz
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2. To delete a page, right-click the page you want to delete and select Delete Page.
3. To rearrange pages, right-click the page you want to move and select Move Page. In the
window that appears, choose where you want to page to appear and click OK.

Move selected pages:
(%) Before

) AFter
This page:

Page 1. Page Title
Page 2. Page Title
Page 3. Page Title

(0] 4 l [ Cancel

Inserting a Template Page

Template pages are available to add to a publication only if the template you are using supports it. For
example, you cannot add a template page to a poster, but you can add one to a newsletter.

To add a template page, follow these steps:

1. Find the page icons on the Status Bar and right-click the page you want a new page to appear
after. In the menu that appears, select Insert Page.

2. In the dialog box that appears, choose a template design from the drop-down menu. When you
select one from the list, a preview appears in the window.

3. Click OK to apply your template, or click More to apply a completely blank page.
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