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CHAPTER FIVE: CREATING AND EDITING A BLANK PUBLICATION

Although Microsoft Publisher comes with many templates which can be edited to your liking, you may
want to simply create a new publication from scratch. You can use many of the methods you have
learned in previous chapters, such as adding objects and text boxes, to create a publication.

This Chapter Will Include:

Creating a Blank Publication

Applying Backgrounds

Changing the Page Setup and Layout

Using Ruler Guides

Using the Master Page

Adjusting Margin Guides and Adding Grid Guides
Using Baseline Guides

Creating a Blank Publication

To create a blank publication, follow these steps:

1. Open the New Publication Gallery through one of two methods:
a. Start Publisher.
b. Go to File on the Menu toolbar and select New.
2. Under Publication Types, select Blank Page Sizes.
3. Scroll through the various types of blank publications. Once you have selected one, you can
change the color and font schemes.
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4. Click Create to open your new publication.

5. Once you have selected a blank publication, the Format Publication Task Pane will appear.
You can use this task pane to edit color or font schemes, apply a template, or change the size of
the publication.

6. A blank publication appears with a blue border, known as the margin guide, inside. The white
space inside the margin guide is where you can add text, objects, and more. The white space
outside the margin guide is the margin area. Anything added there will not appear when printed.
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Applying Backgrounds

To apply a background, follow these steps:

1. Make sure the Background Task Pane is open. To do this, go to View on the Menu toolbar
and then choose Task Pane. Select Background from the Other Task Panes menu at the
top.

2. Several colors and background designs will appear. To browse all the colors available, click More
Colors. You can use any of the tabs in the Colors Dialog Box to choose a color.
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3. To see a variety of patterns and fill effects, click More Backgrounds. There are a number of
tabs here which you can use to customize a background:

Gradient: allows you to select up to two colors to combine in a background

Texture: provides a number of built-in textures to pick from

Pattern: allows you to select a pattern from the list

Picture: allows you to apply a picture saved on your computer as a background

Tint: tints the brightness of a color
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4. When you want to apply a background, click the thumbnail from the list (after the More Colors
link).
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Changing the Page Setup and Layout

Even after selecting a new publication design from the task pane, you may want to change the size of the
publication or the orientation.

To change the page setup, follow these steps:

1. Click on Page Setup under File on the Menu toolbar.

2. You can change the basic design of a publication in the Page Setup Dialog Box. To adjust the
page size, enter numbers in the Width and Height boxes under Page on the right side of the
window. To change the margins, you can adjust the numbers under Margin Guides.

3. Click OK to apply your changes.
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Using Ruler Guides

Ruler guides can help you align objects and text boxes in a publication.

To use guides, follow these steps:

1. Go to Arrange on the Menu toolbar and hover the mouse over Ruler Guides. From the list
here, you can choose to either add a Horizontal or Vertical guide.
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2. The guide will appear as a thin green line in your publication. (Note: guides do not appear when
printed). When you hover the mouse over a guide, it turns into a double-sided arrow:

3. Click and drag the guide until it is where you want it and release the mouse.
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4. You can also add guides by clicking on either ruler and dragging the mouse into the publication.
This will bring forward a green guide line.

5. To remove a guide, click and drag it into the blue area that surrounds the publication.

6. To edit a publication without margin guides or grid guides visible, go to View on the Menu
toolbar and select Boundaries and Guides. This hides all guides, although it does not remove
them. To turn guides back on, click on Boundaries and Guides once more.

Using the Master Page

The Master Page is useful if you want something appear on every page of a publication in the same
location.

To use the Master Page, follow these steps:

1. Go to View on the Menu toolbar and select Master Page.

Vi
v  Two-Page Spread
Masker Page Chrl-+0

Ignore Master Page

w  Task Pane Chrl+F1
Toolbars »

[*5  FRulers

9] sSpecial Characters Ckrl+Shift+Y

v  Boundaries and Guides  Crrl4+Shift+0
Baseline Guides Chrl+F7
Pickures...

] Header and Footer

Zoarm k

2. In this view, note that the Edit Master Pages Task Pane opens on the left side of the screen.
Also note that letters appear instead of page numbers on the Status Bar.

3. Click the New Master Page icon at the bottom of the task pane to add a new Master Page. You
can also delete Master Pages by clicking the down arrow to the right of the page on the task
pane and selecting Delete (however, a Master Page can only be deleted if there are more than
one Master Pages in the task pane).
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4. To add an object to the Master Page, return to the normal view (go to View and select Master
Page once more, or click View Publication Pages at the bottom of the Edit Master Pages Task

Pane). Select the object or text box you want to send to the Master Page and go to Arrange on
the Menu toolbar and choose Send to Master Page.
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The object will disappear from the normal view and be placed on the Master Page. You can
return to the Mater Page and adjust the location of the object at any time. You can also delete an
object from the Master Page by selecting it and then pressing the Delete key. This will
completely remove the object from your publication.

To have the Master Page ignored on a particular page, make sure you are viewing the page you
want to have ignored and go to View on the Menu toolbar and select Ignore Master Page.
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Adjusting Margin Guides and Adding Grid Guides

You can change the margin guides to add or remove space around the edges of a publication. Any
changes made to margin guides are applied to all pages in a publication.

To adjust margin guides, follow these steps:

1. Go to Arrange on the Menu toolbar and select Layout Guides.
2. In the Layout Guides Dialog Box, make sure the Margin Guides tab is selected. In this
section, you can adjust the top, bottom, right, and left margins.
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3. If you want to add grid guides to your publication, click the Grid Guides tab. You can adjust the
number of column and row guides that appear, as well as change the spacing between each
guide.

4. Note that you can view a preview of the changes you have made in the Preview section.
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5. To save changes, click OK.
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6. You can adjust grid guides in the Master Page view. Go to the Master Page and hover your
mouse over a grid guide. It will turn into a double-sided arrow. Click and drag a grid guide to
adjust the location.

Using Baseline Guides

Baseline guides help you align text across a publication.

To use baseline guides, follow these steps:

1. Return to the Layout Guides Dialog Box and select the Baseline Guides tab.
2. You can adjust the Spacing and Offset boxes as needed. You can view changes in the Preview
section.
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3. Once you have done this, you need to turn on baseline guides by going to View on the Menu
toolbar and selecting Baseline Guides.
4. To turn off baseline guides, select Baseline Guides from the View menu once more.
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