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MS Publisher Introduction

	Duration:

· One Day

Pre-Requisites:  

No previous experience of MS Publisher is necessary.  

A basic understanding of PCs, keyboard and a mouse along with knowledge of MS Windows is recommended.

Objectives:

· Start Using MS Publisher

· Create Publications

· Work with Text

· Work with Graphics

· Use Productivity Tools

· Create Tables

· Create a Publication by Wizard

· Print Publications


	
	Core Topics:

Introduction to MS Publisher

The Mouse ; Publisher Catalog; Opening Screen - New Blank Document; The Menu ; The Toolbars; The Standard &  Formatting Toolbar; Moving around the Screen; Exiting Publisher; Using Online Help

Getting Started with Publisher 98
New Blank Document; Using Zoom; The Object Toolbar; Text Frames; Importing Text

Creating Publications

Defining Styles; Saving Work in Progress; Inserting New Pages; Deleting Pages; Working Preferences

Working with Text

Using Reversed Out Text; Rotating Text; Spell Check Text; Word Art

Working with Graphics

Drawing in Publisher; Grouping; Inserting ClipArt; Importing Images; Using the Design Gallery

Tables

Creating Tables; Border Styles; Shading Techniques

Backgrounds
Applying Headers & Footers; Inserting a Watermark; Inserting Automatic Page Numbers

Using the Publisher Wizard

Creating a Publication by Wizard; The Quick Publication Wizard; Creating a Publication by Design

Printing Publications

Using the Design Checker; Changing Page Layout; Printing Publications on a Desktop Printer













