
GENERAL INFORMATION

This sheet is designed to be an aid to you as you are using Microsoft Publisher for Office XP.  You may also use the on-line help offered in this package by clicking on the word Help that is displayed on the menu bar at the top of the screen.  If you have any additional questions or require further information, it is available in the IT Help Desk (TE-113a) or by calling (410) 677-5454.
ACCESSING PUBLISHER
To open Access, click on Start(Programs(Microsoft Office(Microsoft Publisher.  You are now looking at the opening page for Publisher. You should now be able to see the different publication types you can choose from.

CREATING A BLANK PUBLICATION
Once you have chosen the type of publication you want, you will be taken to a page where you will see different options of what you can choose from there. The blank page sizes also shows all of the blank options for all other different types of publications. After your options have been chosen, click on Create to add things to your publication or to change the font.
OPENING AN EXISTING FILE
To open an existing file of Publisher, go to My Computer then select the drive where the file is located.  Click on the file you wish to edit and then choose Open.  To open a file when you are already in Publisher, click on File, then Open.  Select the drive from which you wish to retrieve a file.   Click on the file you wish to edit and then choose Open.

SAVING A FILE
You should save your publication to avoid losing any changes.  However, Publisher has an automatic reminder to save your work every fifteen minutes.  If you wish to save click Yes, if not click No.  When saving your file for the first time, click on Save, under the File menu.  First, select the correct drive at the end of the window by clicking on the down arrow next to the Save in: box.  Scroll up or down until you can select the drive you wish to use (A:\ or P:\).  Next, name the publication at the bottom of the window where is says File Name and click Save.  After you have given the file a name, you can save the publication by clicking on the Save icon on the toolbar.

CHANGING YOUR PUBLICATION
Once you have chosen your different options and clicked on Create, there will be a column to your left that features drop down menus to change different features of your publication such as the font, colors and page options.

WORKING WITH DROP CAPS

A drop cap is a large initial letter in a piece of text, normally the first letter of the first paragraph.  To apply a drop cap to the beginning of a particular paragraph, click anywhere in that paragraph text box.  Then choose Format, and then click on Drop Cap. 

Publisher has several styles of Drop Caps that are available for use.  Click on the one you like and then click OK.  If you don’t see a drop cap you like in the Drop Cap dialog box, click Custom Drop Cap tab and you can design your own under that option.
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