Microsoft Publisher: Basics 
Description: Learn to use the menus and toolbars to create and publish your own fliers, brochures and greeting cards.
Instructor notes: At locations where training rooms are also used as public labs, the programs are launched from the computer lab homepage.

Time 2 hours

Introduction

Welcome and orientation to building and room (bathrooms, water fountains, beverages with lids, etc.)

Handouts

Starting Publisher 2007

Microsoft Publisher 2007 Quick Reference Guide

Creating a MS Publisher Publication
Main points 

1. What is Publisher
a. Differs from Word processor
b. Template library
c. Quick start publication task pane
The Publisher Window

1. The Ribbon

2. Tabs

3. Groups

4. Commands

5. Page board/workspace  

6. Page switching on status bar
7. Quick Access Toolbar
8. The Office button

Enhancing a publication
1. Format Publication Task Pane

a. Page Options

b. Color Schemes

c. Font Schemes


2. Text Boxes
3. Word art

4. Clip art

Last 15 minutes: 

Ask class to fill out Survey (on Classes page http://www.hclib.org/pub/events/Classes.cfm under More Resources)

Other resources 

· Custom Guide

· Suggested Reading

· Other classes and workshops (ours and others) 

· Registration process- 3 options 

