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Course:
Publisher 2002 Introduction
Duration:
1 day

Objectives:
Delegates will receive an overview of all of the features of Publisher 2002.  By the end of the course, they will be able to put together booklets and newsletters.

Pre-Requisites:
A familiarity with Microsoft Windows is required and a working knowledge of drawing techniques is helpful although not essential.

Topics:
· Introduction to Desktop Publishing 

· A Guide to Layout & Design

· Terms used in Desktop Publishing

· Getting Started with Publisher 

· The Publisher Screen

· The Menus & Mini-Menus

· Toolbars & Toolbox

· Status Bar and Page Clickers

· Task Panes

· The Control Palette

· Working with Publisher 

· Drawing Frames

· Copying, Cutting and Pasting

· Using the Office Clipboard

· Selecting Objects

· Undo

· Creating a Publication

· Saving a Publication

· Print Preview & Printing a Publication

· Using Help 

· The Office Assistant

· Type a Question

· Setting up the Publication 

· Page Setup

· Guides & Rulers

· Master Pages, Headers & Footers

· Managing Pages

· Working with Graphics 

· Importing Graphics

· Using ClipArt

· Drawing

· Formatting Shapes

· Sizing, Adjusting & Moving

· Layering & Grouping

· Text Wrapping 

· Working with Text 

· Text Frames

· Formatting, Styles & Font Schemes

· Tabs

· Indents, Bullets & Numbering

· Horizontal Rules

· Checking your Spelling

· Using AutoCorrect

· Text Flow & AutoFit

· Formatting the Text Box

· Deleting a Text Frame

· WordArt

· Using Tables 

· Adjusting Columns & Rows

· Adding Columns & Rows

· Formatting a Table

· Deleting a Table
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