
• Every object in your publication must be in a frame       
including text, clip art and tables.  

• A frame is the black handles connected with gray lines. 
• Each type of frame is created by clicking one of the tools 

on the objects toolbar.  
 
 
 
 
 

• Click inside the gray box to activate the frame. 
• To delete a frame, click in the frame then press delete on the 

keyboard 
• To resize or move text frame, clip art, or other objects; rest 

the pointer on the black handles until the pointer changes its 
shape. Then drag the object to the desired size or location. 
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Directions:  
1. Click Start 
2. Highlight programs. 
3. Click Microsoft Publisher. 
4. See Microsoft Publisher catalogue. 
• Publication by Wizard: Assists in making choices about your publication to include 

color scheme and layout. 
− Quick Publications templates: Publications that are single sheet generic 

pages . 
− The Wizard will display step by step the formatting of your publication. Af-

ter you have chosen the format for your publication click the Next or Fin-
ished  button. 

• Publication by Design:  Displays publications that have been designed to go together 
as a set. 

− The Wizard will display step by step the formatting of 
your publication. After you have chosen the format for 
your publication click the Next or Finished  button. 

• Blank Publication: Create a custom publication. 
5. Begin creating your publication. (see the column needed)  
• Let  practice with the next four techniques in a blank document. 
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Click to create 
a text frame Click to create a table frame 

Click to create Word Art 
 

Rest your pointer on the black handles 
and drag the frame to the size needed 
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Crop Picture Icon 

Wrap text to frame 

Wrap text to picture 

Fill Color 

Line border/style and color 

Picture frame properties 

Rotate left or right 

Flip vertical and horizontal 

Send to front or back 

Custom rotate 
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