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Understanding and Inserting Pages
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« At the boftom left-hand corner, click on page 1. This is the cover page. The
other numbers indicate how many pages will be in the book. What you'll
want to remember is that this book is folded in half (i.e., one page is equal to

a half sheet of letter-sized paper). Two pages are equalto one 8 12" x 11"
letter-sized paper.

« Ideadlly, you'll want an even amount of pages, preferably in increments of
four. In this type of book, eight pages is appropriate (equal to two sheets of
letter-sized paper with print on the front and back).

« Toinsert pages, go to the top menu bar, click on INSERT, then on PAGE.
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* Aninsert window will appear asking NUMBER OF NEW PAGES and OPTIONS.
Since this is a book fold, you'll always want to add pages in increments of
four. Determine where you'll want the pages added (BEFORE the current
page you are on, or AFTER). Look at the boftom to see which page you are
on.

» Inserting blank pages is always an option. This will allow you to insert more
text and pictures. Click OK.
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On the bottom of the screen, you'll notice that you now have eight pages.
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The table below will help you decide how many pages and sheets of paper
you will need for your book.

Number of Pages in Book Number of Letter-Sized Sheetfs
(double sided)
4 1
8 2
12 3
16 4
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P-CHILD
Creating a Cover Page

« To create a cover page, click on page 1 at the bottom. At the top, click on the

text box icon A . Draw a text box in the area where the title will be located.
There should be black squares around the box. Use the black squares to resize
the text box as needed and use the MOVE ICON (a picture of a moving van) to
move the text box to the desired location. See page 17 for additional
information on resizing, moving, and adjusting font size in text boxes.

» Before typing in your title, determine the font and size you want to use. Click on
the down arrow on the right side to change the font and size. Once selected,
type in your title.

font type font size text box icon
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Use the options above to
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* When inserting text or pictures, stay within the pink and blue lines. These lines
are the printing margins. Any text or pictures outside of these lines may not be
printed.

A

Fl
-
—

13 PLAN 3



e

!

P-CHILD

Inserting Pictures

In your book, you will have the option to use clip art or photo images taken from a
digital camera or a scanner. For consistency, you should decide to use either all
clip art or all photo images, not both.

Click on INSERT at top, scroll down to PICTURE, then click on FROM FILE.
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An INSERT PICTURE window will appear. The LOOK IN window at the top shows
where the computer is currently searching for your picture.

nsert Picture
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File name: | j M
Files of type: [all picture Formats =l '&I

To help you locate your picture, there are folders on the left side of the window.
Click on the appropriate icon and continue searching for the file that your
picture isin. Double click on the file once you have found it.

—

14 PLAN 3



P-CHILD
Resizing Images

« After you have inserted your picture, you may notice that the picture is larger
than the book itself. The best way to resize your image is by scaling your picture.
Scaling your picture will ensure that the image is resized proportionately.

» Toresize your picture, right click on top of the image once. Scroll to CHANGE
PICTURE, then click on SCALE PICTURE to the right.

[BE_ ~p o asted
|

& cut
B3 Copy
f: @ paste

Delete Object

Change Picture Picture

Change Frame Graphics Manager...

@ Whole Page Recolor Picture...
Page ‘Width e

@; Actual Size
Selected Objects

Help on This Picture

* A SCALE PICTURE window will appear. Decide what height and width
percentage you want the image to be. Then click OK. The image should
appear on the cover. You may need to do this several times until you find
the desired proportion.

Scale Picture 21l

: Scale height: I o %o
Scale width: I 40 %

[~ Original size
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« To move your picture, click on the image and then DRAG the image to the
desired spot. If your image does not move, click on it again and make sure
there are black boxes around the border and the MOVE icon appears.
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« At the bottom left, click on page 2. In the window, pages 2 and 3 will
appear.
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Inserting Text

« At the top, click on the TEXT BOX icon A . In the area where the text will
be, click and drag the size you would like the text box. Try to stay close to
the pink and blue margin lines, as doing so may delete part of the text when
printing. Resize your text box to fit the entire text.
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Resizing Text Boxes

* Click on one of the black squares around the text box. A RESIZE message
should appear. Click and drag the text box to the appropriate size. You may
have to realign your text box so it is centered on the page.

Moving Text Boxes

* Click on the center of a text box until there are black squares around it.

*  Move your cursor until you see a MOVE icon. When it appears, click once and
then drag the text box to the appropriate location.

Selecting Font Type and Size
+ Go to the font type box in the top menu bar. Click on the arrow and scroll
to the font you want to use. To change the size, click on the arrow and then
scroll to the size you want.
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« Go back to the text frame and type in your text.

= sample Manual - Microsoft Publisher
DE @S|t meI]oc|un¢|q]e - - +|@]=sam]k[amx@E\ O
tomdl - CemuyGohe v <|B Z U|EEEE|EEEE LA LASF(a

wizard's layout questions.

A5 you edit your publication,
youll want to explore
Publisher's menus and
commands to see what
aditonal formatting options:
are avaiable to you.

One day there was
*a hungry pig

¥ bide Wizard [P [sTe [T ] 3 0750,6000in. B 350x 1500in.
Hstart] || 2] &) 14 80 || Bntor .| [Esamet.. (Ui mEgnAveda sum

« Toinsert animage, click outside of the text frame, then go to the top of the
page and click on INSERT. Scroll to PICTURE then select FROM FILE.

[ Sample Manual - Microsoft Publisher
DEEB) ) n@ oo q|e -~ +|@)
==

Invreduction  Page... CirkbshiftHl

. & From Scanner or Camera >

& new draving

Use the options sbove to
change your ansers to the
wizard's ayout questions.

5 you ect your publication,
you rplore

One day there was
a hungry pig.

e i | (O [T [
Rsrt| | B AEE e © @@ E

s ] * i
|| Bhobox .| [Elsamet... Eoocum..| E)using.. WS ALESDAYBLRE  s2ipn

18 PLAN 3



P-CHILD

e

!

The INSERT PICTURE box will appear. Find the picture that matches the text
and click on INSERT.
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If needed, refer back to the directions on the prior pages to MOVE and/or
RESIZE YOUR PICTURE. Go to page 3 and insert text and a picture to match.
Continue this process with the remainder of the book. To move to the next
page, click on the page number at the boftom. Refer back to the previous
pages of this manual for assistance.
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