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Infroduction

The Pacific region is diverse in culture and language. Much of the tradition is passed orally
from generation to generation. As times have changed, so has the need for increased print
literacy materials. Educators can now use Microsoft Publisher as one way to develop
materials, including books and instructional resources in the local language.

This manual will provide step-by-step directions to insert digital pictures, include text
written in local languages, placing text in varying locations on the page, and adjusting the
font style and size of text using the Microsoft Publisher software.

In order to use this manual, the user must have Microsoft Publisher installed on their
computer. This may or may not have been included with your computer. To check if the
computer you are using has Microsoft Publisher, follow the directions below.

4.
5.

1. Click START in the bottom right hand corner.
2.
3. On the right, a list of PROGRAMS should appear. Check to see if you have:

Scroll to PROGRAMS.

Pl Microsoft Publisher

If you see the program, proceed with the directions in this guide.
If you do not see the program, obtain a copy of the software.

To develop books in the early grades, it is recommended that this manual be used in
conjunction with Developing Leveled Early Readers.
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Getting Started

» Click on Start, and scroll to Programs, then to Microsoft Publisher.

WinDYD

o @
=4
Internet PREL Clock -
Explorer @ Outlook Express
Microsoft Access

[E Accessories
& Internet Explorer

Microsoft Excel
@ Microsoft Outlook
Microsoft PowerPoint
Microsoft Word
*8 Remote Desktop Connection
< ‘Webshots Desktop

@ Windows Journal Viewer

e ‘Windows Media Player

> Acrobat Distiller 6.0
i [a Equilibrium »
q ) ﬁ‘ Adobe Acrobat 6.0 Standard

(23 Compaaq nformation Certer 32, Burn CD & DYDs with Roxio
825, Burn CD & DYDs with Roxio B N ———

@ New Office Document
ﬁ? Open Office Document

@] Set Program Access and Defaults
‘ ‘Windows Update

@ Documents
8 settings
@ Search Photos_Books
& Hep
z:l Run...

& Log OFf paduaj...
@ Shut Down...
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|J E!nbox - Microsoft Outlook: | @Using Publisher - Microsof... |

This window will appear when MS Publisher opens. Click the third tab, Blank
Publications.

i Catalog
Microsoft Publisher Catalog

¥ ag A R ol | Publications by Design || Blank Publications

Quick Publications
Newsletters
Web Sites
Brochures
Catalogs
Flyers
Signs
Postcards
Invitation Cards
Greeting Cards
Business Cards Accent Box Quick Publication Accessory Bar Quick. Arcs Quick Publication
Letterheads Publication
Envelopes

Business Forms

Banners

Calendars
Advertisements

Award Certificates

Gift Certificates

Labels

‘with Compliments Cards
Menus

Programs Argyle Quick Publication Astro Quick Publication Bars Quick Publication
Airplanes
Origami

Heading

HEaDING

i g .

rrioweiri

Existing Files... | Exit Catalog |

FYI. Here are other publications you can create using MS Publisher.
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* Click on Book Fold in the list or on the icon.

3 (une Il
Blark Publications
anallRinllaialnnlin Full Pags Lo B =
= Weh Page g
E Posteard
= Business Cau
E Bock Fold
b Side: Fold Card
= Top Fold Card
= Tent Card 4
e Poster
= Banner
= Index Card Full Page: Web Page Posteard
A=
_; 1 2 1 4
==
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|
|
_—: Business Card Book Fold Side Fold Card
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= 1 2 1 1
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=
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= Custom Page. .. ‘ Custom Web Page... ‘ Exit Catalog
E| -
] E

Msten| | A 3 M EE e © O E

[ tnbox - Micrasaft ... ‘ B |Using Publisher - ... ‘ [Bl(unsaved Publi.. |l L PG AN Wl 2zzam

» Once Book Fold is selected, click on Create at the bottom.

* A Publisher window will appear asking if you want to insert pages. Click YES.
This will allow you to increase the number of pages in your book.

Publisher

Automatically insert pages?

This publication layout prints pages in groups of 4. You have 1 page in your publication now. Click Yes to
automatically insert 3 pages. Click No to continue without inserting pages. For information on printing booklets,
press F1 now,

Yes
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Understanding Book Fold Publication

Using book fold is an ideal way to minimize the amount of paper used. Each page
in the book fold is a half sheet of letter-sized paper. Two pages in book fold is one
letter-sized piece of paper. When inserting pages, the MS Publisher will
automatically ask if you want to insert pages in groups of four. Think of this as two
pages that are the front of the paper, and two pages that are the back of the
paper.

[& (Unsaved Publication) - Microsoft Publisher B =lBlx|

D@81 =@ oo nne|q)o - -+ |
A Bx @@\ cOw|e e8]
| e Edt Wiew Insert Format Tools Table Amange MaiMerge Help ‘
i B I B Bl B E E I E F (i i 14l
|

~|
] |

3 3328,4280n, B0

Bner.| [BLBTABOBLGLE iwm

v Hide wizard B -
st [ AR EE S © L || Blnbox-..| Emcroso...|[Ecunsa... [Hmsert ...

Two pages in Publisher equals one letter-sized piece of paper (8-1/2x 11).
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Changing Page Layout
+ Using alandscape (horizontal) layout is best for this type of book.

» Go to FILE, scroll down, and click PAGE SET UP.

-2 = e - AR e

[&]am@|>

‘Eile Edit View Insert Format Tools Table Arrange Mail Merc

DO mew... Chrl+n

= Open... Ctrl+0

=} Close

ﬂ Save Ctrl+5
Save As...

Create Web Site from Current Publication
Pack and Go »

Print Setup...
ié Print... Ctri+P

Send...

1 C:\Documents and Settings\pa...\picture

2 C:\Documents and Settingsipa...\Susan certificate student
3 C:\Documents and Settingsipa...\Susan certificate

4 C:\Documents and Settingsipa...\Susan certificate

Exit Alt+F4

* The window below should appear. To CHOOSE AN ORIENTATION, click on the
circle next to LANDSCAPE. Click OK.

Page Setup e d b
—Choose a Publication Layout
" Hormal Use this option to create
+ Special Fold greeting cards, tent cards, and book-Fold
" Special Size publications.
(" Labels
(" Envelopes
—Choose a Special Fold——— [~ Preview
IBook Fold :I
; W S
width: |S.5 - ;
Max: 5.5 " |;| ;
Height: |8.5" ;
Max: 8.5 " [
—Choose an Orientation
" Partrait Two pages printed on each
{* Landscape sheet of paper

OK I Cancel
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Preview of Publisher Screen

= (Unsaved Publication) - Microsoft Publisher
D& mas|os|%%6[q) - +|@
INPNEEAEENEEECEE R

| Fle Edt View Insert Format Tools Table Amange MailMerge Help

i i 2 B m 5 € 7 8 B 10 i <_
3-Ruler
o
change your answers to the
wizard's layout questions, | =
A5 you edit your E
publication, you'l want to
explore Publisher's menus || =
and commands to ses what
‘additional formatting options ||_=
are available to you. >
&
&
: 2-Layout
L guide
<

v bide Wizsrd & 7672, 342in. B
HAstart | B 5 1 D? Q] || Blinbox ..| Emerss...|[Blwnsa.. [inser .| Blusng .| (BB @@ L@~

1. The bottom left hand corner indicates the number of pages in your book.
The highlighted pages tell you which pages you are currently working on.

2. The pink and blue lines around the page are your layout guides. This helps
you determine where to insert text and objects.

3. Rulers are on the top and side of the pages. Using the ruler will give you a
precise measurement of where your objects and text are to be placed. You
can also move the rulers by clicking and dragging them to a desired
location.

&} (Unsaved Publication) - Microsoft Publisher 28 -8 x|

D& bes|ocnmc|a|o - +|a)

lasx@@m\ oOw|eEE s
| e Edt tiew Insert Formet Tools Toble Amange Mai Merge Heb
Quick Publcation Wizard

v ide Wiard I [
dhsean| | [F] 5 o || .. ... |[Efcums... [Bise..| s | Gowi.| [BoBEAWGBLG &G s0smm
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Saving Your Document

Saving your document in the beginning is helpful. To do this, scroll to FILE then
down to SAVE.

)7 (Unsaved Publication))|
DR & »¢
B

IEiIe Edit View Insert F
ID Mew...  Ctrl+M
(= Open... Ctr+0

Save As...

Page Setup...
& print...  Ctrl+P

Exit Ale+F4

¥ |

A SAVE AS window will appear. The SAVE IN: box at the top tells you where
your document will be saved. If you do not want it to be saved in this
location, select the desired location in the left hand column.

’ Save in: ID Materials Development j & ‘ Q x ﬁ] ~ Tools v
File name: Lost Pi vI
My Network. I ostha ﬂ H seve
Places Save astype: [Publisher Fies =l Cancel |

Type in a FILE NAME at the bottom. Click SAVE.

MS Publisher files are quite large. As you include more text and pictures to
your book, SAVING will require you to be patient.

MS Publisher has an automatic reminder that appears after a few minutes.
The MS Publisher SAVE window will appear. Click YES each fime if you want
to save your work.
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