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Chapter 10
Create Effective Marketing Materials
with Publisher 2010

In this chapter:
B Starting Out with Publisher 2010
B (Creating and Using Templates and Building Blocks
B Creating Precise Layouts
B Enhancing Typography with OpenType Features
B Working with the Improved Color Palette
B Previewing and Printing Publications
B Preparing for Commercial Printing

B Sharing Publisher Files

How do you create your marketing materials today? If you are spending a big portion of your
budget outsourcing four-color postcards, brochures, newsletters, and more, you can do the
job closer to home with Publisher 2010 and save money, time, and effort. What's more, you
can create and save reusable content—called building blocks—that you can insert in future
materials, which helps you ensure that your messaging stays consistent no matter what kinds
of materials you create.

Improvements in Publisher 2010 make it easier than ever to create new files using both
built-in and community-submitted templates. New layout tools help you align objects, place
captions, and position elements on the page in accurate and aesthetically pleasing ways. You
can also spruce up your photos with artistic effects, improved editing tools, and support for
OpenType features such as ligatures and stylistic sets.

Starting Out with Publisher 2010

The Microsoft Publisher 2010 window gives you plenty of room to work on screen, while
keeping the tools you need within reach. (See Figure 10-1.) The Ribbon includes seven tabs—
File, Home, Insert, Page Design, Mailings, Review, and View—and each tab contains groups
of tools related to the tab topic. On the Insert tab, for example, you'll find Picture in the
lllustrations group, enabling you to add pictures to the current page with just a few clicks of
the mouse.
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FIGURE 10-1 The Publisher 2010 window includes the Ribbon and the Page Navigation pane.

The Publisher window also includes a scratch area surrounding the entire publication. The
scratch area enables you to place objects partially off the page so that you can create bleeds
(photos, backgrounds, or other graphical elements that print all the way to the edge of the
page). In Publisher 2010, you can choose to hide or display the scratch area so that you can
see the overall design, including bleeds, as well as the page as it will appear when printed.

Collapse and Expand Page Navigation Pane

The Page Navigation pane along the left side of the window displays thumbnails of the pages
in the current document, which enables you to get a sense of the document flow and over-
all layout at a glance. You can use the Page Navigation pane to scroll through the different
pages in your document, checking text flow, placement of illustrations, format of headings,
and other parts of the design.
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If you want to increase the amount of space available for the current page, you can collapse
the Page Navigation pane, which reduces the size of the displayed thumbnails. To expand the
pane, simply click the Expand button at its upper-right corner.

Use the Mini Toolbar

Now Publisher 2010 also includes the Mini Toolbar, a set of text-formatting tools that appears
when you select text in your document. When the Mini Toolbar first appears, it is transparent;
when you point to the toolbar it becomes solid, as Figure 10-2 shows. If you move the mouse
pointer away from the toolbar, it disappears altogether. In this way, the tools are within reach
if you need them, but they fade away if you don't.

Nales (9

Franklin Gothick ~ 200 - A" A7

FIGURE 10-2 The Mini Toolbar displays formatting tools when you select text.

Tip If the Mini Toolbar doesn't appear automatically when you select text in your document,
you can turn the feature on by clicking File and choosing Options. On the General tab, click the
Enable The Mini Toolbar option.

Creating and Using Templates and Building Blocks

Publisher 2010 offers dozens of built-in templates you can use to create letters, newsletters,
brochures, business cards, calendars, labels, and much more. When you choose to create a
new publication based on a template, you can use one of the templates installed with the
software or access templates available online in the Publisher community. (See Figure 10-3.)

In addition to using templates to start your publication, you can add predesigned elements
to your pages by choosing from a gallery of page parts, known as building blocks. Building
blocks are available in the Page Parts tool in the Building Blocks group of the Insert tab.
(See Figure 10-4.)
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FIGURE 10-3 You can choose to begin a new publication based on an installed or online template or create
your own design on a blank page.

Tip A building block is a part of a page that you might want to use regularly in your publications.

By default, Publisher includes headings, pull quotes, sidebars, and stories in the Page Parts
gallery of the Building Blocks group on the Insert tab. You can insert the building blocks as
they are and then customize them to fit your publication, or you can create your own Page
Part and then save it as a building block. Either way, the building blocks feature can save
you time and effort and help you provide a consistent look and feel among the various
publications you create.
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FIGURE 10-4 Page Parts can save you time and add a professional touch to your page design.

Step by Step: Creating a Building Block

Here's how to create a new building block in Publisher 2010:

1. Open the Publisher document you want to use.

2. Create and select the element you want to save as a building block. Hint: You

might want to save a page heading, report title, pull quote, table, or other

often-used element.

3. Right-click the element you selected and choose Save As Building Block.
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4. In the Create New Building Block dialog box, shown here, enter a title and
description.

Create New Building Block [~ 5| [mE3a]

Title: Sales 09 Sales 09
Drescription:
Gallery: Page Parts |Z|
Show in Gallery
Category: | General |z|
Keywords:  bitle, report|

Date created:  10/27/2009
Type: Text

5. Click the Category arrow, and choose the category that best applies to the type
of element you've created.

6. Click OK to save the building block.
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Creating Precise Layouts

Publisher 2010 also includes dynamic layout guides to help you position elements precisely
on the page. Guides appear automatically as you drag an object—text, picture, or shape—on
the page. Turn on the display of guides by clicking Guides in the Show group of the View tab.

Vertical and horizontal guides help you ensure you're positioning elements so that they
align with other objects on the page. Guides appear and disappear as you drag the ob-
ject so that they take up space on-screen only in the areas where you need to use them.

(See Figure 10-5))

B =9~ |+  Publicationl - Micrasoft Publisher (Technical Preview) | 1| Text Box Taols = B 0=
m Home | Insert  PageDesign  Mailings  Rewlew  View Format Format a @
j & Gabriols - A A -y . q % A [ Picture "j [Ch Bring Forward ~ = B Find -

3 [ Table = [ send Backward = IT'7 2 Replace
Paste : pae | AV, - = 5 Styles | Draw Wira
St g | B I U x x A [ B [A E =4 Ly g0 v [Pshapes = Toas |2 slign ShRotate | [ Select~
Clipboard Font Paragraph Styles Objects Arrange Editing
PageMavigatin < ol Bat Bt Bt Bt Pt Bt B Bt B oo Bt oo Bt oo Bt B B R
a
fales 09
1
A regional comparison 2f sales projections and
totals foLFY 2009
& Prepaved by FrazéWare, Ine. E‘
& - 3
-
S
*
»
Page:1ofl | [] 2.69,9.00in.  E] 3.98x 0.36 in. | |[= 51% (=)0 +) [
L Horizontal L Center
guide guide

FIGURE 10-5 Publisher 2010 provides dynamic guides that help you place objects on the page.

Enhancing Typography with OpenType Features

Both Publisher 2010 and Word 2010 are now able to make use of OpenType features such
as ligatures and stylistic sets in the fonts that offer them. Ligatures are a combination of two
letters shown typographically as a single character in some fonts. For example, the letters
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fi in some typefaces are placed close together and shown as a single character. This type of
text control is used most often in high-quality typography work.

Similarly, stylistic sets offer a variety of appearances in the selected font. The Typography
tools are found on the Text Box Tools Format tab, which appears when a text box is selected
in your Publisher document. Figure 10-6 shows some of the stylistic sets available for the
Gabriola font.
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FIGURE 10-6 Publisher 2010 enables you to take advantage of professional typography features available
with some OpenType fonts.

In addition to ligatures and stylistic sets, Publisher 2010 also supports number styles,
stylistic alternates, and swash features. Figure 10-7 shows the primary Typography tools, and
Table 10-1 provides a description of each one.

AS Drop Cap v abe Stylistic Sets =

123 Mumber Style :B Swrash

fi Ligatures ~ Ad Stylistic Alternates -
Typography F]

FIGURE 10-7 Publisher 2010 offers different OpenType features you can apply to fonts that support them.
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TABLE 10-1 Typography features in Publisher 2010

Tool Description
Ligatures Enables you to choose whether to use ligatures in the document (and,
if so, what kind)
Number Style Sets the appearance of numerals in the selected font in the current
document
Stylistic Alternates Offers alternate characters you can use in the text in your document
Stylistic Sets Displays a gallery so that you can choose the format style of the
selected font
Swash Works as a toggle, and turns on or off decorative text elements
Tip Publisher 2010 also includes Paste with Live Preview, which enables you to preview the way
an object will look before you paste it in your Publisher document.

Working with the Improved Color Palette

Publisher 2010 updated its color palette to include elements that help you keep a consis-
tent look and feel throughout the materials you create. Now you can stay true to the color
scheme you selected and apply a variety of tints, shades, and gradients to the text and
shapes on your pages. You'll find the new palette on all border and fill tools—for example,
Figure 10-8 shows the color palette that appears when you click the Shape Fill tool in the
Shape Styles group of the Drawing Tools Format tab.

| g Tor | Fuhbli
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- [ ) nj
Scheme Colors

Standard Colors
EE[O EEER
Mo Fill

Muore Fill Calars..
Sample Fill Color
Picture..,

Gradient r

Texture »

iR R B A @
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FIGURE 10-8 The improved color palette now displays color scheme selections and expanded color choices.
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Previewing and Printing Publications

The Print feature in Publisher 2010 now enables you to preview, adjust, and print all in the
same screen in Backstage view. (See Figure 10-9.) When you click the File tab and click Print,
you see the current page of your open publication, complete with the page margins, headers
and footers, and more. You can easily choose the print options you need—for example, se-
lect the printer you want to use, choose the print layout and paper style, and select whether
you want to print as an RGB color publication or a composite black and white.
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FIGURE 10-9 The Preview And Print interface in Publisher 2010 enables you to make last-minute changes and
print, all from the same screen.

Have you ever printed a double-sided report only to find out that the image on the back of
the page made the text on the front hard to read? Publisher 2010 includes a backlight fea-
ture that enables you to see through the page on double-sided publications so that you can
avoid that kind of situation in the future. When you choose two-sided printing in the print
options, the Decrease Transparent View and Increase Transparent View tools appear at the
upper-right corner of the preview window. (See Figure 10-10.) To change the transparency
and display the back of the page while you're looking at the front, drag the Transparency
slider to the right. You can also turn the page and view the transparency from another
perspective using the Front and Back tools at the bottom of the preview area.
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FIGURE 10-10 The Transparency tools become available when you choose two-sided printing.

Tip Before you finalize your design, be sure to run the Design Checker to identify and correct
design problems in the publication. You'll find the Design Checker on the Info tab of Backstage
view.

Preparing for Commercial Printing

Publisher 2010 includes expanded support for the four-color process and spot color printing,
including CMYK composite postscript and Pantone colors (both PMS and the new Pantone

GOE color system). You'll find the tools you need to prepare a file for commercial printing by
clicking the File tab to display Backstage view. Click Info, and click Commercial Print Settings.

Commercial Print Settings enables you to choose the color model you want to use, work

with the embedded fonts in your publication, and manage the registration of the document.
(See Figure 10-11.) When you're ready to finalize the file, click File and in Backstage view, click
Share and choose Save For A Commercial Printer.
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FIGURE 10-11 Commercial Print Settings enable you to prepare your publication for professional printing.

Sharing Publisher Files

You can share the files you create in Publisher 2010 in various ways. You can e-mail pages
from within Publisher, create a PDF/XPS document, publish the document as HTML, save the
piece for a commercial printer, or save the publication for another computer. You'll find these
options in the Share tab of Backstage view.

Tip Before you send your Publisher document by e-mail, you can preview it by clicking File
to display Backstage view and choosing Share. Click E-mail Preview to display a version of the
document as it will appear to the recipient.



More Resources ror

Office 2010

Microsoft Learning provides a wealth of resources for every learning style—whether
self-study, interactive, or classroom. As we get closer and closer to the release of Microsoft®
Office 2010, we will continue adding learning resources to our site to help you get ready:

microsoft.com/learning/en/us/training/office.aspx

Check back often to see our newest offerings!

Official Microsoft E-Learning

If you learn best independently, Official Microsoft
E-Learning courses provide a convenient and
effective way to learn online, anytime.

Coming soon:

® What's New in Microsoft Office 2010
® What's New in Microsoft Excels 2010
® What's New in Microsoft Outlook® 2010
® What's New in Microsoft Word 2010
® What's New in Microsoft PowerPoint= 2010

To see our full catalog, click here.

4

Or select “E-Learning” from the “Training Options'’
available at: learning.microsoft.com

Microsoft Press® Books

Microsoft Press will publish books covering Microsoft
Office programs and suites in our three most popular
series. Choose the right one for you:

Plain & Simple

For beginners and visual learners. Your easy, colorful,
SEE-HOW guide!

Step by Step

For beginning to intermediate users. The smart way
to learn and practice the skills you need—one step
at a time! Includes ready-to-use sample files.

Inside Out

For intermediate to advanced users. Hundreds of
timesaving solutions, troubleshooting tips, and
workarounds. Conquer your software—from the
inside out!

microsoft.com/mspress

a.0ffice


www.microsoft.com/learning
www.microsoft.com/mspress
www.microsoft.com/learning/en/us/training/office.aspx
http://learning.microsoft.com/Manager/Catalog.aspx
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