Publisher 

1. Click start  

2. Click All Programs

3. move mouse over “Microsoft office” 

4. click “Microsoft Office Publisher” 

5. click “Publications for print” 

6. click “flyers” 

7. choose a flyer and then click it 
8. delete useless boxes 

· click useless box once 

· click delete on the keyboard 

· (delete all boxes except title box) 

9. Highlight Title (left click and drag over the words) 

10. Delete title 

11. Type in your title (Writing is…, Teaching is…)  

12. Insert Picture

· Move mouse over the toolbar
· Click “picture frame” icon

· Move mouse over the dropdown menu

· Click “pictures from file or Clipart” (mouse should change to a cross) 

· Left click on the flyer, hold it and drag till you get the size box that you want 

13. Edit Picture 

· Add a boarder: move mouse over the picture toolbar

· Move mouse over “line/boarder style” icon

· Click the icon (this will give you a dropdown option) 

· Choose your boarder 

· Resize or move picture to the position you want 

14. Insert text box

· Move mouse over toolbar

· Move mouse over textbox icon

· Click textbox icon

· Mouse will change to a cross, left click hold and drag to desired size 

· Create 3 text boxes. 

· Type your 2 paragraphs and Poem into the text boxes

