Creating a Calendar with Microsoft Publisher

To create a calendar

1.
On the File menu, click New.

2.
Click the Publications by Wizard tab, click Calendars, and then click Full Page.

3.
In the right pane, scroll down and double-click Pinstripes Calendar.

4.
Read the introduction and then click Next.
5.
In Color Scheme, click Clay, and then click Next
13.
Click Landscape and then click Next.

7.
Click Monthly and then click Next.
8.
Click Change Dates.

9.
In the Start Date list, choose April and then click 2002.

10.
In the End Date list, choose May and then click 2002.

11.
Click OK, and then click Finish.

To save your publication

1.
On the File menu, click Save.

2. In the File Name box, type a name for your calendar.

3. If necessary, move to the drive and folder in which you want to save your calendar.

4. Click the Save button to save the file.

To add dates and events to your calendar

1. On the Calendar, click to the right of the date April 5th, press ENTER. 

2. Then change to a smaller font and type Topics Due.

4.
Continue to add events to your calendar

5.
On the File menu, click Save to save the changes you made to your calendar.

To add art to your calendar dates

1.
On the Objects toolbar (vertical toolbar), click the Clip Gallery tool. 

2. Drag a small rectangle below the number 16 on the calendar. The Clip Gallery opens.



     3.
In the Insert Clip Art dialog box, click the Pictures tab.

4.
Click the Academic category or one of the other catagories.

5.
Click a picture you like and then click Insert Clip.

6.
On the File menu, click Save to save the changes you made.

To publish your calendar on the Web

1.
Open or continue with the calendar you have just designed.

2.
On the File menu, click Create Web Site from Current Publication and then click OK.

3.
Click Yes to save changes.

4.
Click No to bypass running the Design Checker.

5.
On the File menu, click Save as Web Page and click OK.

6.
On the File menu, click Web Page Preview to view your calendar on a browser.

8.
Close the browser to exit the preview.
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