Microsoft Publisher

To create a Thank You card

1.
On  the File menu, click New.

2.
Click the Publications by Design tab.

3.
Under Design Sets, click Blocks and then click Blocks Thank You Card.

4.
Read the introduction and then click Next.

5.
Under Color Scheme, click Mist and then click Next.
6.     Click Finish.

7.
Save the Thank You card.

To customize your Thank You card

1.
In the Greeting Card Wizard in the left pane, click Suggested Verse and then click Browse. The Suggested Verse dialog box appears.

3.
Click one of the available messages. The front and inside messages appear in the right fields of the Suggested Verse dialog.

4.
When you have found the message you want, click OK. You can also write your own message.

5.
To go to the inside page of the card, click the page arrow which is at the bottom of the Publisher window. 

C.
Add text you want in the text box on page 2.

7.
Check the rest of the card and make any changes you want

8.
Save the Thank You card.

To use the Letterhead Wizard

1. On the File Menu, click New.

2.
Click the Publications by Design tab.

3.
Under Design Sets, click Master Sets and then click Blocks.

4.
In the right pane, click Blocks Letterhead.

5.
Click Start Wizard, read the introduction and then click Next.

6.
Under Color Scheme, click Mist and click Next.
7.
Select the Logo option and then Click Finish.

To save your letterhead

1.
On the File menu, click Save.
2.
In the File Name box, type a name for your letterhead.

3.
If necessary, switch to the drive and folder you want to save the letterhead In.

4.
Click Save to save the file.

To customize the logo on your letterhead

1.
Click anywhere on the logo in the upper corner of the letterhead. The Logo Creation Wizard appears.

2.
In the wizard pane, click New or Existing.

3.
In the bottom pane, click Publisher-Created Logo.

4.
In the top wizard pane, click Design.
5.
Under Design. click Suspended Rectangle.

6.
In the wizard pane, click Number of lines and click whether you want one, two, or three lines of text combined with your logo.

7.
In the text frame, type your school name and fundraising organization.

8.
Double-click the graphic frame and insert a new graphic from the Insert Clip Art window.

9.
On the File menu, click Save to save the changes you made.

To choose your own picture for a logo

1.
In the wizard pane, click New or Existing.

2.
In the bottom pane, click Picture File That I Already Have and then click Insert Picture.

3.
Locate your picture file and then click OK.

4.
Close the Logo Creation Wizard.

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

6.
On the file menu, click Print and follow the instructions in the print dialog.

To create coordinating envelopes

1.
On the File Menu, click New.

2.
Click the Publications by Design tab.

3.
Under Design Sets, click Blocks.
4.
In the right pane, click Blocks Envelope
5.
Click Start Wizard.

6.
Read the introduction and then click Next

7.
Under color Scheme, click Mist and then click Next.

8.
In the Size pane, click #10 and then click Next.
9.
Select the Yes option to include a logo and then click Finish.
10.
Modify the stripe and logo to look consistent with your letterhead.

12.
In the Mailing Address frame, type the mailing address of the letter recipient.

If you prefer to use Mail Merge, refer to the Office Assistant or see Adding

Names to your certificates with Mail Merge in the Publicizing a School

Event lesson in this guide.

13.
Save the envelope.

To create a brochure with a wizard

1.
To display the Catalog on the screen, click New on the File menu.

2.
Click the Publications by Design tab.

3.
Under Design Sets, click Blocks and then click Blocks Informational brochure.

4.
Read the introduction and then click Next.

5.
Under Color Scheme, click Mist and then click Next.

6.
In the Paper Size pane. click teller (8.5 in), 3 panels, and then click Next.
7.
Select the Yes option to include a placeholder for an address and then click Next.
8.
Under Form, click None for attached forms and click Finish.
9. Save your brochure.

To modify your brochure

1.
On Page 1. click the text Product/Service Information in the right panel and type Free Willy Keiko Foundation. 
2.
Double-click the Picture frame and replace the current graphic with a graphic you prefer.

4. In the left panel, click the Back Panel Heading text frame and replace the text with your own heading. Then, replace the text in the text frame below the heading.

5. Double click the graphic frames and insert a new graphics from the Clip Gallery.


6.
  To go to the inside pages of the brochure, click the page arrow, which is at the bottom of   

             the Publisher window.

7.
Click and replace the text in the Main Inside Heading frame. Continue by replacing the text in the text frames on this page. Remember you can insert an existing test file, such as one that you’ve written in Microsoft Word, or type directly into the text frames. See To insert an existing story in the “Creating a Newsletter”.

8.
Double-click the graphic frames and insert a new graphics from the Clip Gallery.

9.
On the File menu, click Save to save the changes you made.

10.On the File menu, click Print and follow the instructions in the print dialog to print your brochure.

