
 

Microsoft Publisher is a desktop publishing application from Microsoft . 

Desktop publishing (also known as DTP) combines a personal computer and page layout software to create publication 

documents on a computer for either large scale publishing or small scale output. 

The term "desktop publishing" is commonly used to describe page layout skills.    However, the skills and software are 

not limited to paper and book publishing. The same skills and software are often used to create graphics for point of 

sale displays, promotional items, trade show exhibits, retail package designs and outdoor signs. 

The following tutorial is a step by step guide  on designing and producing a DTP document on the stages of the 

Design Process showing appropriate presentation skills.  

When you are finished the tutorial your Document/Page should look like the one below 
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Step 1 

When Publisher loads select Blank Publication then double 

click on Full Page. 

Step 2 

Select File/Page Setup 

 

Step 3 

Close pane.  From the Page Setup window select the Printer 

and Paper Tab. Then select Landscape.  From Paper Size se-

lect A3.   Select OK  

Step 4 

Your screen should now look like this. 

Step 5 

WordArt can be used for a Heading.  Select WordArt .  Select a 

Font Style from the WordArt Gallery.  

Select OK  

Step 6 

When the Edit WordArt Textbox appears type in your Heading 



Step 7 

Select the font arrow , then select a font.  Select OK . 
Step 8 

To enlarge the text, select and drag one of the corner handles. 

If you do not like the font, double-click on the text or select Edit Text  

Step 9 

To give the text colour, select the Colour Fill Arrow and select a 

colour. 
Step 10 

To give the Heading more interest select Oval and drag out an oval 

around the Heading.  

Move the oval into place by dragging. 

Step 11 

To change line style and fill oval with colour.   Select Line/

Border Style/More Lines.  When Format Auto Shape box 

appears select Fill Colour arrow and choose colour 

Step 12 

The oval has now been filled with colour.  However, it is covering the 

text.  To solve this problem select Arrange.  On the drop down menu 

select Order , then Send to Back on the Sub menu.  See Step 13 for the 

result. 



Step 13 

Now the text can be seen.   

Select Rectangle and drag out a rectangle.  Now select the Fill sub menu 

arrow .  Select Fill Effects. 

Step 14 

In the Fill Effects window there is a large and varied num-

ber of fills to be selected. 

Select  Preset, Horizon and Vertical  then OK  

Step 15 

Draw a border around the page by selecting Rectangle then clicking and 

dragging a border around the page edge.          Select Line/Border Style 

and then More Lines. 

 

Step 16 

When the Format AutoShape window appears select the Col-

ours and Lines Tab.  Select BorderArt and from the Border 

Art window select Deco...Blocks.  Then select from Line a 

Colour from the colour sub-menu..      Select OK  

Step 17 

Your page should now look like the one below 

Step 18 

Enter the internet and enter Bing Images in Google. 



Step 19 

Enter the word mug tree into the search textbox and then search. 
Step 20 

Hover the cursor over an image of a mug tree and right click.  Select 

copy.   

Step 21 

Select Picture Frame icon and from the sub-menu select 

 Empty Picture Frame 

Step 22 

Drag out a frame.  With the cursor inside the frame right click.  From the 

pop up menu select paste. 

Step 23 

When the graphic has been pasted inside the frame, the frame can be 

re-sized by dragging the handles.  Also the frame can be  moved by 

dragging when the move arrows appear. 

Select Line/Border Style and choose a 3 point border. 

Step 24 

Select Shadow Style.  Select Down and Right  

The Shadow Settings  can be clicked on to nudge the shadow in the 

direction of the arrow 


