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 Publisher 2003 Level 1 - Basics 
Lesson 1: Creating a Basic Publication _______________________________ 4 

Exercise 1Aa ______________________________________________________________ 4 
Exercise 1Ab: Inserting Objects _______________________________________________ 5 
Exercise 1Ac: Graphic Objects ________________________________________________ 6 

Topic 1B: Create a Publication from a Publication Design ___________________6 

Topic 1C: Replace Design Object Placeholders _____________________________7 

Topic 1D: Save a Publication ____________________________________________7 

Topic 1E: Create a Blank Publication ____________________________________7 

Topic 1F: Display Ruler Guides _________________________________________7 

Topic 1G: Add Text ___________________________________________________7 

Topic 1H: Insert a Picture from a File ____________________________________8 
Exercise 1H: Inserting Pictures ________________________________________________ 8 

Topic 1I: Finding Images _______________________________________________8 
Exercise 1I: Search for Images ________________________________________________ 9 

Lesson 2: Modifying a Publication's Layout and Structure _______________ 9 

Topic 2A: Insert and Delete Pages _______________________________________9 
Exercise 2A: Multiple Pages __________________________________________________ 9 

Topic 2B: Insert a Text File ____________________________________________10 

Topic 2C: Size Text Boxes and Picture Frames ____________________________10 

Topic 2D: Move Text Boxes and Picture Frames __________________________10 

Topic 2E: Connect Text Boxes __________________________________________10 

Topic 2F: Divide Text Boxes into Columns _______________________________10 

Topic 2G: Move a Page _______________________________________________10 

Topic 2H: Create and Use a Master Page _________________________________11 

Lesson 3: Editing Content in a Publication ___________________________ 11 

Topic 3A: Edit Text in a Publication ____________________________________11 

Topic 3B: Research Information ________________________________________11 

Topic 3C: Find and Replace Text _______________________________________12 

Topic 3D: Check Spelling ______________________________________________12 

Lesson 4: Formatting a Publication _________________________________ 12 

Topic 4A: Format Text ________________________________________________12 

Topic 4B: Apply Schemes _____________________________________________12 

Topic 4C: Insert Symbols ______________________________________________13 

Topic 4D: Indent Paragraphs __________________________________________13 

Topic 4E: Change Spacing Between Paragraphs ___________________________13 
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Topic 4F: Control Paragraph Flow _____________________________________ 13 

Topic 4G: Create Paragraph Styles _____________________________________ 14 

Topic 4H: Format Text Boxes __________________________________________ 14 

Lesson 5: Formatting Pictures in a Publication ________________________ 15 

Topic 5A: Format Picture Frames ______________________________________ 15 

Topic 5B: Crop a Picture _____________________________________________ 15 

Topic 5C: Wrap Text around a Picture __________________________________ 16 
Exercise 5Ca: Managing Images ______________________________________________ 16 
Exercise 5Cb: Layers _______________________________________________________ 16 
Exercise 5Cc: Text Wrap ____________________________________________________ 17 

Topic 5D: Insert WordArt ____________________________________________ 17 
Exercise 5D: WordArt ______________________________________________________ 17 

Topic 5E: Insert a Design Gallery Object ________________________________ 17 
Exercise 5E: Design Gallery Object ___________________________________________ 18 

Lesson 6: Preparing a Publication for Distribution _____________________ 18 

Topic 6A: Check the Design of a Publication _____________________________ 18 

Topic 6B: Verify Pictures _____________________________________________ 18 

Topic 6C: Create a Newsletter to Email _________________________________ 19 

Topic 6D: Create a Web Page __________________________________________ 19 

Topic 6E: Publish a Web Site __________________________________________ 19 

Topic 6F: Preview and Print a Publication _______________________________ 20 

Topic 6G: Templates _________________________________________________ 20 
Exercise 6Ga: Template Business Card _________________________________________ 21 
Exercise 6Gb: Template Letterhead ____________________________________________ 21 
Exercise 6Gc: Calendar _____________________________________________________ 21 
Exercise 6Gd: Flyer ________________________________________________________ 22 

Lab 1: Billy Goat ________________________________________________ 22 

Lab 2: Calling Tree ______________________________________________ 23 

Lab 3:  Basic House Flyer _________________________________________ 24 

Lab 4: Mother’s Day Lunch _______________________________________ 25 

Lab 5: StarWars Party Invite _______________________________________ 26 

Lab 6: Computer Repair Flyer _____________________________________ 27 

Lab 7: House Flyer ______________________________________________ 28 

Lab 8: Christmas Card ____________________________________________ 29 

Lab 9: Award Certificate __________________________________________ 30 

Lab 10: Dentist Flyer _____________________________________________ 30 

Lab 11: Company Newsletter Back Page _____________________________ 31 
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Appendix A: Mail Merge __________________________________________ 32 

1. Procure your database ______________________________________________32 

2. Connecting to the database __________________________________________32 

3. Inserting Fields ____________________________________________________32 

4. Arrange the fields __________________________________________________32 

5. Test Look _________________________________________________________32 

6. Printing __________________________________________________________33 
Exercise A1: _____________________________________________________________ 33 
Exercise A2 ______________________________________________________________ 34 

Lab 12: Mail Merge “Slick N’ Slide Backrub Juice” ___________________ 34 

Lab 13: Mail Merge Christmas Letter ________________________________ 34 

Appendix B: Printing _____________________________________________ 35 
Exercise B1: _____________________________________________________________ 36 
Exercise B2 ______________________________________________________________ 36 

 

Performance-Based Objectives 
 

Upon successful completion of this course, students will be able to:  
 

 Create a one-page publication.  

 Modify a publication's layout and structure.  

 Edit content in a publication.  

 Format text.  

 Format pictures.  

Identify the options for distributing a publication. 

 

 

 


