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A
Add Printer wizard 30
adding
graphics 153
to master pages 153
page numbers 156
text boxes 22, 49
Align Right button 157
Align Text Vertically command
61
aligning
text 56, 67
horizontally 67
justified 67
vertically 56, 61
text boxes 51
Answer Wizard 39
applying
color schemes 159, 162
styles 71, 74
arrows, drawing 103
attention getters 126
audience, determining composi-
tion of 115
AutoCorrect 20, 21
AutoFit Text command 47
AutoFit/Best Fit command 83
autoformatting tables 135
automatic copyfitting 21, 47
automatic spell-checking 27
AutoShapes 66
AutoShapes button 103

background colors, adding to
master pages 154
Background command 190
background textures, adding to
Web sites 184
backgrounds
colors 154
graphics as 154
textures 184
Web sites 190
backups, saving 14
blank publications
modifying setup 144
opening 144
types of 145

blank space, filling 125
Bold button 55
bold text 57
BorderArt 102
borders
coloring 105
graphics 101
page 59
table 135
text box 58
Boundaries and Guides com-
mand 53, 107
boundaries, turning on/oft 107
Break Forward Link button 123
breaking lines 54, 80, 136, 172
in tables 89
in titles 172
brochures 78
bulk mailings 173
bulleted lists 68
bullets, changing 69
converting existing text to 70
filling in text 68
options 69
Bullets button 70
business cards 33
business forms 138
buttons
displaying hidden 12
toolbar 10

C
capital letters
dropped 62
small 82
captions 93, 96, 99
cells, table 88
coloring 134
Center button 83, 126, 134
centering
table entries 134
text 83, 126
Change Text/Edit Story in
Microsoft Word command
(shortcut menu) 22
character spacing 57
changing 150
Character Spacing command 57,
150

Character Spacing dialog box
150
characters, special 82
Check spelling as you type
feature 27
checking
design problems 169
hyperlinks 193
spelling 27
clicking 4
clip art 93
Clip Art task pane 93, 96, 98,
100, 125, 153
Clip Organizer 93
adding graphics 96
Clipboard 23
Close button 11, 39
Close command 15, 32
closing
publications 32
task panes 78
color, effects of 158
color schemes 61, 159
applying 159, 162
changing with the Color
Schemes task pane 26
creating 159
customizing 44, 159, 160
in newsletters 112
saving 162
selecting 8
Color Schemes task pane 24, 27,
78,112,159
coloring
borders 105
graphics 100, 127
options for 101
shapes 105
table cells 134
text 106
colors
background 154
defining new 61
hue, changing 162
luminance, changing 161
saturation, changing 162
text 61
text box, changing 60



columns, multiple 64
removing 68
columns, table
formatting 91
selecting 91, 132
sizing 132
commands
clicking 13
displaying frequently used 13
hidden 13
configurations 5
Connect Text Boxes button 123
Connect Text Boxes toolbar 10,
123
connecting text boxes 122
contact lists as data sources 176
continued lines, adding 123
Control menu icon 39
Copy button 23, 46, 91, 147
copyfitting text 47
automatic 21
turning on/off 47
by editing 121
copying
down/right in tables 133
formatting 55
logos from other publications
129
tables 186
text 22,23, 46, 119, 164
between applications 119
between publications 46,
92
with drag-and-drop 23
with keyboard 22
text boxes 91
correcting misspellings 27
Create Address List command
173
Create Text Box Link button 122
creating
color schemes 159
data source 173
flyers 42
new publications from
existing 32
newsletters 112
styles, from scratch 72

table of contents 136

tables 130

text boxes 148

transparent 164

Web sites 182

WordArt objects 83
cropping graphics 100
custom templates

creating 144

saving 145
Custom.dic 29
customizing

color schemes 44, 159, 160

Design Gallery objects 81

design sets 44

forms 138

logos 82

merge fields 173

publication size 171

tables 87

WordArt 85
Cut button 22,23
cutting text 22

data sources
creating 173
editing 175
date fields 147
decisions, design 114

default
folders 15
formats 14

Delete Object command 22, 84,
91, 118, 146

Delete Page command 120
Delete/Rows command 90, 136
deleting

logos 118

merge fields 174

objects 22, 146

pages 120

placeholders 21, 46

table rows 90, 136

tables 91

text boxes 22,49, 84,118
design

changing with task panes 24

checking for problems 169
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consistency 42
decisions 114
printing options 115
Design Checker 168
Design Gallery 80, 81, 102
inserting objects from 80, 126
objects
adding 81
customizing 81
Design Gallery Object button
80, 126, 139, 146
design sets 5, 42
customizing 44
Master Sets list 43
special 42
designing
templates 144
publications 114
designs, resetting 25
dictionaries 29
adding words to 30
disconnecting text boxes 123
displaying
frequently-used commands
13
guides 107
rulers 85
thumbnails 43
docking toolbars 12
dots, inserting rows of 152
double-clicking 4
downloading
graphics 98
templates 78
dragging and dropping text 23
drawing
arrows 103
lines 58, 59
shapes 103
drawing tools 102
Drop Cap command 62
drop caps 62
dummy text 19, 79

e-mailing publications 32
Edit Keywords command (graph-
ics shortcut menu) 97
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editing
copyfitting text by 121
data sources 175
merge fields, in publications
177
personal information sets 45
text 22
in Microsoft Word 22, 121
undoing/redoing 24
WordArt text 86
envelopes, printing 177
Exit command 39
expanding menus 13

F
file extensions 5
Fill Color button 60, 107, 127,
134
Fill Down command 133
Fill Right command 133
filling tables 133
filtering data 176
Find Similar Style command
(graphics shortcut menu) 98
Flip Horizontal command 104
Flip Vertical command 104
flipping objects 104
floating objects 11
flowing text
around graphics 99
from text box to text box 122
Flyer Options task pane 43
flyers 42
Font box 55
Font Color button 61, 105
Font command 57, 64
Font Size box 35, 55
fonts, 56
changing 55
size of, changing 35, 48, 55
footers 156
hiding on first page 156
foreground, switching to 155
Form Control button 190
Format Object command (short-
cut menu) 53
Format Painter button 55
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Format Picture command
(shortcut menu) 102
Format Text Box command
(shortcut menu) 55, 123
Format WordArt button
(WordArt toolbar) 86
formatting 55
copying 55
headings 55
table columns 91
tables 130
automatically 135
text 55,57
undoing 58
Formatting toolbar 10
forms 137
adding 114
from Design Gallery 139
business 138
customizing 138
filling in 137
inserting on Web pages 190
Free Rotate button 150
FTP, sending Web sites via 192

G
Go to Next Text Box button 124
Go to Page command 17
Go to Previous Text Box button
123
gradients, shading text boxes
with 61
graphics 93
adding 125
to Clip Organizer 96
to master pages 153
to Web pages 184
as backgrounds 154
BorderArt 102
borders 101
captions 93, 96, 99
choosing appropriate 118
coloring 127
options for 101
cropping 100
downloading 98
ending stories with 120
filling white space with 125
flowing text around 99

frames 49
inserting 93, 94, 146
from Design Gallery 80
keywords 97
viewing list of 97
moving 99
nudging 99, 125
options 94
placeholders 93
previewing 94
recoloring 100
replacing 96
rotating 126
scaling 100
searching for 97
searching for similar 98
selecting 99
sizing 99
watermarks 154
graphics frames, sizing 49
graphs, inserting 136
greeked text 79
grid guides 53, 148
gridlines, adding to tables 135
Group Objects button 104, 139,
140
grouped objects 20, 139, 140
moving 139
sizing 139
grouped shapes 103
Grow to Fit Text command 132
guides
hiding/displaying 107
layout vs. ruler 53
pointer, on rulers 48, 51, 103
turning on/off 53,107

H
handles, move 10, 11
headers 156
hiding on first page 156
headings
breaking 80
to multiple lines 54
formatting 55
newsletter 116
help 13, 37,39
Help button 39
Help button (dialog boxes) 37
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hidden buttons, displaying 12
hidden commands 13
hiding

guides 107

headers/footers 156

task panes 44
highlighting 19
home page 183
Hot Spot button 188
HTML 182
hue, changing 162
hyperlinks 188

adding 188

checking 193

objects as 188

updating 188
Hypertext Markup Language

182
hyphenating text 67

I
identifying parts of a publication
19
Ignore Master Page command
156
Import Styles button 72
Import styles command 72
importing
styles from other
publications 72
table data 135
Indents and Lists command 69
information sets, personal 45
Insert Hyperlink button 188
Insert Page dialog box 165
Insert Rows Or Columns com-
mand 134
Insert Table button 130
Insert WordArt button 84
Insert/Date and Time command
147
Insert/Rows Above command
133
inserting
attention getters 126
date fields 147
Design Gallery objects 126
graphics 93, 94, 146
graphs 136

hyperlinks 188
mastheads 146
merge fields 177
objects from Design Gallery
80
page numbers 156
pages 165
in Web sites 183
personal information 7, 8,
151
phone/fax/e-mail text boxes 83
rows of dots 152
scanned images 94
symbols 82
tables 130
text boxes 49, 148
Web forms 190
WordArt 84
install on demand 43

J

Justify button 67
justifying text 67

K

kerning 57

keyboard
moving/copying text with 22
shortcuts 13

keywords 97
Web site, entering 192

L

Language/Hyphenation
command 67
layering objects 157
layout guides
columns, changing number of
148
mirrored, creating 153
row, adding 149
turning on/off 148
vs. ruler guides 53
Layout Guides command 53,
148, 153
Layout Guides dialog box 148
layout, page 31
letters, dropped capital 62
line spacing 119
Line Spacing command 119
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Line/Border Style button 58, 59,
101, 135
lines
breaking 54, 80, 136, 172
in tables 89
drawing 58, 59
of text, adding 21
lists
bulleted 68
converting to regular text 69
numbered 69
tabular 130
Logo Designs task pane 82
Logo Options task pane 80, 82
logos
changing with task panes 82
copying from other publica-
tions 129
creating 80
customizing 82
deleting 118

M
magnifying pages 18
Mail and Catalog Merge task
pane 176
mail merge 173
data source 173
main publication 173
merge fields 173
printing 178
main publication 173
inserting merge fields 175
margin guides 53
setting 149
margins
of text boxes, changing 66
setting 53
Master Page command 153
master pages 153
adding graphics to 153
background colors, adding 154
creating two 153
mirrored 153
moving objects to 157
switching to 153, 155
turning off 156
viewing two simultaneously
153
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Master Sets list 43
mastheads 116, 146
inserting 146
measurement units 52
on ruler, changing 51
menu bar 10, 13
menus 13
expanding 13
personalized 13
short 13
shortcut 7
Merge Cells command 133
merge fields 173
customizing 173
deleting 174
editing
in publications 177
inserting 177
in main publication 175
previewing 178
merging table cells 133
Microsoft Graph 136
Microsoft Office Online web site
39
Microsoft SharePoint Services
191
Microsoft Word, editing text in
121
mirrored
layout guides 153
master pages 153
misspellings, correcting 27
modifying
blank publications, setup of
144
styles 73
table text 88
mouse pointers, special 48
move handles 10, 11
moving
between connected text boxes
123
between pages 16
between Web site pages 184
graphics 99
grouped objects 139
objects, to master page 157
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ruler zero point 51
rulers 51
text 22
with drag-and-drop 23
with keyboard 22
text boxes 50, 53
to master page 153
toolbars 11,12
multiple columns 64
removing 68
multiple text boxes, selecting
138

N
navigating
pages 112,117
publications 16, 79, 112, 117
tables 89, 132
New Publication task pane 5, 33,
43,112, 138, 144, 169, 182
creating publications with 78
Newsletter Options task pane
112
newsletters
creating 112
headings 116
Normal style 70
Nudge command 99, 125
nudging graphics 99, 125
numbered lists 69

o

Object command 136

objects
adding to Design Gallery 81
as hyperlinks 188
deleting 22, 146
flipping 104
floating 11
grouping 20, 103, 139, 140
layering 157
moving to master page 157
overlapping, in Web pages

185

repeating on every page 153
rotating 105
selecting multiple 104
ungrouping 20, 140, 146
WordArt, creating 83

Objects toolbar 10
odd-sized publications, printing
170
Office Assistant
changing character 38
options 38
turning off/on 38
Office Clipboard 23
Open button 15, 169
opening
blank pages 145
Open Publication dialog box
16
options 16
publications 169
read-only publications 16
recently used publications 16
templates 144
Order command 157
orientation, pages 31, 171
overflow area 26, 34
overlapping objects in Web sites
185

P
Pack and Go Wizard 180
Page command 120, 165
Page Content task pane 113
page controls 16, 79,112, 117
page layout 31
page numbers 156
adding to only one page 156
Page Numbers command 156
page setup 171
Page Setup command 171
Page Setup dialog box 171
Page Width option 18
pages
adding/deleting 120
borders around 59
controls 157
inserting 165
moving among 184
moving between 16
navigating 112, 117
numbers 156
opening blank 145
orientation, changing 31, 171
switching 79
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viewing
parts of 6
whole 157
Paste button 23, 46, 91, 147
Paste Special command 135
pasting
text 23,46, 164
text boxes 91
personal information, editing 21
Personal Information command
8,45, 151
personal information sets 8
editing 45
inserting items from 8, 151
personalized menus 13
phone/fax/e-mail text boxes 83
picas 52
Picture command 100
Picture Frame button 94, 96,
125,153
Picture/From File command 187
pictures 93
placeholders
deleting 21, 46, 50
graphic 93
selecting 46, 93
text 19, 79
pointer guides on rulers 48, 51,
103
pointers, special 48
points 52
positioning text boxes 50, 53
Postcard Options task pane 6,9
PostScript files, creating 181
Preview Gallery 145
previewing
graphics 94
merge fields 178
publications 16
spreads 127
Web sites in browser 193
Print button 31, 107, 165
Print command 31, 170
printer drivers 179
printer fonts 56
printers, selecting 30
printing
bulk mailings 173
decisions involved in 179

envelopes 177
labels 177
mail merge 178
options 31
commercial 115
professional 179
publications 30, 107, 165
odd-sized 170
parts of 170
setting up for 30
printing services 179
preparing publications for
178-180
promotional materials ix
proofreading 30, 169, 179
checklist for 168-169
on paper 169
Publication Designs task pane
24, 25
publications
adding forms to existing 139
blank
opening 144
types of 145
closing 32
consistent design 42
converting
into PostScript format 181
into Web sites 183
copying text between 46
creating
new from existing 32
with New Publication task
pane 78
with templates 163
with wizards 32
custom size 171
designing 114
determining audience for 115
e-mailing 32
forms, adding 114
hyphenating 67
identifying parts of 19
navigating 16, 79, 112, 117
opening 169
as read-only 16
in a browser window 16
recently used 16
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page layout, adjusting 112
preparing for printing services
178,179
previewing 16
printing 30, 107, 165
odd-sized 170
parts of 170
professionally 179
proofreading 169
renaming 14
resetting designs 25
reusing information from 45
saving 14, 22,45
as templates 145
with new names 14
spell-checking 27
styles, importing 72
type, changing 171
types of 4
choosing 5
Web sites 182
publishing
Web sites 192
incremental 192
pull quotes 128

Q
quitting Publisher 39

quote text boxes, inserting 128

R

read-only, opening publications
as 16

rearranging tables 134

Recolor button 102

Rectangle button 59

Redo button 24

Redo command 24

redoing editing 24

removing multiple columns 68

renaming publications 14

repeating objects on every page
153

replacing graphics 96

Research service 37

Research task pane 37

resetting designs 25

reusing information from other
publications 45
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right-aligning text 157
right-clicking 4
Rotate Left command 104
Rotate Right command 104
rotating

graphics 126

objects 105

text 66, 150
row guides 149
rows of dots, inserting 152
rows, table

deleting 90, 136

inserting 133
ruler guides vs. layout guides 53
rulers

displaying 85

measurement unit, changing

51

moving 51

pointer guides 48, 51, 103

turning on/off 48, 54, 125
Rulers command 13, 48, 54, 125

S
saturation, changing 162
Save As command 14, 45, 145
Save button 14, 22,163
Save command 14
saving
backups 14
color schemes 162
in a different folder 15
publications 14, 22, 45
with new names 14
templates 14, 145
Web sites 184
scaling graphics 100
scanned images, inserting 94
screen fonts 56
ScreenTips 10, 19, 37
turning on/off 10
scroll bars 6, 16
scrolling 6
Search Results task pane 38
searching for graphics 97
of similar styles 98
online 98
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Select Objects button 140
Select/Table command 132, 186
Selected Object option 18
selecting
color schemes 8
graphics 99
objects, multiple 104
placeholders 46, 93
printers 30
stories 35, 46, 69
table columns 91, 132
table rows 134
tables 132, 135, 186
text 19, 22
text boxes 11
multiple 138
words 21
Send to Master Page command
157
sets
design 5, 42
special 42
Master Sets list 43
personal information 8, 45
setting margin guides 149
shading text boxes 60
with gradients 61
shadow text effect 57
shapes 102
coloring 105
drawing 103
grouping 103
short menus 13
shortcut menus 7
shortcuts
desktop 4
keyboard 13
size, font 35, 48, 55
sizing
graphics 99
graphics frames 49
grouped objects 139
table columns/rows 132
text boxes 47, 48,49, 50, 53,
65
text, to fit text box 83
WordArt 85

small caps 82
sorting data 176
sounds, adding to Web sites 187
spacing
character 57
line 119
special characters 82
special mouse pointers 48
spelling
alerts 20, 27
checking 27
automatically 27
entire publication 28
in other languages 29
special terms 29
correcting automatically 20
dictionaries 29
adding words to 30
Spelling button 28
Spelling/Spelling Options com-
mand 27
spreads 114
previewing 127
Standard toolbar 10
Start button 4
starting Publisher 4, 42
status bar 10, 79
stories 19
selecting 35, 46, 69
storing templates 145
Style box 71
styles 70
applying 71, 74
creating
based on selection 71
from scratch 72
importing 72
modifying 73
Normal 70
undoing changes 71
Styles and Formatting command
72
Styles and Formatting task pane
72,73,74
supplemental dictionaries 29
switching
between foreground/master
page 155
pages 79
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Symbol command 82
symbols, inserting 82

T

Table AutoFormat command

135

table of contents, creating 136
tables

autoformatting 135
borders 135
cells 88

coloring 134

merging 133
centering entries 134
columns

selecting 91

sizing 132
copying 186

down/right 133
creating

from scratch 130

with tabs 130
customizing 87
deleting 91
deleting rows 136
filling 133
formatting 130
gridlines, adding 135
importing data 135
inserting 130

on Web sites 186
inserting rows 133
modifying text 88
navigating in 89, 132
rearranging 134
rebreaking lines in 89
selecting 132, 135, 186
selecting rows 134
titles 133

modifying 88
word wrapping 132

tabs 130

Tabs command 130
tabular lists 130

Task Pane command 43
task panes

changing design with 24
Clip Art 93, 96, 98, 100, 125,
153

closing 78

Color Schemes 27,78, 112,
159

Flyer Options 43

hiding/displaying 44

Logo Designs 82

Logo Options 80, 82

Mail and Catalog Merge 176

New Publication 5, 33, 43,
112, 138, 144, 169, 182

Newsletter Options 112

Page Content 113

Publication Designs 25

Research 37

Styles and Formatting 72, 73,
74

Web Site Options 183

template tables 87
templates

creating publications with
163

custom, creating 144

designing 144

downloading additional 78

in design sets 42

opening 144

saving 14, 145

storage locations for 145

text

adding new line 21
aligning vertically 56, 61
centering 83, 126
coloring 61, 106
continued lines 66
converting to bullets 70
copyfitting 47
by editing 121
copying 22, 23,46, 119, 164
between applications 119
between publications 46,
92
with drag-and-drop 23
with keyboard 22
cutting 22
editing 22
in Microsoft Word 22, 121
flowing
around graphics 99
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from text box to text box
122
formatting 55, 57
greeked 79
hyphenating 67
identifying with ScreenTips
19
justifying 67
moving 22
with keyboard 22
pasting 23, 46, 164
placeholders 19, 79
right-aligning 157
rotating 150
in text boxes 66
saving as file 14
selecting 19, 22
entire story 46, 69
words 21
sizing to fit text box 83
text boxes 49
Web sites, adding to 184
Text Box button 49, 50, 104, 147
Text Box command 50
Text Box Connecting command
123
Text Box tool 67
text boxes 47
adding quickly 50
adding/deleting 21, 49, 104,
118
adjusting margins 66
aligning 51
borders 58
color, changing 60
connected, moving between
123
connecting/disconnecting
122-123
continued lines, adding 123
continued lines in 66
copying 91
deleting 84,118
inserting 148
moving 50, 53
pasting 91
positioning 50, 53
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text boxes (continued)
quote 128
resizing 49
rotating 66
selecting 11
multiple 138
shading 60
sizing 47, 48, 49, 50, 53, 65
transparent, creating 164
white space, filling 127
wizards associated with 22
Text in Overflow button 121
Text in Overflow indicator 26,
34,47, 48
thumbnails 6, 43
tippages 19, 37
title bar 10
titles
breaking lines in 54, 172
creating, with WordArt 83
table, modifying 88
Toolbar Options button 12
toolbar row 12
toolbars 10
buttons 10
displaying hidden buttons 12
docking 12
floating 11
moving 11, 12
Objects 94
WordArt 85
transparent text boxes, creating
164
TrueType fonts 56
Two-Page Spread command 114
two-page view, turning on/off
114
Type a question for help box 13,
38
types of publications
changing 171
choosing 4
U

Undo button 24, 58, 71
Undo command 24
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undoing

editing 24

formatting 58

previous actions 24

style changes 71
Ungroup command 146
Ungroup Objects button 20, 140
ungrouping objects 20, 140, 146
units of measurement 52
updating hyperlinks 188

\)
vertical alignment 56
video, adding to Web sites 187
View menu 25
viewing
parts of pages 6
whole page 157
Views button (Save/Open dialog
boxes) 16

w

watermarks 153
creating 154
Web Page Preview button 193
Web Site Options task pane 183
web sites
adding text 184
background 190
textures, changing 191
textures, adding 184
converting publications into
183
creating 182
forms, adding 190
graphics, adding 184
home page 183
hyperlinks 188
incremental publishing 192
keywords, entering 192
Microsoft Office Templates 78
moving among pages 184
Office 39
overlapping objects in 185
pages, inserting 183
previewing in browser 193
publishing 192

saving 184
sending via FTP 192
sound/video, adding 187
speed of, elements affecting
190
tables, adding 186
white space, filling 125
Whole Page option 18
whole word selection 21
width of characters, stretching/
shrinking 57
Wizard button 22, 82
wizards 7
Add Printer 30
Answer 39
associated with text boxes 22
creating publications with 32
e-mail 32
Word, editing text with 22
word wrapping in tables 132
WordArt 83
creating titles with 83
customizing 85
editing text 80
inserting 84
objects, creating 83
options 85
shape, changing 86
sizing 85
WordArt Shape button (WordArt
toolbar) 86
WordArt toolbar 85
words
adding to dictionaries 29, 30
selecting 21

4

zero point, moving on rulers 51
Zoom command 18
Zoom In button 18
Zoom Out button 18
zooming in/out 17
to actual size 119
to actual size (100%) 55
to whole page 157



