how to use microsoft publisher 2010

How to Use Microsoft Publisher 2010: A Complete Guide for Beginners and
Beyond

how to use microsoft publisher 2010 is a question that many people ask when
they want to create professional-looking publications without the steep
learning curve of more complex design software. Whether you’re crafting
flyers, brochures, newsletters, or invitations, Microsoft Publisher 2010
offers a user-friendly platform packed with versatile tools to help you
design visually appealing documents. In this guide, we’ll explore how to use
Microsoft Publisher 2010 effectively, highlighting key features, tips, and
best practices to get the most out of this powerful desktop publishing
program.

Getting Started with Microsoft Publisher 2010

Before diving into design, it’s essential to familiarize yourself with the
Microsoft Publisher 2010 interface and understand the basic workflow. The
first step is opening the program and selecting an appropriate template or
starting from a blank page.

Choosing the Right Template

Publisher 2010 comes with a wide variety of pre-designed templates that cater
to different types of publications. These templates are designed to make your
life easier by providing a ready-made structure you can customize.

Flyers and Posters: Ideal for advertisements, events, or announcements.

Newsletters: Perfect for clubs, organizations, or company updates.

Business Cards and Brochures: Useful for professional branding and
marketing.

Labels and Calendars: Great for personal or organizational use.

To select a template, simply launch Publisher, click on “Built-in” templates
or “Installed Templates,” and browse through categories. When you find one
you like, click on it and then hit “Create” to open it.



Understanding the Interface

The workspace in Publisher 2010 is straightforward but packed with features.
Key areas include:

- Ribbon Toolbar: Located at the top, this contains tabs like Home, Insert,
Page Design, and Mailings, each offering relevant tools.

- Page Navigation Pane: Usually on the left, this lets you switch between
pages in multi-page publications.

- Publication Page: The central area where you design your document.

- Task Pane: Often shows template options or formatting choices.

Knowing where to find tools and commands is crucial for efficient design and
editing.

Creating Your First Publication

Once you have your template or blank page ready, it’s time to start
customizing your publication. Microsoft Publisher 2010 is designed to be
intuitive, even if you have no prior design experience.

Adding and Formatting Text

Text is the backbone of most publications. Here’'s how to manage it
effectively:

- Click on any existing text box to edit the content.

- To add new text boxes, go to the “Insert” tab and select “Draw Text Box,”
then click and drag to create the box on your page.

- Use the “Home” tab to change font style, size, color, and alignment.

- Publisher also supports text effects like shadows and reflections under the
“Text Effects” option, which can add visual interest.

Remember, keeping your text clear and readable is key to effective
communication.

Inserting and Manipulating Images

Visual elements enhance your publication’s appeal. Adding pictures in
Publisher 2010 is straightforward:

- Navigate to the “Insert” tab and click “Picture” to add images from your
computer.
- You can also use “Clip Art” to insert pre-made graphics.



- Once inserted, images can be resized by dragging the corners and rotated
using the rotation handle.

- Use the “Picture Tools” tab to adjust brightness, contrast, and apply
artistic effects.

A handy tip is to maintain a balance between text and images to avoid
cluttering your page.

Working with Shapes and Objects

Publisher includes a variety of shapes and drawing tools that can enhance
your design:

- Click “Insert” and choose “Shapes” to add rectangles, circles, arrows, and
more.

- Customize shapes with colors, gradients, and outlines using the “Drawing
Tools” options.

- Group multiple objects to move or resize them together by holding the Ctrl
key, selecting objects, right-clicking, and choosing “Group.”

Using shapes can help highlight important information or create visually
appealing layouts.

Design Tips for Using Microsoft Publisher 2010

Beyond simply knowing how to use Microsoft Publisher 2010, adopting good
design principles can elevate your publications.

Utilize Master Pages for Consistency

If you're creating multi-page documents like newsletters or brochures, master
pages can save time and ensure uniformity.

- Access master pages from the “View” tab by selecting “Master Page.”
- Add repeating elements such as headers, footers, page numbers, or logos.
- Changes on the master page automatically apply to all pages linked to it.

This feature helps maintain a professional and cohesive look throughout your
publication.

Leverage Color Schemes and Font Sets

Publisher 2010 offers built-in color schemes and font sets that help create a



harmonious design effortlessly.

- Find these options under the “Page Design” tab.
- Choose a color scheme that suits your brand or event theme.
- Select a font set that complements your content and enhances readability.

Sticking to a consistent palette and typography makes your publication
visually appealing and easier to digest.

Align and Distribute Objects for a Clean Layout

Proper alignment improves the overall flow and professionalism of your
design.

- Use the “Arrange” group in the “Page Design” tab to align objects left,
right, center, top, or bottom.

- The “Distribute” tool helps space objects evenly, both horizontally and
vertically.

- Enable gridlines or guides via “View” to assist with precise placement.

Good alignment avoids a cluttered or chaotic appearance, making your content
more engaging.

Advanced Features and Printing Options

Once you’'re comfortable with the basics, exploring Publisher 2010’s advanced
functionalities can help you produce polished publications ready for sharing
or printing.

Mail Merge for Personalized Publications

One powerful feature is mail merge, which allows you to create personalized
letters, flyers, or labels.

- Access mail merge under the “Mailings” tab.

- Connect your publication to an external data source like Excel or Outlook
contacts.

- Insert merge fields (e.g., recipient’s name, address) into your
publication.

- Preview and complete the merge to generate customized copies.

This is incredibly useful for marketing campaigns or event invitations.



Saving and Exporting Your Work

After completing your design, saving it properly ensures you can edit it
later or share it with others.

- Save your file in Publisher’s native format (.pub) to keep all features
intact.

- To share with those who don’t have Publisher, export your publication as a
PDF via “Save As” and choosing PDF format.

- You can also export to XPS format or save images separately.

Exporting to PDF preserves layout and formatting, making it ideal for
professional printing or emailing.

Printing and Page Setup

Preparing your publication for print requires attention to detail to avoid
surprises.

- Under the “Page Design” tab, adjust page size, orientation, and margins to
fit your needs.

- Use “Print Preview” to see how your document will appear on paper.

- Choose appropriate print quality settings depending on your printer
capabilities.

- For professional printing, consult your print shop to confirm file
requirements.

Taking time to configure print settings can save you from costly errors and
ensure your final product looks great.

Tips to Maximize Your Efficiency in Publisher
2010

If you want to become proficient at using Microsoft Publisher 2010, consider
these practical tips that can streamline your workflow:

- Use Keyboard Shortcuts: Familiarize yourself with shortcuts like Ctrl + D
for duplicating objects or Ctrl + G for grouping.

- Save Frequently: Publisher can occasionally crash, so saving often prevents
loss of work.

- Take Advantage of Templates: Even if you don’t use them exactly as-is,
templates can inspire layout and design ideas.

- Experiment with Effects: Don’t hesitate to try out different text and image
effects to add flair.

- Keep It Simple: Avoid overcrowding your pages; white space is your friend.



By integrating these strategies, using Microsoft Publisher 2010 becomes not
only manageable but enjoyable.

Learning how to use Microsoft Publisher 2010 unlocks a world of creative
possibilities for personal, educational, or professional projects. With its
straightforward interface combined with powerful features like templates,
mail merge, and advanced formatting, it remains a valuable tool for anyone
looking to produce polished publications without extensive graphic design
experience. Whether you’'re crafting a simple flyer or a complex brochure,
Publisher 2010 provides a solid foundation to bring your ideas to life.

Frequently Asked Questions

How do I create a new publication in Microsoft
Publisher 20107?

To create a new publication in Microsoft Publisher 2010, open the program,
click on 'File' > 'New', then choose a template or start with a blank
publication. Click 'Create' to open your new project.

How can I insert images into my publication in
Publisher 20107

In Publisher 2010, go to the 'Insert' tab and click on 'Picture'. Browse to
the image file on your computer, select it, and click 'Insert'. You can then
move, resize, and format the image as needed.

What are the steps to add and format text in
Microsoft Publisher 2010?

To add text, click on 'Insert' > 'Draw Text Box', then click and drag on the
page to create the text box. Type your text inside the box. Use the 'Home'
tab to format the font, size, color, and alignment of your text.

How do I create a brochure using Publisher 2010
templates?

Open Publisher 2010, click 'File' > 'New', then select 'Brochures' from the
template categories. Choose a brochure template that suits your needs and
click 'Create'. Customize the text, images, and layout as required.

Can I save a Microsoft Publisher 2010 file as a PDF?
How?

Yes, you can save your publication as a PDF. Click 'File' > 'Save As', choose



the location, then in the 'Save as type' dropdown menu, select 'PDF'. Click
'Save' to export your file as a PDF document.

How do I add page numbers in Publisher 20107?

Go to the 'Insert' tab and click on 'Page Number'. Select the position and
style for the page numbers. Publisher will automatically add page numbers to
your publication pages.

What is the best way to align objects and text in
Publisher 20107

Use the 'Arrange' group under the 'Page Design' tab. You can use options like
"Align', 'Distribute', and 'Grid and Guides' to precisely position and align
objects and text boxes on your page.

How do I print a publication with crop marks and
bleed in Publisher 20107?

Before printing, click 'File' > 'Print', then click on 'Print Options'. Under
the 'Print Options' dialog, check the boxes for 'Crop marks' and 'Bleed
marks' to include them in your printout. This is useful for professional
printing.

Can I import content from Word or Excel into
Publisher 20107

Yes, you can import content. Go to 'Insert' > 'Object', then select 'Create
from file'. Browse and select your Word or Excel file to insert it into your
publication. Alternatively, copy content from Word or Excel and paste it
directly into Publisher.

Additional Resources

**Mastering How to Use Microsoft Publisher 2010: A Comprehensive Guide**

how to use microsoft publisher 2010 is a question that remains relevant for
many professionals, educators, and small business owners who seek an
accessible yet powerful desktop publishing tool. Despite newer versions and
alternative software flooding the market, Microsoft Publisher 2010 continues
to hold a niche for users who appreciate its intuitive interface combined
with robust design features. This article delves into the core
functionalities, practical applications, and tips for leveraging Microsoft
Publisher 2010 effectively, catering to both novices and intermediate users
aiming to elevate their publishing projects.



Understanding Microsoft Publisher 2010: An
Overview

Microsoft Publisher 2010 is part of the Microsoft Office suite tailored
specifically for desktop publishing. Unlike Microsoft Word, which focuses
primarily on document creation and text formatting, Publisher emphasizes page
layout and design, making it ideal for creating brochures, newsletters,
flyers, postcards, and other marketing materials. Its drag-and-drop
interface, coupled with a variety of templates and design tools, enables
users to produce professional-looking publications without requiring graphic
design expertise.

One of the defining advantages of Publisher 2010 is its balance between
simplicity and customization. The software offers a wide array of pre-
designed templates that can be easily modified, allowing users to maintain
brand consistency or experiment with creative layouts. Moreover, Publisher
integrates well with other Microsoft Office applications, providing
flexibility in importing content such as images, charts, and text.

Getting Started: The Basics of How to Use
Microsoft Publisher 2010

Launching the Program and Choosing a Template

Upon opening Publisher 2010, users are greeted with a start screen that
prominently features a selection of templates categorized by publication
type—business, postcards, flyers, newsletters, and more. Selecting a template
is often the first step in learning how to use Microsoft Publisher 2010
effectively, as it sets the foundational layout and design elements.

Users can opt for a blank publication if they prefer to design from scratch.
However, leveraging templates speeds up the process significantly, especially
for those unfamiliar with design principles. Each template includes
placeholder text and images, which can be replaced or customized.

Navigating the User Interface

Publisher 2010’'s interface is designed to be user-friendly, featuring the
Ribbon toolbar introduced in Microsoft Office 2007. The Ribbon organizes
tools into tabs such as Home, Insert, Page Design, Mailings, and Review, each
containing relevant commands.

Key interface components include:



* Page Navigation Pane: Allows users to manage multi-page publications
efficiently.

e Design Checker: Helps identify potential issues before printing or
publishing.

e Object Handles: Permit resizing, rotating, and moving elements on the
page.

Understanding these elements is crucial for mastering how to use Microsoft
Publisher 2010, enabling streamlined workflow and precise control over the
document layout.

Core Features and Functionalities

Working with Text and Typography

One of the strengths of Publisher 2010 lies in its text handling
capabilities. Users can insert text boxes anywhere on the page and customize
fonts, sizes, colors, and effects. The software supports text wrapping around
images and other objects, facilitating dynamic and visually appealing
layouts.

Additionally, Publisher supports linked text boxes, which enable text flow
across multiple containers—a feature particularly useful for newsletters or
brochures with complex formatting needs. Users can also employ styles to
maintain consistency across headings, subheadings, and body text.

Inserting and Manipulating Images

Publisher 2010 offers comprehensive tools for image integration. Users can
insert pictures from their computer, clip art collections, or online sources.
Once placed, images can be resized, cropped, rotated, and enhanced with
effects such as shadows, reflections, and 3D bevels.

The software also includes alignment guides and grids, which assist users in
positioning images precisely relative to other page elements. These tools are
indispensable when designing professional marketing materials that require
visual balance.



Page Design and Layout Adjustments

The Page Design tab in Publisher 2010 provides options to customize page
size, orientation, margins, and backgrounds. Users can apply color schemes
and font sets that are pre-defined or create custom combinations to match
branding guidelines.

For publications with multiple pages, features like master pages allow
consistent design elements—such as headers, footers, or page numbers—to be
applied universally. This greatly enhances efficiency and ensures uniformity
across documents.

Advanced Tips for Maximizing Microsoft
Publisher 2010

Utilizing Mail Merge for Personalized Publications

A standout feature in Publisher 2010 is its mail merge capability, which
integrates with Microsoft Excel or Outlook contacts. This function is
invaluable for creating personalized marketing materials such as invitations,
newsletters, or direct mail campaigns.

By linking a data source, users can automatically populate fields like names,
addresses, or custom messages into the publication, streamlining mass
distribution while maintaining a personal touch.

Exporting and Printing Considerations

Understanding how to export and print documents properly is essential in the
publishing workflow. Publisher 2010 supports saving files in multiple formats
including PDF, XPS, and standard Publisher files (.pub).

When preparing a file for professional printing, users should ensure that
images are high resolution, colors are set to CMYK where applicable, and
bleeds are included if the printer requires them. Publisher also offers print
previews and the ability to print multiple pages per sheet, catering to
budget-conscious or small-scale print runs.

Integration with Other Microsoft O0ffice Applications

Publisher’s interoperability with other Office programs enhances its
versatility. For example, charts created in Excel can be embedded or linked



to publications, allowing dynamic updates if the source data changes.
Similarly, Word tables or PowerPoint graphics can be imported, leveraging the
strengths of each application.

This integration reduces redundancy and facilitates coherent document
production when multiple software tools are involved.

Assessing Microsoft Publisher 2010 in Today’s
Context

While Microsoft Publisher 2010 is not the latest iteration, its core
functionalities remain valuable. Compared to newer desktop publishing
software like Adobe InDesign or Affinity Publisher, Microsoft Publisher is
more accessible for beginners and integrates seamlessly into the Microsoft
Office ecosystem.

However, it may lack some advanced design features and industry-standard
export options expected by professional graphic designers. For many small
businesses, educators, and casual users, Publisher 2010’s balance between
ease of use and functional depth makes it an effective choice for producing
quality print and digital materials.

In examining how to use Microsoft Publisher 2010, users should weigh their
specific needs against the software’s capabilities. For straightforward
projects requiring quick turnaround and integration with Microsoft Office,
Publisher 2010 remains a competent and reliable tool.

Ultimately, mastering the software involves exploring its templates,
experimenting with layouts, and taking advantage of its mail merge and image
editing features. With practice, users can harness Microsoft Publisher 2010
to create polished, professional publications that meet a broad spectrum of
communication needs.

How To Use Microsoft Publisher 2010

how to use microsoft publisher 2010: Using Microsoft Publisher 2010 Brien Posey,
2010-08-23 Using Microsoft® Publisher 2010 More than just a book! Get comfortable with simple
techniques that you can use to create professional-looking documents. Don’t just read about it: see
it, hear it, with step-by-step video tutorials and valuable audio sidebars delivered through the Free
Web Edition that comes with every USING book. For the price of the book, you get online access
anywhere with a web connection - no books to carry, updated content, and the benefits of video and
audio learning. Way more than just a book, this is all the help you’ll ever need... where you want,
when you want! Learn fast, learn easy! Using web, video, and audio - Show Me video walks through
tasks you've just got to see - including bonus advanced techniques - Tell Me More audio delivers
practical insights straight from the experts - Let Me Try It tasks break down the complex into


https://santacruzdance.org/archive-th-187/how-to-use-microsoft-publisher-2010.pdf

easy-to-follow, step-by-step sequences UNLOCK THE FREE WEB EDITION — To register your
USING book, visit quepublishing.com/using.

how to use microsoft publisher 2010: Using Microsoft® Publisher 2010, Enhanced
Edition Brien Posey, 2013-09-24 *** This USING Microsoft Publisher 2010 book is enhanced with
nearly two hours of FREE step-by-step VIDEO TUTORIALS and AUDIO SIDEBARS! *** Microsoft
Publisher 2010 lets you create professional-quality publications such as flyers, newsletters,
brochures, and many other possibilities. Using Publishers allows the job to be done quickly with
relative ease. USING Microsoft Publisher 2010 is a media-rich learning experience designed to help
new users master Microsoft Publisher 2010 quickly, and get the most out of it, fast! EVERY chapter
has multiple video and audio files integrated into the learning material which creates interactive
content that works together to teach everything mainstream Microsoft Publisher 2010 users need to
know. More than just a book! Get comfortable with simple techniques that you can use to create
professional-looking documents. Don't just read about it: see it, hear it, with step-by-step video
tutorials and valuable audio sidebars delivered through the Free Web Edition that comes with every
USING book. For the price of the book, you get online access anywhere with a web connection - no
books to carry, updated content, and the benefits of video and audio learning. Way more than just a
book, this is all the help you'll ever need... where you want, when you want! Learn fast, learn easy!
Using web, video, and audio - Show Me video walks through tasks you've just got to see - including
bonus advanced techniques - Tell Me More audio delivers practical insights straight from the experts
- Let Me Try It tasks break down the complex into easy-to-follow, step-by-step sequences

how to use microsoft publisher 2010: Microsoft Publisher 2010 (English version) AMC
College, 200? Publisher 2010 is a desktop publishing program that is used to create flyers, notices,
menus, newsletters, cards, etc. This manual shows a step by step to create a publication and give
individuals and small to medium sized businesses the ability to quickly and easily create printable
materials.

how to use microsoft publisher 2010: Microsoft Publisher 2010 Quick Reference Guide
Beezix, Inc Staff, 2011-12-05 Laminated quick reference card showing step-by-step instructions and
shortcuts for how to use Microsoft Office Publisher 2010. This guide is suitable as a training
handout, or simply an easy to use reference guide, for any type of user. The following topics are
covered: Creating a New Publication, Changing Page Size, Creating a Custom Color Scheme,
Changing a Publication's Color Scheme, Creating a Custom Font Scheme, Changing a Publication's
Font Scheme, Changing a Publication's Template, Creating New Pages, Moving a Page, Deleting a
Page, Creating a Business Information Set, Edit/Delete a Business Information Set, Switching
Business Information Sets, Inserting Business Information, Creating a Logo from Publisher Objects,
Using a Master Page, Suppressing a Master Page, Change the Page Background, Adding Page
Numbers, Changing Starting Page Number or Page Number Format; Midway Through a Publication.
Inserting a Text Box, Setting Columns in a Text Box, Adding Shapes, Fitting Text into an Object,
Flowing Text from Box to Box, Flowing Text into a Shape Fancy Text: WordArt, Dropping the First
Capital Letter, Grouping and Ungrouping, Adding Objects from the Design Gallery, Rotating or
Flipping an Object, Changing the Object Order, Wrapping Text around an Object, Inserting a Table,
Resizing Table Rows and Columns, Turn On/Off Growing Table to Fit Text, Adding a Header or
Footer, Saving as PDF. Includes a list of keyboard shortcuts.

how to use microsoft publisher 2010: How to Learn Microsoft Publisher Software
Quickly Andrei Besedin, 2018-03-24 How to Learn Microsoft Publisher Software Quickly! Whether
you are a budding entrepreneur, someone who appreciates quality materials or a professional
desktop publisher, Microsoft Publisher can provide you lots of benefits. You can make catalogs,
flyers, newsletters, brochures, banners, greeting cards and much more. Microsoft Publisher is
created with businesses in mind. So they can create publications for printing and sharing quickly. As
a business owner or desktop publisher, you can create publications that are professional-looking by
using the design templates the software offers or by starting from the scratch. You can easily
customize the templates to fit your needs. Even though all this might sound easy to you, the best



can’t be achieved unless you learn how to do them. With our fantastic book titled “How to Learn
Microsoft Publisher Software Quickly,” you can learn the skills required to use the software. No
matter what your purpose of learning Microsoft Publisher is, whether to obtain a job in design,
business, information technology or much more, you can achieve your aim by purchasing this
powerful book and making use of the information in it. If you purchase our book and make use of it,
you would not need to go for any certification program because you are going to learn the Microsoft
Publisher Software quickly. In case you are wondering if this topnotch book will be of advantage to
you. The good news is that there are lots of great benefits that you can derive from it. You will learn
how to create engaging publications and grow your business which would make you wonder why you
have waited this long. Check out few out of the great amount of benefits the top-notch book can
offer. *You will get familiar with several of the icons and know how to use them *You will learn how
to add, delete, and format objects and text *Adjusting page layouts and setup will be made easy
*Creating engaging publications will be easy and require minimum effort *You will be able to use
the navigation index as reference guide It is not pricey, so you can have it no matter what your
budget says. Though our short book does not contain comprehensive information about Microsoft
Publisher, our primary focus is to ensure you move forward in your career as a desktop publisher or
business owner. The other interesting things about this powerful product are: For the full refund,
just visit the Manage your Kindle page. All the processes are hassle-free. Click the buy button on the
upper right side of the page and obtain your copy of the book in just one click! The single click is the
gap standing between you and how to learn Microsoft Publisher Software quickly and become a
reliable, professional or excellent desktop publisher. Bridge the gap by buying this success proven
book. Each day you procrastinate buying this powerful product the more the gap between you and
becoming a successful desktop publisher widens. What are you waiting for? Make your purchase,
now!

how to use microsoft publisher 2010: Using Microsoft Publisher 2010 , 2010 Using Microsoft
Publisher 2010 brings you over 45 media elements detailing everything from working with visual
elements and using design and layouts to printing your documents and publishing your creations
online. Watching this media is the fastest way to get comfortable with the newest version of
Microsoft Publisher. Topics covered include using grid and ruler guides, working with fonts, creating
3D shapes, creating a calendar and other projects, using WordArt, creating master pages, importing
Word documents and spreadsheets, formatting tables and cells, adding metadata, using spot color,
creating a website, performing a mail merge, creating custom envelopes, and much, much
more!--Resource description page (viewed Oct. 11, 2010).

how to use microsoft publisher 2010: Log On To Computers [] 5 Meera Aggarwal, Dorothy
Fanthome, LOG ON TO COMPUTERS series consists of ten thoroughly revised and updated
textbooks for classes 1-10. The books aim to help students master the use of various types of
software and IT tools. The books have been designed to keep pace with the latest technologies and
the interests of the 21st century learners. The series is based on Windows 7 and MS Office 2010 and
adopts an interactive approach to teach various concepts related to Computer Science. The books
for classes 1-5 focus on the basics of computers, Windows, MS Office, OpenSource software and
programming language LOGO. However, the books for classes 6-8 encourage students to experience
and explore more about programming languages like QBasic, HTML and Visual Basic, application
software such as Photoshop, Flash and MS Office. The ebook version does not contain CD.

how to use microsoft publisher 2010: Boot-Click-Enter [] 3 Gurpreet Bindra,
Boot-Click-Enter, Enter the world of IT based on Windows 7 and MS Office 2010, comprises of eight
computer science textbooks for classes 1-8. The CCE compliant series is based on an interactive
approach to teach various concepts related to Computer Science. This series is created to help
students master the use of various kinds of software and IT tools. The books have been designed to
keep pace with the latest technologies and the interests of the 21st century learners. The books for
classes 1-5 are introductory. They introduce students to the basic features of Windows 7 and MS
Office 2010, starting with the history of computers, what are the basic parts of the computer, how to



use Tux Paint, WordPad, MS Paint, how to program in LOGO and also give an introduction to the
Internet. However, the books for classes 6-8 are for senior students and take a deep diva into the
advanced features of Windows 7 and MS Office 2007, including how to do programming in QBasic,
HTML and Visual Basic. Students learn to create animations using Flash and Photoshop, and how to
communicate using the Internet. The ebook version does not contain CD.

how to use microsoft publisher 2010: Boot-Click-Enter [] 5 Gurpreet Bindra,
Boot-Click-Enter, Enter the world of IT based on Windows 7 and MS Office 2010, comprises of eight
computer science textbooks for classes 1-8. The CCE compliant series is based on an interactive
approach to teach various concepts related to Computer Science. This series is created to help
students master the use of various kinds of software and IT tools. The books have been designed to
keep pace with the latest technologies and the interests of the 21st century learners. The books for
classes 1-5 are introductory. They introduce students to the basic features of Windows 7 and MS
Office 2010, starting with the history of computers, what are the basic parts of the computer, how to
use Tux Paint, WordPad, MS Paint, how to program in LOGO and also give an introduction to the
Internet. However, the books for classes 6-8 are for senior students and take a deep diva into the
advanced features of Windows 7 and MS Office 2007, including how to do programming in QBasic,
HTML and Visual Basic. Students learn to create animations using Flash and Photoshop, and how to
communicate using the Internet. The ebook version does not contain CD.

how to use microsoft publisher 2010: Microsoft Publisher 2019 Training Manual Classroom
in a Book TeachUcomp , 2020-08-01 Complete classroom training manual for Microsoft Publisher
2019. 124 pages and 64 individual topics. Includes practice exercises and keyboard shortcuts. You
will learn how to create publications, format objects, customize schemes, create tables, perform
mailings, prepare print files, and much more. Topics Covered: Getting Acquainted with Publisher 1.
The Publisher Environment 2. The Title Bar 3. The Ribbon 4. The File Tab and Backstage View 5.
The Quick Access Toolbar 6. Touch Mode 7. The Scroll Bars 8. The Page Layout View Buttons 9. The
Zoom Slider and Zoom Button 10. The Status Bar 11. The Mini Toolbar 12. Keyboard Shortcuts
Creating Basic Publications 1. Creating New Publications 2. Changing the Publication Template 3.
Using Business Information 4. Saving Publications 5. Closing Publications 6. Opening Publications 7.
Inserting New Pages 8. Deleting Pages 9. Moving Pages Basic Skills 1. Inserting Text Boxes 2.
Inserting Shapes 3. Adding Text to Shapes 4. Inserting Pictures Saved Locally 5. Inserting Online
Pictures 6. Inserting Picture Placeholders 7. Using the Scratch Area 8. Moving, Resizing, and
Rotating Objects 9. Deleting Objects 10. Using Find and Replace 11. Using AutoCorrect 12. Inserting
WordArt Formatting Objects 1. Formatting Text 2. Formatting Shapes 3. Formatting Pictures Using
Building Blocks 1. Creating Basic Building Blocks 2. Using Building Blocks Master Pages 1. Using
Master Pages Customizing Schemes 1. Creating a Custom Color Scheme 2. Creating a Custom Font
Scheme 3. Customizing Page Backgrounds Using Tables 1. Creating and Deleting Tables 2. Selecting
Table Elements 3. Inserting and Deleting Columns and Rows 4. Merging Text in Table Cells 5.
Modifying Text in Table Cells 6. Formatting Tables Page Setup and Layouts 1. Using Page Setup 2.
Using Layout Guides 3. Using the Rulers Mailings 1. Mail Merge 2. The Step by Step Mail Merge
Wizard 3. Creating a Data Source 4. Selecting Recipients 5. Inserting and Deleting Merge Fields 6.
Previewing a Merge 7. Detaching the Data Source 8. Finishing a Mail Merge 9.Merging a Catalog
Printing 1. Previewing and Printing 2. Using the Pack and Go Feature 3. Sharing and Exporting
Publications Helping Yourself 1. Using Publisher Help

how to use microsoft publisher 2010: Term by Term Book 5 Term 2 Shanti Dhulia, Alka
Batra, Manjeet Jauhar, Meera Aggarwal, TERM BY TERM 1-5 is a term series consisting of a total of
fifteen books (three term books per class). Each book is divided into segments of: English,
Mathematics, Environmental Science (for classes 1-2), Science, Social Studies (for classes 3-5),
General Knowledge and Computer Science. All the subjects have been designed to develop
comprehensive understanding in learners and are essential for an interactive and participative
atmosphere. A progressive vision providing graded topics in all subjects has been ensured.

how to use microsoft publisher 2010: Outlook on the Web Training Manual Classroom in a



Book TeachUcomp , 2019-10-27 Complete classroom training manual for Microsoft Outlook on the
Web. 143 pages and 94 individual topics. Includes practice exercises and keyboard shortcuts. You
will learn all about email, tasks, effective use of the calendar, and much more. Topics Covered:
Getting Acquainted with Outlook on the Web 1. Introduction to the Outlook on the Web 2. What is
the Outlook on the Web? 3. Starting Outlook on the Web 4. The Outlook on the Web Environment 5.
System Requirements for the Outlook on the Web 6. Using the Outlook on the Web (Light) Version 7.
Applying a Theme 8. Adding and Managing Add-ins E-Mail 1. Using the Inbox 2. Creating and
Addressing Messages 3. Entering and Formatting Messages 4. Checking Message Spelling 5. Saving
Message Drafts 6. Sending Attachments from OneDrive 7. Sending Local Attachments 8. Inserting
Pictures 9. Sending a Message 10. Receiving E-Mail Messages 11. Opening Messages 12. Printing
Messages 13. Downloading Attachments 14. Replying to Messages 15. Forwarding Messages 16.
Ignoring a Conversation Thread 17. The Deleted Items Folder 18. Permanently Deleting Items 19.
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Desktop Publishing. Aided by step-by-step instructions, actual screen shots, illustrations and specific
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projects: 1. What is the DTP project designed to do? 2. What is the project designed to
communicate? 3. What format will best communicate the project's message? 4. What design
constraints does the project budget impose? 5. What design techniques will help the viewer
understand the project's message? It also briefly informs you how to put these five graphic design
tools - Space, Fonts, Color, Illustration & Photography and Consistency - to good use when
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how to use microsoft publisher 2010: Documents, Presentations, and Worksheets
Stephanie Krieger, 2011-04-15 Get expert techniques and best practices for creating
professional-looking documents, slide presentations, and workbooks. And apply these skills as you
work with Microsoft Word, PowerPoint, and Excel in Office 2010 or Office for Mac 2011. This
hands-on guide provides constructive advice and advanced, timesaving tips to help you produce
compelling content that delivers—in print or on screen. Work smarter—and create content with
impact! Create your own custom Office themes and templates Use tables and styles to help organize
and present content in complex Word documents Leave a lasting impression with
professional-quality graphics and multimedia Work with PowerPoint masters and layouts more
effectively Design Excel PivotTables for better data analysis and reporting Automate and customize
documents with Microsoft Visual Basic for Applications (VBA) and Open XML Formats Boost
document collaboration and sharing with Office Web Apps Your companion web content includes: All
the book’s sample files for Word, PowerPoint, and Excel Files containing Microsoft Visio
samples—Visio 2010 is required for viewing

how to use microsoft publisher 2010: Comp-Information Technology-TB-09-R Reeta Sahoo,
Gagan Sahoo, Comp-Information Technology-TB-09-R

how to use microsoft publisher 2010: Microsoft Publisher 2013 (English version) AMC
College, This manual will provide you those simple-to-use design tools within the MS Publisher,
which gives you the power to create, print, and share professional-quality marketing materials and
publications.The manual also provides visual guides to help you navigate publications and see what
you're printing.

how to use microsoft publisher 2010: Take Off with Computers 5 DEEPA BHANDARI,
Take Off with Computers is a series of 8 books for classes 1 to 8 for computer science. It is based on
Windows 7 and Office 2010. It has an application-based course structure which fulfils the need of
learner and educator alike.

how to use microsoft publisher 2010: Saraswati Information Technology (Vocational Course)
Reeta Sahoo & Gagan Sahoo, Saraswati Information Technology Series for Classes IX and X is a
complete resource for study and practice written in simple, easy-to-understand language. The
student-friendly edition is entirely based on the curriculum prescribed under NSQF for vocational
courses. The series provides useful tools to learn theory and do practical at ease. Designed to meet
student’s needs, it provides sound practice through a wide variety of solved and unsolved exercises
based on the latest examination pattern. The series covers the complete syllabus laid down by CBSE.

how to use microsoft publisher 2010: Desktop - My Book of Computer Science Class 7 Sayan
Banerjee, Swati Goel, Goyal Brothers Prakashan, 2013-04-01 Goyal Brothers Prakashan
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