Publisher Projects 1-7 Instructions

Publisher Project 1 – Football Flyer
I’ve included a finished project that students should practice recreating.  The same clip art graphics might not be available, or they can choose images more suitable to their tastes.  Demonstrate to them how to reverse the balloons so that they are both leaning inward.

Students will also need to shade a textbox, add lines to the text box, and rotate the textboxes with words around the center textbox.  Remind students to be careful when selecting shading.  It is easy to get the shading too dark and not be able to see the text when printed.

They will use grouping of the football player images.  All of the images should be the same size and the same graphic.  The words around the shaded textbox are included in textboxes. Students will need to rotate those textboxes.  The fonts used should be similar to the ones used in the project.

Tell students that it is important for the borders to meet but not overlap. It helps to enlarge the images with the zoom to finely adjust the line lengths.

Publisher Project 2 – Invoice

To create the invoice, the word Invoice should be in a separate textbox.  The designer has better control over the placement of the word Invoice in a textbox.  The brackets that indicate where the address should go are created using two short lines.  Once the line lengths and thickness have been selected and arranged, group them together, copy and paste the other three.  The copied lines can be rotated to the appropriate positions.  Also, the guide lines can be pulled down to help align them evenly.
Publisher Project 3 – Logo

Students should use the oval shape tool to draw the circle.  They will also use the triangle shape tool to insert the triangle into the circle.  The vertices of the triangle should touch but not protrude through the sides of the circle.  Shade the triangle and insert the horizontal lines in the triangle.  The words on the legs of the triangle should be uniform in the distance from the legs of the triangle.  Also, the words should not touch the circle.  You will need to insert textboxes and rotate them to get them to align correctly.  Also, the students should use the alignment tool to align the circle vertically and horizontally on the page.  The triangle should be an isosceles triangle.  It will help to zoom in to make sure the vertices touch but do not protrude through the sides of the circle.  Also, the rotation menu can be used to help rotate the text.  With the textbox selected, click the Format menu, click Textbox, and choose the Size tab.  You will see rotation in the dialog box, and can rotate the textboxes using this option.
Publisher Project 4 – Bi-Fold Brochure Project

A bi-fold brochure is included that the students can replicate.  Before allowing the students to begin, demonstrate how to set tabs in textboxes using dot leaders and right alignment.  Normally, if they have problems, it will be with setting the tab at a stop that is outside of the textbox.  Remind them that they will need to set tab stops in each textbox.  The designs came from the Design Gallery.  A 3-D effect is added to the WordArt.  Using a duplex printer for printing saves a lot of time and paper.
Publisher Project 5 – Tri-Fold Brochure Project

A tri-fold brochure is included for students to replicate.  On the inside page, note that the Application form spreads across two columns.  This sometimes causes students difficulty.  It is easier if all of the information is included in separate textboxes.  This particular student inserted a table in the Application portion trying to make it easier to work with.  Textboxes would have been a better choice. In this exercise, students should use bullets to make the membership types and dues align.  They should reformat the bullet to a check box.  Again, the duplex printer saves time and paper.
Publisher Project 6 – Pizza Ad Project
Students will need to be reminded to transition the Pizza autoshape flag on the right side so that the inside edge is down.  In other words, we want both of the lower sides of the flag on the inside of the ad.  Word Art is incorporated into this ad and some text formatting is included also.  Though fonts may not match exactly, serif and sans serif fonts should be used in the places as indicated.

Publisher Project 7 – Veteran’s Day Sale Project

In this ad students will be shading text boxes and auto shapes and putting borders on them.  The auto shapes will need to be brought forward or sent back, using the Order menu on the shortcut menu.  To get the % symbol over the word “off”, the % symbol and the word off will need to be in two separate text boxes and aligned accordingly (little more tedious, but good practice using tools).

Usually I start students out with these projects before allowing them to use the templates.  They then have a better feel for how to use the tools and also for what tools are available.  

