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Learning the Basics of Microsoft Publisher 
 

1. Microsoft Publisher is a wonderful tool 
for creating flyers, brochures, 
newsletters, cards, banners, 
certificates and much more.  You can 
create a document from scratch if you 
wish, but it’s much easier to use the 
catalog of templates that comes with 
the software. 

 
2. When you first open the software, 

you will see a list of the types of 
publications you can create. Click on 
the down arrow next to one of them 
to see the array of templates. 

 
3. Take a few minutes to look at the 

variety of publications you can create 
and the designs available.  For the 
purposes of this lesson, we will be 
working with a certificate. 

 
4. Click on Award Certificate and 

scroll through the templates.  When 
you see the Sports Certificate, 
double-click it. 

 
5. You will get a message telling you 

that the Microsoft Wizard will fill in your name and address for you.  That is 
something you might use at home for 
your personal business. We don’t want 
to do that, so click Cancel. 

 
6. You should now see your certificate with 

a blue panel on the left.  This is the 
Task Pane.  The contents of this panel 
will differ according to the type of 
document you’re working on.   

 
7. Notice that you can change your chosen 

design just by clicking a different one. 
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8. Click on Color Schemes. Notice that you 
can change all the colors in your certificate 
with one click.  

 
9. You can do the same with Font Schemes. 

Once you have chosen your design 
elements, you may choose to close the task 
pane by clicking on the X. 

 

10. You’re now ready to change the text to suit 
your needs.  First, notice that you can zoom 
in and out of the document to make 
working with text easier.  Just click the plus 
and minus buttons next to the box that 
shows 65%. 

 

11. Also notice that as you click on each item on 
the page, text, graphics, etc., you can see 
that each item is in an individual “box.”  
These are called text frames.  You can select the text in these frames and make 
whatever changes you want to it.  You can change the text itself, the font, size, 
color, bold, italics, etc., just as you do in Word using either the Format menu or 

the buttons on your Format toolbar.   
 

12. You may also delete any text frames you 
don’t want.  For example, you may want to 
delete the organizational logo that appears 
in the lower left-hand corner.  Just click on 
it and hit the Delete key. 

 
13. Go ahead and change the text in the text 

frames to suit your needs. 
 

 

14. Let’s make this a Math award.  That means we’ll need to change the picture.  Click 
on the picture and you’ll see the 
“handles” surrounding it.  Now click on 
the picture with your right mouse button.   

 
15. Click on Change Picture, then on Clip 

Art to use Microsoft’s clip art collection. 
 

16. The Task Pane will reappear showing a 
clip art search window. Type your search 
term (in this case, math) and click Go. 
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17. Find a clip you like and click once 
on it.  In the menu that appears, 
click the top button, which means 
Insert clip. 

 

18. Notice that your new picture has 
replaced the old one, but has 
retained the color scheme of the old 
picture.  This color can be changed. 

 
19. If you’d like to recolor the picture, 

right-click on the picture and click 
on Format Picture.  If the Picture tab is not already selected, click on it. Now click 
on Recolor.  You may choose from other colors in the color scheme you have 
chosen, from other colors altogether, or you may choose to restore the picture to 
its original colors.  Experiment with coloring and click OK. 

 
 

20. Remember 
that when you 
have the 
“handles” 
around your 
picture, you 
can move and resize it just as you can any 
graphic in most of the software you have 
already used.  Move your cursor over the 
picture.   When you get a four-headed 
arrow, you can click and drag to move 
the picture.  Move the cursor over a corner, 

and you’ll get a two-headed arrow.  Click and drag to resize. 
 

21. You can also change the style and color of the border surrounding the page.  Click 
once on the border, then using the Line Color button on your Formatting toolbar, 
choose another color. 

 

22. To insert an additional 
graphic, pull down the 
Insert menu and click on 
Picture.  This time, let’s 
look in the clip art 
available on the TVS 
server.  To find it, click on 
From File. 
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23. Pull down the arrow next to the Look in… 
box and click on Clipart on ‘Casel’ (I:)   

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

24. You will see a list of all the 
categories of clip art we have 
available.   

 
25. Double-click a folder to open it.  When you see a list of the clips, click once on a 

clip to preview it.  Double-click it to insert it into your document. 
 

26. When you have inserted your 
graphic, notice the handles around 
it.  Again, you can move or resize 
it as you wish.  You can also 
recolor it just as we did with the 
sports picture. 

 
27. You’ve now learned the basics for 

working with most types of 
Publisher documents.  Continue to 
experiment with fonts, color, and 
graphics.  And remember, if you 
don’t like what happened, just 

click the Undo button! 
 


