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4. Click the frame where you wish to “pour” your text.  The overflow text will “pour” into the 
new frame.  When you are finished, you will see the Go To Next Frame icon  
which allows you to jump from one connected frame to the next. 

5. Since the frames are connected, the length of the columns (or frames) are also 
connected.  If you lengthen the first frame of the column, the second frame will shorten.  
If you shorten the first frame of the column, the second frame will lengthen to 
accommodate the overflow text. 

 

Inserting pictures and clip art 

To Replace Design Object Placeholders: 
Replacing a clipart image or photo in a picture frame:  
 

1. Select the image you wish to change.   
2. Click the image again to display the Picture 

Toolbar. 
3. Right click on the image and choose 

Change Picture/From File or other option 

To insert a picture: 
1. First create a picture frame. Go to the 

Objects toolbar, click Picture Frame. 
Position the mouse pointer and click where 
you want one corner of the frame to appear, hold down the mouse button while you drag 
the mouse diagonally until the frame is the size you want, and release the mouse button.  
 
OR 
 
If the frame already exists, click it.  

2. Go to Insert>Picture>From File. 
3. Click the name of the picture file you want to add. Note: You may need to browse to find 

the drive or folder your picture is stored in. 
4. Click Insert.  

 

To insert clip art: 
1. Create a Clip Gallery frame using the Objects toolbar. If the frame already exists, 

double-click it. The Clip Art Gallery window appears. 
2. Click the tab for the type of clip you want. 
3. Click the category you want. 
4. Scroll through the category, click the clip you want, and then click Insert clip.  

 
The clip is inserted in your publication. If the Clip Gallery is covering your publication, 
click outside the Clip Gallery window.  
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Creating a Blank Brochure 
You may find that none of the pre-made designs match the style or format you are looking for.  
Publisher gives you the option to start a blank publication and add design elements to create a 
publication to meet your specifications.  

To create a blank brochure: 
1. Choose File/New from the Main Menu and then  
       select Blank Publications. 
2. Select the publication type 
       from the design gallery Full Page. 
3. Next select File/Page Setup and  

select the Landscape radio button  
for orientation.   

 
Using the Rule Guides: 
Ruler guides allow you to align page elements properly 
and place object precisely on a page.  These guides are 
not displayed by default; when they are turned on they are 
for display purposes only and will not print.   
 
To display ruler guides:  

1. Choose Arrange/Ruler Guides/Add Vertical Ruler Guide 
2. Repeat for Horizontal Ruler Guide 

 
Using Margin Guides:  
All text added to your brochure must be inserted into a text box.  Margin guides are non-printing 
lines that are used to define the margins on a page.  Margins for a blank print publication are set 
a to one inch for left, right, top and bottom by default. You may need to override the default 
margin guides based on your publication needs.   
  
To change margin guides: 

1. Choose Arrange/Layout Guides 
2. Set the margins as desired 

 
Using Column Guides:  
Columns and Margin Guides make up the most 
important part of the underlying layout grid. 
Setting up columns will assist you in to divide 
your brochure in equal columns for placement of 
text boxes and graphics.  

To display column guides: 
3. Choose Arrange/Layout Guides 
4. Enter the number of columns for your 

brochure in the Columns box under 
Grid Guides. 
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Wrapping text around a picture: 
  

1. Select the picture frame to 
wrap text around. 

 
2. On the picture toolbar select 

the text wrapping button or 
right click on the picture and 
choose Format Picture and 
select the Layout tab and 
choose the desired layout. 

 

Printing Brochures: 

The 3-panel brochures are designed to print in Landscape mode (sideways across the length) on 
a standard 8 1/2" by 11" piece of paper.  Standard settings is 1/4" margins all the way around.   

To Print your Brochure: 

From the main menu click File/Open and select PRINT. Click on the properties box to select the 
paper type and print quality - Best, Normal or Draft.  

Depending on how your printer is set up, print - page 1-1 then place the page back into the paper 
tray to print side 2-2.  

Tip: Print your trial copy in DRAFT mode to save unnecessary ink wastage.   

 Your brochure is now ready to fold and give to your potential customers or clients.  

Visit:  http://office.microsoft.com/en-us/assistance/HP030746221033.aspx for 
additional commercial printing information. 

 

Checking your spelling 
1. If you misspell a word or Publisher 2000 does not recognize it, a red wavy line appears 

directly beneath the word on the screen.  
2. Right-click the underlined text to see suggested options.  
OR 
3. Go to Tools>Spelling>Check Spelling.  The Spell Checker only checks one story at a time.  

Once you have finished spell checking a story, Publisher will ask you if you want to check all 
stories.  

4. Click OK to continue checking spelling. The Check Spelling dialog box appears when a 
misspelled word is found. You can change, ignore, or add the word to the dictionary. 

5. If a misspelled word is not recognized (no spelling suggestion), you can right-click on the 
word and select Check Spelling. Then type the word in the Change To field and click Change. 
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Getting more help 
There are many places you can go to get help.   
 
In Publisher: 
To get help in Publisher, go to Help>Microsoft Publisher Help or press the F1 
key.   
 
On Campus: 
Call or drop by the Student Technology Center and get help from a tutor.  The 
STC is located in Z-214.  The phone number is 964-2299. 
 
Online: 
You can also find tutorials, tips and design advice here: 
 
http://office.microsoft.com/en-us/assistance/CH790018091033.aspx 
http://www.bcschools.net/staff/PublisherHelp.htm 
 
 
 
 


