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Introduction  
Microsoft Publisher 2003 is a publishing program that allows users to create professional documents such as 

newsletters, flyers, brochures, gift certificates, and business cards. This unique program includes several 

different pre-designed templates that make it quick and easy to create a professional-looking document. 

 

 

 Accessing Microsoft Publisher 2003  

Opening Publisher may vary from the instructions below depending on the computer you are working on. 

1. From the Start menu, select All Programs » Microsoft Office » Microsoft Office Publisher 2003  

Publisher opens and the New Publication task pane appears, offering many pre-formatted designs to use 

in creating your publication. 

 

 Microsoft Publisher Toolbars 

 

 

 

Title Bar Menu Bar Standard Toolbar Formatting Toolbar 

Objects 

Toolbar 

Task 

Pane 

Status 

Bar 
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Title Bar  

The Title Bar displays the document's name, and contains the Close, Restore and Minimize buttons. 

Menu Bar 

The Menu Bar contains menus with additional commands in the form of a drop-down list.  

Standard Toolbar  
The Standard Toolbar contains frequently used buttons that are common functions in Publisher and 

throughout Microsoft Office. This toolbar is similar in most Office 2003 programs. 

 

Formatting Toolbar  

The Formatting Toolbar contains buttons for common text formatting options in Publisher and 

throughout Microsoft Office. This toolbar is similar in most Office 2003 programs. 

 

Object Bar 

The Object Bar contains each of the tools you will use to create and manipulate text and graphics in 

Publisher. 

 

 

 

 

Tool Function 

Select Objects Selects lines, shapes, graphics, and text boxes. Selected 

items can be resized and have their attributes changed.  

Text Box Creates text boxes. 

Insert Table Creates tables. 

Insert WordArt  Adds WordArt to your publication. 

Picture Frame Creates a frame in which a picture may be inserted.  

Line Tool Creates a line. 

Arrow Tool  Creates an arrow.  

Oval Tool Creates circular and oval shapes. 

Rectangle Tool Creates rectangular shapes. 

AutoShapes Creates a variety of different shapes 

EXAMPLE: Hearts, lightning bolts, thought boxes 

Design Gallery 

Object 

Inserts a wide array of different objects from the 

Microsoft Publisher Design Gallery  
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Task Pane  

The task pane provides quick access for complicated functions and can include Help, Clip Art, Find and 

Replace, Graphics Manager, Publication Designs, Styles and Formatting, and many others.  

Status Bar 

The Status Bar shows the size and position of the object on the Work Pane. 

 

Displaying a Toolbar 
- From the View menu, select Toolbars » desired toolbar 

 

Using the Task Pane 

 The task pane is used for changing color and font formats, inserting clip art or switching other 

formatting within the document.  

To open or close the Task Pane: 

- From the View menu, select Task Pane to show or hide the Task Pane 

- The Task Pane can also be closed by the óxô in the upper right hand corner 

 

 Creating a New Publication 

 

Select a New Publication from 4 design options: 
 Publication for Print - list of pre-designed 

templates, grouped by document type (calendars, 

greeting cards, brochures, etc.) 

 Web Sites and E-mail- access to web site builder 

 Design Sets- list of pre-designed templates, 

grouped by layout styles like Accent Box, Floating 

Oval and Radial 

 Blank Publications- list of blank template, 

grouped by layout styles like Full Page or Banners. 
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Four Types of New Publication Formats 

 Publication for Print 

 Web Sites and E-mail  

 Design Sets 

 Blank Publications 

 

 

Using Publication Type Wizard 

- Click on Publication for Print and select a category from the list below (e.g. gift certificate, greeting 

card, brochure, etc.) 

 

- Select desired design template from right pane 
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Using Design Type Wizard 

- Click on Design Sets and select a category from the list below (e.g. holiday sets, fundraiser sets, etc.) 

 

- Select desired design template from right pane 

 

 

 Using/Editing Personal Information  

- From the Edit menu select Personal Information and change or edit your information in the boxes 

 

- Click Update 

 


