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CHAPTER 1- GETTING STARTED AND EX-
PLORING

1.1- Starting Publisher

1.2- The Publisher Screen

1.3- Viewing the Publisher Task Pane

1.4- Creating a Blank Publication

1.5- Displaying the Full Menus

1.6- Editing Business Information

1.7- Using the Options Dialog Box

1.8- Saving Your Publication

1.9- Closing Your Publication

1.10- Exiting Publisher

CHAPTER 2- WORKING WITH PUBLICA-
TIONS

2.1- Opening an Existing Publication

2.2- Saving a Publication with a New Name

2.3- Adjusting Page Options

2.4- Adjusting Print Setup Options

CHAPTER 3- BASIC SKILLS
3.1- Zooming the Publication

3.2- Adding Text to Shapes

3.3- Inserting Pages

3.4- Navigating through Pages
3.5- Moving and Nudging Objects
3.6- Resizing Objects

3.7- Rotating and Flipping Objects
3.8- Deleting Objects

CHAPTER 4- WORKING WITH TEXT

4.1- Changing the Font

4.2- Changing the Font Size

4.3- Changing the Font Style and Effect

4.4- Changing the Font Color

4.5- Changing Text Alignment

4.6- Adding and Removing Bullets and Numbers

4.7- Creating Custom Bullets and Modifying Num-
bering

4.8- Paragraph and Line Spacing

4.9 AutoFitting Text

4.10- Modifying Character Spacing

4.11- Using Find and Replace

4.12- Using AutoCorrect

CHAPTER 5- WORKING WITH DRAWING
OBJECTS

5.1- Inserting Shapes

5.2- Drawing Lines, Arrows, Ovals, and Rectangles

5.3- Inserting AutoShapes

5.4- Inserting Text Boxes

5.5- Drawing Freeform Objects

CHAPTER 6- FORMATTING OBJECTS
6.1- Changing Fill Colors

6.2- Changing Line Colors

6.3- Formatting Lines and Borders

6.4- Using Additional Line and Border Formatting
6.5- Working with Layers

6.6- Selecting Multiple Objects

6.7- Ordering and Grouping Objects

6.8- Ungrouping Objects for Editing

6.9- The Undo Button

6.10- The Redo Button

CHAPTER 7- WORKING WITH GRAPHICS
7.1- Setting Picture Display Options

7.2- Inserting Pictures

7.3- Inserting Clip Art

7.4- Using the Picture Toolbar

7.5- Using WordArt

CHAPTER 8- WORKING WITH TABLES

8.1- Inserting Tables and Choosing a Preset Format
8.2- Inserting Text into Tables

8.3- Formatting Cell Text

8.4- Adjusting Row Height and Column Width

CHAPTER 9- CUSTOMIZING LAYOUTS AND
DESIGNS

9.1- Applying Backgrounds

9.2- Using the Design Gallery

9.3- Using the Content Library

9.4- Using the Layout Guides

9.5- Using the Design Checker

CHAPTER 10- PREPARING PUBLICATIONS
FOR THE WEB

10.1- Converting a Publication to a Web Page

10.2- Working with Form Controls

10.3- Inserting Hyperlinks

10.4- Inserting Hot Spots

10.5- Applying Background Schemes

10.6- Setting Web Properties

10.7- Working with Navigation Bars

CHAPTER 11- MAIL MERGE
11.1- Creating a Data Source

11.2- Customizing a Data Source
11.3- Merging Data with a Publication

CHAPTER 12- COMMERCIAL PRINTING
12.1- Setting the Color Printing Options

12.2- Setting the Trapping Options

12.3- Choosing Fonts

12.4- Using Pack and Go

12.5- Saving Your Publication as a PostScript File

CHAPTER 13- ADDITIONAL FEATURES
13.1- Showing Special Characters

13.2- Snapping to Guides, Rulers and Objects
13.3- Inserting Date and Time Stamps

13.4- Inserting Page Numbers

13.5- Previewing Your Publication

13.6- Printing Your Publication

13.7- Using the Two-Page Spread View

13.8- Tools on the Web

CHAPTER 14- HELPING YOURSELF

14.1- Using Screen Tips
14.2- Using Help
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