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Introduction

With its simple-to-use design tools, Microsoft® Publisher 2010 gives you the power to create,
print, and share professional-quality marketing materials and publications.

Work more efficiently with an updated user interface, improved photo tools that enable you to
get exactly the results you want, plus visual guidesthat help you navigate publications and see
what youdr e prybuneedabyochuré/filyert catalog or e-mail newsletter, you can
do it yourself with less expense and less work Publisher 2010makes it easyto create your own
successfulcommunications.
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Publisher 2010: At-a-Glance

Bring you

You dondt have to be a professional darketmgner t o g
and communications materials. A wide range of pre-designed, customizable templates and easy,

accessible design toolshelp you quickly go from concept to completion to create visually rich

publications.

Create visually compelling publications

The look of your content can significantly impact how it is received by your audien ce. But if you

aren't a graphic designer or you ybwompwondershowne t he t |
you can create visually compelling publications. Publisher 2010 provides a range of new and

improved features that can get you started and help you look like a pro with publications that

always make a great impression

i Easily accesspre-designed templates fi both built -in and hosted on Office.com fi from
within Publisher 2010. Customize the templates you select to suit your needs for quick,
great-looking results.

1 Useimproved tools for editing and working with photos i including improved pan, zoom,
and crop fi that make it a snap to replace and perfect images while preserving formatting
and page layout.

1 Design and lay out pages like an expert with new object alignment technology that
provides visual guides to help you effortlessly position your content while always leaung the
final layout up to you.

1 Create incredible publications in no time when you insert and customize pre-built content
building blocks . Choose from an array of page partsii such as sdebars and page storiesfi
as well as calendars, borders, advertisements, and more.

1 Give your text the look of professional typesetting with new fine typography tools.
Publisher 2010 provides support for the stylistic sets, stylistic alternates, ligatures, alternative
number formats, and other professional typography features available in many OpenType
fonts.

Microsoft 2



Save time and simplify your work

No matter what you are designing, you want to focus on the end result, not the tasks associated
with getting there. To help you keep your attention where it needs to be, Publisher 2010 delivers

new and improved tools and a more efficient workspace that simplify the creation process and

save you time at every step.

1

Get it right the first time. Publisher 2010 gives you a Live Preview of formatting options for
many types of content before you commit to a selection. Preview options for pasting text
and even preview how a template will look as you try out design schemes.

Take advantage of a more flexible workspace with the ability to hide the scratch area that
surrounds the Publisher 2010 publication window. Show or hide content outside the printed
page to easily create custom bleeds or keep content handy as you design.

A new page navigation pane provides a thumbnail view of each page of your publication so
that you can quickly move from page to page or dr ag thumbnails to reorder pages.

Access the right tools at the right time

Save time and create better content with easier access to all of the tools you need.

1 The improved, customizable Ribbon is available in Publisher2010 to make the commands
you need most accessible. Create custom tabswith the features you use most or even
customize built-in tabs.

1 The new Microsoft Of f i c e Ba c k s treplaceskhe tradigomal File menu in all
Microsoft Office 2010 applications and provides a centralized, organized space for all of your
publication management tasks.

Easily pri

Whether you are sending a flyer within an e-mail message a large-quantity mailing to a
commercial printer, or a publication for viewing on the Web, Publisher 2010 provides new and
improved ways for you to share, print, and publish with ease.
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Share your publications with confidence

With Publisher 2010 you can preview every detail of your publication to see precisely how it will
print and publish in a wide range of formats that make sharing a breeze.

T

With the integrated print experience i n Publ i sher 2010, itoddo easier
print both simple and complex documents, and get the results you expect. Take advantage

of a full page print preview directly alongside a host of adjustable print and print preview

settings.

When you need to print in larger quantities or at higher quality, use improved commercial
and digital print support . Select from a range of professional color models and
customizable settings.

Quickly create a PDF or XPScopy of your publication for easier printing and sharing and get
the option to include password-protection for PDF files.

Customize your multilingual work experience and collaborate more easily using improved
language tools that enable you to set separate languages for many aspects of your
Publisher 2010editing environment .

Compile, edit, and manage your customer list directly in Publisher, using the easy and
efficient Mailings tab on the Publisher 2010 Ribbon.
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Publisher 2010: A Closer Look

Bring your ideas to life

Create visually compelling publications

Easier Access to Online Templates Improved !

Sometimes the greatest challenge on a project can be getting started. With this in mind,
Publisher 2010lets you accessa growing library of templates hosted on Office.com from right
within Publisher 2010.Find 25 categories of customizable templates designed by both
businesses and the Publisher user community*

B H 9= Publication - Microsoft Publisher =
Home  Insert  PageDesign  Mailings  Review  View o @
=l save
Save i Available Templates
1 Sove s
5 Open Installed and Online Templates E” Search for templates »
Eof Close 3 Home
Info -
N E
Recent ﬁ
CIE] : :
Figure 1: Access pre
Blank85x 11" |  Blank 11 x8.5" More Blank My Templates
Print Page Sizes . .
installed and online
Save & Send
Maost Papular
bep | templates from the
: : - . ; \j ? »
|23 Options 7 L sl ] i
B =] = ‘
P d = om 2 gy | 14 New tab in
Brochures  Business Cards  Calendars  Greeting Cards Labels Newsletters Postcards B ac kStag e V| ew.
More Templates
= inn 4 ﬁ
=] L Lj»] \ja =
Advertisements. Award Banners Business Forms. Ccatalogs E-mail Envelopes
Certificates
Fal) D, W= 5 (=Y N -
il -

' As of general availability of Office 2010, community content such as shared templates and building blocks will be available in the
following specific markets and language versions: Australia, Austria, Belgium (Dutch and French languages), Brazil, Canad&nglish
and French languages), France, Germany, Hong Kong, India (English language), Italy, Japan, Korea, Latin America, Luxembourg,
Mexico, Netherlands, Poland, Russian, Spain, Switzerland (French and German languages), Taiwan, United Kingdom, and theitéd
States.. Community content may be enabled in additional versions after release, so please check Office.com periodically to se if
your language and/or market is listed.
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Customize Templates and Reuse Custom Content

You may want to customize a pre-designed or blankt e mpl at e to take on your
visual brand identity or add your own personal flair to a publication. Whatever your
customization needs, Publisher 2010 gives you an array of tools to get the results you want.

1 Design Schemes: Select from dozens of color schemes and font schemes or create your
own. Find galleries of color and font schemes on the Page Design tabof the Ribbon and just
point to a gallery option to preview the look on your active publication or template.

1 Reuse Qustom Content: Save and reuseyour color and font schemes, as well as your
organi zation®6s cont akEasilyimpldnentyoa brandidentiyardl | o g o
create a consistent look for your publications.

i1 Template Live Preview: Preview how your customizations will look before you even create a
publication. In Backstage view, on the New tab, select a existing template from your files,
built-in Publisher 2010 templates, or online templates, and then use the Customize pane
shown in Figure 2 to preview the publication with your saved design schemes, company
information, and logo before you even create it. Creating content with your branding has
never been easier.

I\El' d9-0-[s Publication]. - Microsoft Publisher |

Home  Inset  PageDesign  Mailings  Review  View @

el save
B save As

&5 open Installed and Online Templates [ Search for templates »

Available Templates PhotoScope

' Close & 3} Home » Brochures

>
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Installed Templates
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New

f

i

b
|
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Gt Figure 2: Preview
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Fort scheme: customizations
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. as you select a
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Options template.

Page size:

Print M % =&l z JL g

Help Arrows Bounce Brocade Color Band

Save & Send

1

4-panel

Marker Modular Perforation PhotoScope [@ Include customer address

Form:

[ — .

O
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Simple Divider Tabs
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Quick Tips:

1 Take advantage of animproved color palette that provides a range of tints and shades for your
selected scheme colors. Wherever you can access a color paletteni Publisher 2010such as when
formatting text or shapes dtints and shades appearautomatically below your scheme colors.

Scheme Colors
HEEW |

1 Save time and improve the look of tables in your publications with a wide range of built -in table
styles. Preview and apply styleseasily from the Table Formats gallery on the Table Tools Design tab or
use the familiar Table AutoFormat dialog box to customize table styles.

1 Categorize and organize your templates  within My Templates. When you save a file from within
Publisher as a Publsher template, you get the option to create and assign categories. Then, when you
need to access your own custom templates, you can find them within your own categories in the My
Templates folder located on the New tab in Backstage view.

Building Blocks Improved!

No one likes to spend time recreating or searching for misplaced work. With Publisher 2010 you
can easily reuse content from your publications and other documents. Save frequently-used text,
design elements, and graphics as building blocks thatyou can quickly add to your publications
when you need them.

You can also access galleries of builin building block content as well as content created by
other Publisher users that is hosted online. Browsethrough borders, sidebars,page stories and
more to find just the thing you need to make your publication stand out.
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Figure 3: Find building block galleries for Page Parts, Calendars,
Borders & Accents, and Advertisements on the Insert tab.

Share with the Publisher User Community New!

Share your masterpiece onOffice.com right from within Publisher 2010. Now, after you save a

~

custom template or building block, i t 6 s easy to share your work with

Submit your template or building block entry to Office.com for publication as Community
Content. 2 Once your content is hosted online, you and other Publisher 2010 userscan see it
when searching for templates or building blocks on Office.com, or when your template or
building block searchin Publisher 2010 includes online content.

2 An Internet connection is required to submit your content to Office.com.

Microsoft 8
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EBlIH9 &= Publicationl. - Microsoft Publisher [ = [ ©
Home Insert Page Design Mailings Review  View o @
| save
Save & Send Share with Template Community
& save s
a Submit your publication to Office.com to share it with the template community.
3 open Ly sendUsing E-mail
[ Close
@ E-mail Preview
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Recent
E Change File Type
New
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print Create PDF/XPS Document

E, Publish HTML
Help
Pack and Go
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Save for a Commercial Printer
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“@ Save for Another Computer

Community

’ Share with Template Community

Figure 4: After you save your custom template, find the option to Share

with Template Community on the Save & Send tab in Backstage view.
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I Figure 5: Right-click your saved, custom building block entry in the gallery

Microsoft
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| where it appears for the option to Share with Building Block Community.

Tools for Editing and Working with Photos New and Improved !

Itds now easier than everimagesingodrguyblicatienp. Easityavapand ¢ u s |
out pictures while preserving the look and layout of your document. Pan, zoom or crop images

to display exactly the picture you want. And, access a range of picture formatting and editing

tools from a centralized Picture Tools tab that appears automatically whenever you select a

photo. Publisher 2010 gives you the power to perfect the images in your publications without

the need to use additional picture editing programs .

1 Customize pictures : View the entire image while you pan, zoom, or crop within the picture
area to display exactly the part of the photo you want every time.

O
—o
O

Figure 6: The full picture appears in shadow while you easily pan, zoom, and
crop for flawless results.

1 Add or replace pictures : Click the icon in the center of a picture placeholder (formerly
called a picture frame) to add a picture from your files. When you insert a picture, the
placeholder remains the size you made it and it is filled with the inserted picture. Drag the
image to pan, resize it to zoom, and crop your image so that it fits exactly as you want it

Microsoft 10
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within the placeholder area, as shown inFigure 6. You can also wse powerful new crop
shortcuts to fit your full image proportionally within the crop area, fill the crop area with
your image, or remove the crop.

Swap pictures or picture formatting:  Swap the position of any two selected pictures on a
publication page to fine-tune your page layout with just a click. Images exchange locations
on the page and take on the picture formatting at their destination. Or, fine-tune page
design just as easily by selectingthe option to swap picture formatting only, which leaves
selected images in place and trades just their brightness, contrast, and recolor settings.

Insert picture captions : Select from a gallery of caption formatting and layout options and
insert a formatted picture caption in precisely the right position with just a click. Place the
caption at the top, bottom, or sides of your photos, or even overlay text .

Format and edit pictures: Use the Picture Tools Format tab on the new Ribbon for easy
access to many of the new and improved photo tools discussed here as well asediting tools
ranging from brightness, contrast, and recolor to a new gallery of picture styles or the option
to change the shape of the picture.

@] H9-0-|5 Team Newsletter.pub - Microsoft Publisher Picture. l = ‘ =) &
Home Insert Page Design Mailings Review View Format o 0
f % Bri X . V = = [ . % . -1 T8h
e % Brightness ~ 5 . - - % \ I B g;’ - = iBnng Forward z_; g i ; 5 173
(D Contrast~ B~ ° v P~ L5 Send Backward v I £
Picture = Swap d| d/ d g R Shadow  * 2 Wrap ; Crop o | 116"
BgRecolor~ 0y == g = 7 &l | Etects~ o Text~ I2 Align ~ Ik~ Y | =

Insert Adjust Swap Picture Styles ¥ Shadow Effects Arrange Crop Size

Figure 7: The Picture Tools Format tab appears automatically when you select a frture in
Publisher 2010.

Publisher 2010 makes it easy to format apply effects, and edit the photos in your publications to
get the look you want without having to open another software product.

Microsoft 11
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Object Alignment Technology New!

Creating your layout is easier than ever with new object alignment technology . Dynamic

guidelines display suggested locations for shapes, text boxes, and imagesas you drag them and

enable you to easily align to existing objects. Publisher 2010 shows a suggested location forthe

object youdre moving whenever i t,buadwayseasesthet h ot hel
final decision up to you. You stay in control of the placement of every object and get the results

you want.

Figure 8: Dynamic
alignment guides appear
automatically when a new

object is aligned with others
such as the left edge of the
existing image, as shown
here.

Fine Typography New!

Add flair to your text with new fine typography options available in Publisher 2010. Create the
look of professional typesetting in just a few clicks with support for ligatures, stylistic sets, and
other typography features available in many OpenType fonts. For example, explore the
typography features in existing OpenType fonts such as Calibri, Corbel, and Cambria. Or try
Gabriola, a new font in Office 2010 that offers a rich array of stylistic sets.

Publisher 2010 provides support for the following OpenType typography features:

i Stylistic sets: Use stylistic sets toget a different look for selected text without searching for
another font.
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|abc Stylistic Sets -

Microsoﬁ Publisher 2010

Microsoﬁ Pub[isher 2010

Microsoﬁ Pu]o[islqer 2010

Microsoft Publisher 2010

Microsoft Publisher 2010
o Pl
Microsort l)’u isher 2010
>

Microsoﬁ l%u]a(@ﬁ_r 2010

[?]

[+]

1 Stylistic Alternates:
characters.

Figure 9: Text
in the Gabriola
font, using a
range of
stylistic sets.

Stylistic alternates provide alternative shapes for individually selected

91 Number styles: Control the appearance and layout of numbers in your text using number
styles that combine alternatives for number forms and number spacing.

Address Price Date of Open House
123 Main Street $395,000 March 15th
234 Main Street $275,000 March 16th
345 Main Street $450,000 March 17th

Figure 10: Different
number styles applied
to addresstext and to
price and date
information in the
Cambria font.

i Ligatures: Ligatures give your document the look of professional typesetting by combining

character pairsto improve readability.

Ligatures join character pairs such as ff and ﬁl

Figure 11: Standard
ligatures applied to
text in the
Constantia font.

1 OpenType kerning: When you apply the font kerning you know from earlier versions of
Publisher, Publisher 20D now uses the OpenType values when available for a more precise

result as specified by the font designer.

Microsoft
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Note : Many of the same OpenType typography capabilities are also available in Microsoft®
Word 2010.

Quick Tip: Use the Swash feature, available on tle Text Box Tools Format tab, in the Typography group,
to turn flourishes on or off for selected characters within a stylistic set, such as those shown on theP as
well as the b, I, and h in the following image:

Pl

O
[sher 2010

Save time and simplify your work

Live Preview New!

Save time and get the formatting you want by previewing formatting for text and objects before
you apply it. Just point to options in a formatting gallery, such as Shape Fill Font, or Color
Scheme and immediately see a preview of that formatting on your selected content.

BlH9- |+ Publication3 - Microsoft Publisher Drawing Tools =&

Home  Insert  PageDesign  Mailings  Review  View Format @
BN\NOOQO - XEditshape - P - o @ 3 G Bring Forward ~ [ §]] 059"
ALL L G - EeditTedt ‘ l P90, = [ send Backward ~ If'y | 557 447 E

) D w
2N { Y %= = Effects | Tent |2 Align A+ | 3 Measurement t
Insert Shapes ( frects Arrange Size I
< I D. ‘ 5 @ 7 s 10 1 2 .
2 | N 2 =t
= i b
—— 13 i
i - ) M
of eciation
25
EE
EE
B
6
&
= -
4 i »
Pageilof1 | [] 565,447in. 447x059in. | B e% 00U @3
— =

Figure 12: Preview formatting options on your content before you apply it.
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Paste with Live Preview New!

Save time when reusing text within Publisher 2010 or across applications When you copy text
and then paste it using Paste with Live Previewyou can preview various options for how your
text will look, such as Keep Source Formatting or Keep Text only. Instead of using Undo and

trying again, Paste with Live Preview now helps you get it right the first time.

Figure 13: Simply point
to a paste option to
preview results and
then click to select the
option you prefer.

Quick Tip: You can still access paste options after you paste and change your mind without having to
undo any actions. Click the icon that appears alongside pasted content to expand Paste Options. Or, if
you prefer to use the keyboard, press CTRL to expand Paste Opbns and then use the left and right arrow
keys to move through the options. If you select a different option from your first choice, the result is
automatically replaced.

Note : Paste with Live Preview is also available in Word 2010Microsoft PowerPoint® 2010,
Microsoft Excef 2010, and Microsoft Outlook® 2010.


























































































