Publisher Lesson Plan 2010
Week 1


	Objective: This class is a brief introduction to Publisher 2010.  It consists of 2 one and one-half hour sessions.  By the end of this class you should be able to create brochures, signs, newsletters and business cards.  This class covers very basic tasks and functions.  We will show you how manipulate its appearance and use basic formatting tools, text boxes and graphics



	Prerequisites: This is not a class about how to use the mouse or the keyboard.  Prerequisites for this class include the ability to use the mouse to include knowledge of scrolling and the left and right mouse buttons.  You must be familiar with the cursor how to move it and how to select objects. You must also know the keyboard and all the major keys.  If you do not have an understanding of these basic tasks you will be unable to keep up with the instructor.  



	Other Resources: It is not possible to cover more than the basic rudimentary features in the time allotted.  The only way you will be able to gain a working knowledge of Publisher is to practice. 

Resources are limited that will help you to continue your mastery of Publisher.  You can find online classes at http://www.gcflearnfree.org/publisher2010 and http://office.microsoft.com  The Plano Library System has some useful books on this subject, but it is very important that you practice.


	Plan of Action:  Week 1 -- The student will be asked to Open a Publisher document and begin to construct a garage sale handout.  Show how to find Publisher from the start button.  Open a landscape blank sheet.   







	Tasks
	Steps and knowledge necessary to complete task.

	I. Show the Help button
	[image: ]  Show how to get answers

	II. Explain the Tabs and Ribbons
	[image: ]

	III. Show Home and Insert Ribbons and Command Groups
	[bookmark: _GoBack]Show the home ribbon and insert ribbons to begin then you can start teaching how to do things.

	IV. Text Box

	            [image: ]
Click on Draw Text Box and then click on where you want the text box and drag the cursor to the size you want.  Type in text.

	V. Sizing
	The text is hard to read so you may enlarge the area by hitting F9 or the sizing tool at the bottom right.  This just increases the screen size not the font.
[image: ]

	VI. Word Art
	Increase the font size and then go to the “Insert ribbon” to find Word Art.  Roll over the different choices then pick one.
[image: ] 


	VII. Manipulating 
	Click on your box, grab the green button on top and then show how to turn the box to rotate the word(s).
 


	VIII. Clip Art
	Go to Insert ribbon and click on clip art for a ‘sale’ picture.  Type ‘sale into the search box and choose a picture
[image: C:\Documents and Settings\aprilh\Local Settings\Temporary Internet Files\Content.IE5\SEX9KMF7\MC900439885[1].wmf]

	IX. Shapes


 
	Go to Insert ribbon and click on Shapes to choose a shape
 


	X. Format
	Right click on the smiley face and click on format auto shape.  Pick colors for fill and lines.  Show Fill Effects.    



	XI. Finish Garage Sale poster by adding another shape and text box for address. 
	This is just to reinforce these easy steps.6200 Windhaven Pkwy
Plano, Texas 75093
6200 Windhaven Pkwy
Plano, Texas 75093


	XII. Saving the document
	 Explain about naming the document rather than having the default name of publisher1or publisher2.  Close/save. 6200 Windhaven Pkwy
Plano, Texas 75093



	XIII. Open a new document.
	In portrait

	XIV. Shapes 
	Pick the heart shape from the insert ribbon – shapes.


                       

	XV. Format
	Right click on heart and pick Format autoshape.  Pick Fill Effects then Texture.  Choose a texture. 

	XVI. Text Box 
	 Put text box on top of the heart and type a sentiment.


	XVII. Shapes 
	Put a couple of the flowers on the heart from either clip art or shapes.

	XVIII. Grouping
	Try to turn the heart around.  Not everything turns with the heart so we will need to Group the items.

	XIX. How to group
	Push the control key and click on each item. Then from the Home ribbon you can hit Group to include the whole heart.
[image: ]

	XX. Rotating
	Grab the green dot at top and rotate heart.

	XXI. Questions?
	The end of the first week.
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