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Creating a postcard
Using Publisher 2007

Belfast Metropolitan College
Kelly Connaghan
Clait Unit 4

Topics Covered

· Creating a blank publication

· Inserting a new page

· Formatting background

· Inserting an image into the background

· Switching between pages

· Using autoshapes

· Adding textboxes

· Adding text to text boxes
Creating a postcard

You will need to download the file Winter from the website www.pamplemouseni.co.uk and click on the Desktop publishing class link at the bottom of the page.  Save the image either to your floppy or to the computer
1. Open the Desktop publishing application

2. Choose Blank page Sizes
3. From the options available, select Postcard, ½ pages size (Landscape)
4. When the postcard appears, go to the Arrange menu and change all the margins to 0cm
5. Save this document to your DTP folder as Greetings from Belfast (use Save As)
6. From the Insert menu, select Page
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7. The dialogue box above will appear, make sure the option After current page has been selected 
8. Insert one page only

9. Change the zoom to 75%

10. You will see that you now have 2 pages, but one will be on view at a time

11. To change between pages, click on the page numbers at the bottom of the document (see below)
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12. Make sure page 1 is selected

13. Go to the Format menu, and select Background
14. Choose the More Backgrounds option

15. In the dialogue box that appears, choose the Picture tab and then click on Select Picture


16. Navigate to the Winter picture saved earlier
17. Double click on the picture to insert it

18. Your postcard should now be covered in the picture

19. Go to the Objects toolbar and click on the Word Art icon
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20. Select this option from the different types of word art available
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21. Click on Ok, and type in the text Greetings from Belfast
22. Click on Ok

23. Save your work!  Do this by going to File and selecting Save
24. Move the word art by clicking and dragging it so that it is along the top of the postcard
25. Select the second part of the postcard so that the blank card appears
26. Select the Line option from the objects toolbar
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27. Position your mouse half way across the top of the card, hold down the mouse key and drag it until the bottom of the card

28. When your release the mouse a vertical line should appear as seen on the next page
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29. Create a rectangle shape at the top right hand corner of the card by clicking on the rectangle shape in the objects toolbar
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30. Click in the right hand corner and drag the shape until your card looks like the one below
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31. Now using the line tool again as in no 26, draw 5 horizontal lines in the right hand part of the card (see next page)
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32. Your postcard should look like the one above

33. Finally, create a text box along the top of the left hand side of the card and put in the following text

Produced by Countryside Prints of High Street, Belfast, Northern Ireland

34. The text should be size 10

35. In the Page Setup menu (File menu), change the print options to one per sheet
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36. Save your work.  (File and Save)
These allow you to move between pages of the document





Your finished page 2 should look like this
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