Clait level 1 – Desktop Publisher


Tutorial 2 - Shapes
This will teach you how to 
· Create graphic objects using drawing tools

· Edit graphic objects
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The Line tool and arrow tool


Open a new blank A4 portrait document in Publisher

Point to the line tool on the object toolbar and click to select it

Move the pointer anywhere in the blank page and click and hold the mouse

Drag the line across the page until its about ¾ of the width

Release the mouse button and you should see the resize handles at the beginning and the end of the line
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This time draw another line but hold down the shift key as you are doing it to create a perfectly straight line with no “steps”
Try drawing vertical and a line at a 45° angle

Draw a new line but this time hold down the ctrl key.  Take your finger off the mouse before the ctrl key to maintain the length

Draw a line holding down the ctrl key but take your finger off the ctrl key first, and the line will be shorter

Draw a line holding down shift and ctrl, and the centre point of this line will remain the same no matter what way you move the line.  Take your finger off the mouse first before taking it off the keys

Double click any of the lines or select Format, autoshape

Select the purple colour for the line colour

Change the dashed style to Dashed Dot

Change the line thickness to 4 ½ pts

Click OK

Arrows 

You can delete all of these lines or create a new blank document

Select the arrow from the object toolbar
Click and hold to create an arrow on your page

Drag it so that it is about 9 cm’s wide (look at the bottom of the page or use the rulers)

Let go of the mouse to see your arrow shape

Go to the format menu and select Autoshape, or double click on the arrow to get the format toolbox up

Change the thickness to 5 cm’s

Change the colour to red

Select the oval arrow begin style

Select the stealth arrow end style

Click OK to apply these changes

Make sure your arrow is selected, and hold down the Alt key on the keyboard

Use the arrow keys on the keyboard to move the arrow one of 4 directions

You can use this moving technique on all the shapes in Publisher

Close the document without saving


Drawing Custom Shapes

Some of the shapes are for specific purposes, such as use in a flow chart or an organisational chart.  They are simple to use and can be customised to suit your needs.  For example colour can be added or also text.  You can also insert an image into a shape.  


Open a new blank A4 portrait document in Publisher

From the Autoshape toolbar select Callouts, Cloud Callout

Click in the page and hold down shift, then draw the cloud shape

It should be 5 cm’s in height and 8 cm’s wide placed anywhere on the page

Go to Format, Autoshape and go to Colour, fill effects

Select the 2 colours option and pick blue and white

Click OK twice

Go to arrange, Rotate or Flip and select Flip Horizontal

With a callout you don’t need to select add text as it is ready for text

Type in black text, size 20, “I wish it would stop raining…..”

Use the Alt and arrow key function to move the cloud to the very top of the page

From the format toolbar, add a shadow effect to your cloud, although you may have to make it bigger to see it properly

Close this document without saving it

Exercise

Start a new full page publication (A4 Portait)

Save it as graphics tutorial
Use the shape tool to draw an exploding star shape that is roughly 7 cm’s by 7 cm’s and position it in the top right corner of the page
Fill it with white
Draw the same shape again on top of the other but make it slightly smaller and fill it with black 

Move it slightly lower and to the right of the first one using Alt and the arrow keys

Draw the same shape again on top of the second, again slightly smaller and to the bottom right and fill it with white
Add a Word Art frame to the centre of the burst with the word Free in the box.  

Resize this if necessary

Place a text box in the publication that is 17cms wide by 16 cms in height

Fill it with black colour

Type the text Sale in the text box, highlight it and make it size 72, bold, white and centred
Press return so that the text is in the middle of the text box

Create word art with the text 50th Anniversary Sale and place it in the black text box

Place a triangle shape filled with white at the bottom left of the text box

Beside the stars at the top, place a wave banner shape and enter the text This Weekend into it.  Resize the text so it fills most of the shape

Insert a clip art image into the publication, and place it at the bottom right of the black text box.  It can be an image of any type.

Save your work (you can print out a copy if you want)

Your finished publication should look like the one below
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The graphics toolbar is part of the objects toolbar along the left hand side of the screen.  You can add lines, arrows and over a hundred different shapes to your publication
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