
Microsoft Publisher  

Microsoft Publisher  2000 Quick Tip/Reference Handout 

 
This handout is desgined as a quick tip/reference guide for Microsoft Publisher 2000. Once you have selected an option from 
the Microsoft Publisher Catalog (Wizard or Blank Publication), the following Menu Bar Options will be available. 

Microsoft Publisher, like all windows based programs, has a MENU Bar. Publisher's MENU Bar consists of FILE, EDIT, 
VIEW, INSERT, FORMAT, TOOLS, TABLE, ARRANGE, MAIL  MERGE, and HELP. By clicking on any one of the 
MENU Items, you can access certain functions of the program. Lets look at each MENU Item and the functions that it 
controls! 

� The Publisher  Environment 

Menus 

 
 

� The FILE Menu I tem 
The FILE option in the Menu Bar offers the following functions: 

New Select this option to start a new Publisher Document

Open Allows you to open a previously saved Publisher Document

Close Closes the currently viewed Publisher Document

Save Allows you to save your document and input the document's file name

Save As You can save a previously named document under a new name or location

Create Web Site 
from 
current publisher  
file

Converts a publisher file into web files (.html and graphics)

Pack and Go Launches a Wizard that will pack your files and allow you to take them to another 

Page 1 of 5Microsoft Publisher 2000

12/12/2005file://C:\Documents and Settings\wanda\Desktop\handouts\mspublisher\default.htm



� The EDIT Menu I tem 
The EDIT option in the Menu Bar offers the following functions: 

� The VIEW Menu I tem 
The VIEW option in the Menu Bar offers the following functions: 

computer.

Page Setup Allows you to choose a layout, page size, and orientation

Pr int Setup Brings up the Print screen window and allows you to select a printer as well as the 
orientation and printer properties

Pr int Brings up the Print screen window and allows you to select a printer, number of copies and 
modify the printer properties

Send This feature will 

C:\mydocuments\1 Quick access to the last file displayed.

C:\mydocuments\2 Quick access to the second to last file displayed.

C:\mydocuments\3 Quick access to the 3rd to last file displayed.

C:\mydocuments\4 Quick access to the 4th to last file displayed.

Exit Closes the Microsoft Publisher Program.

Undo This feature allows you to undo the last few changes made to the document.

Redo This feature allows you to redo the last few changes which were undone.

Cut Allows you to cut or remove selected items or text.

Copy Allows you to copy selected items or text to the clipboard.

Paste Pastes items copied to the clipboard into the document.

Paste Special Pastes items copied to the clipboard into the document as a new table or text frame.

Delete Page Deletes the selected page of the work.

Highlight Entire 
Story

Selects all text within a given frame.

Select All Selects everything within the document.

Find Allows you to find words within given frames.

Replace Replaces a chosen word with another within a given frame.

L inks Allows you to link to an object in lieu of embededing the object in the work.

Object Applies only when an object is imported into Publisher.

Personal Information Stores your personal information and automatically inserts this information into the 
document.

Two Page Spread only accessible in certain .pub files (two-page layout of work)

Go to Page takes you directly to a certain page of your .pub file

Go to Background takes you to the background of your .pub file

Ignore Background hides the background from the foreground

Picture Display allows you to choose from a detailed view, fast resize view or to hide pictures

Show Special Characters shows special characters like paragraph marks and returns
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� The INSERT Menu I tem 
The INSERT option in the Menu Bar offers the following functions: 

� The FORMAT Menu I tem 
The FORMAT option in the Menu Bar offers the following functions: 

� The TOOLS Menu I tem 
The TOOLS option in the Menu Bar offers the following functions: 

Hide Boundar ies and Guides hides the boundaries and guides (not suggested)

Toolbars allows you to select which toolbars are viewed on screen

Rulers displays or hides the rulers

Hide Wizard hides the wizard giving you more workspace

Special Paper allows you to select special paper for special projects

Zoom magnifies your view or zooms out for an increased area view

Text File allows you to insert a text file into your .pub file

Picture inserts a picture from a file or from clip art

Design Gallery Object inserts a pre-designed graphic into your .pub file

Add Selection to Design Gallery adds a graphic or object into the design gallery

Object Inserts an object into your .pub file

Form Control inserts a form into your .pub file allowing a response from the viewer

HTML Code Fragment allows you to insert scripts and code into a .pub file

Personal Information inserts your personal information stored by publisher into the file

Date and Time Inserts the date and time into the .pub file

Page Numbers places page numbers onto the pages in the .pub file

Page inserts a new page before or after the currently selected page

Line/Border  Style allows you to format the line/border of an object or frame

Shadow places a shadow behind an object or frame

Size and Position allows the modification of an object's size and position in the .pub file

Frame Proper ties adjusts the properties of a selected frame

Color  &  Background 
Scheme

this feature allows you to manipulate the color and background properties of 
the .pub file

Text Style changes the text style of a selected text frame

Pick Up Formatting allows you to select and copy the formatting from one frame

Apply Formatting allows you to apply a copied format from one frame to the current frame

Spelling checks text for spelling errors and allows the correction of mispelled words

Language checks text for grammar errors and allows the correction of these errors

Auto Correct enables certain corrections pre-programmed into this feature

Design Checker check your .pub file for design flaws and suggests corrections

Connect Text Frames allows you to connect one text frame with another.

Snap to Ruler  Marks forces a frame to fit or snap to the ruler marks
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� The TABLE Menu I tem 
The TABLE option in the Menu Bar offers the following functions: 

� The ARRANGE Menu I tem 
The ARRANGE option in the Menu Bar offers the following functions: 

� The MAIL MERGE Menu I tem 
The MAIL MERGE option in the Menu Bar offers the following functions: 

Snap to Guides forces an object to fit or snap to the guides

Snap to Objects forces a frame to fit or snap to an object

Options allows you to modify general program features

Commercial Pr inting 
Tools

allows the modification of graphics using graphic manager and the modification of fonts 
used in commercial printing

Inser t Rows or  Columns inserts rows or columns into a table

Delete Rows or  Columns deletes selected rows or columns from a table

Merge Cells merges selected cells in a table

Cell Diagonals allows you to divide selected cells diagonally

Table Auto Format allows the user to select a pre-designed table format

Select allows you to select a table, row, column or cell

Fill Down fills a column with the same text and color all the way down

Fill Right fills a row with the same text and color all the way across

Grow to Fit Text allows the table cells to grow to fit the text inside the cells

Layout Guides modifies the size of the margin guides and grid guides

Ruler  Guides allows you to add a horizontal or vertical ruler guide or clear all ruler guides

Br ing to Front brings a selected object to the front of another object or frame

Send to Back sends a selected object to the back of another object or frame

Br ing Forward brings the selected object forward in position

Send Backward sends the selected object behind in position

Send to Background sends an object to the background

Align Objects allows the user to align objects on the page (left, centered, etc.)

Nudge allows the user to nudge selected items gradually for a perfect fit

Rotate or  Flip rotates or flips a selected object or frame

Open Data Source selects a data source to open for mail merge

Merge merges a selected data source with the current .pub file

Show Merge Results displays the results of a data merge

Show Field Codes displays or hides the field codes

Filter  or  Sor t allows the user to filter or sort data in a merge

Create Publisher  Address L ist creates an address list from the data merged

Edit Publisher  Address L ist edits the address list created by publisher from the merge

Cancel Merge cancels a mail merge in progress
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� The HELP Menu I tem 
The HELP option in the Menu Bar offers the following functions: 

Toolbars 

Below is a view of the Publisher Window with the main toolbars. The items on the main toolbars are marked, indicating what 
each item represents. 

 

MS Publisher  Help launches the Publisher help window and assistant

Hide/Show Office 
Assistant allows the user to hide or display the office assistant

MS Publisher  Web Site
takes the user to the Publisher Website if the user has an active connection to the 
internet

Web Preview 
Troubleshooter helps find solutions to problems when previewing a .pub file

Publisher  Tutor ials allows the user to select from pre-designed tutorials

Detect and Repair launches a wizard that will search the .pub file for errors and prompt the user to 
repair the errors found

About MS Publisher displays the version and copyright information of the program
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