Microsoft Office Publisher 2007

Quick Reference
Summary

In the Microsoft Office Publisher 2007 program, you can accomplish a task in a

number of ways. The following table provides a quick reference to each task presented
in this textbook. The first column identifies the task. The second column indicates the
page number on which the task is discussed in the book. The subsequent four columns

list the different ways the task in column one can be carried out.
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Shortcut Menu

Keyboard
Shortcut

Add Text
AutoCorrect Options

AutoFit Text

Automatic Saving

Backgrounds

Best Fit

Bullets

Center

Change Pages

Close Task Pane

Color Scheme

Commercial
Printing Tool

Continued Notices

Convert to Web
Publication

Copy

Custom Color
Schemes

PUB 194
PUB 166

PUB 18

PUB 158

PUB 235

PUB 195

PUB 26,

PUB 114

PUB 48

PUB 83
PUB 17

PUB 9

PUB 211

PUB 95

PUB 53

PUB 119

PUB 154

Point to smart tag | click
AutoCorrect Options
button

Apply a Background on
Background task pane

Bullets button on
Standard toolbar

Center button on
Formatting toolbar

Page icon on status bar

Close button on task
pane title bar

Color scheme box arrow
in Customize area

Double-click text box |
Text Box tab

Copy button on
Standard toolbar

Create new color
scheme link on Format
Publication task pane

Format | AutoFit Text

Tools | Options |
Save tab

Format | Background

Format | Bullets and
Numbering

Format | Paragraph

Edit | Go to Page

Format | Color Schemes

Tools | Commercial
Printing Tools

Format | Text Box | Text
Box tab

File | Convert to Web
Publication

Edit | Copy

Format | Color Schemes |
Create new color
scheme link

Add text

Change Text | AutoFit Text |
Best Fit

Change Text | Paragraph

Format Text Box | Text
Box tab

Copy

CTRL+E

CTRL+G

CTRL+C
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Microsoft Publisher 2007 Quick Reference Summary (continued)

Page
Number

Mouse

Shortcut Menu

Keyboard
Shortcut

Delete Objects

Delete Pages

Design Checker

Design Gallery
Objects

Edit Story in
Microsoft Word

Fill Color

Font Color

Font Effect
Font Scheme

Font Size

Format Painter

Formatting Marks

Help

Import Text

Insert Graphic

Insert Hyperlink

Insert Page Numbers

Line Color

Line Spacing

Line/Border Style

Master Page

Master Page, Ignore

Move

PUB 28,
PUB 158

PUB 83

PUB 51

PUB 117

PUB 98

PUB 191

PUB 102

PUB 178
PUB 163

PUB 47

PUB 169

PUB 24,
PUB 81

PUB 58

PUB 89,
PUB 92

PUB 110

PUB 49,
PUB 233

PUB 124

PUB 192

PUB 181

PUB 192

PUB 198

PUB 205

PUB 122

Design Gallery Object
button on Objects
toolbar

Fill Color button on
Formatting toolbar

Font Color button arrow
on Formatting toolbar

Style box arrow on
Formatting toolbar

Font Size box arrow on
Formatting toolbar

Format Painter button
on Standard toolbar

Special Characters
button on Standard
toolbar

Microsoft Office
Publisher Help button
on Standard toolbar

Picture Frame button
on Objects toolbar |
Clip Art

Insert Hyperlink button
on Standard toolbar

Insert Page Number
button on Header and
Footer toolbar

Line Color button on
Formatting toolbar

Line Spacing button on
Formatting toolbar

Line/Border Style button
on Formatting toolbar

View master pages link
on Apply Master Page
task pane

Point to border and drag

Edit | Delete Object

Edit | Delete Page

Tools | Design Checker

Insert | Design Gallery
Object

Edit | Edit Story in
Microsoft Word

Format | Font

Format | Font Schemes

Format | Font

View | Special
Characters

Help | Microsoft Office
Publisher Help

Insert | Text File

Insert | Picture | Clip Art

Insert | Hyperlink

Insert | Page Numbers

Format | Paragraph

View | Master Page

View | Ignore
Master Page

Delete Object

Delete Page

Change Text | Edit Story in
Microsoft Word

Format AutoShape | Colors
and Lines tab

Change Text | Font
Change Text | Font

Change Text | Font

Change Text | Text File

Hyperlink

Format AutoShape | Colors
and Lines tab

Change Text | Paragraph

Format AutoShape | Colors
and Lines tab

DELETE

CTRL+SHIFT+Y

CTRL+K

CTRL+M

Select object |
ARROW KEY
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Nudge

Open Publication

Pack and Go Wizard

Page Options

Page Size

Paste

Picture Toolbar
Print

Print Preview

Publication
Properties

Publish to the Web

Publisher Tasks

Quit Publisher

Replace Graphic

Resize Graphic

Save

Save As

Select All

Select Block of Text

Select Characters
Select Graphic
Select Paragraph

Select Paragraphs

Select Picture within
Grouped Object

Page
Number

PUB 122
PUB 42

PUB 212

PUB 82

PUB 238

PUB 119
PUB 187
PUB 40,
PUB 134
PUB 207
PUB 38

PUB 55

PUB 130

PUB 41

PUB 34

PUB 112,
PUB 197

PUB 40

PUB 31,
PUB 52

PUB 20,
PUB 86

PUB 104

PUB 104
PUB 104
PUB 104

PUB 104
PUB 104

Mouse

Open button on
Standard toolbar

Page Options on Format
Publication task pane

Change Page Size
button on Format
Publication task pane

Paste button on
Standard toolbar

Print button on Standard
toolbar

Print Preview button on
Standard toolbar

Publisher Tasks button
on Standard toolbar

Close button on
Publisher title bar

Picture Frame button on
Objects toolbar

Format Picture button
on Picture toolbar |
Picture tab

Save button on Standard
toolbar

Drag text

Drag character(s)

Click graphic

Triple-click paragraph or
double-click left margin

Drag left margin

Click picture | Click
picture again

Menu Bar

Arrange | Nudge

File | Open

File | Pack and Go |
Take to a Commercial
Printing Service

File | Page Setup

Edit | Paste

View | Toolbars | Picture
File | Print

File | Print Preview
File | Properties
File | Publish to

the Web

File | Exit

Insert | Picture | Clip Art

Format | Picture |
Picture tab

File | Save

File | Save As

Edit | Select Al

Shortcut Menu

Paste

Show Picture Toolbar

Microsoft Publisher button
on Windows taskbar |
Close

Change Picture

Format Picture | Picture tab
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Keyboard
Shortcut

Select object |
ALT+ARROW KEY

CTRL+O
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CTRL+V

CTRL+P

ALT+F4

sHiFT+drag handle

CTRLS
CTRL+S
CTRL+A
Click beginning,

sHIFT+click end

SHIFT+ARROW KEY
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Microsoft Publisher 2007 Quick Reference Summary (continued)

Shortcut Menu

Keyboard
Shortcut

Select Row

Select Rows

Select Sentence

Select Text

Select Word
Select Words
Send Publication via

E-Mail
Shape
Spell Check
Style, Apply
Style, New
Styles
Template
Text Box
Text Wrap

Transparent Object

Web Page Preview

WordArt, Format

WordArt, Insert

Zoom

PUB 104
PUB 104

PUB 104

PUB 22

PUB 104
PUB 104
PUB 237

PUB 190

PUB 30,

PUB 127

PUB 176

PUB 174

PUB 172

PUB 7,

PUB 150

PUB 46

PUB 187

PUB 187,

PUB 206

PUB 57

PUB 202

PUB 201

PUB 8

Click left of row in table

Drag left of rows in table
or triple-click left
of table

Drag text

Double-click word

Drag words

Click AutoShapes button
on Objects toolbar

Spelling button on
Standard toolbar

Styles box arrow on
Formatting toolbar

New Style button on
Styles task pane

Styles button on
Formatting toolbar

Click template preview
in catalog

Text Box button on
Objects tool bar

Text Wrapping button
on Picture toolbar

Web Page Preview
button on Standard
toolbar

WordArt Shape button
on WordArt toolbar

Insert WordArt button
on Objects toolbar

Zoom Out or Zoom In
button on Standard
toolbar

File | Send E-mail

Insert | Picture |
Autoshapes

Tools | Spelling |
Spelling

Format | Styles

Insert | Text Box

File | Web Page Preview

View | Zoom

Proofing Tools | Spelling

Zoom

Click beginning,
sHiFT+click end

CTRL+T















