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Microsoft Publisher version 2002 (included in Office XP)

Product Guide

Introduction

The Publisher Product Guide is designed to assist in evaluating Microsoft Publisher version 2002, included in the Office XP suite. It contains information on the new and improved functionality of the application, a description of the functionality, and examples of how you can access that functionality.

Microsoft Publisher is an easy-to-use desktop publishing program designed for business users who are serious about creating their own marketing materials without the help of a professional designer. Since 1991, Microsoft Publisher has been the desktop publishing tool of choice for small and home-based businesses wanting to create high-quality newsletters, flyers, brochures, Web sites, and more, quickly and easily. 

With the added support of commercial printing functionality to the previous version, Publisher 2000, and the additional print and web enhancements added to this latest version, the latest version of Publisher provides a complete set of sales and marketing tools for the business user. In addition, ongoing support for the Publisher Service Provider Program continues to assist Publisher users in finding an outside printer prepared to take Publisher jobs. 

Making Productivity Simpler with Office Consistency 

Publisher version 2002 greatly improves personal productivity and simplifies the way people work in the following ways:
· incorporating popular tools from current and prior versions of Office, and thereby further reducing learning between Office applications; 

· offering a consistent user interface, menus, toolbars and the new Task Pane to provide a familiar Office environment for Publisher users while supporting Publisher’s unique publication design features;

· offering more options to open, edit, and format a basic Word document with Publisher with the Import Word Document Wizard; 

· offering better support for pasting text between Office applications, while retaining formatting within Publisher with the Office Clipboard and the Paste Options Smart Tag. 

	Feature
	Description
	How to Access

	Task Pane
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	Microsoft Publisher 2002 and Office XP applications give users easy access to important tasks in a single integrated view. From the Task Pane, which appears on the left side of the screen in Publisher (right side of the screen in all other Office applications), users can perform searches, open or start a new document, view the contents of the clipboard, or format their publications. 

Note: The Task Panes unique to Publisher are listed in this document. 
	· Open Publisher. 

· On the View menu, select Task Pane. 

	New Publication (Task Pane)
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	As with all the Office applications, the Task Pane provides a single location where users can create a new file or open an existing file. The Publisher New Publication Task pane combines the Publisher Catalog (the visual browsing point for choosing a new publication) and the wizard pane. 

Users can choose to create a new publication by starting with a Design Set (for example: Scallops, Bars) or with a Publication Type (for example: newsletter, brochure), Users can also choose to start with a Blank Publication. 

The newest version of Publisher includes a visual gallery for choosing publications.
	· On the File menu, click New.




	Feature
	Description
	How to Access

	Office Clipboard 

(Task Pane)
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	Publisher now supports the Office Clipboard. The improved Office Clipboard enables users to copy up to 24 pieces of information at once, across all the Office applications, and store the data and/or information on the Task Pane.

The Task Pane gives users a visual representation of the copied data and a sample of the text so that they can easily distinguish between items as they transfer them to other documents. 
	· On the Edit menu, choose Office Clipboard.

Note: You can copy at least two pieces information and the clipboard will display automatically as part of the Task Pane.  

	Search 

(Task Pane)

[image: image5.png]NEW





	As part of the Task Pane, the new search capabilities of Publisher version 2002 make it simple to find text in a document. Users can also find files or folders—regardless of where they are stored—without needing to leave the document they are working on. Furthermore, users can index the files on their machine. The search result is faster and comprehensive.
	· On the File menu, click Search.

· Or, on the Task Pane, click the Other Task Panes down arrow, and then choose Search. 

	Publication Options 
(Task Pane)
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	The title and the options within this task pane change to reflect the publication being worked on. For example, “Newsletter Options” appears in the Task Pane title when the user is working on a newsletter. Newsletter options include single or double-sided printing and customer address. 

Note: In Publisher 2000, this was part of the wizard pane.
	· On the Format menu, choose Publication Options.

	Publication Designs 

(Task Pane)
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	Visual representations of publication designs integrated into the Task Pane speed the process of choosing a publication design or applying a new design. 

Note: In Publisher 2000, this was part of the wizard pane.
	· On the Format menu, choose Publication Designs. 



	Color Schemes

(Task Pane)
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	Introduced in Publisher 98, the 66 coordinated color schemes are integrated into the task pane. New color schemes to Publisher version 2002 include: Eggplant, Grove, Harbor, and Tuscany. 
	· On the Format menu, choose Color Schemes.

· Click Custom Color Scheme hyperlink to create a new scheme. 


	Feature
	Description
	How to Access

	Font Schemes

(Task Pane)
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	Font Schemes make it quick and easy for users to choose a set of fonts that look good together. Font Schemes are based on Styles and support the Styles within Word. Users can apply a Font Scheme to imported Word documents or to native Publisher publications. Publisher intelligently applies the Font Scheme to the entire publication.
	· On the Format menu, choose Font Scheme.

	Styles and Formatting

(Task Pane)
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	Styles and Formatting uses the Task Pane to show available styles and formatting options that users can apply to text in their document. As the user changes any of the options, those changes are immediately reflected in the document. If the user creates a unique style, it is automatically added to the list of available options.
	· On the Format menu, choose Styles and Formatting.

	Mail Merge

(Task Pane)
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	The latest versions of Publisher and Word share a new and improved mail merge feature. This feature enables easy mail merges within a publication using Word, Outlook, Excel, Works, and other common address books and databases.
	· On the Tools menu, click Mail Merge and then choose Mail Merge Wizard.

	Insert Clip Art (Task Pane)
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	Thousands of clip-art images, sounds, photos, and animations are available via the Web and can be accessed right from Publisher. The Design Gallery Live (formerly Clip Gallery Live) is updated monthly so that users can constantly extend their design possibilities. Publisher users can also find print-quality versions (higher resolution) of their favorite photographs from the content CDs that ship with Publisher version 2002. 
	· On the Insert menu, select Picture.

· Or, right-click the picture and choose Change Picture and then choose Clip Art.

	AutoShapes
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	Publisher now includes the AutoShapes feature found in the other Office applications. Ready-made shapes include lines, connectors, basic shapes, block arrows, flowchart elements, stars and banners, and callouts. Users can resize, rotate, flip, color, and combine the shapes with other shapes such as circles and squares to make more complex shapes. To add text, users can type in the AutoShape. 
	· On the vertical Objects toolbar, click AutoShapes.

· Choose the desired AutoShape category.


	Feature
	Description
	How to Access

	Format (Object, Picture, Text Box, AutoShape) [image: image14.png]NEW




	The new Format dialog box, familiar in other Office applications, combines the following tabs: Colors and Lines, Size, Layout, Picture, Text Box, and Web. 
	· In Publisher, click an object. 

· On the Format menu, choose Format Object.

	Print Preview
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	Consistent with the other Office XP applications, Publisher users can now check the design, layout, and content before printing, as well as previewing color separations. 
	· On the File menu, select Print Preview.



	Customizable Toolbars
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	This is a long requested customer feature for Publisher. Users can now customize existing toolbars bars or create new ones, just as they can in the rest of the Office applications. 
	· On the Tools menu, select Customize.

· Or, right-click a toolbar and then choose Customize.

	Background Save and AutoRecover
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	Automatic recovery has been added to Microsoft Publisher, meaning files are automatically saved with a specified frequency. 
	· On the Tools menu, select Options. 

· Click the Save tab.

· Click Save AutoRecover and choose how often.

	Multiple Documents
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	Publisher users can now open multiple Publisher publications, making it easier to copy content from one Publisher file into another. The number of publications that a user can have open at any one time depends on available system resources. 
	· Select New from the File menu to open another instance of Publisher.

	Headers and Footers
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	Users can create headers and footers with automatic page numbers, current date and time display, and any text. The Add On the Master Page option enables users to add headers and footers to the entire publication or just to a single page. 
	· On the View menu, choose Master Page (if desired). 

· On the View menu, click Header and Footer.

· Select options. 

	Thesaurus
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	Publisher includes the same thesaurus functionality found in Microsoft Word. 
	· On the Tools menu, choose Thesaurus.


	Feature
	Description
	How to Access

	Send as E-Mail
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	Consistent with other Office applications, the Send as E-mail command within Publisher enables users to create vivid publications that they can send via e-mail as an attachment or as HTML.


Note: Sending a Publisher file embedded into an email message requires Outlook version 2002. 
	· On the File menu, select Send To. 

· Choose Mail Recipient or as an attachment.

	Picture Toolbar
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	Users can use the Picture toolbar to change the color and brightness, set transparent color, crop a picture, insert a picture from scanner, change the line and border style, choose text wrapping options, format a picture, and reset a picture. 
	· On the View menu, choose Toolbars and then select Picture.

· Or, click a picture in a publication to display the Picture toolbar. 

	OfficeArt Integration
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	Publisher now supports the popular drawing tools from Word and PowerPoint, including connectors, AutoShapes, and the Picture toolbar.
	· On the Objects toolbar, click AutoShapes.

	Smart Tags
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	Microsoft Office Smart Tags are a set of buttons that are shared across the Office applications. Publisher supports two Smart Tags: 

Paste Options smart tag

Multiple paste options enable users to decide whether they want to paste their data as they originally copied it or change the style so that it fits the style of the document into which they are pasting the data.

AutoCorrect Options smart tag

This Smart Tag provides an easy mechanism for users to control and modify AutoCorrect features within Publisher. Users can undo an auto correction, choose to not have that correction take place in the future, and access the AutoCorrect options.

The AutoCorrect Options Smart Tag first appears as a small blue box when users rest the mouse pointer near the text that was automatically corrected. It changes to a button icon when users point to it.
	· Example: In and Publisher text frame, type “the” and press the spacebar. AutoCorrect automatically replaces the lower case t to T.

· Rest the mouse pointer near the beginning of the text that was changed. A small blue box appears. 

· Click the AutoCorrect Options Smart Tag button, then choose Undo Automatic Capitalization.


	Feature
	Description
	How to Access

	Save as Web Page
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	Publisher now works like the other Office 2000 and Office applications. Users can choose to save any publication as a Web page without first having to choose Create Web Site from Current Publication.
	· On the File menu, choose Save As Web Page. 

	Speech
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	Users can utilize this feature to dictate text and select menu, toolbar, and dialog box items. Users can select options by clicking buttons on the Language bar. 


	· Make sure Speech is installed on your machine.

· On the Tools menu, click Speech.

· Using the Speech toolbar, choose either Dictation mode or Command mode.

	Handwriting
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	Publisher version 2002 enables users to take handwritten notes on their handheld device and upload their notes as text directly into their Office applications. 
	· If handwriting is not installed, run setup and go into Add/Remove Features. Open the Office Shared Features section, and set Alternative User Input to Run from My Computer.

· When the Language Bar appears, choose Writing Pad.

	Streamlined User Interface
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	Publisher version 2002 shares the same new look and feel of Office XP in order to improve the user’s experience. Streamlining improvements included the removal of visually competing elements, a visual prioritizing of items on a page, an increase in letter spacing and word spacing for better readability, and better definition of foreground and background color to bring the most important elements to the front.
	

	Office Assistant

[image: image31.png]IMPROVED



 
	The Office Assistant is hidden by default. It appears when Help is activated and hides when Help is completed.
	· Select “Show the Office Assistant” from the Help menu.


	Feature
	Description
	How to Access

	Help Window Improvements
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	An improved user interface enables users to easily access important help topics, Web sites (such as Product Support Services and Office Update), and a “What’s New” catalog where they can learn about new areas of functionality in Publisher.
	· Type a question in the Office Assistant or the “Ask A Question” Box.

· Click the desired response. 

· Click Get More Help on Web for more options.

	Ask a Question
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	Like the other Office XP applications, Publisher version 2002 enables users to type a question without launching the Answer Wizard or the Office Assistant. Even if the assistant is turned off or hidden, the question is answered in an Answer Wizard balloon.
	· Type a question into the “Ask a Question” box in the upper right corner of the application.

	Visual Basic for Applications (VBA)
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	With support for VBA in Publisher, you can connect to a Web site and add additional Publisher functionality such as one-button publishing tools.
	

	Web Options Compatibility
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	Users can target a particular level of browser when creating publications for the Web or creating a new Web site within Publisher. This is done via the new Browsers tab in Web Options. This tab brings together all the browser-specific options. Users can choose their target browser from a drop-down menu and set specific browser options in their documents. 
	· On the Tools menu, select Options. 

· On the General tab, select the Web Options button. 

· On the Browsers tab, choose a browser configuration. 

	Application Error Reporting
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	In Publisher 2002, as in the other Office XP applications, the application can automatically report any errors that occur directly to Microsoft or to the user’s IT department. This gives Microsoft (or organizations) the data needed to further diagnose and correct these errors as well as to provide users with direct access to workarounds or other information on the error. 
	· This feature appears automatically if an error occurs. 

· Choose to report the error back to Microsoft from an error dialog box. 


	Auto Recover
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	Automatic recovery has been added to Publisher version 2002. Users can choose how often files are automatically saved. If an error occurs, the recovered file is opened, and users have the option of discarding the file, saving it over the original, or saving it as a separate file. 
	· In Publisher, select Options from the Tools menu. 

· Select the Save tab. 

· Select Save AutoRecover Information and highlight how often it should take place.  


Design Expertise and Guidance for Non-Designers

Publisher version 2002 works like a designer in a box by providing intuitive, automated design expertise for the non-professional designer. Publisher offers everything from wizards to help you customize your publication to features such as smart objects that recognize your needs and automatically provide the desired result. This latest version of Publisher includes 15 new fully customizable Master Sets that will appeal to businesses seeking a more understated look.

	Feature
	Description
	How to Access

	Design Sets
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	The 15 new Publisher Master Sets offer Publisher users a collection of understated design sets. They can use them as they are, or customize them to create a unique look.

Publisher now includes a total 35 Master Sets that can be applied across more than 30 publication types (newsletters, flyers, and more). In addition, Publisher now features 15 specialty sets for such material as menus and fundraiser sets.
	· In the New Publication task pane, click the drop down arrow under “Start from a Design”. 

· Choose By Design Sets

· Browse the list of new designs. 

	Font Schemes
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	Font Schemes make it quick and easy for users to choose a set of fonts that look good together. Font Schemes are based on Styles and support the Styles within Word. Users can apply a Font Scheme to imported Word documents or native Publisher publications, and Publisher smartly applies the Font Scheme to the entire publication.
	· On the Format menu, choose Font Schemes.

· Font Schemes appear 
in the Task Pane. 

	Word Import Wizard
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	New to Publisher version 2002, the Word Import Wizard simplifies the process of opening a basic Word document within Publisher while preserving the formatting and inline graphics. Publisher-specific features, such as a publication design, color scheme, and font scheme can be applied to the entire document. Other publication options within the task pane expedite layout changes including number and type of columns and whether a title page is needed. 
	· On the File menu, choose Import Word Document.

· Or, on the File menu, choose Open.

· Choose the desired options in the Import Word Options task pane. 



	Publication Designs 

(Task Pane)
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	Visual representations of publication designs integrated into the Task Pane speed the process of choosing a publication design or applying a new design. 

Note: In Publisher 2000, this feature was part of the wizard pane.
	· On the Format menu, choose Publication Designs. 




	Feature
	Description
	How to Access

	Color Schemes
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	Publisher version 2002 includes four new color schemes: Eggplant, Grove, Harbor, and Tuscany. 
	· On the Format menu, choose Color Schemes.

	Resume Wizard
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	Available in earlier versions of Publisher and as a download on Office Update Web site, the Resume Wizard has been improved and added back into Publisher. 
	· On File menu, choose New. 

· Choose Resumes and then choose type of resume. 

· In the right pane, choose desired layout. 

	Horizontal Rules
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	This customer-requested feature enables users to add a rule before or after a paragraph, as well as set the appearance, color, and position within the document. 
	· On the Format menu, choose Horizontal Rules. 

	OfficeArt
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	Publisher now includes the familiar OfficeArt tools found in Office applications, making it easy to add AutoShapes and other drawing elements to publications. 
	· On the Object toolbar, click AutoShape. 

	Save As Picture


	One of the most useful features in Publisher version 2002 is the new Save As Picture option. Users can select objects on a page or a whole page, group the objects together, and save the entire selection as a picture. With this feature, users can create mastheads, logos and other designs within Publisher, save in file format for use on the Web or print, and reuse them within other applications. 
	· Select objects and group together. 

· Right-click on the selected group and choose Save As Picture. 

· Choose the desired file format.


Complete Publishing Solution from Print to Online (create once, publish anywhere)

Publisher version 2002 uniquely combines print and online capabilities. Once a print or web document has been created, it can be printed to a desktop printer, converted to a four-color or spot color publication for printing on an offset or digital press, converted to a Web page retaining the absolute positioning of objects on the page, or sent via email as an attachment or a message. Two publication types (newsletters and brochures) support AutoConvert, which allows publications to be converted with a single-click from their print-ready layout to a Web site layout, complete with navigation and hyperlinks. Inversely, the Web Site Wizard supports AutoConvert with a single-click conversion from Web-site layout to print-ready layout for a brochure or a newsletter. And, with added support for Web sites in the newest version of Publisher, users can now easily open and edit their Publisher-generated Web sites.

	Feature
	Description
	How to Access

	Page Setup 
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	The Page Setup and Print Setup dialog boxes have been combined in this latest version of Publisher, making it easier and more intuitive for users and printers to setup a publication for printing. 
	· On the File menu, choose Page Setup. 

	Print Features
	

	More Spot Colors

[image: image47.png]IMPROVED




	Publisher 2000 introduced cost-effective spot-color, commercial printing by creating or converting publications to one or two colors (plus black). Customers who wanted to precisely match Pantone colors to business colors often needed more options than two plus black. 

Note: Publisher will support up to six spot colors within a publication and spot plus process. User should consult with their printer.
	· On the Tools menu, choose Commercial Printing Tools. 

· Choose Color Printing.

· Choose Spot Colors.

· Click Add to add a second spot color.

· Click the Custom tab. 

· Click the general color you want. 

· Under Color Model, choose Pantone. 

· Choose specific color. 

	Commercial Printing Support
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	Publisher 2000 introduced full support for commercial printing, including automatic conversion to spot or process (CMYK) color with automatic color separations, font and graphic management tools. Publisher now supports five additional spot colors (for a total of six), as well as support for spot and process colors within a single publication.
	· On the Tools menu, choose Commercial Printing Tools. 

 


	Feature
	Description
	How to Access

	Graphics Compression and Handling
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	Publisher supports additional native graphic file formats including JPEG and TIF. This results in a reduced file size for embedded graphics within Publisher files. 
	· On the Insert menu, choose Picture. 

	Process Plus Spot Color
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	Publisher now enables users to combine process colors and spot colors within the same publication. This can be useful for publications such as brochures that include color photographs (printed using process-color printing) and specific business colors for logos and layout (using Pantone spot colors). 
	· On the Tools menu, choose Commercial Printing Tools.

· Choose Color Printing.

· Choose Process Color plus Spot colors. 

	Print Preview
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	Check the design, layout, and content before printing. Use Print Preview to preview color separations.
	· On the File menu, choose Print Preview. 



	Font Substitution
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	Sometimes a publication contains fonts that are neither on the user’s computer nor embedded in the publication. When this happens, Publisher version 2002 temporarily substitutes similar fonts for the missing ones. Publisher now also lets users choose to temporarily substitute fonts for display and printing, or permanently substitute a font in the publication.
	· On the Tools menu, point to Commercial Printing Tools, and then choose Fonts. 

· Click the Font Substitution button.

	Automatic Four-Color Process (CMYK) Conversion
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	This feature provides users with the flexibility to print their publications in full four-color process at a commercial printer. This is especially beneficial if users need larger quantity print runs or higher quality printing.
	· On the Tools menu, choose Commercial Printing Tools. 

· Choose Color Printing. 

· Choose Process colors (CMYK).


	Pantone Process Color System
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	A standard ink-matching system enables users and printers to designate a specific color to match during printing. Pantone Solid (spot colors) and Pantone Process colors are included. 
	· In Publisher, choose Color Schemes from the Format menu. 

· In the Color Schemes Task Pane, choose a color scheme. 

· Click the hyperlink "Custom Color Scheme."

· Click the down arrow next to Accent 1, and choose More Colors. 

· Under Color Model, choose Pantone®. 

	Font Embedding
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	Publisher 2000 automatically embeds all publication fonts, ensuring that users get the appropriate font in a printed publication regardless of where it is printed. It also provides complete information on all font-licensing rights for a user’s prepress bureau.

Note: All fonts included with Publisher version 2002 include full-font embedding rights.
	· On the Tools menu, choose Commercial Printing Tools. 

· Choose Fonts. 

	Pack and Go Wizard
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	This convenient wizard packs all information, fonts, graphics, and essential elements across multiple disks for efficient travel and successful printing at a local copy shop or commercial printer.  
	· On the File menu, choose Pack and Go. 

· Choose Take to a Commercial Printer. 

· Follow wizard steps. 

	Web Features
	

	New Web Site Designs
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	Publisher now features 15 new Web-site designs as part of the new Master Designs.
	· On the File menu, choose New. 

· In the New Publication Task Pane, choose Web Sites (see prior instructions for Master Designs).


	Feature
	Description
	How to Access

	Native HTML Format Support
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	Now users can save, open, and edit Publisher HTML files from within Publisher. Publisher supports opening Publisher-generated HTML files, thereby enabling users to update their Web sites quickly and easily while maintaining the original fidelity of the Publisher publication.
	· On the File menu, choose Open.

· Open the desired Publisher Web page. 

	Insert Hyperlink Dialog Box
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	Publisher version 2002 shares the same new intuitive Insert Hyperlink dialog box with the other Office XP applications. Users can insert a hyperlink or hot spot within a Publisher application without needing to first convert the publication to a Web page. HTML is now a native file format for Publisher. 
	· Highlight the text or graphic to which you want to add a hyperlink.

· On the Insert menu, choose Hyperlink. 

· Choose the desired link type.

	Tools on 
the Web
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	With support for VBA in Publisher version 2002, users can connect to a Web site and integrate additional functionality into Publisher. Currently, Tools on the Web will offer bCentral LinkExchange Banner Network and bCentral FastCounter. Additional free and paid services are also available. 
	· On the Tools menu, choose Tools on the Web. 



	Save to Team Web Site
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	This is function, shared throughout the Office XP suite, allows users to save documents to the team Web site.

Note: See the SharePoint Team Services Product Guide for more information
	· On the File menu, choose Save As Web Page. 

· Choose “My Network Places” or type in the URL for your Web.

	Web Options Compatibility
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	Users can target a particular level of browser when creating publications for the Web or creating a new Web site within Publisher. This is done via the new Browsers tab in Web Options. This tab brings together all the browser-specific options. Users can choose their target browser from a drop-down menu and set specific browser options in their documents. 
	· On the Tools menu, select Options. 

· On the General tab, select the Web Options button. 

· On the Browsers tab, choose a browser configuration. 
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