
 

   

Design simple publications for print or posting online.  

Create ads, flyers, business documents, party invitations,  

and more, using Microsoft Publisher. 

 

We’ll even explore some online programs and apps  

that are low cost and easy to use. 

 

Remember to keep it simple and avoid design disasters! 
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DO’S, DON’TS, & ALWAYS! 

DO! 

 Know your audience. 

 Include pertinent information (name, address, contact 

information, etc.) 

 Include date, time, and location for events. 

 Use interesting photos or graphics. 

 Match text and background colors to photos or graphics. 

 Use a built-in theme or template. 

 
DON’T! 

 Use more than 3 styles of fonts! 

 Crowd your page. 

 Use a graphic that doesn’t relate to your message. 

 Use distracting backgrounds or images. 

 
ALWAYS! 

 Have someone else proofread your work! 

 Have someone else check your designs—What do the  

images mean to them? What are their first impressions? 

What do the images make them feel? 

Avoid design disasters! 
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MS PUBLISHER 

Start with a template for the type of document that you wish 

to create. 

Once you become more familiar with Publisher, you can  

create your own templates and custom page sizes. 

Note—when working in Publisher and creating business 

cards, labels, and other items that will print multiple items per 

sheet, you will only be designing and printing one style. This 

works best with items like return address labels where they 

will all be the same. 
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SAMPLE—LETTERHEAD 

Choose (double-click) on Letterhead, under More  

Templates. Scroll through and choose your design. 

When you click on your design, you can choose the Color 

scheme, Font scheme, and Business Information. You can  

also include a logo if you have one. 

For this sample, we will choose “Color Band” with the “Civic” 

color scheme and “Facet” font scheme. Deselect the 

“Include logo” option and under Business information, select 

Create new.  

The Color and Font schemes and Business Information set will 

be saved for future new documents. You can change the 

Business Information by clicking on File and Edit Business  

Information. 
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SAMPLE—LETTERHEAD 

A pop up box will appear for you to enter information. Enter 

any information you’d like then in the box next to “Business 

Information set name” name the set. 

Click Save and you will return to the previous screen. 

Click on the Create button to create your document. 

 

See the sample on the next page.  

 

You can use this or manually edit the text. 

 

Once satisfied, save the document in PUB (Publisher) format. 

 

To actually use it for typing a letter, you’ll need to add a text 

box and format it (see pages 8-9). 
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SAMPLE—LETTERHEAD 

To enter any type of information into a Publisher document, 

you’ll need to create a text box. To do so: 

 Click on Draw Text Box (located under Objects) on the 

Home toolbar. 

 Your cursor will change to a plus sign and you click and 

drag to create a box.  

 You can always change the size of the box by dragging 

a corner, top, or bottom point. 

 If you click on the text box, additional toolbars will  

appear: Drawing Tools and Text Box Tools. 

 Drawing Tools allows you to format the shape, style, 

appearance, etc. 

 Text Box Tools allows you to format the text, its 

direction, alignment, and more. 

 While typing in a text box, you can also use the tools on 

many of the other toolbars. 

 You’ll need to use the Line Spacing tool (located under 

Paragraph) on the Home toolbar. 

 You can create as many text boxes as you need. You 

can align them, color them, group them, and more! 
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CREATING WITH CANVA  

Canva is an online tool for creating designs and documents. 

You can design presentations, social media graphics, and 

more with thousands of preset layouts. Make your designs 

shine with images, photo filters, icons & shapes, and fonts. 

Use Canva on your computer via the Web or design with the 

app on your iPad. Some items are free, but there is usually a 

nominal cost for images. Create a free account, then begin 

to design! Items offered include:  

Desktop Wallpaper Letterheads 

Social Media Images  Magazines 

Presentations Resumes 

Posters Infographics 

Flyers Menus 

Business Cards Invitations 
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CREATING WITH CANVA  

Select your layout. Click at the top to rename your design. 

Edit as needed. You can change the font (style, size,  

boldness, etc.) Once satisfied, click Download and choose 

the file type. For letterhead, choose PDF: for print. 

 

Note: Canva charges if you use premium elements. It is  

normally $1 per element and you have 24 hours after  

downloading the design to edit it. You can upload your own 

images and elements to Canva to use for free. 
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GOOGLE DRAWINGS 

GOOGLE DRAWINGS 

You can create some nice documents with this simple web-

based program.  

You will need a Google Account and once you log in, select 

NEW then More, then Google Drawings. 

You will have a workspace that looks like this: 

You can create any page size under the Page Setup tool in 

the File menu. Add images, draw graphics or elements, add 

and format text, arrange elements, and more! Download 

your finished document as a PDF, JPG, PNG, or SVG 

(scalable vector graphic). 
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GOOGLE DRAWINGS 

You can create any design but will have to do so from 

scratch—there are no templates. 
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GOOGLE DRAWINGS 

FILE TYPES 

PDF Portable Document Format 

 Can open with multiple interfaces and retains 

formatting as you set it. 

JPG Joint Photographic Experts Group Format 

 Often used for photographs. Can also be used 

for custom graphics. 

PNG Portable Network Graphic Format 

 Also used for images. Typically has a transparent 

background. 

SVG Scalable Vector Graphics Format 

 Used for images and easier to scale but cannot 

be used for photos. 

Note that once you download the design, you will not be 

able to edit it once it is converted to one of these file types. 

You can always return to Google Drawings to edit your  

design or document. 
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Visit these sites and sign up for e-mail offers and news. They 

send out discount coupons regularly, so you’ll never have to 

pay full price! 

 

MINTED: http://www.minted.com/ 

Minted is a “marketplace of independent artists.” Create 

business cards, letterhead, greeting cards, invitations, and 

even online invitations. 
 

MIXBOOK: http://www.mixbook.com/ 

Create photo books, greeting cards, invitations, 

calendars, stationary, and address labels. You 

can order canvas and photo prints. Mixbook for Professionals 

offers discounts for company calendars, cards and direct 

mail, and photo books. With thousands of images and  

templates, it’s easy to customize your own design. 

 

MOO: https://www.moo.com/us/ 

Design gorgeous business cards, postcards, 

letterheads, flyers, and stickers for branding. These items are 

a bit pricier but they boast premium paper and display 

stands. MOO even gives you the option of printing different 

images or designs on each item. 

 

ZAZZLE: http://www.zazzle.com/ 

Shop for items or create your own and Zazzle will 

make them! Design apparel, phone cases, business 

cards, buttons, mugs, stickers, postcards, greeting 

cards, invitations, and more. Browse office products for  

business-related items. Create your own from a blank slate or 

customize a design from the gallery. Items can be rather 

pricy, but the larger quantity you order, the more you save.  

OTHER PROGRAMS & APPS  
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FREE IMAGES 

Make sure images are free for you to use, as many are for 

personal use only. You can narrow down searches on  

several sites by choosing the type of license. 

As with many things on the Internet, nothing is ever really 

free. Avoid ads and pop-ups and be sure your virus  

protection is up-to-date. 

Flickr 

https://www.flickr.com 

FreeImages 

http://www.freeimages.com/ 

Free Stock Photos 

http://www.freestockphotos.biz/  

Getty Images 

http://www.gettyimages.com 

Google Images 

http://www.google.com/advanced_image_search 

NASA Image Galleries 

https://www.nasa.gov/multimedia/imagegallery/index.html 

OpenClipArt  

https://openclipart.org 

PicJumbo 

https://picjumbo.com/ 

Pixabay 

https://pixabay.com/ 

Wikimedia Commons 

https://commons.wikimedia.org/wiki/Category:Images  
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ONLINE TOOLS 

GCFLearnFree.org 

These free online courses are offered by Goodwill  

Community Foundation. 

 Publisher 2010  

http://www.gcflearnfree.org/publisher2010 

 Image Editing 101 

http://www.gcflearnfree.org/imageediting101 

 Taking Screenshots 

http://www.gcflearnfree.org/techsavvy/taking-

screenshots 

 Photoshop Alternatives 

http://www.gcflearnfree.org/photoshopbasics/3 

 
www.canva.com 

 Canva Design School 

https://designschool.canva.com/ 

 Color Theory 

https://designschool.canva.com/color-theory/ 

 Branding & Corporate Identity 

https://designschool.canva.com/branding-identity-

design/ 

 Design Resources 

https://designschool.canva.com/design-resources/ 

 
Other Tools 

 Color Scheme Designer 

http://paletton.com/#uid=1000u0kllllaFw0g0qFqFg0w0aF 

 Colorzilla 

http://www.colorzilla.com/  

 Design Seeds 

http://design-seeds.com/home 

 Make Word Mosaic 

http://www.imagechef.com/ic/word_mosaic/ 

 WordItOut 

http://worditout.com/ 
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BOOK A PRO 

Book A Pro is a free service to ZBPLD cardholders 

in good standing. Cardholders may make an 

appointment for individual assistance and  

instruction on how to use library resources and 

services. Up to two sessions can be booked each month, with 

each session lasting 30-60 minutes. Visit zblibrary.info and click on 

Book a Pro or ask a staff member for assistance.  

 
ESERVICES @ ZBLIBRARY  

TECH TRAINING  

Check our website for information on upcoming classes! Most are 

for beginners and registration is usually required.  
 

TECH HELP 

Staff offer basic computer assistance, including navigating online 

forms, creating documents, and finding websites.  

Monday-Thursday ● 12-8 PM and Saturday ● 11 AM-5 PM  
 

ON TECH BLOG 

Staff provide information relating to technology, including hints 

and tips for making the most out of library resources. Check it out 

at http://zblibrary.info/technology-training/on-tech/. 
 

CONTACT US 

Contact the library’s eServices department with questions or  

suggestions at eservices@zblibrary.org.  

Computer Basics Mouse/Keyboarding Intro to Email 

Internet Basics Download This!  Device Advice 

Find It! Online Security MS Office 

Resume Resources Student Resources  


