How To Create a Brochure in Microsoft Word and Publisher

Option 1: Microsoft Word

When creating a brochure in Word, the program will look different depending on the computer you use to
open it. (e.g. if you use your personal computer, when you open Word, you will see recent files listed. If using
a student computer in the library, you shouldn’t see recent files.) Whatever computer you use, you want to
select File, then New (or just New, depending on how your screen looks). In the search field, type in
“brochure” and press enter and the results will look similar to the screen below.
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To see a larger image of the thumbnails, just click on the thumbnail and it will open up a larger view. You can
do that as many times as you like and when you’ve decided on the template, click the Create button.

Once you create your template, you can change anything in the template to meet your needs. Highlight the
different areas to change the text. You can also delete elements you don’t need.

eview View Help  NuancePOF  Design layout O Search

. — DOfind
209 | awoeed 4aBbced | AQBh| AsBbeen AaBbeer anseceo asBveed AR aaBbeel AaBLC. AsBbeed e
: TNomol  TCapion | Heading | Heading? Hesding3 TCompany TComtat.  THe  Sbile  Quote  TNoSpace =) | | con

Styles sl edting
ey R EREE ERRRRRRE RN . ——

=

To change font style, size, or i
Who We Are

color, click on the element in
the template to highlight it.

(Some areas, you may need

to hold down the left mouse
button and drag to highlight
the text. Click on the Home L
tab to access the font area. ] i

About Us

This is the place for your ‘elevator pitch.”
If you only had a few seconds to pitch
your products or services to someone,
what would you say?

Contact Us

Phone: Telephone
Email: Email
Type a caption for your photo Web: Web address

You can use this fresh, professional

brochure just as itis or easily customize
it.

See next page for instructions e o COMPANY
’ NAME
on how to change back- gt vyt

typing.

ground colors.

« Want to insert a picture from your
files or add a shape, text box, or
table? You got it! On the Insert tab of
the ribbon, just tap the option you
need.
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YOURLOGO | Address tagline
City, ST ZIP Code

COMPANY NAME




Microsoft Word formats a brochure with various tables. When you click in an area, such as the solid color be-
low where it says Company Name, you will see Tables Tools appear in the tool bar at the top of the screen.
Click on the Design tab below Table Tools.

After you click in the colored
area of the brochure and
click the Design tab, you can
change the background color
by clicking Shading on the
toolbar and selecting the
desired color. You can also
add shading to any other
section of the brochure by
clicking on that section and
following the steps above.
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Instructions for changing/inserting photos is covered in the separate how-to guides called “Inserting Photos/
lllustrations in Microsoft Publisher” and “Inserting Photos/Illustrations in Microsoft Word.”

Printing Your Brochure

To print brochure, click on
File—Print. Under Settings,
click on Print on One Sided to
display the dropdown menu
with options. Select Print on
Both Sides and make sure
you select the option that
says “Flip pages on short
edge.” If you make the wrong
selection, your pages will
print upside down. Click the
Print button after you make
your selections.
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Option 2: Microsoft Publisher (first part is similar to Word but next page is different)

When creating a brochure in Publisher, the program will look different depending on the computer you use
to open it. (e.g. if you use your personal computer, when you open Publisher, you will see recent files listed.
If using a student computer in the library, you shouldn’t see recent files.) Whatever computer you use, you

want to select File, then New (or just New, depending on how your screen looks). In the search field, type in
“brochure” and press enter and the results will look similar to the screen below.
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Publisher does not have as many templates for brochures as Word does but they are much easier to custom-
ize in Publisher. To see a larger image of the thumbnails, just click on the thumbnail and it will open up a larg-
er view. You can do that as many times as you like and when you’ve decided on the template, click the Create
button. Once you create your template, you can change anything in the template to meet your needs. High-
light the different areas to change the text. You can also delete elements you don’t need.

To change font style, size, or
color, click on the element in
the template to highlight it.

(Some areas, you may need

to hold down the left mouse
button and drag to highlight
the text. Click on the Home i
tab to access the font menu. s
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Microsoft Publisher formats pamphlets differently than Word. In Publisher, you will find text boxes and back-
grounds that are much easier to format than Word. When you click in a background area of the pamphlet,
you will notice the Drawing Tools options on the ribbon at the top of the page.

If you click in a background
area, you have many options,
such as shape outline and
shape fill. Click on the arrows
next to each item to reveal all
the options for that particular
item.

If you click in an area with
text, the Text Box Tools
ribbon will appear. You can
change font style, size, out-
line, alignment, and much
more. You can also create
WordArt.

Organization

Instructions for changing/inserting photos is covered in the separate how-to guides called “Inserting Photos/
lllustrations in Microsoft Publisher” and “Inserting Photos/Illustrations in Microsoft Word.”

Printing Your Brochure

To print brochure, click on
File—Print. Under Settings,
select One page per sheet.
Click on Print One Sided
to display the dropdown
menu with options. Select
Print on Both Sides and make
sure you select the option
that says “Flip pages on short
edge.” If you make the wrong
selection, your pages will
print upside down. Click the
Print button after you make
your selections.

‘‘‘‘‘

Back Panel
Heading

‘goodplace

Product/
Service
Information

Organization

Organization Name
Your business tog line here.

Tel: 555 555 5555




