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Greeting Card Exercise for Intermediate Publisher 

Part One: Selecting a Publication 

1. Double click on the Publisher icon on the Desktop to open the program. 
2. The program will open with the Getting Started With Microsoft Publisher 2007 
screen.  Click on Blank Page Sizes from the menu on the left.  A list of pictures 
of publication types appears in the center of the screen.  Above the pictures in 

the center there is a list of types of publications.   

3. Click on Greeting Cards from the list in the center at the top of the screen. 
4. Select Side Fold Card 4.25 x 5.5” or Top Fold Card 5.5 x 4.25” from the list of 
cards in the middle of the screen and then click on Create in the bottom right 
corner of the screen. 

5. On the Automatically insert pages? dialog box, click on the Yes button. 
6. You are now on the work screen on page 1, the front cover page, of your card.  
If you would like to close the Format Publication task pane, click on View from 
the Menu bar and Task Pane from the drop down menu.  This will allow you to 
see more of your work area. 

 

Part Two:  Adding a Word Art Title 

1. To begin, click on the Insert WordArt button on the vertical Object toolbar 
on the left side of the screen. 

2. Select a style from the WordArt Gallery window and click on the OK button.  
Select a font style and size for your text from the appropriate drop down 

menus in the Edit WordArt Text dialog box. Type the text of your Word Art into 
the text box currently containing the words Your Text Here and click on the 

OK button in the bottom right corner of the dialog box.   
3. If you decide to make changes to the text in your Word Art, double click on 
the WordArt area. This will bring up the Edit WordArt Text dialog box. After 
you have made changes, you will need to click on the OK button again to close 
the dialog box and update your Word Art. 

Follow the directions below to create a greeting card publication. Read 
through each individual direction before performing it like you are following 
recipe instructions. 
 
Remember, there is usually more than one way to do something. If a different 
way to do it occurs to you, go ahead and try it! If it doesn’t work, you can 
always click on the Undo button. If you can’t remember what a button does, 
move the mouse pointer over it and pause. A yellow ToolTip appears 
describing the button’s function.  Also, if you are in doubt, throughout the 
exercise are examples of what the product should look like. 
 
In the instructions, the following terms will be used: 
Click – a single left mouse click. (A right mouse click will be noted as such.) 
Button – an icon displayed on a shortcut toolbar. 
Key - on the keyboard. 
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4. Move your Word Art to the desired location by clicking and dragging in the 
center of the Word Art area using the four headed black arrow mouse pointer.  

You will see a dotted box following your mouse pointer, indicating the future 

location of the Word Art.  When you have moved the Word Art, let go of the 

left mouse button to place it in its new location. 

5. To resize your Word Art, click once on your Word Art to select it.  You will 
know that it is selected when you see those eight white circle handles around 

the outline of the Word Art.  Clicking and dragging with the mouse on one of 

these handles will change the size of your Word Art.  When your mouse 

pointer is positioned properly over one of the handles, you will see that it 

changes to a double headed black arrow.  To increase the Word Art’s size, 

click and drag away from it.  To decrease the Word Art’s size, click and drag 

in toward its center. 

6. To change the shape of your Word Art, click on the WordArt Shape button on 
the Word Art toolbar.  A menu of Word Art shape choices will drop down.  
Click once on the selection of your choice. 

7. You can use the rest of the buttons and menus on the Word Art toolbar to make 
any other changes you would like to the way your Word Art looks. 

 

Part Three: Adding a Picture to the Front Cover 

1. To begin, click on the Picture Frame button on the vertical Object toolbar 
on the left side of the screen.  Then, click on Clip Art from the fly out menu. 

2. The Clip Art task pane should open automatically on the left side of the screen 
at this point.  Locate a picture you want to use by entering a keyword or two 

into the Search for: text entry box and then clicking on the Go button. 
3. Use the scroll bar to look through the pictures retrieved.  When you have 
found a picture to use, click on it once to select it.  This will place the picture 

on the current page of the publication. 

4. If you would like to close the Clip Art task pane, click on the X button in the 
upper right corner of the task pane. 

5. If you would like to alter the picture after it has been inserted, you will first 
need to click on it to select it.  You will know the picture is selected if you see 

eight white circle handles around the outline of the picture. 

6. Just like with the Word Art, clicking and dragging with the mouse on one of 
these handles will change the size of your picture.  Remember, side handles 

will change the picture’s size in one direction only.  If you would like to keep 

the picture in the same proportions, use one of the four corner handles 

instead. 

7. If you would like to move the picture to another spot in your publication, click 
and drag anywhere in the center of the picture area with the four headed 

black arrow mouse pointer. 
 
Page 1 of your card should now look something like this: 
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Part Three:  Adding Text to the Inside Pages 

1. To move to the inside, pages 2 & 3, for your card, click on the 
icon for those pages located in the bottom left corner of the 

screen.  You should now see both pages side by side on your work screen. 

2. The boxes that will hold your text information are Text Boxes.  To 
create a Text Box, begin by clicking on the Text Box button on the 
vertical Object toolbar on the left side of the screen. 

3. Your mouse pointer should now look like a plus sign.  This is your drawing 
tool.  Place the mouse pointer where you would like the upper left corner of 

your Text Box to be on page 3, then click and hold down the left mouse button 

while moving the mouse diagonally down and to the right.  This creates the 

rectangle frame for your Text Box.  When the rectangle is the size you want, 

release the left mouse button. 

4. At this point, the Text Box will be 
created.  There will be a blinking cursor 

in side the Text Box waiting for you to 

type information.  Type in the text for 

the inside of your card. 

5. Remember, that text inside this Text Box 
can be edited or changed that same way 

that you would change text in word 

processing.  To change the text, first you 

will need to select the text you would 

like to change.  Once the text is selected 

or highlighted, you may change the font 

style, size, color or alignment of the text 

using the buttons available on the 

Formatting toolbar. Just remember you might need to resize the box to fit the 
text, if you resize the text! 

6. To resize the Text Box itself, you will need to use the white circle handles you 
see around the outline of the box.  These are used in exactly the same way 

that the handles were used to resize the picture in step 6 of the previous 

section above. 

7. If you would like to move the Text Box (and therefore, the text as well), you 
will need to place your mouse pointer on the outline of the Text Box, NOT on a 

handle.  When your mouse pointer turns into a four-headed black arrow, you 

are in the right place to move the Text Box.  You can now click and drag to 

move your Text Box. 
 
The inside pages of your card should now look something like this: 

If you would like to insert a file made in 

Word as the text in your text box, use 

these directions instead:  First, make sure 
your blinking cursor is inside the text box 
to be used.  Then click on Insert from the 
Menu bar and Text File… from the drop 
down menu.  Use the dialog box that 
opens to look for the file you want to use.  
When you have located it, click on the 
file name and click on the OK button.  
The entire file of text will now be placed 
in the text box, but you may have to 
resize the text box to see it all! 
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NOTE: You can continue to add clip art pictures and text boxes to your card, as 

many as you wish.  Just make sure the page where you would like to place the 

item is showing in the work screen and then follow the directions given in parts 2 

& 3 above.  Try adding a small text box on page 4 that states the card was made 

especially for them by you. 

 
Part Four:  Applying a Background 

1. Make sure you have the page you would like to add the 
background to showing in the work screen.  If not, click 

on that page icon in the bottom left corner of the screen. 

2. Click on Format from the Menu bar and then click on 
Background… from the drop down menu.  This will open 
the Background task pane, pictured to the right. 

3. Use the blue More colors… link to select a color for the 
background, other than those currently available on the 

color bar.  Click on the one you would like to use. 

4. Use the scroll bar to view the background choices and 
click on your choice.  To see other options, click on the 

blue More backgrounds… link. 
Remember: You are only changing the background on the 
page(s) currently in the work screen.  You must display the 

other pages in the work area and then follow the directions 

above to add the background to them as well. 
 

Part Five:  Using the Design Checker & Printing 

1. Before you print your publication, you will want to check it for any problems.  
Click on Tools from the Menu bar and then click on Design Checker… from the 
drop down menu. 

2. The Design Checker will open in the task pane on the left side.  Any problems 
it finds will be placed in a list on the task pane.   

3. To fix a problem, click on it in the list.  You will be taken to that area of the 
publication on the work screen to both view and fix the problem manually.  Of 

course, if you decide that the issue is not a problem, you may not make any 

changes and leave it the way it is. 

4. You are now ready to print.   To see all of your available options, click on 
File�Print from the Menu bar.  The usual Print dialog box will appear.  This is 
where you can indicate how many copies you would like to print, etc.  But 

your must print all 4 pages or your card won’t turn out right!  If you want to 

print the backgrounds on your publication, be sure that the Print Page 
Backgrounds checkbox is checked. 

5. To start the printing, click on the OK button in the bottom right corner of the 
Print dialog box. 

6. When you card prints out, all four pages will be on one sheet.  All you need to 
do is fold it horizontally and vertically between the pages to make it card 

shaped. 
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