IT Training
Training Course Specification

Course: 	Microsoft Publisher 2010 Level 2
Duration:	One-Day
	COURSE OBJECTIVES:
	To deliver more advanced features to the Publisher user.



	WHO SHOULD ATTEND:
	People who intend to design and create various kinds of publications to a high level. Designers using Microsoft Publisher as the software. 



	EXPERIENCE NEEDED:
	This course assumes prior knowledge and use of Publisher, or similar design applications. Delegates should have a clear understanding of the fundamentals of Publisher and DTP concepts. Ideally, delegates should have sat the Introductory MS Publisher course.






System and course requirements
SYSTEM (HARDWARE) REQUIREMENTS:   Office 2013 requires the following: 



	Component
	Requirement

	[image: http://i.dell.com/images/global/brand/title/shad.gif]

	Computer and processor
	1 gigahertz or faster x86- or x64-bit processor with SSE2 instruction set

	Memory
	1 GB RAM (32 bit); 2GB RAM (64 bit)

	Hard disk
	3 GB available

	Drive
	CD-ROM or DVD drive.

	Display
	1024x768 or higher resolution monitor.

	Operating system
	Windows® 7, Windows® 8, Windows® Server 2008 R2 or Windows® Server 2012

	Browser
	Microsoft Internet Explorer 8, 9 or 10; Mozilla Firefox 10 or later; Apple Safari 5 or Google Chrome 17.x.

	.NET version
	3.5, 4.0 or 4.5

	Multi-touch
	A touch-enabled device is required to use any multi-touch functionality.  However, all features and functionality are always available by using a keyboard, mouse or other standard or accessible input device.  Note that new touch features are optimized for use with Windows 8
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TRAINING COURSE REQUIREMENTS:   This training course requires the following components:

	Component
	Requirement
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	Course data
	Access to the Course Data folder supplied with this course.

	Hardware
	PC or Notebook with at least Microsoft Office Basic installed.

	Training Manual
	The training manual according to this specification.

	Network
	No network connection is required for this course in its intended format. This course is designed as a workstation (non-networked) instructor-led course.  Extra benefits from Microsoft office 2013 can be taken advantage of with networked computers. 

	Internet
	No Internet connection is required for this course in its intended format. This course is designed as a stand-alone instructor-led course. 

It is optional but the instructor may combine this course with internet connection to explore added web-content benefits in Office 2013. Especially at higher levels or with delegates interested in web content features.

	
	




DISCLAIMER:   This course material is written as a guide and structure for an instructor-led course. It does not guarantee the course delegate or participant will learn and it does not guarantee the participant will be able to apply the components of this course de facto. That is the responsibility of the instructor and also depends on the course participant as well. The participant is likely to learn and a work at a pace slower or faster than what is laid out in this course as a one-day duration session. 

The course manual is a training manual, not a text book or instruction manual. It is not by any means exhaustive and contains selected Microsoft Office features, options and tools. If the course participant wishes to explore options and features outside the scope of this course he/she should make the instructor aware of the need for additional material, exercises and demonstrations. The course is written in line with our other courses for different Microsoft Office versions; in the hope the course participant will be able to apply knowledge from this course to the other versions. 


	
COURSE CONTENT:
	

	1: Using Styles, Templates and Master Pages
WORKING WITH STYLES
CREATING A NEW STYLE FROM AN EXISTING FORMAT
CREATING A NEW STYLE FROM SCRATCH
APPLYING STYLES
MODIFYING STYLES AND UPDATING THE PUBLICATION
CLEARING FORMATTING
DESIGNING TEMPLATES
CREATING A TEMPLATE
USING A TEMPLATE
MODIFYING A TEMPLATE
MASTER PAGES
TWO-PAGE MASTER
CREATING A NEW MASTER PAGE
CONTROLLING MASTER PAGES

	2: Enhancing the Publication
WORKING WITH LISTS
ADDING STANDARD BULLETS TO LISTS
CUSTOMIZING BULLETS
USING STYLES TO CREATE BULLET FORMATS
CREATING A NUMBERED LIST
[bookmark: _GoBack]REMOVING BULLETS AND NUMBERING
INSERTING A SYMBOL AT THE END OF AN ARTICLE
ADDING LINES AS A DESIGN ELEMENT
DRAWING A PLAIN LINE OR ARROW
MODIFYING A LINE OR AN ARROW
CONSTRAINING A LINE
ADDING A DROP CAP TO TEXT

	3: Spacing Your Publication
REFINING SPACING
ADJUSTING TRACKING
ADJUSTING KERNING
ADJUSTING VERTICAL SPACING
NUDGING OBJECTS
SNAPPING OBJECTS TO RULER MARKS, GUIDES AND OTHER OBJECTS
PLACING TEXT
BREAKING LINES
MODIFYING HYPHENATION
INSERTING NONBREAKING SPACES AND HYPHENS
	4: Creating Special Effects
MANIPULATING GRAPHICS
WRAPPING TEXT AROUND A GRAPHIC
CREATING A CUSTOM TEXT WRAP
LAYERING GRAPHICS AND TEXT
MAKING AN OBJECT TRANSPARENT OR OPAQUE
USING BUILDING BLOCKS
PAGE PARTS
CALENDARS
BORDERS & ACCENTS
ADVERTISMENTS
IMPORTING OBJECTS
INSERTING OBJECTS CREATED IN OTHER APPLICATIONS
MODIFYING OLE OBJECTS
UPDATING A LINK



	
5: Using Colour Effectively
ADDING FULL COLOUR EFFECTS
COLOURING TEXT
APPLYING TINTS AND SHADING TO TEXT
COLOURING OBJECTS
APPLYING PATTERNS OR GRADIENTS
COPYING AN EXISTING COLOUR FROM ONE OBJECT TO ANOTHER
CREATING COLOUR BLEEDS
APPLYING SHADES OF GREY
COLOUR SCHEMES
FONT SCHEMES
BACKGROUND
USING A PRINTING SERVICE
UNDERSTANDING COLOUR PRINTING PROCESSES
SETTING UP THE PUBLICATION FOR OUTSIDE PRINTING
USING PACK AND GO
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