[image: image1.jpg]71

New from a design

» Publcations for Print
ik Publications
Advertisements
Award Certficates
Banners
Brachures
Business Cards
Business Forms
Calendars

FullPage
wiallet ize:
Catalogs
Envelopes
Flyers
Gt Cortficates
Gresting Cards
Import Word Documents
Invitaton Cards
Labels
Letterhead
Menus

< i




[image: image2.jpg]Calendar Options v x
QI
L2 Colendar options
¥ Publication Designs
o

AP Fonk Schemes

0

Partrait Landscape

Month or year

B[

Marthly Vearly

Schedule of events.

= | =

Nore Include




Computer Club Calendar

This Microsoft Publisher document 

generates a calendar with one page per month.

Open Publisher: - Start menu, All Programs, Microsoft Office and then Publisher.

Click on File/New
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When open, you will see this ‘New Publication’ pane appear on the left, go to: -

 Publications for print

Calendars

Full Page

Select the ‘Eclipse Calendar’ in the main central window.

If the ‘Eclipse Calendar’ template is not in view, you may have to scroll down to find it.
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A new pane will now appear on the left of the screen.  Select the three options highlighted 
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In this picture


After you have selected these three options, click on: -
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Change date range: -

The Change date range

 will allow you to add

 pages to your calendar

Use the drop down arrows to select: -




Start Jan 




End Dec 




Then click OK

Once the Change date range has finished, look at the bottom of the page and you will see all the pages that you now have to work with.


Select page 1


Now change the text in the organisation logo to                                     


Change the Business name to: -

Change the Address to: -

Change the Phone, Fax and Email to: -


Change the Business tag line to: -

‘Et bien fini


Going that bit further: -

Try different colour schemes: -


 Or different font schemes: -

Add Birthdays by clicking in the date, then press enter for a new line and type in

who’s Birthday it is. Also add Club dates, first Thursday of month.

Need a new template? Then go to: - http://office.microsoft.com/en-us/templates/CT101527321033.aspx
Because you’re worth it!!!

Once you have chosen your template, a window will pop up asking you to fill in your Personal and Business information. You will need to close this by clicking on Cancel at the bottom (this information is not needed in this exercise as it can be done manually in each text box).
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