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Publisher Training

Publisher

e Overview of the software interface

e Understanding interactions and navigation logic

e Key differences between Publisher and standard word processors
e Customizing the workspace for better efficiency

e Preparing and managing pages

e Selecting appropriate layout types

e Using the built-in template library

e Mastering guides and layout rulers

e Managing color palettes, fonts, and master pages
e Customizing page numbers, headers, and footers

e Creating and organizing text boxes

e Editing text and formatting paragraphs

e Working with columns, styles, and linked frames
e Wrapping text around graphic objects

e Importing text from external sources

e Creating and manipulating graphic elements

e Importing and adjusting images

e Adding borders, shadows, rotations, and visual effects
e Using WordArt and creating drop caps

e Managing layering and alignment

e Inserting basic tables
e Customizing the look and feel of tables

e Applying cohesive color schemes and font sets

e Setting up a document for professional printing
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Using the layout checker for print-readiness
Exporting to PDF or XPS formats
Creating a web-ready version of the publication

Printer setup and configuration options
e Advanced options such as color separation

e PowerPoint Training — Master the Art of Impactful Presentations
e Canva Training: Design Presentations and Icons
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