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Welcome back

Welcome back and hope you're having a good start to
Term 3.

In this issue we'll go through how to create a newsletter
using Microsoft Publisher.

You may have also heard an announcement about
funding for new computer equipment — stay tuned as
you'll be getting more information about this shortly.

Remember that we are here to answer your questions:
please feel free to write to us at any time.

Send your questions to:

kindergarten@vicnet.net.au

We will attempt to answer your questions
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Vicnet Help Desk
IT for Kindergartens

The Vicnet Help Desk is just a
phone call away..... to HELP you
with your computer problems at
Kinder.

Call on 8664 7001 or
1800 629 835 (toll free)

Email:
kindergarten@vicnet.net.au

Hours available:
9.00am to 5.00pm




Has anything changed at your Kindergarten? New staff, new contact details, or anything else we should
know about? Then please keep us up to date! Let us know your new details by emailing

kindergarten@vicnet.net.au or calling us on 8664 7001.

Also, please remember to inform any new staff about the IT for Kindergartens project, and make sure they're

aware of how to contact the Vicnet helpdesk for any computer or internet issues.
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What is Microsoft Publisher?

Microsoft Publisher is a desktop publishing application from Microsoft. It is an easy to use program, differing

from Microsoft Word in that the emphasis is placed on page layout and design.

If you don’t have publisher, how can you get it?

Please call the Vicnet helpdesk on (03)8664 7001 or 1800 629 835 and one of our support staff can help you

install the software

Making a newsletter in publisher
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This is what the
Publisher screen
looks like once
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E©00 - Ealii

[ ! = ——
r M = = B

Heading




1. From the Start page, under New from a Design, double-click Publications for Print.
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2. When the menu appears, click Newsletters.
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3. For this example, select “Blocks Newsletter” by clicking once on it

Elocks Newsletter

4. 1t will now display a template, to edit text on the page, click once in the field you want to change, then simply
type what you want to be displayed. For this example, we will change the heading from “Newsletter Title” to
“Kinder News”
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Text Bax |

/Left click once in this
box, then simply start

typing!
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Now the heading has
changed to “Kinder
News!”

Kinder News!

Text Box
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5. To change the picture, click once on a picture

Left click once on the
picture
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Click on the “insert
Picture” icon

Search for a picture, then click “Insert”, the image will now be inserted into the newsletter.

This is a basic guide for editing text and images on a template, the best way to learn how to use Publisher is

simply to explore different templates, change headings and colors.

Please remember to save your document regularly so you don't loose anything!
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