Quickstart in layout of master thesis in Publisher

Workflow
1. Write all text in MS Word. Don’t make any formatting with italics, fonts etc. This will be done in Publisher later on.
2. Create a figure in a suitable program. Save as .jpg-file.

3. Open one of the document templates from the course webpage at http://www.geol.lu.se/gu in Publisher.
4. Save it with a new name on your G:-drive.

5. Copy the text from Word into the appropriate text boxes. Add more pages with text boxes and link them together so all your text fits into them. After copying your manuscript from Word you should make any further changes of the text in Publisher.
6. To insert figures, reduce the size of the text boxes to leave space. Add a picture frame.

7. Try to print your document now and then to check that figures, colours and fonts look as expected. The problems you may experience with Publisher will most likely be with the figures.
Document templates
There are two document templates you may start with. The templates are found at the course webpage in the Geology department webpage: http://geology.lu.se. There is one Swedish and one English.
Copy text from Word

Open the Word document, select the text to be copied and press Ctrl-C. Open the Publisher document, place the cursor in the text box where you want to insert the text. Choose Start/Paste/ Paste Special. Paste as unformatted text. Answer no if you get the question about using autoflow. It is better to insert new pages manually and link the text box on the last page to the text box on the new page. 
Text boxes
Click the Text Box Tool [image: image1.jpg]


. Click and drag to place the box where you want it. Paste text into the box. To make text flow from one box to another: Click on the first text box, click the Text Box Link icon [image: image2.jpg]


. The cursor changes to a jug. Click the second text box.

Fonts
Times New Roman should be used in all text except for headings. Headings should be made in Arial. In the document template you can see which Styles you should use in the different situations. Use these styles to have the texts formatted automatically.
Picture frame
Click the Picture Frame Tool [image: image3.jpg]


. Choose ”Picture from File”. Click and drag to place the frame where you want it.
Picture Format
Preferably jpg. Tif, gif etc. should also work. Figures should have a resolution of 600 dpi, photos at least 300 dpi.
Header and Footer
Choose View/Header and Footer. This should preferably be made on the Master Pages. The Master Pages are the background for every page. To edit the Master Pages you should choose View/ Master Page. In the document Template there are two Master Pages, A and B. They are identical except for B having page numbering while A doesn’t. Master Page A is to be used for the initial pages and B should be used for the rest.
Page Numbering
In the document template there is page numbering on Master Page B.
List of Contents
Can not be created automatically in Publisher. In the document templates there is an embryo to a manually created list of Contents.
PDF

Use “File”/”Save as Adobe PDF” to create a PDF-file.

Printing
You should print from the PDF-files with Acrobat or Adobe Reader. Don’t print directly from Publisher as this causes gigantic and slow printouts. 
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