Publisher 2010 - Changing Defaults

Default settings may have already been changed in your Publisher 2010 program. You can check
these and change them if necessary as follows. (You may wish to do this after you have become

familiar with Publisher.)

Font and Font Size

You can check if the font and font size have been changed by looking at the Font box on the

Home tab. If it shows e Eed)
Avrial 12 pt (or another font, eg Times New Roman 12 pt) as follows:
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" then it has not been altered. Change the default font to

1 In a new publication click on the Insert tab and then on mise, Draw a text box in your

&/

publication.

& &
Styles | Draw Picture
Text Box

Heading 1

j Ll_‘ju ﬂ Lk Bring Forward = ::

[ send Backward ~ If'y

Table Shapes Wrap _

- - Text+ |= Align - Sk
Arrange

|AL

Heading 2

i|‘1‘.’.‘|..‘.\‘lﬁ.\.‘..|?i‘.d.H.|‘1."‘.\.H.\.15'}‘|.

Heading 3

Heading 4

Heading 5

Heading 6

Heading 7

Individual Name

dob Title

# List Bullet

+ List Bullet 2

Normal

Organization Name

Update to match selection

Modify ...
ks

4

Organization Name 2

Tagline

Add Gallery to Quick Access Toolbar

=

Import Styles..,
Mew Style..

| and select Arial 12 pt (or font of your choice). Click on

. Styles
2 Onthe Home tab click on -
3 Scroll down the list of styles until you see Normal. Right-click
and select Modify as shown at the right.
The Modify Style dialog box will be displayed as shown below.
Modify Style -7 ==z
Click to change
I R e ra—
[no styie] Character spacing ...
Style for the following paragraph: Paragraph ...
Normal lz‘ Bullets and numbering ...
Horizontal rules ...
Tabs ...
Sample
— Calibri
Calibri 10
Description
Calibri, 10pt, Main {Black), Kerning 14pt, Left, Line spacing 1.19sp, Space
after 0.212cm
Cancel
4 Click on| Font...
OK.
5 Clickon! Bl |, Change the Before

paragraph: option to O pt and Between lines: to 1sp as
shown at the right. Click on OK.

Line spacing
Before paragraphs: | Opt =
After paragraphs: | Opt =

Align text to baseline guides

Between lines: | 1sp
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The defaults have now been changed for all text boxes in your current publication.

To change the default for all publications you need to save the publication as the Normal
template. To do this click on the File tab and select Save As. You need to type the

pathname of the location of your Publisher templates which usually default to
C:\Users\User Name\AppData\Roaming\Microsoft\Office\normal.pub then click on the

Save button.



