Create a Calendar in Microsoft Publisher 

(installed on computers with Windows XP and Windows 2000)

To create a simple, plain calendar with the Calendar Wizard

1. Open Microsoft Publisher.  If it opens with the Microsoft Publisher Catalog window displayed, continue with step 2; otherwise, on the File menu, click New then continue with step 2.

2. Click the Publications by Wizard tab, click Calendars, and then click Full Page.

3. In the right pane, scroll down and double-click Understated Calendar.  Click OK.  Click Cancel.

4. Read the introduction and then click Next.

5. In Color Scheme,  click Next. 

6. Click Landscape and then click Next.

7. Click Monthly and then click Next.

8. Click Change Dates.

9. In the Start Date list, choose month and year.

10. In the End Date list, choose month and year.  (You could create a calendar for the entire year - August 2004 - June 2005.)

11. Click OK, and then click Finish.

To save your publication

12. On the File menu, click Save.

13. In the File Name box, type a name for your calendar.

14. If necessary, move to the drive and folder in which you want to save your calendar.

15. Click the Save button to save the file.

To add events to your calendar

16. On the Calendar, click to the right of the date, press ENTER, and then type. (Date may be too small and dim to see well - press the F9 function key to enlarge the area.)

17. Continue to add events on the calendar.

18. On the File menu, click Save to save the changes you made to your calendar.

To add art to your calendar dates

19. On the Objects toolbar (vertical toolbar), click the Clip Gallery tool. [image: image1.bmp]
20. Drag a small rectangle(draw it using your mouse that now has a + as its pointer) below the number date or in an empty cell on the calendar. The Clip Gallery opens.

21. Locate the picture you want (it is OK to go to Clips Online). 

22. Click a picture you like and then click Insert Clip. (This icon displays first in the list that appears after you click the picture.) . The clip art appears in the small rectangle you drew on the calendar.

23. On the File menu, click Save to save the changes you made.
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