
Publisher 2007  
Creating a Publication Using a Template  
 OTS PUBLICATION: PB3X ¶ REVISED  10-06-2008- ¶ TRAINING@TOWSON.EDU ¶ OFFICE OF TECHNOLOGY SERVICES  

=Shortcut       =Advice       =Caution 

© 2008 Towson University -This work is licensed under the Creative Commons Attribution -NonCommercial -NoDerivs License. 

Details available at http://www.towson.edu/OTStraining.  

 

Introduction  
It is easy to create new publications using Publisher  

templates. Templates are specially formatted and contain 

placeholders to hold text. There are an enormous amount of 

templates available.  

Choosing a Template  

1.  Open Microsoft Office Publisher 2007.  

2.  In the left pane under Publication Types , choose a  

publication type such as Newsletters by clicking on it (Fig 1, 1).  

3.  In the middle pane, a variety of templates will appear. Notice the scroll bar on the right side of 

the screen. Scroll through the templates and click on a template of your choice. A small image 

(thumbnail) will appear in the right pane of the chosen template (Fig 1, 2).  

4.  Under Customize , in the right pane, you may choose a custom Color scheme  or Font scheme  

by clicking on the down arrow and making your selection (Fig 1, 3).  
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5.  If you have created Business information , you may click on the down arrow and choose the 

saved information (Fig 2, 1).  

 

Note : For information on how to create business  

information, go to the training self -help documents  

and download Publisher 2007: Creating Business  

Information.  

 

6.  Under Options  in the right pane, click on the down  

arrow under Page size and select either One - page  

spread  or Two - page spread  (Fig 2, 2).  

 

Depending on what template you have chosen, your  

Options pane may have different selections.  

 

7.  Click the Create button (Fig 2, 3) after you have made all 

your selections. Your template will appear.  

 

Replacing Existing Text in a Template  

1.  Press F9 on your keyboard. This will zoom in on your publication. Your template is filled with a 

series of placeholder text (Fig 3).  

2.  Click the placeholder text once and it will become selected. Type your own text over the  

placeholder text. Do this throughout the publication (Fig 4).  
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