
1. click FILE > NEW 

2. select blank publication and then book fold 

3. A pop up will appear that 
asks if you want to insert pages 
 
CLICK YES 4. We now need to turn the 

page round so that it isn’t tall 
and skinny 
 
Click FILE>PAGE SETUP 

5. Then click on the Landscape  
option  
 
 
   and click OK 

How to create a booklet 
 



How to add word art 
 

1. Click on format from the top tool bar 

2. Click on the background option 

3. From the side you now select what colour you 
would like your background  
 
 
And then choose what style 

How to change the background colour 
 

1. Click on word art symbol from the side 
tool bar 
2. You can select what style you would 
like your word art to be 



How to add text 

1. From the toolbar on the side select the text box 
symbol 

2. Click on your page to insert the text box. 
 
You can also click and drag on your page to set how big 
you would like your text box to be. 
 
You can now type in this box 

4. To give your box a border click the line border symbol and select which 
style of border you wish to use. 

3. To change the font, size, and colour of your text highlight your text then 
these options.   
 
 
 
 
 
 
This is the same as using Microsoft Word  
to change font style 



How to add shapes and colour 

1. From the toolbar on the side select  
auto shape 

2. you can then select what type of shape you 
want. For this tutorial I am going to select           
basic shapes 

3. you can then select 
what shape you would 
like to insert. 
 

4. Click on your page to insert your shape 
 
You can also click and drag to set how big you would like 
your shape to be. 

5. Select your shape then  
 
 
 
 
 
 
 
 
 
 
 
 
click on the small arrow next to the fill bucket. You 
can now choose what colour you would like your 
shape to be. 



How to add a picture 

1. Click on the picture frame symbol from the side toolbar. 

2. You can select to insert clip art or a 
picture from file. I am going to insert a 
picture from file. 
 
Click on picture from file. 

3. Click on your page where you would 
like to insert your picture. 
 
You can also click and drag on your page to 
set the size of your picture. 

4. A screen will appear for you to choose the picture 
you wish to insert. 
 
Find and select the picture you want then click insert 

5. Your picture will now be on your page 


