DESKTOP PUBLISHING

MICROSOFT PUBLISHER CALENDAR INSTRUCTIONS
Created by Sharon Floyd

West Memphis High School
1. When you have several items on the same day, alternate colors using your color scheme:

     Beta Club

   Spring Shoot

Progress Reports
2. Center each line in Arial.

3. A yellow color does not show up.  Do not use yellow for a font color.

4. Do not use italics.  Italics is harder to read on the calendar.

5. Do not type on first line that has date on it.

6. Use a light fill color as a background for textboxes—not a dark fill color.
7. Do not use a background color on the whole calendar.

8. A dash is 2 hyphens with no space before or after.  Look at the following sentence.

Start every word with a capital letter—be consistent.

9. Always space once after a comma.

10. Always put:

Created By:  Your Name—Desktop Publishing    at the bottom in a textbox.

11. Look at the following examples for typing time:

7:45 a.m.

8:00 p.m.

12. Capitalize every important word as in a title.

13. Do not capitalize a.m. or p.m., and do not put a space after the a or p.

14. Put a graphic on each side of the month at the top of the calendar.  Reverse the graphic if you use the same graphic on each side.

15. Put a graphic on each sport activity—like a football, basketball, baseball, etc.

