You will design a yearbook for the Business and Technology class.  You will do this with a feature in Publisher known as Catalog Merge.  It is similar to the Mail Merge feature in Word.  
1. Though you can create an Access type database in the Catalog Merge, it is not clear out how to insert hyperlinks to pictures.  Create an Excel file that contains data.  The following columns of data should be incorporated into the Excel Spreadsheet:  Name, Class of, Hobby, Favorite Food and Picture.  You must have 20 people in your yearbook.  Use your friends and other people you know to fill in the names.  In the picture cell, create a hyperlinked image of that person if you can find one or an image that reminds you of them (school appropriate).  The hyperlink must be the address of the image not text that is hyperlinked.

2. Save the spreadsheet and begin the task of merging the document to Publisher.

3. The first step in the merge process is to create the blank document.  Open Publisher, click new, choose Programs, and then select ½ Letter Booklet (5.5 x 8.5”).  Click Create.  It will prompt you to automatically insert pages.  Click Yes to allow it to insert the blank pages.

4. When creating booklets, the number of pages in the booklet must be in multiples of four (number divisible by 4) - this is one of the few tricky parts in the process
.
5. Click the page design tabe.  .  In the area for Margin Guides on the right side of the Page Setup Dialog box, change all margins to .5” and click OK.

6. The catalog merge process begins.  Note that you are automatically directed to page 1 of the booklet.  Click on page 1 of the booklet to select it.

7. Click on the insert tab and select catalog pages.

8. It will insert a box onto the page that you will insert all of your data into.  The Catalog Merge wizard opens on the left side of the screen
.  
9. On the format tab, click Use an Existing List.  Choose the Excel spreadsheet you made earlier.

10. Because an Excel workbook has been selected, we must tell the program which worksheet in the workbook to use, select Sheet 1, if that was in fact the sheet used, and click OK.

11. All items in the worksheet will be selected.  If you want to exclude any of the entries, this is where you would make that change by unchecking the box.  When completed, click OK.
12. Insert your merge fields and move them around.  Before dragging the fields to the document, insert textbook headings for Class, and Favorite Color.  We do not want a heading that says Name followed by the students’ names.  That would be redundant.  Also, we do not want to include a textbox for Picture, because we will be able to tell that it is a picture when we see the picture.  Once the textboxes with the labels have been created, format the text and arrange the textboxes as you would like for them to appear in the class yearbook.  Hint:  Usually leave the right or left side of the area open for the picture to be inserted there.

13. After you’ve formatted the textboxes and placed them in position, drag all of the fields adjacent to their respective labels in the catalog merge area.  Remember, you don’t have a label for name.  So put the name wherever you would like for it to appear and format it.  Insert your picture using the insert picture.  It will open a dialog box asking you to select the field.  Choose picture.  Drag and resize the picture field as desired but staying within the catalog merge area.

14. There are several ways that you can merge the publication, one is by sending it directly to the printer as it merges, merge the catalog to a new publication, or you can add it to an existing publication.  There are still some changes to make to the yearbook, so don’t select merging to the printer, and there is not an existing publication to add to, so that is not an option.  Select Merge to a new publication.  

15. Depending on how many students you have in the class, pages will be inserted.  Recall that for the multipage booklet, pages have to be in multiples of 4.  The first page should be blank, because we told our merge to start on page 2 when we selected page two at the beginning of the process.  If you or a student forgot to leave a blank page for the cover page, it’s okay.  Insert 1 blank page before the current page.  

16. You will notice that when you click on the pages in the publication, some of them select two pages at the same time.  This is because it is a folded booklet.  To be able to move pages around, insert pages between pages, etc., right click on one of the two pages selected and deselect View Two-Page Spread option.  Remember, before you are able to print the booklet, you will need to go back and select the View Two-Page Spread option again.  If you fail to do so, you booklet will not print in booklet format.

17. Once the merge process is complete, you can make desired changes to improve its appearance.
  
18. To force the booklet to consist of pages in multiples of four, some pages were rearranged.  The inserted pages were as follows:  One for autographs, another for ads, etc.  This might be a good time to talk with students about the title page and the layout of the book.  Insert page numbers in the book. Of course, you don’t put a page number on the cover page, so you will have to problem solve the steps to prevent the page number from showing on the cover.  As a means of identifying which catalog belongs to whom,  create a logo that incorporates their name in it for the back cover of the booklet.

19. [bookmark: _GoBack]Save as Publisher Yearbook.

