
Designing Business Cards 

GETTING STARTED: Create a custom page 

Even though you have access to many template designs, Publisher allows you to customize your 

own project. 

 
Click “New” to 

open  or  start 

a new project 

 
Click here to   

customize 

your page 

dimensions 

Choose a custom page size by clicking on: 

 1) “create new page size” and a window will pop up. 2)  Pick the 

settings as shown. 3) Click “OK”, and then 4) click on “Create”  



GETTING FAMILIARIZED: How to get around and save your project 

 Zoom in or 

out, or you 

can use F9 

to go to 

 
This is the 

view of an 

individual 

card 

 Click this tab in 

order to add 

text boxes, 

shapes, and 

TYPES OF PAPER 
 You don’t need special perforated paper.  

 You can use cardstock ranging from 50 lb. to 110 lb. (about 135 to 300 g/m2).   

 Keep in mind that a thicker business card looks more professional and has a greater impact. (?)  

It also has improved survivability, making it more likely that a new contact holds onto it and con-

tacts you later.  It also has more impact. 

To save your work, click on “Save” and pick the destination by clicking on 

“Browse”.  Type a name for your project and click “Save” 



ENTERING YOUR INFORMATION: Drawing Tools and Text Box Tools  

 
After inserting a text box, these two tabs will appear in the ribbon.  

You can use them to edit the font and text box settings. 

Text Box Tools: Type your text and then select and use these options to change the font, size, 

and color, as well as the alignment. 

 Pick the 

font and 

size here 

Practice inserting two lines of text and select different font and size for each line  

From the “Insert” tab, click on 

“Draw Text Box”, then click 

and drag across the document to 

create a text box. It doesn’t have 

to be perfect; you can change the 

style and dimensions later. 



Drawing Tools:  Lines can help separate information visually.     

You can insert shapes and pictures from either the “Home” or “Insert” tabs. 

Picture Tools: Pictures can add color and visual interest. You can insert pictures from ei-

ther the “Home” or “Insert” tabs. 

 
Draw a line and use these options to change the shape’s fill outline color, 

to arrange its placement on the document, and to rotate it. 

Practice inserting an online picture.  

It will use Bing search engine. 

Type: 

Flower clipart 

Insert a line by clicking on the Insert  tab and picking the option Shapes. 

Choose a line, then click and drag across the document. 



PRACTICE: 

 

1) TEXT: 

 - Insert two lines of text  (“Insert” tab, click on “Draw Text Box”) 

 - Select with different fonts and color for each line 

2) LINE: 

 - Insert a line (“Insert” tab, click on “Shapes” and pick “line”) 

 - Change the color and position it between the lines of text 

3) PICTURE: 

 - Insert a picture (“Insert” tab, click on “Online Pictures” and type  

   what you want to look for) 

TIPS FOR EASIER FORMATTING 

Publisher allows the use of 

guides and other formatting 

tools to arrange and align 

images and shapes  

 Two different types of fonts, with 

different colors and sizes 

A line between 

the lines of text 

An online 

picture 

After opening the “Guides” menu, you 

can pick from some preset guidelines 

and manually add your own 



PRINTING YOUR PROJECT 

ADDING A BACK SIDE You can add  

information on  

the back side. 

Click here 

to print 

Number of 

copies 

This will show 

a preview of 

your project 

Click on 

“Print” and be 

sure to pick 

the appropri-

ate printer 

Go to the 

“Insert” tab 

On this panel 

you can see all 

the pages of 

your project. 

Click on the 

one you want 

Choose this 

option to add 

a new blank 

page with the 

same size as 

Click on the “File” tab to 

access more options like 

print and save 
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