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 Subject: Computer Studies 

Term 4 

Week:  3   Lesson Number: 8 

Unit: Ms Publisher  

Topic 4: Working with Frames  

Sub Topic: Creating Frames 

Learning Outcomes: 

1. Understanding the use of Frames 

2. Creating frames 

3. Working with text frames 

 

Introduction: 

The following resource contains Lesson Notes and a Practice Exercise for yourWeek1LESSON1-4   

Instructions: 

1. In your exercise book, copy the HEADER. 

2. Go through your Lesson Notes and attempt the Practice Exercise 1-4 in your exercise book. 

3. Make sure your hand writing is neat and legible. 

 

Lesson Notes: 
Each publication is composed of different frames, such as text frames, picture frames, table frames, and 

shape/object frames. Click on different areas of the calendar to identify the different frames. Handles, little circles 

on the corners and sides of the frame will appear. The handles help show which frame you have selected. They are 

also used in resizing frames. 

 

                                                                 Moving Frames 

To move a picture frame,  

1. Click on the picture.  

 

2. When your cursor turns into a four directional arrow, click 

and drag the picture frame to the desired 

To move a text frame,  

1. Click on the text frame.  

2. Rest your cursor near the border of 

the text frame. When your cursor turns into 

a four directional arrow, click and drag the 

text frame to the desired location  

 

 

                                                 

Resizing Frames  

To resize a picture frame,  

1. Click on the picture.  

2. Rest your cursor on a corner handle. When your 

cursor turns into a diagonal line with arrows on the ends, 

click and drag inwards at a diagonal to make it smaller or 

outwards at a diagonal to make it larger. Using corner handles 

to resize pictures allows you to keep the picture’s proportions.  

 

To resize a text frame,  

1. Click on the text frame.  

2. Rest your cursor on one of the 

handles. When your cursor turns into a line 

with arrows on the ends, click and drag 

inwards or outwards to resize the text area.  
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Deleting Frames  

1. Right click on the frame that you would like to delete.  

2. Select Delete Object from the list of choices.  

                Formatting Text  

1. Click in a text frame.  

2. Begin typing.  

3. Click and drag over the text you typed to select it for formatting changes.  

4. Use the Formatting Toolbar or click on Format  Font to make changes to the  

    
 

 Undoing Changes  

Creating a publication often involves trial and error. Unlike many of Microsoft Office’s other applications, in 

Publisher you cannot preview what a change is going to look like until you apply it.  

To undo actions, click on the undo button on the standard toolbar or click on Undo in the Edit Menu.  

Inserting Additional Text Frames  

1. Click on Text box from the Insert Menu  

2. Click and drag over an area of the publication.  

3. Type the text you want to appear  
 

 

 

                                                                 PRACTICE EXERCISE 7 

                                              Q1. What is a frame? 

                                               Q2.Why do we resize frames? 

                                               Q3.Write down the steps of creating Frames. 

                                                     


