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INTRODUCTION: UNLOCK THE
POWER OF DESKTOP PUBLISHING
WITH MICROSOFT PUBLISHER
NEWSPAPER TEMPLATES

I n  an  age  where  d ig i t a l  med ia
dominates, the charm and credibility of a
printed  newspaper  remain  unmatched
for community bulletins, school projects,
business newsletters, and special event
announcements.  If  you  have  ever
dreamed  of  designing  your  own
publication  but  felt  intimidated  by
complex layout software, the Microsoft
Publisher  Newspaper  Template  is
your  perfect  starting point.  These pre-
designed  layouts  transform  a  blank
canvas  into  a  professional-grade
newspaper  within  minutes,  combining
the ease of drag-and-drop editing with
robust  desktop  publishing  features.
Whether you are a teacher managing a
class newsletter, a small business owner
creating  a  monthly  update,  or  a  club
coordinator  sharing  event  highlights,
mastering these templates can elevate
your  content  f rom  mundane  to
magazine-quality. In this comprehensive
guide,  we  will  explore  everything  you
need to know about using, customizing,
and  maximizing  the  potential  of
Microsoft  Publ isher  newspaper
templates.

WHAT IS A MICROSOFT
PUBLISHER NEWSPAPER
TEMPLATE?

A  Microsoft  Publisher  newspaper
template  is  a  pre-formatted  document
file  (.pub)  that  contains  a  ready-made
structure  for  a  newspaper  layout.  It
includes designated areas for headlines,
body text, images, columns, bylines, and
even  advertisements.  These  templates
are part of Microsoft Publisher, a desktop
publishing application included in some
editions  of  the  Microsoft  Office  suite.
Unlike  word  processors  such  as  Word,
Publisher  offers  precise  control  over
typography, color schemes, and element
placement,  making  it  ideal  for  print
publications.
Templates  are  available  for  various
newspaper  styles:  tabloid,  broadsheet,
newsletter, and even specific niches like
school  papers  or  corporate  bulletins.
Microsoft provides dozens of free built-in
templates,  and  thousands  more  are
available  online  from  third-party
designers.  The  beauty  l ies  in  the
flexibility:  you  can  keep  the  default
design  or  completely  overhaul  it  to
match your brand or theme.

Key Features of
Publisher
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Newspaper
Templates

Pre-set Column Layouts: Most
templates use multi-column grids
(often 3 to 6 columns) that mimic
real newspaper architecture,
helping text flow naturally and
visually appealing.
Master Pages: Publisher uses
master pages to apply consistent
headers, footers, page numbers,
and repeating elements across all
pages. This saves time and
ensures uniformity.
Text Box Connections:
Newspapers often require articles
that span multiple pages or
columns. Publisher allows you to
link text boxes so that overflow
text automatically continues to the
next box.
Image Placeholders: Templates
include placeholder frames for
photos, charts, or illustrations. You
can easily replace them with your
own images without distorting the
layout.
Color Schemes and Fonts: Built-
in design suggestions help
maintain a cohesive look, and you
can apply professional color
palettes with one click.

WHY USE A MICROSOFT
PUBLISHER NEWSPAPER
TEMPLATE?

The  decision  to  use  a  template  over
designing from scratch comes down to
efficiency, consistency, and accessibility.
Here are the primary benefits:

Time Efficiency
Creating  a  newspaper  layout  from  a
blank page requires knowledge of grids,
margins,  white space,  and typographic
hierarchy.  Templates  eliminate  this
l ea rn ing  cu rve  by  p rov id ing  a
professional starting point. You can have
a basic layout ready in under a minute,
then  spend your  time on  content  and
personalization.

Professional
Appearance
Even if you are not a graphic designer,
templates ensure your newspaper looks
polished.  The  column  widths,  headline
sizes, and spacing have been tested by
designers  and  publishers.  Using  a
template  minimizes  the  risk  of  a
cluttered  or  amateurish  look.

Consistency
Across Issues
For  recurring  publications  like  monthly
newsletters  or  weekly  school  papers,
maintaining a consistent brand identity
is  crucial.  By  saving  a  customized
version of a template, you can reuse it
for every issue. Simply swap out the text
and images, and your publication retains
the same visual voice.

Print-Ready
Output
Microsoft Publisher allows you to export
your  newspaper  in  high-resolution  PDF
format, ready for commercial printing or
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home printing.  Templates  are  typically
designed with standard paper sizes (A4,
Letter,  Tabloid)  and  bleed  settings  to
ensure nothing gets cut off.

HOW TO ACCESS AND CHOOSE
THE RIGHT TEMPLATE

Microsoft  Publisher  offers  several  ways
to  access  newspaper  templates.
Understanding  where  to  find  them  and
which  one  suits  your  project  is  the  first
step to success.

Built-in
Templates
When  you  open  Publisher,  the  start
screen  displays  a  search  bar  and  a
gallery  of  featured  templates.  Type
“newspaper” into the search field to see
the  built-in  options.  These  range  from
classic  newspaper  layouts  to  modern
newsletter  designs.  Many are free and
categor ized  by  theme:  “School
Newspaper,”  “Business  Newsletter,”
“Event Program,” and more. Click on a
thumbnail to preview the layout and see
the page count, paper size, and included
elements.

Online
Templates from
Microsoft
For a wider selection, you can click the
“Online  templates”  button  within
Publisher.  This  redirects  you  to  the
Microsoft  Office  template  gallery,  where
hundreds of community-contributed and
official  templates  are  available.  You  can
filter  by  category  (e.g.,  “Newsletters”),

by  occasion  (e.g.,  “Holiday”),  or  by
industry  (e.g.,  “Real  Estate”).  These
templates  are  often  more  diverse  and
may  include  additional  features  like
photo  galleries  or  coupon  sections.

Third-Party
Template
Sources
If you need a highly specialized design,
consider  purchasing  or  downloading
templates  from  independent  designers
on marketplaces like Envato Elements,
Creat ive  Market,  or  Etsy.  These
templates  often  come  with  unique
graphics,  custom  fonts,  and  multiple
page variations.  However,  be cautious:
always scan downloaded files for viruses
and  ensure  they  are  compatible  with
your  version  of  Microsoft  Publisher
(2013,  2016,  2019,  or  Microsoft  365).

CUSTOMIZING YOUR MICROSOFT
PUBLISHER NEWSPAPER
TEMPLATE

Once you have selected a template, the
real  work begins:  making it  your  own.
Here  is  a  step-by-step  guide  to
customizing  efficiently  while  preserving
the  design  integrity.

Replacing
Placeholder Text
Most templates include generic text like
“Headline  Goes  Here”  or  “Your  article
text  here.”  To  replace  it,  simply  click
inside the text box and type your own
content.  For  longer  articles,  use  the
linked  text  boxes:  if  text  overflows,  a
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small  icon  (the  “connect”  symbol)
appears, allowing you to link to another
box. Use the Connect Text Boxes tool
(found  under  the  Text  Box  Tools
Format  tab)  to  flow  articles  across
pages  smoothly.

Inserting Images
Right-click on a picture placeholder and
select  “Change  Picture,”  then  choose
your  image from a  file  or  online  source.
To  maintain  consistent  sizes,  avoid
stretching  photos;  instead,  use  the
cropping tool to adjust the composition.
For best print quality, use images with at
least 300 DPI resolution. If the template
has a border or style around the picture
frame, you can modify it by selecting the
picture and using the Picture Border or
Picture Effects options.

Adjusting Colors
and Fonts
Publisher’s  Page  Design  tab  offers  a
Color  Schemes  and  Font  Schemes
gallery. Hover over different schemes to
preview  how  they  change  the  entire
template. This is a quick way to match
your  company or  school  colors.  If  you
need  specific  custom  colors,  you  can
modify  individual  element  colors
manually,  but  be  careful  to  maintain
consistency.

Adding and
Removing Pages
Newspapers  often  require  more  pages
for special editions. To add a page, go to
the Insert tab and click Page. You can
choose to add a blank page or duplicate

an  exist ing  one.  For  mult i -page
publications, use the Page Navigation
pane  on  the  left  to  reorder  pages  or
delete  them.  Master  pages  ensure
h e a d e r s  a n d  f o o t e r s  u p d a t e
automatically  on  new  pages.

Working with
Masthead and
Header
The  masthead  (the  newspaper’s  title
banner)  is  a  critical  branding element.
Most templates include a placeholder for
the  name,  date,  volume,  and  issue
number.  Double-click  to  edit  the  text.
You can also add a logo by inserting a
picture box and positioning it next to the
masthead.  For  a  classic  look,  consider
using a serif font for the title and a sans-
serif font for the body.

BEST PRACTICES FOR
NEWSPAPER LAYOUT DESIGN

Using  a  Microsoft  Publisher  newspaper
template gives you a head start, but to
produce a  publication that  stands out,
follow these proven design principles.

Establish a Clear
Visual Hierarchy
The most  important  story should have
the largest headline, typically at the top
of  the  front  page.  Use  secondary
headlines  for  other  articles,  and  keep
body text small and uniform. Templates
help with this because they pre-assign
headline styles, but you can adjust font
sizes and weights as needed.
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Use White Space
Wisely
White  space  (blank  areas)  improves
readability and prevents the page from
feeling cramped. Avoid overcrowding too
many  stories  on  one  page.  Templates
often  include  margins  and  gutters
(spaces  between  columns);  respect
these  boundaries.

Balance Text and
Images
A newspaper with only text looks dull,
but  too  many  images  can  be  chaotic.
Aim for a 60/40 text-to-image ratio on
most pages. Place images near related
articles,  and  wrap  text  around  them
using the Wrap Text option in Publisher.
Templates  usually  have  pre-placed
image blocks that maintain this balance.

Maintain
Consistency
Use the same fonts, colors, and spacing
throughout  the  publication.  If  you
change a  headline style  on page one,
reflect  that  change  on  interior  pages.
Publisher’s  Styles  pane  (similar  to
Word)  lets  you  save  and  reuse  text
formatting.

Proofread and
Test Print
Before sending to print, check for typos,
broken text links, and image resolution.

Print  a  test  copy  on  regular  paper  to
check margins and overall layout. Ensure
that page numbers are sequential  and
that  the  final  page  count  is  appropriate
(usually multiples of four if printing on a
booklet press).

PRACTICAL USE CASES FOR
MICROSOFT PUBLISHER
NEWSPAPER TEMPLATES

The versatility of these templates makes
them suitable for many scenarios. Here
are some real-world examples:

School Newspapers: Students
can use templates to create issues
covering sports, events, and
student achievements. Templates
with fun colors and large image
areas work well for younger
audiences.
Church Bulletins: Many religious
organizations publish weekly
newsletters with service
schedules, announcements, and
inspirational content. A simple
two-column template fits this need
perfectly.
Business Newsletters:
Companies use internal
newsletters to share updates,
employee milestones, and industry
news. A clean, corporate template
with company logo placement
conveys professionalism.
Real Estate Market Reports:
Real estate agents can create
quarterly market updates with
property listings, market statistics,
and neighborhood highlights.
Templates with tables and charts
are ideal.
Event Programs: For
conferences, galas, or festivals, a
one-page newspaper-style
program (often called a “special
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edition”) provides a schedule,
speaker bios, and sponsor ads in
an engaging format.

ADVANCED TIPS AND TRICKS

Once  you  are  comfortable  with  basic
customization,  explore  these  advanced
features to take your newspaper design
to the next level.

Using Building
Blocks
Publisher  includes  a  library  of  pre-
designed  elements  called  “Building
Blocks.”  These  include  pull  quotes,
s idebars ,  advert isements ,  and
decorative lines. You can drag them into
your page to add visual interest without
creating custom graphics.

Creating a Table
of Contents
For  multi-page  issues,  a  table  of
contents  helps  readers  navigate.  You
can  create  one  manually  using  text
boxes,  or  use  the  Insert  Table  of
Contents feature (available in Publisher
2019  and  Microsoft  365)  that  scans
headings in your document.

Exporting for

Digital
Distribution
While  newspapers  are  traditionally
printed,  digital  versions  are  also
valuable.  Export  your  publication  as  a
PDF  and  upload  it  to  your  website  or
email it to subscribers. You can also save
as an image sequence to create a photo
album.  Publisher  allows  you  to  give
hyperlinks  to  text  and  images  when
exporting as PDF, making it interactive.

Saving as a
Custom
Template
If  you  have  spent  hours  perfecting  a
layout for your organization, save it as a
reusable template. Go to File > Save
As, choose “Publisher Template (*.pub)”
as  the  file  type.  Next  time  you  start  a
new issue, open your custom template
and  start  fresh  without  losing  your
master  design.

COMMON PITFALLS TO AVOID

Even  with  a  high-quality  template,
mistakes  can  happen.  Watch  out  for
these common issues:

Ignoring Bleed and Margins:


