C ORR™ 1 §ON L QLS

Creative Professionals Press™ ‘ ‘ ‘

} /;:;\

cAnniversa l l
, I &M

”If You Can Afford |
Only One Book |
on Desktop Publishing,
This is the One.”
—New York Times

LOK[ \G GOOD

OURTH EDITION

L

Roger C. P_alrker ‘ | 6@3@!3

-




GREAT RAVES FOR

LOOKING GOOD IN
Lo CRE. RN T e SN

l”
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J. Williams
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“...Great book! Well worth the money!”
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" watching the miraculous transformation from

a design frog to a desktop-published prince.”
PC Magazine
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“A graphic design guide primer for anyone who
wants to design better looking...desktop-
published printed material.”

MacWEEK

“Looking Good in Print is an excellent and valu-
able resource.”

PCWEEK

“If you can afford only one book on desktop
publishing, this is the one.”

The New Y ork Times

“A must-have for desktop publishers...
demystifies the design process.”
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and Handbook

“Easy to read and understand...a bargain.”
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Welcome to the latest edition of Looking Good In Print. For a decade,
Looking Good In Print has been helping readers like you make the most
of their ads, brochures, newsletters, and training materials. More im-
portant, for over ten years Looking Good In Print has been helping

people advance their careers.

The desktop publishing revolution, which Looking Good In Print has
paced, broke down the barriers between writers and designers. Today,
you can’t depend on writing alone to get your message across. To suc-
ceed in today’s economy, you need to not only choose and use the right
words, you have to format them—you have to choose the right typeface
and design the page on which they’ll appear. Newsletter editors have
had to become graphic designers and typesetters—and so have busi-

ness owners, departmental managers, and consultants.

Ten years ago, the first edition of Looking Good In Print helped non-
designers, searching for an easy way to master graphic design, quickly
locate the information they needed. Today, Looking Good In Print not
only serves the same function, it also serves as a review guide for those
who have already mastered design but need a design refresher to brush

up on the details and improve their skills.

It's interesting to compare the similarities and differences between the
first edition of Looking Good In Print and the copy in your hand. I'm
pleased that the emphasis on message and basics like attention to
detail remains. However, like desktop publishing itself, the Looking
Good In Print in your hands is light-years ahead of what it was when
the book first appeared. The sections on photography and color, for
example, reflect the technological advancements of the past decade.
Who, ten years ago, would have dared to predict the impact that

] Adobe Photoshop would have on design?

Other improvements include new illustrations to keep the present edi-
tion abreast with an increasingly sophisticated market. The new
| appendix also includes entirely new sections on image databases,

prepress, file preparation, and color management.

Writers write to make a difference. One of the most satisfying aspects
of writing Looking Good In Print—aside from the friends I have made
who contacted me as readers—is the feeling that “this book has made
a difference.” I first realized this when, at a Seybold Publishing Confer-

ence in New York City, I met the art director of one of the nation’s

e e o ™y
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Before the advent of desktop publishing, graphic design was the exclu-
sive domain of art directors and design professionals. The knowledge
and equipment needed to produce printed publications were in the
hands of a select few; if you needed design work done, the only logical

option was to hire a professional.

Nowadays, the equipment needed for successful design—a personal
computer and some layout software—is available to everyone. You
don’t need to hire someone to create your business cards, advertise-
ments, newsletters and full-color brochures; you can create them

yourself, right on your own desktop. Fantastic, eh?

Well, maybe and maybe not. It's certainly convenient that do-it-your-
self design is possible, but the necessary expertise is not as easily
acquired as the necessary equipment. Layout software does not magi-
cally transform you into a designer, any more than the acquisition of
a whip and a chair would turn you into a lion tamer. It’s just a tool of
the trade, not the trade itself. If you don’t have some design sense to
go with your tools, you're not saving any money by “doing it your-
self”—where’s the triumph in avoiding the professional’s fee, if you

don’t end up with professional-looking results?

Looking Good In Print is a design guide for computer users—particularly
for those with little or no design experience—who want to make the

most of their desktop publishing investment.

Cultivating Your Design Sense

Regardless of your level of experience, you already may have more
design skills than you suspect. In fact, you probably have an inherent,
but as yet undeveloped, sense of good design—often referred to as

“good taste.”

Your experiences as a reader and consumer probably reflect this. See if

any of these scenarios sound familiar:

¢ You find your community newsletter difficult to slog through, even

though you're interested in the information.

* While shopping for wine, you get a sense that one brand is better

than another just by looking at the labels.

* At some restaurants, you browse the full menu even if you're pretty
sure what you want; at others, you simply order the first entrée

that looks good.
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e You're able to recall meeting a certain businessman because he

gave you a full-color business card.

In such instances, your inherent sense of design is screening the mes-
sages you receive: effective designs are getting noticed and
appreciated, while ineffective ones are being suffered or ignored. This
book will teach you how to hone your innate sense into a useful skill—
you'll learn to consciously analyze your preferences, and apply these

findings to your own designs.

Who Should Read Looking Good In Print?

Looking Good In Print is a practical design guide for anyone discovering
the challenges of desktop publishing. If you want to improve the ap-
pearance and effectiveness of your desktop-published projects, you

should find this book to be a lasting reference tool.

Looking Goad In Print is intended for users of all skill levels, from begin-
ners to seasoned pros. Although many of the techniques described
within will be familiar to experienced desktop publishers, the book is
not intended solely as a teaching aid: it also functions as a methodi-
cal, fully-illustrated compendium of design possibilities. The next time
your creative well runs dry, try browsing the pages of Looking Good In
Print; find a chapter that discusses the type of document or page ele-
ment you're working with, or just flip through randomly, looking at
examples. You're bound to stumble upon something useful—a neat
design trick you haven’t used in years, perhaps, or an unusual layout

structure you hadn’t considered.

How To Use This Book

Looking Good In Print is organized into three parts:

¢ Part One, “Elements Of Design,” outlines the underlying principles
of design and the common tools available in desktop publishing
software. You'll learn how to work with text, graphic accents, illus-

trations, photographs, and color.

e Part Two, “Putting Your Knowledge To Work,” applies the principles
and techniques of graphic design to specific projects you're likely to
undertake. You'll delve into the minutiae of designing newsletters,

advertisements, sales brochures, business cards, and much more.

e The Do It In Color section, the full color pages in the middle of the

book, features a “before-and-after” gallery of documents which

addresses a wide variety of design concerns.
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Readers who are new to desktop publishing should read the book from
beginning to end, with special emphasis on Section One. Intermediate
and advanced users can probably skim lightly through Section One—

except when fishing for ideas—but will gain valuable insights from the

other two sections.

Please note that throughout this book, the terms publication and docu-
ment are used to refer to any desktop publishing project, regardless of
its size or content. Referring to a business card as a publication is
admittedly a trifle silly, but since most design concepts are not docu-
ment-specific, the general terms are very appropriate. A good
technique presented in the chapter on newsletters might be just the
thing for your sales brochure. Take good ideas wherever you can

find them!

How Well Should You Know
Desktop Publishing?

This book assumes you're already comfortable with your desktop pub-
lishing hardware and software. It assumes your computer and printer
are up and running, and that you’ve gone through the tutorials or
read the manuals included with your software—enough, anyway, to be

familiar with the basic commands.

While not a substitute for your software’s documentation, Looking Good
In Print will help you get the most from your program. You may find
that techniques you once found intimidating—drop shadows, perhaps,
or runarounds—are less formidable if you know when and how to

use them.

Hardware/Software Requirements

Looking Good In Print is a generic guide, independent of any particular
hardware or software. It will serve as a valuable resource regardless of
whether you're using a dedicated page layout program such as
PageMaker or QuarkXPress, or an advanced word processing program
such as Microsoft Word or WordPerfect. Likewise, your platform can be
Macintosh or PC; it doesn’t matter. The elements of good design are

constant and achievable in any system.

I've included occasional references—particularly in Chapters 5 and 6,
which discuss the use of illustrations and photographs—to effects that
can be achieved with the use of an illustration- or photo-manipulation

program. Although readers of this book are not required or expected to

have these sorts of programs, it seemed remiss to leave them out of the
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discussion entirely—those who do have them deserve to know their full
potential, and those who don’t might benefit from knowing what's
possible. (Who knows, perhaps the possibilities will prove tempting

enough to spur a trip to the local software shop!)

What's New In The Fourth Edition?

For starters, most of the examples are new. In general, they're a little
more complex than the examples from past editions—this is inten-
tional, and meant to reflect the improvements in hardware and
software since the third edition of this book was published. Techniques
and tricks that formerly required separate software packages and con-
siderable expertise have become standard, easy-to-use features in
today’s layout programs; it's appropriate that the illustrations in this

book take full advantage of them.

In addition, I've weeded out some of the design suggestions and recom-
mendations which were beginning to show their age. Graphic design is
a lot like fashion; what was “in” a few years ago can seem tired or
stale today. Whenever possible, I've tried to replace the omissions with

new material reflecting current styles and trends.

Last but not least, the color portion of the book is almost wholly new,
with discussions of topics not explored in previous editions, and plenty
of new examples to feast your eyes on. (The Renaissance Festival poster
and the menu cover for the CyberCafé were created by designer Lisa
Gill—although they go well beyond the average desktop publisher’s
abilities to reproduce, they certainly represent something to strive for,

n’est-ce pas?)

All Set?

You can't loiter in the introduction forever, you know—the world of
graphic design awaits! If you're ready to get your feet wet, simply turn
the page.
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1

Part of the challenge of graphic design is that it has no “universal
rules.” Everything is relative; it can’t be reduced to a series of
“if...then” statements. Tools and techniques you use effectively in one

situation will not necessarily work in another.

For example, framing an advertisement in a generous amount of
white space can be an effective way to draw attention to the message.
A large border of white space on a newsletter page, however, can make

the text look like an afterthought, creating a sparse, uninviting look.

Or, consider typeface choices. A combination of Palatino for text and
Helvetica for headlines may look great for an instruction manual, but

it's probably too bland for a flyer announcing a jazz concert in the park.

If design were governed by a set of hard-and-fast rules, computer pro-
grams would replace graphic artists, and every advertisement, book,
brochure, newsletter, and poster would look the same. The resulting
uniformity’'would rob the world of the diversity and visual excitement

that add so much to magazines, newspapers, and even our daily mail!

Ultimately, designers should think in terms of tools, not rules. There are
many guidelines, conventions, and time-honored techniques in the
field of graphic layout. These are the tools of design, and a good de-
signer should have a thorough knowledge of them. Equally important,
however, is the ability to decide which tools are appropriate for a par-
ticular project. A good carpenter doesn’t use every tool in his kit on a

single task; neither should you.

Understanding Your Message
The design process is simply an extension of the organizing process that

began as you developed the concept for your project.

Good design is project-specific. The purpose of your project and the
relative importance of each point you wish to make are important
factors in determining the most effective layout. If you're unclear
about the purpose of your project or unable to prioritize the different
parts of your message, you'll find the design process difficult and the

results ineffective.

For example, let’s say you're designing a layout for a newsletter article
that includes a series of photographs. Unless you've considered the
roles of the photographs in the article, you won’t know how to position
them. You'll be forced to make strictly subjective decisions: “I think this
photograph looks good here,” and so on. But if you know how the pic-
tures relate to the story—and to each other—you’ll have an objective

basis for deciding the proper size and placement of each one.




Every aspect of a printed document—its size, the typefaces, the amount

of text, the relative size and position of each element—conveys a mes-
sage to its reader. If the document’s intended message was not a factor
in your design decisions, then your finished product will probably
send the wrong message. Before starting a project, ask yourself these

questions:

¢ Who is the intended audience?

e What is the basic message I'm trying to communicate?
e In what format will readers encounter my message?

* What similar messages have my readers encountered from other

sources or competitors?
e How does this publication relate to my other publications?

The more clearly you define your project’s purpose and environment,

the stronger your design will be.

Planning And Experimenting

Turn off your computer during the initial planning stage.

Design solutions are rarely the result of a sudden creative flash, like a
light bulb appearing over a cartoon character’s head. Successful
graphic design usually emerges from trial and error. Solutions are
the result of a willingness to try various design options until one
looks right.

Although desktop publishing lets you produce graphics on your com-
puter, it’s best to sketch initial ideas and trial layouts with pencil and
paper. The most powerful computer system won’t teach you how to

make effective design decisions. )
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GETTING STARTED S

WHY NOT PLAN ON

THE COMPUTER?

Yau may be thinking ta yourself:
Why shauld [ bother drawing
squiggly lines to represent text
and happy faces for photos
when I've got the real text and
photos just waiting ta be laid aut
an my computer? A fair ques-
tian, but take it from sameane
wha's been there—it's a bad
idea. Planning an the computer
is counter intvitive. There's a
tendency ta allat space ta page
elements based an their original
sizes. You'll find yaurself daing
a lat of repasitioning and nat
enaugh resizing. Also, it's much
slower. You can create five
hand-drawn sketches far a
newsletter nameplate in the time
it takes ta create ane draft an
the computer. The computer
nameplate might look a litile
better in the end, but the extra
detail is unnecessary. At this
paint, yau're only trying to
determine if the basic idea is
gaod. Most ideas from the initial
brainstorming sessian get
pitched anyway, sa it’s unwise
ta spend a long time on each
ane. In the warst case scenario,
you might find yourself adapting
a bad idea in arder ta justify the

time spent on it.
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Try out a variety of ideas. When you finish one sketch, begin another.
Let speed become a stimulant. Don’t bother with excessive detail—use
thin lines for text, thick lines or block lettering for headlines, and
happy faces for art or photographs. Even simple representations such
as these will give you a sense of which arrangements work, and
which don't.

Seek Inspiration

Train yourself to analyze the work of others.

Sensitize yourself to examples of effective and ineffective design. If a
certain restaurant’s menu catches your eye, take a moment to deter-
mine why it appeals to you. If you see an advertisement in the

newspaper that seems confusing or cluttered, dissect it, and identify

why it doesn’t work.

Clip File
Most experienced graphic artists maintain a clip file containing samples
they like.

Keep copies of documents that strike you as attractive or eye-catching.
Always be on the lookout for new additions, even if they have no bear-

ing on your current project.

When you get stuck on a project, spend a few moments reviewing your
favorite designs on file. Chances are, they’ll serve as catalysts for your

design decisions.

If your projects will be printed in two-, three-, or four-color, you may
want to collect samples of color projects that you feel are particularly

effective.

Look Beyond Desktop Publishing

It's easy to forget that desktop publishing software is only a tool for
implementing your designs. All too often, desktop publishers will un-
consciously bend their designs to fit the built-in features of their
favorite software. Don’t fall into this trap. Keep the creative process

separate. There'’s always a way to implement a great idea.

To focus on design without the technological trappings, skim profes-
sional design publications that showcase elegant design examples.
Try joining a local advertising group, art directors club, or communica-

tions forum. It doesn’t matter if you're not involved in the advertising

or public relations fields. Desktop publishers share a common goal of
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informing, motivating, and persuading others. You're likely to return
from these meetings with a fresh perspective on your communication

and design efforts.

Design Concepts

There are certain qualities that every printed document should have,
regardless of its form or purpose. Think of this list as a safety check,
similar to a car inspection. If your document falls flat in any category,
it'’s probably a good idea to go back to the repair shop:

e Relevance

e Proportion

e Direction

e Consistency

¢ Contrast

e The “total picture”

e Restraint

e Attention to detail

Relevance
Each graphic element should fulfill a specific function.

In music, there’s nothing right or wrong about notes such as middle C
or B-flat. Similarly, there are no good or bad design elements—only

appropriate or inappropriate ones.

Successful graphic design is relevant. Design choices convey a message.
It's your job to ensure that the message is appropriate for its intended

\

audience.

A letterhead for a prestigious law firm should be easily distinguishable

from a letterhead for a music studio.

DEWEY, CHEATUM & HOWE LEGAL SERVICES

“Why settle for less?”

Blue
n noles your one-stop professional recording studio
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The conservative design used in a financial newsletter would not be

appropriate in a gardening newsletter.

Yol.2- No.1 - February 1993

New Federal Rules Affect
All Branch Operations
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Check out our
online address:
www.magicbeans.com
FREE SEEDS!

2 Allergres
3 Mushrooms
4 Insects

5 Ferulizers

2 Knee Pads

3 Garden Weasel
4 Tractors

5 Window Boxes

INSIDE:

2: Interest Rates
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An image-building magazine ad requires a different design approach

than a price-based newspaper ad.

How
about an

office with
a real‘:lﬁw?

Fred’s Auto
is slashing
prices on all
makes—all models!

FORD » SATURN  HYUNDAI » HONDA
TOYOTA ¢ ISUZU  MITSUBITSHI « MERCURY

(800)555-1234 The only

name for

Fred's Auto, located 1 mile south of Hwy. 50, across from the gigantic junkheap.

Each design element should be judged on its ability to help the reader
understand your message. Don't be afraid to nix an attractive-looking
graphic that doesn’t really fit into your publication. The world is full of
gorgeous graphics that don’t belong in your publication. Similarly,
don't let your desktop publishing system’s capabilities get in the way of
clear communication. The ability to create a gradient fill instantly is
not a good reason to use a gradient fill. The availability of a decorative
typeface doesn’t make it appropriate for your task. You shouldn’t be
asking yourself what you can do—the answer to that question doesn’t

change from project to project. Instead, ask yourself what you should do.
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Quite often, the correct design solution will be very simple, utilizing
few or none of your software’s bells and whistles. Clarity, organization,

and simplicity are as critical to design as they are to writing.

Proportion
The size of a graphic element should be determined by its relative impor-

tance and its environment.

Because there are no absolutes in graphic design, success is determined

by how well each piece of the puzzle relates to the pieces around it.

For example, the proper size for a headline is determined partly by its
importance and partly by the amount of space that separates it from
adjacent borders, text, and artwork. A large headline in a small space

looks cramped.

Mighty Big Headline

Lorem ipsum dolor sit amet, adipiscing elit, sed
diam nonummy nibh euismod tincidunt ut laoreet
dolore magna aliquam erat volutpat. Ut wisi enim ad
minim veniam, quis nostrud exerci tation ullamcorper
suscipit lobortis nisl ut aliquip ex ea commodo
consequat.

Duis autem vel eum iriure dolor in hendrerit in
vulputate velit esse molestie consequat, vel illum

ut wisi enim ad minim veniam, quis nostrud exerci
tation ullamcorper suscipit lobortis nisl ut aliquip ex
ea commodo consequat. Duis autem vel eum iriure
dolor in hendrerit in vulputate velit esse molestie
consequat, vel illum dolore eu feugiat nulla facilisis
at vero eros et accumsan et iusto odio dignissim qui
blandit praesent luptatum zzril delenit augue duis
dolore te feugait nulla facilisi.

Likewise, a small headline in a large space looks lost.

Awfully Small Headline

Lorem ipsum dolor sit amet, adipiscing elit, sed
diam nonummy nibh euismod tincidunt ut laoreet
dolore magna aliquam erat volutpat. Ut wisi enim ad
minim veniam, quis nostrud exerci tation ullamcorper
suscipit lobortis nisl ut aliquip ex ea commodo
consequat.

Duis autem vel eum iriure dolor in hendrerit in
vulputate velit esse molestie consequat, vel illum

ut wisi enim ad minim veniam, quis nostrud exerci
tation ullamcorper suscipit lobortis nisl ut aliquip ex
ea commodo consequat. Duis autem vel ¢um iriure
dolor in hendrerit in vulputate velit esse molestie
consequat, vel illum dolore eu feugiat nulla facilisis
at vero eros et accumsan et iusto odio dignissim qui
blandit praesent luptatum zzril delenit augue duis
dolore te feugait nulla facilisi.

The proper thickness of lines—rules, in desktop publisher lingo—is
determined by the size of the type and the surrounding white space.

Rules that are too thick can interfere with legibility.

Who'’s important here?
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Rules that are too thin can lack effectiveness.

Also, consider proportion when working with groups of photographs or

illustrations on a page. When one photograph is larger, the reader

perceives it as being more important. Crop or resize your photos so

that their sizes reflect their relative importance.

Type size and the distance between lines should relate to the column
widths that organize the type. As you'll see later, wide columns are
generally preferable for large type, and narrow columns are appropri-

ate for small type.

Direction
Effective graphic design guides the reader through your publication.

Readers should encounter a logical sequence of events as they read
through your publication. Graphic design is the road map that steers

them from point to point.
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The design of that map generally follows the readers’ natural tendency

to read from upper left to lower right.

Consistency

Consistency leads to an integrated style.

Style reflects the way you handle elements that come up again and
again. Part of a document’s style is decided from the beginning. The

rest emerges as the document develops visually.

Consistency is a matter of detail. It involves using restraint in choosing
typefaces and type sizes, and using the same spacing throughout your

document.

Your publications need to be consistent within themselves and with
your organization’s other print communications. If you use one-inch
margins in the first chapter of a book, you need to use one-inch mar-

gins in all chapters.

You can provide page-to-page consistency in any of the following ways:

» Consistent top, bottom, and side margins.

GETTING STARTED
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* Consistent typeface, type size, and spacing specifications for text,

headlines, subheads, and captions.

e Uniform paragraph indents and spaces between columns and

around photographs.

¢ Repeating graphic elements, such as vertical lines, columns, or

borders on each page.

For example, you can create an “artificial horizon” by repeating a

strong line or graphic on each page in your publication.

SIDDOWN BlG BIRD FLOWERS SQUIGGLIES CLICKER

Lorem psum dolor st Ut wisi enim ad minim Lobortis mslut aliquip  Lorem tpsum dolor st Odio dignessim blandit
amet, consectetuer vemiam, quis nostrud ex ca commodo duis amet, consecletuer praesent luptatum zznil
adipiscing elit,sed diam  exerca tation ullamcorper autem vel cum 1riure adipiseng elit. sed diam  delemit augue duis bortis
nonummy nibh euismod  suscipit lobortis misl ut dolor n hendrent in nonummy nibh evismod  nzsi ut aliquip commodo
tncidunt ut laoreet ahquip ex ¢a commodo vulputate velit esse tncidunt ut laoreet duss autem vel eum
dolore magna aliquam comequat. Duis autem molestie consequat, vel  dolore magna aliquam iriure dolor in hendrerit
erat volutpat. Ut wisi vel eumrure dolor in illum dolore eu feugiat erat volutpat. Ut wisi n vulputate velit esse
emm ad Minm vensam, hendrent in vulputate nulla facihsis, suscipit emm ad mimm veniam. molestie consequat, vel
quis nostrud exerci tation  velit esse molestie lobortis msl ut aliquip ex  quis nostrud exerci tation  illum dolore eu feugiat
ullamcorper suscipit consequat, vel illum ca commodo consequat.  ullamcorper suscipit. ¢a  nulla facilisis. suscipit
Tobortis sl ut aliquip ex  dolore cu feugiat nulla Duss autem vel eum commodo consequat, Tobortis sl ut ahquip ex
ea commodo consequat.  factlisis at vero eros et inure dolor 1n hendrent Duis autem vel eum ea commodo consequat
Duis autem vel eum accumsan ¢t iwsto odio in vulputate velit esse iriure dolor n hendrent Duis autem vel eum
inure dolor m hendrerit dignissim gui blandit molestie consequat. vel in vulputate velit esse iriure dolor in hendrent
n vulputate velit esse praesent luptatum zze1l illum dolore cu feugiat  molestic consequat. vel  in vulputate velit esse
molestie consequat. vel  delenit augue duis dolore nulla facihists at vero tllum dolore eu feugiat  molestie conscquat, vel
lum dolore eu feugiat te feugait nulta facilist. eros et accumsan et wusto  nulla facilisis at vero illum dolore eu feugiat
nulla facilisis at vero Nam liber tempor cum odio digmissim qui eros et accumsan et usto  nulla facilisis at vero
eros et accumsan etiusto  soluta nobis cleifend blandit pracsent luptawm  odio digmissim facilisis  eros et accumsan et iusto
odio dignissim qui option congue nibul zzril delenit augue duts  at vero eros et accumsan  odio dignissim qui
blandit praesent luptatum  imperdiet doming 1d dolore te feugait nulla ctiusto odiodigmssim  blandit praesent luptatum
2znl delentt augue duis  quod mazim placerat facihisi. Nam liber qu blandit praesent 2zn1l delenit augue duis
dolore te feugait nulla facer possim assum. tempor cum soluta nobis  luptatum zzril delenit dolore te feugait nulla
facilisi. Lorem 1psum Lorem ipsum dolor sit cleifend option congue  augue duss dolore te factlm Nam liber

dolor sit amet. consec amet, consectetuer nilul imperdiet doming feugant nulla faciis tempor cum sofuta nobis
tetuer adipiscing elit. adipiscmg cht. sed diam 1d quod mazim placerat  facer possim assum eleifend option congue
diam nonummy nibh nonummy nibh euismod facer possim assum, facilisis at vero eros et mibal imperdiet doming
cuismod tincidunt ut tincidunt ut laoreet accumsan et usto odio i quod mazim placerat
laoreet dolore magna dolore magna aliquam dignissim qui blandit facer possim assum.
aliquam erat volutpat. erat volutpat. praesent luptatum zzril

Utwisi emm ad mimm delenit augue duis dolore

veniam, quis nostrud te feugant nulla facilist.

exerc tation ullamcorper

suscipit

One of your biggest challenges as a designer is to reconcile the con-
tinuing conflict between consistency and variety. Your goal is to create
documents that remain consistent without becoming boring. Boredom

occurs when predictability and symmetry dominate a document.

Contrast

Contrast provides dynamic interest.

Contrast gives “color” to your publication by balancing the space de-
voted to text, artwork, and white space. When analyzing an attractive
publication, compare dark areas—such as large, bold headlines, dark

photographs, or blocks of text—and notice how they’re offset by lighter

areas with less type.
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High-impact publications tend to have a lot of contrast. Each page or
two-page spread has definite light and dark areas, with lots of white

space and illustrations.

POLITICAL
I N S I D E R

k X

In Trouble

In Session &

Republicans
on the Move

Printed by the Society for Political Correctness

Lorem ipsum dolor sit amet,
consectetuer adipiscing elit,
sed diam nonummy nibh
euismod tincidunt ut laoreet
dolore magna aliquam erat
volutpat. Ut wisi enim ad
mimim veniam, quis nostrud
exerci tation ullamcorper
suscipit lobortis nisl ut aliquip
ex ea commodo consequat.
Duis autem vel eum iriure
dolor in hendrerit in vulputate
velit esse molestie consequat,
vel illum dolore eu feugiat
nulla facilisis at vero eros et
accumsan et iusto odio
dignissim qui blandit praesent
luptatum zzril delenit augue
duis dolore te feugait nulla
facilisi. Lorem ipsum sit amet,

Ut wisi enim ad minim
veniam, quis nostrud
exercitation ullam corper
suscipit lobortis nisl ut aliquip
commodo conseq. Duis autem
vel eum dolor in hendrerit in
vulputate velit esse molestie
consequat, vel illum dolore eu
feugiat nulla facilisis at vero
eros et accumsan et odio
dignissim qui blandit praesent
luptatum zzril delenit augue
duis dolore te feugait nulla
facilisi option congue nihil
imperdiet.

Duis autem vel eum iriure
dolor in hendrerit in vulputate

September 1998

consectetuer adipiscing elit,
diam nibh euismod tincidunt
ut laoreet dolore magna autem
vel iriure dolor in hendrerit in
vulputate dolore eu feugiat
nulla facilisis at vero.

velit esse molestie consequat,
vel illum dolore eu feugiat
nulla facilisis at vero eros et
accumsan et iusto odio
dignissim qui blandit praesent
luptatum zzril delenit augue
duis dolore te feugait nulla
facilisi. Lorem ipsum sit amet,
consectetuer adipiscing elit,
diam nonummy nibh
euismod tincidunt ut laoreet
dolore magna.Lorem dolor sit
amet, consectetuer adipiscing,
sedl diam nonummy euismod
tincidunt ut laoreet dolore
magna aliquam erat volutpat.
Ut wist enim minim veniam,

Text-rich documents tend to be rather low in contrast—every page is
a uniform shade of gray. This low-impact approach is appropriate
for publications such as formal reports, policy statements, and press

releases.

A good way to observe contrast is to turn the publication upside down.
Viewed from that perspective, your eyes aren’t misled by the tendency
to read individual words. Instead, you concentrate on the overall color

of the publication.

Contrasting sizes can create visual tension, which helps keep the
reader interested. For example, you might have a headline set in a

large size above a subhead set in the same typeface at a much

smaller size.




14 CHAPTER

1

CHarTER EIGHT
1%

The Plot Thickens

Lurem ipsum dolor sit amer, adipiscing elit, sed diam nonummy nibh euismod
tincidunt ut laoreet dolore magna aliquam erat volutpat. Ut wisi enim ad minim veniam,
quis nostrud exerci tation ullamcorper suscipit lobortis nisl ut aliquip ex ea commodo
conscquaL

Duis autem vel eum iriure dolor in hendrerit in vulputate velit esse molestie consequar,
vel illum dolore eu feugiat nulla facilisis at vero eros et accumsan et iusto odio dignissim
qui blandit praesent lupratum zzril delenit augue duis dolore te feugait nulla facilisi.
Lorem ipsum dum dolor sit amet, consectetuer adipiscing elit, sed diam nonummy
nibh euismod tincidunt ut laoreet dolore magna aliquam ut wisi enim ad minim veniam,
quis nostrud exerci tation ullamcorper suscipit lobortis nisl ut aliquip ex ea commodo
consequat. Duis autem vel eum iriure dolor in hendrerit in vulputate velit esse molestie
consequat, vel illum dolore eu feugiat nulla facilisis at vero eros et accumsan et iusto
odio dignissim qui blandit praesent luptarum zzril delenit augue duis dolore te feugait
nulla facilisi.

Nam liber tempor cum soluta nobis eleifend option congue nihil imperdier doming
id quod mazim placerat facer possim assum. Lorem ipsum dolor sit amer, consectetuer
adipiscing elit, sed diam nonummy nibh euismod tincidunt ut laoreet dolore magna
aliquam erat volutpat. Ut wisi enim ad minim. Lorem ipsum dolor sit amet, adipiscing
clit, sed diam nonummy nibh euismod tincidunt ut laoreet dolore magna aliquam erat
volutpat. Ut wisi enim ad minim veniam, quis nostrud exerci tation ullamcorper suscipit
lobortis nisl ut aliquip ex ¢ca commodo consequat.

Duis autem vel eum iriure dolor in hendrerit in vulputate velit esse molestie consequat,
vel illum dolore eu feugiat nulla facilisis at vero eros et accumsan et iusto odio dignissim
qui blandit praesent luptatum zzril delenit augue duis dolore te feugait nulla facilisi.
Lorem ipsum dum dolor sit amet, consectetuer adipiscing elit, sed diam nonummy
nibh euismod tincidunt ut laoreet dolore magna aliquam urt wisi enim ad minim veniam,

Lorem ipsum dolor sit amet, adipiscing elit, sed diam
nonummy nibh euismod tincidunt ut laoreet dolore magna
aliquam erat volutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper suscipit lobortis nisl ut
aliquip ex ea commodo consequat.

VISUAL TENSION

THE CAUSE AND THE CURE

Duis autem vel eum iriure dolor in hendrerit in vulputate
velit esse molestie consequat, vel ilum dolore eu feugiat nulla
facilisis at vero eros et accumsan et iusto odio dignissim qui
blandit praesent luptatum zzril delenit augue duis dolore te

Effective graphic design is based on balancing contrast and consis-
tency. Your designs must be dynamic enough to keep the reader
interested, yet consistent enough so that your publication emerges with

a strong identity.
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The Total Picture

Think of graphic design as the visual equivalent of a jigsaw puzzle.

Your job is to assemble a total picture from a series of parts. No piece
of the puzzle should be isolated from the others. The various parts

need to fit together harmoniously.

The “total picture” includes consideration of the environment in which
your advertisement or publication will be distributed. For example,
when designing a newspaper advertisement, consider how it will look
when surrounded by news items and other ads. When planning a
newsletter or direct-mail piece, imagine how it will look when it arrives
in the recipient’s mailbox. When creating product literature, visualize

it displayed in a brochure rack.

Inside a publication, the most important part of the total picture is the
two-page spread. When designing multipage publications such as
newsletters, brochures, or books, focus on two-page spreads instead of
individual pages. If you design each page as a self-contained entity,
you might end up creating two pages that look good individually but

don’t work side by side.

This left-hand page is visually attractive and self-contained.

Dominion Home Heatt 2

1S
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This right-hand page also works well on its own.

Whar We Do For You 3

[ Producs _JINNNNR]  Scrvices

When viewed side by side, however, they fight each other and present

a disorganized, difficult-to-read image.

Dominion Home HeaLtH 2 Whar We Do For You 3
e
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Remember that readers see left- and right-hand pages together as one

large piece.

Dominion Home HeaLH 2 Whar We Do For You 3

Restraint
Strive for simplicity in design.

Restraint is probably the most difficult design principle to apply in a
I consistent manner. That’s because desktop publishing presents you
i with tremendous design power—power which used to be limited to
those who had years of training and thousands of dollars worth of

equipment.

With so much power at your fingertips, it’s edsy to forget that straight-
forwardness is a virtue and graphic design should be invisible to the

reader. Overuse of graphic gimmickry results in a cluttered look.

Restraint is exemplified by sticking to a few carefully chosen typefaces,

styles, and sizes.

Remember that emphasis can be effective only within a stable frame-

work. If every item on the page is clamoring for the reader’s attention,

the result will be that nothing really stands out. Excessive use of em-

phasis weakens your publication to the point of losing all impact.

e : TP LY .Y
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aliquam erat volutpat. Ut wisi enim ad
minim veniam, quis nostrud exerci tation
ullamcorper suscipit lobortis nisl ut aliquip

Duis autem vel eum iriure
dolor in hendrerit in
vulputate velit esse
molestie consequat. vel
illum dolore eu feugiat
nulla facilisis at vero eros
et accumsan et iusto odio
dignissim qui blandit
praesent luptatum zzril
delenit augue duis dolore
te feugait nulla facilisi.

Lorem ipsum dolor sit
amet, consectetuer
adipiscing elit, sed diam
nonummy nibh euismod
tincidunt ut laoreet dolore

-POT LUCK

magna aliquam erat
volutpat. Ut wisi enim ad
minim veniam, quis
nostrud exerci tation
ullamcorper suscipit
lobortis nisl ut aliquip ex
ea commodo consequat.

Duis autem vel eum iriure
dolor in hendrerit in

sul
Lorcm \:met, Lorem ipsum dolor sit amet, consectetuer
dolor sit ruer adipiscing elit, sed diam nonummy nibh
ns cte eutsmod tincidunt ut laoreet dolore magna INSIDE:

2: League Wins

3: New Hours!
4. Child Care

doming id quod mazim
placerat facer possim
assum,

Lorem ipsum dolor sit
amet, consectetuer
adipiscing elit, sed diam
nonummy nibh euismod
tincidunt ut lacreet dolore
magna aliquam erat
volutpat. Ut wisi enim ad
minim veniam, quis
nostrud exerci tation
ullamcorper suscipit
lobortis nis] ut aliquip ex
ea commodo consequat.

Q> = : < :
| 2= Dinner putate velitesse Duis autem vel eum iriure
~ lestie consequat. vel dolor in bendrerit in
Scratch your ne : ¥
ame HERE illum dolore eu feugiat vulputate velit esse
& what food nulla facilisis at vero eros molestie consequat. vel
f “Mﬁm:;‘ et accumsan et iusto odio illum dolore eu feugiat

dignissim qui blandit
praesent luptatum zzril
delenit augue duis dolore

nulla facilisis at vero eros
et accumsan et justo odio
dignissim qui blandit

te feugait nulla facilisi. praesent luptatum zzril
Nam hiber tempor cum delenit augue duis dolore
soluta nobis eleifend option  te feugait nulla facilisi.

Drop this coupon
y congue nihil imperdiet Lorem ipsum dolor sit

in the box b
the copy machine.

d X Vote Today! %]} |

Attention To Detail

Successful design is based on attention to detail.

The old maxim holds true: The devil is in the details. The smallest
offending detail can sabotage the appearance of an otherwise attrac-
tive project.

Double-spacing after periods, for example, can create annoying rivers
of white space in a text block. This can also be true of columns of text
with full justification—that is, columns in which all lines are the same
length. Some lines can get very sparse, creating huge gaps between

words. The reader’s eyes end up following the gaps instead of the text.

Headlines and subheads placed at the bottom of columns or pages set

the readers up for disappointment, because the promised topic doesn’t

appear until the start of the next column or page.




Rivers of white space...

Lorem ipsum dolor sit
amet, consectetuer  adipis
cing elit, sed diam  nonum
nibh cuismod tinc idunt
laoreet ut dolore magna
aliquam  erat volutpat. Ut
wisi enim - minim  veniam,
quis nostrud exerci tation
utlamcorper  suscipit  lob
ortis nisl ut aliquip ex eca
commodo consequaL

Duis autem vel eum iriure
dolor in hendrerit  vulputate
velit esse molestie conseq
vel illum dolore eu leugiat
nulla facilisis at vero eros
et accumsan et iusto
odio dignissim qui blandit

praesent luptatum  zzril
delenit augue duisdolore
teugait nulla facilisi. Lor
ipsum dolor sit amet, conse
ctetuer adipiselit, sed diam
nonum  mynibh  cuism
tincidunt ut  laoreet dolore
magna aliquam erat volutpat.

Ut wisi enim ad minim
veniam, quis nostrud exerci
tation ullam corper susci

vulputate velit es molestie
consequat, vel illun dolore
cu fteugiat nulla facilisis at
vero amet.

Eros et accumsan et iusto
odio dignissim qui blandit
praesent  luptatum  zzril
delenit augue duis dolore
te leugait nulla facilisi.

Nam liber tempor cum
soluta nobis eleifend option
congue nihil imperdiet dom-
ing id quod mazim placerat
facer possim assum. Lorem
ipsum dolor sit  amet,
consectetuer adipiscing elit,
sed diam nonummy nibh
euismod tincidunt  laoreet
dolore magna aliquam erat
volutpat. Ut wisi enim
ad minim veniam, quis
nostrud  exerci  tation
ullamcorper suscipit lobortis
nisl ut aliquip ex ea com
modo consequat.

Duis autem vel eum iriure
dolor in hendrerit in vulp
utate velit  molestie con
sequat, vel illum dolore eu
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pit lobortis nisl ut aliquip feugiat nulla facilisis.

ex ea commodo conse Ut wisi enim ad minim
quat. Duis autem vel eum veniam, quis nostrud exerci
iriure dolor  hendrerit in tation ullamcorper suscipit

Pay Attention Lorem ipsum dolor sit amet. adipiscing elit, sed diam

to Detail nonummy nibh euismod tincidunt ut laoreet dolore [
magna aliguam erat volutpat. Ut wisi enim ad minim
veniam, quis nostrud exerci tation ullamcorper suscipit |
lobortis nisl ut aliquip ex ea commodo consequat.

Duis autem vel eum iriure dolor in hendrerit in
vulputate velit esse molestie consequat, vel ilium
dolore eu feugiat nulla facilisis at vero eros et
accumsan et iusto odio dignissim qui blandit praegent
luptatum zzril delenit augue duis dolore te feugait nulla
facilisi. Lorem ipsum dum dolor sit amet, consectetuer
adipiscing elit, sed diam nonummy nibh euismod
tincidunt ut laoreet dolore magna aliquam ut wisi enim
ad minim veniam, quis nostrud exerci tation
ullamcorper suscipit lobortis nisl ut aliquip ex ea
commodo consequat. Duis autem vel eum iriure do-
lor in hendrerit in vulputate velit esse molestie
consequat, vel illum dolore eu feugiat nulla facilisis at
vero eros et accumsan et fusto odio dignissim qui
blandit praesent luptatum zzril delenit augue duis
dolore te feugait nulla facilisi.

Nam liber tempor cum soluta nobis eleifend option
congue nihil imperdiet doming id quod mazim placerat
facer possim assum. Lorem ipsum dolor sit amet,
consectetuer adipiscing elit. sed diam nonummy nibh
euismod tincidunt ut laoreet dolore magna aliquam
erat volutpat. Ut wisi enim ad minim. Lorem ipsum
dolor sit amet, adipiscing elit, sed diam nonummy nibh
euismod tincidunt ut laoreet dolore magna aliquam
erat volutpat. Ut wisi enim ad minim veniam, quls
nostrud exerci tation ullamcorper suscipit lobortis.

Not Good! Duis autem vel eum iriure dolor in hendrerit in
vulputate velit esse molestie consequat, vel illum
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Text placed in boxes should be indented on both sides. Otherwise, it

may bump into the borders of the boxes.

Lorem ipsum dolor sit amet, adipiscing
elit, sed diam nonummy nibh euismod
tincidunt ut laoreet dolore magna aliquam
erat volutpat. Ut wisi enim ad minim
veniam, quis nostrud exerci tation
ullamcorper suscipit lobortis nisl ut aliquip
ex ea commodo consequat.

Duis autem vel eum iriure dolor in
hendrerit in vulputate velit esse
molestie consequat, vel illum dolore
eu feugiat nulla facilisis at vero eros
et accumsan et justo odio dignissim
qui blandit praesent luptatum zzril
delenit augue duis dolore te feugait
nulla facilisi.

Lorem ipsum dum dolor sit amet,
consectetuer adipiscing elit, sed diam
nonummy nibh euismod tincidunt ut
laoreet dolore magna aliquam ut wisi enim
ad minim veniam, quis nostrud exerci
tation ullamcorper suscipit lobortis nisl ut
aliquip ex ea commodo consequat.

Editorial tasks such as proofreading also require a lot of attention to
detail. Correctly spelled yet misused words can sneak by spell-checking

programs, which can’t differentiate spelling from usage.

The inns and outs of hotel management.

Have several people proofread your document before you send it to
press. Although most printers supply their clients with galleys (mock-
ups of the finished product, suitable for making last-minute
corrections), you shouldn'’t expect to make major changes to galley
prints. Galleys are designed to flag printer-related problems, like spots
and scratches on the film or overly-dark photos. Editorial errors should

be weeded out long before the galley stage.

Examining Proofs

Analyze reduced-size copies of your pages.

Most desktop publishing programs let you print out thumbnail proofs—
smaller copies of your pages arranged so that multiple pages fit on a

single sheet of paper. Facing pages are typically printed side by side, so

you can preview the spreads.




T————

Thumbnail proofs let you see where good design has been sacrificed for

expediency. Overuse of symmetry or contrast also becomes obvious.

Loak Baysnd Desktop Publishing

Moving On

All of these lofty design concepts probably seem like a lot to remember,
but don't panic. If you keep the purpose of your project firmly in mind
while developing the design, you'll find that most of these concerns
take care of themselves. Still, it’s a good idea to run the drafts of your
designs through the concept checklist, to see if any particular qualities

are lacking.

The next chapter explores the organizational tools you'll use in creat-

ing your published projects.

GETTING STARTED
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Once you've prepared a few pencil-and-paper sketches of the basic
layout, it's tempting to leap in with both feet. Bring on the text and
graphics! Hey, you can tweak the margins later, right?

Well, I suppose you can, but it’s certainly not the easiest way. A little
organization at this point will save you hours of work later on. It’s like
a 10-minute warmup prior to strenuous exercise; yes, it’s a slight nui-

sance, but you're ultimately spared a lot of pain.

Why is organization so important? A well-organized document has

several tangible benefits:

e [t’s easier to produce. Establishing a grid for your pages will help you
determine workable sizes and placements for page elements. You'll
have a logical basis for design decisions, rather than be forced to

play arbitrary guessing games.

e [t’s easier to edit. Tagging your page elements with styles will make
editing a snap. You say you want more space before those sub-
heads? Italic type rather than bold for the captions? Using styles,
these sorts of changes can be made in seconds, regardless of the
length of your document. Without styles, you’ll have to track down

and tweak each individual case.

e [t’s easier to read. Organization steers the reader’s eyes. It shows
them what'’s of primary importance, and what'’s supplemental. Best
of all, it shows them where to find the information they want. If
you've ever spent an hour flipping through a poorly organized
instruction manual, looking for some specific tidbit of information,

you know how frustrating a lack of organization can be.

Your desktop publishing program is brimming with tools that will help
you produce well-organized documents. Learn to use them. Your read-

ers will thank you.

Page Organizers

Page organizing tools—grids, columns, gutters, and margins—define
the usable space on a page and provide a framework for placing page
elements. All desktop publishing software contains these tools, though

the implementation will vary slightly from program to program.
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Grids

Grids establish the overall structure of a page by specifying the placement of
text, display type, and artwork.

Grids consist of nonprinted lines that show up on your computer
screen but not on the finished publication. Grids determine the num-
ber of columns, margin size, placement of headlines, subheads, pull

quotes, and other page elements.

They’re valuable for a number of reasons. They set page-to-page or
project-to-project consistency, and they help you avoid reinventing the
wheel each time you create another ad or newsletter issue. Layout can

be determined once and reused with only slight variations.

Desktop publishing programs differ in their ability to create grids.
Some programs provide you with ready-made grids that you can
modify.

Many programs use a series of horizontal and vertical lines that define

columns and page margins.

w File Edit Utilities Layout Type Element Window

T —— = =

e I = BB

i

Lottt b .|.§|.1.1.1.5].|.|.|.|4|.MI.|.|.|.|0‘

My Document

Lorem ipsum dolor sit amet, con  hendrerit in—
sectetuer adipiscing elit, sed diam  consequat, Y
nonummmy nibh euismod fincidant ut  nulla facilis
lacreet dolore magna aliquam erat gt iusto odi
volutpat. Ut wisi enim ad minim  luptaturn zZ
veniam, quis nostrud exerci tation  feugait nullg
nllamcorper suscipit lobortis nisl ut  lor sit amet
aliquip ex ea commodo consequat.  glit, sed diar]
Nam liber ternpor soluta nobis  tincidunt u
eleifend option congue nihil imper  aliquamera

dietdoming quod mazim placerat Duis autgg
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Other page-layout programs are based on setting text into boxes

or frames.
- _File Edit_Siyle Item Page Uiew Utilities |
L ; =———5—— Document] =F—— =E|
. lj_JlIlll‘llll'l||2[)|III||3‘l||||||4|[l|]|llsl k'
1O I
N
& 3
X1, 4 y Document ]
X)) 3 Lorem ipsun dolor St amer, consectener adip- 1
D] iscing elit, sed dism nonunmy nibh enismod
o< BE tincidunt ut laoreer dolore magna aliquarn erst
1.3 volutpet. Ut wisi enira ad minim veniar, quis
23 nostrnd exerci tation vllamcorper sascipit I
,,,},, 3 lobords nisl ut aliquip ex ee ¢oranodo.
@d| ] Duis anten vel enm irivre dolorin hendrert
leim| 3 in vulputate velit esse molestie consequar, vel
= illure dolore en feugiat nulls facilis's o vero
23 er0s et accur san et 1usto odio digni ssim qui
3 blandit praesent luptanumn zznl delenit augue |
E duis dolore te feugsit nulla facilis.
e 5
100% | Page 1 &l (@] ) [ 5|

Many word processing programs also let you format pages by setting
parameters that define column placement and margins, even though

the column boundaries aren’t always visible on screen.

@ File Edit Uiew iInsert Format Tools Table Window
NEEIEREPRERE IR EIEE R
lNormal ‘Blﬁmes ]BIIZ j@lnlllu].ﬁjilg
38 — === Lorem ipsum.txt :H!EEI
EX.L.|...1...|.. )\_ v o o4 oo el oo eSS oI 1Y

:’ I

My Document
Lorera ipsura dolor sit amet, commodo consequat. Duis autern vel
consectetver adipiscing elit, sed diam eurn invre dolor in hendrerit in
nonurraay aabh evismod tncidunt ur vulputate velit esse molestie
laoreet dolore magna aliquam erat consequat, vel illur dolore eu feugiat
volutpat. Ut wisi erdm ad rainim nulla facilisis at vero eros et accumsan
veniam, quis nostrud exerci tation et lusto odio dignissira qui blandit
ullamcorper suscipit loborts misl ut praesent luptatura zznl delenit augue
aliquip ex ea comumodo consequat. duis dolore te feugait nulla facilisi.

Duis anter vel eum irivre dolor in Nam liber terapor cum soluta nobis
hendrerit in vulputate velit esse eleifend option congue nihil imperdiet
moleste consequat, vel ilum dolore eu dorming id quod mazim placerat facer
feugiat nulla facilisis at vero eros et possim assum. Lorem 1psum dolor sit
accwmsen et lusto odio dignissira qui amet, consectetver adipiscing elit, sed
blandit praesent luptaturn zznl delenit diam nonuruny nibh evisrod tincidunt
augue duis dolore te feugait nulla utlaoreet dolore magna aliquam eret
facilisi. L orera ipsum dolor sit amet, velutpat. Ut wisi enim ad ranira
consectetuer adipiscing elit, sed diam ventam, quis nostrud exerci tation|
nonuirany nibh evismod tincidunt ut ullsxacorper suscipit loboras nisl ut
laoreet dolore magna aliquam erat aliquip ex ea commodo consequat.
volutpat. Duis auter vel eum invre dolor in

Ut wisi endm ad ranim veniam, quis hendrent in vulputate velit esse
nostrud exerci tation vllamcorper molestie consequat, vel illum dolore en
suscipit loborts nisl ut aliquip ex ea feugiat nulla facilisis. |

R4
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One way or another, all programs let you establish formats that are
automatically maintained from page to page or throughout a series of

documents. The virtue of consistency becomes relatively easy to achieve.

Text, photos, and illustrations can be sized and shaped to work within
the invisible guidelines of a grid. You can position elements to fit

within your structure by:

e Centering between two column guides.

e Justifying between two column guides.

e Applying flush right or left against a guideline.

* Aligning against a horizontal guideline at the top or bottom of

a page.
A lot of guesswork is eliminated by using grids. For example, suppose
you're trying to figure out the correct size and placement for a photo. If
you're not using a grid, you’ll probably come up with a pretty vague
answer, “Upper-right part of the page, pretty big.” If you're using a
grid, the answer is much clearer, “The right edge of the photo will be
socked up against the top-right page margin, and the left edge will be
stretched to fit one of the central guidelines.” You still have a choice to
make—namely, which guideline?—but because there is a finite num-

ber of options, the decision will be much simpler.

The sense of order established by grids is also useful for emphasis. Page
elements placed at angles that break the grid’s neat confines will draw

more attention than neatly aligned elements.

A Kinder, Gentler Nation

Lorem ipsum dolor sit Ut wisi enim ad minim magna aliquam erat volutpat.

amet, consectetuer adipiscing
elit, sed diam nonummy nibh
euismod tincidunt ut laoreet
dolore magna aliquam erat
voluipat. Ut wisi enim ad
minim veniam, quis nostrud
exerci tation ullamcorper
suscipit lobortis nis| ut aliquip
ex ea commodo consequat.
Duis autem vel eum iriure

veniam, quis nostrud exerci Ut wisi enim ad minim veniam,

tation ullamcorper suscipit
lobortis nisl ut aliquip ex ea
commodo consequat. Duis
autem vel eum iriure dolor in
hendrerit in vulputate velit
esse molestie consequat, vel
illum dolore eu feugiat nulla
facilisis at vero eros et
accumsan et iusto odio

dolor in hendrerit in
velit esse molestie consequat,
vel illum dolore eu feugiat
nulla facilisis at vero eros et
accumsan et iusto odio
dignissim qui blandit praesent
luptatum zzril delenit augue
duis dolore te feugait nulla
facilisi. Lorem ipsum dolor sit
amet, consectetuer adipiscing
elit, sed diam nonummy nibh
euismod tincidunt ut laoreet
dolore magna aliquam erat
volutpat.

1S qui blandit p
luptatum zzril delenit augue
duis dolore te feugait nulla
facilisi et iusto.

Nam liber tempor cum
soluta nobis eleifend option
congue nihil imperdiet
doming id quod mazim
placerat facer possim
assum. Lorem ipsum dolor
sit amet. consectetuer
adipiscing elit, sed diam
nonummy nibh euismod
tincidunt ut laoreet dolore

quis nostrud exerci tation
ullamcorper suscipit lobortis
nisl ut aliquip ex ea commodo
consequat.

Duis autem vel eum iriure
dolor in hendrerit in vulputate
velit esse molestie consequat,
vel illum dolore eu feugiat
nulla facilisis. Ut wisi enim ad
minim veniam, quis nostrud
exerci tation ullamcorper
suscipit lobortis.

27
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Remember, though, it's the uniqueness of the unaligned element that
gives it emphasis. A page full of unaligned elements doesn’t empha-

size anything—and besides, it looks messy.

Columns

Columns are fundamental parts of a grid—they organize text and visuals

on a page.

Text and visuals rarely extend in an unbroken line from the left side of
the page to the right. They’'re usually arranged in columns or vertical
blocks. For most documents, column formats range from single-col-
umn to seven-column page layout. As the number of columns

increases, so do the possibilities for creative layout.

’ T;imz\ NOT A LOT OF FLEXIBILITY in a onecolumn format. Lorem ipsum do-

lor sit amet, con sectetuer adipiscing clit, sed diam nonummy nibh euismod

tincidunt ut laoreet dolore magna aliquim erat volurpat. Ut wisi enim ad minim

veniam, quis nostrud exerci tation ullamcorper suscipit lobortis nisl ut aliquip

| ex ca commodo consequat. Nam liber tempor soluta nobis elifend option congue

| nihil imper dictdoming quod mazim placerat possim assum. Lorem ipsum dolor
‘ st amet, consec tewer eli, sed diam nonummy nibh euismod.

Duis autem vel eum dolor in hendrerit in vulputate velit molestie consequat,

vel illum dolore eu feugiat nulla facilisis at vero eros et accumsan et iusto odio

| dignissim qui pracscnt luptatum zzril auguc duis dolore te feugait nulla facilis

More columns

tin . ] provide more
| Cuismod tincidunt ut lacreet dolore magna aliquam erat volutpat. Ut wisi
‘ enim ad minim veniam, quis nostrud exerci tation ullamcorper suscipit lobortis ﬂexibil ity.
nisl ut aliquip ex ca commodo conse. Nam liber tempor soluta nobis eleifend
option congue nihil imper dietdoming quod mazim placerat possim assum. Lorem

ipsum dolor sit amet, consec tetuer elit, sed diam nonummy nibh cuismod

Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nonummy
nibh cuismod tincidunt ut laoreet dolore magna aliquam erat volutpat.

tincidunt ut laor dolore magna aliquam erat volutpat. Ut wisi enim ad minim
veniam, nostrud exerdi tation ullamcorper suscipit lobortis nisl ut aliquip ex ea
commodo consequat ex ca commodo. Duis autem vel cum dolor in hend:

| vulputate velit molestie consequat, vel illam dolore eu feugiat nulla facilisis at

it in

vero cros et accumsan et iusto odio dignissim qui pracsent luptatum zzril auguc
duis dolore te feugait nulla facilisi. Lorem ipsum dofor sit amet, consectetuer
| adipiscing clit, sed diam nonummy nibh cuismod tincidunt ut laorcct dolore
magna aliquam erat volutpat.

Duis autem vel eum iriure dolor in hendrerit in vulputate velit esse molestic
conscquat, vel illum dolore eu feugiat nulla facilisis. Nam liber tempor ~soluta

| nobis eleifend option congue nihil imper. Lorem ipsum dolor sit amet, con

sectetuer adipiscing elit, sed diam nonummy nibh euismod tincidunt ut laoreet

dolore magna aliquam erat volutpat. Ut wisi enim ad minim veniam, quis noscrud
exerci tation ullamcorper suscipit lobortis nisl ut aliquip ex ca commodo.
consequat. {8

As the number of columns on a page increases, the columns get nar-
rower and the lines get shorter. Column width has a profound influence
on a publication’s readability. Because readers tend to scan groups of
words, rather than individual letters, narrow columns can be difficult to

read. The readers’ eyes have to shift to the next line more often.

On the other hand, wider columns make it more difficult for a reader’s
eyes to make a smooth transition from the end of one line to the be-

ginning of the next without getting lost.

Column width should be a factor in your choice of type size. Narrow

columns work best with small type sizes, while wider columns usually

require larger type sizes.
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Put small text in small columny. 1orem ipsum
dolor sit amet, consectetuer adipiscing elit, sed diam
nonumnty nibh evismod tincidunt ut laoreet dolore
magna aliquam erat volutpat, Ut wisi enim ad minim
veniam, quis nostrud exerci tation ullamcorper
suscipit lobortis nisl ut aliquip.

Duis autem vel eum irure dolor in hendrerit in
vulputate velit esse molestie consequat, vel illum
dolore eu feugiat nulla facilisis at vero eros et
accumsan et iusto odio dignissim qui blandit
pracsent luptatum zzril delenit augue duis dolore
te feugait nulla facilisi. Lorem ipsum dolor sit amet,
consectctuer adipiscing elit, sed diam nonummy
nibh euismod tincidunt ut laorcct dolore magna
aliquam erat volutpat,

Ut wisi enim ad minim veniam, quis nostrud
exerci tation ullamcorper suscipit lobortis nisl ut

aliquip ex ea commodo consequat, Duis autem vel
eum iriure dolor in hendrerit in vulputate velit esse
molestie consequat, vel illum dolore eu feugiat nulla
facilisis at vero eros et accumsan et iusto odio
dignissim qui blandit praesent luptatum zzril delenit
augue duis dolore te feugait nulla facilisi.

Nam liber tempor cum soluta nobis eleifend op-
tion congue nihil imperdiet doming id quod mazim
placerat facer possim assum. Lorem ipsum dolor
sit amet, consectetuer adipiscing elit, sed diam
nonummy nibh euismod tincidunt ut laoreet dolore
magna aliquam erat volutpat, Ut wisi enim ad minim
veniam, quis nostrud exerci tation ullamcorper
suscipit lobortis nisl ut aliquip ex ea commodo
consequat,

Duis autem vel eum iriure dolor in hendrerit in
vulputate velit esse molestie consequat, vel illum

29

Put large text in large columns. Lorem ipsum dolor sit amet,
consectetuer adipiscing elit, sed diam nonummy nibh
euismod tincidunt ut laoreet dolore magna aliquam erat
volutpat. Ut wisi enim ad minim veniam, quis nostrud exerci
tation ullamcorper suscipit lobortis nisl ut aliquip.

Duis autem vel eum iriure dolor in hendrerit in vulputate
velit esse molestie consequat, vel illum dolore eu feugiat
nulla facilisis at vero eros et accumsan et iusto odio dignissim
qui blandit praesent luptatum zzril delenit augue duis dolore

The number of columns on the page doesn’t have to be the same as
the number of columns in your grid. Good-looking publications can
be created by varying column widths based on an established multi-

column grid.

For example, the five-column grid lends itself to a variety of arrangements.

o
Sleniatesestatotua
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An extremely popular technique is to leave one or two of the leftmost
columns empty of text. Sidebars and illustrations can be placed in

these empty columns, alongside the text they accompany.

Planning the
Wedding

Lorem spsum dolor sit amet, consectetuer adiprscing it scd
diam nonummy nibh cuismod tincidunt ut laoreet dolore ma-
gna aliguam erar volutpat Uc wisi enim ad minim veniam, quis
nostrud exercr raton ullameorper suscipit lobortis msl ut al-
1qu:p ex ca commaodo consequat
Duis autem vel eum irure dolor 1n hendrerit in vulputate
Vet esse molestie consequat, vel ihum dolore e feugat nulla
feugant nulla facilis Lorem spsum dolor sit amet. consectetuct
adipiscing eht, scd diam nonummy mibh euismod tincidunt ut
laoreet dolore magna aliquam crat volutpat
Ut wisi ensm ad mimim veniam, quis nostrud exeres Gtion
ullamcorper suscipit lobortis msl ut aliquip ex ea commoda
consequar Duis autem vel eum irire dolor in hendrerst in
vulputate velit esse molestic consequat. vel illum dolo eu feugrar
nulla facilias a vero exos € accumsan et 1usto odio dignisim
‘ qui blandit pracsent luptarum 2zril delenit augue duss dolore te
feugart nulla factlin
Nam Iiber tempor cum soluta nobis elerfend option congue.
wubul imperdict doming id quod mazim placerat facer possim
assum Lorem ipsum dolot sit amet, conscetetuer adipiscmg dht
sed diam nonummyDuss autem vel eum inure dolor 10 hendre-
Fitan vulputate velit cse molestie consequat. vel llum dolore cu
feugar nulla facilisis
| Lorem spsum dolor sit amet, consecteruer adipiseing e sed
ahquam erat valutpat Ut wisi enim ad minim veniam, nostrud
excres tation ullameorper suscipit Jobortis nus] ut aliquip ex ca
commaodo consequat

The Flower Girl

Nibh ewismod tinctdunt ut laoreet dolore magna ahquam crat
par Ut wiss cum ad minim veniam, quis nostrud exerct
tation ullamenrper suseipit lobortis nisl ut aliquip consequat

Duis autem vel cun iriure dolor in hendrerit in vulputate
velit esse molestic consequat, vel illum dolore eu feugiat nulla
facilisis at vero €ros ¢t accumsan et nusto odio dignissim qui
biandit pracsent luptatum zznl delenit auguc dws dolore te
feugait nulla facilis Lorem ipsum dolor sit amet consectctucr
adipiscing e, sed dam nonumimy mbh cuismod tnaidunt ut
laoreet dolore magna aliquam erat volutpat

Placement of page items should conform to the overall column
scheme. A two-column photo, “A,” in the illustration, on a five-col-

umn grid looks good when its edges are aligned with column guides.




ToorLs OF ORGANIZATION 31

Likewise, a three-column photograph, “B,” on a five-column grid
works well when the edges of the photograph are lined up with the
column guides.

However, a two-and-a-half-column photograph, “C,” on a five-column grid

creates unsightly half-columns of white space or short columns of type.

Just as establishing the number of columns influences the color and
feel of a publication, so does the space between columns. Closely
spaced columns darken a document and often make it more difficult to
read—the reader’s eye tends to jump the gap between columns. Extra
space between columns lightens, or opens up, a page, and clearly

separates one column from another.

Latent ipsum dolat i1t amict, molewse s omequa, vl llum dolore — Latem 1psum dolos 1 s
red duam nullaacthus Loremn yprums  consectepuer ahipnang el 1ed d
u dol

i shguan cen <

Siguan ens vohutpst

shquam

Eyes Jump 4 o Eyes Stay
i in Line

Ut

il delenuc sugue b
oll Gactbes

ol ot sl e s
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turs dolocin
e

velit ene
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Gutters

In designing multipage documents, pay particular attention to the gutter—

the inner space of facing pages.

Gutter size depends primarily on the type of binding you plan to use.

Most books (including this one) use perfect binding, a method in

which all pages are glued together. It's usually a safe bet to leave a

traditional gutter margin of Y;-inch to accommodate this type of

binding.

CHAPTER NINE
e

Life in the Gutter

| ] adipiscingclic, sed diam nonummy nibh cuismod
tincidunt ut laorcet dolore magna aliquam erat volurpat. Ut wisi enim 2d miinim
ventam, quis nostrud cxerct facion ullamcorper suscipie loborus misl ut aliquip ex
c1 commodo conscquat

Duns autem vel cum 1nure dolor in hendrerit i vulputae velit esse molestie
consequat, vel illum dolore cu feugiat nulla facilisis at vero cros ct accumsan ct
justo odio dignissim qui blandit pracsent luptatum z2nil delenit augue dus dolare
e feugait nulla facilsi. Lorem ipsum dum dolor sitamer, consectetuet adipiscing
i, sed diam nonummy nibh cusmod tincidunt ut loreet dolore magna aliquam
ut wist cnim ad minim veniam, quis nostrud cxerci tation ullamcorper suscipit
lobortis misl u aliquip cx ca commodo consequat. Durs autem vl cum imure
dolor 1n hendrent 1n vulputae velit esse molestic consequat, vel illum dolore cu
feugrat nulla faalists 3t vero cros ct accumsan et wusto odio dignissim qus blandit
pracsent luptatum zznl delenit augue duis dolore te feugare nulla facilist.

Nam liber tempor cum soluta nobis eleifend oprion congue nibil imperdict
doming 1d quod mazm placecat facer possim assum. Lorem ipsum dolor sit amet,
3 sed diam nom b
dolorc magna ahquam crat volutpar. Urwist cnim ad minim. Lorem ipsum dolor
sit amer, adipiscing elit, sed diam nonummy nibh cuismod uncidunt ur loreet
dolore magna aliquam crat volutpa. Ut wisi cnim ad minim veniam, quis nostrud
I uscipit lobortis sl ut al d

d nnadunt ut laoreer

exerci tation 7 quif quac,

Duis autem vel cum riure dolor in hendrenic m vulputate velit csse molestic
conscquar, vel illum dolore cu feugiae nulla facilisis at vero ¢ros ct accumsan ¢t
wsto odio digaissim qui blandit pracsent lupeatum zzeil delcnic augue duss dolore
e feugait nulla facilist. Lorem ipsum dum dolor sit amet, consectetucr dipiscing
clit, sed diam nonummy ibh ewsmod tincidunt ut lotect dolore magna aliquam

P

lorem ipsum dolor sit amet. adipiscing clit, sed diam nonummy nibh euismod
anadunc ut laoreet dolore magna aliquam crat volurpar. U wish cnim ad minim
venam, quis nostrud exexci ration ullameorper suscipi loborts nisl ut aliquip ex
¢ commaodo consequat.

Dus autem vel cum iriure dolor in hendrerit in vulputate velit esse molestic
consequar, vel illum dolore cu feugiat nulla facilisis at vero cros et accumsan et
iusto odio dignissim qus blandit pracsent luptarum zzril deleri augue duis dolore
e feugart nulla facilist. Lorem psum dum dolor sit amet, consccrcrucr adipiscing.
elit, sed diam nonummy nibh cuismod tincidun ut laoreer dolore magna aliquam
ut wisi cnim ad minim veniam, quis nostrud exerci tation ullamcorper suscipic
loboris nisl ut aliquip ex ea commodo conscquat. Duts autem vel cum iriure
dolor 1n hendrent in vulputate velit esse molesue consequat, vel illum dolore eu
feugrat nulla faciliss at v a ¢ 1usto odio dignissim qui blandit
pracsent lupratum z2ril delemt augue duts dolore te feugart nulla facihs,

Nam libet tempor cum soluta nobis cleifend oprion conguc nihil impezdict
doming id quod mazim placerat facer possim assum. Lorem 1psum dolor sit amet

dipiscing lit, scd diam v nibh d dincidune utfaoreet
dolore magna aliquam cra volutpar. Ut wisi cnim ad minim. Lorem ipsum dolor
sit amet, adipiscing clit, sed diam nonummy nibh cursmod rincidunt u laorcer
dolore magna aliquam erat volutpar. Ut wisi cnim ad minim veniam, quis nostrud
exera tation ullamcorper suscipic loborts nisl ut aliquip ex e commodo consequat

Duis autem vel cum irture dolor in hendrent in vulpurasc velit essc molestic
consequat, vel illum dolore ¢u feugia nulla facilisis at vero cros et accumsan t
iusto odio dignissim qui blandic pracsent lupeatum 7zl delenit augue duss dolore
tc feugart nulla facilsi. Lotem ipsum dum dolor sic amet, consecterucr adipiscing
vulpurate velit esse molestie consequar, vel illum dolore cu feugiar nulla facilisis
at vero cros ct accumsan et iusto odio dignissim qui blandit pracsent luprarum
zzril delenit augue duis dofore e feugare nulla facilisi.

Nam liber tempor cum soluta nobis eleifend option conguc nihil imperdict
domingid quod mazim placerat facer possim assum. Lorem ipsum dolor sit amet,
consectetuce adipiscing clit, sed diam nonummy nibh cussmod ancidunt ut laoreet
dolore magna aliquam crat volutpat. Ut wisi enim ad munim. Lorem ipsum dolor
sit amet, adipiscing clit, sed diam nonummy nibh cuismod tencidunc ur laorcet
dolore magna aliquam erat voluepat. Ut wisi cnim ad minim veniam, quis nostrud
exerci tation ullamcorper suscipit loboris nisl ut aliquip cx ea commodo consequat

For ring binding, reserve a %- to ¥;-inch gutter. Most plastic spiral

bindings don’t require such wide gutters. The best plan is to choose a

particular binding first, then design your gutter width around it.

Margins

Margins determine the space between columns and the edges of a page.

Effective design allows breathing room between the live area and the

physical boundaries of a page, referred to as trim size.

A document with wide margins is generally more inviting to the

reader. Narrow margins‘indicate that space is precious, and they're

generally reserved for reference works and other information-rich

documents.
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Text Organizers
Imagine if a newspaper used only one typeface and all the text was set
at the same size. How many pages would you be able to read before

getting tired of it? Probably not too many.

Keep in mind that large expanses of text are daunting for a reader—
they look like hard work. You're less likely to scare off your reader if
your text is divided into manageable-looking pieces. Using text orga-
nizers like headlines, subheads, captions, and pull quotes will make

your text look more inviting.

Headlines

Use headlines to invite readers to become involved.

Headlines, the most basic text-organizing tool, help a reader decide
whether to read a document. They're meant to be perused quickly, SERIF VS. SANS SERIF

so it’s best to keep them concise. The letters in a serif typeface
Your headlines will be more effective if they're clearly differentiated have flared-out tops and bases.
The body text of this book is set

from the text. A larger type size is a good start. You can also add
in a serif typeface. Type that

lacks these embellishments, like
the text within this sidebar, is

called sans serif.

emphasis to headlines by setting them in a different typeface. For ex-
ample, headlines set in sans serif type are often used with text set in

a serif typeface—a popular font combination for documents such as

advertisements, books, brochures, and newsletters.
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Greater Contrast
Makes Reading Easier

Lorem ipsum dolor sit amet, adipiscing elit, sed diam
nonummy nibh euismod tincidunt ut laoreet dolore magna
aliquam erat volutpar. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper suscipit lobortis nisl ut
aliquip ex ea commodo consequat.

Duis autem vel eum iriure dolor in hendrerit in vulputate
velit esse molestie consequat, vel illum dolore eu feugiat nulla
facilisis at vero eros et accumsan et justo odio dignissim qui
blandit praesent luptatum zzril delenit augue duis dolore te
feugait nulla facilisi. Lorem ipsum dum dolor sit amer,

vel cum iriure dolor in hendrerit in vulputate velit esse molestie
consequat, vel illum dolore eu feugiat nulla facilisis at vero
eros et accumsan et iusto odio dignissim qui blandit praesent
luptatum zzril delenit augue duis dolore te feugait nulla facilisi.

Nam liber tempor cum soluta nobis eleifend option congue
nihil imperdiet doming id quod mazim placerat facer possim
assum. Lorem ipsum dolor sit amet, consectetuer adipiscing
elit, sed diam nonummy nibh euismod tincidunt ut laoreet
dolore magna aliquam erat volutpar. Ut wisi enim ad minim
lorem ipsum dum dolor sit amet, consectetuer adipiscing clit,

You don’t have to switch typefaces for your headlines. Setting the text
typeface in a larger size and/or heavier weight will often provide suffi-

cient contrast.

The greater the size difference between headline and text, the easier it

is for readers to identify and read your headline.
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Greater Contrast

Makes Reading Easier

Lorem ipsum dolor sit amet, adipiscing elit, sed diam
nonummy nibh cuismod tincidunc ut laoreetr dolore magna
aliquam erac volutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper suscipit lobords nisl ue
aliquip ex ea commodo consequat.

Duis autem vel eum iriure dolor in hendrerit in vulputate
velit esse molestic consequat, vel illum dolore cu feugiat nulla

facilisis at vero cros et accumsan et iusto odio dignissim qui
blandit pracsent luptacum zzril delenic augue duis dolore te
feugaic nulla facilisi. Lorem ipsum dum dolor sit amer,

vel eumiriure dolor in hendrerit in vulputate velit esse molestie
consequat, vel illum dolore eu feugiar nulla facilisis at vero
eros et accumsan et iusto odio dignissim qui blandit praesent
lupratum zzril delenitaugue duis dolore te feugait nulla facilisi.

Nam liber tempor cum soluta nobis eleifend option congue
nihil imperdiet doming id quod mazim placerat facer possim
assum. Lorem ipsum dolor sit amet, consectetuer adipiscing
elit, sed diam nonummy nibh euismod tincidunt ur laoreet
dolore magna aliquam erat volutpat. Ut wisi enim ad minim
lorem ipsum dum dolor sit amet, consectetuer adipiscing elit,

Headlines are designed for impact, so make them as readable as pos-

sible. Avoid setting long headlines in uppercase type. Not only do long

uppercase headlines occupy more space, but they slow readers down

because they're difficult to read.

READERS QUICKLY BECOME FED UP
WITH LONG UPPERCASE HEADLINES

Lorem ipsum dolor sit amer, adipiscing elit, sed diam
nonummy nibh euismod tincidunt ut laoreet dolore magna
aliquam erat volutpat. Ut wisi enim ad minim veniam, quis
nostrud exerct tation ullamcorper suscipit lobortis nisl ut
aliquip ex ea commodo consequat.

Duis autem vel eum iriure dolor in hendrerit in vulputate
velitesse molestie consequat, vel illum dolore eu feugiat nulla
facilisis at vero eros et accumsan et justo odio dignissim qui
blandit praesent luptatum zzril delenit augue duis dolore te
feugait nulla facilisi. Lorem ipsum dum dolor sit amer,

vel eum iriure dolor in hendrerit in vulputate velit esse molestie
consequat, vel illum dolore eu feugiat nulla facilisis at vero
eros et accumsan et iusto odio dignissim qui blandit praesent
luptatum zzril delenit augue duis dolore te feugait nulla facilisi.

Nam liber tempor cum soluta nobis eleifend option congue
nihil imperdiet doming id quod mazim placerat facer possim
assum. Lorem ipsum dolor sit amet, consectetuer adipiscing
elit, sed diam nonummy nibh euismod tincidunt ut laoreet
dolore magna aliquam erat volutpar. Ut wisi enim ad minim
lorem ipsum dum dolor sitamet, consectetuer adipiscing elit,

without slowing the reader down.

It's best to limit uppercase headlines to a few words. This adds impact

MUCH BETTER

Lorem ipsum dolor sit amet, adipiscing elit, sed diam
nonummy nibh euismod tincidunt ut laoreet dolore magna
aliquam erat volutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper suscipit lobortts nisl uc
aliquip ex ea commodo consequat.

Duis autem vel eum iriure dolor in hendrerit in vulpurace
velit esse molestie consequat, vel illum dolore eu feugiat nulla
facilisis at vero eros er accumsan et iusto odio dignissim qui
blandit praesent luptatum zzril delenit augue duis dolore te
feugait nulla facilisi. Lorem ipsum dum dolor sit amet,

vel eum iriure dolor in hendrerit in vulputate velit esse molestic
consequat, vel illum dolore eu feugiac nulla facilisis ac vero
eros et accumsan et iusto odio dignissim qui blandit pracsent
luptatum zzril delenit augue duis dolore te feugait nulla facilisi.

Nam liber tempor cum soluta nobis eleifend option congue
nihil imperdict doming id quod mazim placerat facer possim
assum. Lorem ipsum dolor sit amet, consectetuer adipiscing
elit, sed diam nonummy nibh cuismod tincidunt ut laorect
dolore magna aliquam erac volutpat. Ut wisi enim ad minim
lorem ipsum dum dolor sic amet, consectetuer adipiscing clic,
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The most readable type scheme for headlines is to use uppercase for

the first letter of each word (except articles and short prepositions,

which should be left uncapitalized).

Set Headlines With Initial Caps
For Maximum Readability

Lorem ipsum dolor sit amet, adipiscing elit, sed diam
nonummy nibh euismod tincidunt ut laoreet dolore magna
aliquam erat volutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper suscipit lobortis nisl ur
aliquip ex ea commodo consequat.

Duis autem vel eum iriure dolor in hendrerit in vulputate
velit esse molestie consequat, vel illum dolore eu feugiat nulla

lobortis nisl ut aliquip ex ea commodo consequat. Duis autem
vel eum iriure dolor in hendrerit in vulputate velit esse molestie
consequat, vel illum dolore eu feugiat nulla facilisis at vero
eros et accumsan et iusto odio dignissim qui blandit praesent
luptatum zzril delenit augue duis dolore te feugait nulla facilisi.

Nam liber tempor cum soluta nobis eleifend oprion congue
nihil imperdict doming id quod mazim placerat facer possim

Try to limit headlines to three lines. Headlines of four or more lines

can look too wordy and complex to read at a glance. Also, avoid cen-

tering headlines that contain more than two lines. Long centered

headlines slow readers down because they have to search for the be-

ginning of each line.

Long Centered Headlines Cause
Readers to Give Up in Frustration;
Editor-in-Chief Advises Shortening

Them For the Sake of Clarity

Lorem ipsum dolor sit amet, adipiscing elit, sed diam
nonummy nibh euismod tincidunt ut laoreet dolore magna
aliquam erat volutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper suscipit lobortis nisl ut
aliquip ex ea commodo consequat.

Duis autem vel eum iriure dolor in hendrerit in vulputate
velit esse molestie consequat, vel illum dolore eu feugiat nulla

tincidunt ut laoreet dolore magna aliquam ut wisi enim ad
minim veniam, quis nostrud exerci tation ullamcorper suscipit
lobortis nisl ut aliquip ex ea commodo consequat. Duis autem
vel eum iriure dolor in hendrerit in vulputate velit esse molestie
consequat, vel illum dolore eu feugiat nulla facilisis at vero
eros et accumsan et justo odio dignissim qui blandit praesent
luptarum zzril delenit augue duis dolore te feugait nulla facilisi.

Flush-left headlines, on the other hand, let readers move directly down

to the first words of the following paragraph.

Left-Aligned Headlines
Start Readers Off Right

Lorem ipsum dolor sit amet, adipiscing elit, sed diam
nonummy nibh euismod tincidunc ut laoreet dolore magna
aliquam erat volutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper suscipit lobortis nisl ur
aliquip ex ea commodo consequat.

Duis autem vel eum iriure dolor in hendrerit in vulputate
velit esse molestie consequat, vel illum dolore eu feugiat nulla

lobortis nisl ut aliquip ex ea commodo consequat. Duis autem
vel eum iriure dolor in hendrerit in vulputate velit esse molestie
consequat, vel illum dolore eu feugiat nulla facilisis at vero
eros et accumsan et iusto odio dignissim qui blandit praesent
luptatum zzril delenit augue duis dolore te feugait nulla facilisi.

Nam liber tempor cum soluta nobis eleifend option congue
nihil imperdiet doming id quod mazim placerat facer possim
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Kickers

Lead into your headline with a kicker—a short summary phrase.

Kickers are used to introduce headlines. Quite often, they’re used to
add meaning to headlines that don’t stand well on their own—head-
lines involving plays on words, for example. Kickers also can be used

to categorize an article.

Profile of a Modern Hero:

Fireman Saves Cat
Caught in Tree

Lorem ipsum dolor sit amet, adipiscing clit, sed diam
nonummy nibh cuismod tincidunt ut laoreet dolore magna
aliquam erat volutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper suscipit lobortis nisl ut
aliquip ex ca commodo consequat.

Duis autem vel eum iriure dolor in hendrerit in vulpurate
velit esse molestic consequat, vel illum dolore eu feugiat nulla
facilisis at vero cros et accumsan et iusto odio dignissim qui
blandit praesent luptatum zzril delenit augue duis dolore te

minim veniam, quis nostrud exerci tation ullamcorper suscipit
lobortis nisl ut aliquip ex ea commodo consequart. Duis autem
vel eum iriure dolor in hendrerit in vulputate velit esse molestie
conscquat, vel illum dolore eu feugiar nulla facilisis at vero
eros et accumsan et justo odio dignissim qui blandit praesent
luptatum zzril delenit augue duis dolore te feugait nulla facilisi.

Nam liber tempor cum soluta nobis cleifend option congue
nihil imperdiet doming id quod mazim placerat facer possim
assum. Lorem ipsum dolor sit amet, consectetuer adipiscing
elit, sed diam nonummy nibh euismod tincidunt ut laoreet
dolore magna aliquam erat volutpat. Ut wisi enim ad minim
lorem ipsum dum dolor sit amet, consectetuer adipiscing elit,
sed diam nonummy nibh cuismod tincidunt ur laoreer dolore
magna aliquam ut wisi enim ad minim veniam, quis nostrud
exerci tation ullameorper suscipit lobortis nisl ut aliquip ex
ca commodo consequat. Duis autem vel eum iriure dolor in
hendreritin vulputate velit esse molestie consequat duis autem

Subheads

Subheads indicate how information within a document is organized.

Subheads serve many functions. Placed immediately after headlines,
they provide a smooth transition from headlines to text. This type of
layout is convenient when the content divides neatly into comparable

subtopics.

IDENTIFYING

Flying Objects -

I'SABIRD _ |T's APLANE _ |T'S SUPERMAN

Lorem ipsum dolor sit amet, adipiscing Aliquam ut wisi enim ad minim veniam, Ut wisi enim ad minim autem vel eum

elit, sed diam nonummy nibh euismod
tincidunt ut laoreet dolore magna
aliquam volutpat. Ut wisi enim ad
minim veniam, quis nostrud exerci
tation ullamcorper suscipit lobortis nisl|
ut aliquip ex ea commodo consequat.
Duis autem vel eum iriure dolor in
hendrerit in vulputate velit esse
molestie consequat, vel illum dolore eu
feugiat nulla facilisis at vero eros et

quis nostrud exerci tation ullamcorper
suscipit lobortis nisl ut aliquip ex ea
commodo consequat. Duis autem vel
eum iriure dolor in hendrerit in
vulputate velit esse molestie consequat,
vel itlum dolore eu feugiat nulla facilisis
at vero eros et accumsan et iusto odio
dignissim qui blandit praesent
luptatum zzril delenit augue duis
dolore te feugait nulla facilisi.

iriure dolor in hendrerit in vulputate
velit esse molestie consequat, vel illum
dolore eu feugiat nulla facilisis at vero
eros et accumsan et iusto odio dignissim
qui blandit praesent luptatum zzril
delenit augue duis dolore te feugait
nulla facilisi. Lorem ipsum dum dolor sit
amet, consectetuer adipiscing elit, sed
diam nonummy nibh euismod tincidunt
ut laoreet dolore magna.
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Subheads can also be placed within the text, to break it into manage-

able segments. The left-hand example below is cumbersome to read.

The page is depressingly gray, and there’s no way to get an immediate

sense of the content.

The right-hand example is more inviting. The white space preceding

each subhead breaks up the expanse of gray, and hurried readers can

skim the subheads to decide whether the text relates to their interests.
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You'll need to position subheads so that they are closely associated
with the text they introduce. Leaving more space above a subhead

than below it will link it with the correct text.

Subheads clue readers into the content or-
ganization within an article. Subheads break
text into manageable segments, improve the
appearance of a page and enhance reader-
ship by providing a transition between
headlines and text.

Subhead Linked to Text
Mystery

Subheads can be set apart from text by us-
ing various techniques. For example, they
can be placed inside or next to the text.
Subheads should always be closely associ-

Incorrect

Subheads clue readers into the content or-
ganization within an article. Subheads break
text into manageable segments, improve the
appearance of a page and enhance reader-
ship by providing a transition between
headlines and text.

Subhead Linked to Text
Mystery

Subheads can be set apart from text by us-
ing various techniques. For example, they
can be placed inside or next to the text.
Subheads should always be closely associ-

Correct
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Like headlines, subheads tend to stand out when set in a larger type

size and a different typeface than the text.

Subheads clue readers into the content or-
ganization within an article. Subheads break
teat into manageable seginents, improve the
appearance of a page and enhance reader-
ship by providing a transition between
headlines and teat.

Missing Contrast Is Suspected
Subheads can be set apart from text by us-
ing various techniques. For example, they
can be placed inside or next to the text.
Subheads should always be closely associ-
ated with the text they introduce. There
should contrast between the subhead

Subheads clue readers into the content or-
ganization within an article. Subheads break
text into manageable segments, improve the
appearance of a page and enhance reader-

ship by providing a transition between
headlines and text.

Correct Contrast Has
Been Located

can be placed inside or next to the text.

ated with the text they introduce. There

Subheads can be set apart from text by us-
ing various techniques. For example, they

Subheads should always be closely associ-

Subheads can be set centered or flush left.

Subheads clue readers into the content or-
ganization within an article. Subheads break
text into manageable segments, improve the
appearance of a page and enhance readership
by providing a transition between headlines
and text.

Subheads Offer
Great Variety

Subheads can be set apart from text by using
various techniques. For example, they can be
placed inside or next to the text. Subheads
should always be closely associated with the

Subheads clue readers into the content or-
ganization within an article. Subheads break
text into manageable segments, improve the
appearance of a page and enhance readership
by providing a transition between headlines
and text.

Subheads Offer
Great Variety

Subheads can be set apart from text by using
various techniques. For example, they can be
placed inside or next to the text. Subheads
should always be closely associated with the

Lorem ipsum dolor sit amet, adipiscing elit,
sed diam nonummy nibh euismod tincidunt
ut laoreet dolore magna aliquam erat volutpat.
Ut wisi enim ad minim veniam, quis nostrud
exerci tation ullamcorper suscipit lobortis nisl
ut aliquip ex ea commodo consequat.

The Rules of Subheads

Duis autem vel eum iriure dolor in hendrerit
in vulputate velit esse molestie consequat, vel
illum dolore cu feugiar nulla facilisis at vero
eros et accumsan ¢t iusto odio dignissim qui
blandit praesent luptatum zzril delenit augue
duis dolore te feugait nulla facilisi. Lorem
ipsum dum dolor sit amet, consectetuer
adipiscing elit, sed diam nonummy nibh
euismod tincidunt ur laoreet dolore magna
aliquam ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper suscipit
lobortis nisl ut aliquip ex ea commodo
consequat. Ut wisi enim ad minim veniam,
quis nostrud exerci tation ullamcorper suscipit
lobortis nisl ut aliquip ex consequat. Lorem
ipsum dum dolor sit amet, consectetuer

Horizontal rules above or below subheads can add emphasis.

39
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Subheads don'’t have to be positioned above the accompanying text.

Placing them to the side, for example, is often quite effective.

As with other organizing tools, uniformity is important. Remember
to treat subheads consistently throughout your desktop-published

document.

Put Subheads
on the Side

They Look Good  Lorem ipsum dolor sit amet, adipiscing elit, sed diam
Here! nonummy nibh euismod tincidunt ut laoreet dolore
magna aliquam erat volutpat. Ut wisi enim ad minim
veniam, quis nostrud exerci tation ullamcorper suscipit
lobortis nisl ut aliquip ex ea commodo consequat.

Duis autem vel eum iriure dolor in hendrerit in
vulputate velit esse molestie consequat, vel illum
dolore eu feugiat nulla facilisis at vero eros et
accumsan et iusto odio dignissim qui blandit praesent
luptatum zzril delenit augue duis dolore te feugait nulla
facilisi. Lorem ipsum dum dolor sit amet, consectetuer
adipiscing elit, sed diam nonummy nibh euismod
tincidunt ut laoreet dolore magna aliquam ut wisi enim
ad minim veniam, quis nostrud exerci tation
ullamcorper suscipit lobortis nisl ut aliquip ex ea
commodo consequat.

you’ll Be Duis autem vel eum iriure dolor in hendrerit in
Pleaaantly vulputate velit esse molestie consequat, vel illum
Surpriaed dolore eu feugiat nulla facilisis at vero eros et

accumsan et iusto odio dignissim qui blandit praesent
luptatum zzril delenit augue duis dolore te feugait nulla
facilisi. Lorem ipsum dum dolor sit amet, consectetuer
adipiscing elit, sed diam nonummy nibh euismod
tincidunt ut laoreet dolore magna aliquam ut wisi enim
ad minim veniam, quis nostrud exerci tation
ullamcorper suscipit lobortis nisl ut aliquip ex ea
commodo consequat. Duis autem vel eum irniure do-
lor in hendrerit in vulputate velit esse molestie

Captions
Use captions to tie photographs and illustrations into the rest of your

publication.

Headlines and captions are more likely to be read than any other part
of a publication. You can take advantage of this by using captions to

summarize important points.

Captions can be placed in a variety of ways. Most often, captions are

placed above or below the artwork. It’s a good idea to either center

your captions or align them to one of the visual’s edges.
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Lorem ipsnm dolor sit aimet, coiis
tetuer adipiscing elit, diam nonunnny
nibh eursmod tincidunt ut laoreet
dolore magna aliquanm erat volutpat
Ut wisi enim ad minim veniam, qui
nostrud exerci tation ullamcorper
suscipit lobortis nisl ut aliguip ex ea
cammodo consequat,

Duis autem vel eunr iriure dolor in
hiendrerit in vulputate velit esse

N

facilisi. Lorem ipsum dolor sit amet,
consectetuer adipiscing elit, sed diam
nonuminy nihh cuismod tincidunt ut
laoreet dolore magna aliquam erat
valtpat.

Ut wisi enim ad minim veniam,
nostrud exerci tation nllamcorper
suscipit lobortis nisl ut aliquip ex ea
commodo consequat. Duis autem vel
eum iriure dolor in hendrerit in

possim assum. Lorem ipsum dolor sit
amet, consectetuer adipiscing elit, sed
diam nonummy nibh euismod
tincidunt ut laoreet dolore magna
aliquam erat volutpat. Ut wisi enim ad
minim veniam, quis nostrud exerci
tation ullamcorper suscipit lobortis
nisl ut ex ea commodo consequat.
Duis autem vel eurn iriure dolor in
hendrerit in vulputate velit esse

41

molestic consequ

wvelillumdoloreeu  vulputate velit molestic ¢ quat, iec
[engiat wulla facilisis at vero eros et illum dolare eu feugiat nulla facilisi

les ,velillum dolore eu
Teugiat nulla facilisis. Ut wisi enim ad
minim veniam, nostrud exerci tation
ullamcorper suscipit lobortis nisl ut
aliquip ex ea commodo consequat.
Duis autem vel eum iriure dolor in
hendrerit in vulputate velit molestie
consequat, illum dolore eu feugiat
nulla facilisis at vero eros et accumsan
et iusto odiodignissim qui blandit
praesent ipsum dolor sit amet, consec
tetuer adipiscing elit, diam nonummy
nibh euismod tincidunt ut laoreet
dolore magna aliquam erat volutpat.
Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper
suscipit lobortis nisl ut aliquip ex ea
commeodo consequat. Lorem ipsum
dolor sit amet, consectetuer adipiscing
elit, sed diam nonummynibh euismod
tincidunt ut laoreet dolore magna
aliquam erat volutpat. Lorem ipsum
dolor sit amet, consectetuer wisi enim
ad minim veniam, quis nostrud exerci
accumsan et iusto odio dignissim qui at vero eros et accumsan et iusto tation ullamcorper suscipit lobortis
hlandit praesent luptatum zzril delenit odiodignissim qui blandit praesent nislut aliquip ex ea quis nostrud exerci
augue duis dolore te feugait nulla luptatum zzril delenit augue duis commodo consequat.

Persistence is the key to rock climbling—that, and not falling off

Another possibility is to place the caption alongside the artwork.
Generally, the caption is aligned to fit flush against the visual.

Persistence is
the key to rock
climbling—
that, and not
falling off.

Lorem ipsum dolor sit amet, consec
tetuer adipiscing elit, diam nonummy
nibh euismod tincidunt ut Jaoreet
dolore magna aliquam erat volutpat.
Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper
suscipit lobortis nisl ut aliquip ex ea
commodo consequat.

Duis autem vel eum iriure dolor in
hendrerit in vulputate velit esse
molestie consequat, vel illum dolore eu
feugiat nulla facilisis at vero eros et

nonummy nibh euismod tincidunt ut
laoreet dolore magna aliquam erat
volutpat.

Ut wisi enim ad minim veniam,
nostrud exerci tation ullamcorper
suscipit lobortis nisl ut aliquip ex ea
commodo consequat. Duis autem vel
eum iriure dolor in hendrerit in
vulputate velit molestie consequat,
illum dolore eu feugiat nulla facilisis
at vero eros et accumsan et iusto
odiodignissim qui blandit praesent

accumsan et iusto odio dignissim qui
blandit praesentluptatum zzril delenit
augue duis dolore te feugait nulla
facilisi. Lorem ipsum dolor sit amet,
consectetuer adipiscing elit, sed diam

luptatum zzril delenit auguc duis
dolore te feugait nulla facilisi.

Nam liher tempor cum saluta nobis
eleifend option congue nihilimperdiet
doming id quod mazim placerat facer

If part of your picture is relatively empty, you can place the caption
inside the artwork.




42 CHAPTER 2

Lorem ipsum dolor sit amet, consec
tetuer adipiscing elit, diam nonummy
nibh euismod tincidunt ut laoreet
dolore magna aliquam erat volutpat.
Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper
suscipit lobortis nisl ut aliquip ex ea
commodo consequat.

Duis autem vel eum iriure dotor in
hendrerit in vulputate velit esse
molestie consequat, vel illum dolore
eufeugiat nulla facilisis at vero eros et

nonummy nibh euismod tincidunt ut
laoreet dolore magna aliquam erat
volutpat.

Ut wisi enim ad minim veniam,
nostrud exerci tation ullamcorper
suscipit lobortis nisl ut aliquip ex ea
commodo consequat. Duis autem vel
eum iriure dolor in hendrerit in
vulputate velit molestie consequat,
illum dolore eu feugiat nulla facilisis at
vero eros et accumsan et iusto
odiodignissim qui blandit praesent

| Persistence is the key ta
rock climbling—that,
and not falling off.

accumsan et iusto odio dignissim qui
blandit prae: zzril delenit

==

luptatum zzril delenit augue duis
et iusto odio dignissim qui

augue duis dolore te feugait nulla
facilisi. Lorem ipsum dolor sit amet,
consectetuer adipiscing elit, sed diam

blandit praesent luptatum zzril delenit
augue duis dolore te feugait nulla
facilisi. Lorem ipsum dolor sit amet,

possim assum. Lorem ipsum dolor sit
amet, consectetuer adipiscing elit, sed
diam nonummy nibh euismod
tincidunt ut laoreet dolore magna
aliquam eratvolutpat. Ut wisi enim ad
minim veniam, quis nostrud exerci
tation ullamcorper suscipit lobortis
nisl ut ex ea commodo consequat.

Duis autem vel eum iriure dolor in
hendrerit in vulputate velit esse
molestie consequat, vel illum dolore eu
feugiat nulla facilisis. Ut wisi enim ad
minim veniam, nostrud exerci tation
ullamcorper suscipit lobortis nisl ut
aliquip ex ea commodo consequat.
Duis autem vel eum iriure dolor in
hendrerit in vulputate velit molestie
consequat, illum dolore eu feugiat
nulla facilisis at vero eros et accumsan
et iusto odiodignissim qui blandit
praesent ipsum dolor sit amet, consec
tetuer adipiscing elit, diam nonummy
nibh euismod tincidunt ut laoreet
dolore magna aliquam erat volutpat.
Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper
suscipit lobortis nisl ut aliquip ex ea
commodo consequat. Lorem ipsum
dolorsit amet, consectetuer adipiscing
elit, sed diam nonummy nibh euismod
tincidunt ut laoreet dolore magna
aliquam erat volutpat. Lorem ipsum
dolor sitamet, consectetuer wisi enim
ad minim veniam, quis nostrud exerci
tation ullamcorper suscipit lobortis
nisl ut aliquip ex ea quis nostrud exerci
commodo consequat.

Whatever your choice, be consistent throughout your publication.
Captions are high-profile items, and your readers will notice any in-

consistencies.

Headers And Footers
Information at the top or bottom of each page in a newsletter, book, or train-
ing manual can reinforce the publication’s identity and help readers locate

information.

Information repeated at the top of every page is known as a header, or,
if it's located at the bottom of every page, it’s called a footer. Typically,
headers and footers include such information as the publication’s title,

section and chapter titles, chapter number, and page number.

You might choose to have both a header and a footer, and divide the

necessary information between them.

Reference works often include page-specific information in each
header, to help readers locate information quickly. Looking up a word

in a dictionary, for instance, would take much longer without the aid

of headers.
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Indy Red Accounting Secvices—Annual Report page 6 |

Lorem ipwum dolor sit amet, lobortss nsl consecteruer adipiscing Lorem ipswm dolor sit amet, loborus misl consectetuer adipiscng

elit, sed nonummy nibh euismod tinedunt ut laoreet dolore magna
aliguam erat voluspat.

eli, sed nowummy mbh exssmod tincidunt wt laoreet dolore magna
aliquam erat voluipar,

a

ipoin dolot st st consecteruct sdipcing

7 \
\ \/

Indy Red Accounting Services—Annual Report page 6

L

|
ANNUAL
REPORT page &
Lorem spsum dolor sit amet, lobortis nisl consectesuer adipiscing

elit, sed nonummy mbh enssmod tincidunt ut laoreet dolore magna
aliguam erat volutpat.

Ut win coim ad minim veoram, quis  ipsum dolos 1 amer, consestetuet adipucing
nonrud et rarion. ull
lohors msl ur aliquip €3 ¢

s misl aliquip ex <

Nam libet tempor cum soluta eleend op-

won congy P
masim placeear fcei poim sssum Lorem &

o diam nenummy mikh cutsmod
uncidun wt horeet dolore magns aliguam

‘ INDY RED ACCOUNTING SERVICES.

Pull Quotes And Sidebars

Pull quotes and sidebars give your pages editorial diversity and add visual
interest to your layouts.

In addition to subheads, you can add graphic interest to your page by
using pull quotes—a sentence or two extracted from the text and set in

display type within the text column or in a side margin.

Pull quotes should only occupy a few short lines, so readers can take

them in at a glance. You might choose to paraphrase the text rather

than quote it verbatim, to keep the pull quote pithy.
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| 4 Looking Good in Print

+ What similar messages have your readers encountered from
other sources or competitors?

« How does this publication relate to your other publications?

The more you define s project’s purpose and environment,
the stronger your design will be

- Planning & Experimenting

Turn off your computer to plan and experiment.
The tools of any trade ultimately impact design. The most so-

[ 5';;’;;;;9 phisticated tools used for planning are paper and pencil—the old
accounts for 25 | technology—to sketch your page ideas. Planning typically |
10 35 percent accounts for 25 to 35 percent of the entire project. Shocked?
ofthe entire Expect your project to take twice as long if you insist on using
project. your computer for planning or deade on design-on-the-fly.

‘ First Things First

f 1f you were to win the lottery and decide to build a house, you'd

likely hire an architect to design your dream home. Your archi~

tect, if worth any sait at all, isn’t likely to pick a hammer and saw
to tackle such a project. Well thought-out plans in the form of

‘ blueprints and designs can make big differences in the success,

i efficiency, quahty, and enjoyment of the fimshed project. First

things firs

Althnugh desktop publishing lets you produce g
your computer, it’s often best to loosely sketch initial |doa< and
trial layouts with pencil and paper. The most powerful computer
system won't teach you how to make effective design decisions.
Computers cannot yet think or imagine, and so, offer little in the
realm of creativity. The human mind thinks with ideas and your
ideas are unique to you and the moment at hand.

Try out a variety of ideas. When you finish one sketch, begin
another. Let speed become a stimulant. You'll need a minimum
of three sketches. With two sketches, you can see differences;
with three or more, you begin to see patterns and rhythms. ‘

Another page element you may want to use is the sidebar—a block of
copy set apart from but related to the rest of the text on a page. This is
an ideal format for supplemental information, such as a biographical

sketch of an individual important to a major article.

Chapter 3: Pools of Mysterious Fluid & 43

5. The progressively darkening lake water is also a custom fountain fll. To
get a nice fade from blue to black, there 15 one colonng trick to note.
Open the Fountain Fill dialog (F11). The starting coloris black, and the
ending color is cyan, with one more dark blue color point in between.
The black needs to be altered to include the blue or the il fumms to gray
before it goes black and does not look as good.

You will notice this a lot in Core]DRAW art—fountam fills seem to
have washed-out interim steps. It is not the program that is at fault, just
the artist who used a bad color combination for the program to calculate.
Here 1s how you fix it. Select the black starting point, click on the Current
button to open more coloring options, and then click on the Others.
button. Now a dialog exactly the same as the Uniform Fill dialog ap-
pears. Instead of assigning only black ink, add 100% cyan and 100%
‘magenta to the mx. Adding the colors into your black that are found m
the next “fade-to” color will allow CorelDRAW to calculate your foun-
tain fill much more smoothly. Click OK, and then click OK agamn to
assign the fill to your lake object.

B2 overprintg

Depending on the process, it is a good idea to overprint the bitmap What this
does is print the black o top of whatever calor is beneath rather than knock a
hole in the underlying color Overprinting helps compensate for registration
probiems during the pnnting process in the jet.ski water illustration, if over-
printing 15 not enabled, and if the black moves slightly, every tiry dot in the
dithered shading areas would print a5 white holes krocked out of the color
bebow This would really accentuate even a smalt registration problem, o elimi-
nate this problem, select the bamap and night chick to open a dialog box Now
click an Overpeint Outline for this object. | also rapped the outlines on the
artow shapes and the white text nb,ea Enabling the Overprint Fill option en-
sutes that the dthe black text in the water
should there be a regitration pmuun.

6. The spray of water droplets are just many littie hand-drawn shapes filled
with a cyan-to-white radial fountain fll. Tiny circle shapes would also do
the trick. Open the Fountaun Fill dialog (F11) and change the Type value
to Radial. Now change the From color to cyan and the To color to white
Click OK to create a water drop. At the tiny size and in great numbers,
the fountain-filled circles look like watery spray. The fountain il just
adds enough variation to make each object unigue (see Figure 3-21).
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Bullet Lists

To add emphasis to a list, use bullets or icons to mark each item.

Often, you'll want to list items in a long column instead of running
them in with the text. By inserting a bullet (usually a boldface dot or
square) or other icon, the list takes on a new importance and invites

readership. This technique is particularly effective in advertising.

ecome a truck driver!

m Make big money
® See unusual sights

m Set your own hours
® Be your own boss

Jumplines

Use jumplines to inform readers when articles are continued from one page

to another.

Jumper’s
Quarterly »

Stories Take Giant Leaps
Lorem ipsum dolot sit amet, conscctetuer adipiscing e, sed diam
dolore magnaaliquim 4

-

eratvolutpat
ullamorper 103 st aliquip €x €3 commodo consequat. Y
‘Duts autem vel cum irure dolor in hendrertf n vulputate el exse molestie
consequat vl il at nulks feugat nula facls, Lorer ypsum
dolor st amet, co 20 i, sed diam nonummy aibh eutsmod
nncdunr ur laore Jiquam erat volutpa.
Utwst d mimm d exerct tation ullamcorp

quis nestrud exercrtation

apitlobortis sl ut aliquip ex ca commodo consequat Duis autem vel eurn im-
ure dolor 1 hendrentt in vulputate onsequat vel llum dolo
cufegiat null Facilias at vero evos 10 odio dignissim qui
blandit prassent luptstum zzril deles
Nam liber tempor cum soluta nobis eleifend option congue nibil imperdict

doming1d quod mazzm placerat facer possim assum, Lorem 1ps:
+ . 0, sed diam aut

dolor in hendrerit in vulputate velt esse moleste comseguat, veldlu
feugiat mulla facilisis

Lorem ipsum dolor sit amet, consectetuer adipiscing lir, sed aliqusm i
volutpat. U wistenim ad minim veniam, nostrud exercs tation ullamcorper sus
it lobortis ausl ut aliquip x ea commodo consequat

contined o page 2)

Prominent Jumplines are Necessary
Nibh eusmod tincidunt ut laoreet dolore magna aliqusm erat volutpar Ut wise
enim ad mamm veniam, quis nostnud exerci tation ullameorper suscipir labortis
sl ut aliquip consequat.

Duis autem vel cumoriure dolor in hendrent
consequat, vel llum dolore eu feugiat nulla facilis
1usto odio dignissim qu blandit pracsent huptatur
fore te feugait nulla facilis, Lorem 1psum dolor 31t amet, consectetucs

elt, sed diain nonurmmy
Ut wist enim ad mimim venam,
apitloborts nis) utaliquip ex
ure feugat null facilists at vero eros et accumaan et 1
blandit piaesent luptatum 22111
Dus autent vel eu

trud exerci taton ul

conscquat Dun a

consequat,vel llum d
usto odio dignssim qus hlandit praesent huptatuim 271l delem g

{continued on page 1
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By continuing articles on inside pages, you can offer readers a wider
variety of editorial material on the front page of your publication.
As the number of articles included on page 1 increases, so does the

likelihood that you'll interest the reader.

Continuing articles on other pages also allows for more flexibility in
laying out a long story that won't fit on a single page. The jumpline

eliminates any confusion readers may have about where to read next.

Nameplates And Logos
Establish the identity of your publication with a distinctive and prominent
nameplate.

A nameplate is a distinctive type treatment of your publication’s title.
As the first item on the first page, it should be prominent enough to
establish a lasting visual identity, and it should remain the same from

issue to issue.

OCTOBER 1989

A NEWSLETTER FOR PARENTS & KIDS

A logo is a graphic device that symbolizes your firm. The best logos
reflect the nature of the business they symbolize yet are simple enough
to retain legibility over a wide variety of reproductions—business
cards, letterheads, merchandise, and so forth. An overly detailed logo
can become an unrecognizable mess when sent through a fax ma-
chine or shrunk down to fit on the side of a pen. (Okay, maybe you
weren’t planning on having pens engraved with your logo—but who
knows what the future holds?)

Many logos are based on a simple but effective illustration.

BRIGHT
IDEAS




TooLs OF ORGANIZATION

Logos don’t have to be graphical. Often, setting the company’s name

in a distinctive typeface will form a memorable logo.

The

Waverly
Club

Sometimes the letters are modified to create a unique effect. For ex-

ample, spacing can be altered to make the letters touch or overlap.

the
DARK

RCDM

In other cases, portions of the letters are omitted or exaggerated.

MSSING
LGS FRAERY

Logos are particularly important in magazine and newspaper

advertisements. They provide a visual shorthand for immediate identi-
fication and ad-to-ad consistency. They also give the ad a strong finish.

BLACKBIRD DESIGN !

“Design With A Twist”

919.870.1020
6060-A 51X FORKS ROAD
RALEIGH, NC 27609

a7
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MAKE STYLES A HABIT

Some desktop publishers refuse
to put unstyled text in their
documents—every parogroph
gets tagged with o style. That
probobly sounds extreme, but
the ideo is sound. The extro time
spent applying styles is o pit-
tonce, compored to the time thot
editing on unstyled document
could toke. Fully styled docu-
ments hove on odditionol
benefit—they con be used os
templates if you're ever asked to
create a similar document in the
future. Don't be too quick to
write off a given project os o
“one-shot-deol”—more often
thon not, time will prove you

wrong.

Styles
Styles provide the memory bank for desktop publishing, giving you instant

access to the design specifications on a project.

Keeping track of all these organizers—column specifications, headline
font and size, caption placement and size, picas between a subhead
and the text—is too daunting for those of us not blessed with a photo-
graphic memory. Fortunately, desktop publishing programs offer the

ultimate organizer—styles.

Each specification concerning type or format in your document can be
defined as part of your document’s styles. Once defined, the styles can

be conveniently applied as you create your document.

Styles are critical if you're creating a multipage document or a stan-
dard format that will be repeated frequently on future projects. Styles
ensure consistency. They're also useful for making document-wide

changes—a blessing for freelance desktop publishers with fickle clients.

@ File Edit Utilities Layout Type Element Window

dol . — . Chaptert.pms D e ]l
P | |.|.nl.lﬁ.).l.|.|-»Zﬂ-l.l.|'|.13ﬂ.|.|.|.1.|ﬂ.|.(.|.’|-vq” I T L

o

=

& Looking Good m Frune

First Things First
If you were to win the lothery and decide to build a house, you'd

Iikely hire an aschitect to desi ur dreamhome Your archi-
REQ 152 3“5 sl7{slsm nje 1311415 1si17 xsll)'q 3] 2
*
Moving On

This concludes our discussion of graphic design’s organizing tools.

2
E ¢ What sirvalar messages have your readers encountered from = Styles
3 other sourozs of corrgetitors? Te/nst

l!?_—: ¢ How does this publication relate to your other publicaticns? | Figure Caption |
3 The mrere you ddire your propat’s purpee and envirogiment, eading A
3 the stranger your design will be heading 2 &
= heading 3
E - Planning & Experimenting tlustration

l,3_: i Numbered List n
E T off your computer to i and expwramens Pull Quote &)
E Pia The todls of ary trade ultirretely irmpact d esign. The most so-
EiL ] pI:::;G phisticated tocls used for planning are paper and parctl—the old
3 aZrounts for 25 tec hrology—to sketch your page idess. Flanning typically

b 135 percentof | Acwuntsfor 25 035 percent of tha entire project. Shacked?

'3 theentire Expact your progct to taka twice as long if you insiston using
3 project your computer for planrung of decide on design-on-the-fly
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Consider yourself organized! It's time, at long last, to put some words

on the page—and the next chapter shows you the most effective

approach.
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Typography—the design of the characters that make up text and dis-
play type (headlines, subheads, captions) and the way they're
presented on a page—influences your print communications more
than any other single visual element.

The typeface you choose sends an important message about your mes-
sage. It conveys mood and communicates attitude. If the tone of the
typeface doesn’t match the message you're trying to convey, you risk

confusing your readers.

There are other factors besides the “character” of a given font that
must be considered when choosing type. Some fonts require more
space between lines than others for optimum readability, some lose
readability at small sizes, and some lose impact at large sizes. Many
desktop publishing systems offer additional options that must be con-
sidered, such as rotation and distortion of type, and the ability to wrap

text around a visual.

There are rules to follow when selecting and arranging type—this
chapter describes them in some detail—but, as with many rules, you're
bound to stumble upon an exception sooner or later. Develop faith in
your aesthetic judgment. If something “just looks right” to you, it’s
probably worth keeping, even if the rules don’t support you. Likewise,
if you’'ve followed the rules but still have nagging doubts, keep experi-

menting.

Examining Type And Type Decisions

The finer characteristics of letter shapes create an overall distinct mood.

One way to begin working with type is to dissect it architecturally.
Become familiar with the basic parts of letters, and notice how they

vary in detail from one typeface to another.

A
Baselin

B © ~ o o - - E\Fﬁ
eﬁ g11 IO

A. X-height—The height of the main body of the lowercase letterforms
in a font, ignoring ascenders and descenders (see items D and E).

The term literally refers to the height of a lowercase X.
B. Cap height—The height of the uppercase letterforms in a font.

C. Ascender—The part of a lowercase letter that extends above the x-

height, as in the characters b, d, and h.
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D. Descender—The part of a lowercase letter that extends below the A RATHER CONFUSING
baseline, as in the characters g, p, and y. LEXICON

E. Bowl (counter)—The space found within some letters, as in the char-

Unfortunately, the terms used in

EEeb.and Q typography have very unclear

F. Serif—The short cross-strokes at the top and bottom ends of a letter. meanings. Technically, the term
This term is also a classification for typefaces that feature serifs. typeface refers to a complete set
Typefaces without serifs are called sans serif fonts. of characters of a given font, in a

T c . i ight—so for example,
Fluctuations in these variables influence the overall tone of a typeface. e 9" 0 TORERREES
Helvetica Bold is an example of

As become more familiar with fi , ‘11 is-
you typefaces, you'll spot general stylis & ypsfaice, A font family 108

papiEEss. For example: collection of related typefaces:

e Conventional—Serif, small x-height, tall ascenders and descenders. Helvetica, Helvetica Oblique,
Helvetical Bold, and Helvetical
Bold Oblique are four typefaces

within the Helvetica font family.

e Contemporary—Sans serif, high x-height, short ascenders and de-

scenders.

e Dignified—Serif with slightly pinched bowls and vertical letterforms.
!

e Friendly—Rounded bowls and letterforms. - Helvetica  AaBbCcDdEeFt
Helvetica Oblique AaBchDdEeFf "
Typefaces with rounded serifs tend to be friendly (Caslon244): HelveticaBold  AaBbCcDdEeFf

Helvetica Bold Oblique AaBbCcDdEeFf

Many hands make light work. The problem is, the word font

can refer to a typeface or a foﬂl .

family. It's completely dependent

Typefaces with squared serifs look official or architectural upon context. If all of this arcana

(Officina Serif): has your head spinning, remem-

ber this simple rule: Whenin

Tax Form EnCIOSEd doubt, say “font.”

The simplicity and elegance of sans serif typéfaces make them ideal for

large headlines and other display treatments.

A TOUCH OF CLASS

Serif type, on the other hand, works well in smaller sizes, particularly

for a text face, but can lack authority when set in large sizes for dis-
play purposes.

Serifs help the reader recognize the shapes of the letters. Take away the

serifs and there’s less letter-to-letter differentiation.
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Distinct letters Indistinct letters

Using Font Families

Working with a font family allows you to assign roles to each variation.

Novice typographers tend to use too many fonts. They want each text
element within their document to be distinct from the others, so they
assign each one a different font. Unfortunately, this technique usually

results in typographic overload.

You can avoid this problem by choosing fonts with large families. Each
font family generally includes several different styles such as normal,
italic, bold, and bold italic. These variations can be used to add con-
trast without resorting to entirely new typefaces. For example, you
could use the regular weight of a font for body text, bold for headlines,
bold italic for pull quotes or subheads, and medium italic for captions.
The resul:ting document is rich in contrast, even though a single font is
used throughout.

Type Style
Type style refers to variations in weight and stroke that lend flexibility in

contrast and emphasis to each type family.

Characters set in bold type have thicker strokes and add authority or
emphasis to a typeface. Bold type is also frequently used for subheads

to break up long expanses of text.

Lorem ipsum dolor sit
amet, consectetuer adipisc-
ing elit, sed diam nonummy
nibh euismod tincidunt ut
laoreet dolore magna ali-
quam erat volutpat. Ut wisi
enim ad minim veniam, quis
nostrud exerci tation ullam-
corper suscipit lobortis nis]
ut aliquip ex ea commodo
consequat.

Duis autem vel eum iriure
dolor in hendrerit in vulpu-
tate velit esse molestie con-
sequat, vel illum dolore eu
feugiat nulla facilisis at vero
eros et accumsan et iusto
odio dignissim qui blandit
praesent luptatum zzril del-
enit augue duis dolore te
feugait nulla facilisi. Lorem
ipsum dolor sit amet, con-
sectetuer adipiscing elit, sed
diam nonummy nibh euis-
mod tincidunt ut laoreet do-

utpat

Lorem ipsum dolor

sit amet consecteteur
Ut wisi enim ad minim
veniam, quis nostrud exerci
tation ullamcorper suscipit
lobortis nisl ut aliquip ex ea
commodo consequat. Duis
autem vel eum iriure dolor
in hendrerit in vulputate ve-
lit esse molestie consequat,
velillum dolo eu feugiat
nulla facilists at vero eros et

lore magna aliquam erat vol-

iusto odio dignissim qui
blandit praesent luptatum
22ril delenit augue duis do-
lore te feugait nulla facilisi.

Nam liber tempor cum
soluta nobis eleifend option
congue nihil imperdiet dom-
ing id quod mazim placerat
facer possim assum. Lorem
ipsum dolor sit amet, con-
sectetuer adipisang elit, sed
diam nonummy.

Ut wisi enim ad
minim veniam

Nibh euismod tincidunt
ut laoreet dolore magna ali-
quam erat volutpat. Ut wisi
enim ad minim veniam, quis
nostrud exerci tation ullam-
corper suscipit lobortis nisl
ut aliquip ex ea consequat.

Duis autem vel eum iriure
dolor in hendrerit in vulpu-
tate velit esse molestie con-
sequat, vel illum dolore eu
feugiat nulla facilisis.

Lorem ipsum dolor sit
amet, consectetuer adipisc-
ing elit, sed diam nonummy
nibh euismod tincidunt ut
laoreet dolore magna ali-
quam erat volutpat. Ut wisi
enim ad minim veniam, quis
nostrud exerci tation ullam-
corper suscipit lobortis nisl
ut aliquip ex ea commodo
consequat.

Lend Contrast to
Your Publication

tate velit esse molestie con-
sequat, vel illum dolore eu
feugiat nulla facilisis at vero
eros et accumsan et iusto
odio dignissim qui blandit
praesent luptatum zzril del-
enit augue duis dolore te
feugait nulla facilisi. Lorem
ipsum dolor sit amet, con-
sectetuer adipiscing elit, sed
diam nonummy nibh euis-
mod tincidunt ut laoreet do-
lore magna aliquam erat vol-
utpat

Ut wisi enim ad minim
veniam, quis nostrud exerci
tation ullamcorper suscipit
lobortis nusl ut aliquip ex ea
commodo consequat. Duis
autem vel eum iniure dolor
in hendrerit in vulputate ve-
lit esse molestie consequat,
vel illum dolo eu feugiat
nulla facilisis at vero eros et
accumsan et iusto odio dig-
russim qui blandit praesent
Tuptatum zzril delenit augue
duis dolore te feugait nulla
facilisi.

Duis autem veleum
iriure dolor henderit
Nam liber tempor cum
soluta nobis eleifend option
congue nihil imperdiet dom-
ing id quod mazim placerat
facer possim assum. Lorem
ipsum dolor sit amet, con-
sectetuer adipiscing elit, sed
diam nonummy nibh euis-




Bold Not Always Better

Charactersset in
holdfnce type huve
thickerstrokes and
ndd authoerity or em-
phasis to a typeface.
Bold type is frequently
used for subheads that
brenk up long ex-
panses of text,

Close-Up of
Typefaces

Boldface type must be
used carefully. In
smallsizes, the
counters-

enclosed spaces within
letters like e and o -
often become filled in
on laser printed out-
put. A lot of boldface
type also darkens a
page.

Setting isolated
words in boldface type
in the middle of a
block of text can draw
more attentionto a
word than it warrants
and can also create a
"checkerboard"ap-
pearance on the page.
Charactersset in bold-
face type have thicker
strokes and add au-
thority or emphasis to
a typeface. Bold type is
frequently used for.

Letters

Move In

Setting isolated words
in boldface type in the
middle of a block of
text can draw more at-
tention to a word than
it warrants and can
also create a "checker-
board" appearanceon
the page.

Characters set in bold-
face type have thicker
strokes and add au-
thority or emphasis to
a typeface. Bold type is
frequently used for
subheads that break up
long expanses of text.

Boldface type must be
used carefully. In small
sizes, the counters - en-
closed spaces within
letters like e and o - of-
ten become filled in on
laser printed output. A
lot of boldface type also
darkensa page.

Setting isolated words
in boldface type in the
middle of a block of
text can draw more at-
tention to a word than
it warrantsand can
also create a "checker-
board"appearance on
the page. Characters
set in boldface type

have thicker strokes
and add authority or
emphasis to a type-
face. Bold typeis fre-
quently used for sub-
heads that break up
long expanses of text.
Boldface type must be
used carefully. In
smallsizes, the
counters often fill in
on laser printed out-
put. Charactersset in
boldface type have
thicker strokes and
add authority or em-
phasis to a typeface.
Bold type is frequently
used for subheads that
break up long ex-
panses of text.
Boldface type must
be used carefully.In
smal! sizes, the count-
ers - enclosed spaces
within letters like e
and o - often become
filled in on Iaser
printed output. A lot
of boldface type also
darkens a page.
Setting isolated
words in boldface type
in the middle of a
block of text can draw
more attentionto a
word than it warrants
and can also create a
“checkerboard"ap-
pearance on the page.

THE ARCHITECTURE OF TYPE

Use bold type carefully and sparingly. Too much bold type darkens a
page, making it look dense and uninviting.

Avoid using boldface type to emphasize isolated words in the middle of
a block of text. The bold type can draw more attention to a word than

it warrants and create a checkerboard look to the page.

You can use italic type for emphasis or when irony or humor is in-
tended. Italic text implies a conversational tone. It's sometimes used to

indicate a quote where no quote exists—as if someone were speaking.

Using bold as a means
of emphasis can create
a checkerboard look

to your page. It's much
better to use italic type
for emphasis. Words in
italic type are perceived
as spoken words. |

Using bold as a means
of emphasis can create
a checkerboard look
to your page. It's much
better to use italic type
for emphasis. Words in
italic type are perceived
as spoken words.
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Shadow, outline, and underline are also offered as styles for some type-
faces. Exercise restraint when using these kinds of styles, because
they're generally more difficult to read. In the following example,

shadow and outline seriously hinder legibility.

o WIrE N - .
OQurtline ai

Jshadow text
should be used sparingly.

Likewise, underlining interferes with the reader’s ability to recognize

letterforms by obscuring descenders.

Lines of emphasis quickly
become lines of annoyance.

Small caps refers to a type style in which the lowercase letters are re-
placed with smaller versions of the uppercase letters. Small caps can

provide emphasis without darkening the page with bold type.

Small caps can also be used to replace uppercase letters in acronyms.
Because all-caps text is occasionally used for emphasis, acronyms can
unintentionally draw too much attention. Using small caps avoids

this snare.

He’s a VIP in the CIA.
He’s a VIP in the CIA.

Most software packages allow you to set the size ratio between small
caps and large caps. Generally, small caps look best from 80 through
90 percent of the large cap size. Be careful: the default value in some
programs is closer to 70 percent. The resulting text can look jarring,

because the large caps have noticeably thicker strokes.

SmALL CAPS
SMALL CAPS

Type Weight
Type weight—the letter width and stroke thickness—offers further flexibility

in lightening or darkening your page.

_“
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Some font families offer you a variety of type weights, rather than just
Normal and Bold. The Helvetica family, for instance, has a super-bold
variation called Helvetica Black. It's an ideal choice for short, high-

impact headlines.

BLACK WINS

On the other end of the spectrum is Helvetica Light, a thinner version

of Helvetica. Light faces are useful in situations where elegance is

required.

Lighten up and live longer

Condensed weights offer a narrower footprint—the horizontal space
taken up by a letter. This increases the number of letters that can fit on
a line. Univers Condensed, for example, preserves the essential at-
tributes of Univers, but the letters are narrower. Narrow footprints are

ideal when space is at a premium.

Combinations are also available. Univers Condensed, for example, is

available in both Light and Bold variations.

Univers Condensed Light
Univers Condensed Regular
Univers Condensed Bold

Choosing Your Typefaces

Okay, let’s assume you've read this far, but still have no idea of which
typefaces to choose for your project. Does that sound horribly familiar?
Well then, the next consideration is what you're going to do with the

typeface you select.

Body Text Choices

If you're going to use the font for body text—the long, gray, rambling
part of your document—you don’t want anything too garish. Consider
the text found in novels. It's usually a pretty straightforward serif face.

Because body text tends to be copious, readers need the additional

recognizability of serif letters to get through long passages quickly.

BEING BOLD

You may have wondered what
the difference is between using
the Helvetica Bold typeface and
using plain old Helvetica with
bold applied in your favorite
deskiop publishing program.

Ideally, there's no difference
whatsoever. The program should
realize that Helvetica bolded is
the same as Helvetica Bold, and
it should substitute the correct
typeface accordingly. Unfortu-
nately, some programs are better
than others at realizing this—and
to be fair, the haphazard naming
standards used in the typeface

industry don't help matters.

If your system can't locate
Helvetica Bold, it will simulate
boldfaced type by using an
algorithm to thicken normal Hel-
vetica. Sometimes, the result will
look fine and sometimes it won't.
The same story goes for italic
type. There's an algorithm that
skews normal letters to the right,

if the italic face can't be found.

You can avoid this problem by
steering clear of the Bold and
Italic buttons on your toolbar and
selecting the correct faces from
the font menu, but this can be-
come rather laborious. A better
solutionis to test a font’s workabil-
ity before using it in a project.
Just compare a sample of the
Bold type face to a sample of the
Bold typeface to a sample of the
bolded Normal typeface on your
printer, If they look the same,

you've chosen a winner
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A font with little differentiation between letterforms, like Avant Garde,

makes a poor body text choice.

Body text is distracting

Safe choices are violated regu-
larly by talented and seasoned
professionals who know exactly
what theyre doing. As you work
with type, your confidence will
grow and you’ll soon gravitate
to more daring and well-
executed decisions.

Most of the daring uses of type
include letterforms that have a

high x-height, uniform letter
weights, unusual letter shapes or
prominent serifs. Such typefaces
as Eurostile, Korinna, Avant
Garde, and others for body text
choices require careful consid-
eration and manipulation for
successful results; if applied im-
properly they can distract or
become tedious for readers.

That’s not to say you can’t use a sans serif font for body text—Optima,
for example, is an excellent sans serif choice. But because sans serif
fonts have inherently less recognizability, it’s safer to stick with serif

faces, at least until you've gained some typographical experience.

Above all, stay away from those novelty display faces when choosing a
body text font. They may look neat in the font catalog, but you'll an-
noy your reader to distraction if you set entire paragraphs of type in
them. A good rule of thumb is that if a font family consists of one font,

it’s not a good body text choice.

Display Text Choices

You can afford to be a bit more liberal when choosing a font for dis-
play text (headings, subheads, pull quotes, and the like), but a certain
amount of restraint is still required. A little ornamentation goes a long
way, especially at large type sizes. Remember, appropriateness is the
key. Determine the mood you're trying to convey, and then scan the
possibilities with that mood in mind. This isn’t an absolute science, so
don’t expect the correct font to leap out at you. Just pick four or five
“maybes.” Plugging them into a first draft of your layout will help you

make the final choice.

The safest choices for a display face are the boldfaced version of the
body text, or a font of a different class (serif/sans serif) than the body
text. The latter suggestion stems from the fact that two serif faces or
two sans serif faces are much more likely to clash with each other than
fonts from different classes. Don't consider that a hard-and-fast rule,

though—it’s more of a safety tip. Once you become skilled at choosing

typefaces, you'll find yourself ignoring that tip fairly often.




=

THE ARCHITECTURE OF TYPE 57

But what about those ultra-quirky display faces? It may seem harsh to
say, but there are a great many fonts you’ll never have occasion to use.

Fonts that look like overstylized calligraphy, rubber stamps, or cattle b
brands from the Old West may look kind of intriguing, but they carry 12 points = 1 pica
too many associations to be used in any general sort of way. Likewise, 72 points = 1 inch
script fonts don’t have too many uses; they're extremely fancy, but not

all that readable. You see them on wedding invitations and the occa-

sional gourmet menu. It may seem like an entire branch of

typography is being ignored, but don't let it concern you. It’s not your

job to find a use for these weirdo fonts. Stick with fonts that fit your

project, and you'll never go wrong.

Presenting Type Effectively
Typography doesn’t end with the choosing of a typeface—the presentation is

equally important.

Once you've made your typeface choices, it's time to determine how to
present them effectively in your layout environment. Your attention
must shift to type sizes, word and line spacing, line endings, and col-
umn widths. Many of these concerns involve measurement, so we'd

better start by defining the units of the trade: points and picas.

If you're not already familiar with points and picas, you're probably
wondering why you should go through the trouble of learning a whole
new measurement scheme—especially since your desktop-publishing
program will let you use inches. Truthfully, though, the point/pica
scheme is better. The units are smaller, so you don’t spend so much
time talking in fractions. Besides, points and picas are part of the vo-
cabulary of typesetting. Type size is measured in points. Most
programs let you adjust font size in 0.1-point increments. Line spacing
and rule thickness (discussed in Chapter 4) are also on the point stan-
dard—even if you've set the rulers in your program to inches. You can'’t

escape points, so why fight them? Make them your new standard.

Type Size

Type size is determined by the importance of the message and the available
space.

When choosing type size, consider the amount of white space avail-
able. Remember that the width of the text column should be a factor

in choosing font sizes (see Chapter 2 for a review).

Ultimately, you're trying to strike a balance. The idea is not to fill

every square inch of white space with type—that only clutters your
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document. On the other hand, you don’t want your publication to
have gaping holes, as if something dropped out when the pages went
to press. Somewhere between these two extremes is the ideal: properly-
sized type with a good amount of breathing room. The definition of a
good amount is dependent upon type size. Display text requires more
breathing room than body text. For instance, don't feel you have to
extend a headline across the entire length of the text columns. It will

attract more attention if it’s framed in white space.

White Space Comes in Handy

Lorem ipsum dolor sit amet, consec
tetuer adipiscing elit, sed nonummy
nibh euismod tincidunt ut laoreet dolore
magna aliquam erat volutpat. Ut wisi
enim ad minim veniam, quis nostrud
exerci tation ullamcorper suscipit
lobortis nisl ut aliquip ex ea commodo
consequat.

Duis autem vel eum iriure dolor in
hendrerit in vulputate velit esse

laoreet dolore magna aliquam erat
volutpat.

Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper
suscipit lobortis nisl ut aliquip ex ea
commodo consequat. Duis autem vel
eum iriure dolor in hendrerit in
vulputate velit esse molestie consequat,
vel illum dolore eu feugiat nulla
facilisis at vero eros et accumsan et

Large type squeezed into a small area produces a claustrophobic effect.

Lorem ipsum dolor sit amet, consec
tetuer adipiscing elit, sed nonummy
nibh euismod tincidunt ut laoreet dolore
magna aliquam erat volutpat. Ut wisi
enim ad minim veniam, quis nostrud
exerci tation ullamcorper suscipit
lobortis nis] ut aliquip ex ea commodo
consequat.

Duis autem vel eum iriure dolor in
hendrerit in vulputate velit esse

White Space Is Sorely Needed

laoreet dolore magna aliquam erat
volutpat.

Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper
suscipit lobortis nisl ut aliquip ex ea
commodo consequat. Duis autem vel
eum iriure dolor in hendrerit in
vulputate velit esse molestie consequat,
vel illum dolore eu feugiat nulla
facilisis at vero eros et accumsan et

Your software won't stop you from setting a given font at any size, so
you've got to use common sense to decide what works. Serif fonts with
extreme variation in stroke width, like Bodoni don’t work well at small
sizes (the thin strokes all but disappear). Fonts will small x-heights lose

readability at small sizes, and so do many condensed faces.

This text is not very easy to read.
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Unbolded serif fonts, while great for body text, can look out of place
when set at large sizes. They're too thin and spidery to command at-
tention. And if you're working with a font that’s extremely detailed or
decorative, be prepared to set it big. Some fonts were never meant to be
used for anything but headlines. Remember, if you can’t read it, no-

body else can either.

Alignment

Alignment can affect the readability of your publication.
There are four basic options for aligning type:

e Justified (flush left/flush right)

e Flush left with a ragged right margin

e Flush right with a ragged left margin

* Centered

Readability studies tend to favor flush-left/ragged-right alignment,
meaning that the first letters of each line are lined up with each other,
but the lines themselves are of irregular length. The irregular line end-
ings create a ragged margin of white space, giving publications a
lighter look. In addition, the even word spacing enables readers to
easily recognize word groups. Flush-left text has an informal, contem-

porary feeling to it.

"Thiscountry, with its institutions,
belongs to the people who inhabit it.
Whenever they shall grow weary of the
existing government, they can exercise
their constitutional right of amending it,
or their constitutional right to dismem-

' ber or overthrow it."
| Abraham Lincoln

Justified type produces lines of equal length. The type aligns to both
the left and right margins. Word spacing is adjusted automatically to

create the even line endings.

Because of the uniform line length, justified columns lack the white
space created with ragged alignment, and thus tend to “darken” a
publication. In addition, justified type is sometimes considered more

difficult to read, because more words are hyphenated and large gaps

often appear between words.
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Nevertheless, many magazines, newspapers, and books use justified
alignment because the word density is higher. Less space is needed to
communicate the same amount of information, which can reduce the

number of pages in a document and result in cost savings.

"This country, with its institutions,
belongs to the people who inhabit it.
Whenever they shall grow weary of the
existing government, they can exercise
their constitutional right of amending it,
or their constitutional right to dismem-
ber or overthrow it."

Abraham Lincoln

Centered alignment is often used for display type, particularly for short
headlines that span more than one text column. Centering text can
lend a formal tone to a document. It’s frequently used for wedding

invitations and official announcements.

Ozzie & SHarriet
invite you to join them
in the celebeation ()f)'

their mareiage

L &)
éﬂl//r&ﬂ{z/, @/?/m'/ 12, 1998
L&)

:E/I(’ éfﬂlﬁ(lllif C@ﬂr&[’)l&

However, avoid centering long blocks of type, particularly for a three-
or four-line headline. Because readers have to search for the beginning

of each line, centered type is more difficult to read.

In lengthy center-justified
headlines, readers must search

for the beginning of each line.
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Type also can be set flush right/ragged left. Like centered type, flush-
right alignment forces the reader to slow down to find the beginning of
the next line, and, therefore, you’ll need to limit its use to concise

headings and headlines.

Try not to be too
wordy when setting
subheads flush right

Lorem ipsum dolor sit amet, consec
tetuer adipiscing elit, sed nonummy
nibh euismod fincidunt ut laoreet
dolore magna aliquam erat volutpat.
Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper
suscipit lobortis nisl ut aliquip ex ea
commodo consequat.

Duis autem vel eum iriure dolor in
hendrerit in vulputate velit esse

Be concise instead

Lorem ipsum dolor sit amet, consec
tetuer adipiscing elit, sed nonummy
nibh euismod tincidunt ut laoreet
dolore magna aliquam erat volutpat.
Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper
suscipit lobortis nisl ut aliquip ex ea
cominodo consequat.

Duis autem vel eum iriure dolor in
hendrerit in vulputate velit esse
dignissim qui blandit praesent veleumn
iriure dolor in hendrerit in vulputate
velit esse dignissim qui blandit

Kerning And Tracking

Most page layout programs provide you with multiple tools to adjust spacing.

Kerning is the adjustment of space between selected pairs of letters.
Tracking automatically governs the amount of space placed between

each character throughout a block of text.

Certain pairs of letters sometimes appear to be separated by too much
space. This effect is particularly apparent in a headline with an upper-
case T next to a lowercase o, or an uppercase W next to a lowercase aq,

and so on.

USING FORCE

Some programs offer the option
of force justification {also known
as justify last line), which
stretches the available text to fill
the entire line. It's only really
good for the occasional special
effect. For best results, use a
sans serif face and set it in all
caps—you don't want too much
differentiation between

letterforms.

L ookin

g
B a d

WA
WA

Want
Want

Today
Today

any.
any.

Kerning reduces the space between individual pairs of letters to im-
prove readability. It can also be used to add space between certain

letter pairs. This is often done to improve legibility when setting white

type against a black background.
T
legibility
] Egm
legibility
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Well-constructed fonts include kerning pairs, which automatically deter-
mine the amount of space needed between any two characters. Even
so, type set at large sizes will probably require some manual kerning

on your part.

Desktop publishing software also uses tracking to determine the
amount of space between each character. Different programs allow
you to adjust tracking in different ways. Some use numerical values,
while others use general terms like loose and tight. By tightening track-
ing, you increase the density of your text, fitting more words into the

same amount of space. This tends to darken a publication.

Conversely, loose tracking lightens a page.

Usually, if you've set reasonable pa- Usually, if you've set reason-
rameters for justification in your able parameters for justifica-
program, the very worst offenders tion in your program, the

in hyphenation will be lines with very worst offenders in hy-
bad breaks, caused by long single- phenation will be lines with
syllable words or words with bad breaks, caused by long |

Word Spacing

The amount of space between words affects the density—and consequently,

the readability—of a publication.

When word spacing is tight, more words can be included on each line.

In certain situations, this reduces the number of hyphenated words.

When word spacing is tight,
more words can be included
on each line. In certain situa-
tions, this reduces the num-
ber of hyphenated words.

You'll need to be careful
with word spacing. If you re-
duce word spacing too
much, the text becomes diffi-
cult to read and the publica-
tion looks too dark.

Tracking and word spac-
ing are often adjusted simul-
taneously. One common

When word spacing is tight,
more words can be included
on each line. In certain situa-
tions, this reduces the number
of hyphenated words.

You’ll need to be careful
with word spacing. If you re-
duce word spacing too much,
the text becomes difficult to
read and the publication
looks too dark.

Tracking and word spacing
are often adjusted simulta-
neously. One common

You'll need to be careful with word spacing. If you reduce word spacing
too much, the text becomes difficult to read and the publication locks

too dark.

Tracking and word spacing are often adjusted simultaneously. One

common technique, especially with high x-height typefaces, is to

slightly reduce letter spacing and increase word spacing.

o o ——
:
.




THE ARCHITECTURE OF TYPE

WHO’S IN CHARGE HERE?

When experimenting with tracking and word spacing, be sure to re-

view proofs to ensure you've achieved the right balance.

Paragraph Spacing, Tabs, And Indents
Use tabs, indents, or extra space between paragraphs to enhance readability.

Tabs and indents also can be used to effectively set off lists and quotations.

The space associated with the beginning of a paragraph should be
consistent throughout your document. Generally, two types of spacing
schemes are used: a two- to five-space indent at the beginning of the
first line of each paragraph, or extra spacing between paragraphs with
the first line set flush-left.

If you decide to use indents, don’t use the system defaults. Set the tabs
yourself. The standard tab default in most programs is half an inch

(three picas), which is way too large for most body text.

Adding space between paragraphs makes each paragraph look like a
self-contained unit. It also adds an openness to a publication by break-

ing up the grayness of large expanses of text.

Goods & Services

Headline

Software

Typesetting

Your job is to asemble a totl
picture from a erics of individ:
wal pares. No piece of the puzzle
should be iobated from the oth

The total picture includes con
sideration of the environment
inwhich your advertisement or

L BCh e SR ot oF

For example, when devigning a
newspaper advertiscment, con
sider how it will lok when

ers The parts must fit togethee
harmoniously.

The total picture inchides con:
sideration of the environment
in which your advertisement or

publication will be distributed.

For example, when designing a
newspaper advertisement, con:
sider how it will look when
surrounded by news items and
other advertisements

Your job is to assemble a toal
picture from a series of individ-
ual parts. No piece of thepuzle
should be isolated from the
others. The various parts must

uted.

For example, when designing a
newspaper advertiscment, con
sider how it will louk when
surrounded by news.

=

Your job is to assemble  total
picture from a series of individ:
wal parts. No piece of the puzzle
shouldhe solated from the oth:
ers. The parts must fit together
harmaniously

The total picture inchudes con
sideration of the environment
in which your publication will
be distributed.

ded by news.

Your job s to assemble a toral
picture from  series of individ
wal pares. No picce of the puzzle
shouldhe solated from the och
ers The various parts must fit
together.

The total picturc incides con.
sideration of the environment
inwhich your advertisement or
publication will be distributcd.

For example, when designing a
newspaper advertisement, con
sider how it will look when
surrounded by news

Your yob i to assemble a total
picture from a scrics of individ:
wal parts. No picce of the puszle
should b iolated from the ot
ers The various parts must fic
together.

For example, when designing a
fewspaper advertisement, con
sider how it will fook when
surrounded by news

Yout job i to assemble a totsl
picture from a sries of individ
ual parts. No picce of the

To increase paragraph spacing, use your desktop publishing program’s
paragraph-spacing command, rather than inserting two carriage re-

turns, which usually results in far too much space between

paragraphs. The paragraph-spacing command lets you add just

So, what's really determining the
amount of space between letters—
kerning or tracking? Both,

actually.

Think of kerning as a set of
proportions. The average two
characters need x amount of
space between them, but certain
combinations need either some
fraction of x or some multiple of
x. Once you've defined all the
combinations in terms of x,
changing x’s value will change
the letter spacing while still
maintaining the spatial propor-

tions established by kerning.

When you adjust tracking,
you're essentially changing the
value of x. It gets smaller when
tracking is tightened, and larger
when tracking is loosened. {I've
simplified the matter greatly for
the sake of explanation, but this
gives you a rough idea of how

the two methods interact.)
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enough space between paragraphs to add interest, without creating a
page filled with distracting parallel bands of white space.

also adds an openess to a publica-
tion by breaking up the "grayness”
of large expanses of text.

To increase spacing between para-
graphs, always use your desktop
publishing program's paragraph-
spacing command, rather than us-
ing two carriage returns, which
can result in too much space be-
tween paragraphs.

The paragraph-spacing command
lets you add just enough white
space between paragraphs to add
interest without creating a page
filled with distracting parallel
bands of white space.

also adds an openess to a publica-
tion by breaking up the "grayness"
of large expanses of text.

To increase spacing between para-
graphs, always use your desktop
publishing program'’s paragraph-
spacing command, rather than us-
ing two carriagereturns, which can
result in too much space between

paragraphs.

The paragraph-spacing command
lets you add just enough white
space between paragraphs to add
interest without creating a page
filled with distracting parallel
bands of white space.

Extra space between paragraphs

enhances readability. Adding ad-
ditional space between paragraphs
makes each paragraph appear
more like a self-contained unit. It

Extra space between paragraphs
enhances readability. Adding ad-
ditional space between paragraphs
makes each paragraph appear

Tabs can be used in conjunction with extra space to further open up a

publication.

Goods & Services

Headline

Software

Typesetting

Your jobis toassemble atoral
picture from a series of indvid-
ual parts. No piece of the puzle
should be tsolazed from the oth-
s, The parts must fit together
hanmoniously.

The toul prcture. meludes
consuderation. of the environ-
ment in which your advertis-
ment or publication wil be dis-
ibuted.

For example, when design-
ing a newspaper adveruse-
ment, consider how it will look:
when sumounded by news
items and other advertise-
menss

Your job s to assemble a
ol picuure from a senes of
individual pars. No piece of

The torl prenre meludes
consideration of the environ-
ment m which your advertise-
ment or publication 15 going to
be dismibuted.

For example, when design-
Inganewspaper advertsement,
consides how ttwill look when

surrounded by news.

Your jobis to assemble atoral
picture from a seres of mdevid-
wal pares. No piece of the puzle
should be wolated from the oth-
ers. The pares must fi together
harmontously.

The toul picare mcludes
consideration of the environ-
ment in which your publication
wll be dismrbured.

For example, when design-
Ing a newspaper advernsement,
consider how 1t will look when
surrounded by news.

Your jobis to assemble a total
picture from a series of ndivid-
wal parts. No piece of the puzle
should be solated from the oth-
ers. The various parts must fit
together.

The toml pienwre includes
consideration of the environ-
ment in which your advertise-
ment or publicaon will be dis-
mibuted.

For example, when design-

1nganewspaper advertsement,

consider how 1t will look when
by news.

Your jobis to assemble a total
picture from a series of indwid-
wal parss, No piece of the puzle
should be solated from the oth-
ers. The vanious parts must fit
together

For example, when design-
inganewspaper advertisement,
consider how it will look when
surrcunded by news.

Your jobs toassemble a cotal
picture from a senes of individ-
ual parts. No prece of the
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THE ARCHITECTURE OF TYPE

If you want your text to align vertically across adjacent columns,
you're probably better off sticking with indents. Otherwise, you'll need
a full line space between paragraphs to keep things even—and that’s

probably too much space.

Indents can be used to call attention to quotations in a publication by

moving a text block in from the left- and right-hand margins. Indents

can also set off a list from the body copy.

Lorem ipsum dolor sic amet, consec tetuer
adipiscing clic, diam nonummy nibh
euismod tincidunt ut laoreet dolore ma-
gna aliquam erat volutpar. Ut wisi enim
ad minim veniam, quis nostrud exerci
tation ullamcorper suscipit lobortis nisl ut

aliquip ex ea commodo consequat.

“It’s easy to grin when your ship
comes in, and you've got the
stock market beat...”

Duis autem vel eum iriure dolor in
hendrertt in vulputate velit esse molestie
consequat, vel illum dolore eu feugiat
nulla facilisis at vero eros et accumsan et
iusto odio dignissim qui blandit praesent
luptatum zzril delenit augue duis dolore
te feugait nulla facilisi. Lorem ipsum do-
lor sit amet, consectetuer adipiscing elit,
sed diam nonummy nibh euismod

tincidunc ut laoreer dolore magna aliquam

Line Spacing

Leading (pronounced “ledding”) is the amount of vertical space allot-

ted for a line of type. It's a critical factor in determining legibility. Like

type size, it’s measured in points.

The default (or automatic) line spacing found on most desktop publish-

ing systems is approximately 120 percent of the type size being used.

Thus, the default leading for 10-point type is 12 points—written as 10/12.

Headlines usually read better when leading is tighter. The words form

a distinct visual unit, instead of looking like a seri<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>