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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.



TOOLS OF ORGANIZATION

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.
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Other page-layout programs are based on setting text into boxes

or frames.
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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.

My Document
Lorem ipsum dolor sit arnst,
consectetver adipiscing elit, sed diam
nonwxneny nibh evismod tincidunt ut
lsoreet doloxe magna alignam erat
volutpat. Ut wisi enim ad minim
veniam, quis nostrud exercd tation
ullameorper suscipit lobortis nisl ut
aliquip ex ea cormmods consequat.

Duis autera vel evmn iure dolor in
hexdrent in vulputate velit esse
meolestie consequat, vel ilum dolore en
fevgiat nulle facilisis at vezo eros et
accumsan etivsto odio dignissim qui
blandit praesent luptatum zzxil delenit
augue duis dolore te feugait nulla
facilisi. Lovem ipsum dolor sit araet,
sonsectercer adipiscing elit, sed dism
nosununy nibh euismo§ tincidunt ut
laoreet dolore magna aliquar exat
volutpat,

Ut wisi enim ad rinira vepiem, quis
nostrud exerci tation ullamcorper
suscipit Iobortis nisl ut sliquip ex ea
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hendreritin velputare velit esse
molestie consequar, velillom dolore eu
feuglat xolle factlisis.
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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:

¢ Centering between two column guides.
* Justifying between two column guides.
¢ 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.
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velit esse molestle consequat,
vel filr: dolore eu feugtat
nulla faciiisls. Ut wisl enlm ad
minim venlam, quls nostrud
exerct tation ullamcorper
suscipit loborlis,

facilist, Lorern ipsum dotor sit
amet, consectetuer adipiscing
ellt, sed diam nonummy nibh
euisinod tincldunt ut laoreet
dclore magna aliquam erat
volutpat.

placerat facer possim
assum, Lorem jpsum dolor
sit amel, consectetuer
adipiscing elit, sed diam
nonummy nibh eulsirot
tincidunt ut laoreet dolore
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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.
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More columns
provide more
flexibility.
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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 columns. Lorem ipsum
dolor sit amet, consectetuer adipiscing elit, sed diam
nonummy nibh eismod 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 enm friure 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 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 irture dolor in hendrerit in vulputate velit esse
molestie consequat, vel illum dolore eu fengiatnulla
facilisis at 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 op-
tioh 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

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

suscipit lobortis nisl ut aliquip ex ea commodo

Putlarge 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 cre-ated by varying column widths based on an established multi-

column grid.

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

Loretn ipsums dolor sit amist, consectetuer adipiseing elit, sod
dism nonum my nibh ewismod fineldunt ut Boreet dolore rma-
g aliguam erat votutpat. Ut wis entrn 2d minim veniam, quis
nosteud exerci tation ullameorper susclpit lobortls nisl ut al-
iquip ex ca commado consequat.

Duis sutemn vel curn iriure dolor in hendrerl in vulputate
vellt esse molestic cansequat, vet Hlum dolore cu fruglat nulta
feugait nulla facllish Lorern ipsum dolor sit amet, conscetetuer
adipiscing elit, scd diam nonummy nibh culsmod tineidunt ut
lagreet dolore magna aliquam erat vohatpat.

Ut wisi enfm ad minim veniam, quis nostrud exerc] tation
ullameorper suseigit lobortls nist ut aliquip ex ¢a commodo
comsoquat, Diss autem vl eum iriure dolor in hendrerit in
volputate velit esse molestic consequat, vel illum dolo cu feugiat
nulta faciflsis 3¢ veto etos et accumsan et fusto odio dignissim
qui blandit pracsent Iuptatum zzril delenit ugue duls dolore te
feugalt nulla facilisl.

Bam Hber tempor eum soluta vobis leifend option congue
nitil Imperdict doming id quod marim phccrar facer possing
assum. Lorem ipsum dolor sit amet, conscetetuer adiplscing it
34 dlam conummyDuis sutem vel eum ithsre dolor in bendre.
it in vlputate velit cssc molestie consequat, vel ilfum dolore cu
feugiat nulla faclisls.

Lorem ipsum dolor sit amet, consectetuer adipiscing ot sed
aliquim erat volutpat, Us whsi enim ad minim veniam nostrud
exerci tation wilamenrper suseipit lobortls nisl ut aliquip ex 1
commoado contequat.

The Flower Girl

Nibh cuisrmod tineldunt ut faoreet dolore magna aliquram erat
volutpat. Ut wist enim 2d minim veniam, quis nostrud sxerci
tation ullameorper susclplt lobortls nisd ut aliquip consequat.

Dhusls autem vel cum iriure dolor in hendrerit in yulpurate
welit esse molestic conscyuat, vel ithim dolore en frugist nudla
facilisis dlo dignissir qui
Blandk pracsent luptatum zzril delenit sugue duis dolore te
feugait nulla facills Lorem ipsum dolor sit amet, consectstuer
adipiscing elis, sed diam nonummy nibh culsmiod Gncidunt ut
Iaoreet dolarc magea aliguam erat volurpat.

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.
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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
spate between columns lightens, or opens up, a page,. and clearly
separates one column from another.

2 2
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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 Yz-inch to accommodate this type of

binding.

CHaPTER NINE
w

Life in the Gutter

I—mmm ipsum dolor sit amet, adipiscing clit, sed diam nosummy nibh etismod
tincidunc ue lroreet dolore magna aliquam erat voluepat. Ut wisi enim ad minim
veniamt, qui d exerci tation ull suscipit loboreis nist ut aliquip e
#a comimado consequar.

Duis auten vet cam iriure dolor in hendrerit in vulputate velit esse moleatie
consequat, vel illum dolore eu Bugiar nnlL—- facitisis at vero eros et sccumsan e

ignissim qui Blandit prassenc ! delen
g feugait nulla facilisi, l.omn ipsum durm dolor sivamet, wmmuucradnpnmng
cli, sed diam y ismod tincidunt ur d sgraaliquam

ut wisl ¢nim ad minim veniztn, quis nosttud exerci uation ullamcorper suscspn
lobareis mis] ur aliquip ex ez commode canssquat. Diis autem vel eum isiure
dolar in hendrerit in'vulputate velit esse molestic cansequat, vel flum dolore ey
fengiat nulla facilisis at vero eros et accumsan et iusto odio dignissim qui blandic
prasiens lupmeum 2ril delenit augue duis dolore te feugait nulls facilisi.

Nam liber tempor cum solutz nobis eleifend oprion congue nihil imperdier
doming id guod mazim placeeat facer possim assam. Lorem ipsum dolor sitame,
consectetuer adipiscing eliv, scd diamn nonummy nibh euismod rinciduat uc laoreer
dolore magna aliquam erst volutpac, Utwisi enim ad minim. Lotem ipsum dolor
sitamet, adipiscing elit, sed diam nonummy nibh euismod tncidunt 1t laoreet
dolore magng aliguam era volutpat, U wisi cnim ad minim venjam, quis nostrud
exseci qaiion ullamecorper suseipit Jobortis ist ut aliquip ex ez commod consequat.

Duis autem vel eum irfure dolor in hendresit in vulpurace velit esse molestie
consequar, vel ilurd dolore eu feugiar nulla facilisis st vero eres et accumsan et

fusto odio dignissim gui blandit pracsent fuptarura zasit delenir augue duis dolore

e feugait nulla facilisi. Loremn ipsum durn dolor sicamet, consectenucr adipiscing
clt, sed diam nonummy nibh euismod tincidsne ut foreee dalore magna aliquam

forem ipsum dolar sit amer, sdipiscing elic, sed diam nonummy nibh suismod
tincidunt ut lnoreet dolore magna aliquam erat volutpar, Ut wisi enim ad minim
venizm, quis nastrud exerci ration ullameorper suscipit lobortis nisl ur aliquip ex
£ comimodo conseaquat.

Duis sutem vel eumn itiure delor in hendrerit in vulputate vafir esse molestie
consequar, vel illum doloee cu fengiat nulla facilisis at vero eros ex accumsan et
i dio digrissim aut blandi 1 sl delent duis dol

e feugabt mulla facilisi, Lorem Ipsum durm dalorsit amet, consectetuer adipiscing
elit, sed diam nonummy nibh culsmod tincidunt ut larcat dolgre magna aliqusm
ug wisi enlm ad minim veniam, quis nostrud exerci tation ullamcorper suscipit
Iobortis nigl ue zliquip ex ca commado consequat. Duis autem vel eum iriure
dolor in hendrerit it vulputate velit esse molestie consequar, vel ilium dolore eu
feugiac pulla facilisis ac vero eros et accumsan et iusta odio dignissim qui blandit
pracsent luptatum zzei? delenit augue duis dolore te feugair nulla facilisi.
Nam liber sempor cum saluea nobis cleifend oprion eongue tihil imperdice
domingid :\uod mmm placeres facct yommmum lmcm tpsun dolar sitamet,
g elit, sed dian ng dncidunt ut Jaoreet
dolore magaa aliquam erat volutpat, Ut wisi enim 2d minim, Lorem ipsum dofor
slt amet, adxplscmg clit, sed diam noaummy nibh cuismoadt tincidunt " Iaom:
doloce mag: ul\npat Ukwist o minim veniam, q
e rtion p {obartis nisl utafiquip d
Duis autem vel eun: iriure dolor in hendreric in vulputate velit esse mal:w:
consequay, vel illum dolore e feugiar nuila facilisis gt vero eros £t accumsan ct

-iusto odiv dignissim qui blandit praesent luptanum z2ril delenit sugue duis dolore

ve Feugair nulla Facilisi. Losem ipsum dusn dolor sit amet, consecterser adipiscing
vulparace velic zese molestie consequat, vel illum dolore eu feugiar rulla facilisis
ac vero cros et accumsan et fusio odio dignissim qui blandit pracsent luptatam
a2zl delenie augue duis delare r¢ fengait nulta facilisi,
Nam liber temper cum saluta nobis eleifend option congue nikil imperdier .
doming id quod maziin placerae eer pommmum Lomemi lpsum dolor sitamer,
adipiscing elic, sed diam bh euisrnod tinciduntut Jaorzet
dolore magna sliquarm eracvolutpat. Ut wist enim sd minim. Lotem ipsum dofor
it amet, adipiscing elit, sed diam nonummy wibh eutsmed dosiduns uc taosex
dolore magnz aliquam rat volupa. U wist e s misi veaiae, guis nesrod

It ok b
exerd ation P ip nisl i atiquip 4

|e— X |

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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Lazen ipsum dolor st unet,
consectetuer adipiseing el sed
diam nomummy nibh euiaod
uncidune ut

iz nonummy nibh cuismod
ancidunt ut soreet dolore wagns
tiqustn erat volutpst, Ut wisk ensn
ad minnn

voluepse. Ut wiss e ad iminins

Vetiam, quis noyrud eserci ation

wllamcorper suscipt lobords nish ut
" od

sliquam erac volupat. Ut wiss enim
3d sninim veniam, quis nostrud
exercs tation ullamcorper suscipit
Toborsisnisl ut sliquip ex 3
comodo comequst.

Duit autera v eun iiure dolor
i henderit in vulputate veli esse
mdlestic illom

tstion ullsmcorpes suscipit lobortis
i) wt aliquip ex £ commado
comequat.

Duis sutem vel cum iriure dolor in
headrerit in vulpotite velt cie

qus,
D aurem vel eurn iriure dofor
in hendrerit in volputate veli etsc
malestic consequat,vel llum
dolore eu feugiat nula fciliss 3¢

Ve €08 et acconiian ef fusto odro

quat, el llom dolare.
eu feugiat nolh facliis 0 vero eros et
"

dolore cu f la faciiss 2t

sceumsan dignissim qui

pracsent
tupatum z2il delenit auge duis
dolore t fevait nula frelis

L

Vo €703 et sccumsan et vsto odio
dignisim qui blandlt pracsent
fupestum z2ri deleni auge duis
dolore e feugait mull facils.
Lotem ipsum dolor st amet,
consecteruer adipiscing elt, sed
diam nonunumy aibh cusmod
tincidunc ot horeet dolare magna
sliquim erat volutpar,

blandt pracsent |
sugwe dos dolore te feugaie nulla
faclisi. Lorem iprurs dolor st ame,
consecteruer adipicing elit, sed diam
‘onumsny nibh evismod dncidont ut

ame,
consectetuce adipiscing et sed
iz nonumesy nibh eusmod
tinciduns wt loreet dolore migma
aliquam ezat volupat
Ut wis d

sliquim erst
voluipat
Uk wist enin ad eminim veniam,
d arion

venizm,
quis nostrud exerei tation
ullamcotpee suscipi fobords il ut

sllmcorpes suscipit loboreis st ut

Duis autem vel eum irivre dolos in.

Ut wis enim 3d minin venians,
quis nosrud exerci Gtion
ullanicosper suscipit lobortis nid vt

iquip
Duis autem vel cum iriure dolor in
hendrerit in vulputste velt este

Dusis autens vel eum irivre dolor in
hesdrerit in valputae velit csse
33l

quar, ve illom dolore
e feugiat nula ficdisi 3t vero ecos ee
accumsan et iusto odio dignissin qui

smolestic
dolare cu fewgiat null facifsi 3¢
voro ems et accumsn et iusto odio
digaissiz qui blandit pracsent
Juptatum z2cil delenit augue duis
dolare te feupait mull elii,
Nan fiber tempot cum toluta

blandit pra delen
sugue duis dolore te feugaic nulls
cllsh.

Nam liber tempor cum soluta nobis
ekeifend option congue nihil
imperdiet doming id quod mazim
Phcerat facer possim sssum. Lorem

A «
molestie consequat,vebillam
dolore cu feugist mulls faciliis at
o7 6ros €€ accunan et iusto odio
digiisim qui blandic prassent
Isptzsum 225 delenit sugue duis
dolore tc feugait nolla facils,

Narn liber tempor cum solura
nabis cleifend opsion congue nikil
imperdics doming id quod matim
placerat ficer possio assum, Lorem
ipsum dolor sit amiet, canscererser
adipiwcing elit,sed disem nonummy

dolore niagns aliquam erat
valurpat, Us wisi cnim ad minim
veniams, quis nostrud exerci tation
vilameasper suseipit Ioboress mid ut
aliquip ex €3 comtado comsequat.
Duis autesn vl cum iriore dolor
i hendrerit in vulpucse veli esse

suscipic loborsis mish ut aliquip ex ca
<cammodo consequat.

Duis autem vel curn iriure dolar in
headsoritin i

congoe whil  ipnam nibh jsoreer
imperet doming i " 4 dalore P
placerat facer possim sssum. Lorems  nibh cuismod tincidunt ut laoreet volutpat, Ut sish enion od imm
spauos dolor sit dolore ! valutpas, ution
adipiscing elit,sed diam nonummy Ut witi enim ad iminim veniam, qus wllamcorper suscipit loboreis nid ut
Laoreet d ion ullsmeorper aliquip ex €2 commoda cantequat.

Duis avtem vel cum itiure dolor
in hendrerit in volpurae velit esse
molestie comsequat, vel ilum.
dolore Fcilii

‘molestic consequat, vel iilam dolore
e feugiat nulla (s
Lot ipsom dalor sit amt,

vl illum
dolore ew feugiat null faifss.
Lorea ipsum dalor sit ame, sed

i i, sed diar
nonumny nibh swismod tinexdunt ut
Iaareet daore magna sliquam erat

Lozem ipsum dolor sit 3met,
<onsectetuer adipiscing el sed
diam nonunumy nibh cuismod
tincidunt ut borees dolore magny
aliquant erac volutgat, Ut wisi enim
ad minim veniam, quis noserud

2

detemt

camseciewer adipiscing clic,sed
diar conummy nibh cusmod
tincidunt ut faoreet dotore

&

augue dui

U wisi cain ad minim
veniam, quis nostred exerct
adon

nulls facils,
Nam libes tempor com soluts
s eleifend

welutpat
Ut wis coim ad minimy
venam, quis

Toborts nskut afiquip ex <3
"

wibil imperdict domng «d quod
o n

aation ullamcorper suscspit
p

‘Duis autem vel eurn iriore
olot in hend vl

mazim. I
stum, Lorem ipsues dolor sit

tobords nis)

Tputste

Duis ausenn vel eom irire
dolor in hendresit in vulputate
velit csie molestie comequot,
vel llam dofore e feugiat
aulls Faclisi 3t vero eras ec
accumsn et wsto odio
dignusim qu

9
el tlum dolore eu feugiat
i fcils, L

it sed diam ¥
euismod tincidunt ut laoreer
i li

dolox it smet, sed diam
onunmy wibh eviamod
dncidunt ut haoeeet dofore

voluspat, Ut wist enm 34
i venian, quis mosmed
excrei saion ullameorpee

loptanam 221t deleni
duis dolore te feugais nulls
Gcilis. Locem ipsunm dolor sit

agna aliquam emtvolupi.  suseipit borns il ot aliquip
Ut wish enin ad e d q
veniam, quis Duis auteny i

wtion ullamicorper suscipit dolot in hendrerst i vulpnute

Tobortn nisl ut 3hquip ex e

welitcove molestic consequar,

adipiscing g vel il dolore eu feugiat aulls
elit,sed diam nouynsmy ibh it autemn vel cum riure © il
ismod inci et dolorin hendrenit in wlpre L & .
dotore " ipiscing chit,sed
valupat, 2 illums dolore eu feugast ibh cuismod

Ut wisi enim ad inim
venism, guis nostrud excrr

rulls facilisis 3t vero eros et
aecumsan et iusto odio

ttion per suscipy
Tobortis ist ut aliqui

dignistim qui
P il delemit sugue

tincidunt ut Jaoreer dolere
‘magna aliquam erat vohurpar

Ut wi enim 3d minim vema,
quis nastrud adon

conmnodo consequat. Duis
autem vel eum iejure dolor in
hendrerit in vulputste velit cse
molestie conseguat, vel iflom.
dolore cu feugiat nula facilsin

dois dolore te feugait null>

facils. Lorem ipsurn dolor sic
ames, consectetoer adigiscing
cit.sed dam nonunmy nibh
cotnod tnadunt ut loreer

wllsmeosper suscipit lobortis
nid vt aliquip ex €2 commodo
<ansequat,
D autem vel cams iriure
dolor in hendrerit in velputste
4

o
iuseo odio dignissim qui blandit
pracsent aptatum zeril delenit
augue duis dolore te feugait
nulla facilisi

Namm libee sempor cum
clora nobis el

sy
olutpat,

L i eaim ad minim
veniam. quis nosteod exerci
tation ullimcorper suscipit
Iobosts nis ut aliquip ex e
Duis

4 option
congue nihi imperdict dorming
36 quod mazim placerat cee
possim asum. Larens ipsum

autem vel eum ieiose dolor i
hendrerit in vulputate seli esie
molestic consequat,ve i
dolore cu eugiat nalla Gcilss

dol
adipiscing clit,sed diam
fonummy nibh evisinod

St Verw eros e accumsan et
usso 0dia dignissiz qus blandit

quat,
vel illum dolore eu feugat nalla
Faciiis 31 Vero ecos et accumsan
et o odio dignsim qui
blandit pracsent lopiatom zzel
delenit augue duis dofore e
feugart nulls Facilis. Larein
ipswn dolor sit ames,
consectetacr adipiscing clit, sed
diaes nonummy nibh cuisaiod
dincidunt ut horect dolore
‘magna aliguam erat volutpa.
Ut wis enim 2 minim

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,

so it’s best to keep them concise.

Your headlines will be more effective if they're clearly differentiated

from the text. A larger type size is a good start. You can also add

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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Advance, nd Be
Recognized!
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LS

o

velit esse mol

1ed diam nomimmy nibh
euinnod tincidunt ut Jaoeeer
dolotz magna sliguam erat
volutpar. Ut wisi enlm ad
hining veniam, quis pestrud
exerti tation ullamcor|
suscipit fobortie ail vt aliguip
ex e2 commodo consequat,
Des sutem vel e iriure
dolor in hendrerit in vulputte
welit ese molestic contequat,
wel il dolote eu feugiar

quat.
vel il dolore e feugiar
‘nulla faciliss 2 vero eros et
accuman 2t iusto odio
dignisiim qui blndit praesent
Tuptatum zzsil defenit sugue
duis dolore te feugait mulla
Geilis Lonein ipsumn dolor sit
amet, contectstuct adipiscing
it sed diat nongnuity nibh
euisenod tincidunt ot laoret
dotore megna sliguam erat.
Ut wisi enim 3d minim
i i trud excrch

mulls facilisis, Lorem ipsum
dolor sit amee, consectetuer
adipiscing elic, sed dizn
acnuinmy nibh euismod
dincidune ue lhoreet dolore
mayma sliquam eras volutpat,
Ut witl enins ad minin
ventan, quis nostrod excect
tatian ullamcarper wurcipit
commodo cansequat.

Duis sutem vel evm irivre
dolor in hendrerit in valputze

ation ullamcarper suscipit
loboeti nist ur aliquip ex ca
commoda canzequat. Duls
autens vel eurn iriure dolor in
headresit in valputate velit
esse molestie consequat, vel
illum dolore ew fesgiat mulla
facilisis at vera ecox et
accuman ¢t justo odio
dignitsim gui blandit pracsent
luptanum zzsi! defenit augue

Lozemm ips T sit anie,
comsecreruer adipiscing elic,
sed dizin nomumuny ibh
cuivmod tinciduar ot laoreet
dolore mmagna shquam erar
volutpat, W wisi eain ad
minitn veniam, quis nosrd
exenti tation ullancorper
suscipit lobartis mist 62 shguip
ex ea conunodo consequat.

Duis avtem vel eum: iriure
dolor in hendrerit in vulputate
vebis emse imoleitie consequat,
ool itlum dolory e feugiat
nulla Facilisls at vero cros et
aceunuan ot iusto sdio
dignissim qui blandit pracsent
Tuptatum 2z¢il delenit augie
duis dolore e feupit nella
facilish, Lotem ipsum dolor st
amet, consectesceer adipiscing.
elit,sed diamn nonumiy nibh
euismod tincidunt ut haoreet
dolore magns sliguans ert
volutpat,

Ut wisi enim ad minim
vesiam, quis nostrud enerci
asion wllancorper mscipit
tobortis aisl ut aliquip ex ea
conmmodo conequat, Ditis
autens vel eumn ielute dolar in
hendreit in valputate velit
ese molestie consequat, vel
llam dofore ew feugiat mulla
facilisia 3t vero cros ot
accumsan et iusto odio
dignissien gui blandit pracsent
hopatum exeil dedesic auguc
duis dolore te feugait nulla
faciligh.

Nanm liber tempor cum
soluta nobis eleifend option
congue nilill impenlist
doming id quod smazim
slacerst Fcer possim assam.
Lorem ipsuin dolor sit amet,

Greater Contrast
Makes Reading Easier

Lorem ipsum dolor sit amet, adipiscing elit, sed diam
ponummy nibh euismed tincidunt ut laoreet dolore magna
aliquam erar volutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullameorper suscipit lobortis nisl uc
aliquip ex ea commodo consequar.

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

vel eum iriure dolor in hendrerit in vulputate velit esse molestie
consequat, vel iflum dolore eu feugiat nulla facilisis at vero
€ros et accumisan et justo odio dignissim qui blandit praesent
luptatum zzril delenit augue duis dolore te feugait nulla facifisi.

Nam Iiber tempor cur soluta nobis eleifend option congue
nihil imperdiet 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 volugpat. Ut wisi enim ad minim
lorem ipsum dum dalor sit amet, consectetuer adipiscing elit,

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 euismod tincidunt ut laoreet dolore magna
aliquam erar 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,

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.

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 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 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,

vel eumn 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.

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 crat volutpat. Ut wisi enim ad minim
forem ipsum dum dolor sit amet, 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 lobortis nisl ut
aliquip ex ea commodo consequar.

Duis autem vel eum iriure dolor in hendrerit in vulputate
velit esse molestic consequat, vel illum dolore eu feugjat nulla
facilisis at vero eros et accumsan et iusto odio dignissim qui
blandit praesent Juptatum 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 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.

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 dum dolor sit amet, consectetuer adipiscing elit,
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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 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 e2 commodo consequat.

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

lobortis nis} ut aliquip ex ca commodo consequat. Duis autem
vel eum iriure dolor in hendrerit in vulputare velit esse molestie
consequat, vel illum dolore eu feugiat nulla Facilisis at vero
eros et accumsan et justo odio dignissim qui blandit praesent
lupratum 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

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 Heuadlines 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 dolot 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 consequar. Duis autem
vel eum iriure dolor in hendreritin vulputate velit esse molestie
consequat, vel illum dolore eu feugiar nulla facilisis at vero
eros et accumsan et iusto odio dignissim qui blandit praesent
luptatum 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.

Lefi-Aligned Headlines
Start Readers Off Right

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 ¢a commodo consequat.

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

lobortis nisl ut aliquip ex ea commodo consequat. Duis autem
vel eum iriure dolor in hendrerit in vulpurate 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.

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 chtegorize an article.

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 vulpucate velit esse molestie

Profile of a Modern Hero:
Fi re m a n S aves C at consequat, vel illum dolore eu feugiat nulla facilisis at vero

eros et accumsan et justo odio dignissim qui blandit praesent
*
Caught in Tree

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

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 consequa.

Duis autem vel cum iriure dolor in hendrerit in vulputate

velic esse molestie consequas, vel iffum dolore eu feugiat nulla

facilisis at vero eros et accumsan et iusto odio dignissim qui

Nam liber tempor cum soluta nobis eleifend option congue
nihil imperdiet doming id quod mazim placerat facer possim
assum. Lorem ipsum dolor sit amet, conscctetuer adipiscing
elit, sed diam nonummy nibh euismod tincidunt ut Jaoreet
dolore magna aliquam erat volutpat. Ut wisi enim ad minim
lorem jpsum dum dolor sit amet, consectetuer adipiscing elit,
sed diam y nibh euismod tincidunt ut laoreet dolore
magna aliquam st wisi enim ad minim veniam, quis nostrud
exerci tation ullamcorper suscipit lobortis nisl ut aliquip ex
eac d Duis autem vel eum iriure dolor in

blandir praesent luptatum 2zril delenit augue duis dolore te

q
hendrerit in 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

IT’S A BIRD

IT’S A PLANE

[T'S SUPERMAN

Lorem ipsum dotor sit amet, adipiscing
elit, sed diam nonummy nibh euismod
tincidunt ut laoreet dolore magna
aliquam volutpat. Ut wisi enim ad
minim veniam, quis nostrud exerci
tation ullamcarper suscipit lobartis nis!
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

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
fuptatum zzril delenit augue duis

_dolore te feugait nulla facilisi.

Ut wisi enim ad minim autem vel eum
iriure dolor in hendrerit in vulputate
velit esse molestie consequat, vel illum
dolore eu feugiat nulia 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 etismod tincidunt
ut laoreet dolore magna.

37



38 CHAPTER 2

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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Open Up Your Pages
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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




size and a different typeface than the text.
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Like headlines, subheads tend to stand out when set in a larger type

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.

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

The Rules off Subheads

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 zzsil delenit augue
duis dolore te feugait nulla facilisi. Lorem
ipsum dum dolor sit amet, consectetuer
adipiscing elit, sed diam nonummy nibh
cuismod 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, 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.
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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
vuiputate 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 nuila
facilisi. Lorem ipsum dum dolor sit amet, consectetuer
adipiscing elit, sed diam nonummy nibh euismod
tincidunt ut laoreet dolore magua 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 irfure dolor in hendrerit in
Pleaéanuy vulputate velit esse molestie consequat, vel illum
Surpri&ed 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 iriure do-
for 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 ipsum dolor sit amet, consec

facilisi. Lorem ipsum dolor sit amet,

tetuer adipiscing elit, diam

adipiscing elit, sed diam

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
commode consequat.

Duis autem vel eum irjure 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

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

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
luptatum zzril delenit augue duis

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
molestie consequat, vel illum dolore en
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 justo 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
dolor sit amet, consectetuer adipiscing
elit, sed diam nonummy nibh euismod
tincidunt ut laoreet dolore magna
aliquam erat volutpat. Lorem ipsum
dolor sit amet, consectetuer wisi enim
ad minim veniam, quis nostrud exerci
tation ullamcorper suscipit lobortis
nisl ut aliquip ex &a quis nostrud exerci
commodo consequat.

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 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 dolere 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.

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

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

luptatum zzri} delenit augue duis
accumsan et juste odio dignissim qui
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
uliamcorper 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 justo 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
dolor sit amet, consectetuer adipiscing
elit, sed diam nonummy nibh euismod
tincidunt ut laoreet dolore magna
aliquam erat volutpat. Lorem ipsum
dolor sit amet, 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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Lorem ipsum dolor sir amet, loborsis nisl consectetuer adipiscing
elit, sed nonsommy nibh ewismod tinciduns st laoreet dolore magna

aliguam erat voluspar.

Ut wish enitn ad minim veniam, quis
nostrud exerei ration wllameorper suscipit
toboetis pish us aliquip ex ex commodo
consequat

Duis autem vel eum iriute dalor in
hendrecit in vulputate velis este mofestie
cansequat, ve llum dolore cu feugiat nullz

ipsum delor it amet, comectetuce adipiscing.
elit, sed dizm nonummy aibh euismod
sincidunt ur borest delore magna aliquam
erseselutpse Usowisienim ad mimia venism,
quis nostrud excrci tarion ulfsmeorpec
suscipic fobareis nisl ut aliquip cx ca
commodo consequat. Duis autem vel eurm

dignicien qui blandit pracsea 2cil del
augue duis dolore te feugait mulla foc
Loremipsum dolor amer, adipiscingeli, sed
dim nonummy nibh euismod tincidunt ut
Loreet dofor mgea afigesm volutpat

Ut wisi enim ad minim venizm, quis
nosrad exeei tation wltameacper suscipic
Ioborsis nisl aliquip x c2 commodo
consequat,
Nam libessempor cun soluia efend op-

malestie consequit, v

Duis autem vel cum iciure dolor in
hendrecic in vulpurse velc ese molastic
contoquat, e il dlore ca feogiat nalla
facilisis. Duis autem vel cum isiure dolor in
hendreci in vulpuate velic stse molestie
conteguas, ve flam doore ca eagin nalla
cilisis 2t vero eros et accumsan et iwsto odio.
dignissim qui bsndie pracsent el delei
sugae s e t¢ vt s

od

mazim placerar ficer possim 3ssum. Lorer

dlm nonumeny nith ﬂummd oo
et dolor

e veniam, quis
nowrud exerc ation wllamearper suscipic
toborcis nist aliquip ¢x €2 commo
consequar. Duis autemm vel eum ire dolor
in hendrericin vafpurste veli esse molestic
consequir. vel illum dofore e feugiat nulla
il t vero eros et sccumsan et justo odio
digisim g andt pracn purum

it sugue duis, dolore te feugaic nullz
b

Nam liber tempor cumsoluca leifend op-
ion congue il imperdier doming id quod
mazim placerat fcer poss Lorem
psum dolossit amet, consectecuer adiplscing
i, sed diam nonummy nibh euismod
dncidunt ut horeet dolore magna aliquam

Lorem ipsum dolor sit amet, lobortis nisl consectetuer adipiscing
elis, sed nonummy nibh ewismod tincidunt ut laoreet dolore magna

aliguam erat voluspat.

Ut wisi enim ad minim veniam, qui
nostrud cxesci ration wllameocper suscipis
fobartis aist ue aliquip ex cx commodo
consequt

Duis sutem vel cum isiure dolos in
hendreric in vulputate velc esse molestic
consequat, vel illum dalore eu feugiar nulls

m dolasit amet, consecteruce adipiscing
elit, sed dism nonummy nibh euismod
tincidunt ue aorees dolore magna sliguam
eracvetorpat. Us wisienim ad minim veniam,
quis nosirud excrci tation ullamcorges
suscigic Toboris nisl ut aliquip ex cs
commodo conscquat. Duis sutem vel cum
T 0 .

digoissim qui blandit pracsent zzril delenit
augue duis dolore te feugaic nulla fcilisi.
Lorer ipsum dolof ame, adipiscing clit, sed
dim nonummy nibh euismod tincidunt ut
taorees .«lu maga aliguam volutpc

U wi minim veoiam, quis

ostrud cxccci tation ulismeorper suscipit
Tobortis mil aliquip €x ea commoda
consequat.

Namliber tempor cum el dleifend op-

moleste conseguar.
Duis sotem vel cum iriuze dolor i

hendsecic in vulpusate veli esse molestic
consagquas, vel llam dolore cu feugiat nulls
facilss. Duis autem vel cur iciure dolor in
volpucase velic esse molestic
pst, vl illurdsloe cu feugia nulls
15 30 Ve €ros et accumsan et justo odio.
dignisim qui blandit prasens zaril delen
sugee dis doloe ¢ eugac nuls il

sed

smazim placerat fzcer possim assum. Lorem

dim ronuy iy mumnd e
ot

P
Vs wisi enim ad minim veniam, quis
sostrud excrci saion wllamcorper suscipit
fobortis misl aliquip ex ca commodo
consequat. D autem vel eu irure dolor
In hendreric in vulpurate selic esee molastic
Comequat, e A dolore e ragies mels
facilisis ¢ vero eos efaccumsan et iusto odio
dignissim qui blandit pracsen lupearumm 22k
delenit augue duis dolore te feugait nulla
facilini.

Namliber tempas cum soluta cleifend op-
tion congue nihil imperdiet doming id quod
mazimm placcrat facer passim asum, Lotem
ipsum dolorsie amet, consccter adipiscing
elit, sed diam nonummy nibh evismod
dnciduat ut Loreet doore magm afiquzm
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Lorem ipsum dolor sit ames, lobortis nisl consectetuer adipiscing
elit, sed nonummy nibh ewismod tincidunt ut laorees dolore magna

aliguam eras volutpat.

Ug wist <nim ad minim veniam, quis
austrud excri tation ullmcorpes suscipic
Ioborsis nis) ur aliguip ex ea commod
consequat,

Duis autem vel cum iriure dolor in
hendrerit in valputate velic exse molestie
consequst, vel ilums dolore e feugiat malls

iprum dolor sitamet, consecetuct adipiscing
cli, sed diam nonummy nibh cuismod
sincidunt ut Lioreet dolore magna zliquam
eaat vlutpat, Ut wisicaim ad mvinim veniam,
quis noserud excrei tation ullamcorper
suscipit lobords nisl ut aliquip ex cx
commodo conssquat. Duis autem vel cum

digaissim qui blandic pracsent z2ril delenic
augve duis dolore tc feugais nulla failsi
Lorem ipsum dolo ame, adipiscing it sed
dim nanummy nibh evismod tincidunt ut
taoteet dolor migns aliguim veluepaz.

Ue wisi eaim 3 minim veaiam, quis
nosteud exerei tation ullameorper suscipit
lobortis nisl aliquip ex ea commode
comequar.

Nam Ebertempor cum saluraleifend op-

molestie consequat.

Duis autem vel cum iriure dolor in
hendrerit in vulpurate velt esse molestic
consequat, velillam dolore cu feugiat nulls

cilisis. Duis autem vel eum iriure dalot in.
hendrerit in vulputare velie esse molestic
camsequat, vel llum dolore eu feugiat muila
Failss o vero eros et accumsan et o odio
dignissim qui blandit pracsent et delenic
avgue dvis dolore te feogait nulla facilisi.
h dipiscing i

moazim plscerat facer possim assum. Lorem

dim nonuminy nibh cuismed dincidunt ue

Ut wii enim ad minim veniarn, quis
nostrud excect rarion ullamcorper suscipi
lobatris nisl aliquip ex €2 commodo
consequat. Duis autem vel cum iriure dolor
in hendreris in volputace velt ese molestic
consequst, vel llum dofose cu feugiat nulls
Facilisis 2¢ vero eros et accumsan et iusta odio
digpisim qui blandit pracsenclopratum 225l
delenic augue duis dolose te feugait nulla
facils

Nemiiber empor cum solut eeifend op-
tion congue itl imperdice doming id quod
mazim placerat facet possim assum. Lorem

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 your project s purpose and envirorunent,
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-

ry':i';:},’)‘? phisticated tools used for planning are paper and pencil the old
o oams for 25| technology to  sketeh your page ideas. Planning typically
to 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 decide on design-on-the-fly.

First Things First

If you were 1o 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 salt 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,
efficiency, quality, and enjoyment of the finished project. First
things first.

Although desktop publishing lets you produce graphics on
your computer, it s often best to loosely sketch initial ideas and
rial layouts with pencil and paper. The most powerful computer
system won t teach you how to make effective design decisions.
Computers canrot yet think or imagine, and so, offer fittle in the
realm of creativity. The human mind thinks with ideas and your
ideas are unigue 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 Il need a minimum
of three sketches. With two sketches, you can see differences;
with three or more, you begin to see pattems 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 fill. To
geta nice fade from blue to black, there is one coloring trick to note.
Open the Fountain Fill dialog (F11). The starting color is 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 fill turns to gray
before it goes black and does not logk as good.

You will notice this a lot in CorelDRAW art fountain  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 is 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 mix. Adding the colors into your black that are found in
the next fade-to  color will allow CorelDRAW to calculate your foun-
tain fill much more smoothly, Click OK, and then click OK again to
assign the fill to your lake object.

6. The spray of water droplets are just many little hand-drawn shapes filled
with a cyan-to-white radial fountain fll. Tiny circle shapes would also do
the trick, Open the Fountain Fill dialog (F11) and change the Type value
to Radial. Now change the From color o cyan and the To calor lo white.
Click OK to creale a water drop. At the tiny size and in great numbers,
the fountain-filled circles look like watery spray. The fountain fil just
adds enough variation to make each object unique (sce 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!

B Make big money
® See unusual sights

B Set your own hours
m Be your own boss
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