DESKTOP PUBLISHING DESIGN

Designing a Document


You may be asking yourself, “If the message is the most significant part of a communication, why bother with design?” A well-planned and relevant design sets your work apart from others and it gets people to read your message. Just as people may be judged by their appearance, a publication may be judged by its design. Design also helps organize ideas so the reader can find information quickly and easily. Whether you are creating a business flier, letterhead, or newsletter, anything you create will look more attractive, more professional, and more convincing if you take a little extra time to design it. When designing a document, you need to consider many factors:

· What is the intent of the document?

· Who is the intended audience?

· What is the feeling the document is meant to elicit?

· What is the most important information and how can it be emphasized?

· What different types of information are to be presented and how can the these elements be distinguished and kept internally consistent?

· How much space is available?

· How is the document going to be distributed?


Answering these questions will help you determine the design and layout of your communication. An important first step in planning your design and layout is to prepare a thumbnail sketch. A thumbnail is a rough sketch of the document you are attempting to create. With thumbnails, you can experiment with alternative locations for such elements as graphic images, ruled lines, columns, borders, etc.


A good designer continually asks questions, pays attention to details, and makes well-thought-out decisions. Over-designing is one of the most common problems encountered by beginning desktop publishers. Design should be used to communicate not decorate. Remember—Less is best!


Although there are no hard-and-fast rules on how to arrange elements on a page, there are some basic design principles that can be used as guidelines to help you get started. To create a visually attractive and appealing publication, some concepts to be considered are focus, balance, proportion, contrast, directional flow, consistency, and the use of color.

Creating Focus


The focus on a page is an element that draws the reader’s eyes. Focus is created by using elements that are large, dense, unusual, and/or surrounded by white space. Two basic design elements used to create focus in a document are as follows:

· Titles, headlines, and subheads created in a larger and bolder typeface.

· Graphic images such as ruled lines, clip art, photographs, illustrations, logos, or images created with a Draw program.


Untrained desktop publishers often create publications that are essentially typewritten documents that happen to be set in proportional type. Focus is difficult to create on a typewritten page because of the limitations of type size and positioning. With desktop publishing features, however, choice of typeface, type size, and positioning are highly flexible.


In a text-only document, primary focus is usually created by using large or bold type for titles and headings, surrounded by enough white space to contrast with the main text. White space is the background where no text or graphics are located. The amount of white space around a focal element can enhance its appearance.


The size of a headline in proportion to surrounding text is an indicator of its importance. A headline or title set in a larger type size is easily identified and immediately informs the reader of the nature of the publication. A well-designed headline not only informs, but it attracts the reader’s attention. It can play a big part in whether a reader commits to continue reading your publication. A title/headline needs to be precisely stated and easily understood. 


Legibility is of utmost importance. Readers must be able to clearly see and read the individual letters in the headline/title. The impact of your headline/title as a focal element in your document is affected by your selection of an appropriate font (typeface, type size, and type style), the alignment of the text, and the horizontal and vertical white space surrounding the text.


In any type of communication, whether it be a semi-annual report, company newsletter, advertising flyer, or a brochure, subheads can be used to provide a secondary focal element. A headline may be the primary focal element used to attract the reader’s attention, but the subheads may be the key to luring the reader in. Subheads provide order to your text and give the reader further clues as to the content of your publication. Content divided by subheads appears more manageable to the reader’s eye and lets the reader focus in on a specific area of interest. Like titles and headlines, subheads need to be concise, legible, and easy to understand. Selecting an appropriate font, spacing above and below the subhead, length, and alignment must be taken into consideration also.

