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TUTORIAL OVERVIEW
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This tutorial provides step-by-step instructions for using Microsoft Word to design the leaflet shown at right. 

While MS Word is not a particularly good program for complicated graphic design projects such as multi-page newsletters or booklets, it works well for one-page leaflets. It is also often the only software available to the wide range of union staff who need to produce leaflets on a regular basis. 

The leaflet selected for this tutorial will enable you to practice a variety of MS Word layout techniques that can be applied to the design of any flyer. 

Following are the basic principles of effective leaflet layout to keep in mind as you proceed through the tutorial:

· Main headline is short and in larger type than anything else on the page.

· The photo or graphic helps communicate the message of the leaflet.

· Only two fonts are used to avoid a cluttered look.

· Reverse type (white type on a black background) highlights just a few key words, not more, to ensure readability.

· Body copy is short, with line space after each sentence. It runs between 2"-4" wide ― not all the way across the page. It's left or center justified, never full justified.

· The “kicker” (action lines) at the bottom is in larger type than the body copy but smaller than the main headline.

· Some white space is left around the headline and visual to help draw the reader's eye to those key elements.
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SKETCHING THE BASIC LAYOUT 
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EXAMPLES OF BASIC LAYOUT TYPES
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“TEXT BOX” BASICS

SET UP THE PAGE




CHECK TOOLBARS & INSERT THE MAIN HEADLINE 

BEGIN FORMATTING THE MAIN HEADLINE

SET THE HEADLINE FONT SIZE 

SET THE HEADLINE FONT SIZE & LINE BREAKS 

ADJUST THE HEADLINE CHARACTER  SPACING

 ADJUST THE HEADLINE LINE SPACING  

POSITION THE MAIN HEADLINE 

FORMATTING THE INTRO TYPE ABOVE THE HEAD

INSERT AND FORMAT THE REVERSE TYPE BOX

FINISH FORMATTING THE REVERSE TYPE BOX

INSERT THE PHOTO

CROP THE PHOTO 


INSERT AND FORMAT THE BODY COPY

SIZE AND POSITION THE BODY COPY TEXT BOXES

INSERT AND FORMAT THE KICKER TEXT BOX

FINISH FORMATTING THE KICKER TEXT BOX

INSERT THE LOGO 



INSERT THE CONTACT INFO TEXT BOX
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BASIC SKILLS:


�HYPERLINK  \l "sketchingbasiclayout"��Sketching the layout�


� HYPERLINK  \l "textboxbasics" ��Using text boxes�


� HYPERLINK  \l "headline" ��Inserting and formatting �the main headline�


�HYPERLINK  \l "headlinefontsize"��Choosing the right font size for headlines� 


� HYPERLINK  \l "linebreaks" ��Inserting line breaks in heads�


� HYPERLINK  \l "reversetype" ��Using reverse type�


� HYPERLINK  \l "photos" ��Inserting and cropping photos�


� HYPERLINK  \l "bodycopy" ��Inserting and formatting body copy�


� HYPERLINK  \l "kicker" ��Inserting and formatting �the kicker�








�





�





Start MS Word and open a new document. (FILE(New)





Verify that the paper orientation is set to "portrait." (FILE(Page Setup(Margins)








Make sure that the paper size is set to "letter."�(FILE(Page Setup(Paper)








If the "drawing" toolbar is not already visible at the bottom of your screen, bring it up on your screen now. (VIEW(Toolbars( click "drawing")


If rulers are not visible across the top and down the left side of the page, bring them up now. (VIEW(click "Ruler")


Following the instructions in “Text Box Basics” on page 3, create a text box that runs horizontally all the way across the page and enter the headline text: "STOP Attacking Quality Health Care for Arizona Families."


NOTE:  If a box pops up that says "Create your drawing here," ignore it and draw your rectangle OUTSIDE of it (e.g. below it). It will disappear after you've drawn your box.


If your text box is not at the top of the page, move it up toward the top so that your screen looks like the picture at right. (See “Text Box Basics” on page 6 for instructions on how to move text boxes).


Before you go any further, don't forget to save your document ( and do so periodically. (FILE(Save)








� EMBED Photoshop.Image.5 \s ���





�





Remove the line around the text box. First “select” the text box (see page 3) and then choose “no line” in the text box format menu. (FORMAT(Text Box(Colors and Lines Tab)��TIP: You can do this more quickly by using the “Line Color” icon on the drawing tool bar and clicking on “no line.” Note also that double-clicking on the text box border will instantly open the Text Box Format menu for you. 











Change the font style. Select the text box and change the font of the headline text to Tahoma. (FORMAT(Font(Font tab)��TIP: You can also quickly change the font style in the font drop-down menu on the formatting toolbar along the top of the screen.��TIP: When picking a font for the headline, it’s often best to choose fonts like Tahoma, Verdana, Arial, or Impact that are simple and easily readable.   





�





�





�





�





Now it’s time for a little “fine tuning” to the headline. When we use very large font sizes (like our current 50 pt. headline), MS Word puts too much space between letters, or “characters” ― so it helps to manually tighten the character spacing a bit. This will reduce the amount of horizontal space that the headline takes up, leaving more white space to the right of the headline ― a design feature that will help the headline stand out even more.


Let’s try a little experimentation to figure out how much to condense the character spacing. Highlight all of the words in the headline, then open the “Font” menu and set “character spacing” to “condensed” by “4 pt.”  See menu picture in upper right. (FORMAT(Font(Character Spacing tab);


Notice how the letters are squished together so much that they’re actually touching each other. This setting is much too condensed and makes the text much less readable.


Now let’s try a lower setting. This time set the headline character spacing to “condensed” by “2 pt.” This looks much better.�


NOTE: It’s almost never necessary to condense character spacing in large type heads by more than 2 pts. A setting of 1, 1.5, or 2 is usually sufficient. 








�





When it comes to the exact positioning of elements like the headline, you’ll probably make serveral adjustments as you begin to add in other text boxes and see how everything fits. For now, we’ll choose a position that leaves plenty of white space in the right margin to help our headline stand out. And we’ll leave enough room at the top to insert our reverse type box with the governor’s name. 


Move the headline text box (see page 3) so that the top edge is about 2 inches from the top of the page and the left edge is about 1.5” from the left of the page. Your leaflet should now look like the picture at right.





TIP: When positioning text boxes or pictures on the page it can be helpful to view the entire sheet on your screen at once by zooming out. (VIEW(Zoom(Whole page)





 TIP: It’s often easier to move boxes around on the page using the arrow keys rather than dragging with the mouse. Just select the box and press the directional arrows repeatedly. For very precise movement, hold down the CTRL key while pressing the arrow button. This will move the selected item just a very small amount at a time.





Draw a new text box in the space to the left of the photo and type in the first two paragraphs of body copy:  "Child services worker Marie Boutis helps kids who have nowhere else to turn. <ENTER> This spring, Marie and other public service employees in our state are trying to stop the governor from severely reducing the health care coverage they count on for their own families."


Insert line space between the two paragraphs. Place the cursor anywhere in the text of the second paragraph and set "before" paragraph spacing to 9 pt.  6 or 9 pt. line spacing is usually the right amount to make body copy the most readable. (FORMAT(Paragraph( Indents and Spacing tab) 


Draw another text box below the first one and type in the last paragraph of body copy: "When a governor leads an attack on quality, affordable health care coverage, it sends the wrong signal to every employer in our state."


Set the font style and size for the body copy. Make the copy in both text boxes Times New Roman, size 15 pt. Bold face the copy in the third paragraph only. <CTRL B>


Remove the lines from around both body copy text boxes. 





.





�





Draw a new text box and type in the copy: "GOVERNOR SMITH:"


Format the new text. Remember to highlight all of the text and then set the font to Tahoma, the font style to "Bold," and the font size to 29. Also set the "font color" to white by clicking on the white square in the grid of colors that appears when you click on the "font color" drop down menu. (FORMAT(Font(Font tab)


NOTE: Once you turn the font color to white – and before you complete the next step below – your text will be invisible on the screen.


TIP: The keyboard shortcut for making type bold face is �<CTRL B>. You can also quickly change font color by using the "font color" icon on the drawing toolbar (icon shown at left).�


Make the inside of the text box black so that the white type becomes visible by changing the "Fill color" to black. (FORMAT( Text Box(Colors and Lines tab)��TIP: You can also quickly change the fill color of a text box by using the "fill color" icon on the drawing toolbar (icon shown at left).





�





�





� EMBED MSPhotoEd.3  ���





Size the reverse type box and position it. Click and drag on the corner of the text box to make it just a bit larger on all sides than the white type. Then position the box above and a bit to the left of the main head so that your leaflet looks like the picture below. 


TIP: To better adjust the amount of space between the words in your text box and the edge of the box, open the text box formatting menu and change the “Internal margin” settings under the “Text Box” tab.





�





Size and position the two body copy text boxes so they fit around the photo as shown in the picture below (the top edge of the first body copy box is about 5” down from the top of the page and the left edge is flush with the left indent for the main headline). Notice how there is ample white space between the photo and the body copy text so that it doesn’t look crowded. Remember to use the keyboard arrows and CTRL key for precise movement. 











�





Vertical or square photo





Insert the photo of the child services worker. (INSERT( Picture(From File(select the photo name)


Once the picture appears on your screen (it may be partially hidden behind your headline text boxes), click on it once to select it and a black frame will appear around it. Now click on the text box icon on the drawing toolbar. This will put the picture into a text box and allow you to move it around the screen just like any other text box.


You’ll notice that after you place the photo in a text box, your other text boxes may move to the right. Don’t worry. Just click on the photo text box and drag it down to the white space below the main headline. The headline text boxes will automatically snap back to their original positions.


Resize the photo text box to be about 4” tall by 5” wide. Your page should look like the picture in the upper right.


Resize the photo (not the text box this time but the photo itself) to be about 3.5” tall by 4.5” wide.


Remove the line from around the text box. Your leaflet should now look like the photo at right and you are ready to crop the photo.

















�





�





If it hasn’t already popped up on your screen, open the picture toolbar shown at right. (VIEW( Toolbars( Pictures)


Select the photo and click on the crop icon on the picture toolbar (icon shown at left).


Position your crop cursor over the bottom middle handle of the photo and click and drag upwards to crop the photo just below the girl’s shoulders. Then drag the left middle handle and drag to the right to crop until the photo and your leaflet looks like the picture at right.





Q. Why have we sized and cropped the photo this way?


Good quality, close-up photos help draw readers’ attention to a leaflet and make them interested enough to read some of the text. It often helps to crop in tightly around the subjects in your photo and enlarge them if you can do so without making the photo too fuzzy or grainy.  














� EMBED Photoshop.Image.5 \s ���





�





 TIP: When you need to make the same change to more than one text box (e.g. removing the line around it), you can select multiple boxes by holding down the SHIFT key while clicking on all the boxes you want. After they're selected, make the changes you want and they will be applied to all selected boxes at once.





Headshot photo with outquote





Draw a new text box along the bottom of the leaflet and type in the kicker text: “Please call Governor Smith at 433-777-7777 and tell him to stop attacking affordable, quality health care for Arizona’s working families.”


Change the font of all of the kicker text to Tahoma, size 18 pt., bold. We’re sizing the kicker text to be larger than the body copy but smaller than the headline. See the next page for a discussion of why we’re choosing this font size.


Position and size the text box so that the left edge is flush with the left edge of the body copy text and the right edge  is about 1” from the right edge of the page.


Place your cursor anywhere in the text of the kicker and indent the whole paragraph one half inch from the left margin.  (FORMAT(Paragraph(Indents and Spacing tab(set “Left Indentation” to .5”)  See page 24 for a discussion of why we’re creating this space in the text box to make room for an overlapped logo.


TIP: On most computers, the keyboard shortcut to quickly indent a paragraph by half-inch increments is <CTRL M>. To undo the indent, hit <CTRL-SHIFT-M>














�





�





�





�





Insert the “Put Families First” logo. (INSERT( Picture(From File(select picture name)


As you did with the photo, insert the logo into your document and place it in a text box. 


Remove the line around the text box.


Set the logo text box fill color to “none” and drag it into the position shown in the picture at left – overlapping the space we left by indenting the kicker text. Size the logo so that it looks like the picture at left. Since this logo communicates valuable campaign messaging rather than just an acronym or union name, we need to make sure that the type is readable but not too large to draw attention away from the other key elements.


NOTE: If the logo text box is hidden behind the kicker text box, you’ll need to select the logo text box, go to the “Draw” menu on the drawing toolbar, go to the “Order” menu, and then select “Bring to front.” This will make sure that the logo box is layered on top of the kicker box rather than under it.
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Draw a new text box under the kicker text and type in the text: “For more information, call Put Families First ― Arizona's community-labor-business coalition to protect health care ― at 666-888-0000.”


Set the font, size, and style for this text to Times New Roman, 11 pt, italic. 


Set the paragraph alignment to “right” so that the copy is flush to the right edge of the text box. (FORMAT(Paragraph(�Indents and Spacing tab(set “Alignment” to “Right”)


TIP: There are also icons for text alignment on the formatting toolbar.


Insert a soft return after the word “Arizona’s” and position the text box so that the right edge of the text is even with the right edge of the kicker text box as shown in the picture at lower right.


Print your completed leaflet.
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CONGRATULATIONS!�


You’ve completed�the tutorial.





No photo, bulleted text





TO ENTER OR EDIT TEXT in a text box, click inside the text box. When you do so, a  blinking curser will appear and the box �will be ringed by a border of backslashes. 





� EMBED MSPhotoEd.3  ���
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TO “SELECT” A TEXT BOX in order to format it, copy it, or move it, click on the outside edge of the text box. When you�do so, a border of tiny dots will appear.





These small circles (or squares depending on which version of MS Word you're using) are called "HANDLES."





TO RESIZE A TEXT BOX, first "select" the text box, then place your mouse pointer over one of the "handles." When a double-sided arrow appear appears like the one shown at right, click and drag to resize the box. 





TO CREATE A TEXT BOX,  click on this icon found on the "drawing" toolbar, then click and drag the crosshairs that appears on your screen.





� EMBED MSPhotoEd.3  ���





TO MOVE A TEXT BOX, first "select" the text box, then place your mouse pointer over the dot border (not the handles). When a crosshairs appears like the one shown at right, click and drag to move the box. 





� EMBED MSPhotoEd.3  ���





One trick to making leaflet design in MS Word go smoothly is to place all elements ― text and graphics ― in "text boxes" that can be easily moved around the page. These terms and procedures will be referenced frequently throughout the tutorial, so you may want to remove this page and keep it handy as you proceed.





Subhead goes here





CEO JANE DOE:





Kicker (action lines) here





Before you begin designing a leaflet on your computer, you’ll need to have a rough sketch in mind (or on paper) of how you want to arrange the elements on the page. These elements may include the head, subhead, photo/graphic, kicker, and body copy.





One of the best ways to learn this skill is to model your layout after an existing leaflet that effectively arranges the same types of elements you’ll be using. 





But how do you decide which leaflet template to use? 





Look at the examples of basic leaflet layouts on the following page. Notice how the first two layouts at the top differ based on whether the photo is a horizontal shot or a vertical shot. 





There’s not much room to put body copy text next to a horizontal photo, so a good solution is to place the photo all by itself at the top of the leaflet. With vertical or square photos, there’s enough room to place text next to the image.





In this tutorial, we’re going to use a photo that gets cropped to a square shape, so we’ll use the basic layout labeled “vertical or square photo” on the following page.





The two layouts at the bottom of the following page show examples of how to arrange elements when you’re not using any graphic at all or when you’re using a headshot with a large type outquote next to it. Notice, too, how some of the layouts incorporate subheads.





Answering these five questions will help you choose the right leaflet template for your own designs:


Does your leaflet use a photo/graphic?


Is the photo/graphic vertical, square, or horizontal once it’s cropped?


Is the photo a headshot with an outquote?


Does your leaflet have a subhead?


Is there a target for the leaflet whose name needs special highlighting at the top?
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Select the kicker text box and change the “fill color” to grey (click on “more colors” in the “fill color” menu  to bring up the color chart shown below). 


NOTE: Make sure that the grey you select is light enough for the text to be clearly readable on top of it. Your page should now look like the picture below right.














Learn To Design Leaflets in MS Word
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ADVANCED SKILLS:


Keyboard shortcuts


� HYPERLINK  \l "characterspacing" ��Adjusting character spacing in headlines�


�HYPERLINK  \l "linespacing"��Setting line spacing in headlines�


� HYPERLINK  \l "keyboardmovement" ��Precise movement of graphic elements�


� HYPERLINK  \l "layering" ��Layering�
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Save to your computer the two graphics shown above so you can use them during this tutorial. 


























Text text text text text text text text text text:


Text text text text text text text text text text.


Text text text text text text text text text text.








The large type main headline here





Kicker (action lines) here





Text text text text text text text text text text. 


Text text text text text text text text text text.








A large type�headline here
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Kicker (action lines) here





Text text text text text text text text text text. 


Text text text text text text text text text text text.








Large headline�text goes here
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Horizontal photo





“quote quote quote quote quote quote.”


Text text text text text text text text text text.








Text text text text text text text text text text. 


Text text text text text text text text text text.











PHOTO





The large type headline goes here





Figuring out what font size to use for your headline text takes some experimentation. Remember, we want the headline to be the largest type on the page so that it grabs the reader’s attention and draws them into the leaflet.





First, try setting the font size to 65. Your screen should look like the picture at right. It’s clear right away that this setting is too big  ( there isn’t nearly enough room on the page for the other elements.��NOTE: If the bottom of your text box is cutting off some of your headline text after you increase the font size, just resize the text box (see page 3) to reveal all of the headline.��TIP: You can quickly adjust type size by using the font button on the tool bar or by highlighting the text you want and then repeatedly pressing <CTRL ]> to increase the size or <CTRL [> to descrease it in 1 point increments.








Now try setting the font size to 35. Your screen should look like the picture at right. There’s certainly enough room for the other elements, but is this headline large enough to jump off the page and catch the reader’s attention? Probably not.





Kicker (action lines) here
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Before increasing the font size again, now is a good time to pay attention to where each line of the headline “breaks.” In other words, which words in the heading do we want to appear together on the same line?


It’s best not to break up two-word expressions (such as “health care” in our headline). We also want to try to avoid leaving words like “quality” in our head dangling at the end of a line far away from the noun they are modifying or describing (in this case “health care”). So the best way for our headline to break would be: �STOP Attacking�Quality Health Care�for Arizona Families


To change the line breaks in the main headline without affecting other settings like line spacing that we’ll make later, you’ll need to insert “soft returns” instead of “hard returns.” Position your cursor after the word “Attacking” and click to bring up a blinking cursor. Then press SHIFT-ENTER. Do the same after the word “Care.”


Now, try setting the headline font size to 50, which is in between the first setting we tried that was too big (65) and the second one we tried that was too small (35). Your screen should now look like the picture at right. Notice how this font setting seems to take up about the right amount of space ― big enough to pop off the page and catch the reader’s eye, while still leaving plenty of space for the other elements we still need to add.
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When you use very large font sizes for headlines, MS Word’s default setting (“single”) usually puts more space than needed between the lines. This bottom picture on the previous page shows how our headline looks now with the default line spacing settings. Tightening up the line spacing a bit will both improve the look of the headline and free up vertical space on the page, allowing for more white space to surround key elements and help them stand out.


Let’s try a couple of different settings to get a sense for how to set line spacing manually. With the headline text highlighted, open the paragraph formatting menu and set “line spacing” to “exactly” “45 pt.” See menu picture at upper right. (FORMAT( Paragraph(Indents and Spacing tab). Clearly this is not enough line space. The headline has become so dense that it’s difficult to read. Letters like the “g” in “Attacking” are running into the letters on the line below.


Now try changing line spacing to “exactly” 55 pt. This looks much better. There’s still less line space than the default setting (compare to bottom picture on previous page), but enough to keep the letters like the “g” and “Q” from dropping too close to the letters beneath them.


NOTE: A good rule of thumb is to first try setting the line spacing for large type heads about 4-5 pts larger than the font size. Then adjust either up or down by a couple pts to get it just right.
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Before we insert and format the text box with the name of our leaflet’s target (Governor Smith), let’s take a look at why the leaflet template we’ve selected as our model uses the formatting it does for this element.


When you’re designing a leaflet that uses two separate headings near each other on the page ( a head and subhead or a head with separate “intro type” above it like the leaflet we’re doing for this tutorial ( the two headings will be more effective if they look different from each other and both stand out for the reader. 


Look at the examples below. Which one catches your eye first? Which one provides the most impact and is most easily readable? They all use different type for the head and intro type, but #4 is the most effective. 


In #4, the black box easily catches our attention first ― and we then move on to read large headline next. Number 4 is the most effective layout because it breaks up text into small, separate, contrasted chunks that guide the reader through the content. 


In fact, using the reverse type box with just two words in it almost allows the reader to read both the subhead and the head at the same time ― a valuable trait when most readers aren’t going to give the leaflet but a quick glance anyway.








Governor SMITH:





STOP Attacking�Quality Health Care�for Arizona Families 





Governor SMITH:





STOP Attacking�Quality Health Care�for Arizona Families 





GOVERNOR SMITH:





STOP Attacking�Quality Health Care�for Arizona Families 





Governor SMITH:





STOP Attacking�Quality Health Care�for Arizona Families 
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Q. Why are we placing the kicker in a grey box in 18 pt. type?


A successful leaflet design will guide the reader through the page, “telling” them what to read first, second, and third. After the headline, which tells readers our core message, the next most important information we need them to receive is what they can do to help ― the kicker or action line. 


So we’re choosing a the type size smaller than the headline but larger than the body copy. In this case, since we have a lot of words in our kicker and can’t make the type too big, using a grey box provides additional contrast to help draw the reader’s eye after they have read the more striking subhead and head. 





Q.  Why are we using a reverse type box with bold type in all caps for the governor’s name above the main headline?








Q. Why are we overlaying the logo on top of the kicker text box?


This technique of overlapping one graphic element on top of a portion of another is called “layering.” It is optional and is used to add visual interest to a layout by creating the appearance of depth or dimension on the page. It also serves to tie two elements together graphically ― creating in effect one element out of two and thus reducing the total number of elements on the page that compete with one another.  
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