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DTP notes: leaflets & cards
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Documents don’t have to be flat A4 sheets of portrait or landscape paper. They can also be folded: cards, leaflets, brochures etc. These notes describe some of the techniques that can be used in Microsoft Word to produce good, professional-looking items.

Why Word?
And not Publisher? Or some special program that appears to do everything for you? Quite simply, in my experience, Microsoft Word has consistently produced the best results across a wide range of tasks, including artwork and design elements. At two extremes: where the design elements require facilities for artistic text, letters which follow curves and the interaction of several layers of design is beyond Word’s capabilities, or where the user has little or no natural design ability and prefers to stay with just the basic tools of a program, then other programs will be more appropriate. There are many programs for artists and specialist designers: Adobe, Paintshop Pro, Quark, Ulead and Serif have a range at prices ranging from several hundred pounds to virtually free shareware. These will enable you to produce practically any effect or design that you can imagine. There are also lots of programs – any many of them are free – that will help you print a card or leaflet with a ready-made design and all you have to do is type in a name or a bit of text. Ideal for absolute beginners who have no desire to learn about layout or whatever. Publisher will suit those people.

The problem with all these other programs, though, is that a course like this needs to provide people with the skills to produce items wherever they happen to be. An office may not have the particular program you have been using. A PC at home may not be able to read the files from a program used on the course so you can’t practice. You may not be able to send the card that you spent hours designing by e-mail or, even if you can, the other person can’t open it!
Good old Microsoft Word, though, is ubiquitous and now has enough features buried within its menus to enable even quite demanding designers to produce first class items which can easily be edited, shared and filed. 

First steps

Before attempting anything on the computer, make a rough version of the item by folding an A4 sheet and marking the various sections appropriately. When you unfold it you will easily see where the elements need to be placed on the sheet – and which way up they need to be!
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These are a few examples. Notice that some items will need either two sheets or double-sided printing. Some printers can handle double-sided tasks but, whether they can or not, you will need to create two separate sheets on screen. Some items will also need elements placed upside-down on the flat sheet so that they appear the right way up when folded.
One particularly useful leaflet is the 3 section horizontal sheet illustrated. By folding back at the first fold and forward at the second fold, a reasonably presentable leaflet can be produced using a single side of landscape A4, with no orientation to worry about.

Once you have decided which style to use, you’ll need to take some measurements. These notes are mainly based on the 3-section leaflet mentioned. These are the measurements used.
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Columns, frames or tables?
There are several ways to set up documents like this so that there are separate areas corresponding to the panes of the leaflet or card. It is worth getting to know all of them as each has its own advantages. You will also find one easier to use than another – and it will not be the same one for everyone.

Page Set-up

All the dimensions in these notes are metric. If your display is in inches it may be a good idea to change it using Tools | Options | General

Change the Page Set-up to A4 landscape.
Margins: 1cm all round

Header and footer: not required for this task so leave at current setting

Note: if you get a message at this or a later stager to the effect that the margins cannot be set it may be because your printer is set for the wrong size of paper. You can check this in File | Print | Properties. Many PCs seem to be set for Letter size which is an American paper size. A4 should be your default setting both for the printer and within all your programs. You’ll never need ‘Letter’. (Not even for letters!)

Using columns

Format | Columns and select 3. Tick the box for equal width. The column margins, however, will need to be 2cm. This is so that when folded, each of what will become the inner margins around a pane will be 1cm each. The fold divides the two column margins.

When you use column it is not necessary to specify any column width in centimetres but if you look at the display it will show something a little less than 8cm for each column.

Entering text

Easy for the first column. Trickier for the second and third. Unless you’re extraordinarily lucky, the text will either go to the next column before or after you want it to. In most instances, one or more pane will have a combination of words and graphic elements and will not fill its column at all.
To start a new column, use Insert | Break | Column break. The cursor should move to the top of the next pane.

Where text overflows, don’t try to fix it at this stage. Wait until you have entered everything and do it all at the same time. (see below).

Graphics

Pictures or design elements can be inserted anywhere on the sheet. In-line images (with black handles) will be constrained to the column dimensions and cannot spread across the margins. This can be useful and makes alignment easy. If they are narrower than a column they can be left, centre or right aligned just like text with the normal toolbar buttons. Floating images (with clear handles) are more difficult to line up precisely but are necessary if your text is to flow around them or you would like a background or an image that extends across margins.

Making it all fit

Columns moreorless guarantee that your panes will be neatly aligned with all text (or in-line images) lined up along the top. Your text will, however, invariably be either too short or will overflow on to a second sheet.

Change the view to Two pages (use the Zoom tool or View | Zoom | Many pages. Select all your text, including any chunks that have overflowed. Change the font style and/or size. You will notice that changing styles can have as big an effect on overflow as changing size. If you have headings which need to be in a different size to the main text then pick a size for everything first which leaves a few centimetres spare at the foot of the 3rd column. When you adjust the heading size that space will be used up.
Change the heading sizes (and any caption sizes or subtitles etc.) In many instances this will

For very precise positioning – to get an exact fit for all 3 panes – you may have to use font sizes not available in the drop down list. If you want Tahoma 7 ½ you can have it! Click on the font size and type in 7.5 then Enter.

Another trick is to change the margins (slightly). Even a 0.1cm can make a difference.

If all else fails then there are still a couple more tricks. The line spacing itself – the white space between lines – and the character spacing – the white space between letters – can be adjusted.

Line spacing is best changed just above or below headings, or possibly paragraphs. Double click in a suitable blank line. (The cursor should broaden somewhat to indicate that the whole line has been selected.) The font style and size will be shown on the toolbar. Increase or reduce the font size. It is advisable to use the same size for each other blank line in a corresponding position.
Character spacing can be changed in Format | Font | Character spacing. Here you can change the Scale of text and the space between letters. The next two lines illustrate these:
The quick brown fox jumped over the lazy dog


scale 90%
The quick brown fox jumped over the lazy dog

scale 100%
The quick brown fox jumped over the lazy dog

scale 110%
The quick brown fox jumped over the lazy dog


condensed -½ pt
The quick brown fox jumped over the lazy dog

normal
The quick brown fox jumped over the lazy dog

expanded +½pt
Again, this is usually best applied to all text of that style to preserve consistency and don’t overdo it! Occasionally, you can get away with adjusting a single troublesome line or paragraph where all other attempts have failed. This is a most unlikely event, however, and I’ve only ever had to use this once!

Text boxes

Set the orientation and margins of the sheet as before. To set up the 3 panes use the rectangle button or the Text Box button on the Drawing toolbar. Drag out a pane to approximately the right size and, for the time being, leave the frame line visible. (Change the line colour or style to something sensible and the fill to None if necessary.) This is only to help you see where they are and the lines can be turned off later or, of course, you may wish to make use of the ability to add background effects and different borders to these panes. In this example it is assumed that there are no lines in the end product.
The size of the first pane needs to be set exactly before doing the other two. For this task each pane should be 7.83cm wide by 19cm tall. At this stage it can be anywhere on the page. Click on the edge of the box to select it. (If the cursor is still flashing inside the box, it’s not selected. Try again – click just on the edge of the box.)

Right click on the edge of the box and select Format Text Box | Size and enter the measurements required.

With the first pane the correct size, copy it and paste two more onto the sheet. Now they need to be positioned. This is tricky. First of all, if you have a good eye for this sort of thing, have a go at dragging each pane into position, remembering that the two internal margins need to be twice as wide as the left and right margins.

If you need help with lining them up there is a grid available (but seldom used) in Word. Go to Draw | Grid | Show grid. This puts a mesh on the page and makes it easier to judge where the panes should go.

Once aligned (and I can’t think of an easier way!) you may wish to link them so that text etc. flows from one to the other (like columns). When you select a text box the Text Box toolbar should appear. Click the Link button and the mouse will change to a Fill symbol. Click in the next pane. Repeat the process to flow from the middle pane to the 3rd pane. Now whatever you insert will start in pane 1 and flow through pane 2 to pane 3.

Check this works using any reasonably long text file.

Text boxes usually have an internal margin – a narrow strip of white space around the text. Because you have already created your own margins you would only need this to keep text or other elements away from a border line. If you have no border line and have trouble fitting in your text then it is worth setting these internal margins to zero. Right click on the edge of the text box, Format Text Box | Text Box and set the four margins.

Tables
For this 3 column leaflet you will need a five column table. The extra 2 are for the gaps between the columns or panes. So, insert a table with 5 columns and, in this case, 1 row will do.

Changing column dimensions

In a table the easiest way to change the widths of columns precisely is to use the Table menu and select Table properties and then Columns. The dimensions are as follows for this exercise. You’ll have to work your own out for other types of leaflet!
1st column
7.4cm

2nd column
2.5cm

3rd column
7.4 cm

4th column
2.5cm

5th column
7.4cm

The display you will now get only has a small row at present but as you enter text this will expand.

Text will not flow from one table cell (column) to another. You will need, therefore to be careful when entering the text and other elements. If you do try to put more text in a pane than there is room for then the table design suggested here will expand onto a second page so you will be able to see what is happening. Each pane will have to be filled and adjusted individually. 

If you have already produced a leaflet using either the column method and/or the text box method then try copying each pane of images and text and pasting them directly into the appropriate table columns. Do this one pane at a time. You will probably find that the items inserted stretch the columns onto a second sheet. This can be corrected in a number of ways but the main reason the table doesn’t quite match your text box is likely to be the cell spacing. This is virtually the same thing as the internal margins in a text box. (Maybe one day they’ll all be one and the same thing and Word will be about 50% of the installation it is now!). To set the Internal Margins of the table, select the whole table, select Table properties in the Table menu and then Cells. In that area there should be an Options button. That leads to a small window where you can set the internal margins to 0 (or whatever). Deselect the reference to the table margins.
This should produce a virtually identical document to the other two, after a little tweaking of sizes and spacing.

Which is best?

Each document will be virtually the same file size so there is no advantage in that respect.

The choice is yours. Each technique is quite different and worth getting familiar with as you may well encounter problems in other tasks for which these finer skills in columns, text boxes or tables may be useful.

Upside down text

An easy way to do this is by using WordArt. Text boxes cannot be rotated in Word (but they can in PowerPoint!). Use a suitable style and size the item on screen normal way up until you have got it about right. To flip it vertically you can either rotate it using the rotate tool (Draw menu) or just drag the middle handle at the bottom edge up and over. This may also reverse the text (mirror). Repeat the process from left to right to correct that.

Once you have the correct orientation you can drag the WordArt object into position.

Later versions of Word will allow WordArt in text boxes and tables as in-line objects. Older versions may cause a few difficulties.

If you are likely to be rotation elements or changing the appearance of several items frequently then you would be well advised to use a simple drawing program to produce the artwork beforehand. This can then be saved as an image (use .jpg or .gif) in that program and then brought into your document with the Insert | Picture routine.

Web publishing

If you are considering publishing any items as or on web pages then the table method is really the only one that will work and it is strongly recommended that you use image files for all the design elements other than the text. Remember also that the web will apply one of just a few font styles and sizes to your text – allocating the nearest in size and appearance if the style and size you used is not available on the PC it is being viewed on. This can mess up a lot of hard work in positioning items and it is suggested that for leaflets and cards to be published on the web you stick to the ‘normal’ fonts and no more than 3 sizes. There is then a good chance that it will look the same when published anywhere else.
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