4 pictures on a page

using Tables in Word


Your task is to produce an A4 sheet containing 4 cards. The sheet should be set out so that it can be cut vertically and horizontally to create 4 separate cards of identical size with their images neatly centred.

[image: image1.jpg]Teme 1o 13 om0
BECICIESE
AR Y BRAR AT TUEIrRE, ERCERC A RCRCACAaEs, ]

T e e e 1

e L L L L




[image: image5.jpg]



Include either crop marks or a cutting guide as in the illustration above.

The key to this task is getting all the measurements set up at the beginning.







Not all printers can cope with very narrow margins so it is best to allow something like 2cm all round. This can easily be set in File|Page layout.

The cards will be cells in a table. From the illustration you’ll see that a table of 3 columns and 3 rows is needed – the middle ones being the space separating the cards

The central column and central row will need to be 4cm wide or deep as they represent 2cm margins for each adjoining card edge. (The cutting lines – not illustrated here - will run along the middle of these sections)

You’ll need to set the column widths and row depths later so now is a good time to work out what they are. The paper is 29cm wide. Take off the two side margins and the central section, a total of 8cm. That leaves 21cm. So each ‘card’ will be 10 ½ cm wide.

The paper is 21cm deep. Taking the 8cm total margins leaves 13cm or 6 ½ cm for each card depth.

Insert a table. Use Table|Table properties|Row and then set the required first row depth. Use an exact setting. Next row to set the middle section and then Next row to set the 3rd row with the same depth as row 1. You may find that the table expands onto a second page – if so reduce the 1st and 3rd row depths slightly so that it fits one page again, remembering to keep them the same.
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Column widths can be set in a similar way, again using exact figures.

Your table is nearly complete. It is likely that you will want images centred in the cells so it’s worth setting that up now. Use Tools|Tables and borders to access the appropriate toolbar if it’s not already available. Click in a ‘card’ area and select the middle alignment button.
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A cutting line can be added quite effectively using the line drawing tool on the Drawing toolbar. 
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Draw it anywhere and then drag it into place. A dotted line can be achieved using the dash style button which is also on the same toolbar. 

Before you add the pictures it is a good idea to check their dimensions are smaller than the card size (which you now know is about 10.5 x 6.5 cms). Whilst this is best done in an image editing program, if you haven’t got one available you can use this work-around: place the image in a different Word file, right click on it and select Format picture to display the dimensions. Adjust these as appropriate then copy and paste the image into your table.

Trying to put images that are too large into cells can cause problems if you can’t get at the resizing handles easily.

To add text to the cards, use text boxes – again from the drawing toolbar. If text overlaps an image then you may wish to adjust the colour of the font and change the Fill to No Fill for a see through effect. With careful selection of letters you can also, where necessary, use different colours for different parts of a word where it runs from a light to dark area.

You can also use the Table and borders toolbar to create cell borders and shading as well as image borders if appropriate. Images that have transparent sections (.gif files) may look a bit odd with some backgrounds so apply these effects with caution. As a general rule, if it’s your ink and/or you want a reasonably quick print, keep things white!
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