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DTP: stamp album page
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Arranging elements on a page
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Your task is to produce an album page of 16 postage stamps. Illustrated is a small section of the page. These instructions will take you step by step through setting up a very professional and neat display of 16 postage stamps on an A4 sheet. You will need the images – these should be provided for you by your tutor. They are also available at the studyzone: www.ahi2000.com/studyzone in the exercises section of the DTP course.

If these images are not available, use clipart. (Users of older versions of Word may have to change some of them to ‘in-line’ images).
Page set-up

Before you start it is important to ensure that your page is correctly set up. Use File | Page Setup to set the paper size as A4 Portrait. Use File | Print | Properties to ensure the printer is also set for A4 paper. These should be your default settings anyway.

Create a table

Whenever a number of items need to be arranged on a sheet the word table should spring to mind. Tables have rows and columns, rather like a spreadsheet, and enable you to set a particular area on a sheet of paper within which text or images can be easily constrained. Once in the cells of a table, your items can very simply be arranged neatly.

It may be tempting just to dive straight in and start off with a table. Resist that temptation and give yourself a blank line at the top of a document first. Otherwise once a table is established it can be quite a job to get anything above it! In this task that’s not a problem but it’s a good habit to get into. So . . . press Enter once. Then use Insert | Table and, for this task, select 4 columns and 8 rows.

A not very suitable-looking grid will appear.

Inserting images

Click in the first cell. Use Insert | Picture and navigate to the folder containing the 16 stamp pictures and select one. Click Insert and the stamp should appear in the cell. Repeat this process for the other stamps so that you have 4 rows of four stamps each. Leave a blank row below each row of 4 stamps. This will be used for the description or reference.
Lining up the images

When they first come in, the images will push out the cell boundaries as required and it may not be obvious how they are actually aligned. There are nine possible variations of where an item can be within a cell: for each of left, centre and right horizontal alignment there are 3 similar vertical alignments. The best for this task is centred horizontally and vertically. This setting is best done one column at a time. To select a column click any box within the chosen column and use Table | Select | Column. In Word XP there is a button on the toolbar which opens to offer the 9 alternatives.
In older versions you will need View | Toolbars | Table and this has the vertical alignment button. For horizontal alignment the usual Standard toolbar Centre align button will do.

Repeating this for each of the other 3 columns should move all the images to the centre of their cells. They still won’t look quite right, though, due to the lack of clear space above or below the images.

Adding space above and below images in cells

It is possible to drag the row lines up and/or down but this process often goes wrong and is fiddly. A better idea is to insert a blank line above and below each of the images in the first column (only). To do this, first click once on a picture to select it. Press the left arrow key on the keyboard. This moves the cursor to the bottom left edge of the image. Press Enter. This moves the image down a bit. Now press the right arrow key and the cursor jumps across to the bottom right edge of the picture. Press Enter again.
All the 4 pictures in the first row should now have some clear space around them. Doing just one forces the row to expand and the central alignment setting places the others where you want them automatically.

Repeat the line above and below procedure for the other three in the first column.

All 16 stamps should now be neatly arranged.
Adding text
Some text needs to be added below each stamp using the cells available. The stamps are the 1st and 2nd class, European rate and 65p (Overseas rate) for each of England, Scotland, Wales and Northern Ireland. The image file names are abbreviations of these. Insert either the short file names or something like England 1st as in the extract above. After the name press Enter to create a wider margin below the text than above. This helps to link the image better visually with its description.
The normal text style and size is unlikely to be ideal for this purpose – a smaller, clearer font is recommended. To change the text select the appropriate row and change the font in the usual way.
Borders
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It is unlikely that you will wish to retain the standard black line grid for the table. This can be deleted by selecting the whole table and choosing No border from the Borders button on the toolbar.

Earlier versions of Word may have a slightly different display but the icons are the same.

(In a separate extension of this exercise you may have the opportunity to put in interesting borders around particular cells.)

Background

It may be worth considering a background for the stamp display. It is possible to give the table a background (it is currently white) by selecting the whole table and using Table | Table Properties | Borders and shading | Shading then selecting a pattern and/or fill colour. (You would have to use this for a document intended for web publishing). For printed items, however, an alternative procedure offers better options.
Using the Drawing Toolbar, select a rectangle and drag out a box a little larger than the table. (It may be helpful to change the View | Zoom to Whole Page so you can see what you’re doing). The default fill for shapes is likely to be white and the box will appear to obliterate your table arrangement. Don’t panic! Go to Draw | Order | Send Behind Text to make this the background.
With the box still selected (handles showing) use the Fill button on the Drawing toolbar and now you have a full choice of colours, more colours, gradients, patterns, textures and even pictures. One or two of the textures can be most effective. If you use a dark colour (black works well) you’ll need to change the text colour to white or light grey.

Your own picture album pages

With the addition of a suitable header (as illustrated) and footer (your name, date, filename) you should now have a smart and professional-looking album page. This could also be very useful as a template for display of other items in the future.

Save your file with a sensible name and print a copy.

Andrew Hill
Page 2
15/06/2002 xalbum2

