IT2000 : Text design

Travellers’ tales


The task

Produce a newsletter containing comments about six countries. These comments are contained in messages sent to you by individuals and will be supplied either as files or e-mail messages. The messages will be entitled traveller message1, traveller message2 etc.

For this task you need to ensure that the finished job meets the following criteria:

· it must fit on a single A4 page

· there should be a heading Travellers’ Tales which is placed centrally near the top of the sheet in a serif style font

· each section of commentary should have a heading featuring the name of the country concerned, eg AUSTRALIA. These commentary headings should be in a larger font than the commentary itself, with a serif style.

· each section should end with the name of the author (the person sending the message)

· there should be clear space between the main heading and the body of the document

· there should be clear space between each country heading and the comments as well as between the comments and the author’s name.

· all the text, apart from the heading, should be in 3 columns.

· the style of text for the comments should be sans serif and fully justified

· your name and the date should be placed in a footer, both in a font size smaller than the comment text. 

· two illustrations should be included, positioned within the comment text sections. They may spread across one or more columns or extend over the page margins provided they are not cut off when printed. Illustrations may be placed within or behind text provided the text remains legible and not obscured.

· the illustrations will be provided by your tutor. You can change an image by cropping, resizing or changing its brightness, contrast etc. but you should retain its original proportions.

· a horizontal line should be included below the main heading and also near the bottom of the document to separate the comments from your name and the date.

Which program?

It is recommended that you try doing this task in several different programs. You will find that each has its advantages and disadvantages. In many cases, however, particularly in a College class, you may only have access to Microsoft Word or Publisher. These instructions are for Microsoft Word.

Page set-up

Before you start entering any text check that your page is A4. It doesn’t have to be portrait but probably will work best that way. Don’t worry about the margins at this stage – it is possible that you will need to change them later: reducing them can be a useful method of getting a bit more text onto a page if necessary!

The heading

There are two main ways to do this. One is to use the header area for the Travellers’ Tales text and this is probably the best. You simply type the words in and change the style and size so that it looks good. A suggestion would be Times New Roman, size 36, with small capitals and a shadow:

Travellers’ Tales

While you’re in the header you can take care of the first horizontal line. After the heading press Enter twice. Because this is still size 36 the gaps are too great. Select just those two lines and change the font size to 12. The gap should reduce. Click on the first of those two new lines and use the Borders button on the toolbar, selecting a bottom line. (You could have placed a top line on the lower one to achieve the same result.) There should now be a neat line extending exactly from the left to right margins. The tables and border toolbar provides various options for the style of line too.

Another way of doing the line would be to draw one using the Line tool on the Drawing toolbar. Getting the line to start and end precisely is more difficult, but not impossible. To change the colour and style of line in this case would require the use of the Line style and Line colour buttons on the Drawing toolbar.

Because of the way the messages are set up it will be less troublesome to bring them in first and then set up the 3 columns.

There are several ways of bringing in the text but the simplest is probably Insert / File (if you’re provided with Word documents). Another easy way is to copy each bit of text and paste them into your document – those with e-mail messages will need to do this.

If the method you use brings in all the message heading stuff you next job will be to extract the country name and the author’s name from the header. Cut and paste these to sit on a line above and below the section text respectively. Then remove whatever’s left of the message headings. If these have been made using a table then try right clicking in the table and selecting Cut (This works in Word97 – in Word 2000 there may be a Delete table option).

It is also advisable to insert the blank lines required between the country name and the section text and between it and the author name. Two blank lines between the author name and the next country name may also be a good idea (although you may wish to amend this spacing later, depending on how the text breaks into columns).

The 6 messages are unlikely to be in the same font or style and it may be necessary at this stage to set a style for all the text before moving on. This step is not essential but it will make life a bit easier. A quick way would be the use Ctrl+A to select all the text and choose whichever font style you intend to use for the finished document section text. This has to be sans serif which means a plain style such as Arial. The illustrations below show the difference between a serif and sans serif font: 

ABC
ABC

Sans serif (no detail at the end of lines}
Detailing added

The size you choose isn’t important as it will amost certainly need to be adjusted again but something between 10 and 15 is recommended. If there is any other strange formatting that has crept in then get rid of that too. It’ll be easier to fix now rather than when set in columns. 

If the whole text is not still selected, select all again. Double click in the main part of the page (or close the header / footer window).  Set up the 3 columns next. Do this through Format / Columns. This is preferable to using the Columns button on the toolbar as you can check that the columns will be equal width and apply to the whole document.

Change the alignment to fully justified (Ctrl+J is a simple way). 

Switch to view two pages on screen (the Zoom button on the toolbar, which usually displays a percentage). This will help when you try to get things to fit better. Try out different font sizes until you find something which leaves about half the 3rd column empty. This will allow for the illustrations and increase of country name text.

Now work on the country names. It is generally good practice to use the same font style as used in the main heading but you might be able to get away with something else. Although not specifically requested, the addition of shading and/or line can look attractive.

Once you have a style for Australia use the Format Painter to copy this to other five names. Select the Australia line and then double click on the Format Painter. A brush will be attached to the mouse pointer. Click on the next bit you want to change and see what happens. (To turn off the Format Painter click once on the button.)

Applying an italic style to the author names can be a useful improvement but this is not essential. An alternative would be to select a slightly smaller size and make it bold.

The illustrations will be pictures that arrive with either black handles or white handles. Black handle images sit in the text whereas white handle images float. Floating images can be a bit easier to manage (but not always). You should be able to switch from one type to another by right clicking on the image and selecting Format Picture. Then, in the Position section. tick or deselect Float over text. If right clicking is not available, use the Picture Toolbar. This is worth opening anyway – use View / Toolbars / Picture Toolbar to access this.

If you have to force a new column to start – such as when a country heading lurks at the bottom of a column and should be at the top of the next – use Insert / Break and select Column break. 

Change the size of the images as you feel appropriate – and this can also be a useful way to get the overall text spread just right. Images can go behind text or the wrap settings can be changed so that text runs close to the edges. 

The default Word Page set up has quite large left and right margins which can be reduced quite a bit too – another way to get text to fit.

If the justification has resulted in unattractive text spacing there is a way to resolve some of the worst offenders. Use Tools / Language / Hyphenation and select Automatic.

Add or adjust any remaining elements. Check the document carefully and print it.
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