
Desktop Publishing 



Publishing terms 

Header – space at the top of a 

document which may contain a 

headline, other text or graphics 

or a page number. 



Publishing terms 

Footer – space at the bottom of 

each page of a document which 

may contain a page number, a 

graphic design, website 

address, name of the 

publication. 



Publishing terms 

Columns - vertical blocks of 

text which are separated by 

Gutters. 



Publishing terms 

Sub-Heading – A line 

of text indicating what 

the passage below is 

about. 

Headline – The title 

of the article. Usually 

placed  in a different, 

larger or bolder font. 

Left & Right Margin – 

Blank space between 

graphics or text and the 

edge of the page. 

Caption – A line of text 

used to describe a 

graphic item. 



Publishing terms 

Drop Capital – an extra 

large letter at the start of a 

paragraph used to grab 

the reader’s attention. 

The software can do this for you, using Publisher 

or Word, highlight your paragraph of text. Select 

format from the top menu, select drop cap and 

choose the one you like best! 



Publishing terms 

Symmetrical Balance – text and graphics 

are equally placed about an imaginary 

vertical centre line. This creates a static 

restful design but it can also make it boring. 

It it is extremely difficult to make such a 

layout visually interesting.  

Asymmetrical Balance – allows for the 

more dynamic use of white space. Can be 

more visually stimulating and more informal. 



Publishing terms 

Rules/Lines – straight lines used 

to separate columns, headlines, 

sub headings etc. can make a 

document easier to read and more 

visually stimulating. 

Watermark – a faded logo or 

graphic placed behind text can 

enhance a documents appearance. 

Microsoft Publisher can do this for 

you so you don’t have to prepare 

an image in another software 

package 



Publishing terms 
Bleed – An area of text or graphics 

that extends beyond the edge of 

the page removing any margins. 

Commercial printers usually trim 

the paper after printing. 

Crop Marks – Crossed lines 

placed at the corners of an 

image or a page to indicate 

where to trim it. 

Bleed 



Desktop Publishing 
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Publishing rules 

Fonts - In most designs, two text 

fonts are sufficient to use for all of 

the necessary functions. If you plan 

to use text for graphic purposes, 

you can use a third font, but avoid 

the mistake of using multiple fonts 

in an attempt to make your layout 

more attractive.  



Publishing rules 

Text Alignment - If you choose a general 

alignment theme for your layout such as a flush 

left, flush right, centred, or fully justified, use it 

throughout your pages. For example, if you 

choose a centred alignment for text headlines, 

apply this alignment to the text on all pages - 

avoid switching from one style to another. 

Changing alignments can make it difficult for 

readers to follow a layout.  



Publishing rules 

You are cordially invited,           

and strongly encouraged             

not to use                               

centred alignment                       

for long passages of text.       

Save centring for                   

invitations and cards,    

certificates,                            

some headlines,                         

and layouts with minimal text 



Design Principles Contrast  

 

 

 

 

 

 

 

 

 

 

 

 

 



Design Principles Contrast Example 

Contrast in size within the images and the size of the fonts, contrast in colour 

between the blue and red text, contrast in shade in hues of blue, contrast in 

alignment central and left justification, contrast in shape rectangles, squares, 

stepped shapes.   



Design Principles Rhythm/Repetition 

Repeat design elements across the entire document 

Examples show repetition, 

of shape, colour & size. 



Design Principles Alignment 

Every element on your page should have some 

visual connection with another element on the 

page. 

 

Nothing should be placed on the page randomly. 

 

 

Always find something else on the page to align 

with, even if the two objects are far away from 

each other. 



Design Principles Alignment 

Evidence of strong alignment 

throughout the example. 

1. The images on the left are all in 

line. They are also in line with the 

Dungeon title and the text below. 

2. The stepped line is aligned with 

the first column of text. 

The images at the bottom right 

are in alignment with the second 

column of text.  

4 The       drop capital is in 

alignment with the top and the left 

of the first column.  

The black ruled line is in 

alignment with the vertical text at 

the top of the page 
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Right Justification The text 

shown here is used to show 

the difference between left 

justification, right justification, 

centre justification and full 

justification when used in 

desk top publishing and word 

processing. 

Left Justification The text 

shown here is used to show 

the difference between left 

justification, right 

justification, centre 

justification and full 

justification when used in 

desk top publishing and 

word processing. 

Centre Justification The text 

shown here is used to show the 

difference between left justification, 

right justification, centre justification 

and full justification when used in 

desk top publishing and word 

processing. 

Full Justification 

The text shown here 

is used to show the 

difference between 

left justification, right 

justification, centre 

justification and full 

justification when 

used in desk top 

publishing and word 

processing. 

Design Principles Alignment - Justification 



Design Principles  Alignment of text examples 



Design Principles Unity 

Unity is the relationship among the elements of a document that helps 

all the elements function together.  

 
 

 

 

 

 

 

 

 

 

 

 

 

Unity gives a sense of oneness to a visual image. In other words, the 

words and the images work together to create meaning.  



Design Principles Proximity / Unity 

Group related items together – text or images or both. 

 

• Move them physically close to each other so related items are seen 

as a group rather than a bunch of unrelated bits. 

 

• When a design is scattered, the page appears unorganized and 

information is not instantly accessible to the reader. 

 

• by grouping items together a design is more organized. 

 

• How close together or far apart elements are placed suggests a 

relationship (or lack of) between otherwise disparate parts.  

 

• Place related information in proximity, and separate unrelated 

information with white space, rules, and borders. 

 

 

 

 

 



Design Principles Proximity / Unity Example 



Design Principles Proximity / Unity Example 



Design Principles Proximity / Unity Example 

This graphic displays unity in it’s 

design.  

Unity in colour between the balloon 

graphics and the ‘sky high’ text. 

Unity in colour between the 

‘balloon day’ text and the body text. 

The close proximity of all the 

design elements creates an overall 

unity in the design. 

 



Design Principles Harmony 

Harmony in visual design means all parts of the document relate to 

and complement each other.  

 
Harmony can be 

achieved through 

repetition and rhythm.  

In the example the 

colours and shapes 

are in harmony. 

 

Patterns or shapes can 

help achieve harmony.  

By repeating patterns 

in an interesting 

arrangement, the 

overall visual image 

comes together.  

 

 



White Space - Space on the document not 

filled with text & graphics. A professional 

layout will have plenty of white space to keep 

the reader from getting tired with information 

overload. The space doesn’t have to be white 

however!  

Information overload. 

Design Principles White Space 



Design Principles Dominance 

Dominance -  an image or text which is very large or has strong contrast 

on the page. 

 

The Range Rover image dominates the page and grabs readers attention 

immediately. 



Design Principles Emphasis 

Emphasis -  the use of different colours, bold, highlight, reverse, underline, 

drop shadow;  can emphasise text in a document. 

 

Graphics can also be emphasised by use of size, a drop shadow, value,  

and colour. 



Design Elements Texture 

Texture can be added to documents or images 

create visual interest.  

Texture added in the background 

to enhance what would have 

been a very bland document. 

Texture added to enhance the 

text. 
Texture added to a photograph 

to give it a different look. 



Design Elements Shape 



Design Elements Colour 

Colour- has a very important role in DTP, 

too many colours can distract the reader or 

create chaotic looking layouts. 

Colour- careful selection can create 

interesting layouts and aid readability.   



Design Elements Mass/Weight 
Mass/Weight – The amount of space between items on a page.  

 

The example below has a high value of mass/weight without much breathing 

space between items of text and graphics. 



Design Elements Lines/Rules 
Rules – straight lines used to separate columns, headlines, sub headings etc. 

can make a document easier to read and more visually stimulating. 



Design Elements Value 

Value in DTP refers to the lightness or darkness of a colour. 

High Value          Low Value 


