
Basic “Desktop 
Publishing”
CREATING A PROFESSIONAL LOOK!



Basic Graphic Design

Encompasses text, photos, graphics (art), color
Brochures, newsletters, flyers, web pages
Popular programs: 
Microsoft Publisher
Adobe InDesign
Adobe Photoshop: use to edit photos only; do not

use for adding text and/or other graphics



“Z” Design

Eye follows the page across top left to right
Then diagonally down right to left
Then horizontally across bottom off page











Typography

Any text
Serif: small decorative line/embellishment
Helps guide the eye
Used for large blocks of test: magazine articles, 

books
Times New Roman, Garamond, Century Schoolbook, 
Palatino
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Typography

Sans Serif: without serif (French: “sans” means 
without)

Arial, Century, Comic Sans,  
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Type Alignment

Ragged right: justified on left side only
Used for books, magazines, brochures

Example: This is an example of
ragged right text. It wraps 
around continuously and lines
up on the left, but not on the 
right.  



Centered: Type is aligned on a center point
Used for headlines, emphasizing a point. 
NOT a good use for text block

Example: This is an example of
centered text. It wraps 

around continuously and lines
up on a center point, but not 

on the right or the left.  



Ragged left: aligns on the right side, but not on 
the left. 
Used in business letters for addresses, business 

cards, some ads/brochures/flyers

Example: This is an example of
ragged right text. It wraps 

around continuously and lines
up on the left, but not on the 

right.



 Justified: this aligns on both the left and right sides, 
except for the last line that ends wherever it stops.
Used in books, magazines, etc. Takes up less space 

than ragged right.

Example: This is an example of
justified text. It wraps around
continuously and lines up on
the left and the right.  It varies
the space in between words to
accomplish this. 



Font Size

The smaller the number, the smaller the font size
Measured in “points”
12 points to an inch
Picas: 6 picas to an inch

Most common for reading (on paper) is 10-12 pt

 10    12     18     24     36    72



Normal type
Italic
Bold
Bold Italic

Font Style



Leading

-Refers to the amount of space between lines. 
-Calculated by adding on to type point size.
-Example: If I want 2 points of leading between 10 

point type, I would specify 10/12.
-In a computer program, I would just put 12 in for a 

leading value. 







Kerning

-Refers to the amount of spacing between
letters

-Equal spacing: same space 
between all letters

-Optimal spacing: space between 
letters is adjusted depending on font 
shape





Text Wrap
Text that wraps around a
graphic



Drop Caps/Raised Caps



Call-Out/Pull Quote
Pulling a quote or a few lines out of a story for emphasis
Helps break up page of solid type



7 Elements 
of Graphic 
Design



1. LINE

A mark between 2 points
Straight, curly, wavy
Emphasize word/phrase
Connect elements to one another
Create patterns







2. Shape

Height + width
Geometric shapes: circles, rectangles, squares
Natural: leaves, animals, trees, people
Abstract: odd shapes, graphic oddities, 

representations





3. Value

Light or dark
Gradient: shading that goes from light to dark or 

one color to another



4. Color

Used to generate emotion
Define importance
Create visual interest

Print format: CMYK
Digital format: RGB







5. Texture

Relates to the surface
Concrete: rough
Wall: smooth



6. Size

How small or large 
Used for comparison, contrast
Define importance
Attract attention









7. Space

The area around or between elements
Can separate or group
Gives the eye a rest
Defines importance
Leads eye through the design





Symmetry
Symmetric: has balance, equally weighted, often a mirror 
image



Assymetric: unbalanced, can be used to create a 
mood or feeling



The following are
examples of 
BAD design!!



BAD
DESIGNS!

DON’T 
DO 
THIS!






