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[bookmark: _Toc518640492][bookmark: _Toc10628550]Icon legends
Table: Icon legends
	Icons
	Descriptions
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	Practice activity 
Learning activities are the tasks and exercises that help you to gain a clear understanding of the content in this workbook.  It is important for you to undertake these activities, as they will enhance your learning.
Activities also help to prepare you for assessments.  Refer to the assessments before you begin so that you are aware which activities will assist you in completing your assessments.
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	Collaboration 
Whether you discuss your learning in an online forum or face-to-face environment discussions, allow you to create and consolidate new meaningful knowledge.
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	Self-check
A self-check is an activity that allows you to assess your learning progress. It is an opportunity to determine the levels of your learning and to identify areas for improvement.

	[image: ]
	Readings (Required and suggested)
A required reading will be referred to in the workbook and you will need it for readings and activities. 
A suggested reading is optional and you do not need a copy of this text to complete the learning. The suggested reading provides supplementary information that may assist you to complete the unit.





Topic 1
Prepare to produce
desktop published
documents


[bookmark: _Toc10628551]Introduction
This student workbook is designed to help you complete the unit: Produce desktop published documents. Throughout this resource, you’ll be working through activities to build your skills and knowledge so that you are able to prepare, design and produce professional desktop published documents. These activities are based on a fictitious organisation called Plan2go, where you’ll be able to put your skills to the test. Let’s get started with the first topic. 
[bookmark: _Toc10628552]Topic 1 – Prepare to produce desktop published documents
[bookmark: _Toc10628553]Use safe work practices
[bookmark: _Toc10628554]Adjust your workspace
Before you begin producing your publication, it is important that you check that your workstation is set up ergonomically, to reduce your chance of injury.
Chair – height and back support
Keep your:
· feet flat on the floor 
· ankle, knees and hips at right angles
· support lower back with the back of the chair
· back straight.
Table 
· Adjust the height of the desk, so elbows are at right angles to keyboard.
· The tops of your legs should be just below the table.
Screen – tilt and brightness
· Keep screen brightness to a minimum.
· Tilt the screen so that you can view it comfortably.
Mouse and keyboard
Ensure the mouse and keyboard are within reach without stretching your arms.  Your elbows should be at right angles, and keep your wrists straight.


Desktop layout 
· Clear your desk of all unnecessary materials. 
· Use a document holder for your working papers to avoid neck strain.
[image: C:\Users\swheeler20\TAFE NSW\Technology & Business Services - Product Development - BSB\Shutterstock images\Ergonomics\shutterstock_319428278.jpg]
Figure 1: Ergonomics in the workplace 
[bookmark: _Toc10628555]Avoid injury
Power access 
To avoid personal injury, ensure all electrical leads and computer cables are out of the way.
Rest breaks and exercise periods 
· Do some exercises or move away from the screen for five minutes every hour.
· Stretch and relax fingers at least five times.
· Blink eyes to rest and give them relief.
· Lift shoulders upwards, backwards then relax them for one minute each.


[bookmark: _Toc10628556]Use energy and resource conservation techniques
While you are working on our digital text documents, it is important that you are thoughtful in our use of resources to reduce our impact on the environment.
[bookmark: _Toc10628557]Methods of reducing paper
· Photocopy and print double-sided.
· Use wastepaper as note pads.
· Edit document on the screen.
· Multi-function printer with options to print to mailbox or similar.
· Substitute paper communication with emails.
· Use soft copy versions for filing.
· Think before you print.
· Request suppliers to print documents double-sided.
· Specify recycled content paper in design briefs for professional communication materials.
· Use recycled paper for office printing and photocopying.
· Introduce a printing policy that aims to minimise paper consumption.  
[bookmark: _Toc10628558]Methods of reducing energy usage
· Using energy efficient equipment
· Using equipment with power-saving modes
· Turn off equipment when not in use.
	[image: ] Practice activity


[bookmark: _Toc4491872][bookmark: _Toc10628559]Activity 1: Set up the work area
Estimated time: 15 minutes 
[bookmark: _Toc10628560]Check your neighbour’s work area
Before you get started, discuss your neighbour’s work area in relation to ergonomic and WHS requirements and complete the checklist below. Your neighbour will do the same for you!
Table: Ergonomic workplace check
	Ergonomic check
	

	1. They have adjusted the height of their desk and chair to suit their requirements.
	

	2. They have adjusted the height and angle of the monitor so that it is at eye level.
	

	3. Everything on the desk is within easy reach.
	

	4. They have access to a document holder.
	

	5. Their feet are flat on the floor, or they are using a footrest.
	


Table:  WHS check
	Work Health and Safety check
	

	1. They have set up the work area ergonomically to suit their requirements.
	

	2. All electrical cords are out of the way.
	

	3. There is adequate lighting and ventilation in the room.
	

	4. There are no trip hazards around their work area.
	

	5. They are aware they should take mini breaks to avoid muscle strain.
	


Table:  Energy check
	Energy and resource conservation check
	

	1. They are aware they should always proofread their work before printing.
	

	2. If possible, they should print double-sided.
	

	3. When they finish their work, they are aware they should ‘shut down’ their computer.
	





[bookmark: _Toc10628561]Legislation
When we are planning and creating electronic presentations, it is important that we follow the relevant legislation. Legislation that affects presentations include:
· Copyright legislation.
· Environmental legislation.
Copyright legislation
As mentioned above, using pictures can be very helpful in conveying your message to your audience. The internet has millions of pictures that could be perfect for your presentation but be aware that just because you find an image online does not mean that you have permission to use it. Copyright legislation protects original pieces of work, including novels, photos and songs from being used without the owner’s permission.
	[image: E:\TAFE Digital\Projects\Accessibility Project - 03.04.2018\Template - SkillsPoint\Template - Icons\Reading AZURE BLUE.png] Reading list


Check out the following resources on copyright and creative commons licences. 
· An Introduction to Copyright in Australia
· Using a CC licence or licenced material
· Copyright myths
WHS legislation
When creating electronic presentations, we are using computers or other technology, so it is important that we set our workstation up ergonomically as mentioned above and take the required breaks to reduce our chances of injuring ourselves.
	[image: E:\TAFE Digital\Projects\Accessibility Project - 03.04.2018\Template - SkillsPoint\Template - Icons\Reading AZURE BLUE.png] Reading list


Check out further information on computer safety: Computer workstation ergonomics



[bookmark: _Toc10628562]Identify document purpose, audience and presentation requirements
The first step to producing professional desktop published documents is planning. Use the KISS principle (Keep It Simple Silly) to help determine the: 
· purpose of the document 
· intended audience 
· layout and presentation of the document.
When planning your document, you need to answer a few questions, such as:
· What does the document/publication aim to do? 
· Who will be reading it? 
· Shall I use photos/images? 
· What makes a good layout? 
· Are there any organisational guidelines I should follow?
[bookmark: _Toc10628563]Purpose of the document
What is the purpose of the document? What will it achieve? Consider the following options:
· Inform a customer about a new product.
· Respond to a client’s enquiry or a complaint.
· Educate the reader.
· Record what happened during a meeting.
· Produce a weekly or monthly newsletter.
· Report details about a company to its shareholders.
· Invite someone to an event.
There are many different types of documents you can produce using desktop publishing, including:
· posters
· business cards
· greeting cards
· newsletters and brochures
· flyers and invitations
· itineraries
· e-zines
· forms and tables
· templates.
[bookmark: _Toc10628564]Intended audience
Who is going to read the document? Think about all of the people that will read the document and consider factors including:
· Prior knowledge level – are they already familiar with the content?
· Needs and goals – how is the document going to meet their need for information or results.
· Level of education – consider language, literacy and numeracy ability.
· Cultural/ethnic/religious background, gender and age – do not discriminate.
[bookmark: _Toc10628565]Presentation requirements
You will also need to consider the mood of the publication, that is, will it be humorous, factual, informal, business-like, classy, or formal. 
In particular, when you produce a desktop published document in a business environment, you need to ensure that it looks professional and is an accurate representation of the organisation for whom you are working.
You may need to consider the corporate image, company colour scheme and company logo. Many organisations use a style guide for specific information relating to document production and layout.
[bookmark: _Toc536021426][bookmark: _Toc10628566]Clarifying document requirements
If you are unsure of anything in relation to the document you are designing, you should always consult the content author (the person who is giving you the information) or your line manager/supervisor.
Questions you might ask could be:
· What is the aim of the document?
· What do you want the audience to understand?
· Can you describe who the audience is?
· Is there a specific layout you would like for the document?
· In addition to organisational requirements, do you have any other design requirements?
· Will you require labels or envelopes?
· Where would you like me to save the file?

[bookmark: _Toc10628567]Organisational and task requirements
It is essential that you identify organisational and task requirements for desktop published documents to ensure consistency of style and image.
Organisational requirements can impact on the:
· choice of font
· colours
· graphics
· other decorative elements. 
Publications may also need to be produced by a specific deadline, for example, monthly newsletters. Timelines can impact on design decisions and may impact on the quality of the finished product but keeping to timelines is a critical aspect of working in any organisation. 
Many organisations use a style guide or policy and procedures manual to ensure consistency of style and image in their documents.  These provide guidelines for staff to following and set quality standards expected of staff about the work they do.
Before you prepare any documents, find out the company’s usual business practice. Often a company will have document templates that you should use as well as a style guide to follow so that the company can ensure a consistent and professional standard for all documents. 
Style guide usually include guidelines on document writing as well as standard document formats that can include preferred default settings for margins, font and heading styles. They can also include formats you should use for content such as spreadsheets and charts. They will usually provide information on where files should be saved, file naming procedures/conventions and policies for backing up of documents.
[bookmark: _Toc10628568]Consistency of style and image
It is important to be consistent in the layout of documents such as brochures, flyers and forms: 
· The style and point size is consistent throughout the document.
· Organisational policy and procedures for content and format have been followed. 
Make sure you:
· remove unnecessary underline and use of all capital letters or title case (making documents easier to read) 
· use font style and point size with care – they should enhance the appearance of your document for ease of reading and not create confusion for your reader
· use consistent spacing between paragraphs and sentences
· position images in a way that reflects quality design principles.


[bookmark: _Toc10628569][bookmark: _Toc2332337][bookmark: StyleGuide]Plan2go style guide (extract) – general layout
Table:  Plan2go general layout
	Format
	Description

	Default Font
	Cambria 11 pt Black – Left alignment

	Margins
	Top margin 2.2 cm, Bottom margin 2.4 cm, Left margin 2.8 cm, Right margin 1.8 cm

	Line Spacing
	Single

	Paragraph Spacing
	0 pt before and 0 pt after spacing

	Bullets
	Square bullet, 11 pt, left aligned, indent 0 cm, hanging indent at 1 cm, 6 pt before and 6 pt after 

	Numbering
	Arial 11 pt, left aligned, indent 0 cm, hanging indent at 1 cm, number style 1, 2,3.

	Styles
	Heading 1 is Arial 18 pt

	
	Heading 2 is Arial 16 pt

	
	Heading 3 is Arial 14 pt (Small Caps)

	Logo
	[image: ]External Correspondence

	
	[image: ]Internal Correspondence

	Date Format
	6 June 2019

	Colour Scheme
	[image: ]

	Header
	Logo right aligned

	Footer
	Author (left), Page Number (centre), Filename (right) – Arial 9 pt italics

	Table
	Header row of the table:
· Background colour Green 
· Cambria 14 pt, Black, Bold, Centred 

	
	Body of the table:
· Cambria 11 pt Black


[bookmark: _Toc10628570]Plan2go style guide (extract) – promotional material layout
Table: Promotional material layout
	Format
	Description

	Default Font
	Cambria Black

	Styles
	Main Heading Arial 24 pt

	
	Sub Headings Arial 22 pt

	Required information
	Plan2go’s full contact details must be included in all promotional material 

	Alignment
	Documents should be vertically and horizontally centred where appropriate 

	Logo
	Left-aligned in the header of the Master Page

	Footer
	As per General Layout requirements



	[bookmark: _Toc536021437][image: ] Practice activity


[bookmark: _Toc10628571]Activity 2: Purpose, audience, and presentation
Estimated time: 30 mins
Read through the following extract from one of Plan2go’s documents and answer the questions. Bring your responses to class for discussion with your peers.


Plan2go is an innovative Australian company that:
· Provides professional travel services and technology for corporate clients
· Develops technology solutions for corporate events
You see, the corporate travel world can sometimes be hard to navigate, no matter where you are or Plan2go, we’re already there – with tried and trusted solutions for all of your corporate travel and event needs.
The GoTo Crew are a very talented and charming bunch; they are down to earth and understand the realistic challenges of the business world. Plan2go believes in a seamless travel experience that gets you where you need to be and allows you to maximise your business potential along the way! Busy schedule? Relax! Plan2go is looking after every step of your day, stay and play.

1. What is the purpose of the document?

2. Who is the target audience?

3. What presentation requirements would you need to follow if you were producing this document?

4. How could you ensure the document was consistent with other documentation produced by the organisation?



[bookmark: _Toc10628572]Desktop publishing versus word processing
A word processor enables you to create a document, store it electronically on a disk, display it on a screen, modify it by entering commands and characters from the keyboard, and print it on a printer. Word processors are ideal for handling text-oriented documents where the focus is on the words, such as reports, minutes, and briefing notes.
Desktop publishing applications are suited to producing documents where the focus is on layout and design rather than just the words. The big advantage of using a desktop publishing application such as Microsoft® Publisher is it is relatively easy to produce professional-looking publications such as newsletters, flyers, and brochures. TAFENSW, along with many other organisations and businesses, use the Microsoft Office Suite of software applications.

	[image: ] Practice activity


[bookmark: _Toc10628573]Activity 3: Advantages of desktop publishing
Estimated time: 30 mins
Read this article which highlights the advantages of the desktop publishing located at https://www.artworkabode.com/blog/exploring-the-advantages-of-desktop-publishing/
List the six advantages described in the article.
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[bookmark: _Toc10628574]Topic 2 – Set up a desktop published document
[bookmark: _Toc10628575]Design concepts
It is important to consider basic design concepts when creating a document using a desktop publishing application. Generally, all the principles of design apply to any publication you may create. How you apply those principles determines how effective your design is in conveying the desired message and how attractive it appears. The concepts in the table below need to be considered in conjunction with each other. 
Table: Design concepts
	Design concept
	Description

	Alignment
	Aligning objects creates a connection between them. Nothing should like it was placed on the page randomly.  

	Balance
	Balance can provide stability and structure to a design. You can achieve balance by having objects of the same size; alternatively, you may balance a large object on one side of the design with several small objects on the other side.

	Contrast
	Contrast allows you to emphasise or highlight elements on your publication. Contrast can be colours or colours and white space; text and graphics; big and small shapes. Contrast can guide the reader to where you want them to look and make them ‘get’ the point of the publication quickly.

	Page Layout
	It is a good idea to use headings and subheadings to organise the information in your publication.  Text and graphics should be arranged in a logical sequence so that the flow of the publication is easier to follow.

	Picture placement
	Most people scan pages from the top left corner of a page to the bottom right corner. Place headlines or pictures at the top left/bottom right corner to capture audience or bottom right corner where the audience finishes their scan. Anything in between is lost on first glance.

	Proximity
	Proximity means moving objects closer or further apart to give your page a more organised look.  If you group objects on a publication, it creates a relationship between them.

	Repetition and Consistency
	Repetition means using the same or similar elements throughout your publication. An organisation will use an identical colour scheme, font scheme, logo and layout on all their publications to ensure consistency.

	Simplicity
	Some of the most effective publications are due to their simplicity.  Limited the number of elements on a page such as the number of fonts you use, decorative elements such as borders and shapes and pictures.

	Space
	Space is the distance above, below or around objects.  

	Typeface
	A Typeface is a group/family of fonts which share common design features. 

	Typography
	Typography is the technique of displaying your text in a way which is easy to read and understand. It involves the use of different typefaces

	White space
	Designs that cram too much text and graphics onto the page are hard to read. White space gives your design breathing room. Do you have enough space between columns of text? Do you have a generous margin? You can also have too much white space if items float on the page without any anchor.



	[image: ] Practice activity


[bookmark: _Toc10628576]Activity 4: Design principles
Estimated time: 20 mins
Watch this two-minute, Principles of design video on YouTube, which provides an animated visual explanation of eight design principles. Note them down with their definitions and bring your notes to class for discussion.
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
[bookmark: _Toc10628577]Design features
When designing a desktop published document, we can use many design features to give meaning to our message. These can include but are not limited to:
· borders
· shading
· text boxes, columns, tables
· pictures or graphs
· headers and footers
· styles
· rulers or grid lines.
The decision to use certain design features depends on what we are hoping to achieve with our publications, that is, the design goals.
[bookmark: _Toc10628578]Design goals
Any piece of written communication we design, regardless of the medium, has a goal or purpose. We base our design decisions on the message we want to send and the desired outcome we wish to achieve, which may be to:
· distinguish primary from secondary ideas
· set off examples from the text and to define headings
· call attention to certain parts of a document
· make information easy to find
· to arrange every element to lead the eye progressively from one part to the next
· promote the reader's acceptance of material
· make information accessible to diverse audiences.
[bookmark: _Toc10628579]Design consistency and layout
[bookmark: _Toc10628580]Formatting, templates and master pages
To ensure consistency of design and layout across all documents in a particular project, or to adhere to the organisational style, you will need to select appropriate formatting.  Often, creating a template will save time as it can be re-used for several documents.   Master pages also assist in ensuring consistency in design and layout.
[bookmark: _Toc10628581]
Page layout
Page layout is the process of placing and arranging and rearranging text and graphics on the page to produce documents such as newsletters, brochures, books, flyers, and forms, etc. Page layout also refers to the actual document page and its composition. Some typical layout decisions include:
· margin size
· sizing and position of images and figures
· number and size of columns and gutters
· placement of intentional white space
· use of colour or special effects.
[bookmark: _Toc10628582]Mockups
A mock-up of layout and design is usually undertaken to get early feedback or management approval before adding all the content and finalising the formatting. This first draft is usually done as a sketch on paper, but if creating a more sophisticated publication like an e-zine, you may indicate positioning of text and images using placeholders.

[image: assorted-color abstract painting]
Figure 2: Sample mockup
[bookmark: _Toc307474093][bookmark: _Toc307836143]

[bookmark: _Toc10628583]Templates
Templates are standard document formats that you can create to ensure consistency in layout and format and streamline the document creation process. You can make a template from any publication by saving template file. Any template that you save to the default template location becomes available when you open a new document.
You can save time by designing master documents that adhere to organisational style guidelines, and then save it as a template. Each time you want to create a new version, you can use the template and add only the information that is unique to that version. 
Using a template for documents that you regularly produce saves not only time but also ensures quality and alignment to standards. 
[bookmark: _Toc10628584]Create and edit master pages
Master pages are similar to templates in that they can be re-used for similar publications.   This saves time in as you do not need to repeat often-used design and layout elements in every new publication. You will also achieve a consistent appearance by setting up the master pages in line with organisational style guidelines.  
[image: pens near white paper]
Figure 3: Ready to create 
[bookmark: _Toc10628585]Finalising layout
Consider the following points when finalising the layout and design of your document: 
· Ensure all organisational requirements are satisfied
· Check that all policies and procedures of the organisation have been followed
· Check that all required elements are present, including:
· Company information
· Company logo
· Photographs
· Tables
· Text:
· confirm all required text has been included and flows logically
· check spelling and grammar by proof reading and running a spell checker
· check text boxes for readability, display, linking
· check that all pictures and text are clearly visible
· ensure no text is obscured by pictures, etc.
· Check page order
· Review for simplicity, consistency and contrast.
Visually scan your publication
Visually scanning your publication will identify many common layout problems.  You should always review your document immediately before printing. Make sure the text and graphics appear as you want them to, and you are satisfied with the overall look of the publication. Checking for incorrect page-breaks and blank pages is also important prior to printing. Now is also a good time to show the document to an authorised person to ensure that it meets its purpose and follows organisational guidelines.
Make sure your printer is ready to print the publication. Before you start to print, make sure that there is sufficient ink or toner, and enough paper to print your entire publication.


	[image: ] Practice activity


[bookmark: _Toc10628586]Activity 5: Design examples
Estimated time: 30 mins
Locate some magazines and choose a selection of one-page advertisements.
Do they demonstrate good design principles? Consider headings, selection of images, placement of images, borders, white space, font selection?
Bring your examples to class for discussion.
[bookmark: _Toc10628587]Activity 6: Reviewing design principles
Estimated time: 30 mins
How can you simplify a design?
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Explain the term consistency in relation to design.
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________
What is the function of contrast?
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________
In relation to design, what does proportion mean?
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________


[bookmark: _Toc10628588]Confirming layout and design
Published documents are often produced commercially for public distribution.  Documents produced with Microsoft Publisher can include books, magazines, newspapers and other printed works, as well as electronic books (e-books), periodicals and websites.
The process of producing high-quality documents includes the design, editing, and developmental stages, as well as the final printing of the document.  To produce a high-quality document, you need to examine every stage of the production process in detail.  You will also need to confirm initial decisions on design and layout with the relevant personnel.  
The actual design of the publication, including the format, length, style, text layout, and inclusion of images and artwork, should comply with the original brief.  You also need to adhere to any statutory requirements applicable to the task, as well as organisational standards and methods.
The publication may include pictures, graphics, photos, WordArt and the company logo, and all must adhere to company policies.  Consider plagiarism, copyright issues, and organisational style guides, together with any policies and procedures that may apply to the document. 
Planning your publication
It is important to consider the following elements early in the planning and development phase to develop the best plan for your document:
· The purpose and proposed use of the publication. 
· Organisational requirements, relating to style and visual design, which may also determine whether the publication meets its purpose. For example, a sales flyer may need to have a catchy slogan and eye-catching images of the product or services being advertise, to attract potential customers.
· The raw content that will be used in the publication needs to be checked for accuracy, particularly any dollar amounts, discounts offered, dates and times of sales, and opening hours of the business.
Once you have considered these elements, you need to develop a specific plan, which will include priorities and essential items to be included.
Then, give the plan to an authorised person for review, preferably the person who originally requested the publication.  This is essential to confirm that the document will meet all requirements of the intended purpose of the document.
Once the publication has been finalised: 
· Save the document as a PDF so that you can check for paragraph and line endings, white space, page breaks, etc., as well as confirming the visibility of all text and graphics.
· Print a draft copy of the document and proofread before submitting to an authorised person for approval before continuing.   
· Submit the final document for approval by an authorised person, before sending to a commercial printer or printing large quantities yourself.

	[image: ] Practice activity


[bookmark: _Toc10628589]Activity 7: Publication plan
Estimated time: 40 mins
All publications should start with a publication plan, which should be signed off by the relevant manager responsible before creating the publication. You are working as an Admin Officer at Plan2go. The HR Officer (Justine Myers) is organising a staff picnic day next month and has asked you to design the flyer.  Refer to the following email from Justine. 
Myers, Justine

From: Myers, Justine 
Sent: Thursday, June 6, 8:15 AM
To: Admin Officer
Subject: Staff Family Picnic Flyer
	
Hi 

Following on from our conversation earlier, I would like you to design an A4 flyer to promote our Staff Family Picnic Day on the second Sunday of next month.  The purpose of the flyer is to inform all staff about the Picnic Day. It’s a great opportunity for everyone to mix socially and meet each other’s family and friends. Please make it look interesting and fun.

We are holding the picnic at Centennial Park from 11 am.  A full buffet BBQ will be ready from 12:30 pm.  We are providing vegetarian and vegan options. The dress theme will be ‘Favourite Sporting Hero’, and there will be a prize for Best Dressed. Soft drinks and water will be provided. The day should finish around 2:30 pm; however, everyone is welcome to stay longer if they wish.

The document is to be saved as ‘Your name - Staff Picnic Day’. Once you have completed a draft copy, please send to me for approval before emailing out. I would like this completed by the end of the day.

If you have any questions, please see me. 

Kind regards
Justine Myers
HR Officer
m: 0419 000 111


Your task:  Complete the publication plan for the flyer below based on the information in Justine’s email.  A Plan2go publication plan has been included at Appendix A.
(You will continue with creation of the publication in later activities.)
Table: Publication plan
	Publication plan
	

	Purpose
What is the publication about?
	

	Audience
Who is it intended for?
	

	Publication format
How will it be formatted? (flyer, brochure, handout, graphics design)
	

	Organisational requirements
What are the style guide requirements?
	

	Key points
Any additional information?
	

	Publication requirements
Paper size (A3, A4, A5)
Paper orientation (portrait or landscape)
	

	Timeframe
	

	Signature – for approval of the plan
Date:
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[bookmark: _Toc10628590]Topic 3: Create a desktop published document
[bookmark: _Toc10628591]Using Microsoft Publisher
Microsoft Publisher is a desktop publishing application that is used in a wide variety of businesses. Its main advantage is its familiar Microsoft interface that allows for quick and easy creation of professional-looking publications, including flyers, newsletters, forms, cards, and so on. 
[image: MacBook Pro]
Figure 4: Desktop publishing 
[bookmark: _Toc10628592]Learn more about using Microsoft Publisher
Lynda.com (LinkedIn Learning)
LinkedIn learning (previously known as Lynda.com) is a huge online course website offering video courses delivered by experts in IT, business, and creative skills. TAFE NSW has a licence to use the resources offered by LinkedIn Learning, and you will be working through the Publisher 2016 Essential Training course. To access the course, click on the link to Linda.com from LinkedIn:
https://www.lynda.com/Publisher-tutorials/Publisher-2016-Essential-Training/379652-2.html?org=tafensw.edu.au
You can click the play button to get started or navigate through the topics by clicking the Contents tab (located to the right of the video overview.

[image: ]
Figure 5:  Lynda.com – Publisher 2016 essentials contents
You will be directed to watch relevant topics as you work through the next sections of this workbook. You may watch them all. Exercise files are provided for each video. Your teacher may provide you with the exercise files, or they may be downloaded directly from the website.  
The following is a comprehensive list of all applicable Lynda.com Publisher videos for your course.
The videos marked with an asterisk (*) should be watched before completing activities 8 onwards.
· Getting started 
· Understanding the interface*
· Creating a new publication*
· Saving your publication*
· Print setup options*
· Inserting and navigating pages*
· Working with text
· Using templates
· Adding and modifying placeholder text
· Using auto-fit
· Inserting text from files*
· Flowing paragraph text placeholders
· Creating bulleted and numbered lists
· Working with objects
· Drawing and customising shapes
· Manipulating objects*
· Working with graphical objects
· Inserting pictures*
· Adjusting pictures*
· Using pictures as backgrounds
· Printing and sharing
· Previewing and printing your publication*
· Working with tables
· Inserting tables in Publisher
· Formatting tables in Publisher
· Working with text and numbers in tables
· Customising layout and design
· Working with Master Pages
· Changing the page background
· Using Building Blocks
· Headers, footers and page numbering
· Using the Design Checker*
· Designing publications for the Web
· Inserting hyperlinks
· Using mail merge
· Starting a mail merge
· Mail merge
· Email merge

[bookmark: _Toc10628593]Prepare, enter and format text
To enhance the appearance and readability of text within a document, we can format either entire paragraphs or just individual characters.
[bookmark: _Toc10628594]Entering text
Add text to your publication in a text box, or frame. To create a text box:
Click on the Draw Text Box button (Insert Ribbon – Text Group). 

Figure 6: Draw a text box
Your mouse pointer becomes a cross. [image: ]
Drag diagonally in your publication to create a rectangular box.
When the box appears, it is selected, and the flashing insertion point within indicates where you can start typing your text.  The box will automatically expand as you enter more text.
[bookmark: _Toc10628595]Formatting characters
To change the font size and style, select the text, then click on the Font or Font size buttons (Home Ribbon – Font group).  You can also apply Bold, Italics and Underline to selected text from the Font Group.
[image: ]
Figure 7:  Accessing the Font group

Fonts
Altering the size and type of font is similar in all Microsoft Office programmes. 
To view the standard fonts available in Publisher, select the Home tab of the ribbon, and view the drop-down box beside the current font.  There are over 300,000 font types available worldwide today.  These are categorised into about 50,000 font families. 
Fonts are broadly classified into two main categories:  serif and sans serif.   A ‘serif’ is the small stroke at the end of each letter.  (Sans is the French word for ‘without’, so it follows that ‘sans serif’ fonts do not have the stroke on the end of each letter.   This type of font often appears clearer, cleaner, and easier to read.
The following examples show three different, common font types in font size 12.
· This is a sample of sans serif font, shown here in Calibri.   
· Arial is also a commonly used sans serif font.
· This is a sample of one of the most common serif type text, which is Times New Roman.
Script fonts
This font is often used in publications for formal occasions, invitations, etc., is the script font, which has the appearance of handwriting. This paragraph uses the Lucida Calligraphy font.  Lucida Calligraphy is very similar to Lucida Handwriting.  Another commonly used script type font is Brush Script Std.  This font is not as easy to read and is shown here in font size 16.
It is not recommended to use fonts that are difficult to read, especially in publications that will be distributed to the general public or in web pages.  The size 12 font used in this paragraph is Verdana, which together with Calibri and Arial are recommended for websites.
There is a difference in font sizes, depending on which font type is being used.  Calibri in size 12, will appear smaller than Verdana in size 12.
[bookmark: _Toc10628596]Recommendations
Some recommendations for font use include:
· Use only three types of font type – too many font styles can create a messy, cluttered look when formatting a publication.
· Use a suitable font size – for readability. Text which is too small is difficult to read, while large text may seem cramped.
· Avoid underlining – as the text can blend with the line, making it difficult to read.
· Use bold and italics for emphasising key words – Remember not to overuse these features.   Apply Italics when quoting copied text or speech.
· Avoid capitals – except for headings.  They are harder to read and can be construed as SHOUTING.
The various font types, sizes, and other formatting tools are in the Font section of the Home tab on the ribbon.
· Colour – can be adjusted in the same group as fonts.   Consider the purpose of the document, the method of publication, and the audience when choosing colours. For example, very pale colours will fade out when printed, especially if using a grey scale, or black and white printing.  Dark backgrounds will require bold lighter coloured text.
· Character spacing – can be altered by selecting the arrow at the bottom right of the font group.  
           [image: ]
Figure 8: Font group – Customising text                                                                                      Figure 9: Accessing text effects from the Font group
The second Font window enables changes to font type, colour, and size.  Other text effects are available, including strikethrough, super-and sub-script.  You can access additional effects via the ‘Text Effects’ button at the bottom of the Font window.



[bookmark: _Toc10628597]Formatting paragraphs
Selecting an entire paragraph, and applying a format will affect the entire paragraph.   Types of formatting which you can apply to a paragraph include:
· alignment – centre, left or right, justified
· line and paragraph spacing
· indents
· bullets and numbers.
Aligning text
Select the text.  Click on the alignment buttons, e.g. Left, Centre, Right (Paragraph group).
[image: ]
Figure 10:  Alignment bar
[bookmark: _Toc10628598]Importing text from other applications
To import text from another application, open Publisher, then, from the File menu, select New.  Now open a Blank A4 (Portrait) document.
Select the Insert tab on the Ribbon, then select ‘Insert File’.

Figure 11: Insert tab on the Ribbon
Note:  If you did not need to import an entire file, the alternative method for importing text or graphics into a Publisher document is to copy and paste the desired selection.


	[image: ] Practice activity


[bookmark: _Toc10628599]Activity 8: Importing text
Estimated time: 20 mins – your teacher will supply you with the document Handout Text from the folder BSBITU309_SW_SR1
Watch the Lynda video Inserting text from files.
Import the document Handout Text into a new blank Publisher document.
Save the document to your USB as <Your name – Handout Text> but do not close the document.
[bookmark: _Toc10628600]Activity 9: Formatting text
Estimated time: 20 mins
1. Modify the appearance of the document you created in Activity 8 so that it is more readable and engaging.
Format the document following the Plan2go’s promotional style guide below:
Table:  Plan2go style guide (extract)
	Plan2go
	Style guide (extract)

	Default Font
	Cambria Black

	Styles
	Main Heading Arial 24 pt

	
	Sub Headings Arial 22 pt

	Required information
	Plan2go’s full contact details must be included in all promotional material 

	Alignment
	Documents should be vertically and horizontally centred where appropriate 

	Logo
	Inserted in the Master Page in the header, left-aligned

	Footer
	Arial 9pt italics

	Consistency
	All publications must be consistent in style and image.

	Resource conservation 
	Proofread all publications before printing. Print double-sided if appropriate.

	Usable
	All completed publications must be useable and be ready for mailing.


[bookmark: _Toc10628601]Working with graphics
[bookmark: _Toc10628602]Inserting graphics, pictures and photos
There are many ways to add pictures to your document.  You can find images in other programs and publications, scan them to your computer or download them from the web.  You can also take a photo with a camera or phone and upload it to your computer. 
Importing
From the ribbon select the Insert tab, then the Picture icon in the Illustration group.  A new window will open enabling insertion of pictures.

Figure 12:  Inserting pictures from the Illustration group on the Insert ribbon.
[image: ]
Figure13:  Inserting pictures

From the ‘Insert Picture’ window, you can navigate to the location of the picture.  When the file appears in the folder list, either double click it with the left mouse button or select it, then click on the ‘Insert’ button.
Inserting pictures from the internet uses a similar process.   However, to insert from the web, select ‘Online Pictures’, instead of selecting ‘Pictures’ from the Illustrations group on the Insert Ribbon.

Figure 14:  Importing pictures from the internet
A new window will open offering groups an enormous selection of pictures, categorised by subject.
[image: ]
Figure 15:  Online pictures


The search box allows you to narrow the field of your search by specifying a subject.
[image: ]
Figures 16:  The search box
[bookmark: _Toc10628603]Copyright issues
You should consider the ownership of images imported from the web, or other businesses’ publications.  Most of the pictures available via the import feature outlined above are available for use without infringing copyright.  These pictures are available under a Creative Commons licence, which enables the free distribution of the images.  
Copyright laws protect an individual’s creative works, including drawings, photos, video games, books, music, and so on.  Copyright protected images can be used without permission provided the source is acknowledged.
For more information on using copyright protected pictures, select the following link to the Australian Copyright Act of 1968, Copyright Act. 

	[image: ] Practice activity


[bookmark: _Toc10628604]Activity 10: Adding pictures
1. Watch the Lynda videos Inserting pictures and Adjusting pictures
2. Add a relevant picture to the first page of the document you created in the Activities 8 and 9.
3. Preview the document to check for consistency in paragraph spacing.
4. Watch the video Previewing and printing your publication
5. Resave the document onto your USB and print the first page only.  
6. Close the document.

[bookmark: _Toc10628605]Arranging text and graphics
Watch the following Lynda.com videos:
· Using the scratch area
· Drawing and customising shapes
· Manipulating objects
· Deleting objects and frames
· Inserting and swapping pictures
· Adjusting picture appearance
· Adding captions as pictures
· Using pictures as backgrounds
It is important to ensure that objects and text boxes follow organisational guidelines.  For example, the position of the logo in Plan2go publications is dictated specifically within the guidelines.   Colour, size, position, etc. must all follow the guidelines. 
Text colours, image borders, image labels, and other features are all regulated by guidelines.   Wherever you work, you will find that your organisation will have similar guidelines to those produced by Plan2go.  



Topic 4
Finalise a desktop
published
document


[bookmark: _Toc10628606]Topic 4: Finalising publications
[bookmark: _Toc10628607]Reviewing text for errors and omissions
Once you have completed the document, it should go through many cycles of editing to check for spelling errors, readability, formatting, accessibility, and general design principles. As a guide, you need to check the following elements within your document:-
· all required items are included for example, logos, images, company information
· all organisational requirements have been followed
· use Print Preview to find any potential issues with the printed version
· spell check but also proofread the document for meaning – some typos are not picked up by the spell checker in the system
· check for design principles such as consistency, simplicity, and contrast
· run the Design Checker (more on this later in this topic).
[bookmark: _Toc10628608]Checking page order, structure and linkages
[bookmark: _Toc10628609]Page numbering
Always ensure you include the page number either in the header or footer of your documents.  Multi-page bound documents often have mirror image headers and footers.   This means that the page number will always be at the outer edge of the paper, or the spine.
The header and footer toolbar will enable you to customise and manage the required details.  The Page Master can be utilised to set up headers and footers.

[image: ]
Figure 21: Using the Master Page Ribbon
The diagram above shows the Master Page ribbon in Publisher.  By selecting Show Header/Footer, you can automatically insert page numbers, as well as the date and time.  Ensure you select ‘Apply to All Pages’ if you want the same header and footer to appear on every page.
[bookmark: _Toc10628610]Multi-page documents
Multi-page documents, particularly those which will be printed as booklets, require strict attention to page numbering.   Additionally, the order in which each section appears will need to correspond to the correct page.   
Therefore, in an eight-page booklet, the front cover will be page 1, and the back cover will be page 8.  Page 2, which will be the inside front cover, might be left blank depending on the purpose of the publication.
Pages 2-3, 4-5, and 6-7, would normally be produced in landscape orientation.  Page 7, as the inside back cover, might be left blank.  Page 8 will be the back cover.
To see a sample of a multi-page document template, open Publisher, select New, then open the Address Book.  From the View Ribbon, ensure there is a tick in the ‘Page Navigation’ checkbox.   The column on the far left will display how the eight pages will appear.  The image below shows the assembling of an eight-page production.

Figure 22: Page order
Printing in the correct page order is automatically managed when using one of the provided templates.  Your document will be printed with the correct reverse pages.  
Now watch the following Lynda.com videos to develop further your understanding of customising layout and design.
· Working with Master Pages
· Inserting and navigating pages*
· Using templates
[bookmark: _Toc10628611]Structure
The structure of the document refers to how your document is assembled. Information within your publications should follow a natural sequence. Therefore each section should appear in a logical order.  The nature and depth of each section will determine the space required, together with their placement within the document.
[bookmark: _Toc10628612]Linking elements in your publication
When inserting text, separate boxes can be inserted via the ‘Text’ group on the Insert Ribbon.
Linking text boxes in their correct sequence will ensure that the text flows logically.  Each text box can be sized and shaped to suit its particular position on the page.
Watch the following Lynda.com video on linking text boxes and fitting your text around objects on a page: Using auto-fit  For additional practice, ensure you download the exercise files for the video. 
[bookmark: _Toc10628613]Naming and storing documents
Documents should be saved with a logical file name.  They also need to be stored in the appropriate folder to ensure easy access in the future.  Organisational guidelines for your particular business will no doubt stipulate the procedures for file naming and storage. Additionally, once your document is completed it is advisable to print a copy to check page breaks, as well as ensuring that objects do not obscure text box.  
Watch the following Lynda.com videos: 
· Considerations when saving publications
· Adjusting page and print setup options
· Saving publications in shareable formats

	[image: ] Practice activity


[bookmark: _Toc10628614]Activity 11: Putting it all together
Estimated time: 40 mins
Refer to the email in Activity 7 and the publication plan you prepared for the flyer. You are to save the publication as <Your name – Staff picnic day>. You are now going to design and create the flyer. When you have sketched your ideas using pencil and paper, confirm your design and layout with your teacher before proceeding to create it in Microsoft Publisher. Ensure you follow good design principles, follow the organisational guidelines for promotional materials, and refer to the following points:
1. Use different font types, sizes and alignments sizes to enhance the flyer.
2. Insert graphic/s to enhance the publication.
3. The flyer must fit on one page.
4. Include the filename in the footer.
5. Proofread the text for possible errors and modify if necessary.
6. Print a useable copy for marking.
[bookmark: _Toc10628615]Using help
All desktop publishing applications are designed to help you create professional publications. They include a Help feature which can be accessible in different ways:
· You can access Help from the File menu in any Office application.  It is the ? symbol which is located in the top right hand corner in backstage view. 

Figure 17: Using help – the Help symbol in backstage view
· You can use the F1 function key to open the Help Viewer window for any Office application you are using.
· You can type your query or keyword in the Tell me what you want to do box.  From the search results, you can quickly get to the features you want to use, or you can look up Help options.
[image: ]
Figure 18: Tell me what you want to do box
· You can also access Help from the Ribbon.

Figure 19: Accessing Help from the Ribbon



Type the query into the search box:

Figure 20: Entering a query in the search window.


	[image: ]
	[bookmark: _Toc10628616]Practice activity


[bookmark: _Toc10628617]Activity 12: Using Help
Estimated time: 30 mins
Use the Help function in Publisher to locate the following. Write the instructions below or insert a ‘snip’ from the screen.
How to add a border around an image: 


How to group/ungroup objects:


How to create a newsletter:


How to add or remove template pages:


How to resize the page or paper:




[bookmark: _Toc10628618]Produce a document in the required format
As mentioned in topic 2, you must complete documents in the required format according to the organisational style guidelines.
Once you have finalised a publication, it is useful to consider if the design and subject may be used again.  Make sure you save documents that reflect organisational style guidelines and regularly used layouts, as templates for future use.
[bookmark: _Toc10628619]Templates in MS Publisher
Once your document has been finalised, you can save it as a template for future use. You make templates from any publication by saving it as a template file. Any template that you save to the default template location becomes available in the New Publication task pane.
When you start a new publication by selecting a template, a copy of the template file opens so that the original template is not altered by mistake. 
If you want to make changes to the template itself, you can open a copy of the template file, make the changes that you want, and then save it again as a template. 
You can save time by designing a master publication that reflects your own personal identity and logo and then saving it as a template. Then, each time you want to create a new version, you can use the template and add only the information that is unique to that version. 
Using a template for a publication that you regularly produce saves not only time but also ensures quality and consistency. You can save these templates as a Master Design Set to promote a consistent company identity.
There are many ways to create a publication in Publisher. Publisher offers many designs that are like templates. To open a pre-made design, go to File, then select New. You are then presented with a variety of templates. Select the template which best suits your proposed document. 
You can even design a publication from scratch and save it as a template. If you want to know more about templates, then use the Publisher Online Help feature to learn how to design a publication to save as a template. For example, you can view the help files on Finding brochure templates here.


[bookmark: _Toc10628620]Create and edit master pages
Master pages are similar to templates in that they can be re-used for similar publications.   This saves time as you do not need to repeat often-used design and layout elements in every new publication. You will also achieve a consistent appearance by setting up the master pages in line with organisational style guidelines.  
As with templates, you can create the page from scratch, or save a page from a previous document. You can save your master pages as either one-page or two-page spreads. You can also Change a two-page master page to a single-page master page.
Master pages contain the design and layout elements that you want to repeat on multiple pages in a publication. Using Master Pages for these common elements gives your publication a more consistent appearance. It also lets you create and update these elements in one place, rather than changing them on each publication page.
A master page can contain anything that you can put on a publication page, as well as some elements (such as headers, footers, and layout guides) that can only be set up on a master page.
Open Master Page
Click View > Master Page in your current open publication to view the current master pages.

Figure 23: Viewing the Master Page
From here you can add headers, footers, page numbers, etc., in the master page window. When completed, click Close Master Page to return to publication view.
If you utilise the Online Help feature of Publisher, you can search for information on Master Pages.  
[bookmark: _Toc10628621]Design Checker
Once you have visually inspected your document for errors, it is useful to run the Design Checker will detect design issues within your document, including:
· Elements which extend past the page border
· Graphics and text which is hidden
· Overflow text
· Graphics with disproportionate scale
· Empty text boxes
To run the Design Checker, select File, which will take you to the Backstage View.
Next, select the Run Design Checker icon. 
The Design Checker will open on the right of the screen.

Figure 24:  Run the Design checker
It is suggested that a tick be placed in at least the first two check boxes.
You can then select each item that requires attention.
Watch the following Lynda video to learn more about the Design Checker.


	[image: ]
	[bookmark: _Toc10628622]Practice activity


[bookmark: _Toc10628623]Activity 13: Design Checker
Watch this Lynda video:
https://www.lynda.com/Publisher-tutorials/Using-Design-Checker/379652/443221-4.html?org=tafensw.edu.au
The transcript of the above video is included in Appendix B, at the end of this Student Workbook.
Now run the Design Checker on your final version of the flyer created in previous activities.
	[image: ]
	[bookmark: _Toc10628624]Practice activity


[bookmark: _Toc10628625]Activity 14: Final checklist
Open the brochure prepared in earlier activities and check it conforms with the Plan2go Digital Brand and Style Guidelines.
Make sure you check the following items including:

Figure 25: Plan2go logos
Logo – inclusion and positioning – ensure it is clear of other graphic elements .
Corporate colours and themes.
Formatting of text – open punctuation.
Check your wording against the Plan2go preferred ‘Tone of Voice.’
Check your language – have you used appropriate punctuation, jargon, acronyms or abbreviations without an explanation.
Check words to avoid.
Have you followed the guidelines for the use of images and videos?
Check alignment of all objects and text boxes, with particular reference to the use of white space.
Did you use the Plan2go symbol as a secondary branding mark? 
[image: ]
Figure 26: Secondary Plan2go logos
Have you used the correct typeface, heading styles, colours?
Check correct use of apostrophes, capitals, hyphens, slashes, and number formats for currency and dates.
[bookmark: _Toc10628626]Summary
Congratulations on working your way through this student workbook. You should now feel confident in all aspects of creating desktop published documents. Wishing you all the best in your assessments!
[bookmark: _Toc10628627]Image sources
	Image
	Attribution

	Screenshots from MS Publisher
	Used with permission from Microsoft

	Images from Plan2go virtual enterprise
	© TAFENSW 2019

	Figure 1: Ergonomics in the workplace 
	Shutterstock_319 428278 under licence to TAFENSW

	Figure 2: Sample mockup 
	Photo by Hal Gatewood on Unsplash Licence

	Figure 3: Ready to create 
	Photo by Kelly Sikkema on Unsplash Licence


	Figure 4: Desktop publishing
	Photo by Nick Adams on Unsplash Licence 
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[bookmark: _Toc10628628]Appendix A
[bookmark: _Toc10628629]Plan2go Publication planner
[image: ]

[bookmark: _Toc10628630]Appendix B
[bookmark: _Toc10628631]Ms Publisher 2016 - Using the Design Checker
Link to Lynda.com: Using Design Checker
https://www.lynda.com/Publisher-tutorials/Using-Design-Checker/379652/443221-4.html?org=tafensw.edu.au
[bookmark: _Toc10628632]Transcript
Once you've completed your publication and you're ready to share it with others, you'll probably want to double check things to make sure that, if you're going to be printing, for example, everything is going to show up on the page. Or, if you're sending it off to a professional print house, they're not going to send it back saying fix this up and that. Well, there is a built-in design checker to help you with those things, even if you're going to be sharing digitally. So let's take a look at it now with our newsletter. First thing I'm going to do is clean up some of these things in the scratch area. 
So, we'll just select them with a click, hit the delete key on the keyboard, and they're gone. We don't need them any longer; we're finished. Now we are ready to run the design checker. So we can go up to the file tab, and from here with ‘Info’ selected you'll see a button to run the design checker. It's going to find potential problems before printing or sending an email, or even using the ‘save with pack and go’ option. So let's go ahead and click ‘run design checker.’ It opens up over here on the right-hand side, and by default, it's going to run a general design check. 
And you're going to see objects listed here with the scroll bar; it looks like there are a few issues. And the neat thing is, when you click these, you're taken directly to them. In this case, it looks like an object is encroaching a non-printable region. This is on ‘Master Page A,’ so not only is it checking my pages, it's checking my master pages as well. And probably the content's okay, but as you can see, the textbox gets very close to the edge. If we're going to be printing on our printer, that could be an issue. With professional print houses, typically it doesn't matter, they could print right to the edge. 
But let's click and drag this down ever so slightly. And you can see all the sudden we see a green check-mark here that it's okay. And it looks like it's encroaching on our border, so we might want to fix that up as well, and just drag it down ever so slightly so we can see our header information. Okay, on to the next one. Give it a click, and it's also one of those headers getting too close to the edge, and it looks like it's just the border of the text box. We can bring it down, keep bringing it down until we see that issue go away. There it is, all checked off. Of course, we need to do the same thing with our border so we can see our header, where it is now in its new location. Looks good. 
On to the next one, give it a click, it's the footer down below. The same issue, you may need to scroll that up a little bit, that looks better. On to the next one. It's our header up at the top, we knew that was coming, and we can now scroll that down until we see the green check-mark. And we can go down even a little further if we wanted to match up with our header on the other side. Alright, let's click another one, and it's the footer. Everything's happening in the master pages right now. And it's a green check; we're good to go. The object is not visible, looks like it's on page 3. So when we select it, we're taken out of the master page view, and it looks like we have an overflow area that's not being used, so it's not visible. 
We probably wouldn't have seen that. And, if we want, with it selected, we can just delete it, and that fixes up the issue. Let's go on to ‘Story With Text’ in ‘Overflow Area.’ It's also on page 3. It looks like it's this area where we have some text. It could be that it's not an issue; it's just the way it's grouped. So, let's zoom in to that area. We'll click ‘View’ and click ‘Selected Objects.’ Okay, it's this text here. It looks like everything's fitting okay. And, if we were to remove it, let's use ‘control+x’ to cut it. You can see that fixes it. Let's paste it back with ‘control+v.’ And it looks like, for some reason, it doesn't like this text. So, in some cases, you'll want to ignore. Click the drop-down here. You can see, we can choose never to run this check again if it's something that seems to be okay, and it's showing up as an error. Next is the ‘Page has space below the top margin,’ it looks like page 4. 
Sure enough, we have lots of room up here at the top. That's not an issue, but if we wanted to, we could stretch things out to get everything closer to the top. Let's just drag everything up so that we're closer to the top margin, it doesn't have to be right on the top margin, but as soon as we do that, because everything is selected on the page, everything stays together, it just moved up, and suddenly there are no problems in this publication. So we can click in the background, save it up, and send it off to a print house, or print it on our printers. 
Notice also; we can run final publishing checks by clicking this checkbox — also, website checks. Later on, when we create a publication for the web, we'll want to run the website check to make sure it's suitable for posting on the web. This doesn't. You can see there's alternative text missing in links. But in this case, this is not meant for the web so that we can deselect that check box. We can deselect all of these and try ‘run email checks’ through the current page only. You'll see there are issues if we're going to be emailing this. 
That is not the case, so I think we're good to go. The general and final publishing checks come up with no errors; we can click ‘Close Design Checker.’ 
So, once you've finished a publication, it’s a good idea to run the Design Checker from the ‘File’ tab. If you're printing, creating a website, creating an email or doing an upcoming chapter, you need to run the Design Checker for each of those scenarios. 
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