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Exercise

5
Creating Newsletters

Newsletters are one or more pages about a particular topic or organisation.  Text in 
newsletters is usually placed in columns (for example, three columns) and graphics are 
inserted to add interest to the page.  A Masthead at the top of the first page is provided 
to show the newsletter title and publication details such as date or issue number.  In this 
exercise you will create the newsletter shown on the following page.

Starting a New Publication
 1 Load Adobe InDesign CS5 or close the current document, then select DOCUMENT in 

the CREATE NEW section of the WELCOME SCREEN.

 3 The Ruler units will need to be in millimetres.  Display the EDIT menu, highlight 
PREFERENCES and select UNITS & INCREMENTS.  

 4 In the RULER UNITS frame set the HORIZONTAL and VERTICAL boxes to 
MILLIMETRES, then select OK.

2 Set the PAPER SIZE to A4, turn off 
FACING PAGES and click on OK.
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The Thumbnail Sketch
A possible thumbnail sketch for this newsletter is shown below.  Compare it with the 
actual newsletter on the previous page.  Notice that decisions about the Fonts, Font 
Sizes and Font Styles are indicated at the bottom of the sketch, and possible positions of 
guide lines are shown.

Laying out the Page
We can use a three-column page to produce the newsletter and add RULER GUIDES to 
the page.

A Inserting the Column Guides

 1 Display the LAYOUT menu and select MARGINS AND COLUMNS.
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B Setting the Ruler Guides

A series of horizontal and vertical RULER GUIDES can be used to help lay out the page.

 3  Save the layout in your STORAGE folder under the file name:

Ex5 Newsletter

1 Drag a VERTICAL RULER GUIDE to  
105 mm in the top Ruler.  This is the 
vertical centre of the page.

2 Drag a HORIZONTAL RULER 
GUIDES in line with the following 
measurements in the left Ruler:  
60 mm,  75 mm, 100 mm, 130 mm 
and 170 mm.

2 Set the MARGINS to 20 mm, set the 
COLUMNS to 3 with a 5 mm GUTTER 
and select OK.
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