Fonts paper sizes styles


STYLE SHEETS, PAPER SIZES AND FONTS
Style Sheets 
Style sheets allow you to determine what fonts and sizes can be used through your document. For example different levels of headings can be created. 
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Use the drop down menu to apply four different styles to the headings below.

Style Sheets 

Style Sheets 

Style Sheets 

Style Sheets

Paper Sizes
Standard paper sizes include A5, A4 and A3. Most documents are printed on A4 paper, although on A4 size magazine will be printed on A3 paper.
	A3
	A4

	
	A5
	A6

	
	
	


What documents are printed on the paper sizes above?
	Document
	Paper Size 

	Business Cards
	

	Flyers 
	

	Business Letters
	

	Magazines 
	

	Posters 
	

	Brochures/Catalogues
	


Paper Orientation

Portrait prints across the width of the paper 

Landscape prints across the length of the paper 

Page Layout 

Page layout includes headers and footers, alignment of text, and use of columns and borders. 

Headers and Footers

Headers and footers are used for labelling purposes, e.g title of report, authors name, filename, page numbers. The information will appear on every page. Some of the information will automatically change when you open and edit the document. 
Alignment of text/justification

Describes how the text is arranged. Examples of text alignment include:
· Left 

· Right 

· Centred 

· Justified 

Borders

Borders can be used to surround pictures and text to enhance them. These can be of different line thickness, they can be decorative and used to give added impact.
Fonts & Font Sizes

Fonts are chosen to give a suitable impact on the reader. Font size can also be altered to increase the impact.

Serif fonts – have small strokes attached to the upper and lower end of characters. These fonts create the impression of being joined up and encourage the reader to move from letter to letter.

Sans Serif font – do not have serifs. They have a cleaner look.

Use the drop down and find FIVE examples serif and san serif fonts 

	Serif Fonts
	San Serif Fonts

	
	

	
	

	
	

	
	

	
	


Activity 

Look at the example of the document your teacher shows you and answer the questions below. 

1. What type of document is it:

2. Size of document & Orientation of page:

3. Have borders been used, if so explain why?

4. Alignment of the text:

5. Type of font used:

6. Number of different sizes of font:

7. Explain why you think different sizes have been used 

8. Could you improve the document, if so what would you do?
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