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Today’s Agenda

Working with:

* Shapes
* Text

* Images and Color

* The Web

* Customer Service

Setting Up Shop

Q&A

This material has been created for the Infopeople Project [infopeople.org], and has been supported in part
by the U.S. Institute of Museum and Library Services under the provisions of the Library Services and
Technology Act, administered in California by the State Librarian. This material is licensed under a Creative
Commons 3.0 Share & Share-Alike license. Use of this material should credit the author and funding

source.



Basic Graphic Design for Library Staff: Quick and Easy Solutions 12/12/2012

A Minor Disclaimer

* Apple-centric
* PC compatible
* Everything you need

Itis

* Placing objects on a page.

* Communicating visually and verbally.
* Problem solving.

e Art.

It is not

Writing text.
Editing text.
Creating images.
* Busy work.

Three Basic Elements

Text
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n the beginning...

Landscape

The Golden Ratio
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PowerPoint 2011
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The 7 Pesky Must-Haves

Day of the Week

Date

Time

Address

Phone Number

Fee

Contact Name Ages
Registration
QR Code

Logo Other

Date

Time

Address

Website

Additional Information

Before
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White space i
unused space

used with a
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ings around until
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I have a theory about tl
mind. A brain is a lot lik
computer. It will only t
facts, and then it will

overload and blow
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Left

With eager eyes and
strained attention, Mr
Haredale saw him
chained, and locked and
barred up in is cell. Nay,
when he had eft the jail,
and stood in the free
street, without, he felt the

wall, to assure himself

Text Alignment

Center

With eager eyes and
strained attention, Mr
Haredale saw him
chained, and locked and
barred up n hs cell. Nay,
‘when he had eft the jail
and stood in the free
street, without, he felt the
iron plates upon the
doors, with his hands, and
drew them over the stone
wall to assure himself

exultinits being so
strong, and rough, and
cold. It was not until he

exultinits being so
strong, and rough, and
cold. It was not until he
the

empty streats, 5o feless
and quiet in the bright

empty treets, 5o feless
and quiet in the bright

Justify

With eager eyes and
strained attention, Mr
Haredale saw him
chained, and locked and
barred up in his cel. Nay,
when he had left the jail
and stood in the free
street, without, he felt the
iron plates upon the

doors, with his hands, and
drew them over the stone
wall, to assure himself
that it was real; and to
exult in its being so

turned his back upon the
Jail, and glanced along the
empty streets, so lifeless
and auet in the bright

Right

With eager eyes and
strained attention, Mr
Haredale saw him
chained, and locked and.
barred up n hiscell.Nay,
when he had left the jail,

exultinits being so
strong, and rough, and
cold. It was not unfil he.
turned his back upon the
Jail, and glanced along the
empty streets, 5o feless
and quiet in the bright

morning, that he fet the morning, thet he flt the morning, that he felt the moring, that h felt the
weight upon his heart; welght upon his heart; weight upon his heart; weight upon his heart;
that he knew he was that he knew he was. that he knew he was that he knew he was
tortured by anxiety for tortured by anxiety for
those he had et at home; those he had lft at home;
and that home itself was andithat home fself was
but another bead in the but another bead in the
e " lon rosary of his regrets. lon rosary of his regrets.

Plain Bold Italic Underline

With eager eyes and With eager eyes and With eager eyes and With eager eves and

strained atention, Mr i don, M w

Haredale saw him

barred up in s cell. Nay,

Haredale saw him

Haredole saw him
chained, and locked and

Nay,

Haredale saw him
chained, and locked and
barred up n his cell Nav,

and stood in the free
street, without, he felt the

street, without, he felt

street, without, he fel the

street, without, he fet the

doors, with his hands,

doors, with his hands, and

‘oors, with his hands, and

rew them over the stone and drew them over the drew them over the stone drew them over the stone
wall, to assure himself stone wall, to assure wall to assure himsef wall to assure himself
exultinits being so
" e rough, and trong, and rough, and h, and cold. It t dcough, and
cold, Id. i
\and. turned his back upon the
il 7

empty streats, 5o feless
and quiet in the bright
morning, that he felt the

the empty streets, so
lifless and quiet in the
bright morning, that he.

streets, 5o lfeless ond
auiet n the bright
morning, that he fet the

L
‘empty streets,so lfeless
‘and aulet in the bright

that he knew he was.

and that home itsef was
but another bead In the

home; and that home

his regrets.

long rosary of his regrets
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LOTS OF FONTS...

and lots of size

akes ic look as i

we don’t know..
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Legibility

With eager eyes and strained attention, Mr
Haredale saw him chained, and locked and
barred up in his cell. Nay, when he had leit
the jail, and stood in the free street,
without, he felt the iron plates upon the
doors, with his hands, and drew them over
the stone wall, to assure himself that it was
real; and to exult in its being so strong, and
rough, and cold. It was not until he turned
his ‘back upon the jail, and glanced along
the empty streets, so lifeless and quiet in
the bright morning, that he flt the weight
upon his heart; that he knew was.
tortured by anxiety for the i
‘home; and that home itself was but another
bead in the long rosary of his regrets.

Readability

With eager eyes and strained attention,
Mr Haredale saw him chained, and
locked and barred up in his cell. Nay,
when he had left the jail, and stood in
the free street, without, he felt the iron
plates upon the doors, with his hands,
and drew them over the stone wall, to
assure himself that it was real; and to
exult in its being so strong, and rough,
and cold. It was not until he turned his
back upon the jail, and glanced along the
empty streets, so lifeless and quiet in the
bright morning, that he felt the weight
upon his heart; that he knew he was
tortured by anxiety for those he had left
at home; and that home itself was but
another bead in the long rosary of his
regrets.

Monospaced font

them over the stone wall, to assure

himself that it was real; and to exult
in its being so strong, and rough, and
cold. It was not until he turned his

back upon the jail, and glanced along
the empty streets, so lifeless and quiet
in the bright morning, that he felt the
weight upon his heart; that he knew he
was tortured by anxiety for those he had
left at home; and that home itself was
but another bead in the long rosary of
his regrets.

Each letter contains the
same amount of space in
the text. - 12 pt.
Courier)

Proportional font

With eager eyes and strained attention, Mr Haredale saw
him chained, and locked and barred up in his cell. Nay,
when he had left the jail, and stood in the free street,
without, he felt the iron plates upon the doors, with his.
hands, and drew them over the stone wall, to assure
himself that it was real; and to exult in its being so strong,
and rough, and cold. It was not until he turned his back
upon the jail, and glanced along the empty streets, so.
lifeless and quiet in the bright morning, that he felt the
‘weight upon his heart; that he knew he was tortured by
anxiety for those he had left at home; and that home itself
was but another bead in the long rosary of his regrets.

Each letter occupies only the space it
needs in the text. — 12 pt. Calibri.

This material has been created for the Infopeople Project [infopeople.org], and has been supported in part
by the U.S. Institute of Museum and Library Services under the provisions of the Library Services and
Technology Act, administered in California by the State Librarian. This material is licensed under a Creative
Commons 3.0 Share & Share-Alike license. Use of this material should credit the author and funding

source.

12



Basic Graphic Design for Library Staff: Quick and Easy Solutions

12/12/2012

APS IS MOR

rosary of his regrets
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Reading
Vertically
is

more
difficult

ONIAV3IY TVIILY3IA

than reading Horizontally.

Reading white text on a black
background is harder than

“..he knew he was tortured by anxiety
for those he had left at home; and that
home itself was but another bead in

the long rosary of his regrets.”

-Barnaby Rudge, Chapter 61

Reading black text on a white
background

“...he knew he was tortured by anxiety
for those he had left at home; and that
home itself was but another bead in
the long rosary of his regrets.”

-Barnaby Rudge, Chapter 61
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INPERFECTICN IS BEAUTY, MADKESS
\S GENIUS, AND'IT'S BETTER

10 BE ABSOLUTELY RIDICULUS
THAN ABSOLUTELY BORING

The almost perfect example.

What We See

After reading the

the sentence, you are
now aware that the
the human brain
often does not
inform you that the
the word ‘the’ has
been repeated twice
every time.

What’s Really There

After reading the After reading the

the sentence, you are the sentence, you are
now aware that the now aware that the
the human brain the human brain
often does not often does not
inform you that the inform you that the
the word ‘the’ has the word ‘the’ has
been repeated twice been repeated twice
every time. every time.
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...home itself was but
another bead in the long

s it make sense?
he data correct?

H"When luse 3 word,”
rat:renpty Dumpty said in
" a scornfy) tone. “it
means juyst what | choose it
to mean
neither more o less.”

Lewis Caro, Through the Looking

Glass, Chapter v,
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Proofreading: A Very Old Mistake
(a missing word)

E >

From a 1631 Bible
published by Robert Barker
and Martin Lucas, the royal
printers in London

Proofreading: An Embarrassing Mistake
(a missing letter)

“When | was only three,
and still named Belle

Miriam Si a sang my
first ari

Opening sentence:
Bubbles: a self-portrait by Beverly Sill.
First edition. New York: Bobbs-Merrill. 1976.

Proofreading: asilly Mistake
(an unintended word)

“Gorilla warriorshave been kidnapping children as young as five years old
aghi training them to become rebel soldiers.”

pellchecking Is Not Proofreading
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Read Again

Shapes
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PLEASE STAND BY

Google Image Searcl
Key Word: ebooks
Color: black and whits

Usage Rights: free to
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Where we are and when we’re open

Finding what you want to know

Fun things to do here

Everything else about us

Everything else

http://infopeople.org/training/writing-w
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Thursday, January 17, 2013 at 12 Noon Pacific
Tom Peters and Guest

Mobile Website Design
day, March 14, 2013 at 12 Noon Pacific

Tom Peters and Guest

elping libraries thi,
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Before
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Your cell phone eloped

with your laptop.
Enjoy the silence!

Before
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Something’s Not Working Right

We apologize for the inconvenience.

. We’re working on a solution.

please ask any staff member.

.
O
0 If you need assistance,
O“ \ Thanks for your patience.

Date Logo

Before
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COPYCATS

L ) &
-

e to Store You

- In your desk

Q: Where were you when
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VolunteerMatch.org
Where volunteering begins 10De€

Online Resources

The 7 Pesky Must-Haves

Day of the Week
Date

Time
Address

Phone Number

Contact Name

Logo

Fee

Ages
Registration
QR Code
Other

Three Basic Elements
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ARBITER

OF TASTE

CONSISTENCY

Questions?

Thanks!

stanley@infopeople.org
stanley@burningbridgespress.com
909-626-3539
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Infopeop/e helping libraries think differently
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