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Introduction

As late as Fall 2005, Insight had no set standards for design, layouts or images. Issues were put
together in a haphazard and random manner, often with page after page exhibiting different styles
and different placement of key elements (such as page numbers).

This document was created to combat that issue. Continuity is a huge part of newspaper design, as
it both legitimizes the newspaper and also comforts the reader when they are able to find what
they are looking for issue after issue.

The Layout Editors and Editor In Chiefs of 2006 and 2007, after months of experimenting with
design techniques, have compiled these standards for Insight. What you have before you is the end
result of well over a year of experimental and radical redesigns, as well as dozens of sweeping
design changes.

The vast majority of these standards are hard and fast rules, but some of them have leeway and
can be changed in the name of design. For example, you might change the font above a special
features article to match the theme, but you would not be able to change a standard such as the
bottom statistics bar for the same reason.

Layout: Visual Design Basics

Dominance

There should always be an element on each page that is dominant. Whether it is a photo, a
headline or a well-placed inverse text box, you must have a piece of the design that immediately
attracts the attention of the reader. If you do not, the reader will be confused for just a split
_ second where to look first and that
___ Umwaw | wastes precious time that could be
= |t > | being spent reading the paper. |
=~ | cannot repeat too many times how
many times how important it is for [.
your reader to quickly find what |
they are looking for; when you are |
designing a print publication like a
newspaper, you have to remember [
that in this day and age, you are [
facing off against the fastest forms [
of media alive: the Internet and [
television. Waste but a second, and g
you will lose your reader.

Miws
That's Broadway, Baby!

e

The other point of dominance is to
emphasize certain stories. If you
have two somewhat light stories on | e "
a page (press releases or AP wire copies or something else
unremarkable), it only makes sense to take the focus off of them and put it on a hard-hitting piece
of investigative journalism that ends up on the same page.




4

If you take a look at the page to the left, you can see that it has no dominant elements, and leaves
the reader feeling confused and unimpressed. The page features three articles, each with the
same sized graphic placed in the same area of the article; the page is thoroughly boring and not
going to get anyone very excited or interested when they see it. Quite frankly, it is wishful
thinking to hope that readers will read every headline in the paper and find the articles they want
to read. The reader is more likely to skip over boring looking, text-heavy pages and instead land
on the vibrant and lively pages, even if the articles on those pages are not exactly the articles they
would normally be searching for. Presentation makes all the difference.

The page to the right, on the other hand, has huge, color photos, including one that immediately
draws in the reader because it shows action (upper right). On top of that, the photo also has the
subject looking and pointing towards the article. Obviously, setting those two pages side by side,
you can easily see which is more appealing to the reader. Don’t be afraid to use big photos;
readers love graphics and love color. You might be able to cram more articles in on a page when
you fill the entire thing with black and white text, but what’s the point of getting that one extra
article in when the sacrifices you made layout-wise discourage the reader from even stopping on
the page?

Stretching Photos and Images

Photos should never to be stretched; always use “Fit Picture to Box (proportionally)” first. If you
are trying to fit a photo in a certain width, set the box to the width you need and then stretch the
box taller than you need it, use “Fit Picture to Box (proportionally),”and then use “Fit Box to
Picture.”

Photos and Images Should Look Into the Paper

ercoeenoio ~——- ] This is an extremely important design technique. If you

put a photo of a person looking to the left and you put it

IﬂSlght on the outside of a lefthand page, the reader’s eyes are

- going to be directed out of the paper. It is only natural;
AN oo Thﬂ Eyes of WCC | humans cannot help it. You are going to look where

S someone is looking and you are going to look where
R Erﬁf;l things are headed. Not many people would be able to
= continue staring straight ahead if everyone on the street
e “IE HIHI}I was pointing behind them and screaming. Thus, you
want to put the photos and images on the page in a

Ao mwﬁ} manner that focuses the reader’s eyes towards the

center of the page, not out and away from the content.

IIE}IZIEII]E - ’ =
' For example, the NEWS
page to the left is very poorly designed. Notice how the [ _*;'f"l"h"‘r S
subject’s eyes are looking away from the content and | i lwn, -
completely out of the paper (since this is the front page,
there is no lefthand page to justify it in any way). If the L !
reader were to follow the eyes in the photo, he or she will [a=s o o e
end up leaving the map, so to speak, and you will have to [ iz \i¥ilis layout, the
catch them all over again to keep them reading. i - EI.JIIIEI‘:I _}

starny Hulil Into

-
[
- ol s

WLy (haariiclo.
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Conversely, a properly placed photo can greatly enhance the presentation of an article.

If you look at the second page, you will notice that even if the reader is distracted by the photo
and tries to see what the subject is seeing, they will fall right back in the article. This type of
layout (the “looking in” style) also has the added benefit of possibly drawing in readers who may
have missed or ignored the actual text headline. They may see the photo, follow the eyes, and
become hooked that way.

This also applies to images, not just photos. If you have a movie cover that has the main character
looking to one side, make sure he or she is looking at an article, not out of the page.

Tombstoning

Always try to avoid lining up two article titles so that the reader could theoretically read straight
across and be confused as to what goes with what. If you run into a situation where two articles
have titles that are starting at the same vertical spot, differentiate the titles in some manner;
make one title smaller, put an image between them or something along those lines.

Example of Tombstoning:
INsIGH F RECEIVES REOOGSTIION ExrLosion Rocks DiCKsON
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gl L et Fogvolma macEn s e, Limsy 2l jpaw Pexalic
st el piE kit ek el pharc i o8 i imaan
Vip=hr Bmma beomed o f oo, pudneer ok
spEzee, aEane. Mmoo e as F e nUTE dnaTe
rchicdk wdnls. modmoH emek ol

lmepa il a o fengiel ve . mevins A g o] deco b e

wwdly Fawea il vid semelines oo e sk

ok Pl PR W S & 5 e ot b ), Flasx e
craaapt heiaw Iorem ol e daaokra oor aogail Tam e
Lamka-maia Vobhrmaiks Lied o g, FmdncE a. = v oner beloes pard
FERIZEE. MHRID. M il £ 0. @22 SRS E L TR 3T
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An effective fix:
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Layout: Style and Standards

Gutter
Column gutter width is 0.125”

Page 1 Top “Insight” Banner

® W:11.1”

® H: 3.275”

® Y0

® X0

@ File: Images/PSD Masters/TopBanner.psd

@ Font (Insight): CAC Valiant (95 pt, 250 A/V, Bold, White)

Font (sub headings): ITC Franklin Gothic (20 pt, White)

® Color should be changed each month to an appropriate shade or gradient.

® Example

irlurme 48, Esue 4

1.207

:0

F1le Images/PSD Masters/vertical_stafflist.psd.

® Update each month, based on staff positions.

@ All editorial positions should be listed, with unfilled positions filled by “Position Open.”

@ For Staff Writers, Columnists and Photographers, only put as many headings as there are
staff members (do not put “position open” under staff positions, unless there are zero staff
members under that heading).

o000
1< <

Page 1 Content Bar (bottom of front page)

® w:11.1”

® H: 1

® Y:19.75

® X0

@ Times New Roman 20 pt Black
® Example:



sectinms Mty - 3 A&L-14 Time Wiirp - 17 Commnnity - 24
Feaimres - 11 Lhiv Mol - 16 Chpiniom - X2 =poriy - 3

Page Title Headers

@® Font: Time New Roman 60 pt Centered Black
® Y: 0, text box 11.1” W
® Horizontal Rule 8 pt 11.1” W (Y: 1.072) (Thick-Thin-Thick)

NEWS

Page Columns

® 2.12” wide

® 0.125” gutter

® Max five columns per page (for article text boxes)

@® Min three columns per page (for article text boxes, if text box stretches the full width of the
page).

® Max leading +3, min leading -3

All Pages Bottom Statistics Bar

® w:11.1”

® H: .416”

® Y:20.5

Font: Times New Roman - 12 pt White Centered
Format:

Volume X Issue X Section X || www.wccinsight.com || January 20XX
Volume changes each year

Issue changes each issue

Section changes each page split

Not used on page 1 or full page ad pages.
Example:

Vidiers: 9% b & Nestm ! o el ghe eoen

Page Numbers

® Times New Roman 30 pt Black
® 0dd numbered pages on the right, right aligned, W: .542”, X: 10.558
@® Even numbered pages on the left, left aligned, W: .542”, X: 0


http://www.wccinsight.com/

Continued article

® Arial 11 pt

@ Title in all caps and bold

® “TITLE continued on page 3”

® Indent as far as possible from the left side of the article column

@ Articles should only be continued from the front page and should be concluded no further
back than page 7 and should be concluded on a News page.

® Examples:

Cl'lﬂ':.l'ﬂ]'r' SEUETA]l COMMVBNLE A0 JeviCes 1:I].'vll: (=g
includmg smerzency call boxes. "We do have soms

enhancing thoze. . 25 we expand into other projects)
SAFETY coilinmusd cn Faga 3

~something riofe per sunihels sk ialive sonss,
| murbers,” while Jitl  The voluniesrs remarked cn
o the sarne lines 24 howw the hialzwmnzn [cfesrple difd

1o e oable ooses il
et =Y MAL AW enntin e oo Mage £

Photo Caption

® Times New Roman 12 pt Italic

@ Runaround: 3 pt, all sides

@ Bring to Front

® Ends with “Photo by First Last.”

® When listing individuals in the picture, list left to right, as shown: “(l to r) John Smith, Jane
Doe and George Smith.”

@® “Photo by First Last” should always be on the same line. If a line break would separate the
text, put a return in front of “Photo” and put it all on one line.

@ |If an Insight staff member did not take the photo, credit the source as “Photo courtesy
Source,” i.e. “Photo courtesy Marketing and Communications Dept.” or “Photo courtesy
John Smith.”

® Examples:

Keatt Cirnalan gy S et i afurang e e e dtine neednesp Chote b Mivace” ienseno
I e is regiitr o S eae Putones
Pl by Weedee? Serzeime.

Srectonde ad peogasectr caovors muRgle o the S Wowbanacr sab Foie
Fhope: b Wiehes Serevom,

Line Between Articles

@® Horizontal: 1 pt ruled line Black - 11.1” W

® Vertical: 1 pt rules line Black - center the line in the gutter
® Single line.

® Space the line evenly between the articles it is separating.



Article Titles

@ Arial 20-45 pt Black

® Y: 1.189 (for article at the top of the page on non-Opinion pages)

® Box is the same width as article.

@ For articles at the top of the page, line up to top green ruler

® Make every effort to stretch the words in the title as wide as the columns below it are.

® Change the words in the title first (i.e. change “Up in Smoke” to “Utah Goes Up in Smoke” if
you need more words or vice versa).

® Next, adjust the font size.

@ |If that does not work, adjust the leading (minimum -3, maximum +3).

@ Bottom of title box is even with top of article box (exception for design related issues).

® Always left aligned.

® Examples:

Part'E.HHEh'p . Dunham Early College
Drastically Slowing Academy Offers College
Country’s Progress  Transition Support

Bk anncd By ome war o

fis i oy Es KATE VLK
Hy hacsIE L PERE S Ae fer the Bepublinane et e B cohit Cunbam, Cunbam. boan
s A -.-.J-.;-.-.eu I 0 BT :f:rﬁmg- e B 5 aataad o W
- : - midezrm zieeiens e ez Lhiccam Lary Uslags Ao -||| b Schonl Wi |I|
L0 Twistiyr Al 3% b paihin, specally he getemy s e poecam deagnet el aed Tbsn Celiep

The Ultimate Gift,
A Prize You Won’'t Return

By MICHAEL BERCERON woll memide of & rol 2 that o=

L B '{m.,
Jobs Galore: WCC Job Fair Creates Oppurtumtles
By H‘.'I"F"-ﬂl K SNEENY I:--L‘ 'il-l| [TEpnrnrie ;
i s e |:':='. .:'.I|.:||':|.Iu.'|lv:|’l:l.I|I|“u||.:iI |lll:v:'ll-I
Thraughau: the dip on gpew shalls, Al vilEosings

Al 12, Bewihn cel omp o pnd o sladwie orocrams.




Time to Don Your Helmet: Biking Illinois A
Must-Have for Bicyclists of All Levels

Bv 1o ESSLING diately gives the cedes g gquis k. Y soneme Bupm e cam-
lll:alll'l'.'.llul ChieF Hab a4 Eleces” kank o whas dhe: ops packing b

i ridé Il ewrompra The A T orerd B oamestinned
The zary Apnl scw 2nd  deaik include the Licaton, di: ]rllr.r;:n'ﬁ surtmgs method  fin

ERITHC - LA (TR FTEEE ] LT o R R I ilem wraba soninnsle cosmme e i ] B L Ll T T R P

Don Miguel Ruiz:
The Mastery of Lave

B ATV (1 ARK Seopbinry o v o, Che omsl luuse oaee all nehiem
mieae Apasalet 0 Fomd Suk- meae ras lops wik s oeask
alven b koepa na mired inoon The ehapoer reminded e 5

i b Lebanliing ook Do (flesion, sdhamed of our past. grziz cfal of v favonte New
clgadeey oS 100 Miges! Fearful of  eof futuee,  afd Testamonk chapter: | Corink-

Ruiz nxes pmzazod Toleze wise  chadnad wm ez and cormiz we ama i

Eriadny At

Inverses

@® Always use All Edges 5 pt Inset
® Make sure to make the background and text enough of a contrast that it can be easily

distinguished

® One good color combination for B/W pages is Black 10% for a background and standard Black

100% text.
@® Examples:

What's Inside:

WS as Fas - pegh £

vprirg Play - pags 0

Ciriz Depwd - nage &
Fpike o 5 R - e 15

b 1P Henm] - g e 27

Fivmel Srzain Samale | - pegg= 57
Al Hall ol Fame - e 350
WD SNl Wins Tilks - peipe 30

CIG bn Casirgs Cnd Tron The Cditer's Jesd” - paps 2

Eh.ﬂ?':'.ic" Blias .I' 'ilbl:L,!"\l Tin= ll'l'gnj_l- e 17

Amy seiedenr meay sofeit phofos for our
T Moanth Tn Plaay' seotron,

Plense send phofos te esichfawaubossee, eidu in
g et Pleuse facheds o emdine amd

Tl coagaenieeh Ao meedzod o bewch 2 s nsl
apzizes Smrs Koedqecd roulm pan zichar ivsa
sExn o Anmaal Irklerss izhowdoes naces ter
=HTEreiarad aed adkar ha £l Dol ar cedad. Tha
Szhtocbemey condbd: mazambe rry b wwla
arkvrers lawil pres t 0 0L

B bl Taagh el | araaa biv elir Prize
AR =T

LR e L e R e e L LR
S i S wre o B T e de e s oie
e ke, Do g b vmm o Coeme Con Clme nm o b e
S i et ptr e 0 R 0 ek G kil dim Tk
Aakd Fimu ]« covmsa Gopnie b e e o da
b broe, umda ek 20 gala

ak rmemrarsinlbel Fruhngn
g ko el Lol dags
CEELIH-ARL LT kT EAF, J R
movew  Erxn sl memen
Ak 04 axd digal zarme
sabbsan mam kel v
arascar b reard o Freoac e
on BE R

0 e van Liwap Merc=dee
Lifes Made ~igiba b Hapler Ts (dam &
if

heres 1w sy e o rcdael crdreps 1% ke tha
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AL pEkk
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Pull Quotes
® Frame: 1 pt Black
® Runaround: 3 pt
@ Inset: All Edges 5 pt
@® Font: Italic
® Examples:

“What has not changed. however, is the deplorable
and inhuman existence vee werz torced inlo by the
rulers of the kingdom.”®

"I prafar my action heroes o ook like they've
punched d guy meybe once in their (e,

Layout: Using Quark

Quark Templates

When using templates, be very careful to make edits to the correct pages. In the page layout
window, you can tell which page you are editing by which one is highlighted and bold. The icons
above the line are the templates; below the line are the layout pages.

The letters on the pages correspond to letters of the templates.

Adding a new page

@ |If the page layout view is not visible, from the Window menu select Show Page Layout.

® In the page layout window, click and hold on the page template you wish to use, and while
still holding the mouse button down, drag the page below the line and into the layout.

@® You can then double click on the page to jump to it.

@® NEVER add text or pictures or anything to the templates themselves.

® You can change the order of pages by dragging them around.

Creating a new template

@ Right click on a current template, and select Duplicate.

® Change the name of the template, then double click it to edit.
® Change the headline text to the new title.

Deleting a template
@ Right click on the template file and select Delete.
@ Click Ok.

Editing a template

® Double click the template.

® Make the changes; the changes will cascade through all pages using the template.

@ |If the changes do not cascade, you will have to manually add them to the pages. A way to
avoid this is to delete the offending page and add a new one from the new template (saving
the content on the page to the clipboard first, of course.



Exporting to .PDF for printing

Layout Info Tab
@ Title: Insight Month Year Issue
@ Subtitle: N/A
@ Author: Waubonsee Insight Student Newspaper
® Keywords: N/A

Hyperlinks Tab
@ Uncheck “Include Hyperlinks”

Job Options Tab
® Check “Embed All Fonts”
® Check “Subset all Fonts Below 100%”
® Compression Settings:
® Color Images
® Compression: None
@ Resolution: Downsample to 200 DPI.
® Grayscale Images
® Compression: None
@ Resolution: Downsample to 200 DPI.
® Monochrome Images
® Compression: None
® Resolution: Downsample to 200 DPI.
® Uncheck “Compress Text and Line Art”
@® Uncheck “ASCII”

Output Tab
® Type: Composite
@® Print Colors: CMYK
® Uncheck “Export Blank Pages”
@ Bleed: Page Items Only

OPI Tab
® Check “OPI Active”
® Check TIFF Include Images
® Uncheck Low Resolution
® EPS Include Images

Exporting to .PDF for Web Site

Layout Info Tab
@ Title: Insight Month Year Issue
@ Subtitle: N/A
@® Author: Waubonsee Insight Student Newspaper
® Keywords: N/A



Hyperlinks Tab
® Uncheck “Include Hyperlinks”

Job Options Tab
® Uncheck “Embed All Fonts”
® Check “Subset all Fonts Below 100%”
® Compression Settings:
® Color Images
® Compression: Manual JPEG Med/Low
® Resolution: Downsample to 72 DPI.
@ Grayscale Images
® Compression: Manual JPEG Med/Low
® Resolution: Downsample to 72 DPI.
® Monochrome Images
® Compression: None
® Resolution: Downsample to 72 DPI.
® Check “Compress Text and Line Art”
® Uncheck “ASCII”

Output Tab
@® Type: Composite
@ Print Colors: RGB
® Uncheck “Export Blank Pages”
® Bleed: Page Items Only

OPI Tab
® Check “OPI Active”
® Check TIFF Include Images
@® Uncheck Low Resolution
® EPS Include Images

Files: Storage and Creation Information
Step by Step: Creating a New Layout File

To create a new layout:
® Open the previous month’s layout file.
® Go to File and click Save As...
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® Enter the name as “Insight Semester Year Month,” where semester, year and month are the

current dates.
@ Save the file in Desktop/issues/year/month

® Close all open Quark files, navigate to the issues folder and open the new file.

Step by Step: Emailed Articles

To save an emailed article to the computer:
® Log into the email
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@ Open the email with the attached article, and click on the “Save as” link for the .doc file

(not the MIME).

@ Hit Ok to save to disk, and then hit F11 to return to the Desktop.

® Navigate to the Downloads folder.

@ If the file’s name is not correct, rename it to follow the article name standard: “Last_Title,”
where “last” equals the last name of the writer and “title” equals a recognizable title for
the article.

@ Drag the file to the Articles/year/month/submitted folder.

Article Storage

@ In Progress
Desktop\Author’s Name

® Completed and Submitted (but not edited)
Desktop\Articles\Year\Issue\Submitted

® Edited and Ready for Layout
Desktop\Articles\Year\Issue\Ready to Place

® Added to Layout and Ready to Archive
Desktop\Articles\Year\Issue\In Layout

Image Storage
® Raw Photos Just Submitted
Desktop/Photos/Year Semester/Issue/ Author’s Name_Name of Event_Date/
@® Actual Images to be Inserted Into Issue
Desktop/Images/Year/Issue/
@ Photoshop Documents
Desktop/Images/Year Semester/Month/PSDs
@ Display Advertisements
Desktop/Images/Year Semester/Month/ads/

Other Materials for an Issue (such as notes)
Desktop/Materials/Year Semester/Month/

All Personal Files
Desktop/Author’s Name/

Images: Styles and Standards

Where Images Come From

Because of the way Quark handles image files, it is absolutely imperative that you store ALL images
according to the standards listed above. Never insert any image into the layout if that image is
not in the images folder for that issue. Every image that goes in the layout must be inserted from
that folder (Desktop/Images/Year/Issue/). If you do not insert the image correctly and from the
Images folder, chances are very good that later on in your work on that layout file, the file will
become corrupted, wasting precious hours of work.



Step by Step: Saving an image in Photoshop and Inserting it into

the Quark Layout

@ Open the original .jpg file with Photoshop (right click on the file and select “Open With...”
and choose Photoshop).

@ Click File -> Save As... and save the file as a Photoshop document (.PSD) in
Desktop/Images/Year/Issue/PSDs, where Year and Issue are the current dates. Never edit
an original; always resave as a .PSD first.
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® Duplicate the background layer and hide the original layer. This saves a backup copy of the

image for later editing.
@ Make the necessary adjustments (lighting, color, cropping).

® When the image is ready to be exporting, select File -> Save For Web... and save the file as a

100% quality JPEG in Desktop/Images/Year/lIssue, where Year and Issue are the current
dates.

® In Quark, select the picture box, right click and select “Get Picture.” Navigate to the image

and double click it.

® Always use “Fit Picture to Box (proportionally),” followed by Fit Box to Picture.

® Never use “Fit Picture to Box,” unless the picture is already the proper dimensions (see
below).

Image Style
® Frame: 1 pt Black, all sides
@® Runaround: 3 pt, all sides
@® Bring image to front.
® Always use “Fit Picture to Box (proportionally),” followed by Fit Box to Picture
® Never use “Fit Picture to Box,” unless the picture is already the proper dimensions (i.e. it
was created in Photoshop to specifically fit the dimensions of the box).

Step by Step: Scanning
® Images should be scanned at 300 dpi, using Photoshop.
@® To scan an image, with scanner connected, select File -> Import -> Scangear CS
@ Hit Preview, and then adjust the bounding box as needed
@ Hit Scan, and then save the scanned file as a .PSD file in Desktop\Images\Year\Issue\PSDs.

Miscellaneous Styles

Letters to the Editor
A disclaimer is added whenever letters to the editor are printed.
The disclaimer reads as follows:

Insight’s Letter to the Editor Policy

Letters to the editor are edited for length and clarity, as well as offensive or inappropriate

content. Insight reserves the right to shorten any letter to the editor that is longer than 250
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words. Insight also reserves the right to publish or not publish any letter if it is deemed to be
inappropriate by the Insight Executive Editors.

Letters that are accepted will be printed in the Opinion section under the title of “Letters to
the Editor,” along with the author's name or “anonymous” if writer requests that their name
remain private. Offensive language will be replaced with hyphens at the editor’s discretion.

Life of this Document

This document shall serve as the master Design Standards guide for Insight from release date until
the end of time. This document may not be altered in any way without following Section 12 of
Article V of the Insight Policies and Responsibilities Guide, and this document may not be
dismissed, disregarded or otherwise removed from use in whole or in part. No entity outside of
Insight shall have any power or control over this document.

Any major changes to this document (major defined as at least one paragraph) must also change
this document’s version humber (see below).

Document Credits

This document (in version 1.0 form) was created and compiled by lan Essling (EIC Fall 2006 - Spring
2007), with assistance from Craig Hissong (EIC Spring 2006), DJ Terek (CCE Spring 2007) and
Michael Bergeron (Asst. LE Spring 2007). All rights reserved. No guarantee is made that the
current document is still in the same condition as it was at time of creation.

Document History

August 2007: Release, Version 1.0 established (lan Essling, DJ Terek, Michael Bergeron)

June 2007: Major revision, Version 0.4 established (lan Essling, DJ Terek, Michael Bergeron)
February 2007: Major revision, Version 0.3 established (lan Essling, DJ Terek, Michael Bergeron)
June 2006: First major revision, Version 0.2 established (lan Essling and Craig Hissong)

March 2006: Document Creation - Version 0.1 (lan Essling and Craig Hissong)
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