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USER INTERFACE OVERVIEW

¢ MenuBar

The menu bar is a list of
features grouped logically to
access features. When using
the Layout Studio, most of
the needed features will be
found in the Text, Layer, and
Window menu options.

Studios

Studios are workspaces for
different design tasks. For
desktop publishing use the
Layout Studio.

@ Context Tool Bar

A dynamic toolbar that
adjusts its options and
settings based on the tool
currently in use, which
gives you quick access to
the related features and
options.

Tools Panel

The tools panel offers a
range of editing tools
specific to each Studio. As
you switch Studios, the
available tools will change

(F )

@ BOX@ EMO®D
Transform v

to match your current
design needs.

Left Panel Group

The Layout Studio, the left
panel group houses Master
Pages and Pages panels.

Document View

This is the area of the
workspace where your
document is displayed.
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(© Operations and
Design Aids

Offers quick access to
essential design features
which vary based on the
active Studio. In the Layout
Studio this is where you
will find the Preview Toggle
and Snapping Toggle.

Preview Toggle

OINIG]

Snapping Toggle

Right Panel Group

A collection of essential
panels providing control
over settings. Each Studio
may have its own unique
set of panels.

Status Bar

An area of the workspace
that displays available
keyboard modifiers and
hints for the selected tool.

TOOLS PANEL OVERVIEW

Move

Node

Text Frame
Table
Artistic Text
Pen

Shape

Picture Frames

Place

Data Merge Layout
Crop

Fill

Transparency
Color Picker

View

Zoom

Set Stroke/Fill

Q@ VG RN NOPDRNOSEIEY @

Move

Move objects, frames, and text
to anew location.

Text Frame

Create a text box to add editable
text to your design.

Table

Insert a table into your document
to organize content.

Pen

Draw freehand lines and shapes
onto your page.

Shape

Use pre-made shapes such as
squares, circles, stars etc. to
create geometric designs.

Picture Frames

The picture frame tools allow
you to create a rectangular or
elliptical picture frame to add to
your document and insert and
image into your content.

Color Picker

Choose colors from the color
palette to fill or stroke objects.

View

Move and adjust the visible
area of your document within
the Document View without
accidentally moving some
other element in your work.

Zoom

Change the percentage of
magnification of your page for
precise editing.

Set Stroke/Fill

Customize the outline (stroke)

and filling color of objects to
match your design style.
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DOCUMENT SET UP

When you first launch CREATE NEW DOCUMENT WINDOW EXAMPLE SET UP

Affinity you will be
prompted with a the
create new document
window. If Affinity is
already open select in
the menu bar File -
New to access the new
document window.

Tip: When creating your
document refer to your
printers specifications.

Page sizes (RGB)

A3
207 « 420 mm
Legal
85x.14in
Oversize Magazine
9x12in

A4 A5
210 « 297 mm 148 x 210 mm

Ledger (ANSI B)
Mx17in

US Trade Paperback
6x9in

Page sizes (CMYK)

\

@) Predefined Document
Options

Select one of the predefined
documents to start, modify
options as needed.

©® Document Size and
Resoultion Settings

Set page orientation, size,
resolution, and units.

@ ColorOptions (E )

Select color format based
on final output. CMYK/8

A3

Letter (ANSI A)
85x11in

]

for print, RGB/8 for digital @) Margins Settings

only output. Color profile,
U.S. Web Coated should be
fine for us based.

Image Placement
Preferences

Select preferer embeded
or prefered linked image.
embedded images make
file larger.

Multi Page Settings
Turn multiple pages on,
toggle facing pages on or off.

Set margins, keep them
linked for same on all sizes
unlink for custom margins
on each side.

5
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MASTER PAGES / PAGES PANEL WINDOW

Pages Assets Stock v
v Master Pages

CREATING MASTER PAGES

Before building each
page, take the time to

set up Master Pages. e
Master Pages will serve

as templates.

Make as many Master
Pages as you need, for e
a bulletin you'll want

at least two: a cover
and interior.

Click the Add Master G
button in the Master
Pages Panel. which
will open the Add
Master Window. (D)

In the Add Master
Window you can make
additional adjustments
if needed.

ADDING MARGINS AND GUIDES

With the Master Page you want to edit
selected, go to the menu bar and hover
over View - Margins and Guides which
opens a window where you can set up
your grid using the colunms, rows, and
gutter details. Creating a grid gives your
document a structure for laying out

your content.

SUGGESTED GRID SPECS

Columns: 12
Rows: 18
Gutter: 0125in

Master Page Panel

Panel gives a preview of
master P\page templates.

Add Master

Adds a new master page.

Pages Panel
v Pages

Panel gives a preview of the

pages in your document.

Add Page

Adds one or more page to
your document.

ADD NEW

MASTER WINDOW

i
B/

Master A

Layout

Drawing Scale
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MARGINS AND GUIDES SET UP

Style: Filled

color: (D

ADD GUIDELINES

Along the edges of the Document View are
Rulers. To add guidelines, click on the ruler,
hold, and drag a guide on to your document. You
can reposition the guide by clicking, holding,
and dragging it to a new position.

EXAMPLE GRID AND GUIDELINES

INSERT PAGE NUMBER

Ensure that the Master Page is selected in the
workspace. Use the Text Frame tool to create a
text box where you want your page number to
appear on the master page. Click within the text
box as if you're going to type, then proceed to the
menu bar.

In the Menu Bar, navigate to Text - Insert =
Fields - Page Number. Once you click on Page
Number, the # symbol will appear on your
master page.

Benefits of Using Page Numbers

By adding page numbers to your master page
using this method, you'll ensure that the correct
page number appears automatically when the
master page is applied to your document pages.

Additionally, page numbers remain accurate
even if the pages are reordered or reorganized
in the future.

CREATING NEW PAGES

On the Pages panel, click the Add New Page
button whcih will open the Add Pages Window.
In the Add Pages Window you can choose which
master page you want applied and how many
page you want to add.

ADD NEW PAGE WINDOW

Add Pages

Master Page Master B
Number of Pages | 1
Insert Before
Page 12
Spread wrapping Flow Pages

Extend Spread New Spread

Cancel
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FRAME ADDED TO DOCUMENT IMAGE PLACED IN FRAME

PLACING IMAGES

Select the Picture Frame tool
and draw a frame on your
document. Next, with the
frame selected, in the Menu o he —T
Bar go to File - Place and select //\/
your image. ot _—

Once the image placed use the
slider below the frame and the
controler circle in the frame to
edit the image's appearance.

INSERTING TEXT FROM
\WORD DOCUMENT |

Select the Frame Text tool and
draw a text box on your
document. Next, with the text

box selected, in the Menu Bar LINKING TEXT FRAMES

go to File - Place and selec

your your preprepared Word When you have overflow text, a red eye icon will appear near the

Document. (docx file) bottom-right corner of the text box. Draw or create a new text box
where you want the overflow text to appear. Make sure it's not
overlapping with the original text box. Click on the red eye icon in
the first text box to grab the overflow text, then click inside the
second text box. You'll see a line connecting the two boxes,
indicating that the text has been linked.

OVERFLOW TEXT NEEDS TO BE LINEKED ~ HOVERING OVER TEXTBOX TO BE LINEKED ~ TEXTBOXES LINKED

S S
{orem ipsum dolor St artiet, consectetur adipisc | orem ipsum dolor sit amet, consectefur adipisc- ‘orem ipsum dolor sit amet, consectelur adipisc- | Jincidunt urna nulla, in ehicitur Sapien Cursus ut.
ing elit. Nullam eu nibh tempor, luctus felis a, ing elit. Nullam eu nibh tempor, luctus felis a, ing elit. Nullam eu nibh tempor, luctus felis a, orbi tempor lectus quis risus hendrerit hendrerit
kleifend urna. Fusce tempor in leo in lobortis. Sed| eleifend urna. Fusce tempor in leo in lobortis. Sed leifend urna. Fusce tempor in 1 o in lobortis. Sed| Vestibulum elementum orci ac pellentesque so-
uscipit odio quis eros accumsan, sit amet feugiall uscipit odio quis eros accumsan, sit amet feugiat lsuscipit odio quis eros accumsan, sit amet feugiat|_(dales. Curabitur lectus enim, iaculis id erat ut, fa-

hulla vehicula. Proin nec faucibus justo, a finibus P e e faucibus justo, a finibus.

Rula veficula. Proin nec (AUGBUS Justo, a inbus | Eiisis aliquam magna. Vivamus molis volutpat
lacus. Aenean viverra sem sit amet dictum tin- is. Aenean viverra sem sit amet dictum tin- = .

lacus. Aenean viverra sem sit amet dictum tin-

idunt. Integer venenatis, leo vitae omare max-
imus, ipsum orci vulputate lectus, in porta mi est
let turpis. Nunc non aliquet ex. Aenean congue
magna at urna viverra elementum. In aliquam tel-
us id venenatis tempor.

arcu. Nunc gravida malesuada nulla, nec fermen-
um enim dapibus eu. Proin imperdiet tempor
mauris in interdum. Ut sollicitudin mi eget lacus
ehicula, faucibus molestie mi sodales. Vestibu-
jum maximus pellentesque convallis. Sed augue
lui, luctus sed lectus id, omare faucibus velit
estibulum ante ipsum primis in faucibus orci luc-
us et ullrices posuere cubilia curae; Donec id est
pisi. Pellentesque metus el fringilla vel ipsum et
faliquet rutrum nunc. Donec commodo sem
aximus convallis

jam vitae porta eros. Nunc non nibh maximus,
tempus lorem in, feugiat ante. Integer sagittis
apien metus, at prefium lectus rhoncus et. Sed

|dun( Integer venenatis, leo vitae omare max-

s, ipsum orci vulputate lectus, in porta mi est
fet turpis. Nunc non aliquet ex. Aenean congue
magna at urna viverra elementum. In aliquam tel-
us id venenatis tempor.

um
Bl N, ore e malcsuera e, nee foqmen-
um enim dapibus eu. Proin imperdiet tempor
mauris in interdum. Ut sollicitudin mi eget lacus
ehicula, faucibus molestie mi sodales. Vestibu-
jum maximus pellentesque convalls, Sed augue
ui, luctus sed lectus id, omare faucibus velit.
estlhu\um ante ipsum primis \I’\ 'SUO\DUS orci luc-
us et ultrices posuere cubilia curae; Donec id est

kliquet rutrum nunc. Donec commodo sem id
maximus convallis.

lam vitae porta eros. Nunc non nibh maximus,
fempus lorem in feugiat ante. Integer sagits '
apien metus, at prefium lectus thoncus et.

hisi- Pellentesaue metus si fingila vel fpsum et
>

idunt, Integer venenatis, leo vitae ornare max-
mus, ipsum orci vulputate lectus, in porta mi est
fet turpis. Nunc non aliquet ex. Aenean congue

at uma viverra elementum. In aliquam tel-
jus id venenatis tempor.

farcu. Nunc gravida malesuada nulla, nec f

P

a. Proi
uscipit dignissim felis. Interdum et malesuada
fames ac ante ipsum primis in faucibus. Aliquam

jam a blandit odio. Ut vulputate finibus massa.
roin omare arcu nisl, a interdum lacus venenatis|
in congue non lorem vel sagittis. Aliquam

ulla at ipsum lacinia velit laoreet mgmssum non lulla at ipsum lacinia velit laoreet dignissim non ulla at ipsum lacinia velit laoreet dignissim non | |erat volutpat.
eget justo. Ut interdum lobortis dui, in sagittis eget justo. Ut interdum lobortis dui, in saglms eget justo. Ut interdum lobortis dui, in sagittis ‘
mauris dapibus nec. Aenean a condimentum mauris dapibus nec. Aenean a condim auris dapibus nec. Aenean a condimentum Fusce sed ¢ehs dui. Duis laoreet nunc quis luctus

elementum pretium justo, dictum

um enim dapibus eu. Proin imperdiet tempor
mauris in interdum. Ut sollicitudin mi eget lacus
ehicula, faucibus molestie mi sodales. Vestibu-
maximus pellentesque convallis. Sed augue
iui, luctus sed lectus id, ornare faucibus velit
festibulum ante ipsum primis in faucibus orci luc-
us et ultrices posuere cubilia curae; Donec id est
il Pellntesaue meius it fingils vel ipsum e,
iliquet rutrum nunc. Donec commodo s
maximus convalls.

lam vitae porta eros. Nunc non nibh maximus,
tempus lorem in, feugiat ante. Integer sagittis
apien metus, at prefium lectus rhoncus et. Sed

[k

et el ot . Ebarn 6 vaneratc o
ellentesque lectus mi, tempor vel malesuada id,

hendrerit eu arcu. Suspendisse nec nisi auctor,
lincidunt mauris malesuada, iaculis justo. Morbi
Kay
malesuada tellus. Nulla finibus facilisis massa ac
mollis. Suspendisse omare lobortis tellus ac rhon.
us. Phasellus at nibh libero. Pellentesque laoreet
neque erat, ut euismod nisl lacinia id. Proin et

ibero egestas, blandit orci vel, accumsan mauris.

pibus auctor ipsum ac fringila. Quisque quis

lunc eu eros eget turpis luctus eleifend
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CREATING PARAGRAPH STYLES

Paragraph styles are presents for your
text which save you time instead of
manually adjusting all your text. To
create a paragraph style you first want
to map out what styles you will need and
prepare samples of the styles.

BASIC STYLE STRUCTURE EXAMPLE

TITLE

(Bebas Neue, 24pt)

HEADLINE
(Bebas Neue, 14pt)

Body Text
(Bitter Reqular, 12pt)

Once you have your styles planned
you'll want to open the Text Styles Panel

In Right Panel Group look for the Text
Styles panel grouped with Layers panel.
If Text Styles is not visible go to the
Menu Bar and select Window - Text -
Text Styles.

With the text selected click the Create
Paragraph Style button in the Text
Styles panel. Because you created the
style from text you already designed you
should only need to name the style.

To double check, go to font and review
the correct font, style, and size are
applied and click ok. You new style will
now appear in the saved styles list.

To apply select the text and click the
saved style.

TEXT STYLES WINDOW

Layers Par Text Styles |V

@) Saved Styles

Base 2 ) Create

[No Style] : New Style
Body :

Bullet 1

Bullet 2

Heading 1

Heading 2

Normal

Create Paragraph Style

Style Style name | Style
Character
Font
Color & Decorations Based on  YEEEIC]
Position & Transform Next style | [Same Style]
Language Next level [Same Style]
Optical Alignment
Typography
Alternates

Shortcut

Type @@ Paragraph
. Character
Variants

. Group
Figures
Capitals

Paragraph

Show in both panels

Reset formatting

Spacing

Tab Stops
Justification

Flow Options
Bullets & Numbering

Hyphenation

Drop Caps

Initial Words

Decorations
Export Tags

Style settings:

& Apply style to selection

© 2026 | Michelle Manczyk
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SAVING AS A PACKAGE

When you've completed your document, it's
essential to save the final version and package it
to ensure that all the essential materials are
together in one place.

Go to the menu bar at the top of the screen and
click on File - Save As Package. This will open
the Package Document window allowing you to
review and confirm that all files are included.
Once satisfied, click Ok to proceed.

Next, you'll be prompted to save your packaged
file. Create a new folder in the location you want
to save and name it. Enter the folder and save.

EXPORTING DOCUMENTS

Once vyour document is
complete, you'll need to export
it in a format suitable for
printing or digital viewing. To
do this, go to the menu bar and
select File > Export - Export. In
the Export window, choose the
desired file format:

For printed bulletins, select
PDF (for print) or PDF (press
ready). Follow any specific
guidelines provided by your
external printer.

PDF (for print)

PDF (press ready)

PDF (digital - small size)
PDF (digital - high quality)
PDF (for export)

PDF (flatten)

PDF/X-1a:2003

For digital copies, export a
separate file optimized for
online viewing.

PDF/X-3:2003

PDF/X-4

PACKAGE DOCUMENT WINDOW

Package Document

Summary

Fonts

Images

Linked Text Files
CSS Files

Fonts
Total: 3

Missing: 0

Restricted: 0

CSS Files
Total: 0
Linked: 0
Missing: 0
Modified: 0

Options
@ Include fonts

@ Include images

EXPORT WINDOW (PDF Press-Ready View)

Export

1Y[ ¢

SAYS/THE LORD;
[ KNOW THEM,
AND THEY FOLLOW ME

&% SEAT oOF WisDoM

Images
Total: 12
Linked: 12
Missing: 0
Modified: 0

Linked Text Files
Total: 0

Missing: O
Modified: 0

Cancel

| PDF (press ready)

Area All Pages
Pages

Preview export when complete

Advanced

Est. file size 8.1MB

Rasterize Unsupported proper... {
Use document resolution o
Raster DPI 300
(Nothing will be rasterized)
Downsample images .
Above DPI
Resample Bilinear

Allow JPEG compression

Quality

Ask for Location

Show in Finder

Cancel Export...

© 2026 | Michelle Manczyk
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PRINTED DOCUMENTS

For printed documents make
sure the Export Area is set to
All Pages, DPI (dots per inch) to
300 or higher, and the Color
Mode to CMYK

DIGITAL DOCUMENTS

For digital documents, you'll
want to export a separate file
optimized for online viewing.
First, make sure the Export
Area is set to All Pages, PPI
(pixels per inch) to 144 or
higher, ensuring a high-quality
display on retina devices and
set the Color Mode to RBG

PRINTING

To access the Print Dialogue Box go to the Menu Bar and select
File > Print. The options available in the Print Dialogue Box will
vary depending upon your printer, so you will want to familiarize
yourself with your printer. It's always recommended to run a test
copy before printing a large stack to verify its set correctly.

General things to look for:
Paper Size: Make sure it matches the paper size for your document.

Orientation: choose portrait or landscape depending upon
your document.

Color Settings: If printing in color confirm it is set to color mode
not black and white.

Double-Side Printing: if your printer supports it make sure its set
up so that pages flip correctly.

PRINT DIALOGUE BOX EXAMPLE

Printer ** Your Printer Here ¢

Presets Color ¢

Copies
) SHEEP HFAR MY Vi
SAYS[THE LORD:
I kNOW THEM, .
AND THEY FOLLOW ME. ;&\

Print in Color
N Double-sided
&% SEAT OF WispoM

© Page 10of 9 Paper Size US Letter 8.50 by 11.00 inches

Range and Scale

Range: Entire document

Pages:

Fit Type: ' Scale Scale: 100

Orientation: | Automatic

Document Layout

Cancel Print
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DESIGN BASICS

Display Text and Body Text: Knowing
When to Use Each

When designing your church bulletins, it's
essential to understand the difference between
display text and body text.

Display Text:

Use display text for headings, titles, and
emphasis. This font is larger, bold, and
attention-grabbing. Display text helps draw
attention to important information, such as
announcements, dates, or events.

Body Text:

Use body text for the main content of your
bulletins. This font is smaller, easier to read, and
provides the necessary details about upcoming
events, sermons, or other church activities.

Why 12pt Minimum Font Size?

When choosing a font size, it's crucial to ensure
that your text is legible, especially for readers who
may be farther away from the bulletin. A minimum
font size of 12pt (points) is recommended because it
provides enough contrast and clarity without
overwhelming the reader.

Two Fonts: Harmony and Consistency

Using two fonts can make your design more
visually appealing and easy to read. When
selecting fonts, remember:

Choose one font for display text (headings, titles)

Use a different font for body text (main content)

The key is to pair these fonts in a way that
creates harmony. What does this mean?
Harmony means that the two fonts work
together seamlessly, without clashing or
competing for attention. In practice:

Choose fonts with similar weights (boldness)
and styles (serif or sans-serif)

Select fonts that have a good contrast between
display and body text

Avoid pairing fonts that are too similar or identical

Define Your Rules: Consistency is Key

To ensure consistency throughout your design,
define the following rules:

Font sizes:

Determine which font sizes you'll use for
headings and main content.

Fonts:
Choose two fonts to work together harmoniously.
Line spacing:

Decide on a consistent line spacing (leading) to
make your text easy to read.

By following these guidelines and establishing a
set of design rules, you'll create a visually
appealing and cohesive church bulletin that
effectively communicates with your audience.

© 2026 | Michelle Manczyk
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GLOSSARY:

These terms are commonly used in graphic design, publishing, and printing industries.

Bleed

In printing, bleed refers to the area at the edge of
a page where the background color or image
extends beyond the trim line (the edge of the
paper). This ensures that when the paper is
trimmed, the background color orimage doesn't
get cut off.

DPI (Dots Per Inch)

DPI measures the resolution of an image or text
on a printed document, with higher numbers
indicating greater detail and sharpness. For
example, a 300 DPI image is considered high-
quality.

Grids

Similar to guides, grids are pre-defined sets of
lines that help you create consistent layouts and
alignments in your designs. Grids can be used to
organize text, images, and other elements,
making it easier to achieve a professional-
looking layout.

Guides

In publishing software, guides are virtual lines
or rules that help you align text, images, and
other elements on a page. Guides can be set to
different sizes, shapes, and orientations
depending on the design requirements.

Gutter

The gutter refers the space between sections
within a publication, such as a brochure,

magazine, or book. Gutters are used to create
visual separation and hierarchy among content
elements, making it easier for readers to
navigate through the material. The width of the
gutter can vary depending on the design
requirements and the overall aesthetic desired.

Margin

The space around the edge of a page or
document that is not occupied by content.
Margins can be adjusted in publishing software
to affect the overall layout and design of the
document.

Master Page

A template that helps you create similar-looking
pages. It has common elements like headings,
footers, and logos. When you make a new page
from a master page, it takes on the same design.
You can think of it like a "cookie cutter" for your
document. Some softwares prefer to call master
pages parent pages instead.

PPI (Pixels Per Inch)

PPI measures the resolution of animage or text on a
digital screen, such as a computer monitor or
phone. It's used to determine how much
information can be displayed within a specific area.

ADDITIONAL RESOURCES:

Affinity Help Center
https://www.affinity.studio/help/
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