	Use this tutorial to understand a few different ways to organize typography using Microsoft Word with an Avery business card template. 

This block of text is set in 9-point Helvetica. That’s smaller type than the default size, and it will look more elegant within the small space of a business card. 

In the space at right, experiment with skipping lines and changing the overall line spacing of the basic block of information. Use indentation to change positions.
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	You can change the alignment (flush left, flush right, centered, justified) of individual lines of text as well as 
the entire block.

We made the design at right by skipping lines and changing the alignment of each line. The line spacing is at the middle setting (1.5). The text appears to drift across the card.

Try changing the alignment and see how the design changes.
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	Another way to organize type is with a grid. Create a 
table and use the Table Properties menu to set the border to None. The grid won’t be visible when the card prints.

We made a table with five columns and two rows. 
Then we merged some of the columns and rows in order 
to make cells with different sizes. 

You can change the orientation of text inside a cell.

Be careful not to change accidentally the size of your template cell! 
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	You can change the color of a cell. Remember, the lines won’t print, but the fields of color will.

Experiment with the table at right.

The Table Properties window can let you adjust individual columns, rows, and cells in subtle ways.
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	Try making a table and putting type in it.

After you sketch your own ideas on paper, try to execute some on the computer. Working from a paper sketch helps prevent the software from dictating your ideas.

What’s the most important information on your card?

How do you want to be contacted?

What will make your card memorable?
	


