
03 Flyers — Word Processing and Desktop Publishing

Name _____________________ Class ___________________ Date _________

Introduction
Flyers are used for many different kinds of reasons. They can be used to 
advertise sales, garage sales, parties, socials, meetings, etc. Nice looking 
flyers can be designed with four basic elements: 
(1) Border around the outside, (2) A large title, (3) A graphic or clip-art to 
catch the readers eye, and (4) The details telling about the flyer 

Directions:
Planning

1. Plan your flyer on a piece of paper. Pick a topic of what you are 
going to make a flyer about. Sketch a border around the outside. 
Put a title to catch the readers eye in large writing. Sketch a 
drawing in the middle of something that has to do with the flyer 
that will also catch the readers eye. At the bottom list the details: 
Who, what, where, when, how much, why, directions, etc.

2. Start a new word processing document. 

Element One — Border
3. Set the margins the same all the way around. (½ inch, ¾ inch or 1 inch)
4. Select the options to place a border around the Page. Place the border on all 4 sides. Change the 

style and color as you would like.

Element Two — Title
5. Center your text. Pick a decorative font. Make its size about 36, 48, 64 or up to 72 points for the 

title so that it fits on one or two lines. Hit one Enter key so you have a little white space at the 
top of the document. Then type the title of your flyer. Use only 2 or 3 words for the title. Hit 
another Enter key so you have a little space following the title.

6. The title could also be created in Word Art or Fontwork to create a fancier title then pasted in.

Element Three — Graphic
7. The next set will be place a graphic in the center to catch the eye of the reader. Go to where you 

can Insert, Clip Art and find an  appropriate graphic for your flyer.
8. Select the graphic, insert it in the document, and resize it as needed.

Element Four — Details
9. At the bottom of the page is where the details will be placed. Use a more readable font like Times 

New Roman, Arial, etc. Set the size to about 24 points. Place only one item of information on 
each line. 

10. Answer the following questions in the details: Who is involved or invited? What is happening? 
Where is it happening? What are the directions to get there? How much does or will it cost? Why 
is it happening?

11. The lines can be block indented from the left to give some space between the details and the left 
margin border. Each line could be bulleted or numbered. Lines can be centered if they are not 
bulleted or numbered.

Proofreading
12. Check the document for spelling, capitalization, and grammar.
13. Preview the document to make sure it fits on one page. Check to make sure there is white space 

between each of the elements of the flyer. Check to make sure the flyer is balanced on the page. 
Adjust any elements as needed. Add your name in a corner if directed.

14. Save, print, turn in or file the flyer as directed.
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