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National Skills Academy Word templates user guide
Overview

This document provides a simple guide to using National Skills Academy Word templates. 

The National Skills Academy Word template designs are based on modified versions of the sample layouts shown in the National Skills Academy Sector Branding Guidelines, section 2.0. The main difference is that the Word template uses the font Verdana in place of FS Albert. 
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Before starting to work on your document, you should turn on the Standard, Formatting and Drawing toolbars in Word. They can be found under View > Toolbars. The template has been designed to work in Word 2003, so some newer Word features will be unavailable.

The templates are all set up with a cover page and different second page. The pages use multiple text columns and sections. All are fully editable. To help you see where the columns and sections are, go to Tools > Options. Click on the ‘View’ tab and check the ‘Text boundaries’ checkbox.
Stylesheets are built into the templates to enable easy use of the correct text formatting and colours as detailed in the Sector Branding Guidelines, section 2.0.
If you are an experienced Word user, you will be able to adapt and expand the templates to suit your needs. In producing National Skills Academy branded materials, you should refer to the National Skills Academy Sector Branding Guidelines.
Cover page
The National Skills Academy master logo is placed in the header layer. The master logo should be replaced with the appropriate sector logo, including the sector descriptor.
Master logo

To replace the National Skills Academy master logo with a sector logo: 
· Double-click on the National Skills Academy master logo to open the header layer. 
· You can then delete the National Skills Academy master logo and a replace it with a sector logo. Use Insert > Picture > From file to select your image (PNG or JPEG). 
· The new logo should be formatted using Format > Layout > In front of text.
· Manually position the logo in the top right-hand corner of the cover, making sure that clearspace equivalent to the size of the network symbol is observed. 

· The preferred size for National Skills Academy logos on an A4 document is 45mm width (35mm on A5).
· When the header layer is closed, the logo may appear greyed out on screen, but will print OK.  
For detailed instructions on positioning, see the National Skills Academy Sector Branding Guidelines, section 1.0.

Document or sector title

The brochure heading and sub-heading text are fully editable. Use a soft return (Shift + Enter) to split the lines. NB: Be careful not to add any additional returns, as this will push the text box at the bottom of the page onto page 2.
Cover image and sector graphic

The position of the cover sector image is represented by a placeholder image. This has been created from a grey box, a semi-transparent orange box and four white lines. These elements have been grouped together, and the group has been set to Format > Layout > Tight. 
The placeholder should be replaced with an image that reflects and relates to the specific sector. The network graphic should be manually adjusted so that the orange box is positioned to bring focus to a particular part of the image.
To edit the group, you will need to ungroup them, using either a Right-click > Grouping > Ungroup command, or via the Ungroup command in the Drawing toolbar. NB: This may throw out the page text formatting, so when the elements are regrouped, remember to control + click on the group and set it to Format > Layout > Tight again. This will restore the page text formatting.
To insert the cover sector image: 
· Ungroup the elements and delete the grey placeholder box. 
· Use Insert > Picture > From file to select your new sector image (PNG or JPEG). 
· You will need to adjust the stack order of the elements so that the image is under the orange box and the white lines are on top. To do this, use the Order > Send to back command in the Drawing palette. 
· The position of the orange box and white lines should be manually adjusted to fall over a part of the image that has significance (see pages 2.02 and 2.12 of the sector branding guidelines). 
· When complete, all the image elements should be grouped and set to Layout > Tight.
· The grouped image will need to be manually repositioned on the cover page (aligned to the text boundaries).

Partner logos

At the foot of the cover page are two areas to which partner logotypes can be added. Highlight the ‘Add logo’ text line and Insert > Picture > From file (PNG or JPEG format). Be careful not to delete the final paragraph return in each text box, as this will delete the black rule in the next box. Use the corner drag handles to scale your inserted partner logo until it fits into the text box under the partner heading.
Text pages
New text pages are called in after a page break. If you want to add extra text pages, always use Insert > Break and check the ‘Page break’ radio button.
Layout

Text pages are set in two text columns with a wide side margin for the third column of supporting content. To move the text cursor into the next text column, use Insert > Break and check the ‘Column break’ radio button.

The wide side margin is only used for images, pull quotes, direct quotes and grey inspiration boxes. To add text boxes, use Insert > Text Box. You will need to modify the Text Box properties using the Formatting palette to remove the keylines and change the box colour (as necessary). Text boxes should be set to Format > In front of text. 
(More complex page designs can use multiple overlaid grouped text boxes. Because these are bespoke designs, they are outside the scope of the templates and this guide. However, if you are an experienced Word user, 
you will be able to adapt and expand the templates to suit your needs. 
In producing National Skills Academy branded materials, you should refer to the National Skills Academy sector branding guidelines.)

Stylesheets

Text should always be formatted using the built-in stylesheets. The stylesheets can be found in the formatting toolbar or under Format > Styles and formatting.
The following stylesheets are available:
· Document or Sector title
· Document sub-title

· Style Employer + rule above

· Introductory text
· Sub-heading level 1

· Sub-heading level 2

· Normal

· Direct quote orange

· Pullquote grey

· Grey boxout text.
Images

To add images into the text columns, use Insert > Picture > From file to select your image (PNG or JPEG). Use the drag handles to scale the image to the desired size.
To position images anywhere on a document, format your image using Format > Layout > In front of text, and position manually.

Tone of voice

We do not want to dictate exactly what you say in each and every situation, but it is important that our communications have the right content and tone.
Do:
· Use short, concise sentences (‘short’ means that sentences should not be more than 15–20 words long, on average).
· Use active verbs as much as possible. For example, instead of saying ‘Costs will be covered’, use ‘We will cover costs’. This will make your text sound lively and immediate and will help you to produce short, clear sentences.
· Make sure you know who your audience is. When you have decided who will be reading your material, it will be much easier to write it in a way that is appropriate for them.
· Produce communications that are easy to glance through, use and file. Our audiences are busy people who need to process information quickly.
· Get straight to the point – use simple, focused and straightforward language.
· Use the right tone. We are credible and expert, and speak with authority. But remember, while our language is official, it is not officious.
· Use enthusiastic, bold words, including strong adjectives such as ‘vital’ or ‘major’ – but use them carefully. We should always sound professional and genuine, never melodramatic.
· Address your readers directly if possible. If you address your readers as ‘you’, they will feel that what you have written is addressed directly to them.
· Write in the present rather than the past tense. It gives your writing immediacy and makes it sound positive and alive.
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