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To attract and hold users' attention, your report/publication needs to be 
laid out in a way that:

• Looks appealing and approachable at first glance.

• Helps readers notice what information is available and important.

• Makes it easy for them to skim and find topics of personal interest.
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A good layout makes it easier to navigate publications and 
Pick Up the Main Points

To guide people smoothly through your report, use text and 
graphics in combination to give clear, consistent navigation 
signals. These signals help people notice what’s in the 
report and help them find the parts of personal interest 
without distracting or misleading them.
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Consistency is Key

Consistent design helps orient people, facilitates skimming, and enables easy navigation 
through the report.

• Keep the overall page layout and design features consistent from page to page. 
Although each page in your report may have different content, the basic design 
should be consistent.

• Keep the formatting of titles, headings, bulleted lists, labels, and other text the 
same throughout the report (same font, size, color, and so on).

• In a printed report, keep page numbers and other reference text such as section 
titles in the same place on every page.

• In a Web report, provide persistent navigation links for the main headings and 
keep them in the same position on each page.
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Page 18 and onwards 
in the brand guidelines 
publication lays out 
margins, layouts and 
proportions for 
commonly produced 
articles.
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