Recommendations for the typographic settings
of the content pages of Aalto series publications
The aim of the following guidelines and examples is to aid
in and guide the layout of the
content pages of Aalto publications. You may also use other
settings, as long as the general
terms set in this document are
followed.

The size of the printed publication is B5, or 176 x 250 mm.
The document may be sent to
the press either in size B5 or
in size A4, which is then scaled
down (to approximately 84%) to
size B5 at the press.

The following instructions
apply to Microsoft Word settings. These instructions are
consistent with the Aalto Word
template, which is a RECOMMENDATION. You may adjust
the typographic settings of the
template.

Document settings: Page layout > Page setup > Show the Page Setup dialog box

For size A4

For size B5 (176 x 250 mm)

Note:

Margins:
Top:
1,7 cm
Bottom:
2,5 cm
Inside:
5 cm
Outside:
2,5 cm
Header:
0,6 cm
Footer:
1,5 cm
Mirror pages: Mirror Margins

Margins:
Top:
1,4 cm
Bottom:
2,1 cm
Inside:
4,2 cm
Outside:
2,1 cm
Header:
0,5 cm
Footer:
1,25 cm
Mirror pages: Mirror Margins

Make sure that the inside margin is
large enough. The publications are
glue bound, which means that a part
of the page’s inside edge is hidden, and
the book does not have to be entirely
opened while reading.
The layout of one page of a spread is
a mirror image of the other, which
means that the inside and outside
margins are the same on both sides.
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Document settings: Insert > Header & Footer > Page number

For size A4

For size B5

Page numbers:
On the outside, in the footer.

Page numbers:
On the outside, in the footer.

Document settings: Insert > Header & Footer > Header

For size A4

For size B5

Consecutive headings:
On the outside, in the header.
Font:
Arial
Size:
9
The header title is not placed on the
ﬁrst page of a chapter.

Consecutive headings:
On the outside, in the header.
Font:
Arial
Size:
7,5
The header title is not placed on the
ﬁrst page of a chapter.

Headings in headers
In the Aalto template at the end of the
1. Introduction text (the one with the
1. First level heading) you see a Section
break/Next Page mark when formatting marks are shown (i.e. when you
have pressed ). The section break
mark marks the end of the first section
without a header, and the start of the
second part with a header.

Show/hide formatting marks
Pressing this button, you can show or
hide formatting marks which are not
shown on prints. In Word 2013 (PC),
you find this button in the Paragraph
Group of the Home Ribbon.
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Text settings: Home > Font sekä Home > Paragraph

For size A4

For size B5

Body (Body Text 1. Paragraph):
Font:
Georgia
Size:
11 pt
Alignment: Justified
Line spacing: At least 15,4 pt

Body (Body Text 1. Paragraph):
Font:
Georgia
Size:
9 pt
Alignment: Justified
Line spacing: At least 13 pt

Note:

Body, indented (Body Text):
Font:
Georgia
Size:
11 pt
Alignment: Justified
Line spacing: At least 15,4 pt
Indentation: 0,3 cm
Note! The ﬁrst paragraph after the
heading is not indented.

Body, indented (Body Text):
Font:
Georgia
Size:
9 pt
Alignment: Justified
Line spacing: At least 13 pt
Indentation: 0,25 cm
Note! The ﬁrst paragraph after the
heading is not indented.

Selecting a typeface for the body:
For the body, a serif typeface is
recommended, such as Sentinel and
Georgia, which are given in the visual
identity guidelines of Aalto University.
For the headings, you may also use a
sans-serif typeface, of which Nimbus
and Arial are used at Aalto University.
Recommended serif typefaces that
are available in most word processors
are, for example, Baskerville, Caslon,
Garamond and Times. The examples
of this document are in Georgia and
Arial, and the given font sizes apply to
them.
Defining the font size of the body:
There is no general rule for the font
sizes, because the proportions of
different fonts vary: with size 9, one
line of text in Georgia has 76 characters, but in Times New Roman, it has
88 characters. If there are too many
words in a line, it is slower to read and
straining to the eyes. When defining
the font size, the main issue is to make
sure that one line contains 65 to 80
characters.

Headings:
Main level heading (Heading 1):
Font:
Arial Bold
Size:
20 pt
Space before: 24 pt
Space after: 120 pt
Line spacing: Single

Headings:
Main level heading (Heading 1):
Font:
Arial Bold
Size:
17 pt
Space before: 20 pt
Space after: 100 pt
Line spacing: Single

Level 2 heading (Heading 2):
Font:
Arial Bold
Size:
12 pt
Space before: 22 pt
Space after: 12 pt
Line spacing: Single

Level 2 heading (Heading 2):
Font:
Arial Bold
Size:
10 pt
Space before: 18 pt
Space after: 10 pt
Line spacing: Single

Level 3 heading (Heading 3):
Font:
Georgia Bold
Size:
10 pt
Space before: 20 pt
Space after: 10 pt
Line spacing: Single

Level 3 heading (Heading 3):
Font:
Georgia Bold
Size:
8,5 pt
Space before: 17 pt
Space after: 8,5 pt
Line spacing: Single
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Text alignment:
In the template, the text alignment is
forced into justified paragraphs. If this
is done, the text must also be hyphenated, so that there will not be too much
empty space within the paragraph.
Another alternative is to align the text
to the left, which leaves the right-hand
side uneven. Even in this case, it is
advised that the body text be hyphenated.

For size A4

For size B5

Note:

Level 4 heading (Heading 4):
Font:
Georgia Italic
Size:
11 pt
Space before: 14 pt
Space after: 0 pt
Line spacing: Single

Level 4 heading (Heading 4):
Font:
Georgia Italic
Size:
9 pt
Space before: 12 pt
Space after: 0 pt
Line spacing: Single

Styles:
The style palette of the template is
below. The styles can be found in the
Word 2013 program (PC) on the Home
Ribbon in the Styles Group.

Other format settings
Figure Caption:
Font:
Arial
Size:
9 pt
Alignment: Justified
Space before: 12 pt
Space after: 12 pt
Line spacing: At least 8 pt
No indentation; the caption is placed
under the image, aligned to the left at
the edge of the image.
The title and/or number of the image
in boldface.

Figure Caption:
Font:
Arial
Size:
7,5 pt
Alignment: Justified
Space before: 10 pt
Space after: 10 pt
Line spacing: At least 7 pt
No indentation; the caption is placed
under the image, aligned to the left at
the edge of the image.
The title and/or number of the image
in boldface.

Footnote:
Font:
Arial
Size:
8 pt
Indentation: 0,3 cm
Space before: 0 pt
Space after: 2 pt
Line spacing: Exactly 11,2 pt

Footnote:
Font:
Arial
Size:
7 pt
Indentation: 0,25 cm
Space before: 0 pt
Space after: 2 pt
Line spacing: Exactly 9,4 pt

Quote:
Font:
Georgia
Size:
10 pt
Alignment: Justified
Indentation: 1 cm
Space before: 0 pt
Space after: 0 pt
Line spacing: At least 14 pt
Space equal to a double hard return
before and after the citation. The ﬁrst
paragraph after the citation is not
indented.

Quote:
Font:
Georgia
Size:
8 pt
Alignment: Justified
Indentation: 0,85 cm
Space before: 0 pt
Space after: 0 pt
Line spacing: At least 12 pt
Space equal to a double hard return
before and after the citation. The ﬁrst
paragraph after the citation is not
indented.

Header:
Font:
Size:

Arial
9 pt

Header:
Font:
Size:

Arial
7,5 pt

References:
Font:
Size:
Alignment:
Hanging:
Line spacing:

Georgia
10 pt
Left
1 cm
At least 14 pt

References:
Font:
Size:
Alignment:
Hanging:
Line spacing:

Georgia
8,5 pt
Left
0,85 cm
At least 12 pt
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Lines and edges in tables etc.
Line thickness 0,5 pt.

Images, charts etc.:
Ideally, the width of the images is
equal to the width of the paragraph.
The image must always have the same
outside margin as the text. The image
can be enlarged toward the inside of
the book until the inside margin is
in size A4 2,5 cm (same as outside
margin) and in size B5 2,1 cm (same
as outside margin).

