Making Reports Easier to Read

Try to avoid reports that look like The
Bronx from 24,000 feet up. The kind with
blocks of numbers in 4-point type. Using

the “FiTto 1 page ~opftion in Excel.

As an alternative, do you spread your
report across multiple pages? These are
great . .if your boss has A “FILING
BARN”7IN HIS/HER OFFICE.

Here s better solution.

Before. Here we have a typical

“Has —Anyone —Got —a -

&$%@# - Microscope?” Teport.

After. Here sThe same report, using 5 simple ways
to make the fonts bigger. A lot easier to read, no?

So try using these tricks with your next report. And
score brownie points with the Big Kahuna.
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€ Shorten copy.

(Body) Re-word descriptive
copy to something shorter. Or
break it up into pieces on
separate rows. Abbreviations
work too, with a footnote to
ensure clarity.
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A The 1,000~ ~
trick.

Redefine the numbers so that
they are %1,0007 dr agree to
report fewer decimal points so
that you can make the font
bigger.
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Use tighter
typefaces.

Use fonts with the word
Tarrow?dr Tbndensedih the
font name. These narrower,
sans serif fonts enable you to
save room. This way you can
show your data in a much
bigger font.
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€ Eliminate white
space.

Use a single ruled line or bold
tyge to separate parts of a
table —rot white space. Also
reduce row height and column
width to save space.

Want more smart tips to make you a winning direct marketer? Visit www.bairddirect.com.
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