
Using Design Concepts to Boost 
Communication

Design Principles

• Balance
• Alignment
• Proximity
• Repetition
• Contrast
• Keep it simple
• Use color – wisely

• Color Wheels
• Dark background/light text vs light background/dark text
• Images

Save to the Cloud
Saving your files to the cloud lets you access 
them from anywhere and makes it easy 
to share with your team.

Work together in 
real time

Co-author documents in 
real time, and see others’ 
changes as they happen.

Share
With a click of a button, 
quickly invite others 
to edit or view your document.

aka.ms/coauthorinword

Give or receive ideas
Track your changes and share your thoughts
in comments. Everyone can add to the 
conversation and stay on top of changes.

https://color.adobe.com/create/color-wheel


Using PowerPoint

• Remember….templates
• Images
• Slide Master
• Images!
• GIF

Resources

• Envato
• Adobe Stock
• Biteable
• Canva

Balance, Alignment, Proximity, Repetition, Contrast

Emails

• Use a table
• Break it up

• Balance, alignment
• Center in email
• Don’t be afraid of images, GIFs if appropriate.

https://www.envato.com/
https://stock.adobe.com/promo/firstmonthfree?ef_id=EAIaIQobChMIrO7kx5H9gQMValBHAR1xKQp7EAAYASAAEgKMgvD_BwE:G:s&s_kwcid=AL!3085!3!646642325984!e!!g!!adobe%20stock!284119129!16998447409&as_channel=sem&as_campclass=brand&as_campaign=US|CPRO|Stock|PURCH|AS_Brand_Exact|GG||&as_source=google&as_camptype=acquisition&sdid=KQPCU&mv=search&mv2=paidsearch&as_audience=core&gclid=EAIaIQobChMIrO7kx5H9gQMValBHAR1xKQp7EAAYASAAEgKMgvD_BwE
https://biteable.com/
https://www.canva.com/
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