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DESKTOP PUBLISHING

Mark L. Jewell, MD

If you’ve already mastered word-processing on your personal computer, you are probably ready to enter the world of desktop publishing.  Using the right software and a high-quality laser or ink-jet printer, it is possible to produce sophisticated informed-consent documents and other practice materials.  By applying a few desktop-publishing techniques to the sample consent form text supplied in this book, you can produce elegant documents that reflect your own style.  Once you have produced your customized library of informed-consent documents, don’t stop.  You can produce other practice documents for use by your patients and staff.  For most situations, your word-processing software will be adequate for the production of informed consent documents.

Depending on your involvement in desktop publishing, you have to consider how the documents will be produced:

· Producing informed-consent documents ahead of time by laser, color inkjet printer, or high quality auto feed copier such as Canon model 2120.

· Using a commercial printing service to produce consent documents from desktop-generated master copies of files.  Master copies should have a resolution value of 600 dots per inch or greater.

· Producing individual consent documents at the time they’re needed using a laser or color inkjet printer in the office.  This method requires a stand-alone computer and printer and is the most expensive and time-consuming.

If you decide that you’d like to customize your consent forms further, you may create a form-type document with “fields” in which personalized information (such as patient’s name, procedure to be performed, etc.) could be added.  This whole process can be automated somewhat by using “macros,” which help produce frequently used documents with just a few keystrokes.  Microsoft Word allows the creation of macros that can be used to personalize these forms.  Although custom features such as this seem alluring, concentrate your effort on the quality, layout and design of the document versus personalization.  Consult a programming professional if you are unfamiliar with this feature.

If some of the suggestions above seem unrealistic for your practice, there are still a number of simple ways that you can use desktop publishing to make your consent forms look more polished and professional.  Consider carefully how you might change the following elements:

•
Page formatting

•
Typography

•
First page title or letterhead

•
Graphics and artwork, such as clip art, line art, scanned materials or photographs

•
Selection of hardware, software, etc.

Page Formatting

The layout of the page can be varied in terms of margins and text arrangement (justified and margin alignment).  Text can be inset from the margins or bullets may be used to provide emphasis.  Certain word-processing programs like Microsoft Word perform page-formatting tasks through menu commands.

Typography

There is an almost endless supply of fonts for your printer.  Your word-processing program can do many things to dress up text and enhance the eye appeal of the document.

Consider an alternative to the Courier style of type found on a typewriter.  Most sans-serif fonts have superior readability in sizes below 10 points.


•
This is 12 point Courier (True Type)


•
This is 12 point Arial (True Type)


•
This is 10 point Arial (True Type)


•
This is 12-point Book Antiqua (True Type)


•
This is 10-point Book Antiqua (True Type)

A variety of fonts can be used in a single document to enhance its appearance.  Try using serif-style for titles and sans serif for text.  For example:

ALTERNATIVE TREATMENT

Alternative forms of management include not treating the skin with chemical-peeling agent or other medications.  Improvement of skin lesions and skin wrinkles may be accomplished by other treatments such as dermabrasion, laser treatment, or surgery to tighten loose skin.  Risks and potential complications are associated with alternative forms of treatment.

Fonts can be formatted in different colors, or placed against dark backgrounds.

ALTERNATIVE TREATMENT

A
LTERNATIVE TREATMENT

ALTERNATIVE TREATMENT

First Page Title or Letterhead

The sample consents supplied on the diskettes contain text with minimal page formatting.  You may wish to customize the appearance of your consent forms by adding your name or a replication of a professional letterhead to the top of the first page.  If you have a professional or corporate logo, it may be scanned into your system as a “.tif or bit map file” then inserted into the document.  Clip art may also be used.  A simple replication of your professional letterhead may be the most straightforward approach if you do not wish to use a scanner.

Creating your own first page title of letterhead electronically has an advantage over using a piece of stationary for the first page.  It’s a process that saves time and you won’t have the bothersome task of collating stationary with plain paper in the printer.

First, create a title or letterhead as a separate file, then use the copy and paste functions to place it to the top of the first page of the informed-consent document text.  Save the combined document as a new file.  Once you have added your letterhead to the top of page 1, all of the corresponding text will be shifted downward.  Don’t forget to adjust to the bottom of each page the “Page 1 of Total Pages” and the “Risks of `procedure name’, continues” by using the copy and paste functions.  In the example, the letterhead was added to text from the laser treatment informed-consent document.

The next page was created in a few minutes time using Microsoft Word and some of the clip art that comes with the program.  It incorporates different fonts and page-formatting techniques (align text right & left).  Simple 3/4 point line at the bottom separates the letterhead from the constant text below.  Papers for both laser and inkjet printing can be purchased in bulk (by the ream or case) at warehouse type discount office supply companies.  Colors other than white may not be practical.

Remember to adjust the top margin on the first page to the smallest distance your printer will allow.  This will bring the letterhead or title type as close as possible to the top of the page.  The remaining pages of the informed-consent document would use the standard 1” side and 0.5” top/bottom margins.
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INFORMED CONSENT – CO2 LASER TREATMENT PROCEDURES OF SKIN

INSTRUCTIONS

This informed consent document has been prepared to help inform you about carbon dioxide (CO2) laser treatment procedures of skin, risks, and alternative treatments.

It is important that you read this information carefully and completely.  Please initial each page, indicating that you have read the page and sign the consent for surgery as proposed by your plastic surgeon.

INTRODUCTION

Lasers have been used by plastic surgeons as a surgical instrument for many years.  Laser energy can be used to cut, vaporize, or selectively remove skin and deeper tissues.  There are many different methods for the surgical use of lasers.

Conditions such as wrinkles, sun damaged skin, scars and some types of skin lesions/disorders may be treated with the CO2 laser.  Certain surgical procedures may use the CO2 laser as a cutting instrument.  In some situations, laser treatments may be performed at the time of other surgical procedures.

ALTERNATIVE TREATMENT

Alternative forms of treatment include not undergoing the proposed CO2 laser skin treatment procedure.  Other forms of skin treatment (chemical peel) or surgical procedures (dermabrasion or excisional surgery) may be substituted.  In certain situations, the CO2 laser may offer specific therapeutic advantage over other forms of treatment.  Alternatively, CO2 laser treatment procedures in some situations may not represent a better alternative to other forms of surgery or skin treatment when indicated.  Risks and potential complications are associated with alternative forms of treatment that involve skin treatment(s) or surgical procedures.

RISKS OF CO2 LASER TREATMENT PROCEDURES OF SKIN

There are both risks and complications associated with all laser treatment procedures of the skin.  Risks involve both items that specifically relate to the use of laser energy as a form of surgical therapy and to the specific procedure performed.  An individual’s choice to undergo a procedure is based on the comparison risk to potential benefit.  Although the majority of patients do not experience these complications, you should discuss each of them with your plastic surgeon to make sure you understand the risks, potential complications, and consequences of laser skin treatment.

Infection – Although infection following laser skin treatment is unusual, bacterial, fungal, and viral infections can occur.  Herpes simplex virus infections around the mouth, can occur following a laser treatment.  This applies to both individuals with a past history of Herpes simplex virus infections and individuals with no known history of Herpes simplex virus infections in the mouth area.  Specific medications must be prescribed and taken both prior to and following the laser treatment procedure in order to suppress an infection from this virus.  Should any type of skin infection occur, additional treatment including antibiotics may be necessary.
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Graphics and Artwork

If desired, graphics and artwork may be added electronically to the informed-consent document.  This custom feature allows the incorporation of graphics and art materials that otherwise would require a commercial print shop for production.  There is a wealth of sources for art material available on CD-ROM discs.  Don’t forget copyright and trademark regulations, if applicable.

Original art can be produced with paint and draw programs (Adobe Illustrator) or it may be scanned into your program electronically.  Other programs such as Adobe Photoshop may be useful in “cleaning up” scanned images before they are added to documents.

Commercial copy companies offer scanning services for artwork and photographs.  Scanned images are converted to image files (.tif or similar formats).  Keep in mind that some images are complex, requiring high resolutions or color.  They may take up many megabits of storage!

First, you must decide if incorporating art into the informed-consent document will give your patient additional understanding of the proposed procedure, its alternatives and risks.  If you are uncertain, avoid this custom feature.  You can always use artwork to enhance your other marketing and patient-communication materials.

Artwork adds complexity to a document’s creation and production.  In order to successfully master the combination of artwork and desktop publishing, you must realize that beyond a steep learning curve there is the expense of graphics design software, and additional hardware/software (scanner, RAM memory for computer and printer, mass storage devices).  If you still want to combine art with desktop publishing, you may be best advised to hire a professional designer to help you design your informed-consent documents etc.  Expert instructions in these complex tasks will help ensure a high quality product.

Hardware/Software Selection

There exists almost unlimited selection of hardware and software in computers.  Both tend to undergo rapid change with rapid obsolescence.  Thankfully, today there appears to be better hardware and software at lower prices.  Certain technological advances such as the new high-speed (24X) CD-ROM players and inexpensive mass-storage devices (CD-ROM writers) will be very useful in dealing with a glut of programs and storage needs.  Larger hard drives and upgrades providing additional memory will be needed.  Laser printers, for the most part, have become the standard choice in terms of the production of high quality documents.  Improvement in color inkjet printers is noted in the latest Hewlett Packard and Epson inkjet printers.  However, color inkjet printing is still not quite up to the speed and economy of laser printing.

Any computer that has sufficient resources to run Microsoft Office can probably adapted to make informed-consent documents.  Word-processing and desktop publishing programs are less draining on computer resources.

Software Selection

Word-processing programs like Microsoft Word for Windows or WordPerfect for Windows combine many features of graphic design, page layout, charts, graphs, and object embedding that allow the user to perform many aspects of desktop publishing.  I personally prefer the Microsoft Word product to the WordPerfect product because it takes up less space on the hard drive and its standard Aldus True Type and Adobe Fonts.  WordPerfect is likewise an excellent program, yet lacks the clear menu system of Microsoft.  Both programs offer advantages over earlier versions in the DOS environment that are still favored by production typists.

Desktop-publishing programs allow for the combination of text files, graphic files, special effects, and page-layout features.  PageMaker is still the standard for desktop publishing.  It allows its user almost unlimited capabilities for desktop publishing within either the IBM or MAC environment.  Microsoft Publisher for Windows is an excellent entry to mid-level desktop publishing program.  Whether you elect to use a work-processing style versus full desktop publishing program, you will still have to import the text files from a word-processing program.  It may be more efficient to simply stay with one of the full-function word-processing programs such as Microsoft Word.

If you decide to explore graphics, programs such as Adobe Illustrator and Corel Draw are used to create or change images.  One of the best programs for the fine tuning of scanned art is Adobe Photoshop.  Adobe and Corel each have a series of excellent programs for graphic artist and desktop publishers.  Corel offers a complete library of clip art and stock photographs.

Paper Selection

Paper selection for desktop publishing is important.  While many different types of paper will work in both the laser and color inkjet printers, it is important to select quality paper for printing.  Look for a paper that has good feel, brightness, and is compatible with the manufacturer’s specifications on your laser or color inkjet printer.

Laser printers are generally compatible with a wide variety of papers.  Color inkjet printers require special papers that have high brightness ratings and resistance to ink smudge.  Cheap xerographic paper will produce inferior results in both laser and inkjet printers.  Specific inkjet papers for color printing may cost as much as ten cents per page.

Papers for both laser and inkjet printing can be purchased in bulk (by the ream or case) at warehouse-type discount office supply companies.  Colors other than white may not be practical.
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