
WORD FEATURES
AS USED IN OUR U3A NEWSLETTER

Jim Hall October 2019



WHAT WILL I COVER

PAGE STRUCTURING
• FEATURES WHICH YOU MIGHT NOT NORMALLY USE SUCH AS:

• SHOW SYMBOLS

• MARGINS

• BREAKS

• COLUMNS

• RULER

• HEADERS AND FOOTERS



DON’T EXPECT YOU TO FOLLOW
ON YOUR DEVICE TODAY, JUST TO:

• KNOW WHAT IS AVAILABLE

• KNOW HOW TO GET TO THE FUNCTION

• HAVE A ROUGH IDEA OF EACH FUNCTION BECAUSE -
• IF YOU DON’T KNOW WHAT IS AVAILABLE 
• YOU WON’T KNOW WHAT IS POSSIBLE
• AND WON’T THINK TO USE IT

• SO, REMEMBER SOME OF THESE AND TRY THEM OUT



HINTS
• WHEN DOING ANY SIZEABLE PIECE OF WORK

• ESPECIALLY WHEN USING NEW FEATURES

• PROVIDE YOURSELF WITH A RECOVERY POINT

• PERFORM ‘SAVE AS’ REGULARLY, INCREMENTING A 
NUMBER/LETTER ON THE END

• IF YOU MAKE A MESS, GO BACK TO A SAFE VERSION

• AND AVOID LOSING ALL YOUR HARD WORK.



WHAT ARE WE COVERING?



WHAT ARE WE COVERING?



WHAT ARE WE COVERING?



WHAT ARE WE COVERING?



WORD 3
PAGE STRUCTURING

• FEATURES WHICH YOU MAY NOT NORMALLY USE:
• SHOW SYMBOLS    
• MARGINS
• COLUMNS
• BREAKS
• RULER
• HEADERS AND FOOTERS



WHAT ARE SYMBOLS?
ICONS SHOWING CONTROL POINTS 

• THEY ARE HIDDEN AS THEY ARE 
USUALLY TURNED OFF

• TOGGLE SWITCH TO ACTIVATE

• THEY INCLUDE:

• RETURNS (END OF LINE)

• JUSTIFICATION

• LEFT, RIGHT AND CENTRE

• TABS 

• MANAGING INDENTS

• BREAKS 

• MANAGING SECTIONS 
(E.G. COLUMNS)

• PAGE CONTROL



U3A NEWSLETTER 
SHOWING FORMATTING SYMBOLS

Where to find the symbol



SHOWING FORMATTING SYMBOLS
SOME EXAMPLES

Show SymbolsShow Symbols

Normal Return Tab Marker

More Tab 
Markers

More returns
different shapes 
and sizes



MORE EXAMPLES OF SYMBOLS
DIVIDING SECTIONS

Section Breaks
Needed both ends.
These are Continuous

Columns (covered later)
Two columns above

-
Three columns below



MORE EXAMPLES OF SYMBOLS #2

Left justified Return
Centre Justified Return

Section Break –
Next Page

Headers and Footers 
(Page Numbering)

Continuous 
Section Break



MORE EXAMPLES OF SYMBOLS #3
INTRODUCING RULER AND TAB MARKERS

Ruler

{
With lots of Tabs  {

{

Setting Tab 
Markers



LAYOUT MENU
ORIENTATION, MARGINS 

AND COLUMNS

• ‘LAYOUT’ ON MAIN MENU
• ORIENTATION – WHICH WAY YOU WANT YOUR PAGE

• PORTRAIT AND LANDSCAPE
• MARGINS

• WHITE SPACE ROUND THE PAGE
• COLUMNS, USED FOR MANY REASONS, E.G.

• TO “CONTAIN” PICTURE LAYOUT
• FOR EASIER READING ?



USING ORIENTATION
PORTRAIT OR LANDSCAPE

Select Layout, then 
Orientation, then 
Portrait.
OR
Landscape



MARGIN SIZE

Use normal 
for letter

But narrow 
for newsletter

Could 
customise

Select layout 
and Margins



COLUMNS

Select layout 
then Columns

This section
has two even
columns.

But you can

vary many 
characteristics
(See next slide)



CHANGE COLUMN WIDTHS
THEY DON’T HAVE TO BE EQUAL

Select 
‘More Columns’ 
(Previous Slide)

New control 
box, opposite

Change 
column 
widths, 
spacing, etc.



UNEQUAL COLUMNS

Selected 2 columns

Enables adjustment of 
widths and spacing

Equal Column Width 
cancelled

Dynamic 
representation of 
selection is shown here



BREAKS
A NUMBER OF TYPES

• BREAKS ARE NECESSARY WHEN CHANGING 
FORMAT TO INCORPORATE:

• FORCING PAGE CHANGE

• USING COLUMNS

• EASIER INCLUSION OF TABLES



WITHOUT BREAKS
COULD FINISH UP WITH THIS

Pictures 
squashed 
together



WITH BREAKS
EASIER TO ARRANGE AND TIDIER

Section Breaks
Needed both ends.
These are Continuous Columns (covered 

earlier)
Two columns above

-
Three columns below

Further Section Break 
opposite identifying 
‘Next Page’



BREAKS

Select Layout
then Breaks

I only use Section 
Break (Next Page)

And
Section Break 
(Continuous)

Section Break 
(Next Page)

Section Break 
(Continuous)

Divides 1 column 
above from 2 
columns below



RULER

•TWO TYPES, HORIZONTAL AND VERTICAL

•HORIZONTAL IS ACROSS TOP OF PAGE, 
• - UNDER MAIN MENU

•VERTICAL IS ON SIDE OF SCREEN



RULER

• CAN SWITCH OFF – BUT NOT ADVISABLE, 
• EVEN IN GENERAL USE

• HORIZONTAL SHOWS:
• TABS 
• MARGINS
• COLUMNS
• INDENTS (WHEN USING BULLETS – LIKE THESE POINTS!)

• VERTICAL SHOWS POSITION ‘DOWN THE PAGE’



Standard (Simple)
Only Margin 
markers L and R

With Tabs
‘L’ shaped 
markers

Two Columns with 
‘intercolumn space’
showing

EXAMPLE RULERS #1



Two 
Unequal 
Columns

Three 
Columns

Interest Group 
Diary !!
NOT TODAY

EXAMPLE RULERS #2



ALSO VERTICAL RULERS

Shows Top (and 
bottom) margin size

Shows ‘Vertical’ 
Position of Text 
or Pictures on the 
page 



HEADERS AND FOOTERS

• HEADERS SHOW THE DOCUMENT TITLE THROUGHOUT
• I DON’T USE THEM

• FOOTERS FOR DOCUMENT ‘ISSUE NUMBERS, DATES AND 
NUMBERING’

• I USE THEM FOR PAGE NUMBERING

• AS PAGE NUMBERS THEY CAN ALSO BE USED TO RELATE TO 
‘TABLE OF CONTENTS’ 

• NOT USED HERE



GETTING TO HEADER OR FOOTER MENUS

Select Insert

Then Header 
(from the new 
menu displayed)

Could access 
Footer from the 
same menu

A number of 
Header (or Footer) 
types
Select one and get 
a new menu (see 
next)



PAGE NUMBERING AS IN NEWSLETTER

Insert, then 
Page Number,
Bottom of Page

‘Bold Number 2'

Warning:
You need to open one 
of these to get the 
‘CLOSE HEADER AND 
FOOTER’ option which 
then appears on the 
right end of the menu



WHAT DID I COVER
IN WORD 3

PAGE STRUCTURING
• SHOW SYMBOLS
• MARGINS
• BREAKS
• COLUMNS
• RULERS
• HEADERS AND FOOTERS



WHAT WILL I COVER NEXT
MAYBE IN WORD 4

• PARAGRAPH MANIPULATION

• PARAGRAPH SPACING

• LINE SPACING

• TABS

• STYLES

• DATA MANAGEMENT

• TABLES

• BORDERS

• IMPORTING PICTURES

• IMPORTING OTHER
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