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WHAT WILL | COVER

PAGE STRUCTURING

* FEATURES WHICH YOU MIGHT NOT NORMALLY USE SUCH AS:
* SHOW SYMBOLS
* MARGINS
* BREAKS
e COLUMNS
* RULER
* HEADERS AND FOOTERS



e

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 -
* [F 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

¥ NS N



— 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

* [F YOU MAKE A MESS, GO BACK TO A SAFE VERSION
* AND AVOID LOSING ALL YOUR HARD WORK.

uu ®



WHAT ARE WE COVERING?
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WHAT ARE WE COVERING?
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Visits from August 2019 — January 2020
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WHAT ARE WE COVERING?

Visits from August 201% - January 2020 continued
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WHAT ARE WE COVERING?
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WORD 3
PAGE STRUCTURING

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



WHAT ARE SYMBOLS?
ICONS SHOWING CONTROL POINTS

* THEY ARE HIDDEN AS THEY ARE * TABS
USUALLY TURNED OFF * MANAGING INDENTS
*» TOGGLE SWITCH TO ACTIVATE * BREAKS
*» MANAGING SECTIONS

e THEY INCLUDE:
e RETURNS (END OF LINE)

* JUSTIFICATION
e LEFT, RIGHT AND CENTRE

(E.G. COLUMNS)
« PAGE CONTROL



Paste
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SHOWING FORMATTING SYMBOLS
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Show Symbols

Normal Return

More returns

different shapes
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and sizes
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SHOWING FORMATTING SYMBOLS
SOME EXAMPLES
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Q Tell me what you want to do

August-2019

Welcome-|

I-hope-that-you-are-all-now-enjoying-the-summer. We-have-had-
some-great-outings-and-events-in-the-last-couple-of months-as-the-
pictures-throughout-show, -and-I-hope-‘we-can-continue-to-enjoy-the-
good-weather.y|

1

Annual-General-Meeting

We-had-our-AGM-at-the -new-time-of May-to-fit-in-with-our-new-
‘academic-year -of-April-to-March.-The minutes-of the-18"-AGM-
are-included-on-page-3.-Page-2-shows-who-are-on-our-new-
committee-as-well-as their-roles, -which-have-changed for-some-
members. |

IT-and-CommunicationsY

Did-you-know-that-if you-are-unable to-attend-the-monthly-
meetings-you-can-still-keep-up-with-what-is-going-gn,-See-page-4.1
Also, if you-have-some-IT-expenence, -we-would-love-to-hear-from-
vou. We-have-recently-lost-a-member-of the-team, -and -althouah-

WHAT'S-ONq

Aigeest 2019 Vasusny 20209
Cur- monthly- meetings- commence- at- 10am,:
speakers-start-at-11am, finishing-12-noon.{f
AUGUSTY
Wed-7i-—» Visitto-Wembley-Stadiumf]
Mon-12t-s Monthly-meeting-at-WCHY
-+ ~talk-by-Tony-Eaton-Invasion-1940:-

NE:-No-C g
SEPTEMBERY
Tue-31 — Visit-Jane-Austen/Whitchurchi]
Mon-9% — Monthly-meeting-at-WCHY
—+~talk-by-Phillipa-Radford-Hancock:
‘British-Red-Cross:-Past, ‘Present-
and-Future]

LT RV & T LR P Y R R N YR |
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[P Styles
-|-g-l-l-l-2-|-J-|-4-|-5-|-6-|-?-|-8-|-9-|-10-|-11-|-12-|-13-|-14-|-15-|-16-|-1?-|-18-é-19

More Tab
Markers

0\

Tab Marker

=



|

"/

MORE EXAMPLES OF SYMBOLS

N’
Columns (covered later)
Two columns above

Three columns below

—

DIVIDING SECTIONS

|-L-l-E-l-1-|-2-|-J-|-4-|-5-|_|-6-|-?-|-&-|L9-|-10-|-11-|-1E-|-13-|-14-|-15-|-16-|-1?-|-é-|-19-|

IL-i-uie DUl .|

1
Pictures-from-Recent-Eventsq

Section Break (Continuous).

-London-Mosque-Visit]
Page-7-of 167

Section Breaks
Needed both ends.
These are Continuous

o’

O
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N
MORE EXAMPLES OF SYMBOLS #2
e .+.+J+.+.+.+,+.+.+.+d+:.‘". SRR RRR ,_,.1.I.N. B i~ ey —————
Garden-Group-visit-to-Penshurst-Place- ++++++;+++++."—
) 1 1

Centre Justified Ret
Left justified Return enfre Justitied keturn

 ———

Continuous
Interest: Gro*t{pﬂ\fewsﬁ Section Break
Sec’rion Breqk i Rodney-Fox-has-stepped-down-from-his-role-as-coordinator-of-our-Interest-Groups_-During-his-time-
in-this-role-Rodney-has-worked-diligently-to-find-out-where-new-groups-would-be-popular-and-then-
Nex’r PG e been-instrumental-in-setting-these-up.--He-has-also-introduced-and-grganised- Table-of the-Month'- '
g at-the-Monthly-Meetings. - Thanks-to-Rodney-for-all-his-input-during-the-last-few-years. | \/

Freda-Longhurst-has-taken-over-the-role-and-her-details-can-be-found-on-Page 2

— 1 Section Break (Next Page)

Headers and Footers
b sortgy  —— (Page Numbering)



J \

| </

g MORE EXAMPLES OF SYMBOLS #3 "/
S INTRODUCING RULER AND TAB MARKERS

— .-1-.-5-.-1-.-2-.-3-.-4-.-5L|-5-|-?-.-s-.,_9-.-111-.-11-.-11-.-13-.-14-.-15-.-15-.-1?-|-Q-|-m-|

Ruler Hillingdon-U3A-Management-Committee-&-their- sibi
Position -+ Name -+ Telephone
Chairman -+ Pat-McAlpine —
Vice-Chairman/-Membership-SecsAnn-Lines -
Bookings-Secretary -+ Judith-Peddie -

q Setting Tab

Treasurer -+ Barbara-Halll -
Assistant-Treasurer -+ Richard-Freemantle - MG r ke rs
Interests-Group-Coordinator -+ Freda-Longhurst —
Minutes-Secretary -+ Pam-Smith- -
PR-&-Communications  —» Rodney-Fox  —
{ Assnt-Communications — Mary-Morgan -+
Comm.Mbr-Visits-Coordinator'—» Harvey -Butnick —
. Comm.-Mbr-‘Monthly-Meetings’—+ Maureen-Ferguson- —+
W”h IOtS Of TG bS { Comm.Mbr- Monthly-Meetings’—» Valerie-Law  —
{ Comm.Mbr-Monthly-Meetings'—» Sylvia-Cook -
1
Other-Contacts-with-special-respons
Position/responsibility —+  MName -
Mewsletter-Co-Editor -+ Pam-Caines- —
Mewsletter-Co-Editor - Ed-Stothard - (‘\
Mewsletter-Co-Editor— -+ Jim-Hall -+ \J
--Visits-Team-Coordinator —+ as-above -+
SAS-webpage-owners - Carina-Browne -

Other-webpage-owners - John-Martin -
Social Committee-Leader —  Rosemary-MNoyes —
Photos/pictures-iar, - Einwen-Smith -
Theatre-Visits -+ Jill-Rhodes -+

I e e P (,

o 9,
-~ W e\



— LAYOUT MENU

'

2 ORIENTATION, MARGINS
AND COLUMNS

* ‘LAYOUT' ON MAIN MENU

* ORIENTATION — WHICH WAY YOU WANT YOUR PAGE
* PORTRAIT AND LANDSCAPE

* MARGINS
* WHITE SPACE ROUND THE PAGE

e COLUMNS, USED FOR MANY REASONS, E.G.
* TO “CONTAIN” PICTURE LAYOUT
* FOR EASIER READING ¢

u-u @



S USING ORIENTATION =
- PORTRAIT OR LANDSCAPE
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Select layout
and Margins @
—Margms

-

Use normal

for letter

But narrow

for newsletter

Could

Home Insert
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Select layout
then Columns

This section
has two even
columns.

But you can

vary many
characteristics
(See next slide)

COLUMNS

H < = Movember 2017 Newsletter to printer [Compatibility Mode] Jim Hall . 3|
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== Two
% Three 99,
- N U3A SINGERS FArts Theatre visits, how they work
= Left Since January 2010 theatre visits have been
4 Present arranged by a small group of members who
— » research, book and grganise three trips a
=| Fight nber Delectation year. We cover both the London Theatres
Musical Director and many suburban ones.
== More Columns... ) . )
= FRANCIS MARCHAL We book tickets provisionally just before a
U3A meeting and need fo make a firm
3 booking usually about two weeks after that
(Getting expressions of interest means we
know whether a trip will be successful.
If all aoes well. we then simultaneously issue
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CHANGE COLUMN WIDTHS

—
THEY DON'T HAVE TO BE EQUAL
-
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:‘ Tony-Kemp-(HU3A-Website-Administrator)-{|
- ..Section Break (Continuous])....
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Selected 2 columns

Enables adjustment of
widths and spacing

Equal Column Width
cancelled

UNEQUAL COLUMNS

1 Apply to:

Columns

Presets

[
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m
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[}

MNumber of columns: 2

Width and spacing

Col =  Width:
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b

|:| Equal column width

This section

Three
Spacing:
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? ot
Left Right
|:| Line between
Preview Dynamic

Start new calumn
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- BREAKS

A NUMBER OF TYPES

* BREAKS ARE NECESSARY WHEN CHANGING
FORMAT TO INCORPORATE:

* FORCING PAGE CHANGE
* USING COLUMNS
* EASIER INCLUSION OF TABLES



Pictures
squashed
together

n

WITHOUT BREAKS
COULD FINISH UP WITH THIS
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: ' . o ; Py
The-walking-group-admiring-the mudfiats- - 2 ing- The-Toll-Houze
-along-the- Thames-

1

ThamesL_c;ck-whié_h -joins-ihe-Grand-n - view-of the-ju nction-o{-Gland-Uniun-anal-wilh-‘ﬂ
Canal-to-the Thames-—but-not-at-low-tide- e-Thames-{in-the-distance). -
The-other-side-of the-Thames-is-Kew-Gardens.{

U3A-TENPIN-BOWLING-GROUP-INTERLEAGUE-CHALLENGE-MATCHf{
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WITH BREAKS
EASIER TO ARRANGE AND TIDIER

|-L-l-E-l-1-|-2-|-J-|-4-|-5-|_|-6-|-?-|-&-|L9-|-10-|-11-|-1E-|-13-|-14-|-15-|-16-|-1?-|-é-|-19-|
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1'-

Pictures-from-Recent-Eventsq

Section Break (Continuous).

Section Breaks
Needed both ends.

. Columns (covered
These are Continuous (

earlier)
Two columns above

Three columns below

Further Section Break :
opposi’re |den’r|fy|ng : LS --London-Mosque-Visit]
‘Next quei . Page-T-of 167



3 BREAKS e

i References Mailings Review View Help Foxit PDF Q Tell me what you want to do
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Column ited-Pam-Smith-with-continuing-Honorary-Membership,-and-was-then-herself- (NeXT Pq ge)

Indicate that the text following the column lembership-by-the-newly-elected-chairman-Pat-McAlpine 1]
break will begin in the next celumn,

Text Wi i
Text Wrapping L e . .Section Break (Next Page)
Separate text around objects on web

pages, such as caption text from body text. Page3-0f 161 l

Section Breaks

I [ L

Next Page

Insert a section break and start the new
section on the next page.

-

| only use Section

=l
Continuous
Inzert a section break and start th W .
Break (NeXt Page) D section on the same pizce. e deshow-at-the-Monthly-Meeting?
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RULER

*TWO TYPES, HORIZONTAL AND VERTICAL

e HORIZONTAL IS ACROSS TOP OF PAGE,
e - 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 PAGEFE’
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> ALSO VERTICAL RULERS
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HEADERS AND FOOTERS
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. GETTING TO HEADER OR FOOTER MENUS
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- PAGE NUMBERING AS IN NEWSLETTER
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WHAT DID | COVER
IN WORD 3
PAGE STRUCTURING

* SHOW SYMBOLS

* MARGINS

* BREAKS

* COLUMNS

* RULERS

* HEADERS AND FOOTERS
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. WHAT WILL | COVER NEXT
- MAYBE IN WORD 4

* PARAGRAPH MANIPULATION « DATA MANAGEMENT

* PARAGRAPH SPACING * TABLES
* LINE SPACING * BORDERS
* TABS * IMPORTING PICTURES
* STYLES * IMPORTING OTHER
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