IT2000

text design notes


(Preserving an original document

Use File / Save as  . . . to save a document with a different name. Nothing you do thereafter will affect the original.

(Page headings

Use View / Header and footer to access the area near the top of the page. Select a suitable font and size and type in that area. Use the centre align toolbar button to position it in the middle. Often you will find it a good idea to add a return after the header text line(s) but it is not necessary in the Alice text design exercise. The return trick adds some white space between the heading and main text which will be consistent throughout a document.

(Font style and size

If you don’t know what certain fonts look like use Format / font instead of doing it by trial and error from the normal toolbar. You’ll get a preview in the pane that opens. Make your selections and press OK when complete. (This works with existing text too if you highlight it first).

To do a spelling check press the ABC button on the toolbar. Beware! Many PCs are mistakenly set to give you a check against an American English dictionary! If in doubt about this, ask your tutor for help. In the Alice text design exercise you can safely ignore all the grammar suggestions and Lewis Carroll also used a few strange words unlikely to be in any dictionary! There are, however, six deliberate 
mistakes which you should spot and change. Remember – when using the spelling check on a PC that is used by many different people, do not Add any words to the dictionary. Check with your tutor if you have problems. 

(Page margins

File / Page Set up gives you access to a pane which covers many of the page layout settings. You need the margins section. Change each part as required.

(Columns

Select all the text to be placed in columns. In the Alice text design exercise Ctr+A works well. Then press the columns button on the toolbar and drag the mouse over two columns in the pane that appears. Click the mouse and the text will be re-arranged.

(Inserting pictures

Click in the text so the cursor is flashing at the position where you’d like the image to go. Use Insert / Picture / From file and navigate to the location advised. Select a picture and there should be a preview shown. If you want that one press Insert.

(Adjusting pictures

Click on a picture once to display the handles. Always use the corner handles to keep the original proportions. Click on a handle and drag it inwards to reduce the picture size or outwards to increase it.

(Moving pictures

For pictures with black handles the best way is to click on the image, press Cut and then click in the text at the required new location. Press Paste and it should re-appear there.

If your image has white handles, ask your tutor for assistance.

(Footers

Use View / Header and footer and then press the ( key to access the area near the foot of the page. Select a font / size and type as required. In the Alice text design exercise you may be able to get the © symbol by typing ( then c then ) and a space and it appears automatically. Another method is to use Insert / symbol and select from the pane that appears, pressing Insert and then closing the pane.

A date can easily be inserted by clicking on the calendar-like button on the header and footer toolbar. An alternative is to use Insert / Date and time . . .

(Advanced text format

Select the text and use Format / font. In the pane that opens, colours and a nice range of styles are available.

An alternative is to click on the WordArt A symbol on the drawing toolbar. This produces a wide range of colourful designs to choose from. Warning! They’re difficult to adjust later! Separate notes are available on request.

(Making text fit round picture edges

Pictures naturally come with what is called top and bottom wrapping. This means the text stops above the picture and continues below it. To change this, click once on a picture. A Picture toolbar should appear. If it doesn’t select it from View / toolbars. On that toolbar there is a diamond shape called Edit points. Click on this and a frame will appear around your picture. This frame can be adjusted so that it is shaped around the picture instead of a rectangle and text will flow up to the frame. This reduces the white space around a picture. The process can be a bit fiddly at first and does take a while to get right but the results can be quite pleasing, particularly with a small font and the use of hyphens to allow longer words to split.

After editing the wrapping of a picture you will find that the picture has white handles instead of black. This means it can be moved by dragging with the mouse or by using the ( ( ( ( keys (recommended). It also means that pictures have a tendency to float completely off the page or to positions you hadn’t expected! Ask for help if this happens.

(Reducing the number of pages

Reducing the area occupied by one or more of the illustrations in the Alice text design exercise, coupled with the specified change of margins and font, should produce a single page instead of the two pages previously covered. It may be necessary to position some illustrations inside a paragraph, with text flowing down one side to achieve this. 

Sometimes you will have everything you want on the one page but still a (blank) second page insists on coming along too. It can be quite difficult to get rid of this extra page so the best solution is simply not to print it. Instead of using the Print button on the toolbar, use File / Print and select Current page then OK. That’ll save a few trees.
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