IT2000

Flight to Evzoni: Report structure


This exercise is designed to illustrate how text layout can be changed, using margins, styles and a table of contents. Starting with text copied from a novel you will create an attractive document of several pages with the minimum of effort. You will also print just selected parts of the file.

1. You will be provided with a text file called customs. This contains three paragraphs of a novel. Alternatively, you may be asked to obtain this by scanning a printed version or copying from the internet. Save the file as customs1 so that you will not risk changing the original file.

2. Each paragraph should have a heading – use these three:

Customs control

The car park

Papers

3. Add a main heading at the beginning of the document (but not in a header):

Evzoni

4. Highlight the main heading and apply the Style Heading 1 from your toolbar.

5. Highlight each paragraph heading and apply the Style Heading 2.

6. Change the page layout so that the left and right margins are 2” (or 5cm) a top margin of 2” (5cm) and a bottom margin 3” (7 ½ cm). Set the gutter to ½“ (1cm).

7. Insert a page break at the beginning of the document to create a new first page. On this page place the text Flight to Evzoni in a large and attractive font suitable for a cover page. Note: if the style for this text indicates Heading 1 or similar then press Enter and reset the style to Normal if necessary before entering text and choosing fonts etc.
8. In a header for all pages, except the first, enter the same title Flight to Evzoni (in a smaller font) and also a page number. Using the Page number button on the Header and footer toolbar will probably produce a more satisfactory position in this instance. In File / Page set-up format the page number to start at 0. (This will make the numbers that are printed start with 1).

9. Put your name and the date in a footer, using a smaller font than the main document text.

10. Check your work, save the file as customs2. Print just the cover page.

11. Insert a blank page between the cover and the first text page. Add a Table of Contents to this page. Use Insert / Index and Tables / Table of Contents and select a style of your own choice. Note: if the style appears as Heading 1 or similar press Enter and reset the line to Normal if necessary. Then proceed to insert the Table of Contents.
12. Save the revised file and print the pages that have changed.
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