IT2000: Text design

Flight to Evzoni: Sample pages

On completion, you should have a 4-page document. An example is shown below.
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The cover features the title (and, in this case, a picture and reference not specified in the exercise). The second page has a contents section, a header and a footer. The page number is in the header, starting at 1. The third and fourth pages contain the text, with the bolder headings, narrower format and straight edges as specified. The header and footer continue through these pages too.
The technique for inserting a cover page and a contents page is useful and can apply to virtually all reports or assignment-type tasks which you may need to produce. Using Microsoft Word’s styles can be confusing, particularly if you try to change the font design for heading sizes. It is, however, the only way in which you can get an automatic table of contents for a document. When you don’t want a table of contents, or the list is short, then there is actually a great deal to be said for simply arranging the table yourself! That way you can be much freer with the fonts used for the headings etc. if you wish because there is no need for styles.
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