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mmm Setting Page Margins

"?; ' = In the PAGE LAYOUT menu, click Set the desired values and click OK
on MARGINS and then select

Margins
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meomm Set Double Spacing
On the HOME MENU, click SELECT and SELECT ALL . t=-
(shortcut CTRL+A) Still in the HS)IVWI“E MENU select LINE SPACING and choose 2.0
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mmm Forcing a section to always start on a new page
Just pressing return to force text onto a new line goes wrong as soon as you change some of the text above.

Put the cursor before the heading that Select the INSERT MENU and  That text will always start on a new
should start on a new page. click on PAGE BREAK page
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mmm Setting styles to the correct fonts, sizes and colours

Highlight some text and set the attributes you want.  RIGHT-CLICK the style T -
d t E Add-Ins Acrobat Avery Design Layout
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momm Adding Page numbers for the introductory pages

On the INSERT MENU, select PAGE On the HEADER & FOOTER TooLs DESIGN Then cho‘ose_ the desired style.
NUMBER then BOTTOM OF PAGE then  MENU that appears, select PAGE NUMBER W e — )

the position you want and FORMAT PAGE NUMBERS
o [l @~
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=k Remove Page Numbers

Hm m = | . This work is licensed by digitaltraining@yorksj.ac.uk
under the Creative Commons Attribution-NonCommercial-ShareAlike 4.0 International License



mailto:digitaltraining@yorksj.ac.uk

Different First Page
D Different Odd & Even Pages
Show Document Text

Options

On the same menu, to stop page numbers on the front page you can tick DIFFERENT FIRST PAGE

(O Restartlng Page numberlng from the introduction

Put your cursor
before the title
Introduction.

On the PAGE LAYOUT
menu select BREAKS
and then SECTION
BREAKS - CONTINUOUS

on PAGE

Click on the
introduction
page and click
on the INSERT
MENU and click

NUMBERS and
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mmm Making some pages landscape

At the start of the landscape

pages: portrait

On the PAGE LAYOUT menu select
BREAKS and then SECTION BREAKS —
NEW PAGE

On the PAGE LAYOUT menu
select BREAKS and then
SECTION BREAKS — NEW PAGE

On the first page that is to be Click on one of the pages

Page Layout References

By =
that you want to be BN 0 [
|andscape and Change the Marvgms Orientation| Size Col
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LAYOUT MENU =

wemm Add a Table of Contents

Automatic tables of contents are based on the Heading Styles. For this reason, you should avoid using heading
styles for items that you do not want included in the table of contents e.g. Front page title

Put your IR The table of contents will be
cursor . d
where you ; d
want the . 1 the
table of Contentls{ SLE
contents Introduction.......ccceeveeeeeeeeenne

to appear. - Different-Types-ofwriting ......

On the ki Yorkshire....oooveivieveeeerceen,

REFERENCES MENU select TABLE OF
CONTENTS AND the style you want.

It is normally recommended to
UPDATE ENTIRE TABLE which will pick

up extra headings.
Update Table of Contents ? P

Word is updating the table of contents. Select one of
the following options:

_) Update page numbers only

@) Update entire table

mmm Indenting a section
Highli

ht the lines that you want to be indented.

On the ruler, slide the
left indent square.
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Thg ‘s‘ele‘_‘c._ted texfc‘will bg indented

momm Seeing formatting marks

If your formatting goes strange, it can be helpful

to see the formatting and paragraph marks.

On the HOME
menu, click T

These never print even if you can see
them on screen.
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