Find and replace text — Home Ribbon — Replace

Find and Replace

Find Replace GoTo

Find what: |

Replace with:
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Set up page layouts i.e. margins, page orientation, page breaks

Replace

Replace All

Margins — Layout > Margins choose Narrow

Page orientation — Layout Ribbon
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Page breaks — Layout Ribbon
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_ Page Breaks

Page
Mark the point at which one page ends
and the next page begins,
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Column
Indicate that the text following the column
break will begin in the next column.

Text Wrapping
Separate text around ohbjects on web
pages, such as caption text from body text.

1 Section Breaks
fi Next Page

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

Even Page
Insert a section break and start the new
section on the next even-numbered page.

Odd Page
Insert a section break and start the new
section on the next odd-numbered page.
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Header/footer details with page numbering filename
INSERT RIBBON > FOOTER > EDIT FOOTER

Type Name >
Page Numbers > Current Position> Choose Number
FILENAME > QUICK PARTS > FIELD > FILE NAME

Field

Please choose a field Field properties Field options

Categories: Format: |:|Add path to filename
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Uppercase

Field names: Lowercase

BidiOutline A First capital

Citation Title case

Camments

Compare
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Description:
The document’s name and location

Changing line spacing — Select Text - HOME RIBBON Ig . —Choose 1.5
WARNING

When | am an old woman | shall wear purple

With a red hat which doesn't go and doesn't suit me.

And | shall spend my pension on brandy and summer gloves

And satin sandals, and say we've no money for butter.

| shall sit down on the pavement when I'm tired

And gobble up samples in shops and press alarm bells

And run my stick along the public railings

And make up for the sobriety of my youth.

| shall go out in my slippers in the rain
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And pick the flowers in other people's gardens . . .

Indenting paragraphs

SELECT TEXT >

Document2 - Word

Tell me wha

Mailings
ey
LR T 3=
= = i= i

Paragraph

2l

Indenting paragraphs

SELECT TEXT > |

Insert Draw

Design

Source Sans P~ |15

Copy
Format Painter

board (71

ation v

cument D -

Pages Results

ments, pictures... Word can find

anything in your document.

arch box for text or the magnifying

verything else.

Elaine Munn

I U - abe X, X*

Font

Layout

A A

References

Aa- 4o

AaBbCcDx

AaBbCcDc AaBh

TNo Spac...

Mailings

ior| Indents and Spacing

General

Alignment: Left ™
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Fine-tune the layo
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Line and Page Breaks

Collapsed by default

Special:

{nonej

Line spacing:

Multiple ~

D Don't add space between paragraphs of the same style
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