08 Computer Applications
M2A: Using Word Processing in Desktop Publishing (2)




M2A: Using Word Processing in Desktop Publishing (2)

More Formatting Features

Softcopy of handouts can be found at http://www.clsmss.edu.hk/~whlau/08CA/
Function Variables in Header & Footer

1. When we edit the header and footer, we may add some function variables, such as page number, total number of page, filename, date, and etc.

[image: image1.png]



Column Mode
2. To increase the readability of a large piece of text, sometimes column mode is adopted.  It is commonly seen in newspaper.  A page is divided into two or more columns, and since the width of column is small, people may not easily lose the track when reading text with many lines.  This paragraph is an example of using column.
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3. To change some paragraphs into columns
a) Select (highlight) the paragraphs
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Click Format ( Column:
c) Change the column setting:

[image: image7.png]



4. Normally, when we change some paragraphs into column mode, the MS Word will divide the document into “sections”, and the columns are put in a single section.  It is recommended to finish typing a whole document before changing any part of it into column mode.
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Page Break & Column Break

5. Page Break is a special symbol to indicate the end of the current page.  Inserting a page break will cause all the content after it to be put in the next page.

6. [image: image9.png]|- 8 AE
mEBExEY - EAHF BC WG T EE S Mo




Column Break is a special symbol to indicate the end of a column.  Inserting a column break will cause all the content after it to be put in the next column.

Tabs

7. When we press the TAB key on the keyboard, a tab character is inserted into the document.  We may set the position by adding a tab stop.  Tab stop is useful for setting the layout of paragraphs.
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Tab stop is added when we click on the ruler.  To remove a tab stop, drag it away from the ruler.

i. 
[image: image24.wmf]å

=

-

=

n

k

k

n

x

x

1

2

2

)

(

s

 Left Tab:
Text at the point is aligned left.

ii. 
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 Center Tab:
Text at the point is centered

iii. 
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 Right Tab:
Text at the point is aligned right.

iv. 
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 Decimal Tab:
Numbers will be aligned by their decimal points.

b) [image: image11.png]e

RS —
Qm*mﬁ(_) Eg@

o]

ERRE: K0
— X723
ey




To view and change all the tab stops, 
double-click any tab stop, or 
click Format ( Tab Stop.
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Example:

d) Note that tab stop is a paragraph formatting feature, and thus will be carried to the next paragraph when we start a new paragraph by hitting the Enter key.
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Table

8. A table consists of rows (horizontal) and columns (vertical).

	It is a table

	
	
	

	
	
	


9. Adjacent cells can be merged to form a single cell, while one cell 
can be split into several smaller cells:
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To modify the border and shading of a table or some cells, select the 
cells and click Format ( Border and Shading:

11. You may insert simple formula in the table by clicking Table ( Formula.  For example, a formula can be “=SUM(left)”, which sums the cells on the left of the current cell.

12. Table ( AutoFormat may format a table to some preset styles.

13. Border and Shading can be applied to a piece of text or a whole paragraph. 

Symbol and Equation[image: image16.png]R
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We can add some symbols by Insert ( Symbol.

15. To type some equations, click Insert ( Object, and then choose the MS Equation Editor 3.0.
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� EMBED Equation.3  ���





� EMBED Equation.3  ���





Some fonts are built as symbols.�E.g. Symbol, Webdings, Wingdings, etc.





In Chinese Windows, the “Standard Font” is 細明體.  And for Office 2000 or above, Unicode is supported, and you can find the Unicode characters and symbols. (E.g. Hiragana and Katakana)





Note: Border and shading can be applied to text, paragraph, cell(s) and table.





Shading





Border





Page Border is the border for a page.  There are different border style.





Show/Hide gridlines








Sort the cells





Heading Rows Repeat





AutoFormat





Distribute Rows Evenly


Distribute Columns Evenly





(These two are very useful features in table formatting)





Merge cells


Split cell





� EMBED MSPhotoEd.3  ���





Section Break





Column Break





Page Break





Width and separation





Where the column mode starts


In this section


Since this point (all the text below will becomes columns)


Whole document.





Separation line





Select number of columns.





Change from header to footer and vice versa.





Toggle display of document content.





Page setup





Date and Time





Formatting the page number





Total number of pages





Page number
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