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ALLOW WHITE SPACE ( AT THE TOP OF THE DOCUMENT)

FONT:_ ARIAL

FONT SIZE :HEADINGS:12 MAXIMUM
:TEXT — ESPECIALLY TABLES: 10
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Vertical alignment:
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TABLE PROPERTIES:

WIDTH

ROW

COLUMN
CELL

: 26CM (LANDSCAPE) 17 CM FOR PORTRAIT
: CENTER

: DON'T SPECIFY HEIGHT

: ALLOW ROWS TO BREAK (DEPENDS)

: NO PREFERRED WIDTH

: CENTER

PARAGRAPHING IN CELLS (FORMAT-PARAGRAPH)
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Paragraph 9 @
Indents and Spacing | Line and Page Breaks |
General
Alignment: iLeft v | Dutline level: Body text v |
Indentaticn
Left: |0cm y | Specml By:
Right: 0cm s | (none) W |
Spacing
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Before: |1pt v | Line spacing:
After: !1 pt < | |S|ng|e ~ |
Preview
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A NEW PAGE

WHEN OPENING A NEW PAGE REMEMBER TO SETUP YOUR PAGE WITH PAGE
SIZE, MARGINS, PORTRAIT/LANDSCAPE ETC

TIPS WHEN WORKING IN TABLES

“SWHEN ENTERING A NEW TABLE, SELECT TABLE SIZE (PORTR AIT 17CM OR
LANDSCAPE 26CM)

“BTHEN IT IS IMPORTANT TO GO TO OPTIONS ON THE TABLES PROPERTIES
PAGE AND DE-SELECT “AUTOMATICALLY RE-SIZE TO FIT CO NTENTS. THIS
WILL STOP THE COLUMNS FROM SHIFTING.

Default cell margins

Top: 0cm Left: 0.19 cm
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Bottom: 0cm Right: 0.19 cm

Default cell spacing

[ ] Allow spacing between cells

Options

D ‘Automatically resize to fit contents

[ OK ] ’ Cancel l

B
“BINSTEAD OF PRESSING ENTER A NUMBER OF TIMES TO GET TO A NEW

PAGE, RATHER PRESS CNTRL+ENTER
“5TO ADD A NEW ROW, PLACE YOUR CURSOR IN THE LAST CEL L AND PRESS
TAB
“8FORMAT YOUR TABLE USING THE TABLE AND BORDERS TOOLB AR
0 COLOUR FOR SPECIFIC CELLS
CENTER, LEFT, RIGHT ALIGNMENT ETC
DISTRIBUTE COLUMNS EVENLY
PARAGRAPH SPACING IN EACH CELL
GENERAL CELL AND TABLE LAYOUT...... ETC

O O Oo0Oo

“8FORMAT AND ALIGNMENT OF BULLETS IN FORMAT-BULLETS A ND
NUMBERING-CUSTOMIZE

“SUNMERGE CELLS USING SPLIT CELLS

“BRE-DO HEADINGS IE. LO1 AND THEN LO2 WHEN STARTING A NEW SECTION
ON A NEW PAGE (Don't be lazy.....retype it then carry it forward from this
section on) HIGHLIGHT HEADING- FROM MENU BAR, SELEC T “TABLE” TICK
“HEADING ROWS REPEAT”

“BSHOULD YOU WANT A ROW_ NOT TO BREAK ACROSS PAGE, CURSOR IN
ROW, GO TO MENU BAR AND SELECT TABLE>>PROPERTIES. SELECT THE
ROW TAB AND DESELECT “ALLOW ROW TO BREAK....". THIS WILL AFFECT
ONLY THAT ROW
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MARK: mwhens@mweb.co.za
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