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Chapter 14 - File management

SAVING WORK

When you are creating digital products, it is important that you save your work regularly. This is to make sure that
you have a copy of your work in case the application crashes or you lose power to your computer. This should
include saving your work frequently to secondary storage.

SECURING FILES

You can secure your files by adding a password to be able to read or edit the file, as shown in Figure 14.1.

w-AO-B- D8R Bk D= QA B-RIKF B8B8-Q A 80 Qv — @/

Default Style T T, LHeifro 20 77 U-S AA L LA =-- Bl == 8l-=% =
=

® o Set Passwerd

Fi'e Encryption Password

Enter password 1o open
Confrm password

Note: After a password has been set. the document will only
open with the password. Should you lose the passwoid,

there will be no way 1o recover the document. Please also

note that this password is case-sensitive.

v Options
File Sharing Password
Open file read-only
Enter password 1 allow edting

Confirm password

Page 10t 1 16 words, 71 characters Defau Stye B S - o + 75%

A Figure 14.1 Applications often have built-in features that allow you to secure your files

NAMING FILES

It is important to use sensible filenames. A sensible filename describes the contents of a file so that it can be found
easily.

The following points are some of the considerations that will help you to decide on a good filename.
e You might choose to name it Poster. However, you might make more posters later.

e You could name it First Poster, to be followed by Second Poster, third poster and so on, but in the future
you may not remember what Second Poster referred to.

e  You could name it Sports Club Poster, but what would happen if you were asked to create a different
sports club poster in the future? What if you needed to create more than one poster for the same club?
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If you need to use more than one word in your filename, you should not use spaces between the words. This is
because the spaces can cause problems with some software. Instead, you can use snake case.
¥ Table 14.1 Examples of good filenames

PRODUCT FILENAME REASON

A poster for the City Sports CSC_Summer18_ ¢ CSC for City Sports Club

Club's Summer 2018 ActWeek « Summer18 for the date SUBJECT VOCABULARY

Activity Week * ActWeek for the event (Activity Week) snake case using underscores

2= \ed Iy soparele woids (e case) (underlines) to separate words in a

A presentation to your School_Charity_ * Describes the event filename

school about a fundraising  Presentation_181116 e Uses snake case

day on 16th November * Gives the date in reverse so that the

2018 files will appear in date order when they

are sorted by name

VERSIONING —
As you make changes to a file, you can name it with a version @ CSC_Summer18_ActWeek_v1
number. This is known as versioning, and it allows you to return @ CSC_Summer18_ActWeek_v2

to earlier versions of the same document at a later date B GO Rk a_MiNeai.v2
’ @ CSC_Summer18_ActWeek_v4

@) CSC_Summer18_ActWeek_v5

You could also include the date in your versioning by using the @) CSC_summer18_ActWeek_v6
format MAJOR. REVISION.BUILDdate.BUILDnumber. For example, @) CSC_Summer18_ActWeek_v7

. L . @) CSC_Summer18_ActWeek_v8
1.2.161226.5 specifies the following information. @) CSC_Summer18_ActWeek v
mMAIJOR: version 1 @ CSC_Summer18_ActWeek v10
mREVISION: 2 @ CSC_Summer18_ActWeek v11
mBUILDdate: 161226 (26th December 2016) A Figure 14.2 An example of versioning

mBUILDnumber (from that BUILDdate): 5

1.2.161226.1
1.2.161226.2
1.2.161226.3
1.2.161226.4
1.2.161226.5
1.2.161226.6
1.2.161226.7

A Figure 14.3 A folder titled CSC_Summer18_ActWeek containing versions of files

I lcsc_summer18_actweek G

PERReReR

FOLDERS

You can use a folder structure to keep your folders and files organised. This ensures that your files remain organised
and also lets you know what type of documents are inside the folder. In turn, the Posters folder could be placed
inside a folder called Word Processed Documents, as shown in Figure 14.4.
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B CSC_Summer18_ActWeek

2 s émum svld-l nlla

> - Databases i Information Sheets

»
B Graphics * B Leaflets
B Presentations * [ Letters
B Spreadsheets » I Memos
P web Sites » B Newsletters
I Word Processed Documents » [l Posters
B Reports

A Figure 14.4 Keep your folders organised so that you can find your files easily

FILE FORMATS
Software applications can only read files that are saved in compatible formats. For example, presentation
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@ 1.2.161226.1
@) 1.2.161226.2
@ 1.2.161226.3
@ 1.2.161226.4
@ 1.2.1612265
@ 1.2.161226.6
@ 1.2.161226.7

applications cannot open files saved in a format used by spreadsheet applications. It is good practice to save your

files in a format that will be compatible with the software that you will use to edit it. When saving files, you can

choose to save them in different formats.

IZIT3V - ¥ ODF Presentation (.odp)

Save
Save As: 1.1.27121d] v
Tags:
Where: [l Aperture

ODF Presentation Template (.otp)

ODF Drawing (Impress) (.odg)

Flat XML ODF Presentation (.fodp)

Unified Office Format presentation (.uop)

Microsoft PowerPoint 2007-2013 XML (.pptx)
Microsoft PowerPoint 2007-2013 XML AutoPlay (.ppsx)

SUBJECT VOCABULARY

transparency areas of an image that
do not have a colour value, including
white, are made see-through; if
transparency is unavailable due to the
file format, those areas are displayed

as white

SUBJECT VOCABULARY

file extension the letters at the end
of the name of a computer file, which
show what type of file it is, such as

Microsoft PowerPoint 2007-2013 XML Template (.potm) -dac
Microsoft PowerPoint 97-2003 (.ppt)
Microsoft PowerPoint 97-2003 AutoPlay (.pps)
Microsoft PowerPoint 97-2003 Template (.pot)
Office Open XML Presentation (.pptx)
Office Open XML Presentation AutoPlay (.ppsx)
Office Open XML Presentation Template (,potm)
el
v Figure 14.5 Files can be saved in different formats, such as ODF Presentation (.odp) in this example
WV Table 14.2 Examples of application file formats and their related published file formats
APPLICATION APPLICATION APPLICATION FILE PUBLISHED OR
TYPE FORMAT EXPORTED FILE FORMAT
Word processor Microsoft® Word .docx .pdf
Presentation LibreOffice® Impress .odp .ppsx
Graphics GImP xcf .Jjpeg
-png
Web authoring Serif® WebPlus wpp .html

Different published graphics file formats have different properties. For example,

to keep the transparency of an image, you could choose to export it as a

.png file.
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Chapter 15 — Word processing

cursor a movable point on a screen
ENTER AND EDIT TEXT :::udmt;f::;he point that the user’s
When you open a word processing application, it will open a new document or

ask you to choose a type of document to open. When you type into the document, characters will appear beside
the cursor.

The I-beam (sometimes called the I-cursor) is the mouse cursor that you can use to choose the insertion point for

text or to highlight text to edit or format.
Home  eart  Design  Layout  Saferences  Vallege  Aevdew  View  Asrcbat
N Colrifdodn - 13 - As A Mo AP s 4 amscnme | amacioms Assiicic amccoms ABDC s

w‘ B 1 NrdeX x A2 A IZx a3 m 8 M. . [ - ese S ¢ Me-tug t

.

A Figure 15.1 The I-beam

e e I-Beam.odt
o-h-BA- 58 R B-4 - QA9 »
Default Style ' 7 sty A [ 12 B B 7 g -5 A A » ¥ Table 15.1 Common keys and their functions

IMAGE FUNCTION

Creates a new line and moves the insertion point to
that new line

.'__

The I-beam (sometimes called the I-cursor) is the mouse cursor you can use to select an
insertion point for text or to highlight text to edit or format.

Inserts a space between characters

Page 10f1 28 words, 152 characters Default Style  English (UK) I.

Sets the text entry mode to upper case (capital)

A Figure 15.2 In this screenshot from LibreOffice Writer, the insertion point has been positioned letters

between the words ‘cursor’ and ‘you’

e~ e I-Beam.odt

SH5-0O-B-DaeaR XDBo-4 9- QA 9 »
DetanSye [ T T, |Tanoma nunB[!-{,‘—A'A»

L i ; p SUBJECT VOCABULARY

indent marker a point at which text
can be moved in from a margin, used
The I-beam (sometimes called the I-cursor) is the mouse cursor you can use to select an

insertion point for text or to highlight text to edit or format. to produce standardised spacing
between text

Page 1 of 1 1 words, 6 characters seiected Default Style English (USA) I~ 3

A Figure 15.3 In this screenshot from LibreOfficer Writer, the I-beam has been used to highlight the
text ‘I-beam’
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¥ Table 15.1 - continued

KEY FUNCTION

Backspace Removes the text to the left of (behind) the insertion
point, either one character at a time or entire

highlighted sections of text.

Delete (Del) Removes the text to the right of (in front of) the
insertion point, either one character at a time or

Delete - entire highlighted sections of text,

Shift * Used to access second-function characters or

commands. For example, the second-function
symbols in Figure 15.4 are <, > and ?.

Ty o
88 de

A Figure 15.4 First- and second-function symbols
on a keyboard

* Used to create capital letters by holding down the
shift key while pressing a letter.

Insert Switches between insert mode and overtype mode.
Insert mode lets you enter text to the right of the
insertion point, moving the existing text along as
you type. In overtype mode, the characters to the
right of the insertion point are replaced by the text
entered.

Tab Moves the insertion point to the next indent
marker. In Figure 15.4, each number in the
image is aligned with an indent marker. For more

information about tabs, see page 216.

A Figure 15.5 Indent markers in Microsoft Word
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SPELLING, PUNCTUATION AND GRAMMAR (SPAG)

To help you check your spelling, punctuation and grammar, you can use automated checking tools to proofread
your work as you type.

In Figures 15.6 and 15.7, the automatic checking tools in Microsoft® Word and LibreOffice Writer indicate that 'thi'
is misspelled. You can see that both applications indicate the misspelling with red underlining. Both applications
also indicate a grammatical error ('a' instead of 'an') with blue underlining.

Neither tool highlights the incorrect use of the word 'muse’, which should read 'mouse’, because 'muse' is also a

word that is spelled correctly. This is one reason why it is important to proofread your work yourself, rather than
only relying on checking tools, because automated systems will not pick up all
errors.

The I-beam (sometimes called the I-cursor) is thi muse cursor you can use to select a
insertion point for text or to highlight text to edit or format.

A Figure 15.6 Automatic spell checker running on text in LibreOffice Writer

The I-beam (sometimes called the I-cursor) is thi muse cursor you can use to select
a insertion point for text or to highlight text to edit or format.

A Figure 15.7 Automatic spell checker running on text in Microsoft Word

Spolling and Grammar: Engish (US) ® Speiiing and Grammar: English (USA)
N2t n dictonary: Text language: A. English (USA) B
The I-beam (sometimes Called the 1-cursce) s thi Muse QUrSor vou €2n Ls€ 1o
salext 3 inserton pont for text or to highlght ted: to editor format. Not in dictionary

The I-beam (sometimes caled the |-Cursor)  thi MUse Cursor ewe Can Once

USe 10 SElECt & INSErTon POt 1or 1ext or 10 highiigNt texdt 10 edit or format e

Ignore Al
igrore All Add
AGd 10 Dictionary

Suggestions
s
3 -
thin no
ot s Correct All
tough h

is Awways Correct

Change Cnange All AutoCorrect

Check grammar
) Creck grammar

Options... Cancel

A Figure 15.8 The spell-checking tools in Microsoft Word (left) and LibreOffice Writer (right) suggest different words to replace the incorrectly
spelled word ‘thi’

FORMATTING

You can use a range of effects to change the appearance of your document. Word processing software usually
provides a number of formatting tools, as shown in Figure 15.9.

@) Formatting.odt
S-h-B- SR B4 9 QA EB-LDINlif BE-Q <R30 Hv —e-/
Teasoy BT T, A B 2B B7U-§ A A ],’.-ax-sﬂzs-?;‘:ﬁiv-:. =

Documentt
insert Design Layout References Mailings Review View &t Share A
- X S — ey .
. 1 )y e | . - Aw i IS e = e hT - °
b Calibri (Body) 2 cHASIAY QAP SIS Sy el el fe Y AsBbCeDdte || Asbccodte A3BECCDC L | @)
. ? A » . . = = - = =, & ., ¥
Paste & B I U ~ebe X3 X¥ Q- £ 2 el S = 48 a5 Neemal No Spacing Heasng ! 59!:";1

A Figure 15.9 The formatting tools available in LibreOffice Writer (top) and Microsoft Word (bottom)
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PARAGRAPH FORMATTING

Paragraph formatting affects the layout of the document.

BULLET POINTS

To emphasise key points in your document, you can use bullet points. Bullet points are set out as a list, with each
point on a separate line, preceded by a symbol. Usually this symbol is a filled-in circle, but you can use many
different symbols including squares, arrows and ticks or crosses.

e B:BBZU-8 AA L L-o-20|

IZRE - = 6= = 24 9 A
Bullet Library
Alovely home with: T a o E * ‘:.

* Three bedrooms

» Garage —

* Newly decorated ; \/

* Private swimming pool

« Garden

Define New Bullet...
» Close to shops and transport links ‘

A Figure 15.10 This screenshot from LibreOffice Writer shows that the bullets icon on the right has A Figure 15.11 Some different bullet symbols available in Microsoft Word

been selected by the user

NUMBERING

Numbering is used for ordered lists, either when it is important to show a numerical order or to show that some
items take priority over others. Numbering can use numbers (1, 2, 3, 4), letters (a, b, c, d), and Roman numerals (i,
ii, i, iv).

Avil B 2B B7U-§S AA L L & ;ED

A Figure 15.12 This screenshot from LibreOffice Writer shows that the numbering icon on the right
has been selected by the user
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A Figure 15,13 You can choose the style of bullet or number for different levels; in this screenshot
from LibreOffice Writer, the style of the second level (selected left) has been set to use Roman
numerals (previewed right)
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!

Alignment SUBJECT VOCABULARY
Alignment refers to the position in which text appears on the page. For page margin in a word processing
example, text can be aligned so that it starts on the left page margin or so application, the white area of the ruler

ends and the rt begins
that it finishes on the right page margin. This is done using the alignment disiipattibng)

buttons shown in Figure 15.14.

=
-
=

]
il
]
i
i
Jilf
I
I}
Ih
Il

A Figure 15.14 Alignment buttons in three different word processing applications
(left to right: Google Docs™, LibreOffice Writer, Microsoft Word)

3 . > t 7 e v 0 n 2 2 K " . 14 e

When you reach the end of a line (the right hand margn), word processing software wil
meve the wored ¢ the next [ne. This is called text wrap.

A Figure 15.15 The page margins in Google Docs

m Left-aligned: If the text is left-aligned, the beginning of each line of text will
start at the edge of the left page margin.

m Right-aligned: If the text is right-aligned, the end of each line of text will
finish at the edge of the right page margin.

m Centre-aligned: If the text is centre-aligned, the middle point of each line
of text will sit at the middle point of the page between the left and right page
margins.

®m Justified: If the text is justified, it will start at the edge of the left page
margin and enough space will be added between words and letters so that
the text fits the width of the page. with the last character of each line ending
at the edge of the right page margin. If there are only a few words on a ling,
then they will not be justified.

This paragraph has been left aligned so that it starts at the left margin. The
spacing between each word is consistent, so some lines do not stretch all the
way to the right margin,

This paragraph has been right aligned so that the lines of text end at the right
margin. The spacing between each word is consistent, so some lines do not
begin on the left margin.

This paragraph has been centre aligned so that equal parts of each line of
text appear on either side of the centre line of the page. The spacing between
each word is consistent, so not all the lines of text stretch all the way to either

the: right or the left page margin.

This paragraph has been Justified so that it starts at the left page margin and
ends at the right page margin. The spacing between words changes so that all
the lines of text stretch all the way across the page (except for the final line,
which is not long enough to be justified).

A Figure 15.16 Examples of text alignment
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TABS (INDENTATION)

FOCUS

You can use tabs to move text away from a margin or to produce standardised spacing between text.

This
text
uses
tabs
before
each
word,
not
spaces

A Figure 15.17 This text has been spaced using tabs

LINE SAPCING

You can change the line spacing of your document if you want to add more
space between the lines of text. This can improve the readability of the
document and provides space for people to make hand-written notes in
between the lines of your text when printed.

This text has double line

==

=
v 10

115

20

25

3.0

Line Spacing Options...

A Figure 15.18 The different line spacing options in Microsoft Word

This text has single line
spacing (spacing set to 1.0).
The lines are close
together. This text has
single line spacing. The
lines are close together.
This text has single line
spacing. The lines are close
together. This text has
single line spacing. The
lines are close together.
This text has single line
spacing. The lines are close
together.

This text has line spacing

set to 1.5. The lines are
further apart. This text has
line spacing setto 1.5. The
lines are further apart. This
text has line spacing set to
1.5. The lines are further
apart. This text has line
spacing set to 1.5. The lines
are further apart. This text

spacing (spacing set to 2.0).

The lines are even further
apart. This text has double
line spacing (spacing set to
2.0). The lines are even
further apart. This text has

double line spacing

has line spacing set to 1.5.
(spacing set to 2.0). The

A Figure 15.19 Examples of different line spacing in LibreOffice Writer

TEXT WRAP

When you reach the right page margin at the end of a line, word processing software will move the last word to the
next line if it is too long to fit on the current line. This is called text wrap and is shown in Figure 15.20.

) . 3 " " 1" < 2 " 5 w "

When you reach the end of 3 kne (the right hand margin), word processing software wil
move the word 1o the next Ine. This is called toxt wrap

A Figure 15.20 In this screenshot from Google Docs, the word ‘move’ cannot fit at the end of the line
so it has been wrapped to the next line

FONT FOMMATING

Font formatting affects the appearance of the text in your document.

COLOUR

You can change the colour of the text using the tools listed in the Format or Font

menu, as shown in Figure 15.21.

10

AR
-
[ Automatic |
Theme Colors
H EEEET .
Standard Colors
HER EEEEEN
& More Colors...
4 Gradient >

\ Figure 15.21 Changing the colour of text in Microsoft Word
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FONT SIZE AND STYLE

The text that you enter can be made larger or smaller by altering the font size, as shown in Figure 15.22. Using
different font sizes is useful if you are trying to show a visual hierarchy, in order to make some items in a document
look more important than others.

)

L T Tarome lz’on BB/ U-8 AA L L&~ Z-=-|2

9 X 3 v X
10
105

‘1
12
13
14
13
15
13
2)

bqg

A Figure 15.22 Font size can be changed using a drop-down menu in LibreOffice Writer

The font can also be changed using a drop-down menu, as shown in Figure
15.23. For example, you could choose to use one font style for the body text
and a different font style for headings, but it is often best to limit the number of
fonts used in a document.

i B :: BB ZU-§ AA LZ L& 2-2-|E|F T E &
| Teukushi & Round Gothic BAIEB |v
Tsukushi B Round Gothic GES
Tw Cen MY

Verdana

Wosewen e
Wowati SC b
Wowati TC ¥
werangs 'R el TN
Weibei SC L]
Weibei TC #*
Wide Latin

Wingdings CAVIRHE

A Figure 15.23 Word processing software such as LibreOffice Writer comes with many built-in font
styles and more can be installed if necessary

¥ Table 15.2 Sans serif fonts

Avrial font style — size 8 Trebuchet M5 font style - size 8
Arial font style — size 10 Trebuchet MS font style - size 10
Arial font style — size 12 Trebuchet MS font style - size 12
Arial font style — size 14 Trebuchet MS - size 14
¥ Table 15.3 Serif fonts
Times New Roman font style  size 8 Garumond style - size 8
Times New Roman font style — size 10 Garamond font style — size 10
Times New Roman font style — size 12 Garamond font style — size 12
Times New Roman font style — size 14 | Garamond font style — size 14

11
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') Foematting odt

Text boxes _
A9 =

You can use a text box to place text in a precise location on the
page. The text box creates a moveable and resizable area of a
document that has its own margins, as shown in Figure 15.24.

A Figure 15.24 A text box in LibreOffice Writer

COLUMNS

FOCUS

*his is a text box.

It Is a special area of a
document that has Its
bwn margins, can bé
resized and moved o any
position on the page

. -

You can choose to have your lines of text laid out in vertical columns, rather than running all the way across the

page. This is the sort of layout you generally see in newspapers and newsletters.

When you want text from the first column to move up into a second one, you can use a column break from the

Breaks menu.

<Y bwmarrg

Columns can be used 10 mio the next column. You column includes an image
create layouts for can alter the column of some columns.
newsletiers where you margins.  Most  word

want text in vertical processing  applications

sections. provide some template

You might often usc
Justified alignment on the
margins so  that the
columns appear to be
more defined. When you
reach the bottom of a
column, the text flows up

margin column layouts,
mncluding  some  with
different margin  widths.
You can place text or
imuges into columns, This
example uses  three
columns and the third

A Figure 15.25 A document laid out using a column layout in Microsoft Word; read the text for more
guidance on the use of alignment in columns
o Caarmey
Setregs
wes ) EEEHEE
Ao e Sy o sl [

Wicth and Spacing
Conron

on

Spacg

A Figure 15.26 Most word processing applications, such as LibreOffice Writer, provide advanced
options for columns

TABLES

Another way to arrange text in a document is by using tables.

Tables are useful for displaying comparisons between different
Right

pieces of text. Like columns, they keep the text aligned but

Figure 15.27 A tabl
have more features than columns. SR IR

A table is made up of rows and columns of cells. For example, in the table shown in Figure 15.27, the red-shaded

area is a row of four cells. The area with thick borders is a column of three cells.

12
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Alignment

Just like the body text on a page, the text in cells can be

aligned left, right or centre, or it can be justified. Text can
. . A Figure 15.28 The alignment options for text in a table in Microsoft Word
also be aligned to the top, the middle or the bottom of a

cell. = = = = = = — —

Merge : E{ = =] - = =

You can merge different cells together to form one large ) i i
o A Figure 15.29 Cell text alignment options in Microsoft Word
cell. This is useful for ,
Left Top

creating headings in tables, as shown in Figure 15.31. Centre Middle
| Right Bottom

A Figure 15.30 Aligning text in a cell

The four cells in the top row of this table have been merged together

These two cells have
been merged

A Figure 15.31 Merging cells

Split

In some word processing applications, you can also split cells in a table. Cells can be split vertically and horizontally,
as shown in Figure 15.32.

Before splitting
One cell
Two | cells

Three cells here
After splitting
Split I into two I

Two cells split into...
...one column and two rows
Three cells splitinto... | ... two columns and one row

A Figure 15.32 A table before and after some of its cells have been split

One example of using this feature would be to show groups of information, as
in the fitness training plan in Figure 15.33.

Section 1 Week 1 2 x 30-minute run
(Base)

3 x 10-minute rowing

Week 2 2 x 40-minute run

3 % 15-minute rowing

Section 2 Week 3 3 x 45-minute run
(Endurance)

4 % 10-minute rowing

Week 4 3 x 50-minute run

4 x 20-minute rowing

Section 3 Week 5 3 x 25-minute run
(Taper)

3 x 15-minute rowing

Week 6 2 x 30-minute run

2 x 10-minute rowing

A Figure 15.33 A training plan with some cells merged to show the way in which information is
grouped

13
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Gridlines

FOCUS

Some word processing applications have a gridlines feature that makes the table layout visible while you are

working with it. However, the gridlines are not printed or shown when the final version of a document is exported.

[ ] L J Options - LibreOffice Writer - Grid

» LibreOtice

> LoadiSave e

. Settings Snagp to grd

¥ LUbreOffice Writer
General Visible grid
View
Formaming Aids Resolution Subdivision
Basc Fonts (Western) Hoizoneak: 039" | [C Horizoneal: 2 <} space(s)
Print
Table -
Cranges Verscal 039" | Verscal 2 space(s)
Comparson
Compatitiity Synchronize axes

A Figure 15.35 In LibreOffice Writer, the grid can be made visible in the Options settings

With visible gridlines

Without visible gridlines

A Figure 15.36 A table in Microsoft Word with and without visible gridlines

With visible gridlines

iy
o .

— Bottom Borcer
™ Top Border
| Left Border

| Right Border

N2 Border
@ Al Borders

O Outside Borders
=+ Inside Barders

= Inside Horizonta! Border
| Inside Vertical Border
\ Diagonal Down Border
7/ Dagonal Up Border

Cell 1 Cell 2 Cell 3 Cell 4 4~ Horizonta' Line
Cell 5 Cell 6 Cell 7 Cell 8
Cell 9 Cell 10 Cell 11 Cell 12 —‘, Draw Table
Without visible gridlines
Cell 1 Cell 2 Cell 3 Cell4 Borders and Shading
Cell 5 Cell 6 Cell 7 Cell 8
Cell 9 Cell 10 Cell 11 Cell 12
A Figure 15.37 A table in LibreOffice Writer with and without visible gridlines A Flgure 1534 G”dh.nes can be actlvated 1rom
the Borders menu in Microsoft Word
Borders

Unlike gridlines, borders are visible when the document is printed or
published. You can change the thickness and colour of the borders. Some
word processing applications allow you to add patterned borders or
repeated images to create a patterned border.

Shading

You can use shading to apply different colours to different cells. For
example, some of the cells in Figure 15.34 are coloured in order to
highlight cells that have been merged or split. Similarly, in Figure 15.36,
some cells are highlighted to make the table easier to read.

PAGE LAYOUT

Heading and subheading

The page layout relates to how content is positioned on the page.
To make the layout of your document consistent, you can use heading and
sub-heading styles. These styles can be applied to heading text in order to

SUBJECT VOCABULARY

borders lines that surround the cells in
a table

No Color

Theme Colors

< i
L

Standard Colors

& More Colors..

A Figure 15.38 The cell shading options in

Microsoft Word

apply a particular font style, size, formatting and colour to headings throughout a document. Figure 15.39 shows an

example of heading styles.

14
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[osmmsve B T T
Clear formatting
Default Style
Text Body
Quotations

Title
Subtitle
Heading4
Heading 2
(r— - Heading 3
AaBbCcDAEe  AagbCcddte ||AaBOCCDC| Assbcendie  mateccoste AQBD( msvccoste | | @ More Styes.
Noemal NoSpacieg || Headng) || Hesdieg2 Hoading 3 Tite. Subvtie Styles

Pene A Figure 15.42 The Styles options in
A Figure 15.41 The Styles options in Microsoft Word LibreOffice Writer

Lists

You learned about bullets and numbering on pages 213-215.

Templates

You can create documents using an existing template. Using a template
gives your documents a consistent style. In a business or organisation,
this consistency is known as a house style. For more information about
house styles, see Unit 5 Applying Information and Communication
Technology (pages 188-189).

This is the main title for the document

[This is a main heading

Serma Itrodccton Lt sbout the headig.
115 2 ub-headig

s 5 the text abous the seb headeg.

Asecond main heading

Sarme Iiroductony test 3bout the hesding.
185 8 3ub-heading from the second main hesding
T 5 the et sbout the sub hesding.

P T T RS - & Omm - — — &

A Figure 15.39 This document in Microsoft Word shows that Heading 1 has been selected for the
text, ‘This is a main heading'

When styles are applied to headings and sub-headings, they can also be used
to create an automatic table of contents.

T Ap) gy e P g TR,
L S Yol ZEmNe— 2 =

Iy,

Tadie of Contents

3
2
2

EAS - s Ghe - — — . un

A Figure 15.40 This table of contents in Microsoft Word is created automatically from the styles
applied to the text in Figure 15.39

JEZN et View insert Format Styles Table Tools Vv I Edit View Insert Forn

New > | Q A ¢ New Document #BN |
oen..  xo —
owmcerle. {BBZU-§ A O ¥
o ~ } . > Open Recent >
Wizards 5 Close xw
Save e
Save as Template... Save As... o%s
Save as Template...
Manage Templates O 3N |
— " —— Restore »
Share »
Restrict Permissions >
Reduce File Size...
Page Setup...
Print... *®P
Properties...

A Figure 15.43 You can often access templates by choosing the Templates option from the File

menu (left to right: LibreOffice Writer and Microsoft Word)

15
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Vervan Ave

Cornat e~

A Figure 15.44 Some applications have a feature that lets you search for online templates

You can also create your own templates by creating a document and
saving it as a template from the File menu. The next time that you or
someone else uses your template, you or they will be able to save the
file as a document based on that template. For example, Figure 15.45
= i : ' shows a new template that can be used to create chapters for a recipe
. book. In some applications, once the template file is saved, it will then
} appear in the list of available templates (see Figure 15.46).

Mot Wl
EPe
o
O T =
Take a —-
tour
ElR & 5 Crost = == ;e Carcol Croste
A Figure 15.45 A new template in Microsoft Word for a A Figure 15.46 After saving the file as a template, it appears in the New
chapter of a recipe book Document window in Microsoft Word

16



www.focuscollege.lk +94 74 213 6666 FOCUS

Header and footer SUBJECT VOCABULARY

header the area at the top of a page
or presentation slide that contains
graphics. The footer is the area at the bottom of a page that can also contain text or content to be repeated on every page

: or slide
graphics. footer the area at the bottom of a page
or presentation slide that contains
content to be repeated on every page
or slide

The header is the area at the top of a page in a document. It can contain text or

The content in the header and footer is usually repeated on every page.
Common content for headers and footers includes the title of the document, the
author's name, page numbers and the date and time when the document was created or modified.

References Maltngs Review View Meader & Footer

— s P eep— R
o “ & & Podiows O v 2oee & Moader ram Top os = @
(O S IL - Now V' Dttecent 008 & Tven Peges .

Mesder  Toolwr  Page Osed Feg  Posees * t Footer from Bottom: 05 T Com Hesser
N Tive trom Fie Footer V' Show Document test and Footer
e e Sere bl ) Ry Tretemt

First Poge Mesder  Cose © Cven Page Header  Ciose © Ocd Page Mesder | Ciose ©

Pete Bell's Recipes

Flavours from around
the world

Chapter 3 - Thailand

Fast Page Focter  Close © Cven Page Footer  Close © 00d Page Foster  Close ©

) e

A Fgure 15.47 You can set different headers and footers for odd, even and first pages of a document

Page breaks

If you want to start a new page, such as for a new section or chapter in a document, you can insert a page break.
This can be done using the mouse to select the Breaks menu or using the keyboard by pressing Ctrl+Enter on a
Windows® PC or Command+Enter on an Apple® Mac®.

Inserting a page break ensures that the gap at the bottom of

the page on which the page break is inserted will be In this
case, if you add text at the end of the first page, the text on
the next page may be pushed down to accommodate all the

Portrait Landscape

A Figure 15.48 Landscape and portrait orientations

line returns.
L] Page Stye Detaut Styve
The orientation of a document affects the layout of the i I s ety Tt ron " Suwws ” ourwe Fevui
Pages b omat
document. There are two orientations, as shown in Figure e M B
Wan a B
z [
Omemton () Powar
Landacape Piowvay  Prom pareer temoa] B
mportrait, with the long side of the page vertical like a portrait e : L
(L3 on - Page o RGN and Wt B
painting e on o 122 B
. . . . b i AR
mlandscape, with the long side of the page horizontal, like a = ,
landscape painting.
o N o e e
The defau|t page orientation iS portrait_ A Figure 15.49 Page Options allows you to change the orientation of the document in LibreOffice

Writer

17
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Page num be ri ng Changing the orientation will change the

orientation of every page in the document.

Page numbers can be included in the footer as a repeated

If you want to include a mixture of orientations

in your document, as shown in Figure 15.50,
element that appears on every page. They can be set to S o et st Tk oy vl
. . breaks. Section breaks can work in the same PAOE 3
automatically increase as the document gets longer. way as page breaks, but they spiit the PORTHAT Gk TATON

document into different sections, each of
which can have a different orientation.

Page 3 of 3 Page 5 of 6 L ——

PAOE -
insect Brask LANDSCAPT ORIENTATION

°
A Figure 1551 Examples of page numbering in LibreOffice Writer and Microsoft Word Tyve

PACE 3:
PORTRATT ORIENTATION

nscace
1m Page
Rt Page

A Figure 15,50 In LibreOffice Writer, a landscape page break is used to set the second page to

landscape orientation
DOCUMENT ELEMENTS

You can insert different types of elements into a document.

Reterences

Mailings
Tt @

Tadie Potres Spes Sment Ot Somesenar

Page Bresx

A Figure 15,52 Most document elements can be inserted from the Insert tab in Microsoft Word

These document elements include:

mcharts and values from spreadsheets

mtables (see page 220)

mimages, including screenshots

mvideos, as shown in Figure 15.53

mshapes, as shown in Figure 15.54, including lines, geometric shapes, arrows, mathematical shapes, flow chart
symbols, stars and banners and callouts

mtext from other files, usually by copying it and then pasting it into your document text boxes (see page 219).

=

\\\’L.’L‘L

TL2A0D
tetgen
EeReavREES
HEO0ALNFAGPSEODOOO
¢oO0TL7+o0
BOON~APOON (o
0age) )
=t de s s
Co2UnNn==e>p" -
> N
tosmon V- aow
+ - X ==
EesrsrAENNPPwmOoal
e vAEARSOI AVYED
Qe e o
* 4+ XXNODOOOO
R AN EENN

R eSS s amn am
- 8 an
A Figure 15.54 Many different types of shape can be inserted into a document

A Figure 15.53 Many types of element, such as video, can be inserted into a document
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DOCUMENT TYPES
Some application software provides templates that will provide a letter layout
Word processing software can be used to create a number of for you.

different types of document, including letters and posters.

Letters e
Beach House
When creating letters, it is a convention to start the document bt
Postcode
with a salutation and end it with a complimentary close. Table S PR R A3
. . . Miss B Wave
15.4 contains examples of salutations and corresponding Wiome
complimentary closes. N
¥ Table 15.4 Examples of salutations and complimentary closes Dear Miss Wave,
| am writing to remind you about the surfing mext week. Your Y
T S TS R
Dear Mr Bell, Yours sincerely, g
 you need any help with directions, please check our website which has a iocal map view
Hi, Mr Bell! Kind regards, 3nd directions for your sat nav.
Water will be prowided at the event, but pleass remamber that the wn will be strong, 30
When creating a letter, it is also conventional to: Dlaase bring » 3pare shirt, hat and some sen block.

m include your own address, the recipient’s address and the date of the letter Yourksthonrhy

m put these different elements in standard places on the page, as shown in
Figure 15.56 Lee Sngh

Director = Surf 18
® sign the letter by hand.

REPORT

A report is a formal document that is used to bring together and
present information about a specific topic. To help present the
information as clearly as possible, most reports are split into
sections with each section having a heading.

A Figure 15,56 An example of a letter layout in Microsoft Word

Health and safety
s o i b g i i v A o o
e S e v ikl ot
s e et
e o e e Mty
= e e .
R s k. v gt s, s et e, o
e S s ot e
o S e T e T A I L
s o I pae
2018 competition report. Timings
b Ml o o i o A OV s A O
prepared by Pete Be" e S Vs SRR, VER A0S mIE STV, B S04 PRt WA, Shevet
- e A it i e e

Location and weather
, siowm [—

. g o Sethen Sugun. ot WO S Curmbier Hastus o Sen  MbCASn Velth o
B G Bed L LICERL WIS Cona St AR, DA & €4 G0ute Sutend
meerata i

Funding

Page20t2  20iwords [T Engluh (uK) LlIn > = Cran - ——

A Figure 1557 An example of 2 report layout in Microsoft Word
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NEWSLETTER

Newsletters are a less formal way of distributing information, such as to members
of a club or society. Typically, newsletters use a column layout, -

as shown in Figure 15.58. For more information about column !
aouts MNH || I@

POSTER Latest
A poster is used to draw people's attention to something as they Events s sician auge. uirces

. . . . . e oxove. Sed orsvida  utrices,
walk past it in the street or see it displayed on a notice board. A e i B S el

H . . . blandit gravida, ost sapien faCHSis lectus et ipsum auctor
well-designed poster should not contain too much information, peeraun oo sc” macrs :ﬂ::v;ms:mw:
. . . . , folis  vitae  dignissim
as people are unlikely to spend a lot of time reading it. Borest, e i rpenia ogin

est integer pollentesque ut rs!

non, aliquet rhoncus ante
Pellentasque id quam in metus
pharera auctor in non el
Nu-m vanus, dolcr  sed

magna
lorem a maurs facksis mallis
Irtoger viae matis mi, ou luctus
fels Interdum of malesuaca
fames ac ante ipsum primis in
faucibus. Sed id molis nist, eu

SURE COVE :
LI N \/U Uv

A Figure 15.59 The sky, background landscape and water/beach In this poster are approximately
positioned on the imaginary horizontal lines; the surfer is positioned at an intersection, making it
a focal point

Leaflet > -
B2 gent page Hhslde page

A leaflet is a document used to distribute information

or advertise products or services. Like newsletters, 1
nside'page

nside page
InSIde page

leaflets use columns (see page 219), but in leaflets this
layout is used to create a design that can be folded

once the document is printed. This produces the effect

of separate pages. A Figure 15.60 This double-sided, folded leaflet in Microsoft Word uses a two-column design; note
how the front page is on the right-hand side of the first page and the back page is on the left-
hand side of the first page

Information sheets or fact sheets

Information sheets and fact sheets usually contain more information than you would place on a poster, for
example. They are designed to be handed out to people in the street as flyers, given out at meetings or left on
information stands for people to pick up.

An information sheet is usually a single, unfolded page, but they can be double-sided. The page size is usually set to
A5 and the page orientation is often set to portrait.
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Memo

Memo is an abbreviation of the word memorandum and
means a brief note or message. Memos are commonly used
within businesses to convey information quickly and clearly.
The language and tone used in memos is less formal than the
language used in a letter. When you are creating a memo, it is
conventional to specify the subject, as shown in Figure 15.62,
to make it clear to the recipient what the memo refers to.

Commonciron wan
Trom L s

= Martenag team
Ot 30" December
Senpert e 13 erraen

Commants  Tha WTass eed 16 g0 S0t Laduy, st Mg Sam with my Sgaatere. Thans, Lo

o — - Exs

A Figure 15,62 An example of a memo in Microsoft Word

MAIL MERGE

Mail merge is used when you want to send the same document to
many people but would like to personalise part of the document for
each individual recipient. For example, you may want to add
individual names and addresses to different copies of the same letter
or to include personalised information in the text of a document, so
that it appears to have been created for each recipient individually.
Mail merge uses two files:

[0 a data source

[0 a main document.

Chapter 16 — Graphics

FEATURES OF IMAGE TYPES

Graphic software can produce two types of images:
mbitmap images
mvector graphics.

Bitmap images are used for photographs and scanned documents.
They are made up of small squares called pixels. Each pixel is a tiny
square of one single colour. Images that use more pixels are said to
be higher resolution than images that use fewer pixels, meaning that
the image is a better-quality image. This is shown in Figure 16.1.

21

Memo

To: Communications team
From: LEE SINGH

cC: Marketing team

Date: 30" December

Subject: Letter to entrants
Comments:  The letters need to go out

A Figure 15,61 An example of an information sheet in Microsoft Word

Title FirstNome LastName Addressl Address2 Gty PostalCode
M Pete Bell Millside Happy Valley Calderdale  CA11P8
M Lucas Oune Penthouse  Valley Apartments  Kirklees  KL1240Z
M3 Raquel  McGiddy  The Terrace Pauper Lane GloagVille  GLEG6OV

A Figure 15.63 A data source created in a word processing application (Microsoft Word)
A s c 0 € ¥ s
1 thle fistname surname addressl  address ty
2 Mr Pete Bell Hilside Happy Valley Calderdale CA11P8
3 Mr Lucas Dune Penthouse Valiey Apartments Kirdees  KL1240Z
4 [Mrs Raquel  McGiddy The Terrace Pauper Lane GioagVie [GLEGSOV |
A Figure 15.64 A data source created in a spreadsheet application (Microsoft® Excel®)

s ——

A Figure 15.66 The mergad document showing the data from second record in the data source
shown in Figure 15.64
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1 1

A Figure 16.2 Using a 256-pixed grid (right) allows you to represent a circle more accurately than ”
using a 9-pixel grid (left) A Figure 16.1 The left side of this image uses fewer pixels than the right side of the image

Vector graphics

Vector graphics do not pixelate when enlarged because they are made up
of points or co-ordinates and lines. These are recalculated each time the image is redrawn, either by a printer or on
a screen. Although vector graphics can look unrealistic or stylised when compared with bitmap images, they create
much smaller files because data for each pixel does not need to be stored.

Figure 16.4 shows the key difference between vector graphics and bitmap images. Because a bitmap image is made
up of thousands of pixels, it pixelates when the viewer zooms in too far. The vector graphic does not pixelate
because it is made of a series of simple mathematical co-ordinates, which means that, when the viewer zooms in,
the image is accurately reproduced at a larger size.

7 x Magnification

Vector

Bamap

A Figure 16.4 The differences between vector
graphics and bitmap images

A Figure 16.3 An image will pixetate when enlarged, as the individual pixels are made more obwious

CREATE IMAGES

When creating images, you must be able to combine basic shapes such as squares, rectangles, circles, ovals,

tria ngles and arrows. Figure 16.8 is an example of a graphic produced using curved lines filled with
colour.

Although you can use specialist graphics applications, many of these

shapes are also available in applications that are not obviously

associated with graphics, such as Microsoft Word. For more
information about the shapes available in word processing
applications, see page 229. Often, you can choose from a range of
basic shapes or create your own from lines. You also need to be able
to incorporate lines and text, including text boxes.

St 8 5 3 —— =

iglod slQlDT e

A Figure 16.8 A graphic that uses curved lines, some of which are filled with colour; the layers
show the individual elements used to create the image

In Figure 16.9, you can see the list of layers as displayed in LibreOffice
Draw®. This shows the individual elements used to create the image and the
order in which they are placed on the z axis. In Figure 16.9, you can see that
the Outline layer is on top of the Color layer on the z axis.
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' ettt .- Figure 16.7 shows an example of the way in which basic shapes can be
combined to produce an image. The basic shapes used to make the image on
the left are shown on the right.

SM-UND XGR4 5 SO EME ReTeie. WO %0 WA

i

TER T R TP Y T

A Figure 16.7 An image created in LibreOtfice® Draw that uses 12 basic shapes

“

A Figure 16.5 The square has been drawn in Googie Drawings and the fill colour has been altered & <> Layer 1 (2 Objects) .

from biue to red =) Outine (Imported Group, 1 Object)
8 1 .

The colour and thickness of the outside lines defining the shape can also be PolyCurve. 3 Nodes)
altered, as shown in Figure 16.6. :

2 « » Color (imparted Growp, 5 Objects)
e Py e i {Curve. 10 Nodes)
aras faaL azew
 Closed Curve, 11 Nodes)
« YCurve, 13 Nodes
Curve, 6 Nodes

Closed Curve. 4 Nodes)

) @ 2@

A Figure 16,6 The square's line colour and thickness has been altered A Figure 16.9 The layers used to create the image in Figure 16.8 (this is a close-up of the feature on

the right of the screen in Figure 16.8)
SUBJECT VOCABULARY

EDIT IMAGES layers individual sections of the image;
L. - - each layer is positioned on a separate
Image editing tools allow you to change an image in a number of ways. Pl o iz axley Boc) G Coriain ore
. or more elements
Resize and rotate z axis the dimension that provides an
image's depth and allows elements

You can resize or rotate an image by clicking the image with your mouse to show its to appear in front of or behind other
handles. These are the resize points and rotate points shown in Figure 16.10. elements

SUBJECT VOCABULARY 2 |
resize point a point at which an image
can be dragged to be resized

rotate point the pivot point around
which an image can be rotated

Resizing an image by dragging the handles in the corners of the image

maintains the image's aspect ratio. However, resizing the image by

dragging the handles on the sides of the image does not maintain its A Figure 16.10 Once an image is selected with the mouse, the elght handies that act as resize

aspect ratio, meaning that the image appears distorted. POINERANE T FHahe MOt WL b vl

SUBJECT VOGCABULARY

dragging moving with the mouse
aspect ratio the ratio of an image's
width and height
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Cropping

Cropping an image means cutting off and deleting part or parts of it in order to make it a particular size or shape.
For example, the image in Figure 16.12 has an original aspect ratio of 4:6. Figure 16.12 shows the image once it has
been cropped to 5:7 and 8:10.

A Figure 16.12 Cropping allows images to fit different aspect ratios or o remove unwanted parts of
an image

Adding captions and text

Text can be added to an image. For example, you might add a caption to a photograph or add a slogan or strapline
to a logo.

Editing or deleting unwanted parts of an image

If there are areas of a bitmap image that you do not want, you can either erase them or recolour them so that they
blend in with surrounding areas of the image. Figure 16.13 shows some of the tools available to do this in Microsoft
Paint.

Sall 7 @A g
= ] g === £ Resize = u
a‘m Sd‘m 22 Rotate rd Q Bmtlm
board Image ” . -1
A A
v QA
A Figure 16.13 Tools in Microsoft Paint

A Figure 16.15 The Colour Picker has been used A Figure 16.16 The tower has been removed
to select the colour around the tower, which
Is now ready to be used as Colour 1

Most applications have a Colour Picker tool that allows you to select a colour
from a nearby area of the image and then use a brush or pencil tool to cover
the unwanted area with the selected colour. For example, you can remove the
tower in the background of Figure 16.14 by picking the colours around it, as
shown in Figure 16.15, and using a brush tool with this colour to paint over the
tower, as shown in Figure 16.16. Doing this improves the image, as shown in =@ weEms weam gy
Figure 16.17 and 16.18. — 2 g | < - e nE O

':L.‘n

A Figure 16.17 The same image after the tower has been removed

A Figure 16,14 The tower on top of a building on the right of this image is unwanted
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A Figure 16.18 Before editing and after editing; the edit has improved the image now the tower has
been removed from the background

Chapter 17 — Presentation

TEMPLATE AND MASTER SLIDE

To ensure that your presentation has a consistent layout and
design, you can use a template or theme. Figure 17.1 shows
some of the templates available in Microsoft PowerPoint.

Layou =

Office Theme

[ sose e b tedl  Secten Hesde

A Figure 17,2 Slide layouts in Microsoft PowerPoint

All templates use the same group of slide layouts, some of
which are shown in Figure 17.2, but each template has an
individual design that is based on a master slide or slide
master. The slide master content can only be edited using
the Slide Master view, which is accessed in Microsoft
PowerPoint by choosing Slide Master from the View tab.

SUBJECT VOGCABULARY

slide master (or master slide) in a slide
presentation, a template slice that
spacifies the layout and appaaranca of
content slides

25

acana oa

= |

A Figure 17.1 Examples of siide design templates or themes in Microsoft PowerPoint

sert [N

— T — DROPLET

Click to edit Master title style

* CAck 10 £t Master text styies

A Figure 17.3 Slide Master view in Microsoft PowerPoint; any changes made to the main slide
master will be applied to every slide layout master
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Placeholders

The slide master contains placeholders for
content. These can be made available or
unavailable by selecting Master Layout in the
Slide Master tab.

SUBJECT VOCABULARY

clip art images, photographs or
pictures that you can copy and usa in
your own computer documents

DATE AND TIME, FOOTER AND SLIDE NUMBER

At the bottom of a slide layout, you can format the way in which
the date and time, footer and slide number will appear on each
slide. They will appear on the slides in your presentation if they
are selected from the Header and Footer window after the
Master View is closed, as shown in Figure 17.5.

Background

+94 74 213 6666

I0€ MASTEF HOME

wp Rename

Insert Master

# Preseve ot

Layout

ot Master

INSERT

Master

TRANSITION

Layout

FOCUS

Master Layout v, =
Paceholcers
/. Inte
s Teat
Date
Shde number
Eooter

5 NN

oK Cancel

A Figure 17.4 Selecting Master Layout in Microsoft PowerPoint (left) opens the Placeholders window
(right), which lets you choose which placeholders to make available on each skde

ey atese ] Camn

A Figure 17.5 The Header and Footer window is available from the Insert tab in Microsoft

PowerPoint

You can change the background of all slides using the slide master. You can add an image or background colour.
You should always make sure that your text can still be read if you change the background colour or image (as

shown in Figure 17.6). If you are using a light.

-~

A Figure 17.7 Applying 2 washout effect in Microsoft PowerPoint

26

Click to edit Master title style

Click 1 et Master subitie strle

~Click to edit Master title st

A Figure 17.8 Once the washout effect has been applied, the text is easy to read

A Figure 17,9 Applying a slightly transparent background colour to text placeholders makes it easy
to read the text on the slide without affecting the colours in the image
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Font enhancement

The fonts on the slide master or slide layout masters can be enhanced using formatting such as bold, italic or
underlining.

SLIDES

Once you have set up your template and slide master, you can begin to add content to your individual slides.

Text and images

You can add text and images into the content placeholders on your slides. If you add a lot of text to a placeholder,
the text will automatically resize so that it fits the placeholder.

Try to limit the amount of text that you use on each slide. Presentations are not meant to repeat everything that
the speaker says, but should give a few key points as a visual guide or reminder for the audience. If the audience is
too busy reading lots of text on the slide, they may not be listening to what the speaker is saying.

Sometimes, images can be much more powerful than words. You can even use images or charts to summarise the

point or points that you are making on each slide without using any text at all. For example, compare Figures 17.10
and 17.11. Both slides give the same information, but Figure 17.11 requires the audience to do less reading

ot Bsqol ®

A Figure 17.10 This slide provides lots of information in bullet points A Figure 17.11 This slide provides the same information given in the sfide in Figure 17.10, but it
requires almost no reading

Action Buttons

A Figure 17.12 Action buttons in Microsoft PowerPoint come with ready-made actions, but you can
alter their actions

Action buttons

Presentation applications can be used to create interactive
The action buttons feature is only available in Microsoft PowerPoint and can be

navigation using action buttons. Figure 17.12 shows some examples. accessed from the Shapes menu on the Insert tab.
pros
il Wouse Over
Action buttons have several uses et
o:::«us.:
Preveus Side B
If you are using buttons to allow users to navigate through your A pogeay

presentation, you might want to deselect the On Mouse Click setting
from the Transitions tab.

If you do not deselect this setting, users who control the presentation
with a touch screen will find that pressing any area of the screen will
cause the presentation to advance to the next slide.

ccr | EEN

A Figure 17.14 Action settings for action buttons appear when you insert an action button into a
Microsoft PowerPoint presentation
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Set Up Show
‘ Show type
Set Up
Slide Show Presented by a speaker (full screen)

Browsed by an individual (window)
© Browsed at a kiosk (full screen)

A Figure 17.16 You can set your Microsoft PowerPoint presentation to run in kiosk mode

SUBJECT VOCABULARY

navigate move around a piece of
application software or a system, such
as from one slide to the next

deselect remove something from a list
of choices on a computer

A Figure 17.17 This Microsoft PowerPoint presentation uses four custom action buttons to lead to
different individual slides

Although this feature is only found in Microsoft PowerPoint, other applications also allow you to

create buttons. For example, you can create buttons in LibreOffice Impress by using the Form For. > X
Control menu, selecting the Push Button feature and setting a macro for that button. You can then |2
make the macro control what should happen when the button is pressed.

LI
SUBJECT VOCABULARY s &
macro a function that runs a set of ]E
instructions to perform a task £l

B ¢

g O

Hyperlinks
7

During a presentation, you may want to open content from outside the presentation
A Figure 17.18 Creating a Push

slides, such as a web page or a spreadsheet in a folder on your computer. You can insert a Button in LibreOffice Impress

hyperlink to do this, as shown in Figure 17.19.

Hyperlinks can open: iroert Hyperirs

m local files v e Sesip
m online content N

m slides in the current presentation or custom shows Aores

m email addresses (used to compose a new email in the o e

» $548 T0ed

' : Ao . 3
user's default email application with the address field

already filled in).
Hyperlinks can be added onto images or text, which is Soe

then clicked to access the hyper“nk' A Figure 17.19 Hyperlinks can be inserted to allow users to navigate to content inside or outside the
presentation stides

Animations

Animations are visual effects that add emphasis and movement. They are used to SUS. XL iovAD

. . . . . transitions (in a shide presentation) the
draw attention to important information, and they can be added to slide content effacts that oocur When & User moves

such as text, pictures, shapes, tables, SmartArt graphics and other objects. Figure from one sfide to the next
17.20 shows some examples of animation effects in Microsoft PowerPoint.

*- ‘**

* *¥ X X X . X .
[E L e T LT PR Cowiess  Lne Sl [ srwaren, Cx2 Animation
o Pane
A Figure 17.20 Examples of animation effects in Microsoft PowerPoint A Figure 17.21 The Animation Pane button in

the Animations tab in Microsoft PowerPoint
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Transition SUBJECT VOCABULARY

entrance effect an animation effect
that occurs when an object is brought
the next. onto a slide during a presentation
exit effect an animation effect that
occurs when an object leaves a slide
The chosen transition and its settings are applied to the active or selected slide. during a presentation

Slide transitions are the effects that occur when a user moves from one slide to

You can also apply the same transition to all slides using the Apply To All
functionality. Applying the same transition to all slides can improve the consistency of your presentation.

nsen Devign Transtcrs Ackmanom v
ml Fi 5 -
- = © oumion 0220 5V Onvoue o
N -
i [P " ol 4 Sowe [Seteww) & e DM L sk

LT

A FRgure 17,22 Different transition effects can be found on the Transitions tab in Microsoft PowerPoint

PRINT
Sides: © Al (3 sides)
From: 0
If you need to print your presentation, there are several different print Seected sices
Custom Range.
layouts available. Your choice will depend on the purpose of printing your Custon Show
Loyout:  Sides B
presentation. SRR Mencets 2 skivspet peos)
Orieetation  Mendouts (3 slides por page)
o B Vandoss 0 sses s g |
Outpdt X
Handouts e R o ool —oda
Frame sides f“‘,",',.m,.
Handouts are given to your audience so that they have a copy of the HeaderFFooter o
information that you are presenting. This can help your audience to A Figur 1723 The P cptos vl G ot porempre e g

print layout options

follow your presentation more easily and allow them to take notes on the

s| |d es The most common handout layouts are Handouts (2 slides per page) and
. Handouts (3 slides per page). These layouts are shown in Figure 17.25.

Notes page

When giving a presentation, you or the person speaking may need to
refer to notes. Presentation applications provide a Speaker Notes section

with each slide where you can add notes for the presenter, as shown in
Figure 17.26. You can use this to add a complete script for the presenter
to follow, or a few points that need to be explained.

1012 > » < 1011

A Figure 17.25 The Handouts (3 slides per page) print layout includes writing lines to the right of
each slide, which are useful if you expect your audience to take notes

fhuni benefits

<« < 2013 > »
A Figure 17,27 Choosing the Notes layout option prints the notes underneath an image of the slide

Voo g 1 B ol et s e o grosmieg ety ety
VN 0 e o M SV G 3 AR

. rasnnt. s
Ot i 0 ware B i 4 o -
T o s 1 o S 1) o A P e P o Ml e v

Svvm Women M55 D = e e W
A Figure 17.26 Speaker notes for each slide can be added undemeath the slides in Microsoft
PowerPoint
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Full page

Choosing the Slides or Full Page Slides print layout gives
the result shown in Figure 17.28. This print layout is
useful if you want to create posters from the slides,
which you can display.

Headers and footers

When printing your presentation, you can choose to
print information in the header and footer, such as the
time and date, slide numbers and a standard footer. You
can do this by selecting Header/Footer or Edit Header &
Footer in the Print settings and selecting the
appropriate fields, as shown in Figure 17.29.

A Figure 17.30 Presenter View in Microsoft PowerPoint

Chapter 18 — Web authoring

TEMPLATE

+94 74 213 6666

<« < 2013 > »

A Figure 17.28 Choo e — — — _ — — 3

Header and Footer
e
—
Sreview
e

Osts ard time

Footer
1 Page rumbe«

conce. (EIEEEN

A Fgure 17.29 Header and footer options for
the Notes & Handouts layout in Microsoft
PowerPoint

Creating a template ensures that all of your web pages will have a consistent appearance and layout. Once you

have created a template, you can add content and edit each

page individually.

Creating web pages by placing elements on a page rather
than writing HTML is an example of what is known as
WYSIWIG editing. This makes creating web pages much
easier and has enabled more people to contribute to the
World Wide Web.

SUBJECT VOCABULARY

WYSIWYG ("What You See Is What You
Get’) when something is presented on
screen exactly as it will look when the
finished product is output or published

30
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A Figure 18.1 KompoZer can work as a WYSIWYG web authoring application and creates the HTML
In the background as the user edits the content
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Tables and frames

+94 74 213 6666

Tables can be used to create a layout template, which specifies how content should
be placed on a page. When the page is resized, the table will stretch to fit the page.
This means that the page will keep its layout even when viewed on devices with

different sized screens.

FOCUS

SUBJECT VOCABULARY

cell padding the space inside cells in
a table that determines how close to
the edge of the cell the content will be

placed
cell spacing the space between cells

Merging cells in a table allows you to create more complex layouts than using a simple grid.

a

|EI&«KW|C¢|

Size

Rows.: 5
Columns: 5
Width:

100 | Xof window B

Border: 0

Advanced Edit

Cancel

b

Horiz. alignment: [ Unspecified E

Vert. alignment:  Unspecified 8
Textwrapping: ()Wrap | Don‘twrap
Celispacing 0
Celipadding 0

Advanced Edit

A Figure 18.2 Settings to use when inserting a
table into a web page for the Activity

STANDARD PAGE FEATURES

There are certain features that appear on most web pages,

such as hyperlinks and menus.

HYPERLINKS

A hyperlink is a link that can be clicked in order to go to
another location, often a web page hosted on a web server :
connected to the internet. You can insert hyperlinks that s
allow users to move to a position on a page in the current
document, open documents from the current website or
open documents from other online locations. This collection
of linked content is known as the World Wide Web.

v
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A Figure 18.3 Guidelines showing the outline of the table are displayed in the web authoring
application, but the border settings in Figure 18.2a will not aliow them to be displayed by the

browser

Frames are areas of a page that can be defined to display other web pages.
They are not supported in the latest version of HTML, which at the time of

writing is HTMLS.

)
=

B R

(w0l 3 vee Jois s

- B

A Figure 18.4 Hyperlinks are underfined and coloured blue by default, though you can change this if

the page design requires
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BACKGROUND COLOURS

The background colour is the colour displayed as the background of a web page. You Hex colour value & hexadecimal

A A characters which reprasent the amount
can also set an image as the background for a web page. If you do use an image, of red, green and blue in the colour
make sure that the colour of the text on the page contrasts well with the colour of
the image.
BANNERS

Banners are promotional or marketing images that can be added to a web page, usually appearing at the top of the
page. The image will often use the organisation's house style, but some banners advertise goods and services from
other organisations. These are known as third-party banners.

Banners can be created using different standard dimensions as shown in Figure 18.5. The leaderboard banner is a
standard-sized banner (728 pixels wide and 90 pixels high) that can be placed at the top of a web page. Figure 18.6
is an example of a leaderboard banner.

I it

~e o

s THAT LIGHT 8ULB MOMENT

—a a

)

A Figure 18.5 Banners can be made in a variety of dimensions

e THAT LIGHT BULB MOMENT

A Figure 18.6 A leaderboard banner

A Figure 18.7 Banner placed at the top of the page

PAGE NAME (FILE NAME)

When you set up the template for your web page you named it 'index.html". This is because this name causes web
browsers to load this page first by default, making it the first page that visitors to your website will see. In other
words, 'index.html" will act as your website's home page.

CONTENT

The content of a web page can include text, images, buttons and animation.

Text

Text can be entered using either the keyboard or voice recognition software, just as when using other applications.
You can format text using styles and alignment tools, which you will learn more about later in this chapter (page
271).

Images

You can insert images such as banners and photographs into your web pages. When you do this, the web page
creates a link to the location of the image. If you move the image to a different folder, the link may break and the
image will not appear until you re-establish the link.

You can either insert images using the Insert menu or by dragging and dropping the images into the document
using the mouse.
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ALT TEXT

Alt text is alternative text that is displayed if an image cannot be loaded. When you add an image to a web page,
you can specify the alt text that will be associated with the image, which can be displayed if the image cannot. For
more information about alt text, see page 273.

Buttons

You can add hyperlinks to images to make them act like buttons. Users can click on the image to move around the
page or to open other pages or documents, just as they can by clicking on hyperlinked text.

Animation

You can include animation files such as .swf files or animated .gif files in your web pages. These can be used to
draw the user's attention to important content.

KIS K K 3

A Figure 18.10 Animated content is created by sequencing a series of images together

FORMAT —
The content of a web page is formatted using styles and alignment. ~.. : . g '9'_ ....“.
You can apply styles to headings, subheadings and body text in order to [ Body Text a8
make their appearance consistent within the web page and across every | 4 .
web page in the website. For more information about styles, see page 218. .ol :::‘d’:::;
e Heading 3
. Y N Heading 4
Alignment ! Heading S
Heading 6
You can align content left, right or centre. For more information about :ﬁ"”
eformat
alignment, see pages 215 and 220. P RN
HTML A Figure 18,13 There are several levels of heading available

You have already learned about some ways of using HTML, but there are other ways of using HTML you might use.
You can write HTML in a simple text editor, as shown in Figure 18.14.

Av il Ana 2| mopeu ) - =+ v @ L=y
e - —X
0 ] T T 10 T Tz Ta Ta Ta ) T2 T3 T Ta
<IDOCTYPE htmi>

<htmi>

<head>

<meta charset="utf-8">
<title>The titie of the page would go here</titie>
</head>
<body>
<img src="bear.jpg” alt="An image of a teddy bear" height="320" width="212">
<p>The main part of the document goes here.</p>
<p>The 'p’ tags are used to set text out in paragraphs.</p>
<p>This text uses <pr>Dr tags, which are used to insert <br>fine breaks. These are <pr>different to paragraphs...</p>
<p>...which have wider spacing...</p>
<p>...between lines.</p>
<p><a href="hitp//www.pearson.com" target="_blank*>This links to Pearson's website </a> </p>
<p>

<strong>Browsers will display text in bold if it is in "strong’ tag: g
<em>Browsers will display text in italics if it is enciosed in 'em’ tags</em> <pr>
<u>Browsers should display text underlined if it is enclosed in ‘v’ tags</u>
<lp>
</body>
</himi>

A Figure 18.14 HTML being edited in a simple text editor

SUBJECT VOCABULARY
markup the tags surounding slements LN

<pr>

of text that indicate the purpose of the Some markup uses tags enclosed in <> and </> pairs. The / character in the
text and instruct the browser how to second tag is used to let the browser know that the tag has ended. Others, like
handle (display) them <img>, do not need to be ended.
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GENERAL VOCABULARY

colour code mark with, or write in,
different colours to represent different
categories of information

INSERT HYPERLINKS

GENERAL VOCABULARY

anchor fasten something firmly so that
it cannot move

SUBJECT VOCABULARY

attribute something that provides
additional information about an HTML
element

required attribute an attribute that
must be present for the element to
work as intended

A Figure 18.15 HTML being edited in Atom, an open source programming text editor that colour
codes the markup to help the developer see the structure of the document

Figure 18.16 shows the hyperlink used on line 14 in Figure 18.15.

A Figure 18,16 A hyperlink
This markup provides the following information.
The <a> element has one required attribute: href.

m The <a> tag is used to anchor the hyperlink to some text, an image or
another element on the page.

m The attribute href is used to tell the browser that the next thing it reads
(after the “=" will be the hyperlink (which must be surrounded by quotation

marks).
| The text that the browser should display then follows the opening anchor tag.

element an individual component of a
web page (for example, <a> ... </a>is m The </a> tag closes the anchor.

a hyperlink element)

By default, a linked document will be displayed in the current browser window.
This means that the browser will replace the current page with the linked one.
However, you can specify where the linked document should be opened by
using a target attribute, as shown in Figure 18,17,

GENERAL VOCABULARY

embed make something, such as a
graphic, part of something else, such
as a web page

placeholder an empty shape that
represents the size and location of a
missing image

Images are not embedded in web
pages. Instead, they are referenced
from web pages.

An image is used on line 8 in Figure 18.15.

A Figure 18.18 An image
The <img> tag has two required attributes: src and ait.
®m The src attribute specifies where the image is.

m alt is the attribute used to tell the browser what alternative text should be
used.

Images are not embedded in web pages: they are referenced from web
pages. This means that the HTML references the source (sxc) or the image
and the browser fetches the image from the source and displays it.

Images can either be referenced from an online location or a local file. In this
example, the browser will expect to find the file ‘bear.jpg’ in the same folder
as the file ‘bear.html' because the source does not specify a different folder or
location. if the browser does not find the image in the specified location, it will
display a placeholder.
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PAGE TITLE The page title is displayed in the tab at the top of the browser window.

A Figure 18.20 The title tags are read by the browser, which then displays the text between them on

the tab
FONT ENHANCEMENTS Font enhancements are used to draw attention to important text.
BOLD

The text on line 16 in Figure 18.15 has been styled as bold using the tags
<strong> </strong>.

A Figure 18.21 Styling text using ‘strong’ tags

ITALIC

The text on line 17 in Figure 18.15 has been styled as italic using the tags
<em> </em>.

<em> means emphasis. A Figure 18.22 Styling text using ‘em’ tags

UNDERLINE

The text on line 18 in Figure 18.15 has been styled as underlined using the tags
<u> </u>,

A Figure 18,23 Styling text using ‘v’ tags
It is no longer good practice to use the <u> tag to format text as underlined.
There are two reasons for this:

| Underlines are used by browsers to indicate hyperlinks and so underlining
other text may confuse users

| In the latest version of HTML (HTMLS), <u> tags are used to visually
highlight text that is stylistically different (e.g. misspelied words or Chinese
proper nouns).

However, the alternative way of styling text as underlined (using CSS) is
beyond the reach of this qualification. If you do use <u> tags, browsers should
still support them and be backwards compatible.



