	Terminology explained

	page size and orientation
	There are several standard sizes of paper – the one that is used most frequently is A4 (210mm * 297mm).  A5 (148mm * 210mm) is actually half the size of A4.

In Microsoft Word you set the page size and orientation by clicking “File….Page Setup” and changing the default settings.

Orientation can be either landscape or portrait.

	paragraph format
	The “Format…Paragraph” dialog provides several settings – including indents and line spacing.  One strange term used for these settings is “widows and orphans”.  These are the lines at the end of one page or the start of the next which may be left on their own by chance!  If the box for this is ticked then the whole last paragraph will be moved onto the next page to avoid a single line on its own!

	margins
	The margins are the areas of white space around all the edges of the document.  It is impossible for normal printers to print to the edge of the paper – so margins must be set.  

Most software applications have default margins – you can change these by clicking “File….Page Setup” and changing the default settings.

You can set the margins for top, bottom, left and right.  You can also set the “gutter” – this is the edge of the paper that will be stapled or bound and is always the inside edge – a very useful extra setting if you want the final document to be printed on both sides of the paper.

The distance of the header and footer (see below) from the top and bottom of the page can be set as well.

	headers and footers
	A document header appears on the top of each page of a document.  It can include details such as the author’s name, page number, date created etc.  A footer appears at the bottom of each page of a document.

Some business letters, for example, may include the business address, telephone number, website details an things like their VAT registration number in the header or footer.

	line spacing
	When you enter text into a word processing application the default setting for line spacing is “single”.  This can be changed using the “Format….Parapgarph” menu to 1.5 or double – or by changing the “above” and/or “below” settings from “auto” to a larger point size.

Setting the line spacing to “double” sets the text with a larger space between each line.

	fonts
	There are thousands of different styles of text that can be used – each style is called a font.  Examples are Times New Roman, Arial, Courier, Comic Sans etc.  

There are several “types” of font – serif fonts have fancy edges to some of the letters.  Sans-serif fonts don’t.  Compare these two popular fonts:

Times New Roman –does have fancy edges

Arial – doesn’t have fancy edges

Another difference between fonts is the space each letter is allocated.  Compare these two below:

Courier – Here is an example of a monospaced font

Arial – here is an example of a proportional font
With the font “courier” each letter is allocated exactly the same amount of space (monospaced) – like on an old fashioned typewriter.  

However with most computer fonts each letter uses only as much space as needed (proportional).


	layout grids
	There are many uses for layout grids – for example when using a desktop publishing program the page layout can be set to display guidelines – and these can be used to enable the user to draw text and graphics frames evenly.  Layout grids can also be useful in other types of application – such as drawing/Cad graphics programs.

	templates
	A template is a pre-set layout for a document which can be used over and over again as a starting point.  For example, a business will usually make sure that a company logo, address, telephone number etc appears correctly on every letter sent to customers.  They will normally create a letter template that will include these items (and sometimes other things like a date field etc) – so that whenever they want to write a letter they begin by opening the letter template.  There are many advantages of using templates for some documents – time is saved; templates ensure accuracy, the business will be able to look more professional etc.

	use of white space
	This is important in all documents.  The “white space” is the blank areas of the page – for example a business letter would look silly if it took up just the top 5cm of the page – so the author would try to set it out to fill the page better.  In the same way a long document would look too complex if it was printed in a very small font and filled every part of the page.  White space gives a document balance and a more professional look.

	titles and headings
	Good use of titles and headings – and using the style dialog to label these – is a very useful feature of word processing software.  For example it is then possible to automatically generate tables of contents showing on which page each heading appears.

	Font sizes
	Font sizes are measured in “points” – this text, for example, is set in 9 point Arial.  If the point size is increased the font will be bigger.  Business letters and other official documents look best if they are printed in a point size between 9 and 12.  Using point sizes greater than about 14 will make them look childish and unsuitable for their purpose.

	bold italic and underline (text attributes)
	Bold, italic and underline are the three most popular and widest used settings for enhancing the appearance of text in documents – but some more unusual ones which are available (look in the Format…Fonts menu) in programs like Microsoft Word are:  

Strikethrough, double strikethrough, shadow, emboss, engrave, small caps and all caps.

	hanging indents
	Hanging indents can be set using the Format…Paragraph dialog in Microsoft Word.  First select the whole paragraph to be formatted – then use the dialog box to set the indent – hanging or not.

This paragraph has been set to have a hanging indent of 1.27 cm – some documents always display the first line of each paragraph in this manner.

The best way to find out about hanging indents is to experiment with the settings – don’t just accept the default values that Microsoft Word gives you!

	tables
	Many documents include tables of information – which may or may not include borders for the rows and columns.  By default you can set the number of rows and columns and space them evenly – but it is also possible to set each column or row to an exact size if needed.  For most users it may be best to enter the data into the table and then adjust the column widths to allow the best fit of the data.


	tabs
	The tab key is the one next to the letter Q on the keyboard (  – and is very useful instead of using tables in some cases.  There are some pre-set tab positions – just use the tab key to move to an exact position on the line where you are entering text.  It is also possible to set the tab positions manually – the ruler below the toolbars at the top of the Microsoft Word workspace can be used for this.

In a table using the TAB key moves you into the next cell.  In the last cell of a table using the tab key adds a new row to the table automatically.  If you want to use the tab key inside a table to move to an exact position in the line you must hold down the Ctrl key at the same time!

	upper and lower case
	UPPER CASE simply means using capital letters – lower case means using small letters!  Doh!

	subscript and superscript
	The easiest way to understand subscript and superscript is to show them actually in use – as the words speak for themselves.  Text should be selected and then use the Format….Fonts dialog to set these features where needed.  An obvious use for this is where you are writing a chemical formula (eg. H2O – or inserting a note into a document1 such as here!

	graphics
	Graphics are widely used in business documents – especially those that are sent out as external documents by businesses.  Advertisements, newsletters, business letters etc will almost always include graphics – in most cases a business logo will be included – in some cases photographs, drawings and clipart will feature in the documents.

	colour
	Care must be taken with the use of colour in documents.  Colour is only useful where the final use is well suited to it – and keep in mind that colour printing is very much more costly than black and white printing!  

All faxes must be black printed on white (otherwise they will not send correctly across the Internet).  Most business letters will be printed on a laser printer – with black toner on white paper.  Advertisements that are to appear in newspapers will usually be in black printed on white paper.  

	borders and shading
	Often advertisements (and sometimes other documents) will include borders (for text and/or graphics frames) and these will have shading applied to them to make them stand out from other areas of the page.  In addition it is also possible to apply shading to text – using features such as  wordart etc.

	dividing lines (rules)
	A line is often useful to break up a document – this could be in a newsletter or web page – for example.

	bulleted and numbered lists
	A very useful feature of word processing software is to be able to set out lists with bullet points before each item – or number lists in sequence.  Some word processing applications do this automatically – but this can be confusing as often changes need to be made to the number sequence used.

Bullet points can be set using the “Format….Bullets and Numbering” dialog

There are a wide range of bullet point styles available – the list below shows a couple of examples:

· Example one

· Example two

· Example three


	justification
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Another word for alignment – set using the toolbar buttons shown above - text can be aligned in the following ways – and examples are shown to illustrate each one.

This text paragraph is left aligned only.  The text has spaces between each word that are roughly the same size in each case.  The lines end in different places according to the amount of space left over.  This is usually the default setting for most word processing applications.

This text paragraph is right aligned only.  The text has spaces between each word that are roughly the same size in each case.  The lines end in different places according to the amount of space left over. 

This text paragraph is centre aligned.  The text has spaces between each word that are roughly the same size in each case.  The line length is different according to the amount of space left over.

This text paragraph is fully justified only.  The text has spaces between each word that are stretched to ensure that the line length is exactly the same each time.  The final line of the paragraph will end wherever the last word appears. 


	columns
	Text can be set out right across the page or in columns.  Columns cannot be used in a table but you should experiment in using columns with text entered normally into a document.


	special symbols
	In addition to the normal letters and numbers available directly from keyboard input there are many, many other symbols which can be selected from dialog boxes.  Use “Insert…Symbol” and change the font to one which includes symbols - - for example Wingdings is a font which includes the following symbols: ((((((((((((((((((((((( (and many others)

	charts and graphs
	Business reports will often include charts and/or graphs to illustrate particular points.  Charts can be very useful in making things clearer to a reader.  These can be created in another application (such as Microsoft Excel) and copied/pasted into the document in the exact position required.

	contents and indexes
	Word processing applications usually have built-in facilities to create indexes and tables of contents – but to do this the author needs to “label” the key words (for indexes) or headings (for contents tables)


