WORKSHEET 3.2

Tthe word ‘the’ has been systematically misspelled in tthe original version of this page, which you can find under tthe name WS3.doc. In tthe Edit menu, select Replace then replace all occurrences of ‘tthe’ with ‘the’. Tthe title above is Arial size 28. Body text is size 12 and margins are all at 2.5cm. Turn on tthe Shadow by selecting tthe title and then Format/Font. Use tthe border icon to add a border to tthe title – don’t worry if tthe border has a different width.

In this worksheet you will learn how to work with:

Search and Replace

Font format (shadow)

Headers and footers

Numbering pages

Line spacing

Inserting symbols 

Page Borders

Tthe header (en-tete) and footer (bas de page) are sections of text that appear at tthe top and bottom of every page. This is very useful for page numbering and also, in a school context to make sure that your name appears on every page. Access tthe header and footer with View/Header and Footer, then scan across tthe icons to get a feel for their functions. Type your name in tthe header and center it (you can apply most of Word's features, including paragraph alignment, to text in tthe header and footer). Click tthe Switch icon to move to tthe footer, type 'page ' (with a space) then click tthe Insert Page Number icon. This will insert tthe page number 1 on this page (not really needed here since there is only one page!) Do not simply type 'page 1' otherwise 'page 1' would appear on tthe bottom of EVERY page. Headers and footers are visible in page view (View/Page or Affichage/Page) but not in normal view. In page view you can open an existing header or footer for editing just by double-clicking it. Double-click tthe text body to return to it. Try it!

This paragraph has a double-spaced lines. With tthe cursor placed anywhere in this paragraph, choose Format/Paragraph and set tthe line spacing to double. Double spacing is often used for legal documents. To insert symbols such as , (very useful in math and physics!) use Insert/Symbol and double-click tthe desired symbol. You may need to switch fonts to tthe Symbol Font or Wingdings, for example, to find tthe symbols shown here. Tthe same technique can be used to insert accented characters such as but when you are typing on an AZERTY (French) keyboard this may not always be necessary.

To apply a border, choose Format/Borders and Shading, click tthe Page Border tab and then select tthe Frame (Encadré) setting. For this page, instead of setting a border style, an Art element (Motif) resembling stars was chosen. By default (unless you deliberately choose otherwise) this border will be applied to tthe whole document. It is also possible to split tthe document into sections and then apply tthe border just to a certain section, such as tthe first page only.

