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Newid gofod rhwng llinellau yn Word 2007®
Mae rhai fformatau ysgrifenedig yn gofyn am fylchau o faint gwahanol rhwng llinellau testun. Yn Microsoft Word 2007, y gosodiad diofyn yw bwlch 1.15 llinell fel arfer, yn hytrach na’r hen fylchau llinell sengl (1.0).   Mae hyn yn golygu y bydd y bylchau rhwng llinellau wedi eu gosod yn barod ar 1.15 pan fyddwch yn agor dogfen Word newydd. Efallai y cewch gyfarwyddyd sy’n nodi bod yn rhaid i ddogfen gael ei fformatio’n defnyddio llinellau 1.5 neu 2.0.   Ysgrifennir hyn hefyd fel bylchau un a hanner rhwng llinellau a bylchau dwbl rhwng llinellau.     
Os ydych wedi agor dogfen Word newydd, efallai y byddwch am newid y gofod rhwng llinellau o’r cychwyn cyntaf. O’r tab Hafan/Home ar y Rhuban, cliciwch ar y gwymplen blychau rhwng llinellau/line spacing a chliciwch ar eich dewis.   
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Dewiswch y bwlch rydych chi am ei ddefnyddio rhwng llinellau ac o hynny ymlaen bydd ar waith ar gyfer y ddogfen gyfan.   
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Os ydych eisoes wedi dechrau, neu os ydych chi ynghanol dogfen, neu hyd yn oed ar ei diwedd, mae’n dal yn bosibl newid y bylchau rhwng llinellau.   Yn gyntaf, dewiswch y testun i’w newid. Gallwch ddefnyddio’r llygoden i uwcholeuo’r testun, neu gallwch wasgu  Ctrl + A ar y bysellfwrdd. Bydd hyn yn caniatáu i chi ddewis POB testun (ac eitem) drwy’r ddogfen gyfan.   

Wedi i chi ddewis lle hoffech chi newid y bylchau rhwng llinellau, dewiswch y siâp hirsgwar bach yn y blwch Paragraff ar y Rhuban.
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[image: ]O’r opsiynau sydd ar gael i chi, gallwch wneud newidiadau i’r ddogfen rydych chi’n gweithio arni, a newid y gosodiadau diofyn hefyd, fel bod darnau o waith yn y dyfodol wedi eu gosod yn yr un ffordd.     
1.  Gellir newid y bylchau rhwng llinellau yn eich dogfen bresennol drwy glicio’r bwlch rydych chi ei eisiau.  
2. [bookmark: _GoBack]Mae newid y gosodiad Diofyn/Default yn golygu y bydd gan BOB dogfen yn y dyfodol yr un gosodiad. I wneud hyn cliciwch ar Diofyn/Default cyn clicio ar Iawn/OK.
3. Cyn clicio Diofyn/Default, gallwch hefyd osod bwlch ychwanegol Ar ôl/After diwedd paragraff.  O newid hwn i 0pt, cyn clicio diofyn/default, ni fydd y bwlch ychwanegol bellach yn ymddangos.                                                             

Mae gan Microsoft Office ar-lein ragor o fanylion a chwestiynau cyffredin, ac atebion iddyn nhw ar http://office.microsoft.com/en-us/word/HP051894831033.aspx
Os byddai’n well gennych weld fideo cipluniau, ewch i: http://www.woopid.com/video/1130/Changing-Line-Spacing
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Donna Waite, 2010, Education Drop-in Centre, University of Glamorgan. 
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Line Spacing Options;

‘Add Space Before Paragraph

Some written formats req T | "emeveseaceferpaagepn o the fines of text. In
Microsoft Word 2007, the usual default setting is 1.15 line spacing, unlike the
old single (1.0) line spacing. This means that when you open a new Word
document, the line spacing will already be set for youat 1.15. You may receive
instructions that state a document must be formatted using 1.5 or 2.0 lines.
This is also written as one and a half, or double, line spacing respectively.

If you have opened a new Word document, you may wish to set the line
spacing from the beginning. From the Home tab on the Ribbon, click on the
line spacing drop down menu and slick on your preferred spacing.
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Using Past Exam Papers
Tdentifying what to revize

‘Getas many past papers as you can,as early as you can- it is more useful if you
o this during the early stoges of your revision. D't warry if you can't
understand mostof the subject areas ot this stage.

Work out what the standardsare. For example.use the old exam papers 1o give.
youanidea about how muchyou've got 1o cover in an answer n half an-hour. or
howmuch 1o cover in a complete exam of three hours, and 50 on. Tf you're on a
new course, ask for specimen papers as a guide fo the format and structure of
the examsyou should expect.

Try to work out the marking scheme. As you becomeble fo answer old exam
‘questions, make lists of points which you think may have scored marks. Also, fry.
towork out the most likely causes of losing marks on the questions - in arder to
ovoid such things yourself later.

Getto know what the questions may be - even before you know any of the.
answers. The more youve funed in fo the nature of likely questions, the more.
receptive youare fo the answers asyou come across them in lectures, reading
and studying.

o some ‘question-spoting’. Note the frends. Note things that come up
frequently. Also look for things that haver't come up recently and which might
be'due for another airing. Remember. though, that question-spoting isa
gamble-dotinvest oo muchin it

Break the old exams questions down. Break them info lofs of short, sharp.
‘questions because the aim is 1o be able fo answer every part of the question.
Find outwhat questions you're best f.  This might help you decidewhat to
concentrate anand how fo organize your revision o maxinizeyourstrengths.

Aszessing your progres:

« practice answering some questions. Check how long f fakes you to answer - fry
towork your speed up gradually untilyou can complete them in the time given in
the actual exar.

Practice skeleton - answers. For example,practice spending 5 minutes mapping
out how youwould answer o 30-minute question. You can get through a lof more
“thinking” by making several skeleton answers than iF you simply saf witing one.
Full-answer-

Using past questions will help you highlight areas you do nof need fo revise.
further andalso gaps in your knowledge. This s the fime fo fil these gaps.
Work hrough some questions with fellow students. Find out the things that
they think of that you would have missed. Betweenyou, work out what the best-
possibleanswer may be.

e Viate and LowriNewman, Edueation Drop-in Cantre 2005
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Study Groups
Working with others canbbe very benefical. When you explaina fopi 1o other
membersof  group, he person who does the most productive learning is you
Finding the wordsin which o explainsomefhing isone of the best ways of coming fo
understand t. However, inarder for membersof groups o work cooperatiely, not
waste ine and leam eFectively th fallowing should be considered:

+ Establish some ground rules. These canlay downacceptable standards - for
‘example punctuality. level of contribution o the group. and the constructive
nature of crifical comments.

‘Make the group ‘ask driver. Agree an ‘agendar for each meeting of the group.
5o there is alwaysa sense of purpose.

Rotatethe leadership. If's a good idea fo have dif ferent leaders for dif ferent
tosks, so that all membersof the group fake on responsibility for aspects of the.
groupswork.

‘Share out chores. For example. share out the fask of tracking down
information, or collecting resources for a fosk (such os past papers). This can
help make better use of the fime of all members of the group, avoiding each
‘member spending fime chasing af fer identical books, papers and references.
‘Maintain lexibility. Even though the group will normally have an‘agendar. refain
sometime of each meeting for the group fo address sponfaneaus fasks or'
unexpected events. This helps the group developa proactive’ ethos, rather than
simplya reactive’one.

Avoid the feeling of competition. The aim of working s part of a group should
bethat all members of the group benefit from cooperation.

The purpose of working as part of a group should nof be fo makelt possible for
individuls o do less work. Everyone should confribute in order fo benefit.
Dividing your revision fime betweenworking in @ group and revising alone might
suit youbetter than just the one revision method. Remember o foke info
consideration how much fime you have avsilable to you prior 10 the exam, when
yourevise best and your particular learning style. These might help you decide
Fowmuch time to allocate o each revision method and allow for catch up time.
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Changing Line Spacing

Some written formats require different spacing between the lines of text. In
Microsoft Word 2007, the usual default setting is 1.15 line spacing, unlike the
old single (1.0) line spacing. This means that when you open a new Word
document, the line spacing will already be set for youat 1.15. You may receive
instructions that state a document must be formatted using 1.5 or 2.0 lines.
This is also written as one and a half, or double, line spacing respectively.

If you have opened a new Word document, you may wish to set the line
spacing from the beginning. From the Home tab on the Ribbon, click on the
small rectangle in the Paragraph box

If you'd rather follow a video snapshot check out._
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