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Golwg Dogfen 
	Mae nifer o opsiynau ar gael o ran sut olwg sydd ar ddogfen, a dewisir y rhain drwy’r rhuban ‘Golwg/View’.
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Cynllun Print
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	Mae’r opsiwn ‘Cynllun Print/Print Layout’ yn dangos y dudalen fel y bydd yn ymddangos wrth gael ei phrintio. 
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Darllen Sgrin Lawn 
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	Mae darllen sgrin lawn yn defnyddio’r sgrin hyd yr eithaf ac yn dangos 2 dudalen ochr yn ochr. 
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	Rhaid cau darllen sgrin lawn cyn dychwelyd i’r ‘Cynllun Print/ Print Layout’. Cliciwch y symbol ‘Cau/Close’ yng nghornel dde uchaf y sgrin. 

	




Mapiau Dogfen 
Dim ond os yw dogfen wedi ei chreu drwy ddefnyddio ‘Arddulliau/ Styles’ y mae map dogfen ar gael. Mae’r map dogfen yn cael ei greu o’r penawdau a’r is-benawdau yn y ddogfen.  
	[image: ]
	I weld map y ddogfen, dewiswch y rhuban ‘Golwg/View’. 
Cliciwch y blwch ‘Map Dogfen’ i ddewis. 


	Pan fo map y ddogfen yn cael ei ddangos, bydd y sgrin wedi ei rhannu’n 2 ran, gyda’r map ar yr ochr chwith. Bydd clicio ar bennawd ym map y ddogfen yn dangos y man cyfatebol yn y ddogfen. 
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Mân-luniau/Thumbnails  
[bookmark: _GoBack]Mae mân-lun yn fersiwn fechan iawn o bob tudalen mewn dogfen. Maen nhw’n cael eu dangos ar ochr chwith y ddogfen ac maen nhw ar gael boed ichi ddefnyddio arddulliau/styles ai peidio. Maen nhw’n ffordd hwylus o symud o gwmpas dogfen.  
	[image: ]
	I weld ‘Mân-luniau/Thumbnails’, dewiswch y rhuban ‘Golwg/View’.  

Cliciwch y blwch ‘Mân-luniau/Thumbnails’ i ddewis.  


	Pan ddefnyddir yr opsiwn ‘Mân-luniau/Thumbnails’, rhennir y sgrin yn 2 ran, gyda’r mân-luniau ar y chwith. Bydd clicio ar fân-lun yn symud y ddogfen i’r dudalen sy’n cyfateb â’r mân-lun.  
	[image: ]
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Changing the Format of a Style
The font colour, size and type can all be changed to suit individual preference.

Right mouse click the required heading or other [Tammsmrmesroe:
‘text type. This will open the inferactive menu, _of s

Most documents contain dif ferent types of text. A document may havea fitle. Select Modify. renne om s s e
and several headings may be used throughout the document. Many people use. —_—
formatting such as Bold or Tralics' o make a heading stand out from the main
body of the text. Whilst this may result ina document in which headings are
visually defined, it does not create a document with a structure that is This can be used 1o change the name of the style.
recognised by Word, and Word interprets all text as being Normal text.

This will open the Modify Style dialogue box.

The Styles' function in Word is used fo define the status of different parts of The formatting section is used to change
adocument. This creates a structured document in which headings and normal ‘the font type, size, colour and position. ~|
text are clearly defined. The benefits of a structured document are:
@ itis possible to create tables of content, document maps and hyperfinks The style change canbe applied to the
A current or 10 all documents based on the

@ The document can be converted fo another format, current template.

@ The document s accessible o screen reader sof tware.
@ Modifications made to a heading style will be applied to all headings of
that type in the document.

The Style icons are displayed on
“Home ribbon. The most frequently
wnca | used styles are displayed and

additional styles can be obtained by

NB: When a style is modified, the changes will be applied to all existing text in
‘the document that is currently defined as that style.

— | clicking the dropdown arrowon the
ssce | right hand side of the firal option. The.
: font, colour and type displayed for Applying Styles
T U HE T by Text is automatically classified by Word as being Normal' text. When typing

‘theme is active for the document. This
will usually be the ‘Office theme
unless this has been changed.

“Normal"text, there will be a yellow highlighter box around the Normal'style
box in the ‘Styles’ section of the Home'ribbon.

To change the style of any text, simply select the Text and thenclick the
required style from the 'Style options. It the style Type is not displayed in the.
main window, click the drop down arrow to display all the style types.

% 1 Reminder Golfish Bow Tabl d -traiing Fo mE 7 QB[S




image6.png
9- 0 Word -training for students - Microsoft Word - = x
Home  Inset  Pagelajout  References  Mailngs  Review | View | Addns @
H (@ ] Ruler 9] Document Map Q [ one Page @ E =) | L) View side by side
4 FEmmEREE R Ligo =L =

Reading  Layout
Document Views

Full Screen Web Outline Draft ‘

[ Message Bar

Zoom  100% New Amange Remove

Window Al Spiit

Switch || Macros
Windows~ ||~

Macros.

= Page width
Zoom

214 Reset Window Position

ShowHide Window

Document Map ~

8 Changing the Font
‘Altemative method of Changing the Font
‘Changing the Defalt Font
‘Selecting Individual Words
Selecting 2 Line:
Selecting = paragraph
Selecting 2l the Text n 3 Document
5 Selectng Contguous Blodks of Text
‘Selecting Non Contiguous Text.
Using the cons on the Home'tzb
Using Keyboard Commands
Using the Interactive Men
5 Using the Clpboard
Pasting Text
80l Ttalcs and Underling.
Using the Interactve Mena
Using Keyboard Commands
Highighting Text
Edtng 2 Hyperink
51 Creating & Hyperin to 2 Fe on the Computer
Creating 3 Hyperink
Creating 3 Smple Table:
5 Borders 2nd Shading
5 Customisng 2 Table
Merge Cels
‘Adding and Deleting Rovs
Adjustng the Size of 3 Row
Header Rons
Aligning text
The Sort Function
Using 2 Table to Create Forms and other Page Layol
Changing the Orientation of 3 Srgle Page
Changng the Format of a Style
Applying Styies
Print Layout
FullScreen Reading

Page: 24 0f 24 | Words:3778 | G |

Document Map

Document maps are only available if the document has been created using styles.
The document map is created from the heading and sub headings that are used
inthe document.

When the document map is displayed
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Document maps are only available i the document has been created using styles.

The document map is created from the heading and sub headings that are used
inthe document.

Page: 24 0124 | Woras:3772 | < |





image8.png
Ca)\=

ﬁuﬁJJ R

Thumbnals v (T S N R RS TR SRR

A R R EAE RS RS DI DRRE EM i s )

Document maps are only available if the document has been created using styles.

The document map is created from the heading and sub headings that are used

- inthe document.

- To view the document map, select the View
H ribbon
Click the Document Map’ box to select

- When the document map is displayed,
the screen is divided into 2 sections
withthe map on the left hand side.
Clicking on a heading in the document
map will move the cursor to the

5

= B corresponding place in the document
“ Thumbnails
: Thumbnails may be displayed on all documents irrespective of whether or not
A styles have been used

= I 3 To view the document map, select the 'View

. E ribbon

= = Click the ‘Document Map' box to select
- @ :

°
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Disability Technology Service

Document View

Anumber of different viewing options are available and these are selected via

the 'View' ribbon.

Print Layout
The Print Layout’ option
displays the page as it
will appear when it is
printed.

Full Screen Reading

Full screen reading
maximizes the use of

[ﬂ

the screen and
displays 2 pages side
by side.

JFull Screen
Reading

Ful screen reading must be closed
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Text is automatically classified by Word as being'Normal text. When typing

‘Normal text, there will be a yellow highlighter box around the 'Normal style
box in the 'Styles' section of the 'Home' ribbon.

To change the style of any text, simply select the text and then click the
requiredstyle from the 'Style’ options. Tt the style type is not displayed in the
mainwindow, click the drop down arrow o display all the style types

i
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Document View

Thereare a number of different viewing options available and these are
selectedvia the 'View' ribbon.

The Print Layout option displays the page as it will appear when it is printed

Pages are clearly displayed
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