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Word templates
user guide

Introduction

Objective

The purpose of this guide is to assist users with Word templates so that they can easily benefit from the tool's
various potentials for simplifying and optimising their work. This guide will help users become better acquainted
with the functions of the Word programme, applied to the templates in use at Universita della Svizzera italiana.

Purpose of the template

Atemplate is a reference document that contains pre-defined elements, such as page layout, formatting
and styles, which facilitate the creation and design of documents.

It saves the user a lot of time, requiring only to select and applying pre-defined elements without worrying
about creating a layout from scratch.

The content structure also benefits and leads to an optimised presentation of communication elements.
Finally, the use of templates ensures a homogeneous, coherent, and quality presentation and consequently
contributes to strengthening the coordinated image of the university.

Whois it for?

The templates are intended for administrative and academic staff.

Further information on the graphic design and a list of official names and editorial rules can be found
on the USI corporate design page.

www.desk.usi.ch/en/corporate-design-templates-and-rules

For questions on the templates e-mail grafica@usi.ch


https://www.desk.usi.ch/en/corporate-design-templates-and-rules
mailto:grafica%40usi.ch?subject=

Use



Word templates Use Elements layout Letterhead
user guide
Brief overview The official reference list for acronyms and names is available
of the structure of at www.desk.usi.ch/en/corporate-design-templates-and-rules
information on in the “Style guide, language, titles and names” section.
the various media.
@ Header (1] Universita
- University della
- University + Faculty Svizzera
- University + Institute italiana
All other organisational units
shall be specified in text form
only in the sender’s field and
in the signature.
@ Senders’s field @ UsSl, Acronym or organisation
US! + Acronym Via Buffi 13
Where no acronym is 6900 Lugano
available, the full name swzzer; ® Mr/M.me
of the organisational unit Name Surname
is used.
from Name Surname iglde
Address tel  + 41586660000 ress '
© Arial Reqular fax  + 4158 666 4647 Postal code City
. 9 e-mail name.surname@usi.ch Countr
size: 10 pt web www.usi.ch y
spacing: 12 pt date 01.01.2020
© Subiect ) Letter subject
Arial Bold P9 1
size: 10 pt 1
spacing;: 12 pt (6] Dear Sir, Dear Madame,
. 1
(5] Ia-;?eerssubject' In order to maintain the correct graphic consistency, as well as a pleasant and clear reading
9 lines ) experience, it is recommended to use the preset styles, which are available in the toolbar
between paragraphs: (Home -> Styles or by typing Alt+Ctrl+Shift+S).
1line
after alist: “Normal” for the running text and recipient address.
1line “sender” for the sender’s contact details as well as for the acronym or name of the
O Text organisational unit above the recipient’s address.
Avrial Regular 1
body: 10 pt To make a numbered list use “List”
spacing: 12 pt a. List2
1

Setting

Please follow the
instructions on the use
of styles, given in the
adjacent example.

o Signatures
Signatures may be

entered in electronic format

Or use the bulleted list:
Bulleted List 1

* Bulleted List 2

1

The use of other fonts or colours is not recommended.

The text is left-aligned. Please avoid hyphenation.
For template requests, please contact corporate-design@usi.ch.
1

Best regards
Name Surname
Title/role
Organisational unit
Signature



https://www.desk.usi.ch/en/corporate-design-templates-and-rules

Word templates

Elements Project in short

user guide layout (called Progetto breve)
of the structure of
the various media.
Header Universita
- University della
- University + Faculty Svizzera
italiana

- University + Institute

All other organisational units
shall be specified in text form
only in the sender’s field and
in the signature.

Sender’s field

(when not stated in the
header) and object
Arial Bold

size: 10 pt

spacing: 12 pt

Document title, organisational unit, supertitle (optional)

Title

Arial Bold
size: 21 pt
spacing: 21 pt

Title
dof
Document

Introduction
(optional)
Arial Bold
size: 10 pt
spacing: 12 pt

Title

Arial Bold
size: 10 pt
spacing: 12 pt

Text

Avrial Regular
size: 10 pt
spacing: 12 pt

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor
incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud
exercitation ullamco laboris nisi ut aliquip ex ea commodo consequat.

1

Title

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut
labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco
laboris nisi ut aliquip ex ea commodo consequat. Duis aute irure dolor in reprehenderit in
voluptate velit esse cillum dolore eu fugiat nulla pariatur. Excepteur sint occaecat cupidatat
non proident, sunt in culpa qui officia deserunt mollit anim id est laborum.

1

Title

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut
labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco
laboris nisi ut aliquip ex ea commodo consequat.

1

Title

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut
labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco
laboris nisi ut aliquip ex ea commodo consequat.

1

Title

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut
labore et dolore magna aliqua.

1

Title

Lorem ipsum dolor sit amet;

Lorem ipsum dolor sit amet;

Lorem ipsum dolor sit amet.

1

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut
labore et dolore magna aliqua.

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut
labore et dolore magna aliqua.

1

Title

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut
labore et dolore magna aliqua.




Word templates Elements Agenda-minutes
user guide layout
of the structure of
the various media.
Header Universita
- University della
- University + Faculty Svizzera
- University + Institute italiana

Sender’s field

(when not stated in the
header) and object
Arial Bold

size: 10 pt

spacing: 12 pt

Agenda/Minutes

Title

Arial Bold
size: 21 pt
spacing: 21 pt

Title
of the
meeting

Date, author
Arial Regular
size: 10 pt

spacing: 12 pt

Date, author
1
il

Date of the meeting

Day month year

Place XX
Bullet points Participants © ° Namesurname 1
can be edited via « Name surname 2
the list of styles « Name surname 3
Excused
Agenda @ 1. Topic discussed 1
2. Topic discussed 2
3. Topic discussed 3
T
r . .
Topic discussed
Text
Columns can be Action/Decision Reference person By the (date)
edited as needed.
Column 1 Column 2 Column 3
1

Topic discussed
Text
1

Action/Decision

Reference person

Column 1

Column 2




Word templates Use Elements Project with cover
user guide layout (called Progetto con copertina)
Brief overview
of the structure of
information on
the various media.
Header Universita
- University della
- University + Faculty Svizzera
- University + Institute italiana

Sender or subject field
Arial Bold

size: 10 pt

spacing: 12 pt

Servizio o unita organizzativa

Title

Arial Bold
size: 40 pt
spacing: 42 pt

Date, author
Arial Regular
size: 10 pt

spacing: 12 pt

Titolo
del
documento

04.05.2022, Autore, versione nr. 000




10

Word templates

Use Elements Project with cover

user guide layout (called Progetto con copertina)
Brief overview
of the structure of
information on
the various media.
page2/13
Index
Index (5 1. Title 1
Arial Regular )
size: 10 pt 14. Title 1.1
spacing: 12 pt 111, Title1.1.1

1111 Title 1.1.1.1

2. Title4
21. Title41
2.2. Title4.2
2.21. Title 4.2.1
2.2.2. Title 4.2.2

3. Title2
3.1. Title21
3.2. Title2.2
3.2.1. Title2.21
3.2.2. Title2.2.2

4. Title3
41. Title31
4.2. Title3.2
4.21. Title3.21
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Word templates
user guide

Use

Elements Project with cover
layout (called Progetto con copertina)

Brief overview
of the structure of
information on
the various media.

Caption
Arial Regular
size: 7.5 pt
spacing: 9 pt

(6]

pagina 3/13

Titolo 1

consectetuer adipiscing elit. Aenean commodo ligula eget dolor. Aenean massa. Cum sociis
natoque penatibus et magnis dis parturient montes, nascetur ridiculus mus. Donec quam
felis, ultricies nec, pellentesque eu, pretium quis, sem. Nulla consequat massa quis enim.
Donec pede justo, fringilla vel, aliquet nec, vulputate eget, arcu. In enim justo, rhoncus ut,
imperdiet a, venenatis vitae, justo. Nullam dictum felis eu pede mollis pretium. Integer
tincidunt. Cras dapibus. Vivamus elementum semper nisi. Aenean vulputate eleifend tellus.
Aenean leo ligula, porttitor eu, consequat vitae, eleifend ac, enim. Aliquam lorem ante,
dapibus in, viverra quis, feugiat a, tellus. Phasellus viverra nulla ut metus varius laoreet.
Quisque rutrum. Aenean imperdiet. Etiam ultricies nisi vel augue. Curabitur ullamcorper
ultricies nisi. Nam eget dui. Etiam rhoncus. Maecenas tempus, tellus eget condimentum
rhoncus, sem quam semper libero, sit amet adipiscing sem neque sed ipsum. Nam quam
nunc, blandit vel, luctus pulvinar, hendrerit id, lorem. Maecenas nec odio et ante tincidunt
tempus. Donec vitae sapien ut libero venenatis faucibus.

Nullam quis ante. Etiam sit amet orci eget eros faucibus tincidunt. Duis leo. Sed fringilla
mauris sit amet nibh. Donec sodales sagittis magna. Sed consequat, leo eget bibendum
sodales, augue velit cursus nunc, quis gravida magna mi a libero. Fusce vulputate eleifend
sapien. Vestibulum purus quam, scelerisque ut, mollis sed, nonummy id, metus. Nullam
accumsan lorem in dui. Cras ultricies mi eu turpis hendrerit fringilla. Vestibulum ante ipsum
primis in faucibus orci luctus et ultrices posuere cubilia Curae; In ac dui quis mi consectetuer
lacinia. Nam pretium turpis et arcu. Duis arcu tortor, suscipit eget, imperdiet nec, imperdiet
iaculis, ipsum. Sed aliquam ultrices mauris. Integer ante arcu, accumsan a, consectetuer
eget, posuere ut, mauris. Praesent adipiscing. Phasellus ullamcorper ipsum rutrum nunc.
Nunc nonummy metus. Vestibulum volutpat pretium libero. Cras id dui. Aenean ut eros et
nis| sagittis vestibulum. Nullam nulla eros, ultricies sit amet, nonummy id, imperdiet feugiat,
pede. Sed lectus. Donec mollis hendrerit risus. Phasellus nec sem in justo pellentesque
facilisis. Etiam imperdiet imperdiet orci. Nunc nec neque.

Phasellus leo dolor, tempus non, auctor et, hendrerit quis, nisi. Curabitur ligula sapien,
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Word templates Use Elements Project with cover
user guide layout (called Progetto con copertina)
Brief overview
of the structure of
information on
the various media.
pagina4/13
Text .
Arial Regular 1 -1 . Tltolo 1 .1
size: 10 pt

spacing: 12 pt

For titles
and lists
use preset styles

@ =

Maecenas vestibulum mollis diam. Pellentesque ut neque. Pellentesque habitant morbi
tristique senectus et netus et malesuada fames ac turpis egestas. In dui magna, posuere
eget, vestibulum et, tempor auctor, justo. In ac felis quis tortor malesuada pretium.
Pellentesque auctor neque nec urna.

1.1.1. Titolo 1.1.1

Aenean viverra rhoncus pede. Pellentesque habitant morbi tristique senectus et netus et
malesuada fames ac turpis egestas. Ut non enim eleifend felis pretium feugiat. Vivamus quis
mi. Phasellus a est. Phasellus magna. In hac habitasse platea dictumst.

Curabitur at lacus ac velit ornare lobortis.

Curabitur a felis in nunc fringilla tristique.

Morbi mattis ullamcorper velit.

Phasellus gravida semper nisi.

e Nullam vel sem.

* Pellentesque libero tortor, tincidunt et, tincidunt eget, semper nec, quam.

* Sed hendrerit. Morbi ac felis. Nunc egestas, augue at pellentesque laoreet, felis eros
vehicula leo, at malesuada velit leo quis pede.

Donec interdum, metus et hendrerit aliquet, dolor diam sagittis ligula, eget egestas libero
turpis vel mi. Nunc nulla. Fusce risus nisl, viverra et, tempor et, pretium in, sapien. Donec
venenatis vulputate lorem. Morbi nec metus. Phasellus blandit leo ut odio. Maecenas
ullamcorper, dui et placerat feugiat, eros pede varius nisi, condimentum viverra felis nunc et
lorem. Sed magna purus, fermentum eu, tincidunt eu, varius ut, felis. In auctor lobortis lacus.

1.1.1.1. Titolo 1.1.1.1

Vestibulum ullamcorper mauris at ligula. Fusce fermentum. Nullam cursus lacinia erat.
Praesent blandit laoreet nibh. Fusce convallis metus id felis luctus adipiscing. Pellentesque
egestas, neque sit amet convallis pulvinar, justo nulla eleifend augue, ac auctor orci leo non
est. Quisque id mi. Ut tincidunt tincidunt erat. Etiam feugiat lorem non metus. Vestibulum
dapibus nunc ac augue.

1.1.1.2. Titolo 1.1.1.2

Praesent egestas neque eu enim. In hac habitasse platea dictumst. Fusce a quam. Etiam ut
purus mattis mauris sodales aliquam. Curabitur nisi. Quisque malesuada placerat nisl. Nam
ipsum risus, rutrum vitae, vestibulum eu, molestie vel, lacus. Sed augue ipsum, egestas nec,
vestibulum et, malesuada adipiscing, dui. Vestibulum facilisis, purus nec pulvinar iaculis,
ligula mi congue nunc, vitae euismod ligula urna in dolor. Mauris sollicitudin fermentum
libero.

Praesent nonummy mi in odio.

Nunc interdum lacus sit amet orci.

Vestibulum rutrum,

a. mi nec elementum vehicula,
b. eros quam gravida nisl,

— id fringilla neque

— ante vel mi.




13

Word templates

Elements Project with cover

user guide layout (called Progetto con copertina)
of the structure of
the various media.
pagina 5/13
1stQtr =2nd Qtr =3rd Qtr = 4th Qtr
0 Caption Aenean posuere, tortor sed cursus feugiat, nunc augue blandit nunc, eu sollicitudin urna dolor sagittis lacus.

Arial Regular

size: 7.5 pt Donec elit libero, sodales nec, volutpat a, suscipit non, turpis. Nullam sagittis. Suspendisse

spacing: 9 pt pulvinar, augue ac venenatis condimentum, sem libero volutpat nibh, nec pellentesque velit
pede quis nunc. Vestibulum ante ipsum primis in faucibus orci luctus et ultrices posuere
cubilia Curae;
Ut varius tincidunt libero. Phasellus dolor. Maecenas vestibulum mollis diam. Pellentesque ut
neque. Pellentesque habitant morbi tristique senectus et netus et malesuada fames ac turpis
egestas. In dui magna, posuere eget, vestibulum et, tempor auctor, justo. In ac felis quis
tortor malesuada pretium. Pellentesque auctor neque nec urna. Proin sapien ipsum, porta a,
auctor quis, euismod ut, mi. Aenean viverra rhoncus pede. Pellentesque habitant morbi
tristique senectus et netus et malesuada fames ac turpis egestas. Ut non enim eleifend felis
pretium feugiat. Vivamus quis mi.

Quote

9 Arial Regular Nome Cognome
Arial Bold Ruolo
size: 10 pt Azienda

spacing: 12pt

between two lines

“(QUOTE) Offering a good balance between technical
and practical learning. Being organised with clear and
effective lectures and adequate resources to support the
preparation.”

Vestibulum fringilla pede sit amet augue. In turpis. Pellentesque posuere. Praesent turpis.
Aenean posuere, tortor sed cursus feugiat, nunc augue blandit nunc, eu sollicitudin urna
dolor sagittis lacus. Donec elit libero, sodales nec, volutpat a, suscipit non, turpis. Nullam
sagittis.

Autore 1 Autore 3
Nome Cognome Nome Cognome
Funzione Funzione
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Where and how
to access files

Please note

Itis always
recommended to start
with a new document.

The templates are
subject to changes and
improvements, so they
will always be updated.

The folders are divided
by: US| organisational
units, Faculties,
Institutes, Services, etc.

New document

On the main page when
we want to open a new
document find the shared
folder, sorted by file type:

When opening Word, a blank document appears by default.

1. Click on “File”, and then “New”.
2. Folders with available USI templates are displayed.

Letterhead
Templates

Labels
Templates

Email signature
Templates

e Organisationl units

Templates

@t Search for online templates p
Save
pave s FEATURED ~PERSONAL
ve as Adobe
Export
Close
Blank document 100_c_usi-pro.. 1_modelli Word 2_modelli etichette 3_modelli firma elett...
Account
Options
Open 73} Home » 1_modelli Word
Save
Save As
Save as Adobe
PDF
Print
Share
100_USI 101_Facolta 102_Istituti 103_Servizi 104 Biblioteche e arc...

Export

Close

Account

Options

Other ways to access files

In the share folder “USI Documentazione e Modellr".
e from the Lugano campus network: copy and paste the address
“\\usi.usilu.net\dfs\USI-Documentazione e Modelli\Modelli" on the system browser

The folder “Nusi\dfs\USI-Documentazione e Modelli" can also by accessed from ‘This PC’in the R disk.

» from outside the Lugano campus network;, itis required to activate the USI VPN and connect to the route

“\\usi.usilu.net\dfs\USI-Documentazione e Modelli\Modelli".

In serviceportal.usi.ch the full guide to accessing USI documents from outside the campus network via VPN

(from PC and Mac) is included https://vpn.usi.ch



file:\\usi\dfs\USI-Documentazione%20e%20Modelli
http://serviceportal.usi.ch
https://vpn.usi.ch

Text Styles
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user guide

Text Styles

View

In order to maintain
the correct graphic
consistency, as well as
a pleasant and clear
reading experience, it
is recommended to
use the preset styles.

Available in the toolbar
(Home > Styles

or by typing
Alt+Ctrl+Shift+S).

The use of other fonts
or colours is not
allowed.

The text is left-aligned.
Please avoid
hyphenation.

Document! - Word

Inset  Design Layout  References  Mailings Review Developer  Acrobat [ Layout Q [Tell me what you want to do. 8. Share
Y 7 o A AP Find ~
0 Arial (Heading |10 _~| A" A" | Aa~ | R | = - i= - 2L 9 | AaBbCCDI AaBBCD AaBbCCD AsbCodde AsBsCooE |AaBBCED| | oy P B 8_..
Ce -] | %
Paste Bl U -acx,. x A-¥-A- =lt=- - T Normal 1 ltalic Bold Sender 1 Caption | _Subtitle A Create and Share Request
= W Select > Adobe PDF ~ Signatures
o Preset styles E¥ptioatty o Font & [ 5 Styles Q@ Editing Adobe Acrobat
. L SRR R SRR S ST ERRR ST SRR R T R S SRR
s
- Universita
| della
~ Svizzera
: italiana
] [
- fTipo di unita soprattitolo
Document - Word
Insert Design Layout  References  Mailings  Review  View  Developer  Acrobat Design Layout  Q [Tell me what you want to do . Share
& t . - PFind ~
" ( o - .8 A
Arial (Heading ~ |10 - ERIEAREEESSIEMS 2L 9| AaBbCCDI AaBHCD AaBbCCD AsBbcoddE AsBsccoce |AaBBCCD| | oy — (N 8_:
Cop -] %
Paste = AW > = . . T P Create and Share Request
e FormatPainter I ] Y W % X [A-¥- A 1= v R Normal Italic Bold Sender _ 1Caption | Subttle J<| | v yece. | CEONSSH Slgn‘ltuv:s
Clipboard 5 Font = Paragraph = Styles 5 Editing Adobe Acrobat
. A2 - | - 1 - | - 2 (-3 141516170 8.0 -9 1.0\ 1.1 2.1 B 14115 A
S_tyles 2 9 Styles v
dialogue box
Clear All
- Universita Hormal o
N della Italic T
~ Svizzera Bold o
. italiana Sender I
: Signature 12
_'. Caption T
B Footnote Text 13
Sublitle [
N Cover Heading 1
53} Text Intro T
[Tipo di unita soprattitolo (facoltativo) Heading 1 =
= Heading 2 12
~ T't I Heading 3 12
: itolo =
d I Bulleted List 1 T
W e Bulleted List 2 T
N Title List 12
; documento v
Clipboard T Font & Paragraph ] Styles I Editing Adobe Acrobat
. R RS ERRE FRER R ERRE ERRS AREE ERRE FERE XRRE ERRE TRRE SRS Rs o
Styles =
0 Styles e Clear All
review : Universita
P - s Normal L
~ Svizzera
9 italiana s X
y Bold L]
o Sender 1
Signature L]
3] Caption T
[Tipo di unita soprattitolo (facoltativo) rocinote Text .
§ T|to|o Subtitle El
M del Cover Heading b
: documento TextInto :
B 1. Heading 1 @
M 1.1. Heading 2 n
- 1.1.1. Heading 3 ]
1.1.1.1. Heading 4 o]
- Data, autore, versione nr. 000
N « Bulleted List 1 L
. - « Bulleted List 2 T
B 1. Heading 1
o 1. Title List 0
i 1.1. Heading 2
N X 1. List T
1.1.1. Heading 3
1393 ing4- a. List2 v
@ Clickon 3 [4) ow Preview
Show Preview ] 1. Title List Disable Linked Styles
for a preview W 1.1, Numbered List 2 RENES Options.
] iet =
of the styles Page1of2 308words Italian (Switzerland) 83 B B - 1 + 130%
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Stili disponibili che
potreste trovare nella
finestra.

Styles v

@ Basicstyles Normal - i R R R e Used for the running text.
. - -- e Used to differentiate words in another language or to place emphasis on a particular
ftalic term. It does not apply to words in other commonly used languages (Bachelor, Honoris
causa, etc).
Bold e L R e Used to highlight a paragraph.
Sender  ceeeeesemmmooooooooo R [ AR e Used for the sender in letterheads.
Signature ~ cttoemmemmmosoeooeees LEREE (i It e Used for signatures at the end of the document (Project with cover and Short Project).
g 9 ] )
Caption ~ rrmmmmmmmmmmmoeeoees Koo e Used to describe images or charts (captions).
Footnote Text  -------mmmmmmmmmooooe LCRR (el et e Used for footnotes.
@ Titles Subtitle @ - ga---f-q-------- e Used for subtitles, supertitles, an object or an organisational unit.

without numbering

COVEI‘ Head ing ””” i [ e e Used for a project’s cover title.

Text Intro 77777777777777777777 AL R REEE R e Style also suited to short introductory texts.
© Titles . 1 . Heading 1 L R ® Index-linked titling that is automatically generated
with numbering o Helps prioritise chapters and sub-chapters.
- m e Through the buttons €= 3= it is possible to change the numbering
1 1 . Headlng 2 - quickly and easily.
1.1.1. Heading 3 b}
1.1.1.1. Heading 4 bl
@ Bulleted list e Bulleted List 1 LARES Bt R e Helps prioritise lists and bullet points
e Through the buttons €= 3= itis possible to change the numbering
- Bulleted List 2 T quickly and easily.
@ Mixed numbered and 1. Title List i N e Helps prioritise lists and bullet points using a varied system of numbers,
bulleted list letters, dots, etc.
. T e Through the buttons €= 3= itis possible to change the numbering
1. List quickly and easily.
a. List2 T
. - R e Helps prioritise lists and bullet points using a varied system of numbers,
@ Numbered list 1. Numbered List ﬂ letters, dots, etc.
e Through the buttons €= 3= itis possible to change the numbering
1.1. Numbered List 2 u quickly and easily.
1.1.1. Numbered List 3 n
1 Artice - R Rk (i R e Through the buttons £= 3= itis possible to change the numbering
o Link | H!Qerlink ———————— e Links are automatically underlined when they are set.
T
@ Quote/ highlights I Quote = cooeeeeeeeeeBaeoofiepeeooooo- e ltis possible to highlight a testimony or concept.
L
© Table e table_bulleted_list R e These are the styles to be used in tables (US| Table Style).
1. table_numbered_list T
table_text hil
table_title T

V| Show Preview

Disable Linked Styles

Ee: | "1‘;‘) ’%5' Options...
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Copy/Paste

We often do not write the text entirely or directly in the final word document but must import data from another
source (pre-existing document, email, etc.).

In most cases, our aim is not to lose formatting (images, italics, bold, titling, etc.), which is why the simple CTRL +
C/CTRL + V often does not allow us to do this as desired.

In Word, you can paste text using source, target or simply plain text formatting (see page 17).
If you always want one of the options, follow some simple steps to set it as the default for pasted text.

Changing options when pasting content

When copying content from a formatted source, such as a web page or other Word document, you can select
options when pasting it into the document.

W -

Tap or click where you want to paste the content.

Press CTRL + V and then select Paste Options (-],

Place the mouse over the buttons, you willimmediately see how the text behaves directly on the document.
Select the best option for you.

More information and insights here gui.

el

B 4 =

o)
2

e

Arial (Body) - |11

Paste Options:

Paragraph...

Srnart Lookup
Synonyms 4
Translate
Hyperlink...

MNew Comment

KA As

Please note
Following each paste, it is recommended to re-assign the predefined styles to each element
(titles, numbering, bullet points, etc).


https://support.microsoft.com/it-it/office/controllare-la-formattazione-quando-si-incolla-il-testo-20156a41-520e-48a6-8680-fb9ce15bf3d6

Mail merge
|etters
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Mail merge lets you create a batch of documents that are personalised for each recipient. To use mail
merge for letters and labels a data source file is merged with a target document.

Before starting, itis important to have the list of recipients on an Excel spreadsheet (source file) filled in
orderly and correctly and with the fields well divided.

@ Sourcefile indirizzi - Excel

Formulas Data Review View Acrobat ) Tell me what you want to do...
% prial o AN % B L jo,
Paste N B I U o 0 .00 Ccndit;)nal Formatas Cell | = e Sort & Find &
= A “ we Formatting - Table - Styles (Eiformat - &~ Fi\tewr Select ~
Clipboard & Font " Alignment Number Styles Cells Editing A
AT S X v fe | Titolo| v
A B ,_ C | D | E | F | &6 | H | 1 J -
1 |Titolo JNome Cognome Ente Indirizzo CAP, Citta  Nazione
2 Egregio signor Paolo Rossi usli Via Indipendenza 5 6900 Lugano Svizzera
3 —
4
5
6 |
7 |
8 hd
= —
I Sheet1 I @ [ »
Edt 29 = =

H ©-0 an ] usi-carta-intestata-ita - Word o

File Home  Inset  Design [EVCINN C OIS Mailings Acrobat  Design layout @ Tel £ Share

@ Upload the source file q |j B (3 Rules~ Gy M [ D_) -E‘!_
from the menu bar - = - =Sl 3% Match Fields ] et et = =
- Mailings Envelopes Labels  Start Mail Edit Highlight Address Greeting Insert Merge Preview Finish &  Mergeto
> Select Recwpwents Merge - [Recipients *|Recipient List  Merge Fields Block  Line Field ~ Update Labels | pasylts @C”‘E‘kﬁ" Errors Merge~ Adobe PDF

Create E7 Typea NewList... Write & Insert Fields Preview Results Finish Acrobat ~
s "ID lmemEEr i Isw-v-‘-n-.-9-.‘m‘.‘11-.-115.‘11‘.‘14“‘15-‘-15“‘11“-13-‘-19-5-211 o
23 | Choose from Outlook Contacts...
M Universita
- della
- Svizzera
m ove
5 italiana
~
:
USI, Acronima o units

\is Buffi 13

6500 Lugana
- Svizzers
5 da Nome Cognome.
] tel  + 4158560 0000
- fax  + 4158500 4647
™ e-msil neme.cognome @usi ch
] web wwvr.usi.ch
B data 05.03.2020
-

Y
@ Selectthe @ | SelectTeble ? X
sheet
Name Description  Modified  Created e
12:00:00 AM  12:00:00AM  TABLE
< >
irst row of data contains column headers Cancel
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HS 0 .5 Iﬁ 0Q- = usi-carta-intestata-ita - Word o

File Home Insert Design Layout References Review View Acrobat Q h 8 Share

© Insert Merge Field = [ = F p— [ Rules~ @ M » M ID')
from menu =1 () o o &
) - - T Match Fields [} Find Recipient
> Mailings Envelopes Labels Start Mail  Select Edit Highlight Address Greeting [Insert Merge| Preview Finish& = Mergeto
> Insert Merge Field Merge + Recipients = Recipient List Merge Fields Block  Line Field ~ Update Labels | Recufts [+ Check for Errars Merge~  Adobe PDF
Create Start Mail Merge Write &1 Titolo_ Preview Results Finish | Acrobat -~
Enter the address in the L -4‘\-3-.‘2‘\-1‘\-5-.‘1‘ 2000300040 Nome ERN R IRt E IR F AR E TR IR CRN NS S LI N
field. -
Cognome_

Itis possible ‘to gnter the - Universita Ente_
same data within the letter 3] della Indirizzo

- Svizzera -
as per the example. & italiana CAP Citta_

- Nazione

“

USI. Acronime o unitd

N Vis Buffi 13

- 6900 L "

B Seime «Titolo_»

N «Nome_»«Cognome_»
| da  Mame Cognome «Ente_»

o tel  + 41 58 868 D0D0 «Indirizzo_»

- fmx  + 4158086 4547 «CAP Citta »
Ly emsil nome.cogneme @usi.ch —
] web wwwusi.ch «Nazionex»

. data 05.02.2020

-

Y Oggetto lettera

w

o Egregio j«Titolo_»«Cognome_»

-

per mantenere la corretta coerenza grafica, nonché una piacevole e chiara lettura, si
raccomanda di utilizzare gli stili preimpostati, disponibili nella barra strumenti (Home >

H - B RBRDQ-= - -

& usi-carta-intestata-ita - Word =

File Home Insert Design Layout References Review View Acrobat Q h N 2 Share
@ Finish and Merge = o [5 Rules = M 41
From Mailing (= B G’a - B B B 3 &

l%‘Eﬂ‘»}latch Fields E)Fmd Recipient

- Finish & Merge Envelopes Labels  Start Mail  Select Edit Highlight Address Greeting Insert Merge Preview

- Editindividual Merge - Recipients - Recipient List = Merge Fields Block  Line Field - UpdateLabels | Resyfts [ Check for Errors

Documents. Create Start Mail Merge ‘Write & Insert Fields Preview Results DD Edit Individual Documents...
L -4-|-3‘\-Z-l-l-l‘Ew-1-|‘Z‘\-]-l‘4-|‘5‘\-6-|‘7-\-a-lL9‘|‘10-|-11‘|‘12-|-1]‘\‘14‘(_\“;3. Brint Documents..

B Send Email Messages...

O Awindow - (5)

Merge to New Document i Merge to New Document ? x
will open -
- flag All records = Merge records
click Ok ~
E @
2 () Current record
a ) From: To:

USI, Acronimo o unitd

- Cancel «Titolo_»
i «Nome_»«Cognome_»
i ds Nome Cognome «Ente_»
o tel  + 4158686 0000 «Indirizzo_»
fax  + 4158680 4547 «CAP Cita »
m il y-- ! b - -

HeS- " BHYBDQ &

File Home  Insert  Design Layout  References Review  View  Acrobat Q hat you want to do 8 Share

@ Thenew document to (5] Ho " ®BTRED & =0 Letters1 - Word ™ - B @ Ml P,
save and print with [ nset  Design  layout  References  Mailngs  Review  View  Acrobat  Design  Layout @ Tellme.. £ share Previen [B Find Recipent Fineha | Mergeto
addresses and names = P o - = el Results | Checkfor Errars Merge~  Adobe PDF
will open. D 5 4 Mo 2| AaBbCeDi| AaBbCeD AaBbCeD [E 8: Preview Results Finish Acrobat ~

U 3 < === = -
Paste o T Nommal talic gold - Editing Create and Share Request LS 1101 ALt 121 1300 14 AISEREER .
W =l -
§ S A-F-A-m- KA B-E- AT ~ Adobe PDF  Signatures
6 Save the main file for future Clipboard = Font & Paragraph 5 Styles © Adobe Acrobat ~
use. L AN EHE SRRE SRR SUIESWRY SHRE SURE UNCER TR SRE-L. RSN IR SR TR SR SR -

a Universita
B ella

Svizzera
i italiana
3 USL Acronima o units organizzstiva
b «Titolo_»

US1. Asronim o units organizzstiva «Nome_p«Cognome_»

Vis Buffi 13 «Ente_»

2500 Logano o dndirizzo_»
. Egrego signor AP Ol »

FaoRossl «Naziones
@ Noma Cogrome
f fel + 4158 6850000 Via Indipendenza 5
i s 6900 Lugano
B eﬂvvlll7 :':'wrrﬁ;zgcr'v‘wme @usi.cl Svizzera
s 0503200
H Oggetto lettera B
placevole e chiara lettura, si

'_ Egregio Egregio signorRossi nella barra strumenti (Home >
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Mail merge Labels

Two labels template are
available (for letters and
for parcels), wich can be
found in the “labels” folder
displayed when opening a
new Word document.

Mail merge lets you create a batch of documents that are personalised for each recipient.

To use mail merge for letters and labels a data source file is merged with

atarget document.

Before starting, it is important to have the list of recipients on an Excel spreadsheet (source file)

filled in orderly and correctly and with the fields well divided.

@ Sourcefile

- indirizzi - Excel O
Insert Pagelayout Formulas Data Review View Acrobat Q) Tell me what you want to do.. L. Share
e o Insert - O
% Avial 110 - A A > H nser >
By - = Delete
Paste B I U- B 9% -0 00 Conditional Formatas Cell | . . Sort&Find&
- & ' ~ | Formatting = Table -~ Styles EAEWEET (2% o G
Clipboard Font = Alignment Number Styles Cells Editing ~
A1 - X v Jf | Titolo] v
A B | C L D | E | F | G | H J |-
1 |Titolo _!Nome Cognome Ente Indirizzo CAP, Citta Nazione
2 Egregio signor Paolo Rossi usi Via Indipendenza 5 6900 Lugano Svizzera
3 —
4 —
5 —
6 —
7 —
8 — v
I Sheet1 I @ 1 »
it % ) M

]

B Y B D

Open a document
(blank page)
Choose from

> Mailings

> Start Mail Merge
> Labels

@ Choose the label
vendor or model

Document] - Word ]
Home Insert Design Layout View Acrobat Q Tell me wha 2 share
. n
ljl LB |7li . Rules o -
B - Match Fields Find Recipient z
Envelopes Labels |Start Mail| Select Edit Highlight s Greeting Insert Merge Preview ~ Finish & = Mergeto
Merge = [Recipients - Recipient List | Merge Fields < Line Field Update Labels | Regyits Check for Errors Merge~ | Adobe PDF
Create D Letters Write & Insert Fields Preview Results Finish Acrobat -~
G £ E-mail Messages 400 E B T e Ben 9 1000 1l 120 c13e 0 14 1 150 16 A e
E Envelopes
| |5 Labels... |
N D Difectory
- E| Ng¢rmal Word Document
[5] Stgp-by-Step Mail Merge Wizard...
Label Options ? X
Printer information
O continuous feed printers
@ Pageprinters  Tray: | Detautthray (Automatically Select) |
Label information \ /
e Label vendars: |Av=ry2w=:kfmm vI
Find updates ice.com

Product number:

Label information

Type: Address Label
Height:  4.5¢m
width: 64 m

Page size: 21 cm x 2,69 cm

Details.. New Label... Cancel

H - B vaDo =

Document] - Word

Table

File Home Insert Design Layout References [VEIMEEl  Review  View  Acrobat  Design Layout Q@ Tellme... 2 Share
@ Upload source =7 Rules £ -
> Mailings S - Match Fields Find Recipient -
> Select Recipients Envelopes Labels = Start Mail Edit Highlight Address Greeting Insert Merge N Finish & | Mergeto
- Use an Existing List Merge ~ |Recipients =|Recipient List = Merge Fields Block  Line Field réUpdate Labels Check for Errors Merge - Adobe PDF
Create E Type a New List... Write & Insert Fields Preview Results Finish Acrobat ~
L |th Use an Existing List... I&-7-|-8-|-9-|-1G-\-11-|-12-|§13-|-14-|-15-|-16‘|-17-|-15-|-1§|-Zﬂ
[E5 Choosefrom Qutlook Contacts... Select Table 7 X
- Mame Description  Modified Created Type
]
e Select the sheet 5 = e 12:00:00 AM  12:00:00 AM  TABLE
~
,; < >
7] irst row of data contains column headers Cancel
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Stampa Etichette

unione

Two labels template are
available (for letters and
for parcels), wich can be
found in the “labels” folder
displayed when opening a
new Word document.

HS- 0 vRaDa =

Document] - Word T

File Home Insert Design Layout References Mailings Review View Acrabat Design Layout Q Tell me..

(6]

Insert Merge Field
from menu

> Mailings

> Insert Merge Field

Insert address in the field.
Itis possible to enter the

same data within the letter
as per the example

= IE 7l s B B B (3 Rules - @ M 4 > M D"
.
=3 i - 7 . . ¥ Match Fields [0 Find Recipient
Envelopes Labels Start Mail  Select Edit Highlight Address Greeting Jnsert Merge| Preview
Merge - Recipients - Recipient List  Merge Fields Block  Line Field - féUpdate Labels  Resylts QC"‘E‘H‘"E"DK Merge -

Create Start Mail Merge Write & I Titola_ Preview Results Finish

L ' el e200 03 4 ERNREY AN E Mome. D120 HI30 0 0140 1501 +160 1 1700 +1B. 0 136 020
Cognome._

N Ente_
. Indirizzo_
] «Titolo_» «Next Recor CAP Citts «Next Records
- «Mome »gCognome » <} Mazione
n «Indirizzo_»
* «CAP _Citta_»

O

S Share

-

Finish &  Merge to

Adobe PDF
Acrobat ~

HS OF YRADQ- ¢ Tat Is

File Home Insert Design Layout References Mailings Review View Acrobat Design Layout Q Tell me..

save and print with
addresses and names
will open.

Save the main file
for future use.

,q_ Share

Adobe PDF
Acrobat ~

PR Insct  Desion  Layout  References  Mailings  Review  View  Acrobat  Design  Layout  Q Tel Padovan Ales.. S Share

Via Indipendenza 5
6900 Lugano

p— i [ Rules~ M 4 P M |—D
=] E=IRY 5 @ R >
3 o % Match Fields B lz) Find Recipient
- G review
(7] :"59” Merge Field Merge~ Recipients + Recipient List | Merge Fields Block  Line Feld@ Resuts [ Check for Errors @) | perge -
rom me"u Create Start Mail Merge Write & Insert Fields Preview Results Finish
> Mailings
9/nser[Me!geF/‘e/d b '\'ﬁgl‘l'l'l'l']‘l‘4‘l‘5‘ -GG&-T‘I‘ﬂ‘l“3-\-10-\-11‘|‘ll‘lﬁll-\-14-\-1§-|-16‘|‘17-\-18-\-
Enter the address in the field. -
Itis possible to enter the same :
data within the letter as per the i «Titolo_» «Next Record»«Titolo_» «Next Record»«Titolo_»
examp\e - «Nome »zCognome » «Nome »gCognome » gNome »zCognome »
0 Finish and Merge N «Indirizzo_» «Indirizzo_» «Indirizzo_»
from Mailing menu -| «CAP_Citta_» «CAP_Citta_» «CAP_Cittd_»
-> Finish & Merge -
-> Editindividual Documents. ‘|
-+
9 A window Merge to n «Next Records«Titolo_» e Merge to New Document ? % «Next Recorda«Titolo_»
New Document will open 7 «Nome »«Cognome » eMome »&Cognome »
- seleziona All records b ndirizzo_s M(e;_‘e ’_“‘”d‘ elndirizzo_»
> clicca su Ok ] «CAP_Citta_» «CAP_Citta_»
~ - = (O Current record - =
. O From: To:
-
M «MNext Recorda«Titolo_» «Next Recorda«Titolo_» «Next Recorda«Titolo_»
=1 «Nome »«Cognome » «Nome »«Cognome » «Nome »«Cognome »
| «Indirizzo » «lndirizzo » glndirizzo »
HS COHYPRDO =
File Home  Inset  Design  Layout View  Acrobat  Design  Llayout @ Tellm_.
@ The new document to @ Labels1 - Word D')

- Finish
o nae 4 : 2
M Arial 0 -[A A Al |4 2l | aaBoCeD)| AsBBCOD AaBBCCD . o [“,1, P fas
Fastel B 1 U = | & T Text T halic TBold |- Ediing Createand Share Request
- - AdobePDF  Signatures
Clipboard & Font = Paragraph = Styles = Adobe Acrobat ~
L ‘l-‘gl-l-\-l‘l-]‘\‘4-\‘5‘|-6¢#-7‘|-3-\ S 30 g e11ey o120 EL3 e 14 g o150y 21600 170 18 1300 020 -~
.
J Egregio signor
- PacloRossi

8 share

-

nish &  Mergeto
erge ¥

Adobe PDF
Acrobat ~

20
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Page orientation

o~ (Y

Home  Inset  Design [NEVCRGN References

Mailings ~ Review Vi eveloper  Acrobat

P@ Y = Breaks ~ Spacing il [ Align~
£ Line Numbers ~ 2 1= Before Opt - J roup
03D E e e B A
Margins Orientation Size Colurnns '~ - | positon Wiap Bing  Send Selection
- - - - ¥ Hyphenation - H < ext - Forward - Backward - Pane  k Rotate
Fage Setup 5 Paraoraph 5 Arange
T B R PRI E FRIE R PR ST RS SUIE PR R PR F R TERIT- PR ATy P
table_title Colonna 2 Colonna 3 Colonna 4
table_text 1 table_tst 1 3. table_list 1 1 table_tist 1
2 table_list2 * table_list2 a. table_list2
Hyperiink alla pagina della “Corporate design” dellUSI
| pagina2/3
o Select the text 1 0 Tabelia esempio
to which you wish to |
change the orientation i Colonna 1 Colonna 2 Colonna 3 Colonna 4 Colonna 5 Colonna 6 Colonna 7'
. E dolorslomel. dolor sl amet.  dolorsitame. dolorsiamel, dojorstamel. dlorsitamel,  dolor i amet.
horizontal. oconseclelr  conseclelus  conseclelu  coseclelur  consecisilr  conseclellr - conseclelur
M # i 5 it o i il odolsging 6, a0 L
, saddo seddo saddo seddo seddo s do seddo
In this case, allow more . fomoor temoar fowoor temoor {fempor femoor  femoar
, nAdigntut  inggicuntut  inegigntul  iGsiuptut  nEdiuntut  ingciuntut  ingiicuntut
space to the columns. lBbuieet  lboeet  lhoeel  laboreet  laboeet laboseet labomet

Page2of3 T4901252words ¥ Malian (Swizerand) %3

u]

9 share

HS-oFSRBROQ @ -
File  Home Inset  Design References
@ @ IE "5 Breaks ~ Indent

£[) Line Numbers - eft
Margins Orientation Size Columns

e From the Layout menu
(by clicking on the icon at
the bottom right) 'y
open the dialogue box
Page Setup dialogue box.

53

Page Setup

- @0

Right: 0 cm

Document! -V

e From the Page Setup
dialogue box, select
the orientation from
portrait to landscape.

o Apply to Selected text.
Click OK.

Page2of3  1490f282words [ Halian (witzerland) 8

Malings  Review  View  Developer  Acrobat  Q Tellm.
Spacing 2 Align-
Te= B
‘1= ketore 0pt % Group
= P M o e B S SR !
< 1= After. - Text~ Forward - Backward - Pane Rotate
Paragraph & Ariange
ey T P P T P T R R RS PR PU R R TR PR AR TR TRy e
Hyperlink alla pagina della “Corporate design® dell'US]
Page Setup T x
Margin  paper  Layout
Margins
pagina2/3 . .
Top: s [2]  Bottom 2z 5
Lett: 275em 3] mone sezem 5
Gutter om 3] utterposttion et =
Tabella esempio
Colonnat  Colowna2  Colonna3  Col
Borratt | Lanascape
Loremipsum.  borempsum Loremipsum Lol pages
dolor sit amef. dolor sit amet.  dolor sit amef.  dalf
conseclelur  consecleli  consecslur  con  Mutple pages: |Nomal ~
adibisong el adiiscig ell.  adibisong elt.  adi
S8 do sgd do Sgd do sed
Gusmod.  slamed.  elmed M o
tempar temoor. tempor tom
nedguntut  ngdidoniut  ediguntt  inel
sboeel  laboieel  laboeet lab
dolore magna dolore magna  dolore magna doi
sl aliasa. sl ailg
Seths Dottt =

8 share
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Page orientation

B 9

BHYRDQ @

Document! - Word

Table Tool

File Home  Inset  Design [ECNN  References  Mailings  Review  View  Developer  Acrobat Design [ Q Tell
Bresks [l [2 Align~
£ Line Numbers - B : Uk Group
Margins Orientation Size Columns "5 - =) Postion Wiap Bring  Send Selection
b€ Hyphenation - : : xt - Forward - Backward n Qe
Page Setup Paragraph ) Arrange
. L ENRRSFRERNREY. TESNRE SNRY SRRT WY FRRE ENRE TiF TRAT THRT-TRRT T NRT NRTCNRT N1 T TNRTINRE INRE L R TR INRE I e
Hyperlink alla pagina della “Corporate design” dell'USI
- Universita
] della
Svizzera
N italiana
i Tabella esempio
p v [colonna 1 Colonna 2 Colonna 3 Colonna 4 Colonna 5 Colonna 6 Colonna 7'
] Lorem. ipsum dolor. sit Lorem ipsum dolor. it Lorem ipsum dolor. it Lorem ipsum dolor. sit Loram insum dolor sit Loram insum dolor. sit Loram ipsum. dolor sit
3 amet, consecletur amet, consectelur amet, consectelur amet, consectetur amet, consectets amet, consecletur
R adpiscing el seddo  adipiscing el sed do  adioiscing el sed do cliLseddo  adoiscnoelitseddo  admisciooeli.seddo  adinisciog el sed do
tempor s
E utlabore. et gna  utlahore et gna utlahore.et gna  ut ahors et dolore magna Ut abors et dolore magna ut ahare.et dolore magna  ut ahare et dolore magna
- o i i i i i i i -
@ Using the angle of the § : Ie
box, stretch the table as +
needed over the width of §
the document now K
oriented horizontally. |
Page2of4 252words [[¥ [talian (Switzerland) ] B -

FICE

File

D B

Home

Header Footer  Page

Nurmber -

Header & Footer

BYRD

Insert

B B ELd

Date & Document Quick Pictures Online  Goto Goto ryy o
Time Infor  Parts- Pictures | Hesder Footer 4. Linkto Previous
Insert Navigation
0\3\2\1‘8.\x\1\1|o‘.5\s

]

Design  Layout  References  Malings  Review  View D

i Previous

iy Next

Document! - Word

eveloper  Acrobat

Different First Page

Different Odd & Even Pages

Options

R S

‘Show Document Tedt

L0 en

.+ Header from Top:
!+ Footer from Bottom: |1.25 cm

Insert Alignment Tab

125 cm

Close Header

Position
ene

and Footer

Close

14 AT

Hyperlink

First Page Footer -Section 1

ala pagina della “Corporate design’ dell'US1

Universita

Q At this point the page has
changed orientation, but
with the header on the
first page. To replace it,
double-click on the
header or from the menu:
Insert > Header > Edit

(6]

italiana

[Firstrage Aeager-sedion 2 |es:

Colonna 1 Colonna 2 Col

jnna 3 Colonna 4 Colonna 5 Colonna 6 Colonna 7

Lorem nawn dolosit Lorem aum dolacsit Lorein aum dolacsit Loreom sum dolocsit Loseon insum. dolor it Loseon insm. dolax it Loson inawm dolar it
COUSEEIN. aMEL GUNSEEIGINL CUSECIEINL. GUSRCIEIL. CUSRCIEIL. GONSREIEIML.

a0inisciog el sad do adpiscogelit seddo  adinpong el seddo - adinisciog ekl sed do adinisciog elil seddo  adioisciog el sed do adiniscing elil sed do

elusmat elusy elusmadt Susmoa! Susmoa! elusmos!

utlahore. et dolore magna  ut 3hore.et dolore magna Ut lafors. st dolore magna  ut labarz.et dolore magna  ut lahore et dolore magna  ut lahark et dolore magna  ut lahara. &t dolore magna

aliawa. aliawa aliag aliaua aligva aligva aligva.

The Design tab opens.
Uncheck the item
Different First Page

Page 2 of 4

252 words

(i)

Halian (Switzerand) 83

8 share
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Document - Word

e e e

Header &
Y

@ Lheader siaggiorna B R B eprevious ) | ) piferent st page Covesseromop [15m 2| oy 9
: l=F = z
automaticamente. O = =] , S Different 094 & FvenPages. s Footer from Bottom: 125 cm
Heade| Footer Page | Date & Document Quick Pictures Online | Goto Goto Close Header
* -~ Number~ Time lInfo- Pictures | Header Footer [ bink fOPesviots] | (| Show Document Text ezt AR ED and Footer
Header & Footer Insert Navigation Options Position Close
E T S R FUIE FERE RN PEI FURE SN S PR PR O PRI AR PR INRY FWRY rums xunsc NI TR SR TRRE T TR Se e
pagina2/4
e Close the Design i
dialogue box | Even Page Header Sedion 2 Jesempio . Same o Previous
) Colonna 1 Colonna 2 Colonna 3 Colonna 4 Colonna 5 Colonna 6 Colonna 7
" Loz bewm dolorsit Loseen. bswm dolor sit Lo nsum dolor sit Lo nsum dolor sit Lo nsum dolorsit Lo bsum dolorsit Lo s dolorsit
adiniscing elil sed do adiniscing elil sed do adipiscing elil sed do elil sed do adipiscing elil sed do adiniscing elil sed do adiniscing elil sed do

| e e O ST IGTIDO ST ICTID
N ut [ahois. et dolore magna  ut [3hass. et dolore magna  ut [ahaks. et dolore magna  ut [ahois. et dolore magna  ut [ahaxe et dolore magna  ut [ahake et dolore magna  ut [3hars.et dolore magna
N NN aNawa alawa alawa alawa aawa aawa
]
]
Q
a
-
| [EvenPage FooterSecionz | . [Some s reious |
e
Page2of4 252words (¥ Italian (Switzerland) %5 ] B -

9 share

HS- 0B YRDOCS

[ et Design  Layout  References

Mailings

Review  View

Developer  Acrobat

Document! - Word

Q Tell mewhat you u

ant to do

Padovan Alessia

2;

Signatures

2 ¥ cut o o £ Find -
° Arial +l0 - A A Aa- ASBBCCD: AsBbCD | AaBbCeD | Asssceoss asasceos AaBbcd AABI AaBbC et [?L.
Copy - BcReplace
Paste . : Ly Jormal alic o aption ender ubitle e Intro |< Create and Share Request
- T U-sbex ¥ A-% TNormal T tal Bold | TCapti Send Subtit Titl TTertnto || | S | It a
Cipboara 5 Font styies 5 Editing Adobe Acrobat
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Moving
full chapters

Structure

How to move entire
chapters without
losing data, quickly
and easily.

This option is only
possible in documents
structured with styles.
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On the View menu
check Navigation Pane.
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Structure

Come spostare interi
capitoli senza perdere
dati, in modo semplice
e veloce.

Questa opzione &
possibile unicamente
nei documenti
strutturati con gli stili.
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