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PAGE LAYOUT

Page Layout refers to the arrangement and appearance of content on a document page. It helps in making the
document visually appealing and organized.

Key Features:
Margins: Space around the edges of the page (top, bottom, left, right).
Orientation:
Portrait (vertical)
Landscape (horizontal)
Page Size: A4, Letter, Legal, etc.
Columns: Dividing text into multiple vertical sections.
Spacing: Line spacing and paragraph spacing.
Page Breaks: Used to move content to the next page.
Themes & Background: Apply colors, fonts, and effects.
Importance:
Improves readability
Gives professional appearance

Helps in printing properly
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INSERTING TABLES

Tables are used to organize data in rows and columns.
Steps to Insert a Table:

Go to InsertTab

Click on Table

Select number of rows and columns
Features:

Add/Delete rows and columns

Merge and split cells

Apply table styles

Align text inside cells
Uses:

Data representation

Timetables

Reports
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INSERTING IMAGES

Images make a document more attractive and easy to understand.
Steps:

Go to Insert Tab

Click Pictures

Choose image from device or online
Features:

Resize image

Crop image

Apply styles and effects

Text wrapping (Square, Tight, Behind text, etc.)
Importance:

Visual explanation

Better understanding

Improves presentation
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INSERTING HYPERLINKS

A Hyperlink is a clickable link that takes you to another document, webpage, or location.
Steps:

Select text or object

Go to InsertTab

Click Hyperlink

Enter URL or select file
Types:

Webpage links

Email links

Links to another document

Internal document links
Benefits:

Easy navigation

Quick access to information

Useful in digital documents
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CONCLUSION (fast)

Page Layout, Tables, Images, and Hyperlinks are essential tools in document
creation. They help in organizing, designing, and improving the quality of
documents.
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