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Borders

Borders can be used to enhance the layout for specific symbols, paragraphs or pages. This can be
useful under certain circumstances, particularly in cases where you want emphasis on a certain
part of a document or wish to visually enhance the layout and presentation of a resource.

Borders can only be used within the document editor - not templates. To create a new blank
document click on the Create a Document button.

To include multiple lines of text in one Paragraph Border, press Shift+Enter at the end of each
line.

A full annotated diagram of the toolbar is available at the bottom of this document.
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How to use Borders \

1. To begin using Borders in :g I """"""" : = [ M,L = ‘n —
your document, click the = 5. @ Q== == = Y T f h} e
Borders tab on the top of roses B o 5 s S Gttt i

your document.

Bhno &

The cat sat on the mat

2. You can enable the Border
on your document,

paragraph or word by Ijl O SZT["ES';;S v —_—— @@
clicking the Toggle Border

a a
button. This will Opply the Toggle Border D Paper colour: D Toggle Border D Toggle Border D

Border to Where your Poge Borders = Paragraph Borders = Symbol Borders 5]
cursor is located.

3. Once a Border has been

applied to the document, Show on:
you can change the Ij O [AlUPages v ~ =~ |O E]E] o
border COIOur Clnd . Toggle Border D Popacolour D Toggle Border D Toggle Border D
bGCkground c°l°ur Wlth Foge Borders (5] Forogroph Borders 5] Symbol Borders 5]
the change colour buttons.
4. If you want to reuse the
same Border style in a Format Painter Type:
different part of your
document, you can copy ~|an v
the Border to another part Format Painter —
of the document using the Formet Feinter
Format Painter.
Before:

To begin using the Format

Painter m ‘&'
1. Highlight what you )ii ﬁ

The cat sat he mat
want to copy
2. Click Format Painter

3. Highlight where you &
want to copy the ﬁ ﬁ_ |ﬁ [
formotting to The dog stands the land|

4. Click Format Painter
again After:

The Q sat he mat
o L & |a

| |

The dog stands the land|
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Note:

If you only want to copy the
l @ Paragraph style or the

i Symbol style, change the
Format Painter from All to
Paragraph or Symbol.

ég Format Painter Type:

| All v|

Format Painter
£y FAFAgraph

4 symbol r
All

Border Styling \

1. You can change the
styling of the Borders by
clicking the arrow in the
bottom right of the Page,
Paragraph or Symbol
Borders sections.

Show on:
D EJ [Atroges ~ [ a (o] a
Toggle Border D Paper colour: D Toggle Border D Toggle Border D

Poge Borders E Paragraph Borders E Symbol Borders

2. Changing the Page Border

Styling will allow you to
change several aspects,
including colour, Border
thickness and corner
sizing, the type of Border,
and the margins.

Page Border Settings %

Page Border Properties

Border Colour .

Border Background |:|

Border Thickness mmn
-
Border Style
Show on
Border Offset mmn

Page Margin Properties

Border Radius

Top Margin 2800
Right Margin |2800
Bottom Margin| 2800
Left Margin 2800

OK ' Cancel

Borders
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3. By default, the Page -
Border will look like the u ﬁ |ﬁ
imoge on the rlght The cat sat on the mat

4. Altering the default
options can result in many ‘'
different variants in e Q )j';il\t l; e ﬁ
layouts. An example is
shown below the default.

5. Both the Paragraph and )
Symbol Borders can be Paragraph Border Settings x

altered too.

Paragraph Border Properties

Border Colour |:|

Border Background |:|

Border Thickness mm

Border Radius mm
Border Style

Paragraph Padding mm

Global Paragraph Settings

Paragraph Spucingmm

OK | Cancel

6. Editing a specific
Paragraph Border allows

you to alter the look of a u ‘)%TT m ﬁ
sentence.

The cat sat on the mat
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7. Inasimilar way, you can
then alter specific Symbol
Borders within a
Paragraph or Page Border. Symbol Border Properties

Border Colour .

Border Background |:|

Symbol Border Settings x

Border Thickness mm
Border Radius mm
Border Offset Dmm
Border Style
Symbol Spacing mm
OK | Cancel

8. Customising Borders
differently allows you to P
have Borders highlighting m )T}]L |ﬁ ﬁ
different parts of a Page, The cat  sat  on  the B
Paragraph or Symbol.

9

|

v o4 I i

Show on: . + gt
Format Painter Type:
D |l ey P At IECIED S S ETR
¥ L
All v
Toggle Border D T D Toggle Border Format Pointer Page Margins | Parograph Spacing| | Symbol Spacing
PogdBorders ~ ] Paragraph Borders 4 [§ Formot Painter Dacument Layout Symbel Layout

3

1. Toggle Border for Page, Paragraph, Symbol
2. Toggle Border Colour

3. Toggle Border Background Colour

4. Choose which pages Page Border applies to
5. Change Page Colour

6. Format Painter

7. Change Page Margins

8. Change Paragraph Spacing
9. Change Symbol Spacing
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