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20 August 2014

How to use this template [Heading 1]

This template is to be used to promote events on the day, or to create a poster.. 
The masthead title (accessed via the Header) can be amended to suit the document you are producing  - eg BULLETIN, UPDATE, FACTSHEET, PRESS RELEASE etc. Simply double click in the header area – and overtype the text “20 August 2014” with your new heading. REMEMBER to also change the footer on page 2. [Intro para]

Styles [Heading 2]

Styles are set for headings and body text – details overleaf.. [Body text]
How to apply Styles to your document  [Heading 3]
You can view the Styles window (Alt+Ctrl+Shift+S) or click on the small square on the Styles bar in the MS Word™ ribbon.
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You can then select the Options tab to display only the styles in use in the document – click on Options… then in the pop-up window Select Styles to show: In use – and Select how list is sorted : Alphabetical
IMPORTANT NOTE [Heading 5]

All styles have preset spacing applied to them – do not type an additional paragraph space to separate paragraphs/headings etc.
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