Quick tips for creating structured documents

e Use a clear document structure with familiar fonts to enable your readers to really focus
on the content - avoid small font sizes (less than 12 point), italics and text set allin
capitals.

o Create headings and subheadings using built-in heading level styles to aid navigation -
you can change the styles to anything you want whilst still retaining the heading level

structure.
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4 Contents .
Chapter 1 - Down the rabbit-hole - Chapter 7 - A mad tea-party

Chapter 2 . The pool of tears

Chagter 3 . A caucussace and a long tale by
Chapher 4 « The rabbat sends in a Mtie bt : There was a table setout undera tree in frontof the house, and

Chapter S - Advice from a caterpiliar B the March Hare and the Hatter were having tea at it: a Dormouse
Chapter 6 - Pig and pepper - was sitting between them, fastasleep.

| crepter7 - Amadtespany p | S
Chapler8 - The queen's croault ground e The table was a large one, but the three were all crowded together
TS N TRy S = at one comerof it. "No room! No rooml" they cried out when they
Chapter 10 - Alkce's ewidence B saw Alice coming. "There's plenty of room|" said Alice indignantly,

and she satdown in a large arm-chairat one end of the table.

e Heading level styles can assist the creation of hyperlinked tables of contents to further
improve navigation - tables of contents can be created automatically from heading levels in
Microsoft Word for example.

e Keep images in line with text rather than floating behind or in front - don't forget alternative
(Alt) text descriptions for images which are designed to convey meaning.

e Maintain a uniform structure for tables and don't merge any cells - provide meaningful and
concise row and column headings as appropriate.
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