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» If you've worked with Word much at all, you
know how frustrating it can be getting
formatting just the way you want it.

» Too many translators use spaces and multiple
tabs to “format” their documents.

» Just because it looks good on your end does
not mean it looks good on the client/end
client end.

» Clients appreciate cleanly formatted
documents because they do not have to
tinker with them.
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Nicely formatted document?
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— —{Weiden )—Postiach 18 60 - 92608 Woiden |, 3. OFY.

Institut Vorwahl: (0961) 303-0
USA Health Clinic Grafenwohr Sokrotariat: Tol: -3102
Gebdude 475 Befundant.: Tel: -3108
92655 Grafenwohr/Lager Fax: -3129
Anmeldung
Endoskoplezentrum: - 4320
Ambulanzen: -3102
Diabetesschulung: -3108

Herrn Dr med. Frank Harrmann, Am Langen Steg 10, 92637 Weiden

Station 161 .
Herrn . ., 92637 Weiden

Arztbrief

rad/kr 30.07.2015

Senr geehrte Frau Kollegin, sehr geehrter Herr Kollege,

wir berichten Uber unseren gemeinsamen Patienten

— Name: Vomame:
Geb -Datum; s o8 Fallnummer
Ort: . Strale
statonarvon:  15.05.201» bis: 21.02.2015

ambulantam:  08..5.2015, 02,07.2015, 06.07.2015,
14 072015, 15.07.2015

Diagnosen:
1. Colitis ulcarosa, Montrealkiassifikation E2, primar steroidrefraktar
2. Stealosis hepalis
Therapie und Verlauf:
Colitis ulcercsa
- 0815 ED
Koloskopie vom 16.05.2015: Hochgradiger V. a. Colitis ulcerosa bis einschlielich C, miteres/rechis C. transversum,
Ausgeprigteste Aktvitat,

Histologischer Befund und Beurtellung: Koloreklale Schieimnaut mit in allen Biopsien ausgeprigter hochflorider
ulzerativer EntzOndung vom Typ der Kolitis ulzerosa Kein Nachwe's eine’ intragpithelialen Neoplasie und
kein Anha't fOr Malignitat

Computertomographie dos Abdomens und Bockens mit KM Lv. vom 15.05 2015: Bild einer Coltis im Colon von dor
rechten Colonfiexur aboral bis zum Rektum reichend. Vermutiich reakty vermahrie LK mosentenial

Stercidrefrakidrer Verlauf
Quantiferon: nicht bestimmbar

Theragieeinieitung mit Infidmab (450mg), Erstgabe 23052015 Wettere Medikation: Mesalazin 4.5 g/Tag, aktued
Prednisolon 80 mg/Tag, supportiv 2000 IE Vigantoletten

+TOTO»



Optical Character Recognition

» ABBYY FineReader
(https://finereaderonline.com/en-us or
http://www.abbyy.com/finereader/)

» ABBYY PDF Transformer
(http://www.abbyy.com/pdf-transformer/)

» OmniPage (http://www.nuance.com/for-
individuals /by-

oroduct/omnipage/index.htm)

» http://www.onlineocr.net/

» http://www.free-online-ocr.com/

» OCR Convert (http://www.ocrconvert.com/)
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Hidden Characters
Paste Special
Tabs/Ruler
Table

Alignment

Font (expansion)
Page breaks
Format Painter
Headers/Footers
Page numbers
Text boxes
Symbols

Shapes




Show hidden characters

» On the Home toolbar, click the Show/Hide
button (it looks like a paragraph mark: ) to
turn on Word's hidden characters.

» In Word, every non-navigational key you
press inserts a character in the document.

» Tabs, returns, spaces, and paragraph marks
are all just characters in Word (even though
they contain some extra information) and
Word treats them like characters.




Show hidden characters

» You can also control exactly what hidden
characters are revealed by going to File >
Options > Display and selecting items in the
Always show these formatting marks on the
screen section.

» This ensures you don’t accidentally delete a
formatting and explains why you might have
problems if you do.




Hidden characters
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Paste Special

» Paste Special is a feature gives you more
control of how the content is displayed or
functions when pasted from the clipboard.

» For example, text copied from a Web page
often retains much or all of the HTML
formatting, which may not match the colors,
fonts, or other text formatting being used in
the document. By using Paste Special, you can
choose to paste unformatted text (doesn't
have a different font, isn't bold, doesn't
contain links, etc.).




Paste Special

» From the File menu, click Edit and then
choose Paste special or Paste text to open a
dialog box similar to the above example. If
you want to paste text that is not formatted,

click Unformatted text or Plain text.
Paste Special — — — Eg

Display as icon




Paste Special

» In new versions of Microsoft Office when
pasting text a paste box will appear
in the bottom corner of the pasted
text, as shown in the picture.

Paste Special

B (Ctrl) ~
Y

Paste Options:

=% (A

Set D F 4 2140 »
| Keep Text Only (M




Default Word options

Word Options

General
Display
Proofing
Save
Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

Use CTRL = Click to follow hyperlink
|:| Automatically create drawing canvas when inserting AutaShapes
Use smart paragraph selection
Use smart cursoring
|:| Use the Insert key to control overtype mode

|:| Use overtype mode
[T Prompt to update style
|:| Use Normal style for bulleted or numbered lists
|:| Keep track of formatting

Mark formatting inconsistencies

Updating style to match selection:

Enable click and type
Maormal El

Show AutoComplete suggestions

Keep previous numbering and bullets pattern

Default paragraph style:

Cut, copy, and paste

Pasting within the same document:
Pasting between documents: Keep Text Only
Pasting between documents when style definitions conflict:
Keep Text Only

In line with text | = |

Pasting from other programs:
Insert/paste pictures as:

Keep bullets and numbers when pasting text with Keep Text Only option
|:| Use the Insert key for paste

Show Paste Options button when content is pasted

Use smart cut and paste (i)

®l] Documentl E

[ Discard editing data ()
|:| Do not compress images in file [

Image Size and Quality

[=]

Keep Source Formatting [Default) EI

[-]

Use Destination Styles (Defautt) |« |
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Tabs/Ruler

» Tabs and indentations can give shape to your
Microsoft Office document, making it more
readable and accessible.

» Click View —> Ruler to show the Ruler.

» Indentations are settings applied to the entire
document or certain sections.

» Tabs are set by each occurrence.

» Both create breaks in otherwise large bulks of
text.




Tabs/Ruler

» Both tabs and indentations are controlled on
the Ruler.
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Tabs/Ruler

» To fine-tune tabs you set, just click on the
tab mark on the ruler. Be careful to click it
exactly, however, so the program doesn't
think you are trying to set a new tab nearby.
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Tabs/ruler
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Tabs/Ruler

» The ruler can be used to indent the first line
of a paragraph or all lines but the first line.

» Hanging indent is the typographical term for
a paragraph in which the first line is not
indented, but subsequent lines in the
paragraph are. Typically, hanging indents are
used for numbered and bulleted lists.

» Choose Paragraph from the Home menu. In
the Special drop-down list, choose Hanging
and adjust the By field as needed. Click OK.




Tabs/Ruler

» You can also create a hanging indent
manually by:

» Clicking on the View tab and checking the Ruler
box on the Show section of the Ribbon.

» Once the ruler is displayed, click and drag the
bottom of the indent slider over to .5"

~ If it's not already there, click and drag the top
portion of the indent slider back to the left margin
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Tabs/Ruler

» Use the ruler to quickly create a first line
indent so the first line of a paragraph is
indented more than the other lines.

» Click Home and then, in the Paragraph group,
click the dialog box launcher to open the
Paragraph dialog box. On the Indents and
Spacing tab, under Indentatlon select First

line.
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Tabs/Ruler

» You can adjust the tabs using left tabs, center

tabs and right tabs

R R B R 2 PN NN a
L1

' ' j ' '

.+ LeftTab - CenterTab A

» Or line up columns to meet as needed

L D 4 L !
—+ Last + Furstf
-+ Smith + Rogex
—+ Vanderpul + Marshall]

» But it’s easier to use a table for this.

Right Tahy]



Tables

» Tables are used when you have several
columns and don’t want to use tabs.

» Insert a table by clicking Insert -> Table.

» Choose the number of columns and rows you
need.

» Add a new row by hitting the tab key.

» To merge cells highlight multiple rows or
columns and right-click.

» Insert or delete columns and rows or split
cells or columns as needed by right-clicking.



Tables

» Right click to fine-tune the table, such as
removing the borders or adjusting the cell
alignment.
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Alignment

» Alignment allows you to control how the text
is shown.

» F
u

» F

ush left alignment means that text is lined
0 along the left margin.

ush right alignment lines up text along the

right margin.
» Centered alignment means that text is
aligned around a midpoint.

» Justified alignment means that text lines up
along both margins. (use sparingly!!!)




Alignment

Left Center Right Full
(Ctri-L)  (Ctrl-E)  (Ctrl-R) (Ctrl-))




Font size (expanded)

» In German medical reports or government
documents sometimes last names are spelled
like 'SCHMIDT’

» Instead of adding a space to spread it out like
the source text, | open the Font dialog by
clicking on the little arrow in the right corner

» | then click on the Advanced tab and select
Spacing -> Expanded.




Font size (expanded)
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Font size (keyboard shortcuts)

» Highlight text and press

» Shift + F3 to change case of letters (title case,
upper case and lower case)

» Ctrl+Shift+> to increase font size
» Ctrl+Shift+ < to decrease font size
» Ctrl+Shift+F to change font and size




Page break

» Click where you want to start a new page.

» hit Ctrl+Enter or on the Insert tab, in the
Pages group, click Page Break.
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Format Painter

» Use Format Painter to quickly copy formatting
from one selection of text or graphics in a
document to another.

» Select the text or graphic that has the
formatting that you want to copy.

» On the Home tab, click Format Painter.

» Once the cursor changes to a paintbrush,
select the text or graphic that you want to
format.




Format Painter
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Headers and footers

» Headers and footers are areas in the top,
bottom, and side margins of each page in a
document.

» Use when text repeats at top or bottom of
page (page numbers, file names, Bates
numbers, etc.)

» On the Insert tab, in the Header & Footer
group, click Header or Footer.

» Insert text you want and click Save.




Headers and footers
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Headers and footers

» There are lots of different options:
- Make header or footer different for odd and
even pages
- Make first page different from the rest of
the pages
- Use no header or footer on the first page
- Make header or footer different in each
section or chapter.

» The information on how to do this is out
there. Simply Google it.




Page numbers

» Word can automatically label each page with a
page number and place it in a header, footer,
or side margin. When you need to number
some pages differently, Word allows you to
restart page numbering.

» Double-click anywhere on the header or
footer to unlock it (or on top or bottom of
page).

» Place cursor where you want the page
number and click Page Number.




Page numbers
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Text boxes

» Try to use text boxes sparingly.

» A text box is an object that you can add to
your document to emphasize or set off text.

» On the Insert tab, in the Text group, click
Text Box.

24 2ee

Text Header WordArt Signature Object Symbol
Box & Footer e Line =

Text




Text boxes
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Text boxes

» Click in your document window and drag to
set the dimensions of the box. When you
release the mouse button, the text box
appears.

» Click inside the box to type text, or you can
paste text into the box that you copy from
another location.

» You can move the text box by dragging it
where you want to position it.




Symbols/special characters

» You can use the Symbol dialog box to insert
symbols, such as 4 and ©, or special
characters, such as an em dash (—) or ellipsis
(...) that are not on your keyboard, as well as
Unicode characters.

» The types of symbols and characters that you
can insert depend on the font that you
choose.

» The Wingdings font allow you to add
decorative symbols.




Symbols/special characters

Symbiols | Special Characters

Font: | Wingdings

B A<3dataml s |8|o|K= st
= =HEE B ER R ENEEIEE
w|¥|d|e g |==|d P 0 OO LR

w2 0| ¢ m x| Clo] | # |V,

£lolelg|em™+|z<|=]<]|o|p|a|p

Wingdings: 32 Characker code: Fro

’ﬂutnCnrrect... l ’Shnrtcut Keyv... ] Shortout key:

¢ | Symbol {decimal) W

E]

I Insert ]’ Zancel




Symbols/special characters

» To insert, click where you want to insert the symbol.
» On the Insert tab, in the Symbols group, click Symbol.

» Do one of the following:
> Click the symbol that you want in the drop-down list.

- If the symbol that you want to insert is not in the list, click
More Symbols. In the Font box, click the font that you want,
click the symbol that you want to insert, and then click
Insert.

- Note If you are using an expanded font, such as Arial or
Times New Roman, the Subset list appears. Use this list to
choose from an extended list of language characters,
including Greek and Russian (Cyrillic), if available.

» Click Close.
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» To insert a special character, click where you
want to insert the special character.

» On the Insert tab, in the Symbols group, click
Symbol, and then click More Symbols.

» Click the Special Characters tab.

» Click the character that you want to insert,
and then click Insert.

» Click Close.




Shapes

» You can add shapes, such as boxes, circles,
and arrows, to your documents, email
messages, slide shows, and spreadsheets. To
add a shape, click Insert, click Shapes, select
a shape, and then click and drag to draw the
shape.

» After you add one or more shapes, you can
add text, bullets, numbering, and Quick
Styles to them.




alv

American Translators Association

Thank you!
Any questions?

Jill R. Sommer
Sommer Translation & Net Services
gertoeng@jill-sommer.com
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»You can find this PowerPoint
presentation at:
www.jill-sommer.com/
beyondthebasics.pdf




