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Procedura shiha biex tiffinalizza 1-format ta’ dokument

F’dawn in-noti ghandek issib dak kollu li ghandek bzonn biex:

(@]

(@]

Tfassal stili differenti ghat-test ewlieni u tliet livelli ta’ titoli, skont il-gwida
Step by Step tal-Universita u 1-MLA;

Tghaqqad dokumenti flimkien fdokument wiehed twil, b’sezzjonijiet differenti
u sistema ta’ paginazzjoni separata;

Taghti sistema ta’ numerazzjoni fuq tliet livelli ghat-titoli u sottotitoli tas-
sezzjonijiet.

Tohloq stili specifici ghal kwotazzjonijiet twal u 1-biblijografija.

Se nahdmu b’hames dokumenti prova li jinsabu fis-sit tat-tagsima-studju kif ukoll
fil-VLE. Dawn huma dokumenti tal-format .docx, u huma:

o

o

(@]

o

o

TestPagniPreliminari.docx
TestKapitlui.docx
TestKapitlu2.docx
TestKapitlug.docx
TestBiblijografija.docx

Stili u format ta’ kull sezzjoni tat-tezi

1. Tella’ I-ewwel fajl fil-Word: TestPagniPreliminari.docx minn fuq is-sit tat-
tagsima-studju jew mill-VLE.

2. Ibda ahdem fuq l-istili. Iftah 1-iStyles Window, u kklikkja Options. Ghal Select
Styles to show aghzel In current Document.

3. It-test kollu bhal issa huwa fl-istil Normal. Aghzel id-dokument kollu u ibda
biddel il-valuri skont kif issuggerit mill-gwida Step by Step tal-Universita. Dan se
jkun l-istil tat-test ewlieni.

4. Dawn ghandhom ikunu l-valuri tieghu:

Stil Test ewlieni

Font: Arial

Font size: 12+

Font style: None

Font colour: Black

Text alignment: Left

Paragraph indents and spacing;:
Outline Level: Body text
Line spacing: 1.5
Spacing: None (same as font size)
Indenting: None

Paragraph Line and Page Breaks:
Window/Orphan Control

5. Malli tkun issettjajt il-valuri kollha, halli t-test kollu maghzul, u kklikkja 1-buttuna
New Style. Aghti isem gdid lill-istil (ez. myNormal).
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10.

11.
12.

13.

14.

15.
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Ahzen id-dokument.

Issa jmiss noholqu stil gdid ghat-titolu tad-dokument (jew tal-Kapitli).

Mur fuq it-titolu tal-ewwel pagna preliminari (Preliminary Page 1 Essay Title).
Biddel il-valuri tal-istil skont kif issuggerit mill-gwida Step by Step tal-Universita.

. Dawn ghandhom ikunu l-valuri tieghu:

Stil Heading 1 (mhux innumrat)
Font: Arial
Font size: 16+
Font style: Bold, underlined
Font colour: Black
Text alignment: Centre
Paragraph indents and spacing;:
Outline Level: 1
Line spacing: 2.0
Spacing: Large (24pt After)
Indenting: None
Paragraph Line and Page Breaks:
Window/Orphan Control
Page break before

Malli tkun issettjajt il-valuri kollha, halli t-test kollu maghzul, u kklikkja 1-buttuna
New Style. Aghti isem gdid lill-istil (ez. myHeading1). Ghal Style for
following paragraph aghzel myNormal.

Ahzen id-dokument.

I1-Page break before issettjajnieha halli kull darba li jintaghzel dan l-istil jibda
awtomatikament f’pagna gdida.

Issa jmiss noholqu stil gdid ghas-sottotitoli tad-dokument (jew sezzjonijiet).
F’dawn il-pagni preliminari ghandna bzonn stil ghal sottotitolu wiehed (Level 2).
Mur fugq it-titolu tat-tieni pagna preliminari (Preliminary page 2 Declaration of
authenticity). Biddel il-valuri tal-istil skont kif issuggerit mill-gwida Step by Step
tal-Universita.

Dawn ghandhom ikunu l-valuri tieghu:

Stil Heading 2 (mhux innumrat)

Font: Arial

Font size: 14+

Font style: Bold

Font colour: Black

Text alignment: Left

Paragraph indents and spacing:
Outline Level: 2
Line spacing: 1.5
Spacing: Medium (18pt After)
Indenting: None

Paragraph Line and Page Breaks:
Window/Orphan Control
Keep with next
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16. I1-Keep with next issettjajnieha halli jekk sottotitolu jinzerta f'qiegh ta’ pagna,
dan jinzel awtomatikament fil-pagna li jmiss biex jibqa’ mal-paragrafu ta’ warajh.

17. Malli tkun issettjajt il-valuri kollha, halli t-test kollu maghzul, u kklikkja 1-buttuna
New Style. Aghti isem gdid lill-istil (ez. myHeading2). Ghal Style for
following paragraph aghzel myNormal.

18. Uza |-Format Painter biex taghti l-istess stil lit-titoli tat-tliet pagni l-ohra fdan
id-dokument.

19. Ahzen id-dokument.

20.Issa nissettjaw l-istil tal-Header. Ikklikkja darbtjen fuq il-Header biex tidhol fih, u
aghzel it-test kollu (Kunjom l-awtur u n-numru tal-pagna). Aghtihom l-istil
MyNormal.

21. Xaqleb it-test fuq il-lemin.

22 Tkklikkja bil-lemin fuq in-numru tal-pagna. Dan irridu nbiddlulu l-istil ghal
numri Rumani.

23. Miz-zigarella aghzel Page Number > Format page numbers.

24.Aghzel il-format bin-numri Rumani fin-Number format. Halli Continue
from previous section maghzula.

25. Ohrog mill-Header u ahzen id-dokument.

26. Fil-kapitli ewlenin tat-tezi jista’ jkollok xi stili ohrajn x’tissettja. Ghalhekk ma’ dak
li ghamilna hemm bzonn ukoll naghmlu dan:

o Noholqu stil ghas-sottotitoli tat-tielet livell (myHeading3), jekk naf li se jkolli
bzonnu fit-tezi;

o Nirrangaw il-paginazzjoni tal-ewwel kapitlu biex tibda min-numru 1.

o Noholqu stil ghal kwotazzjonijiet twal, ibbazat fuq myNormal.

o Fil-kaz tad-dokument tal-biblijografija, noholqu stil ghall-biblijografija,
ibbazat ukoll fuqg myNormal.

27. L-istil ghal myHeading3 (sottotitolu tat-tielet livell) ghandu jkun hekk:

Stil Heading 3 (mhux innumrat)

Font: Arial

Font size: 13

Font style: Italic

Font colour: Black

Text alignment: Left

Paragraph indents and spacing;:
Outline Level: 3
Line spacing: 1.5
Spacing: Small (14pt After)
Indenting: None

Paragraph Line and Page Breaks:
Window/Orphan Control
Keep with next
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28. L-istil ghall-kwotazzjonijiet twal ghandu jkun ibbazat fuq l-istil tat-test ewlieni

(fdan il-kaz myNormal, izda b’dawn id-differenzi:

Stil Kwotazzjonijiet twal

L-istil tat-test ewlieni +

Paragraph indents and spacing:
Indentation: Left 2.5
Line spacing: Single (1.0)

29. L-istil tat-test ghall-biblijografija ghandu jkun ibbazat fuq it-test ewlieni (f'dan il-

kaz myNormal) b’dawn il-bidliet:

Stil ghall-Biblijografija
L-istil tat-test ewlieni +
Paragraph indents and spacing:
Indentation: Special — Hanging by 1.27

30.Ftakar tbiddel ghall-kursiv it-titoli ta’ kotba, volumi, gazzetti u gurnali li jkollok

fil-biblijografija. Dan ikollok bzonn taghmlu manwalment.

Ghaqgqgad is-sezzjonijiet flimkien

1.
2.

RN

6.

Erga’ tella’ d-dokument tal-pagni preliminari.
Gannat id-dokumenti 1-ohra ma’ dan id-dokument permezz ta’ View > Outline
> Show document > Insert. Dahhal wara xulxin dawn id-dokumenti:

a. TestKapitlui.docx

b. TestKapitlu2.docx

c. TestKapitluz.docx

d. TestBiblijografija.docx
Fl-ahhar ghandu jkollok dokument wiehed b’hames sezzjonijiet differenti.
L-ewwel sezzjoni ghandha tkun pagnata b'numri rumani.
It-tieni sezzjoni ghandha tibda paginazzjoni gdida (minn pagna 1) b'numerazzjoni
Gharbija. Is-sezzjonijiet kollha ta’ wara ghandhom ikomplu ma’ din is-sezzjoni.
Ahzen id-dokument taht isem gdid ez. TestDokumentShih.docx.

Numerazzjoni ta’ kapitli u sezzjonijiet

1.

3.

Ghalkemm mhux obbligatorju li taghti numru ghall-kapitli u sezzjonijiet, huwa
importanti li jekk taghmel dan ikun hemm konsistenza fis-sistema ta’
numerazzjoni. Jekk ikollok hafna sottotitoli u sotto-sottotitoli, I-MLA
tissuggerixxi li m’ghandux ikun hemm aktar minn tliet livelli (I1-ewwel livell huwa
t-titolu tal-kapitlu). Mela l-livelli nnumrati ghandhom ikunu 1.; 1.1; 1.1.1., ec¢.
Jekk taghti numri lill-kapitli u lis-sezzjonijiet, m’ghandekx tinkludi fis-sekwenza
t-titoli fil-pagni preliminari u lI-Biblijografija. Ghaldagstant dawn ikollhom bzonn
stil specifiku ghalihom.

Mur fugq it-titolu tal-ewwel kapitlu. Dan ghandu jurik li 1-istil huwa myHeading1.



9.

10.
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Ikklikja 1-buttuna New Style biex tohloq stil gdid ibbazat fuq myHeading1 imma
b’xi tibdiliet.

Aghtih l-isem MyHeadingin, u rranga Style for following paragraph ghal
myNormal.

. Mill-buttuna Format mur fuqg Numbering u aghzel sistema min-Numbering

Library. Generalment dik li ghandha numru u punt ghandha tkun bizzejjed.
Mur lura ghall-buttuna tal-Format u aghzel Paragraph. Ara li 1-valuri kollha
tal-Indentation (Left, Right u Hanging by...) huma kollha opt. Jekk mhumiex
aghmilhom hekk.

Aghmel l-istess haga ghall-ewwel sottotitolu li ssib ta’ livell 2 u dak ta’ livell 3.
Ohloq stil gdid ghal kull wiehed u aghtihom l-ismijiet MyHeading2n u
myHeading3n. Permezz ta’ dan se niddistingwu l-istili tat-titoli nnumrati u dawk
li mhumiex.

M’ghandekx bzonn tbiddel 1-istili tat-titoli 1-ohra kollha li hemm fid-dokument
ghal issa.

Ahzen id-dokument.

I1-Multilevel Numbering

1.

N

AR ol

© o

11.
12.
13.
14.

15.
16.

17.
18.

19.

Issa ghandna bzonn nissettjaw is-sistema ta’ numerazzjoni biex tkun tista’ taghraf
in-numri ta’ livelli ta’ numerazzjoni, u liema stili ghandha tapplika ghal din is-
sistema.

Mit-tabella tal-Home, sib il-grupp ta’ buttuni tal-Paragraph u kklikkja fuq il-
vlegga z-zghira tal-buttuna Multilevel List.

Mil-List Library ghazel il-kaxxa li fiha n-numri 1.; 1.1.; 1.1.1.

Erga’ iftah il-menu tal-Multilevel List u aghzel Define New Multilevel List.
Ikklikkja 1-buttuna More biex tara iktar ghazliet.

Se nissettjaw sistema numerika bi tliet livelli, u kull wahda se nasso¢jawha ma’
wiehed mill-istili li hlogna: MyHeadingin, myHeading2n u myHeading3n.
Mil-lista Click Level to Modify ikklikkja n-numru 1.

Fuq il-lemin, fil-Link level to style, nizzel il-lista u aghzel myHeadingin.

Ghal Level to show in gallery aghzel Level 1.

. Fis-sezzjoni tal-Position, ara li Text indent at u Aligned at ikunu t-tnejn

ocm.

Ghal dan il-livell, fit-tieqa ghandha tidhirlek 1. myHeadingin.

Tikklikkjax OK ghal issa.

Mil-lista Click Level to Modify ikklikkja n-numru 2.

Fil-Link level to style aghzel myHeading2n, u ghal Level to show in gallery
aghzel Level 2.

Erga’ ¢cekkja li Text indent at u Aligned at huma t-tnejn oém.

Ghal dan il-livell, fit-tieqa ghandha tidhirlek 1.1. myHeading2n.

Tikklikkjax OK ghal issa.

Mil-lista Click Level to Modify ikklikkja n-numru 3.

Fil-Link level to style aghzel myHeading3n, u ghal Level to show in gallery
aghzel Level 3.

20.Erga’ ¢cekkja li Text indent at u Aligned at huma t-tnejn o¢m.
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21. Ghal dan il-livell, fit-tieqa ghandha tidhirlek 1.1.1. myHeading3n.

22, Issa kklikkja OK. Jekk tara li l-istil tat-titolu ewlieni tbiddel, semplicement erga’
aghzel l-istil mil-lista ta’ Styles.

23. L-ewwel titolu u z-zewg sottotitoli fl-ewwel pagna tad-dokument (it-tliet livelli)
suppost ghandhom jigu nnumrati skont is-sekwenza li tajniehom. It-titoli 1-ohra
fil-bgija tad-dokument ghadhom assocjati mal-istili li mhumiex innumrati. Issa li
jmiss huwa li naggornawhom ghall-istili nnumrati. Dan irid isir manwalment.

24.Ahzen id-dokument.

I1-Werrej generali
1. Issali ghandna d-dokument f’postu, bit-titoli u s-sottotitoli ssettjati kif suppost,

imissna noholqu werrej generali ghad-dokument kollu.

Sib il-pagna tal-werrej generali, u aghzel il-paragrafu taht is-sottotitolu. Dan se

npoggu l-werrej minfloku.

Ikklikkja t-tabella References u Table of Contents.

Aghzel Insert Table of Contents.

Ikklikkja 1-buttuna Options.

Se tara mmarkata l-ghazla Build table of contents from Styles. Halli din kif

inhi.

7. Fuq il-lemin hemm il-lista TOC level. Hawnhekk hawn il-lista ta’ stili u livelli li
se jintuzaw biex noholqu l-werrej. Irridu naghzlu dawk l-istili kollha li hlogna
ghat-titoli u sottotitoli, li huma dawn:

N

AR ol

o myHeading1 (Level 1)
o myHeadingin (Level 1)
o myHeading2 (Level 2)
o myHeading2n (Level 2)
o myHeading3 (Level 3)
o myHeading3n (Level 3)

8. Kull stil iehor li huwa maghzul irid jitnehha billi tnehhi n-numru tal-livell tieghu
(generalment ikunu Heading 1, Heading 2 u Heading 3).

9. Ikklikkja OK.

10. Ikklikkja Modify. Hawnhekk nistghu inbiddlu l-istil tal-werrej biex nibbazawh
fuq l-istil tat-test ewlieni.

11. Sakemm ghandek TOC 1 maghzula, erga’ kklikkja 1-buttuna Modify.

12. Aghmel dawn it-tibdiliet ghall-istil tal-werre;j:

Stil Werrej Generali

Font: Arial

Size: 12pt

Style based on: myNormal

Style for following paragraph: myNormal
Line spacing: Medium (1.5)
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13. Irrepeti dan ghal TOC 2 u TOC 3. Dan jaghtik l-istess stil ghat-tliet livelli ta’
titoli.

14. Jekk tkun trid tirranga l-istili, aghzel wiehed mill-vrus b’dak l-istil, u kklikkja
Modify fuq dak l-istil mill-kaxxa tal-iStyles.

15. Ahzen id-dokument.

Ohloq dokument PDF
1. Fil-verzjoni 2003 tal-Word (u dawk ta’ qabel), ghandek bzonn programm barrani

biex tagleb dokument .doc ghal wiehed tal-format PDF. Dan m’ghandekx bzonnu
fil-Word 2007/2010.
2. Malli tkun cert li d-dokument huwa ffinalizzat minn follox, ikklikkja -Word
Button (fil-Word 2007) u t-tabella File (fil-Word 2010) u aghzel Save as.
Aghzel PDF or XPS.
4. Id-dokument izomm l-istess isem, u jhallik tahznu fl-istess post fejn ghandek id-
dokument originali .docx.
5. Ikklikkja Publish.

w



