Tech Tip!

Formatting Your Preliminary Rolls in Microsoft Word

When you generate your preliminary rolls and save the output to a .txt file, the content isn’t very pretty, and it looks like a formatting nightmare. However, in just a few minutes with some minor modifications you can easily convert your output file to Word and ultimately create a .pdf using Acrobat or a similar utility.

1. Open in Word
2. Change the Page Layout
3. Format the content
4. Save as a Word File
5. Viewing the File
Opening in Word

Open the 2005 Preliminary Roll.txt file in Word. The contents of your file will look something like this:
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While the content may not be formatted correctly, Word imported the page breaks created by Orion. To maintain this pagination, do not save your file until after you have changed the page layout and formatted the content.

Changing the Page Layout

Now you need to adjust your page layout to accommodate the information on the rolls in an orderly manner

1. Using your File menu, select Page Setup to access the Page Setup dialog box.

2. On the Margins tab, change the settings of your document to match the ones shown below:
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3. On the Paper Size tab, change the Orientation of your document from Portrait to Landscape as shown below.
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4. Click OK.

Formatting the Content

When Word imported your preliminary rolls, it imported all the text in the Plain Text style. And, by changing the style settings, we can quickly format the preliminary rolls document.
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If you aren’t familiar with Styles or don’t like fooling with them, have no fear. A few simple changes to the style will save you a lot of work formatting the text.

1. Open the Plain Text style, by selecting the Format menu and choosing Style to open the Style dialog box seen below.
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2. Click Modify to select Format from the Modify Style dialog box. 
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Check the Automatically update option so that you can observe the affects of your formatting as you go.

3. Select Font to access the Font dialog box below.
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Change the size to 8 as shown above, and click OK to return to the Modify Style dialog.
You can also change the font, but understand you may need to experiment with font sizes.

4. Now, from the Modify Style dialog box, select Paragraph from the Format menu.
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5. For the Paragraph dialog box, change the After option in the Spacing section to 0 pt, as shown below:
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Then set the At: option in the Line spacing: section to .85 as shown above. 

6. Click OK to return to the Modify Style dialog box.

7. Click OK to return to the Style dialog box

8. Click Apply on the Style dialog box to return to your document.

Save as a Word File

Save the file as a Word document by choosing the correct file type on the Save As dialog box as shown below.
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Once you’ve saved your file, you can print, view, or create a .pdf. You’ll notice that the page breaks are maintained. Your file should now look something like this:
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Notice that the Page Breaks separate the data in the correct place. 

Viewing the File

Change the view to Print Layout as illustrated below.
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The result will give you an idea of what your printed pages will look like.
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