Lesson 3 Pages

Pages hold the notes in your sections for your notebook. Example pages for the Meeting section in a
Work notebook can be:- Group Meeting,Team Meeting, Department Meeting, etc.

1. Click on the section where you want to create a page.

2. (Click on the Add Page button. 1
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Name a Page

1. Click on a page that you want to give a name.

2. (Click on the Page Title textbox. 2
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3. Type the name of the page.

Move a Page

1. Left-click and hold a page tab with your mouse.

2. While holding the page, drag the page up or down of the other page. You will see a right arrow

and a line showing where the page will. 3
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3. When the page is where you want to place it, let go of the left-click on your mouse.

Delete a Page
1. Right-click on a page name.

2. Click Delete.4

ueLIVEWORKSHEETS



|'Iuleur_u15 T i Mambe TEW 5 " F

B whososw - [
Department Meeting

|
v reE 9_
i
- Wi
[T i | a

Page Templates

Page Template give you pre-formatted pages that consist of backgrounds,colors, to-do
lists, calendars, and other functional content. The following steps explain hoe to insert a
page template

1. Click the Insert tab.

2. Click the Page Templates. 5
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3. In the Template pane, click a category to expand. 6

ueLIVEWORKSHEETS



pu— 1 B ] a.. iy e T[
| I & T T 'JJ-‘ L S 1 51
Tudiw Tike O hwe Mwrd Moot Daim  Terve Dwed L Exjumivin Ypmmbd
. BRI TR S Bictin e DL Vi Tiere  Taephat L .

Taives Vits e L Seratirg e r Sigenn g Byl s -

hGTE0O0KS .

+ — < Templatas ais;
] A1 page

B8y Pin ook - . 3 Bkt s B us mn e of S
Team Meeling -
Bemrtall) 68 Witk * e , T Groig Mesng e mchpenin -
Dl i Rdeeinsy Flasdy ~
Scrcal . e T Eurese *
i s -
B work- K51 ¥ L— =

i mmple e D

A rwar we 2 speifie bemplat e
Wi . toit it 5 Lo oo £ o e
e pes w1 Une Cunor = fan,

S Dcfumal] Pern i nal
st s s e

™ L TR RS BAOE B MR 1
1 sk Noles 6

4. Click a page template you would like to add. 7
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Questions

1. Describe how you create a page,name and move a page?
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