
Improving your electronic texts®Studyskills 1

On this page, youwill learn basic rules about the layout, formatting and checking of electronic texts.
This will help you tomake your own electronic texts visually more inviting and easier to read.

a)22Read the guidelines on text layout and formatting. Then examine the text on Kate Tempest.
Decide if it follows the guidelines. Then tell your partner what youwould change, andwhy.
PartnerA:Focusontext layout. PartnerB:Focusontext formatting.

Text layout

1Donotput toomuch textononepage.

Use propermargins (top, bottom, left, right).
2 Indent paragraphs or leave an empty line.
3Consider using headings to guide your reader.
4Think about the best place for images.Make
sure they are neither too big nor too small in
relation toyour text. If youuse an image from
the internet, always add the source.

Text formatting

1Useastandard font that is easy to read,e.g

Arial, TimesNewRoman, etc.
2Use a different style (italics, bold, etc.) for
greater clarity, e.g. for bookor song titles.
3Use one font for the body of the text. You can
use other fonts for headings, captions, etc., but
more than threecanmakea text lookuntidy.

4Make sure the font size is legible, e.g. 12pt.

KATETEMPEST
KAte Tempets is a british poet, spoken-word performer, rap singer, playwright and novelist. Her real name is Kate
Calvert. Shewasbeenborn in 1985andgrewup inin south London. She iswidely seen asBritain's leading spoken-word

poet. Kate Tempest started performingwhen shewas only 16 yeara old, going to openmic nights,
but has sinceworkedwith theRoyal ShakespeareCompany andperformedat festivals like
Glastonbury andEdinburgh.Across theatlantic shehaswon twopoetry slams inNewYork.

Kate Tempest's poetry collectionsHold your ownandEverything speak in its ownwaymixword
play and street slang and are so full of emotion that theymust touch the hart of of any reader. Hold your own is a
series of connected poemswho use the figure of the gender-changing, blind prophet Tiresias fromGreekmythology.
Tempesthas alsowritten several pieces for the stage, includeing theaward-winningBrandnewancients.

MUsic
Ofcourse, it's throughhermusic thatKateTempest is reachingmostpeopleandshehas
toured theworldwithher hip-hopbandSoundofRum.Her first album, Everybodydown
(2014),wasshortlisted for theMercurymusicprizeandLet themeatchaos (2016)hasbeen
calledanuncomparablemusical novel in 13chapters.
However, poetry, theatre and hip-hop are not enough for this multi-talent. She has also wrote a novel, The
bricks that built the houses, which retells the story told in the songs of her album Everybody down.
KT has received much acclaim for her work in all therse fields. The Huffington Post called her "Britain's leading
youngpoet, playwright and rapper.. - the complete package of lyrics and delivery. She is alsoone of themost
exciting youngwritersworking in Britain today." Above all, Kate Tempest is a performer andthese lines from

oneofherpoemscouldbehermotto: "Language liveswhenyou speak it / Let it beheard."

b)28Readthetipcarefully.Thenagreeonwhat
needstobecorrected inthetextabove.

EXTRAUsinganelectronicversionof thetext,

improvethetext layoutandformattingand
correct anymistakes.

SF15: Revising and improving electronic texts (p. 116)
→ SF 33: Creating a good layout for a page or poster (p. 130)

TIPUsing thecheck function
The check function underlines spelling, typing
andgrammarmistakes, but remember
• it sometimesunderlinescorrectwords

• it doesn't always recognize amistake.
Sobefore you correct aword,makesure you

understandwhy itwas underlined
And check the text yourself formistakes the
check functionmay not have found
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