Formatting footnhotes and endnotes

Footnotes appear at the bottom of the page on which they are referenced. Endnotes are
collected at the end of a document.

To work effectively with footnotes and endnotes, you need to:

* Insert footnotes and define their format, if the default does not meet your needs (see
Chapter 3, Working with Text: Advanced).

* Define the location of footnotes on the page, and the color and line styles for separator
lines, if the defaults do not meet your needs.

Defining footnote location and separator line

The location of footnotes on the page, and the color and style of the line that separates the
footnotes from the text, are defined in the page style. If you are using several page styles, and
may have footnotes on any of them, you need to define the footnote location and separator line
on each of the page styles.

Choose Format > Page on the Menu bar or right-click a page and choose Page in the context
menu, to display the Page Style dialog. Go to the Footnote tab (Figure 112) and make your
selections, then click OK to save the changes.

Keeping the default setting Not larger than page area, the footnotes area is calculated
automatically on the basis of the number of footnotes. If you prefer to control manually the
maximum space that footnotes can take, select the Maximum footnote height option and enter
the value in the preferred unit of measurement. A footnote higher than the maximum height will
spill over on to the next page. Use the second section of the page to customize the separator
between the footnotes and the main text area.

2] Page Style: Default Style

Organizer Page Area Transparency |

Header | Footer | Borders | Columns _ Footnote |
Footnote Area |
) Not larger than page area |

Maximum footnote height 2.54 cn I‘frl
Space to text 0.10 cm 1)

Separator Line

Position Left B
Style — i
Thickness 0.50 pt ]
Color I Biack <
Length 25% B
Spacing to footnote contents 0.10 cm Iil

Figure 112: Defining footnote location and separator line
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