
Tips-on-Preparing-Documents-for-Remote-Teaching.pdf 

29 May 2020  Page 1 

Tips on Preparing Documents for Remote Teaching 

 
The present lockdown situation prevailing in the country and in other parts of the world 

has severely disrupted our schools’ and colleges’ learning process. As a result, a lot of 

learning material is now being provided online or by email. This guideline will give you a 

few tips on preparing documents for electronic distribution. 

1. Keep your audience in mind. 

It goes without saying that your language use depends on who is intended to read 

the material, but also think of things like: 

a. Are they going to be reading it on a large screen desktop, a medium size 

laptop, or a cell phone? 

b. Are the pages likely to be printed? If so, it may be better to avoid using 

fancy fonts and decorative page borders as they can slow down the printing 

considerably. 

c. Keep your font-size easily legible - not everyone has ideal eyesight. 

  

2. Be aware that the user normally sees a document with fonts that he has on his PC. 

If you use non-standard font(s) that are on your PC but not on your reader’s PC, the 

reader may see the document somewhat differently; for example, the font-size 

may differ and your carefully crafted page layout will be destroyed. If you save the 

document as a PDF file you may be able to overcome this by embedding the fonts 

in the file itself, but that obviously increases the file size and the amount of data 

consumed in downloading it. There is a list of “safe” fonts at the end of this file. 

  

3. Name your files logically  

a. Your file may end up somewhere in a folder with a lot of other files, so it is  

wise to make sure that its name is unique and readily identifiable. To do 

this, make sure that the file name contains at least: 

i. Grade 

ii. Subject 

iii. Sequence 

iv. Optionally – you can include a description as well 

b. Avoid using dot ( . ) in the file name; most file systems recognise the dot as 

the break between the name and the file-type extension, for example .doc 

or .pdf Although most systems can cope with the dot, it is good practice to 

avoid using it as part of the name. 

c. Avoid using special characters: some characters such as ampersand ( & ) 

semi-colon ( ; ) and double quotes ( “ ) have special meanings in computer 

systems so rather avoid using them. 

d. Avoid using spaces in the file name. This is my file name.doc could mean 

i. “This is my file name.doc” 

ii. This is my file “name.doc” 

iii. This is my “file-name.doc” 

e. Some characters which can be safely used are left and right brackets and 

hyphen ( - ) 

f. Be aware that Windows and Linux sort numerals differently. For example 

Windows machines will sort as follows: 1, 2, 3, 4, 5, 6, 7, 8, 9, 10, 11, 12. 

Linux will sort these dictionary-style as 1, 10, 11, 12, 2, 3, 4, 5, 6, 7, 8, 9. 



Tips-on-Preparing-Documents-for-Remote-Teaching.pdf 

29 May 2020  Page 2 

So be careful if you are trying to label a set of documents in sequence. In  

this case you could use 01, 02, 03, etc. or use a, b, c to denote the 

sequence. 

g. Example of good labels are Gr4-English-Week5(01).pdf and  

Gr5-Maths(02)-NumericPatterns.pdf 

4. Your reader may print the document, and later need to refer back to the original 

file on his PC, so it is good practice to use the file name as a heading in the 

document. If you wish, Word can automatically add it in the header or footer. 

5. If possible, publish or send your files as PDF Not everyone uses MS Office, so they 

may have difficulty in reading your Word, Excel or PowerPoint files, whereas PDF is 

universally available on Windows, Apple Mac and Linux machines and even on cell 

phones. Most Office programs, such as Word, have a “Save as…” feature, or you 

can “Export” as pdf, or you can even “Print” as pdf. 

6. Check your spelling, but also be careful if using auto-correct – it can sometimes 

make unwanted and even embarrassing changes. 

7. Don’t add blank lines at the end of the document. They often run over to a new 

page, and why would anyone want print pages with no content on them? 

8. In Word, to start a new page use the CTRL-Enter keyboard shortcut rather than a 

sequence of empty lines. 

9. Avoid using a decorative page border if the pages are likely to be printed – it makes 

printing slower and wastes ink. 

10. Be careful of adjusting the page margins, especially if the page is intended to be or 

may be printed. Other users may have different margin settings and your layout 

will not be as you intended. 

11. Keep to A4 page layout – otherwise your printing may not be as you intended. 

12. Use a scanner if you need to copy printed content – they are not that expensive; 

you can get a printer/scanner for under R1000. We do not recommend using your 

mobile phone for this purpose as the resulting photos are often poor quality, 

difficult to read, and have a large file size. 

Safe fonts 
The following fonts are generally available through all versions of Windows and Apple Mac 

operating systems and are therefore regarded as “safe” fonts to use in documents that will 

be distributed and read by a variety of users. 

Sans-serif fonts look better on a screen, less so when printed 

Arial   Calibri   Century Gothic   

Tahoma  Trebuchet  Verdana 

Serif fonts look better when printed, less so on a screen 

Courier New Georgia  Times New Roman 

 

 

If you wish to make any comments or additional suggestions, please feel free to send me 

an email to schools@saschools.co.za  

mailto:schools@saschools.co.za

