Writing bridge articles
For those of you who aspire to become bridge journalists (or for any kind soul who would like to
save the Newsletter Editors an hour or two), here are the formatting conventions for bridge articles.

Page formats

Publications have their own standard page formats, but the format used in the WBU Newsletters is:

Format How to do it
Margins 2cm all round File>Page Setup
Orientation Portrait File>Page Setup
Columns 2 columns, 1cm spacing Format>Columns
Paragraph alignment Justified Format>Paragraph
Paragraph spacing Before =0 Format>Paragraph
After =6
Line spacing Single Format>Paragraph
Font Times New Roman
Font size 12-point
Other Two spaces after a full stop, colon or question mark (I’'m
assuming you would never use an exclamation mark — see
below). One space after everything else.

Bridge articles

There are conventions for describing cards and suits:

Cards No capital letters (hearts, not Hearts; ace, not Ace)

If using abbreviations, suit precedes card (e.g. HK)

If you are listing a hand, please do not use colons, semi-colons or
any other kind of colons. Separate the suits with a comma.

Partnerships NS or North-South (no slash), EW or East-West (no slash)
Vulnerability Love All, Game All, East-West vulnerable or East-West Game
Bridge hands

I know formatting bridge hands is very fiddly, but tabs and spaces are a nightmare for the layout
editor to unscramble if the spacing goes awry. If possible, use a Table (Microsoft Word) — you will
find a link to the WBU’s very own tables at the foot of this article — or simply list the suits one after
another, separated by commas: NorthSAQJ, H432,D765,CJ 107 etc.

Boards, vulnerability etc. Board 3
Vul: East-West
DIr: South
Suits and cards Suit (single letter S, H etc.), followed by a space, followed by the

cards, all separated by a space: SAQ532. Ifit’saverylong
suit, you can leave out the spaces between cards.

It is possible to set up keyboard shortcuts to the suit symbols —
anyone who wants to know how, please see below or email Laura
on laura@lauradora.eu. Please use symbols only if you’re typing
in Microsoft Word, otherwise they come out garbled.

10 rather than T

Please don’t use a picture of the hand (screen snapshot, .jpg etc.).
It won’t come out properly when the Newsletter is printed.

You will find a Word Table template below.



mailto:laura.woodruff@ukonline.co.uk�

Auction The convention is that all auctions start with West, so the bidding
should look something like this:
West North East South
Bloggs Snodgrass  Steptoe Gumby
- - 14 Pass
1v 1a 2 2NT®
3v All pass
You can leave out the names if they’re not relevant or you’d
rather remain incognito.
Pass rather than P, Double rather than X etc.
If you want to add notes, don’t include them in the auction itself;
it’s better to use */#, §, |, T, T or superscript numbers (use
brackets if you don’t want to bother with superscripts; for keen
techies it’s CTRL-SHIFT +)
And finally ... Please be sparing with the exclamation marks. They usually add

nothing, and an article peppered with them leaves one exhausted
with the effort of maintaining the appropriate level of excitement.

Templates for Auctions and Hands

Auctions Hands
West North East South Board 3 aAS52
- - 14" Pass DIr: South  $A92
1v 1a 29 2NT® Vul: EW ¢932
3v ? &J1064
You can add extra lines by tabbing from the 4K 103 4974
last cell. vYK1053 v84
*Q *¢KJ108765
#AQ975 &K
4QJ86
vQJ76
¢A4

832




INSERTING PLAYING CARD SYMBOLS INTO DOCUMENTS USING SHORTCUTS
With a Word document open, follow these instructions. Once you’ve set the symbols up, you won’t

have to do it again unless you buy a new computer.

Full instructions are given for & and v. The instructions for &, (black) v and (black) e are the
same as for a; the instructions for (red) ¢ are the same as for (red) v.

A On the Menu bar, click 21|
Insert (or ALT-I); click on  Swmboks | pecil Characters |
Symbol. A box like this Font:  [Symbol =l
will appear: twlelzloslals] =< ]=] ]/ [o]1]2]2]4]s]6]7]8]2]:]:
(IftheSymbol fontdoesn’t “|=|=|?|=z|A|B|X|A|E|@|T|H|[|3EKAMN|O|IIGPIZ[(T|Y||02
appear, click on the little — |S=Hl—li—— o Bt b e i yo s 9pe
drop-down arrow and scroll T P o T B e B ‘M-
down to the Symbol font.) PN N I P 1 e I Y = = P 4 =
Click on the a symbol. ] ) = et ol B R B R R R R RS 21
y EHANERNEANNERIGIINN NN RE
AutoCorrect... | Shortout Key... | Shorteut key:
IME Pad | Insert I Cancel
Now click on the Shortcut Key button. A box like this will appear:
In the field marked “Press new
shortcut key”, press the ALT key and
type S. Click the Assign button on Categories: s Close
the right. Hl Commands = =
Now, whenever you want to insert a =
a symbol, you just need to press =
ALT-S and it will magically appear. =l 2 _Remoe |
Press new shortout key: Current keys: Reset All... |
[ Alt+5 |
Symbal
&

N

Description
Symbal: 61610

Save changes in:

INu:urmaI.du:ut

L] As above, but click on the & symbol and press ALT-C in the “Press new shortcut key” field
instead.

4 If you are happy for your heart symbol to be black follow the instructions above, but click
on the » symbol and press ALT-H in the “Press new shortcut key” field.

¢ If you are happy for your diamond symbol to be black follow the instructions above, but

click on the ¢ symbol and press ALT-D in the “Press new shortcut key” field.

If you want your v and ¢ symbols to be red, you will need to record a macro. This is not as

frightening as it sounds:

[~

TTiresri




i)

Click Tools (or ALT-T), Macro>Record New Macro. The Macro box will appear.

Record Macro e |
e
Assign macro to —I

Viacrol
Hoom

Toolbars Keyboard

Cancel

Store macro in:
I.-!'.II Documents (Mormal. dot) j

Description:

Macro recorded 21.6.11 by Laura

In the Macro Name field, type Hearts.

Click on the Keyboard button and press ALT-H in the “Press new shortcut key”
field.

Click Assign and close the box.

You will now see a little toolbar called Stop, which you can ignore until step viii)
below;

Click on the drop-down arrow next to the Font Colour button and click
on the little red square (or if you can’t see the Font Colour button, go to
Format>Font, change the font colour to red and click OK);

Click Insert (or ALT-1)>Symbol and click on the » symbol;

Click Insert and close the Symbol box;

Repeat step vi) above, but change the font colour back to Automatic (or black);
Click on the Stop Recording button ().

Now when you press ALT-H, the v symbol will appear as if by magic.

If you want your symbol to be red, follow the Macro instructions for v above but:

in step ii) type Diamonds;
in step iii) press ALT-D in the “Press new shortcut key” field,;

in step vii) click on the ¢ symbol.

Now when you press ALT-D, the ¢« symbol will appear as if by magic.

Laura Woodruff June 2011
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