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& 3.1 MS WORD : INTRODUCTION TO WORD PROCESSOR

Word Processor :

Word processor is an important software. It is also called word processing
software. It is used to type letters, the words written with it are directly printed |
on paper.

Word processor is used to create document. Document typed in word
processor appears on the monitor. We can check, correct and format it before
printing etc. We can save the document for further editing.

Types of Word Processing Software :
1. MS-Word

2. Word Pad

3. Note Pad

4. Word Perfect

Characteristics of Word processor :

1. Corrections can be checked before printing in word processor.
2. It is not required to type again and again as in a typewriter.
3. Created document can be saved for future use.

4. You can edit the document.

5. You can format the data.

MS-Word : MS-Word allows us to format the text by applying various te
styles like Underline, Bold Space, Italics, Subscript, Superscript, or strik:
through etc. We can apply the commonly used stages by using th
corresponding buttons from the Formatting Toolbar or using the different ke
These keys are applied to the selected Text only.

Earlier typewriters, either manual or electronic were used to t
documents. In those typewriters, words were printed directly on the paper. T
typed using a typewriter will have to be typed again if it contains errors.
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want to have more than one copy of the same document, you have to type

plete text document again. Word Processing software has changed the way
u can create text documents. In Word Processors, text can be seen on the
mputer screen, checked for errors and corrected, before it is printed.

tarting MS Word

(i) How to start MS Word :

Start — All Programs — Microsoft Office Microsoft Word
Or ;

Type"Word" in search bar and press enter button from keyboard.

(ii) Parts of MS Word window :

Quick Accegs Toolbar Tabs Title bar

Prsato
‘;l‘ LRR T 1 .
wame e Oegeimon W Seterence:  Matings W igw

File Ménu w S Bovy) E-E-T R 6,“ “
B B - fESE -
: i » - Qg S Fing |
Rlbbon—.? - Y L adk ' B8 | Syl - Sovgse 7|
b ;

Group (Font) = &

AP Computer Books

Text Area

Page No.  Total No. Status Bar

Zoom out Zoom in
Of File Of Words Document

View

Fig. The main parts of MS Word Window

1. File menu : In the upper-left corner of the Word window is File Menu.

When you click File Menu, a dropdown, a file menu appears. You can use this
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you want to have more than one copy of the same document, you have to type
complete text document again. Word Processing software has changed the way
you can create text documents. In Word Processors, text can be seen on the
computer screen, checked for errors and corrected, before it is printed.

Starting MS Word

(i) How to start MS Word :
Start — All Programs — Microsoft Office Microsoft Word
Or ‘

Type"Word" in search bar and press enter button from keyboard.

Text Area

Page No.  Total No. Status Bar Document ~Zoomout  Zoom in
Of File Of Words View

Fig. The main parts of MS Word Window

1. File menu : In the upper-left corner of the Word window is File Menu.
When you click File Menu, a dropdown, a file menu appears. You can use this
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menu to create a new file, open an existing file, save a file and perform any
other task.

B0 usi- o005 # «
{ I Hom Customize Quick Access Toolbar
L'f*? ¥ New
H Save .‘1‘__: : e v Open
Paste 3 B Save
SOVQ As > E-mail
,‘j Open Quick Print
o Print Preview and Print
D Close Spetling & Grammar
Undo
Redo
Draw Table
Re(en' Open Recent File
New More Commands...
Show Below the Ribbofh
Fig. File menu Fig. Quick Access Toolbar

2. Quick Access Toolbar : Above File Menu is the Quick Access toolbar.
The Quick Access toolbar provides access to commands you frequently use. By
default Save, Undo and Redo appear on the Quick Access toolbar.

4. Menu Tabs : Tabs are similar to the menu system of MS Word 2003,
instead of having dropdown menus New Version of MS office created the Tab
and Ribbon system. When you select a tab it will display the Ribbon associated
with that tab. Here everything has been changed into button form. Tabs are
task oriented such as Home, Insert, Page Layout, References, Mailings, Review,
view and within each tab, the related sub-tasks are grouped together.

Fig. Tabs

5. Ribbon : Ribbon tabs is used to display Ribbons. In Ribbon there are
many buttons that are grouped into categories such as Clipboard, Font and
Paragraph. In Microsoft Word, you use the Ribbon to issue commands to tell
Microsoft Word what to do. The Ribbon is located near the top of the screen.
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below the Quick Access toolbar. At the top of the Ribbon are several tabs.
clicking a tab displays several related commands (groups). Within each group
there are related command buttons. You click buttons to issue commands or
to access menus and dialog boxes.

o055 Document? - Microsoft Word (Product Activation Failed)

Home | Insert = Pagelayout Refevences Mdmgs Review  View
B* CalriBody) <11 + A a" Aac B T . B ,uq ; AN A %."
N v—
Paste :. - " . . G
" BIU ®xx -7 A b"- . & INormal |t NoSpacing Meadingl  Heading? s:: g
Font L Parag(ao.n i Stythes . e ]

Ribbon

Fig. Ribbon

6. Dialog Box Launcher : You may find a dialog box launcher in the
bottom-right corner of every group. Clicking the dialog box launcher gives you
access to additional commands via a dialog box.

-;mm,m Pagelayout  Retwerces M
@ A Caibridosy ~11 - A o M B
o .3 1B 7 W -sex B2 A

Chipboard s | | Foat

#== Dialog Box
Launcher

7. Ruler : Ruler is found below the Ribbon. You can use the ruler to change
the format of your document quickly.

Ruler

8. Text Area : Below the ruler the large area is called the text area. You
can type your text in the text area. The blinking vertical line in the upper-left
corner of the text area is the cursor. It marks the insertion point. (when
you type text).

3. Title Bar : The title bar displays the title of the document on which you
are currently working;, Word names the first new document as Document 1.
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When you save your document, you can assign the document a different name.

Title bar

SEl
W Oahi Cros
B o et Pagetayout  References . Mailings  Review  View | . - : P 7]

Fig. Title Bar

9. The Vertical and Horizontal Bars : The Vertical and Horizontal scroll
bars enable you to move up-down, and across your document simply

Scroll Bar

Status Bar

Fig. Displaying Status Bar and Scroll Bar

by draging the icon located on the scrollbar. The vertical scroll bar is located
along the right side of the screen. The horizonta% scroll bar is located above
the status
bar.

10. Status Bar : The status bar appears at the bottom of the window and
provides information such as the current page and the number of words in your
document.

11. Document Views : In word, your can display your document in one of
the following five views :

(i) Print Layout : The Print Layout view shows the document as it will
look when it is printed.

(ii) Full Screen Layout : Reading Layout view formats your screen to
make reading your document more comfortable.

(iii) Web Layout : Web Layout view enables you to see your document as
it would appear in a browser such as Internet Explorer.

(9th)




Full Screen Layout Outline View

/

Zoom out Zoom in

Web Layout Draft View
Print Layout

(iv) Outline View : Outline view displays the document in outline form.

(v) Draft View : Draft view is the most frequently used view. You use Draft
view to quickly edit the document.

(vi) Work Area : Free space is called work area. It is used for typing your
text.

Special Features of MS Word

Following are the special features of MS Word:
1. Allows you to insert text anywhere in the document.

2. You can erase characters, words, lines, or pages as easily as you can cross
them out on paper.

3. You can cut and paste a section of text : From one place in a document
to somewhere else. You can also paste a section of text.

4. You can define various page sizes and margins, and the word processor
will automatically readjust the text so that it fits to page.

5. It allows you to direct the word processor to search for a particular word
or phrase. You can also replace one character/word with another.

6. You can change fonts within a document such as bold, italics, and
underlining and can change the font size.

7. It allows you to embed graphs into a document.

8. MS word allows you to specify customized headers and footers that the
word processor will put at the top and bottom of every page. The word processor
automatically keeps track of page numbers so that the correct number appears
on each page.

(9th) [77]



9. It specifies different margins within a single document and to specify
various methods for indenting paragraphs.

10. It provides the facility of macro which is a list of commands that save a
lot of time.

11. It helps using merging text from one file into another file by using feature
Mail-merge. Generating mailing labels is one of the examples of using merges.

12. MS Word provides a facility to check the spelling of words. It puts a
colorful line under the words that are incorrect.

13. It helps you to automatically create a table of contents and index based
on special codes that you insert in the document. |

14. A built-in thesaurus allows you to search for synonyms without leaving
the word processor.

Template in MS Word

A template is a file that serves as a starting point for a new document. When
you open a template, it is pre-formatted in some way.

When you Choose File - New in Word 2007 or 2010 you get something like
the dialog windows below:




Word 2000 keeps its built-in templates elsewhere. If you want your template
to show up under the tab for “Letters & Faxes” you need to create a folder
with that title in your user Templates folder. Just File — Save As and select
template as your file type. Before you save the template, create a new folder
“Letters & Faxes” if one isn’t there, and then open that folder and store your
template there.

_ Home nsert Page Layour fleterenres Matings Rew ew Wheww Developer L LR T

il Save

Avallable Tempiotes
B sove as
@ opes RS
f Close o \ \ B,
o _} 8 LY \ia =)
Recent Blank : Blog post lum( Semple

templates terngstes

document
.

Print e o W TR .
Save & Send K&\W ﬁ{
Help Awaed Brochures Budgets Bursimens Calendars Contracts
S o Word 2010 New Document Window
C L -y Y .4
Chagromy Ervelopes Expense Fawes Flyes Formg Gt
reports cetificetes

# 3.2 CREATING, SAVING, OPENING

We can create new file in MS Word. We can save and open the stored files
from MS Word. :

3.2.1 Creating a New Document

To create a new document, follow one of the following methods :
1. Click on File - New option.
2. Choose Blank Document Option.
3. Click on Create Button.
Or
Press Ctrl + N keys on the keyboard.
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Fig. Creating a New Document

Open an Existing Document : To open an existing document use one of
the following methods.

1. Click on open button from File Menu at the top left corner of the screen
to open an existing document. Or

Press Ctrl + O keys on the keyboard.

15 Microsem Omca wy  DOCUMENts fibrdry
{ vt 2 hocatiors

A Favnnte;

W Deshrop

¥ Downiosds

B Rocont Paces |

Each of the above method will show the Open dialog box. Choose the file
and click the Open button.
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Creating a Resume with M.S. Word Template
To cvr"eate resume with MS Word Template perform the following steps :
() Click on New in File tab.

"“‘"ﬁy'é“i" 5

Forms

Get online templates back
Provided by: Microsoft Corporation
Holiday N Z e Download size: 14 KB

Industry || Raling: STETYTITIT (0Votes)
Invitations
Invoices

Labels To use online templates,

Letters ice. ‘ please update Office.
Lists T H

Marketing

Menus .
~a R
Music Word Options

Newsletters

k Resources

Papet Check for Updates

Papers and Reports /

Personal 4
: For more information,

type http://aka.ms/2007

Sates in your browser.

Themu'

Wedding

(1) In office.com templates, select Resumes and Cover Letters.

(1i1) MS-Word will download the selected template from office.com
templates.

(iv) Here various styles are available for Resumes and Cover Letters.
Select anyone according to the requirements and click Download.

(v) Resume with selected template will appear.

Personal
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Faxes
Flyers
| o LOITITITIT (Ovotes)
[ | Gt certificates
Greeting cards

i | Invitations

To use online
please update Office.

] Involces

; Labels
i

Letters
Lists

L Memas

Word Options
Minutes

Newsletters | 2 Resources

14 Check for Updates

Plans

Planners |

Posteards | 3
|

Purthase orders

For more information,

type http://aka.ms/2007
In your browser,

(vi) Now we can edit it and can make the necessary changes in resume.
(vii) After filling all the required information in the resume, save it.

3.2.2 Saving a document

To save a new or existing document that is opened, follow one of the
following methods.

Click the Save Option available on File Menu.

3
=8 Save

Save As

Press Ctrl + S keys on the keyboard.
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If the file is a new document then it will prompt you by opening Save As
dialog box. ' ;

Save As ? Fx

Save :UNYD“W* ots B m @ @ Xl
[yTusted | (Qcharkaya e |
L i
| Temelaes | \aCorel User Files 817
(@rece | (3Data %8
(@oestep | [2DoWnloads P
st @My Data Sources  EiSurinder|

O, | (211
g | @My Pictures
3 Conputer | My videos
g My Network. | (L30neNote Notebooks
‘!q""" | I@User Files
|
| )2
3
| 4 ; ‘
| s i

{

; Flepame:  Name

.

Fig. Save As dialogu box

Select the folder where you want to place your document, type the name of
the document in File Name Box and then click SAVE. On the other hand if
the document is already saved with a name earlier, it will simply save the
document.

Difference between Save aud Save As

Save Save As

Choosing "Save" simply saves Choosing "Save As..." brings up a
your work by updating the last | prompt to save your work as a file with
saved version of the file to match | a different name. For example, you
the current version you see on your | might choose to save a document
screen. | called "text.doc" as "textl.doc". This
way, you can save you file at different
| stages and keep multiple versions on

your hard drive.
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3.2.3 Opening a Document

We can open the the saved file. Follow the following steps to open a file :

1. Click on Open option.

" 1 C:\Documents and Settings\...\My County

)+

2 C:\Documents and Settings\.. .\My Country
3 C:\Documents and Settings\...\chapter 3

4 C:\Documents and Settings\...\*chapter 2

¢ Exit

2. Select the file and click on it.
3. Then click on Open button.

4. The selected file will open.

o Music
e Pictures
B videos

W Computer
<

s Local Disk @) | 4

s New Volume (E)| |
. s New Volume ()| |
| NewVolume (G) |

13-05-2019 18:49
02-06-2019 08:57
02-06-2019 08:59
26-05-2019 19:09
26-05-2019 19:22
24-04-2019 07:56

24-04-2019 18:52

24-04-201907:56
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3.3 PRINT & PRINT PREVIEW

Print : MS Word gives you complete control over how it prnt your document.
You can either print to a printer or to a file. Before you print, you can preview
vour document and specify which page you want to print. The main purpose
of using MS Word is to create a printed product. MS Word includes many tools
to help, making printing you need as easy as possible.

3.3.1 Print a document

Once you have completed your document, you may want to print it. The Print
Preview is an option that allowed you to see exactly what the document looked
like before printing it. This option is combined with the Print window to create
the Print pane.

Steps to print your document :
(i) Type a document in a blank page of MS Word.
(i) Click on File — Print option or Click Ctrl + P.

Select a printer, number of copies, and
other printing options betore printing,

A% Quick Print

Send the document directly to the default
printer without making changes.

( “““““ b
» ! Preview and make changes to pages before
printing.
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(iii) You can change any one name of printer as in figure and then click on
OK button.

B [ provertes |

[T print to file
] Manual duplex

.\(é Linotronic 200 v49.3

\

¢ Laserjet 1000

section. , type 1, 3, 5-12
or pisl, pls2, pls3-p8s3
mpt (Mpemrrn M Pesedes 1o
Sstopmerags (NoScang B
[ options... | Lo cne |

S

(iv) If we select on Current page option we will take the print of desired
page. We can also mention the page no. by clicking on Pages option. We can
also take the print out of all the pages through All option.

Printer
Status:  Idie

Type: Canon LEPZ900
Where:  USBODI
Commment:

\?t range Copies

et Number of coples: | i
- oo

Type page numbers andjor page
ranges separated by commas counting

From the start of the docusent or the
section, For example, type 1, 3, 512
or plsl, pls2, pls3-pas3

&
¥
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(v) You can also change the size of page on Clicking of Properties — Page
size as in figure.

& Canon LBP2900 Properties

be———_

| Page Setup | Finishing | Paper Source | Qually |
Profile: \IQ Default Settings

0=

{
|
|
|
|
{
|
i
|

i
¥ Sl

FE T o |1

Hep |

(vi) You can take the print of Odd pages and Even pages also as in figure.

(9th)

Print

Type: Canon LBP2900
‘Where:  USBOO1
Comement:

Page range

(OF-']
Qeiemiome
OpPages: |

Type page numbers andfor page
ranges separated by commas counting
from the start of the document or the
section. For example, type 1, 3, 5-12
or plsi, msz, plm

Copies
Number of copies: 1

Pogespersheet: [1page
Scsle o peper e (Mo Scaiog
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(iii) You can Type the range of of page as shown in the figure.

| Printer

| beme: | M SendToOneNote 2007 T e B 8
(ol
| Type: Send To Microsoft OneNote Driver - S ibbes,
| Where:  Send To Microsoft Onetote Port: FiPntto fle
| Comment: 7] manual duplex
Page range Copies.
LoF Number of gopies: |1 i

or plsl, pis2, pis3-p@s3
Print what: ‘Dooiml Zoom
Print: Al pages in range E} Pagesper sheet: | 1 pege

(tv) You can see the Print Preview of document.

3.3.2 Preview a document

Print preview is a function provided for displaying a page, document or any
other material before it is sent to a printer. Print preview is a useful function
to users as it helps them to see how the final printed material will appear. It
also gives the user the opportunity to check or adjust the layout or resolve any
issues before printing the material to achieve the intended final form.

Perform the following steps to check the print preview of a document :
1. Click on File menu — Print Preview option. Or

Click on Print Preview button from standard tool bar.

LC R W e e TR 0 peeets)

Fig. Page Setup box (Margin Tab)
2. Click on close button.
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€ 3.4 CLOSING OF DOCUMENT

You can also close a document by clicking on the Close button on the right
side of the document window. This button looks like the red X shown in the
figure below.

Perform the following steps to Close Word Document :
1. Click on File
2. Click on Exit menu Or

Press Alt + F4 Or
Click on Close button of Title Bar. Fig. Closing option
€ 3.5 EDITING A DOCUMENT IN MS WORD (CUT, COPY,
PASTE)

3.5.1 Editing a document text in MS Word

Making changes in a document like inserting or deleting text, copying or
moving text, replacing text, etc. is called Text Editing. To make changes in
the block of text, it is necessary to select it. You can select a word, line,
paragraph or entire document text.

1. To Select a Word : Place the mouse pointer on the word to be selected
and double click the left mouse button to select that word. The selected word
will appear in reverse color.

RS SRR R AL AT

[ Bt eteselt Mo

Making changes in a decument like insesting oy deleting text, eopying ov

| moving text, veplacing text, ete. is ealled Teat Editing. To make ehanges in
the block of text, if is necessary (o seleet it. You ean seieet a word, line, 3
paragraph oF entive ‘r]oé\u’z’_ireﬁf tent: ¢

. i primiminsi b o
oYY WA P45 AT ERGIRTRAR

Mo el
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2. To Select a Line : Bring the mouse pointer to the beginning of the line
in the left margin. Click the left mouse button to select the line.

o Ab repxt ete. is d Text Editing. To make changes in
the block of text, it is necessary to select it. You can select a word, line,
paragraph or entire document text.

-

3. To Select a paragraph : Keep the mouse pointer anywhere within the
paragraph and triple click left mouse button to select that paragraph.

4. Moving Text : You can move the selected text from its existing position
to the new destination in the document.

To move the text follow the following steps :

- (i) Select the text to be moved.
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(i7) Click the Cut option from the Clipboard group under
the Home tab.

Paste

i
§

(1i1) The selected text will disappear from the document.

(tv) Bring the cursor to the new position where you want :
to shift the text. :

(v) Click Paste option from the Clipboard group.

Ciipboard T+

(vi) The text will appear at the cursor position

5. Copying Text : This feature of Microsoft word 2007 helps to reduce the
time and efforts involved in re-typing the similar text. Using this you can copy
the text from one location to another. keeping the text at original place
unchanged. '

To copy the text keep the following steps in mind :
(1) Select the text to be copied.

(i1) Click Copy option in the clipboard group under the
Home Tab.

(ii1) Bring the cursor to the new location where you want
to copy the text.

| ¢lipboard

(iv) Click paste option in the clipboard group.

6. Font : A font is a set of printable or displayable text characters in a
specific face and size. The type design for a set of fonts is the font face/ typeface.

Calibri Bl® - A & A | B = 28 m

Theme Fonts - i
Cambria (Headings) | ¥ 8 |all
Calibri Madyy o

Recently Used Fonts | 10

8 zav {11

W e s : 12

O Arial Eis

All Fonts , 14

O Agency FB | 16

O ALGERLAN 18

RGN i | 20

O Arial 22

O Arial Black [ 24

© Arnial Marrow I 26

O Arial Rounded MT Bold | 28

O Arial Unicode MS 36

B AvartGarde Bk BT "

* AvantGarde Md BT B 72 [+

€ Baskerville Old Face ) !

Fig. Font Face Fig. Font Size
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7. Modifying text fonts with style
our text font style, size, color and many

: The Font Group allows us to change
other elements.

W9 0% Documentl - Microsoft Word
Maorne Insent Page Layout Refarences Maihngs L View
0 ;f“' Caliii Fls - A0 me B 2125 e ) 9 asBbCcoc| Asdbcenc AaBbC: Aal
Copy } |
Po:.tr s ""'E;x”a . ‘. am s Moo TMormal | T NoSpacing  Hesdingl  Hd
Cligibmed T i Patagraph T it
promemsmesitummansedn Calibri ady)
e st ™ " | RacantyUsed Fos
8 ey
wveur | Iy WiETLT
0 Avial
All Farts
O Agency B SOMETIMES WE NEED TO CREATE, DESIGN AND ORGANIZE
O ALGERIAN EFFECTIVE DOCUMIENTS. FOR THIS WE SEED TO KNOW HOW TO
W el FORMAT TEXT. IN ADDITION, TO MAKE OUR DOCUMENT MORE
O Arial APPEALING, FORMATTED TEXT CAN DRAW THE READER'S
. 0 Arial Black ATTENTION TO SPECIFIC PARTS OF THE DOCUMENT AND HELP|

0 Anal Namow COMMUNICATE OUR MESSAGE.
0 Arial Rounded MT Bold
O Arial Unicode MS

Fig. Modifying text by using font option
1. Steps to Modify Text : Perform the following steps :
(1) Select the text you want to modify.

(17) Click on the font face, from the drop down list select the style and font

size simultaneously.

Insert  Page Layout  References M

16 AN A B

Home

Pae B I U-aex,x f&-&-A-~
Clipboard 15 Font
Fig. Modify Font Face and Font Size

OR

Press Ctrl — [ decrease the font size and Ctrl — ] increase the size of text.

Home | Insert Pagelayout References M

‘_j i‘ Caliori (Body) +~ 16 v Aa~ -‘f‘)

Paste B I U- e x, x° 2 A~

Clipboard Gr?:yx:font Shrink font .

Fig. Increase font and Reduce font



3.5.2 Cut, Copy and Paste

If we have to remove text from our document, we can
copy or cut the text from the document. First Select the
text and go to the Home tab in the Clipboard group.

23 Copy —

’ 2 - : - Paste
(2) Click Cut or Copy option in the Clipboard group. e b

OR Clipboard I

We can also right click on our mouse and select Cut or Copy.
OR

We can also press Ctrl+X (cut) and Ctrl+C (copy) simultaneously from

keyboard. _

(ii) Pasting Text : If we Copy text, then we have W‘E & Cut
Past

to Paste it somewhere in the same document or e 8 Copy
> y : ~ J Format Painter
other document. Click the Paste Option in the 7 Chipboard -
Clipboard group. Paste (Ctri~V)
Click here for more options such as
OR pasting only the values or
formatting.

We can also right click on our mouse and select

paste option Fig. Paste option

(Calibri(E - 28 . A" A" iE ¢ |
— ;

S s umsw-A-v

| %

@ P;Q;Optbcu: \

A Eont..
; =5 Paragraph... \
| iI=  Bullets | » |

Fig. By Right clicking on mouse : Paste option
OR

We can also press Ctrl + V simultaneously from keyboard.
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3.5.3 Undo

This command reverse the action we have performed while editing. If we
make an error in our document or editing text then we can correct it by click
on the Undo command, it will remove the last thing we did. Quick Access
Toolbar provide this command. Shortcut key for undo is Ctrl + Z.

3.5.4 Redo

To reverse your last action, press CTRL+Z. To reverse your last Undo, press
CTRL+Y. You can reverse more than one action that has been undone. You

can use Redo command only after Undo command.

€ 3.6 FORMATTING A DOCUMENT

Formatting a document means modifying text size, font face, color, style,
alignment, line spacing, graphics and many more things. Microsoft Word
provides many easy ways to add creativity to any document. Do the following

steps :
3.6.1 Font styles

There are three basic font styles used in text. These are following:

(i) Bold : Bold text, means using thicker letters.

(ii) Italic : Ttalic text, means using slanted letters.

(iii) Underline : Underline the text, means to draw a horizontal line

underneath the letters.

3.6.2 Bold, Italic, Underline :

Once text is highlighted we can also click on the bold, italics or underline
commands to modify the text style from font group in the home tab.

OR

Press Ctrl + B, Ctrl + I, Ctrl + U simultaneously from keyboard for bold,
italics or underline.
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Home = Insert Pagelayout References ¥ BOld

'S Calibri (Body) ~/16 =|A" A" | Aa~ %} Italic

»

— Ry
Paste 2B 1 U e, x -£-4-

- ;
s s | | Underline

Bold Italic 'Underline
Fig. Bold, Italic, Underline option

(iii) Using Keyboard Shortcut : Some shortcut commands :

Bold Ctrl + B
Italics Ctrl + 1
Underline Ctrl+ U

3.6.3 Fill Color

(i) Font color : If you want to type text in any colour of your choice then
you need to choose font color option in font group of home tab. There are
following steps to change font color of text.

(1) Select the text you want to modify.

Himachal Pardesh School Education
Board Dharmshala

Fig. Selected Text/Highlighted Text

(i7) Click on the Home tab. Choose the Font color option in the Font group.
The Font Color drop down box appears.

Ol > R LI Documentl - Microsoft Word
| Home Insert  Page Layout  References Méo‘lings Review  View

Fig. Home Tab
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(1it) Move the mouse pointer over the various font colors. A live preview of
the colors will appear in the document.

;ﬂ')"“  Documentl - Microsoft Word o m[@c"'}@
E x Caubmgogys s . SE'E"-T—.' ilil && "

: 4=
e W B 1 u.-.x.x %ﬂll. % i e g

‘ Styles  Styles >~
Clipboard | it il Styles |

llﬁ llllllpok
w More Colors...

i Gradient

Fig. Color option

(tv) Select the colour according to your choice.
3.6.4 Text Highlight Color

When you use text highlight color option, it means that the text shows like
it was marked with a highlighter pen. Steps to use the text highlight color are
following :

(1) Select the text that you want to highlight.

(77) On the Home tab, move the arrow next to Text Highlight Color in the
Font group.

Documentl - Microsoft Word

o B | ®
_ Homem Page Layout  References  Mailings = Review  View

Fig. Home Tab
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(1i7) Click the color that you require for text.

g Documentl - Microsoft Word
: Home | Insert Page Layout References Mailings  Review  View

"% E-EE R
Bouz e AA 8

STt Quick Change  Editing
A Beiivi gl g | Styles » Styles» |~

Paragraph Styles

Fig. Text highlight color

€ 3.7 ALIGNMENT OF TEXT (LEFT, RIGHT, CENTER &
JUSTIFIED)

Paragraph formatting

Formatting a document means modifying text size, font face, color, style,
alignment, line spacing, graphics and many more things. Microsoft Word provides

many easy ways to add creativity to any document.
3.7.1 Change text alignment

(1) Select the text you want to modify.

(i7) Select one of the four alignment options from the Paragraph group on
the Home tab. '

3.7.2 Align Text Left

Aligns all selected text to the left margin. (Press Ctrl+L)
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3.7.3 Align Text Center

Aligns all selected text to the Center margin. (Press Ctrl+E)
3.7.4 Align Text Right

Aligns all selected text to the right margin. (Press Ctrl+R)
3.7.5 Justify

Aligns text equally on both sides and lines up equally to the right and left
margins; used by many newspapers and magazines. (Press Ctrl+d)

Align means to make strength. Align is of four types :

India is a nation with great cultural heritage, huge reserves
of natural beauty, huunan resources and relatlonslnp]

Fig. Left Alignment

dia is a nation with great cultural heritage, huge

reserves of natural beauty, human resources and
relationship |

Fig. Right Alignment

India is a nation with great cultural heritage, huge
reserves of natural beauty, human resources and
relationship |

Fig. Centre Alignment

dia is a nation with great cultwmi:l heritage, huge
eserves of natural beauty, human resources and
elationship.

Fig. Justify
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Left alignment Center alignment \ Justify alignment
Right alignment

Fig. Text Alignments

@ 3.8 MARGINS - LEFT, RIGHT, TOP AND BOTOTM

A margin is a space separating text or other elements from the edge of the

paper commonly adjusted through the page setup. Most programs allow for the
top, bottom, left, and right margins to be set. The standard margin settings

are 1" top and bottom and 1.25" left and right.
Page Setup : With page setup we can adjust size of the page and

margin.
Perform the following steps for Page Setup :

1. Click on File — Page Setup menu.

Eile ;

0O New... Ctrl+N

@& QOpen... Ctrl+O
Close

E Save Ctrl+S

Print Preview

& Print... - Cirl+P

1 C:\Documents and Settings\...\chapter 3

Fig. File Menu

2. Click on Margin button and set margin on all sides.
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3. Click on Paper button and set size of paper (As A4 or Legal).

wargrs | paper | Lovoue |

Fig. Page setup box
4. Click on ‘OK’ button.

& 3.9 CUSTAMIZED LINE SPACING

The simple way to change the line spacing for whole document is to highlight
or select the paragraphs or entire document that you want to change the line
spacing on. Adjusting the line spacing will affect how easily our document can
be read. You can increase spacing to improve readability, or reduce it to fit more

text on the page.

==z w309 P

== o - | vm

Paraq

Default line spacing

30
Line Spacing Options..

# Add Space Before Paragraph

¥ Remove Space After Paragraph

Fig. Line and Paragraph Spacing
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3.9.1 Formating the line spacing

() Select the text you want to format.

(t2) Click the Line and Paragraph Spacing command in the Paragraph group
on the Home tab.

(ii1) Select the desired spacing option from the drop-down menu.

(tv) From the drop-down menu, you can also select Line Spacing Options to
open the Paragraph dialog box. From here, you can adjust the line spacing with
even more precision.

Paragraph

[pdom mdSpomu ‘ Line and Page Breaks
General

Algnment: Left bl

Quitline level:  Body Text B

Indentation

Left: " - Special: By
Right: o $ (none) b %
| [T tvor indents
Spacing
Before: op [ Lige spacing: ot
| After: 10pt (8 148 =

(7] Don't add spage betwean paragra

Came. ) (umpven] [ ) [cwen )

Fig. Paragraph dialog box

When you select at least or exactly in the Paragraph dialog box. the line
spacing is measured in points. Otherwise, it is measured in lines.

It is to note that you can quickly display the "Paragraph” dialog box (Indents
and Spacing tab) by clicking on the dialog box launcher in the bottom right
corner of this group.

€ 3.10 ADDING HEADER AND FOOTER

Headers : A header is text at the top of a page in an electronic document or
hard copy. For example, in Microsoft Word, a header could be created in 2
document to display the page number in the top corner of each page.
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Footers : A footer is at the bottom of a page in an electronic document or
hard copy.

Headers, footers and page numbers can be added using many ways. The
simplest way is to double click on the top or bottom of the page and the header
and footer area will appear. Enter the text you wish to be displayed at the top or
bottom of every page.

1 W, e (e [ ' . 5 | o

AP Computer

Fage: 20113 | woras 143 | B |

e

Fig. Dlsplaylng Header and Footers in the Page

It is to note that after typing text in the header or footer area, Close Header
and Footer on the Design tab (under Header & Footer Tools).

Design
[ Different First Page J Header from Top: 03" 5
[7] Different Odd & Even Pages Q: Footer from Bottom: 0.3" g

: = Close Header
[¥] show Document Text B Insert Alignment Tab and Footer

Options Position Close

['ig. Close Header and Footer
Steps to add Header or Footer :
(i) On the Insert tab, in the Header & Footer group, click Header or Footer.

(ii) Click the header or footer that you want to add in your document and
your header or footer area will open.
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View

& Hyperlink
A Bookmark

) Cross-reference

=]

Header Footer] Page
Number ~

i

Links & o0t

Iig. Header and Footer Tools
(ii1) Type text in the header or footer area.

(zv) To return to the body of your document, click Close Header and Footer
the Design tab (under Header & Footer Tools).

Removing headers and footers : Do the following steps
Click on Insert - Header & Footer - Header or Footer.

(1) Click on the Header, Footer or Page Number Command in Header &
Footer group on Insert Tab.

(1) A drop down menu will appear.

(i) Click Remove button at the bottom of the menu.

Bk mi?l (e 1A A Quick Parts + (i@ Signatuie Line < JT Equation + R ; laay  [A ] Gl Quick Parts » [l Signature Line +  TT Cauation »
: - S — S k o WoraAn - ﬁ date & Time £ Symbol v i : (8.5 ‘ WorgAn ;_ﬂ‘ Dare & Time £1 3ymooi -
Ieader| Foote Page Tet .= Bl e+ Faowe | face Tt .
B < Numberv Boxv = i Owect ¥ umber v Box v == il Onject ~
Built-In =~ Built-In
Bl o . ,
: l
Vype bent} |
Fywe vt} l
|
ey CHhens oo} ' Blank (Three Columns)
|
Tvoe tont) e twnt) Thvwe tes) '
{hvee tont g towt Tyvetest] ;
J
o Alphabet
]
|
[Type the document title] :
L2 - Wy towt| L é
! A
os b 1
- a ; iy Snapie Content Updates Irom Qffice.com
W Ean Head gt
3k Hemove Heater : ;
Wi J Remove pooter
o : {4
n k] Ne
Iig. Remove headers Iig. Remove footers
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Perform the following steps for Header and Footer :
1. Click on View — Header and Footer menu. The Toolbar will appear.

2. You will see frame on each upper and lower side. Fill page number in
header, click on insert page number button of tool bar.

3. Click on Insert page number button.

Show

Insert Page Show
AutoText Button numbe1g FoIr\rInu:tlé’;ge Page Setup Preview s

‘
Insert number Teel Ir\lsert
of Page P i Switch between ~ Close Button
ShOW/Hlde Header and
Document Text Footer

Fig. Header and Footer Toolbar
€ 3.11 PAGE NUMBER

A page number is the number of the specific page in a document. The
document may be printed like a Microsoft Word document. The page number
is usually located at the bottom of the page, but sometimes can be found in
the upper left or upper-right corner of the document. In printed books, page
number one is usually the first page of the first chapter in the book.

B9 0 " ms word chapter 4 - Microsoft Word
Home | Insert | Pagelayout References Mailings Review View /
{8) Cover Page ~ (= “" [’:‘" w - Rane & Hypertink f@ E] & Quick Parts -
] Blank Page et (EA mm (- Ab Bookmark = =] L3 & wordart +
',—";Page Break Tai')‘e Picture i‘x: Shaf)e: SmartArt Chart Scree'nshot ) Cross-reference Header Footer ‘YNUP:?’:”? BT::t' —‘;: :
Eaoc . Tobles  Simpie o Io;) of Page »
o .j:Plhlﬁ Nomber 1 %[5 Bottom of Page \ » w
| &) Page Margins »
] Current Position »

gﬂ‘ format Page Numbers...

iﬂ\ ﬁemove Page Numbers "g:,‘ 3

Fig. Displaying Page Number option

104 (9th)



3.11.1 Adding Page Numbers

If you want to put a page number on each page, you can quickly add a page
number from the gallery.

(?) On the Insert tab, in the Header & Footer group, click Page Number.

(1) Click the page number location that you want. (Top of page or Bottom
of page)

(112) In the gallery, scroll through the options, and then click the page
number format that you want.
3.11.2 Removing Page Numbers

If you want to remove page number, which already added. Do the following
steps: sl

(©) On the Insert tab, in the Header & Footer group, click Page Number.

(i) Click the “Remove page Number” option.

€ 3.12 USING GRAMMAR AND SPELL CHECK UTILITY

It's important to spot and correct any spelling mistakes or grammatical errors
you've made In MS Word. You can let Word's spelling and grammar checkers
suggest corrections automatically while you work. You can check the spelling
and grammar in the file all at once when you've finished writing your document.
Microsoft Word 2010 comes with a dictionary of standard grammar and
spellings, but they are not comprehensive.

1. Click the Review tab on menu bar.

2. Click Spelling or Spelling & Grammar.

1
|
|

ABC

U Thesaurus

Spelling &
Grammar 25 Word Count

Fig. Spelling and grammar button on the Review ribbon
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3. If the program finds spelling mistakes, a dialog box appears with the first
misspelled word found by the spelling checker.

4. After you decide how to resolve the misspelling (ignoring it, adding it to
the program’s dictionary, or changing it), the program moves to the next
misspelled word.

P
&

6.

® AJust Remember

Word processor is application software used to type, edit, format and
print document.

Note Pad is used to create simple text documents without any specific
formatting.

WordPad also allows you to format your document with different font
styles, font size and bullet styles.

Microsoft Word is the most popular word processing software.

Title bar displays the name of the document and the name of the
program.

Tabs replace the menu system of MS Word 2003. New Version of MS
office created the Tab and Ribbon system in place of dropdown menus.

Dialog box launcher is a very small arrow that displays on the bottom
right corner of many groups on the Ribbon.

Text or Work area is the area where you type your text.
The flashing vertical bar is called the insertion point or cursor.

Print Layout view displays pages exactly as they will appear when
printed.

Full Screen Reading view gives a full screen look of the document.

Web Layout view shows how a document appears when viewed by a
Web browser, such as Internet Explorer.

You can use Draft view to quickly edit your document. Draft view is the
most frequently used view.
The Zoom Slider increases or decreases the viewing area.
Ctrl + O keys are used to open an existing document.
1106 | (9th)




€ Objective Type Questions

3.

DO

3.

EXERCISE "

Window explorer is used to view :

(a) Files (b) Folders

(c) Both (a) and (b) (d) None of above
We can see drives, files and folders in :

(a) Address box (b) Left pane

(c) Address box (d) Menu bar
Word template include :

(a) Resume (b) Agenda

(c) Business card (d) All the above
Microsoft world provides many easy way to add ......... in any document:
(a) Picture (b) Creativity

(c) Clip (d) None of above
Shortcut command for italic is :

(a) Ctrl + B (b) Ctrl + 1

(c) Ctrl+ U (d) None of above

€ True or False

2.
3.

4.

(@)

(9th)

We can measure the text and graphic with ruler.

When you start word, you see document.

The document is saved in primary memory of the computer.

You cannot get print out of the recorded data.

If we copy text then we have to paste it line where is the seiame document.
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& Very Short Answer Type Question

1.  What is window explorer ?

2.  Name the parts of window explorer.

3. What do you mean by formatting a document ?
4, What is undo command ?

5. Name the three basic font styles used in text.
@ Short Answer Type Question

1.  How you will start MS Word ?

2. What are the uses of MS Word ?

3.  What are the style to create a document in MS Word ?
4.  How you will open a document ?

5. What are the steps for page set up ?
€ Long Answer Type Question

1. Describe the parts of MS Word screen.

2. How you will create a resume in MS Word template ?
3.  How you will print and preview a document ?
4

How you edit and format a document text ?

How you will format the line spacing ?

(@] |

6. How you will add and remove the header and footer ?

1. (c) Both (a) and (b), 2. (b) Left pane, 3. (d) All the above, 4. (a) Picture,
5. (b) Ctrl # 1,

1. True, 2. True, 3. False, 4. False, 5. False.
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