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€ 3.1 MS WORD : INTRODUCTION TO WORD PROCESS()R

Word Processor :
Word processor is an important software. It is also ca.lled WO.I‘d Procesgjy
software. It is used to type letters, the words written with it are directly Printeg

on paper. o

Word processor is used to create document. Document type .m Worg
processor appears on the monitor. We can check, correcF and format it befor
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.



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.

, Search programs and Files

(ii) Parts of MS Word window :

Quick Access Toolbar

(= =y
-——- accind aodll
=

FileMenu =~ = P

Group (Font) = - R > i‘ ¥ T

- AP Computer Books

Text Area { 3
-4 ; L
| .
:: o - - we— - — - 9 A_L; il 3 .
Page No.  Total No. Status Bar Document Zoomout  Zoomin
Of File Of Words View

Fig. The main parts of MS Word Window

L. File menu : In the upper-left corner of the Word window is File Mex;;l.
When you click File Menu, a dropdown, a file menu appears. You can use this
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- * file and pe
menu to create a new file, open an existing file, save a perform B

other task.

Ny

, 4
. - ) #0035 (
. '  Customine Quiek Accass Tonbe
Home | B — MNew
4 i A J Crpen
b sove Paste Save
H ’ 4 . f.ma
ﬂ Save Ag : )
Cppc Priot
u.j Open £ Driot Drevyiedi anvd Prirt
S R Sowiting & Grammar
| Close |
‘-] J Indo
Oraw Table
Recent | Open Recent Fiie
f More Commands..
New ; Show Below the R.obon
Fig. File menu Fig. Quick Access Toolbar

2. Quick Access Toolbar : Above File Menu is the Quick Access toolhgy
The Quick Access toolbar provides access to commands you frequently yse. B:
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.

Tabs

L oA R A TR

RO0CHm "‘-“;‘\.
| : . 4 : R 0O 28
I Hame - = o
| ¢ Mail

A y
NGs_ Review  View
« @

Fig. Tabs

u§ed to display Ribbons. In Ribbon there are
Clipboard, Font and



e ——— .

below the Quick A
Tcling = fah displacess toolbar, At the top of the Ribbop

YS several relateq commandsg (groups) V;z;'several tabs,
- Within each group

there are relateq
om
N mand buttons. You click byt i
Menus and dialog hoy ons to1ssue commands or

es.
9.y @ s
Document? - i
) - - Microsoft W, , ;
Home ' Insest ord (Produ \
- et Page Layou References Mafiings  Review ‘ 5% Aciuation me) L [5’ A
§ ’ . -y View —r
i A '
J 7 Calior Boay) 1 e " 2
. N 4 o W ST otm e 1 420
Paste By Aait e R oq | Asboccome M-
N e B g I # | Asocodte  AaBbCeDd  AaBbCeDds ) '
KRN EEEEE S | s O A S,
Clioard 5 — 3 - N — Mo Sgacing Heagmyg 1 Headng ) Cramge
N ks S W 1 LR W Select v

Rl e R o 4'.3-‘;‘.11*,”,-‘- g
¥ T b o
e S O ————

Ribbon ’

Fig. Ribbon

6. Dialog Box Launcher : You may find a dialog box launcher in the

bottom-right f:(?rner of every group. Clicking the dialog box launcher gives you
access to additional commands via a dialog box.

R od- Docun

- Home  nsert Page layout  Refaences
o

4% Caimi@ody 11 - A 47 e @

e g B A U s -7 A

< SRR ._,.Q—DialogBox
Launcher

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

<+ 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).

121 - The title bar displays th
are currently working;. Word names the firs
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y 1 Ocument a e l‘
ur OCU v )

3 o o O e A AP i & i ks i % ﬁl‘e
‘ f’ R v No'ffwuﬂ Maftings  Review  View
_ MHome Insert Tage Layou
| Fig. Title Bar . .
| Horizontal Bars : The Vertica
'he Vertical anc orizont:
. Lhe Vertical a

X simply
, document

‘ Cross your

-down, and a

to move up-do

bars enable you

-

1

1

§

!

\

! Scroll Bar

|

| |

! ‘7

. ‘T’i"x*.’ii’iia%k}iiv"' T sid
: : Yo MR oy ¥ <y AR ot - ) : ?
mmn,womco: e \ v

Status Bar

Fig. Displaying Status Bar and Scroll Bar

by draging the jcon located on the scrollbar. The vertical scroll bar is locateg

document.

11. D 1611t Viac
+4. Uocument Viey

1 7s : In worq, your can display your document ip one of
the following five views -

(i) Print Layout - The Print Layout View showg the document as 1t will
look whenp 1t is printeq.

1) Full Sawn T
Ly T i) L‘ki(jg. ":”‘331 k¥

ayout : Reading Layout view for
make reading yoyp docy

(oo oo =
fv3+) X7 A L e i
\i11} \;‘5; eb | AV Ou



Full Screen Layout

Outline View

S ———

180% [ =) T g T

R —————
Web L Zoom out L
Print Layout et Draft View Zoom in
-, f-“?v"i"}' 4‘1 na 7 :
V) Uutline View : Outline view displays the document in outline form.
?—,\“ T r
V) Draft View : Draft view is the most frequently used view. You use Draft
view to qulckly 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.

t the
8. MS word allows you to specify customized headers and footegs il;iessor
word processor will put at the top and bottom of every page. The word p

mber appears
automatically keeps track of page numbers so that the correct nu
Un each page.

P |
G i
Gy}
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9. It specifies different margins within a single document and tq SPeci;
. , , “Cify
various methods for indenting paragraphs. '

10. It provides the facility of macro which is a list of commands that Save,

lot of time.
11. It helps using merging text from one file into another file by using featy,,

Mail-merge. Generating mailing labels is one of the examples of using m;.rg
12. MS Word provides a facility to check the spelling of words. It py,;.

colorful line under the words that are incorrect.
13. It helps you to automatically create a table of contents and index base,

on special codes that you insert in the document.

14. A built-in thesaurus allows you to search for synonyms without leaviy,

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:

55 Bienk ang ceoent

, Instalted Tempiates | ||
1§ [

| My tamptates.. A bl |
: flew from ealsting... j J ;)l i
|| Microsoft Otfice Ovline || ! j . { §
‘ - (T Braak documant | Mew blsg post ;{ I
: Agendas
Ayinref certficates 1] |
Brodhures i
Busingss cards , i i
| Latendans
| Contracts
| Envelopss ‘ {
Fauss il { 5
Flyers | |
Forms i %
H Gﬂ{ft?ﬂ'fﬁff_’. ! H vy
,: Greeting cards

| fvitations




Word 2000 keeps itg built-i
to sShow up under the tab fo
with that title in your user

n templateg elsewhere,
r “Letters & o

Templates folde
template as your file type. Before

“Letters & Faxes” if one isn’t ther
template there,

1‘"’“‘ Insent nge Layou Heterences Minthnge o r ews Deveiomer hga-im

If you want your template
axes” you need to create a folder
r. Just File —» Save A and select
you save the template, create new folder
¢, and then open that folder and store your

o Save
Avallable Templates
B save as
i@ opeo ‘ 2 Home .
P |
- Close | i
* s
Info ! Ly t
| » —_— - S 44 tempistes ev, trom
Re¢ | waak Olog post frcant Semgle My
‘ et | docurmant templates g istes wsting
- Offrwecom Templates T R)
ernt
4 g {
Save & Send
Agendas Award Hengiares; Budqgets Bariiness Calendars Contract:
Help ’ :
Word 2010 Mew Document Window E
x ] "
L3 Options eyl ‘ bisioidins T
£3 me ; ,
4 ] 4 Fa Trery Faerm i
Cragramy Ervelupes i;z:':tt Faens Flye e

& 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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s Activatio’

s i e
. microsoft word (Prodw

at)
'-,'.;(.4,,1(3".,

plank document

-

S KO Avallatile Templates

m‘,ub'. q“,nﬂ

ot pe
X A R e
Rlank Blog fomplates 10 st
fox, ument
Save & Send New from
qusting "
sting . ‘
Help Office com Templates

- 3o e s

o Brochyres Budgets :
Agendas Auard Brochure 7 cards s

cortificates

=

Fig. Creating a New Document

Open an Existing Document : To open an existing document use one ¢f
r

the following methods.
1. Click on open button from File Menu at the top left corner of the screep

to open an existing document. Or

Press Ctrl + O keys on the keyboard.

e
el

Crgaenee @ . fimn fatde

| 7 & Libradin & Comuments &

U Moo Offes Do

Favantay
M Desiop

2 Jercation 4 ¥ Foid

£ i .

¥ # Uownlgads i# t
il

[ & Pacant Places ¥ 2 ; i
| : b ¢ §il,
|
|
1

4 Librariey
arst Lser i .
£ Documenty Y P

& Music

W Pietures

8 viders

Each of the aboye

method w;
and click the Opey 1 ethod will ghow

utton.

dialog box. Choose the file
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Creating

Papers and Reposts

{ Personal
g Rts&mésinﬁ Cover 4 i
Letters
.| Sales
| Themes

Wedding ‘

a R.esunu'

| o ® SeRCh Mitto1ott Oftiee Onfing 101 a i.}l ;
& | Holiday ‘ | ‘
Resumes and Cover Letters .4%) 4 2
lndushy T— Vi | 1l
Invitations To use |
: . online {
I lowoices templates, 1
| labels : please ‘;
g | update |
i Letters Office ;
[ lists { {0 1
| Getonline templates |
! Marketing back
I Menus
| Music [ .‘t;
Newsletters : {
: Paper

Previidded by, Micrason Corpoeation
Dovemingd sige s

PG STLILELTLT (0votes)

To use online templates j 4
please update Office.

®

Word Options

2. Click Resources

Check for Updates ,
4
For more information,
type http://aka.ms/2007
in your browser.
: __Concei

l Download \

9 :“"’*”T‘gfj‘:';'

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

(iit) MS-Word will download the selected template from office.com
l -

templates.

e

Select anyone accordin

g to the requirements and click Download.

() Resume with selected tempvl’.?‘ﬁ‘eu Will appear.
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i’{ s onnns o s Ll | Get online templates back
~U Fiyers Il 7 ¢ ‘-j P 1y Miceasoft Corporation
§| || Resumes 0 R B | o e 1408

fl ' ' PSS ST RLSLEE 0Votes)

Forme

Faxet l *
|
{
!

online (i
" templates, |

El GHY cortificates “

I
fﬁ please |8
i update ;’ i

1 : Greeting cardy

To use online templates

f Invitations |

}‘ tnvolcer l' |
l,"; Labels ] 1 Gifles; I { |’¢1 please update Office P
gi Letters / ;/}; Got onn:::{mmnu f II
g 14l 1 l/ :
| e | f :
?f‘ Minutes f ” “ Word Options
‘ ! ,) 2. Click Resources

‘ ,[ Check for Updates

| | Newilettery ;
:( Plans ’ l
|
", For mare information,
type http://aka.ms/2007

% Posteards ‘
; in your browser,
|

g

Y| Planners b

] |

| Purchase orders
]

'} Receipty
legmer . ('M‘I?] I
)

i
f

[

i

Sehadutee

|
|
Downions | [ concel

(i) Now we can edit it and can make the necessary changes in resyp,

(vii) After filling all the required information in the resume, save it,

3.2.2 Saving a document

To save a new or existin I
g document that is opened. f
following methods, ’ follonr one of e

Click the Save Option available on File Menu.

(5 Open

Ej%
Or

Press Ctr]l + keys on the keyboard.
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If the file is a new document t
dialog box.

i i WD«M: ' )
et ek e
orel User Flles
w2 Recent 2Data ‘gjjg
B e B
Sources I
;.J uments | =My Music nder}
'q My JMY Picbures
¥ compuer MMy videos
M r:mk _)OneNote Notebooks
IUser Files
|
P
k]
)4
j 3@15
; mm Nm e ,,.l.,‘“,. ——

{ - SWOBD‘DG wud e R S D T e

hen it will Prompt you by opening Save Ag

N o axaun-

Lo ][ oo ]

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
your work by updating the last
saved version of the file to match
the current version you see on your
screen.

S

Choosing "Save As..." brings up a
prompt to save your work as a file with
a different name. For example, you
might choose to save a document
called "text.doc" as "textl.doc". This
way, you can save you file at different

| stages and keep multlple versions on

your hard drive.
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We can ope

1. Click on

n the the save

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.

s New Volume -

s New Volme (G

File Deme Doy

= A 4 i o e 5, pacey e P g
PRV 0% T e I TN o ”@7
" 4 Y ; ‘
' FARE - Y e b R
« New Volume (G » HP Books » v oy p-.g'
Crganize » Hew ! :
9 cldes [ 0 s
Name Date modiied
4 Loarie 4 diliec [«]v'rm
back 1.0¢
*+ Documents w 13:05-2019 18:49 File folded
J' M computer § HP 'y . N
sic 2-06-2019 0857 File folded
- Picturey computer 10 He U 01 »
2-06.-2019 08:59 File folded
P . computer 1] o
. Videos 6-05-2015 1900 File fole
. Computer 12 PRR TG
. Nibble - Wikioed 6-05-201919... File toldte,
W Computes . * Wikipedia files 24.04 l
) A4 201907 '
& iy & Only computer 307 File folde)
e = 24-04-2016 1852 File fold
s Locai Disk (D - 1705 s
i New Volume (€ * Hibble - Wikipedia SRNSRBNRGS. . Miroseh

Al Vo Uuu&wfru
— 3

Teok —

24042019 _

Firefos HH
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& 3.3 PRINT & PRINT PREVIEW

Print : MS Word gives you complete
n ei ] '
You c:il either print to g printer or to a file. Before you print, you can preview
r docu 1 1 h .
you ment and specify which page you want to print. The main purpose

of I;SIIHg MS Word 1.s t? Create a printed product. MS Word includes many tools
to help, making printing you need as easy as possible.

control over how it prnt your document,

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 :
(z) Type a document in a blank page of MS Word.
(ii) Click on File — Print option or Click Ctrl + P.

&9-0 r TS s Document] « Micres

- B Preview and print the document H
al Hew 4
= i3 Print Pk
. *:ﬂ Select a printer, number of copies, and !
7 Qpen other printing options before printing, b
% Quick Print At
I l Save £ Se_ndthe'dor.ument‘directlyfothe default i
printer without making changes. i
-~ s Print Preview §
‘f‘# Savehs ¥ *:{\ Preview and make changes to pages before
' T printing.
L T c
3 P -
/7 Prepare ¥ P

-

?
é Send 4 |
1

Publish  *

i
i
|
|
s 2 f
{

&

Close

(23 Word Options |1 X Exit word |
A1 SIVAVYY 'uw'vvh;"?fp\riﬁiv“'"ﬁﬁifu'ua‘wm porvyee
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Y , o of printer as in figure 4,
(111) You can change any one name ol | nd the,, |
OK button.

¥

[ e
® v | RN ' ' ”
[Tre— -

- s By |
- i
Tupe b

TPk b e

pr— -f‘mm 100 w42 & Haress dpiny

u |l o mees ‘

{ Marosoft ¥P5 Docusmert Wrker
Pages: | g
Type pad
rangesd u Laserjet 1000
homthd 3B
section. For example, type 1, 3, 5-12
o plsl, pls2, plsd-pds3

Print hat: Document 7 g -
Pyt All pages in range jj T e
Scale to paper sge:  No Scaing

(tv) If we select on Current pa
page. We can also mention the p
also take the print out of all the

ge option we will take the print

Of d':‘i'_‘-‘-x'
age no. by clicking on Pageg optio .

n. "‘;C— (o
pages through All option, )
s Copies
-]
S Rumber of ; %
.
'mw ‘:f‘*
'mm&tdbywmm
from the start of the document o the
section. For exanple, type 1, 3, 512
mm:l,pls‘z,plu-m
Prrt what - Document v Joom
P Alpages 1 1ange v Poespeceet: )0 i
&*mmn; NS&‘&'\; %
."“""“""‘“‘ﬁ
| Optans... |
St J — 1 B e
-~ L / el
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Canon | BP 2900 Properties

Profie J1) Detoa s.n..,,
v
_/Vg Page Size: A
ﬁ Output Size, '[:'“f"
Copms ;
Oriertation

e — |
|

L R«-mndm |

. o ; TR
::;- Mt,e Canon LBP2900 v | ﬁo_pf'}f:-J
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Velhere LISBO0 1 print to file
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L | Scae topaper sge:  Ho Scdng w
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) qs shown in the figure.

- e S

(i11) You can Type t

e T
o o e e
oot tes
Pristet [#] | Eroper
ol L
Liare | oy SeniloO¥ et tate 007 ( g Prter }
Jo r [ Fing preter.. |
e
cptoer ! orent 10 e
Yum: send To Microsaft Cretiote Driver -
voei Servd ool arosl S
e fand To Murosofl Onetiate Portt sl Ohits
Cornment
Capred

Pherber of UIPes: 1

. Lol o
ol TP @icoee
1 [}, [ B
’ 1 i
or pisl, s
[=] " =
Print ghatt Document e , 1 page |2t
uf []  Pogesper sheet: b
ppat: Al pages in 18098 2 ale topaper sge: o 5cand =zl
| ) G
[ getons.... ]

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

3 3.2 Preview a document
r displaying a page, document or any

Print preview is a function provided fo .
eview is a useful functiop

other material before it is sent to a printer. Print pr
hem to see how the final printed material will appear. It

to users as it helps t
nity to check or adjust the layout or resolve any

also gives the user the opportu
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.

3 Document! (Preview) - Microsoft Word )

e GO gew feest Fpeal fods Tgsk b b

L5 X kP BE ST

s 5-&@’ Pt

Fig. Page Setup box (Margin Tab)w

2. Click on close button.
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€ 3.4 CLOSING OF DOCUMENT

You can algq close
side of the document
figure below.

a document by clicking

on the Cloge
window. Th;j

button on the right
8 button lookg like the

red X shown in the
Perform the following steps to C
1. Click on File

lose Word Document,

2. Click on Exit menu Oy
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 insertin
moving text, replacing text, etc. is called Text
the block of text, it is necessary to select it
paragraph or entire document text.

g or deleting text, copying or
Editing. To make changes in
. You can select a word, line,

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.

) B B Y e P TR ¥ S
P TERTIRE Y S N e e
[ oy ‘ PhEwifest) = Lheidad] W
N | (4]

|

)
K

HMeme fricert Pagé tayait PEAfenies
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| LA B LU e )P
g W A A A A
| - E .
7 2 S i ~.A__.,,\-_-..~-i §
i Bl
§ i
{ E :‘
BXf, eApYig oY £
| i like insesting Ay deleting t L esin B
Makisig changes in a docu diting, - :

lacing text, st i8 (Bllpd Teat E

L
186t A ward, line; |
moving text, fo seleet it You pan seleet g
= 15 !1=1~:‘-n“ 2
'1”' hﬁf'z( f‘ i" )

i I3 nfire ‘rv"“{ipﬂ,
é Palqmgnlf‘ €13 -

[ 4

. , tlefh ndin
Page ) of | Watad 146 bl eoE
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2. To Select a Line : Bring the mouse pointer to the bemmg of t
in the left margin. Click the left mouse button to select the line.

vvvvvv e A"J;‘M_“_.‘wﬁw“"‘—”'"“wwwx’m
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 Pagelotl words 1248 oD Engmnindw

moving text. replacing text, etc. is called Text Editing. To make chfia.ses m
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,

-

b i o« i E
- BIU dxx - EE
J VA difa
cboat 2

Malong charges it a document L

MOVIDZ text, replacing text, ete.4s calisd Text Editing. To make chan

the block of text

O iD= o s TR permed

ETENCES

e Inse

Paragraph or eniive document text,

4. 3

to the new destination in the docum

To move

, @

(1) Select the text to be moved.

Toving Text : You can move th

ent.

the text follow the following

———

Matlings Reviey

- itk Changs  Edting
il § Stytes~ Stytes~ =

rting or deleting text;'co:

- . - > S
s 7eCesSAINAD select it. You can select a word, fms,

steps :

-

2 View 5
A e
Qu

o

=

e selected text from itg existing position

(9th)



(ii) Click the Cut option from the Clipboard group under

the Home tab. Paste
El.u)) ;‘he selected text will disappear from the document. | lnﬂ‘“ - Cut
iv) Bring the cursor to the ne " Lo
: w position wh ¢ 7
to shift the text. RESEIL R w:»wa,~

(v) Click Paste option from the Clipboard group.

(vt) 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. Pa§ste
(iii) Bring the cursor to the new location where you want —blZ*- Cut
to copy the text. ﬁ j

(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 2128 < AT AT 1) = {
g L AR = [
Cambria MHesdings) | 8 A {
Calibri ®any) €y
Recently Used Fonis : 10
8 =31 .
R G Tt ‘ “;
o Arial [ 12
All Fonts | 14
O faency H | 18
O ALGERIAN 18
o iUl . L 20
¢ Arial 1 22
O Arial Black 24
O Anal Blarow : 26
O Arial Rounded MT Bold 28
¢’ Arial Unicode MS | 36
W AyantGarcie B e 48
% AvantGarde Md BT 72 -
¢ Baskerville Old Face . v ke
Fig. Font Face Fig. Font Size
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7. Modifying text fonts with style: The Font Group allows U8 to changc.

our text font style, size, color and many other elementg.

W9y s Documentl - Microsoft Word
h Mome  bwet  Pagrimodt  Refe o L
" — BT & % -8 S04 w Lo Aok AaBbe, 4,
Farte W Cor Thoerme Fants ‘mwm on THerns | 1hia pocns  sntmg
W Yoo by Cambria Otedrap)
Calibri (o)
" MO Brontly Usod ot
‘ B ooy
‘ . W iyl
oo O Arial
A fomts
O hyency 1 SOMETIMES WE SEED TO CREATE. DEsiax Axp
(' ALGERIAN EFFECTIVE DOCUMENTS. FOR THIS wE vzgp TO K30 oy 1,
W il FORMAT TEXT. I ADDITION, To stAKE oup DOCUMENT 3ippg
O Arial APPEALING, FORMATTED TEXT CAY DRAW THE READER g
O Arial Black ATTENTION TO SPECIFIC PARTS OF THE DOCUMENT AxD gy p)
0 Anal Narow COMMUNICATE OUR MESSAGE.
0 Arial Rounded MT Bold
O Arial Unicode Ms

Fig, Modifying text by using font option

L. Steps to Modify Text - Perform the following steps :

(i) Select the text you want to modify,

(i) Click on the font face, from the drop down list select the style and font
size simultaneously.

.I' Home  Insert Page Layout

References M
£ Ca\‘iori{Bocv) v16 + A* .~ v Al
J - 4 A A Aa </
Oaeta *J
~aste

-

j BI [__J_'ibxzxz

S A
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7.5.2 Cut, Copy and Paste

If we have to remove text from our document, we can -

copy or cut the text from the document. Firat Select the

d " .
text and go to the Home tab in the Cliphoard gronup « A
. . . , . . .
(1) Click Cut or Copy option in the Chpboard group o 4
]:». cat P o

OR
We can also right click on our mouse and select Cut ar Capry
OR

We can also press Ctrl+X (cut) and Ctrl+C (copy) simultaneo:
kevboard. _
(i7) Pasting Text : If we Copy text, then we have -~ 4
to Paste it somewhere in the same document or e T
. ; g < f bommat 5 gt
other document. Click the Paste Option in the ~~

Cljpboard group' Paste iCtri- V)

OR Click hare for more og
We can also right click on our mouse and select .
Fig. Paste option

paste option.

Calibri (E - 28 . A~ A" iE &
B /7 U WY - A - 7

iy Paste Options: \
3
A EFont...
EY Paragraph..
[ »

= Bullets |

Fig. By Right clicking on mouse : Paste option
OR

We can also press Ctrl + V simultaneously from keyboard.
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rmed while editing. If ,
€

diting text then W€ can correct it by clic
ast thing We did. Quick Accgg,

do is Ctrl + Z.

3.5.3 Undo
n we have perfO

everse the actio

e an error in our document or €
nd, it will remove the 1

d. Shortcut key for un

This command T

mak
on the Undo comma
Toolbar provide this comman

3.5.4 Redo
erse your last Undo, preg.

ss CTRLAZ. To rev
at has been undone. Y,

han one action th
and.

To reverse your last action, pre

CTRL+Y. You can reverse more t

can use Redo command only after Undo comm

¢ 3.6 FORMATTING A DOCUMENT

Formatting a document means modifying text size,

aligr}ment, line spacing, graphics and many more things.
provides many easy ways to add creativity to any document. Do the followin
g

font face, color, style
Microsoft Woré

steps :
3.6.1 Font styles

Th I

ere are three basic font styles used in text. These are followi
| | . owing:
(z) Bold : Bold text, means using thicker letters g
(i) Italic : Italic text, means using slanted letter
S.

(it) Underline : ‘U
. 'Underline
underneath the letere the text, means to draw a horizontal 1
. al line

3.6.2 Bold, Italic, Underline -

also click on

the bold, ital;
f ’ ltahc :
rom font group in the ho eS t(:;, underline

Press Cty] + .
T B, Ctr] +
t ’ L '
italics or underline Ctrl + U Simultaneoug]y ¢
rom keyhoard f;
or bold,
)

—
(9th)



P Home  Insert  Page Layout  References M B Ol d
el sl x ‘
[ Calibri Body)  ~ 16« (A" A" [ An~ &) .

| pa;j N , ltalic
,-’ g BI U-x,x -7 -A-

. = | [Underline

\..
Bold Italic ‘Underline

Clipboard '«

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.

(i) 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.

W s - e Documentl - Microsoft Word

“Home‘{en Page Layout  References Méilings Review Vigw

Fig. Home Tab

(%th) @




' i ont colors. A live ppe...
(iti) Move the mouse pointer over the various f Previg,
the colors will appear in the document.

=
a0 Documentl - Microsoft Word < [§ 3
(L) .
{ . _ b Vie
_ ome  Insert  Page layout  References  Mailingt  Revie o
| MO f &0

| [ X Catibri Body) a

’20,
cW e ISelSeE R A//p\ n
{ . L, Felitinie
| D BT U-xx “ EEENE F Quick Change EC1ng
Pagte 'J . & I A A. A M - - 21 q[ Styles * Styles
. !
) . Automatic
Theme Colors

B EEEUNON

’Dark Rlue, Ieﬂ.’f
1 -

Standard Colors
EE THOENE k
: )0

18 More Colors... »
D :
[ Gradient > ! :
T = [EeRzs oo © — —
Page:1of 1 | Words: 3/3 ;\ﬁ l 5 = _ﬂ_‘l»u“: Lokl T - - S /|

Fig. Color option
(iv) Select the colour according to your choice.

3.6.4 Text Highlight Color

ption, it means that the text shows like
1t was marked with a highlighter pen.
following :

() Select the text that you want to highlight.
(it) On the Home tab, m

ove the arrow next tg Text Highlight Color in the

Page Layout References

Document - Microsoft Word
Review View

————

Mailing

Fig. Home Tab

%)
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@iii) Click the color that you require for text.

W b # - .
d9-0- Documentl - Microsoft Word
Home Insert  Pagelayout References Mailings  Review  View
*'j‘j &  Caliori Bocy; SRR RA T ¥ 6& ?
w3 Bl U -kx,x 4 Exmm = ‘}” »
. - p Quic hange ing
s ) A Aa~ A Q- ki zl 1’ Styles = Styles »
.E.. ~ Paragraph Styles
No Color
Computer Book
Page: 1 of L | Woros: 3/3 :y’ﬁ i (P 'l 3 = 305“

[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 vou want to modify.

(i) Select one of the four alignment options from the Paragraph group on

the Home tab.

)

-« Align Text Left

Aligns al] selected text to the left margin. (Press Ctrl+L)

et

W -
9/ I
o4 ¥

st



3.7.3 Align Text Center
Aligns all selected text to the Center margin. (Press Ctr1+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 lipes up equally to the right and lefy
margins; used by many newspapers and magazines. (Press Ctrl+dJ)

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

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

Fig. Left Alignment

1dia is a nation with great cultural heritage, huge
reserves of natural beauty, human resources and
relationship

Fig. Right Alignment

India is a nation witl great cultural heritage, huge

reserves of natural beauty, humap resources and
relationship |

Fig. Centre Alignment

58]
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Right hy»’r-: .
Fig. Text Ahgnmente
L JRE MARGINS - LEFT, RIGHT, TOpP AND BOTOTTM

A margin is a Space separating text or other elements from the odge of ¢
paper commonly adjusted through the page setup. Most programs allw ¢ 9T the
top, bottom, left, and right margins to be set. The standard margin, aettin

g3
are 1" top and bottom ang 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 Setuy p:

1. Click on File — Page Setup menu,

—

Eel o

D New... Ctrl+N
(@ Open.. Ctrl+0

| Close

@ save Ctri+s

{ Save As...

| PagesSetp.. a e
(& Print Preyiew

& print... Ctri+p

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

Fig. File Menu

2. Click on Margin button and set margin on all sides.

(9th) ] 99 ﬂ




it size of paper (As A4 or [y,
3. Click on Paper button and set size ol pap gal).

Hows | e | 1o | ’

o [FE w72

w7 E] oo o)

Civtart shvon |

mz

Fages etk AN
s pacws

Praowy
Aoy o .
olei acigners Al

o | oot _
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 highligh:
or select the paragraphs or entire document that you want to change the line

& — f— L — - 1 -
1; s T v :":-E:-" %E ﬁ :AaBbCe:Dd{-'e ‘
E=E== f;::v %) -  Normal
o, 10
W 115
Ls \
20
. Default [ine spacing

30
Ling Spacing Options,,

Add Space Betfore ﬁaragramh

W

Remoye Space Ao Paragrapn
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B 3.9.1 Formating the line spacing

(i) Select the text you want to format.

on the Home tab.

(i22) 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

eéven more precision. .
Paragraph 2%
Indents and Spacing | Line and Page Breeks |

| General

| Alignment: et “

| Quiinelevel: [Body Text |

v Indentation

PoLef: oo e Ipecial By: 1

| Bioht L - | tnone) > 2

] Mirror inders

Spacing ‘

| Before:  opt 2 Lige spacing: at:

| After: opt 2 ¥

| [T Dorit add spage between paragrdSingie

: Froview % i
Multile ... |

[1sbe.. ] [sssosom | [ o ) [Ccumel |

Iig. 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 documenlt or
hard copy. For example, in Microsoft Word, a header could be created in a

document to display the page number in the top corner of each page.

o it}



n electronic documem o

Footers : A footer 18 at the bottom ©

hard copy.

Headers, footers and page nu

~ uble click on .
y is to do ¢ the text you Wi

e added using many ways 1y
om of the page and the heg, ey
simplest wa _ e sh to be displayed at the top o
and footer area will appear

bottom of every page.

i -
= a -

| | B

el 1 t

It ]

. /

i ’-, Footer | . e Page 2

il ' Class - VIl

|

l i ey A =

| e

I o -

il

I

AP Computer

i 1 v

i Haader

| \ :

i

I

J‘ e e e W'“ i

: = T B 100% (=) } (o
{‘ Page: 201 13 | Woras: 143 | <& | fE L & B 100 ¥ ,

Fig. Displaying 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).

[

A ¥ | o l:\l;.’

; : - |8 ] A
Desion o d

[ Different Eirst Pape = 0.0 T g '

{ | Different First Page pedd Header from Top: 0.3 *

e ' ” :
7] Different Ocd & Buen Dapac  §nd. £ ) . @
U Qifferent Ogd & Even cages gy rooter from Bottomy 037 ! -
v

(Y] 2N0Ww Document Text 17_'] Insert Alignment Tab € heaqe!

s andg Footer
FOSition .
AL LiQse

Iig. Close Header ang Footer
Steps to add Header or Footer :

ter that You want

your header or footey area will opep

to add in your document and

102



A O0Kmark

0l ' rnce vabaras
) Cross-reference

ke
183

A
|
)

Nt e

Header

£

Nu

P

Ym v
rage

iy
1

{

w |
v ]
J

mber v

Fig. Header and Footer Tools

(ii7) Type text in the header or footer area.

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

Removing headers and footers : Do the following steps

Click on Insert —» Header & Footer — Header or Footer.

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

(ii) A drop down menu will appear.

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

: 4 v A ] e T kauten i é *‘ A JQ}\C‘UH‘.\:%V" i@ sionawce tine + T Taumtinn
= 220 £ 5y 2L ) o e | " 23y
ot ) octar | Page  Taw -
Numpg T R 1 g
Built<In = Buit-In .
Blank Blank
i
s test] |
{hypetest] 1
|
| |
Blank (Yhiee Columng) Blank (Three Columng)
!
(Fyow teat) Ty e tesi) ;
{Tyge tesl P vt [Pyeetent] I
—J
Alphabet Alphabet
{Type the document title]
Wyjartest] Paes |
v
wive Lo s b Otfae i
" oo Lontent Uoaites ow Qificegem
. .
E fai et
-
3 {1‘ e
+ -
I"ig. Remove headers Fig. Remove footers
e—s—o-
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. ader : ‘ooter :
following steps for Header and Foote:

Perform the |
and Footer menu. The Toolbar will appea,,

1. Click on View — Header . .
on each upper and lower side. Fill page NUmbey n

ill see frame
2. You w o number button of tool bar.

header, click on insert pag
3. Click on Insert page number button.

Show
Insert Page Format Page Show Next
AutoText Button number Number Page Setup Preview
1 v

¥ € & 4 & G Clpse |

reert AoText: 8567 P g €

,“/ I l
l i ] sert /
“‘C(:‘f ?’l;r;\cl’scr Date P‘mc // Switch between Close Button
Showhige MR

Document Text

i, Header and Footer Toolbar
® 311 PAGE NUMBER

A page number 15 the number of the specific page in a document, The
document may be printed like a Microsoft Word document. The page number
18 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 o

” Crame
ML WS e 4
§ WOrg chapter & Microsoft Word
| _ i' 3 - : AJ"‘
. ond Ul Bk L.
[} 7.‘t f .I“4
! Semper |
L e —— . J R .
J N\
1]
b
L Fiair Namieg: | ir
- .
W - .

Display ” !
Playving Page Number option
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3.11.1 Adding Page Numbers

If vou want to put a page .
: ] Page number on each page. vou can quickly add a page

number from the gallery. |

7) On the In: ‘ . ,

(1) 10 Insert tab, in the Header & Footer group. chek Page Number

N—

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

(111) In the gallery, scroll through the optiona, and then chick ¢
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:
(1) On the Insert tab, in the Header & Footer group. click Page N:

1rmh
ATOOEeT

(1) 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 vour 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.

Home Insert

ABC
| | Thesaurus

Spelling &
[ Grammar QB( Word Count

L)
" Proofing

Fig. Spelling and grammar button on the Review ribbon

[i65]
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g ‘

-
lling mistakes, a dialog box appears wiyy, the,
e Ty

3. If the program finds sp spelling checker.

und by the , . L ‘
misspelled word fo w to resolve the misspelling (ignoring it, addipg it ¢,

hanging it), the Program moves to ), nei)
t

4. After you decide ho c
the program’s dictionary, oY

misspelled word.

-

® | egmber ——
@ 1lust Rzm ~o r is application software used to type, edit, format o
1. Word process

rint document. | |
I;\I te Pad is used to create simple text documents without any SPecifi,
ote Pa
formatting.

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

o

4. Microsoft Word is the most popular word processing software.

5. 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.

-~J

Text or Work area is the area where yoy type your text.
The flashing vertical bar is calleq the i

S w©

f—t

nsertion point or cursor.
Print Layout view displays pagesg ;
printed. Pages exactly ag they will appear when

(ST
[y

Cument :
such as Internet Explors, aPbears when viewed by a

You can usge Draft view to qus :

quickly eqit
most frequently ygeq view, your document. Draft view is the
The Zoom Slider increas
Ctrl+ 0 keys are used t

Web browser,

es or decreases the Vie

. Win
O 0pen an exist;p, § areq,

. g doc
(106 ‘ment,
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EXERCISE

{‘ﬁt‘y': Nt g 7O rr‘v_' ) . ol n p
& Objective Type Questions |

1. Window explorer is used to view :

(a) Files (b) Folders
(c) Both (a) and (b) (d) None of above
9 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) Chp (d) None of above
Shortcut command for italic s
(a) Ctrl + B (b) Ctrl + 1
(c) Ctrl + U (d) None of above

& True or False

We can measure the text and graphic with ruler.
When vou start word, you see document.

The document is saved in primary memory of the computer.

cacarir |

You cannot get print out of the recorded data.

If we copy text then we have to paste it line where is the saame documer



%
:

& Very Short Answer Type Question

What is window explorer ?
9. Name the parts of window explorer.

: 9
What do you mean by formatting a document :

1. 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 ?

What are the uses of MS Word ?
What are the style to create a document in MS Word ?

~/

How you will open a document ?

(1]

What are the steps for page set up ?

@ Long Answer Type Question

1. Describe the parts of MS Word screen.
How you will create a resume in MS Word template ?

DO

How you will print and preview a document ?

Q2

4. How you edit and format a document text ?

5. How you will format the line spacing ?

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

Answers Key | €< 1

1. (c) Both (a) and (b), 2. (b) Left pane, 3. (d) All the ab 4 | '
. b above, 4. (a) Picture,
1. True, 2. True, 3. False, 4. False, 5. False.

S
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