{Chapter 1 }

FORMATTING WORD DOCUMENT

R What is MS Word?

- MS Word is commonly referred simply as Word.

E L - Itis atool specially created to document formatted
' text.

What is Formatted Text?

- Formatted text is text that is displayed in a special,
specified style. The purpose of formatted text is to
enhance the presentation of information.

T v o

e

e Font Style, Size and Colour
e Header and Footer

e Insert Images

e Add tables and bulleted lists
e Set a page layout

e Add Word Art

Word Features <<

-
r
e Creating text documents

Editing and Formatting the existing documents

Making a text document interactive with
Word Functions << different features and tools

Graphical documents, comprising images
Used by Authors and Researchers
Detect grammatical errors in a text document
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Steps To Open, Write and Save a Word Document

First, Open Microsoft Word by searching under “Type here to search”.

‘ You can also choose to click on the START menu and locate Microsoft Word
application.

A 4

‘ If you were successful with Step 1, you would see a Word document being

opened.
‘ Type “This is an iCodeT test file !” Or, Choice of your formatted text.
<7
Now save this document file. To save
Click on Office Button (Or, File Button) — Save As

4

Clicking on “Save As” will open a new window.

Enter File Name as — “Test-Word”

Click on Save

SAVE SAVE AS
- SAVE - Use this when you wantto - Save As.. - Use this when you
save your content to the already want to save your content as a
existing file. new file.

- This means you have typed the
text in newly created file.
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FORMATTING WORD DOCUMENT

Time to format
this message!

You are now familiar with Microsoft Word or Word. Let us now

Format It

To learn this chapter, we will
e First create an empty word document.
e Then, we will write some plain text into it.
e Finally we will format this plain text into Formatted Text.

We will create a document with below text and format it.

The partition of India in 1947 divided British Indialcl into two independent
dominions: India and Pakistan.[6l The Dominion of India is today the Republic of
India, and the Dominion of Pakistan is the Islamic Republic of Pakistan and the
People's Republic of Bangladesh. The partition involved the division of two
provinces, Bengal and Punjab, based on district-wide non-Muslim or Muslim
majorities. The partition also saw the division of the British Indian Army, the Royal
Indian Navy, the Royal Indian Air Force, the Indian Civil Service, the railways, and
the central treasury. The partition was outlined in the Indian Independence Act 1947
and resulted in the dissolution of the British Raj, i.e. Crown rule in India. The two
self-governing independent Dominions of India and Pakistan legally came into
existence at midnight on 15 August 1947.
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First create an empty word document.

1. First, open Microsoft Word by searching under “Type here to search”.
You can also choose to click on the START menu and locate Microsoft Word
application.

2. If you were successful with Step 1, you would see a Word document
being opened.

@ H9-0)+ Document1 - Microsoft Word - o X
~=/ | vome | Insent  Pagelayout  References  Maiings  Review  View ]

| = % o T 3 Find -

6 = - [asar @] =~ =t -
B Calibri (Bay 1 - AW |[#) 5= - = | BRI | \aabcenc| assbeene AaBBC: AaBbee AADB aasbee. acsbceo acsbeene % P
L 3C e ar

Pafte F Format Paink " I U - ahe %, X A.-J‘l!). A-| rt == -H:§:|'§R' Ja| -| fiNormal | f No Spaci.. Heading1 Heading 2 Title Subtitle  Subtie Em.. Emphasis gtl';!l:lsﬂf [} Select -

Clipboard i) Font ~ Paragraph i) Styles i Editing |

Second - Write the above text in this document.

(t!sn)"\___ﬂ =) ¢ Document3 - Microsoft Word
- | Home | Insert Pagggyum References Mailings Review View
HaRae | o - (R E) EE E ) :
—j 23 Copy Caibrt Body 2 |A” A |f-é. [i=- 5= {12+]| 9T | AaBbCcDe | AaBbCcDe AaBbC« AaBbCc Aa’j AaBbCc. AaBbCcDi .
Paste f Format Painter |B 7 U -abex, x* Aa~|®- A-||E = B B8 H-| | tnomal |rNospad.. Heading1  Heading2 Titte Subtitle  Subtle Em..
Clipboard F] Font F] Paragraph = Styles

The partition of India in 1947 divided British Indiald into two independent dominions: India and
Pakistan.®! The Dominion of India is today the Republic of India, and the Dominion of Pakistan is the
Islamic Republic of Pakistan and the People's Republic of Bangladesh. The partition involved the
division of two provinces, Bengal and Punjab, based on district-wide non-Muslim or Muslim

majorities. The partition also saw the division of the British Indian Army, the Royal Indian Navy, the
Royal Indian Air Force, the Indian Civil Service, the railways, and the central treasury. The partition
was outlined in the Indian Independence Act 1947 and resulted in the dissolution of the British Raj,
i.e. Crown rule in India. The two self-governing independent Dominions of India and Pakistan legally
came into existence at midnight on 15 August 1947.'

®
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Finally - Lets Format this document against various elements

Change Font Type and Font Size_- We will change the Font type to
“Cambria” and Size to “14”. To do this, follow:

e Select portion of text or all text using “Ctrl+A”.

¢ Under Ribbon Tab locate “Font” command area.

e C(lick on drop-down list and select “Cambria” as Font type.
e C(lick on drop-down list and select “14” as Font size.

Do) \H9-0 )5 Document3 - Microsoft Word
[ |
// Home Insert Page Layout References Mailings Review View
B caiibr i - (&N [E-E- e Rl 1] ‘ -
i Coor ARy | == z | naBbCeDe| AaBbceoe AaBbCi AaBbce AAD aesbce acssea
P Fosans Petties e Fonts “I= = =|(1=-||&- 2~ || 1voma |1Nospaci.. Heading1  Heading2 Title Subtitle  Subtle Em...
& Cambria (Headings) ‘
Clipboard L 9 1 Paragraph Fl Styles
Calibri (Body)
Recently Used Fonts I
¢} Cambria
() RLEERIAN

() AFs HERsM-INN

() AR DESTINE

¢ Bahnschrift Semilight Candensed of India in 1947 divided British India into two independent

0 Bock Antiqua ndia and Pakistan ! The Dominion of India is today the Republic of
e BOOkfnan C?Id St?ﬂe e Dominion of Pakistan is the Islamic Republic of Pakistan and the
() Franklin Gothic Medium
¢ Bodoni MT ublic of Bangladesh. The partition involved the division of two

() Buch Sescar W7 engal and Punjab, based on district-wide non-Muslim or Muslim

0‘" Foots he partition also saw the division of the British Indian Army, the
Agency FB - . : . .

noyat indian Air FOrce,
0 ALGERIAN Navy, the Royal Indian Air Forc'e. the Indian .Cl\l'll .f.erwce th_e
0 AR BERKLSY 1 the central treasury. The partition was outlined in the Indian
() AR BLAVCA ce Act 1947 and resulted in the dissolution of the British Raj, i.e.
€ e MM N India. The two self-governing independent Dominions of India

() FREAFER

legally came into existence at midnighton 15 August 1947.
) AR CENA

7

Page: 1 of 1 Words: 134/134 English (India)

&
&
&l

OQutcome - This will change the Font Type to “Cambria” and Size
to 1114"
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Change Line Spacing to 1.5 - Line spacing is a space between lines of

text. It is used so that the document is more readable.

e Select portion of text or all text using “Ctrl+A”.
e Under Ribbon Tab locate “Paragraph” command area.
e C(lick on Line Spacing drop-down list and select “1.5”".

0o)\\H9-0 )+ Document3 - Microsoft Word

|

—/ Home Insert Page Layout References Mailings Review View

L s Cambria (Headings) - |14 - | A" a7|[2Y = - 1= - - &= 20| 7| : A' B ?bC

e 2| == 112 AaBbCeDx | AaBbCede AaBbC: AaBbce AAD aasbee -
Pa_ste o Formst Poliier B I U ~abex 3 Aa-||- A~ IEBE B E|ts S - T Normal | T NoSpaci.. Heading1 Heading2 Title Subtitle  Subtie Em...

Clipboard il Font = Paragl 1.0 k Styles
115 |
Vi 15

20
25
3.0

The partition of Inc ialdlinto two

Line Spacing Options...

independent dominj & Add Space fefore Paragraph The Dominion of Indiais
today the icorn of Pakistan is the Islamic
Republic of Pakistan and the People’s Republic of Bangladesh. The partition
involved the division of two provinces, Bengal and Punjab, based on
district-wide non-Muslim or Muslim majorities. The partition also saw the
division of the British Indian Army, the Royal Indian Navy, the Royal Indian
Air Force, the Indian Civil Service, the railways, and the central treasury.

The partition was outlined in the [ndian Independence Act 1947 and
resulted in the dissolution of the British Raj, i.e. Crown rulein India. The

two self-governing independent Dominions of India and Pakistan legally

Remove Space After Paragraph

came into existence at midnighton 15 August 1947.

Page: 1of 1 Words: 1347134 | 35 English (India) HEJ 35

Outcome - This will change the spaces between lines to 1.5
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Use other format options to beautify paragraph

We have numerous options by which this document can be formatted
better. We will use some of the following.

- Bold, Italic and Underline option under Font bl

- Text colour option under Font A

- Enter command of Keyboard to break a line to a new line.

- Tab command of Keyboard to create a longer space between words of
same line.

Currently the document looks something like

Document3 - Microsoft Word

wt References Mailings Review View

adings) - (14~ A A7|[#] 2 - 82 | 3E (R T | Asebcenc | AaBbeenc AaBbC: AaBbce AAD 4aBbee. acssvcen
~ahe %, X' Aa-||¥- A-| 1B E = S|l

Font i Paragraph I} Styles

| oy v _ | T Normal | T No Spaci.. Heading1 Heading 2 Title Subtitle Subtie Em..

The partition of Indiain 1947 divided British Indial<into two
independent dominions: India and Pakistan .l The Dominion of Indiais

today the Republic of India, and the Dominion of Pakistan is the Islamic
Republic of Pakistan and the People's Republic of Bangladesh. The partition
involved the division of two provinces, Bengal and Punjab, based on

district-wide non-Muslim or Muslim majorities. The partition also saw the

division of the British Indian Army, the Royal Indian Navy, the Royal Indian
Air Force, the Indian Civil Service, the railways, and the central treasury.

The partition was outlined in the Indian Independence Act 1947 and
resulted in the dissolution of the British Raj, i.e. Crown rulein India. The

two self-governing independent Dominions of India and Pakistan legally

came into existence at midnight on 15 August 1947.

h (India)
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Select text India wherever in paragraph and Italice, Bold &
Underline it.

To bold a text -

- Select the text and click on '® under Font. Or,

- Select the text and press on “Ctrl+B” in keyboard

To italice a text -

- Select the text and click on ' ¥ under Font. Or,
- Select the text and press on “Ctrl+I” in keyboard

To Underline a text -

- Select the text and click on ¥ ° under Font. Or,
- Select the text and press on “Ctrl+U” in keyboard

After selecting the text India in the paragraph and following the
above commands. The result will look something like.

‘AED H92-0 ¢ Document3 (Autosaved) - Microsoft Word
[+ )
Home | Inset  Pagelayout  References  Mailings  Review  View
=20 )% cut O |70 T e
J o Cambria (Headings) - 14 - | A" a"|| 2| |3 - 1= - 5| 3E &E|[ 3] )| T | AaBbCcDc | AaBbCcDe AaBbC: AaBbCc AZ‘IB AaBbCc. AaBbCcl
Paste  Format Painter |B 7 U ~ahex, x Aa-|¥V-A- EBEBEEE|O H- TNormal |17 NoSpac.. Headingl Heading 2 Title Subtitle  Subtle Em,

Clipboard 0 Font ] Paragraph Styles

The partition of India in 1947 divided British Indial<l into two
independent dominions: India and Pakistan (8 The Dominion of India is
today the Republic of Indig, and the Dominion of Pakistan is the Islamic
Republic of Pakistan and the People's Republic of Bangladesh. The partition
involved the division of two provinces, Bengal and Punjab, based on
district-wide non-Muslim or Muslim majorities. The partition also saw the
division of the British Indian Army, the Royal Indian Navy, the Royal Indian
Air Force, the Indian Civil Service, the railways, and the central treasury.
The partition was outlined in the Indian Independence Act 1947 and
resulted in the dissolution of the British Raj, i.e. Crown rulein India. The
two self-governingindependent Dominions of India and Pakistan legally

came into existence at midnighton 15 August 1947.

. T— ——— ———————————————————————————————
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Use Bullets, Numbers and Multilevel List under Paragraph to
Format it Further. Use vour own judgement to format.

Also,
Use Enter, Tab and Space Kev as well to format

The result mayv look something like.

The partition of India in 1947 divided British Indial® into two

independent dominions: Enter

1. India and
2. Pakistan.[sl Numbering

| Tap ) The Dominion of India is today the Republic of India, and the Dominion
of Palristan is the Islamic Bepublic of Palkistan and the People's Bepublic of

Bangladesh. The partition involved the division of two provinces, Bengal

and Punjab, based on district-wide non-Muslim or Muslim majorities.

The partition also saw the division of the

| Bullets # Defence Forces

o British Indian Army,

- - o the Roval Indian Navy,
Multilevel List , ,
o the Roval Indian Air Force,

o the Indian Civil Service

+ the railways, and
= the central treasury.

The partition was outlined in the Indian Independencedct1%47 and

resulted in the dissolution ofthe British Raj, i.e. Crown rule in India. The
two self-governing independent Dominions of India and Pakistan legally
came into existence at midnight on 15 August 1947,

Select text 1947 and colour it with Red
To Colour text -

- Select the text and click on " under Font. Click on drop
down list and select the colour of choice.
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Hurrey, We have converted plain text of word document into a

formatted text

Plain Document

The partition of India in 1947 divided British Indiald into two independent dominions: India and
Pakistan.!tl The Dominion of India is today the Republic of India, and the Dominion of Pakistan is the
Islamic Republic of Pakistan and the People's Republic of Bangladesh. The partition involved the

division of two provinces, Bengal and Punjab, based on district-wide non-Muslim or Muslim
majorities. The partition also saw the division of the British Indian Army, the Royal Indian Navy, the
Rovyal Indian Air Force, the Indian Civil Service, the railways, and the central treasury. The partition

was outlined in the Indian Independence Act 1947 and resulted in the dissolution of the British Raj,

i.e. Crown rule in India. The two self-governing independent Dominions of India and Pakistan legally

came into existence at midnight on 15 August 1947.|

@

Formatted Document

The partition of India in 1947 divided British Indial9 into two

independent dominions:

1. India and

2. Pakistan.§l

The Dominion of India is today the Republic of India, and the Dominion
of Pakistan is the Islamic Republic of Pakistan and the People's Republic of
Bangladesh. The partition involved the division of two provinces, Bengal

and Punjab, based on district-wide non-Muslim or Muslim majorities.

The partition also saw the division of the
e Defence Forcesﬁ
o British Indian Army,
o the Royal Indian Navy,
o the Royal Indian Air Force,

o the Indian Civil Service,

e the railways, and

e the central treasury.
The partition was outlined in the Indian Independence Act1947 and
resulted in the dissolution ofthe British Raj, i.e. Crown rule in India. The

two self-governing independent Dominions of India and Pakistan legally

cameinto existence at midnight on 15 August 1947.
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