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Microsoft Word :-

Microsoft Word is a popular word processing software. It helps In arranging written text in a
proper format and giving it a systematic look. This formatted look facilitates easier reading. It
provides spell-check options, formatting functions like cut-copy-paste, and spots grammatical
errors on a real-time basis. It also helps in saving and storing documents.

It's also used to add images, preview the complete text before printing it; organize the data
into lists and then summarize, compare and present the data graphically. It allows the header
and footer to display descriptive information, and to produce personalized letters through
mail. This software is used to create, format and edit any document. It allows us to share the
resources such as clip arts, drawing tools, etc. available to all office programs.

In this chapter, you will learn about Concepts related to MS Word in detail. You will know
about Word Processing Basics, Opening and Closing the Document, Text Creation and
Manipulation, Formatting Text, and Table Manipulation.



Basics of Word Processing
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WOTORErocessing Basics
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window-specific menu
Review, And View.

File - It has options such as,
Home - It has icons to change
Insert — It has icons to insert Table,
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Icons Functions
To save a file.

To print current file.

= To check for page orientation before the document gets printed.

The
men
Toolbar
short
- com
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To check spelling, grammar and writing style.

To remove selected word or sentence from the document.

v
&
To copy selected word or sentence from the document.
@ To paste content from the clipboard.

o - To reverse the last command. Shortcut key for undo is "Ctrl + Z"
S To redo last command. Shortcut key for Redo is "Ctrl + Y"

To set borders to content.

To insert a single table or more tables as required into the document.

= To change number of columns in the document.

A- To change font color .

To change font style.
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Select the Layout t
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\Word also allows you to customize the size of your margins in the Page Setup dialog box.
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Editing Text

Edit a Microsoft Word docu
Click the. Edit. tab.
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Children, you learned about the usage of Word 2007 as a powerful documentation
software but where lies its actual in its various editing and formatting features. This chapter will now
take you further into the editing features using which you can modify your document anytime to

give an entire new look to your document.
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On the Inseet tab, the galleries include items that are designed to coordinate with the overall look of
your document. You tan use these galleries to insert tables, headers, footers, lists, cover pages, and

other document building blocks. When you create pictures, charts, or diagrams, they also coordinate
with your current document look.

You can easily change the formatting of selected text in the document text by choosing a look for the
selected text from the Quick Styles gallery on the Home tab, You can also format text directly by
using the other controls on the Home tab. Most controls offer a choice of using the look from the
current theme or using a format that you specify directly.
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Font and Size se
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The Love Song of J. Alfred Prufrock

By T.S. Eliot

S'io credesse che mia risposta fosse

A persona che mai tornasse al mondo,
Questa fiamma staria senza piu scosse.
Ma percioche giammai di questo fondo.
Non torno vivo alcun, 5'i ‘odo il vero,
Senza tema d'infamia ti rispondo.

Let us go then, youand I,

When the evening 1s spread out against the sky
T ke a natient atherized 1non a tahle:
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Bullets and Numbering

Bullet Button
Numbering Button

Word
Home = Insett  Pagelayout  Refere Mailings  Review
== 4 Calibn (Body) . = X

] wsont—)
o 43 B 7 | Receotly Used Number Formats i B :g.
Paste i

v J| /2 < BRI AR Y IR

2 4 A =

Clipboard | 5araqtaph

el
BamsI &

= Change List Level
Retine New Number Format.
1 Set Numpenng Yalur,

List of Numbering

View Adddns o @

An »
Quick Change Editing

Styles~ Styies~ .
Styles




H ©- Q v 3 Sample.docx - Word

File Home Insert Draw Design Page Layo Rof AiNgs Review Viy

"IN TjA A A"f}@ = EadllR—b— AaBbCcDe

N+Y-A~ B =+ | O | _T Normal

[} Paragraph

Change Case

Change the selected text to
uppercase, lowercase or other
commeon capitalizations.

0 Tell me more

Section 1

( 1 ) Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Maecenas porttitor cong
posuere, magna sed pulvinar ultricies, purus lectus malesuada libero, sit amet co
quis urna. Nunc viverra imperdiet enim. Fusce est. Vivamus a tellus. Pellentesque




EIENV] a

DRAW TABLE

To draw a table in your Word do
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Add a row or column -
You can add a row above or belc

To add row
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Click Home tab. Move to Parag
Shading button, and click the down a
Shading optic ‘ ifferent bc

Where is Borders and Shading in Microsoft Word 2007 and 2010.do

Page Layout References Mailings Review View
[j ¥= Breaks ~ : \A] Watermark ~  Indent
3 Line Numbers ~ ‘ ¥ Page Color » 2= Left: 0 ch

tation Size Columns ; Genko [T=
v - - be” Hyphenation ~ | cetting @PageBorders

Page Setup | f Page Background




