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' What is MS Word?

» MS Word is a word processing program used to create,
format, save and print letters, reports, newsletters,
manuscripts, signs, certificates other documents.



Introduction

Microsoft Word (often called Word) is a graphical word processing program
that users can type with. It is made by the computer company Microsoft. The
purpose of the MS Word is to allow the users to type and save documents.
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Features of MS Word

- Creating and saving a file |
- Editing and formatting a document

- Paragraph formatting

- Inserting header and footer and Page number

- Checking spelling and grammar

- Subscript and superscript

- Inserting symbols

- Print preview and printing

- Inserting clipart, word art, and picture

- Page setting

- Bullets and number

- Border and shading

- oearching a word and replacing it by another word
- Inserting table




Creating and saving a file

Create new file (ctrl+N)

Save file(ctrl+s)




Editing involves all the activities closely associated with® creating and changing
the text in a document”.

Editing is one of the main and more difficult tasks in the composition of a
written piece. Editing can only be successful with direct participation of the
human writer. It involves a lot of word choice decisions, incorporating
sentence structure ideas and keeping the general flow of writing moving

towards the intended ends.

Formatting involves all the activities which alter the position and appearance of a
documents elements ( words, sentences, paragraphs)

The Format of a document isits layout and arrangement. Formatting is not

such a time consuming activity, especially for a student’s essay
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Editing and formating a document

| Home | Insert Page Layout References Mailings
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What is paragraph formatting?

A paragraph in Word is any text that ends with a hard

return. Paragraph formatting lets you control the

appearance if individual paragraphs.

For example, you can change the alignment of text from left to center or

the spacing between lines form single to double.



Paragraph formating
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WHAT IS HEADER AND FOOTER?

The header is a section of the document that
appears in the top margin, while the footer is a
section of the document that appears in the
bottom margin. Headers and footers generally
contain information such as the page number,

date, and document name.



Inserting Header and Footer and page
number

- e . et Pkt TeekT Tl mﬂm'”w-
D B A s pan TELT T ARE R 9=k ¥ ,
M mormal - canbr| B web Layout Lln!';ﬂlh'l&r‘ﬁ"i
J ernt Layout
4 Full Sereen Beading
L Qutline
Fa  Auper
T Showan
(il veew Gridlineg
[ Thumbnais
&1 Document Map

%, Selection Pane...
“  Hawigation Pane

! Lo Moles
2 show Markup Ll
Reviewing Pare | »

B Full Soreen

FToom.. ] 4 ; ‘

[ Properies




:j Fistyre
Date
& Time (] Cip Ant

On the Insert tab, the galieries include items that are designed to coordinate with the avers
look of your document. You can 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 doctument look.




Insert Footer
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Subscript and Superscript

Superscript example: Per M

Subscript example: Rate per month®




What is subscript and superscript?
A subscript and superscript is a character (number, letter

or symbol) that is (respectively) set slightly below or above the
normal line of type. It is usually smaller than the rest of the text.

Subscripts appear at or below the baseline, while superscripts are

above. Subscripts and superscripts are perhaps most often used

in  formulas, mathematical expressions, and specifications

of chemical compounds and ijsotopes, but have many other uses as

well.


https://en.wikipedia.org/wiki/Baseline_(typography)
https://en.wikipedia.org/wiki/Formula
https://en.wikipedia.org/wiki/Expression_(mathematics)
https://en.wikipedia.org/wiki/Chemical_compound
https://en.wikipedia.org/wiki/Isotopes
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Inserting Symbols




1. select the symbol

J |0l

DERE
JLARIR
Olerl&|&

Recently used symbols:

€|£|¥|o© <|z|+|x|o|pn]|a

Unicode name:
Wingdings 2: 80

| AutoComect.. | | Shortcut Key..  Shortcut key:

=
=~
Y
?

Character code: _H:I from: Symbaol [decimal)

Click insert




Print Preview and Printing
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What is Print preview?

In word processing print preview refers to
formatting a document for the printer, but then
displaying it on the display screen instead of printing
It. Print preview IS more commonly

called preview or previewing.
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| Inserting Clipart, Wordart, and Picture




Then select the Clipart you want to insert
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Insert Picture from File

Insert a picture from a file,

() Press F1 for more help.

Then select the Picture you want to insert




Page Setup

| Page Layout | References  Mailings

[ﬁ 1 %= Breaks

#3 Line Numbers -

Margins Onientation Size Columns !
r'g _ b Hyphenation *

i L

|
Themes | Page Setup




What is page setup?
The page setup dialog box is usually available

from the File drop-down menu. For Microsoft

Word 2007 or later, the page setup options are

available under the Layout tab in the Ribbon menu.
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Paper size
/_\.4:{':& % 11 in) |
Width: 2159 em B
Hesaht: Z7oaam [
Paper source

Erst page: Other pages:
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Bullets and Number
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Borders and Shading

Border Prev

Select
border
width

Select border style  Select border color |




Searching a word and replacing it by
another word
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Type word you want to replace

It will find
Type new It will your word
word you It will replace replace all in
want to add selected word the same  document

word from
document




Inserting Table in file

Visually
select the
size of table
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“insert table”




