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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 is its layout and arrangement. Formatting is not

such a time consuming activity, especially for a student’s essay







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. 





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.



















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 isotopes, 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










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.















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. 




















