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Unit -1
Starting MS Word

Learning objectives
After the Completion of this unit you should be able to know

1) What is MS Word 2010 and what are its functions
2) The tools used in MS Word 2010 and their use

Introduction

MS Word is a software designed by Microsoft Corporation for various
documents relating to business which comprise of various contents in various
forms such as

i. Written
ii. Graphical
iii. Pictures
iv. Hyperlinks
v. Designs
vi. Patterns

Its use is worldwide due to its simplicity, efficiency, scalability, reusability,
speed in designing various graphical charts etc. One of the beauties is mail
merge where a single letter once typed can be addresses to many recipients
thus increasing the speed of clerical staff. Features such as convert to PDF,
password locking helps user to secure sensitive information at office and
elsewhere. We shall be working with MSWord 2010.

Definition
Microsoft 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 add graphics and save and edit documents.

Working with MS Word 2010
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Knowing the tools

MS Word is comprised of 11 tools

Status bar

Title bar

Help

Ruler bar

Dialog box launcher
Document area
Zoom control
Quick access bar
. View Buttons
10. File Tab

11. Ribbon
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Discussing About The 11 tools

Status bar

Status Bar: - The status bar is to know which page is being edited. It also
shows the total number of pages and the word count of the document

|-

Page: 26 of 56 | Words: 6,552

Title bar

Title bar shows the name of the file. If you opened the
my_bussiness.docx file then it would show my business. Why the title
bar after all ?People in small/ large firms when working with multiple
documents forget which document is currently open and what is the
name of the document that is open due high work pressure. This title
bar helps the person to know in which document he/she is working at,
thus reducing confusion. Suppose | am to copy some part from my
another document into my current document this title bar helps me as to
which document I am copying and to which place | am pasting.

This is the help menu which guides the user when he/she is in trouble.
This is a comprehensive help for doing anything in MSWord starting
from getting started with MSWord till the end of MSWord Software. In
today’s fast life where getting help in urgency may not prevail, the help
menu comes for rescue.



Ruler bar

The Ruler bar comes handy for page alignment and page setting.
Documents are aligned precisely with this bar both horizontally and
vertically.

Dial x launcher

The dialog box launcher comes handy to change
» The font, font style, size of the text
» Add effects such as strikethrough, double strikethrough,
superscript, subscript,
» Small caps, all caps, hidden and other advanced features.

Document ar

This is the portion of the word document where the user types the
contents, adds pictures, graphics. The alignment of the document in the
document area is done by the setting the header, footer, page margins
which are left, right, top, and bottom. The document area helps to view
the document page by page, add blank pages, insert tables etc.

View Buttons

==Y

il
[l

This option is used to view the page as how it appears. They are 4
options
1. Print layout
Full screen reading
Web Layout
Outline
Draft

Zoom control|

This option is used to control the zoom level of the page as shown
below
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Quick access bar
wWid9-0|=

The quick access bar helps to do the job in a rapid pace. For example a
beginner who does not know how to create new file and save it the



quick access bar helps the novice person to create a new file and save
it.
Use of a Quick access Bar:-Used for the following

a) Quick new file creation

b) Quick table creation

c) Quick Print preview

d) Quick spell check

e) Quick open file

f) Quick open recent file

g) Quick save file

h) Quick email current file.

i) Changing the quick access bar according to the user

requirement.

File tab

» File Menu:-_The file menu is used to create, save, print, close a file,
convert a file to another format such as PDF

T -
=l sSs=v=
EE= sSave A=

= oOepen

i <tos<=

—

Recent
e
Erint
Save S Send

Help

= S ptions
Escit
Ribbon
Home | Inset  Pagelayout  References  Mailings  Review  View a@
u f Lt y i o a8 A Bt i o =55 A [ 1 \ %Hﬂd'
, mstenion 2 K4 b G EET RN o waton AaBOC AdBbCe sl Aabd i) T

83 Replace

Paste |
v Fomat Panter

(lipboard i Font i Paragraph i Styles 1| Editing

B[ U dex X ,aj,A, 5 E' (‘/)_ TNomal | NoSpacng Heading! Heading? Heading3 Headingd Heading - Change

" Shles | i Stledt”

Ribbon contains commands organized in three components:

o Tabs: A series of groups are linked under tabs. Examples of tabs
include Home, Insert, Page Layout are example of ribbon tabs.

e Groups: They are used to organize related commands. For example
the alignment group is used to align the paragraph.

T



« Commands: Commands appear within each group such as ctrl+b tomake the text bold, ctrl+i to
italize, ctrl+u to underline.

» Tabs :- The tabs is comprised of the following_tabs

Home tab

1.

Home

Insert

Page Layout
Reference
Mailings
Review
View
Design
Layout
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The home tab is used for the following purposes

SI.No

Description

sign

1

Cut

2

Copy

3

Paste

The character can be made Bold using

o1

The character can be made italic using

An underline can be made under the
character using

The character can be made
strikethrough by clicking the

abc

To create a subscript such as H,O use
the

X2

To create a superscript such as x* use
the

10

To create the text effect use the text
effect as shown

11

To text highlight color use

ab® .




12

To set the font color use the

4

13

To set the paragraph aligned to left

14

To set the paragraph aligned to middle

15

To set the paragraph aligned to right

16

To set the paragraph aligned to justify

17

For line and paragraph spacing
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To set the Theme Colors

4

SI.No

Description

Sign

19

To set Table border /draw a table use

CEE® /=

Bottom Border
Top Border
Left Border
Right Border

-+ Mo Border

All Borders

Qutside Borders

1 FF  Inside Borders

Z2 Inside Horizontal Border

Inside Vertical Border

Horizontal Ling
Diraw Table
View Gridlines

Borders and Shading...

20

To set Bullet points use

Bullet Library
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Define New Bullet...
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21

To set Numbered Points use

0oy

...........................
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22

To Decrease the indent of a particular paragraph select
the paragraph and click

SI.No

Description

23

To Increase the indent of a particular paragraph select
the paragraph and click

24

To sort by a column use

25

To show or hide paragraph marks

26

Change Styles in MSWord

AaBbCcDc | AaBbCcDe
THormal | Mo Spacing

AaBb(

Heading 1




27 | To set Multilevel List Points use
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28 To set styles in MSWord
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SI.No | Description Sign

29 | To Change styles in MSWord %
Change
Styles -

| FA Style Set L
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Fonts g

=g [Paragraph Spacing *
Set as Default

33 Find =

3¢ Replace

30 | Find And Replace
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Editing

Insert tab

Used to insert cover page, blank page, page break, table, picture, clip art, shapes, smart art, chart,
screenshot, hyperlink, bookmark, cross reference, header, footer, page number, text box, quick parts,
wordart, drop cap, signature line, date and time, object, equation, symbol.

{3 fome et Pagelajout  References  Maings  Revew  View
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SDate&ﬂme
Cover Blank  Page Pidwe Clip ShapesS martd Chart Sreenshot - Hyperink Bookmark Crosseference  Header Footer Page ~ Ted Quick Wo Equaton Symbal
age" Page Break ' o ' v Nonberr Bore Paker v F " Otet v
Pages Tabls Hustations lnks Header & Footer Te Symbols
Cover page

The Cover Page is used to insert a cover page. The cover page of the documentis used to set the cover

page of the document so that document looks attractive and informative. Below are some of the cover
pages as shown below.
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Austin Corservative

Enable Content Updates from LMTice.com...

[El EBEemowe Current Cower Fage

Blank page

The Blank page is used to insert a blank page

F

Blank
Page

14.111.2.3 Page break

| This option is used to insert a table

-|  The Page Break is used break the current page

0

I
I
I o
I o
I o
Hooooood

Insert Table... BuiltIn

Draw Table Calendar 1

December

- e

Excel Spreadsheet
Quick Tables b om v w

Calendar 2
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14 15 16 17 18 19
21 22 23 24 25 | 26

Calendar 3




Picture
This option is used to enter a picture into the document

Picture

Clip art
This option is used to enter the clip art

Ell=l

HEi]
Clip
Art

1411127 Shapes

This option is used to insert shapes
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1411128 Smart A
This option is used to insert the smart art into the document which

4= includes organization flow, Charts, process flow charts.
SmartArt

1411129 Chart

Eﬂ This option is used to create generate a chart and incorporate it in the
chart  word document

14111210 Screenshot

,JJL Inserts the picture of any program that is not minimized to the
Screenshot  taskbar

-

14111211 Hyperlink

Q This is used to hyperlink an image or text

SO
Hyperlink

14.1.11.2.12 Bookmark

This creates a hyperlink to a point at a document. Used When the
j document is very large and a hyperlink at one page directs to a
Bookmark  bookmarked page

14111213 Cross-reference
Used to create a cross reference to tables ,headings

_.ﬁ

Cross-reference

141.11.2.14 Header
Used To enter the header of the document

Header

-



14111215 Footer

Used to enter the footer of the document

=

Footer

14111216 Page Number

j Used To enter the page number of the document
#

Page
MNumber -

14111217 Text Box
A= Used To enter a preformatted text Box

Text
Box~

14111218 Quick parts

Inserts reusable pieces of contents such as title and author

Quick
Parts =

B2 AutoText
1 Documen
B=l Field...

& Building

1.4.1.11.2.19 WordArt
WordArt is used to insert an artistic word art in the document

"

WordArt




14111220 Drop Cap

(A=
Drop
Cap~
— You have done your best
—— | Mone
A= Dropped This option is used to activate a drop cap option.
AE In margin
E Drop Cap Options...

14111221 Signature Line

(| 2 signature Ling| - | Used to ins_ert digital signature for the
authenticating your work and prevent
copyright violation

Microsoft Office Signature Line...

Add Signature Services...

Date & Time

53 pate Time  Used to insert current date and time in the current document

Object
¥gdl Object - psed to insert an object into the document in form of bitmap
image
Equatijon
Tc Used to insert and equation in the document as shown below.

A=mnr
Equation



Symbol

2

Symbol

Used To insert symbols into the document which are difficult for
The document creator to create such as €

Page layout tab

The page layout tab is used to set the page layout of the document which
involves the

1. What is the size of the document page (A4/A3/B4 etc.)
2. What is the theme by which the entire document looks attractive and
presentable
3. What is the margin (top, left, bottom, right)
4. Orientation of the document (landscape/ Portrait).
5. Whether it is a one column document /2 column document/3 column
document like newspaper
6. Page spacing
7. Line Numbering
8. Water marking
9. Page color
We shall be discussing about it one by one
File Home Insert | Pagelayout | References  Mailings  Review  View
B0 B DES, B BO s o & E B
Theme;Fomsv Margins Orientation Size Columns H e o Watermark Page  Page E?__Lm‘ i ffwmom . Selection "
v [O]effects~ | . & S + b Hyphenation * + Color~ Borders | SERight 0em 5 Y= After 10pt 3 Pane
Themes Page Setup 1 Page Background Paragraph ; Arrange
Theme This is used to change the theme of the entire ﬂ
document dared
Themes
Margins This is used to set the left, right, top, bottom
margins of the document for viewing and J
printing Margins
Orientation This is used to set the orientation to portrait 3
/Landscape =)
Orientation




Size

This is used to set the size of the document
A4/A3/B4

Size
Columns This is used to break the page into a number of
columns just like a newspaper J
Columns
Breaks This is used to insert a page break ,column =
h= Breaks ~

break, text wrapping

Line Numbers

Used to set line numbers

£3) Line Numbers

Hyper nation

Used to hyphenate a word in a paragraph like
| was going to the mar-

Ket and all of a sudden I remembered me-
eting you .

§
b Hyphenation »

Watermark Used to watermark the document such as j
“confidential report”
Watermark
Page Color Used to change the color of the page
A
Page
Color~
Page Borders Used to set the page border of a section or the
whole document J
Page
Borders
Indent Used to the indentation such as left indent and | 1,gent
right indent 5= Left 0om
£= Right: 0 cm
Spacing Used to set spacing between paragraphs Spacing
1: Before: |0 pt
Y= After  Opt
Position Position of the selected object on the page
Wrap Text Wrap a text around an object on a page
N

Bring Forward

Bring the selected object forward one level




Send Backward Send the selected object back one level
-
Selection Pane Shows the selection pane to help select =N
individual objects and to change their order and Fh
Pane
Align Align the edges of multiple selected objects IZ Align -
Group Group objects together so that they are treated =D
as one object. o
Rotate Rotate /flip an object
References tab

This tab is used to

1. Create table of contents of a book/article/periodical.

2. Update table of contents by adding text or updating table after more
content was added to the document and table of contents have to be
updated immediately

3. Italso helps to add foot notes at the bottom of the page ,add an end note
at the end of the document, navigate to the next foot note, insert citation

(2 Add Text » AB] ._[';‘][nsertfndnote Al jrdanageSour(es ﬂ i Insert Table of Figures j i) Insert Index ;—24}) g Insert Table of Authorties
_ : b -lh [

3 Update Table A Net Foatnote =4 (G Shle: APAFft L
Table of Inset Inset . Insert Mark Mark
Contents » Footnote | ' Ciaton g Bbiography Caption L] Cross-reference Entry (itation
Table of Contents Footnotes x| Citations & Bibliography Captions Index Table of Authorities
Mailings tab
This option is used to create envelops, labels, Mail Merge
[} q
=l &
Envelopes Labels | StartMail  Seledt
Merge~ Redpients -
(reate Start Mail Merge Write & Insert Fields Preview Results Finish

Review tab

This tab is used to correct spellings and grammar, thesaurus, word count,
restrict editing.

7 Z[F|  ABC a" “ = - A B rnalshowMakuy v [ D [(By ErPreious Y
1A H 7 y =9 g ] V i 7, 2 :
10 i G 7 . 79, )
‘y ! J b *! —J —*! 4 3 Show Markup ¥ A9 9 Next - =8
Spelling & [Research|Thesaurus Word | Translate Language = New  Delete Pre ¢ Track o Accept Reject Compare | Block  Restrict
Grammar ‘ Count | - Comment Changes ™ B Reviewing Pane * vh v thors * Editing

Proofing Language Comments Tracking Changes Compare Protect




View

View:-The view option is used to view the document in various ways

@ EEE ™ QOO & g O D = =
‘ 1 = A i b f =55
[ Gridlines 9 33 Two Pages fE) =2
Print |Full Screen Web Outline Draft Zoom 100% New Arrange Split Switch Macros
|Layout | Reading Layout [ Navigation Pane S Page Width | window Al 214 Reset Window Position ' windows v
Document Views Show Zoom Window Macros

141118 Design

Design: - The design option is used in case of table’s .used in designing the
table and shade and border table, draw table, erase the rows.

File Home  Inset  Pagelayout  References  Mailings  Review  View 'Design Layout

T g greree Qs“ad‘”g' zﬂ

""""""""""""" / Draw  Eraser
v oL PenColor™ 1ape

HeaderRow [[] First Column
DTotaI Row DLastColumn
Banded Rows [ Banded Calumns

Table Style Options Table Styles Draw Borders P

141119 lLayouttab

Layout:-The Layout option is used in case of tables. Insert rows, delete rows,
split cells, align text in cells, convert to text, and add formulas to a table

G Home Insen  Pagelajout  References  Maiings  Reiew  View ' Design | Lajout

L\% E:J Heght 0dben + 3 it Rows Edj g D %\ @j “.; ﬁ

443 =
Sled  View Propemes Delete * Inset e Insert Insert  Meroe Spit  Spit Autoﬂt ,:Width: 6%m mDistribute(olumns Ted  Cel Sot  Repeat Convert Fomula
" Giding © Mo B Lt Rght Cele Cel Tae o 2 e s Heade s ot
Table Rows & Columns i Merge Cell ize i Alignment Dita
Creating a new word document
Step-1

step-1{click here}

Step-2{Click here}
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Step-2

d7-0Fd0EFREA7vmis Documsrtd - Nicreseht Word (Freduc: Acivation laled) - & =
nom: | men  mocuom  weees  wangs  wewor  vew = =@

o e 8 Lsan oo AaBLC AaBbce ANAB awsice
= e | noms nospsa. reans: weange e suattie

Step-3
Click on the_ I button to save the document.

namcex AaBbCr AaBoce AAB tossce sosco | A :_‘::.,,
T hormat

THoSpac.. Heasingl Headng2 Tl Subtite  Sabtle En., || Chance & seua~

5| Feting

Click Here To Save

Step-4
Delete the content

To delete the content in the document place the mouse cursor in front of the text and press the del
key .To delete from behind click the mousebehind the word and press the backspace key.



Step-5
This step is used to close the current document
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Opening a word document

Jpeni isting d

Two Ways to open an existing document

One Way

LEFT DOUBLE CLICK




Print
Save & Send

Help

2] Options

B4 Exit

'@70pen

{ U lE » Libraries » Documents »

Organize v

»
@ Microsoft Word

1. Sjablonen

W Favorites
I Desktop
1. Downloads

%] Recent Places

A Libraries
E Documents
J\ Music
] Pictures
B videos

New folder

Docume. Amangeby: Folder v

Name ‘

(&) My Data Sources

My Shapes

£ NetBeansProjects

1. Outlook Files

1. shanu

1. SQL Server Management Studio
1. Visual Studio 2005

1. Visual Studio 2008

1. Visual Studio 2010

1, Webcam
() dals
18 Computer B
& PI oy @:ﬂ Type: Microsoft Word-document
Local Disk (C:) ¢ [ Sizer 17,1 Kp  eemm—
Date modified: 02-06-201519:48
File name:  dals’

T ———ick selected file

v ‘ 4 ’ I Search Documents

This file can't b previewed because of an errorin the
Voorbeeldweergave voor Microsoft Word.

T

Filesize  thenclick here

Tools v

Opening the recent word documents
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Text alignment

Left Alignment: -_This option is used to align the text left.
Step-1

Hello how are you

Step-2

Click on the left align button

Right Alignment: - This option is used to align the text right.
Step-1
Type on the text and click on right align

Hello how are you

Step-2

Center alignment
Step-1
Type in a text and select it

Hello how are you

Step-2

Justifying the Text: - select the text as shown below and click justify that is
circled in red colour

Hello how are you




Formatting text

Making a text bold

1. Create a new document

In the document type your text.

3. Select the text by clicking the left mouse button and dragging on the
text

N

A guick brown fox jumps over the lazy dog

4. Click on the desired buttons in the menu such as B for bold and the
other menus as defined earlier.

Insert Page Layout References Mailings Review View
Calibri (Bodyl  ~ 11 ~ A" A7 | Aav & = - iz - e I=EsE A9
- - 37 . -l E=E=E=E = - LE .
ter I u e x, X aj & == = =1 4= £ RS
Font Paragraph
1+ 211 |-E-| 101201 1o 1+ &1
=

A guick brown fox jumps over the lazy dog

5. See the Bold Text as Below

A quick brown fox jumps over the lazy dog

6. Click the save button to save changes.

" italici

1. Create a new document
2. Inthe document type your text.
a. Select the text by clicking the left mouse button and dragging

A guick brown fox jumps over the lazy dog

on the text
CalibrifBody) 11~ A" a7 | Aav &) =E 409
@'abex x L - A = [ &~
Font Paragraph
| Y TR R DR DR SRR TR
e : 2 :

A gick brown foxXJumps overthe lazy dog



3. Click on the desired buttons in the menu such as B for bold and the
other menus as defined earlier.

Underline a text

1. Create a new document
2. Inthe document type your text.
Select the text by clicking the left mouse button and
A guick brown fox jumps over the lazy dog

dragging on the text

Calibri (Bodyl = 11 = A" A" | Aav | =

o 1@ x A-¥-A- EE

(il
]
-
(1t
4
&
4
4

Font a Paragraph
P21 2 Pl 2 1 o4 01505
=

guick brown fox lwmps over the lazy dog

3. Save the document
Strike a text

1. Create a new document

2. Inthe document type your text.

Select the text by clicking the left mouse buttonand dragging on the

A guick brown fox jumps over the lazy dog

Calibri ([Body) = 11 = A" A7 | Aa- #L T - i= -  EEEE 4] T
Bfuzxf -w-A- B=== = &5
Font " Paragraph
|- 1 1 E ] 1 ] 2 ] L d o [5 ] £ 1
=

@mps overthe lazy dog



3. Save the document.
Double strik X

1. Create a new document
2. Inthe document type your text.

Select the text by clicking the left mouse button
and dragging on the

A guick brown fox jumps over the lazy dog

CalibrifE~ 11 = A" A~

RIEIN
[l
¥
"

B T UESE¥-A-F

e =T [ |EIZ‘:,|’ dDg

=3 Lopy
{4 Paste Options:

=

A Font. o Click
=% FParagraph... Here
= Bullets | »
§=  MNumbering | »
Font ‘I”El

Font Advanced

Font: Font style: Size:
+Body 11
- | Reguar .
+Headings I Italic

Adobe Arabic — | |Bold

Adobe Caslon Pro Bold Italic
Adobe Caslon Pro Bold =z

A quick brown fox jumps over the lazy dog

12 i

Font color: Underline style: Underline color:
Automatic |Z| (none) E Automatic
Effects

[ strikethrough [ small caps
Double strikethrough [ all caps
| [Shpersanp [ Hidden

[7] subscript

Preview

__ Aguickbrewsmdex 00 000 |

Set As Default | | TextEffecss... | [ ox ][ coneel

AegtiekbeavssSax jumps over the lazy dog




3. Save the document
ri X

Make a text a subscript. To do this selects the subscript option as shown
below.

X;

Where it is used
H20 IS WATER.

2

| select the 2 and click on which turns to

H.0 IS WATER

ISCri X

This option is used to superscript the text as shown below
(A+B)? =A%+2AB+B?

It is identified by the symbol as shown below

]

4
Using text effects
This option is used to change the text effect.
Step-1
Type the text as shown below

HELLO

Step-2

Select the word as shown below

HELLO



This option is used to highlight the text. It is identified by the symbol as shown
below.

ab#| .

Mo Colar



lor the text in th men

How to colour the text in the document

1. Create a new document

2. Inthe document type your text.
Select the text by clicking the left mouse button
and dragging on the

A guick brown fox jumps over the lazy dog

A Aav B == [EE(ELY
WA [EE==s s & E-
-\ Paragraph ]
— b Y
L. R D T
o} \ ;
Click Here

A guick brown fox jumps overthe lazy dog
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Theme Colors

[ | I I I I I I I I I _ Select any of the colours

Standard Colors

[ ) EEEER

i More Colors.., ' For More colours Select here
|] Gradient 4

Click Here To change The Gradient



Colors

Colors:

Standard | Custom

==]
QK
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Colors [gl=]
Standard | Custom CK
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Color model: |RGB |E|
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1811 Working with the gradient in th men

A [EE == 1= &2 || TNomal |70 Spad.
W Adtematic

Theme Colors T 3 5 T 7 )

H EEENEN

i I HHTHIT

Standard Colors

LI

irthalazy dog

% More Colors..

[ Gradient

> | NoGradient

[ ]

—
5
g

1 ]l b
an
2.

= g -
:.-.E[ ‘
Q H

£ H J 6

o
L]
=

T TT R
FIe
mF

[
=

ing with the § | font si

1. Create a new document
In the document type your text.
Select the text by clicking the left mouse buttonand dragging on the text

2.

Calibri [Bogy)

A guick brown fox jumps over the lazy dog

Current Font

Shrink Font
Grow Font

current Font size

A quick brown fox jumps over the lazy dog




3. Change the font type, size and font case by clicking the above menus

4, Save the document.

Working with the case option

Change case option: - This option is used to change the case of the sentence.

This is done by

| e — |

S raheaernaae e s e

L-::-WE | g et — BR—R

LI E R oS e

CEaEpesTE=EmliiE=mee EaEac Py et e ol

T o il E s S e

Sentence case

Hello how are you

Lower case hello how are you

Upper case HELLO HOW ARE YOU
Capitalize Each Word Hello How Are You
Toggle Case hELLO HOW ARE YOU

Working with other text optionsStep-1

Step-2

S

Font 7=
Font Advanced
Font: Font style: Size:
Times Mew Roman Bold 12
Tekton Pro Regular - |8 -
Tekton Pro Cond Italic 9 |
Tekton Pro Ext - EEE-I 10
Tempus Sans ITC Bold Italic 11
- i
Font color: Underline style: Underline color:
Automatic |Z| _— |Z| Automatic |Z|
Effects
[] strikethrough [ small caps
[T Double strikethrough [ All caps
[ superseript [ Hidden
[ subscript
Preview

Times New Roman

This is a TrueType font. Thig font will be used on both printer and screen.

Set As gefault] [Textgffects... ]

[

OK l ’ Cancel




Working with small caps options

Small caps: - This option converts the text to small letters

Step-1:- Let us type the text as shown below

Effects
[7] strikethrough Small caps
[T Double strikethrough [ all caps
[] superscript [ Hidden
[7] subscript
Previs
Step-2

Pressing on the OK button changes the text as shown below

FFFFFFFFFFF
Working with All caps options

All Caps :- This option is used to set the text to all caps as shown below

et p—

Effects
[ strikethrough [ Small caps
7] Double strikethrough Al caps
[ superscript [ Hidden
[ Subscript

Preview

TIMES NEW ROMAN

This is a TrueType font, This font will be used on both printer and screen.

set AsDefault | | TextEffects... | [ ok || concel

Hidden: - Clicking on this option hides the text as shown in spep-2
Step-1
Type on the text and select it as shown below

Hello



Step-2

Effects

Strikethrough Small caps
Double strikethrough All caps
Superscript | Hidden

Subscript

Preview

Times New Roman

Thiz is a TrueType font. This font will be used on both printer and screen.

|SetAs Default | |Text§ffects... | [ oK ] | Cancel |

Clicking on the hidden option hides the text after clicking on the OK button

but clicking on the T symbol UN hides the word Hello

Find, advance find and replace

Step-1

Open the document

Step-2

To edit the document the document can be manipulated in many ways.

Find: - It is used to find a word in a document. To find the wordin a paragraph such as

| wanted to be a Doctor but | turned out to be a teacher By profession. It is the fate of life that life alone
controls.You and you are in the control of life.

Step-3

Select the word that you want to find

| wanted to be a Doctor but | turned out to be a teacher
By profession. |is the fate of life that life alone controls

You and you are in the control of life

and click on &8 Find ~

| wanted to be a Doctor but | turned out to be ateacher
By profession. Its the fate of life that life alone controls

You and you are in the control of life



f Advance fin

When the document is very huge and you need to replace a word with another
word or group of words then use Advance find and Replace

Use of Go To

The Go to come under the Advanced Find and Replace to go to a particular
page.

Formatting page, margins, page size, portrait and landscape

Formatting page margins

This option is used to set the left, top, bottom, right margins according to the
comfort of the author so that the printing comes in the same form.

| TS

B cotors - B I' » Indent
Al Fonts - —J i= i) —[ SE Lert: 0 cem -
Margins|Orientation  Size Columns =
[©] Effects ~ = = = = s == Right: 0 cm
es Last Custom Setting Baraay
Top: 2.54 cm 2.54 cm [T —
Left: 2.54 cm  Right: 2.54 cm 3

.54 cm  Bottom: 2.54 cm
54 cm  Right: 2.54 cm

Sottom: 1.
Right:
4 " 4 quick brown fox jumps overthe lazy dog

Top: 2.54 cm  Bottom: 2.54 cm
Left: 191 cm Right 1.91cm

Top: 2.54 cm  Bottom: 2.54 cm
Left: 508 cm  Right: 5.08 cm

P
Top: 2.54 cm  Bottom: 2.54 cm
I Inside: 3.18 cm  Outside:2.54 cm

i i 2
6t 4
Aol

Q

H
B
iy
NN
3
R
iy
BN

(-l FOR B IRk

There is an option of custom margins to set the custom margins to set the
custom margins

1 Review View
i
A & O .
M watermark Page  Pag -
Color = Bord <
- Page Background Parag
Top 254 cm  Bottam: 2.54 cm [0 C L S S E T T

Left: 2.54 cm  Right 2.54 em

Top: 2.54 em  Eottom: 2.54 cm
Left: 2.54 cm  Right  2.54 cm

t
gin
Narrow
Top: FF e Bottom: 1.27 em
Left: 1.27 em  Right 1.27

,_
i
a
3

Moderate
T 2.54 em  Bottam: 2.54 em
Left: 191 em  Right 131 em

Wide

Top: 254 cm  Bottom: 2.54 em

Left: 5.08 cm  Right: 5.08 cm

Mirrored

Top: 2.54 em Bottom: 2.54 cm

Inside: 318 cm  Outside:2.54 cm

Click Here To Set

Custom Margins... Custom Margins

Setting page orientation: - Setting the page orientation to landscape or
portrait.



Setting the page size: - Setting page size to letter, legal etc.

When more page size is clicked

(==

Print Options...

Apply to: | Whole document [~ |

Set As Default

Layout: - The layout option is used to set the layout of the print

[ =

Page Setup

Margins I Paper Layout

Section

Section start:
Suppress endno

Headers and footers

MNew page
Continuous
Mew colurmnn

Even T:Ta“ge

[ Different odd an ©Odd page
] pifferent first page

Header:

1,25 cm

[=]

From edge:
Footer: 1.25cm
Page

Vertical alignment: | Top

Preview

Apply to: | Whole document El [Line Mumbers... ] [ Borders... ]

Set As Default [

Ok Cancel ]

Let us sum up

In this unit we came to know what |MS Word 2010 is and how to use
it. We came to know
1. How to create a new document.
What are the tools used in MSWord 2010?
What is a ribbon and what are its components?

2.
3.
4. How to type a text, change the format and font and size.



5. How to set the margins, orientation and size of the page.
6. Find and replace the text in a word document.

Keywords

Ribbon: - The ribbon is a user interface element created by
Microsoft, which was introduced with Microsoft Office 2007. It is
part of the "Microsoft Office Fluent” interface and combines
the menu bar and toolbar into a single floating pane. By default, the
ribbon is located at the top of the screen in Office applications, such
as Access, Excel, PowerPoint, Word, and Outlook.
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2. google.com


http://techterms.com/definition/user_interface
http://techterms.com/definition/menu_bar
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|
Unit -2
Working with picture, clip art, shapes, smart art, charts, equation,

sxmboli bullets

Introduction

In the earlier days before MS Word came into picture it was a difficult
time for the normal desktop user to insert images, clip arts, charts into
the document. But after MS Word came into picture the desktop user
could insert images, clip arts, charts and design beautiful pages and
books.

Definition
Picture :- A visual representation or image painted, drawn, photographed
,or otherwise rendered on a flat surface

Clipart: - Clip art is a collection of pictures or images that can be imported
into a document or another program. The images may be either raster
graphics or vector graphics.

Shapes: - A shape is the form of an object or its external boundary, outline,
or external surface, as opposed to other properties such as color, texture, or
material composition.

Smart art: - A Smart Art graphic is a visual representation of your
information that you can quickly and easily create, choosing from among
many different layouts, to effectively communicate your message or ideas.

Charts: - A graphical representation of data, in which the data is
represented by symbols.

Equation: - A written statement indicates the equality of two expressions.

Symbol: - A mark or character used as a conventional representation of an
object

Bulleted List: - A bulleted list or bullet list is a list of items preceded with
bullets instead of numbers or other objects.


http://techterms.com/definition/rastergraphic
http://techterms.com/definition/rastergraphic
http://techterms.com/definition/vectorgraphic
https://en.wikipedia.org/wiki/Surface_(mathematics)

Inserting a picture

To insert a picture click on Insert in the toolbar and then click on the picture

L

Picture

(W] Insert Picture
S@) [&) » Libraries » Pictures » .‘.,\‘ Search Pictures

Organize v New folder

(W] Microsoft Word Pictures 1. oo
Arrange by:  Folder v
{ Favorites

B Desktop i
Downloads = } | T lick on selected
“| Recent Places £ i Folder to select
imagerandorelick

4 Libraries Picasa Sample Pictures insert button

<] Documents

& Music
&) Pictures

B videos

1% Computer
v (A Pictgfes

Tools v [ it [v] [ cancel

File name:

Inserting a clip art

To insert a clip art click on insert and then click on clip art

Elgl

|
Clip
Art




Inserting shapes

To insert shapes click on insert tab and then shapes tab and you come across
this menu

E\\D0O £% et Shape v « Qshepefil \ l J j L Bring Forward * | Kign oo *
A llf){l (% [ DrawTet Box WhapeOutlm: uign et 4 Send Backward
Postion Wrap o A
A W P\ ( L f“ o Shape Effecs » Ted Efeds v | = v Totr ohStlecionPane ShRotter widio
Insert Shapes WordArt Styles

um.

Step-2:- Design whatever you want as shown below and save.

I

Inserting smart art

Click on insert and then the Smart Art button



Choose a SmartArt Graphic
-
B oA ﬂ e
= List ==== |l -
99 Process .. - =
2:? o — - (D = i -
&b, Hierarchy — .
Relationship l N &
@ Matrix Ili Qu e 9 - -
A Pyramid -
E] o Basic Block List
& Picture :
Use to show non-sequential or grouped
"i = = g Ill blocks of information, Maximizes both
horizontal and vertical display space for
) [(IE s o
— [ EuE
—1 (e e .
Step-2

Select any of the arts on the list to prepare a smart art and create this as below

@ ©
5 ¥

old
.@

Inserting charts

This option is used to insert charts into MS Word document

Step-1:- Click on Insert tab and then click on insert chart

Chart

Step-2:- Select any of the charts as defined below



(et char Eaeal
L3 Templates Column A
i 28] (28] /90 o8] 93] 89 .

il B (IR ) b JaA ) JA
Ribandill TNV RADY
Surface Line
o e e e ] ] ]
iy Radar Pie
ENIPNIEN A -
| Manage Templates... | | SetasDefautChart | [ ok || cancel

Step-3:- Prepare the chart as shown below

100

70

= PHY
50
= CHEM
= MATH

30

20

10 +

RAM SHYAM GOPAL HARI

Inserting Equation

The Equation can be inserted by the following steps
Step-1
Go To Insert

Click on Equation

7

Equation



Step-2

T AEEEMNMENRECEPERBREEN: 5 e [, £ O e G jn A Y

Equfbon A @ ﬂ B ‘E B @ @ E ‘% ? ?‘ E @ @ EJ @ @ E B ‘B = Fracvﬁon S([»pt Rad'\(al Inte'gral O;Earragtzr Brafket Funs‘tlon A((vent Uan;tgavnd Ope?tor Mavtnx

Tools Symbols Structures

Generate the equation x/y
Step-3

Save as new equation

Inserting Symbol

Step-1:- Select insert and symbol as defined below

2

Symbol

Step-2

-
Symbol 2 [=]

Symbols | Spedal Characters

Font: |{normal text) [7]  subset: |currency symbols [~]
¢|G|F|e|m|m|ps|Rs|we{m| g [3] K| 7
BlGA[2|¢|"|O%|e|Ne|® | |™|Q
%4 || %% | % | % | % | % | %| %\ %|%| %
&MV T IR|IAIN| L a A

Recently used symbals:

=IRas

celef¥[ofe]m]t]#|s|2]+]x][=[u]alp
Euro Sign Character code: | 20AC from: |Unicode (hex) |E|
[auhoCorrect... ] [shonmtgey... ] Shortcut key: Alt+Ctri+E
Insert ] [ Cancel ]
Step-3

£/6N <X



Step-4

Save the document

Using Bullets

Bullets are used to define a list of items that you are going to specify.
Lists are of 3 types

1. Bullets
2. Numbered
3. Multilevel List

Bulleted List
To Create a Bulleted List
Step -1:- Type the lists as defined below

| am going to the market to purchase things. They are

Vegetables

Non Veg

Stationary

Step-2:- Left click and drag the mouse left and then down to get the effect as
below

Vegetables
MNon Veg

Stationary

Step-3:- Having done so select any of the bullets to create a bulleted list
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Bullet Li I
None | + f:f

P v Click Here

Define Mew Bullet...

Vegetahles
MNon Veg

Stationary

Step-4 :- You get a bulleted list as below

e Vegetables
e Non Veg
e Stationary

R er a i

e Vegetables
o Potatoes
o Onions
o Mushrooms
o Spinach
e Non Veg
o Mutton
o Chicken
o €99
e Stationary
o Dot pen
o Pencil
o Eraser
o Stapler pins

Step-1 Type items as below



Vegetables
Potatoes
Onions
Mushrooms
Spinach
Non Veg
Mutton
Chicken
€99
Stationary
Dot pen
Pencil

Eraser



Stapler pins

Step-2:- Select the items

Vegetables

Potatoes

s hrooms

Spinach

Mon Weg

MIE o

Chicken

Stationary

Dot pen

Pencil
Eraser

Stapler

pins

Define Mew Bullet...

A
zh | T |.ﬂ.aBchDca
|

[ | .y 020

Click Here




Step-4:- Get The Bulleted list as below

e Vegetables

e Potatoes

e Onions

e Mushrooms
e Spinach

e Non Veg
e Mutton

e Chicken

* €99

e Stationary
e Dot pen

e Pencil

e Eraser

e Stapler pins

Step-5:-Select those items that are to be sub listed under a list as defined
below

= \egetahles
* Potatoes

*+  Onions

*  Mushrooms
* Spinach

=  Mon Veg

=  Mutton

* Chicken

*  EEE

* Stationary
= Dot pen

s Pencil

= Eraser

= Stapler pins

Step-6:- Click on the TAB button as shown below

Tab
| &—

— |



And get the nested bullets as below

e Vegetables
o Potatoes
o Onions
o Mushrooms
o Spinach
e Non Veg
o Mutton
o Chicken
o eqgg
e Stationary
o Dot pen
o Pencil
o Eraser
o Stapler pins

Try the same for numbered and multilevel lists.



|
Unit -3
Tables

Introduction
In this unit we shall learn what is a table, how to create a table, how to
manipulate a table which involves adding new rows and columns, deleting
rows and columns, changing the colour of the cell, column, row and table,
sorting a table

Definition
A table is a grid of rows and columns that intersect to form cells. The lines
that mark the cell boundaries are called gridlines. It's often easier to read
or present information in table format than in paragraph format.

Example of tabl rin nt information
Class Name | Section | Roll No | Student Name | Gender | Date Of Birth
i E i VIR 107107201
1 A 2 Suresh M 05/04/2011
1 A 3 Pallavi F 06/11/2011
1 A 4 Madhavi F 02/02/2011
1 A 5 Alok M 03/04/2011
1 A 6 Sirish M 07/08/2011
1 A 7 Archana F 09/07/2011

Row: - A row is a series of data banks laid out in a horizontal fashion in a
table.

The one highlighted in green is a row
Column: - A column is a series of data banks laid out in a vertical fashion in a
table.

The one highlighted in light blue is a column.

The above table is comprised of 8 rows and 6 columns

Table creation

Step-1

Click on the Insert Tab


http://www.computerhope.com/jargon/h/horizont.htm

Step-2
Click on table option as shown below

HE

Table

-

Tables

Step-3
B
TaElIe
3x3 Table
N O |
N O |
N O |
N
I O
N
N
N o

Insert Table...

Bz
Iﬁ Drraw Table

wm| Excel Spreadsheet
B Quick Tables 3

Step-4

Draw the table and enter the values as shown below.

Class | Section | Roll | Student | Gender | Date Of
Name No Name Birth

1 A 1 Rohan M 10/10/2011
1 A 2 Suresh | M 05/04/2011
1 A 3 Pallavi F 06/11/2011
1 A 4 Madhavi | F 02/02/2011
1 A 5 Alok M 03/04/2011
1 A 6 Sirish M 07/08/2011
1 A 7 Archana | F 09/07/2011




Table manipulation

This involves

Adding new rows to the table
Deleing rows and columns of the table
Adding new columns to the table
Adding Styles To the table

a. Changing the cell colour

b. Changing the row colour

c. Changing the table colour

o

Adding row I

Step-1:- Let us consider the table as defined below

Step-2

Select the row where you want to insert a row and right click

[, Paste Options:
= =] [ |A
Inzert > Insert Columns to the Left
Delete Cells...

Select L

Insert Columns to the Right
Insert Rows Above

Split Cells... Insert Rows Below

O
R B

Borders and Shading.., Insert Cells...

—
=
E=

Text Direction...
Cell Alignment r
AutoFit 4
Table Properties..,
Bullets

Humbering

w o

Hyperlink...

Look Up | »

Synonyms »

T
B

Tranglate

Additional Actions 4



Step-3

The above option is used to insert rows above or below

Step-4

Insert Cells would insert cells as shown below

Inzert Cells

(") Shift cells right

(7 Insert entire ro

(™) Insert entire column

o s

..... oy

n;

ok || cancal |

Deleting the rows and columns of a tableStep-1

Let us take a table and right click on any of the cells

Step-2 :- You get the option to delete cells.

L
i &
|
T3 Paste O ptions:
Insert
7 Delete Cells...
& Selact
e split Cells...
gl EBorders and Shading...
1y Text Direction...
i Cell Alignment
| AutoFit
E" Table Properties...
4 I=  Bullets
4 £= Mumbering
-‘m!.,s‘.; Hyperlink...
Look Lo

SYNonyms

Translate

|l
B

Additional Actions

Delete Cells

19 oS

@ ishift cels et
() Shift cells up
() Delete entire row

() Delete entire column

o [(ow )




Step-3:- Select Delete entire row to delete the entire row and delete the entire
column deletes the entire column.

Adding new column |

Step-1:- Consider this table

Step-2:- Right click on the table and click insert tab

& Paste Options:

IE
Insert ¥ | Insert Columns to the Left
Delete Cells... R Insert Columns to the Right
| Select | E§  Insert Rows Above
B split Cells... é Insert Rows Below
O Borders and Shading... 5= Insert Cells..,
|If  Text Direction...
Cell Alignment *
AutoFit »
@ Table Properties...
1= Bullets | »
i=  Numbering | »
@ Hyperlink..
! Look Up | *
[ Synonyms *
|EE Translate
Additional Actions ]
Sorting of a table

A table that is created is most of the times unsorted which is very difficult for
the end user to find the name of a person if the table is not sorted according to
name. Sorting a table increases the speed of searching a person’s name that is
searching for a name.

Let us consider the example of a table comprising of student’s marks who gave
+2 examinations.



Roll Name Tot Pass Marks Pass/Fail
No Marks Marks Secured
1 Rohit 1000 500 523 P
2 Payal 1000 500 470 F
3 Arun 1000 500 589 P
4 Shayam 1000 500 412 F
5 Goyal 1000 500 254 F
6 Krupa 1000 500 158 F
7 Aarati 1000 500 700 P
The sorted Table comprising of names in ascending order.
Roll Name Tot Pass Marks Pass/Falil
No Marks Marks Secured
7 Aarati 1000 500 700 P
3 Arun 1000 500 589 P
5 Goyal 1000 500 254 F
6 Krupa 1000 500 158 F
2 Payal 1000 500 470 F
1 Rohit 1000 500 523 P
4 Shayam 1000 500 412 F
Steps to sort a table
Step-1:- Take the
unsorted table
Roll No | Name Tot Pass Marks Pass/Fail
Marks Marks Secured
1 Rohit 1000 500 523 P
2 Payal 1000 500 470 F
3 Arun 1000 500 589 P
4 Shayam | 1000 500 412 F
5 Goyal 1000 500 254 F
6 Krupa 1000 500 158 F
7 Aarati 1000 500 700 P

Step-2:- select the entire table

#

Roll No

=
=
El
o

Tot Marks

Pass Marks

Marks Secured

Pass/Fail

1000

500

523

1000

500

410

1000

500

589

1000

500

412

1000

500

254

1000

500

158

| D] wn| | ] P —

SEEEEEe

1000

500

700

P
F
P
F
F
F
P




Step-3

n dome Ieed  Pagelavowr  Afmemces  Mailng  Redew  View  Dmip ot C\ickHera
\ = - : 197 A f
Y =gt 5 2 et ctRo & iy ==
fe: %ﬂuﬂ ﬁﬁﬁjj ¢ gg3 = jj_ﬁ
Stled Vi P‘Opiﬂ Delele | ezt Dnest Tnset Dset Merce Splz Sot nt i JV.thh : JJD” o g = _e{t_ G| ot ’.s[t_at Conuert “armulz
=~ nidlres v Lome Bdow €7 Rgw Gels Cel ek EEE Direction Marging aderiae o Ted
Tk Rz & Colurng i Varge Cill e i Alignwnt ]
Step-4
son =)
Sort by
Mame E Type:  Text E @ Ascending
Using: |Paragraphs E LR
Then by
RollNa E| Type:  Number "?" Ascending
Using:  Paragraphs E lmngn
Then by
E Type:  Text E @) Ascending
Using: Paragraphs E HEEETTE
My list has
@ Header row (7 No header row
Options... [ 0K ] l Cancel I
Step-5:- The table is sorted
Roll Name Tot Pass Marks Pass/Fail
No Marks Marks Secured
7 Aarati 1000 500 700 P
3 Arun 1000 500 589 P
5 Goyal 1000 500 254 F
6 Krupa 1000 500 158 F
2 Payal 1000 500 470 F
1 Rohit 1000 500 523 P
4 Shayam 1000 500 412 F

Delete Table

This option is used to delete a table. To delete a table

Step-1:- Right click on the table




D B =

a)
=

BE i o<

Cut

Copy

Paste Optlions:
=l (= (2
Insert
Delete Table
Merge Cells

Distribute Rows Evenly

p =1

Distribute Columns Evenly

Draw Table

EBorders and Shading...

Cell alignment

AutoFit

Insert Caption...

Table Properties...

Step-2

Click on the delete table to delete a table

Merge cells of a table Step-1:-

Right click on the table

Step-2:- Click on the merge cells option to merge cells

[y o

Copyw

Faste Opiions:
Egr] | o
Inseaert

Crelete Takble

PleEerge Cells

Cristribwute Rowws Evenly
Cristribute Columns Evenly
Crrawe Table

Borders arnd Shading...

Cell Alignment
SutoFit

Insert Caption...
Table PFroperties...




Step-3

Distribute rows evenly in a table

This option is used to distribute rows evenly in a table.
Step-1

Let us consider the table as shown below

Step-2

Let us pull the rows down to make disproportionate rows

Step-3

Now to distribute the rows evenly select the table as shown above right clicks
and select distribute rows 3evenly.

Distribute columns evenly in a table
This option is used when we want to distribute the columns evenly in a table



Step-1

This option is used when we want to distribute the columns evenly for a table
comprising of disproportionate columns

Step-2

Cut

Copy

Paste Options:

= 2] & A

Insert *

£ &7 <

Delete Table
Merge Cells
Distribute Rows Evenly t

Distribute Columns Evenly

Drraw Table

OE BHEODE

Borders and Shading...
Cell Alignment *
AutoFit b

Insert Caption...

& =

Table Properties...

Draw table

Step-1

This option is used to draw a table manually.




Table

-

| Insert Table

Insert Table...

|
_-/T Draw Table
+
&

Excel Spreadsheet
T Quick Tables 2

Step-2

Now draw a table freely

This option is used to change the borders and shading of the table.

Step-1:- Let us consider the table as shown below

Step-2:- Select the table and right click




Step-3:- Clicking on the borders and shading changes the border and shading

of the table

b 7 =<

Cut

Copy
Paste Options:

=

Insert L
Delete Table
Merge Cells
Distribute Rows Evenly [

Distribute Columns Evenly

o Tabl

Lol — J
EBorders and Shading... =
———————— O
Cell Alignment 4
AutoFit »

Insert Caption...
Table Properties...




Preview

== s Click on diagram below or use
== | Mone buttons to apply barders
Box || -
_____________

1]

)| & —memememee .

T _ Color:

]| G Automatic |E|

— width:
I R S —
Apply to:

|Tab|e Izl

o] [ oot |

Step-4

The option used to split a table is split table.



Step-1

Let us consider the table as shown below

Step-2

Selecting the table and clicking on the layout tab and clicking on the split table

T
Home Insert Page Layout References Mailings Review View Acrobat Design { Layout

%E@ X | W B @@umm |

Select  View Properties Delete = Insert Insert Insert Inset Merge Split | Split | AutoFit 54 Width: 2
v Gridlines v Above Below Left Right Cells Cells v
Table Rows & Columns I | Merge Cell Size




Cell alignment

This option is used to align the text in the cell.

Step-1
Select the entire table

Hello How

Are Y ou

and How is vour child
Step-2

Upon right clicking the cell alignment shows 9 options as how text is aligned

s Cut
=3 Copy
[, Paste Options:

=

Insert .
Delete Table
Merge Cells
Distribute Rows Evenly t

Distribute Columns Evenly

Draw Table

O B R e

EBorders and Shading...

Cell Alignment - EE S
AutoFit - |= =] =
Insert Caption... =l ==

Table Properties...

-

Ll (=

AutoFit
The auto fit option is used to fit a table into a word document if its width has
increased the page size as shown in step-1

Step-1




Step-2

Now to auto fit the table on the page select the table and right click to auto fit
and select auto fit to window.

Insert captions
This option is used to insert a caption to a table
My table
Table properti
This option is used to change the table properties as shown below.
Table Properties @
| Table | Row |Colgmn| Cell |g|tText|
Size
[¥] Preferred width: | 5.63cm % Measurein: |Centimeters IZ|
Vertical alignment
Top Center Bottom
Options...
ok I Cancel I

It is comprised of the following options as shown below. These are

1. Table: - This option is used to set the table preferred width, alignment,
wrapping, borders and shading, default cell margins.

2. Row: - This option is used to set the row height, allow page break
across pages, repeat as header row in each of the pages.

3. Column:-This option is used to set the column width.

Cell: - This option is used to set a preferred width.

5. All text: - This option is used to set the title and description.

&




Let us sum up

In this unit we have learn the table is comprised of rows and columns. The
intersection between the row and the column is a cell. We have learnt that rows
can be added and removed from a table at any point of time. A table that is
created can be formatted according the requirement of the user. The cells of
the table can be merged to form a single cell. Features such as equidistant rows
and equidistant columns save a lot of trouble in formatting the table. Borders
and shading improve the effects of the table. Auto fit option of the table
enables the table to auto fit onto the page. Tables can be drawn manually with
a feature called draw table. Feature like cell alignment help to set the values in
the cell. Tables prepared can be sorted as per the requirement of the user which
helps finding the rows and its subsequent columns within a short span of time.



Unit -4

Working with headers, footers and other controls

Introduction

Earlier inserting a header, footer, page numbers, character width ,line spacing
was confined to press and type machines. Typing more than one language in
the same type machine was not possible. People had to memorize the earlier
page before typing the current page. After MS Word came into market it was
easy for the desktop and the laptop user to set the header and footer, page
numbers and typing more than one language was possible . Page numbers once
set used to auto increment and set at the bottom or top of the page. Same in the
case of header and footer. Header and footer once set used to implemented in
all pages. The feature of styling the header and footer styles the header and
footer as per the needs of the user.

Definition

1. Header :- Header is a section of the document that appears in the top
margin. Header generally contain information such as the page number
and document name.

2. Footer :- Footer is a section of the document that appears in the
bottom margin. Footer generally contain information such as the page
number, date and document name.

3. Page Number :- The page number is used to set the page numbers
which is laborious for a user to write for each page .

Working with headers, footers and page numbers

Step-1 Click on the top of the page and you come across the header and footer
as shown below.

=+ Footer from Bottom:

2] Insert Ali b

Different First Page S HeaderfromTop: 1.25em
Different Odd & Even Pages 125am 3 -
se Header

FOOTER

B HEADER MSWORD 2010




Changing character width and line spacing

How har r in

Step-1 :- Type in a word
September
Step-2 :- select the word as shown below

September

Step-3 :- select the font dialog box under the home tab as shown below

Home Insert Page Layout References Mailings
Calibri 11 - A AT Aam )
FFormat PaPdRAt Elgg %n'xat%uxﬁcﬁjer "¥-A-
board Font
Step-4
Font (-2 |

Advanced

Character Spacing

Sealer  |100% [=]

Spacinof” | Expanded | v_| w:il5.3pt $
Position: | Mormal |L| By: $
[ kerning for fonts: +| Points and above

OpenType Features
Ligatures: Mone
Mumber spacing: | Default

Mumber forms: Default

EEE]E]

Stylistic sets: Default
[T Use Contextual Alternates

Preview

September

This is a TrueType font. This font will be used on both printer and screen,

Set As Default | [ TextEffects... | [ ok ][ cancel




Step-5
September

How he lin in
Step-1 :- Consider the following paragraph

Hello how are you and how is your health.

It’s a long time we had met and discussed over a cup
Of tea and discussed something important which can
Change the course of history

Step-2 :- Select the entire paragraph as shown below

Hello how are you and how is your health.
It's & long time we had metand discussed over a cup
Of tea and discussed something important which can

Change the course of history

Step-3 :- click on Line Spacing as shown below

Home Insert Page Layout References Mailings Review View
N % Cut ibri 2 B e - | By e=
“j - Calibri (Body) 11 AKX Aa | A= AaBbCeDe
Paste g - 2 o~ 3> o - | (=
- F Format Painter il” £ U L e ; -4 A l=" ! e
Clipboard Iy Font -
ﬁ~2-|-l'|-2-|~1~|-2-l~3-u-4~|-5~l~6~|-7;;I‘1.15
= T 0 T 0 T 1
Hello how are you and how is your health. 1.5
It's along time we had metand discussed ove 2.0 Li
. S | 25
Of tea and discussed something important wh - Spacing

Change the course of history
Line Spacing Options...

Step-2 :- Select the entire paragraph as show

Add Space Before Paragraph

Hellohow are you and how is your health,

= <

Remove Space After Paragraph
It's 3 long time we had met and discussed over acup -+

Of tea and discussed something impoctant which can

Change the course of history

o109 B 716010501 4-r]




Print a document

Step-1
Click on file -> Click Print as shown below

Save

Open

=l
Save Ac
==
ca

Close

Save & Send

Help

2] oOptions

Edl Exit

WHY- AN FRERY @IS o @ =

Home  Insert  Pagelayout  References  Mailings  Review  View o @

[ sme @ Biiee i Print Buttonl =

[ saeas

Copies 1 %

o
& omen Print
£ dose - :

INo Of Copies To Prmtl
Info Printer
| 7 Verzencen naar OneNote 2010 .

Recent

) resdy

New .
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Print 3

- Print Al Pages -

- Print thz entire document

Prirter Properties

Save & Send
Pates | which page to print 1,3,5,7
Help = Print One Sick
Only print on fpne side of the page
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. Collated
B Bt EB5 03 s M
Page N
el s |3 Londscape Orfntaion @
B — M .
Hemxd7c

[Tot Pages |

m D” R |NO0Page50ne Can seel
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‘anrma\Mavg\ s
Left: 254 em JRight: 2.54 cm

D 1Page Persh -

Page Setup
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Zoom Control
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)
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Let

Y V

i the followin rt

Print :- The Print button is used to print the document
Copies :- This defines the number of copies that one wants to print .by
default it is said to 1 which means that it it will print one copy.
Type Of Printer :-_At times more than one printer may be connected
to the system and therefore its mandatory to select which type of printer
that the user is going to redirect his document.
Print all pages :- This option is the default option which prints all
pages. Rather than printing all pages.
Print custom range:-

1. 1-20 :- it prints pages from 1-20

2. 10- :- it prints all pages starting from the 10" page

3. 1,3,5,7:- It prints pages defined

4. -10 :-Prints all pages from 1 to 10
Print One side :-_This Option is used to print the document on a
single side of paper /both sides of the paper manually.
Collated :- this option is used when more than 1 copy of document is
printed. It means whether to print 1,1,1; 2,2,2,3,3,3

Or 1,2,3,1,23,1,23 if 3 copies of of the single document sis given for
printing.

Page orientation :- This means whether the printing will be in
Landscape /Portrait

Page Type :- This means whether the page is a A4/A3 etc.

Margin Type :- What type of margin is the document going to take.
Pages per sheet :- This means how many pages per sheet can be
printed.

Zoom control :- It controls the magnification as to see how many
pages can be seen at one shot.

Copy and moving text between two different documents

Step-1

Let us consider the text

Hello how are you

Step-2

Select the document as below

Hello how are you



Step-3

Select copy to copy a text and select cut to move a text from one place to the
other in the option

Step-4

Create A new document
Step -5

Click on Paste Special

Cut 1
Copy /
Paste Options:

3

Fort...

£ i =<

2

Paragraph...
Bullets |
Numbering \ b

Styles

& oA e

Hyperlink...
Look Up 4
Synonyms

Translate

T
]

Additional Actions »

Step-6
Click on Paste options

Keep Source Formatting :- Keep the destination formatting as the source
formatting

Merge Formatting :- Merge formatting” means that only formatting data will
be pasted and not the actual text. For example, let's say you have text that
says, "Word1" and another that says "Word2." "Word1" is in Arial font with
no bold or underline. "Word2" is in Times New Roman bold and underlines.
Now, do a copy operation on "Word2." Merge formatting the copied "Word2"
to "Word1" will impart the bold and underline attributes only resulting in
"Word1" being in Arial font with bold and underline.

Keep text only :- This option discards all formatting and non-text elements
such as pictures or tables. The text takes on the style characteristics of the
paragraph where it is pasted and takes on any direct formatting or character
style properties of text that immediately precedes the cursor when the text is
pasted. Graphical elements are discarded, and tables are converted to a series
of paragraphs.



Typing more than one language in the same text
"I Download the fonts that you wish to use in MS word. Foe ex: Hindj,
Marathi, Bengali, Punjabi, Tamil, Malayalam etc. It should have .tff
extension. Ex: hindi_font.
| Save this font anywhere in your system and then copy it to fonts directory.
You can reach to Fonts directory in 2 ways
1. Open C:/Windows/Fonts (will work in Any Windows O.S. like XP, Vista,
Win7 etc)
2. Got to Control panel there you will see Fonts Directory in Windows XP and
Control Panel\Appearance and Personalization\Fonts for Windows Vista users
| Open that Fonts Directory and just paste the fonts. You are done!

' now open MS word and you will see that font name or font style in your
Font field

Let us sum up
- ________________________________________________________________________________________]

1) In this unit we have learnt about header, footer and page numbers. We
also learnt about changing character widths and line spacing , printing
a word document and print preview a document, copy and moving text

between two documents.
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