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A: Basic Word processing

Word processing — the use of a program (software application) running on a computer that
allows users to create, edit, format, and store documents.

Create a Document

New

Blank document

Steps to create a new word processing document (Word, Office 365):

Start Microsoft Word.

Click the File tab.

Click the New tab.

Click Blank document. (A new blank document appears.)

Type your text. The text you type will be inserted into the document.

MRS

Edit a Document

Editing a document — making revisions to a document, focusing on correcting errors, improving
the accuracy of language, rearranging, making words and sentences clearer and more effective,
etc.

Editing in word processing may include the following tasks:
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e Adding text (terms, phrases, paragraphs, etc.)
o Deleting a part of a text

o Copying text

e Moving text

o Pasting text

e Checking for grammar and spelling

o Formatting text

Select Text

Before editing text, you’ll need to select it. This is also sometimes called “highlighting text.”

Click File Explorer icon.
Go to the location where stores your file or folder (hard drive, USB, etc.).
3. Open the document you wish to edit.

N —

4. Move the I-beam pointer -~ to where you wish to select text.
1. To select a word: double-click the word.
2. To select an entire line of text: move the [-beam to the left of the line until it turns

into a right-pointing arrow” , then click.

To select a paragraph: triple-click the paragraph.

4. To select any amount of text: click and drag the I-beam over the text to highlight
it.

5. To select an entire document: move the I-beam to the left of any text until it turns

(98]

into a right-pointing arrow 7 , then triple-click. Or click the Home tab, under
Editing, click Select, and then click Select All.

Delete (or remove) text

Method 1

1. Select the text you wish to delete.
2. Press the Delete key (on the keyboard).

Method 2
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1. Move the I-beam pointer to the text you want to delete. Click to set the insertion point
there (a blinking vertical line).

2. To delete text to the left of the insertion point, press the Backspace key on the keyboard.
(On a Mac keyboard, press the Delete key.)

7 [F8 | [ F9
Lo |
9 0 -
° L
[
K L I'_- 1" nter )
’ ! 1] )
3. To delete text to the right of the insertion point, press the Delete key on the keyboard.
(On a Mac keyboard, press the fn key plus the Delete key.)

{on

F11 ] Fi2

Copy and Paste

Copy vs. cut

e Copy — duplicates the selected item (text, symbol, table, image, etc.).

Email (noor.abdulkareem@uomus.edu.iq)



Al-Mustagbal University / College of Engineering Technology
Department (Communications Technical Engineering)
Class (First)

Subject (Computer) / Code (UOMUO0000017)
Lecturer (Dr. Noor AbdAlKarem Mohammedali)
15t term — Lecture No. 8 & Lecture Name (Word)

e Cut—removes the selected item from its original position.
Copy and paste vs. cut and paste

e Copy and paste — duplicates the selected item. The selected item can be found in both
original and the new, pasted location(s).

e Cut and paste — duplicates the selected item then deletes the original. The selected data

can be found only at the new, pasted location (the item has moved from one location to
another).

Steps to copy / cut and paste
Method 1

1. Open the document you wish to edit.
2. Select the item you wish to Copy or Cut.

3. Right-click the highlighted item and click Copy or Cut. You can also use your keyboard:
a. Copy: Cntr + ¢ (On a Mac, it is Cmd + ¢)
b. Cut: Cntr + x (On a Mag, it is Cmd + x)

B I U3~ A -i=

x4

ut

C
ER | Copy

m Paste Options:

‘_L‘ PR PR3N o
i’ A 3 AN A

4. Position the insertion point where you wish to insert the item.
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5. Right-click and click the Paste / icon. You can also use your keyboard by pressing
Cntr + v (On a Mac, it is Cmd + v).

B I ga}?vAv:E.

&EJ Paste Options:

Method 2

1. Open the document you wish to edit.
2. Select the item you wish to copy or cut.
3. Click the Home tab at the top (on the ribbon). Click the Copy

File Insert Design Layou

e
D % Cut Times New Ro ~ |12
EE| Copy
Paste -
- ¥ Format Painter B I U ~ax,

button.
4. Position the insertion point where you wish to insert the item.
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5. Under the Home tab at the top, click the Paste

D 3() Cut Times New Ro ~
ER Copy
Paste .

— ¥ Format Painter s I U -

button. mas

Review a Document

Check Spelling and Grammar

Method 1

1. Open the document you wish to edit.
2. Right-click a word that is underlined with a wavy line (that indicates a misspelled

« Open the dacument vou wish to edit.

| document |
* Click the Review ta |, .

- Clle Spelling & G Add to Dictionary

word).
3. Select the correct spelling from the suggestion list to correct the spelling error. For each
error, Word will offer one or more suggestions.

Add to AutoCorrect >

Method 2

—

Open the document you wish to edit.

2. Click the Review tab.

3. Click the Editor button (it may also say, “Spelling and Grammar”). If the program finds
spelling errors, the Spelling & Grammar pane will
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appear.
File Home Insert Draw Design Layout References Mailings

/& Editor A)) [&7 A _IJ/—:‘ Lv,j wil ZJ Ink Corr

4
U Read Check Language New
=123 Word Count Aloud | Accessibility Y Comment [ Show Comments
Proofing Speech Accessibility Comments

4. Click one of the options from the suggestion list to change the spelling error. The
program will move to the next misspelled word.

Find Synonyms
Method 1

Open the document you wish to edit.

Right-click a word for which you wish to find a synonym for.

Click the Synonyms command from the pop-out menu.

Find a desired word in the list and click it to replace the original word.

If none of the synonyms are desired, click the Thesaurus command to open the full
thesaurus. (The Thesaurus pane will appear.)

MBS

6. Find a desired word in the Thesaurus pane list and right-click it and then click Insert.
7. Close the Thesaurus pane.
_Thesaurus pane
Senaente st and right-click Thesaurus v X
aenu that open
€ | document e
A Font
= Paragraph.. 4 text (n.)
p Smart Lookup nowiecge text -
facility i > r
knack article -
5;’ Translate =@ Copy
) grasp essay
& Link paper
+ N
New Commen manuscript
Thesaurus deed
Method 2
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1. Open the document you wish to edit.
2. Select a word for which you wish to use the thesaurus.
3. Click the Review tab.
4. Click the Thesaurus
button.
File Home Insert Draw Design Layout References Mailings Review
/& Editor ))) A 15 T 4 Z1Ink Conr
& o Y
Thesaurus i ] ’
= Read Check Language New
=123 Word Count Aloud | Accessibility Y Comment [ Show Comments
Proofing Speech Accessibility Comments
5. Find a desired word in the “Thesaurus” pane and right-click it and then click Insert.

6. Close the Thesaurus pane.

B: Save, retrieve, and print documents

Save a new document or save a file to a specific location
(Windows 10)

File Home Insert Design Layou
o
M db Cut Times New Ro ~ |12
: ER Copy
aste -
- ¥ Format Painter S e

1. Click the File tab.
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@ OneDrive

(L ThispC

2. Click the Save As command.
3. Choose a location on your computer (the drive and folder) to save your file.
4. Type a name for your document in the File Name box.
5. Click the Save button.
8 Videos OpenText 9/1/2019 11:0%
‘aa Local Disk (C) Q= Unit Added (Square roots).docx 2/20/2017 11:3

== Global Share (R:)

== Prince George (S:)

== My Network Drive (U)
¥ Network

V) i

I File name: I Section Jdocx

Save as type: Word Document (*.docx)

Authors:  Microsoft Office User Tags: Addatag

[[J Save Thumbnail

Hide Folders Tools ~ |

Save an existing file in its current location
1. Click the File tab.

2. Click the Save command.
3. Or click the Save button icon.
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Info

Section 2 - Unit 9

U: » Mei's Folder » Books » Computer O

Protect Doct
Control what types

Retrieve a file from a specific location

File Home Insert Design Layou
e
D gé 8L Times NewRo ~ |12
“& Copy
Paste .
v ~ Format Painter S e T

Info

Section 2 - Unit 9

U: » Mei's Folder » Books » Computer O

Protect Docu

Control what types
Protect

Start Word.

Click the File tab.

Click Open command.

Choose the location on the computer that stores your file (the drive and folder).
Click the name of the file you wish to open.

Click Open or double click the file name.

1.
2.
3.
4.
3.
6.

Print a Document

Printer — a device that is usually connected to a computer in order to transfer the text and graphic
information to paper.
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How to print a document in Microsoft Word:

1. Load paper in the paper tray if needed.
2. Press the Power button to turn the printer on.
3. Choose the location on the computer that stores your file (the drive and folder).
4. Open the file you wish to print.
Insert Design Layou
=N
D db Cut Times New Ro ~ |12
5 ER) Copy

aste -

v ¥ Format Painter DU
5. Click the File tab.

6. Click the Print command.

Info

Section 2 - Unit 9

U: » Mei's Folder » Books » Computer Open Text » Units » Section 2

Protect Document

./‘ Control what types of changes people can
Protect make to this document.
Document ~
7 Inspect Document

Before publishing this file, be aware that it
Check for contains:

Issues ~ Document properties, author's name,

related dates and cropped out image
Aata

7. Select the print options. Here, you can select:
o How many copies you would like
o  Which pages you want to be printed. You can choose to print all pages, select
pages (for example, page 3 to 6), or just the current page (meaning the page that is
open on the screen).
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o If'the printer should print on one side of the page or both

Copies: | 1 : Copies: | 1
= o | o
= =
Print Print
Rrinter Printer
OneNote
Qa Ready v —~ OneNote .
SQ Ready
Printer Properties -
Printer Properties
Settings Setti
m Print All Pages o etti ngs
The whole thing " v, Print All Pages .
Document =] The whole thing
H_ Print All P: Pages:
7 The whole thing Pri =
: o : ’» | rint One Sided I .
Account ) Print Selection Only print on one side of th...
*|  Just what you selected
Account i 9
— Bl
Only print on one side of the page
Just this page
Options Feedback v = =
F‘}L')] Custom Print T' Manually Print on Both Sides

Type specific pages, sections or rang Reload paper when prompted to pi

sides.
8. Click Print to start the printing process.

C: Margin and alignment

Click play on the following audio player to listen along as you read this section.
https://media.bccampus.ca/id/0_4819x9uy?width=608&height=70&playerld=23449753

Formatting — the appearance of a document. It is the shape, size, form, style, typeface, general
arrangement, etc. of a document.

Page layout — the arrangement of text, graphics, pictures, and other elements on a page. It
describes how each page of a document will appear when it is printed.

Basic page layout properties include
e Document margins
e Word / character spacing

e Line spacing
e Size and position of figures / images
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e The number of columns
e How headers and footers appear
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Document Margins

Set document margins (Word 2016)

1. Open the document you wish to set margins.
2. Click the Layout tab in the
Ribbon.

Insert Design Layout References Mailings Review View

LI—\ v & Times New R... + 14 v. A~ Av A%~ % "b‘A v v v =
Paste B I Ulrebe X; x3||A2L2-A-H @ |=I= = = &8 3=
4 2 1 1 2 3 4 S 6 7 8
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3. Click the Margins button (in the Page Setup

group).
File Home Insert Design Layout References Mailings Review View
T L[ Orientation ~ *=Breaks ~ Indent Spacing
—_1YSize~ :[OLine Numbers ~ 3= eft: 0 - $=Before: 0 pt .
= = Columns ~  p¢ Hyphenation ~ =g Right: 0" : *; After: 0 pt .
Page Setup ~ Paragraph F

4. Choose predefined margin settings (Normal) from the drop-down menu. (Or choose the
Custom Margins command and set the margins that you

Normal

Narrow drop-down menu
Moderate
Wide

Mirrored

Custom Margins...

want.)

Change the page margins for part of a document

1. Select the part of the document for which you wish to change margins.
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2. Click the Layout tab in the Ribbon.
3. Click the Margins button (in the Page Setup group).
4. Click the Custom Margins command and set the margins that you want.

Text Justification and Alignment

Text justification / alignment — refers to how the left and right edges of a paragraph align on a
page.

Types of justification / alignment

|
|

Align Left | Justify

|

Center Align Right

Left-justification (flush left): align text along the left side (ragged on the right).
Right-justification (flush right): align text along the right side (ragged on the left).
Center-justification: text is aligned to neither the left side nor right.

Justify (full justification): align text along the both left and right sides.
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Flush left

If you are looking for a quick exam, homework guide, and
review book in Computer Studies, “Key Concepts of
Computer” is an excellent source. Skip the lengthy and
distracting books and instead use this concise book as a
guideline for your studies, quick reviewing and tutoring.

Flush right
If you are looking for a quick exam, homework guide, and
review book in Computer Studies, “Key Concepts of
Computer” is an excellent source. Skip the lengthy and
distracting books and instead use this concise book as a
guideline for your studies, quick reviewing and tutoring.

Center-justification
If you are looking for a quick exam, homework guide, and
review book in Computer Studies, “Key Concepts of
Computer” is an excellent source. Skip the lengthy and
distracting books and instead use this concise book as a
guideline for your studies, quick reviewing and tutoring.

Full justification

If you are looking for a quick exam, homework guide, and
review book in Computer Studies, “Key Concepts of Computer”
is an excellent source. Skip the lengthy and distracting books
and instead use this concise book as a guideline for your
studies, quick reviewing and tutoring.

Align the text left

1. Select the text that you wish to align.

2. Click the Align Left icon on the Home tab (or press Ctrl + L or Cmd + L on a Mac).

3. Left align (the standard layout — we read from left to right) is the default alignment for
text in a Word document.

Align the text right

1. Select the text that you wish to align.
. Click the Align Right icon (or press Ctrl + R or Cmd + R on a Mac).
3. Right align is often used when formatting tables of data, attributions to authors of quotes,
etc.

Center text
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1. Select the text that you wish to align.
2. Click the Center Align icon (or press Ctrl + E or Cmd + E on a Mac).
3. Center-justified text is commonly used on title pages, chapter titles, headings, etc.

Justify text

1. Select the text that you wish to align.
Click the Justify icon (or press Ctrl +J or Cmd + J on a Mac).

3. Justification gives text a cleaner, more formal look. Justified text is often used in some
newspapers, magazines, books, etc.

D: Formatting
Bold, Italic, and Underline

e Bold —a typeface that makes a character thicker than the regular one. Boldfacing is often
used for emphasis, headings, subheads, highlight keywords, etc.

o [Italics — a type style with characters that slope to the right. Italic is often used to
emphasize a particular word, sentence, or particular part of a document.

e Underline — add a line underneath the text, in order to show its importance and draw
attention to the text.

Make text bold

1. Open the document you wish to format.
2. Select the text for which you wish to bold.
3. Click Bold icon on the Home tab (or press Ctrl/Cmd + B).

TimesNewRom~ 12 ~ A" A" Aa~ A

B|I U~va x, xX A~ £+ A~

Font N
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Make text italic

1. Open the document you wish to format.
2. Select the text for which you wish to make italics.
3. Click the Italic icon on the Home tab (or press Ctrl/Cmd + I).

TimesNewRom ~ 12 ~ A" A" Aa~ A

B[IJu - x, ¥ A~ 2+ A~

Font ~

Underline text

1. Open the document you wish to format.
2. Select the text for which you wish to underline.
3. Click the Underline icon on the Home tab (or press Ctrl/Cmd +

TimesNewRom ~(12 ~ A" A" Aa~ A
B Iv.ab. x2 x2 Av IVAV

). Font N
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Single-spaced lines (1.15)

If you are looking for a quick study guide in
Computer Studies, this book is an excellent resource.
Skip the lengthy and distracting books and instead
use this book to guide your studies.

Double-spaced lines (1.5)

If you are looking for a quick study guide in
Computer Studies, this book is an excellent resource.
Skip the lengthy and distracting books and instead

use this book to guide your studies.

Line Spacing
Line spacing — the space between lines of text in a paragraph.

e Most users use either single-spaced lines (one-line height) or double-spaced lines.
e Line spacing can make a document look cleaner and easy to read.

Set line spacing
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Method 1 Line Spacing Options...

1. Open the document you wish to edit.
Select the text you wish to change the line spacing.
(=

3. Click the Line Spacing icon *= " on the Home tab in the Paragraph group.
4. Choose a line-spacing value from the drop-down list.

Method 2

1. Select the text you wish to change the line spacing.
Click the Paragraph dialog box launcher button (in the lower right corner of the
“Paragraph” group). Or right-click anywhere in the document and then click

Paragraph.
TimesNewRom ~/12 ~ A" A" Aa~ Ao —viz v a-v | €S 3= él 1
BIU-adx X A-2-A- E===1=- &+
Font N Paragraph

(98]

Click the Indents and Spacing tab.
4. Choose a desired Line Spacing option.
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Al-Mustagbal University / College of Engineering Technology
Department (Communications Technical Engineering)

Indents and Spacing | Line and Page Breaks

General
Alignment: v
Qutline level: Body Text v Collapsed by default
Indentation
Left: 7.35 cm-5 Special: By:
Right: Om 12 First line 0.27 cm-2
[:l Mirror indents
Spacing
Before: 0 pt = Line spacing: At:
After: Opt |5 1.5 lines v =
[] Don't add space between paragraphs of the same style
Preview
Scagrle Text Scaple Text Saagple Text Samgele Text
Scmgrle Text Sumgple Text Sample Text Sample Text
Scmple Text Simple Text Sample Text Sample Text
Scmprle Text Sumgple Text Sample Text Sample Text
Simprle Text Simple Text Sample Text Sample Text
. Tabs... Set As Default OK Cancel
5. Click OK.
Method 3

Use keyboard shortcuts to set line spacing:
e Single-spacing: Ctrl/Cmd + 1
e Double-spacing: Ctrl/Cmd + 2

e 1.5-spacing: Ctrl/Cmd + 5
e 1.15-spacing: Ctrl/Cmd + 0

Use Help Features
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Help menu / button — the user can click help button in Word to initiate a search, display the help
resources, and aid the user in their task.

Access help
e Method 1: Click the Help button on the title
bar.
Home Insert Design Layout References Mailings Review View Help Q Tell me

= — 11— ==

TimesNewR |12 ~ A A Aa~ A s=-i=-"—. 3= 4| AaBbCel AaBbCcl AaB|

File Home Insert Design Layout References Mailings Review i Help Tell me what

O\ © =

Help |Contact Feedback Show

Support Training
e Method 2: Press the shortcut key F1 to open the Help
window.
Help v X%
ca P
v Get started ™

2 Collaborate

" Insert text

D Pages & layouts

>
e Method 3: Use help tutorials. Click out this blog post: Word 2016 — Tell Me Tool
e Method 4: Get help in the form of a Screen Tip.

Screen Tip (Tool Tip) — a small text box (a hint) appears when the mouse point rest on a
command, icon, button, etc. It displays the name of the item and sometimes a brief description of
its function and the shortcut key for the command.
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B Header v A v [Z
@ Footer v 4 o @
Text &

@ Page Number v Box v AZ. 5:'

Header & Footer Text

Add a Header

Headers help you to repeat content
at the top of every page.

They're useful for showcasing
information, like title, author, and
page number.

Je

er @ Tell me more
| liner: press tne
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E: Headers, footers, page numbers, and
bullets

Create a Header

Header — a section of information that appears at the top margin of each page of a document.

AutoSave D~ = Document1 - Word Header & Footer Tools  [RIsLYD =B

File Home Insert Design Layout References Mailings Review View Help Design £ Search s

[® Header ~ f{ |§Iﬂ Quick Parts ~ [ E [2 Previous [] Different First Page = 125cm %

N
Footer v @ = Pictt =5 Next [] Different Odd & Even Pages 5 1.25cm =

@ Date & Document B Pictures Goto I:_)\ ex 2 — Close Header

@ Page Number ~ Time Infov g Online Pictures Footer 1= Show Document Text ﬂ and Footer

Header & Footer Insert Navigation Options Position Close ~
L --2-1-1-|-g-|v1r|-2r|-3-|44-|v54|-sr1-7v|48_L|r9-|-104|-uw-lz-lru-uv144|-15<|-15-_:,3-17-|-1a-|-19 =
- Key Concepts of Computers | Page 1

s [reacer [
~

Method 1

1. Double-click anywhere on the top of a page. A straight line (or a dashed line) on the head

will appear.
2. Enter any desired information on the header (such as a chapter title, a document tile, a

business logo, the creation date, etc.).
3. Double-click on the body of page (or press the Esc key) to close the header. The header

will be on the top of each page.

Method 2

Click the Insert tab.
Click the Header
command.

N —

£ Ssearch

122 Share  [J Comments

ave 4 R+ s Section 2 - Ur ) & ast Modi 25 May
File Home @ Draw Design Layout References Mailings Review View Help Acrobat
Shapes v 76 SmartA; T Header v - -
B @ [ O Shapes £ Smarar [ | Bcetaddins W P @ —L"j & Q %
e

T symbols | nsert

%3 Icons il chart o : z
Pages | Table | Pictures = Add from 'S Wikipedia = Online | Links | Comment fext
v i ~ (D 3DModels v f}Screenshot ¥ Filesv | ©MyAdd-ins ~ Video v [3) Page Numberv | oy v =] 0 v i
Content Add-ins Media Comments Header & Footer Text Media A

Tables lllustrations

In the menu that appears, choose a desired header layout (called content control).
4. Enter any desired information on the header.

(98]
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5. Double-click on the body of page (or press the Esc key) to close the header. The header
will be on the top of each page.

Create a Footer

Footer — a section of information that appears at the bottom margin of each page of a document.

CONSErvaton oOr energy. 1Nis [aw STaes mat energy may wransiorm 1rom one 1orm into
another, but is never lost. Joule's law was named after him and states that heat will be
produced in an electrical conductor.

| A footer

The majority of the laws and units of measurement stated above will be used in the later chapters of this book.

Being familiar with them will be beneficial for further study of electric circuits,

Method 1

1. Double-click anywhere at the bottom of the page. A straight line (or dashed line) on the
footer will appear.

2. Enter any desired information on the footer (such as the page number, author’s name,
copyright, references, etc.).

3. Double-click on the body of page (or press the Esc key) to close the footer. The footer
will be at the bottom of each page.

Method 2

1. Click the Insert

tab.
ile Home Insert Design Layout References Mailings Review View Help Q Tell me what you want to do
- P D Pictures leons — B v A= B QuickParts~
Cover Page 3 o Pictures 27 lcon: 11 Chart :} : Get Add-ins oo Link Header A Quick Parts
Blank Page ‘ @ Online Pictures ® 30 Models ~ g4 Screenshot ~ N |™ Bookmark . 4 WordArt ~
Table = & My Add-ins ~ Online Comment - Text
Page Break v Shapes ~ “7) SmartAnt s Video “vd Cross-reference *] Page Number~  poy o
Pages Tables Illustrations Add-ins Media Links Comments Header & Footer Tex

2. Click the Footer command.

In the menu that appears, choose a desired footer layout.

4. Enter any desired information on the footer. The footer will be at the bottom of each
page.

5. Double-click on the body of page (or press the Esc key) to close the footer.
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[® Header ~ v [Z~ TT Equation ~
Tm.& 'q - @

[3) Footer () symbol ~
Built-in
Blank

[Type bew)

Blank (Three Columns)

[Type here) [Type here] [Type here]

Austin

Banded

14

Page Numbers

Page numbers — Word supports automatically adding page numbers in a multi-page document.

Insert page numbers

1. Click the Insert tab.
2. Click the Page Number
command.

Home Design Layout References Mailings Review View Q Tell me what you want to do
e @ Link * ] Header ~ A—| [E QuickParts:

loverPage~ [ (3 Pictures 5 leons 11 Chant B Get Add-ins
Hank Page Tobh " [ Online Pictures (D 3D Models ~ 4, Screenshot = -
able

o - O“Ilv |> Bookmark ; % ) Fogter - . " 4 WordArt ~
= ; -ing ~ nline omment et
‘age Break - &) Shapes ~ 0] SmartArt & My Add-ins Video - Cross-reference [) Page Number Box~
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Plain Number 1 .| Bottom of Page

Plain Number 2
f Page, etc.) you v

Plain Number 3

3. J Select a desired
position (such as Top of Page, Bottom of Page, etc.) you wish the page number to appear
in.

4. Select a desired style (such as Plain Numbers 1, Plain Numbers 2, etc.).

ma

Top of Page >
Bottom of Page >
Page Margins >
Current Position >

Format Page Numbers...

W N B B B P

Remove Page Numbers

Change the starting page number

1. Click the Insert tab.

2. Click the Page Number command.

3. Select Format Page Numbers.

4. Click Start at and type the page number you wish to appear on the first page.
5. Click OK.
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Number format:

[C] Include chapter number

Page Text Quick Wore
Number~] Box~ Parts~

[® Top of Page » Chapter starts with style: | Headin
[&] Bottom of Page b e - (yp
- Examples: 1.1, 1-A
) Page Margins >
Page numbering
B’ _C_urrent Position ’ O gontinue from previous section
By |Format Page Numbers... @ startat: (114 [

'« R ve P N 5 |
B( Remove Page Number L :

Start page number on page two (hide the page number on the first page)

1. Click Layout.
2. Click the Page Setup Dialog box

launcher.
Home Insert Design References Mailings Review View Help () Tell me

,Orientation ~ *~— Breaks ~ Indent Spacing

Size ~ i JLine Numbers - 2= Left 0" - 1= Before: 0 pt .

Columns ~ b Hyphenation ~ =« Right: 0" . * After. 0 pt : i Selection Pane
Page Setup E Paragraph Arrange

3. Select Layout tab and Check the box next to Different first page.
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Page Setup

Margins Paper I Layout

Section
Section start: New page N
Suppress endnotes

Headers and footers

D Different odd and even

[D Different first page1

4. The page number will disappear from the first page.

Bulleted or Numbered Lists

Bullet — a dot, a small circle, diamond, or other symbols that is found before the text (a phrase,
sentence or paragraph, etc.) to help organize information, make it easier to read, or differentiate

between the different points.

v 2
3

vy =32 720 T | | aaBbCd
Bullet Library

None ® O | + 0:0

> v

Document Bullets

| ‘ |
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Insert a bulleted list (a list whose items are bulleted)

1. Select the text you wish to format as a list.
2. Click the Bullets
icon.
“ Home Insert Design Layout References Mailings Review View Help Q Tell me
A $— ] — — N
5T TimesNewR* /12 - AT A" Aa- Ap|i=-[i=-"=- =32 8 € |AaBbCeIl AaBbCel AaBbCe
Pafte z B I U -abe X, x: AW -A . % = = = :ii— & - - ¥ Normal | 1 No Spac... Heading 1
Clipboard = Font . Paragraph . Styles
3. Click to select a bullet symbol (i.e., a dot, a small circle, diamond) that you wish to use
for the bullet.

4. Deselect the text.

Insert a numbered list (a list whose items are numbered or lettered)

1. Select the text you wish to format as a list.
2. Click the Numbering
icon.

“ Home Insert Design Layout References Mailings Review View Help me
& - - 4 1 h — = A
TimesNewR~[12 -~ A" A" Aa- A =-i=-["=- €<=3= 2| T |AaBbCeI| AaBbCeI AaBbCe
== =020 vl - 9 Normal | 1No Spac... Heading 1

0

Paste , B J U-abex,x A-¥-A-

Clipboard Font Styles
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3. Click to select a number or letter symbol that you wish to use for the list.
Numbering Library

(a). 1.

None (b). 2.

(c). 3.

1) l. A.

2) II. B.

3) M. C.
a) a. i
b) b. ii.

c) C. iii.

Document Number Formats

gl

3.
4. Deselect the text.

When you delete or add items in the list, or change the numbering format of the style, the
numbers / letters in a list are updated automatically.

F: Tab stops

Tab stop — a location where the cursor (insertion point) would stop when the Tab key is pressed.

o Tab stops are used to allow users to align text at a specific location in a document.
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» A Tab stop defines length of Indent used at beginning of a line or

If you are looking for a quick exam, homework guide, and review book in Computer Studies, “Key
Concepts of Computer” is an excellent source. Skip the lengthy and distracting books and instead
use this concise book as a guideline for your studies, quick reviewing and tutoring.

This unique and well-structured book is an excellent supplement and convenient reference

book for fundamental / intermediate computer studies. It provides concise, understandable and
effective guide on fundamental / intermediate level computer.

paragraph.

—
Tab >

Caps Lock

e Pressing the Tab key (on the keyboard) will move the cursor to the next tab stop (which
itself is invisible).
o The tab stop appears on the horizontal ruler at the top of the Word window.

Types of Tab Stops

o Left Tab — text is aligned to the left of the tab stop.

e Center Tab — text is centered in the middle of the tab stop.

o Right Tab — text is aligned to the right of the tab stop.

e Decimal Tab — numbers are aligned by their decimal points.
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e Bar Tab — inserts a vertical line (bar) into a line of

text.
a Styles
- L 1 1 .L’ ------- 3« 0 s El N s e § N
- : . A
tl ,, 4
| | |
| | |
\ ', / \ |
Left tab Center tab Right tab Decimal tab Bar tab
Apples 4 Ip $1.201b $4.80
Oranges 10 1b $1.40/1b. $14.0
Peaches 100 1b $1.50/1p $150.00
Set Tab Stops

The tab selector (tab indicator) — a small button located in the left corner of the horizontal ruler
that supplies the user with a variety of tab marker (tab stop) options (left, right, center, etc.).

Insert Design Layout References Maili
- I | ) =2 @
D o NEEE L[;l L@« L

Cover Blank Page  Table Pictures Online Shapes Icons 3D S
Page~ Page Break v Pictures ~ Models ~

Pages Tables Illustrations
n

Insert a tab stop
Method 1

1. Select the paragraphs / sentences you wish to set tab.
2. Click the Tab Selector until it displays the type of tab stop you wish to use.
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yout References Mailings Review View Help

p—

+ EE v Ruler q ' L_:) || OneP:

Bl €2 | [ Gridiines —E O Muktip
Vertical Side Zoom 100%
toSide L Navigation Pane ‘) Page V
Page Movement Show Zoom
e - e 2
3. ] Click on the lower

edge of the horizontal ruler at the exact spot where you wish the tab to set. (If you don’t
see the ruler at the top of the Word window, click View, then Ruler to display it.)

4. Click to place the insertion point in front of the text where you wish to insert the tab.

5. Press the Tab key on the keyboard.

Method 2
Spacing
Before: 0 pt = Ll
After: Opt 5
[_] Don't add spage between paragr
Preview
1. Select the paragraphs / sentences you wish to set tab.E Set As Defauk
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2. Click the Paragraph dialog box launcher and select the
Tabs.
Home Insert Design Layout References Mailings

a~
il
ND
—

limes NewR~ 12 -~ A‘ A' Aa~ P : ! ".
B 7 U-abex, X' A-%-A-
Font 5 Paragraph

3. In the “Tab stop position” box, enter the measurement (such as 4’) on the horizontal ruler
where you wish the tab to appear.
4. Under “Alignment”, select a tab stop type (such as Left, Center, Right, Decimal, etc.).

if|
>
4
-
4
4

5. Click OK.
Tabs ? X
Jab stop position: Default tab stops: |
| 0.5’ S
Tab stops to be cleared:

Alignment

(®) Left O Center O Rignt

O Decimal O gar
Leader

®) 1 None (@)Y O3—

Oa__

Set Clear Clear All

Remove Tab Stops
Method 1

1. Select the paragraphs you wish to remove the tab.
2. Drag the tab stop marker off the horizontal ruler.

Method 2

1. Select the paragraphs / sentences you wish to remove the tab.
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2. Click the Paragraph dialog box
launcher.
Home Insert Design Layout References Mailings

Times NewR~'12 ~ A A Aa- A : vi= o lice € 3= %l q

B J U-abex,x A-W-A-

|
Il
|

I

| Font 5 Paragraph E
3. Click to select the Tabs.
4. Click Clear All.

‘ Tabs ? X
Spacing ‘ |

Tab stop position: Default tab stops:
efore: 0pt ~
g P [ 05" &

After: 0 pt Tab stops to be cleared:

[T] Don't add spage between paragr

Preview Alignment
(@) Left O Center O Right
O Decimal O Bar
Leader

® 1 None @) (@5 —
o

Set Clear Clear All

5. Click Ok. Set As Default Cancel

Chuk e Pmpnph dadeg bon Sunibar il sle
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G: Tables, columns, and breaks

Insert a Table

Table — information arranged in a condensed form of columns and rows. It is a more effective

way to present information.

Insert a table in a document (Word 2016)

Method 1

1. Click where you wish to insert the table in your document.
2. Click the Insert tab and the Table

File Home Design La

B Cover Page ~

]

-

'] Blank Page

Table

"— Page Break

button. Pages

v

Tables

[é Pictures
L_é Online Pictures
S Shapes ~

3. Drag through to select the desired number of rows and columns (a table will appear).
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Insert Design Layout

P Pictures “g lce
E& Online Pictures €D 3D

Table
v [0 Shapes ~ E5n
8x4 Table >

Method 2

Click where you wish to create the table in your document.

Click the Insert tab.

Click the Table button.

Click Insert Table.

Click the up or down arrows (in the Table drop-down menu) to select the desired number
of columns.

Click the up or down arrows to select the desired number of rows.

Click OK to insert the table.

MBS

~ o
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Design Layout
—— . Up or down arrows
Loy Pictures £ leon
A - .
(@ Online Pictures €D 30 M
Table =
(3 Shapes - )E] Sma Insert Table ? x
8x4 Table ‘a | Table size
|| (1] Number of columns: 5 \‘:
SIS |- [_H_] Number of rows: 2 3
—]__,_M_'_DD AutoFit behavior
L OO
:’DE]E]E]E]E]E]DD (® Fixed column width:  Auto -
1000000000 O AutoFit to contents
| O { I { I | O O AutoFit to window
I I I | A O |
| insert Table... [] rRemember dimensions for new tables
:'J Draw Table Cancel

Create and Remove Columns
Add columns to a document

1. Select the paragraphs you wish to lay out in columns.
2. Click the Layout tab and click the Columns

File Home Insert Design References Mailin

H ‘ L{ Orientation ~ *~ Breaks * Indent Spacing
o=t | Size :[ JLine Numbers ~ 3 Left: 0.32" . 1 Befc
Marginsf== | . a h o q
7 |- Columns be Hyphenation «Right: 0" : ¥ Afte
button. Page Setup : Paragraph

3. Click to select the number of columns you wish to create (such as “Two,” in the drop-
down menu).
4. The text will lay out in columns.
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== Two

=== Three

== Left

== Right
More Columns...

Remove columns

Click anywhere in the columns.

Click the Layout tab.

Click the Columns button.

Click One to change the document as one column.

b=

One

Two

Three

Left

Right

More Columns...
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Insert Page Breaks

Page break — a page break marks the end of a page that indicates where the printer will start a
new page.

This unique and well-structured book is an excellent supplement and convenient reference book

for fundamental / intermediate computer studies. It provides concise, understandable-and effective
guide on fundamental / intermediate level computer.

Page Break

Insert a page break

1. Click where you wish a new page to begin.
2. Click the Insert tab.

3. Click the Page Break button. A page break is inserted in the
m Insert Design Layout References Mailings

B T loPictures ) lcons il s i
= (o)
o Online Pictures {J 3D Models ~ o, .

Add- Online Uinks

Pages Table
hapes * »
. . STepes ins *  Video ~
Tables Hlustrations Media
E ' ige break — a page break marks the end of a page t

Cover Blank | Page |y, page
Page = Page | Break
document. Pages This unioue and well.structured book i an exce

4. Click on the Home tab and then Show/Hide symbol () will show hidden page beaks
(click the Show/Hide symbol again will remove

Layout References Mailings Review View Help / Tell me

File Insert Design

Times NewR ~ 12 v A' A' Aa~ A . vi=vlicy €= 9 %, AaBbCel AaBbCel /\«]Bt)(j(

T Normal | 1 No Spac Heading 1

s
<

Paste . B J U-dex, X A-W-A-E

Paragraph Styles

Clipboard . Fomt

Insert Section Breaks
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Section break — a section break splits a page into sections that can have a different format or
layout within the same page in the document.

If youare looking fora quick exam, homework guide, and review book in Computer-Studies, “Key
Concepts-of Computer” is an-excellent source. Skip the lengthy-and distracting books and instead

use this concise book as a guideline for your studies, quick reviewing and tutoring.

............ —.Section Break (Contjnuous) — R

This unique and well-structured bookis-an-excellent supplement-and-convenient
reference book for fundamental / intermediate computer studies. It provides concise,
understandable-and effective guide on fundamental / intermediate level computer.

w Design References Mailings
Indent Spacing

Page Breaks

Page
Mark the point at which one page ends
and the next page begins.

Column
Indicate that the text following the column
break will begin in the next column.

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text.

Section Breaks

Next Page

— Insert a section break and start the new
== section on the next page.

Continuous
Insert a section break and start the new
section on the same page.

=2= Even Page
4= Insert a section break and start the new
section on the next even-numbered page.

Insert a section break

1. Click where you wish a new section to begin.

2. Click the Layout tab.

3. Click the Breaks button.

4. Click to select the type of section break you wish to use.
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5. Click on the Home tab and then Show/Hide symbol () will show hidden section beaks.

Remove a page or section break

Click the Home tab.

Click the Show/Hide symbol § (to display the section break).
Double-click the page or section break to select it.

Press the Delete key (on the keyboard).
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