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Learning Objectives:

e Learn basic document editing in Microsoft ® Word Text Editor

e Learn to create and use tables in a Microsoft ® Word document
e Working with Themes style sets in Microsoft ® Word documents

e Formatting a CV (Curriculum Vitae in Latin means "course of life")

Required Resources:

o Desktop or Laptop PC
e Microsoft ® Word

General Instructions:

e In this Lab, you are NOT allowed to discuss your solution with your colleagues, even not
allowed to ask how is s/he doing, this may result in negative marking. You can ONLY discuss
with your Teaching Assistants (TAS) or Lab Instructor.

e Your TAs will be available in the Lab for your help. Alternatively, you can send your queries
via email to one of the followings.

Lab Instructors:

Course Instructor Prof. Dr. Syed Wagar ul Qounain  swjaffry@pucit.edu.pk
Usman Ali bitf19mO007 @pucit.edu.pk

Teacher Assistants (TAs) Saad Rahman bsef19m021@pucit.edu.pk
Mahreen Asama bsef19mO30@pucit.edu.pk
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Background and Overview:
What is Microsoft ® Word?

Microsoft ® Word is a popular word-processing program used mainly for creating documents, such as
brochures, letters, learning activities, quizzes, tests, and students' homework assignments. It was first
released in 1983 and is one of Microsoft ® Office suite's applications.

Microsoft ® Word Interface:
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Fig. 1 (Microsoft ® Word Interface)
Features of Microsoft ® Word:

Now let us discuss the features or components of the Microsoft ® Word. Using these features, you can
perform different types of operations on your documents, like you can create, delete, style, modify, or
view the content of your document.

1. File:

It contains options related to the file, like New (used to create a new document), Open (used to open an
existing document), Save (used to save document), Save As (used to save documents), History, Print,
Share, Export, Info, etc.

2. Home:

It is the default tab of Microsoft ® Word and it is generally divided into five groups, i.e., Clipboard,
Font, Paragraph, Style and Editing. It allows you to select the color, font, emphasis, bullets, position of
your text. It also contains options like cut, copy, and paste.

3. Insert:

It is the second tab present on the menu bar or ribbon. It contains various items that you may want to
insert into a Microsoft ® word. It includes options like tables, word art, hyperlinks, symbols, charts,
signature line, date and time, shapes, header, footer, text boxes, links, boxes, equations, etc...

4. Draw:
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It is the third tab present in the menu bar or ribbon. It is used for freehand drawing in Microsoft ®
Word.

5. Design:

It is the fourth tab present in the menu bar or ribbon. The design tab contains document designs that
you can select, such as documents with centered titles, offset headings, left-justified text, page borders,
watermarks, page color, etc.

6. Layout:

It is the fifth tab present on the menu bar or ribbon. It holds all the options that allow you to arrange
your Microsoft ® Word document pages just the way you want them. It includes options like set
margins, display line numbers, set paragraph indentation, and lines apply themes, control page
orientation and size, line breaks, etc.

7. References:

It is the sixth tab present in the menu bar or ribbon. The references tab lets you add references to a
document, then create a bibliography at the end of the text. The references are generally stored in a
master list, which is used to add references to further documents. It includes options like, Table of
Contents, Footnotes, Captions, Index, Table of Authorities, smart look, etc.

8. Mailings:

It is the seventh tab present in the menu bar or ribbon. It is a least used tab in the menu bar. This tab is
where you would create labels, print them on envelopes, do mail merge, etc.

9. Review:

It is the eighth tab present in the menu bar or ribbon. The review tab contains, commenting, language,
translation, spell check, word count tools. It is good for quickly locating and editing comments.

10. View:

It is the ninth tab present in the menu bar or ribbon. View tab allows you to switch between single page
or double page and also allows you to control the layout tools It includes print layout, outline, web
layout, task pane, toolbars, ruler, header and footer, footnotes, full-screen view, zoom, etc.
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Activities:

Pre-Lab Activities:
Explore Microsoft ® Word:
Open Microsoft ® Word

Step 1: Type “msword” in the search bar.

All Apps Documents Web More ¥
o

Best match

Word

App
Apps
W office >

Search the web

L msword - See web results >
£ ms word web >
£ ms word login >
£ msword download >
£ msword test >
£ ms word pdf >
A ms word 10 >
£ msword 2021 >
£ ms word for windows 10 >
| £ msword|

Fig. 2 (Searching Microsoft ® Word)
Step 2: Select “Word” application.

This screen will appear.

Good evening

~ New
o ——
o
Take a tour T
[ & - = i1
Blank document Apothecary letter Welcome to Word Single spaced (blank) Blue grey resume Snapshot calendar

More templates —>

Recent  Pinned

Pin files you want to easily find later, Click the pin icon that appears when you hover over a file.

More documents —>

Account

Feedback

Options

Fig. 3 (Start Page of Microsoft ® Word)

Step 3: Select a blank document and press create button.
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Good evening

~ New
ra —
Take a tour -
-
Blank documen it
Blank docurment Apothecary letter Welcome to Word Single spaced (blank) Snapshot calendar

More templates —>

Recent  Pinned

Pinfiles you want to casily find later. Click the pin icon that appears when you hover over a file.

More documents —>

Feedback

Options

Fig. 4 (Open Blank Document)

Then you will get a window like in the image below where you can write your content and
perform different types of operations on that content, like font type, style, bold, italic, etc. You
can also add images, tables, charts to your document.

e nc 8 Share
& . g £ Find ~
- - - [ . N
0 Calibri (Body) A A A ! naBbceDe | AaBbcede AaBbC( AsBbCcl AQDB assbeer agsbecod 8. Repice
- wac
aste . 2 ar = T - " -
rommatpare | B T U v ke X X iy Thormal | THoSpac.. Hesding 1 Heading?  Title Subtile  Subtiem.. 5| | p oy
Clipboard m Fant Styles 5 Editing ~
o E— R Lo E ER PR E .. . ——
o
p
: =
Page1of1 Owords B [ T

Fig. 5 (Blank Document)

Explore top navigation bar: On the top navigation bar has ten tabs. Following are tabs in list.

e File

e Home
e [nsert
e Draw
e Design
e Layout

e References
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e Mailings
e Review
e View
H N Document? - Word = - 0 X
Home Insert Design Layout References Mailings Review View Q Tell me what you want to do Oliver Cox
o .- T p— P Find -
(Body) = . B e T -] Aol
0 Calibri (Bady) - |11 A A Aa SoiEchn E3E N T aaancenc AaBbcaDe AaBbCc AaBbCcl /-\aB 2 pent
v %o Replace
Paste ¢ B I U-vaex,x A-¥- -4 = M H TNormal | TNoSpac.. Headingl Heading2 Title N colecte
Clipboard = Font F} Paragraph [F} Styles [r] Editing A

Fig. 6 (Ribbon in Microsoft ® Word)

Each tab has own ribbon. The bar below the tabs is Ribbon. Each tab contains several groups,
or collections of related Word commands, it is called Ribbon. For example, in the “Home”
tab, the groups are labeled Clipboard, Font, Paragraph, Styles, and Editing. Each group contains
one or more command icons, some of which have a drop-down menu or a list of options
associated with them; you click the drop-down arrow to display the menu.

ol — .- = — a— === A AP Find -
(Body) - - - A e T =a3= A P
D Calibri (Body) - |11 A A A = e EENT AaBbCcDe  AaBbCeDe AaBb(Cr AaBbCcl /—\a Ij %, Replace
M w@C N
Pav:te ¢ B I U -aex X A-a. A ==== IE RIIR: R TMormal = TNoSpac.. Heading1 Heading2 Title I Select -
Clipboard = Font [F] Paragraph 7] Styles [F] Editing -~

Fig. 7 (Groups in Ribbon Microsoft ® Word)

After exploring navigation bar let come to main document. Document area is the area where
you type your text. The flashing vertical bar is called the insertion point and it represents the
location where the text will appear when you type. keep the cursor at the text insertion point
and start typing the text.

Q  Tell me what you want to do

AP Find ~

e
= " -
0 Calibri (Body)  ~ A A Aa- | A
te ap

S Ev Ry E=E AT | aasbeene| AzBbcede AaRbCe Aasbccl AAQDB Assbcer assbcene . repince
-] | %

Pa - 2 @ === 1= o B -

< Formmat Paints B I U~ a x, x A %_ == 1=- | & ® TNormal | TNoSpac.. Headingl Heading2  Title Subtitle  SubtleEm.. < | o g

Clipboard [ Font [ Paragraph [ Styles = Editing ~

1‘H\-‘-g-‘-\-‘-l-“\”‘2‘-‘|‘-‘2‘-‘\‘“4-‘-\-‘-5-‘-\-"é“‘a‘-‘7‘-‘

- +————  Insertion Point
Page1of 1 2words [ [E3) B -——8——+ 100%

Fig. 8 (Insertion Point)
Let’s type “Hello World” to get start with Microsoft ® Word.
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Insert  Draw  Design  Layout  References  Mailings  Review i Help Q  Tell me what you want to do JORITY
Lo S P Find ~
- - o | A e
0 A a|Aa AaBbCeDc | AsBbCeDe AaBbC( AzBbCcl AQD assbeer assbee: 2, Replace
| ok
Paste . 2 aly - i -
S rormatpainter | B I U v € X X WA TNormal | TNoSpac.. Heading! Heading2 — Title Subtitle  Subtle Bm.. [<| | gl
Clipboard & Font [ Styles [ Editing ~
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.
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Page1of1 2words [ B B -——8——+ 100

Fig. 9 (Hello World Document)
The following are the two important points that will help you while typing:

e You do not need to press Enter to start a new line. As the insertion point reaches the end of the
line, Word automatically starts a new one. You will need to press Enter, to add a new paragraph.

e When you want to add more than one space between words, use the Tab key instead of the
spacebar. This way you can properly align text by using the proportional fonts.

To begin with, let us create some sample text. To create a sample text, there is a short cut available.
Open a new document and type “=rand()” and press Enter. Word will create the following content for
you.

Inset  Draw  Design  layout  References  Mailings  Review  View Help Q@ Tell mewhat you want to do £ Share
o - £ Find ~
- - LB o mrar
| A A | A2 AaBbCeDc | AsBbcadc AaBbC( AsBbCel A QB asebcen aasboene b pen
- | 82 Replace
Paste o o ay . o .
S atpainter | B T L abe X, X Y . A THormal | TNoSpac.. Heading1 Heading2  Title Subtitle  SublleEm.. || | [ oyl
Clipoard [ Fant [ Styles ] Editing ~
L l"‘\-"E---l‘Hl"‘\-"Z---l‘“3"‘\-"4---|"-5”‘\-“6---a“-7”‘
- =rand()
~
-
- =
Pagelof1 Tword [ | B -——b——+

Fig. 10 (Generate Random Text)
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ELM Inset  Draw  Design  Layout  References  Mailings Q  Tell me what you want to do S Share

™ PRI P -
Ay,

28 Replace
Peste L O Qodae = [ Select -

naBbCeDe | AsBbcede AaBbCe AabCcl AQB azabcer aosbeen:
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* Format Painter
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Video provides a powerful way to help you prove your point. When you click -
Online Video, you can paste in the embed code for the video you want to add. You
can also type a keyword to search online for the video that best fits your document

J To make your document look professionally produced, Word provides header,
footer, cover page, and text box designs that complement each other. For example,
you can add a matching cover page, header, and sidebar. Click Insert and then
choose the elements you want from the different galleries.

b Themes and styles also help keep your document coordinated. When you click
Design and choose a new Theme, the pictures, charts, and SmartArt graphics
change to match your new theme. When you apply styles, your headings change to
match the new theme.

Save time in Word with new buttons that show up where you need them. To
change the way a picture fits in your document, click it and a button for layout
options appears next to it. When you work on a table, click where you want to add
arow or a column, and then click the plus sign.

Reading is easier, too, in the new Reading view. You can collapse parts of the
document and focus on the text you want. If you need to stop reading before you
reach the end, Word remembers where you left off - even on another device.

Pagelof 1 239words [I2 B B ———b——+ 9%

Fig. 11 (Random Text Microsoft ® Word)
Moving with Keyboard:

The following keyboard commands, used for moving around your document, also move the insertion
point.

Keystroke Where the Insertion Point Moves
— Forward one character
< Back one character

T Up one line

\l: Down one line

Page Up To the previous screen

Page Down To the next screen

Home To the beginning of the current line
End To the end of the current line

You can move word by word or paragraph by paragraph. You would have to hold down the Ctrl key
while pressing an arrow key, which moves the insertion point.

Key Combination Where the Insertion Point Moves
Ctrl +—> To the next word

Ctrl +€— To the previous word

Ctrl +T To the start of the previous paragraph
Ctrl +‘1’ To the start of the next paragraph
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Ctrl + Page Up To the previous browse object

Ctrl + Page Down To the next browse object

Ctrl + Home To the beginning of the document

Ctrl + End To the end of the document

Shift + F5 To the last place you changed in your document.

Saving New Document:

Once you are done with typing in your new Word document, it is time to save your document to avoid
losing work you have done on a Word document. Following are the steps to save an edited Word
document.

Step 1: Click the “File” tab and select the “Save As” option.

Good morning

~ New

Blank document Apothecary letter Welcome to Word Single spaced (blank) Snapshot calendar

More templates —

Recent

Pin files you want to easily find later. Click the pin icon that appears when you hover over  file.

More documents —>

Fig. 12 (Save Document)

Step 2: Select a folder where you will like to save the document, Enter the file name which you want
to give to your document and select the “Save As” option, by default it is the .docx format.

Saving New Changes:

There may be an instance when you open an existing document and edit it partially or completely, or
an instance where you may like to save the changes in between editing of the document. If you want to
save this document with the same name, then you can use either of the following simple options:

e Just press the Ctrl + S keys to save the changes.

e Optionally you can click on the floppy icon available at the top left corner and just above
the “File” tab. This option will also help you save the changes.
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s
Paste
- ¥ Format Painter
Clipboard M

Fig. 13 (Save Changes)

e You can also use the third method to save the changes, which is the “Save” option available
just above the “Save As” option as shown in the above screenshot.

If your document is new and it was never saved so far, then with either of the three options, Word will
display a dialogue box to let you select a folder, and enter the document name as explained in case of
saving new document.

Formatting Text:

Let’s learn how to set the text fonts and size in Microsoft ® Word. Microsoft ® word allows you to
use different fonts with different size. You can change your document's appearance by changing the
fonts and their size. Usually, you use different fonts for paragraphs and headings. It is important to
learn how to use different fonts.

Change the Font Type and Size:

Select the portion of text the font of which needs to be changed and click the “Home” tab. Now click
the Font Type button to list down all the fonts available as shown below.

Insert  Draw  Design  layout  References 9 share
AP Find ~
20 Replace
[ Select -
Styles [ Editing ~

AaBbCeDc | AaBbceDe AaBhCe AaBlh AsBbccD AaB rebcer .
TNormal [TMNoSpac.. Headingl Heading2 Heading3  Title Sublitle =

Paste
- ¥ Format Painter

Clipboard o]

Video provides a powerful way to help you prove your point. When you click
Online Video, you can paste in the embed code for the video you want to add. You
can also fype a keyword to search online for the video that best fits your document.

p To make your document look professionally produced, Word provides header,
footer, cover page, and text box designs that complement each other. For example,
you can add a matching cover page, header, and sidebar. Click Insert and then
choose the elements you want from the different galleries.

o Themes and styles also help keep your document coordinated. When you click
Design and choose a new Theme, the pictures, charts, and SmartArt graphics
change to match your new theme. When you apply styles, your headings change to
match the new theme.

Save time in Word with new buttons that show up where you need them. To
change the way a picture fits in your document, click it and a button for layout
options appears next to it. When you work on a table, click where you want to add
arow or a column, and then click the plus sign.

Reading is easier, too, in the new Reading view. You can collapse parts of the
document and focus on the text you want. If you need to stop reading before you
reach the end, Word remembers where you left off - even on another device.

Pagelof1 245words [ ] BB -— b+ 9%

Fig. 14 (Change Font Type)
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CCTU Inset  Draw  Design  layout  References  Mailings  Review  View  Help @ Tell mewhat you wantto do £ Share
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Clipboard 51 Paragraph 51 Styles 5 Editing ~
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Recently Used Fonts
B Times New Roman
b Dezeeing. Serigh
All Fonts
Alegreya Sans . . .
- AlegreyaSansBlack wovides a powerful way to help you prove your peint. When you click
| al Sans ExtraBold Video, you can paste in the embed code for the video you want to add. You
- egreyasans katral ) type a keyword to search online for the video that best fits your document.
. Alegreya Sans Light
- X e your d look ionall duced, Word provides header,
A Alegreyza Sans Medium L
) Al CansTh sover page, and text box designs that complement each other. For example,
] EgIEya 2ans Thin radd a matching cover page, header, and sidebar. Click Insert and then
) AL T the elements you want from the different palleries.
- Architects Dougter ) .
" Arial + and styles also help keep your document coordinated. When you click
. na and choose a new Theme, the pictures, charts, and SmartArt graphics
R Arial Black to match your new theme. When you apply styles, your headings change to
Arial Marow he new theme.
7 Arve ne in Word with new buttons that show up where you need them. To
Bs12 the way a picture fits in your document, click it and a button for layout
] Bahnschrift appears next to it. When you work on a table, click where you want to add
- Bahnschrift Condensed [+]r a column, and then click the plus sign.
-
. Reading is easier, too, in the new Reading view. You can collapse parts of the
J document and focus on the text you want. If you need to stop reading before you
reach the end, Word remembers where you left off - even on another device.
I;agEW of 1 114of245words [[2 B B —-—p——+ o%

Fig. 15 (Change Font Type)

After changing font from “Times New Roman” to “Alegreya Sans”.

QNN nsert  Draw  Design  Layout  References  Mailings  Review  View  Help @ Tell mewhat you want to do £ Share
il ~
0 % Cut AlegreyaSans - =
ER Copy 20 Replace
' Format Painter [ select

e} Styles ml Editing ~
S S B AR

aaBbCeDc | AaBbceDe AABHC( AaBb Assbced AaB ssescer
. TNormal |TNoSpac.. Headingl Heading2 Heading3  Title Subtitle | <

besi B I U - &k x. X'

Clipboard 5] Font

L T

Video provides a powerful way to help you prove your point. When you click Online
Video, you can paste in the embed code for the video you want to add. You can also
type a keyword to search online for the video that best fits your document.

—:‘ To make your document look professionally produced, Word provides header, footer,
- cover page, and text box designs that complement each other. For example, you can

] add a matching cover page, header, and sidebar. Click Insert and then choose the
elements youwant from the different galleries.

Themes and styles also help keep your document coordinated. When you click Design
and choose a new Theme, the pictures, charts

- SmartArt graphics change to match your new theme. When you apply styles, your
- headings change to match the new theme.

Save time in Word with new buttons that show up where you need them. To L
change the way a picture fits in your document, click it and a button for layout

. options appears next to it. When you work on a table, click where you want to add

M a row or a column, and then click the plus sign.

Reading is easier, too, in the new Reading view. You can collapse parts of the
document and focus on the text you want. If you need to stop reading before you
reach the end, Word remembers where you left off - even on another device.

Change the Font Type & Size

Page1of1 114 of 244 words [2 B B -—h—+ 9%

Fig. 16 (Change Font Size)
Use Shrink and Grow Buttons:

You can use a quick way to reduce or enlarge the font size. As shown in the first screenshot,
the “Shrink Font” button can be used to reduce the font size whereas the “Grow Font” button can be
used to enlarge the font size.
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Font Glow Button

Home Insert Draw Design Lwout R derences Mailings Review Help Q  Tell me what you want to do
o [Atlegreya Sans  =[[14  «["A" A | Mli=oi=. 5. =8l q
| [Alegreya Sans ol - BLSIEL P | 4 AaBbCcD¢ | AaBbCcDe AaBbCc AaBb Asgblet
p’f‘c o Format Painter B I YU - ax Xx, x' . A- | |E = O~ . fNormal | 1NoSpac.. Heading! Heading2 Heading
Clipboard o Font 5 Paragraph ) Stytes
L 1 4 6 . 7

! Increase Font Size (Ctrl+Shift+>)

Make your text a bit bigger

Video provides a po'werful way to help you prove your point. When you click Online
Video, you can paste in the embed code for the video you want to add. You can also
type a keyword to search online for the video that best fits your document

To make your document look professionally produced, Word provides header, footer,
cover page, and text box designs that complement each other. For example, you can
add a matching cover page, header, and sidebar. Click Insert and then choose the
elements you want from the different galleries

| ESESURRSEOR BN SASuR e R IR REE COpStVart iy Bt it | Yot ool I 7 RSO OMORE | 8 17 T N

Fig. 17 (Glow & Shrink Button)

Try to click either of these two buttons and you will see the effect. You can click a single button
multiple times to apply the effect. Each time you click either of the buttons, it will enlarge or reduce
the font size by 1 point.

Clear Formatting Options:

All of the setting can be reset to plain text, or the default formatting. To reset text to default settings:
Step 1: Select the portion of text that you want to reset.

Step 2: Click the “Clear Formatting” button in the “Home” tab Font group, or simply use Ctrl +
SPACEBAR.

Clear Formatting Button

Insert Draw Design Layout Refirences Mailings Review Wiew Help Q Tell me what you want to do
— 1 - - A " ] i A q |
e , " “|[1a ~ - = e = = (== S 1 Ak
5 AlegreyaSans _ -||14  ~[[A" A | Aa : i 8o AaBbCcDe | AaBbCeDe AaBhCe AaBlb Asgbce
Paste & Foernat Painter r u e M, X . A .f I ¥ T Nermal | 1Mo Spac.. Headingl Heading2 Heading 2
Clipboard ol Font [F] Paragraph i

Styles

B9 Increase Font Size (Ctrl+Shift+3)

| Make your text a bit bigger

Fig. 18 (Clear Formatting)

Text Decoration:

When we use the term decorate, it means decorate by putting the text in italics, underlining the text or
making it bold to look fancier and much more.

Making text bold:

We use bold text to give more emphasis on the sentence. It is very simple to change a selected portion
of text into bold font by following two simple steps.

Step 1: Select the portion of text that the font of which needs to be made bold. You can use any of the
text selection methods to select the portion of text.
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Step 2: Click the Font Bold “B” button in the “Home” tab Font group, or simply use Ctrl + B keys to
make the selected portion of text bold.

Font Bold Button

Irsert Draw Deusgn Layout References Mailings Frarw Warw Help @ Tell me what you want to do

. i < & Aa~ A - =a=| 8| g ] . A
egreya Sans ! gy A | M2 : i ] nagbceDe | asBbceDr A3BbCe AaBlb  assbcet
Pate ' o =] 4 "y 1 Mormal | 7 Ha Spa Meading1 Meading? Headin
* Format Painter B I e ML UNE 4 4 = . 0Tl 0 P zading eading . eading
Cliphoard f Font > Paragraph i Styles

Fig. 19 (Font Bold Button)

Making Text Italic:

An italic text appears with a small inclination and we use the italicized text to differentiate it from other
text. It is very simple to change the selected text into italic font by following two simple steps.

Step 1: Select the portion of text the font of which needs to be italicized. You can use any of the text
selection methods to select the portion of text.

Step 2: Click the Font Italic “I” button in the “Home” tab Font group, or simply use the Ctrl + | keys
to convert the portion of text in italic font.

Font Italic Button

IPsert Draw Design Layyout Referenges Bdailings Rew Vet Help l::' Tell mye whiat you want to do

A =14 0K & w | & = w k=« % & 8l | N . s
Aoy San: M-y A A : i * 20T | mapbcenc| asebcene AaBbCt AaBl Assbcel

Faitle ’ P al, =] # ¢ 1 Mormal | 7 Mo 5o Heading !  Heading?  Headir
o Forrnat Painter B I U sx K, X - .y | H v Marma Na Spac eading leading : {eading

Clipboard r Font ¥ Faragraph Styles

Fig. 20 (Font Italic Button)

Underline the Text:

An underlined portion of text appears with an underline and we use the underlined portion of text to
make it more distinguished from other text. It is very simple to change the selected text into underlined
font by following two simple steps.
Step 1: Select the portion of text which needs to be underlined. You can use any of the text selection
method to select the portion of text.

Step 2: Click Font Underline “U” button in the “Home” tab Font group, or simply use the Ctrl +
U keys to put an underline under the text.

Font Und_erline Button

Irrsert Draar Design Layeut References Mailings Rew Wt Help l:f' Tell mee what you want to do

naBbceDc | aaBbCene AaBbCr AaBl  fssbcel
Paat P i =] # - 1 mal | 7 Mo Spa Heading 1 Heading 2 Headirs
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Fig. 21 (Font Underline Button)
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Let’s learn how to change text cases in Microsoft ® Word. You can also capitalize a character you are
typing by pressing and holding the SHIFT key while you type. You can also press the CAPS LOCK to
have every letter that you type capitalized, and then press the CAPS LOCK again to turn off
capitalization.

Change Case Button

GE-161L )XCT_Lab 05 - Word OSMAN AL ° |

£ Refennces Malings Review View Help  Q Tell mewhat you wantto do

g Temes New Roma <111 <1 A" | R A =3 =3= 8 q Find
mes New Roma A A AR ‘ AaBbCcDc AaBbCcl AsBbCcDc ABBCCL AaBbC( AaBb As8bCeD
1 T No S¢ T TablePa..  Headie Heading 2 Headiny

| % Replace
Paste B I U-ax x & . B " [ Body Text

W Select
Clipbeaed % Font Parageaph R Stybes B Esting
PPERCASE

Fig. 22 (Change Case Button)
Change Text to Sentence Case:

A sentence case is the case where the first character of every sentence is capitalized. It is very simple
to change the selected portion of text into sentence case by following two simple steps.

Step 1: Select the portion of text that that needs to be put in sentence case. You can use any of the text
selection methods to select the portion of text.

Step 2: Click the “Change Case” button and then select the “Sentence case™ option to capitalize the
first character of every selected sentence.

Change Case Button

GE-161LCT.Lab 05 - Word OSMAN AU ° m

£ Refennces  Malings  Review  View Help O Tell me what you want to do

Times New Roma - f[11_ ~| A" A" |88 4 = =32 MY assbcedc AaBbCel AsBbocdc ABBCEL AaBbCt AaBb Aasbcer
Pate T e e . entence case = ™ Thormal  BodyTet T TTablePa. Hesdngl Heading

Clipboard o Font 3% Paragraph " Stybes B Eating

Fig. 23 (Change Case Button)
Change Text to Lowercase:

Changing text to lowercase is where every word of a sentence is in lowercase. It is very simple to
change a selected portion of text into lowercase by following two simple steps.

Step 1: Select the portion of text that needs to be put in lowercase. You can use any of the text selection
methods to select the portion of text.

Step 2: Click the “Change Case” button and then select “lowercase” option to display all the selected
words in lowercase.

Change Text to Uppercase:

This is where every word of a sentence is in uppercase. It is very simple to change selected text into
uppercase by following two simple steps.

Step 1: Select the portion of text that you want to change to a bold font. You can use any of the text
selection method to select the portion of text.

Step 2: Click the “Change Case” button and then select “UPPERCASE” option to display all
selected words in all caps. All characters of every selected word will be capitalized.
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Capitalize Text:

A capitalize case is the case where every first character of every selected word is in capital. This is very
simple to change selected text into capitalize by following two simple steps.

Step 1: Select the portion of text that needs to be capitalized. You can use any of the text selection
method to select the portion of text.

Step 2: Click the “Change Case” button and then select the “Capitalize Each Word” option to put a
leading cap on each selected word.

Change Case Button

GE-161LXCT Lab 05 - Word s @ ®

2 Refennces Malings Review View Help Q) Tell mewhat you want to do

AaBbCcDC AaBbCcl AaBbCcDc AIBMCCL AaBbCt AaBb A4s8bCeD

Fig. 23 (Change Text Case)
Toggle the Text:

The Toggle operation will change the case of every character in reverse way. A capital character will
become a character in lower case and a character in lower case will become a character in upper case.
It is very simple to toggle case of the text by following two simple steps.

Step 1: Select the portion of text that you want to change to a bold font. You can use any of the text
selection method to select the portion of text.

Step 2: Click the “Change Case” button and then select the “tOGGLE cASE” option to change all
the words in lowercase into words in uppercase; the words in uppercase words change to words in
lowercase.

Change Case Button

GE-161L)CT_Lab.05 - Word o @ ®

B inset  Drow  Design  Layout  Refernces  Madings  Review  View  Help Q) Tell mewhat you want to do

A3BbCcDc AaBbCel AaBbCcD: AaBMCCL AaBbCt AaBb 4asbced
Paste B I U« sx x 1 rkence case 1 “ Body Text  TNo 7 Table 7 Headng Heading

Clipboaed ] Font Paragraph n Stydes Gl Eoting
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Fig. 24 (Change Text Case)
Text Alignment:

There are four types of paragraph alignment available in Microsoft ® Word: left-aligned, center-
aligned, right-aligned, and justified.

Left-Aligned Text:

A paragraph's text is left aligned when it is aligned evenly along the left margin. Here is a simple
procedure to make a paragraph text left-aligned.

Step 1: Click anywhere on the paragraph you want to align and click the “Align Text Left” button
available on the “Home” tab or simply press the Ctrl + L keys.
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Align Text Left Button
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Video provides a powerful way to help you prove your point, When you click Online Video, you can

paste in the embed code for the video you want to add. You can also type a keyword to search online for

the video that best fits your document,

To make your d look professionally produced, Word provides header, footer, cover page, and text
4 budmphmphnﬁlachdhu?uanqﬂgmmddlmﬂmmmhﬁdﬁnﬂ

sidebar. Click Insert and then choose the clements you want from the different gallerics.

Themes and styles also help keep your document coordinated. When you click Design and choose a new

Theme, the pictures, charts

SmartArt graphics change to match your new theme. When you apply styles, your headings change to

match the new theme.

Save time i Word with new buttons that show up where you need them. To change the way a picture fits

in your document, click it and a button for layout options appears next fo it. When you work on a table,

click where you want to add a row or a column, and then click the plus sign.

Reading is casier. too, in the new Reading view. You can collapse parts of the document and focus on the
text you want. If you need to stop reading before you reach the end, Word remembers where you left off -
even on another device,

Pagelof 2M ot 20words (2 N B -—a— un

Fig. 25 (Align Text Left)

Center Aligned Text:

A paragraph's text will be said center aligned if it is in the center of the left and right margins. Here is
a simple procedure to make a paragraph text center aligned.

Step 1: Click anywhere on the paragraph you want to align and click the “Center” button available on
the “Home” tab or simply press the Ctrl + E keys.

Align Text Center Button

Boc1 [Campatbisty Mo

Q
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Cipboars 3 torn % Paragrash % @y % taeng
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Video provides a powerful way to help you prove your point. When you click Online Video, you can
paste in the embed code for the video you want 1o add. You can also type a keyword to search online for
lbevidnoﬂnbenﬁuyowdow

To make your d Jook p ionally produced, Word provides header, footer, cover page, and text
hdﬂphwﬁda&o&?«m&mma&lnﬂummbﬁuﬂ
sidebar. Chick Insert and then choose the elements you want from the different galleries.

Themes and styles also help keep your document coordmated. When you click Design and choose a new
- U '

SmartArt graphics change to match your new theme, When you apply styles, your headings change to
match the new theme.

Save time in Word with new buttons that show up where you need them. To change the way a picture fits

in your document, click it and a button for layout options appears next to it. When you work on a table.

click where you want to add a row or a column, and then click the plus sign.

Reading is easier, t0o, n the new Reading view. You can collapse parts of the document and focus on the
text you want. If you need to stop reading before you reach the end, Word remembers where you left off -
even on another device.

Fig. 26 (Align Text Center)
Right-Aligned Text:
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A paragraph's text is right-aligned when it is aligned evenly along the right margin. Here is a simple
procedure to make a paragraph text right-aligned.

Step 1: Click anywhere on the paragraph you want to align and click the “Align Text Right” button
available on the “Home” tab or simply press the Ctrl + R keys.

Align Text Right Button

oc! [Compatibiity Mode) - Waord OSMAN AL e m
Help Q  Tell me what you want to do
& X Cut s o B n rroge BFCHICH PRI B ' .| =a3m M @ - P Fnd
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opy . : Replace
Paste. “ = 1= - Thormal | TNoSpac.. Hesding !  Heading2  Haading Tl
¥ fomatPume | 0 7 W o- e, X ”- A = . 2 i e Ineng 0 Select
Cipbosrd 3 tore % Patagragh % e n tarng
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Video provides a powerful way to help you prove your point. When you click Online Video, you can
paste in the embed code for the video you want to add. You can also type a keyword to search online for
the video that best fits your document.

To make your d look professionally produced, Word provides header, footer, cover page, and text
Mmﬁummmhoﬁcl‘wmk )vumn&lammhmmvpnge.hﬂdsmd
sidebar. Click Insert and then choose the elements you want from the different galleries.

Themes and styles also help keep your document coordinated. When you click Design and choose a new
Theme, the pictures, charts

SmartArt graphics change to match your new theme. When you apply styles, your headings change to
match the new theme.

Save time in Word with new buttons that show up where you need them. To change the way a picture fits
in your document, click it and a button for layout options appears next to it. When you work on a table,
click where you want to add a row or a column, and then click the plus sign.

Reading is easier, 100, in the new Reading view. You can collapse pasts of the d and focus on the
text you want. If you need to stop reading before you reach the end, Word remembers where you left off -
even on another device,

Fig. 27 (Align Text Right)
Justified Text:

A paragraph's text is justified when it is aligned evenly along both the left and the right margins.
Following is a simple procedure to make a paragraph text justified.

Step 1: Click anywhere on the paragraph you want to align and click the “Justify” button available on
the “Home” tab or simply press the Ctrl + J keys.

Align Text Justify Button

Doc1 {Compatibilty Mode) - Word

View  Melp @ Tell me what you want to do
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Video provides a powerful way to help you prove your point. When you click Online Video, you can
paste in the embed code for the video you want to add. You can also type a keyword to search online for
the video that best fits your document.

To make your d look professionally produced, Word provides header, footer, cover page, and text
hd&p“wﬂma&dﬁ?ﬂ apl ywmnddl hing cover page, header, and
MMMMMM&AMmum&mhMm

Themes and styles also help keep your document coordmated. When you click Design and choose a new
Theme, the pictures, charts

SmartArt graphics change to match your new theme. When you apply styles, your headings change to
match the new theme.

Save time in Word with new buttons that show up where you need them. To change the way a picture fits
in your document, click it and a button for layout options appears next to it. When you work on a table,
click where you want to add a row or a column, and then click the plus sign.

Reading 15 easier, too, m the new Reading view. You can collapse parts of the document and focus on the

text you want. If you need to stop reading before you reach the end, Word remembers where you left off -
msmn e anathes doies
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Fig. 28 (Align Text Justify)
Apply Formatting:

Let’s learn how to copy and apply formatting in Microsoft ® Word. If you already have a well formatted
portion of text and you want to apply similar formatting to another portion of text, then Microsoft ®
Word provides a feature to copy and apply a format from one portion of text to another portion of text.
This is very useful and a time saving operation.

Copy and apply of text formatting works for various text attributes; for example, text fonts, text colors,
margins, headings, etc.

Copy and Apply Text Formatting:

The following steps will help you understand how to copy and apply text formatting from one portion
of text in your document to another portion of text in your document.

Step 1: Select the portion of text containing the formatting that you want to copy.

Format Painter Button

Doc! {Compatibity Mode] - Weed

Layost  References  Malogs  Revew  View  Help @ Tell me what you want to do

AaBbceoc| Aaebceox AaBbCr AaBb 4stecco AQB assbcer 0 Reclace
% Replac

Select
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Video provides a powerful way to help you prove your point. When you click Online Video, you can
paste in the embed code for the video you want to add. You can also type a keyword to search
online for the video that best fits your document.

To make your d look professionally produced, Word provides header, footer, cover page,
and text box designs that complement each other. For example, you can add a matching cover page,
beader, and sidebar. Click Insert and then choose the clements you want from the different
galleries.

Themes and styles also help keep your document coordinated. When you click Design and choose a new
Theme, the pictures, charts

SmartArt graphics change to match your new theme. When you apply styles. your headings change to
match the new theme.

Save time in Word with new buttons that show up where you need them. To change the way a picture fits
in your document, click it and a button for layout options appears next to it. When you work on a table,
click where you want to add a row or a column, and then click the plus sign.

Reading 15 easier, too, i the new Reading view. You can collapse pasts of the document and focus on the

Fig. 29 (Format Painter)

Step 2: click the “Home” tab and click the “Format Painter” button to copy the format of the selected
text. As soon as you click the format painter button, the mouse pointer changes to a paint brush when
you move the mouse over your document.

Step 3: Now you are ready to apply the copied text format to any of the selected text. So, select a text
using mouse where you want to apply the copied text format. While selecting a portion of text, you
have to make sure that your mouse pointer is still in paint brush shape. After selecting the text, just
release the right-click button of the mouse and you will see that newly selected text is changed to the
format used for the original selection. You can click anywhere outside the selection to continue working
on your document for further editing.
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Format Painter Button
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Video provides a powerful way to help you prove your point. When you click Online Video, you can
paste in the embed code for the video you want to add. You can also type a keyword to search
online for the video that best fits your document.

To make your document look professionally produced, Word provides header, footer, cover page,
and text box designs that complement each other. For example, you can add a matching cover page,
header, and sidebar. Click Insert and then choose the elements you want from the different
galleries.

Themes and styles also help keep your document coordinated. When you click Design and choose a
new Theme, the pictures, charts

SmartArt graphics change to match your new theme. When you apply styles, your headings change
to match the new theme.

Save time in Word with new buttons that show up where you need them. To change the way a
picture fits in your document, click it and a button for layout options appears next to it. When you
work on a table, click where you want to add a row or a column, and then click the plus sign.

Reading is easier, too, in the new Reading view. You can collapse parts of the document and focus
on the text you want. If you need to stop reading before you reach the end, Word remembers where
you left off - even on another device.

Fig. 30 (Format Painter)

Task 01: Formatting document [Estimated 20 minutes / 20 marks]

A computer is a device that accepts information (in the form of digitalized data) and manipulates
it for some result based on a program or sequence of instructions on how the data is to be
processed. Complex computers also include the means for storing data (including the program,
which is also a form of data) for some necessary duration. A program may be invariable and
built into the computer (and called logic circuitry as it is on microprocessors) or different
programs may be provided to the computer (loaded into its storage and then started by an
administrator or user). Today's computers have both kinds of programming.

e Open a blank Microsoft ® Word document and type the above text.

o Copy the last sentence “Today's computers have both kinds of programming.” to the
e Dbeginning of the first paragraph.

o Change the font type of the entire document to “Times New Roman”.

o Change the font size of the entire document to “11”.

e Change the spacing of the entire document from single spacing to “1.5”.

e Change the alignment of the entire document to “Justify”.

o Set the phrases “logic circuitry” and “microprocessors” in ltalic.

e Save the document as: “Computer ROLLNO.doc” on the desktop.

Email the document named with your roll no like “Computer_BITF19M007” to respective TA.
The subject of your email should be “Your RollNo_Pre-Lab05”.
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In-Lab Activities:
Formatting Pages:

A page format contains formatting controls for your data set that indicate where and how text, and
optionally, page overlays and page segments are to be placed on the page. The page format is defined
relative to the origin of the sheet specified in the form definition.

Perhaps one of the most important things you have to learn in Microsoft ® Word is how to format your
page with elements such as margins and page breaks. Formatting your pages makes them look more
attractive and makes them easier to read.

Adjust Page Margin:

The following steps will help you understand how to set margins for an open document.

Step 1: Open the document the margins of which need to be set. If you want the margins to be applied
only to a selected part of a document, select that particular part.

e ign ayoul ren Q  Tell me what you want to do

E P - . *— Breaks ~ Indent sp ing [ [& Align ~

09 ILine Numbers ~ | 3= Left: D , = Before: Dpl Uty
Margms Oriepiefion  Size Columns Selection

- b Hyphenation v | =ERight u = After: Ept Pane
Page Setup Paragraph Amange ~

Adjust Margins g “““““““““““ 3o b A B L 6 A ———
Set the margin sizes for the entire
document or the current section.
Choose from several

:cmmcm -used margin formats, or
customize your own.

@ Tellme more

Fig. 31 (Margins)

Step 2: Click the “Page Layout” tab, and click the “Margins” button in the Page Setup group. This
will display a list of options to be selected but you have to click the Custom Margins option available
at the bottom.

Normal

Tep: 1" Bottom: 1"
Left: 1" Right: 1"
Narrow

Top: 05 Bottorm: 0.5
Left: 0.5 Right: 0.3
Moderate

Top: 1" Bottom: 1"
Left: 075" Right 0.73"
Wide

Tep: 1" Bottom: 1"
Lef: 2" Right: 2"

Mirrored
m Top: 1" Bottorm: 1"
Inside:  1.23" Outside: 1"

Office 2003 Default
Top: 1" Bottorm: 1"
Left:  1.25" Right 1.25"

Custom Margins...

Fig. 32 (List of Margins)

You can also select any of the predefined margins from the list, but using custom margins option you
will have more control on all the settings.
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Page Setup ? X

Margins Paper Layout
Margins

Top: [ o Bottom: 1

Left: 1 o Right: 1

Gutter: iy o Gutter position: Left ~
Crientation

Portrait Landscape

Pages

Multiple pages: Maormal ~
Preview
Applyto: |Whole document |~
Set As Default Cancel

Fig. 33 (Custom Margin)
Header and Footer:

Let’s learn how to add header and footer in Microsoft ® Word. Headers and footers are parts of a
document that contain special information such as page numbers and the total number of pages, the
document title, company logo, any photo, etc. The header appears at the top of every page, and the
footer appears at the bottom of every page.

Add Header and Footer:

The following steps will help you understand how to add header and footer in a Microsoft ® Word
document.

Step 1: Click the “Insert tab”, and click either the “Header button” or the “Footer button” that
which needs to be added first. Assume you are going to add Header; when you click the “Header
button” it will display a list of built-in Headers from where you can choose any of the headers by
simply clicking on it.

Step 2: Once you select any of the headers, it will be applied to the document in editable mode and the
text in your document will appear dimmed, Header and Footer buttons appear on the Ribbon and
a Close Header and Footer button will also appear at the top-right corner.

Step 3: Finally, when you have done with type your information whatever you want to have in your
document header and once you are done, click Close Header and Footer to come out of the header
insertion mode. You will see the final result like this.
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Fig. 34 (Header & Footer)
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Practice Do:umend

Video provides a powerful way to help you prove your point. When you click Online Video,
: paste in the embed code for the video you want to add. You can also type a keyword to search
- online for the video that best fits your document.

To make your d look pr Ily produced, Word provides header, footer, cover page,
= and text box designs that complement each other. For example, you can add a matching cover page,
- header, and sidebar. Click Insert and then choose the elements you want from the different
galleries.

Themes and styles also help keep your decument coordinated. When you click Design and choose a
new Theme, the pictures, charts

SmartArt graphics change to match your new theme. When you apply styles, your headings change
to match the new theme.

Save time in Word with new buttons that show up where you need them. To change the way a
. picture fits in your document, click it and a button for layout options appears next to it. When you
5 work on a table, click where you want to add a row or a column, and then click the plus sign.

) Reading is easier, too, in the new Reading view. You can collapse parts of the document and focus
Fagelof2 253words [ Egl

+ 120%

Fig. 35 (Close Header & Footer)
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File (OO nsert  Diaw  Design  layout  References  Mailings  Review  View Help @ Tell mewhat you want to do
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pﬂfte e By I U~ abk x, X° w . A~ TNormal | TNoSpac... Heading1 Heading2 Heading3 Title Subtitle |+ s Select -
Clipboard 51 Font 1 Styles 5l Editing ~
. 1.‘.E.‘..1.‘..2.‘..].|..4.|..§.|..;..é..7..
Practice Document
Video provides a powerful way to help you prove your point. When you click Online Video, you can
paste in the embed code for the video you want to add. You can also type a keyword to search
online for the video that best fits your document.
To make your d t look prof lly produced, Word provides header, footer, cover page,
and text box designs that complement each other. For example, you can add a matching cover page,
header, and sidebar. Click Insert and then choose the elements you want from the different
galleries.
Themes and styles also help keep your document coordinated. When you click Design and choose a
new Theme, the pictures, charts
SmartArt graphics change to match your new theme. When you apply styles, your headings change
to match the new theme.
Save time in Word with new buttons that show up where you need them. To change the way a
picture fits in your document, click it and a button for layout options appears next to it. When you
work on a table, click where you want to add a row or a column, and then click the plus sign.
Reading is easier, too, in the new Reading view. You can collapse parts of the document and focus
Pagelof2 253words [ gl B -——F——+ 120%

Fig. 36 (Document Header)

All the steps are same to add footer. Try it yourself.
Add Page Numbers:

Let’s learn how to add page numbers in Microsoft ® Word. Microsoft ® Word automatically assigns
page numbers on the pages of your document. Typically, page numbers are printed either in header or
footer but you have the option that can display the page number in the left or right margins at the top
or the bottom of a page.

Following are the simple steps to add page numbers in a Word document.

Step 1: Click the “Insert tab”, and click the “Page Number” button available in the header and footer
section. This will display a list of options to display the page number at the top, bottom, current position
etc.

9 . 7 . = @ — B 7 .
B Cover Page &) Shapes Tl SmartArt % Get Adckins W & Link il [7] Header TC Equation
[] Blank Page w2 Icons 1/l Chart Wikind | Bookmark ‘ L [2] Footer ) Symbol ~

. . Wikipedia omment
#=1Page Break Slast e [ Cross-reference [7) Page Number -
g g

Pages Tables lllustrations Add-ins Media Links Comments Header & Footer

Table Pictures
- N 4 Screenshot -

Symbals ~
L B B s 2 s 3 e 41| add Page Numbers A
Number the pages in your

document.

You can choose from a variety of
. pre-defined looks or select your
Practice Document own format.
@ Tellme more
Video provides a powerful way to help you prove your point. When you click Online Video, you can
paste in the embed code for the video you want to add. You can also type a keyword to search
online for the video that best fits your document.

To make your d look professionally produced, Word provides header, footer, cover page,

and text box designs that complement each other. For example, you can add a matching cover page,
header, and sidebar. Click Insert and then choose the elements you want from the different
galleries.

Themes and styles also help keep your document coordinated. When you click Design and choose a
new Theme, the pictures, charts

SmartArt graphics change to match your new theme. When you apply styles, your headings change
to match the new theme.

Save time in Word with new buttons that show up where you need them. To change the way a
picture fits in your document, click it and a button for layout options appears next to it. When you
work on a table, click where you want to add a row or a column, and then click the plus sign.

Reading is easier, too, in the new Reading view. You can collapse parts of the document and focus
Pageiof2 253words [ [E3) B -———8——+ 1202

Fig. 37 (Page Number)
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Step 2: When you move your mouse pointer over the available options, it displays further styles of page
numbers to be displayed. For example, when | take the mouse pointer at the “Bottom of Page” option
it displays the following list of styles.

Q@ Tell me what you want to do

N . o . = @ — . L. .
B Cover Page El 2 Shapes T Smartrt 5 Get Adekins W & Link ‘V_| [ Header A=l - & 1T Equation
[ Blank Page E 8 Icons 1/l Chart i |> Bookmark [ Footer ~ S4B Q Symbol -
. Table | Pictures 3 My Add-ins + Wikipedia Comment ot
¥ Page Break . . i Screenshot~ | ¥ L] Cross-reference fox - -~
Pages Tables Illustrations Add-ins Wedia Links Comments | [® Top of Page ot Symbols ~
& “"““E """" Lol Simple 3] Bottom of Page ) [
Plain Number 1 E)  Page Margins »
[/l Current Position 3
By Format Page Numbers..
Practice Document [B Remove Page Numbers
Plain Number 2
Video provides a pow : Online Video, you can
paste in the embed ¢ e a keyword to search
online for the video th
To make your docum Flain Number 3 der, footer, cover page,
and text box designs t a matching cover page,
header, and sidebar. t from the different
galleries.
Themes and styles als pagex ck Design and choose a
new Theme, the pictu; Accent Bar 1
SmartArt graphics ch . your headings change
to match the new thex UL
Save time in Word v =, To change the way a
picture fits in your dc [ More Page Numbers from Office.com ’ rs next to it. When you
work on a table, click «ck the plus sign.
Reading is easier, too, in the new Reading view. You can collapse parts of the document and focus
Pagelof2 253words [[2 B B ———F——+ 120%

Fig. 38 (Setting Page Number)

Step 3: Finally, select any one of the page number styles. Here “Accent Bar 1” style is selected by
clicking over it. You will be directed to the Page Footer modification mode. Click the “Close Header
and Footer” button to come out of the Footer Edit mode.

You can format your page numbers using the “Format Page Numbers” option available under the
listed options.

Insert Page Breaks:

The following steps will help you insert page breaks in a Word document.

@ Tell me what you want to do 9 Share

References  Mailngs  Review  View  Help

y . 3 . m T — . . . .
B Cover Page D %) Shapes T SmartArt O Get Addeins W & Link il [ Header E - [ TT Equation
[ Blank Page, & cons 1 Chart |» Bookmark L [ Footer 4B © symbol +
= Table | Pictures My Add-in - Wikipedia Comment Tet
1= Page Bifak . ; o Scresnshot~ | 0P MY [ Cross-reference [ PageMumber v | poy - 2=+ 7]~

Pages Tables lllustrations Add-ins Media Links Comments Header & Footer Text Symbols ~
Insert a Page Break (Ctrl+Return) " 1 O A il S A A e A e e e B e i

End the current page here and
move to the next page.

@ Tell me more

Fig. 39 (Page Break)

Step 1: Bring your insertion point immediately before the text that has to appear on a new page.

Step 2: Click the “Insert tab”, and click the “Page Break” button available in the Pages group, you
can also use the Ctrl + Enter keys to create a page break at the pointed location.

Add Cover Pages:

Let’s discuss Almost all the good documents and books have an attractive first page that includes the
document title, its subject, author and publisher name etc. This first page is the “Cover Page” and
Microsoft ® Word provides an easy way to add a cover page.

Following are the simple steps to add a cover page in a Word document.
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Step 1: Click the “Insert tab”, and click the “Cover Page” button available in the Pages group. This
will display a list of “Built-in Cover Pages” as shown below.

Leyout  References  Mailings  Review View Help @ Tell mewhat you want to do

T Get Addins W &, Link -I-:] [ Header - E - [¥ - | T Equation ~
. > Bookmark . . [ Footer ~ = G B © symbol -
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4 My Add-ins " [ Cross-reference [#] Page Number~ | go . A=~ [~
Add-ins Media Links Comments | Header & Footer Text Symbols ~
------- 2 3 + 5 . . . § . A 7
Austin Banded Facet ft
powerful way to help you prove your point. When you click Online Video, you can
e d code for the video you want to add. You can also type a keyword to search online for
t fits your document.
sument look professionally produced, Word provides header, footer, cover page, and text
= complement each other. For example. you can add a matching cover page. header, and
E ert and then choose the elements you want from the different galleries.
ligree Grid Integral =
[ More Cover Pages from Office.com 3
[ Remove Current Cover Page
Page 1of3  238words [[7 Ed B —-——8——+ 120%

Fig. 40 (Cover Page)

Step 2: Choose a cover page from the options available in the gallery. The selected cover page will be
added as the first page of your document which can later be modified according to the requirements. If
you want to place the cover page elsewhere except the first page, right-click the cover page in the
gallery and select the location you want from the menu that appears.

[OFN Draw  Design  Llayout  References  Mailngs  Review  View Help & Tell mewhat youwanttodo
sy = ) = = v - ~ v

B Cover Page El [ Shapes T SmartArt B Get Adek-ins W B, Link +j [7] Header - 70 Equation
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o Table | Pictures 3 Viy Add-ins ~ Wikipedia Comment Text
= Page Break = o L & Screenshot = | P VY [ Cross-reference [] Page Mumber = | oy [
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©
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Fig. 41 (Cover Page)
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Working with Tables:

A table is made up of rows and columns. The intersection of a row and column is called a cell. Tables
are often used to organize and present information, but they have a variety of other uses as well. You
can use tables to align numbers in columns, and then sort and perform calculations on them.

Tables are used to organize data that is too detailed or complicated to be described adequately in the
text, allowing the reader to quickly see the results. They can be used to highlight trends or patterns in
the data and to make a manuscript more readable by removing numeric data from the text.

Create a Table:
The following steps will help you understand how to create a table in a Word document.

Step 1: Click the “Insert tab” followed by the “Table” button. This will display a simple grid as
shown below. When you move your mouse over the grid cells, it makes a table in the table that appears
in the document. You can make your table having the desired number of rows and columns.

S share

Design  Layout  References  Mailings  Review  View  Help Q@ Tell mewhat youwantto do

9 v [r) - e =1 — > i o B = <
B Cover Page D 3 Shapes T SmartArt B Get Adetins W & Link il [ Header B - [ 7T Equation
[l Blank Page % Icons 11 Chart X |» Bookmark v [21 Footer ~ 4 - B €2 Symbol -
o Table | | Pictures 3 My Adel-ins ~ Wikipedia Comment Text
"= Page Break . . & Screenshot ~ | TP Y [J3 Crass-reference [#] Page Number ~ | poy O~
Pages 3x3 Table ns Add-ins Media Links Comments Header & Footer Text symbols ~
L 1‘-‘\‘-‘a“-\“-l-‘-\-"2‘-‘|‘-‘1‘-‘\“-4“-\-‘-5-"l‘-‘i‘-‘ﬁ‘-‘T“-

n vour document, click it and a button for layout options appears next to it. When you work on 2 table
click where you want to add a row or 2 column, and then click the plus sign.

Reading is easier, too, in the new Reading view. You can collapse parts of the document and focus on the
text you want. If you need to stop reading before you reach the end, Word remembers where you left off -

DDDDDDDDD even on another device.

[

[

]
I
I o
i
]

Insert Table.

 Draw Table

M Ff Excel Spreadsheet
BB Quick Tables »

Page3of4 246words [ B B -— 8+~ + 8%

Fig. 42 (Insert Table)

Step 2: This is an optional step that can be worked out if you want to have a fancy table. Click
the “Table Styles button” to display a gallery of table styles. When you move your mouse over any
of the styles, it shows real time preview of your actual table.
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in your document, click it and a button for Layout options appears next to it When you work on a table,
click where you want to add a row or a colurmn, and then click the phus sign.

L Teoa

Reading is easier, too, in the new Reading view. You can collapse parts of the document and focus on tae
text vou want If you need to stop reading before you reach the end. Word remembers where you left off -

~
- even on another device.
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Fig. 43 (Table Design)

Rows & Columns in Table:

Add a Row:
Following are the simple steps to add rows in a table of a word document.

Step 1: Select table, then right click on table, it will give option to insert, then further five sub-options
will appear. As shown below:

File Home  Insert  Draw  Design [MIEVNEN References  Mailings Help  TableDesign  Layout @ Tell mewhatyou want to do 2 Share

E D‘b IE % = Breaks -
o [ Line Numbers -
Margins Orientation Size Columns
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Pane
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in your document, click it and a button for layout options appears next to it When you work on 2 tabls,
click where you want to add a row or  column, and then click the plus sign.

Reading i easier, oo, in the new Reading view. You can collapse parts of the document and focus on the
text you want, I yoU need 10 Stop wmndine hafawn s vansh tha s TWned voms s s ons Left OFf -
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N even on another device. Arial <175 | A AT & . .
: &8 B B
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By Copy
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4 Insert ¥ & Insert Columns to the Left
[R DeleteTeble T3 Insert Columns to the Right
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B Distribute Columns Evenly i Insert Rows Below
Border Styles b B Insert Cells
> AutoFit »
: |I4 Text Direction...
7] Insert Caption...
- [Fy Table Properties.
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- +] New Comment
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Fig. 44 (Insert Row in Table)

Delete a Row:

The following steps will help you delete rows from a table of a Word document.
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Step 1: Click a row which you want to delete from the table and then click the “Layout” tab; it will
show the following screen.

Insert  Draw  Design /layout  References  Milings  Review  View  Help  TableDesign [NESCESN O Tell me what you want to do £ Share
- 4 {3 - > = [
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L ¢ Delete Columns DOl PB e 3 B S a6 ST

E}
x
23X Delete Rows
BR Delete Table
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Step 2: Click the “Layout” tab,

delete the selected row.

in your document, click it and a button for layout options appears next to it. When you work on 2 table,
click where you want to add a row or a colum, and then click the plus sign

Reading is easier, too, in the new Reading view. You can collapse parts of the document and focus on the
text you want. If you need to stop reading before you reach the end, Word remembers where you left off -
ven on another device.

[E3) B —-——t 81%

Fig. 45 (Delete Row or Column from Table)

and then click the Delete Rows option under the Delete Table Button to

Same as you can do for column insertion and deletion. Try it yourself.

Split a Table:

Following are the simple steps to split a table into two tables in a Word document.

Step 1: Bring your mouse pointer position anywhere in the row that should appear as the first row of

the new table.
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Fig. 46 (Microsoft ® Word Interface)

After splitting the table into two tables, you can further divide it into two parts and you can continue
dividing the Word tables as long as a table has more than one row.

Q  Tell me what you want to do

AP Find ~

cEemE Y

M
=7 " -
5 meentoms -] &° 5 pax A4

B I U v abke x, X W . A~ E; == = O i TNormal [ MoSpacing Heading1 Heading2 Heading 3 Title Subtitle |+ b, G

nasbcene | aagbcene A2BhCc AaBb asssce AQB rasscec 28, Replace
- | %

Paste
. ¥ Format Painter

Clipboard ] Font [N Paragraph Fl Styles [ Editing ~
N R RN R RN R TN R SR R RIS RIRE R S

in your doewment, click it and a button for layout options appeare next to it When you work on a table.

click where you want o add a zow or a column, and then click the plus sign.

Reading is easier, toe, in the new Reading view. You can collapse parts of the document and focus on the
text you want, If you need to stop reading before you reach the end, Word rememabers where you left off -
«even on another device.
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Fig. 47 (Splitting Table)
Borders:
Let’s learn how to apply table borders and shades in Microsoft ® Word. Microsoft ® Word allows you
to place a border on any or all of the four sides of a table very similar to text, paragraphs, and pages.
You can also add shades to table rows and columns. This chapter will teach you how to add borders
(left, right, top or bottom) around a table and how to add different shades to various rows and columns
of the table.

Add Borders to Table:
The following steps will help you add borders in a table cell available in Word document.

Step 1: Select the table to which you want to add border. To select a table, click over the table anywhere
which will make the Cross icon visible at the top-left corner of the table. Click this cross icon to select
the table.

Step 2: Click the “Border” button to display a list of options to put a border around the selected table.
You can select any of the option available by simply clicking over it.
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Practice Document

‘Themes and styles also help keep your document cocrdinated. When you click Design and choose a new
Theme, the pictures, charts

SmartArt graphics change to match your new theme, When you apply styles, your headings change to
match the new theme.

Save time in Word with new buttons that show up where you need them To change the way 2 picture fits
in your document, click it and a button for layout options appears next to it. When you work cn 2 table,
click where you want to add a zow or & column, and then click the plus sign.

Reading is easier, too, in the new Reading view. You can collapse parts of the document and focus on the
text you want. If you need to stop reading before you reach the end, Word remembers where you left off -
even on another device.
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Fig. 48 (Add Border to Table)

You can insert Smart Art Graphics in your document to effectively communicate your message. You
can insert a process flow, a relationship or an organization hierarchy.

The steps to insert smart art graphics are given below:

o Place the cursor in the document where you want to insert graphics

e Select the “Insert” tab

e In lllustrations group select the “Smart Art” command

2 share

(BT Dew  Design  Laygut
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Insert a SmartArt Graphic

Insert & SmartArt graphic to visually
communicate information.

SmartArt graphics range from
graphical lists and process diagrams
to more complex graphics, such as
Venn diagrams and organization
charts.

@ Tellme more

Fig. 49 (Insert Smart Art)

By clicking Smart Art dialogue box will appears with list of categories.
In the center you will see the illustrations available in a category.

Select the desired illustration and click “OK?”.
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Choose a SmartArt Graphic
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Fig. 50 (Choose a SmartArt)

After selecting a specific item, SmartArt graphics would be inserted in the document. After that, you
can edit text according to your need.

You can add multiple graphics from the list of all graphics.
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shapes.

Learn more about SmartArt graphics
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Fig. 51 (Basic Block List)

Word also allows you to add text in Smart Art Graphics; you can add facts, figures and any other
information. The steps to add smart art graphics are given here:

Select the graphic

e Task pane appears on the left side if it is not visible then click the arrow on left side of graphic
e Type the text in task pane fields it will appear in the graphic
e You can also directly type the text in the graphic in text area
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o Close the task pane after entering the text and click outside the graphic
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Fig. 52 (Adding Text to SmartArt)
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Insert Picture in Document:

Pictures make our text more attractive and readable. You can insert relevant pictures in your text by
following these steps:

Place the cursor where you want to insert the picture.
Select the Insert tab on Ribbon.
In llustrations group click the Picture button.
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Fig. 53 (Adding Picture)

It displays “Insert Picture” dialog box.
Select the desired image.
Click Insert to insert the picture.
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Fig. 54 (Insert a Image)

Format Picture:

You can change the appearance of your picture or clip art to enhance its visual impact. The format tab
offers you various options for formatting pictures like contrast, changing color, line style, cropping,
etc. The steps to format picture or clip art are given below:

e Select the picture or clip art that you want to format

e “Format” tab appears in the Ribbon

o Click the “Format” tab

e It displays four groups of related commands to modify or format picture

File  Home Inset Draw Design  layout  References  Mailings  Review View Help [EECTUSSUUSSN O Tell me what you wantto do 9 Share

E; [&] Color ~ B R — LZ picture Border ~ ‘:‘ E]posmon ~ @# 3 Dl;ﬂ'_
= 23] Atistic Effects ~ et || || ol ol s || O Picture Effects =l | = Wrap Text ~ Efs SelectionPane  “hv | =

Remove  Corrections ,_, 7~ == T— ¢ SRS Alt = Crop =2[3.06"

Background = Text |2 Align ~ i v
Adjust Picture Styles 5/ Accessibility Arrange Size 5] A
& T R W S W Tl ———
@
=

: - &
: =
Page 10f 1 Owords [2 E B -—F—+ 100%

Fig. 55 (Format a Picture)
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After formatting a picture.

[N et Draw  Design  layout  References  Mailings  Review  View  Help Q) Tellmewhatyouwantto do Q, Share
et : Ty £ Find -
N - v | A "
B (Calibii (Body) E A nil| Aa i AaBbCcDc | AaBbCee AaBbC( AaBbCel A QB assbcer aasbeen: . Riince
Y wac
Paste - : Ww. A q -
- & Format Painter B I U abe X, X A et TNormal | TNoSpac.. Heading1 Heading2 Title Subtitle Subtle Em... < [} Select ~
Clipboard & Font 5 [F] Styles 5 Editing =
5 lla ‘‘‘‘‘‘‘ 1o 2. F ST 4y 5 —is i) —sie—t 6 ¢ .+ AN
] =
Pagetof1  Owords [ BIE B -—a——+ 100%

Fig. 56 (Formatted Picture)
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Task 01: Formatting Text and Pages [30 minutes / 20 marks]

1. Open a new document and type the following memo.

To: Your name

From: Robert Grauer and Maryann Barber

Subject: Microsoft® Word 2016

Date: Dec 29, 2020

This is just a short note to help you get acquainted with the insertion and replacement
modes in Word for Windows. When the editing to be done results in more characters than
currently exist, you want to be in the insertion mode when making the change.

On the other hand, when the editing to be done contains the same or fewer characters, the
replacement mode is best. And when replacing characters, it is most efficient to use the
mouse to select the characters to be deleted and then just type the new characters; the
selected characters are automatically deleted and the new characters typed take them
place.

2. Make the following changes to the text:

e Select the text “Your name” and replace it with your name.

e Replace “May 31, 1999” with the current date.

e Insert the phrase “one or” in the second line so that the text reads ... “one or more characters
than currently exist.”

e Delete the word “And” from the fourth sentence in the fifth line, then change the

o “w”in “when” to a capital letter to begin the sentence.

e Change the phrase “most efficient to best.”

e Justify the paragraph.

e Change the typeface of the entire document to 12, point Arial.

3. Create a cover page that precedes the document. Set the title: “My Memo”.
4. Save the document as: “Rollno_Memo.docx™ on desktop.
Task 02: Create Table [30 minutes / 20 marks]

Open a new document and create the following tables:

Title of Subject Subject Code Status of Subject Credit Hours
Intro to ICT GE-161 In Progress 3
Calculus MA-151 In Progress 3
Writing Workshops GE-62 Complete 3
Statistics MA-64 Complete 3

Add the borders and shading as shown.

Insert 1 row in between “Calculus” and “Writing Workshops”.

Discrete MA-67 In Progress 3
Mathematics

Save the document as: “Rollo_Tables.docx” on desktop.

Task 03: Insert Image [10 minutes / 10 marks]

Insert an image into the shape. Take and draw a shape from the Illustration menu, and then add a picture
inside a shape.
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You can take any image for this task.
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Post-Lab Activities:

Quick Styles:

Let’s discuss how to apply quick styles in Microsoft ® Word. Microsoft ® Word provides a gallery of
Quick Styles that you can apply to headings, titles, text, and lists. Quick styles come with canned
formatting choices, such as font, boldface, and color which we will understand in this chapter.

Apply Quick Styles:
The following steps will help you understand how to apply quick styles to a selected portion of text.

Step 1: Select a portion of text to which you want to apply some style. Using style, you can change the
selected portion of text as a heading or subheading or title of the document. You can try using different
styles on your text based on your requirement.

Step 2: Click the Home tab and then move your mouse pointer over the available styles in the Style
Gallery. You will see that the selected portion of text will change its style based on the selected style.
You can display more available styles by clicking the More Style button.

o X Cut
BB Copy
Paste
* Format Painter
Clipboard 5} Font = Faragraph = Styles & Editing ~
1w-|“‘§w‘\---1 “““““ I R B T Hesding 1|+ + 1+ v+ 6 o g

P Find ~
2. Replace
[ Select

= 2L T aasbcene| assbeene AaBbCc AaBb tssbcen AQB assscer
B I U - akx, X° . .A- | =E== By | Do TNormal | Mo Spacing = Heading 1 Heading2  Heading 3 Title Subtitle |+

Practice Document

Video provides a powerful way to help you prove your point. When you
click Online Video, you can paste in the embed code for the video you
want to add. You can also type a keyword to search online for the video

] that best fits your document.

To make your document look professionally produced, Word provides header. footer, cover page, and text
box designs that complement each other. For example, you can add a matching cover page, header, and
sidebar. Click Insert and then choose the elements you want from the different galleries.

Page3of4 293words [[% [E3) B -——+ 131%

Fig. 47 (Quick Style)
Use Templates:

Microsoft ® Word template is a collection of styles which defines paragraph styles for regular text
paragraphs, a title, and different levels of headings. You can use any of the already existing templates
for your Word document or you can design a template which can be used for all your company
documents.

Using Existing Template:

We will now understand how to use an already existing template for your newly created word
document. A template is selected at the time when you create a new blank document.

Step 1: To start a new document, click the “File” tab and then click the “New” option; this will display
the Available Templates.
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New

Apothecary letter
Blank document

Search for online templates D|

Suggestedsearches:  Business Cards Flyers  Letters  Education  Resumesand Cover Letters  Holiday

[January

Aa 7'] NAME rean)
HERE .
Take a tour
Welcome to Word Single spaced (blank) Blue grey resume Snapshot calendar
Account
ST RAVE LAST NANE FIKST SANE LASI NANS

Feedback - .
Options Insert your first

Tablg of
Fig. 58 (Templates)

You can browse a list of available templates and finally select one of them for your document by
double-clicking over the template. And then use them.

Task 01: Formatting a CV [60 minutes / 40 marks]

Use given template, type CV for yourself.

Type your relevant data in given places like Your Name and so on.
Font size for main Heading 16.

Font size for sub-headings (like Objective) 14.

Font size for remaining should be 11.

Font type should be “Times New Roman”.

[Your Name] | [Curriculum Vitae]
[street Address, City, 5T Zip Code] | [Telephone] | [Email]

Objective
[To replace tip text with your own, just select a line of text and start typing. For best results when

selecting text to copy or replace, don’t include space to the right of the characters in your
salection.]

Skills & Abilities
[@n the Design tab of the ribbon, check out the Themes, Colors, and Fonts galleries to get a custom
look with just a click.]

Experience

[Job Title] — [Company Hame] [Dates from] — [ta]
[This is the place for a brief summary of your key responsibilities and mast

stellar accomplishments.]

[Job Title] — [Company Hame] [pates from] — [ta]
[This is the place for a brief summary of your key responsibilities and maost

stellar accomplishments.]

Education

[School Mame] — [Degres, Location] [Dates fram] — [ta]
[ou might want to include your GPA here and a brief summary of relevant
coursework, awards, and honors.]

Communication
[¥ou delivered that big presentation to rave reviews. Don’t be shy about it now! This is the place to
show how well you work and play with others.]

Leadership

[4re you president of your fraternity, head of the conda board, or a team lead for your favorite
charity? Yourre a natural leader—tell it like it i)
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Submissions:

e For Pre-Lab Activity:

o Perform Pre-Lab as mentioned above. Save respective document in folder

“RollNo_Pre-Lab_05”.

o Then zip whole folder (RolINo_Pre-Lab_05.zip), and email to your respective TA.
e Forlin-Lab:

o Perform mentioned tasks of In-Lab activity.

o Make a folder on Desktop by name “RollNo_In-Lab_05”.

o Then save each document in folder “RollNo In-Lab 05”.
e For Pre-Lab Activity:

o Perform Post-Lab as mentioned above.

o Save respective document in folder “RolINo_Post-Lab 05”.

o Then zip whole folder (RolINo_Pre-Lab_05.zip), and email to your respective TA.

Evaluations Metric:

o All the Lab tasks will be evaluated offline by TA’s.

o Division of In-Lab tasks: [50 marks]
o Task 01 (Formatting Text and Pages) [20 marks]
o Task 02 (Creating Table) [20 marks]
o Task 03 (Insert Image) [10 marks]
o Division of Pre-Lab tasks: [20 marks]
o Task 01 (Formatting Document) [20 marks]
e Division of Post-Lab tasks: [40 marks]
o Task 01 (Formatting CV) [40 marks]

References and Additional Material:

e Craig Zacker, Microsoft Official Academic Course, Microsoft Word 2016, Wiley Publisher,
2016. ISBN: 978-111-927299-1
https://drive.google.com/drive/u/1/folders/1VInh8WIKOIQvi_ig98 YCaP7Vvei-tQz

e Learn Microsoft ® Word:
https://support.microsoft.com/en-us/word

Lab Time and Activity Simulation Log:

e Slot-01-00:00 - 00:15: Settlement and attendance

e Slot—02-00:15-00:30: Discussion on topics, some nouns and context
e Slot—03-00:30 — 00:45: Demonstration on screen (Microsoft ® Word)
e Slot— 04 —00:45 - 01:00: Demonstration on screen (Microsoft ® Word)
e Slot—05-01:00 - 01:15: Demonstration on screen (Microsoft ® Word)
e Slot-06—01:15-01:30: Demonstration on screen (Microsoft ® Word)
e Slot—07—01:30 — 01:45: Give Tasks and discussion on each task

e Slot- 08— 01:45 - 02:00: Activity time slot (Task 01: Formatting Text and Pages)
e Slot—09-02:00 — 02:15: Activity time slot (Task 02: Creating Table)

e Slot—10-02:15-02:30: Elaborate Post-Lab

e Slot—11-02:30 — 02:45: Evaluate In-Lab

e Slot—12-02:45-03:00: Evaluation and Next Instructions
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