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(Indtroduction)

bullets Number Style

Word Word

heading

Word Word 2007 type

faces point size, style (Bold), italic

Normal Subscript

Superscript Paragraph alignment, Spacing identation

(Objectives)

•

•

• Paragraph

•

• Bulleted Numbered
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(Working with Text)

Word 2007 Menu flow, tips

word 2007

Word tips

word 2007

(Typing text)

Cursor

Type writer ENTER

Word

ENTER

(Inserting Text)

Cursor

Short-cut

Home

End

CTRL + HOME

CTRL + END
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Space Bar and Tabs

Space Bar

Space Bar “Spacing

across a line” Space Bar Word

Space Bar column

Tab

(Paragraph Markers ¶

returns, spaces Tabs

(Marks) Standrad tool Bar

Show /Hide

Selecting (Highlighting) Text

Highlight

highlight

Shift

Short-cut

Shift

Edit  select All

CTRL + A
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(Deleting Text

Backspace Delete

Back space cursor Delete

Highlight Delete

(Replacing text)

Word

Delete

(Click and Type)

Cursor

table,

chart graphics click and

type

(Formatting Text)

Formatting tool-bar

Tool-Bar Home tab

Home tab Font
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• Font face - Font type face

Font Times New Roman Arial Font

Font

Font Font

Font

• Font size

Font size pointer inch

Font size Font Font

Font

Tool-Bar

Font

• Font Style Font size

Font bold, italicize underline

• Alignment

justify

• Numbered and Bulleted List-
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• Increase / Decrease Indent- Indentation

• Outside Border-

• Highlight Color -

• Text Color-

Text Font Dialog Box

dialog Font dialog Home font

Font dialog Home  font

Font dialog box access
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Format Pointer

Clipboard Home tab Format painter

Heading Font

face, size style heading

Heading

Format painter

Cursor

Standard toolbar Format painter

Paintbrush

Highlight

Format painter

Format painter

ESC

(INTEXT QUESTIONS)

Short cut Cursor

HOME END CTRL + HOME CTRL+ END

Backspace

Ariel style

Font Points
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(Formating paragraphs)

Word 2007 Object

Enter

Cursor Home  Paragraph
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Ruler Formatting toolbar dialog

Word (short cut key)

(Centering, Right Alignment & Left Alignment)

Word

(Indenting text)

• Indent Ruler

(Line markers)

New line mark Shift + Enter

Indent

• Tab Indent
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Indent

• Indent

Indent

Ruler

Indent marker

Tab Stops

inch Tab-stop Tab

Home  Paragraphs

Tab

Tab Tab dialog

Tab dialog Tab stop Tab Inches

OK Tab Tab

stop

tab stop set Ruler

Cursor Ruler

tab stop
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Tab stop set

Tab Tab

Alignment Ruler click

tab Alignment

Tab

tab stops

tab stops

tab stops

 Decimal tab stops

Tab stops tab Tab stops

tab Ruler

tabs tab stop

Tab Dialog

tab stop

Default tab stops

tab stop tab dialog OK

(Line spacing)

Font

Home→ Paragraphs

dialog

Indents and spacing tab

dialog Line spacaing drop-down
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point point

point

dialog Line spacing

Word graphics, subscript

(Paragraph Spacing)

word

point (pt), inches (in), centimeters (cm) lines (li)



74

body Heading

 captions

style

Home→ Paragraph

dialog

Spacing Before

after drop-down

point

precise adjustments

Heading body

spacing

style

word

(Borders and Shading)

border shading

table Cell Frame

Border shading Border and shading

Home  Paragraph Border

Shading dialog Border Borders tab

Border Apply to Paragraph

OK Shade Border & Shading dialog Shading

tab Fill Shade Apply to Paragraph

drop-down OK
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ENTER

SHIFT+ENTER

ALT +ENTER

Tab stop

inches

inches

inches

point

Standard Columns
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Standard Format painter style

Heading Default style

Bulleted And Numbered List

Bulleted Numbered

Point

Creating a Bulleted and Numbered Lists

Bulleted Numbered word

Bulleted Numbered

Bulleted Numbered

ENTER Bullet

Number. Bullet Number

ENTER SHIFT

ENTER

Indent

Indent

Bullets

Bulleted Numbered

(Creating Nested Lists)

Numbered Bulleted

Indent
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items  highlight formatting toolbar

Numbered list

Bullet Numbered (Formatting

Bulleted and Numbered Lists)

Bullets and Numbering dialog Bullet Numbering

Bullets Numbers Bullet

Cursor

Tab Home→ Paragraph dialog

Access

Bullets Numbering

\ ò@ û ~ û A [ ôa û  Z û f òK û Style icon

Numbered Style Numbered tab

OK

(Copying Text  And Moving

(cutting) Text

copying Moving
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Copy Cut

Clipboard

Clipboard

Clipboard

Word Clipboard

Home  Clipboard Clipboard

Paste All

Clear Clipboard Clipboard

‘X’ icon

(Moving (cutting) Text )

Home  Clipboard standard

Cut CTRL + X

Clipboard

Cursor Home  Clipboard

Standard Paste CTRL + V

drag and drop
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(Copying Text )

Home  Clipboard Standard

Cut CTRL + X

Clipboard

Home  Clipboard Standard

Copy Clipboard CTRL+

C

(Spelling and grammar)

Word

tab F7

Spelling and grammer dialog
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Ignore Ignore All

Suggestions

Change

Change All Not in

Dictionary Change

Dictionary Add

Spelling and Grammar Check Grammar

Word
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Suggestions

Change

(Word Ignor

(PAGE FORMATTING

Page

setup Orientation

Page layout tab

Page Margins

Margin Ruler

Setup dialog

Cursor

Ruler

Ruler Gray
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Using Page set up dialog box Page setup

Page setup dialog

Page Layout Tab Page Setup

Margin Margin Dialog

Office 2003 Normal,

Narrow, Moderate, Wide, Mirrored

Customised Margin Preview Window

Headers Footer

Apply to list Drop Down

OK
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Tab Page Layout Orientation

Portrait Landscape Orientation

(Zoom in to the page)

Page Size and Orientation Orientation

Page Setup Dialog Orientation

Main Tab Page Layout  Size

Letter, Lagal A4 Size

More Paper Size

Drop-down
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Tab View Tab  Zoom Zoom Dialog

Zoom Dialog Zoom Many Page

OK

File  Page Setup Paper Size Tab

Orientation Landscape

Portrait

Droup down Apply to OK

Headers and Footer

Header

Title Footer

Headers Footers



85

Tab Insert  Header Footer

Header Footer

Header Header

4.22

Header Heading Standard

Font face, Size, Bold, Italics
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Footer

Customized

(Page Number)

Tab Insert  Page Numbers Dialog

Position Drop down Top of Page Buttom of page

OK
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Changing Start Value of Page Numbers in a Document or in a

Particular Section of a Document

Cursor

Cursor

Tab Insert Page Number Dialog

Dialog Format Dialog Box
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Dialog Start at

Start

Dialog OK

Dialog OK

Inserting a Page Break Break

Word

Break

ENTER

Insert

Break Break Dialog Break
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Dialog Break Page Break Page Break

OK

Page Break

CTRL + ENTER

Break (Deleting a Page Break)

Break Break

Normal View Break

Break DELETE

INTEXT QUESTIONS

Bullets Numbering Dialog

__________

Clipboard __________

Edit  Copy CTRL + C

Custom Dictionary

Synonyms



90

F7

(What you have Learnt)

Font Style

Word

(Terminal Questions)

Title Case

Symbol

Font face Font

Word Auto Correct

Word
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SHIFT

Edit  Select All CTRL+ A

SHIFT + ENTER

inch

Format  Bullets and Mumbering

View  Toolbars  Clipboard


