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Introduction

Features and capabilities of word processing
WYSIWYG editing

Storing documents for later use
Erasing and inserting text
Searching and replacing words
Moving or copying text
Wrapping lines and

Justifying text

Checking and correcting spelling
Reviewing style and grammar
Creating tables

11. Inserting and editing graphics
12. Tracking changes
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Opening a Word Document

Blank document
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The Word Interface

Quick Access
Toolbar Ribbon Display Options
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Save a Document
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Print a document & know the settings

Document preview kil
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Applying Fonts
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Changing Text Appearances

Text Highlight Color
and Text Highlight

Color Arrow

Change Case

Text Effects
and

Clear

Formatting

Typography
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Creating lists

Bullets Bullets arrow
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Inserting a Table

® To quickly insert a basic table, click Insert > Table and
move the cursor over the grid until you highlight the
number of columns and rows you want.
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Modifying Table

® Click and the table appears in the document.

@ If you need to make adjustments, you can add
table rows and columns, delete table rows and
columns, or merge table cells into one cell.
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Drawing Shapes

Click the Insert tab.
Click Shapes in lllustrations.
Click (Rectangle) in Rectangles.
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Inserting Pictures

« Select the Insert tab on the Ribbon, then click the Pictures command
« The Insert Picture dialog box will appear. Select the desired image file, then
click Insert.
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Formatting Pictures

Picture Tools contextual tab
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Inserting Text Boxes
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Insert a Header or Footer and Page number

« Select the Insert tab, then click the Header or Footer or Page number
command.

« In the menu that appears, select the desired preset header or footer or Page
number.
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