NOTES

Introduction

The Microsoft Word brings new revolution in documentation. Windows platform of Word was released in 1989. Since 1989,
many versions of Word has been launched by Microsoft, such as Word 95, Word 97, Word 2000, Word 2002, Word 2003,
Word 2007, Word 2010, Word 2013 and word 2016.

Microsoft Word is a popular word processing software that allows the user to create more accurate, concise and correct
documents. It's also useful to create brochures, memos, merging letters and newsletters. Microsoft Word enables you to create
documents using text formatting, graphic, chart and page formatting tools. Using Microsoft Word, you can add text, tables

and graphics more easily.

Word enables various features that allow creating different kinds of documents.

Important Elements in Word 2013

Element Description
Title bar: Displays the name of the active document and it is present at the top of the window.
Ruler: Word contains two types of ruler including horizontal and vertical. Ruler provide measurement of

ongoing page as well as quick access to margins, tabs and indents. It is present below the toolbar
and on the left side of the application window.

Scroll bars:

Allows viewing different areas of the active document. It is positioned along the right side and
bottom of the text area.

Status bar:

Displays various types of information about the active document, such as the current page number.
It is positioned across the bottom of the application window.

Minimize button

It is the first of three buttons located in the upper-right corner of a window. It reduces the window
to an icon on the taskbar.

Maximize/Restore

Allows changing the size of window.

Document close

Allows closing the document window.

Quick Access

The Quick Access toolbar provides one click access to commonly used commands and options. By
default, it is located on the left side of the Title bar and displays the Save, Undo and Redo
commands. You can change the location of the Quick Access Toolbar as well as customize it to
included command that you use frequently.
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Ribbon The Ribbon is displayed just below the title bar. It consists of a set of tasks specific tabs, each of
which has many groups of commands.

Dialog box The dialog box launcher is present at the bottom right corner of a group, clicking the dialog box

launcher launcher gives you access to additional commands via a dialog box.

Document A document window is also called document or text area. This is the area where we can type text,

window insert pictures, graphics, etc. or display the content of the document.

Cursor A blinking vertical line that indicates where text or object will be inserted.




Moving and Copying Text
When you copy a text, it generate a duplicate copy of original text while the original text is present at the original position but
when you move a text then the text disappears from the original position and appears at the new position. MS-Word allows

you to move or copy the text in the same document or in another document.

For moving the text:

% Select the text which you want to move.

% Select Home tab — Clipboard group — Cut option or press Ctrl + X key.

<+ Position the insertion point where you want to insert the text and then select Home tab — Clipboard group
— Paste option or press Ctrl + V key.

To copy a text:

% Select the text which you want to copy.

< Select Home tab — Clipboard group — Copy option or press Ctrl + C key.

<+ Position the insertion point where you want to insert the text and then select Home tab — Clipboard group
—> Paste option or press Ctrl +V key.

Deleting Text

Word enables you to remove a particular text or blocks of text from the document. To delete the text select the text that is to

be deleted and press Delete or Backspace key.

Formatting a Paragraph
MS-Word enables paragraph formatting that includes text alignment, setting margins and line spacing. While applying
formatting, it affects the entire paragraph even if a single word is selected or the insertion point is placed in the paragraph.
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To format a paragraph:

Select the paragraph/paragraphs to which the formatting has to be applied.

Select Page Layout — Paragraph group — Paragraph dialog box launcher to display the Paragraph
dialog box.

In the General section, set the alignment of the paragraph from the Alignment drop-down list.

In the Indentation section, set the left, right and special indents from Left, Right and Special drop-down list.

MS-Word also enables the following alternative methods to align the paragraph:

Click Align Left on Home tab in Paragraph Group for left aligning the text.
Click Align Center on Home tab in Paragraph Group for center aligning the text.
Click Align Right on Home tab in Paragraph Group for right aligning the text.

Click Align Justify on Home tab in Paragraph Group for justifying alignment of the text.
Set the spacing before and after the paragraph from the before and after drop- down list. The spacing between
each line can be set by selecting a value from the Line Spacing drop-down list.

Click OK to apply the formatting.

Apply Font and Font Size

How to apply font and font size:

7
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Select the text in the document whose font size is to be changed and click Home tab — Font group — Font
dialog box launcher to open the Font dialog box, as shown in the given figure.

To set the font, select the required font from the Font list.

To set the font style, select the required font style from the Font style list.

To set the font size, select the required) font size from the Size list.

To set the font color, select the required font color from the Font color drop-down list.

The preview of the text can be seen in the preview section.

Click OK to close the Font dialog box and apply the selected formatting to the selected text.
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Apply Font Color in Document

Words enables color palette that helps to use color in your document.

How to apply font color:

% Select the text you want to change.

% Click Home tab — Font group to open Font dialog box, as shown in the given figure:
% Select the required font color from the Font color drop - down list.

% The font color of the selected text will be changed.
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How to highlight the text with color:

% Select the text that you want to highlight.

< Click text highlight button on the Home tab and click the Text Highlight Color drop down arrow the
Highlight Color menu will appear.

% Choose the color you want then the selected text will be highlighted.

Apply Underline, Bold and Italic
To apply the underline for the selected text:
% Select the text that is to be appear as underline in the document.

% Select the required underline style from the Underline style drop-down list.

To set the underline color:
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% Select the required underline color from the Underline color drop-down list.

To apply a particular effect on the text:
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% Select the check box for the particular effect such as shadow from the Effects section.

MS-Word also enables the following alternative methods that can be used to apply bold, underline and italic:
% Click Bold to make the selected text bold.

% Click Underline to underline the selected text

s Click Italic to make the selected text italic. ,

Printing a Document
To print a document you need to perform the following steps:

®,

% Click File tab and select print option to open Print dialog box.

¢ In the Copies option, type the number of copies that is to be printed.

% Click OK.

e Under Printer option, make sure the printer you want is selected.

e If you want to change the setting of your printer click the setting you want to change and then select a

new setting.

% When you are finished, click Print.

Note: Ctrl + P can also be used to print the entire file.



Word Counting

MS-Word allows you to count number of pages, words, characters (without spacer characters (with space), paragraphs, and

lines in a document.

Word Count | ? &r

Statistics:

Pages A
Wards 3,297
Characters [no spaces) 15,161
Characters [with spaces) 15,426
Paragraphs 257
Lines 430

| Include textboxes, footnotes and endnotes

How to apply word count:

% Select Review tab —> Word Count to display the Word Count Dialog box.

The Word Count Dialog box displays all information including number of pages, words, character (without space), character

(with space), paragraphs and lines in a document.

Find and Replace Text
MS Word provides the facility to search or match specific text in the document. You can also replace the searched text with

other text. This facility is very useful because it minimizes the time and effort required for searching the text in the document.
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How to open the Find & Replace dialog box:

% Select the Home tab — Editing Group — Replace option to open the Find and Replace dialog box, as
shown in the above given figure.

+» Enter the word or text, which you want to search for in the Find what list box and click the Replace tab.

+» Enter the word that you want to replace in Replace with list box.



% Click Find Next for finding specified word. This will highlight the word in the whole document.
% Click Replace All for replacement of word in the whole document or click Replace to replace the current

highlighted word.

Inserting an Image Using Clipart
To make your document look attractive, you can insert images that corresponds with the text. To find and insert Image using

Clipart (Variety of Online sources) option, follow the steps listed below:

1. On the Insert tab, in the Illustrations group, click the Online Pictures button.
2. Under Insert Picture Dialog box, type the text in Bing Image Search Box.

3. Press the Enter key.

4. Click the image you want, or refine your search by repeating Steps 2 and 3.

5. Click on the Insert button.
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Inserting an Image from another file or folder
Follow the steps given below to insert an image from another file or folder:
1. Place the insertion point where you want the image to appear.
2. Select the Insert tab on the Ribbon, then click the Pictures command under Illustrations Group.
3. The Insert Picture dialog box will appear. Browse the picture in your computer.
4. Select an Image and then click on Insert button.

5. The image will appear in the document.
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Hyperlink and Bookmark

Hyperlink
A Huyperlink is colored and underlined text or a colored and underlined graphic that can be used to open any one of the
following items:

% Afile.

®,

A location in a file.
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% A web page on the web.
By adding hyperlinks to text can provide access to websites and email addresses directly from your document.

For example, open the document, let document 'x' is the document that will contain the hyperlink and the document to which

you are linking is document y.

Steps to create Hyperlink:
1. Select the text you want to set as Hyperlink.
2. On the Insert tab, in the Links group, click the Hyperlink button.
3. The Insert Hyperlink dialog box will appear.
4. The selected text will appear in the Text to display: field at the top. You can change this text if you want.

5. In the Address: field, type the address of website or location of file you want to link to, then click OK.
6. The text will be set as a Hyperlink.



Bookmark

Bookmark works with hyperlinks to let you jump to a specific place in your document. To link to a location in the same

document, you must bookmark the hyperlink location and then add the link.

To create a Bookmark
1. Select the text or item to which you want to assign a bookmark.
2. On the Insert tab, in the Links group, click on Bookmark.
3. Under Bookmark name, type a name.
4. Bookmark names must begin with a letter and can contain numbers. You can't include spaces in a bookmark
name. However, you can use the underscore character to separate words —> for example, First Bookmark.

5. Click on Add.

BHS O- Document2 - Word H - x
FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW MathType Acrobat Sign in |an
B Cover Page~ % . ’ B Hyperlink i E A= [ signature Line - | 7T Equation -
O lee ® En‘@ = L7 # 4
[ Blank Page = ! |> Bookmark - @Date&'ﬁme L) Symbol -
o) Table | Pictures Online Shapes SmartArt Chart Screenshot | Appsfor | Online Comment | Header Footer Page Text  Quick WordArt Drop X
*— Page Break o Pictures - - Office~ | Video Eijss—rEfErEn(e - - MNumber~ | Box~ Parts+ - Cap~ [ Object ~
Pages Tables Tllustrations Apps Media Links Comments Header & Footer Text Symbols -~
L L-H.‘--g--‘.“-1--‘.-‘-1‘--.-”3‘--\--‘4”-\---s-w.‘--5--‘.“-7--‘.-‘-s‘--.-wa‘--\-(_\‘-‘mw-\-
Bookmark
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. 3. Under Bookmark name, type a name.
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Using Tabs

The tab selector is above the vertical ruler on the left. Hover over the tab selector to see the name of the type of tab that is

active.

ap Target
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The tab options are:

¢ First Line Indent: Inserts the indent marker on the ruler, and indents the first line of text in a paragraph.
% Hanging Indent: Inserts the hanging indent marker, and indents all lines other than the first line.

< Left Tab: Moves text to the right as you type.

< Center Tab: Centers text according to the tab.

+ Right Tab: Moves text to the left as you type.

% Decimal Tab: Aligns decimal numbers using the decimal point.

<+ Bar Tab: Draws a vertical line in the document.

Introducing Mail Merge

The Mail merge-feature allows you to write to many different people with the same information which can be modified for
each individual. It also helps you to create personalized letters and other documents by combining data from two different
files. These two files are data source file, which stores the variable data to be added and a main document file, which contains
the same information for all the documents. Combining the contents of a data source with a main document is known as

merging.

To use Mail Merge option, follow the steps given below:
1. Open an existing Word document, or create a new one.
2. Click on the Mailings tab — click the Start Mail Merge command — Select Step by Step Mail Merge

Wizard from the drop-down menu.
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The Mail Merge pane appears and will guide you through the six main steps to complete a merge. The following example

demonstrates how to create a form letter and merge the letter with a recipient list.
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Step 1:
Choose the type of document you want to create. In our example, we'll select Letters. Then click on Next: Starting

document to move to step 2

Mail Merge o

Select document type

What type of document are
you waorking on?

. E-mail mssageﬁ
Envelaopes
Labels
Directory

Letters

Send letters to a group of
peaple. You can personalize
the letter that each person
receives.

Click Next to continue.

Step 1 of 6

- Next: Starting do(umgng

Step 2.

Select Use the current document, then click Next: Select recipients to move to Step 3.

Mail Merge s

Select starting document
How do you want to set up
your letters?
g' ® Use the current document !
" Start from a template
Y Start from existing document

Use the current document

Start from the document
shown here and use the Mail
Merge wizard to add
recipient information.

Step 2 of 6
- Pext: Select recimen‘tg
2t ty

€~ Previous: Select docu

Step 3:
Now you'll need an address list so that Word can automatically place each address into the document. The list can be in an

existing file, such as an Excel workbook, or you can type a new address list from within the Mail Merge Wizard.

1. From the Mail Merge task pane, select Use an existing list, then click Browse to select the file.
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Mail Merge - %
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Use arn existing list
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O Setect from Quitlook contads
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tise names and addresses
from a file or a database.

Step30f6
-3 Riext: Write your ether

& Previous: Starting documant

2. Locate your file and click on Open button.

» 4 i » Libraries » Documents : AdWorks

Organize » New foldes

i Paere 4
Last Name  First Name
Albertson Kathy
Brennan Michael
Davis Witliam
fForest Eliza
jones Dan
Post Melissa

e Libraries

WON e

“ oW B

M Computer
S DS

Blew Source.

File name: Address List v AllDataSources '

Tools

Description  Modified Created Type
S/82013 21111 PM &’9,&?132;31;11%1 TABLE

V! First row of data contains column headers
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4. In the Mail Merge Recipients dialog box, you can check or uncheck each box to control which recipients are

included in the merge. By default, all recipients will be selected. When you're done, click OK.
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5. From the Mail Merge task pane, click Next: Write your letter to move to Step 4.

Mail Merge -

Select recipients

@ Use an existing list
Select from Outlook contacts
Type a new list

Use an existing list

Currently, your recipients are
selected from:

[Sheet1S] in "Address List.dsx”

[T Select a different list...

| A5 |

[T Edit recipient list...

Step 3 of 6

~>» Mext: Wrlte your lettes
€~ Previous: Starting do‘;;Znent

Note: If you don't have an existing address list, you can click the Type a new list button and click Create. You can then
create your address list.

Step 4:

Now you're ready to write your letter. When it's printed, each copy of the letter will be the same, only the recipient data (such
as the name and address) will be different. You'll need to add placeholders for the recipient data so that Mail Merge knows

exactly where to add the data.
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L Mail Merge ol

Wrrite your letter
If you have not already done
so, write your letter naow.,

To add recipient information
to your letter, click a location
in the document, and than

click one of the items below,

Address block..

F] Greeting line...
=5 Electronic postage...
0 mMore items...

Wihen yvou have finished
weriting your letter, click MNext.
Then you can preview and
persanalize each recipient’s
tetter.

Step 4 of 6

- MNext: Preview your letters

€ Previous: Select recipients

To insert recipient data:
1. Place the insertion point in the document where you want the information to appear.
2. Choose one of the four placeholder options: Address block, Greeting line, Electronic postage, or More
items.
3. Depending on your selection, a dialog box may appear with various options. Select the desired options and click

OK. Suppose we selected Address, block it will appear as:

Specily addisss elements Preview §
{?j insert secipient’s name in ihis format: Hereisa gf__e_zgiew from your recipient tist:
‘ ' b

;Joshua

Joshua Randall 3z
loshua G Randal I,
;Mr, Jozh Randalt b,

s, ¥athy albertion
104 Lakevisw Cir
Pearhtres Oy, GA

the spuniny

Comvert Protiems

i #erms in your address block are missing or aut of ordsr, use
Mateh Fislds to identify the corred address slements from
gour maiting fist.

éUzzi?ed ,téies

Format addeess atcording to the destination country/region

Lééuﬁ ‘Fiel“dg;(. '

Cancel

4. A placeholder will appear in your document (for example, «<Address Block»).
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" wAddressBlocks

Birthday Massages and Birthday Wishes. Celebrate your birthday foday. Celebrate
being Happy every day. May vour birthday and every day be filled with the warmith of
susshine, the happiness of smiles, the sounds of laugliter. the f2eling of love and the tharing
of good cheer,

5. Repeat these steps each time you need to enter information from your data record. In our example, we'll add a

Stepdoif
F e bre
& P

Greeting line. A placeholder will appear in your document (for example, «Greeting Line»).

«AddressBlock»

«GreetingLine»

Birthday Messages and Birthday Wishes. Celebrate your birthday today Celebrate
bemng Happy averv day. May vour birthday and every day be filled with the warmth of
sunshine, the happiness of smules, the counds of laughter the feeling of love and the sharmg
of good cheer,

WORDS

6. When you're done, click Next: Preview your letters to move to Step 5.
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Maii Merge "X
Write gou ledter
«AddressBlockn
§ «GreetingLine»
% Birthday M s and Birthday Wishes Calebrate vour birthday twoday. Celebrate

being Happy every day May your birthday and every day be filled with the warmth of
sunstute, the happiness of smules. the sounds of faughter, the feeling of love and the sharng
of good gheer,

Stepdnif

Step 5:

Preview the letters to make sure that the information from .the recipient list appears correctly in the letter. You can use the

left and right scroll arrows to view each document.
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Master Jaiswal Aaditya N
E-26, Saraswati Garden,

New Delhi -

India

Dear Master Jaiswal,

Birthday Messages and Birthday Wishes. Celebrate your birthday today. Celebrate
bemg Happy every dav. May vour birthday and every day be fillad with the warmth of
sunshine, the happiness of smiles, the sounds of laughter, the feeling of love'and the shanng
of good gheer,

StepSef
¥ Mext: Tomy
& P

PAGE 1 OF 1 38 WORDS  [3*

Click Next: Complete the merge to move to step 6.
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Step 6:
1. Click Print to print the letters.

2. Click on Edit Individual letter to personalize. This will open a new document with your merged letters.

Master Jaiswal Aaditva
E-26, Saraswati Garden,
New Dethi -

India

Dear Master Jaiswal,

Wishes. Celebrate vour birthday today. €
cand avery d

Stap 6ot i

&
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