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Introduction

A word processor is a computer program that allows you to create, edit and produce text
documents, such as letters. The first version of Microsoft Word was released in 1983 as a competitor

to WordStar, the most popular word processor at the time.

What Microsoft Word means?

Microsoft Word or MS Word (often called Word). It is a graphical word processing program
that users can type with. Its purpose is to allow users to type and save documents. It is one of the many

applications that are grouped under the Microsoft Office umbrella.

What is Microsoft Office used for?

Microsoft Office is a suite of applications designed to help with productivity and completing

common tasks on a computer.

Microsoft Word for Windows release history

Year
released
1989 Word for Windows 1.0 1.0
1990 Word for Windows 1.1 1.1

1990 Word for Windows 1.1a | 1.1a

1991 Word for Windows 2.0 2.0 Included in Office 3.0

1993 Word for Windows 6.0 | 6.0 32-bit version for Windows NT only.
Included in Office 4.0, 4.2 and 4.3
Skipped 3, 4 and 5.

Name Version Comments

1995 Word for Windows 95 7.0 Included in Office 95
1997 Word 97 8.0 Included in Office 97
1998 Word 98 8.5 Included in Office 97
1999 Word 2000 9.0 Included in Office 2000
2001 Word 2002 10.0 Included in Office XP
2003 Microsoft Word 2003 11.0 Included in Office 2003
2006 Microsoft Word 2007 12.0 Included in Office 2007

Released to businesses on Nov 30, 2006.
Released to worldwide to consumers on Jan 30,

2007.
Extended support until Oct 10, 2017.
2010 Word 2010 14.0 Included in Office 2010
Skipped 13.0
2013 Word 2013 15.0 Included in Office 2013
2016 Word 2016 16.0 Included in Office 2016
2019 Word 2019 16.0 Included in Office 2019

And it’s had in different platforms like: Mac OS, MS-DOS, SCO Unix, etc.
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Exploring the Word 2016 Enviroment
Title Bar

Microsoft Office Word 2016 - Word |

Quick Access Toolbar

Paste

|

1 2 3 4 5

Clipboard

. Use it to open the saving file [Ctrl+O].
. Use it to save your active document [Ctrl+S].
. To be back off your error, use undo [Ctrl+Z].

. Redo/Repeat [Ctrl+Y].

g B~ W N

. Customize Quick Access Toolbar.

. Ribbon Display Options.

. Minimize.
. Restore Down (full screen size to small screen size) and
Maximize (small screen size to full screen size).

. Close (Close the whole word, not only document).

Design

Layout

¥ Format Painte v

New

v Open

Save

Email

Quick Print

Print Preview and Print
Spelling & Grammar
Undo

Redo

Draw Table
Touch/Mouse Mode
More Commands...

Show Below the Ribbon

Active Tab. By default, it will open with the Home Tab active on the ribbon. The active tab has a

different color.

w 6 90 -

Microsoft Office Word 2016 - Word (Product Activ...

Rl Insert Design Layout References Mailings Review View
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Contextual Tab. These tabs are displayed when certain objects, such as an images and text boxes,

are selected. They contain additional options for modifying the object.

IPAg-iUF‘ saowords (8 Engish (United States | ¥ B B|- 1 + 150%

7

6
1. Ruler Bar. You can see and set tap stops, move table border and line up object in the

document. Also, you can measure stuff. It have horizontal ruler and vertical ruler.
Insertion Point. It was showed to type.

Work Area.

Scroll Bar. To make work area up or down.

Zoom Tools.

View buttons.
Page Info & Word Count.
Tab Selector.

© N o g b~ 0D

Dialog Box Launcher

AWM Insert  Design Layout References  Maiings  Review  View ) Tell mewh tyou wantfo do. Signin ,QShare
X ot . S Prind ~
& Gt : === - . N
€52 0T dhaced aabucedd ABDC( AsBbCc /-\aB AzBbCcD AoBbCcDd AuBbCcDd AaBbCcDd AaBbCeDe AcBOCcDd — 4 Replce
— =3 lop 7| sac
) X A-W-A-===2 1= O 1 1No Spac.. n eading?  Tile  Subtitle Fm... Fmphasi E. S 0 .
S Format Painter BITU-&x.x A & === - 4= Normal  TNoSpac.. Heading1 Heading 2 ith Subfitle  SubtleEm.. Fmphasis IntenseE..  Strang ute - Iy Selct+
Cliphoard '.\ Font 1’ Paragraph u Styles R Ediing A
\ Y J
! |
Grou .
P Ribbon
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Info

Microsoft Office Word 2016

D:
Protect Document Properties -
Control what types of changes people can make to this document. Size 2.75MB
Protect
Document ~ Pages 5
Words 655
Total Editing Time 260 Minutes
% Inspect Document Title Add a title
ot Before publishing this file, be aware that it contains: TEs Add atag
CCiioly Document properties, author's name and cropped out image data
Issues - Comments Add comments
Footers
Custom XML dat
ustom e : Related Dates
Account Content that people with disabilities are unable to read
Last Modified Yesterday, 11:51 AM
Options Created 10/28/2021 2:44 PM
Manage Document 2
Check in, check out, and recover unsaved changes. st
Manage Today, 10:03 AM (autosave)
Document ~ § ’ Related People
Today, 9:53 AM (autosave)
§ Author
Today, 9:43 AM (autosave) User

Add an author
Last Modified By

User
Related Documents
- Open File Location

Show All Properties

Information

Protect Document Protect Document. When you are finishing a document

Control what types of changes people can make to this document.
Protect

R and send it to a person. Only that person can open this

& Mark as Final .
Ié‘ Let readers know the document is final dOCu ment by knOWI ng paSSWOrd .

and make it read-only

wre that it contains:
Encrypt with Password

) ‘s name and cropped out image data
} Password-protect this document
Restrict Editing

Control the types of changes others
can make

abilities are unable to read

D Restrict Access

@ Grant people access while removing » |nsaved changes.
their ability to edit, copy, or print.
Add a Digital Signature

M Ensure the integrity of the document
by adding an invisible digital signature

@ Inspect Document

Before publishing this file, be aware that it contains:

c::s:sf?r Document properties, author's name and cropped out image data InSPECt Document' Before pUinShing this file' you
e can check your issues to be correct.

E@ Inspect Document
Check the document for hidden properties es are unable to read

or personal information.

D Check Accessibility

® Check the document for content that people
with disabilities might find difficult to read.

EE Check Compatibility
Check for features not supported by earlier
versions of Word.

:d changes.

a Manage Document Manage Document. Check in/out and recover unsaved

Check in, check out, and recover unsaved changes.

Manage e ) H H H H
e Today, 10:14 AM (autosave) changes in your daily working file.

M Tadaw 1002 AR I~ tosave)

Recover Unsaved Documents
osave)

Browse recent unsaved files
osave)
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New

Search for online templates p

Suggested searches: Business Cards Flyers Lletters Education Resumes and Cover Letters Holiday

I S LAST NAE
. P
o . Insert your first =
Table of
Take a tour contents
Export
- -9 - ;
>=
Account Blank document Welcome to Word Single spaced (bla Blue grey resume Snapshot calendar Insert your first ta, Modern chronolo.
Options
s ast A
= 'l e
A g
2 NAME S o= 2
= °
5 : :
. - ~
Modern chronolo.. Polished resume, Polished cover let. Blue grey cover le.. Blue spheres resu... Blue spheres cove... Restaurant brochure
—_————— it
P =43

skl —— .
NEeW In this way, you can make a new document but this is not for a new page. If you have the

internet, you can search for online templates. [Ctrl+N]

Open
Open ~Ben

O Today When you want to open a

ﬂE II‘:icrosoft Office Word 2016 10/30/2021 933 AM

Sove @& oneoive Thie Week document, you have to know

Print @ This PC Courses Table

o 10/28/2021 244 PM
—  Documents

where did you save it (means

== Addaplace Older
= Tt otk wezonwe|OCation). [Ctrl+O]
Browse

[« 5 7/1/2021 3:27 AM
Documents

Account

Options

Save & Save AS If you want to save a new

Save As
document, you need to go to the Save As. Select your

@ OneDrive Current Folder

S e location type, give a name and save. [Ctrl+S]
Today
o= Addaplace

D: . .
_ B saves Displays file x
browse This Week « e > mhispe > Window 10 > 3 B C
Documents
S eV OIS
Older B Deskiop ~ Name ’ Date modified
Account Downloads = Documents Intel 1 alder
s - » Users » User » Downloads % Downioads <ocms - e
- ) wusie pertlogs
B piciures Program Files Ch oose
B via Program files (x86)
e Users 209M
. . > L TS VMware_ Workstation_Pro_12.5.7
To save in local computer, double click D ) Windows . s
[ rp— i K >
File name: | Microsoft Office Word 2016 v
Save as type: Word Document v

Authors: User Tags: Addatag

[J save Thumbnail

- Hide Folders Tools ¥ Cancel
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Print

Print

EL o s - = | Print settings will help you to print your
Save Print Margins Paper Layout
e pe warging document. You can manage your paper
Printer ‘ o 08 - oe :
Print Microsoft Print to PDF . Lefts I8 2| Right 05 = 1 it i
- . = | byanalyzing it in Page Setup (below the
Printer Properties orienttion
eeer Settings bUtton). [Ctr|+P]
Close -
Account Pages: g pages
B ovmomionen. |
EB WC:I,ISEtEwd.z,s 123 T e
D Portrait Orientation . )
- Email _
827" x 1169" - [%l Everyone gets a copy to review

Applyto: | Whole document | v Attachment
1 Page Per Sheet -

@ Last Custom Margins Setting
Left 1° Right: 05" Send as

et As Dfut =

Page Setup Everyone works on the same copy

Everyone sees the latest changes

@ Keeps the email size small

1. Document must be saved in a shared location
Share

Everyone gets a PDF attachment

New
. . - Preserves layout, formatting, fonts, and images
5 Microsoft Office Word 2016 Share with People i )
] o Send as Content can't be easily changed
PDF
save Step 1: Save your decument to a OneDrive location
e a Share Step 2: Share your document. We'll do this after you've finished saving.
Saveas - @J Everyone gets an XPS attachment
Print l‘i‘ Share with People Q ‘.ﬁ.‘ Preserves layout, formatting, fonts, and images
Save to : i
Share ; = Send as XPS Content can't be easily changed
— "  Email
Export
Close 7 Present Online No fax machine needed
- You'll need a fax service provider
. Send as
\g Post to Blog Internet Fax
Options
Present Online Post to Blog
Present the document to people who can watch in a web browser Create a new blog post using the current document.
No setup required
Alink is created to share with people Some supported blogging sites include:
Anyone using the link can see the document while you are presenting online SharePoint Blog
The document will be made available for download WordPress
Telligent Community
You will need a Microsoft account to start the online presentation. TErEis)
By clicking Present Online, you agree to the following terms: If this is your first blog post from Word, you'll be prompted to register your blog account. You can add additional accounts anytime.
Service Agreement
Enable remote viewers to download the document Post to
Blog
Present 7
o o Change File Type
Daocument File Types
E Document Word 97-2003 Document
@ Uses the Word Document format Uses the Word 97-2003 Document format
T EX O rt @ OpenDocument Text Template 7
Uses the OpenDocument Text format Starting point for new documents
New
Other File Types
- [ Create PDF/XPS Document Create a PDF/XPS Document .
mE= Plain Text Rich Text Format
Preserves layout, formatting, fonts, and images -
. Contains only the text in your document Preserves text formatting information
Save Content can't be easily changed
Save As QA Ghange File Type Riss st s gl s e D Single File Web Page Save as Another File Type
- & wen page is stored as a single file E
Print
@ Create
Share
PDF/XPS E
Save As
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Open

Save
Personalize your copy of Microsoft Office
Save As
Print
Share

Export Start up options.

Close

Account

Options Real-time collaboration options

This closure will not close the entire Word situation, but only the currently used document.

Word Options

We can manage about User in General Setting. Display Setting will help us how document content is
displayed on the screen and when printed. We can change how Word corrects and formats your text in
Proofing Setting. We can customize how documents are saved and also language. We can edit and
manage on advanced options for working with Word. We also have Customize Ribbon, Quick Access
Toolbar, Add-ins and Trust Center.
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Home Tab

Using Clipboard Group

place you want and click Paste [Ctrl+V].

=1

1. Select the text first and click Copy [Ctrl+C]. Take the insertion point to the paE

- ¥ Format Painter

Clipboard [

2. Select the text first and click Cut [Ctrl+X]. Take the insertion point to the place you want and

click Paste [CtrI+V].

3. You have some effect on our text and you want to put it on another text. To get the effect; Select

the text first and click on the Format Painter. You can use it once with just one click, but you can

use it more with two clicks}. Then choose another text to get the same effect.

By clicking Dialog Box Launcher, it will show the effect in the box next to your left screen.

Insert Design Layout References

Paste ,
S ~ Format Painter

Clipboard [ Font

Times Mew Rt~ Font

12 - A A In/Decrease Size

Aa - Change Case

A Clear All Formatting
B Bold [Ctrl+B]
I Italic [Ctri+I]

Font ? X

Font Advanced

Latin text
Font: Font style: Size:

Times New Roman ~ | |Reqgular 12

[reguiar_ IET ~

Italic 11
Eold hd v
Complex scripts
Font: Font style: Size:
Times New Roman ~ | |Regular v 12 ~
All text
Font color: Underline style: Underline color:

Automatic = (none) > Automatic

Effects

D Strikethrough D Small caps
I:‘ Double strikethrough I:‘ All caps
D superscript D Hidden
I:‘ Subscript
Preview
Sample zigas
This is a TrueType font. This font will be used on both printer and screen.
Set As Default Text Effects... Cancel

Using Font Group

u- Underline [Ctrl+U]

Strikethrough

abe
Subscript [Ctrl+=], Superscript [Ctrl++]

o~ Text Effects and Typography

V- Text Highlight Color

A - Font Color

Don’t use in public

Click the Font Dialog Box Launcher on
the Font Group to open font box. Here you

can further manage.
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Font

You can choose a new font for your text. Not all fonts are here. You can go to the browser and install

the font you want. Which font do you want to use? You must first have it on your machine to use it.

Size
If you use Increase Size, you can only use the size from your device. For example, there are 12 and

14, but not 13. The same goes for Decrease Size. So if you want 13 size, you have to do it yourself.

Change Case

Change Case can help you to change your words or sentences. For example, Happy, happy, HAPPY
and hAPPY.

Clear All Formatting

Remove all formatting from the selection, leaving only the normal, unformatted text. If you want to

use it, you must select your text first and click on it.

Bold

The font you write is thin. Then you want to make it thick. So first select your text and click on Bold.
Then you will see that your text is thick.
Italic

Select your text and click Italic. It will italicize you text.

Underline Style

Underline style will help you to underline your text. To be used, select your text and click on it.

Strikethrough

For example, drawing through a line in your text to show it as an error. Select your text and click it.

Subscript & Superscript

When you type a date or some mathematical equation. You want to move up or down a bit. Use

Superscript to go up and use Subscript to go down.

10
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Text Effects and Typoqgraphy

Add some flair to your text by applying a text effect, such as a shadow or glow. You can also change

the typography setting to enable ligatures or choose a stylistic set.

Text Highlight Color

Make your text pop by highlighting it in a bright color.
Font Color

Change the color of your text.

Insert  Design Layout  References  Mailings  Review  View 2 Tell Paragraph ? X
D Times New Re - |12 . A‘ A. Aa- | A EE . EE . a?' E g %l ﬂ Indents and Spacing Line and Page Breaks
General
Pste o fomatpainter B T U e X A-¥-A-l===8E- (-0 - B
Clipboard ] Font 1 Paragraph ] QOutline level: | Body Text > Collapsed by default
= = = . Indentation
= = =|| Left [Ctrl+L], Center [Ctrl+E], Right [Ctrl+R] I = e N
Right: 0" = (none) ~ =
E Justlfy [Ctr|+.l] [ mirror indents
Spacing
o . . Befare: 0pt = Line spacing: At:
=" Line and Paragraph Spacing st T 15 s . :
[ pontadd space between paragraphs of the same style
& - || Shading preview
Borders
%l SO r‘t Tabs Set As Default Cancel
1 || Show/Hide enter sign [Ctrl+*]
€ 3= Decrease/Increase Indent

If you use Left Alignment, your content will reach the left of the page.
If you use Center Alignment, your content will reach the center of the page.
If you use Right Alignment, your content will reach the right of the page.

If you use Justify Alignment, Your content will be aligned on both sides of the page.

11
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Line and Paragraph Spacing. Choose how much space appears between lines of text or between
paragraphs. To apply the same spacing to your whole document, use the Paragraph Spacing Option on
the Design Tab.

Shading

Change the color behind the selected text, paragraph or table cell. This is especially useful when you

want information to jump off the page.
Border It helps to change the shape of the frame in your table or remove it.
Show/Hide enter sign is especially useful for advanced layout tasks.

Decrease Indent Move your paragraph closer to the margin.

Increase Indent Move your paragraph farther away from the margin.

‘=-:=-%=-|| Bullets, Numbering and Multilevel List

— , : — — To find bullets style —
= 'm £22 |7 AaBbCcDd | AaB| | Define New Bullet ? X Symbol ? x

—L - Bullet character Font: Wingeings ~

we | d R R bl oo oy EE' alolololo]eleloo]o[ls SymbOl,

I AN I - |2 C KR P R SR AT Wingdings,
I i [ <[~ 4] v e[[0/o[<]>][r[V PR
o [OJ[M][* ]l » NEMANG RN NEEES W!ngd!ngsZ
v —— _ Wi ngd ing s3,
————— -l sl ekl Frc® \epdings ete
: Lnicoge name: Character code: 183 from: Symbol (deaimal) ! '
Cancel

T sl [omeenneen < | \We can use different number style and add something to it. We

wovs | 2 o Y. 1w | can change font, size and color. But cannot change font in
3 {C} Number farmat:

—|[—] |~ Bullets style.

) ; : -

a) a L | ] ] | e——— ] ———— —— o o o - - -
b) b. n 1

:numem Number Formats z

1 1. 3

Layout References  Mailings Review  View _ Tell me what you want to do Sign in ,CLSha'E

T aaBbcedd| AsBbCcdd AaBbC

12

Don’t use in public Don’t Copy




Author: BDM

You can find words by using Find [Ctrl+F]. If you want to find and replace [Ctrl+H] some word, use

Advanced Find. If you want to go somewhere, use Go To [Ctrl+G].

LFind -
cDd  AaBbCcDc AaBbCcDd ®
- | SicReplace

Strong Quote |- | TGRS

Don’t use in public

By using Select, you can select all or only Objects that you want. And you can

display the Selection Pane.
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Insert Tab

Using Pages Group b L]
_ B L+
If you want to make cover design for a book, you can use Cover Page. Cover | cover Blank Page

Page~ Page Break

design can be easily created. Blank Page and Page Break help you get a new

Pages
worksheet.
Using Table Group
Insert Table . .
D A table is a great ] This will help you to make easy
Table information within DDDD%DDDDD
¥ Insert Table ? x
e your document. E - If you want a lot
D MNumber of columns: 5 : Of CO|UmnS and
Design your own table by | [Zierroe. mmberotiom B “| | rows, you can
|El Draw Table AutoFit behavior ’ y
drawing the cell, row and ® Fixed column wicth: [Auto : use Insert Table.
I b d If Y Eg Excel Spreadsheet OAu‘toEﬁtto contents
column poraers yourselt. You B Quick Tables s ) Autofit o window You can create
Can even draW diagonal Iines I:‘Rememberd\'mengiunsfurnewtables Table Size and
and cells within cells. Cance AutoFit
Using lllustrations Group - Recently Used Shapes
L | L 77 P ENNOCOAT L 4G
) . . P AL
Pictures & Online Pictures O 5 @ = Il a+ Lines
Pictures Online Shapes SmartArt Chart Screenshot NNNLLLRE”/NAGYR
Insert Pictures will Pictures - - e oo
. Illustrations Basic Shapes
help you take pictures from - HOANTNCOORO®
T sert Pctore — @ @T’%.V{::O[ﬂ]@
your CompUter Or anOther «- v 4 » ThisPC > Pictures > Saved Pictures v (3] Search Saved Picture ET’\ E ]u ‘D kf}b \k ."‘:;:“’ R - “
Organize ~ New folder E - 0o Block Arrows
computer you are connected v A ' oA SEGLOT R LER TS
; ’ A iy w K € o2unwD kYA
= This PC o |+ Tpdp
to. I you 0 not ave a .';Z::::‘“ " i ‘m Equation Shapes
picture, you Can use Online ‘E:;u:;r:: 15‘55735881_pan bali-au-naturel download (1) download mddens-::a(h-re qiu?crfn?%%
: . b music _, |Oo<csngoeoo0y
Pictures to find some of the | = ! EZ CUAN®® Y o 8VAD
[ videos : e [@ISI(E®)]
- . Window 10 (C) images ( ima -1046 -1311 -1349 Stars and Banners
plctures you Want. But you - Data (D) i 497030-612x612 748269-170667a 334254-170667a " i'} f:} ,_4\}., {\‘P ::K {.‘} @) ﬁé} {]ﬁ {jlj} @
) . . § B AR Ak B8 [T 0[]
need an internet connection. flereme - D “ | catouts
Gl S [EIe L=t Pat=PRPErEPSr
A0 A0 d0
ShaQeS E‘) New Drawing Canvas

You can use Shapes to easily draw the shapes you want. You can easily get shaped like heart shape,
Circle shape, Square shape, etc.

14

Don’t use in public Don’t Copy




Author: BDM

SmartArt

The SmartArt feature lets you create and
customize designer-quality diagrams to convey
information with graphics instead of just text.
You can even convert bulleted lists into a

diagram using the SmartArt diagram tools.

Chart

You can make a chart in Word. If you
have lots of data to chart, create your chart in
Excel, and then copy from Excel to another
Office program. This is also the best way if your
data changes regularly and you want your chart
to always reflect the latest numbers. In that case,
when you copy the chart, keep it linked to the
original Excel file.

To create a simple chart from scratch in
Word, click Insert > Chart, and pick the chart you
want. In the spreadsheet that appears, replace the

default data with your own information.

Screenshot

Choose a SmartArt Graphic

=2

9 Process

Q

DB e

Insert Chart

All Charts

& Recent
Templates
Column
Line

Pie

Bar

Area

XY (Scatter)
Stock
Surface
Radar
Treemap
Sunburst
Histogram
Box & Whisker
|]l_|] Waterfal

i Combo

EFeEAREBERSNG R E

e =h R o eB A3 49

Clustered Column

Chart Thte

A screenshot includes all the elements currently on the screen, including the Word toolbar

and any items present in the document. Screenshots are also editable directly within Word as well as

in graphic manipulation programs.

Using Header & Footer Group

Header will help you to make a title from the top of

your page. This will make you easy to add title all pages.

Footer also can do that at the bottom of your page. You can

add custom characters or dates. Page Number will help you

to number the pages in your document. It can be easily edited

or removed.

Don’t use in public
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Using Text Group

Text Box

A Text Box brings focus to the content it contains and is great for showcasing important text,

such as headings or quotes. You can also draw by using Draw Text Box.

Quick Parts
Quick parts, also referred to as “building blocks,” are frequently used text saved in a gallery,
from which it can be inserted quickly into a document. Recycle content in business documents by

creating and using building blocks.
WordArt

WordArt is a gallery of text styles that you can add to your publications to create decorative
effects, such as shadowed or mirrored (reflected) text. You can use WordAurt to add special text effects
to your document. ... You can modify or add to the text in an existing WordArt object whenever you

want.

Drop Cap

A drop cap (dropped capital) is a large capital letter used as a decorative element at the beginning of a
paragraph or section. The size of a drop cap is usually two or more lines. The following illustration

shows your options for positioning a drop cap.

A |# signature Line ~ Drop Cap ? x Built-In =
53 Date & Time Area of Circle
Der . Position
Cap- ) Object = = A=nr?
\\% W Equation Symbol
None - -
A None Dropped In margin Symbols Binomial Theorem
Dropped
Options = on
A Font: * (I+a)“:2(k)xkanik
In margin Times New Roman } @ . .0. k=0
A= Drop Cap Options... EEEDETs as Expansion of a Sum
Distance from text: |0° 2 > + @ + © o n(n—1Dx?
I+x)"=1+—+—F—"+
1! 2!
S % oo
Fourier Series.
Z B € £

nwx nwx
flx)=ag+ Zi (a“ cnsT+ b, smT)

Q More Symbaols...

Pythagorean Theorem

Equation & Symbol =

You can create your own equations using the library of math -
Dj, More Equations from Office.com »

symbols and structures. Symbol will help you to choose a variety |7 e nes zauion

= Ink Equation

of options including mathematical, currency, and copyright

symbols.
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Design Tab

Using Page Background Group

s Printed Watermark ? X
(0] Mo watermark
. () picture watermark
Watermark
3 Scale: Auta Washout
CONFIDENTIAL 1 CONFIDENTIAL 2 DO NOT COPY 1 (®{Text watermark]

Language: | English (United States) -
Text: ASAP v
Font: Calibri -
Size: Auto ~

Color: v Sgmitransparent

. )
SonoTeo s Layout (@ piagonal () Horizontal

@ More Watermarks from Office.com Apply Cancel

Custom Watermark...

[Bx Remove Watermark

A watermark is an image or text that appears behind the main text of the document. It is usually a

lighter shade than the text, so you can read the document easily.

Theme Colors 1
& H EEEESEE

Page .III||||||

CDIDF - | Standard Colors
an EEEEE

Mo Caolor

More Colors...

Eill Effects...

In MS Word there is a special feature called Page Color in which you can add color to the pages of

your document.

Borders and Shading ? X
D Borders  PageBorder  Shading
: Style: Preview

P ¥ o} Click on diagram below or use buttons
Page \—‘ to apply borders
Borders

=4
5
H

3
=

shadow | | ._._._._._._._._.

Automatic v

IO00m

Custom % pt

Apply to:
Art: Whole document @

A border draws focus and add a stylish touch to your document. You can create a border using a variety

of line style, widths and color, or choose an art border with a fun theme.
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Layout Tab

Page Setup was the same as print. Margins will help you to
manage sizes for the entire document or the current section. You can
give your pages a portrait or landscape layout. Choose your paper

size for your document and it will help you when printing.

Columns

mRE
Margins Orientation Size

Essential to formatting many documents, columns help break up the layout of a page full of text. You

can set columns just about any way you like with the ability to specify the number, size, and borders.

Columns ? x
— One
pr—— Presets
m =
C D I u m n 5 One Two Three Left Right
Number of columns: |1 2 Line between
= Three Width and spacing Preview
Col #  Width: Spacing:
-1‘ 677" 2 2
Left 5 S S
Right Equal column width
== Apply to: | Whole document & I Start new column
K«‘Iore Columns... I
T

= Breaks ~ Indent Spacing

Page Breaks

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

[

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

Text Wrapping

Separate text around objects on web
pages, such as caption text from body text.
Section Breaks

Next Page

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

BE BHE W 180

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

Even Page

Insert a section break and start the new
section on the next even-numbered page.
Odd Page

Insert a section break and start the new
section on the next odd-numbered page.

From the giving Paragraph Group, you can manage your paragraph’s indent and spacing. After

you bring a photo or something into your passage, you can arrange it to use backward, bring forward

or using wrap text.

Indent Spacing L © Align~
3= Left |0 * 1= Before: Dpt :
- ra Selection
=€ Right: [ . s=After Bpt Pane
Paragraph . Arrange
Position

Text will automatically wrap around the object so that it’s still easy to read.

Wrap Text

You can choose to have the text continue around the object or cross right over it.
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References Tab

Table of Contents will provide an overview of your document by
adding a table of contents. Text using a heading style will be included
automatically. To include more entries, select the text and click add text.

The table will be refreshed when you click update table.

Insert Footnote (Ctrl+Alt+F) Add a note at the bottom of

the page providing more information about something in your

document.

Review Tab

View

Q Tell me

Help

) Add Text ~
D’ Update Table

Table of

Contents ~
Table of Contents

1 ﬁ] Insert Endnote

AR, Next Footnote ~
Insert

Footnote

w1

Footnotes

Add a note this part of the document. For example,
you write a word “TTC Student” and you want to note

something about it. So, you select that text and make a New

New Comment. After that you write on it like “This is only for
Comment
2
S student.” You can use Show Comments to see your note
and you can also delete it.
View Tab
= u | (=l outline | Ruler _'_') =] One Page == -
|_| - =& g Draft I| ) | Gridlines Q & FE Multiple Pages - — _‘
Read | Prnt | Web cal foom  100% New Amange Split
Mode |Layout| Layout __I Navigation Pane {1 Page Width window Al
Views Page Maovement Show Zoom

You can change your view like Read Mode, Print Layout, Web Layout or Outline. Page

Movement will show your page is vertical or side to side. If you click Ruler, Gridlines or Navigation

Pane that will show you. Zoom can change your viewing page size.

Don’t use in public
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Exercise (1)

Techopedia Explains Computer System

To look at the history of a computing system, you have to go all the way back to Charles
Babbage’s differential machine. This computer, (which never actually got fully built), predated and
prefigured the mainframes and large-scale computers of the early 20" century the Von Neumann

machine and its ilk, as computers, bulky and monolithic, first appeared in the human world.

The Personal Computer

Then, the personal computer or desktop computer was born. This model persisted for a long time,
where the computer box or shell was the central hardware and used peripherals like a monitor,

keyboard and mouse, along with software that was fed to the computer through floppy disks.

OPERATING SYSTEM

The operation system emerged early as a convention in supporting the full computing system
in the box, and making sure that users had a universal way to handle the software that ran on
that hardware. Then, in addition to the operating system, we learned about files, applications,

and executables, the actual software products delivered to run on a given operating system.

Laptops
Over time, as Moore’s law continued to apply and hardware became smaller, the laptop
computer was born. Then came the mobile phone, and eventually the peripheral interface model with

the plugged-in mouse, keyboard and monitor was replaced by a single touch screen device, so that no
peripherals were needed.

At the same time, a key software advance applied, too. Cloud and software as a storage models
meant that software came to be delivered digitally through the Internet, instead of being sold
on physical media like floppy disks and later, compact discs. “Out of the box” software became

somewhat obsolete, especially in enterprise IT.

20

Don’t use in public Don’t Copy




Author: BDM

Exercise (2)

Virtualization

More recently, virtualization revolutionized how we think of hardware and software setups. A
modern computing system may not consist of a piece of hardware itself — it may instead consist of a
virtualized computer system or virtual machine that uses resources from a grid to operate.

So, what we think of as a computing system has changed in form, but not, in key ways, in substance.
It still has all of those core capabilities: receiving user input, processing data, and storing information
— it just does them in much more elegant and capable ways.

As the interface evolves, and as we approach a new world of Al and machine learning, we see what
power computing systems can have.

MICROSOFT OFFICE COURSE —

3% Microsoft Word
3% Microsoft Excel A@] w m @ @ @]

¥ Microsoft PowerPoint

% Internet & E-mail EX@@ H
Graphic Design Software Course — @@ [U] WS@

[(] Adobe Photoshop
[ii] Adobe Illustrator
[iii]] CoreDRAW
[iv] Paint & 3D
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Exercise (3)

Hawk Happenings

All Of Us At The Sudbury District Nurse Practitioner Clinics

Wish You A Happy And Safe Holiday Season.

It has been a busy fall at

the Hawks’ nest. The
Intermediate Hawks finished
with a silver medal in co-ed
soccer and the Intermediate
Girls X-Country running team,
who had a tremendous season,
came home with I and 2™

finishes in the city final race.

In the secondary

program, Cayley Barbeau
qualified for the Northern
Ontario  championships in
Golf. Jaxson Cress finished
with the bronze medal in both
the City championship and
Northern Ontario
championship x-country races
and Ben Ligandin finished with
a gold medal in both the City
championship and Northern
Ontario championship races.
This finish qualified Ben to run
in the all-Ontario

championship race.

Don’t use in public

We also had a tremendous
season on the volleyball and
basketball courts making it
to playoffs in both of these
sports. And thein there is
football. Lively had another

exceptional football season.

The Lively Girls Flag
Football team was regular
season, Division A champs

with 4 out of 5 wins. With

The Senior Boys Football team
finished the regular season at 5
— 1 finishing the league play in
2" place. The team defeated
St. Charles in the semifinals,
however lost against Lo-Ellen
in the City championship
match. Most say that this final
game between Lively and Lo-
Ellen (a rematch of last year’s
finals) was arguably the best
football final in the last 20

/
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152 points in the regular
season and only 71 points
against, the girls fought a
hard battle to stay on top in
the semifinals, losing to
Notre Dame after a field
goal kick with 10 seconds

left in the game.
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Exercise (4)

Examination Status For L5DC Section Result

No Student Name
1 Su Aye Aung

2 Nyein Maung

3 Min Min

4 Poe Aung Aung
5 Thiri Tun

GC
82
75
50
80
76

MOC

66
82
42
43
80

DTP

70
76
35
52
90

Status

Pass
Pass
Fail
Fail

Pass
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Exercise (5)

Unfortunately, the Lively boys lost to the Sault Ste. Marie team 14-0.
The boys will never forget this game as it was played in a foot of snow
and blizzard like conditions. With over half of the school population

playing football this year, the Lively football program has blossomed

thanks to our dedicated and talented students, past and present who make
an effort to support and represent our fantastic school. A special thank you goes out to the coaches,

especially the community coaches, for giving of your time to work with our Hawk athletes.

ﬁ PowerPoint
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Exercise (6)

AT A A A P S A S A A A A A A AT A A A A A A A A A A A A A A A A A A A A A A A A A
&

Course Fees Discount List

&
P

R

. Class A Class B Class C

; Internet & E-mail | 100 | MYOB Level 1 200 | DTP Course 380 ;

Computer System | 900 | MYOB Level 2 300 | ICT Foundation | 400

¢ Office Course 380 | Auto CAD 410 | Database 390

- Advance Course | 420 | Graphic Design | 450 | Linux 600

» Advance Excel 210 | Web Application | 200 | NE + 920 ;

cYotal ... [ Maximum ] ) Average ...

0 Na hloyee ber Po 3 The manager should have

1 Mr. Jame BTl —2001 Manager 4200
2 | Mrs.Yin BTl — 2002 Senior Manager | 3890 | full expertise for this job as
3 | Mr. Moe Thein | BTl - 2003 Instructor 3000

he needs to manage all the work processes of the employees. The instructor will need to energy and flexibility

as every class will have employee’s whose skill level in Microsoft Word will span for the novice to proficiency level.
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Exercise (7)

16
23
30

10
17
24
31

OCTOBER
W T F
4 5 6
11 12 13
18 19 20
25 26 27

ITEM NEEDED

Books
Magazines
Notebooks
Paper pads
Pens
Pencils
Ruler

23
14

0
3
5
2
3

A birthday wish is sent your way hoping you'll have a wonderful

day. Surrounded by people you hold most dear, gathered to celebrate one

more year. A happy day is wished for you, I hope it lasts the whole year

through!

Your Lovely,
Boom

hide a kind heart so effectively that no one cannot discover it.

deceitful heart. But it is equally true that a rough, rude manner may

Some People look dewn upon goad manners as being only surface of :
fessing and having no real value. Theay think that to be polite is tube
womanish. It may be true that soft, smooth speech may hide a

Don’t use in public
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KNU Font Layout
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Exercise (8)
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