Word Processing

This chapter covers the following; 2
word processing
benefits of aword processing software ?

creating a document

formatting of document
adding clip arts and charts to a document
opening and closing files

mail merge

printing a document
shortcut keys ;
(6.1 Word Processing

asi nfEmed you that thisyear'sArt Festival isgoing

of your team is preparing necessary documents

Your school princi
to be celebrated. The assign
for the arts festival.

Accordingly y@t :

e Designinvitations
o Prefare lettersto the parents
e Design certificates

certiﬁcate§ .

6 These documents should be well prepared and printed. After drafting

the above documents, you now want to find out the best method of document
preparation.

“We will prepare hand written invitations’, was one of the suggestions.
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“Good idea, but it's difficult to write in a similar size and a similar way. So we'll
use the type writer in the library”, was another suggestion.

“We should find attractive types of letters and add pictures. A border will gi "
a good finish. A typewriter won't provide such facilities, will it?" Everyk '
confused. You need to find a solution for this problem.

We often use different types of documents in our day-to-day &
preparing these documents in different styles is called word pro

better than the hand written documents, manual typewriters

such as formatting, saving, printing in required sizes.
The computer is the best machine for such lvity. A word processing

software can provide the following faclities; \

Creation and editing
Insert objects such asimages
Saving and retrieving
Print preview and printing
Spell checking and gramm

Find and replace
Mail merge

popular word processing software are available. Some need to be
purchased and some are Free and Open Source Software (FOSS).
% Given below are some of the word processing softwares. You can find more
+ info

ation about those softwares from their websites.
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Name of the software Producer
AbiWord Source Gear Corporation
FrameM aker Adobe Systems Incorporated
iWork Pages Apple
Kingsoft Office Writer King soft
Libre Office Writer The Document Foundation (Op:
Source)

LyX The LyX Project
Microsoft Office Word Microsoft Corporatio
Open Office Writer Apache Software

(Open Source So
Word Perfect Corel

The user can create documents using internet as w
not have a Word Processing software. For this the can use cloud computing.
There are many advantages of using cloud co ch as;

e The user does not have to install a wordsprecessing software on the computer
e The user does not have to allocate spacet@ install software in the hard disk

o To savethe document, internet itself provides facilities for space.

e Theuser can open or edit the t from any computer which has internet
facility
Example - Google fice 365 Word, Microsoft OneDrive Word

In addition;’s phones and tablet PC's are used for Word Processing
ing software is available for this purpose.

9, Google Docs, Kingsoft Office, Polaris Office etc.
Now we will learn how to use a word processing software to prepare

Eg: Documents

docurrﬂs.
* is chapter explains two word processing software which are commonly

@oday. Further, some topicsand toolswhich are common to other software are
iscussed.
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((@.1.2 Running a Word Processing Software )))

These lessons are presented based on Microsoft.

Microsoft Office Word 2010
Start — All Programs — Microsoft Office — Microsoft Office Word 2010
(This could be different depending on the operating System)

The graphical user interface of a Microsoft Word 2010 software is,sh
in figure 6.1
3. Quick Access Tool Bar

d 'I Document? [Compatibility Model - Microsaft Waord non-commersial use
4}

¢ | mat  Fagiamal  drlmmos  Mwng  fentm Ve |

2. Ribbon{ SHIN

arehea =t ALY A # E-E T FE MY | aancer ashod AaEBD A0kl
A R Z-A EEITN (B 0 | them [Tl tusing)  Faadn

, " o Pesges | = | o
L] 1 < S oy St | — — O
\v ‘ 1. Titl

Tabs 4. Dialogue Box L

wn
s .
£%
o K 41
- -
».‘f{"ll ‘

. /
w Ruler Button

2 6. Scr?ll Bar

v Browse Buttons
B View Buttons
x; 3 mf s (= {J ‘..’:

7

7. Zoom Control

Figure 6.1 - Microsoft Office Word 2010

L. ﬁle Bar - (Figure 6.2) The top most bar on a Microsoft Office 2010 window

X3 ISthe Title Bar. The name of the opened document will appear here. A new

document is shown as Document X and ‘X’ is the document number. Window

6 Minimize button, Minimize/Restore button and the Close buttons are located in
the top right hand side.

|' Document1 [Compatibility Mode] - Microsoft Word non-commercial use -0 gl

Figure 6.2 — Title Bar
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2. Ribbon — Ribbon is a special feature of Word 2010 windows. Features of this
(File, Home, Insert etc) are called Tabs. The special feature of the ribbon is that
the items are shown as Icons, so their functions are clear. Facilities are there
for the users to adjust these tabs according to their wishes. Moreover, ribbon is
divided into several classes. (Clipboard, Font, Paragraph, Styles, Editing, etc.)

Some features of the Home Ribbon (Figure 6.3):
f ? © ®

Hame | Inser g Layout Re Ll Mailings R W
/ v
= Times New Rom - 11 AT Aa- -!g'} E-=E-NE- || 2EE
e }Fomletel B J U = v
211 T2 T o

DOD @

Figure 6.3 — Home Ribbon
Bold 10 k

)
9
.
(o>

1.
2. Italic \ll.
3. Underline 2. Indentation
4. Subscript Q& Numbering
5. Superscript 14. Bullets
6. Font color 15. Change case
7. Alignments 16. Grow f_ont
8. Line spacing 17. Font Size
9. Shading 18. Font Name
3. Quick ACCGSST00| Bar £6.4) - Thisis always placed above the Ribbon

e Ribbon. Quick Access Tool Bar contains quick
Ning a new document, saving or opening a document,
do, etc and this can be adjusted according to the user’s

Zoom

. N |
(9\ Wid - 0ls
|
Redo

Save
Figure 6.4 - Quick Access Tool Bar
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4. Dialogue Box launcher Figure 6.5 - Dialogue Box launcher shows additional
tools. Dialogue boxes can be opened by clicking the arrow at the right hand side
of the group name. Apart from the tools which appear in the Ribbon, Dialogue
boxes provide several other useful tools in document preparation.

Home | Insert Page Layout References Mailings Review i ki
# Cut Py = ] Font:
£ Calibri (Body) Tlu A= s Calbri
=3 Copy d z
- d - - - == BrowalliaPC — ic
- Format Painter /B Z U -abex, X' Aa ”aw |== B:fs‘;\ptm L) eold
_ Brush Script Std oid Ttal
[lipboard {F] Font P > [Calibri -
= o Fe— — Font color: Underline style:
— I = i  autemetc  [=] |(none)

Effects
[T strikethrough
[T Double strkethrough Jih@utline

Font type Dialogue box: This
is opened by clicking the Dialogue box | ...
launcher of the Font group. (Figure 6.5)

Figure 6.5 — Font type dialogue bo \

5. Status Bar (Figure 6.6) - Thisis t hottom of Microsoft Word window.
This shows the number of pages ords of the document, language used,
view buttons, etc. Further, status bar be used to add slight changes to the

document.
Page:50f30 Words: 7,059 |  English [United States) JELTJ_LE%‘E’
Vgure 6.6 — Status Bar

[0'g0 up and down of the document.

!

()

6. Scroll Bar

7. Zoom rg6.7) - Zoom can adjust the size of the pictures on the screen.

igu
This does et affect the original document and zooming is performed as per the
wish of the user. Zooming is used to check the quality of the document while

Qti ng.

*

\ 120% (=) ) (+)
6 Figure 6.7 — Zooming

To learn the tools which are not explained here, position the mouse pointer
on tool to see the Tool Tip.
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LibreOffice Writer 4.1
Start — All Programs — LibreOffice Writer (This could be different depending on
the operating system.)

Figure 6.8 shows the graphical user interface of LibreOffice Writer software.

T o e Temer o e
- 7N =y = =T, - =
E-8- 5E 5% - a am-C et i)

Datauk Se Wi Tuvmt Mowfemun v | 12 - A A it « M “' e "I

1. Title Bar

2. Ménu Bar
3. Standard Tool Bar

4. Formatting Tool Bar

6. Scroll Bar

5. Status Bar
\[ 7. ontrol

[= = Mahcee (X
Frael (1 Wt 5 harwibensh 3 ) Defvu e Bngeh [UI4)

Figure 6.8 — Libre o

1. Title Bar (Figure 6.9) - This is top
This shows the name of the opened doc!
Untitled X and ‘X’ is the document number.

| Unitd 1 - veOfice Wrte ] |

Libre Office Writer window.
ent. A new document is shown as

V 6.9 — Title Bar

2. Menu Bar - Thisisfositioned below the Title Bar. The features available here
are respectivel e \Edit! View, Insert, Format, Tables, Tools, Window, and
Help. When onéfunction is selected, the relevant submenu for that will be
opened and\the R able features of the submenu can be selected as per your

wish.

{Ie Edit View |nset Format Table Tools Window Help
.

Figure 6.11 — Menu Bar

%f ‘File’ menu is selected, the submenu will show options such as opening anew
document, opening or saving a document, closing a document, etc.

e By opening‘..." of the submenu, dialogue boxes can be selected. Figure 6.11
By using right hand side arrows of the submenu, another submenu can be

opened. Figure 6.11
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Eile Edit View |nsert ;anrml'lgble JTocls Window Help

i B-d 6 Clear Direct Formatting Ctrl=M | =

.| Threedots

{ | Defoutt Style 4y Character...
& & Paragraph...
| [&] Bullets and Numberi

Page.. — Righ hand side arro
Title Page...
Change Case Sentence case

(5

Celumns... i lowercase
bt ABC  UPPERCASE

[ Styles and Formatting 31 Capitalize Every Word
AutoCorrect s | tOGGLE cASE
Anchar »
Wrap »

|&®  Alignment »
Agrange »

Figure 6.11 - Submenu

Tool bars- The bars positioned below Menu Bar o ¢Office Writer window
aretool bars. The Standard Tool Bar and Formatting Tool Bar will appear when
the Writer window is opened and the o \d osing of the other tool bars
can be done as per user requirem open ‘View’ menu, and then
‘Toolbars' of submenu. The user toolbars appear on the submenu.

Standard Tool Bar (Figure 6.12) — This contains commands in the form of

Icons.
i N
7 A 2 2 3 e .
BB @0 vl wDD -2 ARPREY Y
A~ 7N N 7N N
®
Figure 6.12 — Standard Tool Bar
. & New 6. Table 11. Cut
2. Save 7. Help 12. Spelling and grammar
3. Page Preview 8. Gallery 13. Print
4. Copy 9. Undo 14. Open
5. Redo 10. Paste
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4. Formatting Tool Bar (Figure 6.13) - This contains a several |etter formatting
methods which can be used in documents. The commands appear in the form of
Default Style v | Times New Roman v 12 v

lcons.
ﬂf‘ == = [= "=l B |
N N N N '

Figure 6.13 — Formatting Tool Bar

Apply style 7. Numbering

1.

2. Font 8. Indentation

3. Font size 9. Background €0lor
4. Bold 10. Font C

5. Underline 11. Bullets

6. Alignment

<

5. Status Bar - This is position the left bottom of the Writer window and
displayed the number of pages, ; the language used, zooming, etc.

6. Scroll Button and Scroll - used to go up and down of the document.

7. Zoom - This change the scale of the pictures that is displayed on
the screen. Zoom,does not affect the physical document and the scales can be
adjusted by the user. Zooming is also used in editing to check the finishing
quality of the document.

L 4
To learn the tools which are not explained here, position the mouse pointer
tool seethe Tool Tip.
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6.2 Let usdiscusssomeimportant thingsin preparing
a new document.

Opening a new page

Even though there is anew page when Word softwareis open, the user
has to get a new page for another document.

For Microsoft Word ... For LibreOffice

File — New — (Ctrl + N) — Blank File—>New (Ctrl+N ument
Document

ect File — Save (Ctrl + S)
ect a saving location using
ein’

Saving the Document
It is essential to save the document in a
proper place with a proper name. This
enables the user to find the saved documen:
easily.

type a proper name for the

document in ‘File name’
e click ‘save button

For this...

HICTR > Select File — Saveas
the existing namesand the new name. Since

files are saved with a file extension, it is
easy to find those again.

e Select aSaving Location from ‘Save in’
- ¢ 1Yypeaproper name for the document in
‘File name’
e Click Save button

(file extension)

MSWord 2007/ 2010 - .docx
MS Word 97-2003 - .doc
LibreOffice Writer - .odt
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Step 4

Closing the document For this...

It is wise to close the document till it is
used again. Unwanted, opened files will be [&—

a disturbance for the computer. Select ‘File — Close’

Step 5

For this...

Opening the document +  Select 'File —

The user may need to open a file saved in — in" location

the computer or in a different medium. box
o S document from the
window
. ick ‘Open’ button.
Step 6
If itisMicro @V E' If it is LibreOffice Writer;
» Select ‘File — e Select ‘File — Save’
+ Select a sui ocation from «  Select a suitable saving location from
‘Savein’ ‘Savein’
* Typeasuitable name for the document +  Typeastitable namefor the document
e Select ‘tools e Click on the box ‘Save with a
. ‘General Options Password’
. ?‘% password in the ‘password to o Click ‘save button
A | open’ Box in order to open the word file. +  Type the password to open the file in
x/lick ‘Ok’ ‘ Set Password’ dialog box
* ) Typethe same password in the Re-enter +  Typethe same password in the second
Password to open’ box box and click 'Ok’ button.

e Click ‘save’ button.
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Activity
‘-((.,; Open the word processing software. Perform the following;

1. Type the paragraph in activity figure 1. Save the docume
as“Assignl” in your folder. Close the document.
2. Open “Assignl” file. Save it in your folder as ‘Assign2’ in.
close the document.

\Word Processor
A word processor, or word processing progrm, does exactl

implies. It processes words. It aso processes processes p
papers. Some examples of word processing programs ificlu icrosoft Word,
'Word perfect (Windows only), Apple Works (Ma and\Open Office.org.

J

(6.3 PreparingaDocum

(6.3.1 Page Setup

tion is to use page setup.

For Libre Office Clac...
%age Layotif — Page Setup’ gisgloéﬁgrgg: — Page’ and ‘Pege

There are common Page Setup tools available in Word Processing software.
+ You select paper size and format as per international standards. (A4, A5, B4,
etter) These sizes can be adjusted according to the user’s requirements. User can

just ‘Orientation” and ‘Margins..

There are two types of Orientation Portrait B and Landscape D
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(@3.2 Formatting )))

Formatting can be performed after or before typing a letter or document.
This adds clarity and attractiveness to the document.

(@.3.3 M ethods of Selection)))

A document contains different features such as letters, word
images, tables, etc. User may make changes to these. User have to sele
before modification. Following are some of the methods.

A letter or letters Drag the Mouse across the | etter(s)
A word Double click the mouse on that
A few words Select the first word you nee
A sentence
A row
A paragraph
A document
ichiiswhite. Then click it thrice

(6.3.4 TextFo

User is able to pe the following;

1. Change Font Size. /_

2. CHapge Font Style - Make |etters ' 7 '
+_Boldr Italic. Go &~ Get 1!&!4

derline letters. i
erline letters WStDCkDfCGmPME"Sf €asy

4 ¢4'Use different types of fonts in )
different languages. payments | :
9ueg Available until tomorrow El’cﬁi/;g_

5. Change font colour.
Figure 6.14 — Formatting
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f For LibreOffice Writer...

For Microsoft Word...
»  Select your letters or paragraphs

+  Select your letters or paragraphs . Us'e Formatting Tool Bar .
+ Click on the required tools of * Click on the necessary formatting
Home — Font. Or tools or .
+  Open Font Dialogue Box +  Open ‘Format — Character’ Dial
Box

Further, mind that you can make use of

several tools at the same time. Further, mind that you can
several tools at the same time.

Activity
W Open the Word Processing software and perfo wing.

1. Prepare your page as follows.

Size — A4 Orientation argins — 2’ from left and

Landscape right
1.5’ from top and bottom

Use ‘Page Setup’ Dialogue Box.

Type paragraphs on Activity 2.38ave that document in your folder as ‘Assign2’.
Close the document.

2. Open ‘Assign matthedocument asin activity 3. Thensaveitinthefolderas
‘Assign3’.

What is a computer?

A%;nputer Is an electronic device that manipulates information -
or data. It has the ability to store, retrieve and process data. AETIEy 2

You can useacomputer to type documents, send email and browse
the Web. You can also use it to handle spreadsheets, accounting,
database management, presentations, games and more.
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What is a computer?

A computer is an electronic device that manipulates information or
data. It hasthe ability to store, retrieve and process data. Activity 3

You can use a computer to type documents. send email and browse
the Web. You can also use it to handle spreadsheets, accounting,

database management, presentations, games and more.

(@.3.5 Paragraph Formatting))) ?\

Alignment (Figure 6.16)

&l =1 INTRODU
) ' r Computeris an electronic ce which

er where all the data and
imstructions are stored.

accepts data, proggsses and produces
degzired informati Q
The compyter meNory refers to the storage

& Figure 6.15
L 4
.\eftAIign ]

7. J/Center Align =

8. RightAlign =
9. Justify =
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e Indentation (Figure 6.16 and 6.17)
=
10. Left Indentation ‘*

11, Right Indentation =

12. First Line Indentation

13. Hanging Indentation
14. Line spacing ‘ :

15. Paragraph spacing | = |

Computer is an electronic devicg 14

T which accepts data, processes
10 and produces desired
information.

omputer hardware is the collection of physical elements

that constitutes a computer system. Computer hardware

The computer memory refers to the e refers to the physical parts or components of a computer
storage area of a computer where all

the data and instructions are stored.

12 T

such as the monitor, mouse, keyboard, computer data
storage, hard drive disk (HDD) etc...

The storage capacity of the computer memory}

is expressed in terms of bits and bytes. The m

a computer has, the more memory it can store.

15
Software is any set of machine-readable instructions
that directs a computer's processor to perform specific
operations. A combination of hardware and software
forms a

|

Figure 6.17 — Indentation

For LibreOffice Writer...

For Microsoft Word...
ect your words or paragraphs Select your words or paragraphs

lick on the formatting tools you need Click on the formatting tools you need
on ‘Home — Paragraph’ on Formatting Tool Bar
Or Or
Open ‘Paragraph’ Dialogue Box Open ‘Format — Paragraph’ Dialogue
Select the tools you need there Box
Click ‘Ok’ Select the tools you need there
Click Ok’ /J
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Activity

Open the Word Processing software and perform the following.
(- I. Open ‘Assign3’ file. Format its paragraphs as shown in
‘9 activity 4. Then save it in your folder as *Assign4’. Close the

document.

2. Open ‘Assign3’ file again. Format it again as shown 1|
activity 5. Then saveitinyour folder as‘ Assign5’ and closet

document.

What is a computer?

A computer is an electronic device that
manipulates information or data. It has the
ability to store, retrieve, and process data.

You can use a computer to type

document, send email, and browse
web.

You can also use it to handle sheets,
accounting database, manag t,
presentations, games, and more:

mputer is an electronic device that

manipulates information or

data. It has the ability
& to store, retrieve,
\ and process data.

You can use a computer to type documents
send email and brows the Web.
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(@3.6 Bullets and Numbering and other for matting methods)))

|
17 There are two types of Memory. They are,
1. Primary Memory
1.1. ROM
1.2. RAM
18

c) Pen drive
d) CD/DVD

28 Secondary Memory
a) Hard Disk
b) Floppy Diskette

19ﬁ

16. Bullet List \
17. Number List Q

18. Multilevel List
19. Shading/ Background Col
20. Border

N.B. For the selected es, you can use 'Bullets and Numbering' from
"Paragraph’ secti

1. Press Ta@ key board

2. Press Shift + Tab at the end of the Multilevel list to combine it to the main list

an
*

>
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For Microsoft Word...

Select the paragraph / document

Select ‘Page Borders' from ‘Page Layout’
— Page Background

Use Borders/ Page Border/ Shading for this
on Borders and Shading Dialogue Box.
Click Ok

Borders | FageBorder | Shading
Setting: Style: Preview
~ Click on diagram below or use
% Mone buttons to apply borders:
S lj ==
. Shadow . ——
E ’ —_—
Color:
®
— width:
] .
Arti \wh;qe document
=
T ]

/ Adding background colours and borders

fr
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For colours to the paragraph:

For Borders;

For colours to the d

For Bor

For LibreOffice Writer...

Format — Character —
Background Select a necessary
colour from the tabs

Select ‘Format —Para
Border’

cn
Select the nec Ci
'Format —

from
ckground'

select the border and

w from 'Format — Page —
a.l

selecting, click 'Ok'.

Different type of software

Antivirus

> AVG

» Semantic

»  Kaspersky
E-mail
» Outlook
»  Yahoo mail
»  Gmail
Games
» Worlds of Warcraft
» Car race
Internet browser
»  TFirefox
» Explore
» Google
Operating system
» Windows xp
»  Windows 7
» Linux
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(6.4 Formatting the Document )

Some tools provides clarity and attractiveness to the document are shown

below;
(Figure 6.20)
= s ol W
] Cloud Computing I, Shapes/ Objects
= ———+—18 2 Pictures Images/ Glip
1 . 3. Symbols
4. Tables
7| 5. Header and
2 6. PageNu
A |
Clqud computin;gig the a netwark (typically 7. COIum
e 8. Wi Fontwork
aproduct, whereby shared e - |/_ - 4
s e Rl o
deicas 3 3 iy i pat from the tools
5 RR— the electricity grid) over ) 6
\ ‘ ed above, you can add other
e ——— 2 appropriate tools as well.
Figure 6.20
((@.4.1 Shapesand Imag
Shapes and imag added to provides clarity and attractiveness to the

document. For thi cursor in the place you wish to add the shape or image.

B\ For LibreOffice Writer...
Use 'Insert' tab and its Ribbon. Use Insert tab on Menu Bar
« Ifitisashape e If it is a shape Select 'Insert Object
ect Insert — Shape — OLE Object' Or Select a shape
. lick a shape on it and drag it to the from Drawing tool, click it and
page clicking the Mouse drag it to the page using Mouse.
If it is an image, select 'Picture/ e Ifitis an image, select 'Insert — Picture
ClipArt' on 'Insert' tab. From File
*  Open any imageyou like *  Open any imageyou like
J
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To rotate the shape/

.// image.
© _

: To change
To change the size of position of t
the shape/image. / /image (to
here and there

Figure 6.21 — Preparing the shape or image

e document. For instance,
osition, etc. (figure 6.21)
it. Then make use of the Tool

((@.4.2 Formatting the shape or imag@))

User can format the shape or image inse
user can change its size, colour, add borders

First, select the shape or image by
Bar to perform the required changes.

The Tool Bar used in Micr ord to preparethe shape/image.
OOI Picture Toals
Z | Format
i = . e
“=s=0Q:- - | o

- J

d Th&ol Bar used in LibreOffice Writer to prepare the shape / image.

2 Graphics b EE_E |_-_||£| ‘;I E:JEI :-'ZI'E'E'E' E't"
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(6.4.3 Symbols |

User may use different symbols in document preparation. However, there is
alimited number of symbols on the keyboard. Additional symbols are available for

use.

For Microsoft Word... For LibreOffice Writer...

Open the Dialogue Box by clicking

'Insert — Symbols'. Then click 'Insert'
to add the necessary symbols to the
Document.

to the document.

((@.4.4 Header Footer and Page NumbersD))

It isessential to add Header and Footer and t e numbersin adocument

For this purpose;
'Insert — Header and Footer' and 'Page Nu @

Design
3, Frewour sedtion Ditferent Farst Page i vender trom Top: 05 & E
3, Mest Sectian Difterent Odd & Sven Pages 1 Footer from Soliom: 05"

Ciose Heasn

Goto =
NP e: Footer T Lenk fa Free ¥ Show Dogument Tea and Fooler

Header Foster  Fage
- = Mumiber ) sest Abgnevent Ta
Navigation Satiant Pottion Clate J

Header & Fooler

This feature is often used in newspapers and magazines. Columns can be

m&)efore or after typing.

*
ﬁ)r this, select the paragraph.
For Microsoft Word... For LibreOffice Writer...

'Page Layout' — 'Columns — select the 'Formatting' — 'Columns' — select the
number of columns you need. number of columns you need.
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Activity

1. Open the Word Processing software and perform the following.

2. Open a new page. Type the paragraphs given in Activity 7.
Then format the paragraphs as given below. Save the document
as Assignl0 with the password ‘WordPass’ password. Close the
document.

(G
‘g

slectranit Waste Disposat

lectronic waste (e-waste): what is it

and how do we get rid of it ?

This term applies to consumer and
business electronic equipment that is near or
at the end of its useful life There is no clear
definition for electronic waste (e-waste) at

products contain heavy metals like

cad copper, and chromium

th atethe environment Do

ose of theseitemsin thetrash or

this time, but if you can plug it in an electrical recycling bins.

Examples of electronic waste include, but not limitedto :

* TVs, computer monitors, Printers, Scanners, Keyboards, mice, cables, circuit boards,
lamps, clocks, flashlight, cal phones, answering machines, digital / video
cameras, radios, VCRs, DVD p! s, MP3 and CD players.

e makers, microwave evens)

* Kitchen equipment (teasters, co

ipme s, microscopes, calorimeters)

moni

waste Recycling Options

Student E

If you live on - campus you can dispose of
your electronic waste easity and conveniently
by creating a Fix It Ticket or contacting your

' | chemical, ogical, or radioactive

substancesmust be cleared through EH& S
and Departmental Facilities Office before
disposal.

college maintenance office.
If you live off - campus, learn more about the
Sants Cruz County electronic waste disposalf

program: i
Additional information on disposal / recycling of e-waste and other |
regulated items can be found in all college mailrooms, Graduate
Student Housing Mailroom and the Village Laundry Community room.
Multibins are blue cabinets built to collect batteries, small electronics, !

printer cartideges, and CDs. They are located in every college mailroom.

Activity 7
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(6.4.6 Tables )

User may need to tabulate data in documents. For this purpose, you need
to prepare a standard table. Word Processing software provides facilities to prepare
tables. Some of them are;

» Insert or draw the required rows and columns.
« Delete unnecessary rows/ columns.
 Mergecdlls.

«  Split cells.

» Colour thetable.

« Change text direction.

» Text Direction.

Figure 6.12 — Table

TIME TABLE R
Time | Monday Tuesday Wednesday r Friday

Merge
Cdls

>

Split Interv -/
Cdls
: Text Oirection

ABC
XZY
A

e Toinsertthe

? or Word...

For LibreOffice Writer...
e Insert — e

»  Select the necessary rows and columns
Insert the necessary rows and columns
in 'Insert Table'

¢ Click 'Ok’

Table —Insert—Table

Insert the necessary rows and columns
in 'Insert —Table'
Click 'Insert'

e Select Table, rows, columns, cells before you create the table.

e To move from cell to cell, use arrow keys on the key board, Tab key or click
Mouse.
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Format tables;

For Microsoft Word...

Table Tools

Home trert Page Layout PReferences eallings Paview Layenst

L\g E ﬂ _ﬁ fj 5‘51 ij _@ = ﬁ ﬁ ﬂ ¥ Heignt: (017 3 dF oitnbute Rows :%i ﬁ

Select  View  Propets Defete | daet tniert Inset insed || Merp Spit | Autofd width: 3 I ontribute Cotumns Test
= Grigwnes Above Ssiow Left  Bight -l el end il - e sl purection
Tatite Rows & Columny fa Merge Celt Size s ABgnament

Mome Intet  Page Layout

I vesserRow [ Fint Column
(1 Tota Row
171 tanded Rows [
Taile Styte Optont

After creating atable, Table Tools Ribbon will be opened when you sel ecf
can select the adjustments you need to add for the table/ rows/ colum
'Layout' ribbons.

[ Last Cotumn

1 Eanded Columm:

E.g.: Merging

1. Select the rows/ columng/ cells you wish to merge.
2. Click 'Layout' ribbon on 'Table Tools'. Click on

°!o-cm

Li

e/

\/

Fop, LibreOffice...
After creating atable, selett the tahlelClick on the 'Table' tab on Menu Bar.
Make use of tools sug Dele elect, Insert, Split, Merge on the Menu Bar.
Also make use of theWDialogtie Box opened by selecting Table — Table Properties — Table
Format.
‘ X
I.Ine.nmgemtnt LI;:V o Spacing to contents
Default Style Left 0.04 71,;}
Eosa® — Y] mgw [oor [
Ysrdehned edth N Top 004" (2]
¢y s 0.05pt B TR
\ " — * = Bottom 004" |2
” Il ‘ . |- Back v [¥) Synchronize
'0 * 0‘
>,
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Activity

1. Open anew page. Create atable as shown in activity 8.
«((+ 2. Save that document in your folder as 'Assignl11".
pad

Class Time Table - Grade 10|

d.

Monday T
Period 1

Period 2

Period 4

INTERVAL ?\s

Frida; ;

day Thursday

4

QiB

grammar errors are underlined in green colour.

St&
L 4

Use 'Review — Spelling and
Grammar'

For Microsoft Word..........

Drag the cursor to the opening of the document.

For LibreOffice Writer...........

Use 'Tools — Spelling and Grammar'
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Step 2 Click 'Change' after selecting the correct word for the red or green
underlined wrong word. Click 'Ignore' for the words which are not
there in English Dictionary. (names of people, villages, countries)

(65.2 Thesaurus

Thesaurus can be used to find synonyms for the words in documents.
this purpose,

+ Select the word you have typed.

For Microsoft Word...

Review — Thesaurus

(@.5.3 Find and ReplaceWordsD)) \

Suppose that the user has to delete aword in the document. If the document
contains many pages, finding the word would n6t be easy. You can use 'Find' facility
for this.

e Get the cursor to the beginning offthe document.

For LibreOffice Writer...

lick Edit — Find Find Next

® ‘Fmd v( ) [ Match Case Q

Type the word you need to find in 'Find' place in the Tool Bar as shown above. Then
click 'Find Next'. JJ
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e To replace aword in the document with another word, replace facility is used.

For this,

For Microsoft Word... For LibreOffice writer...

Click 'Replace’ in 'Home — Editing' *  Click 'Replace' in Edit Menu

e In the Window you get, type the word you need to find in 'Find What' earch
for'. Then click Replace / Replace All. Figure 6.22

Activity

e
‘9

Find and Replace ?
Find | Reglace | GoTo
Find what: look
Optons: Search Dewn
Replace vith: "
Hore >> Beplace Replace 4

Figure 6.22 — Find and Re

Open the Word Pr software and perform the following.

paragfgphs given in Activity 9. Save that document

es of cloud services include online file storage, social networking
The doud computing model allows access to information and computer
resources from anywhere that a network connection is available. Cloud
computing provides a shared pool of resources, including data storage

space, networks, computer processing power, and specialized corporate
and user applications.

Activity figure 9
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\S}

. Change letters of the following words as.

» Businesses — Businasses
+ Computing — camputing
* Network — natwork

* Promises — prommises

* Resource — resourses

3. Then correct those words using Spelling and Grammar facility. @E

4. Find the following words using 'Find' facility.
Webmail, information, storage

5. Replace the following words using Replace facility. ! v

» Business — trade
» Expensive — luxurious \
» Connection — relation

6. After replacing words, save your dochin your folder as 'Assign13'.

J

Print Prev is useful to check the document before printing. User can
check whether the document is prepared as needed such as indentation, borders,

histool is used to print the document.

Get the 'Print' dialogue box by selecting 'File — Print'. The following are
images of Microsoft Office Print (Figure 6.23) and LibreOffice Print (Figure 6.24)
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Print

Ln-;__ﬂp Copies: 1 e

Print

General |LibreOffice Writer Page Layout |Options

Printer

Printer

HP Laser)et 2300 PCLE Class Driver
Micresoft XP5 Document Writer
Send To OneMote 2010

, / HP Laserlet 2300 PCLE Class Driver

% Ready T

Printer Properties
Settings

3 Details
Print All Pages

k! Print the entire document

Range and copies
Pages: —
4 (@ All pages
== _
|| =| Print One Sided ) < () Pages |1
1} Only print on one side of the page
Bl Selection
== Collate:
uéhl_lnj 123 123 = [ Print in reverse page order
Print
_| Portrait Orientation -

Comments

|:| A4 -
8.27"x 11.69"
| Customn Margins %
=
EI 1Page Per Sheet bt Cancel
Page Setup

Figure 6.23 - Microsoft Office Print Figure 6.24 - LibreOffice Print

Print dialogue bO@S in the word processing software allows to;
« Select the printel
“afew pages or the whole document. (current page, Pages

»  Specify the number of copies.

N.B: Since it is difficult to print documents for each student in the school laboratory,
+ Yyou save the document with ‘pdf’ format and. For this purpose,

File —» Print — Microsoft XPC Document
or
*  Writer Adobe PDF — Print — Give a names for the file — Save

For free distribution 183



https://www.ict-with-udula-priyankara.online/

(6.7 Mail Merge )

Mail Merge is used to send a invitations, letters or to print certificates to
several people. For this process, you can use the data etc saved in address box saved
using Mail Merge. User can create address for labels print.

In this lesson you can learn,
e How to create and save the Data Source / Address List.

e How to create letters, labels and post cards using the Data Source!
e How to format a document before printing.

Use Mail Merge: ! v
e Type the document first. \

Data Soure ocument

6\ Mail merge process: Letters, Address Label
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Step 1.
Step 2.

Step 3.

Step 4.

Step 5.
Step 6.

Step 7.

Step 8.
Step 9.
Step 10.

Step 11.

Step 1
Step 13.

For Microsoft Word...

Select Mailing Tab.

Select ‘Start Mail Merge — Letter’

To create or select Data Source...

Select ‘Select Recipient — Type New List’.

*N.B.: To retrieve saved data, select ‘Use Existing list’

By clicking ‘Customize’, change the fields in New address*ist window.
Those are,

a. Add (for a new field)

b. Delete (to delete a field)

c. Rename (to change field name)

After changing, click Ok.

Type the necessary data. For t \

a. New Entry (for anew ad
b. Delete Entry (to del
c. Find (to find an add ich is saved)
After changing, click Ok
To create Address Block, use
a More

b. Match Fiel

Click !

'Ok’ after changes.
dd Greeting Line.
changes click "Next' or 'Ok'.

0 get |etters separately;
Select 'Finish & Merge edit Individual documents'.
Save the prepared documents and print.
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Step 1.
*  Step 2.
*  Step 3.
*  Step 4.
*  Step 5.
e Step 6.
e  Step7.
e  Step 8.
o Step .
*  Step 10.
« Stepll
* Step 12
o Step 13
« Stepl4
o Step 15
« Step 16
« Stepl7
* Step 18

For LibreOffice Writer...

Select Tool — Mailing Wizard.

Select ‘Select Starting document — Use the current document — Next’.
Select the document type — Letter — Next

To create or select the Address List,

Select ‘Insert Address Block — Select Address List — Create’

*N.B.: To retrieve data which is saved, select ‘Add’.

Change the fields as required for the document by clicking ‘Customi
'‘New address List' window. For this, use

a. Add (for a new field)

b. Delete (to delete an unnecessary field)

c. Rename (to change the name of the field)

After changes, click Ok.

Type the necessary data. For this,

a. New (for anew address)

b. Delete (to delete an address)

c. Find (to find an address which is saved)

After changesclick Ok. Then saveit in &proper place with aproper name.
Click Ok again.

Follow step 2, 3, 4 respectively wh
a Todecide Address Block

sert address block' window.

b. More

c. MatchField

After necessary changes click Next.

Use this window t a salutation. Do necessary changes.
Click Next.

To place your add se ‘ Adjust layout of address block and salutation’

0.get apreview of the document.
e document allows you to find addresses and to make one

0 ahead while clicking Next.

Use ‘Save, Print or send document window’ for various savings and
printing.

a. Save starting document — to save the initial letter

b. Save merged document — to save the merged letter

c. Print merged document — to print the merged letter

d. Send merged document as E-mail — to email the merged letter
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Activity

Open the Word Processing software and perform the following.
‘(( 1. Type the letter shown in Activity 10. However, do n e
‘9 the words and symbols which appear in between <...>. K
space. Then save the document in your folder as ‘Assig

Computer Resouce Centre
Senkadagala

28.04.2014

Title> <First Name> <Last Name>
<AddressLine 1»

<Address Line 2»

Teacher Parent Interact
the progress of your child

Please take this opportunity to discu
«child’s Name> by meeting the cl
at the classroom.

Principal

2. Use Mail Merge. For Datasgource / Address List, enter data of 10 people as
shown in the table below.

Title| FirtsName Name [Address1 |Address 2 ﬁg\lrlr?e Date Time
Mr. | Chamin Pelawaththa |Battaramulla| Yawaha [26.06.2014] 9.00 am
Mrs. | Pushpar handrabose/Mattakkuliyg Colombo Derwin  |26.06.2014 9.30 am

Mr. | Mdhamed mith | Hills Street | Dehiwala | Sharmila p6.06.2014|10.00 am

.\\
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Activity

, 1. Open the Word Processing software and prepare the

((( following.
‘9

o (ertificates
Invitation cards
Forms
Letters

Announcements

A banner

2. Save the document you have prepared. Creat a

s\s

((6.7.1 Shortcut Key@)

Shortcut keys are used for the efficient pplication. The following
are some of the shortcut keys. User can sa eusing the shortcut keys.
Shortcut Key Function
Ctrl + N Get anew document
Ctrl + S Name the document and to save
Ctrl+ O Open a document
Ctrl + Select the document

Copy letters/ objects
Cut letters/ objects
Paste letters / objects
Ctrl+ H Replace words
Ctrl + HOME Get the cursor to the opening of the

& document
© Ctrl + END Get the cursor to the end of the

® document

188 For free distribution



https://www.ict-with-udula-priyankara.online/

Summary

What is Word Processing, benefits of using a Word Processing software
e Types of software (Commercial and Free and Open Source)
e Graphical User Interface of a Word Processing software

Important things in preparing a new document
e Preparing a new document
e Methods of saving
e Opening a file which is saved

Preparing a document’
o Page Setup

e Methods of selecting
e Formatting — text formatting, paragraph fo ing, using bullets and

numbers, shading, adding borders \

Formatting the document

Adding and changing shapes

Using symbols

Adding Header and Footer, Page Numbers
Creating columns

Inserting and changing tables

Mail Merge
Preparing Data Source

¢” Adding fields to the Mail Merge

6\ e Printing.
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