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Lab Outlines

* Installing Word

* Starting Word

® Understanding the Word Program Screen
* Giving Commands in Word

® Using Command Shortcuts

® Creating a New Document

® Opening a Document

® Previewing and Printing a Document

® Saving a Document

® Closing a Document

* Using Help
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Understanding the Word Program

Screen

L

Quick Access Toolbarl Title Bar_| | Word Help |
W | ik o LR um - Microsoft Wor — =
= Home Insert Page Layout References Mailings Review View Developer Tabs ]
File Tab | = P Ju - e D ameE ‘A -
i B B Z U-ex x & E=== = AaBbCcDc | AaBbCcDe AaBbCi | - \
ACI’IVE a'ste 7| 8- - A-a|a s _@! - E- |8l T T Normal [ NoSpaci.. Headingl | _ gg?:sll_? Ed";"”g
Tab ' Clipboard I ‘)ant _.__-___.'Paragrap'\ \ u Styles u |
—— e — N —.
| D - Voo ] : v s ? O '| v ? . B : \? . : Uow e B . : oo ? v os o (S T PO I '7“3 -
A -[|| Ribbon
Groups |- \
o, Show/Hide
Insertion Rulers Button N Scroll
ol . 5
Pomt Bars
- Status Zoom |
Bar Slider R Page
= ° Up/Down
2 ¥
4 [ ! \ ¢ A}
Page:10f1 | Words:0 | 73 | i@]tﬂg E = 100% (-) U (+) 22




-~

The following questions are provided for more detailed planning and document design.

PLANNING

Document type

What type of document do you want to create?

Document purpose

What is the purpose of your document?

Target audience

Who is your target audience?

File format to be used

Will you create or edit the document in Word 2010, 2007 or 97-
2003 compatibility mode? Explain your selection.

Storage Location

Where will you store the saved documents? File storage
options include but are not limited to:

e Hard Drive
e Shared Drive
e Flash Drive

Content

What categories will be covered? How will you present the
information? Will you use a table, a chart, text boxes, How will
you format the document aesthetically to attract your audience?

Text, images, and multimedia

Will your document contain text only? What type of images will
you include? Where will you obtain your images? Will you
have a common logo? Will you wrap text around the images?
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DESIGNING

Document template What features will you use to design the document template?

Formatting elements What formatting elements will you include? Will you use a table
of contents, an index, footnotes, or page numbers, etc.?

DEVELOPING

Typography What font will you use? Will you use multiple fonts?

Images How will you use images to enhance your document? Will you
use a background image?

Page Layout What type of layout will you use? How many topics per page?

How will text be presented: bulleted or paragraph style? Will
you use columns or tables?

Color What color combinations will you use for your document? To
what elements will you apply the color(s) — fonts, background,
tables, and other elements?

REVIEWING AND EDITING

Review Will you use a group to review the document? Will you need to
track changes made by the group?
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Assignment 1

k.

Sketch the layout of your document.
On a standard letter size paper, sketch how you want your finished document to appear.

o Below is one example of how a phone directory might look.

DOCUMENT NAME
ALPHA ORDER
1. COLLEGE NAME.....ivviviniinieiiienn, PHONE NUMBER
2.COLLEGE NAME ....covvvivvivieieireennen, PHONE NUMBER
3. COLLEGE NAME ....ccvvvvvvvviiiinieeenn, PHONE NUMBER
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Assignment 2

1. Search for following symbols o<>I12.
2. Write the following Equations:
e a’ + b? = ¢*
esina +sinf = Zsin%(a + ) COS%(CI + B)
—b+Vb2-4ac

2a

mw .,
o J, sinx dx

o x =
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Picture

® Print screen your home page.
® Past in Word Page
* Crop the picture.
® Use Picture tool.

® |nsert Caption to picture.
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Word Art

® Open Word Art as below
® Write your name, Subject and your College using THREE

different styles
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Inset Tab
® Select Scroll Shape

® From InsertText and put it in the middle of the scroll

e Select page Number

nﬂome Insert
B = =

Cover Blank Page Table
Page~ Page Break

Pages Tables

Page Layout

Vaal

Picture

References Mailings Review View

P2l s @ 2 5

Shapes SmartArt Chart Screenshot Hyperlink Bookmark Cross-reference Header Foo

Recently Used Shapes

)

—

—

Select a Shape

TNg

S %N >

Lines
NNNTLTLLR 29N %
Rectangles
HeEEeEGLEERERE

Basic Shapes
BHBoAMNITASOQOOO®
@GOO0Or LbyomOoa
OO0 AN XRTGCX3
EidrL )< 2

Block Arrows

PP TRURPLELRI T
€ QvnD »[REICH
LGeA

Equation Shapes

b= R==g

Flowchart
Oo<noOSe0ayY
OCDCNRXRDB X O AVED
Qoo

Ctarc and Rannsarc

PDF-XChange 4

I

5 4

I FE\NEe@GALL>ESE

#
Page i Quick WordArt
Number ~ Bbx >~ Parts ~ v
Links er & Footer
: - I"S
Page Number Text Box




Exercise 3

1. Inserta clip art of computer in the file using clip art option.

2. Draw a star using shapes option .

3. Draw a figure like this using SmartArt option and add some

=
&S W

text in the figure.




4. Insert date & time and symbol date option &symbol option.
5. Insert header &footer using the header and footer option.

6. Draw a text box and insert the following text in the

textbox:

“Computers Lab”

7. Create a hyperlink & attach a file to the hyperlink.

8. Make the word “MS-WORD” as the watermark of the

document.




