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Computers Fundamental Lab
Lab No. 1

MS Word (Part I)



Lab Outlines
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 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



Starting MS Word
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 Starting Word 
 Start All programs Microsoft Office Microsoft Word 



Understanding the Word Program 
Screen
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Alignment

Bullets

Numbering
Boarder

Spacing

Text Direction

Home Tab
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 Change the font size
 Change the Filling
 Change the font color
 Using Text Effect apply the following to your Text

 Shadowing
 Make it Glow

Text Size

Font Color

Text FillingGlow
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Power
Clear 
Formatting
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Assignment 1



Insert Tab

11

Search for following symbols
©≤≥∏∑



Assignment 2
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1. Search for following symbols  ≤≥∏∑©
2. Write the following Equations:






మ





Graphics
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Picture
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 Print screen your home page.
 Past in Word Page
 Crop the picture.
 Use Picture tool.
 Insert Caption to picture.
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Remove 
Background 

Effect

Change color 
effect

Insert Effect to 
the picture



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

different styles



Inset Tab
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 Select Scroll Shape
 From Insert Text and put it in the middle of the scroll

 Select page Number

Text Box

Select a Shape

Page Number
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1. Insert a 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 
text in the figure.

Exercise 3



19

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.


