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Lecture 3: Microsoft Word 

 

Microsoft Word is a powerful word processing application that is part of the Microsoft 

Office suite. It is used for creating, editing, formatting, and printing text documents. 

Whether you're writing an essay, a business report, or a personal letter, Word provides a 

wide range of tools to make the process efficient and user-friendly. 

 

Getting Started with Word 

Opening Word: To start using Microsoft Word, you can either click on the Word icon on 

your desktop or search for it in the Start menu. Once opened, you'll be greeted with a blank 

document ready for your input. 

Creating a New Document:  Creating a new document is simple. Click on "File" in the top 

left corner, select "New," and choose a blank document or a template. Templates can help 

you quickly start a project with predefined styles and layouts. 

 

 

 

 

 

 

 

 

 

 

creating a new document 

Saving and Naming Files: To save your document, click on "File," then "Save As." 

Choose a location on your computer, give your document a name, and click "Save." 

Remember to save your work frequently to avoid losing any progress.
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Navigating the Interface 

Ribbon and Tabs: The Ribbon is a toolbar that runs along the top of the Word window. It is 

divided into tabs (Home, Insert, Design, etc.), each containing groups of related commands.  

 

 

 

 

Ribbon and Tabs 

Quick Access Toolbar: Located at the very top of the window, the Quick Access 

Toolbar can be customized with your most frequently used commands for easy access. 

 

 

 

 

 

 

Quick Access Toolbar 

Basic Text Editing 

Typing and Editing Text: Start typing to add text to your document. You can click 

anywhere within the document to place the cursor and begin typing or editing. 

Formatting Text: Use the Home tab to change the font, size, color, and style of your text. 

You can make text bold, italic, or underlined to emphasize key points. 

Cut, Copy, and Paste: These essential functions help you move and duplicate text. Select 

the text, right-click to cut or copy, then place the cursor where you want to paste and 

right-click again to paste. 

 

Paragraph Formatting 

Alignment and Spacing: You can adjust the alignment (left, center, right, justify) of your 

paragraphs from the Home Tab. Line spacing options are also available to make your 

document easier to read. 
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Bullets and Numbering: Creating lists is straightforward with the bullet and numbering 

tools. These help organize your information clearly and concisely. 

Indentation and Tabs: Use the ruler at the top of the document or the Paragraph settings 

to set indents and tabs, which can help structure your text neatly. 

 

 

 

Paragraph Formatting 

 

Working with Images and Objects 

Inserting Images: To add images, go to the Insert tab and select "Pictures." You can insert 

images from your computer or online sources. 

Formatting Images: Once inserted, you can resize and position images using the Picture 

Tools that appear when an image is selected. 

Adding Shapes and SmartArt: The Insert tab also allows you to add shapes, icons, and 

SmartArt graphics to visually enhance your document. 

 

 

 

 

 

Insert Tab 

 

Picture Formatting 
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Page Layout and Design 

Margins and Orientation: The Layout tab lets you set page margins and orientation 

(portrait or landscape). Properly adjusted margins and orientation improve the document’s 

presentation. 

Headers and Footers: Headers and footers are areas at the top and bottom of each page. 

Use these spaces to add document titles, dates, or page numbers for consistency. 

Page Numbers: Easily insert page numbers using the Insert tab to keep track of your 

document's length and organization. 

 

Reviewing and Proofing 

Spell Check and Grammar: Word offers spell check and grammar correction tools found 

under the Review tab. These tools help ensure your document is error-free. 

Track Changes: This feature is especially useful for collaboration. It allows you to see and 

manage changes made to the document by different users. 

Comments: Adding comments is a way to leave notes or feedback without altering the main 

content. This is useful for peer reviews and collaborative projects. 

 

 

 

 

Document Proofing 

Advanced Features 

Mail Merge: Mail Merge is a powerful feature that allows you to create personalized 

documents, like letters or labels, by merging a Word template with data from a spreadsheet. 

Styles and Themes: Apply consistent formatting throughout your document by using styles. 

Themes offer a quick way to ensure visual consistency with coordinated colors, fonts, and 

effects. 

Tables and Charts: Insert tables and charts to organize data and present information 

visually. These tools can be found in the Insert tab and are customizable. 
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The  Tables and Equations in the Word 
Inserting a Table: 

Go to the Insert tab on the Ribbon: Click on Table and choose the size of your table by 

selecting the number of rows and columns. You can either drag to select a grid or click 

Insert Table and specify the number of rows and columns. 

 

Formatting Tables 

-Table Styles: Select the table, then go to the Table Design tab where you can choose from 

various pre-defined styles. These styles provide consistent formatting for borders, shading, 

and fonts. 

-Borders and Shading: Use the Borders and Shading options in the Table Design tab to 

customize the appearance of table borders and cell background colors. 

-Cell Margins and Spacing: Adjust cell margins and spacing under the Layout tab. This 

allows you to control the padding around text within cells and the spacing between cells. 

Merging and Splitting Cells 

-Merge Cells: Select the cells you want to merge, then right-click and choose Merge Cells. 

This combines the selected cells into one larger cell. 

-Split Cells: Select the cell you want to split, right-click, and choose Split Cells. You can 

specify the number of new rows and columns. 

Adjusting Table Size 
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-Table Resizing: Click on the table's border and drag it to resize. You can also adjust the 

width and height of individual columns and rows by dragging the borders. 

-Distribute Rows and Columns Evenly: Select the rows or columns you want to 

distribute evenly, then use the Distribute Rows or Distribute Columns option under the 

Layout tab. 

Sorting and Data Management 

-Sorting Table Data: Select the column you want to sort, then go to the Layout tab and click 

Sort. You can choose to sort in ascending or descending order. 

Table Properties: Right-click on the table and select Table Properties. This dialog box 

allows you to adjust table alignment, text wrapping, and other advanced settings. 

Converting Text to Table and Vice Versa 

Convert Text to Table: Select your text, go to the Insert tab, click Table, and choose 

Convert Text to Table. Specify how you want the text to be divided into columns and rows. 

Convert Table to Text: Select the table, go to the Layout tab, and choose Convert to Text. 

Choose how you want to separate the text (tabs, commas, or other delimiters). 

Navigating and Selecting in Tables 

Navigating: Use the Tab key to move to the next cell, and Shift + Tab to move to the 

previous cell. 

Selecting Cells, Rows, and Columns: Click and drag to select multiple cells, or use the 

selection options in the Layout tab to select specific rows, columns, or the entire table. 

Printing Word Documents: You can print the word document by following these steps: 

Open Your Document: First, open the document you want to print in Microsoft Word. 

Go to File Menu: Click on the File menu in the top-left corner of the Word window. 

Select Print: Choose Print from the list. This will open the Print pane, where you can see a 

preview of your document and access various printing options. 

The equation editing  

To edit a mathematical equation in the Microsoft word system, select the insert list then press 

on the pi  
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Print Settings: 

Copies: Specify the number of copies you want to print. 

Print All Pages: By default, Word prints all pages, but you can specify a range of pages to 

print (e.g., 1-5). 

Print Current Page: Prints only the page you are currently viewing. 

Custom Print: Allows you to specify non-sequential pages to print (e.g., 1, 3, 5-7). 

Print Layout: 

Print One Sided / Print on Both Sides: Choose between single-sided or double-sided 

printing. Note that double-sided printing may require a printer that supports this feature. 

Collated / Uncollated: When printing multiple copies, choose whether to collate (print 

complete copies sequentially) or uncollated (print all copies of each page together). 

Page Orientation: 

Portrait Orientation: Prints the document in portrait mode (vertical). 

Landscape Orientation: Prints the document in landscape mode (horizontal). 

Paper Size and Margins: 

Paper Size: Select the paper size for printing (e.g., Letter, A4). 

Margins: Adjust the margins for the printed document. This can be done in the Page Setup 

section under the Layout tab. 

Saving Print Settings 

Saving as Default: If you frequently use specific print settings, you can save them as your 

default settings for future print jobs. 

Print to PDF: Instead of printing on paper, you can choose to print to a PDF file. Select. 


