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Computer Fundamentals

A computer is an electronic device,
operating under the control of
instructions stored in its own memory
that can accept data (input), process

the data according to specified rules,

produce information (output), and

store the information for future use.



Basic Functions of Computer

2. Processing

3. Output
1.Input

P 4. Storing



COMPUTER COMPONENT

HARDWARE AND SOFTWARE
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Hardware

The term hardware refers to the physical components of your computer such

as the system unit, mouse, keyboard, monitor etc.

Software

The software is the collection of instructions that makes the computer work.
For instance, when you type in words via the keyboard, the software is

responsible for displaying the correct letters, in the correct place on the

screen.



1) Mainframe computer

It is a type of computer used in giant institutions in
industry, statistics, and economic operations. These
computers were placed in huge rooms and were covered

in metal boxes.

Almost all mainframe computers have the ability to run
more than one operating system on the same device.
Therefore, it is possible to operate more than one device,
which is known as virtual devices. One mainframe can

replace hundreds of server computers.

Types of Computer
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2) Personal Computer(PC)

Personal computer (PC), a digital computer designed for
use by only one person at a time. A typical personal
computer assemblage consists of a central processing
unit (CPU), which contains the computer’s arithmetic,
logic, and control circuitry on an integrated circuit; two
types of computer memory, main memory, such as
digital random-access memory (RAM), and auxiliary
memory, such as magnetic hard disks and special optical
compact discs, or read-only memory (ROM) discs (CD-
ROMs and DVD-ROMs); and various peripheral devices,
including a display screen, keyboard and mouse, and

printer.

Flat-panel Display (Output Device)

Speaker (Output Device)

Keyboard (Input Device)

Desktop Computer (System Unit)

Mouse (Input Device)



3) computer network

A computer network is a system that connects
two or more computing devices for transmitting
and sharing information. Computing devices
include everything from a mobile phone to a
server. These devices are connected using
physical wires such as fiber optics, but they can

also be wireless.

The first working network, called ARPANET, was
created in the late 1960s and was funded by the

U.S. Department of Defense.




4) Laptop

A handheld personal computer (PC) is a pocket-sized computer
typically built around a clamshell form factor and is significantly
smaller than any standard laptop computer, but based on the

same principles.

Most handheld PCs use an operating system specifically designed
for mobile use. Ultra-compact laptops capable of running
common x86-compatible desktop operating systems are typically

classified as subnotebooks.

The name Handheld PC was used by Microsoft from 1996 until
the early 2000s to describe a category of small computers having

keyboards and running the Windows CE operating system.




What does the computer do-

1. Input— entering data into the computer.
2. Processing— performing operations on the data.
3. Output— presenting the results.

4. Storage— saving data, programs, or output for future
use.



Devices that comprise a computer system

Monitor

(output) Speaker

~— ¥ (output) System unit
(processor, memory...)

Printer
(output)
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(CD-RW, Floppy,

.. i Hard disk, zip,...)
w E Mouse

< (input)
cannes Keyboard
(input) (input)




1- Input Devices:

An input device is any hardware component that allows you the
user to input data (text, images, and sounds) and instructions into
the computer to be processed. The most commonly used input

devices are:

+* Keyboard: Main input devices you use to control your PC and
type letters, numbers, and symbols and commands into the

computer.

** Mouse: Pointing devices you use to control your PC. Click the
mouse allows you to enter data by pressing the button. There
are many operations that are much easier to perform with a
mouse than a keyboard because you can just point and click to
select an item on a screen or choose an item from a list of

options.
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**Microphone: The microphone is usually used for

input sounds and instructions into the computer

**Scanner: This input device generates a digital
representation of an image for data input (such as

text and pictures) to a computer

**Digital camera: The digital camera allows you to
take pictures or create movie that you can input

into your computer.

*PC video camera (Web Cam):The PC video
camera allows you take both video and still

images that you can input into your computer




2- Output Devices

An output device is any hardware component that gives information to the user and send processed

data out of your computer. When you send inputs into the PC, it processes them and produces useful

output for you.
The most commonly used output devices are as follow:

** A Monitor(display screen):This output device displays your information (text, graphics, and videos) on
a screen.

**A Printer: Used to prints information on paper.

**A Speaker: Sound output you will get from a speaker. Speakers allow you to hear (music, voice and
other sounds) and let a lots of people listen.

**Headphones: Keep the sound to one person.



Monitor(display screen)

Printer

Headphones
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Windows 10 Desktop

It Is a version of the Windows computer operating system, produced
by Microsoft, that was discovered in 2014, and released in 2015. What
was not expected Is that the name of this new version will be
“Windows 10” and not “Windows 9.” The company announces that
the name “Windows 9 will not fit the big leap the company has made

In the operating system



After logging the computer, Windows 10 desktop will be appeared.

The Desktop layout is as follows:

1. Desktop Shortcuts
Create a Shortcut
s*Follow these steps to add a shortcut to your desktop.

**Right-click a file, folder, or app, and then choose Send

to.
**Choose Desktop (create shortcut).

A shortcut to the item appears on your desktop.

]

Recycle Bin

= | File Explorer

“ Home Share View 0
f Search O

T 3 » Quickaccess »

Wildlife

7 Quick access v Frequent folders (6)
B Desktop Desktop Open
¥ Downloads m This PC Open in new window
W = Documents Unpin from Quick access
oardMeet Pict Docurments .
BoardMeeti... Be=) FICtures 4D T e Share with >
D Music = Restore previous versions
B Videos _ Include in library >
Music _
% OneDiive ) This PC Pin to Start
Show in Finder
Pictures & This PC Share an >
¥ Network Compressed (zipped) folder Send to >
4 Homegroup + [ Desktop (create shorteut) Copy
= Docurnents Paste
A 15 Fax recipient
b items o Create shortcut
Mail recipient
£ DVD Drive (D) Properties
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2.The Taskbar

The Taskbar is a graphical user interface element that has been part of
Microsoft Windows since Windows 95, displaying and facilitating switching
between running programs.

Windows 10 Taskbar Overview

Start button Open and pinned programs Time and date

311 PM

~ Qe W WY 000 B

Cortana, Run, and Search / Nutiﬁ;ﬁun Area /

View all Notification Area icons Motifications



3.The Start Menu

The Start Menu is the main point of access to your applications. There are

two main ways to open it

Step 1 - Use your mouse to click Windows icon in the lower-left corner of

the taskbar. Search the web and Windows

Step 2 - Press the Windows key on your keyboard.




The Windows 10 Start Menu features two panes.
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A. Left Pane

1.

Click the username at the top of the menu to
change account settings or log in with another
user.

Access the applications you use more frequently.

A small arrow next to an application will open a
sub-menu with a list of recent documents opened
with that application.

Open the “File Explorer” to navigate your folders
and files.

Change the settings of your computer like your
Internet connection or changing your background.

See different options to shut down your computer.

See a list of all the applications installed in your
computer.

Google Chvome

Lenovo Companson n

VLC mecha player
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B. Right Pane

1. The right pane features a varied array of tiles,

Life at a glance

Get all your mail in one

similar to the ones that were seen on the place
Start Screen of Windows 8. SalsPaa

2. These tiles can be moved and dragged to = e s
different places by holding the mouse button. Microsoft £ Resize

Partly Clouc e

3. You can also configure them by right-clicking 25° LJ
on them to see options to resize them or Washington,... Phone Compa...
“unpin” them (remove them) from the Menu. a

4. The whole Start Menu can also be resized by Store

Play and explore

dragging the borders with the mouse to the

desired size.




4. \Windows Search

“The “Search box” on the Taskbar will
allow you to search within vyour
documents and files or on the Web for
anything you write. The initial results
will appear within the Start Menu
itself.

“The results will be grouped according
to the closest match (or matches)
labeled “"Best match” at the top of the
list.

Best match

w 7 WINDOWS 10 TUTORIAL.docx
Web
tutorial
' tutorialspoint
tutorial photoshop
' tutorialsbya

tutorial for windows 10
Documents
=] Windows 10 Tutorial Chapters 1-2.docx
Apps
£l Get Started
Store

8 HTML and CSS Tutorial

m

== My stuff 2 Web

tutoniall




The remaining results will be grouped according
to what they are or their location

* Web results

* Documents or folders
* Apps

* System settings



5. Date/Time

How to change date and time formats on Windows 10

A. Open Settings.
B. Click on Time & language.

C. Click on Date & time.

Settings

% Home

-

I B Date & time
&F Region & language

0 Speech

Lidnge adie dna uame

Change

Time zone

[ (UTC-05:00) Eastern Time (US & Canada)

Adjust for daylight saving time automatically

@ on

Formats

First day of week:  Sunday

Short date: 12/28/16

Long date: Wednesday, December 28, 2016
Short time: 2:15 PM

Long time: 2:15:44 PM

Change date and time formats

Related settings
Additional date, time, & regional settings

Add clocks for different time zones




D. Under format click the Change date and time formats link.

E. Use the Short name drop-down menu to select the date format you

want to see in the Taskbar.

F. Use the Short time drop-down menu to select the time format you want

tO See in the TaSkba r. zjjjxy e and time formats

yyyy-MM-dd
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Working with files and folders

Understanding how to work with files and folders is an important part
of using your computer. Once you understand how files and folder
work, you'll use them all the time. In this lesson, we'll show you the
absolute basics of working with files, including how to open files, move

your files into folders, and delete files.



What is a file?

There are many different types of files you can
use. For example, Microsoft Word documents, e
digital photos, digital music, and digital videos are a
all types of files. You might even think of a file as Recycle Bin
a digital version of a real-world thing you can
interact with on your computer. When you use

different applications, you'll often be viewing, V%

- ©

@Cover: Letter Nathan=Ande Presentation Presentation

rson-Unsplas: Aldio Video
h

creating, or editing files.

Files are usually represented by an icon. In the

image below, you can see a few different types of

files below the Recycle Bin on the desktop.



What is a folder?

Windows uses folders to help you organize files. You can put files inside a
folder, just like you would put documents inside a real folder. In the image

below, you can see some folders on the desktop.




To open a file:

The process of opening the file takes
place in two basic ways: double-

clicking the left mouse button on the
file

The second method is by pressing the
right mouse button once. A menu will
appear from which we can choose

Open, then the file will open.

The same applies to opening any
folder

L B

YowerP...

Dat

S A = 0
Open 1
Print gl S5l b pdlone
Show

@ Scan for viruses
Check reputation in KSN

Open with..,

Share with b
E Add to archive...
B Addto "Ll § pilmarar”

Restore previous versions
Send to k

Cut
Copy

Create shortcut
Delete

Rename Tags: Add atag
egories: Add a category
Properties



Moving and deleting files
To move a file:

It's easy to move a file from one

location to another. For
example, you might have a file
on the desktop that you want to

move to your Documents folder.

1. Click and drag the file to the

desired location.

S| v + | Documents

“ Home Share View

« v 4 = > ThisPC > Documents >

v WThispC ‘! s

- 3D Objects Photos
B Desktop

A

# Quick access

@ OneDrive

> ¢ Documents
¥ Downloads
f Music
& Pictures
ﬁ Videos
<. Local Disk (C:)

Budget

v
6 items 1 item selected 11.4 KB

!
= x> = —
N N ——

Aunt Cathy's
Carrot Cake

Recipes [\T Work

.uW @

Cover Letter



2. Release the mouse. The file will appear in the new location. In

example, we have opened the folder to see the file in its new location.

v + | Recipes - O X
Home Share View \ o
« v 4 - Documen... > Recipes v | QO Search Recipes
A Name Type
»# Quick access
-] Aunt Cathy's Carrot Cake Microsoft Word Doc...
@ OneDrive - Chocolate Cheesecake Microsoft Word Doc...
- i i MVicrosoft Word Doc...
W This PC Classic Fruitcake Microsoft Word Do
- ; @ Easy Cake Pops Microsoft Word Doc...
& 3D Objects ‘
@ German Chocolate Cake Microsoft Word Doc...
B Deskto : -
P @ Jeremy's Low-Fat Cheesecake Microsoft Word Doc...
= Documents 0| Nana's Pound Cake Microsoft Word Doc...
¥ Downloads @ Triple Chocolate Cake Microsoft Word Doc...
D Music @+ Upside Down Pineapple Cake Microsoft Word Doc...
&= Pictures
ﬂ Videos
£ Local Disk (C:) v < >
9items 1 item selected 11.4 KB -—

this



To create a new folder:

To create a new folder, there are two
ways

1- Either by right-clicking on any
empty place on the desktop if we
need to create a new folder on the
desktop, then we choose New, then
we choose Folder.

i = ﬂ@@;;z@‘?mﬁﬂ Dl M

® i = |

Folder
Shortcut

Microsoft Access SLls Bazl5
Bitmap image

CorelDRAW X5 Graphic
Contact

Corel PHOTO-PAINT X5 Image
Grapher Worksheet

Microseft Word Document
Grapher Project Document
Grapher Grid

Grapher Plot Document
Grapher Template Document
Microsoft PowerPoint Presentation
s Microsoft Publisher
WinRAR archive

Text Document

Microsoft Excel Worksheet
WinRAR ZIP archive

Briefcase

View >
Sort by »
Refresh

0 58 Intel® Graphics Settings

New >

Screen resolution ’
Gadgets

Personalize




To create a new folder:

2. Within File Explorer, locate and select the New folder button. You

can also right-click where you want the folder to appear, then

select New > Folder.

v | Documents

-l

New folder (Ctrl+Shift+N)

€ ™ Create a new folder.

## Quick access
@ OneDrive

W This PC

- 3D Objects
B Desktop

‘= Documents
¥ Downloads
J” Music

& Pictures

s Videos

£ . Local Disk (C:)

5 items 1 item selected

Cover Letter

n



2. The new folder will appear. Type the desired name for the folder and press

Enter. In our example, we'll call it School Documents.

3. The new folder will be created. You can now move files into this folder.

== v = | Documents

— O ¢
©

wli

Budget

File Home Share View

&« = ~ 4 = > This.. > Docum... » v O

!-\ i/“ |
-J 3D Objects Photos Recipes Work

~
¥ Quick access

@ OneDrive

11
1"
[ =
1
1

= This PC

Desktop
< Documents

¥ Downloads

6 items

D Music
= Pictures

& videos

£ . Local Disk (C:)

1 item selected

B

Cover Letter

School
DocumentsJT




To rename a file or folder:

You can change the name of any file
or folder. A unique name will make it
easier to remember what type of

information is saved in the file or

folder.
right-click the folder and select
Rename from the menu that

appears.

v | Documents

Home Share View

€ = v 4 =) This.. » Docum.. ? v |0
A Name
#* Quick access
Photos
@ OneDrive Recipes
W This PC School Documents
” i Work
< 3D Objects
il Groceries_Budget March
B8 Desktop 0+ Cover Letter
= Documents
¥ Downloads
J\ Music
& Pictures
i Videos
<. Local Disk (C) v ¢
6items 1item selected 8.06 KB

Give access to

Restore previous versions
Send to

Cut
Copy

Create shortcut
Delete

Rename |\

Properties

ALSATTIE

Microsoft Word Document



To delete a file or folder:

If you no longer need to use a file, you can
delete it. When you delete a file, it is moved to
the Recycle Bin. If you change your mind, you
can move the file from the Recycle Bin back to
its original location. If you're sure you want to
permanently delete the file, you will need to

empty the Recycle Bin.

1. Click and drag the file to the Recycle Bin icon
on the desktop. You can also click the file to
select it and press the Delete key on your

keyboard.

¥ | Recipes

v
Home Share View
¢«

v 4 Documents » Recipes v O
Name
o Quick access _
@ Aunt Cathy's Carrot Cake
@ OneDrive {0 Chocolate Cheesecake
W This PC @ Classic Fruitcake
3 30 Objects m-. Easy Cake Pops
@ German Chocolate Cake
B Deskiop @ Jeremy's Low-Fat Cheesecake
* Documents @ Nana's Pound Cake
¥ Downloads @ Triple Chocolate Cake
J Music @ Upside Down Pineapple Cake
&= Pictures
& Videos
& Local Disk (C) v €

9items 1item selected 11.4 KB

Search Recipes

Type

Microsoft Word Document
Microsoft Word Document
Microsoft Word Document
Microsoft Word Document
Microsoft Word Document
Microsoft Word Document
Microsoft Word Document
Microsoft Word Document

Microsoft Word Document

T



To permanently delete the file, right-click the Recycle Bin icon and
select Empty Recycle Bin. All files in the Recycle Bin will be

permanently deleted.

Recycle Open

Empty Recycle Bin %
Pin to Start

Create shortcut

Rename

Properties




Selecting more than one file

ere are a few ways to select more

than one file at a time:

If you're viewing your files as icons,
you can click and drag the mouse to
draw a box around the files you want
to select. When you're done, release
the mouse; the files will be selected.
You can now move, copy, or delete all

of these files at the same time.

& | v + | Documents

“ Home Share View

€ v 4 %> ThisPC » Documents

A

# Quick access b

@ OneDrive Photos

R This PC

& 3D Objects

Recipes

School
Documents

Work

WE

Cover Groceries_
Letter  Budget Ma
rch

I Desktop

= Documents
$ Downloads
} Music

»= Pictures

& Videos

& Local Disk (C)

6items 6 items selected
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Getting to know Word 2010 New

Word 2010 is designed to help you create

Search for online templates

Suggested searches:  Business  Personal  Industry  Print

professional-quality documents. Word can also

Design Sets  Education  Event

: O

help you organize and write documents more

efficiently

The Word interface

Take a
When you open Word for the first time, the Start tour
Screen Wi” appear. From here, yOU|” be able tO e Blank document Welcome to Word
Options
create a new document, choose a template, and
Aa Title 3|

access your recently edited documents. From the

Start Screen, locate and select Blank document to

access the Word interface.
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The Quick Access Toolbar lets you access common commands no matter
which tab is selected. By default, it includes the Save, Undo, and Redo
commands.

The Ribbon contains all of the commands you will need to perform
common tasks in Word. It has multiple tabs, each with several groups of
commands.

Each group contains a series of different commands. Simply click any
command to apply it. Some groups also have an arrow in the bottom-right
corner, which you can click to see even more commands.

The Ruler is located at the top and to the left of your document. It makes
it easier to make alignment and spacing adjustments.



5. Click and drag the vertical scroll bar to move up and down through the pages
of your document.

6. This is where you'll type and edit text in the document.

7. From here, you can quickly see the number of words and pages in your
document.

8. There are three ways to view a document:
* Read Mode displays your document in full-screen mode.

* Print Layout is selected by default. It shows the document as it would appear
on the printed page.

* Web Layout shows how your document would look as a webpage.

9. Click and drag the slider to use the zoom control. The number to the right of
the slider bar reflects the zoom percentage.



The area outlined contains the minimize, maximize/restore and close buttons

for the program window.

These three buttons are on almost every window that opens in a Windows

based platform.




" When you click the minimize button the program becomes a button on the

Windows taskbar located at the bottom of the screen

= When you click the maximize / restore button the program assumes the

same shape and size it was before you minimized it. Or The program window

Sl 11 e s,

=" When you click the close button the program will ask you if you want to save

the changes if you have made any changes. Once you have responded to this

guestion the program will close.




The area outlined in red is called the quick access toolbar. It contains the

most commonly used commands in Microsoft Word:

O-@¢Hd

e Save

e Undo

* Repeat

Microsoft Office 2007 & 2010 use what is referred to as the "Ribbon"

interface. The area outlined in red comprises the Ribbon.

File
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Paste v ! Y2, A IEIEEE IS ¢ S S _ -nar‘ge
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* The Words File, Home, Insert, etc... outlined in red are referred to as tabs.

Each tab has several Groups attached to it.

»»»»»
"""""

e B =.i=.%=. FEEE S
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- Documentl - Microsoft Word
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Recent
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2. The Home Tab Groups contain the commands most commonly

associated with the formatting and editing of text.

 Clipboard

e ———— —— —_— —
Tl RARE Documentl - Microsoft Word =103

Mailings  Reviey

* Font

Home | Inset  Pagelayout  References

oot A A BESeEeE EEA y | Afind
Gibigo) * 11+ AN A HLECECTRE N AaBbCcDe | AaBbCcD« AaBb(i AaBb(c AdB AaBbCc. AoBbCcD: | % .

* Paragraph
daragra TNomal |fNoSpaci. Headingl Heading2 ~ Ttle  Subtitle Subtiefm.. - Lhang

* Styles — E— T

* Editing




3. The Insert Tab Groups contain the commands most commonly associated with

adding something to the document.

* Pages

¢ Tables g™ Vi S — UOCUMENEL - MICTOSOM Wora | p——
Home | Inset | Pagelayout  References  Mailings  Revie a@
H = | =N il A U Q y al = [ -1 ITER= & Signature Line * Q
e lllustrations BE EPBED2-F FAL R BCHEE -
= L —J - - — bt Sl el y— 3y Uate & [ime
Cover Blank Pagefl Table J Picture Clip Shapes SmartArt Chart Screenshofj Hyperiink Bookmark Cross-referencd [Header Footer Page § Ted  Quick WordAn )J quation Symbo
Pager Page Brealll Moo ' r v Nmberd Bor Pamsr v i Object - ieidn
 Header/Footer =

L \

Links

Text

* Symbols



4. The Page Layout Groups contain the commands most commonly
associated with settings that would affect the entire page or document.

* Themes

* Page Setup

* Page Background

!dq. o — ; ™~y — “— R

* Paragraph s

* Arrange




5. The References Groups contain the commands most commonly associated with

writing a research paper, essay, term paper or similarly formal documents.

e Table of Contents

* Footnotes

* Citations & BlbllograE x »
Document! - Microsoft Word

File
® captlons =2 AddTet’ 3 3 j";-'s;e::.':f: 3 o lsetTableof Figuresl 1% 3 Insetindex | &9
= o (@ Stle: APAFt 1 _ o 4
F ‘ l&'-
* Index s : 2

e Table of Authofifies




6. The Mailings Tab groups contain the commands most commonly associated with

documents and files created for mass mailing.

* Create
e Start
e Mail Merge  1/d9: 0 e e it o — ol I
File Home Inset  Pagelayout  References = Mailings | Review  View ao
* Write & Insert =] 5| o @
Envelopes LabelsQ Start Mail  Select
. Merge* Recipients * 2 ,
o FlEIdS Create Start Mall Merge Vrite & Insert Fields
* Preview
* Results

* Finish



7. The Review Tabs groups contain the commands most commonly associated with

documents which are shared or being prepared for publication.
* Proofing

* Language

ﬂ 07 ) T — Document] - Microsoft Word - - ' o X |

 Comments

Home Inset  Pagelayout  References  Mailings | Review [A Q
ADA . u ABC a; “ f‘ ' - 4 A J_j Finak: Show Markup \/%‘\ '57\ #) Previous I
. C a n es \ '}A ': @ b {1 ,. L _—‘:‘l —] -hp ’ _4_/: g 0'-
g Show Markup * ) Next
Spelling & Research Thesaurus Word § Translate Languagel] § New ' Track Accept Reject Compare Restri
Grammar Countj v omment Changes * 5 Reviewing Pane ~ v ’ v Editin

* Tracking 7

* Compare

* Protect



8. The View Tab groups contain the commands most commonly associated

with the variety of ways you can "look at" a document or documents.

* Document

* Views ..., I

Documentl - Microsoft Word

*

* Show

e ZOOM

e Window

* Macros
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You can use Word to accomplish the following tasks:

1. Type and edit text.

2. Copy and move text from one location to another.

3. Format text and paragraphs with fonts, colors, and other elements.
4. Format and design pages.

5. Enhance documents with tables, charts, graphics, screenshots.

6. Use Mail Merge to create form letters and mailing labels.

7. Share documents securely.



The title bar displays the name of the document and the name of the program.
Until you give a new document a different name, its temporary name is Document 1.

Quick Access toolbar: located in the left side of the title bar which includes buttons for saving a

document and for undoing, redoing, and repeating a change.

Ribbon Display Options button: located in the right side of the title bar, you use to hide or show the

Ribbon and tabs, the resizing buttons, and the program Close button.

The File tab provides access to Backstage view where you manage files and the information about

them.

Backstage view: includes commands related to working with documents, such as opening, printing,

and saving a document.



* the Tell Me box, which you can use to find a command or access the

Word Help system,

* the Share button, which you can use to save a document to the

Cloud.
* The document window displays the current document.
* You enter text and format your document in the document window.

* The rulers appear in the document window in Print Layout view.



* The horizontal ruler: displays left and right document margins as well as
the tab settings and paragraph indents, if any, for the paragraph in

which the insertion point is located.
* The vertical ruler: displays the top and bottom document margins.

* The vertical and horizontal scroll bars: are used to display different

parts of the document in the document window.

The scroll bars include scroll boxes and scroll arrows, which you use to

scroll.



e Status bar: Located at bottom of Program window and displays the
page number of the current page, the total number of pages and
words in the document, and the status of spelling and grammar

checking.

* |t also includes the view buttons, the zoom slider, and the Zoom level

button.

* The view buttons on the status bar allow you to display the

document in Read Mode, Print Layout, or Web Layout view.



* Red wavy :line under a word indicates a possible misspelling or a

repeated word;
* Blue wavy line under text indicates a possible grammar error.

* Spelling and grammar checking is one of the many automatic

features you will encounter as you type.

 AutoCorrect: automatically makes typographical adjustments,
detects, and adjusts typing errors, certain misspelled words, and

incorrect capitalization as you type.



Automatic features that appear as you type in Word.
* AutoComplete suggests text to insert quickly into your documents.

* Press [Enter] to insert the text suggested by the Screen Tip; continue

typing to reject the suggestion.

* Pressing [Backspace] removes the character before the insertion

point.

* Pressing [Delete] removes the character after the insertion point



Save a Document

first time you save a document, the Save As screen opens.
The default filename is based on the first few words of the document.

press [Ctri][S] to save a document.



Select Text

* Before deleting, editing, or formatting text, you must select the text.

* Formatting marks are special characters that appear on your screen

but do not print.

* Selecting text involves clicking and dragging the left click pointer

across the text to highlight it.



Methods for selecting text

* To select any amount of text: Drag over the text.

* To select a word: Double-click the word.

* To select a line of text: Move the pointer to the left of the line, then click.
* To select a sentence: Press and hold [Ctr+L], then click the sentence.

* to select entire document: Triple-click with the pointer to the left of any

text; press [Ctrl][A].



Find and Replace Text

* Using the Replace command, you can find and replace all occurrences
of specific text at once, or you can choose to find and review each

occurrence individually.

e Using the Find command, you can locate and highlight every

occurrence of a specific word or phrase in a document.



Types of indents

Left indent: The left edge of a paragraph is moved in from the left margin.

Right indent The right edge of a paragraph is moved in from the right margin.

First line indent: The first line of a paragraph is indented more than the

subsequent lines.

Hanging indent The subsequent lines of a paragraph are indented more than the

first line.

* Negative indent (or Out dent): The left edge of a paragraph is moved to the left

of the left margin.



Add Bullets and Numbering

* Formatting a list with bullets or numbering can help to organize the

ideas in a document.

* A bullet is a character, often a small circle, that appears before the

items in a list to add emphasis.

* Formatting a list as a numbered list helps illustrate sequences and

priorities.



Add Headers and Footers

* A header is text or graphics that appears at the top of every page of a

document.
A footer is text or graphics that appears at the bottom of every page.

 headers and footers often contain the title of the publication or

chapter, the name of the author, or a page number.

* When the header and footer areas are open, the document text is

dimmed and cannot be edited.



