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COMPUTER LITERACY COURSE

For beginners with little or no prior knowledge

Course Goal
By the end of this course, learners will be able to:

® Turn the computer on and off safely.

Use a keyboard and mouse with confidence.

([
® Manage files and folders.
® (Creating documents.

([

Use computers for everyday life and employment.

Module 1: Introduction to Computers 2 - Periods

Objectives
® Understanding fundamentals of computer.

® To identify different parts of computer.

Topics
® \What is computer?
® Types of computers
® Application of computer
® Advantages and Disadvantages of computer
® Hardware and Software
® |nput and Output Devices
(]

Working principle of computer system (IPO)

INPUT PROCESS OUTPUT

Keyboard, Mouse, CPU (Central Moniter, Printer,
Scanner, Mic Processing Unit) Speaker

Practical activities
® |dentify physically attached components of a computer setup

® Diagrammatic representation of the Input -> Process -> Output flow



Module 2: Operating a computer system 2 - Periods

Objectives

® Use Windows/ Computer system confidently.

Topics
® How to start a computer?
Desktop
Icons
Start Menu
Taskbar
Quick launcher
Recycle Bin
This PC/ My Computer and it’s properties

File Explorer

How to Shut down/restart a computer system

Practical Activities
V' Identify computer parts
v/ Turn ON the computer
V Shutting down & Restart

v/ Connect a mouse and keyboard

Module 3: How to operate a Mouse & Keyboard 3 - Periods

MOUSE

Objectives
Scroll Bar

® Understanding how to use a computer mouse. Wheel

Topics

® Mouse pointer and cursor
Left click
Right click

Left Button Vi Right Button
Primary ' Menu of Options

Double click
Scroll Wheel

Drag and Drop

Minimize, Maximize and close window



Practical Activities
V' Create a File/ Folder
v/ Open an existing File/ Folder
v/ Renaming a File/ Folder
V' Deleting a File/ Folder
Vv Paint drawing

v Drag-and-drop exercises

KEYBOARD

Objectives
® Basics of Keyboard Applications.

Topics

® Alphabet keys
Number keys
Function keys
Special Keys
Shift, Ctrl, Alt

Bifunctional Keys

Practical Activities
Vv Type your hame
v Type your address
v Type a simple paragraph

Vv Type the name of games, fruits and other familiar items.



Module 4: Word Processing Technique 5 - Periods

Objectives
® Create and edit professional documents.
Topics

® Open MS Word

Create documents

Saving the documents

Difference between Save and Save As
Shortcut to save a file

Font formatting

Font Style

Font Size

Increase and Decrease font size

Bold, Italic, Under Line

Font Color

Title Bar

Menu Bar

Scroll Bar

Paragraph formatting

Bullets & Numbering

Tables

Concept of rows and column

Table Border & Color

Concept of arrows keys/ Tab Key in Table cells
Pictures

Inserting a picture into word documents
Page Borders

Page Setup

Print documents

Practical Activities
v" Design a personal Biodata/Resume
v' Draft a formal application/letter
v Design an Event Invitation /School Notice
v Invitation Card
v Notice
v Certificate



Introduction to Computer

What is Computer?
A Computer is an electronic device.

What a computer can do?

A computer can calculate, write, draw, store information, play games,
watch videos, use the internet, and help us do our work quickly and accurately.

o‘

Used at home, school, and office. J Portable computer that Touchscreen computer used

Works on a desk. can be carried anywhere. for learning and entertainment.

AN A3

(@ SMARTPHONE | (@ WORKSTATION | ((® ALL-IN-ONE COMPUTER

xS

ARG

O
g

Small handheld computer used Powerful computer used by Monitor and CPU combined into
for calling, internet, and apps. J L engineers, designers, and scientists. )) |\ one unit, saving space.

£

e e =si—oheny el -yt By My — e — =




Basic parts of a computer are Monitor, System Unit, Mouse, Keyboard,

Speaker and Printer.

The Monitor

I see text and images on 9, a [ |

the screen of monitor.

o |
The System Unit

All the Computer parts are
Connected to the system unit.
The system unit controls all the

Computer parts.



PR OF & COmMPUERTY

The Moyse ™™

)
<~ | use the mouse to

[Q\/ = move pointer on the
screen and give
instructions to the

computer

| use the keyboard
to type and give
instructions to the

computer

| use the printer to

printtextandimages on

paper




USES OF COMPUTER

| EDUCATION &
LEARNING

COMMUNICATION

Helps us to connect
Used for online with others through
classes, research, | email, video calls,
homework, e-leamning, ¥ social media, and
and gaining instant messaging.
N\ knowledge. /.
WORK & ° ENTERTAINMENT |

= BUSINESS

We can watch

Used to create | movies, listen to
documents, manage * music, play games,
data, make and enjoy videos

; Presentations, and on computers.

' do online meetings.

SHOPPING &
BANKING 7 |
Used for online /&
shopping, book
tickets, pay bills,
£ and do online

" banking safely.

INFORMATION &
& NEWS

'-1 Provides access to
2% the internet for news,

= " [ =~ weather updates,
and useful
‘ information. Y,
S
=) EVERYDAY TASKS
B Used for typing,
calculations, setting

{| reminders, printing,
[~ and completing

CREATIVITY &
DESIGN

Used for drawing,
editing photos,
making videos,

. designing graphics,
—— and creating
pmjects.

2. DO ASSIGNMENTS 3. PRACTICE TYP 4. TAKE ONLINE 5. CREATE SCHOOL
& PROJECTS & IMPROVE SKI TESTS & EXAMS PRESENTATIONS

1. PREPARE NOTES
& STUDY MATERIALS

> F e [ . f o g — o s
Helps in preparing notes, Used to create and ‘ Helps in practicing Used to take online Helps in creating
study materials, and submit assignments, typing, improving speed tests, exams, quizzes, presentations for class
summaries for projects, and and accuracy, and and check results projects and group
subjects. bk documents. ) learning new skills. bl instantly. J activities.

7. LEARNING THROUGH
EDUCATIONAL APPS

8. STORE & ORGANIZE
SCHOOL FILES

9. IMPROVE KNOWLEDGE
WITH MULTIMEDIA

10. COLLABORATE &
SHARE WITH CLASSMATES

L - : - e = L SR L = | . e
Helps in researching Educational apps and Helps in storing and Videos, animations, and Used to share files
topics and collecting software make learning | organizing all school | multimedia help in work on group projects,
important information easy, interactive, and | files, notes, and | | understanding topics and collaborate with
from the internet. | moreinteresting. | | important documents. | |  better and faster.  classmates and teachers. |

ot

A/, COMPUTERS MAKE LEARNING EASIER, FASTER AND MORE INTERESTING. <l



ADVANTAGES AND DISADVANTAGES
OF COMPUTER

DISADVANTAGES

ADVANTAGES

e

=.. | SPEED AND EFFICIENCY

Computers work very fast
and can perform complex
/ calculations in seconds.

b
g —

HIGH ACCURACY

Computers provide accurate
results and reduce human

2.

/ errors.

\

'| STORAGE CAPACITY

amounts of data and
“ information.

e
=

a . VERSATILITY

| Computers can be used for

'nn. | many different tasks like

education, business, design,
entertainment, etc.

| EASY COMMUNICATION
‘ Computers and the internet

' make communication fast
and easy across the world. |

LEARNING AND EDUCATION |

‘ Computers provide access to
online learning, tutorials, and

1 Computers can store large

a vast amount of knowledge.

——

| HEALTH ISSUES
Long hours of computer use
can cause eye strain, back

| pain, and other health
problems.

fa

.. /

SECURITY RISKS

! Computers are vulnerable
to viruses, hacking, and
data theft.

ADDICTION .

Excessive computer use can
lead to addiction and affect
productivity.

REDUCED PHYSICAL ACTIVITY [

People spend more time on
computers, which reduces
physical activity and outdoor |
interaction. '

[a)

i

HIGH COST

Computers and related
equipment are expensive to
buy and maintain.

UNEMPLOYMENT

I Automation and computerization |
| can reduce the need for |
human labor in some jobs.

|

i

HARDWARE = Physical Parts of a Computer
SOFTWARE = Programs that Make the Computer Work




HARDWARE AND SOFTWARE

8. WEBCAM

;;sxa?yg e g 5 4 R 1. WINDOWS

visual output. ARt . OPERATING SYSTEM
] Windbws 11 Manages computer
hardware and software.

s

2. MICROSOFT WORD

Creates and
edits documents.

3. MICROSOFT EXCEL

Performs calculations
and manages data.

/

Y 4. MICROSOFT POWERPOINT
e & ~ #

2. KEYBOARD 3. MOUSE Creates
Used to type Controls the presentations.
text and pointer and o )
commands. selects items‘

e >
' - 5. GOOGLE CHROME
— Browses the
i I = i ‘ internet.

4. CPU | 5. PRINTER \_ ) )
(SYSTEM UNIT) Prints — 5
Processes data documents '
and controls all and images. ‘ 6. PAINT
operations. Creates simple

I drawings.
e L e 7 (" a R
7. VLC MEDIA PLAYER
N

6. SCANNER (7. SPEAKERS ) am Plavs audioand
Converts paper Produce ; ' video files.
documents into sound. e T B
digital files. —

8. ANTIVIRUS SOFTWARE
# Protects the computer
from viruses
and threats.
L b A L .-

g HARDWARE = piysical ars o a Computer
| SOFTWARE = Programs that Make the Computer Work




INPUT AND OUTPUT DEVICES OF COMPUTER

Input devices are used to enter data and instructions into the computer.
Output devices are used to display, produce or present the results.

m OUTPUT DEVICES _

~

1. KEYBOARD 1. MONITOR
Used to type text, Displays text, images,
numbers and videos and other
commands. information.
= =
N .
2. MOUSE 2. SPEAKERS
Controls the pointer Produces sound,
on the screen and music and other
selects items. audio output. )
B )
h b
3. SCANNER 3. PRINTER

Converts printed

Produces hard

documents and copy of text and
pictures into digital .
S images on paper.
A "
™ ™
4. MICROPHONE 4. HEADPHONES
Used to input Delivers sound
voice and sound directly to the
into the computer. ears.
W / o
<
5. WEBCAM 5. PROJECTOR
Captures video Projects images
and images and and videos on a
inputs into the large screen.
computer. by Pl ) )
=~
6. JOYSTICK 6. PLOTTER
Used to control Produces large,
games and other high-quality prints
applications. for designs and
A charts. y,

7. GRAPHICS TABLET |

Used to draw or
write by hand

input. L]

7. BRAILLE DISPLAY )

Displays information
in Braille for visually
impaired users.

2

8. FINGERPRINT SCANNER
Reads fingerprint

and inputs data for
identification. y,

8. LED INDICATORS
Shows the status
of the computer

like power, safety and alerts. )

-




Computers
follow instructiong
t0 turn data ngg
A computer works in a simple cycle called IPOS,  wettiymagy,
1. INPUT 2. PROCESS 3, QUTPUT 4, STORAGE
The computer takes The CPU processes the The computer gives The computer stores
data and instructions data using arithmetic the result in a useful data and results for
from the user. and logic operations. way, future use.
Keyboard Mouse ¥
Hard Drive Pen Drive
. (B e Spesers T .
Microphone Seanner C
omputer) ] & CD/DVD ,/

THE IPOS CYCLE REPEATS

HOW DO COMPUTERS WORK?

|

Inside the Computer What Happens? ( Key Point
(Temary CPU . + n " % 0 The CPU s the brain of the computer.
Storage) (P'E::;; # <& # It follows instructions very fast,

Yauenter CPUprocesses  Yougetthe  |tisstored for e B R0
it result b @ It can process millions of instructions
Motherboard | Hard Drive in a second. ‘
(ConneF : Permanent| | | Example
everything)

When you type a letter (Input) + the computer thinks
(Process) = it shows on the screen (Output) = and you
save i (Storage) for future.

 This s how computers helpus |
work smart and fast!

e
‘!_‘ Remember: A computer accepts data (Input), processes it (Process), shows the result (Output), and saves it (Storage). )



Operating a Computer System

Learning Objectives

e Understand the basic parts of a computer system.
e Start and shut down a computer safely.

e Uses of the mouse and keyboard confidently.

e Open, close and switch between programs.

e Manage files and folders.

e Use common Windows features.

e Connect and safely remove USB devices.

e« Follow basic computer safety practices.

Introduction

A computer system is a combination of hardware and software that works
together to perform tasks.

DVD RGM DRIVE

UPS

Components of a Computer System
e Monitor
e CPU (Central Processing Unit)

e Keyboard
¢ Mouse
e Speakers
e Printer

¢ Webcam
¢ Software (Windows, MS Office, etc.)



Steps to start the Computer System

Step 1 -> Switch on the main power supply.

Step 2 -> Turn on the UPS (if available).

Step 3 -> Press the Power button on the CPU or Laptop.
Step 4-> Wait while Windows loads.

Step 5 -> Log in using your username and password (if required).
Activity:
Each learner can start the computer independently.

When the computer system starts, the Desktop appears following things: -

Main Parts

Desktop
Taskbar

Start Button
Search Box
Icons
Notification Area
Date and Time

ks @EZBEAYOH G 2 GECERE -~ eaw,0E



Common Desktop Icons

This PC
Recycle Bin
Documents
Microsoft Edge
File Explorer

Desktop Icons
Icons are small pictures that represent files, folders, applications, or shortcuts.
Common desktop icons include:

e This PC

¢ Recycle Bin

e Microsoft Edge

e Folder shortcuts

e Open applications
e Access files
e Open folders

Start Menu
The Start Menu is the central place for accessing programs and computer
settings.

| |
.. Q Search

It allows users to:
e Open installed applications
e Search a file
e Access Settings
e Shut down or restart the computer
e View recently used applications

Taskbar

The Taskbar is located at the bottom of the desktop.
How 0CLBBEYCRC0GECBRBETH 5 oan, s

Functions
o Display open applications

e Allows quick switching between programs
e Shows pinned applications
o Display date and time

e Display battery, network, and sound status



Notification Area (System Tray)

Located on the right side of the taskbar.

It displays:
e Clock
e Date
¢ Volume control
e Network status
e Battery status (Laptop)
¢ Notifications

File Explorer

File Explorer is used to manage files and folders.

Uses
e View files
¢ Create folders



Copy files
Move files
Rename files
Delete files
Search a files

Files and Folders

File

A file is a collection of information which is stored on a computer.

Examples:

Word document
Photo

Video

PDF

Music file

Folder

e

®

A folder is used to organize and store related files.

Windows (C:) X +

() J > ThisPC > Windows(C) >

New * N sort O View *

¢ Home

R Gallery ri

hp inetpub Intel LJM1005_MFP_F logs
' - -
B Deskiop ull_Solution

{ Downloads  #

o Documents  #

A Pictures ¢
A
unnyan content # Recovery SWSetup System.sav temp Users
QULITY 2022-20 #
@) Music » . ﬂ
i Videos » ‘J
HPLIM1005 native tQJLBo9_ghlogs  zFxH3g0_ghlogs

BRI ICRE]

OneDriveTemp

Windows



Creating a Folder
Steps
1. Right-click on the Desktop or inside a folder.

2. Select New.

3. Click Folder.

4. Type the folder name.
5

Press Enter.

Creating a Folder in File Explorer

Open File Explorer. Click on New and A new folder will be created
Rl_ght-cllck in a blank area select Folder. with the name “New folder”.
(right pane).
BP R Elorer - O X | W 2 FieEplorr - @ % B | e Explorer - 0 X
“ Home Share View v 0 “ Home Share View 0 Home  Share  View v 0
& « 4 [@ » THSPC » Documents « < 4 & > ThisPC » Documents « < 4 & MisPC » Documents
Name Date modified Type Name Date modified Type Name Date modified Type
s Quick access s Quick access o Quick access
I Deskop View > B Deskop View > | B Oesicop
& Dowloads Sattby b & Downloads ¢ SOty ? ‘ & Oownloads  #
4 Documents Group by ? | Ty | (S ) [ Documents ¢
T ke ol -
} Musi Paste | ) Music i | ) Musi
B videos Parte shortcut B videos Pasts sertat B e
[ This PC beiediinlo e S el [ Folder J
is [ This pC
" New > ] 2 Shortcut L{ W
Network i 1
e Poplter ‘ LA Propaies B Microsof Word Document i Network

B Microsoft Excel Workshest

[ Micrcsoft PowerPoint Presentation
7 et Document

+ Compressed (zipped) Folder

Type the desired name The folder will be renamed
and press Enter. with the new name.
: _ o Folder Created Successfully!
+ * 4 15 ThisPC » Documents » € 1 % > ThSPC » Documents P
Nome Dotemodiied  Type Neme Onemodfed  Type You have successfully created
# Quick access o Quick access
N ostep A, a new folder.
& Downloads  # 4 Downloads *
"% Documents * 5 Documents *
= Pictures * & Pictures * My Notes
b Music D Music
B videos B videos
L L This My Notes
b Network i Network

@ Summary: Right-click in a blank area = New — Folder — Type the name — Press Enter.



Renaming a File or Folder

Steps
1. Right-click the file or folder.

2. Select Rename. How to Create a Folder on Laptop/Computer and Rename It

Right-click on an empty area of Click on New and A new folder will be created

3 . Type the new name. the desktop. then select Folder. with the name - New folder.

4. Press Enter.

To rename the folder, right-click on it
and select Rename.

Type the new name (for example - The folder name has been
Hindi Syllabus Part 1) and press Enter. changed successfully.

Summary: Right-click - New — Folder — Rename — Type new name —> Press Enter.

Copying Files
Method
o Select the file.
e Press Ctrl + C.
e Open the destination folder.

e Press Ctrl + V.

Moving Files
Method
¢ Select the file.

e Press Ctrl + X.
¢ Open the destination folder.
e PressCtrl +V.

Deleting Files
Method
¢ Select the file.

e Press Delete.

Deleted files usually move to the Recycle Bin.
Recycle Bin

The Recycle Bin temporarily stores deleted files. te

Uses RECYCIEIBIN}

¢ Restore deleted files



e Permanently deleted files.

Opening an application
Method 1
e Double-click the application icon.

Method 2
e Click Start

e Search for the application

e Click its name

Opening an Application in Windows

o Click on the Start e Find the application in the o Click on the application o The application will
menu. Start menu. to openit. open.
Q
Alages >
o owemsm w Caenaa

MeosotStore Photos Setings  Calulator Cock Norend

% = B O

Pant  FlBploe Mo &TY s

Word |

Recommended Click the
application

Poge i1 Gunds  Engheh Ut it B+ ——
& The application
will open
S - - =< 11:30 AM
@ Q search O ¢®. A RHED hnn

Close an application

Click the X(Close) button in the upper-right corner of the application window
or press Alt + F4,

B8 How to Close an Application in Windows

You can close an application using the following methods:

o Using the Close button (X) B i - stz - o B8

File Edit Format View Help

. Look at the top-right corner
of the application window. Click here
to close
2. Click on the Close button (X).

3. The application will close.

Shut Down Wendorws

BR Windows 11

1. Press Alt + F4 on your keyboard etk iind
while the application window Alt + B o -
is active. o

e Using Keyboard Shortcut

2. The application will close. L= S e
A Tk Manager outl - o
¢ Additional Tip
= Processes B mnnewtsk @ tdusk
If an application is not responding and won't close, i1 7% 45% Click
press Ctrl + Shift + Esc to open Task Manager, @ A“;u‘ = g = End task
select the application, and click End task. | @ e i
@ Wt L3 e

o Closing an application frees up system resources and helps your computer run smoothly.



Window Controls

Every application window contains Minimize (send the window to the
taskbar), Maximize (makes the window fill the entire screen), Restore Down (return
the window to its previous size).

Close, closes the active application.

=8 Windows - Minimize, Maximize and Close

Use these buttons on the top-right corner of any application window to control it.

[ Minimize | L Maximize / Restore | [ ciose |

RIES

-;31 Untitled - Notepad

Before
a Minimize i BT 6
Sends the window to the taskbar E_
s0 you can work on something else. ]
Normal (Before) Maximized Restored
imize / I{
@ Max e / Restore ey T T e

Maximize: Expands the window

to fill the entire screen. = E -=p B8
Restore: Returns the window

1o its previous size.

Before After
e Close @ Document-Word  ~ O Microsoh Worg Q Tip
(i i it to save your changes Yo also ch
Closes the application window. * | \';:‘:mﬁ your changes fo ap::::‘mn ai::! an
Any unsaved work may be lost. [« § il
[Cswe | vovtsaw  cancel keyboard.

0 Use Minimize to hide, Maximize to view fully, and Close to exit.

Switching Between Applications
Method 1

Click the application's icon on the Taskbar.
Method 2

Press:

Alt + Tab

=E  Switching Between Applications

| Use these methods to switch between open applications on your computer.

© using it + Tab n+ 0~
1. Pressand hold Alt, then

press Tab. « Alt + Tab switches forward.

| 2. Awindow appears showing
all open applications. » Alt + Shift + Tab switches
3. Keep pressing Tab to hackens.
highiight the application + You can also use the taskbar
you want. 1o quickly switch between
4. Release Alt to switch to the appiications.
selected application. Press Tab to move
Using Alt + Shift + Tab A
9 9 o + 8 Multiple Desktops
1, Press and hold Alt + Shift, (Windows 10/11)
then press Tab, Documont - Word Book - Exca Presenation Fils Exploree

o

Keeps pressing Tab to move You can switch applications on
backward through open & G different desktops using:

. 0
2o lone o o Win +Ctrl+ /=

3. Release the keys to switch to
G fo switch desktops, then
the selected application. Press Tab to move backward choose the application.
| . S
e Using Taskbar [ clckanyiconto switch
1. Look &t the taskbar at the | ]
bottom of the screen.
m WI0AM
2. Click the application icon Qs = C A WP ~cue 0
that you want to open.
Shortcut Summary
0 Switching between applications helps you work faster and stay productive. :: :;‘; - zm mﬂ % mﬂ
{ Win + Tab + Task View (see afl open windows)




Common Windows Keyboard Shortcuts

Shortcut Function
Windows Open Start Menu
Windows + E | Open File Explorer
Windows + D | Show Desktop
Windows + L | Lock Computer
Alt + Tab Switch between applications
Alt + F4 Close current window
Ctrl + C Copy
Ctrl + V Paste
Ctrl + X Cut
Ctrl + Z Undo
Ctrl + A Select All
Delete Delete selected item
F2 Rename selected file

Shutting Down Windows

Always close your work and save files before shutting down the computer.
Steps

1. Click Start.

2. Click the Power button.

3. Select:
o Shut Down
o Restart
o Sleep

SHUTTING DOWN A WINDOWS SYSTEM

Follow the steps below to safely shut down your Windows computer.

Click on the Click on the Click on o Windows will close
Start button Power icon Shut down. all programs and
at the bottom-left shut down the
corner of the computer.

screen. USER

Decuments

@ Sleep

O Shut down

Pictures

.
@ Settings >

O Restart

.
.
Power *

Shutting down

R Type here to search

P Type here to search

Tips:
* Always save your work before shutting down.
+ Close all programs to prevent data loss.

* Use Shut down instead of turning off the power directly.




Practical Activities

Activity 1
Identify the following on the desktop:

Start Button
Taskbar
Desktop Icons

Notification Area

Activity 2
Create the following folders: -

My Documents
My Pictures
My Projects

Activity 3
Create a text document and: -

Save it

Copy it to another folder
Rename it

Delete it

Restore it from the Recycle Bin

Activity 4
Practice these shortcuts: -

Windows + E
Windows + D
Alt + Tab
Ctrl + C

Ctrl +V

Learning Outcomes

After completing this lesson, learners will be able to:

Explain the purpose of the Windows Operating System.
Identify the main components of the Windows desktop.
Open and manage applications.

Create, organize, and manage files and folders.

Use common Windows keyboard shortcuts.

Shut down and restart a computer safely and correctly



How to Operate a Mouse and Kevboard

= WHAT IS A MOUSE?-

Right Button

- Used to open
A mouse is an important input device of a computer. Lety Button shortcut menus
- Used to select and more
items, open files options.
It is a pointing device. ot talders,
Scroll Wheel

— Used to scroll
up and down a
page or document.

It is used to tell the computer “What to do”.

It helps us point, click, drag and give instructions
to the computer easily.

e Xl ofe

Mouse Body

— Held in hand and
moved on a flat
surface.

o

o Making a picture e Playing computer games 9 Giving instructions

to the computer

NN

()

//‘) IN SHORT: A mouse is a pointing device that helps us control the computer
by pointing, clicking and dragging items on the screen.

What is a Mouse Pointer? i

A mouse pointer is a small graphical symbol on the computer screen that moves when you
move the mouse. It helps you point to, select, click, and drag items on the screen.

Uses of the Mouse Pointer

e Select files and folders. k
e Open programs by double-clicking.

e Click buttons and menus.
e Draganddrop items.

e Resize windows.

Common Mouse Pointer Shapes

e Arrow (\) — Normal selection.

e Hand (&) — Appears when pointing to a hyperlink or clickable item.

e Resize Arrow (<, 1) — Used to resize windows or objects.

o Busy Pointer ( - or spinning circle) — Indicates the computer is processing a task.



Whatis a Cursor?

A cursor is a blinking vertical line ( | ) that shows where the next character will appear
when you type.

Uses of the Cursor

e Shows the typing position in a document.
e Helps insert, edit, or delete text.
e Moves through text using the keyboard or mouse.

T - = = = . =
!'.__1- Buinsave ¥ 1 Do rmaent

File Home Insert Draw Design Layowt References Maiings Review  View Help &9 Share

S K| [catite (Boty) w80 v | == =~ W= | I I 2
P';El'ﬁ B I _l,g--aaEaf Fip @EI_EE e &f | Eelting

S| A 2-A-n- |Ex|a-B=-1801" -l R
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Explanation about Left Click and Right Click

Al

LEFT CLICK

Left Click is the action of pressing and

for selecting and opening items.

USES OF LEFT CLICK

releasing the left button of the mouse once.
It is the most commonly used mouse action

e Select a file or folder. i
@ Select text in a document.

® Click buttons and menus.

@ Place the cursor in a text box. q

@ Choose options from a list. [—- .

HOW TO PERFORM A LEFT CLICK

o Move the mouse pointer i
to the desired item, k

e Place your index finger
on the left mouse button.

e Press and release the
left button once.

Right Click means pressing and releasing the right
mouse button once. It opens a shortcut menu
(context menu) with options related to the
selected item.

COMMON USES OF RIGHT CLICK

® Open a shortcut (context) menu.

e Copy, Cut, and Paste files.

@ Rename files and folders.

e Delete files and folders.

@ View Properties of a file or folder.
@ Create a New Folder or document.
e Refresh the desktop.

HOW TO PERFORM A RIGHT CLICK

|
o Move the mouse pointer to the ‘;\ <
desired file, folder, or object. k

QfeaNm

9 Press and release the right
mouse button once.

e A shortcut (context) menu will g ’
appear on the screen.

Properties

What is Double Click?

A double click means pressing the left mouse button twice quickly without moving the
mouse. [t is used to open files, folders, programs, and applications.

How to Double Click

1. Place the mouse pointer on the item you want to open.
2. Press the left mouse button twice quickly.
3. The selected file, folder, or program will open.

Uses of Double Click

e Open afile.

e Open afolder.

e Start a program or application.
e Open a document or picture.




What is a Scroll Wheel?

The scroll wheel is the small wheel located between the left and right mouse buttons. It is
used to move up and down through a document, web page, or list without using the scroll
bar.

Uses of the Scroll Wheel

e Scroll up and down a document or web page.

e Read long documents easily.

e Browse websites quickly.

e Move through lists and menus.

e Zoom in and out in some programs (by holding Ctrl while scrolling).

What is Drag and Drop?

Drag and Drop is a mouse action used to move or copy files, folders, icons, or other
objects from one location to another.

How to Drag and Drop

Move the mouse pointer over the item you want to move.
Press and hold the left mouse button.

Move the mouse to the desired location while holding the button.
Release the left mouse button to drop the item.

PoNPRE

Uses of Drag and Drop

e Move files and folders.

e Rearrange desktop icons.

e Copy files to another folder or USB drive.

e Move pictures into documents or presentations.
e Organize files quickly.

What are Minimize, Maximize, and Close Buttons?

These are the window control buttons located at the top-right corner of most application
windows in Microsoft Windows. They help you manage application windows.



1. Minimize Button (—)

The Minimize button hides the window from the desktop and places it on the taskbar. The
program continues running in the background.

Uses

&  Untitled - Notepad

e Hide a window without closing it.
e Switch to another program.
e Keep your work open for later.

| File Edit  View

Title Bar

2. Maximize Button (O)

The Maximize button enlarges the window to fill the entire screen.

Uses
e View more content.
e Work with larger documents or web pages.

e Make better use of the screen.

Note: After a window is maximized, the Maximize button changes to the Restore Down
button (7). Clicking Restore Down returns the window to its previous size.

3. Close Button (X)

The Close button closes the application window. If there are unsaved changes, Windows
usually asks whether you want to save your work before closing.

Uses

e Exit an application.
e Close documents or windows.
e Free up screen space.



KEYBOARD AND ITS USES

Akeyboard is an |mportant 2 Z i @ =
input device of a computer. I 2 : 2 ==

It looks like a typewriter.

It has many keys (buttons) on it.
We use it to type letters,
numbers and give instructions

to the computer.
N J

USES OF KEYBOARD

O veine || ©) civine DOING WORK | () PLAYING © oTHER USES
We use keyboard to type INSTRUCTIONS FASTER GAMES

i We use keyboard to give Keyboard helps us do our We use keyboard to play

letters, words ] i i
g ’ instr and commands | | work quickly and easily.

g computer games.
and sentences. to the computer. oo

We use keyboard to open
files, save work, search
information and more.

_@p

The quick brown
fox jumps over
the lazy dog. |

~()- IN SHORT: A keyboard is an input device that helps us type, give instructions
'S and do our work easily and quickly on the computer.

What are Alphabet Keys?

Alphabet keys are the keys on a keyboard that are used to type letters. There are 26
alphabet keys, from A to Z.

List of Alphabet Keys
A,B,C,D,E,F,G,HLJ,K,L,M,N,0,P,Q,R,S, T, U, V, W, X, Y, Z

Uses of Alphabet Keys

e Type words and sentences.

e Write letters, emails, and documents.

e Enter names and addresses.

e Create files and folders with names.

e Search for information on the computer or the internet.



What are Number Keys?

Number keys are the keys on a keyboard used to type numbers (0-9). They are useful for
entering numbers, calculations, and data.

What are Function Keys?

Function keys are the keys labeled F1 to F12 located at the top row of the keyboard. They

are used to perform special commands and shortcut functions in Windows and various

software applications.

| B
|

Help

Opens the Help window
or Help menu of the
current program.

Rename

Renames the selected file,
folder or item.

Address Bar

Displays the address bar list
in File Explorer or the
active window.

Refresh

Refreshes or reloads the
current window or page.

NV

USES OF FUNCTION KEYS

Example:

Press F1 in any application
to open the Help and
Support window.

Example:
Select a file or folder and
press F2 to rename it.

Example:

Press F4 in File Explorer to
see the address bar list.

Example:
Press F5 in a web browser
to reload the current page.



What are Special Keys?

Special keys are keys on a keyboard that perform specific functions instead of typing letters
or numbers. They help users control the computer and work more efficiently.

D enter

n SPACEBAR Used to insert a blank space between
characters or words.

Used to execute a command.
It moves the cursor to the next line
in a document or input field.

Example: Press Enter to submit a form
complete an action.

Example: Press Spacebar to add space
while typing.

B BACKSPACE Used to delete the character to the

left of the cursor.

Backspace

3 oeLeTe

Delete

B suiFT

> Shift

Example: Press Backspace to remove
a typed character.

[

Used to delete the character to the
right of the cursor or selected item.

| Example: Press Delete to remove |
| selected item or text.

Used to type uppercase letters and
the upper symbols on number keys.

Example: Press Shift + A to type 'A’.

Used to type all letters in uppercase.
Press again to turn it off.

B CAPS LOCK

C: = ( —
L:g)f Example: Press Caps Lock to type in

= | UPPERCASE.

TAB

Tab

Used to move the cursor to the
next tab stop or field.

Example: Press Tab to move to the
next field in a form.

—
i

8

USES OF IMPORTANT SPECIAL KEYBOARD

\a CTRL

10 TR

Used to cancel or stop the current
task or close a dialog box, menu,
or full-screen mode.

Example: Press Esc to exit full screen
or cancel an operation.

Used with other keys to perform

shortcut commands.

>Example: Ctrl + C (Copy), Ctrl + V (Paste), Ctrl ‘
Ctrl + S (Save).

Used with other keys to perform \

shortcut commands or menu options. m

m WINDOWS KEY Opens the Start menu. Used with

E) PRINT SCREEN

NUM LOCK

Num
Lock

other keys for various shortcuts.

Example: Press Windows key to
open Start menu.

Example: Alt + leose Window),
;Alt +Tab stjtc,h WindoE).

Num
Lock

Used to toggle the numeric
keypad on and off.

Example: Press Num Lock to use
the numeric keypad.

Captures the current screen and
copies it to the clipboard.

Example: Press PrtScn to take a
screenshot.

Num Lk



What are Bifunctional Keys?

Bifunctional keys (also called dual-purpose keys) are keys that perform two different
functions depending on how they are used.

e Press the key alone - It performs its first function.
e Press the key with the Shift key (or another modifier) - It performs its second function.

Examples of Bifunctional Keys

Key | First Function | Second Function
(with Shift)

1 Types 1 Types !

2 Types 2 Types @

3 Types 3 Types #

4 Types 4 Types $

5 Types 5 Types %

6 Types 6 Types N

7 Types 7 Types &

8 Types 8 Types *

9 Types 9 Types (

0 Types 0 Types))

Other Examples
Key First Function Second Function
; Semicolon (;) Colon (:)
, Comma (,) Less than (<)
Full stop (.) Greater than (>)

/ Slash (/) Question mark (?)
' Apostrophe (') Double quotation mark (")




Control Key

-  CTRLKEY -

—

— Its Functions and Uses — \

The Ctrl (Control) key is a modifier key. It is used with other keys to perform
many useful actions quickly and efficiently.

C_cvoc MO cov M cuix J
‘ Cut

Copy Paste Undo
Copies the selected text, Pastes the copied content Cuts the selected item and Reverses the last action.
file, or folder. at the current location. moves it to clipboard.

—_—

e

E-B| X5 9=

 cu.v N cu.p M cwies J cCi:a ]

Redo Print Save Select All
Repeats the last undone action. Opens the print dialog box Saves the current document Selects all text or all items
to print the document. or file. in a document or window.
J b AN

Additional Useful Ctrl Shortcuts

Ctrl + N - New ® Ctrl + F - Find
« Ctrl + O - Open ® Ctrl + P - Print

® Ctrl + W - Close Window e Ctrl + Q - Quit your work easier!

. N 7’
o Hold down the Ctrl key. Other The Ctrl key worlfs with many
Ctrl + Ke: other keys. Learning shortcuts o =
Silrecs ar}other oy . Y can save you time and make
The action happens instantly!
\

"
‘ﬁ ot # Learn Shortcuts, Work Smarter! ¢ --— - o — . QJ




Introduction to Word Processing
What is Word Processing?

Word processing is the process of creating, editing, formatting, saving, and printing text documents
using a computer. It allows users to produce professional-looking documents quickly and efficiently.

COMMON EXAMPLES OF DOCUMENTS CREATED
ING WORD PROCESSING SOFTWARE
P ROC ESSI N G @ 1erens @ nreports © rssionments

REPORT
CREATE. EDIT. FORMAT. SAVE. PRINT.

hd il

Project Report /

Word processing is the process of creating,

> S : o Used for official or Present information and Academic work submitted

editing, formatting, saving, and printing personal communication.  findings in an organized way. by students.

text documents using a computer. It allows

users to produce professional-looking

documents quickly and efficiently. o RESUMES (CVs) 9 NOTICES o CERTIFICATES
A $
- CERTIFICATES

Showcase skills, qualifications  Used to inform people about Award or recognition
and experience. important updates. documents.

= | ABC — © nvmations @ Books © auesTion parers
Ad S B R T = s = Wb
f 'y i 1)

1
Fonts & Alignment Insert Tables Spelling & Bullets & Formatting :
Text Styles & Margins Images Grammar Numbering Tools 2
These features help in creating clear, well and p! ional
Used for events, parties, Books, eBooks and Examination papers and
meetings and more. study materials. test documents.

BENEFITS OF WORD PROCESSING

Saves Time / Increases Productivity Improves Quality Easy to Print Easy to Save
Make changes quickly I I Completa tasks faster Professional formatting and Share and Access
and easily. l' with better tools. improves document quality. Print or share soft Store documents safely

copies instantly. and access anytime

What is a Word Processor?
A word processor is software designed to create and edit text-based documents.

WHAT IS A e |
WORD PROCESSOR? |l "

A word processor is software designed to
create and edit text-based documents.

i sbbeer Aascn AaB

Project Report

1. Introduction

TS gojct et proves n overiewaf the
Brofects objectives, scope, e

Dpacied tiormes. b1 10 doten bl
S0k 0 the idereied pecblams

2 Objoctives

 Toanehte the st s

* oty by o

* T PoPote aecive sy

POPULAR WORD PROCESSORS

. ond

Microsoft Word Google Docs LibreOffice Writer WPS Writer
The most widely Web-based word | Free and open-source  Lightweight and
used word processor  processor by Google. word processor feature-rich word
by indivicuals and Accessible from from The Document processar by
organizations. any device. Foundation. WPS Office.

o Among these, Microsoft Word is the most widely used.

Microsoft Word is a word processing

MICROSOFT WORD IS USED TO:
application developed by Microsoft.

It is used to create, edit, format, save, :b1 i ( A [gﬂ
and print documents such as letters, \ "/

reports, resumes, certificates, and

S Create Edit Format Save Print
assignments. Documents Text D D D ”
EXAMPLES OF DOCUMENTS = —x = [ 4 " e P
| ! 2
CREATED USING WORD > r F ll.ll H
PROCESSORS c N V%
Letters Reports Resumes Certificates Assignments. Notices Invitations Books Question

(Cvs) Papers




Features and Advantages of Microsoft Word @

FEATURES AND ADVANTAGES
OF MICROSOFT WORD

Microsoft Word is a powerful word processing software used to create, edit, format,
save and share professional documents easily and efficiently.

MAIN FE

URES

Create professional
documents

Check spelling

and grammar

Built-in tools help ta find and
correct spelling and grammar
mistakes.

©/ aBC
Design attractive and well- °
structured documents.
Saves time

Pre-designed templates, tools and shortcuts help
you complete tasks faster.

Edit text easily
Add, delete, cut, copy and
move text quickly.

o Print documents
& Print documents with P
custom settings. )

Produces neat documents
Advanced formatting options help create clean,
and well

‘Change fonts and colours
Customize font styles, sizes
and colours to make your
document look better.

Powerful Tools for

Better Documents Easy to edit

Make changes quickly and update content
without hassle.

Save documents in
different formats

Save files in various formats.
like docx, pdf, txt and more. Supports images and tables

Easily insert and manage pictures, tables,
charts and shapes.

Insert tables and pictures
Add tables, images, shapes and
other objects to enhance

your document.

O Share documents
electronically

Share your decuments via
email, cloud or link.

Offers automatic spell checking
Y Helps to minimize errors and improves
the quality of writing.

ah

Add page numbers
Insert page numbers, headers
and footers easily.

Makes document sharing simple
Share documents instantly through email,
cloud storage or online links.

Print

Perfect for

Letters, Reports, Resumes, Assignments,
Certificates, Notices, Question Papers
and much more.

(@)

Insert

RE [#

Edit

Create

How to Start Microsoft Word ﬂ

HOW TO START MICROSOFT WORD

Follow any one of the methods below to start Microsoft Word on your computer.

e Using Search

' o Using Desktop Shortcut e Using Start Menu

I £ word
Documents L
Gl excel Pictures Al Apps Documents Web  More ~
. I3 Powerpoint —
Double-click & Settings
2 Outlook Best match
the Microsoft
Word shortcut. G onenote Peoyees Word
» All Programs App “\
> Ruaogons
Microsoft Apps
Word
£ Type here to search T WordPad >

Double-click the Microsoft Word
shortcut icon on the desktop.

Click on the Start button, scroll
down and click on Microsoft Word.

9 Using All Programs

B Windows System
I Windows A

Click on the Search box, type word
and click on Microsoft Word.

' o Using Taskbar o Microsoft Word Will Open

Calibi (Body)

Click on the Microsoft Word
icon on the taskbar.

B I U-mxx ».

Ciipboard 1% Font Paragraph

W¥ PowerPoint |

WJ OneNote

If Microsoft Word is pinned on the
taskbar, click its icon.

Click on Start > All Programs >

Microsoft Office > Microsoft Word.

Microsoft Word will open and you
can start creating your document.

Shortcut Key: You can also press | Ctrl + N | inside Word to create a new document.



Understanding the Microsoft Word Window

The Microsoft Word window consists of the following parts:

e Title Bar — Displays the document name.

e Quick Access Toolbar — Contains frequently used commands such as Save and Undo.
e Tabs — Home, Insert, Design, Layout, References, Mailings, Review, View.

e Document Area — Area where you type and edit text.

e  Status Bar — Displays page number, word count, and language.

e Scroll Bar — Moves through the document.

[ Quick Access Toolbar

Document1 - Word Sign in &
Insert Design Layout References Mailings Review View Help Q Tell me what you want to do £, Share
n o : ’ = £ Find -
Calbri(Body) ~ 11~ A A Aa- & i=-i=-'Z- EE ;
Tabs Bash) =ci=c % € AT e assocoe paBbCc Assbcc AaB =
f coc Replace
Paste - BIU-a X, A~ oy A . f: === :_ o By H » TNormal | TNoSpac., Heading1 Heading2  Title 1% Select -
Clipboard 5 Font 3 Paragraph y Styles s Editing
t L RV ; S 1 “ 2 g | S F e | ol T | A 1 ST TR &

] Scroll Bar —»

[ Document Area ’

Status Bar

Pagelof1  Owords [  English United States)

B B - | + 100%




Creating a New Document
Steps
1. Open Microsoft Word.

2. Click Blank Document.

3. Start typing your text.

CREATE A NEW WORD FILE

Follow the steps to create a new Word document.

o Open Microsoft Word.

Best match
\‘i " Word
Apy

Apps

B Wordpad
Office

Search the web

£ word -

A new blank document will open.

3 Document] - Word

Insert Design Layout References Maifings Review View Help (:“ Tell me

2, di1 vl o [ i e L =
| Calibri {Body) 1 iz v =y A "W
BrU-mxxsh = b -
Paste 4 Styles Editing
. ®|A-Y-A-ma- K k| D~ 4 . v
Clipboard Ty Font & Paragraph fal Styles
Pageloft Owords English (india) £ | H 3 - ]

@ TIP; Press Ctrl + S or click File > Save to save your document.

o Click on Blank document.

Accou

Feedback

New
Aa
Take a
tour
Blank document Welcome to Word Single spaced (blank]

nt
ine templates

Suggested searches: Business Cards Flyers Letters Educafion  Resumes and Cover Letters

Options

Holiday

Document! - Word

Insert  Design Layout References Mallings Review View Help ‘-:) Tell me ol

oy Calibri (Body) W w1 of[Fm viste e | B FE A.‘ Fe)
B[ Uvmax,x4A % i L4
Paste Styles  Editing
- ¥ A-¥o A K| &eEa 1S : .
Clipboard 1 Font [F1 Paragraph N Styles
This is a new Word file,
Pageteof 1 Swords  English (India) £ ii‘!\i - B ] +

X

Share



Saving a Document

Steps
1. Click File - Save As.

2. Choose a location (Documents/Desktop).
3. Type the file name.

4. Click Save.

Shortcut Key
Ctrl +S

SAVING A WORD FILE

Follow the steps to save your Word document.

AutoSave (0.0F) Fr_\j l’) v Document! - Word
o Click on File tab | 9 Choose Save Save As
OGN Insert  Design  Layout  References or Save AS.
Click on the File tab W N . (1) o
i the topleft comer CalbrifBody) «11 ¢ A A 1= A If this is a new file, =
Of the Word window. Paste B B I I:I C e X, ¥ !.Ql Ly, A - Cl|Ck Sa\le As. m This PC
iti isting fi :
Bl . Ifitis an existing file &
. i i 2 3 click Save.
- Browse
@ soeis X - 0 ses X
o Choose location. £ T » Doeumens o | 2 suchnoen o Enter file name T e —
Select the location | o+ bt ) and click Save. | .. . ..
whereyouwantto | ®m et . Typeafilenamein | @wmsec ~ ° ton o
; J 30 Objects 3 J30 Obpcts
save your file By the File name box. .
(This PC, OneDrive, | foume Then click the | et
& Downloads & Downloads
or any folder). B e Save button. D e
Then click Browse | = " i
B vdor B videss
if needed. s locl Dik(C) v el v
Fieme | My Document Forame | WyOocument =
Save as type: Word Document (*docs) Save as type: Word Document " docr)
ors User Tegs Addatag Authore User e Addatig
] Sae Thumbnsi ] Save Thumbnai
A bide Foldery Tooh * Cancel ~ Hde Folders Taols = Caneal

TIP: Use Save (Ctrl +S) to quickly save changes in an existing file.

ct

48

Use Save As to save a new file or to save with a different hiame or location.

©




Opening an Existing Document
Steps
1. Click File = Open.

2. Browse to the saved document.
3. Select the file.

4. Click Open.

OPENING AN EXISTING WORD FILE

Follow the steps to open an existing Word document.

Open Microsoft Word. a Click on the File tab.
Click on the Start menu T In the Word window,

Document] - Word

= [ ] . . ol Imet  Desgn  Layeut  Refeences  Malings Revew View Help u Tellme
an‘d type Vfori i o W click on the File tab |8 — .
Click on Microsoft Word in the top-left corner, o o O g 203 . A é ¥
to open it. Word MY | B s e | [
Apn Clipboard 15 Font s Paragraph S Styles
l : ’ @ open X
Click on Open. Open Select the file B e
™ y '* [ umients
: and click Open.
In the File menu, pl Sy v N )
cent "
click on Open. Browse to the location ot ™ ——
where your file is 05 204 1015 AM i fold
6 Onelrive y B Deskop Repors \ |
Sa\fed. ‘ Downlosds u‘ :!11.9!5 520 \ File
Save As i roject Report docx 1505-2004 (245 PM  Microsoft Word Cocument
[ Thispc Select the file you | Documents + T S ————
Print = Pictures ¢
want to open. s @) Budgetsin
i J Music
Share " AddaPlace Then click Open. e
8 This PC
Browse
b Network
Account File name: | Project Repartdocx All Word Documents (*.doox*.dac) ~

ook cace

—

I @ TIP: You can also open a Word file by double-clicking the file (.doc or .docx)
Yy from File Explorer.

\




Editing Text

Select Text
e Dragthe mouse over the text.

e Double-click a word to select it.
e Triple-click a paragraph to select it.

Delete Text

e Backspace — Deletes characters to the left.

e Delete — Deletes characters to the right.

Undo and Redo
e Ctrl+Z-Undo

e Ctrl+Y—-Redo

EDITING TEXT, DELETING TEXT, UNDO AND REDO IN WORD FILE

You can edit your text, delete unwanted text, and use Undo or Redo to quickly reverse or restore changes.

(

.

\

Document1 - Word

€ epimiNG TEXT

Insert References

Design

Layout

Click anywhere in the text. y —
Place the cursor where you | g, oo T A ATES ¥
want to make changes Pate. o | BT dex x| A-2-A-
and type to edit. Clipboard 7 Font
o Exsinplis Hello World|
Change “World" to ‘
Eereh Hello Everyone!

€© unDo oPERATION

AutoSave (@ Off) ,L‘.) o) ()

File Home

Insert i |+
Undo reverses the last i U g (2

action you performed.
Click the Undo button
on the Quick Access

o X - ¥ A—
) Calibri(Body) * 11 + A A =~ A

v BIU &xx A-%-A-

Paste

| Clipboard ™ Font

Toolbar or press
Hello Everyone!

\

Hello World!

Ctrl + Z on your

keyboard.
After Undo

€) DELETING TEXT

Select the text you
want to delete.

Press the Delete key
on your keyboard.

=8 Example:
W Select “Everyone”
and press Delete.

© REDO OPERATION

Redo restores the
action that was
undone.

Click the Redo button
on the Quick Access
Toolbar or press

Ctrl + Y on your
keyboard.

Document1 - Word

File [WESGTICEM Insert  Design  Layout  References

ey
m Calibri (Body)

e o BIU Mex,x A-%-A-

K EE| b

Clipboard 1% Font

Hello Everyone!

\

Hello !

Autosave (ED =

File Home  Insert

DS Redo Typing (Ctrl-v) [REEEL

‘ Paste

1N AN - A

L Y
Y Calibri (Body)
i)
BIU&xx A-%-A-

Clipboard ™ Font

Hello World!

\

Hello Everyone!

After Redo

BEE  Keyboard Shortcuts + @ : Undo + : Redo Delete | : Delete Selected Text

TIP:  You can also click the Undo or Redo button on the Quick Access Toolbar

to quickly reverse or restore changes.

I{.’)

@&




Formatting Text

Font Formatting
e Change Font Style

e Change Font Size

e Increase/Decrease Font Size

e Bold (Ctrl + B), Italic (Ctrl +1) , Underline (Ctrl + U)

e Font Color

e Highlight Text, Normal Text, Bold text, /talic text, Underline Text

FORMATTING TEXT IN WORD

‘4 Formatting text means changing the appearance of the text to make your document

STEP 1: Select the text you want to format.

look attractive and easy to read.

Example: Computer Education

STEP 2: Use the options in the Home tab - Font group to format the text.

Document1
Insert  Design  Layout References  Mailings
Y ol
~‘] Calibri (Body) ~14 ~ A A  Aa Ag ==
Paste B T U e x: ox ﬂ"’}"".ﬁ. ==
Clipboard 7 Font I
B Bold Example:
Makes the text thicker s
A Computer Education
U Underline Example:
Adds a line bel .
S e Computer Education
the text.

Text Highlight Color
Highlights the text
with color.

ab

Decrease Font Size

Makes the text
size smaller.

Subscript
X Makes the text small
2 and slightly below
the line.

Strikethrough
Draws a line through

the middle of the text.

Example:

Computer Education

Example:

Computer Education

Example:

H,0

Example:

Computer Edueation

- Word

Review

1]

Paragraph

I
A

A

1l

View  Help Q Tell me what you want to do
F= 2l T | aasbceDe AaBbceDe AaBbC| %ﬁ\
& - . T Normal T NoSpac.. Heading 1 Change
i Styles ~
Styles
Italic Example:

Slants the text.

Font Color
Changes the color
of the text.

Increase Font Size
Makes the text
size bigger.

Change Case
Changes the letters to

UPPERCASE, lowercase,

Sentence case, etc.

Superscript

Makes the text small
and slightly above
the line.

Text Alignment
Aligns the text Left,
Center, Right or Justify.

ﬁf) TIPS: . You can also right-click on the selected text and choose Font to see more options.

= Use formatting to make your document clear, attractive and easy to read.

Computer Education

Example:

Computer Education

Example:

Computer Education

Example:

COMPUTER EDUCATION
computer education
Computer Education

Example:

E = mc?

Example:

I
11
il
If

Left Center Right Justify

Click this button
(Font Dialog Box
r; Launcher) to see
more formatting
options.

Font

\.



Paragraph Formatting

Alignment
Left Align (Ctrl + L),Center (Ctrl + E), Right Align (Ctrl + R),Justify (Ctrl + J)

Other Options
Line Spacing, Paragraph Spacing, Indentation, Bullets, Numbering

(L
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[ PARAGRAPH FORMATTING IN WORD |

Paragraph formatting helps you change the alignment, spacing, indentation and
line arrangement of your paragraph to make your document clear and attractive.

WHERE TO FIND

Paragraph formatting options are
available in the Paragraph group
on the Home tab.

Align Left

Center

Align Right

Justify

Line Spacing

Add Space Before
Paragraph

Add Space After
Paragraph

Increase Indent

Decrease Indent

Design  Layout  References  Mailings  Review  View  Help (;‘ Tell me
T
B dt Y b < R T T e A
™ Callbri (Body) = 11 A s 2L | mambccde A
Basty B I U-~okex, X A~ = O I Normal | Change
. ¢ = 3 - ¥ Styles =
Clipboard & Font o Paragraph [ Styles

Aligns the paragraph
to the left margin.

Centers the paragraph
between the margins.

Aligns the paragraph
to the right margin.

Aligns the paragraph to
both the left and right
margins,

Changes the space between
lines in a paragraph.

Adds space before
the paragraph.

Adds space after
the paragraph.

Moves the paragraph
further from the left
margin.

Moves the paragraph
closer to the left

OPTION DESCRIPTION EXAMPLE

Example:
This is a sample paragraph. It is aligned to the left.
The left side of the paragraph is straight.

Example:
This is a sample paragraph. It is centered
between the margins.
Example:
This is a sample paragraph. It is alignedo to the right.
The right side of the paragraph is straight.
Example:

This is a sample paragraph. It is justified. Both the left and
right sides are straight, giving your document a neat and
professional look.

Example: =
This is 1.0 line spacing. 1.0
115
This is 1.5 line spacing. 1.5
20
This is 2.0 line spacing. 25
30
Example: Line Spacing Options...

This paragraph has space before it.
Example:

This paragraph has space after it.

Example:
This paragraph is indented.
It is moved further from the left margin.
Example:
This paragraph is moved closer ==

margin. to the left margin.
Example:
Bullets Creates a bulleted list. » First point -
+ Second point
* Third point
Example: —
Numbering Creates a numbered list. 1. First point =k
2. Second point
3. Third peint
Bord Adds borders around Example: =
orders the paragraph. This paragraph has a border. I
Shadin Adds background coler EeEnper - — 2
9 (shading) to the paragraph. rThis paragraph has shading (background color). ] a
T|P5 - 5 = = Click this button
+ @ Select the paragraph (or place the cursor in it) before applying formatting. \i (Paragraph Dialog Box Launcher)
i i i to h
® Use these options to make your document easy to read and well organized. Rl hrf::ﬁ’::;"i;;;ﬂ;"‘?




Cut, Copy and Paste

Cut >Ctrl + X
Copy ->Ctrl + C
Paste -> Ctrl +V

File Home Insert

CUT, COPY AND PASTE IN WORD

Cut, Copy and Paste are used to move or duplicate text, images or objects

= X Cut

Paste

0 (I copy

¥ Format Painter

Clipboard [

@ cur

Cut removes the selected
content and moves it to
another location.

Steps:

1.
2.

Select the content.
Click on Cut icon
or press [Curl| + [ X

. Place the cursor where

you want to move it.
. Click on Pa_ste icon | [
or press \_Ctrl] + [T] '

COPY

Copy duplicates the selected
content and copies it to
another location,

Steps:

1.
2.

S

13
2

Select the content.

Click on Copy icon

or press [Ctrl] + | c_]

. Place the cursor where
you want to copy it.

. Click on Paste icon %

or press [@ +|!J

PASTE

Paste inserts the cut or copied
content at the cursor position.
teps:
Cut or Copy the content.
Place the cursor where
you want to insert it. -
. Click on Paste icon

or press lm’ + Eﬂ

Design

Calibri (Body) -1

from one place to another in a Word document.

Layout References Mailings Review  View Help

o The selected content is removed from the original place
and moved to the new place.

Example:
After Paste
Original Text
"E Computer Education
Computer Education c for All
for Al i
— Computer Education
(Selected) for All

o The selected content remains in the original place
and a copy is created at the new place.

Example:
After Cut/Copy = bl
D Computer Education
(Content in Clipboard) | Paste for All

o Paste inserts the content from the Clipboard
at the cursor position.

= @— TIPS: , You can also right-click and choose Cut, Copy or Paste from the shortcut menu.

* These commands work for text, images, tables, shapes and other objects.

O Tell me what you want to do

& (A = = e = a=
AN A B sz BE T apnean aasbode AaBb( | 5\

BIU-ax, X A-%¥-A- S === 1=. &.-  TNormal TNoSpac. Heading1| Change
— : ik = Styles -
Font ] Paragraph N Styles 1
Example: Keyboard Shortcut
Original Text After Paste
Computer Education (X) Computer Education Cut + @
for All Cut for Al
(Selected) |

Uses

When you want to
move content from
one place to another.

Keyboard Shortcut

Copy:+

Uses

When you want to
duplicate content
without removing it
from the original place.

Keyboard Shortcut

Paste : +

Uses

To insert the cut or
copied content at the
desired location.



Find and Replace

Find -> Ctrl + F
Replace -> Ctrl + H

FIND AND REPLACE IN WORD

Insert Design

WHERE TO FIND

Go to the Home tab

Calibri (Body)

- T 4
0
Paste

= in the Editing group,

click Replace.
Clipboard 1y

Click on Find

(or press a_rl_\ +«[F).

Find and Replace ? X

Find Replace GoTo

B in the Find what box,
type the word or phrase

Find what:  computer

you want to find.

©) Click Find Next.
Word will highlight
the next matching

text in the document.

More >> Cancel

Example:

Find the word computer in the document.

Result: | Each time you click

Find Next, the next

A computer is an electronic device.
matching word will

We use computer in our daily work. be highlighted.

@ OTHER WAYS TO OPEN MORE OPTIONS

Click More >> in the dialog box to see
additional options such as:

* Press + EE to open

Find and Replace.

.

o' ik Match case
 Orpress Ctrl|+ | F | for Find only.

+ Find whole words only

Use wildcards
Match prefixes / suffixes, etc.

—= ;
E*‘LEJ:Find ‘ Ctrl | +

‘ KEYBOARD SHORTCUTS

B I U-akx x* ¥-A4A-

Font

Layout References Mailings Review

11 ~|A A |4

il
Hif

(1 Paragraph

a Click on Replace

Find and Replace helps you search for a word, phrase or number in your document
and replace it with another word, phrase or number.

View Help you want to do

J Select -

N Editing

T e wriac

Find and Replace ? X
e W
(or press | Ctrl IH f). e [
e In the Find what box, Fndwhat [compater v

type the word or phrase
you want to find.

Replace with: laptop

a In the Replace with box,
type the new word or

phrase. bore >>

n Choose an option:
* Replace - Replaces the current
instance and moves to next.
+ Replace All - Replaces all
instances at once.

¢ Find Next - Moves to next
instance without replacing.
Example:
Find: computer
Replace with: laptop

Result after Replace All:

Cancel

Replace Replace All EindNeﬁt—

N
All occurrences
of “computer”
are replaced

A laptop is an electronic device.
We use laptop in our daily work.

with “laptop”.
L

g

Find and Replace
find  Replace GoTo

Fingwhat:  computer
Options: ~ Search Down

[ Match ase
[ Fing whole words only
[ Use wildeards

]

[H : Replace ‘

TIPS

» Use Find to quickly locate text.
¢ Use Replace to change text
throughout the document.

» Always save your document
before using Replace All.

‘ +| F3 | : Find Previous




Inserting Objects

Insert Pictures
Steps:

1. Click Insert.

2. Select Pictures.
3. Choose animage.
4. Click Insert.

Insert Shapes

()

Rectangle, Circle, Arrow, Line

INSERTING OBJECTS IN WORD

Objects are items such as pictures, shapes, charts, SmartArt, screenshots, text boxes,
WordArt, equations, symbols, etc. that you can insert into your document.

HOW TO INSERT AN OBJECT

1. Place the cursor where

Design Layout References Review View

Mailings Help

[ CoverPage - %) Shapes = = TjSmartart 1e p==p | B Link a T Equation
you want to insert the object. D | [ Get Add-ins Jd|™ L 4
[ Blank Page N icons 11 Chart =5 | [ bookmark ) Symbol -
2. Go to the Insert tab. 5 Table | Pictures 3 Online | _ Text Wordart
3. Choose the type of object 4, Page Break 5 . @3 Modek - alScreenshot- | WMyaddins - L icrossrefeence | goy. -
from the group. Pages Tables llustrations Add-ins Media Links Text Symbals
4. Select the object and follow —
the on-screen instructions.
COMMONLY INSERTED OBJECTS
1. PICTURES 2. SHAPES 3. SMARTART 4. CHART 5. TEXT BOX
Insert — Pictures Insert — Shapes Insert — SmartArt Insert — Chart Insert — Text Box
—+ This Device...
I = - . Sales Report G _‘F) ceoe—
‘ 100
o i ] Thisis a I
o Series 1

Ban Feb  Mar

&0 O
» * . m n o h . i tEXt box‘ l
LENE 20 W Series 3
' ' o O -O—

Insert photos from your computer.

6. WORDART
Insert — WordArt

Welcome

Insert decorative text
to highlight your content.

Insert ready-made shapes.

7. SCREENSHOT

Insert — Screenshot

o 13 e w

WORLD ENVIRONMENT DAY
O Emmiromment, v Future

Capture and insert a
screenshot of any window.

Insert visual diagrams
to illustrate information.

8. ICONS

Insert — lcons
Cad
Insert icons to make your

document attractive.

Insert charts to represent
data visually.

9. EQUATION

Insert — Equation

a’?+b?=c?

Insert mathematical
equations.

Insert a text box anywhere
in the document.

10. SYMBOL

Insert — Symbol

©®™¢€ £ ¥
a B Qv %

Insert symbols and
special characters.

INSERT AN OBJECT FROM FILE (Object) it @ TIPS

Layout Options x
Create New  Create from File
1. Go to Insert tab. e ' Always save your document after Ui with Teat
2. Click on Object in the Text group. L inserting objects. =
CAUsers\usenDocUments\Sample syl Browse. Em
& E & You can resize or move the object
3. In the Object dialog box: AT v i j G
= Create New: Create a new object. Display as leon b
¥ . + Use Layout Options (right-click on the
* Create from File: Insert an object Result object — Wrap Text) to set text position.
isti il ‘ Insents the contents of the file int
from an existing file. W) ,our;nrw:\:lr::vl:ul pallpdi +/ Use the Format tab (appears when an object
4. Click OK. i e sorie is selected) to format it T
[ox ][ ‘canc
KEYBOARD SHORTCUTS | | At[+[N.P|  [A|+{N H Alt/+|N, T Alt |+ = Obijects help make your document
Insert Picture Insert Shape Insert Text Box Insert Equation more informative and attractive.



Insert WordArt
Used for decorative headings.
Insert Text Box

Useful for creating notices and posters.

Insert Symbols

Examples:
e 0©
o X
. °
o Vv

Word provides different tools to make your document attractive and professional.
In this guide you will learn how to insert WordArt, Text Box and Symbol in Microsoft Word.

1. INSERTING WORDART 2. INSERTING TEXT BOX 3. INSERTING SYMBOL

WordArt is decorative text that you can use to
make your document more attractive.

B B[4]4

Tet  Quick | WordArt| Drop
WordArt, =l g

STEPS:

B Place the cursor where
you want to insert

Text

AAA
AAAAA

B Go to the Insert tab.

© In the Text group,
click on WordArt.

@ Choose any WordArt

style from the gallery.
B Type your text in the ot T ¥
"Edit WordArt Text” box ™ s
and click OK. e * Rl
Computer Education
.j_ D}-__] Cancel
EXAMPLE:

conpie o

("\ You can change WordArt style, color, outline,
\li) shadow and more from the Format tab
= (Drawing Tools).

KEYBOARD SHORTCUTS

Alt+1, W
Insert WordArt

Text Box allows you to add text anywhere in the
document and customize its appearance.

STEPS:

) Place the cursor where
you want to insert
the text box.

= 4 AZ
L)

Quick WordAt  Drop
Parts Y Cap~

Text

B Go to the Insert tab,
Built-in x

B In the Text group,
click on Text Box,

([

@ Choose a built-in
text box style or
click Draw Text Box. \ — =

B Draw the text box

on the page.
B Type your text inside l_[ Draw Tt Bt
the text box.
{}
EXAMPLE: 0 & 5

Computer Education
O empowers you with knowledge ©
and skills for a better future,

0 o) 0
TIPS:
)+ You can resize the text box by dragging the handles.

« Use the Format tab to change color, outline,

shape effects, and more.

D

h

=3

Alt+1,U
Insert Symbol

Alt+1, X
Insert Text Box

Symbols are special characters that are not
available on the keyboard.

STEPS:

) Place the cursor where
you want to insert
the symbol,

Go to the Insert tab.

In the Symbols group,
click on Symbol,

D Choose a symbol
from the list.

B Click Insert
and then Close.

EXAMPLE:

QCO™EL ¥Fiuss

TIPS:

]
¥

T |0

Equation = | Symbeol =

Symbote

Symiol X

Symbois Spacl Charscten

Font: (rormal tex))

|
AR ul8lL

Recenty used symbols
©® ™€/ ¥ v 2 2|x

Unicode name

Copyight Sign

Character code 00A)  Brerry: Unicode thex)

Insert Close

2afpQex

* Use the Font and Subset options to find the symbol you need.
» Recently used symbols appear for quick access.

These tools help you create professional and visually
appealing documents in Microsoft Word,



Working with Tables

Create a Table
Steps:

1. Click Insert.
2. Select Table.

3. Choose the number of rows and columns.

Table Operations
< Add rows, Delete rows, Merge cells, Split cells, Apply table styles, etc.

WORKING WITH TABLES IN WORD

HOW TO INSERT A TABLE

1. Place the cursor where you
want to insert the table.

2. Go to the Insert tab.

3. Click on Table.

4. Drag the cursor on the grid
to select the number of
columns and rows.

5. Click to insert the table.

TABLE TOOLS

Header Row =

Total Row
Banded
Banded Rows  Columns

Table Style Options

COMMON TABLE OPERATIONS

| OPERATION

==
=

Insert Rows

Insert Columns

iifl2

Delete Rows /
Columns / Table

Merge Cells

Split Cells -
=l Adjust
=

Column Width

Adjust
Row Height

Table
Properties

BORDER AND SHADING

Add / Change Borders

1. Select the table or cells.

2. Go to Design tab —
Borders.

3. Choose border style.
color and thickness.

4. Click the border

options.

::::: ] KEYBOARD SHORTCUTS

= Click Insert Left or Insert Right.

Tables are used to organize information in rows and columns.
Microsoft Word provides powerful tools to create and manage tables easily.

References

DESIGN (Table Design)

ml s . L Shapes - 7 Smartart ain Coorat
Fages: B % shapes - glf Chao R St Example of Inserted Table
s | | 5.No. Name Class Subject Marks
i IL o IIL | 1 Amit Kumar 10 English 8s
T i 2 Priya Singh 10 Science 90
' 1|,“ 3 Rahul Verma 10 Maths 78
T 34 Table —
ETl insen Table. TIP: Insert Table p >
[P praw Table You can also click on Insert Table Mimber of golumns |4 z
[E} Excel Spreadsheet to specify exact number of rows e Syt -
D Quick Tables . SR
Cance
TAB When you click anywhere in a table, two tabs appear: DESIGN and LAYOUT
LAYOUT (Table Layout)
''''' 1
B OEe CEE
= | & >4 % 1B = BEe= B
Shading  Border L& - Borders Border Dele Insert Insert  Insert Insert Merge  Split  Split
L - Styles - - Painter - Above Below  Left Right Cells Cells Table
Table Styles Draw Borders Rows & Columns Merge

OTHER USEFUL FEATURES

HOW TO DO

Click in a row.
Go to Layout tab.
Click Insert Above or Insert Below.

Before Inserting

Click in a column.

Select the rowls) or column(s) or table.

| s.No. Name [[sNo. [ _name |
l;'%m | |
= s | e

DESCRIPTION / EXAMPLE
Draw Table

Layout tab — Draw Table

Use pen to draw rows
and columns.

= _Priya

ﬁﬂ.rlnmm-g’ Right
| s.Mo. | Mame |New Column|
1
| —eya ]

| R |
L2 == J

Convert Text to Table

Select text separated by
tabs, commas or other
characters.

;lick Decle:: - :hrc:le — Insert tab — Table —
Fenlammey Table Conwvert Text to Table.
Select the cells. ]
Click Merge Cells. ~ Amit | kumar — Convart Tolils to Takk
Select the cell. S Select the table.
Click Split Cells. Layout tab — Data —
Computer Education — Carvest to Taxt.

Choose number of columns
and rows.

Drag the column border
to left or right.
©Or go to Layout — Cell Size —
Column Width.

Drag the row border up

or down.

Or go to Layout — Cell Size —
Row Height.

Click anywhere in the table.
Go to Layout — Properties.

Set table alignment, text wrapping,
row height, column width, etc.

Move to next cell Mave to previous cell

Add Shading (Background Color)

Sort Data

Select data in table.
Layout tab — Data — Sort.
Choose column and order
(A to Z or Z to A).

Repeat Header Rows
Select the first row(s) to
repeat on each page.
Layout tab — Data —
Repeat Header Rows.

-Gp- TIPS

: = g
R —— _{3“ Use Header Row to make the first row as header.
2. Goto Design tab — | Theme ~ Use Banded Rows / Columns for better readability.
Shading, + Always save your document.
ERY: A et 3. Choose the color.
E ousicesorden +~ Use Table Styles to quickly format your table.
F raide Sortors
S meida voricemtal Bonser + Press Tab key in the last cell to add a new row.
§ imside Yorini Bovger
[} Sorder and shading..
Tab Shift + Tab Alt + Home Alt + End Ctrl + Tab Ctrl + Shift + Tab

Move to first cell
in the row

Move to last cell
in the row

Move to next table Move to previcus table




Page Setup
Margins: Adjust page margins.
Orientation

e Portrait

e Landscape

Paper Size
e A4
o letter
e Legal

Page Breaks: Insert page breaks.



Header and Footer

HEADER AND FOOTER IN MICROSOFT WORD

Headers and Footers are areas at the top and bottom of each page in a document.
They can contain text, page numbers, dates, time, file name, logo, etc.

1. WHAT IS HEADER AND FOOTER? 2. HOW TO INSERT HEADER AND FOOTER

Step-by-Step:

r } File Design  Layout  References  Mailings  Review  View  Help
| 4— Header Area
n Go to the Insert tab. El ’-=-| - rg, Shages ~ 17 Smartast =y 5 b
— 5 } £ - lcons 1] chart A
Header: The area at the @ Click on Header or Footer Pages = Tables  Pictures é = Header Footer  Page
o - - 3D Models = s Screenshot = - -
in the Header & Footer group. i e Number ~
top of the page.
H Peg a Tables INustrations Header & Foater
Choose a built-in design
Footer: The area at the Buil-i
b etk or select Edit Header / o z
— ottom of the page. Blank
S— Pog Edit Footer. K2 — =
—_— Wlari
[ 1| |4— Footer Area Type your text or insert
any items. i
Blank (Three Columns)
3. HEADER & FOOTER TOOLS (DESIGN TAB)
When you insert a header or footer, the Header & Footer Tools iossid o pispi=
Design tab appears.
Austin
Home  lraert Layewt  Refevences  Malings  Review  View Help
s o e oy : | Different Frst Page ) Header from Tog: 125em | B
K €] & lag lag :
T i . T Different Odd & Even Pages | Footer from Bottom: 1.25 em
Header Footer Page  Dated Doment Quik Pcwes Ondne  Goto Golo . =
Mumbers  Time lnfo- Pats~ =  Pictwes  Header Footer | Previcus v Show Document Text ) tncert Aignment Tab [E More Headers from Office.com ’
ote fecter Insen Navigation Options Position [0 Edit Header
% Remove Header
[ \. Header / Footer Rdd or edit header or footer,
:ﬂ Page Number Insert page numbers in header or footer. 4. EXAMPLE
[_-:j Date & Time Insert current date and time. Heidar E . 5. HOW TO REMOVE
eader example
,‘] Document Info Insert file name, author, title, ete. HEADER ’ FOOTER
= Quick Parts Insert fields like AutoText, Field, Building Blocks Computer Education for Al E) Go to Insert tab,
Pictures Insert pictures or logo. a Click Header » Remove Header
| Goto Header / Go to Footer | Mave between header and footer areas. or Footer > Remove Footer.
Link to Previous Link the current section header/footer with the previous section. D Header ~
: Diffarent First Page Show a different header or footer on the first page. ) Edit Header
Footer Example -
% Different Odd & E -
D p.“;!“ ven  Show different header/footer on odd and even pages. r @
[7] show Document Text | Show or hide the main document text while editing. B Footér ~
[2] Edit Footer
6. PAGE NUMBER OPTIONS Format Page Numbers * . Page 1 of 10 D
Humber format: 123 <]
Insert — Page Number et o =
Include chapter pumber 7. TIPS
You can place page numbers at: = [
P pag Chapter starts with stybe: | Heading 1 ) | Header Your Company Name
+ Top of Page (Header) Lt = +/ Use headers and footers for titles,
page numbers, dates, and logos.
+ Bottom of Page (Footer) vt M
2 ' +' Use Different First Page for a
+ Page Margins Fage mumberiog special title page.
() Continue from previous section i "
+ Current Position et o v/ Use Link to Previous when you want ]
i - the same header/footer in all sections. ot
+ Format Page Numbers... il
m Cancel + Always check the final print preview. Page s
Alt + N, H Alt + N, F Alt + N, P Esc Ctrl + Enter
KEYBOARD SHORTCUTS " ; : e Letnte
Insert Header Insert Footer Insert Page Number Insert Page Break

Footer



Page Numbering

Page numbering is a feature in Microsoft Word that inserts page numbers (such as 1, 2, 3... ori, ii, iii...)
into the header, footer, page margins, or current position of each page.
Functions of Page Numbering

e Organizes document pages

e Makes navigation easier

e Helps readers locate information

e Essential for books, reports, assignments, and manuals

e Supports indexing and references

How to Insert Page Numbers (Insert - Page Number)



Page Number Locations
> Top of Page, Bottom of Page, Page Margins, Current Position, etc.

Formatting Page Numbers

> 1,2,3.. i, ii, iii... A, B, C... Start at a specific number.
Removing Page Numbers

» Keyboard Shortcut: Alt + N, U

Spell Check

Microsoft Word automatically checks spelling and grammar.
Shortcut Key: F7



Printing a Document
Steps
1. Click File - Print.

2. Select a printer.
3. Choose the number of copies.
4. Click Print.

Shortcut: Ctrl + P



Closing Microsoft Word
e Click File > Exit, or

e Click the X button in the upper-right corner.



Common Keyboard Shortcuts

COMMON KEYBOARD SHORTCUTS

[ 1

MS WORD ¢

ACTION SHORTCUT ACTION SHORTCUT

D New Document Ctrl + N Find Ctrl + F
B  OpenDocument Ctrl + O 39) Replace Ctrl + H
E Save Document Ctrl + S af’/c Check Spelling & Grammar F7
[#  saveas F12 [1]  Thesaurus Shift + F7
& Print Ctrl + P [123)  word Count Ctrl + Shift + G
ﬂ Undo Ctrl + Z E?} Insert Page Break Ctrl + Enter
& Redo Ctrl + ¥ BH  insertTable Ctrl + T
M oo Ctrl + X [ah]  InsertPicture Alt + N, P
= Copy Ctrl + C § Insert Hyperlink Ctrl + K
(3 Ppaste Ctrl + V M insertBookmark Ctrl + Shift + F5
7 A Ctrl + Shift + C 5
< Format Painter Ctrl + Shift + V Ig Edit Header Alt + N, H
B Bold Ctrl + B E] Edit Footer Alt + N, F
I Italic Ctrl + | A Increase Font Size Ctrl + Shift + >
g Underline Ctrl + U A Decrease Font Size Ctrl + Shift + <
ab  TextHighlight Ctrl + Shift + H 9 Show/Hide Ctrl + Shift + 8
A FontColor Alt + H, F, C @ Zoomin Ctrl + +
= Bulleted List Ctrl + Shift + L Q,  Zoomout Ctrl + -
= NumberedList Ctrl + Shift + N D  com Ctrl + G
= Alignleft Ctrl + L S Select Al Ctrl + A
= Align Center Ctrl + E - Move to Start of Previous Word Ctrl + Left Arrow
= Align Right Ctrl + R - Move to Start of Next Word Ctrl + Right Arrow
= Justify Ctrl + J t Mave to Previous Paragraph Ctrl + Up Arrow
= g 4 Ctrl + 1/ ‘ Mave to Mext Paragraph Ctrl + Down Arrow
= || UneSpacing Ctrl+2/Ctrl+ 5 -
Go to Beginning of Document Ctrl + Home
Ay Clear Formatting Ctrl + Spacebar
Go to End of Document Ctrl + End

sga’ TIPS
" ' e Shorteuts work in Windows. BD
— 5! « Hold Ctrl and press the other key. = MiCFOSOﬂ

® Memorizing shortcuts saves time and boosts productivity!




Summary

Microsoft Word is a powerful word-processing application used to create professional
documents. It provides tools for typing, editing, formatting, inserting tables and pictures, checking
spelling, and printing. Mastering these basic features enables users to prepare letters, reports,
resumes, and other documents efficiently.

Learning Outcomes

After completing this tutorial, learners will be able to:
e Create and save Microsoft Word documents.

Edit and format text professionally.

e Use tables, pictures, and page layout tools.
e Apply headers, footers, and page numbers.
e Use common keyboard shortcuts.

e Print and manage documents confidently.

Practical Exercises

Exercise 1: Create a Letter
e Type asimple leave application.

e Format the title in Bold and Center.
e Save the file.

Exercise 2: Create a Resume

Include:
e Name
e Address

e Education
e Skills
e Contact Details

Exercise 3: Create a Table

Name Age City

Ravi 25 Patna

Anita 22 Delhi




Exercise 4: Insert a Picture
e Insert a picture.

e Resize and move it.
e Add a caption below the image.

Exercise 5: Design a Notice
Create a notice using:

e WordArt
e Text Box
e Bullets

e Borders

Assessment Questions

Multiple Choice
1. Which shortcut key is used to save a document?

2. Which tab is used to insert pictures?
3. Which command is used to make text bold?
4. Which shortcut opens the Print dialog box?

Practical Test
e Create a one-page document.

e Format headings and paragraphs.
e Insert atable and an image.

e Add page numbers.

e Save and print the document.

Practical Activities
Create:
e Personal Bio

o Letter

e Job Application
e Resume

e Invitation Card
e Notice

e Certificate






