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Objectives

• Describe the introduction to the program (tools and objects).

• Understand how to start working in the program.

• Describe Home , insert , design, layout and view tabs.

اهداف المحاضرة
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INTRODUCTION 

Microsoft Word (often called Word) is a graphical word

processing program that users can type with. It is made by

the computer company Microsoft. The purpose of the MS

Word is to allow the users to type and save documents.
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INTRODUCTION 

Title barMenu bar
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File Tab

File TAB
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Creating and saving a file

Select file- New – Blank document (ctrl+n)  
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Creating and saving a file

Select file- save (ctrl+s)  
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File Tab
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File Tab
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HOME TAB

HOME TAB
This is the most used tab; it incorporates all text formatting features such as
font and paragraph changes.
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Editing and formatting a document
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Bullets and Number
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Paragraph formatting
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Subscript and Superscript

Subscript                     Superscript
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Subscript and Superscript
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Find & Replace
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INSERT TAB

INSERT TAB
This tab allows you to insert a variety of
items into a document from pictures,
clip art, tables and headers and footers.
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Inserting Table in file
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Inserting Header and Footer and page
number
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Inserting Header and Footer and page
number
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Inserting Header and Footer and page
number
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Inserting Header and Footer and page
number
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Inserting Symbols
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Inserting Symbols
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Design TAB

Design TAB
This tab has document formatting, colors ,fonts, watermark, page color, page border
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Borders and Shading
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PAGE LAY-OUT TAB

PAGE LAY-OUT TAB
This tab has commands to adjust page
elements such as margins, orientation,
inserting columns, page backgrounds and
themes.
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REFERENCE TAB

REFERENCE TAB

This tab has commands to use when
creating a Table of Contents and citation
page for a paper. It provides you with
many simple solutions to create these
typically difficult to produce documents.
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REVIEW TAB

REVIEW TAB
This tab allows you to make any changes to
your document due to spelling and grammar
issues. It also holds the track changes feature
which provides people with the ability to make
notes and changes to a document of another
person.
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VIEW TAB

VIEW TAB
This tab allows you to change the view of your 
document to a different two-page document or 
zoom.
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VIEW TAB
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Thank you


