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Objectives 5 palaal dfas/

* 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.
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INTRODUCTION

Microsoft Word (often called Word) i1s 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

New Microsoft Word Document (2) - Word

Draw Design layout References Mailings Review View Help Q Tell me what you wan. . ~n

I S =i _—— PFind -
- - - Byl Yiz. & 3= A
0 Calibri (Body, ~ |11 A A Aa < 3 €= M 8T AaBbCcDd | AaBbCcDd AgBbC( Aabi™m - a B AaBbCcD AaBbCcDd AaBbCcDd AaBbCcDd  AaBbCcDc 2 Replace CIOSG
v Sac
Paste . 2 A\ . Ay . =_ | . - . —t15
22 o Vormatbaiier B I U-aex,x A-¥-A- S = O 1 Normal | TNoSpac.. Heading1 Heading 2 Tit btitle  Subtle Em.. Emphasis  Intense E... Strong % N Select
cliptard r Font [ Paragraph & Styles 5 Editing A

Repeat typing

Menu bar Title bar Minimize

Undo typing

Zoom out '
Zoom in
Page1of 1 Owords English (United States) 23 0B B - 1 + 160%

|\ T

Number of words
Number of pages
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File Tab

& 25
€ R0
ISitylof |

File TAB
New Microsoft Word Document - Saved to this PC
© New
@ Home
D New 1- Recent: Shows documents those recently opened.
= 2- Save (Ctrl+s): Save changes (add or delete) to document.
) 3- Save as (Ctrl+s): | Save document with name, location and type.
: 4- Open (Ctrl+o): Open documents. Open for read only also can be used.
e —— 5- Close (Ctrl+w): | Exist from document that currently opened.
Blank document Education brochure - '
- 6- New (Ctrl+n): Create a new document.
7- Print (Ctrl+p): 1 i 1
" ST —v——T= o (Ctrl+p) Print pages out using printer.
Export Suggested searches: Business Cards Flyers Letters Education Resumes and Cover Letters Holiday 8' DpllOI‘lS: Advanced features ()f M]Cl’DSOﬂ word cdn be Changed
Tanfon ik - 9- Exit (Alt+f4): To exist from Microsoft word along with all documents.
[ B Nave
Close & / HERE
Take a tour -
Account =
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AutoSave (® off)

File Home

Paste
I

Clipboard

&

Insert  Draw  Design  Layout
Arial (Body CS)
B I U~y & x
A 2+ Av hv A
Font
il

1160 1115,

References

$©

A

4

Vi1l

A

13

v

N

Creating and saving a file

New Microsoft Word Document - Saved to this PC ~ 59)
Mailings ~ Review  View  Developer ~ Help  EndNoteX7  Grammarly
= R A/ el @J ?
= = B = = Editing :
= = = = = Styvles . Dot Editor
oK ar G S
| Styles [ Voice Editor
TRRRET I Br1 70161 5+10 4.1 301 201-1+1 YN

A waleed Noori WN

A& Share 1 Comments
Open

Grammarly

Grammarly »

Select file- New — Blank document
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©
@ Home
B New

=7 Open

Info

Save
Save As
Print
Share
Export
Transform

Close

Account

More...

(ctrl+n)

New Microsoft Word Document - Saved to this PC

) ¥

Education brochure

Blank document

Search for online templates

Suggested searches: Business Cards Flyers Letters Education Resumes and Cover Letters Holiday

Aa

B namve
HERE

Take a tour

Y .




AutoSave (@ off)

File Home

N

Paste

v

$

Clipboard

&

Insert  Draw  Design  Layout
Arial (Body CS)
B I U~y & x
A 2+ Av hv A
Font
il

1160 1115,

References

$©

A

4

Vi1l

A

13

v

N

Creating and saving a file

New Microsoft Word Document - Saved to this PC ~

Mailings ~ Review  View  Developer  Help
=R R
= = 1=
K ar G

EndNote X7 Grammarly
I I
Editing -
Styvles . Dot Editor
Styles R Voice Editor
301 2010101

Select file- save (ctrl+s)
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12 Share

C)

Open
Grammarly

Grammarly

o
O

=

New Microsoft Word Document - Saved to this PC

Home 2

New

Open

Info

Save

Save As

Education brochure

Blank document

Print

Share Search for online templates §2)

Suggested searches: Business Cards Flyers Letters Education Resumes and Cover Letters Holiday

Export

Transform

Aa

Close

Take a tour

Account

More...

Y .




File Tab

Foicormeried A\ waleed Noori W O ?2 - X

© Good evening

H o
@ ome v New
B New

Aa
= Open
Take a tour
Info -)
Blank document Education brochure Welcome to Word Single spaced (blank) Blue grey resume

Save

Save As More templates —>

Print ’ L Search

Share s »

Recent  Pinned  Shared with Me
Export
Name Date modified

Transform

29-converted

Yesterday at 07:50
Desktop » Lec 2020 » Lec

Close
New Microsoft Word Document Yesterday at 06:48 o
Desktop » Lec 2020 » Lec

Account
New Microsoft Word Document Yesterday at 06:03 o

More... Desktop

New Microsoft Word Document (2)
Desktop

® & ® & o

Yesterday at 06:03 o
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File Tab

©

]_/ﬂj Home
Select printer B iy

= Open

Info
Save

Select to print Save As

All pages

Current Page Print

Share
Export
Transform

Close

Chose to print specific pages

Account

More...

Number of Copies

29-converted

Print

% Copies: |1 ;

Universiry of Basrah T
i PR ) I
Print
VI View:
Various Document views:
% i- Print layout [V the document as it will appear on the printed page.
o B 1 Print
Printer i
- Iscreen. Vi u
; [ | e
Canon G3010 series e
% Offline * Wb Iayout: T@ |View the document a i would look ke 8 web page.
Printer Properties e i N o
Zooming document:
= T-Zoom: A:\ Show the zoom dinlog box fo specify the zoom level of the
doct L
Settings =
! ) 5- Zooming . two or fitin
T Print All Pages oz o,
-
‘ The whole thin
L 9 Status bar:
! It is containing a number of pages, number of words, current language, views,
and zoom by seroll.
Print One Sided
Only print on one side of...
Collated
-
123 123 2123
Portrait Orientation -
A4
- “
21cm x29.7 cm
Custom Margins -

~ 4 of94 >
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A\ waleed Noori W OO 2 - X

s
Universiy of Basrah e of EoUCATION
Al-Zahraa College of Medicine bl e
1V- Page Layout menu:
= o
 P— N
e ¥ P vt e
1- Margins: Seleet the margin size for the eatire documaent. It s the free
space from the top, button, lefl. and right of the page to the
beginning of the fext in the document.
2- Oricatation 3 nd landscape I: s,
T = Thioose the surrent size for the current section
pro— [y ———
3- Water Mark: Tnsert ghosted text behund the content on the page.
(G [ A e e e el G g
V- Review:
Spelling & grammar (£7)
Check the spelling & grammar of text in the document.
43
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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.

Home Insert Design Layout References Mailings
. 'y - - —_ q— q — —_—
M it Calibri (Body) ~|11 ~ A" A Aa~ #fp :=-:i=-"i-- e&3= 7| 1
- Copy
aste - : -~ A P EE=E= =. S
- % Format Painter = o 4 TE oE L A - -& = —= = = 4= .Q £
Clipboard P Font

P Paragraph

il
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Editing and formatting a document

Font Size

Font Type

Alignment of text

File Home Insert Dra Design Layout Referenxes Mailings Review View Develgper Help
Ijj X Arial (Body CS) 11~ e S =<
o @ B I = = BBl =-| =~ ‘ Line and paragraph
aste
v 2 A~ © . >q < R/ = = B | q spacing
Clipboard i Paragraph N
Shading
Bold
Text effects : . . .
Italic Under Line Text direction

Text Highlight color
Font Color
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AutoSave

=

Bullets and Number

File m Insert Draw Design Layout References Mailings Review View Developer Help
Ii;\'lj ){, Times New Roman vi10 v EE " %E 5 |“,‘. v e 3= Ay
[ B il Uu v b X x A = = =~
Paste B % ¢ ¥ St)ﬁes
v d A v p v A v Aav AA AV >q < 9 l ﬂ.
Clipboard N Font N N Styles
Bullets and Numbering EI Bullets and Numbering [£|
l Mumbered | Outline Mumbered | List Styles | | Bulleted ] Numbered I Outline Numbered | List Styles |
. o - — 1. 1) l.
None . o me— None & o t
. o S — 3, 3 1.
= B > ¥ — A a) a. i
- B > v O] h. ii
- = " * c ] ¢ il
AL (%) Restart numbering () Continue previous list
BESC o J [ Cancel ] Reset I ok ] [ Close ]

EndNote X7

S
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Paragraph formatting

Mailings Review View Developer Help

= =19 =y = =€ Paragraph
= =22

—_3 -i s

e

General
L Ao B8 q Aignment: |Left ;
= 2l i = B\ 5 Alignment of Paragrap
Paragraph N | Qutiine level: |Body Text E /
" Indentation ‘
I Left: 0" j‘ l‘
o :
Right: R | |
Y [ Mirror indents
‘; Spadng
b Before: opt =
After: opt 5
1 [] Don't add space between paragr.
3’ Preview Line spacing in paragra
Space between Line :
ll LI e -owr =TI ASTIELT s i
b PRSI i
n D
i 1 |
o Lo ] [semspctn] [oc ] [ ][ |
|

AL-Zahraa College of Medicine —University of Basrah 12



Subscript and Superscript

Superscript example: Per U

Subscript Superscript

Subscript example: Rate per montl@

AutoSave 'Q

File Home Insert Draw Design Layout Referentes \
ﬁ A Times New Roman vi10 v
; B I u o X X’
Paste E - s 2 /Ao
’ S Av ¢ v A~ Aav A A
Clipboard N Font N
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Subscript and Superscript

Step 1 Step 2 Step 3 Done!

* Calibri (Body) ~ |47 | A
HZO HO B I U ~ abe|x.|X° HZO

Font

Type the text  Select the text Click the subscrip

uccess!
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AutoSave (@ off)

@ 92 <

Find & Replace

File Insert Draw Design Layout References Mailings

i

Paste

Clipboard

@ SIGN IN TO OFFICE It looks like your stored credentials are out of date. Please sign in as w******@st****** com so we can verify your subscription. r

o

118 1 171 /161 | +15:

2101200 | +19:

$270 1 12601 25 | 241 .23 | 122!

Page 44 of 94

X
@
4

Times New Roman

B
A~

~

13725 words

I
e

B34

U v ab X,
A v Aav A
Font

VE

English (United States)

Y
!

5]

1

w20

v —

izl

040 | s

P s | W | 3 s |

Review View

1— 1

= v a— v

i= i-

@ <
Paragraph

161718019

110+

Developer

!

110101201 0130

EndNote X7

4

Styles

v

Help

N Styles N

Grammarly

0

Editing

ictate

Voice

Th1

1141 115 | +16¢

s s v o)

It is containing a number of pages, number of words, current language, viewk.

and zoom by scroll.
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,O Find
c)bc Replace
¥ Selectv

Editing

N

o
D), Focus

WN

A waleed Noori

12 Share 11 Comments
Editor Open

Grammarly
Editor Grammarly | A

Find any word

Replace any word
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1- Paste (Ctrl+v):

Used to paste text or object after cut it or copy it.

=)

2- Cut (Ctrl+x): & Transfer text or object from a specific location to other.

3- Copy (Ctrl+c): ERY Make a copy of text or object from a specific location
to other.

4- Format painter: ® 4 Change the format of one text or object according to
other.

5- Bold: B Make the text or object bold.

6- Underline: U - Used to but underline to text.

7- Font type: Calibri (Body) Change font type “there are various types available.

8- Size: 11 - Increase or decrease the size of text or object.

9- Font color: A - Change the color of the font.

10- Align text: (== = Align the text or object left, right, and center of the page
respectively.

11- Justify: =. Creates a clean look along the left and right side of
the page.

12- Line and =" Change the spacing between lines of text.

paragraph spacing:

13- Bullets: =8 Start the bulleted list.

14- Numbering: = Start a numbered list.

15- Shading: L - Color the background behind the selected text or
paragraph.

16- Find (ctrl+f): @4 Find ~ Find text in the document.

17- Replace (ctrl+h):

2.c Replace

Replace text with others in the documents.

Notel: object represents picture, table, shapes...etc.

Note2:  when this is exists beside the icon. Click to view more choices.
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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.

Document] - Ward

Home Design Layout References Mailings Review View Q@ Tell me what you want to do...
L . . e .
B Cover Page D | | . | 5 SmartArt &l Store W ::’% 5 Hyperlink | | | Header
D Blank Page I ] Chart |" Bookmark D Foaoter =
L Table Plcturﬁ Online Shﬂpﬁ 3 My Add-ins ~ Wikipedia Online Comment
*— Page Break - Pictures ~ i+ 2creenshot~ L T El._-| Cross-reference [#] Page Mumber -
Pages Tables lustrations Add-ins MMedia Links Comments Header & Footer
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Inserting Table in file

| Insert | Page Layout References Mail

RV =

es SmartArt

:

5|
35 FE

-

Visually
select the
size of table

EEEEENE

EEEEENE

00000000
00000000
00000000
00000000
00000000
00000000
00000000

-~ Or click
“ insert table”

Insert Table...
Draw Table

_anvert Text to Table.,

Excel Spreadsheet
Quick Tables >

B &8 B OO0 L]
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Inserting Header and Footer and page
number

Header
Footer

A waleed Noori WN

AutoSave IQ Q‘

File Home Insert  Draw Design Layout References Mailings Review View Developer Help EndNote X7 Grampaérly 12 Share |1 Comments
T [0 shapes v 33 SmartArt 3 T @ 1 [® Header v ( v g v @)

2 H | lad “ 1 Ed vl [A]
Pages Table Pictires % Icons E{h Chart Add- online Links Comment @ Footer v Toxt 4 v @ Symbols

24 v v - ins Video e Box v = =

€D 3DModels v @ Screenshot v [B Page Number v ek [V D:] v
Tgbles lllustrations ! Media ‘ Comments Header & Footer Text A
= e

—

insert Table Insert picture from
This device
Stock images
Online pictures
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Inserting Header and Footer and page
number

AutoSave K) Q‘

File Home  Insert  Draw Design Layout References Mailings Review  View Developer Help EndNote X7 Grammarly Header & Footer &2 Share
B @ D) shapes v 33 SmartArt &) [::é @ i ™ Header v ‘ A l v Z o~ @) ‘
Pages Table Pictiires %5 Icons ol chart Add- Online Links Corment Built-in 1]
> v v po ins v Video M Blank
€D 3DModels v @i Screenshot v an
[Type here] L
Tables lllustrations Media Comments A
11‘|-?-m1<|v2m<3~4 5.0:6: 171180190110 | 11112113
UniversiTy of BAsrah M
Blank (Three Columns)
Al-Zahraa College of Medicine
[Type here] [Type here] [Type here]
Header -Section 1- I
Austin
[Document titke]
[~]
@ More Headers from Office.com >

MBChB Phase 1 D cditteader

|_E§< Remove Header

Computer Sciences Module
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Inserting Header and Footer and page
number

AutoSave (@ off = ) -C... O search | A waleed Noori WN
File Home Insert Draw Design Layout References Mailings Review View Developer Help EndNote X7 Grammarly Header & Footer 12 Share
[0 shapes v 33 SmartArt < @ A5 ® Header v T v Z -
2l H & O g [[=]] T g o
Pages Fble DiCtiTES % Icons d] Chart Add- @nine Links GeTIEn @ Footer v Toxt A~ @ Symbols
v Y Y - IR Video 2 . - =]
€ 3DModels v fa; Screenshot v Built-in —
Tables Illustrations | Media Comments Blank ~
a4 'llli‘\"l‘l‘l‘Z‘l'3'\4-\5‘\‘6‘I‘7‘I'B'\-9‘\10'w11‘ 1201413
: Student Workbog | =
é Blank (Three Columns)
e
@ Type here] [Type here] [Type here]
~
= Austin
=
-
. pel
7
N hd
i R
— @ More Footers from Office.com >
o~
- @ Edit Footer
!
- Footer -Section 1- [r_l} Remove Footer
Page 1 of 94 13725 words LR English (United States) e T, Focus B — —&—+——+

= ,O Type here to search (@) G e a ;l o /j N ENG :;:/3:;’\ = ‘
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Inserting Header and Footer and page
number

AutoSave (@ off '9

A waleed Noori WN

File Home Draw Design Layout References Mailings Review View Developer Help EndNote X7 Grammarly Header & Footer 12 Share
[®) shapes v 23 SmartArt $| @ #+ A Headerv 1 - & o~
;= ol g |[=]| @ | B | [z :
Pages Table Pictures %3 Icons ffl Chart Add- Online Links Zomment [2 Footer v Text A~ S Symbols
v 7 " ron ins v Video v Box v - N
D 3DModels v [} Screenshot v [ Page Number v Azv A ~
Tables lllustrations Media Comments ﬁ Top of Page > Text A
o4 BRI 1203 0040005000607 0801090010010 | 120 |13, E]B . N
kb ottom of Page

: Student Workboc ... ..
? [ current Position >
=)
£ F‘]‘g Format Page Numbers...
c_{' EE& Remove Page Numbers
®
5
.
2
.
-
=
-
- Footer -Section 1-

Page 1 0of 94 13725 words OR English (United States) 5) :D: Focus @ -+

o]

= /O Type here to search

CcCEBcCddE~& B J AL B W B
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Inserting Symbols

Documentl - Microsoft Word =

1CES Mailings Review View Nitro PDF [AY e

artArt & =] Header ~ AS .&| Quick Parts ~ [ -~  TU Equation ~

\art S 5| Footer ~ — & WordArt ~ @ [ﬂ Symbol v.]

, inks ) Text poi :

reenshot~ | v | [#] PageNumber~ | gox» 2EDipCap| o 4 3 © 1

Header & Footer Text

oo 3 (O T TSA) 4 (A R <A 5 (A P T 6 ) o p € E

T T T T T T T

¥ @ ™ + 2

IA
v

- * (==

b

Insert Symbol ]
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Inserting Symbols

1. select the symbol

Symbols | Special CHaracters |
£

/’f =
O[O
==
|

f
er

~|<

Recently used symbols:

€l £|¥ O > xX|oo|pn|a

Unicode name:
Wingdings 2 80 Character code: from: ‘ Symbol [decimal) |E]

| AutoCorrect... I ’ Shortcut Key... ‘ Shortcut key:

Cancel ‘

Click insert
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1- Table e - Insert or draw a table in to the document.
2- Picture : Insert a picture from a file.
Picture
-Ch El= Insert clip art in to the d t.
3 Chp art - nsert clip art in to the documen
Clip
Art
4- Shapes LT" Insert ready-made shapes, such as rectangular and
J) cireles; v etc.
Shapes
5- Smart Art - Insert a smart art graphic to visually communicate
el information.
6- Header & =0 3 Edit the header and footer of the document, the text in
footer _ header and footer repeated in whole pages in the

4
4

document.

7- Page Number

Insert page number into the document.

Number ~
8- Text Box A= Insert a preformatted text box.
Text
Box ~
9- Word Art A Insert decorative text in your document.

WordArt

10- Date & time

5) Date & Time

Insert the current date or time into the current
document.

11- Symbols

P

Symbol

Insert symbols that are not on the keyboard.
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Design TAB

Design TAB
This tab has document formatting, colors ,fonts, watermark, page color, page border

Home Insert Design References Mailings Review View

r"—“ﬁf & [=——| "= Breaks~ Indent Spacing
0 D E

_ _ _ _ [ Line Numbers~  2=Left 0Ocm - I: Before: 0 pt -
Margins Ornentation 5ize Columns 3 o —E -
= - - - bc Hyphenation - =€ Right 0 cm - #= After & pt -
Page Setup P Paragraph P
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Borders and Shading

Preview

Select

border

Click on diagram below or use
buttons to apply borders

width

Select border style
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Select border color

Border Pre\ii
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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.

Home Insert Design References Mailings Review View
D-@ H—b] ——| ‘' Breaks~ Indent Spacing
_ :EI _ — [ 1Line Numbers= 2= Lleft 0cm N I: Eefore: 0 pt N
Margins Ornientation 5Size Columns 3 L o= -
- - = = bc Hyphenation~ = =% Right |0 cm - 4= After | 3pt -
Page Setup Ma Paragraph Ma
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1- Margins: Select the margin size for the entire document. It is the free

space from the top, button, left, and right of the page to the
beginning of the text in the document.

ba B2
('"\il) ofl®

2- Orientation Switch the pages between portrait and landscape layouts.

Orientation| Size ¢

1 j ‘ Portrait
‘J Landscape
3- Size Choose the current size for the current section.
4-Columns: i | Split text into two or more columns.
P b2 Hyphenation +
S J One
;I Two
_J Thre:
_;_I Left
;J Right
EE  More Columns...

5- Water Mark: e ‘ ~ | Insert ghosted text behind the content on the page.

6- Page borders: = ==+ :=| Add or change the border around the page.
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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.

Document] - Ward

Home Insert Design Layout References Mailings Review View Q Tell me what you wa
T Add Text - ABl M) Insert Endnote @ =1 Manage Sources [} Insert Table of Figures
hl Update Table AE; Mext Footnote - [% Styles APA - Update Table
Table of Insert Insert .~ [nsert
Contents ~ Footnote = Show Notes Citation - £ [ Bibliography - Caption (313 Cross-reference
Table of Contents Footnotes P Citations & Bibliography Captions
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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.

Document] - Waord

Home Insert Design Layout References Mailings View Q@ Tell me what you want to do...
ABC |‘: | ﬁ) a% fﬁ$ + E EE\* L Simple Markup  ~
. 123 \
._/v A _ ,Z E Show Markup ~
Spelling & Thesaurus Word Smart | Translate Language Mew  Delete Previous MNext Show Track o
Grammar Count Lookup - - Comment Comments Changes - (2] Reviewing Pane -
Proofing Insights Language Comments Tracking T
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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

Z00m.
Docurng

Home Insert Design Layout References Mailings Review @ Tell mev

|— .-.—l L [=] Qutline  [+] Ruler Q [E} =] One Page 51 E .
: =] Draft Gridlines 0 [E Multiple Pages
Read Prnnt Web Zoom 100% New Arrange Split
Mode Layout Layout Mavigation Pane 1l Page Width Window  All
WViews Show Zoom
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VIEW TAB

1- Print layout:

B

Print
Layout

View the document as it will appear on the printed page.

2- Fullscreen
reading:

EE

Full Screen
Reading

View the document in full-screen reading view to maximize the
space available for reading or commenting on the document.

3- Web layout:

<

Web
Layout

View the document as it would look like a web page.

Zooming document:

4-Zoom: ¢ |Show the zoom dialog box to specify the zoom level of the
"\ |document.
Zoom
5- Zooming in donerage | Zoom the document so that one or two or width pages fit in
pages: @dTwo Pages | the window.
=] Page Width
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Microsoft

Word

Thank you
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