To start Word from Windows Button, follow the sequence given below.

Windows Button E
—> Recently added
- Word

This opens a Word document for you to work on.

You can also open a new document by Writing MS Word in the search
bar.

Closing Word

To close Word, Click on the X button on the title bar m

Saving Word Document

To save a Word document, the shortcut keyis <ctrl> + S

You may also Click on the Save button E on the Quick Access Toolbar.




Formatting and Editing Tools

Formatting a document means to arrange and to beautify it. Formatting
options do not change the content but changes the way the content is
presented. It includes text colors, size, style etc.

Editing a document means to modify the document. Editing options
change the content of the document. It includes cut - paste, copy -
paste, replace text etc.

In this section, we will look into some advanced features of Word.

Format Painter
'—

It helps to copy formatting from one place and put in another.

To apply Format Painter,
» select the text from where format style has to be copied
» click on the Format Painter icon = ¥ Fomat Painter

» click on the text on which the style has to be copied and the format
style will get copied



Subscript and Superscript

-

Subscripts are small text written below.
For example: H,0 [2 is subscript]

Superscripts are small text written above.
For example: 7 [th is superscript]

To convert a script to subscript, select the text and press the subscript
button|x. .

To convertascript to superscript, select the text and press the superscript
button x|

These buttons are present on the Home Tab __
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Create the following document using subscripts and superscripts
wherever applicable

Compound H,0 and CO, were competing in a race. The compound H,0
stood 1= and compound CO, stood 2™. It was a friendly race and both
were happy with the results. They shared a common friend, named O,.
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It helps to apply a visual effect to the selected text, such as a shadow,
glow or reflection.

Under the Home tab, the button is present under Font group. Select the
text on which the effect has to be applied and click on the icon and make

your choice.
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Header and Footer

N

Header of a document is some special text written on top of every page.

For example, name of a chapter in a text book.

Footer of a document is some special text that is written at bottom
of every page. For example, the name of the company in a company
letterhead

To insert Header, click on the Insert Tab and then on Header Option
and make you r choice.
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Similarly, to insert Footer, click on the Insert Tab and then on Footer
Option and make your choice.
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Breaking text into columns
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If you notice a newspaper then you will find multiple [Q ED)one Mumers -
columns. - S yptmtee

Page § I% Dt
To apply multiple columns, select the text and click on ERES
the Column option under Layout Tab. -
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Example

Shown below are examples of columns - one, two, three
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You can apply breakpoints in your document by B - ==
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Page Orientation
<

The page of a document can be

presented in two directions - Portrait — e thnsbce
and Landscape. These are also called @ % I $T) Line Numbers -

. . . Margins Orientation Sze Columns I
orientation options of a page. - - -+ b¥ Hyphenation~
Portrait orientation presents a page __ | Pord
vertically. = p—_—

Landscape orientation presents a
page horizontally.

To choose orientation, click on the option Orientation under Layout Tab
and make your choice.



Observe the examples shown below. It shows the same content in
Landscape and Portrait page layouts.

Search and Replace text

e

Imagine Richa wrote a letter to her friend about her recent trip to a hill
station. But as she was about to send the letter, she realized that the
spelling of the place was actually something else. So now, what will she
do? She will have to look for the misspelt word all over the document
and rectify it.

The same work can be done in Word at one click. The option is Find and
Replace.

To search for any text, click on Find option under Home Tab.
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Type the text you are looking for , in the text box that appears on the
left. It will show all the occurrences.

To replace any text, click on Replace option under Home Tab.
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