Word Processing X418

Layout DI HF
S e emaeid The basic layout of Microsoft Microsoft Word X4 HyE 4<%
Word. B,

g The main menu bar is located at TREREFFEFE, §1FE
the top. Menus may have sub e TERS, HHEF
menus, referred to as a e

Secondary Menu set. R

The standard tool bar is located  #x/ET B2 F B2
below the menu on the left side AT, G
of the program window. This tool ’

bar includes ;Fﬁ Ej{ﬁ
“New Document” (32

“Save” “ISTH”

”Open” “?]_ EI]”

"Print”

o The Formatting Tool Bar includes &= T Bf=E1}%

‘t‘tlli rf](:,!lowing. “

“Font Size” iﬂst'J\
“Font Stylizing” FRHZC
“Alignment” “IFTFH

Rulers show the dimensions and xR B3 Er& LR
measurements of your KA, ERthRBTINIE

document. They also indicate S Lra g 8] TL 2N\l
how large the “Margins” are as A, BT R DR

H [13 ” ¢0_-'
well as indents and and “Column BE,

widths.
The document work area is YT EXigERIZEWordX
where the user creates their REHHE TS .

“Word Document”.

Page 1 of 4



Word Processing X418

Common Commands & MiES

File > New To create a new blank document. QI FHHNTH XY,

X4 > FhiE

File > Save To save a file for the first time. BRRTES S,

Xt > R1F

File > Save As To save updates made to a file HEERREFHEEM £,

Y>> BERN that has already been saved. IR E I R R

File > Open Allows you to continue working on ItV ITIIES RAIFREERITH R

Y1 > FIFF a document that has already been SRS E kT,
saved and closed.

File > Print Allows the user to send a @ITENH&3E— A H1THT

Y& > FTEN document to a printer. .

File > Properties Allows you to embed details such I IFFESIERMNMATE E L

YiEsREBEM as author and copyright VEZFIERAL.

File > Exit To close a program once finished. X(Hi2%.

X4 > BT

Edit > Cut To remove an item from its BE— Mz EMERMNERZEM

g > Bt location so it can be moved. A ARSI E A

Edit > Copy makes a duplicate of an item. E—NMEEBRENERES 2

YmiE > Sl HItE 2 —3R,

Edit > Paste Inserts an item that has been “Cut” i \ # Bt “E $I"H9(=

YR8 > HANG or “Copied” a.

Edit > Find Allows the user to search the AEXMPEIEMNMEENIE

e S T document for a specific word or i54A.,

phrase.

Edit > Replace
‘i > Bk

Allows the user to change a word BJ7EEE N RPN TEH M EEE
or phrase throughout the entire 4.
document.

View > Normal
IE > &

View > Web Layout

Standard program view.

IERNXHEEEL .

Program view for designing web

BIRITNIRASNXEERS

A >Webx =, content. .
View > Print Layout Program view optimized for T R I T E H SRAT R SO Ry TS
DB >TIE viewing how the document will =755t

look when printed.

View > Outline

ME > AN

Allows the user to quickly view the B[ 1RIFE % XHEBNER.,
content in a document.
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Vocabulary id;C

An individual block of
information in a “Table”.

A vertical set of “Cells” in a
“Table”.

The visual styling of the letters
or symbols used in your
document.

Examples:
ARIAL
BRUSH SCRIPT

The size of the Font in your
document. the standard Font
Size for a document is 12Pt.

A list of words specific to the

document, and their meanings.

An area of text in your
document that will open a
website when clicked.

The outer edge of a page where

there should be no type or
photos.

The program used on Windows

for creating text documents.

The program used on Apple
(MAC) for creating text
documents.

A description about the
document and its contents.

A Project Header is on the top
of every page. Headers will

include your Name and Grade.

Information will be located on
the top right of the page.
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A Project Footer is on the
bottom of every page. The
Project Footer can be used to
include important information
such as your school or project
subject.

A Reference is an indication of
where the original information
used in your document comes
from. Photos, Statistics, and
any text used from another
source should be referenced.

A horizontal set of “Cells” in a
“Table”.

A Description about a section in
the document. This is a title that
is less important than the
Document Title.

When the type in your
document is made to stand out.
This draws attention to
important parts of your
document.

Examples:
BOLD
Italic
Underline

A Table is a method for
organizing information in a
document. It is made of many
“Cells” in Horizontal Rows, and
Vertical “Columns”.

A page in your document that
tells the readers what is
included in your document.

A Document that is mostly
words.

Page 4 of 4

TS —TINKER. TIRIA]
T EEERYE R LIS > 5
B&™M.

SIRR—TEmRXAEPERR
SEREML, BR, ST
MEME AT X AEB N Z 45|
H.

RIFPRIKFRIETTIE,
XHEAR—ER D B9t . X

R A N ERE I AR E,

NHHRRERIER D,
UNEI=R

EEHS5|

5+
2Z{k BOLD
FUK Italic
5817 Underline

RIEEXEPAREENT
N, BRHSZMNEENIKE
=AY TS A .

S AR B O

FEEXFREAN—XHE,



