Module 02
Perform Word Processing
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Objectives:
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e Create different types of documents using templates (28 ©18pews’ eCam w8®)
e Create tables (g e=»8®)

e Add objects and special formatting

e Format paragraph/document (edc e» E8 20w 82 Format 88@)

e Create links (Links es(z8®)

e Create mail merge (Mail merge e»8®)

e Find & replace text

e Draw graphics/auto text

e Create Table of Content(Index)

e Print a word document/envelops/labels
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Figure 2-5: Text Formatting Tools
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Carbon dioxide (chemical formula CO,) is a naturally occurring chemical compound composed of
two oxygen atoms covalently bonded to a single carbon atom.
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Carbon dioxide

Carbon dioxide (chemical formula CO,) is a naturally occurring chemical compound composed
of th atoms covalently bonded to a single carbon atom.
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Figure 6: Paragraph Formatting Window
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Page Setup

Margins | Paper Layauk
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Multiple pages: |N0rma| w
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o] [

Figure 2-7:Page Setup Window
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Apply 10: @85 c®® edm&En® Bcmosiess RO tiyy Bdems me »iBc. @®8 This point
forward e®»3 whole document ece BmEs ecwz ©08. «@3z Whole document eces
BDPOEDIS 08 ODEW® wOEUMm® G8wu we® Huislenm d. Red BBew® Page
Session ewicy a@B>® point forward ewice @das 89eDE Page Session ewicy @dxw Page
format &= ews »iSo
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Paper size:

|Letter ~

width:  [g.5"

Paper source
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Figure 2-8: Paper Tab
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o ¢3 Ribbon ®ew8 eview Tab de»8 Proofing group ©e=8 Spelling & Grammar
Click m»oz8» 2-8 Tiescs Rz

Spelling and Grammar: English (U.5.)

Mat in Dickionary:
ICT is an attractive area for labour market Ignore Once
and demand increases exponentially for
qualified ICT professionals.
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Grammar 7 Add ko Dictionary
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Change
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Click »c Change Al
PRSI AukoCorrect
Dictionary language: |English (5.0 w ‘
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0 I

Figure 2-9: Spelling & Grammar Window

a3 88 923 O3 @008 D@ wlens’ BOICED wemn ©BE).

Ignore One @Red eCamed 91028 ecwd type & &8 on @3z evemm DOmE O D0
e @30 (B® HSlimed & DO»E edm»ed BB adns eSS »®) e®u »IDD
DE »Be. e ecn v Gwend Labour 29xe v eeesd D(de W8 eus’dd. ©wd
Ignore One Click »c 80 e®@® 8d%imed do SO0E oEs eusids amo DS DD DO
»E HPems’ O3 eddaws e BE®a.

Ignore All: @2ed eCamed 9(0¢ ecewd type 8 &8 on ©88 cvem» DO®»@ asd H®
BOEEDE 0 @0 BOCE e »R B0 gdas »HO 0®n HIBH BE VIDGE.
CCdenss ecs 9Red »® BBed a8 80 96 ©i® DD BOCE B 0@ VeSS
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Add to Dictionary: @dcemised e0@8 D@ aRcemiscd @@Es O OO eHo
©®w6 0D HOBIB

Change eGamed 9(6¢ ocewd type & a8 o 85 cvemm DOme 98 D0 ©ens
Suggestions ¢ @18 em3ch ©x3n DO®@O @10 BB e®@w 90D BE H(BE.

Change All eGaned (0 ecwd type & @B on ©05 evemm 00 Bug €S O
Suggestions 8¢ @8 em§c o3 DOWO @10 BB e®w ©IBD DE HE.

Spelling & Grammar tool &z ®dmens’ OOm BOoE BB8e®E drimdme BOCE BEOO adas
>® 02 »e gBesd &8 &¢® Check Grammar Option &z Select »c 88@ ©©&

geopaescs 04

s T a odco aes BOTD® (9108 »E w88 Geevw »O ) do edcw BOCE SO
ecwo Spelling & Grammar tool ©2 985 »oz3w.

e Sigiriya, Mahavamsa > 20> 2 emissd dmn »OsiD.
e Matale, Sangha es» Kashyapa o 20> ecie @85 29 05380 s 053D

e o808 9102 DO BO(CE »IBI»

Sigiriya is a large stone and ancient rock fortress and palace ruin in the central Matale District
of Sri Lanka, surrounded by the remains of an extensive netlwork of gardens, reservoirs, and
other structures. Sigiriya may have been inhabited through prehistoric times. It was used as a
rock-shelter mountain monastery from about the 5th century BC, with caves prepared and
donated by devotees of the Buddhist Sangha. Accordings to the chronicles as Mahavamsa the
entire complex was built by King Kashyapa (477 — 495 CE), and after the king's death, it was
used as a Buddhist monastery until 14th century (Wiki).
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save =m0y cRstes’ .docx »® g Word document obewd amdo. & wepr v 8edd
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e Office button ®z Click »d=3m
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[— format version ©=8
s
ivip 0@08= @0 Web Page o» oces
=l htm| Web Page eEA®mE Save »OoD HERG

0®® dB®e @1 Bens’ D25:® DE®WH
Word processor &zz 918 »c oS

N
@ rtf Rich Text Format emg DB 005 ©257® B
— 20TDEO @DRG DO e dYvews’ Save
BB® gaceqw
‘ i Micrsoft esm @853 §EB53® wes3n
WPF Works 6.0-9.0 @c» E¢ O00ud ¢»0 9»iIdned @@

QRO 08 OBoeBS ORed eCGams Save 0 on »wiBw. & wewr sun 8O0 WO
Sletato)

e Office button ®z Click »d=3»

o e Menuven® Save As Click o3
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e ceam Save As Window ©e»8 Save As Type Click »0 #das dbows emich ©z3

File name: 02 Word Processing30_05_2012

v
Save astype! |word D nt I'v'
word Macro-Enabled Document
word 97-2003 Document
word Template

wiord Macro-Enabled Termplate
word 97-2003 Template

o ¢ Qo eCEEO® »OF @y Save Click mo=i»

eCImYEE @088 (Password e8=9) Save 8@

e ® @DEdE ORed eCA® @10 8D mHR OB @den ©d. CHNOHEES ©Es
Do yaen e 0m530) 8o HBG. DB THiom eCA G108 »RI OO0 T
Password 8= Save m0 om 98¢, e® e s 80dd an0@me DOBID

e Office button @2 Click wosi»

e cEd» Menu®em® Save As Click »osi»

ced» Save As Window dem8 98 s emcdedd @B tools Button ©» Click »o
ced» my Menu ve»8 General Option e wsi»

General Cptions

File encryption opkions Far this document

Passwiord to open; |

Filz sharing aptians For this document

Passwiord to modify;

[] read-only recommended

[ Pratect Document. ..

Figure 2-10: General Options
e General Option Window ©e»8 adas o3 ©c0 Password @ ecsis

OK mozim (Password »0m @y e¢sd> odg 80 acc Password o o0 S9(0eD
G @¢5I)

QD @I VRO eEA»wS Password e8m0 Save 0 o ©»ia. ¢33 88 9S8 eCamwss
O DD OIS ewetdcd @i ACE. € e VR 9vm ecwd Password w@vm»d Save
DO ¢ ECADEE @iz @020k0 Open mosis 980 @O Password 9z m@usqs e

s @ded Window &m ced. dwd Password om B9 amess OK click 88053
BC OCADHE DO W3 OB VIRE.
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Enter password to open file
Iih.. . Introduckan_to_ricrosaft_office_done. doc

o, l [ Cancel

Figure 2-11: Password Window

ecamezs Fonts e85 Save 86©

Red eIl exnews amd; OB (FONts) ©18n meg e¥1s 90 eEIDE DB DD
B0 BBOO wie®E FONts exn@B »® B B0 B0 3 OO0 e0H(S d. e®

Besn @0 oCams 8850 960 $idm »0m ¢ @ Fonts Save o ®»iBe. e® wemr sHm
8300 am0@ma »IBIB.

e Office button ®z Click m»oz3»

e ceadm Menuoem® Save As Click »dz5»

o cee» Save As Window dend 98 @ emededd aiB tools Button &z Click »¢
CeRm & Menu dem8 Save Option ed» oxi» e Option Windowsdens
Save tab ©» @oess @& Embed Fonts in the File Click »o=3» (2-11 diesw)

EEmbed fonts in the filell
|:| Embed anly the characters used in the document {best for reducing file size)
Do not embed common system fonts

Figure 2-12: Save Options

e ¢3 OK Click mosis

©® @zde @O FoNnts @80 eCame Save on »(8c. e@(S eGavw 053® D™
BOOED Boam »0 o» »Be v8veme ne acc Fonts Install 5 98¢ gg o

&eoescs 05

O 80 8y 0GB Bestm (53 96 e edme D6e 7 O e Save »Osm. OO
eCI® BER ¢M® »idnewrs’ sun DQD »ILH

eCamved Do File 9028 g®iew

Word Document

Word 97-2003 Document

TRF Document
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Web Page

Rich Text Document

Text Document

Word 7.0

000 ¢S vIdmewns’ ad® @t @ v File type o» 8 ewiw dcsS>.

1.2 Working With Styles (5083 @0 o180 88®)

Style wxeds w5’y ERBTes’ eGame @ e»ESe ®idnm e »i3 format . e®c
OBG® OBOD L0 HWS Gt 008 eEADE BERPEID O8 @i D00 BBeO aro.

Bef eBE @1 ECdD EBE @1 #E DEerS. O® i Do Budn m®wem»O format
=0 g (Size 14 Bold ) c@® @mamn em8® wep 9850 0 gBes gunm eces Formtting
. Style 98, ¢53 eCavw ©wBe® VA0 vef evE @i ey (Size 16 Bold ) eces
format ©» @9 8800 a@das D1 (&8 Bosim. @2 Style ©5» 0 eBgemewrs VIO
O O @000 evid edme B8E0 8eed dewxd @R Style wi8» »e evis @RO O

BE g 95%es acc Style 9» o9&, ¢ g Style ©18» »0® @wds emdens’ ©BEmo
RCY.

208> Style &=z 018 [8@

@® 3¢ s 8udo BB WIBB.

o e Style ¥ ewls gy 10w Select »5 vxim
e ¢z3 Home Tab ®em»8 Style 00 eved adas Style ©» Click »os3»
QB0 @m0 Bwgeds’ OO Style O ©OD BE V1BG

08> Style & eOmed 88O

@® 3¢0 YD Budo OB WIBIB.

o ¢z3 Home Tab o8 adas Style edn cvdd adas Style d9» emics Muse dens
Right Click m»cz=32

o Ed» Menu den® Modify eo» c=im

o e Modify Style Window ©exm8 @das 88 Formatting edxed mdzsis

o axno® OK Click »cs3»
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AaBbC: aAaBbcCcD |1. cDic
Update ICT_hl to Match Selection -
Heading 1 Heading 2 1 al

4 Modify.

Al

Select All 9 Instance(s)
S ‘.t S Rename... P

Remove from Quick 5tyle Gallery

Add Gallery to Quick Access Toolbar

¢ as agBs3 Style oo aved adasmde ©8E wmed ®ID @EIdse ©wIk ACEY. ©® we®
oD B8uD0 3ROOHE DIBID.

o ¢ Home Tab vem8 Style 0d» eved @8 Style o3 Select mco=3

o 23 Style @08 ¢cpeaius em»EDedd B i Imces Click »oss

o EEam may Menu em8 a8 Save Selection as a new Quick Style eom @=im
o cea» Window dem8 Style & wenr 0= c@r ecsim

o eLde 88 Modify Button Click »c Style ©» adas =88 00 »oss

Create New 5tyle from Formatting @

Mame:
(1CEStylen2| |

Paragraph skyle presiem:

Ik l [ Modify. .. ] [ Zancel

Figure 2-13: Create New Style Window

o ao05® OK Click o3
eeoBIescs 06

aEBS el 0 OB B¢ ECADWD BB §DAarmN @J O ©BE Style 4 agBss wigsss

Style Name Formatting

IT LE1 Times New Roman 14 Bold

IT LE2 Times New Roman 12 Bold

IT TXT FMAbhaya 12 Normal
IT_CAP Times New Roman 12 Normal
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1.3 &g (Table) esy=B®
& DR 9Dn DOREE DOL B3 DS eWITHS B8ORD 301 RO ewis O 8D

@100 88a¢d Cell Row w@» Colum 88a¢d ¢n@s 83c gnwe. D00 e e @&
@290 O eCHBS VBT CRAD @m0 O DQOD 0BG O 0¥l DRIE §®IemEES BIG

»(Ba. o 9ed8 Cell 12 =5¢ Colum 3 »x5¢ Rows 4 ¢ a¢o.

Name Age
$200 S. Kumara 67 :7>:—|_ Cell &2
\4:5—/

PS2002 I. Gamage

02 R. Perera D
BN

Row &=z

Colum &z

©0RE @06l DR ©7:8® wew swm BuOd eBOOG WOBI
o gD inserttab vem8 table tool &z click »o=3x
o EA® & Menu vem8 Insert Table Click mo=six
o Ed» WINdow dem8 adas b vems @y Ho| 0D CRIOCSD

Insert Table

Table size

Mumber of columns:

ra ||
LR

Mumber of rows:
AutoFit bebavior

() Fixed column width:  [Auka &

) AukoFit ko conkents

) AutoFit bo window

[ ] remember dimensions For new tables

[ (]9 l [ Cancel

Figure 2-14: Insert table Window

e OKClick mo=st»
o (B CEAD DRI dend ¢ 3dan @B FREHS WOBD

&eopoescs 07

QD @EBO DRI L3 DB BHD (BB FUDES DOTH
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Name Age
Saman 23
Kamal 35
Ruvan 45
Sunil 36

16.1 ®g (Table) #dm»s 82 Format 83@

@l 0 0B B¢ VRO gdas T Format mdvxsimn aumde ¢ edEd e Y. o®
e¢®0 B Bud ¢RNOOME HIBB.

* YD emItH ®BIB

e 350 Menu de»8 Design e» Layout dnews’ Tab ecms 05398, &0 ©dmens’
oNLEeds’ VR wwe 0 ©B3BN ¢ D@D Format »c om »wiSe.

— Home Insert Page Layout References Mailings Review Wiew Design
¥| HeaderRow W First Column | [ | ——= e ————= ——e ————= ————— Shading ~ T B
Total Row Last Column = N BB -——--B--—-—-- - 1 pt - j J
gyl eyl gl el Ep——— Draw  Eraser
¥| Banded Raws Banded Columns i Pen Color = Tahle
Table Style Options Table Styles Draw Borders (]
Table ®en8 Dbescs Table o8 Dbesc Table ®e=8 border
shading 88@0 shading 88®@0 eamed D@D

o @D table & ec gyeeg Style o2 e e3>
o 2das 82 shading tool & »8mews’ cell O dbers edm e »S vim
e Border tool &z »8mews’ Dned Borders #das ©88 edme mosin

epeopoescs 08

QD CRI OB ¢N® WIDHEBSS s¥D (WO @B @rded DR el WOTH

Index No Chemistry Physics Mathematics
AS2009/12 23 45 67
AS2009/13 34 56 45
AS2009/14 56 78 54

1.6.2 Table &= pe edas 88 Text Alignment S8

DRO® & DO emde Cell 98 S0 ne edvw 888 and O 9 B8EDE0 Edw wi». ©®
2¢®0 B BdJ eNOOME IBIB.

o BeHO DRD emIcH ®BIB
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o 930 gum eE®O® (B cedm Menu dem»8 Layout Tab o= @ Click mosis
o e WINdow 89 ©i8newss’ oo swegedss Text Alignment »6 om (8w

il
—-/ Haome Insert Page Layout

References Mailings Review

View

4F

Ht
FF|

Design Layout

E=E= A=
SEE = J
Teut Cell
= = = Direction Margins
Alignment

[¢ select = % %l & Insert Below || [ Merge Cells || 4[] |0.14° :
i view Gridlines A Insert Left [ split Cells =133 :
- Delete | Insert
& Properties = Above [ InsertRight || =5 5plitTable | B8 Autofit -
Table F} Merge
Table ®e8 Row e®] Cellog 8o v oee
Columns e®xe S50 edxed SE®0
&eos9e3cs 09

Cell ®e8 Text
Alignment 88@0

ovm ¢39 Layout Window &z ©08m 0 wom amided Do wmed 0535

Index No

AS2009/12
AS2009/13
AS2009/14

=
7 8
£ z
2 o
(O

23 45
34 56
56 78

1.6.3 ©g® (Table) ne a#daxs =8¢ Cell Merge 83®
DR HOOSD w@Be® & eaewd @Dt Oe adan 88 Cell 88vwus 8 010 (=880
2Das @d. ¢» an J 88cd wem CE.

o =eg@® Merge mc gm Cells emdcr o3
o B 9 EREO® (B0 cedm Menu dem® Layout Tab ©» @ Click »os»

o cERm O Ribbon de»8 Merge Group 9 edm @3>
o 38 Merge Cell e»s Slift cell #0axs 32 Click 88e®@s3 290 ¢das &8¢ wwed »ovssH

epeopaescs 10

Mathematics

~

B=

Data

-

ovm ¢3g Layout Window &z 08 0 gum @med 205 ¢ D9 oom 8imidnad ednes

DS535)
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Student Results
Student info

S

s =

No Index No € 2 g
Q e <

S & =

>

1 AS2009/12 23 45 67
2 AS2009/13 34 56 45
3 AS2009/14 56 78 54

1.7  Object &0 &8 88®

MS Word 083 910 8888 g eCams @ amEs »0D Text DE0 8000 geomms 0
e 09 @8 Buce Object oces wemd. o® Hew «®@ Object 8¢ geom ©(5® @on
Dcoe. ¢ a8 & 8D wem Y. 98 dRed eCamwO picture, clip art, shape &
arcs S6e®8 s Object ece wem8. ¢ s 9 ©F dbved Object @Red eEamwO
SURCES OB 0B @300 ACE.

Pictures insert text box insert Equation insert 88@0
B8O 0®s »B» B8O e®n 95D ©®w6 DD WOBIB
Sleloto) OB

€
— Home Insert Layout References Mailings Review' View
Cover Page ~ Elal [ ] Shapes ~ =| Header ~ 2| Quick Parts ~ - | T ¥quation ~
= B A
al| Bk = ,

_] Blank Page ‘__\I SmartArt S| Footer - NordArt ~ j_ﬂ) €2 Symbol ~
= Table Picture  Clip Links Text 2=
¥— Page Break - Art I'I.h Chart - #] Page Mumber ~ 2= Drop Cap ~  Mge -

Pages Tables INustrations Header & Fg Text ymbols

| —

word Art insert 8800 e®ws 9183 symbol insert 8800 e®c
0535 003 DOBID

1.7.1 WordArt ampcs S8®
word Art 98 @mes 0 ©(Be0 adas »8® & wewr sunm B8udd @ne@mE OB

o =2 @20 word Art & ames »E g Bmed CUrsor o dcdsis
e Insert tab ®e=8 Word Art Icon @z Click mos3s (cre@> Shortcut menu de»8 gees
word Art ©z Select mosix)
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o ©30 Edit word Art text window &z ced 98 @0 #das Text &= type »os3»

Edit WordArt Text

Fonk: Size:

‘ T Times Mew Roman = || 36 ¥ ‘
Texk:

Your Text Here

[ oK ] [ Cancel

Figure 2-15: Edit word Art text window
o ¢ OK Click mozs3o
¢s3 ci@en word art 9z Selct =0 os3m. ©80 main menu de8 Word Art Formatted tool bar

O cbams 0d. du »widnewns’ @R word art O a¢das o8 wwed o on HwSe.

word Art Format tool bar & e» 98 @8 t00ls wom Sednd »0 aw

Hpme Insert Page Layout Ref inces Mailings iRevew i Vewi Format]|

REC R T4 Bring ta Front = |2~

Al - a

ﬁ Al & jra :
i WordAm v 22 - B3 send to Back ~  [g]

Edit Spacing _ = , Shadow | 3-D P35|t|:|n j 205" s
Text - =- * A Erfects Effects B Text Wrapping ~ Sk~

Text WaordArt Styles Arrange Size F]

Figure 2-16: word Art Format tool bar
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No Name Description

1 Edit text tool Edit your word Art 90z edxed 88©0

2 Spacing Change the spacing between the letters of the text
DO® @m0 BOHO@ edmes SEOO

3 Style Change the text style 20 o¢ €000 e@med
B8@0

4 Shadow effect Add shadow effect to the word art 90 o¢
eedNBE DE BD0n edme S8®O

5 3D-Effects Add 3D effect to the text 20 oc §@1» v
e S8©0

6 Position Change the word Art position 80z &¢ €l
edess’ B8O

7 Text wrapping Change the way text wraps around the selected text

8 Size Change text size of the word Art 98 5c Baiessdws
e B3©0

1.7.2 Textbox o= emes 88®
ORed eEamwed text hoX dm arpes B88® w@ewr wom Bwdd 8me@m@ »OsD

o 3¢ @0 Textbox o» emes »e gr ddmed CUrsor ©» dcds3m

e Insert tab ®e»8 Text Box Icon @z Click mo=i» (cre@z Shortcut menu ®e=8 ey
text box &= Select m»os3)

o > text box vem8 adas of ameEs »osi>

¢ 98 eus 0tl® acenO e KIS ¢ text box O Select moem. ©850 Main menu demS
Text box tool bar &» cbame . & »IBvewrs’ @O Text box & adas ©8E wme »S O

®»18Bw. The Text box Format tool bar ©» e ©8 @B tools svs Sednd »c e

il

A
Draw

Text Box -
Text
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. . , Shadow F'c: iticn o Size

Text Box Styles

| ‘ Brig to Front = |—' T

‘_],_'; Send to Back ~

4

1]

* ||Erfects - Effeu:t - B Text Wrapping » Sh~ | .

(F] Arrange

Figure 17: Text box formatting tool commands
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No Name Description

1 Draw text Box Create a new text box egB8=3 text box == c@o
©(S®0

2 Style Change the text box style o> c¢ e et
DE e8D030 edmed S8®0

3 Shadow effects Add shadow effect to the text box eeo=E 2¢
B0 edmed 8O

4 3D-Effects Add 3D effect to the text box @ cPsen cdmed
800

5 Position Change the text box position Gue» ¢ e &8
BOmw edme B8®0

6 Arrange text Change the text Arrangement Eu» ¢ @m0
BEOEO ewed B88®O

7 Size Change the text size Gu» ¢ emDem Y@Ienes
edxe B800

Table 1: Word Art formatting tool commands

1.7.3 Image o=z s 88
ORed eEamwEd IMage 9o aes B8® @ewr D Budd #me@mE OB

o g @0 Image O» s »E gn Bimed CUrsor ¥z dedxs3s

e Insert tab ®ez8 Picture Icon &z Click o3> (Ere@» insert picture Window ©e»8
g96eg Image o8 emidh ©s3sy)

e Insert Click m»dz5»

¢z3 image o Select moosim. ©50 main menu de»8 Picture tool bar ©» cbams ©d. S
00ens3 @O picture O gdes ©8C wmed 0 o H(Ea.

Picture Format tool bar @z e ©8 a8 tools sws Bedos »d aw

© O,

i Brightness = :i Cofnpress Pictures — — Gy Picture Shape J 4 Bring to Front [ER _:,J

(J Contrast - E:'g(h nge Picture -‘ -d d .2 Picture Border - — JJ Send to Bac @ i

%Rec-:ul-:ur' “Lg] Reset Picture = | ! Picture Effects ~ F'-:|5|vt|-3n ETEKT Wrapping = Sk~ SIEE
Adjust Picture Styles I Arrange

Figure 18: Picture formatting tool commands
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No Name Description

1 Change Brightness Jroens dberndss @D cdmed SE®O

2 Change Picture 0153 edmes BEOO

3 Picture Style Srewrd BO0mn edme 8OO

4 Picture effect S1ew8 esnews exnens effect (ecomices
B8&He 00cy con®) edmne 8500

5 Picture Shape Orewed »0e ¢des ©88 edmtd B8O

6 Position g6 @B Bme edme S8®D

7 Size S04 y®Iens edme SE®O

Figure 19: Picture formatting tool commands

1.4 List of figure ese List of tables c@) oR®
s8vems DE (B eSS S8e® pictures w@» Tables 98 y@rews 50 EB® @i

@cwB. OB eewd @dLdddE 9® picture e List 9o @ 0RO adas ©d. e®ws
B CR 0 e & 8w Red eGamed a8 8ug T 8y D@ BE Gcewns’
5H® B8O E GRG. BEE @0® g3 BE I0eEE’ 013w O I GIBEWICE WEICE.

1.7.4 Picture &= 58 adess’ 5H® S8@
QRS eCEPBO FED OB (¢ 1w B8 @wddewns’ »® BB® wew wwm Budd
BBYOOHB DO

* eI »® BE @y Simend CUrsor &z dcdsis

e Refernces tab ®e»8 Insert Caption Icon ©z Click »o=3 (Caption Window &z
cBams @d 2-12 Sswe)

o 8 Label ©» Figure eces emics Caption ©m oo Siew wepr E@ 8o gy D@ EAH

@535

o ¢35 OK Click m»oss»
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Caption

Caption:
| Figure 1 |

Options
Label: |Figure w |
Position; |Eie|u:uw selected ikem w |

[] Exclude label from caption

AutoCaption. .. [ Ik l[ Zancel ]

Figure 2-20: Insert Caption Window

OB GudnO O w3 0@ »H® BEe®E »O Bede wO(en B8AD BEBES ¢ B
G O® ewom Caption eces weps’s @B Text dem® Figure 1 eces @8 ade 9od edmed
D2 @m0 AR 0O WOHEEE OO Fo3 O eBEO0 D6 AEI ®BI.

1.7.5 Table & S8c® gzmcesss 5»H® [S8@

QR eCADBO S WO ¢ DD BE amicens’ »H® BB® wewo wwm Bedd
BBYOOBB DO

¢ R BE VYD @B DYd BB »E gr Bimewrd CUrsor ©» ocdsim

e Refernces tab ©ez8 Insert Caption Icon &z Click »c=3» (&80 Caption Window &z
cBama @d 2-12 dee)

o 8 Label ©» Table ece emich Camption &» wewr adas ®»® E@ ecsis
e OK Click mc=3»

Caption
Capkion:

|Tah|e 1 |
Cpkions

Label: | TN -

[] Exclude label Fram caption

AutoZaption. .. [ (04 ] [ Cancel

Figure 2-21: Insert Caption Window
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1.7.6 List of Figures/ Tables c@ oR®

WRed eCamed @ »8® o® ¢ 0w el d@de List o (¢@€nds) @ o(S®
e¢®0 D BrdJ 2RNOOME WIBIH

o List &» Insert me @gm Bmes® Cursor &= s¢dsim

e References tab ®ez»8 Caption group ©e=»8 Insert Table of figures Icon &z Click
mox3s (Caption Window ©» cbama d 2-21 dswm)

Table of Figures Elg|

Prink Preview Web Preview

Figure 1: Text. s 1 |ES Figure 1: Text ~
Figure 2: TEX e e eeeeeeeeeenns 3 Figure 2: Text

FIgUre 31 TeXt o rereeeeaaemreeeaeeneees 5 Figure 3: Text
Figure 4: Text 7 | Bigure 4: Text hd
Show page numbers Use hyperlinks instead of page numbers
Right align page numbers
Tab leader: |....... L3
General

Formats: From template L

Caption label: |Figure -

Include label and number

[ Options. .. ] [ Modify.. . ]
I Ok ] [ Cancel ]

Figure 2-22: Table of Figure Window

o c®® Window &z »mewszs Table of figures adas =82 wmed »0 ozd
e OK Click m»o=S»

@0 List of Tables e»3 List of Equation @ o500 #das »® & w@wepr @m0 &8¢ »e
gess Caption Lable 9 a@asmde ¢ edmed 88 «©& (Figure, Table or Equations)

15  Table of Contents (&9 ) es78®

89D BD.BWD @ wHEedsS ©wide® ®»SBw® edexnd Word processing ®aigmio» O @
@D O YouidmD @O gmsdas swePOS. Sae 8Y ednds o8n oG @853
200G SBEeO e®® sHE®® N ZEWIEHIS 0 emdet O @xd eCamen 8JD e
@S @0 DRIE DICEE DB DOBS B9 B0 8eed. ar® D0 v ©iw BBows
8o¢ o B B¢, deuns’ e®® nO®IOB ©8gm w8e®E & wewr Do D3es’ »HDss BBsni
BOLH. ¢53 s VR W WO OBBN CC ECADGE CWI BNYEDS BB el WIBesd
emetd¢d ewiwr ARE.

B9 FCES WO OO wewr Bwm BEdd eRNOOME WIBIH
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* BEHO B9» FCS O ONO we VRS eCamed g 8O0 evmidd gy 8o
cC o3> O Insert tab ©e=8 Pages group e»8 8 blank page click o=

o B D@ @ page dem §EO CUISOr ©» vz 9535

o 3 Refernce tab ©»0 ewied ©8 Table of contains group ©e=& Table of Contents
Click mozi» (80 Table of contents Window &z ¢bame o )

| Table of Figures I Table of Autharities |

Index

Prink Prewview n'eh Preview
BUDHEDDING.........cciimneennnes 1 j BUDHEDDING j
HEADING 1 cooeeceeccveeeenaes 1 HEADING 1

kd hd
¥ show page numbers [V Use hyperlinks instead of page numbers

¥ Right align page numbers
Tab leader: I ....... j
General

Formaks: IFrom template VI
Show |evels: |3 E‘
Options. .. I Modify. .. |
QK I Cancel I

Figure 23: Table of content window

e Table of contents Window ©ez8 Option button &z click m»c=3» ( Table of contents
Option Window & ebams 0 )
Table of Contents Options

Build table of contents From:
Skwles

Bvailable skyles:

ICT_h2
IT_LETL

TOC |evel
7

Level i

List Paragraph

[] Table entry fields
5 (o]

Figure 24: Table of contents Option Window
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o 23 BgD e ©Idm BE G Style eEs »E gow. e@8E 8¢ D5%es’ @R BEs
=0 Style &8 89 «g» eces (BD08. 0® HBwr A2 wE e ©ges’ 9 93 @i
@ aes Bo gn Style can E08. cowsemns ecen @ded E8ed ved eui
@z e gesd IT_LEL »® Style 9588 »® @2 g Option Window dem8
TOC Level eceon 9@ Style 9 a8 o> 1 eces B8 gue. e®eces gdays levels
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1.7.7 Table of Contents ( &9 ) Update 88®
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e ¢3 Mouse ©em8 Right Click »c Update Fields e&» w3 (@80 Update Table of
Contents Window ©» c@® )

o 8 adas of Select s OK click mosi»

LUpdate Table of Contents E]E|

Word is updating the table of contents. Select one of
the Following opkions:

(%) ipdate page numbers only!
i) Update entire table

(04 ] [ Cancel

Figure 2-25: Update Table of Contents Window

1.6 Mail Merge 88®
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No, 45, Colombo 03.
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Mr A. S. Kumar

No 34, Panadura

Dear applicant

Interview will be held on 23. May 2012

Good luck

Secretary

S 0®® B8ed m¢ amls’ e & @ DO wE®EIm J1 lOE®IENS EOERBIO edmes
05 »® ©d.

Mail Merge @8x3 8¢ »0» »Ogs® @0RD ©vm eC®l IEHd e HBS o8 @ew
eCADEES Y B BEHE 0D eDMO® adeas @0 e®PE woned € B ¢Bm wew edm
eO®® gdan &8¢ eCa® w88, e® gxd B wved 100 ecermned ¢Him B8Y&H »HO

QRO BeEmd 100 ecemm @ B 0GB 100 5 Eed. ¢ a8 wewiBm»d Mail Merge
Bewom amds emis dcE. & wcw og@® Mailings tab dem»s Start mail merge group
woesd @B Start mail merge e oz, cred® Menu dems O3 &8 Step by Step mail
merge wizard Click o3z

Envelopes Labels Start Mail Select Edit Highlight
Merge ~ |Recipients = Recipient List || Merge Fields

Create

o

—

Letters
E-Mail Messages P 1

Envelopes... |

Labels...
Directory

Mormal Word Document

el 5 I g o] v e

Step by Step Mail Merge Wizard...

Figure 2-26: Start Mail merge menu

08 &8ss 6 B3 g8 Wizard oms e®gben S600 Beed. & B8O aws ¢ Bednd Drnenss eaemo
CRY.
* 3¢ Budd er®d 98 »mE gstess Mail merge »o» oCa» dbvw n@¢E es38am
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o Letters
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o Envelopes
o Lables

o Dictionary

Mail Merge v X

Select document type
“what type of document are wou working on?
(®) Letters
() E-mail messages
) Envelopes
() Labels
O Directory

Letters
Send letters o a group of people. You can personalize the letter that each person receives,

| Click Mext to continue.
Step 1 of 6

% Mext: Starting document

&5 oG dbvw letter ece emich oxim emmc@ Next Starting document click
D053

¢T3 ©® wew ©dm WO eGAMG RO ¢8 ewd J wewr “Use the current” eces
Select wosts. Sgo BwdSO w® egwo “Select Recipiance” click moxsiz

¢z3 Mail merge 88® eewr @das ¢ evim® (data list) s@8o gro. e® @
“Select recipient list” esceo “Type a new” SeleCt mos3». ¢35 ©0 =3 e Type a
new list 8 Create Click moz3»

Mail Merge * x

Select recipients
() Use an existing list
() Select from Cutlook conkacks

(®) Type a new lisk

Type a new list

Type the names and addresses of recipients,

lg Create...

Step 3 of 6
S Mexk: Write wour letker

“ Previous: Starting document

¢z’ @20 New Address List 9z cBamws @D (2-26 i) 90 O 0853 @0 adans 8
swgedsd Address List 9 oo 0 o ©o(8e e® wemr segd svn 80dd
306 »os3m. se@® New Address List Window ©ez8 Customized coloums Click
o3, ©80 Customized Address List Window &z cbamas @d. o8 Add, Delete @

Rename »8mewzd Address List 9z @dac @88 wmed mosis.
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MNew Address List @

Tywpe recipient information in the table. To add more entries, click Mew Entry,
Title - | Firzt Mame - | Last Mame - | Company Mame w |.&ddress Line1l - |
P
< | ¥
[ Mew Entry ] [ Find. .. l
[ Delete Entry ] [ Customize Columns. .. l [a]'4 ] [ Cancel

Figure 27: New Address List Window

Customize Address List

Field Mames

Firsk Mame
Last Marne Delete
Compary Mare

Address Line 1
Address Line 2 Rename...
Ciby

Skake

ZIP Code

Country ar Region
Home Phone
Wiark, Phone
E-mail Address

Mowe Dawn

(0] 4 l’ Cancel ]

o 3 8@ Listvem8 OK Click mozis

o 53 cre@» Mail Merge Recipients List ©em8 ¢das ©82 ¢ ames »osis

Mail Merge Recipients

This is the lisk of recipients that will be used in your merge, Use the options below to add ko or change your lisk, Use the
checkboxes to add or remowve recipients From the merge. When vour list is ready, click QK.

[rata Source [v | Lazt Mame w | Title w | Addresz Line 1 w | E-mail Addresz w | Hi
homedddress . mdb Mo 23 Pandura rd Panad. ..
homesddress,mdb [v  Gamage Mis 234 Gangodawilla Nugeq. ..

© Budditha Hettige (budditha@yahoo.com) Page 35




o B> @das T ames »0 adws’ § 90 §E» Window dem8 &8 Write your Letter
Click mo=3

o ¢35 cred» Window dem8 “More Items” Click »osd> creds dem® a¢d Filds
@D 8¢ ARed E8w0 Insert mosis

Insert Merge Field @

Insert:
No. 45. Colombo 03. () Address Fields (%) Database Fields

Fields;
02. 06 2012 e
Initials
Last Name
Address Line 1
Home Phone
Work Phone
E-mail Address

S. R. Electronics

«Title» «Initials» «Last_Name»

Dear «Last Name»

Interview for the post of Compute

Interview will be held on 23. Mayv 21 [ Match Fields. .. ] [ Insert ] [ Close ]

Good luck

o ¢ Preview letter Click 6 eCamdc 89108 0w &8s mosim
o clIvwe B0 »® Complete Mail mege Click =6 a@deas eGam @ 03

Mail merge B3® wewr @nBxs go eI Eed BT wwmE WO® ¢ eCABEH
DTens’ O6 8 DO 212068, e®nd 2@m0D Ve OB eReWs Gzd DERO N
@B eGe® o® wew list o8 ecs ©18» »e »Be (Excel Document, Access Database
Email group etc) 2o wmes @106 00 ©® DEE 8lBwemE DOD) C@.

1.7  Cover Page (§G 89D) esro8®
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© Budditha Hettige (budditha@yahoo.com) Page 36



o »¢@d Ribbon ®e»8 Insert &= Pages group e9=0 w3
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Figure 2-28: Cover Page Selction Menu
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