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6.2 de) eseeg® dagmo®

s8oenme widmensd B8 w»w @G (Documents) 12800 ©B1g) O
CRD ®acm0® DB B® ®ace®” BEDS VBT CER.

e®® ®ag20® ®B,

* ECID BT Bomw & otddens B8® (Typing and Editing)
0@ ©edD® (Formatting)

° (B8 mstus’ B8® (Saving)

° MBS OT CR BB »©@» @R ®(5® (Retrieving)

* Geon BOw R ©(B® (Print)

*  aROEOE w5 OBIWOD OE BOICE DO 38z BE®

* G §egd e Word Wrapping

&8 ©wey® desrs ¢ @ .

EONB 0e® CoBws @B D3 1eg® ®agze® &8¢ @ SOED O
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""http://en.wikipedia.org/wiki/List_of_word_processors'' ©» @5350&c 002
80Bewus OB g0 BERC O Bednd wews’ © e oo J s’ S8ows
sHD DRED By .

®agreves H® BEse s
Corel Word Perfect Corel Corporation
Open Office Writer Open Office Organization
Microsoft Office Word Microsoft Corporation
Kingsoft Office Kingsoft Office Writer
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-%m (Microsoft Word Interface)
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e@ewd 00 ©@I1» ©d.

®@azy Bo® (Title bar)

©®5) B5® (Menu bar)

»0ede® e®DE® BG® PO eROEE BG®
(Formatting toolbar) (Standard toolbar)

@Ej'asd@ ediCE S8e® eRimE

(Cursor) (Scroll bar)

c1® Bo©®

RYICchoites) (Drawing toolbar) Gfatuzha)

DB B

418e® e®dE® B51®
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e 6.1 Microsoft Office Word 2003 8 50 ¢ggons

117




6.3 »® @ﬁé)encsd 56@gncs HBO

¢ File > New w» 8z 90850880053 8 ec@mass
BE@rencs DE o.

2t OB ECADG OB HIeHEE ECAE ¢, O EBs OB veBs’
ef) ecCamws ¢ (Portrait), dewsd HBo® gl o8 B af) eCames ¢
(Landscape) wz»8es §Bs3 © Sdens »e g © aro.
File =» Page setup

8ge® yovenws (Page Size)

0@ BEBSS 851® D3 BDE® g © Eém wREBed g
@300 O1Re® NLDO ¢ BE P

B850 BOOHEHO D s OB R Een RGE s@renws’ A4,
A5, B4, Letter w208 Daewns’ @30 0m o1 ¢nd dedd §Bm & cas & 8 89
®Ie5B30 @0 O 8RE@IO aden g@renwd 89 el 0 ®1RNe® HBw0ds3

¢ E3CE0 .

118




8ged g8 (Page Orientation)
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| Margins | Paper | Layout |

Paper size:

P

width: 8.27" E

Heioht:

Paper source

First page: Other pages:

( t tray (
Automatically Select Automatically Select

Preview
Apply to:

Whole document v
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Print Options...
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Format =» Font
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aOOC u®ienc (Font Size)
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% o »@« (Font Style)
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Font

Font | Character Spacing H Text Effects ‘

Font: Font style:
Times New Roman ~
Tiranti Solid LET H
Trebuchet MS

Italic
Bold
Bold Italic

Tw Cen MT ™

Font color: Underline style: Underline
l Automatic v ] I (none) v ]

Effects
[] strikethrough [[] shadow [[] Small caps
[[] Double strikethrough [] outline [ all caps
[] Superscript [[] Emboss [[] Hidden
[] subscript [[]Engrave

Preview

welcome

This is a TrueType font. This font will be used on both printer and screen,

[ OK ] [ Cancel ]
g 6.7 - Microsoft Office Word 2003

Font ®@¢gmo0ecd »geo0

Besomom®
6.1

6.8 sed ¢IBedm GaciBN BB DB B $dens’ B8enE
DOBIB.

INVITATION

The Computer Society
Faculty of Science

Requests the pleasure of the company of

Prof/Dr/Mr/Mrs/Miss
For a special workshop on
Java Programming

Date : Monday 29" June 2010
Time : 9.00a.m.to5.00 p.m.

Venue : Lecture Room 04, Faculty of Science

01356 6.8 @0000ZN BHGD GBS
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&fbﬁ&%@ (Paragraph Setting)

odc wBe® & eCavun demEe B8@ (Alignment), exyedcms S8©
(Indentation) e @€ ©dmdw (Line Spacing) @d®s @06l edmed B8O
»1BED . (0363 6.9 ACTD)

Paragraph @@

Indents and Spacing [ Line and Page Breaks l

General

Alignment: Justified {878 Outline level: Body text ¥

Indentation

Left: Special: By:
Right: o {none) v £

<>

Spacing
Before; Line spacing: At
After: Opt 2 Atleast v | [16pt £
hs of the same style

Don't add space between paragrap

Preview

0w 6.9 ol w@Be® wedig eI

Yemce 8%® (Alignment)

oo Buvw e eCamwem D0 ol odc DO, ¢ed wy ©d
& o 880 denEE Bimens’ BJn Ced. detd ® edecwm OO B0 e
e 80 @Il e wwe BO® wep Justify' Soma o8 od.
(G 6.10 REBID)

Format =» Paragraph =2 Alignment

O® 0 VewEe BB® (Left align) ®1¢0 YemEe BE® (Center align)

Welcome Welcome
cIc Ccrec
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(e IFID0 dewce @ D® @y e w®IBHJ
(Right align) YemcEe B8® (Justify)

The great advantage of word
processing over using a
typewriter is that you can
make changes without .

Welcome
cre

0186 6.10 YemEE wweE S8®

axedeme 85® (Indentation)

odcar 3® yOrows 89 @38 B®eds’ amed oo Bomd o15®
anedcon 088 Beed. amnedcs Do Buwes.

o [ eftIndent
e RightIndent
e First Line Indent

¢ Hanging Indent
edg womde (Line Space)
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ODe@x3 DRI,

2. 6.11 9 T79068 e BBews o 1 80 7 ¢80 8300ss 20 &S
@203 el BBOO ©0m wE B BTCHSS WIBIB.
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Computer Study Centre,
Mihindu Central College,

Nangalla.
The Principal, 10.01.2012
GajabaM.M.V,
Warakapola.

Seminar on Computer Studies for O/L Students

We are pleased to inform you that we have organized a seminar for the
O/L students in your school on the 25" January 2012 at 8.30 a.m. to 5.00
p-m. at the Computer Study Centre, Nangalla for the following subjectsE

» Word processing
* Spreadsheets
* Presentations

* Computer Hardware

D¢ 253 e31283® ©ag00en® PO @S B Berersiow:s D53es’ Sed
S2y50e3c €5 DBIDI T ©¢IB @D T BWD® BEE0 E© . ®acm®EO
20D WO @B @Rdcewis O85 OB © e®@NB @i »EEN®E) CRB
gm0 00D e (B BOAE DO @] ¢ud B3 ©¢E) CreR.

Eszmno®

6.3

OB BCHBS DCE VOB @ Vs & @I0sd ® s Bume »d O
B0 e PBodE el 3w OrcemdE DA, Dl wie®
®ED00E CBICeRs BOAE DIBH.

* Programar * Word Proceser * [is going to town
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6.5 99 6x39® (Find) &% 6D DD F scw) gHSNSHG

512K e = R —

ECA®ED glo® DO Bedm SOme @301 OGSO 8w DO®
ede® ©HE®® »IdD WOy Ee®. Edit' e®xned 'Find' cue@mnd =BE
B0’ Cred» »YVeds ewdo gy Om»e "Find what" @dimed emdt
EBu»s »d "Find Next" e2i53m® m¢ B8e®53 ©® w0 0@ . (0w 6.12
RDERBID).

Find and Replace

Find | Replace | GoTo |

Find what: |cat v |

[ Highlight all items Found in:

Main Document [ More ¥ ][EindNext il[ Cancel ]

oG 6.12

CCEADIED Glo® DOHBE OHDO DS DOMWS Grecr SO ee®o
DO yBELILE sHED® Dn ewmel. s e gy 2Ox«¢ "Find what"
Bmed ooy Bume O edmed me @y Ddma "Replace with" edimed
w0 Bume Be®s3 awmmpor © "Replace” ewd "Replace All" e@i3m® m¢
BBe®s} d® mibee @c®» ed.

66 9 (Table) s@ss 8®®

Qed u53Bed DIEElnm e BCe® & end DIimD:s wmed B8e® &
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Bacm®

6.4

SHD DD DRD B WD OB OB O Bagmeds CBeni®
w0 0505 Horencs wOBID.

No.
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Address

DOB Sex
e (D)
5 |E |z |8 |E
S (a|l=2|®

®OBIB.

® ©O® B0 VS e eBEwus O WoTH.

® Address 8000 08 =853 E8x»s  wew @m0 Bo@ Sy BEE®
8w AR ©7) CRAD Fwr@lbvnw Budeds’ 8wdd Bwr ¢ds3nm.

* B O» eSEs OB wewr AR OB G Bwdd BEedEs Bwo ¢Bosim.
* Do 88 8o wew S8 Dben O O DQRD BEoIC O e
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127

&



200N 3732, 838 BV @i BB eRewd @m0 VY TIed
851530 (B0 gdnrs B0 meCE &l »idnm SO @ sweg o bnPe®

DOGS.

DSCE G3® 900 OB 0 s B8wdd @853 Sedmd ewmel.
Bwdo 1 9 B8c ond; Boman mJsio.

8wod 2 Tools — Letters and Mailing — Mail Merge
(6.13 8 ¢3ed 202060) @30 HBIB.

Tools I Table Window Help
7 Spelling and Grammar... F7
G4 Research... Alt+Click

Language =
Word Count...
Speech

Shared Workspace...

Letters and Mailings » “ Mail Merge. .. “

Customize... Show Mail Merge Toolbar

Options... =1 Envelopes and Labels...

v

- 4 Letter Wizard...
gss 6.13 B8 geg B8e® »ydd e30 oRNe

8wdo 3 6.14 S3en8 BPedm ¢1zM0BO GDR8 EEAG EDHICTIH).
c¢ ¢ 'Letters'

 Mail Merge
@|®|a

Select document type

What type of document are you working on?
(®) Letters
O E-mail messages
O Envelopes
O Labels
O Directory

Letters

Send letters to a group of people. You can personalize the letter that each person receives.
Click Next to continue.

cww 6.14 B8 g BO® wewr B8 emidh o1 Be
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8wdo 4

8woo 5

8w@dd 6

Select starting document
How do you want to set up your letters?
(®) Use the current document
O start from a template
(O Start from existing document

Use the current document
Start from the document shown here and use the Mail Merge wizard to add recipient information.

T 6.15 0@ eCADEE emic) v(Ne® »YLLD

6.15 Ceu® (Pedm 1ced ISP EEADE EBICINIIB.

: Mail Merge
(r-“ | @ | A

6.16 Cews cPedm ¢dud BBn ERBI®SS @mId OB G
0. 0®8 & @92 B0 el B8 cATm»Bed ¢ ad S 00&S

® 'Type a new list' @30 ©35>.

EMaiIMer
@ ®|a

Select recipients

(O Use an existing list
(O select from Outlook contacts
(® Type a new list

Type a new list

Type the names and addresses of recipients.

“=] Create...

o796 6.16

88 cazvimTed ¢fn acgBs ¢ wostess »® 6.17 wend

(Bedsy 888 gdas Pewdn eIt ®BIB.

Enter Address information A
Title B
Customize Address List X‘. -
Eield Names
perte (s | :|:|
—
Add Field E
[ 1
Type a name For your field ™~
View Enl
el
Total er
{ Concel ]
cw 6.17 B8 Yy BB weeo
CBrus e S8
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Bwdo 7 20an BG8® eTIErmwe J BB OB,
(0758 6.18 REBIB)

Save Address List

Save in: I@ My Data Sources vl @ @ Q X iy E -~ Tools~

My Recent
Documents

EQ
\\/. % 2
]

My Documents

o (.

My Ci

mputer
! File name: laddress b/ ‘ [ Save I
My Network. >
Places Save as type: lMicrosoft Office Address Lists (*.mdb) V} ﬂ]
o8 6.18

8woo 8 Tnsert Merge Fields' @30y e2Oimon »osim. 980 <<SHedn
00E>> AR eI 0 Bimed &80y .
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B gege C8» ames  »@iC 88 9 me Egléf qzé(;;)am @g@iﬁgg@csa
S0 860 B8 Sodp 0= 560 o ccemine  edemiae (@I\S?er o
(Open Data  (Insert Address (Insert Merge (View Merged  (First (Last o g

Source) Block) ields) Data) Record)  Record) rinter)

A5 a0)0 8 Bl mserwordriedz e .83 A K 4t |2 AN G5

| \ \\Word 8 Fody o= SO \ |
Y eGam PEE 880 @ o® e 20 eEA»@EWO
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setup) Recipients) Line) @OEIWE  Document)

(Previous Record) (Next
Record)

o8 6.19

8wdd 10  'Merge tool bar'8 &8 Merge to New Document' e@0535® @ G283
BBes’ age E8» Bog E8» 86 ewl emic o3 E8» v
g @200 Boed cemas me ». 'Merge to New Document'
@301 ®1He®s wwe I» ¢ CG8 BuEE v ¥ «.
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D0 2R OB Dean 00. 85 B8 001D m3es 0 »R OO wew O8
DO, (B3 WE G BB BNEB O WE G ©. ERNEWI DB e EE®
®acm000 BB Tmess @O gder BB® e¢wr ades D5 cwes D¢sd (Password)
o8 O B8 mies B8e® ©wem® ¢ BEen .

53’ RBe® Bz File — Save as 8.

Microsoft Word 2003 ®agzemens E8 e®iz) o3 3 mR ©15@
eI § a0 e oS Drens’ sum B0 GD.

rSave As ‘
Save in: I[a Ashker1 v‘ @ -3 |Q X i &~ Tools~

My Recent
Documents

=1
¢ (6
i

My Documents

&

My Computer
A
g File name: lwordl N | l&]
My Network
Places Save as type: IWord Document b | [ e ]

owse 6.20 - Microsoft Word 2003 88ewizmy mnsfes 0 @ ©o15© eewo
00D O 3 B8e® wedoe @zgd (Save as dialog box)
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6.9 @8 euny) dDa» HB® (File Open)

B0 etd B3} WO B¢ B8 v m30m B »J dDEL DL
&8¢ BBOO D¢ e383® ®agm0® BB 5eg® 3R . B8 emmd msies
B0 a8 BOmG ¢ O8 O ¢ B3SO @0IHD DO WO 3DOL ELHLHO BE
O .

Q2 B85 wwed o ¢ C8/eCam Oa wwed BB wew 00 »E
®ag000B 900D DOBBI DD WE G OB @0 eRNews GLOE & eduys
D53 e31e3® ®ag00dE ¢ DDam BBe® ®HBwd gus.

B0 ®
6.6

SN BTCHSS (IO, DR DD WO DI DD BaEEDoOES @S
0 ®©RCs BE@renws OB,

WANTED

D&

Office space from the heart of
MATALE

A minimum of 1000 sq.ft.

of office space is required immediately
for a recognized finance company.
Adequate parking essential.
To lease or purchase.

Contact :
* Bandara
085-1234567
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Print what:

Print:

Printer

?::;teu :5- II-IdI:eDeskjet D1500 series
Where: UsB001 [] print to file
Comment: [ Manual duplex
Page range Copies

@® all MNumber of copies: S
O Current page Selection

O Pages:

l l Collate
Enter page numbers andfor page ranges
separated by commas. For example, 1,3,5-12

IDocument vl Zoom
Pages per sheet: 1 v
’AH pages in range v‘ chUdS | page l
Scale to paper size: |N° Scaling vl

Options... [ OK ] [ Close ]
o 6.21 Microsoft Word 2003 8 gges 020 @209
B Brcm®
6.7

B0m0® 6.6 8 @8 (HIDe®8 80w e eens OB @IoE
20953 HOBIB.

QRed gO@mC en® e¢o...

QDD BTHBS WE OB BR® Bagen BERAT O e®® e®s
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BE®O gD §O 0% AR 010D WO D¢B H® g0 B S
cemc Bde (Help) agews’ ¢ som (Heds asimbdc e0d 890853
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http://www.webopedia.com/TERM/W/word_processing.html
http://en.wikipedia.org/wiki/Word_processor

http://www.guidanceillustrations.com
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