This chapter will cover the following:

e What word processing is
e Use word processing software to;
o Create, open, save and close a document
o Highlight text
o Insert files/objects
o Insert a graph
o Check for spelling, grammar
o Prepare lists

I have to prepare a
souvenir for the event. |
I tried to prepare it
manually, but my
illustrations are not
attractive. Isn't there a
better way to do this?

to prepare invitation
cards for the English Day
Competitions. But my

For free distribution

Why not? We can prepare
all the documents nicely.
We only need a computer
with word processing
software.



Creating documents using word processing software is known as word
processing. Word processing software is an application software that can create
various types of documents. Some examples are shown in Figure 3.1 below;

Greeting cards

Figure 3.1 : Some documents that can be produced by using Word Processing software

There are many tools for creating documents using Word Processing
software. Some of them are shown below;

Common tools

Print Preview

New Open To preview document
To open a new document| | To open a saved document before printing

Save Save as Print
To save a document To save a document in a To print a document

different name
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Undo Copy Paste
To cancel an action ||To copy text, images, etc. || To paste copied text, images, etc.

Redo Cut Spell check
To redo the cancelled To cut text, images, To check spellings and
action etc. grammar in a word or a
sentence

Text formatting tools

Size - (To change the Bold Color
size of fonts) To darken the Change colour of text
Topics text
Sub—It)o ics : Subscript
General leger size To Italic To bring down from the
| (slanted text) text line (CO,)

Font

Font - (letter types) Underline S ™
: To underline text iohli UpELSCLp
¢} Times New Roman nghhght. To bring above the
g (Iilail;rrlnb;f U To drawtz‘;tfntlon to text line (22, 2%)

o wew)Olseses)
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Alignment and positioning tools

Align Left Align Right Line and Paragraph Shading
To align the To align the Spacing To colour the
text to the text to the To change spaces among || background
left side right side lines and paragraphs
A= S
B8 E8 88 Ek)
Center Justify Bullets || Numbering
To align the text to | |Align the text on both
the middle sides

C((- Refer to workbook for Activities 3.1, 3.2, 3.3, 3.4 and 3.5 )

Insert objects

Shapes Text boxes

Pictures

i

Word Art - To insert | | Tables
artistic letters

Clip Art - To insert images

(((E Refer to workbook for Activities 3.6, 3.7, 3.8, 3.9 and 3.10 )
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Summary

Letters, magazines, certificates, application forms and many other documents
can be prepared using Word Processing Software.

Commonly used tools in Word Processing are: New, Open, Save, Print, Print
preview, Redo, Undo, Cut, Copy, Paste, Spelling and grammar.

Size, Color, Bold, Italic, Underline, Highlight, Font, Superscript, Subscript
etc. are tools that can be used to format letters, words and sentences, etc.

Left Align, Center, Right Align, Justify, Bullets, Numbering, Spacing, Shading
etc. are tools to align text in a document.

Pictures, Tables, Shapes, Text boxes, Clip Art and Word Art are some other
features that can be added to document.
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