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WORD PROCESSING

The term “Word Processing” was coined
by IBM (International Business Machine) a
translation of the German
Textverarbeitung.

WordStar was indeed the first widely
popular word processing software for
microcomputers.




WORDSTAR

e was released in June 1979 by MicroPro
International, founded by Seymour Rubenstein
and programmer Rob Barnaby.

e [t became the first commercially successful word
processing software for microcomputers (PC),

largely dominating the market in the early-to-mid
1980s.

e |t was the first to offer "mail merge" and a form of
WYSIWYG (What You See Is What You Get) on-
screen, making it the standard for small
computers. e e e e




MICROSOFT WORD

e wWas released in 1983 under the name Multi-Tool
Word for the Xenix operating system

e |t was developed by Charles Simonyi and Richard
Brodie, former programmers from Xerox PARC.

e Microsoft Word introduced several improvements,
iIncluding better text formatting and document
previewing.

e Became one of the most widely used word
processing applications in the world.




OBJECTIVES:

At the end of the lesson students:

ldentify the basic word
processing operations.

Create and edit documents
using a word processor (MS
Word).

Utilizing Word Processing Software




Microsoft Word

IS a word processing program
developed by Microsoft that allows
users to create, edit, format, and

share documents. As part of the
Microsoft 365 suite, it is available as
a desktop application for Windows
and macQOS, as well as a web-based
version and mobile app for real-time
collaboration.
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Primary uses \
a=

Business

Professionals use Word to create reports, letters, memos,
proposals, invoices, and other official business documents.



https://docs.google.com/spreadsheets/d/1DUF2isFWsqVSYhbaACYtbgcLi_YjDqpE3GLQIVgkKQg/edit#gid=69851113
https://docs.google.com/spreadsheets/d/1DUF2isFWsqVSYhbaACYtbgcLi_YjDqpE3GLQIVgkKQg/edit#gid=69851113

W,
/ Primary uses

M7, 2
~ ~
=, o Education

Students and educators rely on Word for academic
assignments, research papers, presentations, and study
materials.
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https://docs.google.com/spreadsheets/d/1DUF2isFWsqVSYhbaACYtbgcLi_YjDqpE3GLQIVgkKQg/edit#gid=69851113
https://docs.google.com/spreadsheets/d/1DUF2isFWsqVSYhbaACYtbgcLi_YjDqpE3GLQIVgkKQg/edit#gid=69851113

Primary uses

Creative Writing

Authors and writers use the program to write novels, stor
and other creative pieces.



https://docs.google.com/spreadsheets/d/1DUF2isFWsqVSYhbaACYtbgcLi_YjDqpE3GLQIVgkKQg/edit#gid=69851113
https://docs.google.com/spreadsheets/d/1DUF2isFWsqVSYhbaACYtbgcLi_YjDqpE3GLQIVgkKQg/edit#gid=69851113

Primary uses

Personal Documents

Word is commonly used for creating resumes, cover letters,
newsletters, and personal correspondence.

rf



https://docs.google.com/spreadsheets/d/1DUF2isFWsqVSYhbaACYtbgcLi_YjDqpE3GLQIVgkKQg/edit#gid=69851113
https://docs.google.com/spreadsheets/d/1DUF2isFWsqVSYhbaACYtbgcLi_YjDqpE3GLQIVgkKQg/edit#gid=69851113
https://docs.google.com/spreadsheets/d/1DUF2isFWsqVSYhbaACYtbgcLi_YjDqpE3GLQIVgkKQg/edit#gid=69851113
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MENU BAR

Home Insert Design Layout References Mailings Review View ¢ Tell me what you want to do...

The word menu is displayed at the top of the screen. Some of the
option are highlighted option and some of the option are appear as
faded at anytime only highlighted options are executed, faded
options are not applicable. The menu bar is look like:




STANDARD
TOOLBAR

Word has number of tool bars that helps you perform task faster and with great
ease. Toolbar provides shortcuts to menu command. Two of most commonly tool
bar are the fomartting tool bar and standard tool bar. These two tool bar are
displayed just below the title bar. At any point of time any tool bar can be made
on or off through the tool bar option of view menu.
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creating graphics.
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he drawing tool bar on the top of the word contain drawing and text tools for



RULER BAR

The ruler bar allows you to format the vertical alignment of text in a document.

o Display The Ruler:
. Click view on the menu bar.
2. The option ruler should have a check mark next to it. If it has a check mark next

to it, press ESC to close the menu. If it does not have a check mark next to it,
continue o the next step.

3. Click ruler. The ruler now appears below the toolbar.

|
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STATUS BAR

The status bar displays information about the currently active document. This
include the page number that you are working, the column and line number of the
cursor position and so on.

Fage 1 of 1 233 words [IE English (Philippines]
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MS WORD
SHORTCUT KEYS

Ctrl + A = Select all

Cirl + B = Bold

Citrl + C = Copy

Ctrl + D) = Change character formatting
Cirl + E = Align center

Ctrl + F = Find

Ctrl + G =Go to

Cirl + H = Replace

Citrl + I = lalics

Ctrl + J = Justify

Cirl + K = Insen hyperlink

Ctrl + L. = Left align

Ctrl + M = Indent

Ctrl + N = New document

Ctrl + O = Open document

Cirl + P = Print

Ctrl + Q = Remove paragraph formatting
Ctrl + R = Right justify

Ctrl + 5 = Save

Ctrl + T = Create hanging indent (tab)
Ctrl + U = Underline

Citrl + V = Paste

Ctrl + W = Close document

Cirl + X =Cut

Citrl + Y = Redo previously undone action
Cirl + Z = Undo an action

Ctrl + 1 = Single-space lines

Ctrl + 2 = Double-space lines

Ctrl + 5 = 1.5-line spacing

Ctrl + Left Bracket | = decrease font size by 1 point
Ctrl + Right Bracket | = increase font size by | point
Ctrl + Shift + A = selected text to all capital letters
Ctrl + Shift + D = double underline to the selected text
Ctrl + Shift + E = enable or disable revision tracking
Ctrl + Shift + F = open font window

Ctrl + Shift + L. = create a bullet point

Ctrl + Shift + * = view or hide non printing characters
Ctrl + Shift + > = increase font size

Ctrl + Shift + < = decrease font size

Ctrl + ] = increase font size

Ctrl + [ = decrease font size

Ctrl + / + C = insert a cent sign (¢)

Ctrl + Del = delete word right of cursor

Ctrl + Backspace = delete word left of cursor

Ctrl + End = move the cursor to the end of the document
Ctrl + Home = Move the cursor to the beginning of the
document

Cirl + Spacebar = Reset highlighted text to the default font

Cirl + Enter = Insert a page break
Alt + F, A = save the document under a new name

Alt + X = show the Unicode code of a highlighted character

Shift + Enter = Create a soft break instead of a new
paragraph

Shift + Insert = Paste

Shift + Alt + D = Insen the current date

Shift + Alt + T = Insert the current time

Ese¢ = cancel a command



THANK YOU.




