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Word processing 

Word processing software is used to create and maintain electronic documents. Alterations can 

easily be made to stored documents (instead of retyping them), and multiple copies can be 

printed. Professional looking results can be obtained by using different fonts, and by 

incorporating graphics in a document.  

Word processing itself is a simple concept – it is the automated equivalent of writing on a piece 

of paper, except that it is much more flexible. There are no rigid prescribed steps to follow 

when using a word processor. However, there are a number of simple techniques you can use 

when creating a document that will help to ensure that it looks good and is easy to edit.  

Starting Word  

Start button > All Programs  > Microsoft Office > Word 2007 

The MS Word 2007 window  

 the old menu system has been replaced by the Ribbon and the Office button. The Office 

button contains a menu of file-related commands. 

 The Quick access toolbar provides a set of frequently used commands. The default 

options are to save a file, to undo the last action, and to repeat your most recent action.  

 The Ribbon tabs provide you with a set of tools that are relevant to what you are 

currently doing.  

 The Title bar displays the name of the program and the name of the current document. 

If you haven’t named the document yet, then it will be called something like 

document1.  

 Window controls are used to change the size of a window, or to close it.  

 The Vertical scrollbar is used to scroll up and down the page. If your page is wider than 

the screen display, then you will also see a Horizontal scrollbar across the bottom of the 

window.  

 The Status and information bar displays useful information about your document, such 

as the page count and number of words.  

  



 

 

Options for viewing a document in Word  

Word offers you five different views  

 Print layout  

 Full screen reading  

 Web layout  

 Outline view  

 Draft view 

Showing non-printing characters  

Non-printing characters are characters that are used to format your document, but that 

aren’t displayed as text on your screen. These symbols can be very useful when you are looking 

for formatting errors in your document. 

Save or Save As? 

If you want to keep the same file name and location, then the Save icon and the Save menu 

option will both save the file with no further comment. If you’d like to save an existing 

document under a new name, or in a different location, then you need to use the Save As 

command. 

Closing Word - There are several methods you can use to end Word:  

 Click the Office button, and then click the Exit Word button in the bottom right corner.  

 Alternatively, close the window by clicking on the X at the far right edge of the title bar.  

Comfortable navigation: moving around in Word 

 Moving with the mouse - To move around the text most easily, use mouse. 

 Using the cursor keys - cursor keys (arrow keys) provide you with flexible options for 

navigation. 

 Moving word by word - In order to move one whole word at a time, hold down the 

[CTRL] key while you press either the left or right arrow key.   

 Beginning and end of the document - To jump immediately to the beginning of your 

document, Just hold down the [CTRL] key and press [HOME]. To jump to the end of the 

document, hold down [CTRL] and press [END].  

 Bigger steps - If you’d like to move through the document using bigger steps use Page 

up and Page Down 

 Jumping to a particular page – Use GO TO 



 

 

Selecting text  

Before you can do anything to your text, you need to select the parts you want to act on.  

 

 Selecting a word – double click the mouse 

 Selecting a group of words – Click and drag the mouse 

 Selecting longer sentences – Click at beginning > hold shift key > click at the end 

 Selecting line by line – Hold Shift key > then arrow key 

 Selecting precisely what you want – Hold control key > select words one by one 

 Selecting everything – use Cntrl+A 

Using the clipboard  

Cutting, copying, and pasting are some of the most practical features of a word processor. 

Clipboard temporarily stores the information you cut or copy. You can copy/cut and paste 

multiple items using clipboard 

Cutting and pasting 

Cut - To move some text from one place to another 

Copy – To copy some text from one place to another 

Keyboard shortcuts  

 [CTRL] + [X] : Cut  

 [CTRL] + [C] : Copy  

 [CTRL] + [V] : Paste 

Paste special 

Paste Special is a feature gives you more control of how the content is displayed or functions 

when pasted from the clipboard. Paste special is typically found in Office Suites such as 

Microsoft Office, and is very commonly used in Word, Excel to provide special formatting or 

calculations when pasting content into a document. 

Format Painter 

 Format painter provides you a quick way to copy formatting from one item such as text in 

Word to another. Format painter command is available under clipboard group of Home tab. 

 



 

 

Character formatting  

Word provides an amazing range of tools to help you create professional-looking documents. 

Characteristics that affect the appearance of one or more characters are called character 

formats.  

 Changing the font 

 Changing the font size 

 Bold, italic, and underline 

 Different colours 

Paragraph formatting  

Paragraph formatting applies to a complete paragraph - that is, all the text between two 

occurrences of [ENTER]. 

1. Text alignment 

 Align left: text is aligned at the left margin but jagged on the right.  

 Center: text is centred within each line, with jagged margins on both left and right.  

 Align right: Text is aligned at the right margin but jagged on the left.  

 Justify: text is aligned at both the left and right margins (Word does this by adjusting 

the amount of space between words).  

2. Using bullets and numbering 

3. Borders and shading 

4. Working with indents  

If you are working with a long document, you might want to consider setting off certain 

sections of text by using indents. Indents allow you to set text within a paragraph at different 

margins.  

There are 4 different types of indents:  

 First Line: Use this option to move the first line of your paragraph to the right  

 Hanging: Use this option to control the left margin of every line in your paragraph 

except the first one  

 Left: Use this option to move the left margin of your paragraph to the right.  

 Right: Use this option to move the right margin of your paragraph to the left  

Working with line spacing  

5. Change the spacing before and after selected paragraphs. 

6. Line spacing options  



 

 

Using tabs  

Use tabs to align text in your documents. It’s great for aligning columns of text. By default, 

Word has tab stops set every 0.5” on the ruler.  

Arranging text with tables  

If you need to include structured text in your document, then using a table is the easiest way to 

make sure that it will remain neatly formatted, even when you edit it.  

Creating a table  

1. Click at the point in your document where you’d like to add a table.  

2. Click on the Insert ribbon tab.  

3. Click on the Table button just below the Insert tab.  

You can move from one cell to another using tab, arrow key or simply mouse. You can Add text 

to your table, Add rows and columns, Delete rows and columns, etc. 

Adding ClipArt to documents  

You can add pizzazz to your documents with ClipArt, the ready-made pictures that come with  

Word. 

Controlling Page Layout 

1. Adding page numbers- Select the Insert ribbon tab, and click on the Page Number 

button. 

2. Adding a header - On the Insert ribbon, click the Header button. The header area will 

appear above your document text (which will be greyed out).  

3. Adding a footer 

4. Setting page orientation - You can decide on the orientation of your page ie. portrait or 

landscape by selecting Page Layout, then Orientation. 

5. Setting page margins - To change the margins of your document, select Page Layout, 

then Margins 

Automatic error correction  

The intelligent function called Auto-Correct will automatically correct the commonly misspelled 

words based on its auto correction list. You can add to this list. Press F7 to open spell check 

dialog box. 



 

 

 

MS Word Tabs/Groups/Commands 

 Office button - New, open, save, save as, print, prepare, send, publish, close  

 Quick access toolbar - Save, undo, redo  

 Home - Clipboard, Font, Paragraph, Styles, Editing  

 Insert - Pages, tables, illustrations, links, header & footer, text, symbols  

 Page layout - Themes, page setup, page background, paragraph, arrange  

 References - Table of contents, footnotes, citations & bibliography, captions, index,  

 Table of authorities  

 Mailings - Create, start mail merge, write and insert fields, preview results, finish  

 Review - Proofing, comments, tracking, changes, compare, protect  

 View - Document views, show/hide, zoom, window, macros  

 Add-Ins - Menu commands, toolbar commands, custom toolbars  

 Help - Search, browse 

SmartArt graphics 

A SmartArt graphic is a visual representation of your information and ideas. You can create 

SmartArt graphics by choosing from among many different layouts to quickly, easily, and 

effectively communicate your message. The following table tells you how to choose a particular 

type of smart art 

TO DO THIS USE THIS 
TYPE 

Show nonsequential information. List 

Show steps in a process or timeline. Process 

Show a continual process. Cycle 

Create an organization chart. Hierarchy 

Show a decision tree. Hierarchy 

Illustrate connections. Relationship 

Show how parts relate to a whole. Matrix 

Show proportional relationships with the largest 
component on the top or bottom. 

Pyramid 

 

 



 

 

Mail Merge 

You use mail merge when you want to create a set of documents, such as a form letter that is 

sent to many customers. Each document has the same kind of information, yet some of the 

content is unique. 

The mail merge process entails the following overall steps: 

 Set up the main document. The main document contains the text and graphics that are 

the same for each version of the merged document — for example, the return address 

in a form letter. 

 Connect the document to a data source. A data source is a file that contains the 

information to be merged into a document. For example, the names and addresses of 

the recipients of a letter. 

 Refine the list of recipients or items. Microsoft Word generates a copy of the main 

document for each recipient or item in your data file. If you want to generate copies for 

only certain items in your data file, you can choose which items (or records) to include. 

 Add placeholders, called mail merge fields, to the document. When you perform the 

mail merge, the mail merge fields are filled with information from your data file. 

 Preview and complete the merge. You can preview each copy of the document before 

you print the whole set. 

You use commands on the Mailings tab to perform a mail merge. 

Envelopes and Labels 

You've just written a business letter in Word and now you want to send it to a single recipient. 

Your recipient will be far more impressed with the printed envelope, and so will the postal 

service. Using the Envelopes feature is the simplest way to create a professional-looking 

envelope in Word that matches your letter. Similarly when you envelop is too big or cannot 

insert into a printer Use Labels to print your address on a paper and then paste it on envelop. 

Add Bookmarks in a document 

A bookmark in Word works like a bookmark you might place in a book: It marks a place you 

want to find again easily. You can enter as many bookmarks as you want to your document, and 

you can give each one a unique name so they’re easy to identify. 

Hyperlinks 

You can insert hyperlinks to a text or object in your document. Hyperlink is link that connects 

you to a document, file, or Web page.  


