08 Computer Applications
M2A: Using Word Processing in Desktop Publishing (1)




M2A: Using Word Processing in Desktop Publishing (1)

Basic Operations and Formatting

Softcopy of handouts can be found at http://www.clsmss.edu.hk/~whlau/08CA/
Basic concepts

1. Word processing means using computer to create, edit, and print documents.  One example of word processing software, or called word processor, is Microsoft Word.
2. Typing a document in computer with a word processing software is often compared with using a typewriter (or electronic typewriter).  A word processing software has the following advantages:
a) Documents can be saved for future use.

b) Documents can be modified easily.

c) Documents can be transmitted electronically (through Internet).  (Thus save paper.)

d) Much more fonts to use.

e) Documents may contains images, clip arts, etc.

f) Symbols and equation can be inserted.

g) More formatting features, e.g. columns, tables, etc.

h) There is spell check and grammar check.

i) and more…
3. Differences between plain text file (*.TXT) and word processing document (*.DOC)

	Plain Text File
	Word Processing Document

	Store text only
	May contain images, clipart, hyperlinks, etc

	No formatting
	Various kinds of formatting features

	File size is small (plain text only, no formatting)
	Contain control characters for formatting therefore file size is usually larger

	Can be opened by any text editor or web browser
	Must be opened with the word processing software (or compatible software)


4. Daily life applications of word processing software are: typing letter, report, resume, etc.  There are different office suites in the market, each including word processor, spreadsheet, presentation tool, etc.  For example, Micro$oft Office, OpenOffice.org (open source freeware), etc.

Basic Operations in MS Word
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There are different view modes in MS Word.  Two commonly used are Normal View and Full Page View.  Note that, only the full page view can show floating images, clip arts, word arts, etc.

6. Using keyboard:

	Action
	Key

	Moving cursor up, down, right, left
	Using the arrow keys

	Jump one page up/down
	PageUp / PageDown

	Jump to the beginning of line
	Home

	Jump to the end of line
	End

	Jump to the beginning of document
	Ctrl-Home

	Jump to the end of document
	Ctrl-End

	Toggle overtyping mode
	Insert (Ins)

	Delete the previous character
	BackSpace

	Delete a character or highlighted text
	Delete (Del)

	Select text
	Holding Shift key and move the cursor

	Select the whole document
	Ctrl-A


7. Using Mouse:

	Action
	Mouse action

	Click
	Set cursor position

	Double click on a word
	Select a word

	Triple click in a paragraph
	Select the whole paragraph (or a cell in table)

	Click on margin
	Select the whole line (or a row in table)

	Double click on margin
	Select the whole paragraph

	Triple click on margin
	Select the whole document

	Drag over some text
	Select the text

	Drag selected text to another location
	Move the text

	Drag selected text while holding the CTRL key
	Copy the text


8. There are different ways to cut, copy, paste, undo and redo.  Note that copying text involves copy and paste, while moving text involves cut and paste.

	
	Cut
	Copy
	Paste
	Undo
	Redo

	Menu
	In the Edit Menu

	Toolbar
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	Mouse
	Right-click and choose the action
	/
	/

	Shortcut 1
	Ctrl-X
	Ctrl-C
	Ctrl-V
	Ctrl-Z
	Ctrl-Y

	Shortcut 2
	Shift-Del
	Ctrl-Ins
	Shift-Ins
	Alt-BackSpace
	Alt-Enter


Search and Replace
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In MS Word, user may use “Search” to look up for a particular word, or “Replace” to change a certain word to another word.  These two functions can be found under the Edit menu.

10. There are some important options when doing a search/replace:
a) “Match case”: Uppercase and lowercase letters will be treated as different.  E.g. “Apple” will not match “APPLE”.

b) “Exact Match” / “Match whole word only”:
Looking for a whole word, not a part of word.  E.g. “apple” will not match “apples”.

c) User may search for a word in a particular format.

d) User may replace words to be another word in a specified format.

[image: image8.png]


Formatting Features

11. Commonly used text formatting features includes
a) Font/Typeface: Serif (e.g. Times New Roman) and Sans-serif (e.g. Arial).
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b) Font size (unit is point (pt), which is 1/72 inch) and color.

c) Styles/effects: bold, italics, underlined, superscript (x2), subscript (CO2), strike through, etc.
The format can be modified in Format ( Font (or Ctrl-D).  Some shortcut keys are:
	Format
	Shortcut key
	Format
	Shortcut key
	Format
	Shortcut key

	Bold
	Ctrl-B
	Superscript
	Ctrl-Shift-=
	Larger font
	Ctrl-]

	Italics
	Ctrl-I
	Subscript
	Ctrl-=
	Smaller font
	Ctrl-[

	Underlined
	Ctrl-U
	-
	-
	-
	-


Ref: http://en.wikipedia.org/wiki/Typeface

12. Paragraph formatting (change under Format ( Paragraph) includes
a) Justification/alignment: e.g. justified, centered, left aligned, right aligned.
b) Indentation: adding space at the beginning (or end) of line.

c) Line spacing: spacing between lines.

d) Bullets or numbering: for list.

13. Page formats (change under File ( Page Setup) includes:

a) Paper size. Size of paper (e.g. Letter, A4, etc.).

b) Paper orientation/direction: portrait or landscape

c) Page margin: The space surrounding the content; measured from 
the edge of paper.

d) Header and Footer (View ( Header/Footer):
Header and footer appear on every page, and by using suitable 
function variables, they may display the page number as well as the 
total number of pages.

14. A summary of the formatting features::
	Type
	Format

Feature
	Note
	affect

	
	
	
	# of line per page
	# of char per line

	Character / Text format
	Font / Typeface
	e.g. Times New Roman, Arial, etc…
	X
	O

	
	Font size
	
	O
	O

	
	Bold & Italics
	
	X
	O?

	
	Underline
	
	X
	X

	
	Superscript & subscript
	e.g. wordsuperscript
wordsubscript
	-
	-

	Paragraph format
	Justification / Alignment
	left aligned / right aligned / centered / justified
	X
	X

	
	Line Spacing
	space between lines
	O
	X

	
	Indentation
	left and right indent
	X
	O

	
	Bullet and numbering
	1. paragraphs as list

2. starting with bullets or numbers
	-
	-

	
	Column
	divide one and more paragraph(s) into column for better readability (newspaper style)
	-
	-

	
	Text orientation
	e.g. horizontal vs vertical (mainly for Chinese char)
	-
	-

	Page format
	Paper size
	Letter, A4, etc.
	O
	O

	
	Paper orientation
	landscape (~horizontal) & portrait (~vertical)
	O
	O

	
	Page margin
	Space at top/bottom
Space at left/right
	O
X
	X

O

	
	Header & Footer
	1. appear every page

2. can insert function variables (e.g. page number)
	X
	X
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