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Overview of the Word Window

Zoom 
Slider

View 
Buttons

Status 
Bar

Ruler

Ribbon

Quick Access 
Toolbar Title Bar

Scroll Bar

Window 
Buttons

Insert 
Point

Tabs

4

Add Ruler to Word Window

1) Click on
‘’View Tab’’

2) Check Mark
‘‘Ruler’’
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Toolbars and Tabs
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1) Page Layout Tab

2) File Tab

3) Home Tab

4) Insert Tab

5) Review Tab

1) 2) 3)

Click on 
‘’Custom Margins’’

Page Layout Tab/Page Setup Group
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4)Click on Layout Tab

Page Setup/Margins
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Page Setup/Layout
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File Tab/Advanced Settings/Display
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File Tab/Advanced Settings
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1)

Choose 
this font

2)

Home Tab/Font Group

12

1) 2) 3)

Home Tab/Paragraph Group



Word Tutorial - Creating a Document 11/12/2013

7

Assignment 1

13

Open new blank document
Change page lay out including:

Size, Orientation and  margins

Make the following changes to the 

Font,  Size,  Justify and 

text given to you :

line spaces.

Time: 5 Min

Best Wishes
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Insert Tab/Tables
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Reference Tab/Insert Caption

1) Click on
‘’Insert Caption’’

2

4
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Insert Tab/Symbols
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Insert Tab/Page Number

Assignment 2
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Insert a 3*4 table

Insert  page number at bottom

of page Using  thin line”

Time: 5 Min

Best Wishes

style

Insert a caption for your  table

Apply symbols in your table
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Insert Tab/Pictures

20

Reference Tab/Insert Caption

1) Click on
‘’Insert Caption’’

4

3
2
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1

Find suitable 
synonym

Review Tab/Word Count
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File Tab/Save 

Assignment 3
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Count words, paragraphs  and

lines in your text

Save your file  as PDF

Time: 5 Min

Best Wishes

Insert a picture from following
directory: C:\Users\Public\Pictures\

Sample  pictures

Insert caption for picture
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