


|/ Introduction

1. Microsoft Word (often called Word) is a graphical word processing program that
users can type with.

2. Itis made by the computer company Microsoft.
3. The purpose of the MS Word is to aIIow the users to type and save documents
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Fg_afgrgg of MS Word

- Creating and saving a file

- Editing and formatting a document

- Paragraph formatting

- Inserting header and footer and Page number
- Checking spelling and grammar

- Subscript and superscript
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nserting symbols
Print preview and printing

nserting clipart, word art, and picture

- Page setting

- Bullets and number

- Border and shading

- Searching a word and replacing it by another word
- Inserting table




! Creating and saving a file

Create new file (Ctrl+N)

rﬂ Document 1 - Microsoft Word
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Paragraph formating
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ol Onthe Insert tab, the galleries include items that are designed to coordinate with the overzs
B lock of your document. You can use these galleries to insert tables, headers. footers, lists, ™
g cover pages, and other document building blocks. When you create pictures, charts, or
| diagrams, they also coordinate with your current document look.
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