CA-101 

Introduction to Microcomputers

LAB MODULE 2
Working with Microsoft Word

Part A
To work with Font Type, Font Style, Color, Bold, Italic and Copy & Paste.
Objective:

After taking this module the students will be able to 

· Open a file

· Set different types of fonts, font sizes, bold, italic and underline
· Use Copy (Ctrl+C), Cut (Ctrl+X), and Paste (Ctrl+V)
1.  Start the Microsoft Word program.  Then type the following text in the Microsoft Word program with Font Times New Roman, Size 10.
Definitions: Software and Hardware

Software:

A program consists of the step-by-step instructions that tell the computer how to do work.  “Software” is another name for a program or programs.  The purpose of software is to convert data (unprocessed facts) into information (processed facts).
For example, a payroll program might instruct the computer to take the number of hours you worked in a week and multiply it by your pay rate to determine how much you are paid for the week.
Hardware:
The equipment that processes data to produce information is called “hardware”.
2.  Make the following changes to the text you typed in step 1 above:
1. Set the font of the title line “Definitions: Software and Hardware” to Arial Black, size 16.
2. Make the title bold and underlined.
3. Underline the word “program”.
4. Change the font of 4th line to Arial.
5. Copy (Ctrl+C) the title and paste (Ctrl+V) at the end.
6. Cut (Ctrl +X) the definition for hardware and paste (Ctrl+V) it at the start (before software).
7. Make italic all “software” and “hardware” words in the paragraph.
Part B
To work with formatting and alignment

Objective:

After taking this module the students will be able to 

· Set text bold, underline, and italic
· Use formatting features

· Align text
1.  Please type the following text in the Microsoft Word program with Font – Times New Roman, Size – 10.
Microsoft Office Specialist
Microsoft Office Specialist (Office Specialist) certification, the premier Microsoft desktop certification, is a globally recognized standard for demonstrating desktop skills. The Office Specialist program is helping meet the demand for qualified and knowledgeable people in the modern workplace.  The Microsoft Office Specialist (Office Specialist) certification is the globally recognized standard for validating expertise with the Microsoft Office suite of business productivity programs.
2.  Make the following changes to the text you typed in step 1 above:
1. Bold all occurrences of the word “office”.
2. Underline all occurrences of the word “Microsoft”.
3. Italicize all occurrences of the word “Specialist”.
4. Center the title “Microsoft Office Specialist”.
5. Change the font of the title to Century Gothic, size 16 and then make the title bold.
6. Align the last three lines of the paragraph on the right hand side.
7. Justify the first three lines of above paragraph.  Justify means to align on both left and right sides.
8. Type your name, ID# , PC#, date and time at the bottom of the document.
9. Save the document under a file named Lab2.
10. Print the document (if possible) and show your instructor.
Part C
How to frame a letter.  It will give the confidence of preparing a letter in a word processing program.
Objective:

This module will equip the students to:

· Open a new document

· Type and design a letter

· Use of fonts 

· Use formatting features

· Align text
1.  Please type the following text in Microsoft Word (Font – Times New Roman and Size 10).
Business Letter

Dr. A.B. Ali Ph.D.

P.O. Box #1234
Dhahran, Saudi Arabia 
Date: 1st Nov 2004

The General Manager,

Saudi XYZ Company Ltd.

Jeddah, Saudi Arabia

Sir,

Subject: Regarding Appointment of Arbitrator 

This is to inform you that I am ready to act as Arbitrator in the dispute between your company and State Traders regarding supply of machinery , subject to the condition that the Arbitrator’s fee is fixed @15 % on disputed amount.

Arbitration proceeding will be commenced within 15 days from the date of confirmation of the appointment.

Thanking you,

Yours faithfully,
Dr. A.B. Ali
2.  Make the following changes to the text you typed in step 1 above:
1. Bold all words Dr. A.B. Ali.
2. Underline the words “State Traders”.
3. Italicize all occurrences of the words “Saudi Arabia”.
4. Center the title “Business Letter”.
5. Align the last three lines of the above document on the right hand side.
6. Justify the body of the letter.
7. Type your name, ID# , PC#, date and time at the bottom of the document.
8. Save the document in a file named Lab2.
9. Print the document (if possible) and show your instructor.
Part D
To show how to move around a document, copying and pasting, dragging and dropping
Objective:

This module will equip the students to:

· Open a new document

· Use of fonts 

· Use formatting features

· Use alignment
· Insert date and time

· Insert a picture into a document
1.  Please type the following text (taken from Interactive Computer Graphics – A Top-Down Approach Using OpenGL, 3rd Edition, by Edward Angel) in Microsoft Word (Font – Times New Roman and Size 10).
Hypermedia and HTML
As the Internet grew, users needed more sophisticated methods to share information.  There are three key elements necessary for sharing such information: (1) an addressing scheme that allows users to identify resources over the network, (2) a method of encoding information in addition to simple text such as pictures and references (or links) to other resources, and (3) a method of searching for resources interactively.

   The first two needs were addressed by researchers at the European Particle Physics Center (CERN) who created the World Wide Web, a networked hypertext system.  Resources – files – are identified by a unique Uniform Resource Locator (URL) that consists of three parts: the protocol for transferring the document, the server where the document is located, and the location on the server where the document is to be found.  For example, the URL for the OpenGL Organization is http://www.opengl.org.  This URL indicates that this document should be transferred with the hypertext transfer protocol (http) and is located at www.opengl.org.  Because no document is indicated, a default document – the home page – will be returned.
2.  Make the following changes to the text you typed in step 1 above:

1. Format the title (first line), make it bold, center it, and change the font size to 16.
2. Justify the body of the all paragraphs.
3. Erase the last sentence.
4. Use Insert >Date and Time feature at the bottom of page.
5. Use Insert > Picture > From a file feature to insert a picture at the top center.
6. Type your name, ID# , PC#, date and time at the bottom of the document.
7. Save the document under a file named Lab2.
8. Print the document (if possible) and show your instructor.
Part E
To explain the header and footer
Objective:

This module will equip the students to:

· Open a new document

· Header and footer
1.  Please type the following text in Microsoft Word (Font – Times New Roman and Size 10).
WEB BASED APPLICATIONS (ASPs)
Typically, application programs are owned by individuals or organizations and stored on their computer system’s hard disks.
HOW IT WORKS
Special Web sites, called Application Service Providers (ASPs), allow access to their application programs. To use one of these Web-based applications, you should contact to the ASP, copy the application program to your computer system’s memory and then run the application
YOU HAVE TO PAY FOR SERVICE
Most ASPs provide the access to a wide range of application programs and charge a fee for their service .
2.  Make the following changes to the text you typed in step 1 above:

1. Format Heading 3 (“YOU HAVE…SERVICE”) as Italic, Underline, and Bold.
2. Format Heading 2: Bold and Underline.
3. Format Heading 1: Bold, Italic, Underline, Font Arial, 16 and Center align.

4. Underline all occurrences of the word “ASPs”.
5. Align the Date on the right-hand side.
6. Put date and time and “Created by <your name>” in the footer.
7. Center the Page Number in the footer.

8. Put “Created by <your name>”, ID # and Lab# in the header, aligned at right.
9. Save the document under a file named Lab2.
10. Print the document (if possible) and show your instructor.
Part F
Objective:

After taking this module the students will be able to:

· Set a particular Font

· Set Bold, Italic, and Underline
· Align the text

1.  Please type the following text in Microsoft Word (Font – Times New Roman and Size 10).

The font Type of this sentence is regular and Times New Roman.
The font style of this sentence is bold. 

The font style of this sentence is italic. 

The font style of this sentence is bold and Italic.
The font style of this sentence is underlined.
The font style of this sentence is Italic and underlined.
The font style of this sentence is bold, Italic and underlined.
The font style of this sentence is regular, Times New Roman and size is 14.
The font style of this sentence is regular, Courier and size is 12.
This line is left-aligned.
This line is right-aligned.
This line is centered.
2.  Make the following changes to the text you typed in step 1 above:

1. Please format the lines as specified

2. Type your name, ID# , PC#, date and time at the bottom of the document
3. Save the document under a file named Lab2.
4. Print the document (if possible) and show your instructor.
ACTION SUMMARY
Here is the summary of a few shortcut keys for specific actions:
Action


Keyboard Shortcuts 


Bold



Ctrl + B

Italic



Ctrl + I

Underline


Ctrl + I

Left Align


Ctrl + L

Right Align


Ctrl + R

Center Align


Ctrl + E

Justify



Ctrl + J

Undo 



Ctrl + Z

Cut



Ctrl + X

Copy



Ctrl + C

Paste 



Ctrl + V
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