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User’s Guide

For the ALS Learner:

Welcome to this Module entitled Digital Applications — Word Processing under Learning Strand 6 Digital
Citizenship of the ALS K to 12 Basic Education (BEC).

This module was designed to provide you with fun and meaningful opportunities for guided and independent
learning at your own pace and time. You will be enabled to process the contents of the learning resource while
being an active learner.

This module has the following parts and corresponding icons:
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Let’s Get to Know

Pre-assessment

Setting the Path

Trying This Out

Understanding
What You Did

Sharpening
Your Skills

Treading the
Road to Mastery

Don’t Forget

Explore More

Reach the Top

Answer Key

Glossary

This will give you an idea of the skills or competencies you are expected to
learn in the module.

This part includes an activity that aims to check what you already know
about the lesson. If you get all the answers correct (100%), you may decide
to skip this module.

This section provides a brief discussion of the lesson. This aims to help you
discover and understand new concepts and skills.

This comprises activities for independent practice to solidify your
understanding and skills of the topic. You may check the answers to the
exercises using the Answer Key at the end of the module.

This includes questions that process what you learned from the lesson.

This section provides an activity that will help you transfer your new
knowledge or skill in real-life situations or concerns.

This is a task which aims to evaluate your level of mastery in achieving the
given learning competency.

This part serves as a summary of the lessons in the module.

In this portion, another activity will be given to you to enrich your knowledge
or skill of the lesson learned. This also tends retention of learned concepts.

This part will assess your level of mastery in achieving the learning
competencies in each lesson in the module.

This contains answers to all activities in the module.

This portion gives information about the meanings of the specialized words
used in the module.



At the end of this module you will also find:

References This is a list of all sources used in developing this module.

The following are some reminders in using this module:

1. Use the module with care. Do not put unnecessary mark/s on any part of the module.
Use a separate sheet of paper in answering the exercises.

2. Don’t forget to answer the Pre-assessment before moving on to the other activities

included in the module.

Read the instruction carefully before doing each task.

Observe honesty and integrity in doing the tasks and checking your answers.

Finish the task at hand before proceeding to the next.

Return this module to your ALS Teacher/Instructional Manager/Learning Facilitator

once you are through with it.

AN

If you encounter any difficulty in answering the tasks in this module, do not hesitate to consult your ALS
Teacher/Instructional Manager/Learning Facilitator. Always bear in mind that you are not alone.

We hope that through this material, you will experience meaningful learning and gain deep understanding of
the relevant competencies. You can do it!
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MODULE 2

=8 |LET'S GET TO KNOW

Text Document

O ne of the skills in the twenty-first century is to communicate through
speaking and writing. People nowadays innovate methods to convey
their messages to other people clearly. With different digital devices and
software programs, they can create remarkable outputs. One of the basic
software you can use is a word-processing application.

This module will give you the basic steps on using word processors.
The following are the three lessons in this module:

Lesson 1 - UnderstandingWord-Processing Applications
Lesson 2 - Formatting and Inserting Graphics in a Document
Lesson 3 - Mail Merging and Finalizing a Document

\WORD PROGESSING




MODULE 2
PRE-ASSESSMENT

Directions. Match the icons in Column A with their corresponding command
names in Column B. Write the letter of the correct answer on a separate sheet
of paper.

COLUMN A COLUMN B

1. | Avial - A. Align Left

2. ‘x} B. Copy

3. | B C. Font Type

4. A D. Italic

5. | = E. Size

6. D F. Font Size

7. 19 G. Cut

8. [D H. Center

9. | U I. Bold
10. |12 ~ J. Add a Footer
11. ] K. Paste
12. | = L. Align Right
13. ﬁ M. Font Color
14. @ N. Margins
15. | = O. Underline

P. Add a Header

2 DIGITAL APPLICATIONS



LESSON |
SETTING THE PATH

UNDERSTANDING WORD-
PROCESSING APPLICATIONS

After this lesson, learners should be able to

make use of a word-processing application to produce
different documents used in everyday life;

create a new document based on the different
available templates;

save documents under another name to a location
on a drive;

demonstrate how to save a document as another file
type;

switch between open documents and between page
view modes;

identify the process of inserting symbols or special
characters; and

determine the use of the display and hide nonprinting

-0 0 00 ©®

formatting marks line.

WORD PROCESSING 3



LESSON |
TRYING THIS OUT

Directions: Recall a moment when you need to create and submit a document
in school, in work, or in government transactions. What did you do to produce
the documents needed? Share your answer on a separate sheet of paper.

Application programs are available for computer users to do a certain
task. In schools, at work, and even at home, one encounters documents
such as letters, reports, research papers, and certificates. A word-processing
application is the best tool to create these documents.

4 DIGITAL APPLICATIONS



LESSON 1
UNDERSTANDING WHAT YOU DID

WORD PROCESSING

S
Lo

Word processing is the term used to describe the writing of letters,
reports, and other documents using a computer. It helps you save time
and improve the appearance of your document. A word processor is an
application designed to use the computer as a useful electronic writing tool
that can edit, save, and print documents.

Below is the list of the most common word processors and the
operating systems where these programs can be run.

WORD OPERATING
PROCESSORS SYSTEMS
Microsoft Word Windows
WordPerfect Windows
iWork Pages Apple MacOS
A
— OpenOffice Writer Any
Google Docs Any

WORD PROCESSING 5



LESSON 1

USES OF WORD PROCESSING

Word processors offer a wide variety of features that can help people
produce different documents for a specific purpose. Anyone can use word
processors because of their user-friendly interface.

Teachers use word processors to
create letters, newsletters, certificates, -
brochures, and many other desktop

s N
/ \
publications. Students can also create

letters, research papers, projects, and Q
notes. Professionals and employees can

produce resumes, reports, application \\ //
letters, letterheads, and any work- N -,

related documents.

GETTING FAMILIAR WITH WORD PROCESSING

Microsoft Word (MS Word)
is one of the most common word
processors available in the market.
It can be accessed from Microsoft
Office’s productivity tools that have
different programs for different
tasks. The latest version today is
Microsoft Word 2019.

This module will use
Microsoft Word in getting familiar
with word processing, as it is the
most common word processor.

6 DIGITAL APPLICATIONS



LESSON 1

How to Create a New Document Based on the
Different Available Templates

Opening Microsoft Word will lead you to the New command where
you will see different options to create a new document, including Blank
document and other templates. Templates are predesigned documents that
you can use to make your document look visually appealing.

There are templates for business cards, flyers, invitation cards,
letters, resumes, calendars, etc. All you must do is to select your desired
template.

Document! - Word Heiden chan () @@ 2= %
Company -
\“‘
;;\, <1 I - =
—
Tri-fold brochure (blue) Blue curve letterhead Student report with photo Invoice
AL :
O SR - &S0 °
i R ° s 9@
January INVIT January YEAR
YRAR| ANNUAL
R — e HOLIDAY
- PARTY
i =
LT o= )
%@ 4 ¢ j§ EVENTS =
AW 1 AR K £
Banner calendar Party invitation flyer Holiday party invitation wit... Horizontal calendar (Sund...
- FIST SAME LAST NAME
Name o
Sveat adaes
G, s1ar Coce
Name
sveet adsess
Ci. S11P Cock —

You can also click on the suggested searches to display more templates
or search online if you are connected to the internet. Just type the word
related to the template you are looking for.

For example, if “Cards” was selected on the suggested searches, it will
display different designs and templates of cards, such as invitation cards,
thank you cards, and business cards.

WORD PROCESSING 7



LESSON 1

Search for online templates jol

Suggested searches:  Business | Car Flyers Letters [Education Resumes and Cover Letters Holiday

1. Select a template (e.g., Blue curve business cards). Once it is selected,
a window will appear with details about the template. Click Create.

Document] = Word Heidenchan 1) (@)@ 22 g K

5 Open

Info

Save
sevent e S
4 ]wk

Print = po
Liie Sympathy card Scroll banner every day card Floral thank you card
Export

E—E—
Transform 5] E

BB
Gz EB——

B 5]

E—ES—

B 5]

B
Account & S}
Feedbeock Blue curve business ca Purple graphic business cards
Optians P . . e o X

\9
© X
Ll New Blue curve business cards
Provided by:  Microsoft Corporation =

= Open

Use this business card template to create your own
personal or professional cards. The cards are
standard 3-1/2 x 2 inch size and work with Avery
5371, 5911, 8371, 8471, 8859, 28371, 28877, and
28878, Search for “blue curve” for matching
templates.

Info

(5]
o] |

Save

Download size: 76 KB.
Save As

(]
!
|

Print

g 5

Share

Export

Transform

Close

Account

Feedback

Options eoe— 7 ————=
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LESSON 1

Next, you will see the selected business card template ready for editing
contents.

To put contents in the business card, you just need to edit the first card;
it will be automatically applied to the rest of the cards.
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To insert a logo, select each LOGO HERE box, right-click and choose
Change Picture, and then click From a File. It means that the image to
be inserted is stored in a folder in the computer.

LU 3oy . - = - i s DU e LS [ | SU:W
aste BIU-~ A~ 2-A. |BE=== 1= | TNomal TNoSpac.. Headingl Heading2  Tile ictate
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Clipboard 1 Font Paragrap! 5 Styles 1 Editing Voice Sensitivity ~
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Style Crop

O ™ cor YOUR
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L

B Remove Content Control  ess] [Company Address]
0 el 1060 [City, ST 2IP Code]

17 Edit Picture 1 HERE femail address] |
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O ve as Picture...
# 53 Change Picture > 5 Fromafie..
s | B @ > E@ From Online Sources...
] 3, Bring to Fron > % Fromlco =
t 28, Send to Back

> ) From Clipboard...
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i e Wrap Tex

; YOUR

] Wi = Size and Position.. NAME HERE
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\WORD PROGESSING




LESSON 1

5. A window will appear, letting you locate your image to be inserted. Once
located, just click on the desired image and then click Insert.

Tl Insert Picture X
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o - PNG File H PNG File Editing i | S A
I Il Microsoft Word 114M8 929KB
08 09
& OneDrive - PNG File m PNG File
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[ This PC
= ol 02
B 30 Objects ﬂ PNG File _ PNG File
I Desktop 109 K8 125K8
Decuments 02 o4
m PNG File E PNG File
& Downloads 286 KB 1,54 MB
b Music . 05 [Company Address]
[ PNG File [City, ST ZIP Coge]
= pee e gl
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i Local Disk (C) Last month (20)
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PNG Fil :
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L
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opy ¢ Replace | =
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= gy || B2 Ses g 5 A-2-A- E_ == (1= |2 H~ TNormal | TNoSpac.. Heading! Heading2 — Title Nopoe - !
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] [email address] HERE [email address]
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"
B YOUR YOUR
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6. To save a new document, press Ctrl+S on the keyboard, or click the
Save button (7 on the upper left corner of the document. You may also
click the File tab then select Save.
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LESSON 1

Flle  Home Insert  Design  layout  References  Mailngs  Review  View Help  OFFICEREMOTE  Table Design  Layout 1 share

& Cut _— P e T Y ~|| OFind ~
EHD e Franklin Gothic | ~[ <[ A" A | Aa~ | Ao | I= 2L T | |aseocedc| AsBocede AaBbCc Asgbcel AAB B o L!J )
opy *
P“j“ e BIUvaxx AvL A= e TNormal | TNoSpac.. Heading1 Heading 2 Title E N D‘Cf'ﬂk Sﬁ”f“""f“y
Clipboard 5} Font [ 5 Styles &l Editing Voice | Sensitivity 2
2 = " Caroas
X
Save this file
NAME H et
My Business Card doex
Choose a Location
a ‘OneDrive - National University -
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More save options =
N
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Pagelof1 1a0words [[) Engiish (United States) I Focus B -——F——+ 1w

7. A dialog box will appear asking for a File Name. Under Choose a
Location, you can choose where the file will be stored. To locate a
folder, click the arrow on Choose a Location or More save options
then press Save.

AutoSave | )] My Business Cards - Saved to this PC ~

File Home  Insert Design Layout  References  Mailings Review  View  Help OFFICE REMOTE ~ Table D¢

[0 Ex Franklin Gothic 1 v[9  + /A" A" | Aa~ | Ao | i= v 1=+ Ev | Z = 81| 1 | | assbceoe] AaBbCeDC |
B Copy
Paste 2 Bl — — — | +=
U «~ v 2 A~ = == 1= o 1 Normal | 1 No Spac...
v <¥ Format Painter BIU EORX X A ) === 2 = e
Clipboard ] Font ~ Paragraph 5]
L W2 - s 10 2200 03041 516170 R 91 10+ 1 +11e 4 21244

; YOUR o YOUR

B NAME HERE ' NAME HERE
5 [Company Address)

e [City, ST ZIP Code) LOGO

7 [email address) HERE

Notice that the file name on the upper left corner has changed from
Document3 to My Business Cards. Documents in Microsoft Word are
usually saved in the Documents folder with the file type DOCX.
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LESSON 1

8. You can also save the files in a different location, with a different file
name, and with a different file type. Just click on the File tab, then
select Save As.

My Business Cards - Saved to this PC Heiden Chan l\' NG —e = X
1 [ Documents
@ Recent
| My Business Cards |
National University | Word Document (" docx) -] ‘ B save ‘
More options.
. OneDrive - National University
hchan@nu-nazareth.edu.ph
Name T Date modified
# Sites - National University
hchan@nu-nazareth.edu.ph -
Other locations ] 20182019 22/11/2019.8:48 AM
[ misec
= ] ABCMouse 27/02/20202:21 PM
@ Add a Place
D ALS Module 04/03/2020 :43 PM
= Browse
T] ARAW NG WIKA 14/08/2019 12:57 AM
7] AWARDS AND INVITATION 08/08/20198:32 PM
T cHARMSUB 14/02/2020 9:04 AM
D CLASSROOM AWARDS SY 2019-2020 06/03/2020 11:10 AM

9. To save under a different file name, delete the existing file name and
type a new one. Documents can also be saved in a different file format.
Just click the arrow on the file type and select your desired file type.
It can be saved as a template, Portable Document Format (PDF), web
page, rich text format, or any file type you want to use.

@ Recent l‘mf

National University Word D

10. Click Browse to locate the & OneDrive -National Uniersty
hchan@nu-nazareth.edu.ph Word 97

folder or drive. A dialog box G gt bl
. . e g
will appear on the left side. Por
Other locations X.PS Doc

I:E\E| This PC ?‘:":i::

. . . Web Pa
Click Save to finish the & astarne e
Export w:l:;:v

process. £ sowe o 3

O
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LESSON 1

&l Sove As x| 19

« ~ 4 ¥ > ThisPC > Downloads > v | © O SearchDownloads

Organize »  Newfolder - @

sl 7 ¥
7 [ Desktop * Earlier this week (1)
> Documents

b Computer 6 Hour of Code
> 3 Downloads w Microsoft Word Document
> b Music 2ok
> [ Pictures ~ Last week (1)

I Leaming Activity Sheet_Letter
W (Shert) (1) X
Microsoft Word Document Date modified

~ Earlier this mon

> [ Videos

> e Loca

22/11/2019 8:48 AM
Updated My Business Cards v

‘Word Document ~

27/02/2020 2:21 PM
Authors: Heiclen Chan Tags: Addatag

04/03/2020 6:43 PM
Tools ~ Cancel

A 14/08/2019 12:57 AM

%)AWARDS AND INVITATION 08/08/2019 8:32 PM

D CHARM SUB 14/02/2020 9:04 AM

D CLASSROOM AWARDS SY 2019-2020 06/03/2020 11:10 AM

SWITCHING VIEWS

You can open more than one file when working on word processors,
just like any other software. All open programs can be seen on the taskbar,
usually located at the bottom of the screen. If you open two or more
documents, they will appear as a single icon; but when you hover your
mouse over the icon, you can see other documents that are currently open.

H W new Module 2- Digital Applicat.. " MyBusiness.. " Documentd - Word

Pagelof1 2words [[}  English (Philippines)

£ Type here to search

Click the document you want to view in the screen. Documents can
also be viewed in the same screen simultaneously, but with a limited view.

\WORD PROGESSING
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LESSON 1

File  Hom: Inserl Desic Layot Refer Mailii Revie View Help OFFIC Table Design ' Layout 1% File  Home Insert Design Layout References Mailings Review View Help OFFICE RE}
B0 slall o B E BllE| ® | @ |[l&| @]l £ B
' <) E = . ERgNE | L] &
Views Focus Immersive | Vertical Side Show | Zoom | Window | Macros | Properties Pages Table | llustrations | Addfrom | Add- Online | Links | Comment | Header& JText | Sy»
i ader to Side = 5 & = & o Files ~ ins Video & Footer~ &7
Page Movement Macros | SharePoint ~ Tables Content Media Comments ~

L GRIBNNS v 100200 3. SR 5e 0 o607 NS 1001 11. 1 12 0 l-Il\lvlSv\"|_-g‘\-lv\~2~\-]‘l‘I‘l-5‘|‘5-1‘7‘|v!v\-9>|-10v\dlvllew- y

Hello World!@®+

; ilippines

E jdelacruz@yehey.com HERE jdelacruz@yehey, 2
- www.kalings.com wuw kalings.cor—| -
-

- 3
=) Quezon City Quezon City 7]
E LoGo Philippines rerre) Philippines ~

B HERE idelacruz@yehey.com HERE jdelacruzeyeney | -

E www.kalings.com www.kalinga.cor |

O Focus B -

Page1of1 2words [ English (Philippines)

Pagelof1 gowords [R

L Type here to search

On the upper right corner of the document, click Restore Down beside
Close for both documents, and then arrange the documents in the screen.

How to Switch Between Word Document
Page View Modes

As a user of word processors, you likely know that viewing your
document in different modes can help you understand what other people
will see. Word 2019 can display your document in one of five views, which
can help you better understand the layout, margins, and page breaks in your
document.

1. Read Mode displays pages that require you to slide them horizontally
to view adjacent pages.

2. Print Layout displays page breaks as thick, dark horizontal bars so you

can clearly see where a page ends and begins. (This is the default view.)

14 DIGITAL APPLICATIONS



LESSON 1

File

Tools  View

Video provides a powerful way to help you prove your point.
When you click Online Video, you can paste in the embed code for
the video you want to add. You can also type a keyword to search
online for the video that best fits your document.

To make your document look professionally produced, Word pro-
vides header, footer, cover page, and text box designs that com-

you work on a table, click where you want to add a row or a col-
umn, then click the plus sign.

Reading is easier, too, in the new Reading view. You can collapse
parts of the document and focus on the text you want. If you need
to stop reading before you reach the end, Word remembers
where you left off — even on another device.

plement each other. For example, you can add a matching cover .
page, header, and sidebar. Click Insert and then choose the ele-
ments you want from the different galleries.

Themes and styles also help keep your document coordinated.
When you click Design and choose a new Theme, the pictures,
charts, and SmartArt graphics change to match your new theme.
When you apply styles, your headings change to match the new
theme.

Save time in Word with new buttons that show up where you
need them. To change the way a picture fits in your document,
click it and a button for layout options appears next to it. When

Screens 1-2.0f 2 +140%
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Video provides a powerful way to help you prove your point. When you click Online Video, you
can paste in the embed code for the video you want to add. You can also type a keyword to
search online for the video that best fits your document.

To make your document look professionally produced, Word provides header, footer, cover
page, and text box designs that complement each other. For example, you can add a matching
cover page, header, and sidebar. Click Insert and then choose the elements you want from the
different galleries.

Themes and styles also help keep your document coordinated. When you click Design and
choose a new Theme, the pictures, charts, and SmartArt graphics change to match your new
theme. When you apply styles, your headings change to match the new theme.

save time in Word with new buttons that show up where you need them. To change the way a
picture fits in your document, click it and a button for layout options appears next to it. When
you work on a table, click where you want to add a row or a column, then click the plus sign.

Reading is easier, too, in the new Reading view. You can collapse parts of the document and
focus on the text you want. If you need to stop reading before you reach the end, Word
remembers where you left off — even on another device

Page 1011 237words [0 Englis (Phiippines) il Foass B B - 1

+ 100%

Print Layout

3. Web Layout displays your document exactly as it would appear if you
saved it as a web page.
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Video provides a powerful way to help you prove your point. When you click Online Video, you can paste in the embed code for the video you want to add. You can also type a keyword to search online for the video that best
fits your document.

To make your document look professionally produced, Word provides header, footer, cover page, and text box designs that complement each other. For example, you can add a matching cover page, header, and sidebar.
Click Insert and then choose the elements you want from the different galleries.

Themes and styles also help keep your document coordinated. When you click Design and choose a new Theme, the pictures, charts, and SmartArt graphics change to match your new theme. When you apply styles, your
headings change to match the new theme.

save time in Word with new buttons that show up where you need them. To change the way a picture fits in your document, click it and a button for layout options appears next to it. When you work on a table, click where
you want to add a row or a column, then click the plus sign.

Reading is easier, too, in the new Reading view. You can collapse parts of the document and focus on the text you want. If you need to stop reading before you reach the end, Word remembers where you left off — even on
another device.|

237 words [0 English (Philippines) T Focus E

Web Layout

L5 100%

4. Outline displays your document as outline headings and subheadings.

File Outlining Home Insert Design Layout References Mailings Review  View Help Acrobat 18 Share ®

« ¢ [BodyText <] > > %" Show Level: All Levels v j

| Show Text Formatting

Ay +— Show Close
Show First Line Only Document Outline View
Outline Tools Master Document Close ~

Video provides a powerful way to help you prove your point. When you click
Online Video, you can paste in the embed code for the video you want to add.
You can also type a keyword to search online for the video that best fits your
document.

To make your document look professionally produced, Word provides header,
footer, cover page, and text box designs that complement each other. For
example, you can add a matching cover page, header, and sidebar. Click Insert
and then choose the elements you want from the different galleries.

Themes and styles also help keep your document coordinated. When you click
Design and choose a new Theme, the pictures, charts, and SmartArt graphics
change to match your new theme. When you apply styles, your headings change
to match the new theme.

Save time in Word with new buttons that show up where you need them. To
change the way a picture fits in your document, click it and a button for layout
options appears next to it. When you work on a table, click where you want to
add a row or a column, then click the plus sign.

Reading is easier, too, in the new Reading view. You can collapse parts of the
document and focus on the text you want. If you need to stop reading before you
reach the end, Word remembers where you left off - even on another device.

« >
words [} English (Philippines) 1 Focus B B i 100%

Page 1 of 1

5. Draft displays the document without top or bottom page margins and with
page breaks as dotted lines.
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Video provides a powerful way to help you prove your point. When you click Online Video, you
can paste in the embed code for the video you want to add. You can also type a keyword to
search online for the video that best fits your document.

To make your document look professionally produced, Word provides header, footer, cover
page, and text box designs that complement each other. For example, you can add a matching
cover page, header, and sidebar. Click Insert and then choose the elements you want from the
different galleries.

Themes and styles also help keep your document coordinated. When you click Design and
choose a new Theme, the pictures, charts, and SmartArt graphics change to match your new
theme. When you apply styles, your headings change to match the new theme.

Save time in Word with new buttons that show up where you need them. To change the way a
picture fits in your document, click it and a button for layout options appears next to it. When
you work on a table, click where you want to add a row or a column, then click the plus sign.

Reading is easier, too, in the new Reading view. You can collapse parts of the document and
focus on the text you want. If you need to stop reading before you reach the end, Word
remembers where you left off - even on another device.

<
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Draft

SWITCHING BETWEEN PAGE VIEWS IN WORD

Microsoft Word gives you two ways to switch between different

document views:

1. Click the view icons at the bottom-right corner of your document

window. The only view icons in the bottom-right corner of the
document window are Read Mode, Print Layout, and Web Layout.

‘Themes and styles also help keep your document coordinated. When you click Design and
choose a new Theme, the pictures, charts, and SmartArt graphics change to match your new
theme. When you apply styles, your headings change to match the new theme.

Save time in Word with
picture fits in your docum|
you work on a table, click

Reading is easier, too, in t

focus on the text you wanfl S

remembers where you lef

Pagelof1  237words [} Engiish (Phiippines)
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eeccccccd
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1} + 100%

2. Click the View tab and then click what you want to use, such as Print

Layout or Draft view.
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USING AVAILABLE HELP FUNCTIONS

The help feature within Microsoft Office applications is usually the
fastest and easiest way to get help. In Windows, access it by pressing F1 from
within the application or just click the Help tab.

File Home Insert Design Layout References Mailings Review View Help Acrobat

® 82O &L

Help Contact Feedback Show What's
Support Training New

Help

Once the help feature opens, you can use the search feature on the
right-side task pane to find answers to your questions that are related to using
Microsoft Word. To browse, open Recommended Topics.

File  Home Insert Design Layout References  Mailings  Review  View  Help  Acrobat % Share

O O =g

Help Contact Feedback Show What's

© Comments  ©

Support Training New
Help ~
Help °© 8
& (@ P searchhelp
Video provides a powerful way to help you prove your point. When you click Online Video, you v Get started 2
can paste in the embed code for the video you want to add. You can also type a keyword to N
search online for the video that best fits your document. & Collaborate

. . A Insert text
To make your document look professionally produced, Word provides header, footer, cover

page, and text box designs that complement each other. For example, you can add a matching
cover page, header, and sidebar. Click Insert and then choose the elements you want from the
different galleries.

[ Pages & layouts

B Pictures
Themes and styles also help keep your document coordinated. When you click Design and Save & print
choose a new Theme, the pictures, charts, and SmartArt graphics change to match your new
theme. When you apply styles, your headings change to match the new theme. & Mail merge

Save time in Word with new buttons that show up where you need them. To change the way a
picture fits in your document, click it and a button for layout options appears next to it. When
you work on a table, click where you want to add a row or a column, then click the plus sign

Recommended Topics
B Tum off squiggly lines in Publisher

Reading is easier, too, in the new Reading view. You can collapse parts of the document and B Word for Windows training
focus on the text you want. If you need to stop reading before you reach the end, Word

B show or hide the ribbon in Office
remembers where you left off — even on another device.

B Keyboard shortcuts in Word

B Change page orientation to landscape or portrait

- A .. .. W
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INSERTING SYMBOLS OR SPECIAL CHARACTERS

Some symbols and special characters are not available on the keyboard.
These characters can be inserted to add more detail to your documents.
Microsoft Word has a feature for inserting the symbols and special characters.

1. Click the Insert tab. From the Symbols group, select Symbol and
click More Symbols. A dialog box will appear, displaying different
symbols and special characters.

Documentd - Word
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2. Under Font, browse through the Webdings, Windings, Windings
2, and Windings 3 fonts. These are fonts that feature symbols and
special characters. Choose which symbols you want to insert. You
can insert as many as needed.
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DISPLAYING AND HIDING
NONPRINTING CHARACTERS

Nonprinting characters help you edit a document. They indicate
the presence of various types of formatting, but they do not print with
the document, even when they are displayed on the screen. It is easier to
understand the spacing and layout in your document when these special
characters are displayed.

For example, you can tell when you have inserted two spaces between
words or added an extra carriage return. But there may be times when you
want to hide these characters to view your document as printed.

To show or hide nonprinting characters, click the nonprinting
characters icon at the Home tab of the top toolbar. Alternatively, you can
press Ctrl+Shift+8.

File Home Insert Design Layout References Mailings Review View Help Acrobat

ﬁj Calibri (Body)  ~v/12 v AT A" Aav Ao % [A]
[E
Paste§ BIQvabXZXZA"p"AVA@
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1 Normal

v

Clipboard I~ Font N

Nonprinting characters include the following:

Inserted when you press the
space bar on the keyboard.
It creates a space between
characters

SPACES

Inserted when you press Tab. It
TABS - is used to advance the cursor
to the next tab stop

Inserted when you press
Enter. It ends a paragraph and
il adds a bit of space after it. It
contains information about
the paragraph formatting

PARAGRAPH
MARKS
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LINE BREAKS

Inserted when you press
Shift+Enter. It breaks the
current line and puts lines of
text close together. Soft return
is primarily used in titles and
headings

PAGE BREAKS

Templates can be helpful

when thinking of an initial design

for a document, as these serve as

a starting point in case you run

out of concepts or ideas. Getting

to know various features of a word

processor can help you flawlessly

create a document.
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Inserted when you use the

E Breaks icon at the Insert
tab. You may also select the
Breaks icon at the Layout
tab; then, click Page under
the Page Break dropdown
menu. Another option is to
select Page break before in
the right-click menu or in the

advanced settings window

XX
NEW
[
I




5] |LESson
2| SHARPENING YOUR SKILLS

Directions: List down the step-by-step procedure in saving a file under a new file
name and file type as a PDF file. Write your answer on a separate sheet of paper.
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1 TREADING THE ROAD TO MASTERY

Directions: Follow the step-by-step instruction in creating a baptism invitation
card using the templates in Microsoft Word. If you do not have a desktop computer
or laptop, you may ask for assistance from your mobile teachers.

1. Open Microsoft Word.
2. Click the New button.

Document5 - Word Heiden

New

ol [o [of [
ol [o [of [o

m
[

New

Blank document Blue curve business cards Lotus business card
=
Search for online templates P

Suggested searches:  Business Cards Flyers Letters Education Resumes and Cover Letters  Holiday

3. Select Cards in Suggested searches.
4. Look for Photo baptism invitation.

new Module 2- Digital Applications - Word Processing as of March 2020.docx - Saved to this PC Niko Ochoa @ @ @ = - o X
<« pack | Cardd ~
Flying caps graduation card Blue event tickets Star concert tickets Event tickets (ten per page) Baptism invitation

2% M .

=

[ DAY
(G Sip and see invitation Service invoice with Microso... Tie Father's Day card (quarte...

BTHEp, e STRONS Happy
43 SATHER, s, - s Father's Day!

§ %
il Bl
s=——"= ‘ ﬁm &

Super Dad Father's Day card Letter jacket Father's Day card Dad’s biggest fan Father's Da...

Wise elephant Father's Day c... Father's Day card (from son,...
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5. Click Photo baptism invitation and then Create.

e
New

X
Photo baptism invitation
YOU ARE INVITEDTO THE Frovided by:  Microsoft Corporation
BAPTISM Invite guests to celebrate a baptism or christenin
OF h
! our own. This sible template prints one per
- Y [NAME] :
\ ® N - DATE
- /l) TIME
& .:/ : PLACE B -
x B Create
Export $
( L e
) AR e ot :
et ! N
Close
Account
Feedback Search for online templates »
Options Suggested scarches:  Business Cards  Flyers  Letters  Education Resumes and Gover Letters  Holiday

6. Click on each content to change the details of the invitation.
7. Change [NAME] and put your desired name for the child. Next,
change DATE, TIME, PLACE, and [Phone number].

AutoSave (@ or) [ - umer e P Search Heiden Chan f = =
Fle ~ Home Insert Design  Layout  References  Mailings  Review  View  Help  OFFICEREMOTE  Table Design  Layout 1% Share
S X cut e 5 S | SOFind ~ S |
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Cop c
Paste : = Dictate | Sensitivi
L BIU~asxx Av~P.A ‘ O | TNormal TNoSpac.. Headingl Heading 2 Title j 1 Select v = 2 ity ‘
Clipboard 5 Font &l Paragraph ml Styles &l Editing Voice | Sensitivity |
9 MNeE . 10 -2 -3-0 4. 5.1 -6 17 1 -8 1-9-1-104 11 12. §43., 4. @S, -16-4 171 181 19\ 0. -21-4 2.4 -23 .24 25 HNEN
R OF
.
5
E LET US KNOW IF YOU'LL COME!
ES RSVP AT [Phone number]
Page 1 of 1 21words [[} English (United States) I Focus B ————+ %W0%
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8. If the details are too long, change the font size by highlighting the
words then clicking the font size in the Font group at the Home tab.

9. Save the file with the file name: My First Invitation_(last name) in the
Documents folder. Example: My First Invitation_delaCruz. The file will
be automatically saved as a DOCX.

10. Check if the file was saved in the correct location.

CRITERIA SCORE

Appropriateness of the format 50%
Content 25%
Organization of ideas 25%

TOTAL 100%

Well done! You were able to use the templates in Microsoft Word
and explore the program. To make the most out of your documents, learn
about formatting text and other elements in word processing, which will be
discussed in the next lesson.
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SETTING THE PATH

(
\
n
/

FORMATTING AND INSERTING
GRAPHICS IN A DOCUMENT

After this lesson, learners should be able to

@ demonstrate the use of formatting commands

in a word-processing document;

<‘ make use of formatting in paragraphs; and

demonstrate good practice in creating tables,
‘ formatting tables, and inserting graphical
objects.
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TRYING THIS OUT

Directions: Look at the two documents below. How do they differ from each
other? Which is better? Use a Venn diagram to answer and place it on a separate
sheet of paper.

Document A

utoSave

Document B

17

1.8

Video provides a powerful way to help you prove your point. When you click Online Video, you can
paste in the embed code for the video you want to add. You can also type a keyword to search online for
the video that best fits your document. To make your document look professionally produced, Word
provides header, footer, cover page, and text box designs that complement each other. For example,
You can add a matching cover page, header, and sidebar. Click Insert and then choose the elements you
want from the different galleries. Themes and styles also help keep your document coordinated. When
you click Design and choose a new Theme, the pictures, charts, and SmartArt graphics change to match
your new theme. When you apply styles, your headings change to match the new theme. Save time in
Werd with new buttons that show up where you need them. To change the way a picture fits in your
document, click it and a button for layout options appears next ta it. When you work on a table, click
where you want to add a row o a column, and then click the plus sign. Reading is easier, too, in the new
Reading view. You can collapse parts of the document and focus on the text you want. If you need to
stop reading before you reach the end, Word remembers where you left off - even on another device.
Video provides a powerful way to help you prove your point. When you click Online Video, you can

paste in the embed codefor the video you want to add. You can also type a keyword to search online for
the video that best fits your document. Ta make your document look professionally produced, Werd
provides header, footer, cover page, and text box designs that complement each other. For example,
you can add a matching cover page, header, and sidebar. Flick Insert and then choose the elements you
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1.8

Video provides a powerful way to help you prove your point.
When you click Online Video, you can paste in the embed code for
the video you want to add. You can also type a keyword to search
online for the video that best fits your document. To make your
document look professionally produced, Word provides header,
footer, cover page, and text box designs that complement each
other. For example, you can add a matching cover page, header,
and sidebar. Click Insert and then choose the elements you want
from the different galleries. Themes and styles also help keep your
document coordinated. When you click Design and choose a new
Theme, the pictures, charts, and SmartArt graphics change to
match your new theme. When you apply styles, your headings
change to match the new theme. Save time in Word with new
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- wantfrom the different galleries. Themes and styles also help keep your document coordinated. When - buttons that show up where you need them.

2 youdick Design and choose a new Theme, the pictures, charts, and SmartArt graphics change to match E . . L

- yournewtheme. When you apply styles, your headings change to match the new theme. Save time in b To change the way a picture fits in your document, click it and
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When creating a document, improving its appearance makes it look
neat and organized. Formatting tools allow people to apply different styles
in texts, images, tables, and other elements in word processors.
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UNDERSTANDING WHAT YOU DID

Formatting is the process of modifying specific parts of the document,

which will determine how the document will look like when finalized and
printed. Common formatting options include the font, font size, color,
alignment, spacing, margins, and other properties.

In making a paragraph for a letter, research paper, or essay, detailed
formatting may be applied to achieve a more presentable and readable
document. As featured in the first activity, arranging and organizing a
document’s contents can have an impact on readers. They may easily
understand the information in the document if it is properly formatted.

Let us start by looking at an unformatted paragraph.
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Video provides a powerful way to help you prove your point. When you click Online Video, you can

paste in the embed code for the video you want to add. You can also type a keyword to search online for
the video that best fits your document. To make your document look professionally produced, Word
provides header, footer, cover page, and text box designs that complement each other. For example,
you can add a matching cover page, header, and sidebar. Click Insert and then choose the elements you
want from the different galleries. Themes and styles also help keep your document coordinated. When
you click Design and choose a new Theme, the pictures, charts, and SmartArt graphics change to match
your new theme. When you apply styles, your headings change to match the new theme. Save time in
‘Word with new buttons that show up where you need them.

To change the way a picture fits in your document, click it and a button for layout options appears next
to it. When you work on a table, click where you want to add a row or a column, and then click the plus
sign. Reading is easier, too, in the new Reading view. You can collapse parts of the document and focus
on the text you want. If you need to stop reading before you reach the end, Word remembers where
you left off - even on another device. Video provides a powerful way to help you prove your point.

-
N

Page1of1 478 words [ English (Philippines) T Focus B - ] + 130%

There are two paragraphs in the image. If you want them to be merged,
place your cursor at the period of the first paragraph and then press Del on
the keyboard.
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INSERTING AND REMOVING A LINE BREAK

Line breaks end a current line and lets you continue the text on another

line. These are useful for separating paragraphs from each other, without the

space registering as an empty line that can have characters on it.

1.

Place the cursor where you want to put a line break. For example, the
third sentence in the first paragraph will be placed on a new line.

Video provides a powerful way to help you prove your point. When you click Online Video, you
can paste in the embed code for the video you want to add.h(ou can also ty] ord to
search online for the video that best fits your document. ==

Press Shift+Enter. Here, the third sentence
will move to the next line but on the same paragraph.

Video provides a powerful way to help you prove your point. When you click Online Video, you
can paste in the embed code for the video you want to add.
You can also type a keyword to search online for the video that best fits your document.

To make your document look professionally produced, Word provides header, footer, cover

Line breaks are useful for address blocks, for poems, or in list items

with long sentences because they omit the extra space between lines. To

remove a line break, press the Undo command or place the cursor to the left

of the line break you want to remove, then press Delete.

SETTING, REMOVING, AND USING DECIMAL TABS

Word offers several types of tab stop alignment. One of those types

is a decimal tab. If a tab stop has been designated as a decimal tab, then the
text is aligned according to a decimal point or period in the text. Decimal

tabs are most frequently used to align columns of numbers.
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To set the decimal tab, follow the steps:

1. Before setting, make sure that the Ruler is visible. Click View tab then
check the Ruler in the Show group. Rulers on top and left side of the
document will be visible.

File Home Insert Design Layout References Mailings Review View Help
=n [Eloutline II%I v Ruler C)\ Ijb‘ E
- & =] Draft T q)) ST Gridlines E|
Read ' Print Web Focus Immersive | Vertical Side Zoom 100% r
Mode Layout Layout Reader to Side Navigation Pane <
Views Immersive Page Movement Show Zox
L |-2-|-1-|‘Q‘\‘1‘\‘2‘\‘3‘\‘4‘\‘5

r\/ideo provides a powerful way

2. Next, go to the Home tab. In the Paragraph group, click the Paragraph
launcher arrow on the lower right corner.

AutoSave '9 v Document1 - Word ,O Search
File Home Insert Design Layout References Mailings Review View Help Acrobat
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Paragraph
1

T Normal
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The Paragraph dialog box will appear. Then, click the Tabs button.

The Tabs dialog box will appear. Type your desired position in numbers
where the characters will be placed. Select Decimal and then click Set

and OK.
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where you left off —even on another device.

Paragraph Dialog Box
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Q. 0o
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1

Tabs

Tab stop position:

Default tab stops:

8.cm 1.27 cm =
8cm

Tab stops to be cleared:
Alignment

@
O

Left O center O Right
Decimal O Bar

Leader

@
O

1 None O2.. (O —
4 Oi ........

Set Clear Clear All

26

iment, click it and a button for layout options apy

e 1l 1 al

Tabs Dialog Box

Notice that the text was placed automatically eight centimeters away

from its original position and a tab indication (L) can be seen under

number 8 of the ruler.

Paragraph

Items and Prices

ltem No 1

Item No 2

Item No 3
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5. You can also add visible dots in between words and numbers. Select your

desired number under the Leader option then click OK.

Tabs ? X
Tab stop position: Default tab stops:
8cm 1.27 cm =
8cm
Tab stops to be cleared:
Items and Prices
Item No 1 1000 -
Alignment
Item No 2 800 @ Left O Center O Right
Item No 3 so0 | Opedmal  Ofar
Leader
O 1None ®2... (@
O4__ @ 5 oo
Set Clear Clear All
Items and Prices
Item NO L....cooviviviiiiiiiiiii s 1000
[EE TN 800
[EE TN O 500

6. To remove the tabs being set, just click Clear or Clear All
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ALIGNING AND INDENTING PARAGRAPHS

Formatting paragraphs include changing their text alignment and
indention. There are four alignments for a paragraph: align left, which is the
default alignment; center; align right; and justify, which distributes the text
evenly between the margins.

1. To align the paragraph, select the content you want to align by
pressing Ctrl+A to select all or by highlighting the specific paragraph

to be aligned. Choose your desired alignment at the Home tab in the
Paragraph group.
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Video provides a powerful way to help you prove your point. When you click Online Video, you can

ppaste in the embed code for the video you want to add. You can also type a keyword to search online for

the video that best fits your document. To make your document lock professionally produced, Word

provides header, footer, cover page, and text box designs that complement each other. For example,

you can add a matching cover page, header, and sidebar. Click Insert and then choose the elements you

want from the different galleries. Themes and styles also help keep your document coordinated. When

you click Design and choose a new Theme, the pictures, charts, and SmartArt graphics change to match

your new theme. When you apply styles, your headings change to match the new theme. Save time in —
Word with new buttons that show up where you need them.

To change the way a picture fits in your document, click it and a button for layout options appears next
to it. When you work on a table, click where you want to add a row or a column, and then click the plus
sign. Reading is easier, too, in the new Reading view. You can collapse parts of the document and focus
on the text you want. If you need to stop reading before you reach the end, Word remembers where
you left off - even on another device. Video provides a powerful way to help you prove your point.
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Video provides a powerful way to help you prove your point. When you click Online Video, you can
paste in the embed code for the video you want to add. You can also type a keyword to search online for
the video that best fits your document. To make your document look professionally produced, Word
provides header, footer, cover page, and text box designs that complement each other. For example,
you can add a matching cover page, header, and sidebar. Click Insert and then choose the elements you
want from the different galleries. Themes and styles also help keep your document coordinated. When
you click Design and choose a new Theme, the pictures, charts, and SmartArt graphics change to match
your new theme. When you apply styles, your headings change to match the new theme. Save time in
Word with new buttons that show up where you need them.

To change the way a picture fits in your document, click it and a button for layout options appears next
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| Video provides a powerful way to help you prove your point. When you click Online Video, you can
| paste in the embed code for the video you want to add. You can also type a keyword to search online for
N the video that best fits your document. To make your document look professionally produced, Word
N provides header, footer, cover page, and text box designs that complement each other. For example,
B you can add a matching cover page, header, and sidebar. Click Insert and then choose the elements you
2l want from the different galleries. Themes and styles also help keep your document coordinated. When
] B you click Design and choose a new Theme, the pictures, charts, and SmartArt graphics change to match
2 your new theme. When you apply styles, your headings change to match the new theme. Save time in
3 Word with new buttons that show up where you need them.
B To change the way a picture fits in your document, click it and a button for layout options appears next
g to it. When you work on a table, click where you want to add a row or a column, and then click the plus
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| Video provides a powerful way to help you prove your point. When you click Online Video, you can paste
| in the embed code for the video you want to add. You can also type a keyword to search online for the
4 video that best fits your document. To make your document look professionally produced, Word provides
M header, footer, cover page, and text box designs that complement each other. For example, you can add
‘| a matching cover page, header, and sidebar. Click Insert and then choose the elements you want from the
M different galleries. Themes and styles also help keep your document coordinated. When you click Design
N and choose a new Theme, the pictures, charts, and SmartArt graphics change to match your new theme.
o When you apply styles, your headings change to match the new theme. Save time in Word with new
3 buttons that show up where you need them.
M v To change the way a picture fits in your document, click it and a button for layout options appears next to v

2. To indent the first lines of
each paragraph, place your
cursor at the beginning of
the word in the paragraph
then press Tab on the

keyboard.

Indentions give the signal to
the readers that it is the start
of the paragraph.

it. When you work on a table, click where you want to add a row or a column, and then click the plus sign.
Reading is easier, too, in the new Reading view. You can collapse parts of the document and focus on the

—» Video provides a powerful way to help yo
can paste in the embed code for the video you way
for the video that best fits your document. To ma
provides header, footer, cover page, and text box
can add a matching cover page, header, and sideb
from the different galleries. Themes and styles a
click Design and choose a new Theme, the picture)
new theme. When you apply styles, your headin
with new buttons that show up where you need tl
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next to i~ When you work on a table, click where
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3. At times, a whole paragraph can be indented far away from the

margin, depending on what is needed. Go again to the Paragraph

group then click Increase Indent.
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Video provides a powerful way to help you prove your point. When you click Online Video, you

can paste in the embed code for the video you want to add. You can also type a keyword to search online
for the video that best fits your document. To make your document look professionally produced, Word

provides header, footer, cover page, and text box designs that complement each other. For example, you

can add a matching cover page, header, and sidebar. Click Insert and then choose the elements you want

from the different galleries. Themes and styles also help keep your document coordinated. When you

click Design and choose a new Theme, the pictures, charts, and SmartArt graphics change to match your

new theme. When you apply styles, your headings change to match the new theme. Save time in Word

with new buttons that show up where you need them.

’To change the way a picture fits in your document, click it and a button for layout options appears
next to it. When you work on a table, click where you want to add a row or a column, and then
click the plus sign. Reading is easier, too, in the new Reading view. You can collapse parts of the
document and focus on the text you want. If you need to stop reading before you reach the end,
Word remembers where you left off - even on another device. Video provides a powerful way to

Spacing between lines allows the reader to read the paragraph more

clearly. In some cases, those spaces are used to put corrections or suggestions
by the person whom you submitted the document.

1. To adjust spacing, click Line and Paragraph Spacing in the Paragraph

group. There are six spacing options that can be applied in a

paragraph: default (single
space or 1.0); 1.15 spacing;
1.5 spacing; 2.0 spacing,
which is preferred to give
space for comments and
suggestions; 2.5 spacing;
and 3.0 spacing, which
provides even larger

spaces between lines.
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2.
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can paste in the embed code for the video you want to add. You can also type a keyword to search online
for the video that best fits your document. To make your document look professionally produced, Word
provides header, footer, cover page, and text box designs that complement each other. For example, you
can add a matching cover page, header, and sidebar. Click Insert and then choose the elements you want
from the different galleries. Themes and styles also help keep your document coordinated. When you
click Design and choose a new Theme, the pictures, charts, and SmartArt graphics change to match your
new theme. When you apply styles, your headings change to match the new theme. Save time in Word
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ADDING BORDERS AND SHADING

Let us put borders on the paragraph and format its background color.

You can find Borders in the Paragraph group.

1.

Select the paragraph you want to apply the border to. Just put the cursor
at the beginning of the paragraph, and then click the drop-down arrow
beside the Borders icon and choose All Borders or Outside Borders.
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~ provides header, footer, cover page, and text sment each other. For example, you
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by from the different galleries. Themes and styl . document coordinated. When you
T click Design and choose a new Theme, the pic i tArt graphics change to match your
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lj To change the way a picture fits in you. "%" .. abutton for layout options appears
N next to it. When you work on a table, click where you want to add a row or a column, and then click the
plus sign. Reading is easier, too, in the new Reading view. You can collapse parts of the document and
N focus on the text you want. If you need to stop reading before you reach the end, Word remembers where
E vou left off - even on another device. Video provides a powerful way to help you prove your point. When
Page1of1  476words [0 Engiish (Philippines) ] Foaus B - 1 + 130%

Notice that the first paragraph already has a border.

To change the background or shading of the border, click on Borders
and Shading... at the bottom of the drop-down list.

In the Borders and Shading dialog box, you will see the Borders, Page
Border, and Shading. You may change the style, color, and width of
the border.
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To change the way a picture fits in your document, click it and a button for layout options appears
next to it. When you work on a table, click where you want to add a row or a column, and then click the
plus sign. Reading is easier, too, in the new Reading view. You can collapse parts of the document and
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3. Youneed to select all the sides in the diagram to apply the border style,
color, and width.
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4 Video provides a powerful way to help you prove your point. When you click Online Video, you
- can paste in the embed code for the video you want to add. You can also type a keyword to search online
7 for the video that best fits your document. To make your document look professionally produced, Word
" provides header, footer, cover page, and text box designs that complement each other. For example, you

] can add a matching cover page, header, and sidebar. Click Insert and then choose the elements you want
M from the different galleries. Themes and styles also help keep your document coordinated. When you

click Design and choose a new Theme, the pictures, charts, and SmartArt graphics change to match your

| new theme. When you apply styles, your headings change to match the new theme. Save time in Word
N with new buttons that show up where you need them.

] To change the way a picture fits in your document, click it and a button for layout options appears

b next to it. When you work on a table, click where you want to add a row or a column, and then click the

] plus sign. Reading is easier, too, in the new Reading view. You can collapse parts of the document and

" focus on the text you want. If you need to stop reading before you reach the end, Word remembers where ]
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To add background color, do the same procedure, but this time, select
the Shading tab.

P search

File  Home Insert  Design  layout  References  Malings  Review View Help  OFFICE REMOTE 15 Share &2 Comments

AC i C A < | PFind ~ S8
(Y = Calibri(Body) <11 <|A A Rav | Ao T | [masoceoc| masoceoc AaBbCe Astbeer AQB | o &S

% Replace |
Paste . Dictate | Sensitivi
" S romatpinte | B I U e n ¥ A2 A | S==HIE- [&-A- TNomal | TNoSpac.. Heading Heading2 — Title N oo . e

Clipboard 1) Font Borders and Shading ? X 1) Editing Voice Sensitivity ~

& R 17 I 16 - A
Borders  Page Border | Shadingd
Fill Preview
q
] Patterns
| e
4 Video pi nline Video, you
- can paste in the M to search online
] for the video th: produced, Word
" provides header] For example, you
] Apply to:
can add a match| lements you want

7 from the differe} ated. When you

click Design and
new theme. Wh

ige to match your
bve time in Word

with new butto

ST SO U I e YO U et tIeTT:

N To change the way a picture fits in your document, click it and a button for layout options appears
M next to it. When you work on a table, click where you want to add a row or a column, and then click the
4 plus sign. Reading is easier, too, in the new Reading view. You can collapse parts of the document and
focus on the text you want. If you need to stop reading before you reach the end, Word remembers where

Pagelof1  478words (D English (Philippines) ™ Focus B -——8#——+ 130%

40 DIGITAL APPLICATIONS



LESSON 2

S Search

Fle  Home Insert Design  Layout  References  Mailings  Review View  Help  OFFICE REMOTE 1% Share (2 Comments

Cut o o = a PFind ~ &
[_El & Calibri (Body)  <|11 < A" A" Aa~v | A = =3 2] T | | aaeboene) asebeede AaBbCe AsBbce AQB &, Repl @J A

Cop © Replace s
Paste . = Dictate | Sensitivi

B s | B Mom o A 2o A = | o-H- TNormal | TNoSpac.. Heading! Heading2 — Title . : s
Clipboard ~ Font. Borders and Shading 7 ) = Editing Voice Sensitivity ~
5 . SRR RN SO .
Borders  Page Border  Shading
Fil Preview
i P: Theme Colors
g LRLLLLEL L)
ool
E Video pr I I I I I I Online Video, you
- can paste in the d to search online
i for the video thal Standard Colors produced, Word
) provides header, = EEEEE For example, you
E | Apply to:
can add a matchi No Color blements you want
N from the differel More Colors. inated. When you
click Design and ge to match your

| new theme. Wh ave time in Word
N ‘with new buttons that show up where you need them.

To change the way a picture fits in your document, click it and a button for layout options appears
next to it. When you work on a table, click where you want to add a row or a column, and then click the
plus sign. Reading is easier, too, in the new Reading view. You can collapse parts of the document and
focus on the text you want. If you need to stop reading hefore you reach the end, Word remembers where

Page 1or1 478 words [0 English Phiippines) T Focus Bl =——— < &

Click Fill to choose the color you want for your background then
click OK.

£ search =
Fle  Home Insert Design  Llayout References  Mailngs  Review  View  Help  OFFICE REMOTE 4 Share  © Comments
& Cut " o o —|a SFind ~ S
i Calibri (Body)  ~[11 «|A" A" Aa~ | Ao 2L M | |asBbeede| AsBbeede AaBbC( AaBbcct AQB i @ A
Cop . Replace
Paste : = Dictate | Sensitii
2 e | B 7 Wt o 2o M = | &M@~ TNormal | TNoSpac.. Heading] Heading2  Title N : hty
Clipboard ] Font Il Paragraph = Styles 151 Editing Voice Sensitivity ~
C L SRS (R FERE RERE R R SR SR R R TR RN SRS PRI PR RERRETwr

] Mdeu provides a powerful way to help you prove your point. When you click Online Video, you
B can paste in the embed code for the video you want to add. You can also type a keyword to search online
for the video that best fits your document. To make your document look professionally produced, Word
provides header, footer, cover page, and text box designs that complement each other. For example, you
can add a matching cover page, header, and sidebar. Click Insert and then choose the elements you want
from the different galleries. Themes and styles also help keep your document coordinated. When you
click Design and choose a new Theme, the pictures, charts, and SmartArt graphics change to match your
new theme. When you apply styles, your headings change to match the new theme. Save time in Word
with new buttons that show up where you need them.

To change the way a picture fits in your document, click it and a button for layout options appears
next to it. When you work on a table, click where you want to add a row or a column, and then click the
plus sign. Reading is easier, too, in the new Reading view. You can collapse parts of the document and
focus on the text you want. If you need to stop reading before you reach the end, Word remembers where

Page10f 1 478 waords [0 English (Philippines) T Focus Bl & & 2%

Borders can also be applied to other paragraphs with different
styles and shading.
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APPLYING STYLES IN TEXTS OR PARAGRAPHS

Texts and paragraphs can be styled automatically with different
predefined styles in the Styles group beside the Paragraph group.

STYLES GROUP

View Help © Search 23 Share -
A POFind -
2l AaBbCcDd AaBbCecDd AaBbCt AaBbCcL Aa B AaBbCcD AoBbCcDd  AgBbCcDd & Replace
<_ B TNormal | TNo Spac... Heading1 Heading 2 Title Subtitle  Subtle Em.. Emphasis ¢ [}h Select «
Paragraph ) Styles s Editing

Recommended styles can be applied to a text or a paragraph. Styles
can help emphasize a word or words in a paragraph.

1. To apply a style to a text, highlight the
text and then select the desired style in

the Styles group. 5

For paragraphs, select the whole
paragraph and then choose a style. It will
be automatically applied to the selected
paragraph.

File

Home  Insert  Design  Layout  References  Mailngs  Review  View  Help  OFFICE REMOTE
& cut oo =
Eﬁ Calibri (Body) ~[11 ~ A" A" Aav A | = AaBbCcDe| AaBbecD
Paste B CoPY Do TNormal | TNo'
& : o R Re || E & ormal o Spac.
= e BTIU-a&xx A A = P
Clipboard [ Font ] Paragraph | | AaBbCcC AaBbCeD
& 1 ‘.8‘_19‘.1...;."a‘_s._sw‘w‘mx‘ Subtitle  Subtle Em...
- AgBbCcD: | AaBbCeD(
. Quote | Intense Q.
g AaBbCcDe Inten:

T List Para...

A, CreateaStyle

Video provides a powerful way to help you Ao Clear Formatting
Video, you can paste in the embed code for As Apply Styles...
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AaBbcede| AsBbcene AaBbCc Aszebcc AaB ‘

Normal | 1NoSpac.. Heading1 Heading 2 Title
AaBbCcC AaBbCcD« AaBbCeDt AaBbCcDe | AaBbCeDe

Subtitle  SubtleEm.. Emphasis IntenseE... Strong .
AoBbCcDi AaBbCcD: AABBCCDL AABBCCDL | Strong ppy

Quote Intense Q... Subtle Ref... IntenseR.. Book Title
AaBbCcD¢
T List Para...

A, Createa Style
(

i’o Clear Formatting

eli A, Apply Styles..

L = S .

type a keyword to search online for the video-araeveseyres yourvocurmer
your document look professionally produced, Word provides header, footer, cover

AaBbCe Aseocet AQB

Heading 1 Heading2 ~ Title

AaBbCcDC AaBbCcD( AaBbCeDE 5

Emphasis  IntenseE..  Strong

AABBCCDL AABBCCDL AgBbCCD(
Subtle Ref... IntenseR... Book Title

se Quote

TCTOTTTGRE
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If you are formatting many paragraphs and you forget to select a
paragraph after applying all the formats, no need to worry; a tool called
Format Painter can help you copy the format applied to previous texts
or paragraphs.

Format Painter copies the format but not the content. It can be
found at the Home tab in the Clipboard group.

To use the Format Painter tool, Home Insert Design layout R

select the text or paragraph that has I
been formatted and then press the (Body) |
<¥ Format Painter B I U-3a x x

Clipboard b Fonj
bve (@ off) s

Format Painter (Ctrl+Shift+C, Ctrl+Shift+V)

Format Painter tool.

You will see a cursor with
a paint brush, which means the _ _ _
Like the look of a particular selection? You can
formatting is ready to be Copied to apply that look to other content in the

h h document.
other paragraphs.
p g p To get started:

1. Select content with the formatting you like
2. Click Format Painter

3. Select something else to automatically
apply the formatting

Format Painter saves time

and energy in formatting texts or
paragraphs over again.

FYl: To apply the formatting in multiple places,
double-click Format Painter.

P search
File Home Insert Design Layout References Mailings Review View Help OFFICE REMCTE &% Share J Comments
X Cut e o . OFind ~ 8
Eﬁ e ComicsansMS «[11 <[ A" A" | Aav | Bp | AaBbCeD| AaBoCede AaBbCr AsebCct AB - B 8 N
. 4
Paste 2 s Dictate | Sensitivil
1 e | B U - x ¢ [A- 2 A TNormal | NoSpac.. Heading1 Hesding2  Tle [ |\ oy o sty

Clipboard =] Font ]

Stytes 5l edting | voice | semsitiy 2
& L IR KT NI EWIE BRI SWI RAIN ERIN ERIE ERIN EAIEE SR SR EMIE MY S 2y, =

| Video provides a powerful way to help you prove your point. When you click Online
4 Video, you can paste in the embed code for the video you want to add. You can also type a
keyword to search online for the video that best fits your document. To make your document
look professionally produced, Word provides header, footer, cover page, and text box
designs that complement each other. For example, you can add a matching cover page,
header, and sidebar. Click Insert and then choose the elements you want from the different
- galleries. Themes and styles also help keep your document coordinated. When you click
Design and choose a new Theme, the pictures, charts, and SmartArt graphics change to
match your new theme. When you apply styles, your headings change to match the new

o theme. Save time in Word with new buttons that show up where you need them.
b To change the way a picture fits in your document, click it and a button for layout options appears
next to it. When you work on a table, click where you want to add a row or a column, and then click the
“ plus sign. Reading is easier, too, in the new Reading view. You can collapse parts of the document and -

Select content to apply the copied formatting, or press Escta cancel. T rocus B = ' + 150
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Home  Insert

X cut
<
pacte LoV
~  <¥ Format Painter

Design

Clipboard [

L IR

Fage1of1 170cf478weords [

Comic Sans MS ~ |11

BIHU - a5 x ¥

English (Philippines)

Documentd - Word

£ Search

Layout References Mailings Review Wiew Help OFFICE REMOTE

~ A A Aa~ | A = CINN

e 2 A

nsBbcee| AsBbceDe AaBbC( AzBbcel AQB
TNormal | TNoSpac.. Headingl Heading? — Tle =

Font 1 Paragraph 7] Styles [F]

b 1Y 2o 3 o4 S B T s B 5. 0.1 3l cd2e 0 d3. 0 dde 1 05
Gae:rlgns Tnat complement eacn otner. ror exampie, you can aaa a matcning cover page,

header, and sidebar. Click Insert and then choose the elements you want from the different
galleries. Themes and styles also help keep your document coordinated. When you click
Design and choose a new Theme, the pictures, charts, and SmartArt graphics change to
match your new theme. When you apply styles, your headings change to match the new
theme. Save time in Word with new buttons that show up where you need them.

To change the way a picture fits in your document, click it and a button for layout
options appears next to it. When you work on a table, click where you want to add a row or
a column, and then click the plus sign. Reading is easier, too, in the new Reading view. You
can collapse parts of the document and focus on the text you want. If you need to stop
reading before you reach the end, Word remembers where you left off - even on another
device. Video provides a powerful way to help you prove your point. When you click Online
Video, you can paste in the embed code for the video you want to add. You can also type a
keyword to search online for the video that best fits your document. To make your document
look professionally produced, Word provides header, footer, cover page, and text box

designs that complement each other. For example, you can add a matching cover page,

hondon and cidohan

1 Focus

PECR. O

I Comments

8| &

Dictate | Sensitivity

1 Share

LFind ~
5. Repl
2. Replace

I3 Select~

Editing Voice

Nt

Sensitivity ~
I [2]

+ 130%

INSERTING AND FORMATTING TABLES

Tables can help you control the alignment of contents, keep related
contents together, layout step-by-step instructions and present numerical
data. A table is a grid of cells arranged in rows and columns.

1. To insert a table in a document, click the Insert tab and choose Table
in the Tables group.

Document1 - Word

File Home

% Cover Page -
D Blank Page

-',E,!Page Break

Pages
AutoSave

L

0y ol o7]

EF R

-3

Insert De:iqn Layout  References Mailings Review View Help O Search
5 Pictures 3 lcgns Chart 7 | @link - Heade
@ = 2 Em EE'_ B GetAdd-ins W i g J'l‘,j B
F& Online Pictures D 3 Models - @i Screenshot - D Bookmark @Fumer
Table Document O - Wikipedia | Online Comment
. %) Shapes - & SrffartArt Item oMy Add-ins - Video [ cross-reference [2) Page N
Insert Table sffations Tap Add-ins Media Links Comments Header &
|
\2\-1\9-\19\ 20003040 56 1T B0 9. 1100011 1 120 1 <131 14 1 15 -1E
@ Insert Table...
B Draw Table
g
ﬁ Excel Spreadsheet
E Quick Tables »
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P Pictures v leg
E& Online Pictures €7 30
2. Next, highlight the number of rows Table ID) Shapes - 2 S
and columns you need for the table. :
For example, let us make a table with ox2 Table &
five columns and two rows. %%%E%
You may insert or delete rows and I A
columns later as needed. %%%%%%%%%%
, I
3. You will be taken from the Insert HEERERERRE
tab to the Table Design tab. In other I || | I
versions, select Table Tools then Bl Insert Table..
Design. Tabs like Table Design will BZ Draw Table
only appear after the element in =g
the document has been selected, as BR Excel Spreadsheet
shown below. _
E Cuick Tables r

Fle  Home Insert Design Layout References Mailings Review View Help

[ Header Row [ First Column
[ Total Row [ Last Column
[ Banded Rows [] Banded Columns

ssssss tyle Options

Autosave @D HED-U -

4. To insert data in the table, put the cursor on the desired rows and columns
and start typing.

file ~Home Insert Design layout References Mailings Review View Help Design Llayout O Search & Share &3 Commen ts

X o v o = =150 LFind
[T 3 GolibriGocy) <1<\ K A | Aa- | Ao " [A] | = =R~ (5L T | |aasbeeod| aasbeeod AaBbCc AaBbcct AQ B assbeeo A g
e
Pafmg rrrrrrrrrrrr BIU-axxX A-2-A-WO@® = (738 | | _vNormal | ¥NoSpac. . Heading1 Heading2 ~ Tile  Subtitle SubtleEm.. Emphasis Nemne || DR
ccccccccc e ed
AAAAAAAA 9. @
o 5%
23]
['Nam [ dd; [ Birthd: [ [ Gend |
[Juan del | T [ | [ Mal |
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INSERTING AND DELETING CELLS

1. If the rows and columns are not enough, you may press the Tab key on
the keyboard. For example, let us insert two additional rows.

Document1 - Word

File  Home Insert Design Layout References

[] Header Row [ First Column
[JTotal Row ] Last Column
[] Banded Rows [] Banded Columns

Mailings

Review  View

Help

Layout

&

— | Shading

£ search

sorger P
order
Styles - L Pen Color =

tyles - &

Niko Ochoa

% Share

: EE 3%

Borders Border

Painter

16H1 1701180

Table style Options Table Styes Borders 5
AutoSave (8 of) V- -
S R ARuTRy. ITHIaE BANHIE TIETaEaE aeetn
Names City Address Birthdate Age Gender
Juan dela Cruz__| Manila June 12, 1985 36 Male

© Comments

2. Another way to add more rows and columns is to click the plus sign (+)
button in the table. Just hover your mouse on the leftmost edge of the

row of the table.

File  Home Insert Design Layout

Header Row First Column

References

Mailings

Review

View

Help

Design

Layout

&

O search

g 5 1574

[JTotalRow [ Last Column - Yopt—— -
_ Shading | Border Borders Border
[] Banded Rows [] Banded Columns M szyles-zPE"CD'ﬂ" - Painter
Table Style Options Table Styles Borders "
AutoSave (@ _off) -0
s \1.115\1\2\-5\4\swa|7\5\?lmwn-mzwlw14-w1s-15:w17w1e.
~
[l
Names City Address Birthdate Age Gender
. Juan dela Cruz Manila June 12, 1985 36 Male
.
.
.
File  Home Insert Design Layout References Review View Help Design layout O Search 4 Share 2 Comments

Header Row [/ First Column
[ TotalRow [ Last Column
[ Banded Rows [ ] Banded Columns

Table Style Options.

890 -

)

2 pt

8 2= o)

1681 17118+ 1

~ Shading | Border  Borders Border
ST stytes- BPencolor- FE pinver
Table Syles sorders
T RTSERRERNR FRTIRRTINNT EEARRTINRTES THNTIRRTTINR MERCTHRSCN
Es
Names Gity Address Birthdate Age Gender
Juan dela Cruz__| Manila June 12,1985 |36 Male
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3. To delete rows and columns in between, highlight the rows or columns
to be deleted, right-click, and select Delete Cells. Alternatively, you can
press the Backspace key after highlighting.

File  Home Insert Design Layout References Mailings  Revi n lajout O Search & Share &3 Comments

View  Help

[ Header Row [ First Column
[ Total Row ] Last Column
[l Banded Rows (] Banded Columns

Table Style Options

AutoSave (8 0f) V-V -

‘‘‘‘‘ 5 ® = Ho L EITISTANRT A
&3 —
Names City Address Birthdate Age Gende Calibri Bocy- |11 - A A" FH- ER-
Juan dela C Manila June 12, 1985 36 Male g | = 0. A o [E¥ et velee
Gabriela Santos__| Manila March9,1993 | 26 Femal =
losefa Gonzales December 4, 1992 | 27 Female: 1
X cu
@ copy
[ Paste Options:

&
—)

4. A dialog box will open, showing options on what will happen to the cells
around the cells to be deleted. Just select the default, which is Shift cells
Left, then press OK.

File

[] Header Row [ First C¢
[ Total Row (] Last Column
[] Banded Rows ] Banded Columns

Shading | Border "™ z
= ZpzIzozzzIzodEzis ading | Border

il Styles - & Pen Color -
Table iyl Options Table Syles sorders 5 ~

AutoSave (8 of) DU =
L

City Addred Delete Cells ? X Gender
Manila Male
Manila | © R el e Female
Quezon @i O Shit cells wo Wale
les | Mandaluyd O elete ertire row Femal

O pelete en

5. To remove excess rows, select the rows and columns to be deleted. You
can either right-click and select Delete Cells or press the Backspace key.
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Table Tool Niko Ochoa
Design  Layout References Mailings  Review Help Design layout O Search 2 Share 1] Comments
rn -5
EEEER b — - B
EEEES . Vept —— |t
L SS=== P
EEEE ~ Shading | Border Borders Border
olumns M Styles - K& Pen Color - Painter
Table Styles Borders [} ~
(2001 ® 1020 @ .45 68 708 1.9 B0 110120 B0 14015, 0 1680270 0 18. 1
Names City Address Birthdate Age Gender caiipr (Bocy-[1 - A A'<S BH- FR-
Juan dela Cruz Manila June 12,1985 36 ale
Gabriela Santos | Manila March 9, 1993 26 Female B I = £ - A - [l insert Delete
Josefa Gonzales December 4, 1992 | 27 Female |
X cut
@ copy
[ Paste Options:
M &
Insert >
Delete Cells.
B Merge celis
Border Styles

FORMATTING CONTENTS

Let us format the contents of the table. You can format the entire table
or select only the cells you want to be formatted.

1. To select the entire table, click the move button on the upper left corner.

File Home Insert Design Layout References Mailngs Review View Help 0O Search & Share £ Comments
2 X - ae . |A OFind -
L0, Caliri (Body) -1 - A A" Aa- | Aoy R 30T aasnceod| Assbceds AaBbCe AsBbCct A B aasoced asmceoa aasbeeod | o 8
B Gc
Paste 2 Dictate
S romatpaimer | B 1 U % X A~ 2-A-H® | = & - 1Normal | TNoSpac.. Heading1 Heading 2 Title Subtitie  Subtle Em.. Emphasis |~ | N Seject- :
Cipboard 5 font 5 5 siyles 5l eding voice |~
Autosave @D | D~ 1) -
s $ B TS EERE FERY PR EERY PSSR R RT TR IR R R R C R R O T - A -
i /o
.
- o
i P
8
- Names City Address Birthdate Age Gender
- Juan dela Cruz Manila June 12, 1985 36 Male
- Gabriela Santos Manila March 9, 1993 26 Female
o Josefa Gonzales December 4, 1992 | 27 Female
File  Home Insert Design Layout References Mailngs Review View Help Design Layout O Search 4 Share &7 Comments
cut ~ A o LFind -
4 Calibri Body) |11 -/ A" A Aa- A AR 2L 9| |naBbcepd| AaBbccDd AQBDC( AaBbCcL AaBbCcD AaBbCcD AaBbCeDd g
[ copy & Replace
Paste 2 @ Sy Dictate
> Sromatainer | B LU ® % X[A-2-A- B & - TNormal | 1NoSpac.. Heading1 Heading2  Title Subtite  Subtle Em.. Emphasis || | |\ Select- ‘
Clpboard Font 5 5 siyles 5l eding voice |~
AutoSave (8 oft) B
. NPT I IRT SRR IY] ERATRTINRCTY TETRIRTAE AETRNTART T -
g [
james City Address irthdate Age Gender
juan dela Cruz lanila june 12, 1985 36 Male
Gabriela Santos lanila larch 9, 1993 26 Female
osefa Gonzales ecember 4,1992 | 27 Female 1
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2. After selecting the entire table, you may choose the desired font, font
size, font color, font style, and alignment.

MODIFYING CELL BORDERS

1. As mentioned above, when a table is selected, the Table Design tab will
appear. To modify the table, select the entire table and click the Table
Design tab. Here, you will see different options to format and style your
table.

Document1 - Word Table Tools Niko Ochs

File Home Insert Design Layout References Mailings Review View Help Design Layout O Search

Header Row First Column
£ § = A 7
Total Row Last Column - Va2 pt _—
B — Shading | Border Borders Border
Banded Rows [] Banded Columns Styles - L Pen Color - Painter
Table Style Options Table Styles Borders
AutoSave V- -
L 112 4 5 6® 7 8 9. B0 11012 E .0 140 15 0 168 470 180
Names City Address Birthdate Age Gender
Juan dela Cruz Manila June 12, 1985 36 Male
‘Gabriela Santos Manila March 9, 1993 26 Female
Josefa Gonzales December 4,1992 | 27 Female

2. There are table styles ready to use if you do not have time to modify
each part. Browse other styles by expanding Table Styles. You will see a
preview when you point your mouse to the style.

File ~ Home Insert Design Layout References Mailings ~ Review ~View Help Design Layout O Search & Share 2 Comment ts
4 Header Row [ First Column Plain Tables 18 — THHIH
[ TotalRow [ Last Column = - Vpt—— < == A
Z== = | |shading | Border Borders Border
[ Banded Rows [] Banded Columns 255 = 2 Styles - & Pen Color - e
Table Style Options = ~

AutoSave (@ 0F) - -
& ] ] 168117118

11985 36 Male

31993 26 Female

sera, 1992 | 27 Female

7]
i3
13

New
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3. Ifyou feel like creating your own style, Borders can help you modify the
shading, width, and border style.

Table Toels

0
Niko Ochoa ",fx,

Review View Help Design Layout © Search
SIS T i E e 2
——_—_-—- Z|ZZ--Z ZZ-ZZZC —|= === § Shading Border 72 Borders Border
Styles - sk PN ColOT - - Painter
Table Styles Theme Colors ders (M
H EEN (] ]
L8 10020 84 68 -7 I B
STTHT
Standard Colors
1 ENEER
D No Color
W More Colors...
[ Names [ City Address [ Birthdht.. | o Gender
\ Juan dela Cruz | Manila | June 17, 1085 ™35 "ale

S0 1400 015 1 1680 17 1 1B | -

Let us try to insert pictures and other objects in our document.

[

INSERTING PICTURES AND OTHER OBJECTS IN WORD

In word processing, pictures, shapes, and charts can help you present
data more visually. You can insert pictures from your computer

or online.

1. To start, click the Insert tab and look for the Illustrations group. This
will help you insert objects in the document.

ILLUSTRATIONS GROUP
File Home Insert Design Layout References Mailings R
% Cover Page ~ Ec Pictures tg lcons E[I]Chart
D Blank Page P& Online Pictures €0 3D Models ~ &1 Screenshot -
L Table
= Page Break . rC'}Shapesv 22 SmartArt
Pages Tables Hlustrations
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Let us use a blank document to see each object and their usefulness.
For this lesson, you will only learn how to insert pictures, shapes, and charts.

Later on, you may explore on your own.

« v 1 > ThisPC > Pictures > cats v O Searchcats p

Organize +  New folder - o @

= This PC
¥ 3D Objects
[ Desktop

“ Documents
$ Downloads cat predicts deat  cat-in-blanket-wi  CKQDAFUKAEGS)  CKQDAWEVAAAT  CsupCTrUMAA29

h_featured,jpg dejpg Ripg ya4jpg -2jpg
0 HUAWEI P30 lite

D Music

=] Pictures 3 5 Q | R
LY 1 -
8 videos E_’,‘ L
Windows8_0S (¢ - — ye . v .
= - Cv5szuFWIAEWD Cv6FZKDUIAAUkg  Cv6FZKFUKAATTsf  CvawVORUMAAV CvawV2sUEAAS)

~- LENOVO (D) N_jog Qjpg Jpg 55Pjpg Oujpg
@ CD Drive (B) HiS v

File name: | Al Pictures (*emf*wmfi*jpgi*j v

Tools v Insert || Cancel

0l Insert Picture %

v

Insert Picture Window

3. To reduce the size of the picture,
select the picture and click any
of the sizing handles. Then, drag
it continuously until you reach
your desired size.

4. You may continue inserting more
pictures that is needed in your
document.

2. Click Pictures. A dialog box
will appear that will let you
locate a saved picture in your
computer. Once you have
selected a picture, click Insert.

Picture with Sizing Handles On (encircled)

the picture’s proportions.

TIP! Press and hold the Shift key while dragging to maintain

Next, let us try getting pictures online. This will only work if you are

connected to the internet.
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Document1 - Word

File Home

% Cover Page ~
D Blank Page
"ﬁ- Page Break

Pages

Insert Design Layout References Mailings Re
P Pictures v5 lcons dfichart
P& Online Pictures 3D Models ~ ,'35; Screenshot -
Table
. LD Shapes - = SmartArt
Tables Nustrations

AutoSave (@ off) -0 =

file  Home Insert Design Layout References

Mailings

oL

Review View Help

Format O Search

o= | @link = i), ™ beader«

[ Cover Page - Pl pictures 2 lcons

[ Blank Page

T Online Pictures

dlchat

Pages Tables|

AutoSave (@ 0f) “*
&
2

- Airplafie

2 Baseball
L

0
Animals

Celebratlon

Autumn Background

Books.

Bifthday Cake

Dog

There are thousands of pictures online, and these pictures are all
protected by copyright laws. Microsoft Word has the license to let you use
the pictures. In the picture above, categories are already available, but you
can still search by typing the keyword in the search bar.

5. For this activity, let us find images of dogs. Different pictures of dogs
will appear. Select the pictures you want then click Insert.
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o
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70081911001 A1 120 13001411500

16 4eA7e 1801

You can insert as many online pictures as you want on the same category

at the same time. Simply click all the desired pictures, click Insert, and

then adjust the pictures.

File  Home Insert Design Llayout References Mailings Review View Help O Search & Share (I Comments
[ Cover Page - Fpict A Alchan oo = | @ulink - =1 | Plueader- e i Bl Bre | Tl Equa
[ Blank Page X
Sngemeak |
e Online Pictures © e
Pages = ) &
Search Bin
Autosave @D [ Y B
Powered by |» Bing
B
o & @ Creative Commons only
- You are responsible for respecting others' rights, including copyright. Learn more here
T FIOTE——TSeTT DS T2 O RETETeTTees ey ——Rew TRy T TS oS
X o . | LOFind -~
5 Caitr Gody) -[11_-| A" K| Aa- Ao (A A 8109 naswceod| assbccod AaBbC( AsBbcet AQ B assocco assoccod cmceod || Gy g &
0 -l | ¢
Pﬁf‘e e BIU-»x ¥ A-2-A-HO E & - 1Normal | 1No Spac.. Heading1 Heading 2 Title. Subtitle  Subtle Em... Emphasis || | N\ Gelect~ D'Cfa‘e
Cipboard = Font 5 5 Styes nl Edting Voice | A
Autosave @ o) [ O - 1) =
s RN E T BN RE EOR TNRE TR TR AN R INRE ST ON R SRR IR R R Ry, ) g
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Inserting pictures may be easy, but putting them in a desired position
may give you a hard time. You can always modify its position so that pictures,
other objects, and texts can go along with one another.

7. Select the picture you want to modify; a Picture Format tab will appear.
Click Wrap Text and choose Tight. Do the same for the other pictures.

Drawing Tools Picture Tools Niko Ochoa ";a,
Format Format £ Search 3 Share I Comments
[ — L2 Picture Border - F‘ P05|tion' O ) Z TJHeight[437 m
o~ —~ - @Picture Effects = =l =~ Wrap Text [@Selectiur Pane ’ZRDtate' -
- Alt Crop =34 a0
* | 8 1o | B2 1n Line with Text Y Fwidth: 603 cm
cture Styles 1| Accessibiit]| | = Square Size Gl
A Tight
E Through
S50 61 70 Bo1 9.1 1001 1101 1200 13 0 e 1
n Top and Bottom
= Behind Text
i In Front of Text
~
@ More Layout Options...

file Home Insert Design Layout References Mailngs ~ Review View Help O Search & Share 43 Comments
i c A a g LFind
Calibri Body) -|11 < A" A" Aa- A 4 [A] = 21 9| asBbceDd| AaBbceDd AaBDC( AaBbCcE AQ B nasbced Aasbeedd AcBbCedd s L]J
o] g
BIU-»x2|A-2-A-HO | B = Thomal | TNoSpac.. Heading Heading2  Tile  Subtile  SubtleEm.. Emphasis v | N sopect- | DR
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Pictures are now ready to be positioned anywhere. There are more
options on how the picture will be wrapped in the text.

When a document has a text, you can use the Position command to
position the text to the center, left, right, bottom, or in line with the text.

file  Home Insert Design Layout References Mailings Review View Help O Search % Share 2 Comments
X ~ A Po = we AL q Find D

O, Aral 05 - A A Aa- Ao [A S R4l AaBbCcDd| AaBbCcDd ABLC( AaBbCcE AQ B Aesbced aabcepd  aaBbecod Srepee | D

&
Paste 2 = ) Dictate
- - - = - . 1 Normal | 1No Spac.. Heading1 Heading 2 Title Subtitle Subtle Em.. Emphasis 5 .

- Sfomatpainter | B 1 U - x XA A-E® | E & - H P 9 9 I select N

Clipboard & Font & paragraph & Styles 5l Edting Voice ~

AutoSave (@ o) V- -
L

[ R ENRE ENRE TYRE TYRE SNRY ERE NN THRE B TN R R R TR TRy,

B An apple is a sweet, edible fruit produced by an apple tree. Apple trees are
B ' e cultivated worldwide and are the most widely grown species in the

B genus Malus. Th tree originated in Central Asia, where its wild
_ 4 ancestor, Malus sieversi is stil found today.

N |

" |

8. To position the text and picture, click the picture then select the Picture
Format tab and choose Position. A preview will be displayed upon
pointing the mouse to different text-wrapping positions.

Document1 - Word awin Niko Ochoa 73

Layout  References  Mailings  Review View Help Format Format £ Search 15 Share 1 Comments

= Compress Pictures 2 picture Border W. Position [Fysend Backward ~ I Group - E[ ITHeighe[s18cm
- &3 = |= E == 2= == - @ Picture Effects - =1 || in Line wi Pane  CARotate~ - ) .
B!

Alt Crop = B
P Blwidth: 533 em

£ Reset Picture - Text —] -
I~
Picture Styles | Accessibility — size mloA

With Text Wrapping

wz-wlngnlwzwawn)wswE-w7|E|9w10w11\12\13\14

An apple is a sweet, edible
fruit produced by an apple
tree. Apple trees are
cultivated worldwide and
are the most widely grown
species in the genus Malus.
The tree originated in

R Central Asia, where its wild
ancestor, Malus sieversii, is still found today.
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INSERTING SHAPES AND CHARTS

1. To insert other objects such as shapes and charts, the same procedure will
be applied, but this time, you will select Shapes or Chart in the Illustrations

group.
File Home Insert Design Layout  References Mailings Rey
|E:°| Cover Page ~ P Pictures ':5 Icons d]]Cha
1 E& Online Pictures (D 3D Models -~ &1Screl§3hot'
17 Table
= _ %Sha;@- 2= SmartArt
Pages Tables lllustrations
AutoSave -1 =
L 211 E I

in a document.

Shapes are useful when you want to show diagrams or floor plans

2. Choose your desired shapes and start dragging the mouse to draw
the object. You can modity it by changing the color of the outline or the

fill color of the shape through the Shape Format tab.

P search

AutoSave (@ o) D9 -V R -

File Home Insert Design Layout References  Mailings Review  View  Help OFFICE REMOTE Shape Format
mNN\OoO- &~ pa— . (] & Shape Fill f_: . % 14 Tex = = R [Ty Send Backward ~ [g] Tsmen -
ALLe J 6~ ‘ A | Abc L | - | 2 shape Outline v & A 5 Align Text ~ = A W Selection Pane 241~
= [ = =} = B
e { }%fE %| @ shape Effects ~ A- | @ Tet | ChBring Forward ~ [E5 Align ~ S70em
Insert Shapes Shape Styles 15| Wordart Styles Text Accessibility Amange Size
|-Z-v>l\l<g-- [N RS FURE FRRE DURY SURE RNIE TR I L DS SRSt B ORI L, - F T
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3. Objects in a document can be duplicated.
Let us duplicate the rectangle and paste
it beside the first shape. Select the shape;
press Ctrl+C, which is the shortcut key for
copy; and then press Ctrl+V, which is the
shortcut key for paste. Or right-click the
shape, select copy, click anywhere, right-
click again, and choose Paste Options.

& &F

Style Fill  Outline

& Cut

[ copy
ﬁ'j Paste Options: @
B (=

Add Text

(X, EditPoints

Numerical data can also be presented in
a document through a chart. When you insert

[y Shapes - 32 SmartArt

Recently Used Shapes
EEN\\NOCOALL={
Ge{

Lines
NNNLLL2ez2 2 \BE

Rectangles
OoOLotoOoaOo

Basic Shapes
EABEOANOAOOOOE®
OeGOJUOrLy7 00
HOALHOORILGCA
N0 ()

Block Arrows
DA letPrLrRad
CovnmD DN
cen

Equation Shapes
rT=R=S

Flowchart
Oo<o/OUdooavy
OUAdMl®e Xo AVAD
Qe 0o

Stars and Banners
e 2 < ve X2 v O 6 IR R I
2R Rk w8 [ L [0

Callouts
4 @ ) 5:3 A0 O AT AT T AT AT
&1 A0 A0 g0
EA New Drawing Canvas

Shapes Menu

a chart, a spreadsheet program will appear to input the numbers.

Fle  Home  In: Design  layout  References  Mailngs  Review  View  Help  OFFICE REMOTE

& Share J Comments

3 Pictures 5 Icons. Insert Chart
Pd Online Pictures €7 3D Model i G
%) Shapes ~ T SmartArt

[ Cover Page ~
[™ Blank Page
‘5 Page Break

Insert
Table

Pages. lllustratiof
ooy OO Templates

Clustered Column

ar .

ea .
XV (Scatter) : II II III I
3 St e e ==

A oo [HllinR A7 o et 03 5

TT Equation ~
() symbol ~

El~ &~
A
25
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File Home Insert Design L T & Share 2 Comments
(I | W ’ ﬁ. P dE 0
= hbull _ %

Add Chart Quick Change | Wl I:‘,:' ] i!\ |_i\ elfit Edit Ref Change
Element~ Layout~ | Colors~ Dafp Data~ Dat Chart Type

Chart Layouts 4 [ | | I ofta Type ~

[ B Series1 |series2 _ Series3 B R R
Category 1 :: 2.4

i |category 2 X a4
] |Category 3 A 18
2 Category 4 . 2.8
B Chart Title
2 i

Any changes in the contents will show in the chart because they are
connected. Then, click Close to close the program.

Word processors are very flexible because of its wide variety of
formatting commands that can modify and personalize your documents.
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e | SHARPENING YOUR SKILLS

Directions: Apply what you have learned in formatting a document by producing
the output below. Save your work as lastname_formatting.docx.

|-Z-I-1-|-E-I-l-l-l-l-]-l-‘t-l-s-\-G-I-T-I-Ii-\-‘J-\-1Il-\-11-\-11-\-13-\-14-|-15-|‘16-&-l7-|-18-|‘13

THE DIFFERENT KINDS OF FRUITS

An apple is a sweet, edible fruit produced by an apple tree. Apple trees are
cultivated worldwide and are the most widely grown species in the genus
Malus. The tree originated in Central Asia, where its wild ancestor, Malus
severs, is still found today.

f

Abanana is an edible fruit — botanically a berry — produced by several kinds
of large herbaceous flowering plants in the genus Musa_ In some countries,
bananas used for cooking may be called "plantains”, distinguishing them
from dessert bananas.

The orange is the fruit of the citrus species Citrus ¥ sinensis in the family
Rutaceae, native to China. It is also called sweet orange, to distinguish it
from the related Citrus x aurantium, referred to as bitter orange. |

A mango is a juicy stone fruit produced from numerous species of tropical
trees belonging to the flowering plant genus Mangifera, cultivated mostly
for their edible fruit. Most of these species are found in nature as wild
mangoes.
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" TREADING THE ROAD TO MASTERY

Directions: Make a two-paragraph essay about yourself in Microsoft Word using
the following format:

60

Font size — 12 pt for the body and 16pt for the title
Font family - Arial
Alignment - Justify
Title — “All About Me” (before the paragraph)
Indent the first line of each paragraph
Spacing - 1.5
File name - lastname_aboutmyself
Example: santos_aboutmyself

NN R W=

Submit your work to your teacher for checking. You will be graded according
to the following criteria:

CRITERIA SCORE

Appropriateness of the format 50%
Content 25%
Organization of ideas 25%

TOTAL 100%

Formatting is important in making a document. A document needs
to be organized, clear, readable, and presentable before submitting,
sending, or printing it.
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LESSON 3
SETTING THE PATH

MAIL MERGING AND FINALIZING
A DOCUMENT

(
\
n
/

After this lesson, learners should be able to

@ demonstrate the process of mail merging; and

finalize a document using page setup,
@ headers and footers, spell-check, and printing
comman ds.
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TRYING THIS OUT

2

Directions: Think about this situation and write your answer on a separate sheet

of paper.

Suppose you are a Sangguniang Kabataan chairperson and your
barangay will be having a leadership training two weeks from now. As
the chairperson, how are you going to write letters to invite two hundred
youths in your barangay in the easiest way possible?

There are many ways to consider in dealing with letter sending. One
of which is mail merging. Do you have an idea about it?

In this lesson, you will know how to send documents like letters while
considering many people as recipients.
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UNDERSTANDING WHAT YOU DID

Mail merge is a feature in most data-processing applications that

enables users to send a similar letter or document to multiple recipients. It
connects a single form template with a data source that contains information
about the recipient’s name, address, and other predefined and supported
data.

Mail plays an important role in creating a word document and sending
it to the recipients with their personal information. The idea of mail merge
is to mail the same content but with different names and other information
without inputting them manually.

Mail merge is easy to use especially with the help of the “Step-by-Step
Mail Merge Wizard”
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PREPARING THE DOCUMENT TO BE MAIL MERGED

To begin, let us have an invitation letter as the document for mail merge.

OFFICE REMOTE

X A a a SFind ~ N3
[3 = Calbri o) ~[11 [ A" A" Aax | Rp | nasbcend| mssboooe AaBbCe aesbeet AQB T e &
3
Pasts 2 e Dictate | Sensitivi
5 e | BT Uos @ 2o A TNormal | TNoSpac.. Heading1 Heading2  Ttle (3| | | quere . iy
Clipboard ] Font Styles N Editing Voice Sensitivity -~
S . 0|
July 15, 2020
Good day!
1 am pleased to invite you to the upcoming leadership training for the youth entitled “Unleashing the
Sincerely yours,
Gabriella Reyes
Chairperson of Sangguniang Kabataan
Page1of1 105words [} English (Philippines) T Focus B - ] + 100%

Notice the big space between the date and the content of the letter. This
space will hold the individual name and greeting for each recipient.

SELECTING THE RECIPIENTS

Before mail merging, make sure you have the list of recipients. You
can create a database of recipients if you do not have an existing list in a
spreadsheet or email contacts.

File Home Insert Design Layout References Mailings Review

1. To create, click Select
5 =
Recipients in the - M B [

Japanese Envelopes Labels | Start Mai

N

1 Greetings ~ Merge -~ JRecipients ~
Mailings tab.
Create 5 Type a New List...
AutoSave -0 - Use an Existing List...
o A= Choose from Qutlock Contacts...
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Edit Highlight Address Greeting Insert Merge Preview | Finish &
Recipient List | Merge Fields Block Line Field ~ I.—?j‘*"i:"“tt Labels Results D’;hzil.'(l Errors Merge ~
rrge Write & Insert Fields | Preview Results Finish
|-2-|-1-|-§-|-7 1+ 16 - AT
New Address List ? X
July 15 Type recipient information in the table. To add more entries, click New Entry.
I Title v[FntName w | Last Name w | Company Name w | Address Line 1 w
T T e
Dl
Good ¢
lamp |, > Jing the
Leadel [ PP } [ find ‘ it. Aside
from tl Y e leader.
Delete Entry | | Customize Columns... | ok || cancel
Thisis . Please

do respond to this letter if you are interested to join.

2. Enter all the names of the recipients and other details you want to include,
such as home address. Press New Entry every time you will input a new
record. If done, click OK. The Save Address List box will appear, asking
for a file name for the database. Then, click Save.

4 (&) « Documents > My Data Sources v 0 /2 Search My Data Sources OFFICE REMOTE
Organize v New folder == o ABC E\ N
~ . 2l Find
0 This PC A Name Date modified Type i B Chec
~ 3D Objects No items match your search. Preview R
[ Desktop . 5.1 1001 11
Documents
4 Downloads
D Music
[&] Pictures
B videos
‘., Local Disk (C3)
«a New Volume (D: o T >
I File name: | Baranggay Mansanas| I VI
Save as type: | Microsoft Office Address Lists V‘
A Hide Folders Tools ~ [ Save ‘ Cancel ‘ rship training for the
T . =12, 2020 at the social

from the training there will b€ some resource speakers to talk about the
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3. If you want to add more people in the created database, you may click
Edit Recipients in the Mailings tab.

File Home

o [

Japanese
Greetings -

Insert  Design

=)

Envelopes Labels

Create

AutoSave (@ o) [H] ©O - @ -

Layout

=

Start Mail

Merge - Recipients { Recipient List

References  Mailings

= =2/
Select Edit

Start Mail Merge

Review  Vie

S

Insert
F

4. Then, select the database to be edited on the lower left corner and click

Edit and OK.

ert Design Layout References Mailings Review

* B B (P BRBD @

Mail  Select Edit gh
ge ¥ Recipients ¥ Recipient List | Mergd

--z---|-|~§

Start Mail Merge

ht _Address Greeting Insert Merge .~

Mail Merge Recipients

This is the list of recipients that will be used in your merge. Use the options below to add to or change your list.
Use the checkboxes to add or remove recipients from the merge. When your list is ready, click OK.

View Help OFFICE REMOTE

D; Rules ~
2% Match Fields

Ao ]éf]_}_‘, >Pi| Y

| Finish & |

? X

Baranggay Mansa... [JEgl M ol 2
Baranggay Mansa.. [V Cruz Susan 96 Ceb
Baranggay Mansa.. [¥ Alejandro Robert 5 Naga
Baranggay Mansa.. [¥ Ramos Jaime 13 Nag
Baranggay Mansa.. [V Delos Reyes Anna 10 Tacl
>
Data Source Refine recipient list

Baranagay Mansanas.mdb B8

41 sont..
%9 Find duplicates...
[} Find recipient...

[7 validate addresses...

Edit... &“_\ Refresh ]
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PREPARING THE DOCUMENT TO BE MAIL MERGED

1. Begin by going to the Mailings tab and choose Start Mail Merge. Select
the Step-by-Step Mail Merge Wizard in the drop-down menu. Data fields
can be inserted one by one,

but using special features in

WOI’d processors is a good File Home Insert Design Layout References Mailings Re
. . ; = = =
idea to save time and energy. M B =z B
Japanese Envelopes Labels | Start Mail Select
Greetings - Merge - Recipients -
. . Create @ Letters
2. A Mail Merge panel will be D=0+ |© et Messages
displayed on the right side . B Ensclopes..
f h ,d, . - E% Labels...
of the screen, guiding you in . B Dreciory
each Step. ,,, @ Normal Word Document

I@ Step-by-Step Mail Merge Wizard...

Step 1. Select Step-by-Step Mail Merge Wizard

Mail Merge ~ X

S Mail Me rge ¥ X

What type of document are you
warking on?

@) Letters

E-mail messages

Select starting document
Labels
EEE How do you want to set up your
o letters?
Send letters to a group of b
people. You can personalize the
letter that each person receives,
ot 1o o WEE the current document

N/
start from a template

Start from existing document

Use the current document

Start from the document shown

O here and use the Mail Merge
wizard to add recipient
S S—— information.
Mail Merge Wizard Panel Step 2. Select Use the Current Document
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3. Then, you will be asked to select
the recipients. In our example, the Mail Merge v X
Barangay Mansanas database was
already selected because it was Select recipients
created prior to the wizard. ®! Use an existing list

Select from Outlook contacts

4. Write the letter if you have not done
it yet. This step also allows adding
information or fields, such as the Use an existing list

Type a new list

address block and the greeting line. Currently, your recipients are
selected from:

If you click Address Block, a dialog [Office Address List] in "Baranggay P
box will appear with options on [ Select a different list...
what to include in address block.

I:'.g Edit recipient list...
Step 3. Select recipients

rge - Recipients - Recipient List Field ~ Block Line Field - - D Check for Errors Merge ~
start Mail Merge ‘Write & Insert Fields Preview Results Finish
R
B Insert Address Block ? X
specify address elements Preview
July 1
Insert recipient's name in this format: Here is a preview from your recipient ist:

Joshua 1 boM
Joshua Randall Jr.
Joshua Q. Randall Jr. John Manala

Mr. Josh Randall Jr. 12 Dagupan Street,
Mr. Josh Q. Randall Jr. Barangay Mansanas

Mr. Joshua Randall Jr. h Manila

Insert company name

Insert postal address:
() Never include the country/region in the address
O Always inclucle the country/region in the address

@ Only include the country/region if different than:

United Kingdom
Correct Problems

Format address according to the destination country/region If items in your address black are missing or out of arder, use Match Fields to
identify the correct address elements from your mailing list.
Good Match Fields...

Lead
from the training there will be some resource speakers to talk about their experiences as a youth leader.

This is a once in a lifetime opportunity for every aspiring youth leader in the city and in the country.

Please dn resnnnd tn this letter if vai are interested in ininine

5. An Address Block placeholder will appear after selecting the information
to be included.
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File Home Insert Design Layout  References  Mailings  Review  View  Help OFFICE REMOTE
= I; = LS [DRules~ <> ([ |DDI
N B R E B : g D | owe |ddE N
3 7 S, = % Match Fields - [EEl Find Recipient s
Envelopes Labels | Start Mail  Select Edit Highlight Address Greeting Insert Merge g Preview Finish &
Merge > Recipients v Recipient List | Merge Fields Block  Line Fildv |2 Updatelabels | Racys [ Check for Errars Merge ~
Create Start Mail Merge Write & Insert Fields Preview Results | Finish
i |_-.z.'-|r-1-|.-'g-. sdc0 200 03004 1 5y 61 T Boq 9.4 2001 114 120 1300 140 +15. 0 -16. ARERREE Y
- July 15, 2020
-5- —— ¢ AddressBlock)
Recipient List ‘ Merge Fields Block Line  Field~ L& Updatelabels | Regyits | [ Check for Errors ‘ Merge ~
rge ‘Write & Insert Fields Preview Results Finish
II--g'I tle g+ 2 s 3o 405y -6~|07'|'8~|~9'|'10-t-!1-|»12o|01.3~|~14<|'15'1-16-5\,1411'-|-18.-I-19
Insert Greeting Line ? X
July 15, 2020
Greeting line format:
«AddressBlock» lﬁ [Mr. Randall l
Greeting line for invalid recipient names:
IDear Sir or Madam,
Preview
Here is a preview from your recipient list:
Kals |
Dear Anna Delos Reyes, |
& day! Correct Problems
L If items in your greeting line are missing or out of order, use Match Fields
LI to identify the correct address elements from your mailing list.
| am pleased to invite you to the X ¥ 9 3
Leadership in Me" in our barang ]
from the training there will be sof [ox ] [ Cancel ‘
This is a once in a lifetime opportun every ngyo rin and in the country. Please

AutoSave ( [ L Document1 - Word

File Home Insert Design Layout References Mailings Review View Help OFFICE REMOTE

NB R R EZ| B Lioeh el i [

oy 3 5 z

25 Match Fields «alFi

Envelopes Labels | StartMail  Select Edit Highlight Address Greeting Insert Merge = | Preview [S1Find Recip

| Merge ~ Recipients  RecipientList | MergeFields Block Line Fidv (2 UpdateLabels | Recup [> Check for

Create | Start Mail Merge Write & Insert Fields | Preview Result:

L I-ZII-.-III-E-I-1‘|-2-1A3-|-4-|-5-|-6-|-7‘| O O RCE ICRREE [ KRURES § OIS P XS & TS L XN

&

. July 15, 2020

el «AddressBlock»

z «Greetingline» g———

-

Good day!
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6. You can preview how the letter will look like in each recipient by clicking
the next step in the wizard.

AutoSave (@ o) 3~ U [% = Document1 - Word p Search
File Home Insert Design Layout References Mailings Review View Help OFFICE REMOTE
S BR 8 B e [l B
€ | | =R A = = —= ==1 2% Match Field = ipi it
- S ST z £ Match Fields 2 @Fmd Recipient .
Envelopes Labels | Start Mail  Select Edit Highlight Address Greeting Insert Merge Preview Finish &
Merge ~ Recipients v Recipient List | Merge Fields Block  Line Field ~ Results | [ Check for Errors Merge ~
Create Start Mail Merge Write & Insert Fields Preview Results Finish
L "2"'!"'&"“ ©2.1 3.0 4t B Bt 70 B o9 g 40 q dle 1 02t B30 0 e - 151 16 AedTe 18
e July 15, 2020
2 Anna Delos Reyes
a 10 Tacloban St., Brgy. Mansanas
- Manila
-
v} Dear Anna Delos Reyes,
2 Good day!
7. You may see the preview from

different recipients by clicking
the arrows on the wizard.

The last step in this process is to
complete the merge, prepare it
for printing, and send it to the
intended recipients. Click Print
to start printing all the letters.

You may print all the records or
choose pages to be printed.
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Preview your letters

Cne of the merged letters is
previewed here. To preview
another letter, click one of the
fcllcwing:

Recipient: 1

JO Find a recipient...

Step 7. Preview your letters
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Document1 - Worc

£ Search 3 Share 1 Comments
) ne e || B
= = I=E] oy - %
% Match Fields zla ini
ress Greeting Insert Merge [E Preview @Fmd Eesleen Finish &
bck  Line Field - Results DCheck for Errors Merge ~
ite & Insert Fields Preview Results Finish ~

7 1 8.0 9.0 101 -11- 0 1240 +130 0 1400 - 1500 ‘lﬁ‘h-lT 1181 19

Mail Merge ~ %

Complete the merge

Mail Merge is ready to produce
your letters,

To personalize your letters, click
"Edit Individual Letters.” This will
open a new document with your
merged letters. To make
changes to all the letters, switch
©£IE back to the original document.

Merge to Printer ? X

Print records

O Current record

Merge
O From: To:

QE, Print...

Cancel ED Edit individual letters...

Step 8. Complete the merge

Have you learned how to send a one-page document to many
recipients? It is easy and fast to perform tasks such as mail merging.
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FINALIZING A DOCUMENT

Finalizing a word document is essential before sending or printing the

file. Below are the things to remember in finalizing a word document.

Let us begin with page setup.

Here, you will find
the margins, paper
size, and document

orientation tools,
among others.

PAGE SETUP GROUP

File Home Insert Design Layout References

I 0 B[ E e

12 Line Numbers -
Text Margins Orientation Size Columns . )
Direction~ - - S - bc Hyphenation ~

Page Setup Fa

A DB

3 Line Nun]
Margins Orientation Size Columns
bc Hyphend

Last Custom Setting
Top: 1.27 cm  Bottom:3.18 cm
b
( !!! Left: 127 cm Right 1.27cm

Normal
Top: 254cm  Bottom:2.54 cm
Left: 254cm  Right 2.54cm

Narrow
Top: 1.27cm  Bottom:1.27 cm
Left: 127 ecm Right 127 cm

Moderate

Top: 254cm  Bottom:2.54 cm
Left: 191em Right 1.91cm
Wide

Top: 254cm Bottom:2.54 cm
Left: 508 cm Right: 508cm

Mirrored
Top: 254cm Bottom:2.54 cm
Inside: 318 cm  Outside:2.54 cm

Office 2003 Default
Top: 254cm  Bottom:2.54 cm
Left: 3.18cm Rightt 3.18cm

Custom Margins...

Margins Tool Menu

DIGITAL APPLICATIONS

1. Margins help define where a line of text begins
and ends. The normal margin, or the default, has
a margin of 1 inch or 2.54 cm on all sides. You
can change this depending on the required
margin.

2. To check the

orientation of the Ijﬁ} IB

document, click Orientation Size 4

Orientation and . .
choose between
portrait, which is D Portrait
the default, or
landscape.

3 Landscape

Orientation Tool Menu
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]E I:I = Breaks - 3. The next thing you should check is the paper size.

I Line Num} In the Size menu, there are different paper sizes,
Size Columns

- bc Hyphenati with Letter, Legal, and A4 as the most commonly

Letter used sizes.
21.59 cm x 27.94 cm

Tabloid
2794 cm x 43.18 cm

Letter size, which is equivalent to a short bond
paper, has a measurement of 8.5 x 11 inches. On

0 P

Legal
2159 cm x 35.56 cm the other hand, Legal size has a measurement of
Statement 8.5 x 14 inches, although this is not available in

13.97 cm x 21.59 cm

recuti some countries. Some use 8.5 x 13 inches, which
Xecutive

D 18.42 cm x 26,67 cm has the same dimensions as a long bond paper.
I:l f‘j?mxpm A4 size is used mainly in government-related
7 M ) official documents.

21 cm x 29.7 cm
O & . INSERTING AND DELETING

B4 (JIS) PAGE BREAKS IN A DOCUMENT

257 cm x 364 cm

B5 (JIS) Word automatically adds page breaks when
18.2 cm x 25.7 cm

there is more content that can fit on one page, but

More Paper Sizes...

sometimes you will want to add a break somewhere
Size Tool Menu else, for example, if you are creating a new section
in a long document or more space around an image or a chart. Page breaks

work when you want to use another page to put other words or images.
To insert a page break in a document, follow the following steps:

1. Place your cursor where you want to create a page break. For example,
the rest of the paragraphs needs to be in another page.

2. Then select the Layout tab, click Breaks, and then click Page. You will
notice the succeeding paragraphs will be placed in a new page.

3. To remove a page break, place the cursor where the page break was
done then press the Del key.
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Video provides a powerful way to help you prove your point. When you click Online Video, you can past
in the embed code for the video you want to add. You can also type a keyword to search online for the
video that best fits your document.

To make your document look professionally produced, Word provides header, footer, cover page, and
text box designs that complement each other. For example, you can add a matching cover page, header,
and sidebar. Click Insert and then choose the elements you want from the different galleries.

Themes and styles also keep your document coordinated. When you click Design and choose a new
Theme, the pictures, charts, and SmartArt graphics change to match your new theme. When you apply
styles, your headings change to match the new theme.

Save time in Word with new buttons that show up where you need them. To change the way a picture
fits in your document, click it and a button for layout options appears next to it. When you work on a
table, click where you want to add a row or a column, and then click the plus sign.

Reading is easier, too, in the new Reading view. You can collapse parts of the document and focus on

Step 1

< Document1 - Wo O Search

File Home Insert Design Layout References Mailings Review View Help A
llA @ [b' IE = Breaks v Indent Spacing
0 o | —
Text Margins Orientation Size Cplumns Page Breaks PP hd
Direction v N N N N Page B pt .
Page Setup ’|_| Mark the point at which one page ends N
and the next page begins. :g
— Column
EI_)E Indicate that the text following the column

Step 2

P search
File  Home Insert Design Layout References  Mailings  Review  View  Help  Acrobat % Share (2 Comments ©
HA IE DD [B = Breaks v Indent Spacing 5 ) ; E’& [ Aiign ¥
= 3% Une Numbers ¥ | 3= Lefe 0em Shefore: O0pt ' B
Text  Margins Orientation Size Columns *,_ = o Selection
Direction~  + o v~ b Hyphenationv | =gigh ocm Zafler ept L Pane A1
Page Setup 5 Paragraph [ Anange ~
|
-
iy
and sdebar. fitsin your
v,
Page2of2 237words [0 English (United Kingdom) Dirocss B B -t + es%

Page Break in Action
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PLACING HEADERS AND FOOTERS

The Header and Footer group can be found on the Insert tab.

HEADER ¢& FOOTER GROUP

Insert Design Layout References Mailings Review View Help 0O Search
3 Pictures 3 Icons Chart T @link ~ Header ~
E E < EI;D EEI_ EﬁGe{Add—ms W H @ ﬂ:l B
P& Online Pictures €2 3D Models ~ @i Screenshot - D Bookmark. @ Footer -
Table Document - Wikipedia | Online Comment
- I® shapes - T& SmartArt \tem &My Add-ins - video [ Cross-reference [# Page Number -
Tables Illustrations Tap Add-ins Media Links Commen ts Header & Footer

1. To add text or graphics to the top or bottom of the pages in your document,
add a header or footer. Changes made in the header and footer will appear
on every page of your document.

2. Select one of the Header or Footer templates from the options that appear.

@ More Headers from Office.com
B Edit Header
ﬁ Remove Header

Y

@ More Footers from Office.com
@ Edit Footer

[:E{ Remove Footer
.

. i A
[ Header - & A - [& - | TUequation - @ Footer ~ , l’f—‘l 4 © @ () symbol -
Built-in - Built-in -
Blank Blank
[Type here]
[Type here]
M
Blank (Three Columns) Y Blank (Three Columns) L
E !
IType here] [Fype here] [Typehere] o
s
e [Ty here] [Type here] [Tyre here]
o]
5 i
Austin i Austin 1‘
g
I
f— ‘ ] :
i
Banded D Banded
=
Facet (Even Page) Facet (Even Page)
v -
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3. When one template has been selected, it will appear in your document.
4. To change the header or footer, simply select Header or Footer again and
choose a different template.

Fle  Home Insert Design Layout References Mailings ~ Review View  Help Design £ search

NDD D EmEg 0 |
> =] ENext [] Different Odd & Even Pages | [
Page | Date & Document Quick Pictures Online Goto Close Header
[ show Document Text oter

Header Footer
- - Number- | Time Info- Parts~ Pictures Footer

Header & Foot nsert Navigation Options

ter
AutoSave (& OfF V- =

Header
s ited Ki EHEH B 1 +
Footer

5. To get back into the body of your document, double-click in the body of
your document or select Close Header and Footer.

CUSTOMIZING HEADERS AND FOOTERS

In customizing headers and footers, there are three common elements
that people usually include. One is inserting a picture, such as a company
logo, name of the company, and other details. Some people add a date or set
the header and footer so that they are not seen in the first page.

1. To customize your header or footer, double-click on the header or footer
of the document to activate them and display the Header & Footer tab.

Mailings ~ Review ~ View  Help  Acrobat  Header & Footer 12 Sh: ©)
E [@ previous Different First Page 5 Header from Top: 125¢cm -
ElNext Different Odd & Even Pages | 2 Footer from Bottom: 1.25cm 5| |
Go Close Header
et | Show Document Text Bl insertal land Footer

oooooo
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2. To add a picture, click on the = Eloren
= =
header or footer where you by A e ot ENen
. Time Info~  Parts Footer
want to add the picture.
Insert Navigation
3. Select Pictures in the Insert Pe ) o
group of the Header ¢ Footer From File o
b Insert pictures from your computer
ta . or from other computers that
. . you're connected to.
4. Select a picture and click Insert.
T+ « Windows8_OS (C:) > Users > Nichol > Pictures > cats ~ 0 | Searchcats el P Search
SRS New folder = - o EHeaderfmm Top: | 1.27 cm
N LY Py N lages EFDDtE[ﬁDm Bottom: 1.27 ¢
@ OneDrive [ ﬂ Insert Alignment Tab
W This PC A" m ? w v 5 g Position
¥ 3D Objects ‘ ¥ B - o
[H Desktop : = IR RN (IR S EXNR S E PR
Documents maxresdefaultjp r3125fCB.jpg tumblr_ljtzd7iDlz tumblr_mbw68d1 xfxqi80Y,jpg
g 1gi2nb901_500, 6ll1gav7emol_4
¥ Downloads pg 00jpg
0 HuAWEI P30 lite AR
&= Pictures
E\lideus B
'« Windows8_0S (C you-cant-sit-with
IENavo My ¥ -us.png w [T
File name: “ V‘ All Pictures (*.emf*wmf*jpg;*j ~
Tools - Cancel
. N\
~

5. Resize the picture by selecting it and dragging the sizing handle.
6. To add the date, click on the header or footer where you want to add it.
7. Select Date ¢ Time in the Insert group of the Header ¢ Footer tab.

File Home Insert Design Layout References Mailings Review View Help

s d| = E 3 Rg =

Header Footer Page Date & Pocument Quick Pictures Online Goto ENEH

= - Number~ Time Info~ Parts~ Pictures Footer
Header & Footer Insert MNavigation
AutoSave -0 =
L/
L Insert Date and Time e SRR S R A
Quickly add the current date or

- time.
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8. Select the date format of your choice and click OK.

Date and Time ? x

Available formats: Language:

English (United Kingdom) | >

29/04/20
2020-04-29
29-Apr-20
209.04,2020

29 Apr, 20

April 20

Apr-20

29/04/2020 03:30
29/04/2020 03:30:04
3:30 AM

3:30:04 AM

0330

03:30:04

|:| Use full width characters
L] Update automatically

Set As Default Cancel

N/

Wednesday, 29 April 2020

9. To set the header and footer Different First Page
such that they do not show on
the first page, check Different
First Page in the Options group
of the Header ¢ Footer tab. Options

|| Different Odd & Even Pages
Show Document Text
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ADDING PAGE NUMBERS

Page numbers serve as a guide for a document with more than one
page. This is mainly used in research papers, articles, reaction papers,
reflection papers, and others.

You can insert page numbers either in the header or footer, but it is
more commonly inserted at the footer. In the previous steps, there are styles
that are ready to use, but there are also customizable options.

1. Letusadd a page number at the footer of the document. Double-click
the footer of the document.

O e
2. Click Page Number in the Fle' Home Insert Design Layou
Header ¢ Footer group. D D = = E
3. Choose Bottom of Page then _© —x U
Header Footer| Page Date & Document Qi
select your desired option. Let -~ Number~ | Time Info- Pa
us use Plain Number 3 for our Header & F ™ Top of Page oS
lesson. AutoSave @ @ Bottom of Page 4
L Page Margins @ v F
p.s:::::mhm . = @ Current Position 4

rmat Page Numbers.

Bﬂ’ Format Page Numbers...

o
G
<&

emove Page Numbers

12

Plain Number 2

EE'( Remove Page Numbers

pan e Top: Header & Footer Group then Page

Number Menu; Left: Bottom of Page
e Menu

Accent Bar 1

Accent Bar 2
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El R [l + oo

4. Once it is selected, you can change the font and font size of the page
numbers. Simply highlight the page number then click the Insert tab
and choose the Font group. The succeeding pages will automatically
insert the corresponding page number.

CHECKING SPELLING AND GRAMMAR

Word processors such as Microsoft Word have a feature to check your
document for spelling and grammar mistakes. Let us follow this step-by-step
guide to learn how to use it.

1. To correct, just right click on the word and then choose the suggested
correction.

Font [F] Paragraph [F] Styles 5] Editing

n-1-.v1v|v(ﬂw-1§\‘z~|-3‘-~4-|-5-\-5-.‘7-|-a---9-y‘m-wn---u-\‘Ls‘y-1-»-15-.-Ls‘lg\,vlrv.vu-u-ns

Vid¢ provides a powerful way to help you prove your point. When you click Online Video, you
¢ Spelling > Video dd. You can also type a keyword to search online
L ) > ir document look professionally produced, Word
Audiovisual, Videocassette, E
s that complement each other. For example, you

Mo Vide 5
b [Ne reference information]
B Paste Options: nt from the different galleries. Themes and styles
: poons Add to Dictionary | . ;
ick Design and choose a new Theme, the pictures,
[% ﬁg Ignore All w theme. When you apply styles, your headings

sith new buttons that show up where you need
S0 Smart Lookup [ seeMore

'a"”,. Tranglate
@ Link >

w New Comment

2. If many words in the document need to be corrected, click Check
Document in the Review tab.
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AutoSave (@ off) 1)., (5’ Eé — Document! - Word

File Home Insert Design Layout References Mailings View

Thesaurus

'\';‘cneckoocumm\@l A,) I} 5§ A?f "lf:| “V:Jj
New

g Read Check Translate Language Delet

=123 Word Count Aloud | Accessibility v v Comment (3 Show Comm
Proofing Speech Accessibility Language Comments

L |02-|o]n|.g.|.1’?..2...3...4...5...5

The Check Document menu will look for spelling and grammar errors
starting from the location of your cursor in the document. An Editor
pane will appear on the right side.

AutSave @00) [ D~ 1) B =

File  Home  Insert  Design  Layout  References  Mailings  Review View  Help  OFFICE REMOTE ¥ Share % Comments
#¢ Check Document A)} D [ T L/_[ a By Simple Markup - Elﬁ B~ E—] O ['\ ﬂ b
d | am A i . P & ’ Bl LE| B
Thesaurus sa ow Markup 2 ;)
= Read Check Translate Language New Tracl Accept Compare % Restrict | Hide | Resume | Linked
5 Word Count Aloud | Accessibility - ~ Commen it [ show Comments | Changes ~ [ Reviewing Pane ~ - B - Editing | Ink Assistant | Motes
Proofing Speech | Accessibility Language Comments Tracking &l Changes Compare
R FROEE RTINS PEER TS PURY FUEE RERY PERE ENIY IR TE e O - ERS TR DR Chy. = ) )
Editor T X
n Review All Results 6 >
il Corrections 6
E Vidoe provides a powerful way to help you prove your point. When you click Online Video, you @ Spelling
& can paste in the embed code for the video you want to add. You can also type a keyword to search online
; for the video that best fits your document. To moke your document logk professionally produced, Word Grammar
A provides header, footer, cover page, and text box designs that complement each other. For example, you
2 can add a matching cover page, header, and sidebar.. 3
- Clck Insert and then choose the element you want from the different galleries. Themes and styles Refinements o
] also help keep your document coordinated. When you click Design and chuse a new Theme, the pictures,
b charts, and SmartArt graphics change to match your new theme. When you apply styles, your headings
3 change to match the new thteme. Save time in Word with new buttons that show up where you need Conciseness L4
i them. ~
] & Settings
Page 10f 4 149words [}  English (Philippines) 0 Focus m B - '] + 100%

Click on the corrections for spelling or grammar then follow the
suggestions. Do it until all the errors in the document are corrected.

\WORD PROGESSING
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TIP!

e Ifitis not an English word or the spelling is wrong, a
red underline will appear.

e If the line is blue with a double underline, the grammar
is incorrect.

PREVIEWING AND PRINTING A DOCUMENT

1. To print a document, check first if there is an installed printer and if
it is plugged properly.

2. Microsoft Word allows you to preview your document before printing.
If you press Ctrl+P or click the File tab and select Print, you will be
directed to the Print window where you can preview your document.

Document1 - Word Nikooo: @) © ® 7 Y 0 B

Printer

Micrsoft Pt 0 PDF
‘% Ready

Printer Properties

Wednessay, 29 prl 2020

Settings
]

4|1 Jof1 ) 63% =+ + €

3. Click the Printer menu to choose the printer you want to use, or which
printer is in a Ready status.
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Document - Word

Print
Ig] Copies: | 1

Print

Drinter

Microsoft Print to PDF
""3 Ready

Settings
Print All Pages
. The whole thing
Pages:

|_ Print One Sided
Only print on one side of the p...

q

4. To print the entire pages of the document, click Print. If you will print
a specific page, just type the page number on the Pages text box.

5. For the number of copies, select the Copies drop-down menu and
choose the number or you can just type the number of copies.

© Print
{n) Home

Ig] Copies:f | 1
D New

Print 3
= Open

Printer

Microsoft Print to PDF
{% Ready excerol
ut volu
Printer Properties acesti d
Settings bea co
magnal
Print All Pages . oo
The whole thing enda s

eperaty
I P I essimag

[G= Print One Sided

Do you think you are ready to use a word processor such as Microsoft
Word? If yes, excellent! You can always go back to this module and review the
steps here, or you may explore Microsoft Word and other word processors.

\WORD PROGESSING
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e | SHARPENING YOUR SKILLS

Directions. Write True if the statement is correct; otherwise, write False and
underline the word that makes the statement incorrect. Write your answers on
a separate sheet of paper.

1. Ctrl+Pr is the shortcut key for Print.
2. You can print selected pages in a document.
3. Aside from the page number, you can also insert dates in the header
or footer.
4. You can change the size of the paper at the Layout tab.
Only one copy of the document can be printed.
6. Microsoft Word has a feature to correct the spelling if the word turns
green.
7. The Header & Footer tab allows you to insert pictures.
8. Page numbers can only be seen at the footer section of the
document.
9. The Check Document command can check the spelling and
grammar of the whole document.
10. Headers and footers can be seen only in the first page.

o
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" TREADING THE ROAD TO MASTERY

Directions. Open the file on the last activity in Lesson 2 then do the following
to edit your file.

Print your essay in a short bond paper.
Margins should be normal.

Put your complete name on the footer
with right alignment.

Your name should be bold.

Submit the printed copy to your mobile
teacher.

CRITERIA SCORE

Appropriateness of the format 50%
Content 25%
Organization of ideas 25%
TOTAL 100%

Word processors are easy to use if you get yourself familiar with
it. It is convenient and efficient to use in editing and formatting
documents.
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DON'T FORGET

® Word processing is the term used to describe the
writing of letters, reports, and other documents using

a computer.

® Word processor is a software designed to make the
computer a useful electronic writing tool that can edit,
save, and print documents.

® There are different documents that can be made in
word processors, such as letters, reports, research
papers, invitation cards, and resumes.

e Templates are predesigned designs for any document
to be created.

e Documents are automatically saved as a DOCX.

e Documents can be saved as different file types, such as
word template, PDE, rich text, and web page.

e Formatting is the process of modifying specific parts
of the document, which will determine how the
document will look like when finalized and printed.

® Word processors offer a wide variety of formatting
commands.

e There are four alignments for paragraphs: align left,
center, align right, and justify.
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® Pictures can be inserted in a document. It can be from
the file of your computer or online when connected
to the internet.

® Mail merge is a feature in most data processors that
enables users to send the same letter or document to
multiple recipients.

® The header is a section of the document that appears
in the top margin, while the footer is a section of the

document that appears in the bottom margin.

e Headers and footers generally contain information
such as the page number, date, and document name.

® Documents should be organized, clear, readable, and
presentable.
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MODULE 2
EXPLORE MORE

To learn more about word processors, visit the following website:

Q https://edu.gcfglobal.org/en/word2016/
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REAGH THE TOP

Directions: Make your own resume and choose your desired template from
Microsoft Word. Insert your own picture and then print it. Submit your work
to your mobile teacher. You will be graded according to the following:

CRITERIA SCORE
Format and appearance 30%
Organization 25%
Content 25%
Overall 20%
TOTAL 100%
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PRE-ASSESSMENT

AR o .

G
I

M
A

¥ ® NS

10.
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11.
12.
13.
14.
15.

=z~ IO

LESSON 1: UNDERSTANDING WORD-PROCESSING
APPLICATIONS
SHARPENING YOUR SKILLS

Click File
Then click Save As
Remove the existing file name then input the new name

1.

AN

LESSON 3: MAIL MERGING AND
FINALIZING A DOCUMENT

23

Then select PDF as file format at the drop-down arrow
Click Save

SHARPENING YOUR SKILLS

6.
7.
8.
9.
10.

1.

AN

False
True
True
True
False
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False
True
False
True
False
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GLOSSARY

Alignment

Document

Footer

Header
Interface

Predesign

Template

Word Processing
Document

A linear pattern for a word processor that
determines right, center, or left.

A piece of written, printed, or electronic matter
that provides information or evidence or that
serves as an official record.

A group of words that can be seen on the bottom
part of each page consistently.

A group of words that can be seen on the upper
part of each page consistently.

A device or program enabling a user to
communicate with a computer.

To design beforehand.

A preset design for a document or file so that the
format does not have to be recreated each time
it is used.

A software to make a document eligible to be
printed.

\WORD PROGESSING
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