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E Microsoft Word g\

— y»3\Word :
Zloal dslaadl il (pasall dalea zew melin o8
Jary s alladl & Ylentil HSY HadlWord  dims ..., D saall
40 HLa & 5 g ezt A sen Yy 5 ¢Windows ?LL’:' Caal

MS Word is a word processor developed by Microsoft that is one of
the most widely used programmes in the Microsoft Office suite.

Word processing Is a programme that allows you to create letters,
reports, newsletters, tables, and web pages from letters, brochures,
and web pages. You can use this application programme to add

Images, tables, and charts to your documents. You also use a spell
checker and a grammar checker
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Word Interface
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£ G Insert Page Layout References Mailings Renew View
o ¢ S i i A Find *
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= A2 4
= L, AL v| &1 Y . T oS _ Cgfinge
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Word Interface

Quick Access Toolbar (QAT) o Title bar
fast-tutorials.com.docx - Word Brain Bell Q Eal
Layout References Mailings Vi View Help Q Tell me
e = = (e Fivs == 7 Hmmea e e e a)
Ribbon - | & & |Aa- | % B===: AaBbCcDc | AaBbCeDe AaBbC( o
S e — =N T [i— s
A~ . A~ .8l q T Mormal | TMNo Spac.. Heading 1 =0T
i z | Group
Clipboard =/ Fant | Paragraph r Styles s separator
L | R TR é I T e L B ) WL NI IR MCRNCIN. SRR B SN RO S O, line
Dialog box

4 launcher
~
- [4] | 4 .
Page 1of1 Owords [[2  English (United States) 5 3 = - i + 1109

o Statu's bar



Word Interface

Title bar o) sl day 4

Quick Access Toolbar (QAT) Current document name Your Microsoft account

fast-tutorials.com.docx - Word

Application name Ribbon Display Options

Quick Access Toolbar

Save button for saving the current document
Undo button for undoing your last action

e Customize Quick Access Toolbar

New

Repeat (or Redo) button for repeating your last action s o || I
A small arrow at the end of Quick Acces Toolbar for customizing the QAT amee ™™ E

Print Preview and Print

Ribbon <y ¢l : it

contains Tabs and Commands. Each tab contains groups of related commands. oy
Right-click on the Ribbon Ribbon : Touch/Mouse Mode

- = - Aore Commands...
P to customize it ; -
- how Below the Ribbon

(%]

fast-tutonals.com.docx - Word o

Insert Design Layout References ili i i D Tell me what you w:
J} Cut i - — — — — — | A
D B Add Group to Quick Access Toolbar Aa - | e = — i- E=S3= Zl T ARaBbCc
E Copy
Pafte bt B Customize the Ribbon... aby A - IEI === Ig - | Dy B 1 Morm
Clipboard Coltaeithe bilbon ] Paragraph ]
Word Options e ? * 8




Word Interface

Tabs are located underneath the
title bar. A tab is actually a
menu bar that organizes Word
features at the top of the
application’s interface

Tabs

Active Tab Tabs

Insert Design Layout References Mailings Review View
B Cover Page ~ o . [ Shapes ~ 5 SmartArt B Get Add-ins W
[ Blank Page =5 b %} Icons i I Chart Wik
able ictures \ Line « Wikipedia
= Page Break v = @ 3D Models ~ &, Screenshot ~ 3 by AW

Pages l Tables | Illustrations l Add-ins

Command groups
separated by light lines

Features of MS Word

Home Insert ] Design
Page Layout

|




Word Interface

Commands Groups

Each tab is arranged into sections known as groups to organize related commands.
When you click a tab, you can see many command groups separated by light lines that
define boxes around groups of icons.

Active Tab Tabs

B o -

File Home Design Layout References Mailings Review View

LS > r") 5 P
B Cover Page D &' Shapes [=] SmartArt B Get Add-ins W

D Blank Page 'ﬁ lcons i I Chart
Table Pictures I . Wikipedia
= Page Break - 2 @ 3D Models ~ g, Screenshot ~ 9 My Add-ins

Pages l Tables | Illustrations l Add-ins ]

Command groups
separated by light lines

Status bar 4l Ly

The status bar is located at the bottom of the Word. It Displays document information
about the current document.

Page wWord View
Number Count Language Shortcuts Zoom Slider
| | - — —-
Page 1of 1 Owords L2 English (United States) 231 E S = B - ] + 110% |
v L} L}
Spelling and Macro Zoom

Grammar Check Recording O



Accueil s ) dadial) ) gaf A gana

(press papier)ikilall de soas Clipboard
1 Cut =8

The Cut command (Ctrl+X) cuts the selection and keeps it in the clipboar il =TI
2 COpy G‘-“-’ File Home Insert

The Copy command (Ctrl+C) copies the selection to the clipboard. 0

;X Cut

. [ Vo et
3 Paste ! oacre EB Copy

> ¥ Format Painter =

The Paste command (Ctrl+V) pastes the contents from the clipboard to Zo
ipboar

Y

Yy

where you want them.
4 Format Painter (3wl geus

This command allows you to copy multiple formats from selected text to another, instead

of repeating the formatting manually over and over.

(a)Fom\(b) Font Si{ (c) Gro/w Font (d) Shrink Font
N N "4
® Bold\ Calibri (Body)~|11 ~ A A Aa~ A (e) Change Case
=\ 2 A aty A
: Br]g'abcx:x N\~ ¥ ~ v
(h)ltalic / (f) Clear All Formatting
/ Font
. . ¢ . L T
(i) Underline (k) Subscript  (I) Superscript (o) Font Color
(j) Strikethrough (m) Text Effects and Typography (n) Text Highlight Color

11



Accueil (Font - police kil ds gans)

Home
m 00
A font defines the appearance

Callhrll[End],.r] - A A Aa~ %r—e

©—::u. ahe X, _!'g A -
Hame Insert Design Layout References
“ | [catibn 1 | A A Aa- | b | F“” I E‘_G
| e -A 00 06 66 00
~

of your text.

Calibri
B calibri Light | 2 Font size
Calitornian FB to choose a size for the selected text.
Calisto MT
P T - Insert Design Layout References
5 Change Case | |calibi Body) -]l | A A7 A2~
Keyboard shortcut: Shift + F3 Sleru-42° |latw.a.
\o u i -
Home Insert Design Layout References Y 10 5
| s - 11 1 :
(Calibri (Body)  ~|[11 " |[AEE] % | = = 12

Smaller A icon

Font size 14
B I U ~ abe x, X* Ui b ::0 drop-down 16 to decrease the
lowercase menu font size
2 | ', UPPERCASE B Bi Ai
I—— == - 20 igger A icon
Capitalize Each Word -o 22 to increase the
tOGGLE cASE _e 24 font size
26 12
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sl 1T

6 Clear All Formatting o— Calibri (Body) - A A lAa- | R —e
Home Insert Design Layout References
/ T 2 ol al‘ ol ol
- ¢ cposin| @ abe x. Z- A

1] e [
oomk@@@@ ®

|Callbr| (Body)

-

~

N Font
Clear All .
Formatting , OA _ Aa N 7 BOId, 8 Ita“C, 9 Under“ne
11 Subscript, 12 Superscript PR Azoa Keyboard shortcuts:
Home Insert Design Layout References | R BOId: (?trl-l-B
pe o R Underline: Ctrl+U
|Calibri (Body)  ~|[11 ~| A" A" A2~ | e B : -
- e 2 i Double underline: Ctrl+Shift+D
¥ U ~asgx. X| N~ Z~ A~
Morebindesfines.. Home Insert Design Layout References
i = Font (Y] D Underdine Calor ’
: ré ' ',' T T I < |Calibri Body)  ~[11 ~| A" A" A2~ A
2 2: _ ~ BIgvx;x’Avfszv
A Y =4 10 Strikethrough - s .
C12H:011 The Strikethrough command =~~~ © |
draws a line through the text Yottt Sl S



Accueil (Font police bill is gasa)

m °
13 Text Effects and Typography 9

- Aa ot .IE' A —
Home Insert Design Layout References Callhrl I::E':”j}":l A A * o
Calibri Body)  ~|[11 | A" A" A2~ 4 | o—‘ B EIEI-E X, X° v i v ﬂ v
\.I Qvabexzx*?ZvAv
A A Ag Ea
A A 14 Text Highlight Color 15 Font Color
A A A 14 TO Change Home Insert Design Layout References
T o your text color ‘ :
S e Calibri (Body) ~[[11 ~| A" A" Aa~ A | *
A shadow 15 to apply the = " s 1
/A Reflection . . o u -~ X, X* AR b v 3
& oo default highlight * -

I
123 Number Styles

color

] el
m
o
>
-

5
TN T T

The Text Effects and Typography
» Ttk Effects ane Typography ,

ﬁ Ligatures

v v v v v v v

abe Stylistic Sets

You can use the Text Effects and Typography menu to

beautify the text by choosing one of the following options:

Outline, Shadow, Reflection, Glow, Number Styles, 14
Ligatures, or Stylistic Sets.



Accueil (Font police bl ds gax)

The Font dialog box
lists all font

(or character) related
formatting

Font Dialog Box

References

Insert Design

Layout Mailings

|Calibri (Body)

N ~|A A A~ | b

: B I U - ake x, X° v a7 v
~ Format Painter = § A -

@ iji
Il

Dialog Box

| SetAsDefault | | TextEffects... |

Clipboard = Font = 14_0—0
Launcher
| g . | 1 | Py S ) |
Font ? X
‘ The Font
...... Font i Advanced Dialog Box
Font: Font style: Size:
j‘Body ‘ |Regular 11
+Headings Italic
Agency FB Bold
Aldhabi Bold Italic
Algerian b
Font color: Underline style: Underline color:
| Automatic  |v|  (nong) V] [ automatic  [v]
Effects
[ strikethrough [] small caps
[[] pouble strikethrough ] Al caps
[] superscript [] Hidden
[[] subscript
Preview

+Body

This is the body theme font. The current document theme defines which font will be used.

Cancel
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+» 01 Bulleted List

-— i— i

Eh=-- == A, | [ 0]

Recently Used Bullets

+

Bullet Library

None ® O [ | .y "

>|[v

*

Define Mew Bullet...

2.  Numbered List

Layout  Refer

rences  Mailings Review View Help Q

1| =-Bl= == A, |[e]

B I U-mxx x % |[E]= RecentyUsed Number Formats
S A-¥-A-ma- KA DT
1 & Font [ 2
& oo 1 g
Numbering Library
1) Q.
Naone 2) a2
3) |Q3. |
. « Number alignment: Left
1) Microsoft Word IR 2
& Change List Level 3
2) MICFOSOft EXCE‘| Define New Number Format.
+ i# Set Numbering Value...
3) Microsoft Power = "
4) Microsoft Access

> — w

> —

i
-

3

(8

| List Library |
1)-
None a)
0
- | Article |. Heaa
# = | | Section 1.011
& e (a) Heading 2
|. Heading 1= | | Chapter 1 H=:
A. Heading Heading -

All~

Define New Multilevel List...

Nefine News | ict SHuvla

Paragraph Formatting Tools on Home Tab

0090000

= oy | EE =] B | A

= |1=. [ H >

o] | |
Q0 000 @

3 Multilevel List
A multilevel list has more

=

than one level. Using a
multilevel list you can keep
keep control of chapter

numbers, headings, and
subheadings in a document

16
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Paragraph Formatting Tools on Home Tab

04 Decrease Indent

Remove the extra space (half-inch) to the left
of the entire pargraph.

05 Increase Indent

Adds half-inch extra space to the left of the
entire pargraph.

1---|‘--a---‘?‘--1-‘-|---2‘--|-‘-]---|‘--4-‘- LB B A

-

2l q
- H

'_P\aragrap;l "u
® 000 ©

06 Sort

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

Hanging text box desgns that r.c_:mplement each other. For example, you can add a matching.cover page, SO rt h ed i n gS’ parag rap hS’ I iStS Or tab I eS .

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

Indent header, and sidebar. Click Insert and then choose the elements you want from the different
galleries.

T §1|1|1 S A B B

Left Themes and styles also help keep your document coordinated. When you click Design and
Indent choose a nbw 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.

Sort Text ? *

L---u‘--g------1‘--|---z---|‘--3------4‘-‘|---5---¢--‘5------7--‘ Sort by o
Save time in Word with new buttons that show up where you need them. To change the Palaglaphs Type: ® Ascending
Right way a picture fits in your document, klick it and a button for layout options appears next () Descending

Indent 45 it When you work on a table, click where you want to add a row or a column, and

then click the plus sign.

A ding

Type: scendaing

| . Descending

L---u‘-----g---1‘--|---z---|‘--3------4‘-‘|---5---¢--‘5------7--‘ Then by

e Save time in Word with new buttons that show up where you need them. To : B 1o [Tod - Ascending

Right change the way a picture fits in your document, click it and a button for layout Descending
Indents options appears next to it. When you work on a table, click where you want to My list has

add a row or a column, and then click the plus sign. O Header row (@ No header row 17

Options... e Cancel




Accueil (Paragraph Formatting bl (gauw)

Paragraph Formatting Tools on Home Tab

07 Show/Hide Formatting Symbols ? ? ? ? ?

08 Left Alignment

Aligns the current paragraph (or a selection) to
the left. Keyboard shortcuts Ctri+L

09 Center Alignment | I I aragrap'l <
Aligns the current paragraph (or a selection) to |
the center of the page. Keyboard shortcuts oo @@ @ @
Ctrl+E
10 Right Alignment Single (1.0) {Eﬁﬁf Wihenyou ook online video, you an pfi‘éf:fﬁé}
H . line spacing : _ s
Aligns the current paragraph (or a selection) to O o a1
the rlght Keyboard Shortcuts Ctr|+R s "To make your document look professionally produced,”)
. . ine spacing 4 Word provides header, footer, cover page, and text box »
11 JUStIerd AI Ignment | ‘ ’ \_designs that complement each other. -
Paragraph Spacing

Lines-up text neatly on the both sides (left and (Themes and styles also help keep your document |
I’Ight) Of the Current paragraph (Or a Selectlon) aﬁ:jlf,';?l{(l:llr:]) 4 coordinated. When you click Design and choose a new
12 Line and Paragraph Spacing \_Theme, the pictures, charts, and SmartArt... .

Adjust the space between lines of text or

18
between paragraphs.
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Text Alignment

Home

A e e T - -
@ | =~ =~y (=322l | T | | aasbcene| asBbeede AaBbCe A
A= ==1=- D~ H ~ TMNormal | TMNoSpac.. Heading1 F
I Paragraph I

'""g'"""1"'""‘1"""'3"'&"'4"'

ot Video provides a powerful way to help you prove your
Alignment  PoInt. When you click Online Video, you can paste in the
embed code for the video you want to add.

To make your document look professionally produced,
Center Word provides header, footer, cover page, and text box
Alignme designs that complement each other. To make your
document look professionally...

Themes and styles also help keep your document

Right coordinated. When you click Design and choose a new
Alignme Theme, the pictures, charts, and SmartArt graphics
change to match your new theme

Save time in Word with new buttons that show up where

Justified you need them. To change the way a picture fits in your

Text document, click it and a button for layout options
appears next to it.

19
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Paragraph Formatting Tools on Home Tab

s 99900
Apply background color to a paragraph

Layout References Mailings Review View Help Q Tell me YT L= as

~_l i AaBbCcDc

T Normal

Theme Colors

W EEN an

Text Highlight Color in ———g1

Font group IIIIIIIII

(Red background) 100 Standard Colors
o s EEEEN
Shading in 21
. : :

No Col
Paragraph group = =
(Black background) 11 S SAeSoss.

Layout References Mailings

Paragraph ?

10

Indents and Spacing  Line and Page Breaks

14 Borders | apge—

-

Outline level: | Body Text v Tabs o ?
Set border to the selected text, paragraph or table. obopponton | Dkt wn
agMi:rror indents ) r J
S‘:::ri: opt & Lif A”C:)"L':::t O Center O Right
After: 8ot o O Decimal O Bar
. . I:l Don't add space between paragr: Le;;eerone O o O .
15 Paragraph Settings (Dialog box launcher) | ... Os _
Cancel 20

......



Accueil (Apply Styles to Text kall klai)

To apply a style, click the Home tab, on the Style gallery, choose the
style you want to apply to the text

Home @

aaBbeDe | Aasbcede AaBbC AaBbCc A AaBbCe aasbee:
TNormal | TNoSpac.. Heading1l Heading2 Title Subtitle  Subtle Em... <

T Click the More arrow
Styles I to expand the gallery
‘ g I TR R 2° P T T S S S T S S TR R R

Opens the

Styles gallery Styles pan
Heading 1 style
Heading 2 sterJ
Heading 3 style Applied
Heading 4 style * f:)y:g:u

AaBbCcDc | AaBbCcDe AaBbC¢ AaBbCcl /—\aB AaBbCcC AaBbCcDt
i Normal | TNo Spac.. Heading1 Heading2 Title Subtitle  Subtle Em..,

AaBbCcDt AaBbCcDt AaBbCcD« AaBbCcDt AaBbCcDc AABBCCDL AABBCCDL

S u bt |t| e StYI e — Emphasis  IntenseE... Strong Quote Intense Q... Subtle Ref... IntenseR...

AaBbCcDt AaBbCcDc
Book Title T List Para...

Expanded Styles Gallery

74 Createa Style

4 14
"':0 Clear Formatting e
21

©

44, Apply Styles...



Insert tab (pages) @)oY qu g

B Cover Page - | Lo Pictures 27 leons 11 Chart Bk Get: Addl-ins w [ glink o | Header = |.-\ [ - E.? = T Equation =
| Blank Page = : L@ Online Pictures () 30 Models - g Screenshat - o Wkipad! CII-'_ [*™ Bookmark - i . [} Footer~ = 4 - [ 1 Symbal =
able - L - Wik a nhne OITIITHENT -, [
— Page Break - [ Shapes - T Smartan My Add-ins Video oo Cross-reference [¥] Page Number=  goy - 0-
Pages Tables INustrations Add-ins Media Limks Comments Header & Footer Tt Symbols

Bi Pagedegarde~ [ Cover Page ~

7 Page vierge || Blank Page
*# Saut de page = Page Break
Pages Pages

Cover Page

Blank Page - Inserts a blank page by inserting two page breaks, one above
the current insertion point and one below it.

Page Break - (Ctrl + Enter). Inserts a page break instead of displaying the
Breaks dialog box. You can access all the other types of breaks using the
Breaks drop-down on the Page Layout tab, Page Setup group

22



Insert tab (Table) ) qu g

You can create a blank or empty table by using the

Table

—l Insert

E=E

Insert Table grid - - L
D [ Shapes ~ 5 SmartArt B Ge =
. I \Y
5 g i M : '5 Icons 1 Il Chart Tables
g ‘;over Page ~ - [ Shapes 75 SmartArt B Get Add-ins E Table Pictures | aM,
ank Page 3 \ﬁ Icon: 1 I Chart o v y
= Page Break Plct:lres €D 3D Models ~ @, Screenshot ~ & My Add-ins PR \?Iz Insert Table e ? x
| | ) Insert Table
Insert Table lllustrations Add-ins M
EEEEEEEEEE R A e ettt Bl DDDDDETablesize
50 0 o [ ) ) E . 5 2] l
COOCCOCCCEEIE] | Heading 1, Heading 2, Heading 3 —o Select Text [:] [:] D l:l [j Number of columns: =
EEE%E%EE%E Rawieellanatheccell 0 OIOICICICIE number of rows: 2 =
Convert Text to Table ? < 84
%EEEEEE%%E Row2, Cll, Anothercell | OO0 e
Number of columns: 3 [__—] D D D l:] [ : s -
T D D D D D [: @ Fixed column width: |Auto v
A“‘C:)":i:::‘l’:::;n width: |Auto D D D D D E O AUtOEIt to contents
(O AutoFit to contents D D D D |:| [ O AutoFit to Wing_OW
(O AutoFit to window m lnsert Table... . : |
Sepatatcear . [JiRemember dimensions for new tables:
O Paragraphs (@ Commas Ej _QI'BW Table
G— Text converted to table O1abs Ogther: |- Cancel
Heading 1 | Heading 2 | Heading 3 c ;

Row 1 Cell

Another Cell

Row 2 Cell

Another Cell

[ gl

Quick Tables

Excel Spreadsheet

>

Insert Table : Use the Insert Table dialog box to create a table.
Draw Table: Use the table freehand tool on the document to create a table.
Convert Text to Table :Use Convert Text to Table dialog box to convert paragraphs, comma
separated text, etc. to create a table.

Convert Table to Text : You also can convert a table into the delimited text.

Excel Spreadsheet: Use this option to embed an Excel spreadsheet.
Quick Tables : Insert a predesigned table.

Draw Design Layout
[ Shapes ~ b EE
_ﬂ ﬁ lcons [T K
Pictures

. [P 3DModels ~ &%
Insert Table

0 o o o o
0 o o
00 o o o o o
[ 9 [ 6 5 [ R E [
0 o o o o o
0 o o o
0 o o o o o
0 o o o [ o [ o

£
™ Draw Table
%
5
==

Inzert Table...
Convert Text to Table...

Excel Spreadsheet
Ciuick Tables »

23



Insert tab (Table) ) qu g
Table Borders

Apply, modify or remove border formatting on a cell, row, column, or the entire table

Table Tools

Table Design

1 Border Styles : The borders style gallery. === 1 &
2 Border Sampler: Copy border formatting to apply

it elsewhere.

3 Line Style: Select a different line style format to
replace the current borders.

Layout

Shading

~

Theme Borders

Q Tellmey 3 tyc 4 anttodo

Border

Styles L# Pen Color ~ -

(- 8 s
¢4  Bottom Bl r

°

i

Yopt — |+ &

]

_‘

Borders| Border

Painter

Borders

4 Line Weight

Change the line weight, for example, one and a half

Top Border

| eft Border

Right Border

“ No Border

All Borders

QOutside Borders

= Inside Borders

point.

5 Pen Color Recently Used Borders

Change the border color by picking the desired ]
CO|OI’ ,f Border Sampler e

6 Borders

7 Border Painter
Apply a border style, line style, line weight or color
to any line you click on inside the table

Inside Horizontal Border

¢ Inside Vertical Border

Diagonal Down Border
Diagonal Up Border
Horizontal Line

Draw Table

View Gridlines

Borders and Ql.A'ing...




Insert tab (Table) )oY qu g
Merge & Split Cells

105 Review View Help Table Design Layout ——— gs Review View Help Table Designe Layout
I o | e - I [ R T - .
d BH 58 @ o {Heignt 02 * | [ Distribute Row: 0 B 58 | R (lHeight 016 T O Dist
Merge Split Split AutoFit =, . P Merge Split  Split AutoFit =, et
o Width: 0.5 Distribute Col o Width: Dist
Cells  Cells  Table w e » | R i Cells _Cells Table v e I v JPLEER
[ e Merge [ Cell Size a/Mergg L Cell Size
| Memge: (el . -l split Cells ? X [
Merge the selected cells into one e
cell, Number of columns: |4 r—i;" !
@ MNumber of rows: ‘:2 {-é-_—

MAY

Merge cells before split
M T W T F S S I c
1 2 3 a4 5 6 Paperpads | 1 | Sulcond Gitls

7 s 11 | 12 | 13 BNy 5

Pencils 12
14 | 15 16 17| 18 | 19 | 20 Highlighter | 2 colors
21 | 22 | 23 | 24 | 25 | 26 | 27 Scissors | 1 pair
28 | 29 | 30 | 31 L]

25



Insert tab (Table) !

Table Alignment
If the table size is narrower than the page margins, you can align the entire table to the

left, center, or right on the document:

Layout —@)
| B EE 88 3B

Table Design

[} Select ~

B 0 [0

£ = S

Draw  Eraser Delete  Insert Insert Insert Insert e Split  Split
BE Properties —o Table ~ Above Below Left Right Cells  Table
Table Draw Rows & Columns ] Merge
L I IR SRR B SR R
Table Properties ° ? *
Table Row Column Cell Alt Text
Size qAY
O ] 2] Measurein: |inches vn'
Alignment Q T F S
Indent from left: Align Top Left
B &£ E| B I S Al'g t lt)t the top left £
— —— — - Ign text to the top IETt Corner ©
10 11 12 thegcell :
Left Center Right X
Text wrapping 17 18 19
- - 24 | 25 26
=|| == 31 0 Align Center Left
Nl fsund e Centertgxt vertically and align it to
: the left side of the cell.
[ Borders and Shading... [ DOptions..,

Align Center

Center text horizontally and
vertically within the cell.

Cancel |

Align Bottom Left

Align text to the bottom left corner
of the cell,

Cell Alignment

\

\

Align Top Center

Center text and align it to the top of

the cell.

\

\ Table Design Lay"o{
\ I
\ gn __

\ E-/A—) @
—EE El e
E E] E Dlrectlon Marglns

/ ‘ Ahgnm'ent

N

Align Bottom Center

Center text and align it to the
bottom of the cell.

Align Top Right

Align text to the top right corner of
the cell.

Fast-Tutorials.com

Align Center Right

Center text vertically and align it to
the right side of the cell.

Align Bottom Right

Align text to the bottom right
corner of the cell.
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Insert tab @)Y uss

lllustrations duasda gill cila gas !

Shapes - Drop-Down. The drop-down contains the commands: Recently Used Shapes,
Lines, Rectangles, Basic Shapes, Block Arrows, Flowchart, Callouts and Stars and

Banners. This list is slightly different in Excel.
SmartArt - Displays the "Choose a SmartArt Graphic" dialog box which lets you choose
from the following different types of smartart: list, process, cycle, hierarchy, relationship,

matrix and pyramid.

Chart - Displays the "Insert Chart" dialog box. There is no more MS Graph and
datasheet. Chart data is now opened up in an Excel spreadsheet.

Insert Pictures

Screenshots

AutoSave (@ off) e ~ = Document2 - Word

: ES This Device...
- Fal StockImages...

Eé' Online Pictures...

File Home

% Cover Page ~

. Capture a part of
the last visited

Insert —°sign Layout References Mailings

| | 0 Shapes ~ %SmartArte 05 Ge

window

File Home Insert Design Layout Referen [M Blank Page ' %3 Icons i 1] Chart |
C— o Table Pictures — /) M
P = Page Break % = €D 3D Models ~ l@+ Screenshot ~ J O~
B +] | EO Shapes ~ 3= SmartArt ~
: Pages Talf Available Windows
. "g Icons [ﬂ] Chart -
Pages Table Pictures = L : Cllgk any )
v . > €0 3D Models v (g Screenshot v avaliable window 3
. | 3 to insert its
Insert Picture From L llustrations Scroenshot P
L S O O O OR E

{ @L Screen Clipping



Insert tab @)Y uss

’ & Link ' | Header - IL Equation -
g ™ Bockmark ' g [ Footer~ 4 - &5 ) Symbal ~

Online Comment Text

Video o Cross-reference 5] Page Mumber= p.. . mE

Links

Symbols

Header & Footer

Media Comments

Online Video - Find and insert videos from online resources.
Bookmark - This displays the "Bookmark™ dialog box

Comment - Insert a comment into this part of the document.

Symbol o ? Pe
| Symbols | special Characters B H ea d ar ¥
Eont: | (normal text) Subset:  Currengy Symbols [~
B«|7odsple|ale|¢|T|z[s]emp|e" | [N Footer v

TT Equation ~  B|O[%| e |Ne|®|™|™ale|d|%|1|%|%|%|%

O symbolv | 2IBEEA BB [0 5 €|t 0 | [3] Page Number v
ANl 0]AlTa|-] /] [V]=]ein]] . Header & Footer
Recently used symbols:

Symbols EL£|¥O® ™Mtz L|2|+|X|ee|pn|alB|m

Unicode name: !
" LCharacter code: | 20AC from: | Unicode [hex] |~
Euro Sign L 1 :

AutoCorrect... | | Shortcut Key.. | Shortout key: Alt+Ctrl=E

A




Design Tab

File

Home Layout  References  Mailings  Review

View  Developer

‘ﬂ':ﬂ Title TITLE Title Title A é‘F‘aragraph Spacing ~ I_E] 5’51 I_'l‘]
..... depriidy Hesding 1 :EL-.—.-._-— P @ E'H:E[ts_v !
EIMEs = DI s — Colors Fonts atermar age age
Themes | zoorwner | =imimmss, o= mEm o Colors Font Watermark Page Pag
- ———— - - ﬂ Set as Default = Colar = Border

Document Formatting

Watermark - Drop-Down. The drop-down contains the
commands: Custom Watermark, Remove Watermark and Save
Selection to Watermark Gallery.

Page Color - Drop-Down. Lets you change the background
colour of the page. Displays the full theme colour palette.
Page Borders - Displays the "Border and Shading" dialog box

Page Background

B & 0

Watermark Page

b

Page
Color ¥ Borders

Page Background

29



Layout — mise en page 4aiual) abia e g

File Home Insert Design Layout References Mailings Review View Developer
D'@ H—b] ——| *—Breaks~ Indent Spacing
_ D _ — :[Line Mumbers= 2=Left | 0cm :I:Eiefnre: 0 pt .
Margins Orientation 5ize Columns L .= .
- - - - bc Hyphenation= = =% Right 0cm - t= After Bpt -
Page Setup P Paragraph P
D'ﬂv “—r;] —— W= Breaks -
_ _ D _ — [ Line Numbers -
Margins Orientation 5Size Columns a
- - - - bc Hyphenation - FILE HOME IMNSERT
Normal = & ¥ —
Top: 23 cm  Bottom: 2.54 cm Ij ID =:
Left: 254 cm Rightt 2.54cm
Margins Orientation 5Size Colu
Narrow A - - "
Top: 1.27cm  Bottom:1.27 cm
Left  1.27cm Right: 1.27 cm . up
Portrait
Moderate
Top: 2534 cm  Bottorn: 2.534 cm Nav
Left: 197 cm  Rightt 191 cm | | Lanu:ls.cape |
Search
Wide
Top: 23 com  Bottom: 2,54 cm
Left: 308cm  Rightt 508 cm
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ug PowerPoint




[
El Powerpoint gtz

A presentation is a collection of data and information that is to
be delivered to a specific audience. (means of communication
which can be adapted to various speaking situation, such as
talking to a group, addressing a meeting or briefing a team.)

A PowerPoint presentation is a collection of electronic slides
that can have text, pictures, graphics, tables, sound and video.
This collection can run automatically or can be controlled by a
presenter.

"POWERPOINT" refers to Microsoft PowerPoint, a program that

allows the user to design a presentation that consists of multiple
slides.




P4
Microsoft PowerPoint Is a widely used software for making
professional presentations. This software makes it easy to mix
documents of different types (texts, images, sounds, etc.) to create a
presentation for screen and data show.

The software includes two parts: “Fashion design"of slides and
a“Slideshow mode "which allows you to project the presentation.

Each presentation is made up of different slides displayed one after
the other.

Powerpoint gtz

el nlly iy il

rann zalill 138 daiga (a5 ye a8l Microsoft Powerpoint gl y adiie
saje oLy ([Glpal jagal jaa) ddline gl e clile A gean 7 e
data showlilill (ia jle gl sall QLALE & oapods

gaall) aeaill (moe A4k sl L bl Gnida gelill (enal,
ARl il Al (e 23 ey se IS (5 gy (ol
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Word yasall) gdlea gald

POWerPOi nt Rechercher des modéles et thémes en ligne Fo

Recherches suggérées: Thémes  Présentations  Professionmel  Nature

Fducation  Industrie Sport

Récent

Hier

i 2 Utiliser_un_diaporama Fai-tes @

Bureau » Cours en ligne Sep 2016

Avant la semaine derniére une strte

Eﬁ initiationaulogicielspss18-...

E: » Bureau Sperenza » 5p55 Fouad

Nouvelle présentation Bienvenue dans PowerPoint

% Unite ES 2016

D: = Cours LMD :
2 25,513l Organique -
. Bureau » LMD ——
[@¥ Ouvrir d‘autres Présentations '
Emploi du temps - Th... Organique
|
Open a presentation Create a new presentation

34




The interface gl 4galy

T B - 0O X

@8- I L~ @ Prscartatan - FomssPom
LI INSERT ] TRANSTONS ANMATIONS IGE SHOW SENTEW vEN
o [ Elueyoue == 1 = 00O - Us y 12 Supeli Hrnd
[ : v = o .
(

P L

Gl = e . r Ot S Replace ~
S = Amange (i
L N ~ ,

‘_. "
ATl L

£ Rt
Paste New YOS Mo
Chies [MSection® =

-

{3 Selact»

Clpbaara n Slides Furt Pavapraon Dimang Meng -~

Format Background
® > ®
@ R

; + Seld Fl

adem i

Pictize ar teeturs fik
Pyttess 171

Hide background graghes

Click to add title =

Click to add subsitle 2
%

Trsmparency |

Apply 1o &)

Chick to add noles ‘I’ ‘
@ & noTes W COMMINTS -+ ~ 0

s0ror

A. File Menu and Backstage View E. Slide Area l. View Buttons

B. Quick Access Toolbar (QAT) F. Task Pane

C. Ribbon G. Status Bar 35
D. Slides Pane H. Notes Pane




E Power point layout (The Ribbon) adl sall Ja 5

The ribbon is the panel at the top portion of the document it has 9
tabs:

File, Home, Insert, Design, Transitions, Animation, Slide show,
Review, and View.

¢ ) (el R | =5z | s [ TetDn E\\000p 3 Spert- | £ Fnd
1 . : N N e - o’
=t — B3 Align Text ALLROG 1, ' e - | 3% Replace
p‘ﬂ( P"h\ ] ] | g \V . \ b~ / M A’"ﬂgf N A
¥ ¥ Foomat Paintet Shide » .’:SKQOF\' ' ) o / ‘ arvert to Sraartist % .'.\_ { ) W 5 Covies + o Shape Effect L: Select *
(bpbo)rd\ | Skdes / Foot Paragraph Drawing Edting
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File Tab

The file Tab allow to open a saved presentation, start a new one,
save, save as, print, share, Export, Close account and option

Prevardstiosd - Powerd oot

Pratect Presentation Properties *
Corvol wiwt types of tharges peogie Can Mmalke 10 The presemistan Sige 1rt saved vt
Shdes

Huddes thes

Ttle Acd a1l

Ten Add ety

Inspect Presentation
Feture puiing This Nie, e pware That 1 COMams
' Dpcument propirtas end sthof 5 mame
" Costeat ™t pecple with dsabities are unadle 5o rendd

Manage Presentation
Chack in, check out, and 1ecover unasved Changes

T Thins am 0o urnaved changes

Catogomes Add s ctegeny

Related Dates
Lot Modled
Crantes Todey, 1003 &M

Last Prwbed

Relates People

Authiae fd "i

.

Last Modtnd By MOt taved yit

Show At Propete:
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Home Tab

Home tab Is the main screen allow to add slides, Change

slides layouts, Change fonts and their style such as size and
color.

Presentationl - PowerPont

Design Transitions Animations Shide Show v
— 2 t =] E A e . - - Fri 4 - = =) Sy -
B | | [ Layout Calibri (Body} -128 <~ A" A" 6@ s l,l.‘f Text Direction : NOoOo [ 5 [ '_Shapg Fal L Find
= : ¥ ¥ ¥ Reset Colalign Test - AL LS|~ ¥ — Q‘ ; LZ Shape Cuthine - 3% Reptace ~
aste v AV L = = = B e 2 " rrange Quick
G ® Farmat Painter | siide~ 'BSection= | B T U S e B- Az~ A —_ 71 Convert to SmantArt - & YAt 2 | % clen - G ShapeEffects~ | I3 Selece~
Clipboarda = Slides Font T Paragraph = Drawsng = Editing ~
: -
2
SemrpsnsncTRSta e
3 Powerepoint
o O 4
o o
o o O
=
=
Click to add notes
Slicte 1 of 3 = & = Notes W Comments = as & = - 1 ] + &9% 3 /
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Insert and Design Tabs

Insert tab 1s used to insert different features such as such as
tables, Sharts, Pictures/ clips art, Shapes, media (sound and

video), Links....

B 9+ 0 E Y Presentationl - PowerPoint

View Format

File Home 5 Design ~ Transtions  Animations  ShdeShow  Review

Q' F l iStore ‘é; I* +ﬁ E D 4 ﬂ L‘ D T[ Q ‘ g+

) Ve —l
Header WordAst Date& Slide Object Equatuon Symbol  Video Audic Screen

=) B | ] leg

o+

New ~ Table Pictures 0n||ne Screenshot Photo  Shapes SmartAt Chart & Wy Addins ~ Hyperlink Action Comment Text
Shde> |~ Pictures ~ ~  Album»  ~ Box &Foater +  Time MNumber v Recording
Slides ' Tables Images [lkustrations Add-ing Links Comments Ted Symbals Media

Design Tab(~=<ill) contains tools for changing the appearance
of slides.

B ©- 0 1,?') v Presentation] - PowetPoint

File Home  Insert esii Transtions  Animations  Shide Show Review  View V Tell me what you want to do

ERTH ; -:‘ r:_?_
Aa Aa L\a E%& ' B2 HlAa : .Z )
uESg mE CEEE T TE EEE } - | L ummEs nEEE = (L o EER Emm B Slide Format
- * Siges Background

L L3 |
Customize
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Transitions and Animations Tabs

Transitions (<YW Tab contains the tools to set the mode and

time to move from one slide to another.
H% 0B+

Presentationl - PowerPoint

File Home Inset  Design [RICHIGEENM Animations  ShideShow  Review  View  \/ Tell mewhat you want to do
= — —— ) T — — 4l Sound: [No Sound] ~+ Advance Slide
CEN N 4 & ® S
s 4 & 5§ |l ;| Dk : -

: ] @ 'rg _é L. Q ol (YDuration: 0200 , ¥| OnMouse Click
Previe ¢ <h Wi i Reveal  Rs s Shape ver 5 oned .

None ut Fade Pus Wipe Split Vel ndom Bars hape Uncover < e E}App%-,' To Al After: 000000 *
Preview Transition to This Slide Timing

Animations(<s_all)y Tabs contains the tools to animate the
content of the slides.(predefine special effect)

H %0 E X Presentationl - PowerPoint
File Home Inset  Design  Transfions [EENINEGEENE ShdeShow  Review  View y Tell me what you want to do.,
< Y. _7"' + 51 Animation Pane Start Reorder Animation
d K * f Ik
. N ( \ "r ’( N of |19 Trigger Duration A Move Eatlie
Preview None Appear Fade Fiyln Float In Split Vipe Shape 5 Ciect Add B RS
v Ootions = Animation~ *° Animation #2 nie! Delay v Move Later

Preview Animation Advanced Animation Timing
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E i)yl U2 e Slideshow Tab

Slideshow provides option for presenting the slide show to the
audience. Narration for the show can be recorded. Decisions
can be made as to where to start the presentation, In addition
custom shows can be created

H - 0O @ = Presentationl - PowerPoint

File Home Insert Design Transitions Animations Slide Show Review View Q Tell me what you want to do...
= = — ] ' [v] i = . .
L"l_!)' |¥ \i@ EL? [Lll;;]' Ty I.,/'L\/l i Sy ettt [é]_—‘ Monitor:  Automatic
ey fa_a = ) . Neod S [v| Use Timings -
Fron? From . Pre.sent Custom Slide .Set Up H!de Rf_he.arse Record Slide Tl o : [l lise Prasantsr Vi
Beginning Current Slide  Online~  Show~ Slide Show Slide  Timings  Show~ ¥ Show Media Controls
Start Slide Show Set Up Monitors
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Review and View Tabs

Review tab Is used to check the spelling in the presentation to
add comments to different slides and to protect the presentation
sothat the others cannot make revision. Include other different

group\bottons

Presentationl - PowerPoint

File Home Insert Design Transitions Animations Slide Show levie View Q Tell me what you want to do...
v B P & g 8t = O [ Brees = | A
\/ . % A LN - = ' 37 Next ki £
Spelling Thesaurus = Smart  Translate Language MNew  Delete Previous MNext Show Compare Accept Reject __ End Start
Lookup - - Comment = Comments ~ LE| Reviewing Pane Reyiew | Inking
Proofing Insights Language Comments Compare Ink

View tab iIs used to view the presentation in different formats.

Presentationl - PowerPoint

H ©- 0 1 -+
i View Q Tell me what you want to do...

Transitions Animations Slide Show Review

File Home Insert Design
olz=mp EEl EE [ ] Ruler = = . Color =] E Arrange All - [ f**:'
sl FH [E= S = = DD m= —=LJ
|| Gridlines &= Grayscale % Cascade
Slide Handout Motes MNotes = Zoom Fitto New Switch Macros
Window mm Blackand White | \window D Move Split  windows -

Mormal Outline Slide MNotes Reading o
Master Master Master - Guides
Window Macros

View Sorter Page View
Master Views Show [

Presentation Views
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